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1. PABOYAS YYEBHAS ITPOTPAMMA

1.1. IlosicHUTEJILHAS 3aIHCKA

Kpatkass ~ xapakrepucthka  paOodeld  IpOrpaMMbI «CucreMa  DJIEKTPOHHOTO
JOKYMEHTOO00O0pOoTa»: paboyas mporpaMMa HarpaBlieHa HA U3yYCHHE MOHATHH, 3a71a4, (yHKIIHIA
U KJIacCH(PHUKAIUH CHCTEM 3JIEKTPOHHOIO JOKYMEHTOO0OpOTa, a TAK)KEe BOIIPOCOB MX BBHIOOpA U
BHEJIPCHUS B OpraHU3aIiH.

O6bem yuebnoi mucuuruinabl JIIIT: 18 ak.uac.

1.2. HopmaTtuBHble JO0KyMeHTbI s paspadorkm Il «/lesonpou3BoacTBo u
apXuBHOeE /1eJ10»

HopmatusHo-nipaBoByto 6a3y pazpadotku HIIII coctanstor:

-  @enepanbHblil 3ak0H «O0 obpasoBanuu B Poccuiickoii ®enepaunn» Ne273-D3 ot
29.12.2012.

— - Ilpuxa3z MuHucrepcTBa Hayku M BbIciiero oopasoanusi Poccuiickoit denepannu
ot 24 wmaprta 2025 1. Ne266 «O6 yrBepxkaenuu llopsaka opraHu3zalii ¥ OCYILECTBICHHS
00pa30BaTeNbHON 1eATENbHOCTH 110 JONOJHUTEIBHBIM POPECCUOHANBHBIM POrpaMMam».

— IIucemo Muno6puayku Poccum ot 22.04.2015 Ne BK-1032/06 «O nampaBieHuu
METOJUYECKIX pEeKOMEHAalui» (BMecTe ¢ «MeToUYeCKUMH PeKOMEHIAUsIMU-Pa3bICHEHUIMU
no  pa3pabOTKe  JOMOJHHUTEIBHBIX  MPO(PECCHOHATBHBIX  MPOrpaMM  HAa  OCHOBE
npoecCHOHANBHBIX CTAHIAPTOBY).

- [Tpodeccuonanpupiii crangapt «ChoenuagucT MO YHOPABICHUIO JIOKYMEHTaMU
opraHuzanumn», yreepxiaeH Ilpukazom Muntpyna Poccun ot 27 anpens 2023 roma Ne 421H,
peructpaunoHHbIN Ne 73602.

- ®denepalibHbII rocy1apCcTBEHHBIA 00pa3oBarenbHblil cTanaapT BO mo HampaBieHHIo
noarotoBku 38.03.02 MeHemKMeHT, yTBEpXKICHHbIN NpukazoM MwunoOpHaykun Poccum ot
12.08.2020 r. Ne 970.

- Yeras ®I'BOY BO Kuposckuit I'MY MunsapaBa Poccun, yTBepKAeHHBII
IIpuKa3oM MuHHCTEpCTBA 3ApaBooxpaHeHus Poccuiickoi Penepannn.

- TlomokeHMe O JIOMOJHUTENBHBIX TpodeccruoHanbHbIX Tporpammax  lLleHTpa
JIOTIOJTHUTENLHOTO 00pa3zoBanus, neicTBytomero B ®I'bOY BO Kuporckuit [MY Munznpasa
Poccun, yrBepxknennoe mpukazom Ne 62-O/] ot 03.02.2025 r.

- TlonoxeHue O TEKyIleM KOHTpPOJIE YCHEBAaEMOCTH, MPOMEXYTOUYHOH U HTOTOBOU
aTTecTaluaXx OOYyYaroIIMXCs MO JIOMOJHUTENbHBIM Ipo(ecCHOHANBbHBIM IporpamMmaM llentpa
JIOTIOJTHUTEIBHOTO 00pa3oBaHus MHCTUTYyTa HENpPEepbIBHOTO JOMOJHUTEIBLHOTO OOpa30BaHMUS,
yTBepxkieHHOoe mpuka3zom Ne 596-OJ1 ot 17.11.2025 1.

- Ilopsnox mpuéma, BOCCTAHOBIIEHHS, MEPEBOJAa M OTYUCICHHUS, OOYYAIOUIMXCS I10
JIOTIOJTHUTETILHBIM  00pa30BaTeNIbHBIM IporpaMMaM LleHTpa JOomoiMHUTENBHOTrO O00pa30BaHUS,
yTBepkAcHHbIN npuka3zoM Ne 597-O/1 ot 17.11.2025 r.

2. IEJIb, 3AJJIAYM, INTAHUPYEMBIE PE3YJIBTATHI, TPYTOEMKOCTD
OBYYEHUA, POPMA PEAIM3AIIUU U POPMAT OCBOEHUA

2.1. Llens OCBOEHUS yueOHO JUCLIUTINHBI «Cucrema JJEKTPOHHOIO
JOKYMEHTOO0O0pOTa» — CO3[4aTh YCJIOBUSA JJIsi COBEPIICHCTBOBAHUS M (OPMHUPOBAHUSA Y
00yYaromuxcst KOMIETEHIMH B 001aCTH 3JEKTPOHHOTO JOKYMEHTOO00POTa.

2.2. OCHOBHBIE 33J]a4¥ O0YUEHUSI:
1. akTyanu3upoBaTb W CHUCTEMAaTH3UWPOBaTh 3HaHUS oOyyarommMmcs B 001acTu

AIIEKTPOHHOT'0 IOKYMEHTO000pOTa;
2. (QopMupoBaTh yMEHHUS HCIOJB30BATh IIOJYUYEHHBIE TEOPETUYECKHE 3HAHHUA B



nporiecce Mpo(ecCHOHATBHOMN NeSTETbHOCTH.

