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1. TACIIOPT PABOYEHM IMTPOI'PAMMBbBI YYEBHOM JJUCITUITIJIAHBI
JlokyMeHTallMOHHOE o0ecrevyeHne ynpaBjieHus

1.1. O6sn1acTh npuMeHeHUs1 padoyeil MPOrpaMmbl

PaGouass mnporpamMmma ydeOHOW AUCHUIUIMHBI SBJISETCS YacThIO IMPOTPAMMBI
MOATOTOBKU  CICIMAIMCTOB CpelHero 3BeHa B cooTBerctBuu ¢ DPI'OC 1o
cnenuanbHocT CITO 40.02.01. TlpaBo M opraHu3anms COIMAIBLHOTO OOECIIeUeHUS
(6a3oBasi MOATrOTOBKAa), B YacCTH OCBOCHHMS OCHOBHOI'O BHJA MNPO(HECCHOHATBHOMN
nesitenbHocTr (BIT/]): JlokymeHTannonHoe oOecriedeHne ynpaBaeHUs

1 COOTBETCTBYIOIIUX Mpodeccuonanbubix kommnereHui (I1K):

I[IK 1.1. OcymectBiars npodeccuoHaIbHOE TOJKOBAHHE HOPMATHUBHBIX
IIPABOBBIX aKTOB ISl peaM3alliy MpaB IpaxkaaH B chepe MEeHCHOHHOTO 00eCeueHus
Y COLMAIbHOM 3alUTHI.

I[IK 1.2. OcymecTBiasiTh NpHEM TPAKIAH N0 BOINPOCAM ITEHCHOHHOIO
oOecreyeHus U COLIMAIbHOM 3aIUTHI.

IIK 1.3. PaccmarpuBath MmakeT JOKYMEHTOB JJIsi Ha3HAYEHUS MEHCUM, TOCOOUH,
KOMITEHCALIM, JPYrUX BBIILJIAT, a TAKKE€ MEp COLMAIBbHOM MOJIJIEPKKU OTIAEIbHBIM
KAaTErOpUsIM IPakIaH, HYKJIalOIIUMCS B COLIMAJIBHOM 3allUTE.

IIK 1.4. OcymiecTBisTh yCTaHOBJICHHE (HA3HAUEHHUE, IMEepepacyuer, MepeBon),
WHJICKCAIIUI0 M KOPPEKTUPOBKY IEHCUM, HA3HAYEHHWE MOCOOWU, KOMIIEHCAlUUA U
JIPYTUX  COLMAJIBHBIX  BBIIUIAT, HUCHONB3YyS  HMH(POPMAIIMOHHO-KOMIBIOTEPHBIC
TE€XHOJIOTHH.

IIK 1.6. KoncynbTrpoBaTh rpaxaaH U MPEACTABUTENCH IOPUINYECKUX JIUIL O
BOIPOCaM MEHCUOHHOT0 00eCIIeYeHHsI U COLIMATIbHOM 3aIllUThI.

OK 5. HUcnonw3zoBaTth MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJOTHUU B
po¢heCCUOHATIBHON JIEATEIIbHOCTH.

OK 8. CaMocToATenbHO OmNpeneisaTh 3aJaud  Npo(EecCHOHATBLHOIO U
JUYHOCTHOTO Pa3BUTHS, 3aHUMAThCS CaMOOOpa30BaHUWEM, OCO3HAHHO IJIAHUPOBATH
MOBBIIICHUE KBATU(PUKALINH.

OK 9. OpueHTHpPOBAaTHCA B YCIOBHIX MOCTOSIHHOTO M3MEHEHHUS TPABOBOM 0a3bl.

Pabouas mporpamMmma y4eOHOM IUCHUIUIMHBI MOXKET OBITh HCIIOJIb30BaHa B
mporpamMmax JOTOJHUTEIHFHOTO MPOodhecCHOHATBFHOTO 00pa30BaHUS.

1.2. MecTo y4eOHOH AUCHMILUIMHBI B CTPYKType NPOrpaMMbl MNOATOTOBKHU
CNEeHUATHCTOB CPeIHEro 3BeHa:

I1.00 ITpodeccronambHbIN UK.

1.3. Henu m 3axa4yu y4eOHOM IMCHUILIMHBI — TPe0OBaHUS K pe3yJbTaTam
OCBOEHMSI YUeOHOI TUCIUIINHBI:

B pe3ynbrare ocBoeHUsT y4eOHOM TUCIUIUIMHBI 00yYaroITUHCs T0KEH

yMeThb:



- 0OpPMIIATh OPTaHU3AIMOHHO-PACTIOPSIUTENHHBIC JOKYMEHTHl B COOTBETCTBHH C
neiictyrommM 'OCTowm;

-OCYIIECTBIISITH 00pa0OTKY BXOASIINX, BHYyTPEHHUX M UCXOAIINX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

- ohopMITATH TOKYMEHTHI JIJIs TIepe/lauyd B apXUB OpPTaHU3aIINHY;

B pe3ynbrate ocBoeHUS YUCOHOM MUCITUIUIMHBI O0yJarOITUNCS TOKEH

3HATD.

