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1. IlepeyeHb IUIAHMPYEMBIX Pe3y/IbTATOB 00y4YeHMsI 110 TUCIUILUIMHE, COOTHECEHHBIX C
IUIAHUPYEeMbIMH pPe3yJIbTaTaMH OCBOeHMsI 00pa30BaTe/IbHOI POrPaMMbI

1.1 Jucrmmna b1.5.26 «OcHoBbI menonponsBoacTBay 00eCIeUNBAET OBIAAECHUE CIIELYFOLIUMHE

KOMITETEHITHSMU:
TaOma 1.
Kon HaumeHoBaHnue Kon HaumenoBaHnue 3Tamna
Komme KOMIeTEeHIHH 3TAana 0CBOEHUA OCBOEHHS KOMIIETEHIINH
TeHIH KOMMeTeHIHH
/|
OIIK-1 | Bnageane waBbikamu | OIIK - 1.2 nHa ounoii, | CnocobHOCT,  paboTath c
MOWCKa, aHalu3a | | 3a04HOUI dbopMax | TOKyMEHTaMHU UCTIOJIB3YS
MCITIOJIb30BAHUS oOyueHus BO3MOXHOCTH TEKCTOBOTO
HOPMAaTHUBHBIX " penakropa, BECTH
MPaBOBBIX 3¢ eKTHBHBIN MOUCK
JOKYMEHTOB B CBOECH uHpopmanuu B 0a3zax JaHHBIX U
npodeccruoHaIbHOI MPUMEHSTH HOpPMAaTUBHBIC
NEATEIIbHOCTH nokyMeHTHI (B T.4. [OCTsI)

OIIK 1.3 Ha 04HO-3a0YHOU

Cnocobnocts  pabotath ¢

¢bopme 0OyueHus JOKYMEHTaMH B HAy4HOH H
npodeccuoHanbHO I
NeSITeNbHOCTM  Ha  OCHOBE
MH(GOPMAIIMOHHOMN u
O6ubnmorpaduyeckoi KylnbTyphl.
OIIK - 1.1 na 3aouHoii | CnocobHOCT,  paboTath ¢
dopme oOy4yeHus C | JOKyMeHTaMu UCTIONB3YS
npumenenuem 20, JIOT BO3MOKHOCTH TEKCTOBOTO
penakropa
OIIK-6 | Cnocobnocts pemath | OIIK- 6.4 Ha ouHOM, 0OuHO- | CIOCOOHOCTH UCII0JIb30BATh

CTaHJapTHBIC 3aJa4H
npodeccruoHaIbHOI
JeATeIbHOCTH
OCHOBE
MHPOPMAIIMOHHON U
oubnmorpaduueckoi
KYJIBTYpPbI C
pUMEHEHHEM
UH(pOpPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTMH U C
y4eToM OCHOBHBIX
TpeboBaHuU
MH(pOPMAIIMOHHOM
0e30macHOCTH

Ha

3a04HOM, 3a04HOH (hopmax
oOyueHus

OIIK- 6.3 nHa 3a0u4HOU C
npumenenuem 20, J1OT
dbopme oOyueHus

CHpaBO‘lHO-HH(bOpMaL[I/IOHHBIe u
CIIPAaBOYHO-IIPABOBLIC CHUCTCMbI

JUIi  TIOMCKa M aHajM3a
HE00X0IUMOM uHpOpMALIUU
npu pelIeHnn
npo(eccHoOHaTbHBIX 3ajad,
UCIOJIb30BaTh OCHOBHBIE
NPUHLUIIBI OpraHu3aluu
JeTI0TIPOU3BOICTBA u
JTOKYMEHT0000poTa B
OpraHu3alusx  BCeX  BHUJOB
COOCTBEHHOCTH, TaKXKe METOJIOB
JeTI0TIPOU3BOICTBA.

