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I. AHHOTaLUs

1. Ilenn u 3aga4u AVCHMILIMHBI

OuciyriiHa  «/loKyMeHTOBeZieHre» TIpe/iCTaB/isieT Co00i OTpacib 3HAHUM,
KOTOpasi U3yuaeT JOKYMEHT Kak siBjieHre Ky/bTYPHOM, 0011[eCTBeHHO-TTO/IUTUYeCKOH,
COLIMA/IbHO-95KOHOMUYECKOH »KHU3HH, €r0 UCTOPUIO U Pa3BUTHE.

e oOCBOeHUWSI [UCLMIUIMHBI = SIBAseTCd C(GOPMHPOBaTh Y  CTYJEHTOB
TIpe/ICTaB/IeHNe O CYIITHOCTH, CTPYKTYpe ¥ MHOr0oOpasuu JOKyMEHTOB, COCTAB/ISFOLIX
OCHOBY [JIOKYMEHTHOM KOMMYHUKAllMM U [JIOKYMEHTHbIX (DOH/IOB OpraHu3aliyi,
MH(GOPMALMOHHBIX 1[EHTPOB, apXUBOB, OMO/MMOTEK, My3eeB, a TakKe T0Ka3aTh TPOLIeCC
CO3/aHVs Y UCTIO/Ib30BaHNs [IOKYMEHTOB.

3aauaMy OCBOEHUS IMCLIMTUIVHBI SIB/ISTFOTCS:
- VCUepIibIBarolllee  pacCMOTPEHMe [OKYMeHTa KaK S$BJEHUSl Ue/IOBeYeCKOU
JlesITeNTbHOCTH B MPOLIeCCe ero NCTOPUYECKOT0 Pa3BUTHS;
- IproOpeTeHre HaBLIKOB PabOThI C UICTOPUYECKUMH M COBPEMEHHBIMU JIOKyMeHTaMH;
- OCYIIIeCTB/IeHHe MOJPOOHOTO aHa/M3a JOKYMEHTOB,
- YMeHHe WCTI0/Th30BaTh MoTyueHHbIe 3HaHHS B TIPAKTHUeCKoi paboTe JOKyMeHTOBea
Y apX{BUCTa WX Ha F000M JIpyroM r'yMaHWTApHOM ITorpuilie B TBepcKoit 06/1acTl U
Jpyryx pavioHax Poccun.

2. Mectro pucuuiuiMHbl B cTpyKType OOII

MucipnHa  «/JoKyMeHTOBeZieHHe» BXOAWT B YacTb Yy4yeOHOro TUIaHa,
dbopmrpyeMyro yuacTHMKaMud obOpa3oBaTeslbHbIX OTHoIeHui. CofiepskaTe/lbHO OHa
3aK/l1a/IbIBaeT OCHOBBI /11 (DOPMUPOBAHUSI Mpe/ICTaB/IeHUs O IOKyMeHTe Kak OZJHOM U3
OCHOBHBIX 3JIEMEHTOB KOMMYHUKAllUM C MCTODUUECKOM TOUKM 3DEHUsI U B
COBPEMEHHBIX YCJIOBUSIX.

YueOHasi AUCLMTUTMHA U3YYaeTcsl BIIITOM U IIIeCTOM CeMecTpax TapasuiesibHoO C
TaKUM{ [JUCLATUIMHAMK YacTH y4eOHOro TulaHa, (GOpPMHUPyeMOM Yy4YaCTHUKaMH
oOpa3oBaTeNbHbIX OTHOIIIEHUM, KakK «ApxuBoBefeHue», «CraHgaptusaius [10Y u

apxXvBHOro Jena», «CoBpeMeHHasi apxeorpagusi», «YTpaB/ieHWe [IOKyMEeHTaMU U



apxviBaMd 3a pybeXoM», a Takke 00s3aTelbHOM YacTH y4yeOHOro IUlaHa Kak
«[TpodeccrioHanbHasi 3THKA W OSTHKeT B TOCYAapCTBeHHOW CiykOe». OHa
HEIoCpe/ICTBEHHO CBsi3aHa C TIPE/IIeCTBYIOMMMY JUCIIUTUTMHAMK  00si3aTeTbHOM
yactTi  yuebHoro  tutaHa:«®unocodusi»,  «BBemeHne B TpodeccHio,
«PernoHoBefienne», «Vctopusi  rocyupexaenuii Poccum», «Wctopusi (uctopus
Poccyu, BceoOImiasi UCTOpHs)», a Takke C AWCHUITIMHAMU, BXOJSIIMMH B UaCTh,
dbopMUpyeMyr0 yuyacTHUKaMU 00pa3oBaTe/bHbIX OTHOIIEeHUI: «MeTo/[uKa HayYHbIX
WCCTIeJOBaHMI», «BcromMoraTe/ibHble HCTOPUUECKHE AWCIUITIMHBD, «PYCCKHNA SI3BIK
1 Ky/IbTYpa peun», «ICTOUHMKOBeIeHHe» .

OucipnmHa — «/loKyMeHTOBeJieHre» — SIB/ISIETCS  OJHOM W3  BayKHEMIIIMX
JUCILIUTUTAH 7IJI1 TIOATOTOBKY W HAlMCaHWs CTYZeHTaMH KYPCOBBIX U BBITYCKHOM
KBa/IM(PUKALIMOHHOW paboT, a Takke MPOBeJieHus NCC/Ie0BaTe/IbCKOU JiesTeTlbHOCTU

moboro YPOBH# C TIpUBJ/IeHeHUEM JUCLIUIUIMH, U3yUdeMBIX Hd ITOC/Ie JYIOIUX KyPCaX.

3. O0bpeM AUCIUIVIMHBL: 63aueTHLIX enuHUI], 216 aKajeMHUYecKWX 4acoB, B
TOM YHUCJ/Ie:

KOHTAKTHasl ay/JUTOpPHas padora: yeKiy— 664acoB, MpaKTHUeCKHe 3aHATHSI—
33 yaca;

camocrosTe/TbHasipadora — 117 vacos.

4. HJIHHI/II)YEMI)IE pe3yjabTdTbl OﬁleEHl/lH no AucouIinge, CoOoTHeCeHHbIe C

IVIdHUPYEMBIMHA pe3y/ibTaTaMH 0CBOE€HUA OﬁpEBOBaTEJ]bHOﬁ IMPporpaMmmabl

[TnaHupyeMble pe3ysibTaTbl OCBOEHHS [TnaHupyemble pe3ysibTaTbl 00yUeHws 110 JUCLUTUTAHE
o0pa3oBaTesIbHOM TPOrpaMMBbl
(popmMupyembie KOMITeTEHLUN)

YK-1 CnocobeH ocyuwjecmegisimb NOUck,

Kpumuueckutl aHaIu3 U CuHme3 YK-1.1 AHanusupyem 3adauy, ebloessisi ee 6a3oeble
uHgopmayuu, npumeHsIMb CUCMEMHbIL cocmasnsoujue.
No0x00 0/151 peweHuUsi NOCMA/NeHHbIX
3adau.
YK-2 CnocobeH onpedensmb Kpy2 3a0au 6 YK-2.1 Onpedensiem Kpye 3a0ay 8 pamKax
PAMKax nocmae/eHHol yeau U eblbUpamb | nocmae/neHHoll yeu, onpedessiem cesi3u Mexcdy HUMU.
ONMUMA/IbHble CNOCOObI UX pelleHus], YK-2.5[1lpedcmasnsiem pe3yabmambl npoekma,

ucxoos u3 ()eﬁcmey}ou;ux npasoeblX HOpM, npeaﬂaeaem B803MOMCHOCMU UX UCNO/Ab308AHUS U / UAU




. COBEPUIEHCMBOBAHUISL.
UMeIoWUXCsl pecypcos U 02paHuyeHul.

IIK-1.4 Bbisgnsiem, ymouHsiem u KOHKpemusupyem
I1K-1 CnocobeH uzyuamb apXugHble UHhopMmayuro 0 HayuHoll, UCMopuUecKoll U
O0OKyMeHMbl, NPUHSIMble Ha XpaHeHue MeMOpuaIbHOLl YeHHOCMU apXUBHbIX OOKYMEHMO8,
HAX00SWUXCS1 HA 0OMBemMCcmeeHHOM XpaHeHUl.

IK-3.2 Cocmaensiem u ochopmsisiem npomokosbl
cogewaHutl, 3acedaquti U KoH¢pepeHMHbIX

ITK-3 CnocobeH opeaHu3oeamb Oe/nosble Meponpusimuli, 20moeum chucoK y4acmHuKoa,
KOHMAKMbl U NPOMOKO/IbHblE nogecmky OH$l, I60UHble AUCMbIl U NPOEeKMbl UMO208bIX
Meponpusimusi OOKYMEHMO8.
TIK-3.6 Pabomaem ¢ HOpMamugHbIMU U NPABO8bIMU
aKkmamu.