- IOHSTHE JOKYMEHTa, €r0 CBOWCTBA, CIIOCOOBI IOKYMEHTUPOBAHHS,

- IpaBWJIa COCTABIICHUS U O(DOPMIICHUS! OPTaHU3ALIMOHHO-PACTIOPSIIUTEIBHBIX
ToKyMeHTOB (nanee - OPJ]);

- CUCTEMY Y THUIOBYIO TEXHOJIOTHIO TIOKYMEHTAIIMOHHOTO 00eCTIeYeH sl YIIPaBICHUS
(manee - IOVY);

- 0COOEHHOCTH JEJIONPOU3BOACTBA MO 0OpAIIEHUSIM IPAXKIaH U KOH(UIECHIMATIBHOTO

ACJIOIIPOU3BOACTBA,

1.4, KoauyecTBO 4YacoB Ha OCBOeHHe padodeil mnporpamMmbl Y4eOHOI
TUCHUIIHHBI:
MaKCUMaJIbHOW y4eOHOM Harpy3ku o0ydarorierocsi /2 yaca, B TOM YHCJIE:
00s3aTeIbHON ayAUTOPHOM yueOHOM Harpy3ku oOydarorierocs: 48 yacos,
B TOM 4YHcJie B (popMe MPAKTUUECKON NOAroToBKH — 30 4acos;
CaMOCTOSATEIILHOM paboThl 0OydJaromerocs 24 Jaca.



2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem y4yeOHOM TMCHMILIMHBI M BHAbI Y4e0OHOH padoThI

Bua yuyeOHoii padoThl

Oovem uacos

MaxkcuMasibHasi yyeOHasi HArpy3Ka (Bcero)

72

Oo0s3aTeIbHAN aYyAUTOPHAA y4eOHAsl HAarpy3Ka (Bcero)

48

B TOM 4YHCJIC.

JIEKLIUHU

B TOM 4YHCIIe B (hOpMe IPAKTUIECKON MOTOTOBKH

18

71a00paToOpHbIE paOOTHI

IMPAKTHYCCKUC 3aHATHU

12

B TOM 4YHUCJIC B q)OpMC Hp&KTH‘ICCKOI?I IIOATOTOBKH

12

KOHTPOJILHBIC pa6OTI>I

KypcoBasi paboTa (IIPOEKT) (eciu npedycmompeHo)

CamocrosiTesibHasi padboTa 00yyarinerocs (Bcero)

24

B TOM 4HUCIJIC.

caMocCTosiTeNIbHasl paboTa HaJl KypcoBOM paboToOM (ITPOEKTOM)

(ecu npedycmompeHo)

pa60Ta C pa3JIMYHBIMHU HH(bOpMaHHOHHLIMI/I HNCTOYHHNKaMH

HN3YUCHUC JICKCHYCCKUX CANHUIL

pedepaTuBHas paborta

TBOpYECKHE 3aJlaHusl (MHIUBUIyaIbHbIC, TPYIIOBHIC)

IS E =)

Umoecosas ammecmayus 8 hopme oupgepenyuposanno2o 3auema




2.2. TemaTu4ecKkuii IJIaH U copep:KaHue Y4eOHOM THCcHUIINHBI JJOKYMeHTallMOHHOE 00ecnieuyeHHue YIpaBJIeHH s

HaumenoBanue Conep:kanue y4ye0OHOro MaTepuaJa, 1adopaTopHbie padoThl M MPAKTHYECKUE 3AHATHS, O0bem | YpoBeHb
pa3jesioB U TeM CaMOCTOSITe/IbHAsA padoTa 00yyauuxcs, KypcoBasi padbora (IpoeKT) (eciu npedycmonpenvt) 4YacoB | OCBOCHUS
1 2 3 4
Pazpea 1.
BBenenue B
AUCHHUILIMHY. 2
Tema 1.1. Coneprkanne ydeOHOro Marepuania 2
1 | Ipenmer, MeTox, cOaepKAHNE THCHUIIHHBI.
[Tonstue, nenu u 3agaun qUcHUIUIMHBL «[{OY». CBa3b €€ ¢ apyrumu gucuurinHaMu. OCHOBHBIE TIOHSITHS
JOVY. Uctopus pa3Butus HayuHbix npexacraBienuii o JJOY. HopmaruBnas 6a3a opranmsanuu IOV kax
OCHOBA TEXHOJIOTUH TPOLIECCOB yIpaBiieHus. ['ocyjapcTBEHHAs CUCTEMA IOKYMEHTAIIHOHHOTO 00ECTIeYeHHUS
ynpasnenus ('CHAOY). CucreMsl TOKyMEHTalUU c 1,2
JlabopaTopHbie paboThI —
[IpakTHueckue 3aHaTHs —
KoHTposibHbIe paboThI —
CamocTosiTenpHas paboTa 00yJaronmxcs
1. Pabora c¢ wuHpOpMaMOHHBIMM UCTOYHMKaMu: «l'ocymapcTBeHHass cucTeMa JOKYMEHTAIlMOHHOIO
obecnieuenus ympaBieHus. OcHOBHble monokeHus. OOmme TpeOoBaHWs K JOKYMEHTaM U CIyX0am
JOKYMEHTalMoHHoro odecrneueHus». @3 «O6 nnpopmanmu, nHGOpMaTU3alluU U 3a1IUTEe HHOPMALIUN» 2
Paznea 2.
Kparkas ucropus
pa3BuTus
JAeJIONPOU3BOACTBA.
16(8)
Tema 2.1. Conepxanue yueOHOro MaTepuasa 2
1 | Ipuxaznoe npousBoacrteo XV-XVII BB.
Ucropuss pa3Butus Jgenonpou3BoAcTBa B Poccuu, kKak B MOHapXWueckoM rocyaapcte. IlepBbie 2
(hopMHpOBaHUSI TPHKA30B. 2