2.3. [Inanupyemsie pe3ynbTarbl 00ydenus mo JI1I1

Bun Komnerennuu, | B pesynprare  ocBoeHuss  y4eOHOW  JUCHMIUIMHBI 10
npodeccuoHa TPYZIOBBIE O0pa3zoBarenbHOI porpaMme 00y4YarOIIMNACS JOJKEH:
JTHHON (GYHKIMM WIN | 3HATH: YMETh: BJIAJIETh!
JeSITeIbHOCT TPYZIOBBIE
u JEUCTBUSA
1 2 3 4 5
HoxymenTany | ['oToBHOCTE K HOPMAaTUBH | paboTarh ¢ | pa3paboTka
HUOHHOE OpraHu3aluy | ble IpaBOBbIE | IIA0JIOHAMHU YHUDULIIPOBAHHbI
o0OecrieueHne | JOKYMEHTUPOB | aKThl PoccuiicKol | JOKYMEHTOB B | X dopm
yIpaBJIEHUs | aHUs denepanuu B | ”HOPMALIMOHHOM JOKYMEHTOB,
OpraHu3anue | JesiTeJIbHOCTH | o0jacTu CUCTEME UCTIOJNB3YyEeMBIX B
i B OpraHU3aliM | yIIpaBJIECHUS OpraHu3aIuy; obusacTu
(IIK-1) JIOKYMEHTaMH paboraTh C | ynpasieHUs
OpraHu3aluy; JIEKTPOHHBIMU JOKYMEHTaMHU
METOINYECKUE OslaHKaMu OpraHu3aluy;
JIOKYMEHTBI U | JOKYMEHTOB; pa3paboTka
HallMOHAJIbHBIC paspabatbiBaTh IIPOEKTOB Tadelns U
CTaHJApPThI B | 2JIEKTPOHHbBIE abOoMa
obnactu OJIaHKU U | YHU(PUIIMPOBAHHBI
yIpaBJI€HUS JIEKTPOHHbBIE X bopm
JIOKyMEHTaMu 11a0JIOHBI JTOKYMEHTOB,
OpraHu3aluy; JTIOKYMEHTOB; UCTOJNb3yEeMBIX B
HOpPMAaTHBHBIC WCIIOJIH30BATh JesITeIbHOCTH
IIPaBOBbIE  AKThl | OPraHU3ALMOHHBIE U | OpraHU3alluy;
Poccuiickon TEXHUYECKUE IIOArOTOBKA
denepanuu B | Cpe/cTBa JUI | IPEJUIOKEHUN 10
obnactu nepeBoja B | TEXHOJIOTUU
uHpopManu, JIEKTPOHHBIA  BUJ | pa3paboTKu
WH(POPMAIIMOHHBI | TOKYMEHTOB U | TIPOEKTOB
X TEXHOJIOTUH M | JOKYMEHTHPOBAHHO | IOKYMEHTOB U €€
3aIIHATHI i uH(pOpMaLlUK | 3aKpeIyIeHHEe B
uHpopManu, OpraHu3aINy; JIOKAJIbHBIX
MePCOHAIBHBIX WCIIOJIH30BATh HOPMAaTHBHBIX
JTAHHBIX, o(UCHYIO TEXHHMKY B | aKTax
uuppoBoi paMKax CBOEH | OpraHHu3aluu;
Tpanchopmanmy; | npodeccuoHaNbHOM | pazpaboTka
npaBuiia NeSITeNIbHOCTH; AIIEKTPOHHBIX
COCTaBJICHUS OJ1aHKOB u
Pa3INYHBIX BHUIIOB AIIEKTPOHHBIX
JIOKYMEHTOB; 11120JIOHOB
o0mme JOKYMEHTOB ISt
TpeOoBaHUs K UCTOJNb30BaHUSA U
0hOpMIICHHUIO pa3MeIeHust B
JOKYMEHTOB, B cCUCTEME
TOM qucie 3JIEKTPOHHOIO
OpraHu3aIMOHHO- JTOKYMEHTO0000pOTa
pacrnopsauTeabHO OpraHu3alu

1 JIOKyMEHTAaLUU;




BHJOBOIl COCTaB
JIOKyMEHTOB
OpraHu3aluy;
IpaBuIIa
COCTaBJICHUS
TEKCTOB
JIOKYMEHTOB
OpraHu3aluy;
CriocoOHOCTh | IPaBOBBIE  AKTHI | CO3aBATh U | BBIIIOJHEHUE
K opranuszauuu | Poccuiickoit UCII0JIb30BaTh onepanui o
nokyMeHToobo | depepanuu B | METaJlaHHbIE IIpEIBAPUTEILHOMY
porta B | obnactu JIOKYMEHTOB B | pPACCMOTPEHUIO U
OpraHM3aly | yIpaBJICHUs nporecce UX | perucrpanuu
(IIK-2) JIOKyMEHTaMu JBUKEHUS U | IOKYMEHTOB
OpraHu3aluy; o0paboTku B | OpraHu3anuy;
npaBwiia palOTHI | OpraHU3aIY; BEJICHUE
C JOKYMEHTaMH | KOHTPOJIHUPOBATh pErucTpallMOHHBIX
OpraHu3aluu, BBIIIOJIHEHHE U YYeTHbIX (opm
YCTaHOBJICHHbIE IpOLEAYp ABUXKEHUS | JOKYMEHTOB
€€ JIOKAJbHBIMU | U 00paboTKH | OpraHu3allvy;
HOPMaTUBHBIMU JIOKYMEHTOB, OCYILIECTBIICHUE
aKTaMH; UCIIOJIb3YEMbIX B | BHYTPEHHETO
(GyHKIMOHAJIbHBIE | 00ACTH YIIPABICHUS | KOHTPOJIS
0COOEHHOCTH JOKyMEHTaMu neperavn
CUCTEMBI OpraHM3aliK; BECTH | JOKYMEHTOB
AIIEKTPOHHOTO ydeT W aHaJIu3 | MeXAY YPOBHSIMHU
JIOKyMEHT0000po | oObemMa yIpaBiIeHUs u
Ta OpraHu3aluM; | TOKyMEHTOO0OpOTa | MUCIOJHUTEISIMH B
MOPSAIOK U | OpraHu3anun B | OpraHu3anuy;
coJiepiKaHue COOTBETCTBUE c
poueayp 10 | MHCTPYKLMEN o
pabote C | JEJIIONPOU3BOACTBY
JIOKyMEHTaMu OpraHu3aIuy;
OpraHM3aluu |
UX JTAHHBIMU
CriocoOHOCTh | HOpMaTHUBHbIE IIPOU3BOJIUTH IIPOBEJCHUE
K MpaBOBbIE  aKThI | 00PabOTKY aHanmM3a
npoektupoBan | Poccuiickoit JIOKYMEHTOB U | IEUCTBYIOLLEH
10, Denepannu B | JAHHBIX: CUCTEMBbI
BHE/IPEHUIO | | 0bnacTu perucTparuio, YIIPaBJICHUS
pa3BUTHUIO uH(popMaluuy, CUCTEeMaTH3alHIo, JOKYMEHTaMH1
CUCTEMBI MH(GOPMALIMOHHBI | UCHOJIb30BAHNUE, OpraHM3aluu i
JJIEKTPOHHOTO | X TEXHOJOTUH U | XpaHEHHeE, oTpezieNieHus 3a1au
JOKYMEHTO000 | 3aluThl YHUUTOKEHUE; 1o ee
pora (I1K-3) nHpopmanuu, MPUMEHATh CHUCTEMY | aBTOMATHU3alWH,
NEPCOHAIBHBIX AJIEKTPOHHOTO MOJIEpHHU3ALINH,
JTAaHHBIX, JTIOKYMEHTO00O0poTa | U POBOH
ugpoBoi I ¢ BBITOJIHEHUS | TpaHchopMarumy,
TpaHcpopMaly, | JEJIOIPOU3BOJACTBEH
yIpaBiIeHUS HBIX OIlepaluii;

JOKYMCHTaMU




OpraHu3aIlNH;
CII0COOBI
CHCTEMAaTU3al1
AHHBIX o
eITEIIbHOCTH
OpraHu3aIuy;
MpOorpaMMHBIC
TIPOYKTHI 10
aBTOMAaTH3allU
yIpaBIeHUS
JIOKYMEHTaMH B
OpraHu3aIuy;
(GyHKIIMOHATIBHBIE
0COOCHHOCTH
Pa3IUYHBIX
OTE€UYECTBEHHBIX
CHCTEM
AJIEKTPOHHOTO
JIOKYMEHTO000pO
Ta,
UCIIOJIb3YEMBIX B
obnactu
yIIpaBICHUS
JIOKyMEHTaMU
OpTaHM3aIIH;

2.4. O6wvem yueOHOM nucuuIuinHbL: 18 ak.4ac.

Tpynoemkocts yuebnoi [IIII cocraBnser 6 KOHTAaKTHBIX 4YacoB, U3 HUX OOy4YyeHHUE C

ucnonb3oBanuem JIOT 6 akan. 4.