5. dopMa mNPOMEXYTOUHOH aTTeCTallU U CeMeCTpP MPOXOKJeHHUS:
Scemectp, ’3K3amMeH, 6 cemecTp, 3K3aMeH.

6. SI3bIK NpenofaBaHus PYCCKUMN.



I1. CopeprxaHue AMCIUILUIVNHGI, CTPYKTYPUPOBaHHOE 10 TeMaM (pa3jesiaM) C

YKd3dHHUEM OTBEJEHHOI'0 Hd HHUX KO/IHYECTBd dK4AJEMHYECKHX 4YdCOB M BH/I0B

y4eOHbIX 3aHATHI
YuebOHas Bcero KoHTtakTtHas paboTa (vac.) Camocros
rporpaMmma — (uac.) Jlekiun ITpakTryeckue Kontposb Te/ibHas
HavMeHOBaHUe 3aHATHUSA camocrosite | paboTa, B
pa3ziesioB U TeM JTbHOM TOM uuCJie
pabotel (B | KoHTponb
TOM UHCJIe (uac.)
KypcoBast
paboTa)
BCEro | BT.U. Bcero | BT.u.
MIPaKTHY MPaKTUY
eckast eckast
TIO/ITOTO MO/ITOTO
BKa BKa
JoxkymeHnToBejeHu | 9 0 2 0 0 5
€ U JIOKYMEHT.
Cucrematusaiusa u | 9 0 2 0 0 5
K/1acCUPUKaLIUS
JIOKYMEHTOB..
Cucremsl 9 0 2 0 0 5
JIOKyMeHTalliu 1
K/1acCU(UKaTOpPhI
JIIOKYMEHTHOM
“H(OopMaLu.
J1oOKyMeHTHbIN 10 0 2 0 0 6
pecypc.
OdurmanbHble U 12 0 2 0 0 6
cny>keOHbIe
JIOKYMEHTHI.
[JokymeHTHas 12 0 2 0 0 6
TEePMUHOJIOTHSI.
PexBu3UTHI 12 0 2 0 0 6
JIOKYMEHTOB 1
001 opsIIoK
odopmyieHust
JIOKYMEHTOB.
FOpuprueckas 12 0 2 0 0 6
cusia JIOKyMeHTa,
dhopmynsp
JIOKYMeHTa U
hopmynsip-obpaszer]
JIOKYMeHTa.
branku 12 0 2 0 0 6
JIOKyMEHTOB U
MOPSIZIOK UX
o opM/IeHus.




HopmatusHsIe
1IpaBOBbIe aKThl U
VIHbIe JOKYMEHTHI,
co3/laBaeMble 1py
3aKOHOTBOPYECKOH
u
HOPMOTBOPYeCKO!
JlesITe/IbHOCTH
(enepanbHbIX
OpraHoB BJIACTH.

12

OpraHu3aloHHO-
TpaBOBbIE
JOKYMEHTHI.

12

PacriopsiauTtenbHbI
e JOKYMEeHTBbI.

12

WHudopmarioHHo-
CTIpaBOYHbIE
JIOKYMEHTHI.

12

L OKyMeHTBI
(hr3UUeCKUX JIULL

12

3HaKY 1 3HAKOBLIE
CHUCTEeMBI B
AOKYMEHTHPOBAHHU
.

10

Crioco0nI U
cpezcTBa
JIOKYMEHTHPOBaH!
d.

12

MarepuasibHbie
HOCUTE/U
JOKYMEHTHPOBaHH
ol nHdopMalLIuu.

10

TekcT fOKyMeHTa.

(=}

JokymeHTHast
KOMMYHHUKALUSI.

JokyMeHTHas
JeTeIbHOCTb.

10

NTOI'o

216

66

0 117

ITI. O6pa3oBaTe/IbHbIE TEXHO/IOTHH

YuebHast iporpamma —
HalMeHOBaHWe pa3/iesioB U
TeM (8 cmpozom
coomeemcmauu ¢ pasoenom

11 PIIT)

Bup 3aHsaTHS

O6pa3OBaTeJ'IBHLIe TeXHOJIO'MH




[JoxkymeHTOBe jeHUe U
JIOKYMEHT.

Jlexuys, pakTUyeckoe
3aHsATHe

TpauioHHast IeK1[1si, MO3TOBOU
LITYPM

Cucrematusauus u
K/1accuuKalys JOKYMEHTOB.

Jlexuys, pakTUyeckoe
3aHsATHe

TpaAI/ILII/IOHHaH JIeKLIWsA, CUMIIO3UYM

CucTreMbl JOKyMeHTal[iu U
K/1IaCCU(PUKATOPbI
JIOKyMEeHTHOUM UH(OpMaIiH.

HeKI_[I/IH, MMpakTU4YeCcKoe
3aHATHEe

TpaauiLMoHHAas TeKLYsI, COOOIeHUs

J1oKyMeHTHBIN pecypc.

Jlekuusi, TIpakTAUeCcKoe
3aHsITHE

TpaauiLoHHas TeKLIWs, MeTO[
pa3BMBalolllel Kooneparuu

OdmimaneHble U CyxeOHbIe
JIOKYMEHTHI.

Jlekuus, rpakTuyeckoe
3aHATHe

[TpobnemHast eKuys, 1e0aTel

[JoxymeHTHast
TePMUHOJIOTUSL.

Jlexuys. pakTUyeckoe
3aHATHe

TpaauioHHAs TeKLIWs, METO[
pa3BMBalollleld Koorneparuu

PekBU3UTHI JOKYMEHTOB U
0011 TOPSIIOK 0OpMIIeHHUS
JIOKYMEHTOB.

Jlexuiys, pakTUyeckoe
3aHATHe

TpaauioHHas TeKLYs, COOOIIeHUsS

FOpuanueckas cuna
JIOKyMeHTa, GopMyisip
JIOKyMeHTa 1 (hopmyJisip-
obpasel IOKyMeHTa.

Jlekuus, TipakTAUeCcKoe
3aHATHE

TpaauLoHHas JIeKI[Usl, CAMIIO3UYM

bnaHky JOKyMeHTOB U
MOPSIZIOK MX 0pOpPMJIEHHSI.

Jlekuusi, TIpakKTAUeCcKoe
3aHsTHE

TpaguioHHast JIEKIUsI, COOOIIeHUS

HopwmaTrBHEIEe IPaBOBbIE
aKTbl U UHbIE JOKYMEHTHI,
co3/jaBaeMble TIpu
3aKOHOTBOPYECKOHU U
HOPMAaTUBHOMU [1eITeIbHOCTU
(henepanbHBIX OPraHOB
BJIACTH.

Jlekuusi, TIpakTAUeCKoe
3aHsTHE

TpaauiLioHHas TeKLIWsI, MeTO/
pa3BUBarollleld Koorneparuu

OpraHu3alOHHO-TPaBOBbIe
JIOKYMEHTHI.

HEKL[I/IH, MMpakTU4YecKoe
3aHsATHEe

TpaauLIMOHHAas TeKLYs, 1e0aThl

PacriopsijuTe/ibHbIe JIekiysi, IpaKTHUeCKOoe TpaAuLIMOHHAs IEKLIWSI, METO[
JTOKYMEHTHI. 3aHATHE pa3BUBaIOIIel KOOIeparyu
WHdbopMaliioHHO- JIek1[usi, MpakTHYeCKOe TpaguioHHas JIEKI[HsI, MO3TOBOM

CIIpaBOYHEI€ NOKYMEHTEI.

3aHATHe

HITYPM

[loKyMeHTbI (pr3nuecKux

Jlekuusi, TipakTAUeCcKoe

Jlekuusi-npe3eHTaLysi, CUMIIO3UyM

JIVLL. 3aHsTHE
3HaKU ¥ 3HAaKOBbIe CUCTeMbI B | Jlekius TpasULMOHHAS JIeKLUs
JOKYMEHTHMPOBaHUM.

Crioco0ObI 1 cpe/icTBa Jlekuusi, TIpakTAUeCKoe TpamuioHHas JIeKLus, METOT,
JOKYMEHTHMPOBaHUS. 3aHsITHe pa3BMBalolllel Kooneparuu
MarepuasbHble HOCUTENIU Jlekumst TpaguLoHHas neKIus
JIOKYMEHTHPOBaHHOM

vH(opMariu

TekcT oKyMeHTa.

HEKL[I/ISI, MMpakTHuyecKoe
3dHsATHEe

[Tpo6ieMHast NeKIHsi, CUMITO3UyM

[ okymMeHTHas
KOMMYHUKALYS.

Jlekiys

[TpobnemHasi neKuys

JloKyMeHTHasi [esITe/TbHOCTb.

Jlekuus, TipakTAUeCcKoe
3aHsTHe

TpaguioHHas JIeKIUsI, COOOIIeHUS




IV. OueHouHnble MaTepuaabl JJisi  TNPOBeleHHA  TeKyllled |

MPOMEe)XXyTOUHOM aTTecTaluu

YK-1 Cnoco6eH oCylieCTB/IATHh MOUCK, KPDUTHUECKHI aHA/TU3 U CHHTE3
uH(OpMaIMU, NPUMEHATb CHCTeMHbIN MOAXO0J, AJisl pelleHMsl MOCTaB/IeHHbIX
3aja4.

