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1. OBIIAS XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMBI
YYEBHOM JUCIUILINHBI OI1.07 JOKYMEHTAIIMOHHOE
OBECIIEYEHUME YIIPABJIEHUSA

1.1. MecTro OMCHMIUIMHBI B CTPYKTYpe 00pa3oBareibHOW NMPOrpamMMbl
NOATOTOBKH CIENHAJINCTOB CPeJAHEro 3BeHa: ydyeOHas NMUCIMIUIMHA BXOJUT B
oOmenpodecCHOHANBHBIN ITUKIL.

YyebHas AMCHUILIMHA UMEET MPAKTUYECKYIO HApaBICHHOCTh U UMEET
MEXIpPEeIMETHbIE CBs3U C mnpodeccuoHanbHbiM MoayieM [IM.02 Iloaroroska,
oopMIICHHE U YUET TEXHUUYECKON JOKYMEHTAIIUH

1.2. IHeap ®W MIaHHpPyeMble Pe3yJbTATHI OCBOCHHUS Y4eOHOM
TUCUMILUTAHBI:

B pesynbTaTe 0CBOCHUS JUCHUIUIUHBI 00YUYarONIUNCS N0J2KeH 3HATh!

- 3aKOHOJATENIbCTBO B 00JACTH BEACHHUS JOKYMEHTOOOOPOTAa M apXUBHOI'O
nena;

- TOPUHIUITEI OpraHU3aIU JIEJIOTPOU3BOJICTBA B YUPEKICHUU;

- MpPaBOBbIE W HOPMATHUBHBIE OCHOBBI BEICHHUS JIOKYMEHTOOOOPOTA,
COCTaBJICHUsSI U O()OPMIICHHSI OCHOBHBIX BUJIOB YIPABICHYECKOU JOKYMEHTAIUY;

- yHuUUIMPOBaHHBIE (OPMBI U METOJIBI ODOPMIICHHSI TOKYMEHTAIIUU.

- MpaBWJia TEKYIIETO XPaHEHUs JOKYMEHTOB;

- MNOJATOTOBKY JOKYMEHTAIUU IS JJIUTEIIbHOTO XPAHEHHUS;

- OCHOBHbIE TpeOOBaHUS OOECHEUYEHHUIO COXPAHHOCTU JOKYMEHTOB B
apXxuBe, MOPSIIOK BbIAYH JIE]I.

B pe3ynbpTaTe 0CBOCHUS TUCUUIIMHBI 00YYaIOIIUNACA J0JIKEH YMETh:

- pa3pabaTbhIBaTh JOKaJbHbIE HOPMATUBHBIE AKThl U HOPMATUBHO-METOINYE-
CKME€  JIOKYMEHTBhl  (TIOJIOKEHMS, MHCTPYKIMU W  JAp.) 1O  BEJCHUIO
JeONPOU3BOCTBA;

- TPaMOTHO COCTaBUTh WIM O(DOPMUTH TOT WU HWHOU CIIy>KEOHBIN
JIOKYMEHT;

- COCTaBJIATh, YUUTHIBATh, XPAHUTh, OPTAaHU30BLIBATH 3AIIUTY U TEepeaady
CIyeOHOW ¥  KOH(MUIECHIHUATBLHOM JIOKYMEHTAallMd B  COOTBETCTBUU C
TpeOOBAHUSIMU JTOKYMEHTOO00POTA;

- paboTaTh C YHHBEpPCATbHBIMU TAKETaMH MPUKIAIHBIX MPOTPAMM JUIS
pEIIeHNs] yIPaBJICHUYECKUX 3aJ]a4, HCIOJb30BaTh ISl OPTraHU3AINH, XPaHCHUS,
noucka u 00paboTku HHPOPMAIIMK CUCTEMBI YIIPaBIICHUS 0a3aMu JIaHHBIX;

- ¢dopMHPOBATH U XPAHUTH JIeJIa, YIUTHIBATH M OCYIIECTBIISITH TIEpeiavdy J10-
KYMEHTOB B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSIMU.

OO0mue koMneTeHUMU, GopMUPYEMbIC B pe3yJIbTaTE OCBOCHUS JTUCIUILINHBI:
OK 01 Boibupars  cnocoObl  pemieHus  3agad  npodeccroHaIbHOM

ACATCIIBHOCTU MMPUMCHUTCIIBHO K pa3JIMYHBIM KOHTCKCTAM.

OK 02 Hcnonp30BaTh  COBPEMEHHBIE CpPEACTBAa IOMCKA, AaHAIM3a U
WHTEpIIpeTanny HHPOpMAIMd U WHOOPMAIIMOHHBIC TEXHOJOTHU IS
BBITIOJTHEHUS 33724 Ipo(ecCHoHaIbHON NS TEILHOCTH.
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OK 05 OcCylecTBIATh YCTHYI0O M NHCbMEHHYI0 KOMMYHHMKAalUIO Ha
rocynapctBeHHOM sA3bike Poccuiickon @enepauuu ¢ y4eTOM
0COOEHHOCTEN COIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 07 CopelicTBOBaTh COXPAHEHHUIO OKpYyXaromien Cpepl,
pecypcocOepeKeHrI0, MPUMEHSITh 3HAHUS 00 W3MEHEHUHM KJIUMaTa,
MPUHITUIIBI OEPEKITMBOTO MTPOU3BOACTBA, 3PPEKTUBHO NEHCTBOBATH B
YpE3BbIUANHBIX CUTYyAIUSX.