Bunel 3ansTHii 1 yueOHON paboThI 00beM U3 HUX,
KOHTAKTHBIX 3aHATHUH, oOyueHue ¢
paboTsl ucrnons3zoBanuem JJOT
(akao. uac) (akao.u.)

KoHTakTHBIC BUIBI 3aHSATHH, 6 6
B TOM 4YHCJIC:
JIEKLUU 2 2
CEMUHAPCKHE 3aHATHUSA, 4 4
B TOM YHCJI€ CEMUHAPHI IO 0OMEHY OIBITOM
MPaKTUYECKHUE 3aHATHS - -
nabopaTOpHbIE 3aHATUS - -
KOHCYJIbTaIlH - -
U3 HUX, BbI€3/THBIC 3aHSTHUSA: - -
MIPOEKTHAs UM UHas paboTa - -
CamocrosiTenpHas pabora 10 10
[Ipomexxyrounass artectauss B  Qopme 2 2
3aueTa

2.5. ®opwmart npenogaBanus ¥ 0cBoeHus ((hopmaT 0OydeHHs): CMEIIaHHBIN.




3. COIEP)KAHUE YYEBHOM JUCHUILIVNHBI

Tema 1. BBegeHue B cHCTeMbl 3JJI€KTPOHHOIO0 JOKYMEHT0000pOTa M HX
(pyHKIHOHAJBbHbIE BO3MOKHOCTH

[Ipenmer, comepkanue, 3amaud AUCHUIUIUHBL. [lOHSATHE <«QIIEKTPOHHBIA TOKYMEHT» B
WH(OPMALIMOHHONW CHUCTEME OpraHu3aluuu. TepMUHOJOrus, HCHOJb3yeMas B CHCTEMax
AIIEKTPOHHOTO JIOKYMEHTO000pOoTa. 331a4l CUCTEM IEKTPOHHOTO JOKYMEHTO000POTA.

OYHKIMM ~ CUCTEM:  perucTpainus JOKyMEHTOB.  YIpaBiCHHE  AJIEKTPOHHBIMU
nokymentamu. Co3laHue M XpaHEHHE pPa3IMYHBIX HECTPYKTYPUPOBAHHBIX JIOKYMEHTOB
(oducHble mpuiokeHUs, Tpadudeckue U MeauamaTrepualibl, YepTexu u mp.), Bepcun u DL,
NOJ/IEP)KKA KU3HEHHOTO LUKJIA JOKYMEHTOB, Ha3HAYCHHWE NpaB JOCTYNA, BEACHHUE HCTOPUHU
paboThl, MOJHOTEKCTOBBIM U aTpuOyTUBHBIN mouck. Co3gaHue 3IEKTPOHHBIX JOKYMEHTOB,
BE/ICHUE CHCTEMBI CIIPAaBOYHUKOB, YIIPABICHHE JEJIOBBIMU Tporeccamu. [loaepixkka mpoueccon
coriacoBaHuss U OOpabOTKM JOKYMEHTOB, BblJauya 3aJaHUi M KOHTPOJb WX HCIOJIHEHUS,
o0ecrieyeHne B3aWMOJICHCTBHS MEXKIy COTPYJHHKAMH B XOJ¢ OM3HEC-TPOLIECCOB, MOIEPKKa
CBOOOAHBIX U XKECTKUX MapuipyToB (workflow).

[IpeumymectBa u pucku. OcobGeHHOCTH pabOThl € 3JIEKTPOHHBIMH JOKYMEHTAMH.
[IpumeneHue  HANEKTPOHHOM  monamucu.  TpeboBaHuss K  CUCTEMaMm  3JIEKTPOHHOTO
nokymenToobopora (CO/I). Kpurepuu Beioopa CO/1. Buenpenue u ontumuzanus CO/1.

Tema 2. Kuaaccupukanusi, BbIOOP ¥ BHeJpPeHHE CHCTEM 3JIEKTPOHHOIO
AOKYMEHT0000poTa

[Tpuznaku KJIaccu(pUKaIum: COOTBETCTBHUE CTaHaapTam OTEYECTBEHHOTO
JIeNTOTIPOU3BOJICTB;  pa3pabOTYMK CHUCTEMBI, pEIIaeMble 3ala4yd JIeJIONPOM3BOJCTBA; THII
OpraHU3aIi Ha KOTOPBIE CUCTEMbI PACCUUTAHBI.

[Tonxonpl K CO3JaHUIO CHUCTEM DJEKTPOHHOTO JOKyMeHTooOopora. TpeOoBaHus K
cucreMaM. OTambl BbIOOpa CHCTEMbl aBTOMATHU3aLMHU. OTamnbl BHEAPEHHUS CHCTEMBbI
AaBTOMaTH3AIIHH.

4. OIEHUBAHUE
4. 1. ®opMbl KOHTPOJISA 3HAHUI, YMEeHU i, HABLIKOB M CHCTEMA UX OLIEHKH.

dopma KOHTPOJISA — 3a4eT.

OueHo4Hoe cpeaCTBO — TECT.
MarepuaJjbl OLIEHOYHOI'0 CPEACTBA.
IIpuMepHBbIH NepedyeHb 3a]aHUI TecTa:

1.2nekmponHulil 00OKYyMeHmoobopom — 3mo.

1) MarepuanbHbBIi O00BEKT, coaepxamuii MHopManrio B 3aQUKCHPOBAHHOM BHIE U
CHelHaNIbHO NMpeIHAa3HAYeHHBIN /171 €€ Tiepeiad BO BPEMEHH U IPOCTPAHCTBE;

2) DBW)KEHUE JOKYMEHTOB B OpPTaHU3aIlMM C MOMEHTA WX TOJYUEHHs WM CO3/IaHUs JI0
3aBepILEHNs UCTIOTHEHUsI, OTIPABKU aIpecary WIH CAayl Ha XpaHEHHE;

3) SJEKTPOHHBIA JOKYMEHT — 3TO JIOKyMEHT, B KOTOPOM HHQOpMAIs MpeICTaBlIeHa B
3IIEKTPOHHO-IIM(PPOBOI popme

4) orpaciab JeSATENbHOCTH, OXBAaThIBAIOIIAs BOIMPOCHI XpPaHEHUS U HCIIOJIb30BAHUS
ApXUBHBIX JJOKYMEHTOB.