JlaGopatopHble paboThI

[IpakTueckue 3aHsATHS




KonTtponbHbIe paboThI

CamocrosiTenpHas pabora 00yJaronmxcs:

B TOM 4HCIIe B (hOpMe MPAKTUIESCKON TTOJITOTOBKU




1 2 3
Tema 2.2. Copep:xaHue yueOHOro MaTepuaa 2
1 | Konnexxckoe ae10npou3BoaCTBO. 2

O6pazoBanue u popmupoBanue MuHucTepcTB B Poccnn. CTaHOBIIEHHE KOJIJIEKCKOTO JEJIONPOU3BOJICTBA.

JlaboparopHsie paboThI

HpaKTI/ILICCKI/IC 3aHATHA.

KontposnbHbie paboThI

CaMocTosiTenbHast paboTa 00y4yarouxcs: COCTaBJICHUE CIOBapsl - TEPMUHOB jenonpon3BoacTea 18-19 BB.




1 2 3 4
Tema 2.3. Copep:xaHue yueOHOro MaTepuaa 2
1 | Munucrepckoe gesonpousBoactso X1 X-XX BB.
[Ipy MuHHMCTEpCTBAX MOJYMHEHHBIX HMIIEPATOPY CO3JAIOTCS OTIENbl  BBIOJHSIONINE byHKIIIN 2
nenonpouspouteneil. cropuueckuit ouepk. [lonstue «ienonpousBoacTBay B koHile 19 nauano 20 Beka. 1
JlaGopaTopHbIie paboThI —
[IpakTueckue 3aHsATHS
KonTponbHble paboThl -
CamocTosTenpHast paboTa 00y4Jaronuxcs: COCTaBICHUE CXEMATHIECKONH TaOIHIIBI. 2
3anoyiHeHNe UCTOPUYECKON TaOIHUIIBI IO TIepruoIaM (pOpMUPOBAHUS JICIIONPOU3BOJICTBA KCOBETCKOTO TIEPHOIAY.
B TOM 4Hclie B (hOpMe MPAKTHUYECKON MOJTOTOBKU 2
Tema 2.4. Copep:xanue yueOHOro MaTepuana 2
1 | JeaonpousBoactso mociae 1917 r.
@opMHUpOBAaHUE OCHOB  JICJIONMPOU3BOJCTBA COBETCKOro mepuonaa. JIMkBumanus BceX  BHJIOB 2
JIEJIONPOU3BOJICTBA «IIAPCKUX) BPEMEH. 2
JlaGopaTopHbIie pabOThI —
[IpakTHueckue 3aHsATUs
KonTponbHbie paboThl
CamocTosiTenbHast pabota o0yJyaroumxcs 2
B TOM 4HCIIe B OpMe MPAKTHYECKON TOJTOTOBKH 2
Pa3nea 3. [lokymeHTHpOBaHUE 30
(18)
Tema 3.1. Coneprxanue yueOHOro MaTepuasa 4(2)
1| lNonsiTHe 0 JOKYMEHTaX, C€HOCO0AX /JAOKYMEHTHPOBAHMS, HOCHTEJSIX HHpopMauum W (QYHKIUHU
AOKYMEHTA. 2
JlokyMmeHT. [loHsiTHE — «IOKYyMEHT». JIOKyMEeHTHpOBaHKE, CIOCOObI TOKYMEHTHPOBAHUS Ha POU3BOJICTBE. 2
JIaGopatopHble paboThI —
[IpakTyeckue 3aHsATHUS 2
1 Onpenenenue CTPYKTYpbl JOKYMEHTA U 3all0JHEHHE OJIaHKOB.
B TOM 4YHCIIE B GOpME MPAKTHIECKON TIOJTOTOBKH
4
KonTponbHbie paboTh
CamocrosiTenbHast pabora oOydaroluxcsi: cocTaBieHHe HH(opManHMOHHOM Tabmuubl (GopmMbl U BUABI
JIOKYMEHTOB). 2

10




Tema 3.2.

Coneprxanue yaeOHOTo MaTepuasa

1 | JoxymeHT ero ¢pynkuus. [Ipu3Haku u cTpykTypa jokymMenTa. Knaccupukamusi 10KyMeHTOB.
OCHOBHBIE TPH TPYMIIEL: CIOCO0 JOKYMEHTHUPOBaHUs, Cepa UCTIOIB30BaHUS, MECTO COCTABJICHHS.