OK 09 [Tonmp30BaThCA npodeccruoHanbHOM JIOKYMEHTalen Ha
roCyJJapCTBEHHOM Y MHOCTPAHHOM SI3bIKaX.

IIpodeccnonabHble KOMIETEHIMH, GOPMHUPYEMBIC B PE3yIbTaTe OCBOCHHS
JIUCUUATIIUHBI:
IIK 2.1. [logroraBnuBath TEXHUYECKHME JOKYMEHTHI  (3aKJIOUEHHS) O

COOTBETCTBMM KadyeCTBa MOCTYHAIONIUX B OPraHU3AIUI0 ChIPhS,
MaTepuaoB, oty pabpukaTos, KOMIUICKTYIOIUX  W3JETui
TEXHUYECKUM pErjiaMeHTaM, CTaHIapTaM U TEXHUYECKUM YCIIOBUSIM.

IIK 2.2. [ToaroraBnvBaTh TEXHUYECKUE JOKYMEHTBI WU COOTBETCTBYIOIIUE
oOpasubl TPOAYKIUU IS TPEJOCTABICHUS B HCIBITATEIbHBIC
nabopaTopuu IS MPOBEJCHUS TIPOLIETYPhI CepTUDUKAIINU.

[IK 2.3. OdopMisaTh JOKYMEHTAIIMIO Ha TMOJITBEPKICHUE COOTBETCTBUS
npoaykiuu (pabot, yciayr) B COOTBETCTBUM C YCTaHOBJIECHHBIMU
TpeOOBAHUSIMU.



2. CTPYKTYPA M TNPUMEPHOE COJEPKAHUE YYEBHOM

JUCLUILJIMHBI

2.1. O0beM yueOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Buj yueOHoi1 padoThl

O0BEéM yacoB

O0bem 00pa3oBaTeIbHOI IPOrPaMMBbl 90
CamocTosiTeJibHasi padoTa 2

YueOHasi HArPy3Ka BO B3aUMO/I€HiCTBHH C NMPENoaBaTejiemM 88
B TOM YHCJIE:

TEOpETUIECKOe 00ydeHUe 40
JabopaTopHbIe pabOTHI (€CIH MPETyCMOTPEHO) -

MIPAKTUYECKHE 3aHATHS (€CIIH MPETyCMOTPEHO) 40
KypcoBasi paboTta (IIpoeKT) (eciu MpeayCMOTPEHO) -

KOHTpOJIbHAs paboTa -

Koncynbranuu 2

[TpoMexxyTouHas aTTecTalus — IK3aMeH 6




NHCTPYKIUSA
10 COCTABJIEHHIO pado4eil MporpaMmMbl Y4eOHOH AU CHUIJIMHBI/ IPO(EcCHOHATILHOTO MOYJIA

Pabouas nporpamma 1o yueOHOM auciuIuinHe/mpodeccuonanbaomy Moayiaro (namee — PIT VJI/TIM) — y4eOHO-METOIUYECKH JTOKYMEHT,
COCTaBJICHHBIH B COOTBETCTBHH C YYEOHBIM IJIAHOM, B KOTOPOM OTpa)ke€Ha IOCIIeA0BATEIbHOCTh H3YUECHUS U pacupezienieHrne 00beMa BpeMeHH 110
paznenam u TeMaM. KommuectBo wacoB mo PII YI/TIM BkiroyaeT MaKCHUMalbHYIO Y4YEOHYHO HarpysKy, COCTOSIIYI0 W3 00s3aTelIbHON
ayJUTOPHOM HATPY3KH U BHEAYAUTOPHOW CaMOCTOSATENLHONM paboThl 00yUaromerocs.

®opma PIT YI/IIM sBasiercs enuuoir s npenoaasatenein ['AIIOY CO «TUIIK». PIT YI/TIM BoctpeOyercs mpemnojaBareiieM IMpu
MIPOEKTUPOBAHUM UM OOpPa30BaTEIbHON JEATENILHOCTH U SIBJSETCSI COCTAaBHBIM KOMIIOHEHTOM OCHOBHOM IMpodeccHoHallbHOM 00pa3oBaTenbHOM
IPOrPaMMBI.

[Tpu coctaBnenuu PIT V]I/IIM HeoOxoa1uMo y4ecThb cienyoliee:

1. Paccmotpenne u oocyxaenue PIT V/I/TIM ocymecTBisieTcst €keroaHo Ha 3acempanusx padouunx rpymmn OITOIT coorBeTcTBYIOMETro MpoQuiIs.
PIT Y I/TIM yTBepkaaeTcst TMPEeKTOPOM, YTO OTPa)KaeTCsl Ha BTOPOM JIUCTE.

2. B rpade Nel «HammeHnoBaHue pa3iennoB ¥ TeM» OCIENOBATENFHO TIaHUPYETCS BECh MaTepral paboyeil MporpaMmBbl, pacipeIeNIeHHbIH 10 pasziesam,
Y TEMaM.

3.B rpade Ne2 «Conepxanue ydeOHOro MaTepuayia, J1adopaTOpHble padOThl M NPAKTUYECKHE 3aHATHSA, KypcoBas pabora (IIPOEKT)»
TOCIIeIOBATENbHO TUIAHUPYETCS] BECh MaTepuall paboyelt mporpaMMebl, paclipeiefieHHbIH M0 AUAAKTUYECKUM eTMHUIaM (Borpocam), Ne 1abopaTopHbIX
paboT U npakTU4YecKuX 3aHsATuil. CienyeT BbIIENATh OCHOBHBIE TEMBI C pa30MBKOM Ha 3aHATHs — 1 yac.

