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1. llean 1 3aaa4u AUCHMIJIMHBI:

Henu

Llenpro M3y4YeHUs AUCLMIUIMHBI ABJSIETCS M3Y4YEHUE TIOKYMEHTa, ero (QyHKIHi, crioco0oB
JOKYMCHTHPOBAHUA, CUCTEM NOKYMCHTAIIMU, a4 TAKKC YMCHHUC IMMPOCKTUPOBATH YIIPABJICHUYCCKUC
JOKyMEHTBI B COOTBETCTBHE C TPEOOBAaHMSMH TOCYJapCTBEHHBIX CTAaHAApPTOB, 3HAHHE IPABHII
OpraHu3aiy padoThl C JOKYMEHTAaMH, B TOM YHCIIE JTOKyMEHTOOOOPOT, PETUCTPAIUIO, YCIOBHUS
XpaHEHUs] M UCIIOJIb30BaHUS MH(OPMALUMK B HAYYHO-TEOPETUYECKUX M NMPAKTUYECKUX IEIsX.
Oco0blil  pa3fen TOCBAMIEH OCOOEHHOCTSM O(OPMIICHUS MEXKAYHApOIHOW IOKYMEHTAIUH,
MEKTyHApOJAHBIM CTaHIApTaM Ha JOKYMEHTALUIO, TPaBUIIaM MEX/yHApOIHOMN ITEPEUCKH.

3aoauu

B 3agauu kypca BXOAMT:

- 3QJI0XKUTh B JIOCTATOYHOM JUIS TPAKTHYECKOTO HCIIOJIb30BaHUS O00bEME CBEACHHUS O
MOpsIIKE Pa3pabOTKH 1 0OPMIICHHSI YIIPABIEHYECKOW JOKYMEHTAINH;

- c(hopMUpPOBATh CUCTEMHYIO KapTUHY OPTraHU3aIlMH JICIOMPOU3BOJICTBEHHON CITYXOBI,
TEXHOJIOTHH COCTABJICHHUS, PETUCTPAIIUH, yUeTa U XPAHECHHUS IOKYMEHTOB;

- u3yuuTh HOpMaTuBHBbIE JOKyMeHTHl (['OCThI), peryaupyromue u ONpeaessoIIne
CHCTEMY JJOKYMEHTALIWH.

CtpykTypa Kypca IOCTpPOCHa Ha WCIOJIb30BAHUHU MPAKTHYECKUX METOJOB OOYYCHUSs, B
X0JIc KOTOPOTO BBIPA0ATHIBAIOTCS HABBIKM Pa0OThI ¢ KaK HOPMATHBHBIMHU JOKYMEHTaMH, TaK U
JOKYMEHTaMH TEeKyIero ooopota. B o0mieit popme ykazaHHbIC HABBIKU JOJDKHBI 3aKJIFOYATHCS B
CJIEAYIOUIEM: OBJIQJCHUU OCHOBAaMH JIOKYMEHTAIIMOHHON M YIIPaBIICHUYECKOW IESATEIbHOCTH,
pEryJIUpOBaHUU TOKYMEHTOIIOTOKA M JIOKYMEHTO000pOTa. DTO MPEAIoiaraeT 3HaH!sI OCHOBHBIX
MIOJIOKEHHUH B 00JIACTH JJOKYMEHTOBEICHUS U JETONPON3BOICTBA.

2. Mecto nucuumanibl B cTpykType OIIOIT

Huctmmumza b1.5.21 «OCHOBBI TOKyMEHTOBEJICHHSI U JICIOTIPOU3BOJICTBAa» OTHOCHUTCS K
obs3atenpHbIM auctmunHam (B1.).

Nzyuenue nucuuruimabl « OCHOBBI TOKYMEHTOBECHUS M JICTONPOU3BOJICTBA» OMUPACTCS
Ha 3HAHMS, TMOJIyYeHHbIE B pe3ynbTaTe uizydenus aucuumiuH: b1.0.04 «Pycckuil s3bIk U
KynbTypa peun», 51.B.07 «Ilaneorpadusi».

3HaHUsA, TOJY4YEHHbIE B  pe3yJbTaTe€  MU3Y4YEHUs  JUCHUIUIMHBI ~ «OCHOBBI
JIOKYMEHTOBEJICHUSI M JEJIONPOU3BOJCTBA», MOTYT OBITh HCIOJB30BaHbl B JaJbHEHIIEM
uzydennn aucuuruine: b1.B.02 «ApxuBoBenenue», b1.0.27 «lMcToyHMKOBEACHHE», a TaKXKe
MIpU HAITMCAaHUU KYPCOBBIX padoT.

TpynoeMKoCTh MUCHUIUTUHBI «JlOKYMEHTOBEIEHNE» COCTABISAET 3 3€T.

3. TpeGoBaHus K pe3yJIbTaTaM OCBOCHHS THCHUIIHHBI:

[Iporecc ocBoeHMS TUCHMIUIMHBI HAIIPaBJIeH Ha (OPMUPOBAHUE KOMIIETEHIIUI B COOTBETCTBUHU C
®I'0OC BO u OI1 BO no nannomy Hanpasienuto noarotosku: 46.03.01 cropusi.

Komnerenuus NuaukaTopsl Pe3yabTaThl 00yueHus
KOMIIeTeHIIU i




OIIK-1. Crocoben
OCYIIECTBIIATh oTbop,
KPUTUYCCKUN  aHallu3 |
WUHTEPIPETAIUI0

UCTOPUYECKUX HCTOYHUKOB,
HCTOPHUYECKHUX (hakToB,

UCTOPHYECKOW MH(POPMAIMU
NIpY PeLIeHnH 3a1a4 B chepe
cBoell  mpodeccHoHATBHON
JeSITeIbHOCTH

OIlK-1.1. 3HaeT  Kak
OCYIIECTBIIATh otbop,
KPpUTHUYCCKHI aHaU3 H
HMHTEPIIPETAIIUIO
HACTOPUYECKHUX
HMCTOYHHUKOB,
HACTOPUYCCKHUX (akToB,
HACTOPUUYECKON
nH(pOPMAITUH TIPH PEIICHIH
3ajady B cdepe cBoeil
npodeccuoHambHON
JeSITeTbHOCTH

3uamo:

- TEOPETHYECKHE OCHOBBI
JTIOKYMEHTOBE/ICHUS;

- COBPEMEHHBIE TIPOOIIEMBI
JTIOKYMEHTOBE/ICHUS;

- CIIOCOOBI u cpexacTBa
JOKYMEHTHPOBAHMUS;

- TUNBI HOCHUTENICH MHPOPMAINU, HX
Kiaccu(ukanuio;

- CTPYKTYpy  JAOKyMEHTa U
HOpPMAaTHBHBIC TpeGoBaHUs K
ohopmIIeHHIO PEKBHU3HUTOB
yIPaBIEHYECKUX JIOKYMEHTOB;

- KJIacCU(PUKALMIO, XapPAKTEPUCTHKY
CHUCTEM JIOKYMEHTALHUH YUPEKICHUN
" OpraHu3aIui;
- TpeboBaHHsT K  OGOPMIICHHIO
CIIyKeOHBIX JOKYMEHTOB.

Ymemo:

- COCTaBJIATH u O(l)OpMJ'IHTB
AOKYMCHTEIL B COOTBECTCTBHUH C
IIpaBUJIaMHU B 3aBUCHUMOCTH oT

Ha3HAYCHHUsI, CONECP)KAaHHUSI W BUIA
JOKYMEHTA;

- yHH(PUIUPOBATH TEKCTBI
CITy’KeOHBIX JIOKYMEHTOB;

- KBaIM(UIHUPOBAHHO HCCIEIOBATh
COCTaB JIOKYMEHTAllUM YUPEKIACHUS,
OpraHu3aIy.

Bnaoems:

- TOKYMEHTOBEIYECKON
TEPMUHOJIOTUEN;

- HaBbIKaMU YHU(DUKAIIUU U
CTaHIapTU3alHUH TOKYMEHTOB;

- HaBBIKAMH COCTaBJICHUS
JIOKYMEHTaluH B YCIIOBHSIX
nepexoga K aBTOMAaTU3MPOBAHHBIM
MH(OPMAIIMOHHBIM TE€XHOJIOTHSIM.