JlaGopaTopHbIie pabOThI

[IpakTueckue 3aHsATHS

KoHnTponbHble paboThl

CamocrositenbHas pabora 0Oy4aroLIUXCs: 3allOJHEHHE JOKYMEHTOB IpU IpHeMe Ha paboTy (3asBIEHUE O
npueMe Ha paloTy, 3asBiieHHME 00 YBOJBHEHHH, 3asBJICHUE O IPEAOCTABICHUM HEOINJAuMBAEMOrO OTILYCKa).
YHu}uKanys u craHAapTU3aLus JOKyMEHTa

B TOM 4HUCJIC B (bOpMC HpaKTH‘IeCKOﬁ IIOATrOTOBKH

Tema 3.3.

Coneprxkanne y4eOHOro Marepuania

1 | HopmaTuBHo-MeTOoAMYecKkas 6a3za 1OY.
ITpumenenue crangaptoB 'OCT P 6.30-2003, OCT, YCJI, CTII B nenonpon3BoICTBE.

JlabopaTopHbie paboThI

.HpaKTI/I‘{CCKHe 3aHATHA.

1 Odopmienne ciaykeOHBIX JOKYMEHTOB. 3alIOJHEHNUE JOKYMEHTOB ITPOU3BOIIBHON (POPMBI C HCIIOIB30BAaHHEM
CIIC «KOoHCYIbTaHT ILITIOCY.

B TOM 4YHCJIe B popMe MpaKTUUECKON MOATOTOBKU

CamocrosTenbHas paboTa OOyYarOIIUXCs: 3aloJHEHUE YHUDUIIMPOBAHHBIX JIOKYMEHTOB paboToiaress C
ucnons3zoBanueM CIIC «KoHcynbTaHT mIrOCH.

Tema 3.4.

Coneprxanne yueOHOro Matepuania

1 | YundunmpoBannas cucreMa OpraHu3alMoOHHO- pacnopsianTeabHoi tokymentanuu (Y COPJI).
[Tonsitue yauuupoBanHoi nokymeHnTanuu. Chepa npuMeHeHHs] YHUPUIIMPOBAHHOM TOKYMEHTAIUH.

JIaGopatopHble paboThI

[IpakTueckue 3aHsATHS

KonTtposbHble paboThI

CamocrosiTenbHass padoTa oOyyarouuxcs: 3alojdHEHHE JOKYMEHTOB NpU IpHeMe Ha padoTy (3asBIE€HHUE O
npueMe Ha paboTy, 3asiBJIeHHEe 00 YBOJbHEHHH, 3asIBICHUE O NMPEJIOCTABICHUH HEOIIaYMBAEMOT0 OTIIYCKa).

Tema 3.5.

Conepikanue ya4eOHOro MaTepuania

1 | Opranu3anuoOHHO-PACTIOPSANTEILHAS JOKYMEHTALMS. Oo0mue npaBuJia oopMiIeHUA
YIIPaBJICHYECKHX JOKYMEHTOB, llepe4YeHb PEKBU3HTOB J0KYMEHTOB.

OO65acTh TPUMEHEHHUS OpPraHU3alMOHHO-PACIOPATIUTENBHBIX TOKYMEHTOB. OOuuil nopsaok odopmiieHus
OPJI.

JlabopaTopHbie paboThI

HpaKTI/I‘-ICCKI/IC 3aHATUA
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KonTtponbHbIe paboThI

CamocrosrenbHas paboTa 00y4aroIXcs:

2
Copneprxanue yueOHOro MaTepuaia 5
4(2)
1 | OcobdeHnocTy cocTaBa M COAEPIKAHUSI OPTaHU3ANMUOHHO- PACHOPAIMTEIHHOH JOKYMEHTAIWH. -
Tema 3.6. [Toustue ynudpunupoBanHoit nokymentanuu. Cdepa mpuMEeHEHH OPTaHU3AIOHHO-PACIIOPSAUTEIbHOM
JIOKYMEHTaLUH. 2
JlaboparopHbie pabOTHI
[IpakTuyeckue 3aHATHS -
1 CocraBnenue u 0popMIICHHE YIPABICHYECKUX JOKYMEHTOB
KontposabHble paboTbl 2
CamocrosTenbHas paboTa 00y4arolMXCs: 3alOJHEHUE JTIOKYMEHTOB IpU MpueMe Ha paboTy (3asBlieHHE O
npuemMe Ha paboTy, 3asBJICHUE 00 YBOJIHHEHUH, 3asIBIICHUE O MPEIOCTABICHNN HEOIIAYNBAEMOT0 OTITYCKa). 2
B TOM 4HCIIE B GOpME MPAKTHUECKON TTOTOTOBKH
Pa3nen.4d Opranu3anusi padoThl ¢ JOKYMEHTAMH 20(20)
Tema 4.1. Copepxanne yaeOHOro MaTepuana 4(2)
1| Cnyx6a [0KyMEeHTAIMOHHOTO oOecmedeHusi ynpasienusi. Tpe0oBanusi K  OpPraHM3anHH
JAOKYMEHT0000poTa.
JlokyMeHTallMoHHOe obecrieueHue Ha mnpeanpustud. dopMupoBaHHe CHEHUANTBHOIO MOApa3AeIeHUs 2
OTBEYAIONIET0 32 BHEIIHUIN ¥ BHYTPEHHUN JJOKYMEHTOOOOPOT.
JIaGopatopHble paboThI —
IIpakTueckue 3aHsATHS: 2
1 CocraBnenue, opraHuzalMs IpUeMa M pPETUCTpalsl JOKYMEHTOB, COCTaBJIEHHMS MakeTa <«OKypHaia
perucTpanmu BXOJSIIEN U UCXOASIIEN KOPPECTIOHICHIIUN.
KonTtposbHble paboThI
CamocrodrenbHas paboTa 00yJaronmxcs 2
B TOM 4HcJIie B (hOpMe NPAKTHUECKON OJITOTOBKU 2
Tema 4.2. Coneprxanue yueOHOro MaTepuasa 2
1 | Opranu3amusi paccMOTpeHHs JOKYMEHTOB. Perucrpanus 10KyMeHTOB
[Topsmoxk mocTymiieHUs JAOKYMEHTa Ha pPAacCMOTPEHMs, KOHTPOJIb 3a MCIOJIHEHHEM, (HopMuUpOBaHHE
MMCBMEHHOTO OTBeTa HA MOCTYNUBLIMK JOoKyMmMeHT. OOs3aTenbHas perucTpanus JOKYMEHTOB CTPOroi
OTYETHOCTH, Ha IMpHMepe CyAeOHOro HCIOJHUTENBHOrO JIMCTa MPU IMOCTYIJICHUH HA HPUHYIUTEIbHOE 2