4. B rpage 3 «O0bEM yacoB» cTaBUTCA APOOb, YUCIUTENb KOTOPOH O3HAUaeT KOJMUYECTBO YAacOB, OTBEACHHBIX HA 3aHATHE B JAHHBIM JI€Hb, a
3HaMEHATENIh — KOJMYECTBO YacOB, IPOIIeAIIee ¢ Hayana ydyeonoro roga. Hanpumep, 1/1, 1/2, 1/3, 1/4, 1/5 n 1.1.

5. B rpade Ne4 «YpoBeHb OCBOEHUS» YyKa3bIBaeTCsl YPOBEHb OCBOEHHUS TEMbl B COOTBETCTBUU C PEKOMEHIAUMSIMHU: 1 — 03HAKOMUTEIbHBIN
(Yy3HaBaHME paHEe U3YYEHHBIX OOBEKTOB, CBOWCTB); 2 — PENPOAYKTUBHBIN (BBINOJIHEHUE NEATEIBHOCTH MO 00pa3lly, MHCTPYKIMU WU I0J]
PYKOBOJICTBOM); 3 — IPOLYKTHBHBIH (IUIAHUPOBAHHE U CAMOCTOSITEIbHOE BHIIIOJIHEHUE IEATEIIbHOCTH, pellieHHe MPOOIEMHBIX 3a1a4)

6. B rpade 5 «Ne 3amsTHIT» TOCIEIOBATEIIBEHO TPOCTABISIOTCS HOMepa 3aHsatuid (1.2.3....), KOTOpbIE TOJKHBI COOTBETCTBOBATH 3aITHCSM,

3a()MKCUPOBAHHBIM B )KypHaJle TEOPETUUYECKUX 3aHATUH M0 cooTBeTcTBYyomuM Y JI/IIM.

7.B rpadpe 6 «Bun 3aHATUS» MIAHUPYIOTCS BUIBl YUEOHBIX 3aHSTUN: JIEKIMs, CEMHUHap, JlaboparopHas padoTa, MPaKTHUYECKOE 3aHSTHE,
KOHTpOJIbHAsE paboTa, KOHCYJIbTAllMs, BBINOJIHEHHE KypCOBOH pabOThl, KOMOMHUPOBAHHBIN YpOK, JIeJoBas WJIM poJieBas urpa, paszoop
KOHKPETHBIX CUTYallUH, ICUXOJIOTUYECKUI U MHOW TPEHUHT, KOMIIBIOTEPHAsI CUMYJISIIMS, TPYIIoOBas JUCKyccus (yciaoBHble 0003HadeHus - JIP
— naboparopHas pabota; [13 — npaktuueckoe 3austie; KY - KOMOMHUPOBAHHBIHN YPOK).

8. B rpade 7 «Bueaynuropnas camocTosiTenbHas paboTa» yKa3blBalOTCS BUIBI BHEAYAMTOPHOW CaMOCTOSATENBHOW palboThl (mpopaboTka
KOHCIIEKTOB 3aHSATHI, caMOCTOsITeNIbHAst paboTa ¢ yueOHUKOM M HOPMaTHBHOM JINTEpaTypol, pelieHHe 3a/1a4, BBIMOJIHEHHE OTYETHBIX paboT K
NPAKTUYECKUM 3aHATUAM U Ja0OpaTOpPHBIM paboTaM, BBINOJIHEHHE pacdyeTHO-TpagHuuecKux paboT, HamucaHue pedepaToB, MOATOTOBKA
IIpEe3EHTAlMM, TOArOTOBKA JOKJIAJ0B, U JIp.).

9. B rpade Ne§ «KonndecTBo yacoB» yKa3bIBaeTCsl KOJIUYECTBO YaCOB, OTBEIEHHOE HA BHEAYTUTOPHYIO CAMOCTOSITEIIBHYIO Pa0OTYy.



2.2. TemaTu4ecKuii MJIAH U COlePKAHME Y4eOHOI TN CIUTLTHHBI

HaumenoBanue Conep:xanue yueOHoro marepuasia, | Oobe | YpoBeHb Ne Bun 3ansitust BueayauropHas
pa3/iesioB M TeM JJabopaTopHble padoThl U M OCBOEHHS | 3aHATHSA CaMOCTOsITeIbHas1 padoTa
NMpPaKTHYEeCKHE 3aHATHSA, KYypcoBasi | 4aco 3ananue Koua-Bo
pa6ora (IpoeKT) B 4acoB
1 2 3 4 5 6 7 8
Tema 1. Beenenue B Coaeprxanue yueOHOro MaTepuaJia 2
ji0)% enwn, 3amaun, GyHKIIUU CITYKOBI 1/1 2 1 Jlexus
HOYVY.
JIOKyMeHT ¥ ero (pyHKIIHH. 1/2 2 2 Jlexums
Knaccugukanus 10KyMeHTOB.
HopmaruBHo-MeToMueckas 6aza
HOYV.
Tema 2. Coaep:xanue yueO0HOro MaTepuaJia 6 1
JIoKyMeHTHpOBaHUE PexBHM3UT Kak 00s3aTeIIbHBIN JIEMEHT, 1/3 2 3 Jlexmus CocraBieHue 1
yHpaBIeHYECKON MPUCYIIUH OTpeIeIEHHOMY BHILY Ipe3eHTaluU
JIEATENHEHOCTH nokymenrta. OCT P 6.30-2003
dopmyisip-obpasen JOKyMeHTa 1/4 2 4 Jlexuus
Buibl 1 Ha3HaueHue OIaHKOB.
CocraBiieHnEe pEKBU3UTOB 1/5 2 5 I13
JOKYMEHTOB.
CocraBiieHnEe pEKBU3UTOB 1/6 2 6 I13
JOKYMEHTOB.
Cocrasienue Gpopmyisipa 17 2 7 I13
CocraBienue gopmyisipa 1/8 2 8 113
Tema 3. Cucrema Conep:kanue y4eOHOIr0o MaTepuaJia 6
OpraHU3alMOHHO- [TonsiTHE OpraHU3alMOHHBIX 1/9 2 9 Jlexmusg
pacropsIANTEIbHON NOoKyMeHTOB. OCHOBHBIE TpeOOBaHUS K
JIOKYMEHTAIUH. COCTaBJICHUIO OpraHU3allMOHHBIX
Opraan3annoOHHO- JIOKYMEHTOB
IIPaBOBBIE JIOKYMEHTBI Buas! 1 cTpyKTypa OpraHu3alliOHHO- 1/10 2 10 Jlexuus