4. COOJEP KAHUE U CTPYKTYPA JUCIUIIVIMHBI
TpynoeMKoOCTh THCHMILIMHBI COCTABJAET 3 3a4eTHbIe eAnHMIbI, 108 yacos,

(I)opMa l'lpOMe)KyT()‘{HOi/i aTTeCTallMU . 3a4Y€eT
(3K3aMeH, 3auem, 3auem ¢ OYeHKOI)

4.1 Couepmafme AUCHUIIJIMHBI, CTPYKTYPHUPOBAHHO€ II0 TeéMaM, ¢ YKa3aHuUEM BH/I0B y‘leﬁHbIX 3aHSATHI M OTBEAEHHOI0 Ha HMX
KOJIN4YeCTBa aKaJeMHNYEeCKUX YaCoB

Bunet yueOHO paboThl, BKITIOYas
CaMOCTOSITENIbHYI0 paboTy o0yuaroumxcs u
TPYAOEMKOCTh
o pya @®opMbI  TEKYLIETo
- (B yacax)
S KOHTPOJIS
2 5 yCIIEBAEMOCTH;
Ne /i Paznien nucuurimHbl/ TeMBbI O = dopma
KonraktHas paboTa rpenojgaBates ¢ 4 .
5 & | IPOMEXYTOUHON
00y4aronMMHUCH e 5
5 \S | aTTecTaluu (no
<
§ 8. | cemecmpam)
IIpakTueckue =
Jlexuuu Koncynbrammu S
B 3aHATHUS yaIpTan ©
1 O6mras xapaktepuctuka Kypea «JlokymentoBenenue» | 4 2 0 0 7 Y cTHBIN onpoc
HcTtopus TOKYMEHTOBEIEHUS M JeNIONPOU3BOJICTBA B o
2 pHsl AOKy a A P s 4 2 2 7 YcTHbIN onpoc
Poccun
3 JIOKYMEHT Kak 00bEKT UCCIIEJOBaHMS 4 2 2 0 7 YcTHBIN onpoc
4 CucreMbl JOKyMEHTallUU 4 2 2 0 7 YcTHBIN onpoc
5 TpeboBanust K 0pOPMIICHHIO TOKYMEHTOB 4 2 2 0 7 YcTHBIN onpoc
O06paboTka, UCTIOTHEHNE, UCII0JIb30BAHUE U XpaHEHHE .
6 p ’ ’ P 4 2 2 0 7 YcTHBIN onpoc
JOKYMEHTOB
7 JlokymMeHTaImoHHOE 00eCTICUCHHE YITPaBICHUS 4 2 2 0 7 Y cTHBIN onpoc
8 CucremMa apXMBHOTO XpaHEHUS 4 0 2 1 7 YcTHBIN onpoc
9 Me:xyHapoiHas JOKYMEHTalus 4 2 2 0 7 YcTHBIN onpoc
HToro yacos 16 16 1 63 3a4eT




4.2 TlnaH BHeayIUTOPHON CaMOCTOSITEIbHOI PaGoThl 00YYaIOUIMXCS 10 THCHHUIIJIMHE

CamocrosiTenpHas paboTa 00yJaronuxcst VYyebHo-
METOJIUYECKOE
Cemectp |H Cpoxku Satpatsi - |OueHOuROC obecrieueHue
Tp|Ha3Banue pasnena, Tembl . po
Bun camocrositenpHON paboThI BPEMEHH |CPEACTBO .
BBIIIOJIHEHUS CaMOCTOSITEIIbHOU
(ac.) paboThHI
4 OO61as XapaKTEPUCTUKA Kypca|Bbly4UThb ITIOHATUNHBIN anmapar 4 cem 7 VYcerHbii Al-7
«JIOKyMEHTOBEICHUE)» ) onpoc b1-4
Ucrtopus JIOKYMEHTOBEICHUS H|ONpPEAETUTD OCHOBHBIE 3Tanbl YcrHbIi Al-7
4 JIeNonpoun3BoicTBa B Poccun JIEJIONPOU3BOJICTBA U JIOKYMEHTOBECHU|4 ceM. 7 onpoc b1-4
B Poccun
4 JIOKYMEHT KaKk 0ObEKT UCCIIEIOBaHUS BBIYYUTb PEKBU3UTHI JOKYMEHTOB 4 cent v VYcerHbii Al-7
) onpoc b1-4
4 CucreMsbl TOKyMEHTaLlUU IIOATOTOBUTH JOKJIAJ C IPE3CHTALUEN 4 cemt 7 VYcerHbii Al-7
) onpoc b1-4
TpeboBanwusi K 0HOPMIICHUIO JOKYMEHTOB [[IOATOTOBHUTH KOHTPOJIbHBIN MTAKET YcrHbIi Al-7
4 JIOKYMEHTOB (3asBNIEHME, nenoBoel4 cem. 7 OIpoc b1-4
MMCHMO, TPHUKA3, PE3IOME U JIp.)
4 O06paboTka, HCIIOJTHEHNE, UCIIOIB30BaHUE|IOATOTOBUTH JIOKJIAJ C TIpe3eHTaluen 4 cem 7 YcrHbIl Al-7
Y XpaHEHHE TOKYMEHTOB ) onpoc b1-4
4 JlokymMeHTannoHHOE o0ecreueHrne|U3yuuTh MapaMeTpbl JTOKyMEHTO000OpoTa 4 com 7 VYcrHbII Al-7
yIpPaBJIEHUS U JTOKYMEHTOIIOTOKA ) OIpoc b1-4
4 Cucrtema apXUBHOTO XpaHEHUS paccMOTpeETh CHCTEMY apXUBHOTO|, . v YcTHbI Al-7
XpaHeHus JOKyMeHTOB B Poccun ) OIpoc b1-4
4 MexnyHapoaHas TOKyMEHTalHs BBIJICIIUTD 0COOEHHOCTH 4 cem 7 VYcTHEBIN Al-7
MEXYHApOAHOIO JOKYMEHTHUPOBAHUS ) OIpoc b1-4
OO6m1ast TPy A0EMKOCTh CAMOCTOSITEILHOM paOOTHI 1O TUCIUIUIMHE (Jac) 63
M3 Hux o0beM caMOCTOATEIbHOM paboThl € HCHOJb30BAHHEM JJIEKTPOHHOr0 OOyYeHUsl M 8
JMCTAHIIMOHHBIX 00Pa30BaTeJbHbIX TEXHOJIOIUi (Yac)
Brogxker BpeMeHH CaMOCTOATEJbHONH PadOThl, NPEAYCMOTPEHHbINH Y4eOHBIM IIAHOM ISl TAHHOM 63

JMCIUIJIMHBI (Yac)




4.3. Conep:kaHue pa3/iejioB H TeM JAUCHUILINHBI

Ne HaumenoBanue pasaesia/TeMpl Coaep:xanue TeMbl

n/n

1 OO0mas xapakTepucTuka Kypca | Obmas xapakrepucTtuka Kypca. Hasnauenue kypca. Mctounuku u
«/loxymeHToBeneHIEY nmurepartypa. Ilpeamer, cogepkanue, 3a1a4u Kypca 1 METOABI €ro

nzydenus. HopmatueHo-MeTomuueckas 6a3a TOKYMEHTAIIHOHHOTO
o0ecreyeHus yIpaBieHusl.

2 Hcropus nokymentoseaenus u | Ilepeble nokymeHThl [IpeBHepycckoro rocynapcersa. IIpukasHoe,
Jenonpoun3BoiacTBa B Poccun KOJIJIEKCKOE u MHHHCTEPCKOE JIEJIOTIPOU3BOJICTBO.

Henonpoussoacteo B XX Beke.
3 JIOKyMEHT KaK 0OBEKT JlokyMeHT -  OCHOBHOH  OOBEKT  JTOKYMEHTOBEIYECKUX
HCCIICIOBAHNUS uccnenoBanuil. Ilonstus «uHpoOpManus» U «IOKYMEHT».
Oyukunn noxkymenrta. CriocoOsl mokyMmeHTupoBanus. CBoiicTBa u
MIPU3HAKHU JIOKYMEHTa. MaTepraibHble HOCUTEIN HHBOPMALIUH.
4 Cucremsl JOKYMEHTAIHH Cucremsbl JIOKYMEHTALUU. ConmanbHast JIOKYMEHTHO-
KOMMYHHMKallMOHHasi cucrema. Kiaccudukauus ITOKYMEHTOB.
YHuduIupoBaHHBIE CUCTEMBI JOKyMEHTanuu. [ ocyaapcTBeHHbIE
CTaHIApTHl HA YHU(PHUIUPOBAHHBIE CUCTEMBL. YHU(UIIMPOBAHHAS
cucreMa  OPJ. Opranu3alMOHHO-PACTIOPS AUTEIbHBIE u
nH($OPMALMOHHO-CIIPABOYHBIE TOKYMEHTBHI.