YK-1.1AHanu3upyer 3ajauy, Bbijie/isisi ee 0a30Bble COCTaBJISIOLINE.

YK-2 CnocobeH onpeje/aTh KPYr 3a/jau B paMKax MOCTAaB/IEHHOM Ie/TH
U BbIOMpaTh ONTHUMa/IbHbIe CIIOCO0BI UX pelIeHHUsl, UCXO/sl U3 AelCTBYIOLINX
NMPaBOBbIX HOPM, HMEHIMXCSA PeCypCcoB ¥ OrPaHUYEeHHH.

YK-2.1 Onmnpepensier Kpyr 3ajiad B paMKax I0CTaB/JIeHHOW Lie/iH,
orpepjessieT CBA3U MeX/y HUMH.

YK-2.5IIpeacraBisier pe3y/bTaThl MIPOEKTAa, Npe/jjiaraeT BO3MOXHOCTH
HX UCII0/Ib30BaHMA U / WM COBepILeHCTBOBAaHUS.

IIK-1CnocobeH wu3yuyaTb apXUBHbIE [OKYMEHTbI, NPHUHATHIE Ha
XpaHeHue.

IIK-1.4 BbiaBisieT, yTOUHAeT U KOHKpeTHU3UpyeT HH(OpPMALUI0 O
HAY4YHOM, UCTOPUYECKOU U MEeMOPHA/IbHOU [IeHHOCTU aPXUBHbBIX JOKYMEHTOB,
HAXOAALIUXCA HA OTBEeTCTBEHHOM XpPaHeHMH.

ITK-3CnocobeH opraHu30BaTh /ie/I0Bble KOHTAKTHI U NPOTOKO/IbHBIE
MepONpUATHS.

I1K-3.2 CocTaBisier u 0¢opM/isieT MPOTOKO/IbI COBEIllaHUM, 3aceJlaHuH
U KOH()epeHTHbIX MepPONPHUATHH, FOTOBUT CINHMCOK YYAaCTHMKOB, MOBECTKY
AHS, ABOYHbIE JIMCTHI U IIPOEKThI UTOI'OBBIX JOKYMEHTOB.

ITK-3.6 PaboTaeTc HOpMaTUBHBIMH U NPAaBOBbIMH aKTaMH.



Tekyinas arrecranus:

INTPAKTUYECKUE 3AHATUA

[TpakTrueckue 3aHATUS 0 KypCy «[IoKyMeHTOBe/ieHHe» yueOHBIM T/IaHOM
ripe/lyCcMaTpuBaroTcsi B 00beme 33 uacos.

[To KakgoW Teme CTyJeHTaM [pejjiaraeTcsi MOATOTOBUTb MO 5 — 6
MUHUCOOOII[eHUI 10 pa3/uyHbiM BUZAM [JOKYMEHTOB U  JJOKyMEHTHOMU
J1esiTeTbHOCTH,  COTIPOBOJKJAEMBIX 3/IeKTPOHHBIMU  Tpe3eHTalusiMu, paboTast
MasnbiMU rpymnaMu. Takasi hopMa fiesITe/IbHOCTH aKTUBU3HUPYeT CaMOCTOSITETbHYIO
paboTy CTyJeHTOB TO TIOMCKYy HeoOxoauMol uWHGOpMAlMK, aHalu3ly ee,
TIOArOTOBKE TeKCTa BBICTYIUIEHUSI U Tipe3eHTalud marepuasna. CTyJeHTbl Takke
TIPUOOpEeTArOT W 3aKPervIsSiOT HaBLIKU TI0 BBITIOJTHEHUIO KOJIUIEKTUBHBIX 3a/laHUN U
1o paboTe B rpyIinax.

Tema 1. [lokyMeHTOBeieHUE U JOKYMEHT

Lens: cpopmMupoBaTh y CTY[E€HTOB IMpejcCTaBleHUe OJOKYMeHTOBe/leHU!
KaK HAyuHOM [UCLUIIIMHE U [JOKyMeHTe KakK sIBJeHWU KYyJbTYpHOU U
HMCTOPUYECKOM YKU3HMU.

Bompockl Ajist 06cyxaeHust:

- JIOKyMeHT Kak TTOHSTHeE.

- JIOKyMeHT Kak cucTeMa.

- JJoKyMeHT Kak MHeMOHHWUeCKasi 0CHOBA COLIMa/IbHOW KOMMYHUKAI[WH.

- JlIokyMeHTOBe/leHre KaK HayuyHasi JUCLUILIMHA.

Tema 2. CucremaTu3anus 4 Kaaccupukanusi JOKyMeHTOB

Lens: ChopMHupoBaTh y CTYZeHTOB TIpe/icTaB/ieHre 00 OOIIMX MPUHIMIIAX
cUCTeMaTH3alMid U KIacCU(UKALIMU TOKYMEHTOB, Pa3/IMUHbIX KaacCUbUKaLUIX
JIOKYMEHTOB.

Bompocs! fy1st 06CysKaeHus:

- O61Me TPUHLIATIBI CUCTeMAaTH3alliy U KacCu(UKaru JOKYMEeHTOB.

- [Ipu3Haku JOKyMeHTOB KaK OCHOBaHUSI UX K/IaCCU(PUKAIUH.

- CoBpeMeHHbIe KaCcCU(UKALIUU TOKYMEHTOB.



- Tunonorudeckas Kiaccudukaiys J0KyMeHTOB.

- [IpyHUMIIBI hOPMUPOBaHKS TTEPBUYHBIX JOKYMEHTHBIX KOMIIJIEKCOB.

Tema 3. Cucrembl JOKyMeHTAalUM M K/IaCCU(UKATOPbI JOKYMEHTHOU
uHdopmMauu

Lenb: ChopMupoBaTh y CTY[eHTOB Mpe/JCcTaBieHre 00 OCHOBHBIX CHCTeMax
JIOKyMEHTOB U BUZIaX K/1aCCU(PUKATOPOB.

Boripocsl A1t 00CyKaeHus:

- OcHOBHBbI€e (DYHKLIMOHA/IbHbIE CUCTEMBI JOKYMEHTOB.

- YHUPUIIMPOBaHHbIE CUCTEMBI JOKYyMeHTalLUH.

- DJIeKTPOHHbIE CUCTEMBI JOKyMeHTaL[1H.

- Knaccugukarops! JOKyMeHTHOM UH(OpPMaLUH.

Tema 4. [IoKyMeHTHBIN pecypc

Lens: Vcronb3ys 3HaHUS CTYyJEHTOB C(HOPMUPOBATh Y HUX MpeJCTaB/leHue
0 pas/IMYHbIX BU/AX [JOKYMEHTHBIX PECYPCOB.

Boripocsl A1t 00CyKaeHus:

- JokymeHTHbIe pecypcbl ApxyBHOro (poHza Poccuiickon ®enepanyu.

- JlokyMeHTHbIe pecypchl dhefiepajibHOrO perucTpa HOPMaTHUBHBIX MPABOBBIX
akTOB cyObeKkToB Poccuiickoit Pepneparium.

- [JoKymMeHTHBIe pecypcChbl FOCY[apCTBEHHOU CUCTEMbl HAyUHO-TEXHUYECKON
vHbopmaruu.

- HokymeHTHble pecypcbl ['OoCcyfapCcTBEHHOro TmaTeHTHOro (oHfja
Poccurickoun ®@efeparuu.

- JloKyMeHTHble pecypCcbl HH(OPMALMOHHOTO (OHAA TEeXHUYECKHUX
perjiaMeHTOB M CTaHAApTOB U eJuWHOM WH(OPMALMOHHOW CHUCTEMBI T10
TeXHUUECKOMY PeryMpOBaHuUIO.

Tema 5. OpunmanbHbie U CTy)KeOHbIe JOKYMEHThI

Llens: ChopMupoBaTh y CTYZEHTOB MpefcTaBieHHe 00 OoGhUIMaNbHBIX U
CJ1y>KeOHbIX JOKyMeHTax.

Bomnpockl Ajist 06cyxeHust:

- YnpaBneH4ecKas JOKyMeHTal[Hsl.