B coomsemcmeuu ¢
mpebosanHuaAMU

MIPaBOBBIX TOKYMEHTOB:
YUPENUTEIbHBINA JOTOBOP, YCTAB,




()eMOHcmpaI/{MOHHOZO
IK3AMeEHA no

ITATHOE pacnucaHue, JOIKHOCTHBIC
WHCTPYKLHUU U JIp.

KoMnemeHyuu CocraBiieHHE IITaTHOIO PAaCIMCAHUS 1/11 11 113
«/[oxymenmayuonnoe CocraBieHue T0KHOCTHON 1/12 12 113
obecneuenue ynpasnenus | MHCTPYKLUU
u apxusoseoenuey CocraBiieHue yupeauTenbHbIX 1/13 13 I13
(Mooynw A) JIOTOBOPOB
CocraBneHue yudpeauTeIbHbIX 1/14 14 113
JIOTOBOPOB
Tema 4. Coaep:xanue yueOHOro MaTepuaJia 4
Cucrema [TonsTHE O pacIOPAAUTEIBHBIX 1/15 15 Jlexuus Cocranenue
OpraHu3alMOHHO- nokymeHnTax. OCHOBHBIEC TPEOOBaHUS K Ipe3eHTaINN
pacropsIuTeIbHON COCTABJICHHUIO PACTIOPSIUTEIBLHBIX
JIOKYMEHTALUH. JOKYMEHTOB.
PacrniopsimurenbHbie Buiel 1 cTpykTypa pactopsantenabpHsix | 1/16 16 Jlexuus
JOKYMEHTBI JOKYMEHTOB: IOKyMEHTBI, H3/1aBacMbIe
B coomeemcmeuu ¢ B OpraHU3aIUsaX Ha OCHOBAaX
mpebosanuaMu enMHOHaYaus (IPUKa3bI,
0eMOHCMPAYUOHHO2O0 pacropshKeHUs, yKa3aHus) 1
OK3aMeHa No JTOKYMEHTBHI, N3/[aBaeéMbIe Ha OCHOBE
KOMnemeHyuu MPUHATHUS KOJUIETHAIbHBIX PeIIeHUi
«doxymenmayuonnoe (TTOCTaHOBIICHUS, PEIICHHS,
obecneuenue ynpaenenus | mpoTOKOJIbI).
u apxusosedenuey Cocrasnenue u opopmiieHne 1/17 17 I13
(Mooynb A) IIPUKA30B, PACIIOPSKCHUN, YKa3aHUU
CocrasjieHue 1 0popMIICHHE 1/18 18 I13
MIOCTAHOBJICHUH, POTOKOJIOB
Tema 5. CnpaBouHo- Conep:kanue y4eOHOIr0o MaTepuaJia 4
UH(POPMAaILIMOHHbIE [TonsTre o cnpaBo4HO- 1/19 19 Jlexuus
JOKYMEHTHI WH(POPMAIIMOHHBIX JOKYMEHTAaX.
OcHoBHbIE TPEOOBaHMS K COCTABJICHUIO
OpTaHU3AIMOHHBIX JOKYMEHTOB..
Bunel u cTpykTypa CnpaBO4YHO- 1/20 20 Jlexuus

MH(OPMALIMOHHBIX IOKYMEHTOB:




CIIpaBKH, CJIy)K€6HI:I€ 3aIlIUCKH, aKThl 1
Ap

CocraBnenue pa3auyHbIX BUIOB
CIPaBOK U CITy>KEOHBIX 3aITUCOK JIJIS
I/IHZ[I/IBI/II[yaJIbHO 3aJaHHOI'O
PEPUATHS

1/21

21

I13

CocraBiieHHE pa3IMYHBIX BUI0B aKTOB
U NPOTOKOJIOB AJISl MHIUBHyaJIbHO
3aJIaHHOT'O MPEANPUSATUS

1/22

22

I13

Tema 6. City>xeOHble
nUCchMa

Coaep:xanue yueO0HOro MaTepuaJia

CayxeOHble MHChMA: TPAJIUIIUOHHBIC U
JIEKTpOHHBIE. BXxoasmue u
ucxozsamue nuceMa. Kinaccugukanus
CITy’K€OHBIX IIMCEM 10 3aJ]aHHBIM B
TEKCTE TEMaM.