2. Ha xakue 0oxymenmonomoxu oeaumcsi OOKyMeHmayus.

1) nuceMa, paciopsiKeHMsI, 10OT0BOPa;

2) noroBopa, TOKyMEHTbI OPraHOB BJIACTH;

3) BxoaduIMe, UCXOASIINE, BHYyTPEHHUE TOKYMEHTHI;

4) oOpameHus rpaxaaH (KajoObl, TPEAJIOKECHUS U 3asIBIICHUS ).

3. Pecucmpayus 31eKmpOHHbIX OOKYMEHMO8 —3MO:



1) ycTaHOBJEHHE KOJUYECTBA U COCTaBa APXMBHBIX JIOKYyMEHTOB B €IMHUIAX y4eTa U
(buKcanys IPUHAAICKHOCTH KaXKJOW €IMHUIIBI y4eTa K ONpe/IeIeHHOMY KOMIUIEKCY U 00LemMy
UX KOJINYECTBY B YUETHBIX JOKYMEHTAX;

2) BaxHeHIMH 3Tan paboThl ¢ JAOKYMEHTaMM U OIpENeNseTcs] KaK 3aluCh YYETHBIX
JAHHBIX O JOKYMEHTE II0 YCTAaHOBJIEHHOH ¢opme, ¢ukcupymoomas (Gakr ero cos3naHwus,
OTIIPABJICHUSI UM MOJTYyYEHHUS;

3) 3TO MaKCHMalbHO palMOHAIBFHOE COKpAIIEHUE KOJMYECTBA YEro-iudo IyTeM
CTaHJApTU3aLMH K eJUHON (opme;

4) opraHuzanMs JAOKYMEHTOOOOpOTa, XpaHEHHs W HCHOJb30BAHUS JTOKYMEHTOB B
TEKYyLIEH NesITeIbHOCTH YUPEKACHUS.

4. Yuem doxymenmog —smo.

1) BaxHeHmui 3Tan paboThl ¢ JOKYMEHTAaMHM U OIpENeNseTcsl KakK 3alKuch YYETHBIX
JAHHBIX O JOKYMEHTE II0 YCTAaHOBJICHHOH ¢opme, ¢ukcupymoomas (akr ero cos3naHwus,
OTIIPABJICHUSI UM MOJTyYEeHHUS;

2) DBW)KEHHUE JOKYMEHTOB B OpPTaHU3aIlMM C MOMEHTA WX IOJYYEHHs WJIM CO3/IaHUs /0
3aBEpILICHMSI HCIIOJIHEHUS, OTIIPABKHU a/ipecaTy WIK C/1aul Ha XpaHEHHE;

3) ycTaHOBJIEHHWE W TPUMEHEHHE MPABWI C IENBI0 YHOPSJAOYCHUS NESTEITHHOCTH B
OINpeNieICHHOW O0JIaCTM Ha IMOJb3y M IPH YYaCTMM BCEX 3aMHTEPECOBAHHBIX CTOPOH, B
YaCTHOCTH, /IS JOCTIDKEHHsI BCEOOIIEH ONTUMalbHOW HSKOHOMHHM TIPH  COOJIIOJICHUH
(YHKLIMOHAJIBHBIX YCIOBUN M TPeOOBAHUN TEXHUKH O€3011aCHOCTH;

4) ycTaHOBJICHHE KOJMYECTBA M COCTaBa APXMBHBIX JIOKYMEHTOB B €IMHUIAX y4eTa M
(buKcanys NpUHAAISKHOCTH KaKIOM €TUHHIIBI yueTa K OIpe/Ie]IeHHOMY KOMIUIEKCY U o0IIeMy
UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX.

5. Kaxue popmul pecucmpayuu 0oKymeHmos cyuwjecmeyom?

1) )xypHasbHas1, KApTOYHAS U aBTOMATU3HPOBAHHAS;

2) neHTpaau30BaHHas, IeLICHTpaM30BaHHasl, CMEIIaHHas;

3) yder MJOKYMEHTOB, KOHTPOJb 3a MX HCIOJIHEHHWEM, CIIpaBoyHas padora 10
JIOKYMEHTaM;

4) anp00oMHas1, KHUYKHAS.

6. /lokymeHnmonomox ucxoosauux OOKyMeHmo8 CoOCmagisaon.:

1) oTBeTHBIC M MHUIIMATUBHBIC THCHMA;

2) nucbMa, aKThl, IPUKA3bl;

3) IOCTaHOBIJICHUS, pEIICHHUS, PACTIOPSKEHNUS, IPUKA3bI, TCbMa H T.11.;

4) NOKYMEHTHI MOJIBEZIOMCTBEHHBIX OpPTraHU3alMi, IPUCHUIAIONINX NEPBUYHYIO OTYETHO-
YUYETHYIO JJOKYMEHTAIHIO U PA3TUIHOTO POJIa 3aIPOCHL.

7. Obvem 0oKymenmoobopoma —3mo:

1) 2TO MaKCHMaJbHO palMOHAIFHOE COKpAllleHHe KOJIMYEeCTBa YEro-iudo IyTeM
CTaHJApTU3AIMH K €JMHOM (popme;

2) MarepHallbHBIM 00BEKT, coiepxamuidi HHpopManuio B 3a@UKCHPOBAHHOM BHJIE U
CHelHaTbHO NMpeIHA3HAYeHHBIN /171 €€ Tiepeiad BO BpeMEHH U IPOCTPAHCTBE;

3) yCTaHOBJIEHHWE KOJMYECTBA W COCTaBa apXWBHBIX JIOKYMEHTOB B €IWHUIAX ydYeTa M
(buKcanys TpUHAAICKHOCTH KaXKION €IUHHIIBI yueTa K ONpe/IeIeHHOMY KOMIUIEKCY U 00IIeMy
UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;

4) KOTMYECTBO JIOKYMEHTOB, MOCTYMHBIIUX B OPraHU3AIMIO U CO3JJaHHBIX €10 B TEUCHUE
OTIPENIEIICHHOTO TIEPHO0/Ia BpEMEHH, KaK MPaBUIIO, TOJIa.

8. Hoxkymenm — smo:

1) 5TO MpPaBOBOW aKT PYKOBOAMTENSI OPTAHU3AIIMN WJIM €T0 3aMECTUTENIEH, CoMlep Kalnii
00s13aTeNIbHBIC TOPYUYCHHUS IS TOTYMHEHHBIX CTPYKTYPHBIX MOAPA3/AEICHUH, JOIKHOCTHBIX JIHIL
U PSOBBIX paOOTHUKOB;

2) marepualbHBIH OOBEKT, cojepxamuii uHGopMauio B 3apUKCUPOBAHHOM BHIE U
CIHeLMaNbHO NpeIHa3HAYEeHHBbIN 171 €€ Iepeiadd BO BpEMEHH U IIPOCTPAHCTBE;



3) COBOKYMHOCTh (pOpMaNbHBIX D3JIEMEHTOB B COCTAaBE€ CHEIKA WM JOKYMEHTa,
OTCYTCTBUE KOTOPBIX JIUIIACT CACIKY UM JOKYMEHT IOPUINYCCKOMN CHJIBI;

4) Mozenb MOCTPOCHHUS TIOKYMEHTa, YCTaHABJIMBAIOIIAs 001acTh MpUMEHEeHHs, (popMaThl,
pa3Mepsl NoJIeH, TpeOOBaHUS K IIOCTPOCHUIO KOHCTPYKIITHOHHOW CETKH U OCHOBHBIC PEKBU3UTHI.