5 TpeOGoBaHus kK 0QOPMIICHUIO TpeboBanus Kk 0oQOPMICHHIO JOKyMEHTOB. (OcoOEHHOCTH

JOKYMEHTOB COCTaBIICHUS u odopmIeHus OpraHU3alMOHHO-
pacnopsANTENbHBIX JOKYMEHTOB. S3bIK JOKYMEHTA.
OdunmaibHO-CIOBON CTHIIb.

6 O06paboTka, UCIIOTHEHHE, Peructpanust  moxymeHToB. KOHTpolb 32  HCIIOJHEHHEM
UCIIOJIb30BaHNE U XpaHEHUE JOKYMEHTOB. BenomcTBenHoe XpaHEeHHE JOKYMEHTOB.
JOKYMEHTOB Homenknarypa nen. @opmupoBaHMe W  XpaHeHHE  JEI.

[oaroToBka Jiest K apXUBHOMY XpaHEHHIO. DKCIEPTH3a [IEHHOCTH
JIOKYMEHTOB.
7 JlokyMeHTallMOHHOE OpraHuzanyst TOKYMEHTAllMOHHOTO O0ecHeueHHs YyNpaBleHHS
o0ecrieyeHue ynpaBieHHUs (nenonpounzBoacTBa). Ciry:kObl JOKYMEHTALMOHHOTO 00eCIIeUeHHS
yIpaBIICHHUS. HokymenToobopoT u JOKYMEHTOIOTOK.
Opranuzaiysi JOKyMeHToo0opoTa.
8 Cuctema apxuBHOro xpanenus | Kommiekcbl JOKyMeHTOB. BemoMcTBEHHbIE M roCylapCTBEHHBIE
apXMBBHI. CoBepIilieHCTBOBaHNE MPOIIECCOB
JOKYMEHTO000pa30BaHUsl. Hayuno-ucropudeckas u
MPAaKTUYECKasi HEHHOCTh JJOKYMEHTOB.
9 MexayHapoHast OcobenHocTH  OGOPMIICHHS MEXIYHApOIHONH JIOKYMEHTALlUH.
JIOKYMEHTaIHs MexayHapoaHble CcTaHAapThl Ha JOKyMeHTanuio. [IpaBmia
MEXKIYHAPOAHON NIEPEIUCKHU.
4.3.1. llepevyeHb CeMHUHAPCKHUX, TPAKTHYECKUX 3aHATHI U J1a00PaTOPHBIX padoT
Ne Ne paznena u HaumenoBanue ceMHHapoB, Tpynoe OneHouHble Dopmupy
n/m TEMBI MPAKTUYECKUX U JTa0OpaTOPHBIX PadOT | MKOCTh cpencTea eMble
JUCUUTUTUHBI (dackr) KOMIIETEH
LUH
1 2 3 4 5 6
1 11 OOm1as xapakTepuCTHKa Kypca 0 Yernsnid onpoc | OIIK-1
«JIoOKyMEeHTOBEJICHHEY
2 1.2 HcTtopus nokyMeHTOBEIEHUS 1 2 Yerasiit onpoc | OIIK-1
Jenonpou3BoJicTBa B Poccun
3 1.3 JIOKyMEHT Kak 00BEeKT UCCIIeI0OBAHNUS 2 Ycrasiid onpoc | OIIK-1




4 14 Cucrembl JOKyMEHTAlUN 2 VYernsiit onpoc | OIIK-1

5 1.5 TpeboBaHus kK 0HOPMIICHHIO 2 YeTHEI ompoc OIIK-1
JOKYMEHTOB

6 1.6 O0paboTKa, UCTIOTHEHHE, 2 YcTHBIH ompoc OIIK-1
UCTIONI30BaHNE U XpaHEHHUE
JTOKYMEHTOB

7 1.7 JlokyMeHTarmoHHOE o0ecTiedeHne 2 Yerasrit onpoc | OIIK-1
yIPaBJICHUSI

8 1.8 Cucrema apXMBHOTO XpaHEHUs 2 Ycrasiii onpoc | OIIK-1

9 1.9 MesxayHapoHast JOKYMEHTAIUS 2 Ycrasiii onpoc | OTIK-1

4.3.2. llepeyeHb TeM (BONPOCOB), BLIHOCUMBIX Ha CAMOCTOSITEJIbLHOE H3YUeHHE CTYIeHTaMH
B paMKax camoctositejibHOI padoTsl (CPC)

Ne Tema Bun 3anaHue dopMmupyemas NAK
Heql. CaMOCTOSTEJILHON KOMIIETEHIIUA
paboThI
1 Ob6mas pabota C | BBIyYHTH OIIK-1 OIIK-1.1
XapakTEepUCTUKA Kypca | JIUTepaTrypou TIOHATUWHBIN
«/I0OKyMEHTOBEJCHUE» ammapar
2 Hctopus pabota ¢ | ompenenuThb OIIK-1 OIlK-1.1
JOKyMEHTOBEICHUS U JIUTEpaTypon OCHOBHBIE  3TaIlbl
JIETIONIPON3BOJICTBA B JIeTIONPON3BOJICTBA
Poccun u
JOKyMEHTOBEICHUS
B Poccun
3 JlokyMeHT kak 00beKT | pabora ¢ | BBIyYHTH OIIK-1 OIlK-1.1
HCCIEIOBaHUSA JIUTEpaTypon PEKBHU3HTHI
JJOKyMEHTOB
4 Cucremst pabota ¢ | MOATOTOBHUTH OIIK-1 OIlK-1.1
JIOKyMEHTaIN JIUTEpaTypon JIOKJIa] c
IIpe3eHTaluen
5 TpeGoBaHms K pabota ¢ | MOATOTOBHUTH OIIK-1 OIlK-1.1
odopmireHHI0 HOPMaTHBHBIMH KOHTPOJIbHBIN
JIOKyMEHTOB JOKyMEHTaMH HaKeT JOKYMEHTOB
(I'OCTawmn) (3asBrEHUE,
JITIOBOE  THCHMO,
NpHUKa3, pe3oMe U
Ap.)
6 O6paboTka, pabota ¢ | moAroTOBUTH OIIK-1 OIIK-1.1
UCIIOJIHEHHE, JUTEpaTypod W | moxsax c
UCIIOJIb30BAaHHE U HOPMAaTHBHBIMHU TIpe3eHTanuei
XpaHEHHE IOKYMEHTOB | JOKyMEHTaMH
(F'OCTawmn)
7 JloKkyMeHTaImoHHOE pabota ¢ | my4nrs OIIK-1 OIlK-1.1
obecrieueHne JIUTEPaTypOH, rapameTpsl
yIpaBieHUs UCTOYHMKaMH | | JOKYMEHTO00OpOTa
HOPMaTHBHBIMHU u
JIOKyMEHTaMH JIOKyMEHTOIIOTOKA
(I'OCTawmn)
8 Cucrtema apXHBHOTO pabota ¢ | paccMOTpeTh OIIK-1 OIIK-1.1
XpaHeHHs JUTEpaTypoii W | cucremy
HOPMAaTHBHBIMH ApXHUBHOTO
JIOKyMEHTaMH XpaHeHHst
(I'OCTawmn) JIOKYMEHTOB B
Poccun
9 MesxxyHapoaHas pabota ¢ | BBIIEIHTH OIIK-1 OIlK-1.1
JIOKYMEHTaIHsI JUTEPATYpoOl U | OCOOEHHOCTH
HOPMAaTHBHBIMHU MEXIyHApOIHOTO
JIOKyMEHTaMH JIOKYMEHTHUPOBAHHSI
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4.4. MeTonnueckne YKa3aHHUs M0 OPTaHU3ALUHM CAMOCTOSATEJIbHOI Pa00ThI CTYACHTOB

CamocrosTenbHas pabora cTyleHTa 1o aAucuuIuinHe «OCHOBBI JOKYMEHTOBEIEHHS U
JIEJIONPOU3BO/ICTBAY IIPEyCMATPUBAET PELICHHUE CIIEYIOIINX 3aa4:

- CHUCTEMAaTHU3alUI0 U 3aKPEIUICHUE IOIYYCHHBIX TEOPETUYECKUX 3HAHUU M NPAKTUYECKUX
YMEHUU CTYJICHTOB;