1/23

Jlexusa

bnaHku ¥ peKBU3UTHI TUCEM.
Oco0EHHOCTH TEKCTOB TTHCEM.
KoHKkypeHTHI nuceM: Teierpamma,
tenedoHorpamma, ¢akc. Mx
0COOEHHOCTH U CPOYHOCTh
HUCITOJIHCHUS.

1/24

Jlexknmsa

CocraBiieHHe UCXOAIIUX TUCEM ISt
WHIUBUAYATBHO 33 JaHHOTO
NPEAIPUATUS

1/25

I13

CocraBiieHne BXOJAIMX MHCEM IS
WHIUBUAYATbHO 33JaHHOTO
PEINPUATHS

1/26

I13

Tema 7. Kanposas
JIOKyMEHTaIUs

Conep:kanue y4eOHOIr0 MaTepuaJia

OcHoBHbBIE TpeOOBaHHS K O(POPMIICHHIO
JOKYMEHTAIUH 110 JUYHOMY COCTaBy.
JIoKyMeHTHpOBaHueE Ipoliecca
JIBUKEHHMSI KaJIPOB.

1/27

Jlexusa

OdopMmrnenne pa3IMdHbIX BUIOB
3asgBiieHnil. OCOOEHHOCTH COCTaBJICHUSA
TPYJOBBIX KOHTPAKTOB. [IpaBuia

1/28

Jlexnusa

10




oopmieHHs U BeleHUs TPYAOBBIX
KHUXKCK, JIMYHBIX KAPTOYEK U Jel

CocraBneHue pe3rome, 3asiBICHUN O
IpUeMe M YBOJIHEHHUE

1/29

I13

Cocrasnenue u opopmiieHHE IPUKA30B
1o JIMYHOMY cocTaBy. OdopmieHne
Kaptouek T-2

1/30

I13

Tema 8. JloroBopHo-
paBoBasi JOKyMEHTAIUs

Conep:kanue y4e0HOT0 MaTepuaJia

OO01ure moI0KeHus 0 JOTOBOPE,
HOPMBI, PETYJIHPYIOLINE OTIETbHbIE
€ro BU/IbI, OTIPECIIEHHBIC
I'paxxmanckum kogekcoM PO.

1/31

Jlexusa

[TonsiTvie 1OroBOpa U OCHOBHBIE €TO
paszaensl. Buibl 1oroBopos.
[IpOTOKOJIBI COMIAIEHUH U TPOTOKOJIBI
pa3HoIJIaCHil K JOTOBOPaM.
JloBepenHoctu. KoMMepUYeCKHii akT 1
0COOEHHOCTH €r0 COCTaBJICHUS

1/32

Jlexusa

Odopmienne 10ropop, NPOTOKOJIOB
COTJIAIICHUM M pa3HOIJIacui

1/33

I13

Odopmitenre TOBEpEHHOCTEH

1/34

113

Tema 9. [IpeTen3noHHO-
MCKOBas JOKYMEHTAIIH

Coaep:xaHue y4eOHOro MaTepuaJia

3aKOHOJATENbHBIE aKThI U
HOPMAaTHUBHBIE TOKYMEHTHI 110
[IPETEH3UOHHO-UCKOBOU
JNOKyMeHTauuu. JIOKyMeHTHI,
BXOJSIIME B COCTaB IIPETEH3UOHHO-
VCKOBOW TOKYMEHTAIUU.

1/35

Jlexknmsa

IIperen3uu, ux BUIBI 1 OCOOEHHOCTH
cocraBieHus. TpeOoBaHuUs K
COCTaBJIEHUIO MCKOBBIX 3asIBJICHUIL.

1/36

Jlexusa

CocTraBieHre NMPETEH3UI U aKTOB

1/37

113

CocraBneHue HpCTeH3Hf/'I n aKTOB

1/38

113

Tema 10. JlTokyMeHTBI IO

Coaep:xanue yueOHOro MaTepuaJia
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BHEIIHEOKOHOMHUYECKON | ToBapHbIE U pacyeTHBIE JOKYMEHTBI. 1/39 Jlexuus
JESITeIIbHOCTH CrtpaxoBbl€ JOKYMEHTHI.
ToBapHbIE U pacueTHBIE JOKYMCHTHI. 1/40 Jlexmms
CrpaxoBble JOKYMEHTHI.
CocraBiieHHE TOBAPHBIX U PACUETHBIX 1/41 I13
JIOKYMEHTOB
CocraBiieHHE TOBAPHBIX U PACUETHBIX 1/42 I13
JIOKYMEHTOB
CocTaBJIeHHE CTPAaXOBBIX IOKYMCHTOB 1/43 13
CocraBieHue CTpaxoBbIX TOKYMEHTOB 1/44 113
Tema 11. Jlokymentsl o | Coaep:xkaHue yueOHOro MaTepHaJia 2
OpraHU3aly 3al{UThI [TonsATHE KOMMEPUYECKON TalHBI. 1/45 Jlexuus
KOMMEPUYECKOI TaliHbI CBeneHusl. COCTaBIISIIOIINE
KOMMepYecKyro TaiHy. Ilopsmok
JIOMyCKa K KOMMEPUYECKOH TaiiHe.
Opranu3zanus 000poTa TOKyMEHTOB, 1/46
COJIepKALIMX KOMMEPUECKYIO TalHY.
Tema 12. Coaep:xaHue y4eOHOro MaTepuaJia 6
KomnsrorepHbie HopmaTtuBHBIE TOKYMEHTHI, 1/47 Jlexmusg
TEXHOJIOTUH B 3aKPEIUISIONIHE AIEKTPOHHOE
JIOKYMEHTalMOHHOM JeTIOTIPOU3BOICTBO.
obecrieueHnn BBoj TekcTa B JOKYMEHT
YHIpaBJIeHUS. OdopmiieHne Ipyrux peKBU3UTOB. 1/48 Jlexuus
Cospanve JOKyMEHTa B [Tewats noxymenrta. CoxpaHeHue
MS WORD JIOKYMEHTA.
CocraBneHune pa3au4yHbIX BUIOB 1/49 113
nokymenToB Ha [IK B MS WORD,
BBIBEJICHHE WX HA IeYaTh.
CocraBieHue pa3InYHbIX BUIOB 1/50 113
nokymenToB Ha [IK B MS WORD,
BBIBEJICHHE WX HA IeYaTh.
Odopmnenne nokymeHTa B MS 1/51 113
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WORD.