9. Jlenonpousso0cmeo — 3mo:

1) orpacnb AeATENBHOCTH, OXBAaTHIBAIONIA BOMPOCHI XPAaHCHUS W UCIIOJIB30BaHUS
APXUBHBIX JOKYMEHTOB;

2) oTpaciib JIeATeNLHOCTH, OOECIeYHBAOMas JOKYMEHTUPOBAaHUE U OPTraHU3aIUI0
paboTsI ¢ opUIIMATEHBIMU JOKYMEHTAMU;

3) AMCIUIUIMHA, WU3YYalolias CTPYKTYpY W OOIMe CBOWCTBA HaydyHOW WH(OpPMAILUH, a
TaK)K€ 3aKOHOMEPHOCTH €€ CO3JaHMs, IpeoOpa3oBaHus, NEpeJaud U HCIHOJb30BaHUS B
pa3INYHBIX Cepax YeTOBEUSCKON JACATEIbHOCTH;

4) sr0 Hayka 00 oOOIIecTBe, CHCTEMaX, COCTABIIAIOUIMX €ro, 3aKOHOMEPHOCTSX €ro
(YHKIIMOHUPOBAHUS M PA3BUTHS, COIUALHBIX MHCTUTYTaX, OTHOIICHUSAX U OOIIHOCTSX.

10. Kmo moorcem ocyujecmansimos nep8oHA4aNbHbIU NpUem u 06pabomky 00KyMeHmMOo8:

1) cexperapsn;

2) TUpPEKTOP;

3) HaYaILHUK OTJeJIa KaJIpOB;

4) crenuandbHOE TMOJApA3JClICHUE CIyXObl, pPa0OTHHUK CIY)KOBI WM  CEKpPETaph
PYKOBOJIUTEIIS.

Kpurtepun ouneHku caymaresieil Ha 3a4ere

YpoBeHb OLIEHKH YpoBeHb OLleHKHU YpoBeHb OLIEHKH 110 cucTeMe
no 5-0a//ILHOI cucTeme no 100-6abHOM «324YTEHO — He 32aUTEeHO»
OLlICHUBAHWS cHCTeMe OLlCHUBAHUSA
OTJINYHO 90-100 3a4TEHO
XOPOIIIO 71-89 3a4TEHO
YIAOBJIETBOPUTEIBLHO 55-70 3a4YTEHO
HEYJOBJIETBOPUTEIILHO MeHbIIE 55 HE 3a4TEHO

5. YHEBHO-METOJAUYECKOE 1 HHOOPMAIIMOHHOE OBECIIEYEHHUE
YYEBHOU JUCIIAITJIMHBbI

5.1 YueOHo-MeTOAMYeCKOE OOecnieyeHHe
OcHoBHasi iuTEepaTypa.

1.  AnryxoBa, H. @. CucteMbl 2I€KTPOHHOTO JOKYMEHTO0OOpOoTa: yueOHOe mocodue /
H. ®. AntyxoBa, A. JI. JI3t06enko, B. B. JloceBa, FO. b. UeunkoB. — MockBa: KuoPyc, 2025. —
201 c.

2. AdanaceeB, U. B. IlpaBoBoe oOecrneueHune npodeccHoHANbHON AeATeNbHOCTH:
yueOHUK Ui cpenHero mnpodeccuonanpHoro obpazoBanus / M. B. Adanacees, U. B.
AdanacbeBa. — 2-e u3n., nepepad. u gom. — Mocksa: M3narensctBo KOpaiit, 2025. — 184 c.

3. Huxomokun, C. B. TlpaBoBoe obecneuenne npodeccHoHaIbHON AESTEIHHOCTH :
yuebHuk /i By3oB / C. B. Hukomokun. — Mocksa: U3znarensctBo FOpaiit, 2026. — 248 c.

4. CrenanoBa, E. H. Cucrema »s1ekTpoHHOro JOKyMeHTOoOOpoTa (oOsiayHoe
pemienue): yueonoe mocodue / E. H. CrenanoBa. — 2-e u3zn. — Mocksa: Ail [lu Ap Menua,
2025.-182c.

JlonoJiHMTeIbHAS JIUTepaTypa.

1. BonkxoBa, B. B. TocymapctBeHHas cnyx0a [DneKTpoHHBIH pecypc]: ydeOHoOe
nocobue / Bonkosa B. B. - Mocksa: KOHUTU-JIAHA, 2019. - 207 c.

2. TocymapcTBeHHass ciy0a: KOMIUIEKCHBIM moaxon: ydeOnmk / OtB. pem. A.B.
Oo6omonckuii. — M.: U3natenscTBo «/leno» AHX, 2019.



3. TI'paxnan B.J[. T'ocynapctBenHast rpaxaanckas ciyxoba: YueOnuk. - M.: KuoPyc,
2020.

4. JHemun, A. I'ocynapcTBeHHas ciyxk0a [DIeKTpoHHBIN pecypc]: yuebHoe mocobue /
Hemun A. - Mocksa: Kaurogen, 2021. - 184 c.

5. Koncturymmonnoe npaBo Poccuun [DnekrponHslil pecypce]: yueonuk / b.C. D63eeB
[1 mp.]. — DnexTpoH. TekcToBble AaHHbIe.- M.: KOHUTHU-JIAHA, 2020.- 687 c.

6. Koucrurynnonnoe npaBo Poccun: yuebnuk / A.M.3y6oB, A.C. Ilpyanuxos, E.H.
XazoB u np.; nox pen. A.M.3yoosa, A.C. Ilpynuukora, E.H. Xa3zopa. - M.: KOHUTU-JIAHA,
2020. - 479 c.

7. Ilpokodsrer C. E. 'ocymapcTBeHHOE ¥ MyHUIIUITAJILHOE yIpaBjieHue B 2 4. YacTsb 2.
MyHULIUTIATBFHOE YIIPaBJICHHUE: YYCOHUK W MPAKTUKYM I aKaJeMHYecKoro OakamraBpuara -
M.: U3narensctBo HOpaiit // DBC «tOpaiit», 2018.

5.2. UudopmanmonHoe obecnevyeHue
1. DnexkTpoHHBIN KaTtamor GoHIOB y4yeOHOH, yueOHO-METOAMYECKON JOKYMEHTAIluu U
I/I3I[aHI/If/'I [0 OCHOBHBIM H3Yy4YaCMbIM JUCHHUIIJIMHAM OCHOBHBIX O6p330BaT€JH)HI)IX ImporpamMmm

YHuBepcurera [DneKTpOHHbIN pecypc] -
URL: http://www.kirovgma.ru/structure/departments/library.
2. DOBC «YHuBepcuterckas Oubnmoreka onmaiiH» — OO0 «HexkcMenuay»

[Dnextponnbiii pecypc] — URL: www.biblioclub.ru / ba3oBas KOJUICKIUS W TEMaTHYCCKHE
koekuuu u3aarensceTBa «/JamkxoB u K» -100% moctyn JJoroop Ne 522K-MA/01/2014 ot
25.08.2014. Hannas OBC comepxut ydeOHBIE, y4eOHO-METOIUYECKUE, HAYyIHBIE, CIIPAaBOYHBIC
U3JIaHUS BEAYIIUX U3AATENbCTB JUIsi OOYYAIOIIMXCS M0 BCEM CHEIHAIBHOCTSIM U HaMpaBICHUSIM
NOJATOTOBKH YHHUBepcuTera. JocTyrmom obecriedeHbl Bce oOydarouipecs YHUBEpCUTETa depes
CETh UHTEPHET.