- yri1yOJieHHe U pacIlupeHue TeOPeTUUECKUX 3HAHUH;

- (opMHpoBaHHWE YMEHUH UCMOIb30BaTh HOPMATHUBHYIO, IIPABOBYIO, CIPaBOYHYIO
JOKYMEHTALUIO U CIELMAIIBHYIO JINTEPATYPY;

- pa3BUTHE NIO3HABATEIILHBIX CIIOCOOHOCTEN M aKTUBHOCTH CTYCHTOB;

- (opMHpOBaHHE CaMOCTOATEIBHOCTU MBIIUIEHUS, CHOCOOHOCTEM K caMOpa3BUTHIO,
CaMOCOBEPILEHCTBOBAHUIO U CAMOPEATIU3ALINN;

- pa3BUTHE UCCIIEIOBATEIbCKUX YMEHUM;

- HCIIOJIb30BAaHME Marepuana, COOPaHHOTO M TOJIYYEHHOTO B XOJE CaMOCTOSTEIbHBIX
3aHATUM Ha CeMUHapax, Ha IPAaKTHMYECKMX M JAa0OpaTOPHBIX 3aHATHSX, NPU HAINUCAHUU
KypCOBBIX M BBIIYCKHOW KBaTU(HUKAIIMOHHONH pabor, mns 5((EeKTUBHOW TOATOTOBKU K
UTOTOBBIM 3a4E€TaM U HK3aMEHaM.

Bugamu camoctosTensHON pabOThI SIBIISIIOTCS:

- BHEAyJIUTOpPHas, BBINOJHAETCA CTYACHTOM II0 3a/laHUI0 IpernojaBareis, HO 0e3 ero
HEIOCPEICTBEHHOIO YYacTHs

- ayAUTOpHAs, BBIMOJHACTCA HAa YUEOHBIX 3aHATHUSX 0]l HENOCPEACTBEHHBIM PYKOBOACTBOM
npenoaaBaress U 10 ero 3aJaHuIo.

BreaynuropHas camocTtosTenbHas paboTa 1O JAUCHMILIMHE  «J{OKyMEHTOBEICHHE»
npecieayeT LUeNn: HallMcaHue pedepaTa; HOAroTOBKAa K CEMHUHApPaM M MPAKTHYECKUM 3aHSITHSIM;
HOJrOTOBKA MPAKTUYECKUX pa3pabOTOK; TEKYIIMHA CaMOKOHTPOJIb U KOHTPOJIb YCIIEBAEMOCTH Ha
0a3e IEKTPOHHBIX O0YYAIOIINX U ATTECTYIOIINX TECTOB.

AynuTtopHas caMocTOsiTelbHas paboTa CTYJEHTOB C ydacTHEM IpernojaBarernei
opraHusyercs B (opMe TEKyIIUX KOHCYJbTalMil, mpuemMa U pa3dopa JOMAIIHUX 3aJaHui;
3aIUTHI TOATOTOBJIEHHBIX JOKJIAJ0B C IPE3CHTALIMSIMH.

[Tpu BBINOJHEHNH CaMOCTOSTENBHON PabOThI CTYIEHTHI IOJKHBI OUPATHCS HA JTUTEPaTypy,
UCTOYHUKHU U pecypcsl MHTepHeTa. Kaxias u3 tem npenmnonaraer cBoit 00beM padoT, BBITOJIHSASA
KOTOpBIHA, (QopMHUpyeTcsl Kak o0Iias KOHIENUMsS AWCUUIUIMHBIL, TaK U TNpOQecCHOHANbHbIE
KomneTeHuu, onpezaensiemeie @PI'OC.

Tema Ne 1 mpemycmaTpuBaeTr, 4TO CTYIEHTHI JOJKHBI OBJAJE€Th OCHOBHBIM MOHATUHHBIM
annapaTroM AMCLHMIIINHBL YETKO 3HATh ONpPENETICHMs TaKUX MOHATUHM KaK: anmnapar yInpasleHus,
apXuB, JIEJONPOU3BOJICTBO, TOKYMEHT, JOKYMEHTAIHs, TOKyMEHTHPOBAHUE, JOKYMEHTOOOOPOT,
JOKYMEHTONIOTOK, HMH(poOpMalMs, MaTepUalbHbIi HOCUTENb, OpraHu3anus paboTbl C
JIOKYMEHTaMH, OpraHU3allMOHHO-PACHIOPSAIUTENbHbBIE TOKYMEHTHI, O(pUIIMAIbHBIE JOKYMEHTHI,
PEKBU3UT TOKYMEHTA, CUCTEMA JTOKYMEHTALIMH, CUCTEMA JOKYMEHTHPOBAHMSI, CTAaHIAPTU3ALINS,
yHUUIMpoBaHHas cucreMa gokyMeHTanuu (Y C/l), ropuandeckas cuia JOKyMEHTa U Jp.

Tema Ne 2 npexgycmarpuBaeT BblJiesieHHE 6 3TANOB 1€IONPOU3BOJICTBA U JOKYMEHTOBEICHUS
B Poccuu: nenonpousBoicTBo B JIpeBHEPYCCKOM rocyAapcTBE, MPHUKA3HOE JEJIONPOU3BOICTBO,
KOJUIEXKCKOE  JIEJIONPOU3BOJCTBO, MHUHHUCTEPCKOE JAEIONPOU3BOACTBO, JAEIONPOU3BOACTBO
CoBeTckoro rocynapcTBa, COBPEMEHHOE TOKYMEHTOBEIAECHHME M JIE€JIONpOou3BOACTBO. CTyaeHT
JIOJDKEH YMETh 000CHOBATh XPOHOJOTHUECKUE PAMKU KaKIOTO U3 3TUX 3TaroB, ONPEAEIUTh €ro
OTJIMYMUTENbHBIE YepThl W  cnenuduky, BHAETh pa3BUTUE  JIOKYMEHTOBEIEHUS U
Jienonpou3BoacTBa B Poccnn.

Tema Ne 3 mpenmomnaraer GopMupoBaHHE YETKUX MPEACTaBICHUN O MoKymeHTe. CTyaeHT
JOJDKEH TPUMTH K BBIBOJAY, YTO MAaTepUalbHBIM OOBEKT CTAHOBUTCS JOKYMEHTOM TOJBKO B
Cllydae €IMHCTBA BEIIECTBEHHOI'O HOCHUTEINS M 3aKJII0UYeHHON B HeM uH(popMaiuu. JIByenuHas
OpUpojia TOKYMEHTa - OJlHAa M3 OCHOBHBIX OCOOCHHOCTEH €ro Kak M3BeCTHOM cucteMsbl. [lpu
OTCYTCTBUHM OJHOW W3 IEPEUMCICHHBIX XapaKTepUCTHUK HET €IMWHCTBA, a, CJIEeI0BaTENIbHO, U



nokymeHnTa. CTyleHT JOJKEH IMOBTOPUTh MaTepuand O (PyHKUMSX, MpU3HAKaX, CBOMCTBaxX W
KJIaccu(UKaIUN TOKYMEHTOB.

Tema Ne 4 mpegycmaTpuBaeT E€TAIbHBIM aHAJIM3 CUCTEMbl JOKyMeHTauu. [Ipexae Bcero
TPEX €€ COCTABISIONIMX: OPraHNU3aMOHHO-TIPABOBBIX, PACTIOPSIIUTEIBHBIX U HH()OPMAITMOHHBIX.
CTyAeHT T0JKEH yMETh ONpPEAETUTh CHeUPUKY KaKA0W U3 ATUX TPYIII U MPEACTABIATh KaKue
MMEHHO JJOKYMEHTBI B HEE€ BXOJIT.

Tema Ne 5 npeanonaraet usyueHue o0g3aTeNbHBIX 3JIEMEHTOB JOKYMEHTa — PEKBU3UTOB. B
KAaueCTBE IPAKTUYECKOW COCTABISIOLIEH CTYAEHTYy Mpeajaraercsi MOArOTOBUTh —IAKET
JIOKYMEHTOB B KOTOPBIN BXOJIAT: 3asBJIeHUE, OJAHK OpraHU3alllH, JEJI0BOE MHUCHhMO, MPUKA3 10
opranusanuu, petome. [Ipu BHIIOJHEHUH TaHHOTO 33aJJaHUs CTYJEHT MCIOJIb3yET CBOU 3HAHUS O
PEKBU3HUTAX, X HAOOPE U PACIIOIIOKEHUH HA IOKYMEHTE.