Odopmnenne noxkymeHnta B MS
WORD.

1/52

I13

Tema 13. Co3nanue
I[OKYMCHTa HpI/I IIOMOIIIHN
3JICKTPOHHOM TaOIHIIBI
Excel

Conep:kanue y4eOHOTr0 MaTepuaJa

Cozpanue 10OKyMEHTa IIPU TOMOIIHU
anexkTpoHHor Tabmmibl Excel. BBoa
JTaHHBIX B TaOmuiry. opMaTtupoBaHue.
BriBe/IcHHE TOKYMEHTA Ha IeYaTh.

1/53

Jlexusa

Coznanue 10KyMEHTa IIPU TOMOIIHU
anekTpoHHon Tabmmibl Excel. BBoa
JTaHHBIX B TaOmiry. opMaTupoBaHue.
BriBe/icHHE TOKYMEHTA Ha IeYaTh.

1/54

Jlexusa

Coznanue 10KyMEHTa IIPU [TOMOIIHU
a7eKTpoHHOM Tabnmiel Excel.

1/55

I13

Co3aHue TOKyMEHTa MPU TOMOIIU
aeKTpoHHOU Tabmuiel Excel.

1/56

I13

Tema 14.
JoxyMeHTOO0O0pOT.
[Topsimox MpoXoXKIeHUs
BXOOAIIIUX, UCXOOAITUX U
BHYTPEHHUX JJOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

10

CocraB u yuet 00béma
JIOKYMEHTO000pOTa OpraHU3aIiH.
OcCHOBHBIE 3TaIbl JOKYyMEHTO000pOTa
npennpusaTus. [Topsiok mpoxoxaeHus
BXOOAIIHNX, UCXOOAIIHUX U BHYTPCHHUX
JIOKYMEHTOB.

1/57

Jlexmus

CocraB u yuer 00bEma
JIOKYMEHTO000pOTa OpraHU3aIiH.
OcCHOBHBIE 3TaIbl JOKYyMEHTO00OpOTa
npennpusaTus. [Topsiok TpoxoxaeHus
BXOOAIIHNX, HCXOOAIINUX U BHYTPEHHUX
JIOKYMEHTOB.

1/58

Jlexmus

Pa6ora ¢ nucbmamu 1 oOpaleHusIMu
rpaxaad. @opMbl U MOPAIOK
perucTpanyu J0KyMEHTOB.
Wupekcarus 10KyMEHTOB.

1/59

Jlexmms

Pabora ¢ nucbmamu 1 oOpanieHus MU

1/60

Jlexmsa
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rpaxxaaH. @opMBbI U MOPSAIOK
PErucTpalnyy J10KyMEHTOB.
Nupexcanus JOKyMEHTOB.

O06paboTka BXOSIIUX JOKYMEHTOB 1/61 I13
O6paboTKa BXOAAIIHMX JOKYMEHTOB 1/62 113
O06paboTKa HCXOASIINX JOKYMEHTOB 1/63 I13
O6paboTKa UCXOASIINUX JOKYMEHTOB 1/64 113
O0paboTka BHYTPEHHUX JIOKYMEHTOB 1/65 113
O0paboTKa BHYTPEHHUX JIOKYMEHTOB 1/66 13

Tema 15. Coaep:xanue yueOHOro MaTepuaJia 8

Cucremaruzamnus Cucremaru3zanus TOKyMEHTOB KaK 1/67 Jlexmusa

JIOKYMEHTOB M UX IPYNIAPOBKA UCTIOJTHEHHBIX

XpaHEeHHE JOKYMEHTOB B JIeJia

B coomeemcmeuu ¢ Cucremaru3anus JOKyMEHTOB KaK 1/68 Jlexims

mpebo8aHusMu TPYyNIUPOBKA UCTIOTHEHHBIX

0eMOHCMPAYUOHHO20 JOKYMEHTOB B JIeJia

9K3aMeHa no dopmupoBaHUE JOKYMEHTOB B JIea. 1/69 Jlexmmst

Komnemenyuu Homenkiatypa nen kak

«/[okymenmayuonnoe CHCTEMAaTH3HPOBAHHBIN TIEpEUEHb JIe

obecneuenue ynpaenenus | opranuzanuu, oOpMICHHBIN B

U apxueosedeHuey YCTAHOBJIEHHOM ITOPSIJIKE

(Mooyne D) dopMHUpOBaHUE TOKYMEHTOB B JIEJIA. 1/70 Jlexuus
Howmenxkiarypa gen kak
CHCTEMaTU3UPOBAHHBIN IIepeueHb /e
opranusanuu, opopMIIEHHbBIN B
YCTAHOBJICHHOM TOPSIIIKE
TpebGoBanus K HOPMHUPOBAHUIO JIEIT 1/71 Jlekuust
TpebGoBanust K HOPMHUPOBAHUIO JIETT 1/72 Jlekuust
®opmupoBaHus JOKYMEHTOB B Jiea 1/73 I13
corsiacHo Homenkiarype nen
®opmupoBaHus JOKYMEHTOB B Jiea 1/74 I13
corsiacHo HomeHnkiarype nen