- OyHKLIUU yTIpaBIeHUs.
- BHyTpeHHHe JOKYMeHTbI U UCXOJSIIMe JOKYMEHTHI.
Tema 6. [lokyMeHTHasi TEpMHUHOJ/IOT UL
Lens: CdopmupoBatb y CTy[eHTOB TIpe/iCTaB/ieHHe O JOKYMeHTHOMU
TePMUHOJIOTUY,  WCMOJAb3yeMOM TNpU  pa3IUuHbIX  BUJAX  JAOKYMEHTHOU
JesITeNTlbHOCTH.
Boripocsl A1t 00CyKaeHus:
- OOI111Me TOHSITHSI.
- JlToKkymMeHTHpOBaHue.
- lHpopMaLMoHHast CoCTaB/sitoLasi JOKyMeHTa.
- Opranu3aiyst paboThl C JOKYMeHTaMH.
- OpraHu3anys COXpaHHOCTH JJOKYMEHTOB.
Tema 7. PeKBH3UTBHI [AOKYMEHTOB WU 00mUi mopsaAgoK odopM/ieHHsI
AOKYMEHTOB
Lens: CdopmupoBaTth y CTYJeHTOB TMpeJCTaB/ieHWe O Ha3HAaUeHUW U
pacriosio’KeHUU peKBU3UTOB JJOKYMEHTOB.
Bompocsl Ajist 06CyxaeHus:
- [lepeueHb ¥ MecTOpacIo/ioXeHnue peKBU3UTOB [JOKYyMEHTOB.
- TTopsiiok opopmsieHHsI peKBU3UTOB [JOKYMEHTOB.
- O6muii opsAAoK oopM/IeHHS TOKYMEHTOB.
Tema 8. HOpuauueckasa cuna JoKyMeHTa, (GopMy/sip AOKyMeHTa H
dhopmysip-odpa3ser JOKyMeHTa
Lens: CdopMupoBaTh y CTYAEHTOB IMpeACTaBIeHUEe O HOPUJUYECKON
cune JIOKyMeHTa, ¢opMynspe JoKymeHTa W (opmysnspe-obpasiie
JIOKyMeHTa.
Bompockl Ajist 06cyxaeHust:
- FOpuanueckas cuna JOKyMeHTa.
- @opMyJip JOKYMeEHTa.

- ®opmyJisip-obpaser] JOKyMeHTa.



Tema 9. b1aHKM IOKYMEHTOB ¥ NOPA/J0K UX 0()opM/IeHUsA

Llens: CdopmupoBath y CTYy[eHTOB IMpeACTaBIeHUe O Ppa3IUuUHbIX BUJAX
071aHKOB ZIOKYMEHTOB.

Bomnpockl Ayist 06CyKjeHus:

- O6r1uii 6/1aHK TOKyMeHTa.

- bjlaHK KOHKPeTHOr0 BUZia JOKyMeHTa.

- byiaHK nuceMa.

- BnaHKu 10/MKHOCTHBIX JTUL] ¥ CTPYKTYPHBIX TOZ[pa3/eneHun .

Tema 10. HopmaTuBHbIe NpaBOBble aKTbl W HWHbIE [AOKYMEHTHI,
co3JaBaemMble Npd  3aKOHOTBOPUYECKOH U HOPMOTBOPYECKOMH
AeATe/IbHOCTH (peiepa/IbHBIX OPraHOB BJIACTH

Llens: ChopMUpOBaTh y CTYEHTOB Mpe/ICTaB/ieHre O MOpsiiKe MOATOTOBKU U
onyO/MKOBaHUSI HOPMAaTHUBHBIX TIPAaBOBBIX AaKTOB M WHBIX [JOKYMEHTOB,
CO3/laBaeMbIX TpU 3aKOHOTBOPUYECKOM u HOPMOTBOPUYECKOM
JesiTeNTlbHOCTU(eAepaTbHbIX OPraHOB B/IaCTH.

Bormpock! /it 06CcyKaeHust:

- [TopsiioK OATOTOBKU MPOEKTOB 3aKOHO/IaTe/IbHbIX aKTOB PD.

- Tlopsinok omyOMMKoBaHUS W BCTyIUleHHUs B cuiy @PezepasbHbIX
KOHCTUTYLIMOHHBIX 3aKOHOB U Pefiepa/ibHbIX 3aKOHOB, a TakXKe akTOB Ilajat
denepanpHoro Cobpanus Poccuiickoit ®egeparym.

- [lopsmoK moAroToBKY MPoOeKToB akToB [Ipesunenta PO.

- JlokymeHTBI, OOpa3yrolfyiecss TIpH 3aKOHOTBOPUYECKOW IesiTe/TbHOCTU
[IpaButenscTBa POD.

Tema 11.0pranu3saniioHHO-IIPABOBLIE JOKYMEHThI

Lens: CdopmupoBaTb Yy  CTYJeHTOB Tpe/iCTaBleHHMe O  BUJax
OpraHr3alOHHO-TIPABOBBIX JOKYMEHTOB.

Bomnpockl Ayist 06CyKeHus:

- YupeguTenbHbIN JOTOBOP.

- YcTaB oprasusalum.

- TTonoxxenue 06 OpTrdHU3dll1N.



- CTpyKTypa ¥ 1ITaTHasi YUC/IeHHOCTb.
- llITaTHOe pacrucanue.
- [Tono>xeHrie 0 CTPYKTYPHOM TOZpas/ie/ieHuHN.
- o/DKHOCTHAsA UHCTPYKLIUA.
- THCcTpyKLys.
- IIpaBuna.
- ITonoxxenue.
Tema 12. Pactiopsijire/ibHble JOKYMEHTbI
Lens: CdopmupoBaTh y CTYJeHTOB TIpe/iCTaB/ieHWe O BUJAX
pacropsAuTebHbIX JOKYMEHTOB.
Bompocs! Ajist 06CyK1eHus:
- Ilpyvka3 1o OCHOBHOU [eATe/IbHOCTU W BBINMWCKAa M3 TIpUKasa IIo0
OCHOBHOM JlesiTe/IbHOCTH.
- Pacriopspkenue.
- ITpoTOKO/ M BBIMUCKA U3 IPOTOKOIA.
Tema 13.lH¢opManLiioHHO-CIPaBOYHbIE A0KYMEHTbI
Lenb: ChopMupoBaTth y CTYJeHTOB Ipe/icTaB/ieHre 00 WHGOpPMaI[MOHHO-
CIIpaBOYHbIX JOKYMeHTaXx.
Bompoch! Ajist 06CyKAeHus:
- 3arnucka.
- Cny»ebHoe THUChbMO.
- Tenerpamma.
- AKT (KaK BUJ, JOKyMeHTa FOPUAUUECKOro JIULIA).
- [IpoTOKO/ TIeperoBoOpoB.
- CripaBka.
- 3aK/IroyeHue.
- OT3bIB.
Tema 14. [JoKkyMeHTbI (pM3UUECKUX JIMIL]
LHens: CdopmupoBaTh y CTY[eHTOB TMpe/iCTaBleHHMe O BHAAX

AJOKYMEHTOB, CO31dBa€MbIX (1JI/IBI/II—IECKI/IMI/I JIMIIaMHU.



Bompocsl Ajist 06CyxaeHus:
- IIpepoxenue.
- 3asiB/ieHue.
- XKarnoba.
Tema 15. Crioco0bI ¥ cpeicTBa AOKYMEHTHPOBaHHS
LHens: CdopmMupoBaTb y CTY[EHTOB IIpe/CTaB/lieHHe O pPa3/TMYHbIX
criocobax U cpeficTBax AOKYMeHTUPOBaHUsSI UHPOPMaIUH.
Boripocs! it 00CyKaeHus:
- TpaauiioHHBIe CIIOCOOBI /OKYMEHTUPOBaHHWS HWHGOpPMAI[MU. PyuHble
MULLYIUe CPeJCTBa.
- Pa3BuTHE TeXHMYECKUX CPeJCTB ITMCbMEHHOIO JOKyMEHTUPOBaHUS.
- MexaHuueckas 3aruch.
- Pa3ButHe (pOTOLOKYMEHTUPOBAHUSI.
- KunzokymeHTHpOBaHue.
- DJIeKTPOHHBIE CIIOCO0BI JOKYMEeHTHPOBAHUSI.
- l'onorpadwus.
- OCHOBHBIE TEXHOJIOTUM W CpeACTBa KOIMWPOBAaHUS W Pa3MHOXKEHHUS
JIOKYMEHTOB.
Tema 16. TekcT AOKyMeHTa
Llens: ChopmupoBaTh y CTY[EHTOB Mpe/CTaB/ieHHue O Pa3IUuHbIX BUJAX U
CTWISIX TEKCTa JJOKyMEHTOB.
Borpocs! f1st 06Cy>KaeHus:
- IloHsiTHe TeKCTa JOKYMeHTa.
- [lybnmuucTrueckyii ¥ HayYHbINA CTUTb.
- OdurmanbHO-Je10BOM CTU/Ib.
- Busibl TEKCTOB U 3/1eMeHTBI TEKCTa C/Ty>KeOHBIX JOKyMEHTOB.
- YHu(UKaLys TeKCTOB.
- I'uneprexcr.

- PepakTipoBaHue JOKYMEHTOB.



Tema 17. [loKyMeHTHas JesATe/1bHOCTb

Lens: CdopmupoBath y CTyAeHTOB TIpe/CTaB/ieHHWe O OCHOBHBIX BHZAX
JIOKYMEHTHOU J1eITeIbHOCTH.

Bompocs! Ajist 06CyxAeHus:

- OCHOBHbIE BU/Ibl IOKYMEHTHOU [1eATe/IbHOCTH.