WCIOJIHEHUE CYJNeOHOMY TpHUCTaBy-UCHOJHUTENO. llopsSaok BeleHHs JOKYMEHTO00OpoTa BHYTpPHU

12




YUpEKICHUSA. AIMUHUCTPATUBHBINA perinamMeHT «O MopsiaKe pacCMOTPEeHHs oOpanieHus rpaxaan». Pabora ¢
AOKYMCHTAMM Ha MPCATIPUATHUH.

JlaboparopHbie paboThI

HpaKTH‘lGCKI/Ie 3aHATUA

B TOM 4HCJIe B (hOpME MPAKTUIECKON OJITOTOBKU

KoHnTponbHble paboThl

CamocrosrenbHas paboTa 00y4aronmxcs

Tema 4.3.

Copep:xanue yueOHOro MaTepuania

1 | NudopmanuonHo-cnpaBoyHasi padora. OpraHuzanus onepaTHBHOIO XpPaHeHHUs IOKYMEHTOB

ITopspox dopmupoBanuss MHOOPMAMOHHOIO CHPAaBOYHMKA BXOJSINEH, XpaHALIEHCs AOKYMEHTAlMM Ha
npousBojicTBe. [IpousBoacTBeHHbIN apxuB. Co3aHue yCIOBUH [UIsl XpaHEHUS TIOKYMEHTOB B YUPEKACHUMU.
[Topsanok xpaneHus: 10KyMeHTOB. Ilonoxkenue «O XpaHEeHUHU TOKYMEHTOBY

JlaGopaTopHbIie pabOThI

[IpakTHueckue 3aHsATHS

KonTponbHbie paboThl

CamocrosTenbHas pabota o0yyaroumxcs
B TOM 4HCJI€ B OpME MPAKTUIECKOH MOJTOTOBKH

Tema 4.4

Coneprxkanue y4eOHOro Marepuania

1 | ABToMaTH3aIUsl TPOLECCOB /IEJONMPOU3BOACTBA.
Hcnonp30BaHne KOMIIBIOTEPHBIX MporpaMM Juisi oOpaOOTKH, 3allUThl W XpaHEHus uHpopManuu
HCIIOJIB3YEMOU B IEIOIPOU3BOACTBE

JIaGopatopHble paboThI

[IpakTHyecKue 3aHATHS:

1 CocraBnenue TpeGoBaHMI K (OPMHUPOBAHMIO J€N1 B JEJIONPOU3BOJACTBE, 3ANOJIHEHUE MPOLECCYalTbHbIX
JOKYMEHTOB (00pa3loB) CyneOHOro TMpucTaBa- MCIOJIHUTENS IO MHCIOJHEHUIO pelleHus cyaa (¢
ucnosb3oBanueM CIIC «KoHCyapTaHT IITIOCY).

KoHTposibHbIe paboThI

CamocrodrenbHas paboTa 00yJaronmxcs
B TOM 4HcJIie B (hOpMe NPAKTHUECKON OJITOTOBKU

Tema 4.5.

Copep:xanne yueOHOro MaTepuana

1 | OkcnepTH3a HEHHOCTH JOKYMEHTOB.
[Tonoxxenne «O TPOBEAEHUM OKCIEPTH3bl LEHHOCTH JIOKYMEHTOB». 3aHECEHHE COOTBETCTBYIOLIEH
nH(OpPMAaLIUY B CTATUCTUYECKHUE JIUCTHI.