Tema 16. Ilonroroska Coaepsxkanue y4eOHOro MaTepuaJa 6

14




JIeT1 K MOCIIEYIOLIEMY DKCnepTu3a HEHHOCTH JOKYMEHTOB, 1/75 Jlexuus
XPaHCHUIO Meroauka e€ mposeneHus. CocTaB u
B coomsemcmeuu ¢ (YHKITUU KCTIEPTHOW KOMHUCCHH.
mpebosaHusMu DKcrnepTu3a EeHHOCTH JJOKYMEHTOB, 1/76 Jlexnus
0eMOHCMPAYUOHHO20 MeTouka e€ npoBeaeHwus. CocTaB u
9K3aMeHd No (YHKIMM SKCIEPTHOM KOMHCCHH.
KoMnemeHyuu XpaHeHue J1e] B TEKYIIEM 1/77 Jlexmusa
«/[oxymenmayuonuoe nenonpoun3BoicTBe. OCHOBHBIE
obecneuenue ynpasnenus | MOHATUS 00 apXUBHOM XPAHEHHH.
U apxueosedeHue [lepenava nen B apxuB.
(Mooyne D) XpaHeHue e B TEKYIIEM 1/78 Jlexnus
nenornpoun3BojicTBe. OCHOBHBIE
MOHATHS 00 ApXUBHOM XpaHCHUH.
Ilepenava nen B apxuB.
CocTaBUTh TOKYMEHTHI 00 UTOTrax 1/79 I13
MIPOBEPKH JICIT
CocTaBUTb TOKYMEHTHI 00 UTOTrax 1/80 I13
MIPOBEPKHU el
Kouncyabranuun 2
IIpomexyTouHAast aTTECTAMSA - 6
IK3aMeH

O0BéM o0pa3oBaTebHOI Harpy3ku — 90 yacoB

y4eOHO#i Harpy3ku BO B3auUMO/eiicTBHM C npenoaaBarteyeM — 88 yacos

CaMOCTOSITeIbHOM PadoThl — 2 yaca
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3. YCJIOBUS PEAJIN3AIIMUA PABOYEN ITPOT'PAMMBI YUEBHOM
JAUCHUITJIMHBI

3.1. TpeGoBaHusi K MHHUMAJIBHOMY  MAaTEePHAJIbHO-TEXHHYECKOMY
o0ecne4yeHmnIo

Peanuzamus paboueil mporpaMmbl y4eOHON IUCHUIUIMHBI TpeOyeT Haaudus
CTaHJIapTHOTO y4eOHOTO KaOWHETA.

O0OopynoBanune y4eOHOro KaOuHera:

- IOCAJI0OYHBIE MECTA MO KOJUYECTBY 00YUaIOIIUXCS;

- pabouee MecTo mperoaaBaTes;

-0a30BbIA  KOMIUIEKT MOOWJIBHOTO  MHOTOBapHAHTHOIO  MYJBTUMEIUHHOTO
00pa30BaTeIbHOTO KOMIUIEKCA,;

- CKaHep;

- IPUHTED.

Texnnueckue cpeacTBa 00y4eHHs:

- IEMOHCTPALIMOHHBIN KOMILJIEKC B COCTaBE:

- OKpaH;

- IPOEKTOp «ACEmN;

- KOMIIBIOTEP JJIS MTPEMNO 1aBaTelIs.

3.2. UudopMmannoHHoe odecnieyeHne o0yueHust

IlepeyeHb pekoMeHIyeMbIX YUeOHBIX H3JAHNH

1) ABtokpatroB, B.H. Teoperuueckue mpoOseMbl OTEYECTBEHHOTO
apxuBoBenenus / B.H. ABtokparos.- M., 2019.

2)  AunekceeBa, E.B. ApxuBoBequeckue acrekThl B JCIONPOU3BOICTBE:
sKcrepTH3a IieHHocTH AokymeHToB / E.B. Anekceera, JL.II. AdanacweBa, E.M.
Bbypoga, I'.A. Ocuukuna // Cexpetapckoe neno.- 2018.- Nel.- C. 79-83.

3)  AunekceeBa, E.B. Hay4yHble OCHOBBI OLIGHKM W OTOOpa JOKYMEHTOB/
E.B. AnekceeBa, JLII. AdanackeBa, E.M. byposa, I'.A. Ocuukuna //
JHenonpousBoactro.- 2018.- Ne 1. - C. 98-102.

4)  AnexceeBa, E.B. HopmaruBHO-mMeTOmMYeckHe MOCOOUS IO
HKCIIEPTU3E LIEHHOCTU JoKyMeHTOB: niepeunu / E.B. AnekceeBa, JI.II. Adanacnesa,
E.M. Bypoga, I'.A. Ocuukuna //[{enonpousBoactso.- 2018.- Ne 2. - C. 85-92.

5)  Amnapeesa, B.. [lenonpou3BoACTBO: MpakTH4eckoe mocooue / B.U.
Anppeena. - M.:2021.

6)  ApxuBoBeneHue: yueo. mocooue.- [Tensa, 2018.