Tema Ne 6 Gasupyercss Ha MOHATHHA JOKYMEHTOOOOPOT. CTYACHT AOJDKEH YMETh BBIACIATH
OCHOBHBIE JTambl JOKYMEHTOOOOpOTa M JaTh MM XapakTepucTuky. OTaelnbHOe BHHUMaHUE
YAEISAETCS CPOKaM MCIOJIHEHUS TIOKYyMEHTAa U HOMEHKJIaType Aedl.

Tema Ne 7 mpenycmarpuBaeT H3y4eHHE JOKYMEHTONoToka. CTyHEeHT MJOKEH YeTKO
MPEACTABIISITH CUCTEMY JIBHXKCHHS JIOKYMEHTOB B OpPTraHM3alli, pa3audarh [EHTPATU30BAHHBIN
U JICLIEHTPATM30BaHHBIN JOKYMEHTOIOTOK.

Tema Ne 8 mpenycMmarpuBaeT M3yd€HHUs CUCTEMBbl XPAHEHHS JOKYMEHTOB: OINEPAaTHUBHOIO,
BEJJOMCTBEHHOTO, TOCYJIapCTBEHHOro. B Xoje wu3yueHuss TeMbl Y CTYACHTOB JOJKHO
c(opMHUpPOBATbCS MOHATHE «JIEJIa» KAK COBOKYIMHOCTH JOKYMEHTOB I10 OJIHOMY HalpaBJIEHUIO,
ero ¢opMUPOBaHUS, ABMKEHUS, IKCIIEPTHOMN OLIEHKU.

Tema Ne 9 mpenycmaTpuBaeT HM3yuy€HUE CHUCTEM MEXAYHApOJHOW JOKYMEHTAlUM U €€
0a30BBIX MPHUHIIUIIOB, pa3pabOTaHHBIX U YTBEPXKIEHHBIX MeXAyHapOJHOW OpraHu3anuen Mo
crangaptusaiu  (1ISO), Mexaynaponnoit  ¢eaepanud  OMOJHOTEYHBIX  ACCOLMAIIMIA,
MexnyHaponHoit ¢denepanuu Mo AOKyMEHTanuu, MeXIyHapoJHOTO COBETa apXHBOB,
MexyHapoaHOH OpraHu3aluy 110 HHTEIICKTYaIbHON COOCTBEHHOCTH.

Takum o0Opa3oMm, yCHEIIHOE OCBOCHHE OSTUX TEM B XOJE€ AayIUTOPHBIX 3aHATHH U
CaMOCTOSITENIbHOM paObOThI MO3BOJIMUT CTYIEHTY MOATOTOBUTHCS K IPOMEKYTOUHOM aTTeCTallUH.

4.5. I[lpumepHasi TeMaTHKa KypPCOBBIX padoT (IPOeKTOB)

y‘{e6HBIM IJIaHOM HC MMPCAYCMOTPCHLIL

5. YuedHOo-MeTOoAMYeCKOEe U HH(POPMALIMOHHOE 00ecrneyeHue JUCIIHIIMHBI
a) OCHOBHas Tumepamypa

1. JloxymeHTOBe/IeHUE : YUeOHUK U MpakTUKyM Juist By30B / JI. A. JloponuHa [u ap.] ; nox
penakuueit JI. A. JloponuHoit. — 2-e u3., nepepad. u non. — Mocksa : M3narensctBo FOpaiiT,
2021. — 309 c. — (Boicmiee oOpaszoBanue). — ISBN 978-5-534-03053-2. — DBC [Opaiir,
Heorpanuu. noctyn

2. Kabamos C. }0. [lenonpou3BoACTBO U apXUBHOE /€TI0 B TEPMHHAX U OMPENEICHUSX :
yueb. mocobue/ C. 0. Kabamos, U. I'. Achanausaposa. -M.: @nunra: Hayka, 2009. -292 c.; 25
cM. 11 k3.

3. KazakeBuu, T. A. [lokymeHToBeneHue. JlOKyMEHTAIlMOHHBI CEpPBUC : Y4YeOHUK H
npaktukyMm st By3oB / T. A. Kazakesuu, A. U. Tkanma. — 2-e u3na., ucnp. u gon. — MoOCKBa :
WznatensctBo HOpaiit, 2021. — 177 ¢. — (Boicuiee obpazoBanue). — ISBN 978-5-534-06273-
1. — OBC IOpaiit, Heorpanuu.

4. Konpiukuna, T. b, JlenoBele KOMMYHUKAIIUH, TOKYMEHTOOOOPOT U JIEJIONPOU3BOJICTBO :
yaeoHoe mocodue st By30B / T. b. Konsmmkuua, . B. lllyctuna. — 3-e u3., ucop. u 0. —
Mocksa : UznatenbctBo FOpaiit, 2021. — 145 ¢. — (Bwicmiee o6pazoBanue). — ISBN 978-5-
534-14216-7. — OBC IOpaiit, Heorpanuu.
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5. Kysnuenos, U. H. JlokymeHTanmoHHoe oOecnieueHue ymnpapieHus. JJokymeHToo00poT u
JIeNTOTIPOU3BOICTBO : YUeOHMK M IpakTukyM ais By3os / U. H. Ky3nenos. — 3-e uzn., nepepad.
u jor. — Mockga : U3narensctBo HOpaiit, 2021. — 461 c. — (Bricmiee oopazoanue). — ISBN
978-5-534-04275-7. —ObC IOpaiit, Heorpanud. qocryn

6. JlappkoB H. C. JlokymeHntoBenenue : yueO. mocobue/ H. C. JlappkoB; Tomckuii Toc. yH-T
. -M.: ACT: Bocrok-3anazu, 2008. -428 c.; 21 cM. 35 3Kk3.

7. ITmenko A. B. JlokymeHTanmnoHHOe oOecriedeHue ympabiieHus. [IpakTukym : y4eO.
nocobue/ A. B. ITmenko, JI. A. Jloponuna. -3-e usn., crep.. -M.: Axkanemus, 2012. -158 c.; 21
cM. 15 k3.

0) dononHumenvHas iumepamypa

1. Kak nucaTh Hay4IHBIN TEKCT: OMBIT IIKOJBI MOJIOJIOTO aBTopa : yuebd.-meroa. mocobue/ H.
A. JluaxoBckas [u np.]; MpkyTckuii roc. yH-T, MeXperuoH. uH-T o0mecTB. Hayk. -MpkyTck:
Orttuck, 2012. -239 ¢.; 21 cm. 13 3ks3.

2. Xopxopauna T. . Mcropus apXUBOBEIUECKOM MBICH : y4eO. JIJIs CTYy/1. BYy30B, 00yH4. IO
Hanp. 034700 "okymenToBenenue u apxuBoBeacaue" u cren. 030402 "Hcr.-apxuBoBencuue'/
T. N. Xopxopauna. -M.: U3n-Bo PITY, 2012. -448 c.; 21 cm. 5 3Kk3.

3. Xopxopauna T. . Poccuiickue apxusbl. ICTOpHSI 1 COBPEMEHHOCTB : Y4EOHUK IS CTY/I.
By30B/ T. U. Xopxopnuna, T. C. Bonkosa ; pen. B. B. Munaes; Poc. roc. rymanur. yH-T. -M.:
Uzn-so PITY, 2012. -413 ¢.; 22 cm. 11 3k3.

4. TexHOTpOHHBIE JOKYMEHThl - UHPOpManuoHHas 0a3a HUCTOYHHKOBEACHUA W
apxuBoBeieHus : cO0. Hayd. cr./ Poc. roc. rymanurap. yH-t, Mcr.-apxuB. uH-T. -M.: U3n-Bo
PITY, 2011.-313 c.: ui.; 22 cM. 6 3K3.

8) npocpammuoe obecneyerue:

1. @3 «O6 obpazoBanuu B Poccmiickoii henepamum» ot 29.12.2012 No273-D3;

2. ©I'OC BIIO 46.03.01 «Hctopus»

3. Tlomoxxenue o camocrosTenbHON pabore crymentoB B PI'BOY BIIO «UI'Y» or
2.07.2012;

4. Tlonoxxenne o mpomexxytounoi arrectanuu B ®I'bOY BIIO «1T'Y» ot 30.04.2014;

5. Tlonoxenue o GaIbHO-PEHTHHIOBOI OIIEHKM ycneBaeMocTH oOyuwatomuxcs B @I'BOY
BIIO «II'Y» ot 24.09.2014

6. ®enepanbHblil 3akoH «O0 MHGOpManuu, MHGOpPMATH3aMK U 3alUTe WH(POPMALMKU» OT
20 ¢espana 1995 r. Ne 24-D3.