3. ObC Kuposckoro 'MYVY [Dnektponnsiii pecypc] — URL: www.elib@kirovgma.ru /
[TpunaanexxHocTs: coOcTBeHHas. JlocTynmom obecriedeHbl Bce oOydaroluecs akaJeMHUu depes
cetb uHTepHET. Conepk UT y4yeOHble, y4eOHO-METOIUYECKHE, HAy4YHbIE W HHbIE MaTepualbl
kadenp MeaUIIMHCKOTO yHUBepcuTeTa. [IpencTaBieHsl nepuoanyeckie n3IaHus MeIUIUHCKOTO
YHHUBEpPCUTETA.

5.3. MeToanueckue peKoMeHIAIUH JIs1 IPenoaBaTes

[Ipu moAroToBKe M MPOBEJACHUW 3aHATHUN TMPEMOJAaBATENI0 HEOOXOJUMO COOJIIOAThH
CIEeYIOIINEe PEKOMEHIAINH:

—K Ka)KI[OMy ay,)II/ITopHOMy 3aHATHUIO HpeHOI[aBaTeJ'II) TOTOBUT IAKET AUAAKTHYCCKUX
MaTCpI/IaJ'IOB B SHCKTpOHHOM I/I/I/IJ'II/I TEKCTOBOM BapI/IaHTC;

—ayJIUTOPHBIE 3aHATHS COMPOBOXKIAECT MYIbTUMEANIHBIMU IPE3CHTALIUAMU;

—ayJIUTOpPHBIC 3aHATHS TPOBOAUT B HMHTEPAKTUBHOM pEXUME, C HCIOJIb30BaAHUEM
MIPUEMOB COBPEMEHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHI;

—B TIpoIiecce OOYYEeHHS TpejyiaracT OOYJaroIIMMCS 3aJaHus IS CaMOCTOSITEIbHOM
paboTHI TIO0 YIITYyOJICHHIO W PACIIUPECHUIO 3HAHWH, JJI1 ()OPMHUPOBAHHUS W COBEPIICHCTBOBAHUS
YMEHHA W TMPAKTUYECKUX HABBIKOB, 00ECIEUMBAIONIMX KAYECTBEHHOE YCBOCHHE YYEOHOTO
MaTepuaa.

[Ipy MOATOTOBKE K MPAKTUYECKOMY 3aHSATHIO MPENOoJaBaTeNll0 HEOOXOIUMO YTOYHHUTH
IUIaH €ro TMpOBEACHHUS, MNpoAyMaTb (OPMYIMPOBKH U cOAepKaHHEe Y4eOHBIX BOIIPOCOB,
BBIHOCUMBIX Ha OOCYXJIEHHWE, O3HAKOMHUTHCS C HOBBIMH MYOJIMKAIUSAMHU 1O TeME 3aHATUS U
COCTaBUTh CIIMCOK 0053aTENbHON U JTOTIOTHUTEIBLHON JIUTEPATyphl IO BOIIPOCaM IJIaHa 3aHATHUS.
Oxka3piBaTh METOJAMYECKYIO MOMOIIL OOYYaroIUMCS B TIOJATOTOBKE JOKJIAIOB, TUIAHOB U
Mpe3eHTalNM.

B Xoe HpaKTI/I‘-ICCKOI‘O 3aHATHUA BO BCTYHI/ITGJ'H:HOM CJIOBC paCKpBITI: TeOpCTquCKyIO )41
MPaKTUYECKYI0 3HAYMMOCTh TEMBI 3aHSATHS, ONMPEICTUTh MOPSIAOK €ro MPOBEICHUs, BpeMs Ha
o0cyxJeHre Kaxaoro y4eOHOro Bompoca. JlaTh BO3MOKHOCTH BBICTYITUTH BCEM JKETAFOIIHM.
IlenecooOpa3Ho B X0je 00CY ACHUS YICOHBIX BOIIPOCOB 3371aBaTh BHICTYIAIOIINM U ayAUTOPUHU


http://www.kirovgma.ru/structure/departments/library
http://www.biblioclub.ru/
http://www.elib@kirovgma.ru

JIOTIOJIHUTEIIbHBIE M YTOYHSIIOIIME BOMPOCHI C LEJIBIO BBIICHEHMS WX IMO3ULUHN IO CYILIECTBY
oOcyxnaemblx npobsem. IloompsaTs BBICTYIUIEHHS C MeCTa B BHUJAE KPAaTKUX JONOJHEHUH U
IIOCTAaHOBKM BOIPOCOB BBICTYNAIOIIMM M IpernojaBaTeto. s HarJIsIAHOCTH U 3aKpeIUICHUs
U3y4aeMoro MaTepHaia npernojaBareib MOXKET UCIIOJIb30BaTh MOJIEIH, TAOIULIbI, CXEMBI, KapThl,
MYJIbTUMEANIHBIE TPE3CHTAIH, BUACOPHIbMBI.

B 3axmounTensHON YacTu MPAKTHYECKOI'O 3aHATHUS CIEAYeT MOJBECTU €ro UTOTH: JaTh
OOBEKTHBHYIO OIICHKY BBICTYIUICHHH KakKI0To OOydaromerocs ¥ y4eOHOW TpYHNBbl B IIETIOM.
PackpbITh MOJIOKUTENBHBIE CTOPOHBI M HEAOCTATKM IPOBEAEHHOIO IMPAKTUYECKOIO 3aHATHA.
OTtBetuTh Ha BOMpoCkl oOyuaronmxcs. HazBate TeMy odepeHoro 3aHsATHSL.

IIpoBomuTh  IpynmoBble W HMHAMBHIYyalbHblE  KOHCYJIbTallUM  OOyYaroLIuXcs,
PEKOMEH/I0BaTh B ITOMOIIb y4eOHBIC U IPYTHUE MaTepHabl, a TAKKE CIIPABOYHYIO JIUTEPATYPY.

5.4. Metoanueckue yKa3aHus 1Jis1 00y4ar0mmMxcs

VYcnemHoe ocBoeHHE Y4YeOHOM JUCHMILIMHBI TMPEAINoJiaraeT akTHUBHOE, TBOPYECKOE
ydacTue OOy4aroulerocsi Ha BCEX 3TallaX €€ OCBOEHUS IyTeM IUIAaHOMEPHOH, MOBCEIHEBHOM
pabotel. OOyuwaromuiics 00s3aH Mocewiath JIEKUUM U CEeMHMHApcKHe (IIPaKTUYEeCKHe,
7a00paToOpHbIE)  3aHATHUs, I[OJNy4aTh  KOHCYJIbTAallMM  IPENojaBaTeiss U BBIIOJIHATH
CaMOCTOSITENIbHYIO paloTy.