- ITpon3BO/CTBO JOKYMEHTOB.

- O6paboTKa IOKyMEeHTOB.

- OKCIepTr3a eHHOCTH JOKYMEHTOB.

- XpaHeHue JOKYMEHTOB.

- ITouck JOKyMeHTOB.

- Vlconb30BaHue JOKYMEHTOB.

- YnpaBneHue JOKyMeHTaLluel.

ITpome)xyTOYHAs aTTeCTaLMA:

BbIno/siHUTL 3afaHuA:

3aganue 1.

[TpoaHanu3npoBaTh JOKYMEHT, ONpPeAEeIUTh ero Ha3HaueHre, OTHECTH ero K
orpejiesieHHOW KaTeropuu B COOTBETCTBUM C O/IHOM M3 KJIaCCU(PUKALIUM.

3aganue 2.

[IpoaHanu3npoBaTh KOHKPETHBIA JOKYMEHT C MCTOYHMKOBEAUECKOM TOUKH
3peHusl.

3agaHue 3.

Ha ocHoBe wu3yueHusi UCCAeJOBaHUU U3 TMPEJI0KEHHOTO CIIMCKa
JIUTepaTyphbl BbIZIe/TUTh OCHOBHBIE HAayUHbIe U MIpaKTUUecKue npobembl B 006/1acTH
JIOKYMEHTOBEe/|eHUS.

3aganue 4.

Co3aTh MakeT CUCTeMbI JOKYMEHTAl[MOHHOTO o0ecrieueHusl yrpaBieHus U
apxuBHOro pena. IIpemjioKuTb aHaJIUTUUYECKUE METOAbl, KOTOpPble MOKHO
WCIOb30BaTh [JI aHajiv3a S5TOM CUCTeMbl, MPOaHa/JW3UPOBaThb CO3/JaHHbIE

CUCTEMBEI, BBIAE/IUTb HaunbOoee OIITUMAJIbHYIO U3 HUX.



3agaHue 5.

Ha ocHoBe aHanM3a Hay4yHOW JIUTepaTyphbl Ha3BaTh OCHOBHbIE MPOOJieMbI B
00/1acTy OKYMEHTAI[MOHHOTO 00ecTieueHus yIipaBeHUst U apXHUBHOTO Jiefa.

3aganue 6.

OTtobpaTh W3 Tpe/oyKeHHOW TPYIIIbI JOKYMEHTOB HauOojee IjeHHBbIE C
TOUKHU 3PEHUS IKCTIePTH3bI [IeHHOCTH JOKyMEHTOB, 000CHOBAaTh BLIOOP.

3agaHue 7.

[TpoaHanu3upoBaTh ¥ 000CHOBAaTh MO0 OTK/IOHUTHL OTOOpP JIOKYMEHTOB,
OCyIIleCTB/IeHHBIN KOJ/IeTaMU, Ha OCHOBAHWH TIPOBe/IeHHOM 3KCITePTU3bI LIEeHHOCTH
JIOKYMEHTOB.

3apanue 8.

Ha3BaTh OCHOBHBbIe TIDUHLIAIIBI W KDUTEPUM OTpefie/ieHHs] I[eHHOCTH
JIOKYMEHTOB.

KpnTepnn OIléHMBdHHUA BbINTO/THEHUA BBI[aHl/ll‘/’IZ

5 6asnioB [TomobpaHbl Heo0XoJUMbIe
vHbOpMal[MOHHbIe ~ MaTepuasbl  AJis
peleHust TOCTaBJ/IEHHOU 3a/1aumnl.
[TpuMeHsIOTCST HayuHble (aKThl AJis
000CHOBaHUS BbIOpaHHOM TOUKHU
3penuss. CoOCTBeHHasl MO3MIMSI aBTOpa
apryMeHTHpOBaHa. Marepuan
CTPYKTYPHPOBaH, W3JlaraeTcs
JIOTUUeCKU Toc/ieoBaTebHO. Pabota
opopmiieHa B COOTBETCTBUM  C

yCTaHOBJIEHHBIMHU TPeOOBaHUSMU.

4 Ganna B 1enom momo6paHel HeobxoAuMBbIe
WHGOpPMAI[MOHHbIE  MaTepuanbl IS
pelleHust TIOCTaBJIEHHOU 3a/1auM.

[IpumeHeHve HayuHbIX (DakKTOB He

SABJIAETCA OJOCTATOYHBIM. CobOcTBeHHast




TTO3ULIUS aBTopa B 1[e/I0M
apryMeHTHpOBaHa. Marepuan
CTPYKTYPHUPOBAH, M3jlaraeTcsi B L|e/IOM
JIOTUYeCKU TMocsiefioBaTesibHO. PaboTta
opopmiieHa B COOTBETCTBUM  C

YCTAdHOBJ/IEHHBIMH TpE6OBaHI/IHMI/I.

3 bamnia NHudopmaiioHHbIe MaTepHra’ibl
noJo0paHbl HeOCTaTOYHO TOJHO AJist
peleHust TOCTaBJ/IEHHOU 3a/1auml.
[IpuMeHsitoTCsl OTZle/ibHbIe (DAKThI /151
aprymeHTranuu cBOeu TO3ULIUH.
Martepuan cTpykTyprpoBaH. Pabota B
LesnoM ocopmiieHa B COOTBETCTBUU C

yCTaHOBJIEHHBIMHU TPeOOBaHUSMU.

2 banna [MogobpaHHbIe MH(pOpMal[MOHHbIe
MaTepua/ibl He TIO3BOJISIIOT —DEIIUThb
MOCTaB/IeHHYIO 3ajlauy B TOJIHOW Mepe.
[MpumeHsitoTCST  OTZenbHBbIe  (aKTHI.
Marepuan HeZ0CTaTOYHO
cTpyktypupoBaH. Pabora odopmsieHa c
HapylieHreM yCTaHOBJIEHHBIX

TpeOOBaHMIA.

0 6amoB 3aJlaHrie He BbITMTOJIHEHO.

V. YuebHO-MeTOAMYECKOe U HH()OPMAI[HOHHOE 00ecrieueHre AUCHUTLTHHBI
1) PekomeHiyemasi tutepaTypa

a) OcHOBHasl UTepaTypa

1. EpmonaeBa A.B. JlokymeHTbI CcyOBmekToB Poccuiickoit demeparium.
M.,2005.

2. 3uHoBbeBa H.E. [TokymenroBezenve. M., 2001.




3. Katmpun C.B. [lokymeHTtoBezeHve. M., 2004.

4. Kynsies H.H., ¥Ypasnos [I.H., ®abpuuroB A.I'. [lokymeHTOBejeHre. M.,
2011.

5.Kymnapenko H.H. /lokymeHntoBezieHre. Kuves, 2006.

6. JIapekoB H.C. [TokymeHnToBezieHue. M., 2006.

6) Jloro/THUTe/TbHAsE TUTEpaTypa

1. TOCT®bI O JJOKyMeHTallMOHHOMY O0OecrieueHnto (B COOTBETCTBUH C
®enepanbHbIM 3aKOHOM «O TEXHMUECKOM perympoBaHin» ). M., 2006.

2. Henomnpoun3sBozctBo: O6pasipl A0KyMeHTOB, OpraHy3alisi ¥ TeXHHKa
pabotsl. Bosee 120 gokymeHToB. M., 2006.

3. Hemymkun A.C. [JokymeHTbI 4 TakiHa. M., 2003.

4. Nneroienko MLIL., KysHeriosa T.B. ®opmyiisp gokymeHnTta M., 1986.

5. Jlapun M.B., CokoBa A.H. Odopmienne Cry>keOHBIX JOKYMEHTOB:
Pekomengatimm Ha ocHoBe ['OCT P 6.30-2003. M., 2006.

6. Jlapys M.B. PoickkoB O.M. YrmipaBieHue [JOKyMeHTaMW Ha OCHOBe
MexkayHapozaHoro cradgapta MCO 15489-2001. M., 2005.

7. CokonoB A.B. WHdbopMalMOHHBI TOAXOA K JIOKYMEHTHOU
KOMMYyHUKarmu. J1., 1988.

8. Cromspos FO.H. JokymenTHbIM pecypc. M., 2001.

9. TeperH B.U. [TokymeHTHbIe (hoH/BL. M., 1997.

10. IBeioBa-Boaka I'.H. OnpeneneHvie JOKyMeHTa B JOKyMeHTaLMOHHO-

rHbopMalMoOHHOM Hayke. M., 1994.