JlaGopatopHble paboThI
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[IpakTHueckue 3aHsATUS

KonTtponbHbIe paboThI

CamocrosiTenbHast pabora 00yJyarommxcs

B TOM 4HucCII€e B (OopMe IPAKTUYECKON OATOTOBKU 2
Tema 4.6 Copepxanne yaeOHOro MaTepuana 4(2)
1 | IloaroToBKa e K AapXHBHOMY XPaHEHHIO.
Co3nanue apxuBa B yupexnaeHuu. llopsmox xpaHeHuss AOKyMeHTOB. llopsimox mepemaud apXHBHBIX 2
JOKYMEHTOB Ha BEYHOE XpPaHEHHE B TOC.aPXUB.
JlaboparopHbie paboThI —
[IpakTHyeckue 3aHATHS:
1 Odopmrnenue u nepenada JOKYMEHTOB Ha XpaHEHHE B IOCYAAapCTBEHHBIM apxuB ¢ ucnonb3zoBanuem CIIC
«KOHCYnbTaHT MITIOCH 2
KonTtposbHble paboThl -
CamocrosiTenbHast paboTa 00yJyaronmxcs 2
B TOM 4ucIIe B popMe IPAKTUYECKON OArOTOBKU 2
Tema 4.7 Coneprxkanue yueOHOro Marepuania 2
1 | KonTpoap ucnoJHeHuss AoKyMeHTOB. Ilopsiiox ¢opmupoBanus apxuBHbIX nen. llopsnokx nepenaun
JOKYMEHTOB B TOCYJapCTBEHHBII apXWB Ha BeYHOE XpaHeHue. OCOOEHHOCTH OCYIIECTBIICHUS TEKYIIETO
KOHTPOJISl, OKOHYATEJIbHOTO KOHTPOJIS 110 UCIOJHUTENIBHBIM JOKYMEHTOB Ha MPUMEpPE «HUCIIOJIHUTEIBHOIO 2
IIPOM3BOJICTBAY» Y CYZ€OHOTO MPUCTaBa — UCIIOJHUTEISL.
JIaGopatopHble paboThI —
IIpakTueckue 3aHsATHS -
KoHTposibHbIe paboThI -
CamocrosTenbHas paboTa 00y4aronmxcs -
Bcero 72(48)

J1sl XapaKTepUCTUKN YPOBHSI OCBOEHHs y4EeOHOr0 MaTepuala UCIONIb3YIOTCS CIeNYIOIUEe 0003HAaYEeHNUS:

1. — o3HaKOMUTENBHBIH (y3HaBaHUE paHEee U3YUYEHHBIX OOBEKTOB, CBOWCTB);

2. — peNpOAYKTUBHBIN (BBITIOJTHEHUE IEATEIHHOCTH 1O 00pas3Ily, HHCTPYKIIUH HIIH O]l PYKOBOJICTBOM);

3. — IPOAYKTHBHBIH (IUTAHUPOBAHHE U CAMOCTOSITEIHHOE BHIIIOJHEHHUE AEATEILHOCTH, pellleHUe MTPOOJIEMHBIX 3aj1ay).
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3. YCJIOBUSA PEAJIN3AIIAN YYEBHOM JUCIUILIUHBI

3.1. TpeGoBaHusi K MUHUMAJHLHOMY MaTePUATbHO-TEXHUYECKOMY 00ecredeHHI0
Peanmuzanust y4eOHON  AMCHUILIMHBI TpeOyeT Haauuyus ydeOHoro KaOuHeTa

JOKYMEHTAIIMOHHOTO 00CCIIeueHUs YIPABICHUS; MAaCTEPCKUX — :
naboparopuit —

O6opynoBanue yueOHOro KabUHeETa:

- pabodee MecTo MpenoaBaTelis;

- paboune Mecrta, 000PYAOBaHHBIE NMEPCOHAIBHBIMU KOMIBIOTEPAMH TIO YUCITY
00y4JaroImXcs;

- mnporpammuHoe obOecreuenue (MS Office, Koncynprantllmoc, ydeOHOE
nmocoowe B OJCKTPOHHOW oOomouke Moodle, crmala-GprIbMbI, JTOKaIbHAS
KOMITBIOTEpHAS CeTh, IHTEpHET);

- y4eOHO-MeToanueckoe obecnedyeHue (ydeOHoe mnocoOue, paboyas TeTpaib,
METOAMYECKUE YKA3aHUs JIJIsl CTYIEHTOB, pa3aTOYHbIC MaTEpUAIIbI);

- KJITaCCHasl JOCKa.

TexHuueckue cpeacTra 00ydeHusI:
- KOMITBIOTEPHI C JTUICH3UOHHBIM MPOTPAMMHBIM 00€CTIeUeHUEM;
- CpeacTBa MyJIbTUMeIUa (IPOSKTOP, SKPaH).

O6opynoBaHue MacTEPCKOM U pabOUNX MECT MaCTEPCKOM: —

Oo6opynoBanue mabopaTopuu U paboYrx MecT J1abopaTOPUU: —

3.2. UudpopmanmoHHoe obecnieyeHue 00yueHust
Ilepeyens  y4eOHbIX wu3gaHuii, HHTEepHeT-pecypcoB, JAONOJHUTEJIbHOM
JIUTEPATYPHI

HopMmatuBHO-IpaBOBBIE aKThI:
1. Koncrurynus PO

2. 3akoH PO «O06 oxpaHe OKpyKaroiei TpUpoaHON CPEIbI».