7. ®enepanbHblii 3ak0H «O TOBapHBIX 3HAKaX, 3HAKax OOCITY)KMBAHUS W HAaUMEHOBAaHUU
MECT ITPOUCXOXKICHUS TOBAPOB» OT 23 ceHTAOps 1992 r. Ne 3520-1.

8. ®denepanbHblil 3ak0H «O06 apxuBHOM jene B Poccuiickoit @enepamum» ot 22 oKTIOps
2004 Ne 125-®3

9. llocranosnenue [IpaBurenscrea PO «O6 ynopsiioueHUN U3roTOBICHUS, UCIIOIb30BAHNUS,
XpaHEHUsl U YHUUYTOKEHUS IMedareld u OJIaHKOB ¢ BOCHPOM3BEIEHUEM TOCYIapCTBEHHOIO repba
P®» ot 27 nexabps 1995 r. Ne 1268.

10. TOCT P 6.30-97. VaudunupoBaHHbIE CHCTEMbI JoKyMeHTanuu. Cucrema
OpraHU3alMOHHO-PACHIOPSAUTENBHON JOKyMeHTaluu. TpeboBaHus K 0(OPMIICHHIO IOKYMEHTOB.

11. Odopmienne nokymeHnToB. Metoamueckue pekomernanuu Ha ocHoBe ['OCT P 6.30-97.
YHUGHUIMPOBaHHBIE CHUCTEMBbI JOKyMeHTauuu. CucreMa OpraHu3alOHHO-PACHOPSAUTENbHOM
nokyMmeHTanuu. TpeboBaHus K 0pOPMIIEHHUIO TOKYyMEHTOB. M.. 1998.

12. TOCT P6.30-2003. VYHuduuupoBaHHblE CHUCTEMBI JOKyMeHTanuu. Cucrema
OpraHU3al[MOHHO-PACTIOPAAUTENBbHON ToKyMeHTauu. TpeboBaHus K 0pOPMIIEHHIO TOKYMEHTOB.
13.TOCT P 51141-98. [lenonpon3BOACTBO U apXUBHOE J€510. TepMHUHBI U OIIPEIEICHHUS.

14. T'ocynapcTBeHHasi CUCTEMa JOKYMEHTAIIMOHHOTO oOecrieueHus ynpapieHus. OCHOBHbBIC
nojoxenus. O6ume TpeOoBaHUs K JOKyMEHTaM U CIIyk0aM JT0KyMEHTAIlMOHHOTO 00EeCTIeYeHHUSI.
M., 1991.
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15. Ob6mepoccuiickuii knaccudukarop ymnpapieHdeckoi mokymeHTtaruu OK 011-93. M.,
1995.

16. OcHOBHBIE TIpaBUIIa paOOTHI BEJJOMCTBEHHBIX apXuBOB. M., 1998.

17. TlepeueHb THUIOBBIX JOKYMEHTOB, OOpa3yrOIIMXCS B JEATEIHLHOCTH TOCKOMHTETOB,
MUHUCTEPCTB, BEJOMCTB U APYTUX YUPEKICHHUI, OpraHu3aluii, NpeArnpusiTUil ¢ yKazaHHeM
cpokoB xpanenus. M., 1989.

18. Kpartkwuii ciioBaps BUJIOB U Pa3HOBUIHOCTEH TOKyMeHTOB /A.C.MaiuTukoB. - M., 1974.

19. TumoBass WHCTPYKIUS IO JIE€JIONMPOU3BOJCTBY B MHUHUCTEPCTBAX U BEIOMCTBAX
Poccuiickoit ®enepanuu. M., 1994.

2) 6a3vl OaHHLIX, UHDOPMAYUOHHO-CPABOYHDBLE U NOUCKOBLLE CUCTEMbL

1. DnextponHsie pecypcsl Pocapxusa. Pexxum nocryma: http://archives.ru/documents.shtml

2. DnextpoHHbIe pecypchl MIY (TEKCTBI HCTOYHMKOB M TEMATHYECKHUE CCBUIKH).
Hcropuueckuit (bakynpTeT MI'Y. Pexxum JoCTyma:
http://www.hist.msu.ru/ER/index.html

6.MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCIIUIIJINHbI

6.1. YueOHoO-1200paTOpHOE 000py10BaHUE:
Ha ¢akynbrere umerorcs:
- yueOHBI€ KJIACChl, 000PYAOBaHHBIE MAPTAMH, JOCKOW U MEIIOM;
- KOMIIBIOTEPHBIN KJ1acc;
- TOCTYIHBIN JUIS CTYIEHTOB BBIX0[ B IHTEepHeT;
- oOpasoBarenbHbIi moptan UI'Y: http://www.educa.isu.ru

6.2. [IporpammHoOe obecnieyeHue:
- Windows, office

6.3. TexHnuyeckue M 3JIeKTPOHHbIE CPeICTBA:
- HOYTOYKH M BHJICOMPOEKTOPHI, UCIIOIB3YEMBbIE B JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHATHSX.

7. Obpa3oBaTe/ibHbIe TEXHOJIOTHH:

[TomuMo TpaaumoHHBIX (GOpM OOYYEHHUS — JEKIMOHHBIX M CEMHUHAPCKUX 3aHITHH -
MPEeIyCMOTPEHbl  aKTHBHBIE (OPMBI  MPOBENEHUS  3aHATHI: TUCKYCCHM, TOJTOTOBKA
KOHTPOJIbHBIX 00pa3lioB JOKYMEHTOB.

[Tonydyenue yrayOneHHBIX 3HAHUM TO HM3y4aeMOW TUCIUIUIMHE JOCTUTAETCS 3a CUeT
CaMOCTOSITENIbHOM pabOThl CTYJIEHTOB. Briaensemble dachl 11€1€c000pa3HO HCMOIb30BaTh IS
3HAKOMCTBA C JOIOJIHUTEIHHOW HAy4YHOH JHUTEepaTypoil MO MpoOIEMATUKE IUCIHUILTUHBL,
aHaJM3a HAYYHBIX KOHIICTIIIUH W COBPEMEHHBIX MOJXO0JI0B K OCMBICIECHHIO PacCMAaTPHUBAEMBIX
npooieMm.

K camocrositenbHOMY BUIy pabOTHI CTYJEHTOB OTHOCHTCS paboTa B OMOJMOTEKaX, B
DIIEKTPOHHBIX TOMCKOBBIX CHCTEMaX M T.I. MO cOOpy MarepuanoB, HEOOXOIUMBIX st
MIPOBEICHUSI CEMUHAPCKUX 3aHSITHI WM BBITIOJIHEHUS] KOHKPETHBIX 3aJIaHUN TPENOIaBaTelsl 1m0
M3Yy4aeMbIM TEMaM.

8. Ouenounnle cpeacrpa (0OC):
8.1. OneHo4YHBIE CPEACTBA AJI BXOAHOT0 KOHTPOJIA

HpOBOI[HTCH B BUJIC TCCTOB C OTKPLITBIMHU BOIIPOCAMMU.
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8.2. OnleHOYHbIE CpPeCTBA TEKYIIero KOHTPOJIsI

B nmpouecce wu3ydeHuss Kypca UCIONB3YIOTCS TakKHe OpraHu3allMOHHBIE (OPMBI
IPOBE/ICHUS 3aHATUI KaK JIEKLIUU U CEMUHAPCKUE 3aHATHUS.

Jlexuuu ¢ 31€MEHTaMM AMCKYCCHUH HMCIONb3YHOTCS Ui IIOBEPXHOCTHOTO PACCMOTPEHUS
U3y4aeMoro marepuaina win ero o6o0menus. OJHaKO OCHOBHOW LIENbIO JICKIMOHHBIX 3aHATUN
ABJIAETCS CO3/JaHUE Yy CTYJEHTOB YETKOTO M CHUCTEMHOIO INIPEJICTaBIECHUS O IPEIMETE,
pa3bsCHEHUE KIIIOYEBBIX IIOJIOXKEHUH JOKYMEHTOBEJEHHS U CHEUU(UKH IOATOTOBKH
JIOKYMEHTOB.