2) ITporpammHOe obecrieueHre

[TepeueHb  pecypcoB  HWH(OPMALIMOHHO-TEJIEKOMMYHUKALIMOHHOM  CeTU

«/IHTEpHET», HeOOXOIUMBIX [I/IST OCBOEHHS AVUCIATUTAHEI

http://library.tversu.ru— cait HayuHovi 6ubmvoreku TBI'Y;

http://www.library.tver.ru — calT 6ubaroreku um. I'opskoro (T. TBepb);

http://www.rsl.ru — caift Pycckoti 6nbroTeky (r.MockBa).


http://www.rsl.ru/
http://www.library.tver.ru/
http://library.tversu.ru/

CHHCOK MPOrpaMMHOr0 o0ecreueHus

AdobeReaderXI (11.0.13) — Russian  6ecriiiaTHO

Google ChrombecriziaTHO

Kaspersky Endpoint Security 10 gis Windows aHTUBHUpYC

Microsoft Office mpodeccronanbhbiii toc 2013 — AKT nipueMa-Tiepeaun Ne
369 ot 21 uronig 2017 r.

Qgis 2.18. 2.18.6 6ecruiaTHO

WinDjVienw 2.0.2 OecriiaTHO

MicrosoftWindows 10 Enterprise — AT npueMa-riepesaud Ne 369 ot 21 utons

2017 r

INepeueHb MHG(POPMALMOHHBIX CINPABOUYHBIX CHCTEM, HMCIO/Ib3yeMbIX NpPH
OCBOEHHUH JUCIUILINHBI

— ObC u3patenbckoro goma «MH®PA-M» (URL: http://znanium.com/);

— ObC u3patenbctBa «Jlaub» (URL: http://www.e.landbook.com/);

— OBbC uzgartensctBa «FOpavit» (URL: https://www.biblio-online.ru/);

— 9BC «PYKOHT» (URL: http://www.rucont.ru/);

— OBC «YHuBepcuretckas 6ubamoreka onnaiin» (URL: http://biblioclub.ru/);

— 9BC «IPRbooks» (URL: http://www.iprbookshop.ru/);

— 9/1eKTpoHHast oubmoteka eLIBRARY.RU;

— KOJIJIeKI[UsT 3/1eKTPOHHBIX KHUT OKcdopzcko-Poccuiickoro goHja;

— 9JIeKTPOHHas1 Onb/moTeka auccepranyii PI'B;

— 6a3a mannbix TTIOJITIPE/;
— APBMKOH (cBoziHBIE KaTa/OTHd POCCUMCKUX OMOIMOTEK ¥ MH(MOPMALIMOHHbIX
LIEHTPOB).
VI. Meroguueckie MaTepHaibl s O00yJalOIUXCsi IO OCBOEHHIO

TUACIUTLTHHBI

BOIIpOCbl AJ/IA CAMOKOHTPOJIA:

1.

N o ks W

OnepatviBHasi, peTPOCTIEKTVBHAs W MepClieKTUBHAasE Cpefja CyILLeCTBOBaHUS
JIOKYMEHTOB.

KoHKpeTHbIe NpOosiB/IeHUsI CBSI3U IOKYMEHTOBe/IeHUsI C UCTOPUEH.

MeTo/ibl HayYHBIX UCC/IeJOBaHUI, IPUMEHsIEMbIE B IOKyMEHTOBeJeHUH.
PaznmuuHble onpesienieHyst IOHATHUS «IOKYMEHT».

CouanbHasi TpUpoja U MH(GOPMAaLIMOHHAs CYIIIHOCTh JJOKyMeHTa.
HeobxoiumMoCTb KOIMpOBaHYst MH(POPMAI[UH.

Crioco0bl 1 CpeZiCTBa I0KyMEeHTUPOBaHUSI.


http://www.iprbookshop.ru/
http://biblioclub.ru/
http://www.rucont.ru/
https://www.biblio-online.ru/
http://www.e.landbook.com/
http://znanium.com/

8. Matepua/bHble HOCUTEM JOKYMEHTUPOBAaHHOM UH(POPMaIUH.

9. PekBU3WT JOKyMeHTa.

10. ®opmyiisp JOKyMeHTa.

11.OcobenHocTr hopMyJisipa OPUIMATBHOTO JOKYMEHTA.

12.Y cnoBusi ipuobpeTeHusi IOKYMEHTOM FOPUIMUECKOMN CHTTbI.

13.0cobeHHOCTH My O/IULIMCTIUECKOTO M HAYYHOTO CTUJIEN TeKCTa.

14.OnemMeHbI TEKCTa CITy>KeOHBIX JOKYMEHTOB.

15.3agaur yHU(YKALIMK TEKCTOB.

16.Turbl yHU(DULIMPOBAaHHBIX TEKCTOB.

17.Buppl npaBKu Mpy pefjakTPOBaHUU TEKCTOB.

18.Mepapxuyeckuii ¥ (paceTHbIM METOZ, KJTaCCU(PUKALIN JOKYMEHTOB.

19.Buzipl Konuii JOKyMEHTOB.

20.Knaccudukaiu 1o QpyHKIMOHATLHO-1]e/IeBOMY Ha3HAUEHUIO IOKYMEHTOB.

21.DyHKIMOHAbHBIE Y KOPIIOPaTUBHbBIE CUCTEMBI JOKYMEHTal[|H.

22.YHuUIIMPOBaHHbIE CUCTeMbI JIOKYMeHTALIMX U TIPUHLIMITBI X TIOCTPOeHMSI.

23.CreLuduKa JOKyMEHTHONM KOMMYHUKALUH.

24 . KoMMyHHKaIMOHHbIE Oapbephl.

25.0CcHOBHBIE BU/bI Y HAMPaB/IeHUs IOKYMEHTHOM JesTe/TbHOCTH.

26.TexHonornyeckast 06paboTKa JOKyMeHTUPOBAaHHOM MH(OPMAaIUK.

27.AHaMMTHKO-CUHTeTHYeCKasi 00pab0TKa MH(pOpMaIyH.

28.TIpyUHLUIIBI U KDUTEPUM SKCIIePTH3bI 1IEHHOCTH IOKYMEHTOB.

29.0co6eHHOCTH OTIepaTUBHOTO U MOCTOSIHHOTO XpaHeHUs MH(OPMaLIWH.

30.XapaKTeprcTUKa OCHOBHBIX MH(OPMALIMOHHO-TIOMCKOBBIX CUCTEM.

31.0cHOBHBIe ()OPMBI UCITOIB30BaHUS JJOKYMEHTUPOBAHHOW MH(POPMAaLUH.

32.CTpyKTypa ynpaB/eHus JOKyMeHTalel.

CamocrosTe/TbHast padoTa CTyAeHTOB

K TpetbeMy KypCy CTy[eHTbl BIIOJIHE TIOATOTOBJIEHBI K  BeZEHHUIO
CcaMOCTOsITeNIbHOM paboThl MO AUCHMITIMHE «[loKymeHTOBeJeHHe». My u3yueH
Matepuan KypcoB «BBezseHue B mpodeccuto», «bubmvorpadus», «MeTtoarka

HayuHbIX HCCIefoBaHUi». [1o JaHHOMY Kypcy caMocCTosiTesibHasi paboTta CTy[jeHTOB



TIpelyCMaTpyBaeT  CaMOCTOSATE/IbHBIA ~ OMO/MorpadUUecKrii  TOMCK — HayuHOMH
JIATepaTypbl ¥ MaTepuajioB K KaXK[I0W KOHKDETHOU TeMe B JIOMOJIHEHUE K CIIUCKY
DEeKOMEH/IOBAHHOM JIuTepaTypbl M WCTOYHUKOB, a Takke cbop WHTepHeT-
vH(pOpMallMK, TpOBe/leHWe apXUBHOW  5BPUCTUKM, 3aKpellleHWe  HaBbIKOB
KOHCITEKTUPOBAHUSI Y PeLIeH3UPOBaHWSl JIMTepaTypbl, aHaau3a pa3/MuHbIX BHUJIOB
JIOKYMEHTOB TI0 KOHKPETHOMY 3a/JaHHI0, YMEHHe TOJrOTOBUTb Pa3BePHYTHIM IUIaH
OTBeTa Ha MOCTaB/IeHHbIN BOMPOC.

TemaTuka pedepaToB no Kypcy «/loKymMeHTOBeAeHMe»

- TloHsATME «IOKYMEHT», OT/JMUMTe/bHble TPU3HAKA JOKyMeHTa, WCTOpHsI
Pa3BUTHSI TTOHSATHSI, COBPEMEHHOE COCTOSIHHE BOMPOCa.

- JIOKyMeHT Kak cucTema. J/1eMeHThbI, (POPMUPYIOLHEe JTOKYMEHT KaK CUCTEMY.

-Obsi3aTesibHble TIPU3HAKU JOKYMEHTa, CBOMCTBA [JOKYMeHTa, COLMa/bHbIe
(YHKUMM JOKyMEHTa.

- CoupanbHasi KOMMYHUMKaLWs, YCJIOBUS ee peanu3alyi, KOMMYHHUKaLMOHHAs
MOTpeOHOCTb, KOMMYHHUKALIMOHHbIE KaHa/lbl CBSI3W, JOKYMEHT KaK MarepuasibHast
OCHOBa COLIA/TbHON KOMMYHUKALIWK.