3. @enepanbHblii 3akOH «O 3allIUTE HACEJICHUS W TEPPUTOPUN OT
YpE3BbIYANHBIX CUTYAIIUN MPUPOTHOTO M TEXHOTEHHOTO XapaKTepay.

4, OdenepanpHbli  3akoH «0O KayecTBe H  0€30MAaCHOCTH  MHIIEBBIX
npoayktoBy. — M.:2010.

d. 3emenpHbIi koaeke Poccuiickoit @enepauuu. — M. IIpocnekr. 2019. —

272 c.

OCHOBHBIEC HCTOUHUKH:

6 Aoynamze, [. [I'. JlokymeHTallMOHHOE oOOecreYeHre YyMIpaBIICHHUS.
JlokyMeHTO000pOT U Aenonpoun3BoacTBo. — M.: FOpaiit, 2020. — 300 c.

7 bacakos, M. U. JlokyMeHTaIllMOHHOE 0OecrieueHre yrnpaBlieHnus (C OCHOBAMHU
apxuBoBenenusi). — M.: KaoPyc, 2020. — 216 c.

8 bsuit, B. C. JlokymeHTanimonHoe obecrieuenue yrmpasieHus. KOpunnueckas
texnuka. — M.: FOpaiit, 2019. — 103 c.
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9 BemkypoBa, A. b. JlokymeHTainronHoe o0ecrieueHre yrnpasieHus. YueOHoe
nocobue. — M.: lupexkr-Menua, 2020. — 170 c.

10 Kyrymesa, T. B. JlokyMeHTallMOHHOE OOeCrieYeHre ynpaBieHus. YueOHoe
nmocooue. — M.: dennke, 2020. — 238 c.

11 JlaBpentheBa, M. I. JloKyMEHTallMOHHOE OOECIICUCHUE KaJpOBOMH
JeATEIIBHOCTH B cpepe MHIyCTpuH rocrenpunmctea. — M.: Mudpa-M, 2019. — 100
C.

12 Jlanm, B.I1., UBaroBa JI.®. JlokyMeHTAIIMOHHOE 00OECTICUCHHE YITPABICHUS:
yue0. nocobue. — YemnsiObunck, 2020. — 76 c.

13 CrpaxoB, O. A., AnekceeBa T. B. JlokyMeHTanmmoHHOE OOecTeUCHUE
ynpasieHus. Yueonuk. — M.: Pumnon, 2020. — 132 c.

HNuTepuer-pecypcesr:
14 Odwunmanpubiii caiit denepanbHoro apxupHoro areHtctBa (Pocapxupa):
http://archives.ru/.

15 www.consultant.ru
16 HOb
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4. KOHTPO.Ib 1 OHEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JUCIIUITJIMHbI

Kontpons ®W omeHka  pe3ylibTaToB

OCBOEHUS  Y4eOHOMW  JUCHUIUIMHBI

OCYHICCTBILICTCA IIPCIIOAaBaATCIICM B IIPOLCCCC IMPOBCACHUA ITPAKTUICCKUX 3aHSATUN U
J'Ia60paTOpHBIX pa60T, TCCTUPOBAHHA, ad TAKIKC BbIIIOJJHCHUSA 06yllaIOIHI/IMI/IC$I
HHAWBUYAJIBbHBIX 3aﬂaHHﬁ, ITPOCKTOB, HCCHGHOB&HHﬁ.

Pe3ysabTarsl 00yyeHus
(0CBOEHHBbIE YMEHHSl, YCBOEHHbIE 3HAHNS)

®opMbI M METOAbI KOHTPOJIS ¥ OLlEeHKH
pe3yJabTaToB 00y4eHHsI

YMETb:
- 0hOpMIIATH OpraHU3aIMOHHO-
pacmiopsAUTeIbHbIC JOKYMEHTBI B COOTBETCTBUU C
nercrByromuM ['OCTowm;

-OCYIIECTBIIATh 00paOOTKY BXOIAIIINX,
BHYTPEHHUX U UCXOSIINX IOKYMEHTOB, KOHTPOIIb
3a UX HCIIOJHCHHUEM;

- 0OpMIISTH TOKYMEHTHI 7S TIepejaur B apXUB
OpraHu3aIluy;

3HATh:

- IOHSITHE JIOKYMEHTA, €r0 CBOWCTBA, CIIOCOObI
JOKYMEHTHPOBAHHS;

- IpaBUJIa COCTABJICHUS U 0(OPMIICHUS
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB
(manee - OPL);

- CUCTEMY U THIIOBYIO TEXHOJIOTHIO
JOKYMEHTAITMOHHOTO 00ECTICYeHHS yIIPaBICHUS
(manee - I0VY);