Br160op MeTo10B U cpencTB 00yueHusi, 00pa30oBaTENIbHBIX TEXHOJOTUN OCYIIECTBIISETCS
IpernojiaBaTeseM HCX0Asd U3 HEOOXOIUMOCTH JOCTHXKEHHUS OOY4YaIOUIMMHUCA IUIAHHUPYEMBIX
pe3yJIbTaTOB OCBOEHMSI JUCIMIUIMHBL, a TaKKe C YYETOM HHJAMBHYaJIbHBIX BO3MOKHOCTEU
00yyaroImuxcst U3 Yucia MHBAIKU/OB U JIUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU 3/J0POBBS.

N3yuenne AUCHUIUIMHBI CJeAyeT HayMHATh C MpopabOTKH HacTosled padodeit
OporpaMMbl, METOJMUYECKUX YKa3aHUM M pa3paboTOK, YKa3aHHBIX B Iporpamme, ocoboe
BHHUMaHUE YAEINUTh LENsIM, 3aJja4aM, CTPYKTYPE U COJAEP>KaHUIO JUCIUILIIUHBL.

I'maBHOM 3amaueil KakIOW JIEKLUU SIBISIETCA PACKPBITHE CYIIHOCTH TEMBI U aHAIU3 €€
OCHOBHBIX moJjoxkeHuil. Coepxanue JEKIHN ompeesieTcsl HacToselH padbouel mporpaMMon
JUCLUTUINHBI.

Jlekuuu — 3TO cHUCTEMaTHYECKOE YCTHOE H3JIOKEeHHE ydeOHoro martepuana. Ha Hux
oOyyaroImuiicst mojay4aeT OCHOBHON 00beM MH(OpMAIMK 10 KaXJ10i KOHKPETHOH Teme. Jlekuuu
OOBIYHO HOCST MpOOJEMHBIH XapakTep M HalleJIeHbl Ha OCBellleHHWe Haulosiee TPYIHBIX U
JIMCKYCCHOHHBIX BOIPOCOB, KPOME TOTO OHU CIIOCOOCTBYIOT (DOPMHUPOBAHMIO y OOyYaromuxcs
HABBIKOB CAMOCTOSITEIILHON pabOThI C HAYYHOU JIUTEPATYpPOH.

IIpennonaraercs, uTo oOyyaromuecs IPUXOAAT Ha JEKIUH, IPeIBapUTEeIbHO TPOpaboTaB
COOTBETCTBYIOIIMK y4yeOHBIM MaTepHal 0 UCTOYHUKAM, PEKOMEHIyeMbIM IporpamMmmoil. Yacro
00yyaromuMcs TpyJIHO pa3o0paThesi ¢ AMCKYCCHOHHBIMU BONPOCAaMHU, J1aTh OJJTHO3HAYHBII OTBET.
[IpenogaBarens, cpaBHUBAs pa3JInYHbIE TOYKU 3PEHUSI, U3JIaraeT CBOW B3IJIS U HALIETUBAET UX
Ha JajJbHEHIINE MCCIENOBAaHUS M IOMCK HaydHbIX pemieHMi. [locie nekuuum >KenaTeslbHO
BEYEpOM IMEepeyuTaTb M 3aKPENUTh MOJIyueHHYI0 HH(popMaluio, Toraa 3()QeKTUBHOCTH ee
YCBOEHHsI 3HAYUTEIbHO Bo3pacTaeT. [Ipu paboTe ¢ KOHCHEKTOM JIEKIIMH HEOOXO0JAUMO OTMETHTh
MaTepuai, KOTOPbIH BbI3bIBAE€T 3aTPyAHEHHUS JUIsl TOHMMAaHUS, MOMBITaTbCd HAWTHU OTBETHI Ha
3aTpyJHUTENBHBIE BOMPOCH, UCIOIb3Ysl MpeIaraéMyro JUTepaTypy. Eciau caMocToATENbHO He
yAaJIOCh pa3o0paThbcsi B MaTepuaie, cPopMymHpylHTe BOMPOCH W OOpaTUTECh 3a MOMOIIBIO K
IIPENoAaBaTelio.

enbro mpakTHYECKHUX U JTa0OPAaTOPHBIX 3aHATUMN SBISETCS IPOBEPKA YPOBHS MOHUMAHUS
00y4aromuMuUCs BOIIPOCOB, PACCMOTPEHHBIX Ha JICKIHMSIX UM B y4eOHOI JIuTepaType, CTENCHH H
KayecTBa YCBOCHMS MaTepHalla; NIPUMEHEHHE TCOPETHYECKHX 3HAHUN B pPEaJbHOM IPAKTHKE
peleHus 3ajady; BOCIHOJHEHHWE IPOOENIOB B MPOMIEHHONM TEOpEeTHMYECKOW YacTH Kypca u
OKa3aHUs IOMOIIY B €r0 OCBOCHUHU.



[TpakTudeckne (1abopaTopHbIC) 3aHATUS B pPaBHOM Mepe HampaBieHbl Ha
COBEPILICHCTBOBAHNE WHIWBUIYAILHBIX HABBIKOB PEIICHUS TEOPETHUECKUX M MPUKIAJIHBIX
3a1a4, BBIPA0OTKY HABBIKOB HMHTEJUICKTYalbHOH palbOThI, a Takke BEACHUS TUCKYCCHIl.
KoHkpeTHBIE TIPONOPIMU pa3HBIX BHUIOB Pa0OOTBI B TPYIIE, a TaKKe CIOCOOBI MX OLCHKU
OTIPENIeNAIOTCS PENOoIaBaTeNIeM, BEAYIIIUM 3aHATHSL.

Ha mnpakTuueckux (J1aOOpaTOpHBIX) 3aHATHSAX TI07 PYKOBOJICTBOM MPEIOJaBATEIs
oOyyaromuecs: 00CyXJIal0T IMCKYCCHOHHBIE BOIPOCHI, OTBEUYAIOT HAa BOIPOCHI TECTOB, 3aKPETLIss
npuOoOpETEHHBIC 3HAHMS, BBIOJHSIOT TNPAKTHYECKUE (1abopaTtopHbie) 3amaHus W T.a1. Jlos
YCIICITHOTO TPOBEACHUS MPAKTUYECKOTO (J1Ta0OPATOPHOTO) 3aHATHS OOYyYaroIIeMycCsl CIIeAyeT
TIHIATEIBHO MTOATOTOBUTHCS.

5.5 MeToan4yeckne peKOMEHIAIMHU 10 OPTaHU3AIMUA CAMOCTOATEIbHON PadoThI
o0yuarouuxcst

OcHoBHOI (HOpMOI TMMOATOTOBKM OOYYAIONMIMXCS K IMPAKTHYECKUM (J1Ta00paTOPHBIM)
3aHATHSM SIBISIETCS CaMOCTOsITEeNbHAass paboTa ¢ Yy4eOHO-METOAMYECKUMM MaTepHajaMH,
Hay4YHOU JIUTEpaTypOil, CTATUCTUYECKUMHU JAHHBIMH U T.II.