- JIOKyMeHT B CUCTeMe COLMa/TbHOM KOMMYHUKALIWH, €T0 CBOMCTBA U (PYHKLIMM C
TOYKU 3PeHUsI COLMa/IbHOM KOMMYHMKAL[MY, KOMMYHUKAL[MOHHbIE Oapbephbl, CriocoObl
KOJINYeCTBEHHOM OLIeHKH JJOKYMEeHTHOM KOMMYHUKALAH.

- [JoKyMeHTHas [iesiTe/TbHOCTb, TIPOLIeCChl 0OpallieHusT IOKyMeHTa.

- Knaccudukaiysi JoKyMeHTOB 10 criocoly ¢ukcanuu uH(popMalyu B
JIOKYMEHTe.

- Knaccudukatophbl J0KyMeHTUpPOBaHHOM UH(OPMalIvK.

- Knaccudukanysi JOKyMeHTOB 10 BuAaM HWH(pOpMalyy, 3aMKCUPOBAaHHOW B
JIOKyMeHTe.

- Knaccudukauysi JOKyMeHTOB TIO BHJjaM DPEKBU3UTOB, MPUMEHSIEMbIX [I/is
VIeHTU(PHKALIMM JOKYMEeHTa.

- Knaccudukaipst JOKyMeHTOB IO Crioco0y HAeHTU(UMKALMM HWH(MOPMAaIWH,

3a(hMKCHPOBAaHHOU B IOKyMEHTe.



- YHuBepcalbHasi [leCATUUHasi KjiacCUuUKalus: ee 1ieJlb M Ha3HaueHWe,
TipYMeHsieMasi TEPMHUHOJIOTHsL, TIPaBUJIa ee TIOCTPOeHwMs], TIOPSIZIOK ee OpraHr3aluu.

- MexayHapogHasi TiaTeHTHas Kiaccu(UKalysi: ee 1ie/lb U Ha3HaueHue,
NpYMeHsieMasi TEPMUHOJIOT ST, TIPaBu/ia ee TIOCTPOeHYsI.

- OcHoBHBIE (PYHKIMOHA/TbHBIE CUCTEMbI JOKYMEeHTaLIH.

- YHuU(UIMpOBaHHbIE CUCTEMbI JOKYMEHTAaLUH.

- DNeKTPOHHbIE CUCTEMbI JOKYMEHTaLH.

- O61epoccuiickue KnacCU(pUKaTOpbl TEXHUKO-3KOHOMHUUECKOW M COLIMa/TbHOM
VH(pOpMaLK.

- [lokymeHTHbIe pecypcbl ApxyuBHOrO oHza Poccuiickoit (enepariyu.

- JloKyMeHTHbIe pecypchbl (hefiepalbHOrO perucTpa HOPMAaTMBHBIX MPaBOBBIX
akTOB CyOBbeKToB Poccuiickoit deneparum.

- JIoKyMeHTHbIe pecypchl T'OCYZApCTBEHHON CHUCTeMbI HayUHO-TEXHUUECKOM
VH(pOpMaLK.

- JlokymeHTHbIe pecypchl ['ocymapcTBeHHOro TaTeHTHOro ¢oHia Poccuiickon
Deneparuu.

- JlokymeHTHble pecypchl  denepasbHOro HHbOpMaIMOHHOTO  (hoH/ia
TEXHUUECKUX PerjiaMeHTOB U CTaHAapTOB.

- EyHas vHpopMaloHHasi CUCTeMa 10 TeXHUYeCKOMY Pery/TMPOBaHHUIO.

- JlokyMeHTHbIe peCcypcChbl OUOMOTEK.

- JIoKyMeHTHBIe PeCypChl My3€eMHBIX (POH/IOB.

- Tlopsigok ¢opMypoBaHMSI M MeCTO XpaHeHusi [JOKYMEHTHOrO pecypca
reYaTHbIX U3/IaHUM.

- JloKkyMeHTHbIe PeCypChl OpraHH3al[i.

- [JoKyMeHTHbIe DPeCypChl, COfiep)Kalllie TOCy/IapCTBEHHYHO TalHy: TOpPSI0K
(hopMHpOBaHUsI Y MOPSIJOK MCTI0/Ib30BaHUSI.

- JIoKyMeHTHBIIM pecypc ¢ rpudoM «/Ist cry»kKeOHOTo TI0/Tb30BaHUs»: TIOPSI0K
(hopMHpOBaHUs 1 MOPSIZIOK UCTIO/Tb30BaHMSI.

- JIOKyMeHTHBIM pecypc, cojiep>Kallliii KOMMepuecKyro TaiHy: TOpsoK

(hopMHpOBaHUsI U TIOPSIZIOK MUCTIO/Tb30BAHKSI.



- JIOKyMeHTHbIM peCcypC, COAepXKalllii I[1epCOHA/IbHbIe [laHHbIe: TOPSJ0K
(hopmMHpOBaHUsT Y MOPSIJOK MCTI0/Ib30BaHUSI.

- OduimanbHbIe CTy>KeOHbIe TOKYMEHTBL.

- HopmatviBHbIe TIpaBOBbIe aKThl, COjieprKalllieé TEPMUHBI, MpPHUMEHsIeMble B
JIOKYMEHTOBE/|eHHH.

TemaTHKa KypCOBBIX padoT

1. CoctaB gen u uHbOpPMalLMOHHbIE BO3MOYKHOCTU apxXxuBHOro ¢GoHAa (Ha
npumepe KOHKpemHo20 ¢poHoa, no 8b160py cmydeHma).

2. CoctaB fgen W WH(POpPMALMOHHbIE BO3MOXXHOCTM JuYHOro ¢oHza (Ha
npumepe KOHKpemHo20 ¢poHoa, no 8b160py cmydeHma).

3. JloKyMeHTHbI KOMIIEKC apxuBHOro(bix) (oHAa(oB) opraHusauuu(uii) (Ha
npumepe KOHKpemHo20 ¢poHoa, no 8bib6opy cmydeHma)

4. OpraHu3allMOHHO-PACIIOPSAUTe/IbHAs [TOKYMEeHTal[iss B apXUBHOM (oH/e
opraHu3anuu (Ha npumepe KOHKpemHo20 ¢poHoa, no 8bibopy cmydeHma)

5. WHdopmalimoHHO-CTIpaBOUHasi  JIOKYMeHTalluss B apXMBHOM  (boH[ie
opraHusaiyu (Ha npumepe KOHKpemHo20 ¢poHOa, no 8bI6opy cmyoeHma)

6. CoctaB u MH(pOPMAI[MOHHOE COJiep>KaHue JIMUHBIX [le/l PyKOBOJWTe/led U
CMeLMaJUCTOB OpraHu3aluu (Ha npumepe KOHKpemHol OpeaHu3ayuu, no
8b160py cmyOdeHma)

7. CpaBHUTe/IbHBIM aHa/lW3 MPOTOKOJIOB M CTEHOrpaMM B apXWBHOM (oH[e
opraHu3alu (Ha npumepe KOHKpemHolU oOpeaHuzayuu, no eblbopy
cmyoeHma).

8. AHamm3 cocTaBa JJOKyMeHTOB [iejia INYHOTO apXuBHOTO (hoHAa (Ha npumepe
KOHKpemHoz20 (poHda, no eblbopy cmyoeHma).

9. CpaBHMTe/NBbHBIM aHa/lM3 YCTaBOB MYHULMIANBHBIX YUYpeX[eHun (Ha
npumepe KOHKpemHoz2o yupexcoeHusi, no 8bl16opy cmyoeHma)

10.CpaBHUTe/IbHBIM aHa/IW3 TMPOTOKOJIOB 3ace/laHUii KOMHUCCHW B apXWBHOM
dboHge yupexzaeHusi (opraHusaiuu) (Ha  npumepe  KOHKPEMHO20
yupedxcoeHusi, no 8blIbopy cmyoeHma).

11.Pa3Butue dopmyssgpa [J0KyMeHTa (MPOTOKOJ, TIpUKa3, IHWCbMO, pariopT,
ycTaB) B XIX — XX BB. (Ha npumepe KOHKpemHo20 yupedxcoeHusl, no 8bI60py
cmydeHma)

12.Y cTHasi ucTopusi Kak Crocob JOKyMeHTUPOBaHUSI [IeCTBUTE/TbHOCTH.