- 0COOCHHOCTH JIEIOTIPOU3BO/ICTBA TTO
oOpaleHusIM Ipak/iaH U KOH(PHUICHIIMAIIBHOTO

ACJIONIPOU3BOJACTBA

Oyenka pesyivmama BbINOIHEHUS
NPAKmuyecKux 3a0aHutl

Okcnepmuas ~ oyenka — npenooagamesnem
3auumsl O0KIA008

Yemmuwiti onpoc

Jughghepenyuposannoiii 3auém
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AHHOTALUA
OIl1.13 /IokymeHTallHOHHOE OOecIieYeHre yIpaBJIeHUsI
1. O6s1acTh NIPUMEHEHUA MPOTPAMMbI

Pabouas nporpamma yueOHOM TUCITUTUIHHBI «J{0KyMEeHTallMOHHOE 00eCTICUeHHE
YIIPaBJICHUS SBIISICTCS YAaCTHIO MPOTPAMMBI IOJITOTOBKH CIICIIHATMCTOB CPEIHETO
3BeHa B cooTBeTcTBUU ¢ PI'OC CIIO no cnenuansHocTsiM CI1040.02.01 «IIpaBo u
OPraHM3aIusA COIUAIBLHOTO 00ecneYeHus.

PaGouas nporpamma yueOHON AMCHUIUTMHBI MOXET OBITh UCIIOJIb30BaHAa MPU
COCTAaBJICHUU OCHOBHBIX MPO(EeCCHOHANTBHBIX 00pPa30BaTENbHBIX MPOTPAMM B
cootBercTBUU ¢ PI'OC 1o apyrum cnenuanbHocTaM CIIO TexHHuecKoro, CouaibHO-
HKOHOMHUYECKOTO U TYMAaHUTAPHOTO MPOQHIIei.

2. MecTo y4eOHOH TUCUMILUIMHBI B CTPYKTYPe OCHOBHOI NPO(eCcCHOHAIBbHOM
o0pa3oBaTe/IbHOM POrPaMMbIl

Juciumunaa «J[0OKyMEHTaIIMOHHOE 00SCTICYCHHE YITPABICHHS SBIISICTCS
obmenpodecCHoOHATBPHOW TUCIMIUTHHON 00111e00pa30BaTeILHOTO IIUKIIA.

3.1lenu n 3a1a4M y4eOHOMH TUCUMILIUHBI — TPeOOBAHMS K Pe3yJIbTATaM OCBOEHMSI
Y4eOHOM TUCHUIIMHBI

B pe3yabTaTe N3y4YCHUA TUCHUIIHHBI CTYACHT J10JKCH YMETD:

- 0OpPMIISITh OpTaHU3AIIOHHO-PACTIOPSIAUTEIbHBIE TOKYMEHTHI B COOTBETCTBUU C
nericteyronuM ['OCTowm;

- OCYHICCTBJIATDH 06pa60TKy BXO/SIIIHUX, BHYTPCHHUX U UCXOOAIIUX JOKYMCHTOB,
KOHTPOJIb 3a NX UCIIOJJHCHUCM;

- O(bOpMJ'ISITB JOKYMCHTBI AJIA ICPCAadn B apXHB OpraHU3aluu;
B pe3yabTaTe H3YUYCHUA TUCHUIIJINHBI CTYACHT J0/I’KCH 3HATD:
- IOHATUC NTOKYMCHTA, €ro CBOI?ICTBEI, CITOCOOBI JOKYMCHTHUPOBAHUA,

- MpaBUJIa COCTABJICHUS U 0OPMIICHHUST OpTaHU3AIIMOHHO-PACTIOPSIUTEIHHBIX
nokymeHToB (OP/]);

- CUCTCMY U TUITIOBYIO TCXHOJIOTHUIO JOKYMCHTAIIMOHHOI'O oOecreyeHus YIpaBJICHUA

(A0Y);

- 0COOEHHOCTH JIEJIOTPOU3BOJICTBA MO OOPAILEHUSM IPAXKIaH U KOHPUICHIIUATBHOTO
JeJIONPOU3BOICTBA.
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4. Koim4ecTBO 4aCOB HA OCBOECHHE NMPOrPaMMbl Y4eOHO JUCHUIINHBI:

MaKCHMAaJIbHOM y4eOHOM Harpy3Ku oOydaromierocs /2 4acoB, B TOM YHUCIIE:

00s13aTeNbHON ayTMTOPHOU yueOHOI Harpy3ku oOydaromerocs 48 yacos;

MPAKTUYECKUX 3aHATUN oOydarorerocs 12 gyacos;
CaMOCTOSITENIbHOM paboThl oOydaromierocs 24 4acos;

TOM 4Hciie B (hopMe MpakTHIeckoi moaroroBku 30 yacos.

Buj yueOHoii padoThl

O0beM yacoB

MakcumasnbHas yyeOHasi Harpy3ka (Bcero): 72
Oo6si3aTesibHAsE ayIUTOPHAS y4eOHAsi HATPY3Ka (BCEro), B TOM YHUCIIE: 48
TEOpPETUYECKOe 00yUeHne 48
IPAKTUYECKHUE 3aHSTUS 12
CamocTtosTenbHas pabota o0yyaronierocs (BCero): 24
B TOM 4HcCIie B (hopMe MPAKTUIECKON TOITOTOBKU 30

HroroBasi arrectanus — nuddepeHurpoBaHHbIN 3a4eT
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