7)  Apxunosa, T.I'. [Ipo6iema 3kcrepTHU3bl IIEHHOCTH JOKYMEHTOB "Bek
HbeIHeHU 1 Bek MmunyBimit" / T.I'. Apxunosa/ Cekperapckoe aeno.- 2018.- No 1.

8)  AdanaceeBa, JLII. HMHpopManuoHHBIE TEXHOJIOTMH B apXHBax:
KOMIUIEKTOBAaHHE U JKcrepTu3a LeHHoctu nokymeHtoB/ JLII. AdanacweBa //
Cexkperapckoe neno. - 2018. - Nel. - C. 86-90.

HNuTepHeT-pecypesl:
9)  https://www.sekretariat.ru/article/210940-0qqg-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 U OIEHKA PE3YJIbTATOB OCBOEHUA

JUCLMUILJINHBI
KOHTpOJII) H OICHKa pPEC3YyJIbTATOB O

CBOCHHUA OUCHUILUIMHBI OCYHICCTBIIICTCA

MMpenoaaBaTCjicM B IIPOUCCCC IIPOBCACHUA ITPAKTUUCCKUX 3aHSATHUI.

Pe3yabTarsl 00yyeHus
(oCBOEHHBbIE YMEHHsl, YCBOEHHbIE 3HAHNS)

@opMBbI M METO/IbI KOHTPOJISI ¥ OLleHKH
pe3yabTAaTOB 00y4eHHsI

3HATh:

3aKOHOJATENILCTBO B O0JIACTH  BEICHUS
JOKYMEHTO000pOTa U apXMBHOT'O JIETIa;

MPAKTUYCCKUC 3aHATHUSA, BHCAY IUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

IMPUHIUIIBI OPraHU3alMK JEJIONPOU3BOACTBA B
YUpPEKIACHUU

NPaKTHYECKHE 3aHSTHUS, BHEAY IUTOPHAs
camocTosTelbHas paboTa

IMpaBOBBIC W HOPMATHUBHBLIC OCHOB BCIACHUA

NPaKTHYECKHE 3aHSTHUS, BHEAY IUTOPHAs
camocTosiTelbHas paboTa

JIOKYMEHTO0000pOoTa, COCTaBJICHUS U
odopmIteHUs OCHOBHBIX BUJIOB
yIpaBIEHYECKOH JIOKYMEHTALIUH;
MPAKTUYECKHE 3aHSTHS, BHEAYIUTOPHAsS
yHUQUIUPOBaHHBIE  (GOPMBI M METOABI | caMOCTOSTENbHas pabora

oOopMIICHHS JTOKYMEHTAIIUU

mpaBujia TCKYIECTO XPAHCHUA JOKYMCHTOB

MPAKTUYCCKUC 3aHATHUSA, BHCAY IUTOPHAA
CaMOCTOATCIIbHAsA pa60Ta

MOATOTOBKY JAOKYMEHTALMHU I JUIMTEIBHOTO
XpaHeHus

MPAKTUYCCKUC 3aHATHUSA, BHCAY IUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

OCHOBHBIE TpeboBaHUs o0ecrevYeHnIo
COXPaHHOCTH JIOKYMEHTOB B apXMBE, MOPSIIOK
BBIJIAYH JIeT

MPAKTUYCCKUC 3aHATHUSA, BHCAY IUTOPHAA
CaMOCTOATCIIbHAA pa60Ta, TCCTOBBIC 3a/JaHUA

YMmerh:
pa3pabaTeiBaTh  JIOKAJIbHbIE  HOPMATHBHBIE | IPAKTHYECKHUE 3aHATUS, BHEAYTUTOPHAS
AKTBI u HOPMaTHUBHO-METOIMYECKHE | CAMOCTOSATENbHAs paboTa

JOKYMEHTBI (TI0JIOKEHUS, MHCTPYKIUH U JIp.)
110 BEICHUIO JIEJIONPOU3BOICTBA

rPaMOTHO COCTaBUTh WIU O(DOPMHUTH TOT WU
MHOM CITy’K€OHBIH JOKYMEHT

MMPAKTUYCCKUEC 3aHATHUSA, BHCAY TUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

COCTaBJIAITh, YYUTHIBATH, XPaHUTh,
OpraHW30BBIBATH  3alIUTY W  [epenavy
CITy>KeOHOM u KOH(HICHITNATIBHON
JIOKYMEHTAIU! B COOTBETCTBUU c
TpeOOBAHUSIMHU JOKYMEHTO00OpOTA

MMPAKTUYCCKUEC 3aHATHUSA, BHCAY TUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

pa6OTaTB C YHUBCPCAJIbHBIMUA IIaK€CTaMH1

MMPAKTUYCCKUC 3aHATHUSA, BHCAY IUTOPHAA
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OPUKIAIHBIX ~ TPOTpaMM ISl PEIICHUS
yIpaBICHYECKUX 3ajad, MCIOJIb30BaTh IS
OpTraHH3aIK, XpaHEHUs, IOUCKA U 00pabOTKH
UHPOPMALIUK CHCTEMBI YIIPABICHHS Oa3zamu
JTAHHBIX

camocTosiTeNbHas paboTa

dbopMHpOBaTh U XPAaHUTH JIeNa, YYUTHIBATH U
OCYIICCTBIISITh ~ Mepeadyy  JOKyMEHTOB B
COOTBETCTBUU C HOPMAaTHUBHBIMU
TpeOOBaHUSIMU

NPaKTHYECKHE 3aHSTHUS, BHEAY TUTOPHAs
camocTosTelbHas padboTa
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