N3yuuB KOHKPETHYIO TEMY, 00Y4aIOLIUIICS MOXKET ONPEAEIUTh, HACKOJIbKO XOPOILO OH B
Hel pasoOpancs. Ecinm kakue-To MOMEHTBI OCTaIMCh HETIOHSATHBIMH, I1eJIECO00Pa3HO COCTaBUTh
CIMCOK BONPOCOB M Ha 3aHATHUU 3aJaTh WX npenogasaremto. [Ipaktuueckue (1abopaTopHbIe)
3aHATHSL TPEJOCTABISAIOT CTYAEHTY BO3MOXKHOCTb TBOPYECKHM PACKpPBIThCS, IPOSBUTH
MHUIMATUBY U Pa3BUTh HABBIKM IYOJUMYHOrO BEAEHUS IUCKYCCUH M oOuieHus, chopMUpOBaTh
OIpe/Ie/ICHHbIE HABbIKU U YMEHUS U T.I1.

CamocrosrenbHas paboTa ciymaTeneil BKIOYaeT B ce0sl BBIIOJIHEHHE PAa3IMYHOrO poja
3a7aHuil (M3ydeHHe yuyeOHOW M Hay4yHOH JIMTepaTypbl, MaTepUasoB JEKIUH, CHCTEMATH3ALUIO
IPOYNUTAHHOTO MaTepHala, MOArOTOBKY KOHTPOJIBHOIN paboThl, pelieHue 3a/1a4 U T.I1.), KOTOpbIe
OPUEHTHPOBAHKI Ha 0oJiee TIyOOKOE YCBOCHHE MaTepHalia n3ydyaeMou JUCIUIUINHEL. [lo kaxmon
TeMe y4yeOHOM JAMCIUIIMHBI MIPEToAaBaTellb MpeagaraeT o0yJaromuMcs epedeHb 3a4aHuil s
caMmocTosATeNIbHOM paboThl. CamocTosiTenbHas padoTra MO y4eOHOM JUCHUIUIMHE MOXKET
OCYILIECTBIIATBCSL B Pa3NUYHBIX (opMmax (Hampumep, IOATOTOBKA JOKJIAI0B; HAaIlMCaHUE
pedeparoB; myOaMKaus TE3UCOB; HAYYHBIX CTATEH; MOArOTOBKA U 3alllUTa MPOEKTA; APYTHE).

K BBINOJIHEHUIO 3alaHUil ISl CaMOCTOSITENIbHONW pabOThl MPEABSABISIOTCS CIEAYIOIINE
TpeOOBaHUS: 33aHUS JOJKHBI UCIIOMHATHCS CaMOCTOSTENBHO JIMOO TPYINION U NMpeACTaBIsAThCS
B YCTAQHOBJIEHHBI CpPOK, a TaKXe COOTBETCTBOBAaTh YCTAaHOBJIEHHBIM TpEOOBaHUSM 110
0hOpMIICHHUIO.

PerynsapHo pekoMeHayeTcss OTBOJUTH BpeMsl [UIsl IOBTOPEHUS MPONWIEHHOIO MaTepHalla,
MPOBEPSISl CBOU 3HAHMSI, YMEHMSI U HABBIKU IO KOHTPOJIbHBIM BOIIPOCAM.

Pe3ynbraToM caMOCTOATENBHOM pabOTHI JOKHO CTaTh (POPMHUPOBAHUE Y O0YUAIOIIETOCS
ONpeAeICHHbIX 3HAHUI, YMEHU, HABBIKOB, KOMIIETECHIIUH.

6. OCOBEHHOCTHU OPI'AHU3AIINU OBPA30OBATEJIBHOI'O
IMPOLECCA IJIA THBAJIMIOB U JIMLI C OT'PAHUYEHHBIMH
BO3MOXHOCTAMMU 310POBbSA

6.1. OOyueHre NHBATUAOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pOBbS (faniee —
oOyuyaromuecss ¢ OB3) ocymectBisiercs B cooTBeTcTBHUM ¢ DefepasbHbBIM 3aKOHOM OT
29.12.2012 Ne273 P® «O06 O6pazoBanuu B Poccuiickoit @eneparuny», [Ipukaz Munucrepcrsa
Haykd M BeIciiero oOpaszoBanust Poccuiickoit ®enepammu ot 24 mapta 2025 1. Ne266 «O6
yrBepkaeHuH Tlopsiika opraHu3alMd M OCYLIECTBICHMS OOpa30BaTEIbHOM IEATEIBHOCTH IO
JIOTIOJTHUTEIBHBIM MPO(ECCHOHANBHBIM MIPOrpaMMaM» M JIOKAJbHBIMU aKTaMHU Y HUBEPCHUTETA,
pErIaMeHTUPYIOLIUM BOIIPOCHI IOMOIHUTEIBHOTO IPOPECCHOHATIBHOIO 00pa30BaHMsL.



6.2. Ooyuatommecss ¢ OB3 wmoryr oOywyarbes mno /Il nHapaBHe ¢ napyrumu
00yJaroIuMHUCS.

6.3. IIpu mpoBeaeHnN y4eOHBIX 3aHATHI B OYHOW WMJIM OYHO-320YHOHM (opme 0OydeHus
s oOydarommxes ¢ OB3, obOecnieunBaeTcss TpW HAJIWYUK TEXHUYECKOM M (pUHAHCOBOM
BO3MOXKHOCTH O€CIPEITCTBEHHBIN a0cTyn oOyyaromuxcs ¢ OB3 B ayauTopuu, TyajleTHBIE U
Ipyrue MOMeIleHus, a TAK)Ke UX NMPeObIBaHUE B YKa3aHHBIX MIOMEIICHUSX.

6.4. CrnenuanbHble YCIOBHUSI TpeaocTaBisitorcs obOydaromumces ¢ OB3 Ha ocHoBaHHMH
3asBiieHus o npueme Ha ooydenue no I, conepxkaiee cBeaeHUs 0 HEOOXOAUMOCTH CO3/IaHUS
CHEIHMAJIbHBIX YCIOBUH B CBSI3U C €TI0 MHBAJIMAHOCTBHIO MM OIPAaHUYEHHBIMH BO3MO>KHOCTSIMHU
3I0pPOBbsI, a TaKXKe JOKYMEHTa, MOJATBEP)KIAOIIEr0 HWHBAIUAHOCTh WIM OrpaHUYCHHbIE
BO3MOXXHOCTH 3[I0POBbs, TPEOYIOIME CO3JaHMs YyKa3aHHbIX ycinoBwid. [Ipu oTCyTCTBHH B
MPEJICTABICHHBIX JOKYMEHTaX yKa3aHUsl Ha CO3JaHUE CHELHMAIbHBIX YCIOBUMN, TaHHBIE YCIOBHS
VYHuBepcurera He NpeOCTaBISIOTCS.
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