CryneHTbl JOJDKHBI — IOJIB30BAThCSI  MAKCHMajdbHO — HCHOJb30BaTh Y4EeOHYIO U
CIEIUANIHYIO JIUTEepaTypy, YKa3aHHYI0 B TIporpamMme Kypca, OBITh B Kypce MOCIEIHHX
W3MEHEHUN B 3aKOHOJIATEIIbCTBE, periiaMeHTUPYIOIIUX JIOKYMEHTOBEICHUE u
JIEI0NIPOU3BOJICTBO.

dopmamMu KOHTPOJIA SIBJISIFOTCS] y4acTHE B JUCKYCCUSX, YCTHBIE U ()POHTATbHBIE OMPOCHI;
TECTUPOBAHUE.

Texyuuit KOHTPOIb CHOPMUPOBAHHOCTH KOMIIETEHIIUN IPOBOJUTCS B BHJIE 00CYKICHUS
B XO0J/IC CEMHUHAPCKUX 3aHSITHI PACCMOTPEHHBIX HA JIEKIUSAX BOMPOCOB, TECTUPOBAHMS, a TAKKE
CaMOCTOSITENILHO MOATOTOBIEHHBIX CTYACHTaMHU JOMAIIHKUX 3aJaHui U pedepaTos.

1. TemaTtuka pedepaTos:

- OCHOBHBIE ATaMbl JOKYMEHTOBEJIEHUS U JI€JI0NPOoU3BoicTBa B Poccun
- JlIokyMeHT: cBOIICTBa, MPU3HAKU, QYHKITUN

- CucTeMbl IOKyMEHTALUU

- CounanpHas TOKyMEHTHO-KOMMYHHUKAIIMOHHAS CUCTEMa

- Kitaccudukanmst TOKyMeHTOB

- YHu(uuupoBaHHbIE CUCTEMBI JOKYMEHTALIUN

- l'ocynapcTBeHHBIE CTaHAAPTH HA YHU(DULIIMPOBAHHBIE CHCTEMBI

- Opranu3aloHHO-PacHOPsIUTENbHbIE M HH(OPMALIMOHHO-CIIPABOYHbBIE JOKYMEHTHI
- Homenknarypa nen

- lokyMeHTO000pOT

- JIOKyMEHTOIOTOK

- Apxussl Poccuiickoii @enepanyu

- crionHeHnne 10KyMEHTOB

- OnepaTMBHOE XpaHEHUE TOKYyMEHTOB

- CucteMsbl ¥ criocoObl TOKYMEHTHPOBAHMUS

- PexBU3HUTHI TOKYMEHTOB

2. OopmiieHne T0KyMEHTOB

Ha ocHoBe metonmueckux pexomennauuii (OgopmieHne JOKyMEHTOB. Mertoauueckue
pexomenaanuu Ha ocHoBe 'OCT P 6.30-97. VHuUUUpOBaHHBIE CHCTEMBI JOKYMEHTALUH.
Cucrema OpraHu3alMOHHO-PACTIOPSIIUTENBHON JOKyMeHTauuu. TpeboBaHus K O(OpMIIEHUIO
JOKyMeHTOB. M., 1998.) moAroToBUTH CleyIOIINE BH/IbI JOKYMEHTOB:

1. 3asBnenue.
. brank opranuzanuun
. birank nucema
. OTBeT Ha NOCTyNUBIIEE TUCHMO
. [IpoexT nmpukasa
. Pesrome

AN B WIN

w

. Bormpocsr muist uHAUBUAYaTbHOTO cOOECe0BaHMUS:
1. Opranuzanus TOKYMEHTAIIHOHHOTO 00€CTIeUeHUsI YIIpaBIeHUs (IeTOMPOU3BOICTBA).
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. Opranuzanus 10KyMEeHTO000pOTa.

. Perucrpanus 1OKyMEHTOB.

. KoHTpOb 32 HCHOIHEHNEM IOKYMEHTOB.

. BemomcTBeHHOE XpaHEHHE JOKYMEHTOB.

. Homenknarypa nein.

. @opMupOBaHUE U XpaHEHUE JEII.

. IloarotoBka aen Kk apXUBHOMY XPAaHEHHUIO.
. DKCHepTU3a HEHHOCTU JOKYMEHTOB.

O 03O LB~ W

O PeKTUBHBIM CpPEACTBOM KOHTPOJS CaMOCTOSITENILHOW padOThl CTYACHTOB SIBIISICTCS
NPOBE/ICHUE TECTUPOBAHUI

CornacHo IlosiokeHHI0 0 OAILHO-PEMTHHIOBOM CHCTEME OIEHKH YCIEeBaeMOCTH
cTy1IeHTOB MPKYTCKOro rocy1apcTBeHHOr0 YHHBEPCHTETAa, YCBOCHHE CTYJACHTOM KaXKIOH
M3y4aeMOil B CEMECTpE MHCUMILIMHBI MaKCUMallbHO orieHuBaercs 100 Oamnmamu.  Yka3zaHHOE
MaKCHUMaJIbHOE KOJIMYECTBO OAIOB (Syror), KOTOPOE CTYIEHT MOXKET HaOpaTh 3a ceMmecTp IO
Ka)KI0M JUCIMIUINHE CKJIabIBACTCS M3 CYMMBI 0AJJIOB 32 TEKYILYI0 pa6oTy B ceMmecTpe (Stex)
U 0aJIJI0B, MOJIy4eHHBIX B X0/1€ 3a4eTa (Scec).

ITpu 5TOM MakCHUMaJbHOE KOJMYECTBO OANIOB 3a TEKYIIyl0 pabory B cemecTpe (Srex)
orpaanunBaercs 60-t0 OauraMu, a Ha OIEHKY 3a4deTa (Scec) MAKCUMAIBHO MPEIYyCMATPUBACTCS
40 Ganos.

No Bun yuebHol gesTensHOCTH bamuier | Makcumym

/1 3a CEMECTp
1 | BeicTymieHHE Ha CEMUHAPCKOM 3aHSATHH 0-5 10
2 | OTBeThl Ha BOIIPOCHI HA CEMUHAPCKOM 3aHATUHU 0-3 5
3 | AnasimTdeckuii pa30op HayyHbIX MyOIMKanuii mo mpodieme 0-5 B
4 | TloaroToBKa KOHTPOJIBHOTO MAKeTa JOKYMEHTOB 0-15 15
5 | YyacTtue B TUCKyCCUHU 0-5 10
6 | IlpeseHTanus mo 3a/laHHOM TeMe 0-10 10
7 | lIpoxox/ieHHe TeKYIEro TeCTUPOBAHUS 0-5 5
Bcero 3a cemecTp 60

8.3. OneHo4HbIe CPeACTBA ISl MPOMEKYTOYHOH aTTecTanuu (B hopMe IK3aMeHa).
[IpoMexyTOUHBII KOHTPOJIb IPETYCMOTPEH B (hOpME FK3aMEHa.

B coorBerctBHM € [TonoxxeHneM o OaJlTIbHO-PEUTUHIOBOM CHCTEME OLIEHKH
YCIEBAEMOCTH CTYJIEHTOB MpKyTCKOro rocy1apcTBEHHOIO YHUBEPCUTETA CTYACHT, HAOpaBIIHM
B pe3yJbTaTe TeKylleil padoThl mo gucuumniaune (Srex) MeHee 40 0a/J10B, He A0MYCKaeTCs K
caade 3a4era v eMy BbICTaBJIsIeTCst 0 CeCCHOHHBIX 0aTOB (Scec = 0).

Crynenr, HaOpaBmmii B Teuenue cemectpa (Srex) 40 um OGostee 0a/I0B 0asIoB
JAOMYyCKAaeTCs K cave 3a4eTa 1Mo AUCIUILTIHE, Ha KOTOPOM MOKET HabpaTh (Scec) 10 40 6amios.

Ecnm na 3auete cymma OanmioB cCTyneHTa cocTaisieT MeHee 10, To 3aueT cUMTAeTCHA He
CIAHHBIM, CTYJEHTY BBICTABIISAETCA Scec = 0 0AJIOB, a B BEOMOCTb BBICTABIIAETCS OLIEHKA "HE
3a4TEHO".

Ecnu Ha 3auere cryneHt Habupaer 10 u Oosee GasioB, TO OHM NPUOABJISIOTCS K CyMMe
0a/UI0B 32 TeKYyLIyl0 pa0oTy M NepeBOAATCH B aKajeMHMYecKYI0 OleHKY (CM. TabiuIy),
KOTOpast (PUKCUPYETCS B 3a4ETHOM KHUKKE CTYJICHTA.