13.®D0oTOA0KYMEHTHI KaK CI0c06 IOKYMeHTHPOBaHUS JeCTBUTETbHOCTH

14.Komrinekc ayIMOBU3ya/ibHbIX JOKYMEHTOB apxuBa ((hoH/a)

TpeOoBaHNA K PEHTHHT-KOHTPOJTIO

N3yuenne aucUMIUIMHBL «/lOKyMeHTOBeleHHe» OCYILeCTB/ISIETCS Ha OCHOBE
GasITbHO-PEMTHHIOBOM CHCTeMBI. B X0/ie U3yueHUsT AUCIMITIMHBI TIPOBOAWTCS UeThIpe
PEUTHHI OBBbIX KOHTPO/IbHBIX MEPOIPHUATHS, HA H3ydyeHre AUCLUIUIMHBI oTBoauTCs 200
6arioB: 120 GanoB Ha M3yueHUe MaTeprasa B Xofie IByX ceMecTpoB 1 80 6a/uioB — Ha
JBa 9k3ameHa. [Ipu orieHKe pabOThI CTYI€HTOB YUUTHIBAETCS CIeyloIIiee: ToCelieHe
NeKIUHA W TIPaKTHUeCKWX 3aHSTHH, aKTHMBHas paboTa B Xofe JIeKIHM, 0COOeHHO
NpoO/IEMHBIX M TIPAKTUYECKWX 3aHSATHM, peljeH3VpOBaHHe Hay4YHOW JIMTepaTyphl,
COCTaB/IEHME DPAa3BEPHYTHIX IJIAHOB OTBETOB Ha BOMPOCHI IO H3ydyaeMOMY KYpCY,
BBITIO/THEHYE MMMCbMEHHBIX 3aZJaHW 10 U3YYeHHOMY MaTepualy B XO/ie PEUTHHTOBBIX

MEepOTIPUSTHUM.

TpebGoBaHUsA K PeHTHHI-KOHTPOJTIO

V3yueHve AMCIATUTMHBI «/JOKyMEHTOBe/IeHHEe» OCYIIECTB/ISIETCSI Ha OCHOBE
6a/UTbHO—PENTHUHIOBOM CHCTeMBL. B X0/1e 3yueHus! JUCIUTUTUHBI TIPOBOJUTCS YeThIpe
PEUTHHIOBBIX KOHTPOJIBHBIX MEPOMPUATHS, HA U3yUYeHHe JUCLUITTAHBI 0TBoAUTCs 200
6asoB: 120 6aioB Ha M3yueHre MaTepyasa B Xo/ie IByX ceMecTpoB u 80 6arioB — Ha
JiBa 9K3ameHa. [Ipu orieHKe paboThI CTYIEHTOB YUUTHIBAETCS CIeAYIOIIee: TOCeIieHre
MeKIUM ¥ TIPaKTMUeCKWX 3aHATHM, aKTHMBHash paboTa B Xo/ie JIEKIHM, OCOOEHHO
Npo0JIEeMHBIX M TPAKTUYECKWX 3aHSTHM, DeIeH3WpPOBaHHEe HayYHOM JIMTepaTyphl,
COCTaB/IeHWEe Pa3BePHYTBHIX IUIAHOB OTBETOB Ha BOIIPOCHI 10 H3y4YaeMOMY KYpCY,
BBITIO/THEHHE TTUCbMEHHBIX 3a/IaHUH TI0 U3YUeHHOMY MaTepyajTy B XO/le PeUTHHIOBBIX

MEpOITPHUSITHH.

VII. MaTepua/ibHO-TEXHHYECKOe o0ecrieueHHe

HaumeHoBanus Crienua/IbHBIX HOME]J.IEHPIﬁ



YuebHast ayguTopus AJisT JIEKIIMOHHBIX W CeMHHApCKUX 3aHATHA Ne 203

(Yuebnniii kopmyc Ne 1, 170100, r. TBeps, yi. Tpexcesarckasi, 16/31)

OcHaleHHOCTh

IIapTsl, CTY/IBS, JOCKA

Kowmmnbrotephl:tipoijeccop-i5-2400+ monutop LG Flatron (2 mit.)
JlazepHsbiii ipuHTep Samsung ML-3310d

[Tpoektop BenQQ TH681 ¢ skpaHom

KomIbIoTepHBIN Kacc, yueOHast ayiUTOpUs JJIsi CaMOCTOSITE/TbHOM pabOThI

Ne 210 (Yuebnsiit kopmyc Nel, 170100, r. TBeps, yi. Tpexcesarckas, 16/31).

OcCHaleHHOCTh:

Pabouwne CTOJIBI, CTY/IbS, AOCKA

KommyTtatop Switch 16*100TX/10

Komnetorep Ramec\ Monutop AOC E2250Swda\
KommnroTepsr: npouecoplntelCore i5-3470 \monuTop AOC 2370 Sd (10
1IT.)

Hoyt6yk Samsung R20 Intel Cel 530 1,7T'1/766Mb/100I"6
[Tpoektop LGLGDX 125, DLP ,2500 ANSILm (riepeHOCHOM)
MynbTrmeguiiHbiv ipoekTop BenQ MP 624 (nmepeHOCHOM)
ITpoekTop Acer P5280 (rmepeHOCHOI)

OkpaH HacTeHHbIM ScreenMedia 153*203

OkpaH Ha mratuse DraperDiplomat 213*213 (84"*84")

[TpoekumonHsiv cTovk ProjectaSolo 9000 Ha Kostecax

TToMeleHUs [IJI1 CAaMOCTOATE/ILHOM PadoThI

AynuTopus [ijiss CaMOCTOsTeTbHOM paboThl Ne 210 — KOMITbIOTEPHBIH K/lacc,

(Yueb6nbIii kopryc Nel, 170100, r. TBepb, yi. TpexcBsarckasi, 16/31).

OcCHaIeHHOCThD:

Pabouwne CTOJIBI, CTY/IbS, AOCKA

KommyTtatop Switch 16%100TX/10

Komnetorep Ramec\ Monutop AOC E2250Swda\



e Kowmmnetotepsl: nporjecoplntelCore i5-3470 \monuTop AOC 2370 Sd (10
1IT.)

e Hoytbyk Samsung R20 Intel Cel 530 1,7T'/766Mb/100I"6

¢ T[Ipoektop LGLGDX 125, DLP ,2500 ANSILm (riepeHOCHOI)

* MynbTuMeuliHbI ipoekTop BenQ MP 624 (mepeHoCHOM)

e [IpoekTop Acer P5280 (riepeHoCHOM)

e DOKpaH HacTeHHbIM ScreenMedia 153*203

e DOkpaH Ha mtatuBe DraperDiplomat 213*213 (84"*84")

® [IpoekimoHHBIM cTO/MKK ProjectaSolo 9000 Ha Kosiecax

YueOHasi ayAUTOpHS /ISl TEKYIL[eT0 KOHTPOJIsI, IPOMEXKYTOUHOM aTTeCTaljuu
1 camocTosiTennbHOM paboThl Ne 111 (YuebHsbIit Kopmyc Nel, 170100, r. TBeps, yi.
TpexcBsiTckast, 16/31)
OcHaleHHOCTh
e [lapTel, CTYJIbS, JOCKA
¢ Kowmmerotepel: RAMEC STORM C2D 4600/160Gb/DVD-RW+MoHHTOp
LG 17" TFT L1753S-SF (6 wuT.)

e Haymnuku Creative Fatality Gaming + MukpodoH (6 1miT.)

IlepeyeHb JULEH3UOHHOT0 NMPOrpaMMHOro obecmeueHusi. PeKBU3UTBHI
MO/ATBEPXKAQAOIIEro JOKYMEHTa

e Adobe Reader XI (11.0.13) — Russian 6

* Microsoft Office npoceccronanbhbii mmoc 2013 — AxT npueMa-riepeaur Ne
369 ot 21 urons 2017;

e (Qgis 2.18 2.18.6 6WinDjView 2.0.2 6

* MicrosoftWindows 10 Enterprise — AxTt npuema-niepesaur Ne 369 ot 21
nronst 2017

e Google Chrome — 6ecriiiaTHO

e Kaspersky Endpoint Security aas Windows — aHTUBUpYC (aKTHarepeJauyripas

Ne 1842 ot 30 Hosi6pst 2020 T.).



MicrosoftOfficeproplas Ha mepezauy ripaB Ne 1051 ot 05.08.2020 1.).
Anpta-I'T/[] — ToBapHas HakiagHas Tr074793 ot 22.12.2014.
CIIC TAPAHT aspo — gorosop Ne 276/2020 ot 01.08.2020.

3arioniHuTe b — ToBapHas HaknaaHas 1074793 or 22.12.2014.

Takca — ToBapHast HaknagHas Tr074793 ot 22.12.2014.

CIIC Koucynbrantllmoc: Bepcusi  Ilpod. — goroBop Ne 2020C9429 ot

01.07.2020.

MicrosoftWindOws 10 Enterprise (akt Ha nepenady npaB Ne 1051 ot 05.08.2020

r.).

VIII. CBepeHusi 00 00HOB/IeHHH paboueii MporpaMMbl JUCIATLTHHBI

Ner.t. | OGHOBeHHBIH pa3zen paboueit | OrnrcaHue BHECEHHBIX PekBU3UTHI JOKYMEHTa,
MPOrpamMMBbl IUCLIUIIMHBI M3MeHeHUH yTBep/UBILIEr0
V3MeHeHUsI
1. Pazpen VII JoronHenve, Bk/toyeHa | [Ipotokosn 3ace/laHus
TemMaTuKa KypCOBbIX | Kadeapsl oT 25.11.201
paboT. Ne 4
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