HTorosniii cemecTpOBBIN AKkageMnuecKas oleHKa
peirtuHr (Swuror)
Mmenee 50 oayioB HE COAaHO
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‘ 50-100 6anos ‘ CIAaHO

[IpenonaBatens uMeeT mpaBo (C corjiacusi CTYJEHTA) BBICTABUTH 3K3aMEHAIMOHHYIO
OLICHKY 0e3 Mpoleaypbl coauyd HK3aMeHa, €ClM CyMMma OaylioB, HaOpaHHas CTYACHTOM 3a
TEKyIIy10 padoty (Srex) cocTaBuT 60 1 Oosee GaIoB.

JleMOHCTPALIMOHHBII BAPUAHT TeCTa
1. Hayka 10KyMeHTOBeIeHUE He U3y4aer:
a) JAOKYMCHT U CUCTCMbI JOKYMCHTAUN B UX UCTOPUICCKOM pa3BI/ITI/II/I;
0) TeopeTHUECKHEe U MPAKTUUECKHUE MTPOOJIEMbI CO3/IaHuUs JOKYMEHTUPOBAHHOM HH(OpMALINH;
B) COBOKYITHOCTb 3HAaHUMU O JIOKYMEHTE;
T') pa3BUTHE CUCTEMBI YIIPABJICHUS;

2. JIokyMeHTOBe/IeHie KaK HAyKa BO3ZHUKJIA:
a) B XVII B. ;

6) B XVIII B;

B) koH1le XIX — Hauane XX B.;

') BO BTOPOH MoOJIOBUHE XX B;

3. B cTpyKTYpY 10KyMeHTOBEe/eHHs He BXOUT:
a) apxeorpadus;

0) TOKYMEHTaINCTHKA,

B) JIOKYMEHTOJIOT S,

T') IEJIOTPOU3BOJICTBO.

4. TIlpoueccyanbHbie TOKYMEHTHI OTHOCATCS K:
a) o01IemMy JTOKyMEHTOBEICHUIO;
0) 0COOEHHOMY JTOKYMEHTOBEICHHIO;

5. Kakoii maTepuan He ucnoJib30Bajics B Poccun:
a) Oymara,

6) nanupyc;,

B) Oepecra;

I') neprameH?

6. B mepuoa mpuKa3sHOro 1eJ0Npou3BOACTBA B MOCKOBCKOM rocyiapcTBe MOATOTOBKY
JAOKYMEHTOB OCYIIeCTBJISI:

a) CTPSITYUIA;

0) IbsIK;

B) BOEBOJIA;

I') KaHIEJSPUCT?

7. IocaeaHuii JOKYMEHT NMOATOTOBJIEHHbI HA MepramMeHe:
a) Pycckas npaBna,

6) Horoposckas cyiHas rpamMmoTa;

B) OCTpOMHPOBO €BAHTENHE;

r) CobopHoe ynoxenue?

8. IlepBble KOHBepPTHI NOSIBUJIMCH B Poccun:
a) B Havase XVIII B.;

0) B konne XVIII B;

B) cepeaunne XIX B,;
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r) Hayaje XX B.

9. B nepno MUHHCTEPCKOTO 1€JI0NMPOU3BOACTBA MOAT0TOBKOI IOKYMEHTOB 3aHUMAJIUCH |
a) KaHLEIsApUH;

0) IUTOIIaIHBIE TTUCAPH;

B) NMPHUKa3HbIEC U30HI,

') HApOIHBIC KOMUCCAPUATHI.

10. B 20-e rr. XX B. B CCCP noaroroBkoii HOBOi CMCTeMbI JOKYMEHTALMH 3aHUMAJICSH:
a) LIK PKII(6);

0) l'ocrunan;

B) HKB/;

r) BIHUK.

11. ITocJse 1958 r. koopaAMHALMSI JOKYMEHTHOI 1eATeJIbHOCTH ObLJIa MOpYyYeHa:
a) apXUBHOH Ciryx0e;

0) macnopTHO-BU30BOH Cityk0e;

B) cucTeMe po(dcor030B;

I') HAPTUIHBIM OpraHaM.

12. Yo He siBJISIETCH COCTABJISIIOIIUM TOKYMEHTA:
a) MaTepUaIbHbI HOCUTEIIb;

0) conmanpHas nHpoOpMaIus;

B) QYHKIIMOHATIbHAS MPEIHA3HAYCHHOCTD,

T') cpeacTBa (hpuKCcaIuu.

13. B nonsiTHe «<MH(pOPMALMOHHBIE CHCTEMbD> He BXOUT:
a) nHGopMaIIMOHHOE 000PYI0BaHUE;

0) MHPOPMALIMOHHBIE PECYPCHI,

B) MH(OPMAIIMOHHbIE TEXHOJIOTHH;

') ”HGOPMALOHHbIE MACCHBBHI.

14. Yto 00bequHsIeT MpPeCcTaBIeHHbIE PeAMeThI: JUCT OyMaru, (poTonaeHKa, 1McKeTa:
a) MaTepUabHbIN HOCHUTEIb;

0) TOKYMEHT,

B) MH(pOpMaIus;

T') ICTOPUYECKUI UCTOYHHUK.

15. JlokyMeHT, OTpPeAaKTHPOBAHHBIN COOTBETCTBYHIIMM 00pa3oM, o(opMIIeHHBbI H
MOANMCAHHBIN ABJISACTCH !

a) KOIHe;,

0) MOATMHHUKOM,

B) TyOJIMKATOM,

T') BBITUCKO.

NPUMEPHBIN CITUCOK BOITPOCOB K 3AUYETY

1. Jlesmonpon3BOACTBO U JOKYMEHTOBEAEHNE KaK HayKa
2. VcTopus pa3BUTHS POCCHICKOTO JCIIOTPON3BOICTBA
3. JokyMeHT KaKk 00BeKT uccieaoBaHust. [IoHATHS «TOKYMEHT» U «HHPOPMALIH.
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4,
5.

OyHKIMU JOKYMEHTa
Crioco0Obl JOKyMEHTHPOBAHMS

6. MarepuanbHble HOCUTENN HH(DOpPMALIUN

7.

Cucrembl JOKyMEHTAITUU

8. Kimaccudukanmsi 1oKkyMEHTOB

9.

10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

Opranu3alvoOHHO-PACTIOPIUTENbHbBIE IOKYMEHTHI
NudopmaninoHHO-CIIpaBOYHbBIE JOKYMEHTBI
TpebGoBanus K 0POPMIICHUIO TOKYMEHTOB
PekBU3NTHI TOKyMEHTa

Cy>x0bl JOKYMEHTAI[MOHHOTO O0ECIIeueHus YIIpaBICHUS
JIoKkyMeHTOO0OpOT

JIOKyMEHTOMOTOK

[Ipuem u peructpanus J0KyMEHTOB

KonTpo:b 3a ucnonHeHneM J0KyMEHTOB
Homenknarypa gen

dopmupoBaHuE U XpaHEHUE Ael

DKcnepTu3a HEHHOCTH TI0KYMEHTOB

[ToaroroBka aen Kk apXUBHOMY XPaHEHUIO
BenomcTBeHHbIE U TOCYAapCTBEHHBIE APXUBBI

[IpaBuiia MexTyHapOAHOMN MEPENUCKU

Paszpaborumnk:

&

JOILICHT Kad)eZ[DBI ncropuu Poccu, K.1.H.

OcoOenHocTr 0QOPMIICHUS MEXAYHAPOAHON JOKYMEHTAINH

A.TI. CaHHUKOB

[Iporpamma cocTaBieHa B COOTBETCTBHU C TpPeOOBaAHUSIMU

(moamucek) (3aHMMaeMast I0JKHOCTB )

(MHMLIMATBL, (aMUIIHS)

dI'OC BO wu yuerom

pexomenaanuii [IOOIT o Hanpasnenuto u nmpogwmito noarorosku 46.03.01 "Mcropus"

HporpaMMa paccMOTpCHA HA 3aCCAaHNN

«2

Kad)e)l‘pbl ucropun Poccuu

(HanMeHoBaHUe)

5» 06.2021 1.

[TpoTtokom Ne 9

s

P AT

3aB. kadenpoit JLM. Jlamermek

Hacrosimmass mporpamMmma He MoOeT ObITH BOCIPOM3BeJeHAa HM B Kakoil ¢opme 0e3
NpeABapPUTEJbHOI0 MMCHMEHHOI0 pa3pelieHns Kadeapbl-pa3padoTynKa NPOrpaMMmBbl.
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