Cnoco6HOCTh UCMOJIb30BaTh

CIpaBOYHO-UH(OPMAIIMOHHBIE U
CIPaBOYHO-IIPABOBHIE CHUCTEMBI

U1 IIOMCKa W aHaju3a
HEe00X0IUMOHI nHpopmanuu
npu pelIeHun
podeccrnoHaTbHBIX 3aj1ad,
HCIIOJIb30BaTh OCHOBHBIE
TIPUHITUITBI OpraHHu3aIuH
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JIeTIOTIPOU3BOICTBA u
JOKYMEHTO000poTa B
opraHusanuax BCEX BHUI0B
COOCTBEHHOCTH, TaK)KE€ METOJIOB
JICTIOTIPOU3BOICTBA

1.2 B pe3ynbTare 0CBOCHHS AUCUUIUIMHBI Y CTYACHTOB JIOJKHBI OBITH CHOPMUPOBAHBL:

Tabnuna 2.
OTO/TD Koa s3tana ocBoennst Pe3yabTaTnl 00y4yeHust
KOMIIeTeHIUH
OIIK - 1.2 Ha OuYHOW, [Ha ypOBHE 3HAHHUI:
3a04HOMI ¢dopmax — OCHOBBI MHGPOPMALMOHHON U OHOIHOTpadruecKol
o0y4yeHus KYJIbTYPBI;

OIIK 1.3 Ha 04HO-3a04YHOH
dbopme oOyueHus

— OCHOBHBIE HOPMATHBHO-TIPABOBBIC JIOKYMEHTHI B
chepe OENOMPOM3BOJACTBA, TEXHOJIOTHH 00paboTKH
YIIPABJICHUYECKUX JOKYMEHTOB;

Ha YPOBHE YMECHUN:

-aHAJIM3UPOBAThH oubnuorpaduyeckuit Y
H(OPMAIIMOHHBIH MaTepuall, UCHIOJb3YS]
H(pOPMALIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

— TNPUMEHSTh HOPMATHUBHBIE JOKYMEHTH (B T.U.
['OCTe) B HayyHod W  mpo¢ecCHOHATHHOH
NEeATeIbHOCTY Ha  OCHOBE  HMH(POPMAIMOHHOW U
OoubnmorpadguuecKon KylIbTyphbl;

— OpPHUEHTHUPOBATHCSI B CHUCTEME 3aKOHO/ATENIbCTBA U
HOPMATHBHBIX IPABOBBIX AaKTOB, PETIAMEHTHPYIOLIUX
chepy IETONPOU3BOJCTBA, IMPUMEHATh IOJYYCHHBIE
3HAHUS B pabOTe C JOKYMEHTaMU;

—Ha YPOBHE HABBIKOB:

- aHaJIMn3 podeccuoHaTbHO-TIPAKTHUECKON
NEeATeNbHOCTH PabOThl C HCIOJIb30BAHUEM OCHOBHBIX
TpeOoBaHM  MH(POPMALMOHHOM  OE30MaCHOCTH ¢
NpUMEHEHHEM HH(OPMAIMOHHO-KOMMYHUKAIIMOHHBIX]
TEXHOJIOTHI;

— TOUCK, aHAJM3 M MCIOJB30BaHHE HOPMATHBHBIX U
PaBOBBIX  JOKYMEHTOB B  Mpo(ecCHOHATHHOH
NesaTeIbHOCTH;

METOABl M HWHCTPYMEHTHI CO3JaHHs  JIOKaIbHBIX
HOPMaTHUBHBIX JTOKYyMEHTOB.

Ha YPOBHE 3HAHUU:

OCHOBHBIX TpeOoBaHUI UH(POPMALMOHHON
0€30MaCHOCTH TPU PeIIeHUH 3a7a4 MpodecCHOHATbHOM
NesaTeIbHOCTH;

Ha YPOBHE YMEHUN:

— OpPHUECHTHUPOBATHCSI B CHUCTEME 3aKOHOJATENLCTBA U
HOPMATHBHBIX IIPABOBBIX AaKTOB, PETJIAMEHTHPYIOUIHX
cepy IETONPOU3BOJCTBA, IPUMEHATh IOJyYCHHBIE
3HAaHUS B pabOTe C JOKYMEHTaMU;
KOMMYHHUKAIIHOHHBIC TEXHOJIOTUH;
Ha YPOBHE HABBIKOB:

— TOUCK, aHAJIM3 M MCIOJB30BaHME HOPMATHBHBIX U
[PaBOBBIX  JOKYMEHTOB B  Mpo(ecCHOHATHHOMH
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OT®/TP Kon 3Tana ocBoenus PesyabTaTsl 00yyeHus

KOMIETEHIHH
e TeIbHOCTH;
OIIK — 1.1 Ha 3ao4HO} [Ha ypOBHE 3HAHUI:
dopme oOy4eHus ¢ [-ocHoB MH(POPMAIMOHHO-KOMMYHUKAITHOHHBIX]

npumenennem D0, JIOT  [rexHosoruii;

Ha YPOBHE YMEHUN:

-aHAJIM3UPOBAThH oubnuorpaduyeckuit y
1H(OpMAaIOHHBIHI Marepua, UCTIOJB3YS]
H(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

Ha YPOBHE HABBIKOB:

-aHaIN3 npodeccuoHaNIbHO-IPAKTHIECKOH
NEeATeIbHOCTH PabOThl C HCIOJIb30BAHUEM OCHOBHBIX
TpeOoBaHMN  MHPOPMALMOHHOW  OE30MacHOCTH ¢
MpUMEHEHHEM HH(OPMAIIMOHHO-KOMMYHUKALMOHHBIX

TEXHOJIOTHI;

Ha YPOBHE 3HAHUN:

— OCHOB MH()OPMAIIMOHHO-KOMMYHUKAITMOHHBIX]
TEXHOJIOTHI

— ['OCToB, ompenensonme oOumme TpeOOBaHUSA H
[paBUjla COCTABICHHUA OHOIMOTPAPUUECKUX CCBUIOK,
O6ubnuorpadguuecKoro OnMcaHus, CTPYKTypy U MpaBHiIa)

oopMIICHHSI TMCEMEHHOU PabOTHI.
OIIK- 6.4 Ha 04HOM, OYHO- |3 ypOBHE YMEHHMIA:

3209HOM, 3a049HON (POPMAX | camMOCTOATENBHO HPUMEHATh HH(OPMAIHOHHEIC
o0yueHHs TEXHOJIOTUH B NMPO(ECCHOHAIBLHON ACATEIbHOCTH;
OIIK- 6.3 Ha 3a304HOH C |- odopMIATH NOKYMEHTALHMIO B COOTBETCTBHH
npumenenueM 30, JIOT |gopmarusroit 6a30ii, HCIONB3YS HHPOPMAIHOHHbIE
opme 0OydeHns TEXHOJIOTUU U CPEICTBA OPITEXHUKH;
— pa3pabaThIBaTh CTPATETUIO U BECTH PE3yIbTaTUBHBIH
MOMCK HY)XKHON MH(OpMaIM B 3JIEKTPOHHBIX pecypcax
OHOIMOTEKH;

Ha YPOBHE HABBIKOB:
— aHaiIm3a npodeccnoHaNTbHO-IPAKTHIECKOH
NEeATeNbHOCTH PabOThl C HCIOJIb30BAHUEM OCHOBHBIX
TpeOoBaHMN  MHPOPMALMOHHOW  OE30MacHOCTH ¢
NpUMEHEHHEM HH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX]
TEXHOJIOTHI;
—MH()OPMAMOHHO-KOMMYHHKAIIHOHHBIMHU
TEXHOJIOTUSIMH C Y4YeTOM OCHOBHBIX TpeOOBaHUY
MH(GOPMAIIMOHHOM 0€301MacHOCTH;

—  HaBBIKAaMU  o0ecmeueHuss  WHGOPMAIMOHHOI
0€30MaCHOCTH B OpraHU3allH;

2. O0beM 1 MecTO TMCHUILINHBI B cTpykType OI BO
O0bem 1M CHMIIIMHBI
OO11ast TPyI0EeMKOCTh TUCIUILIAHBI - 3 3a4E€THBIC SIMHHULIBL.
Jucuuminuza b1.5.26 «OcHoBbl nenonpounsBoAcTBay usydaercs ucnumimnHa «OCHOBBI
JETIOTIPOU3BOICTBAY» U3YUACTCS:
- CTyZIeHTaMH 04HOM (hopMbI 00yUeHHUsI Ha TpeTheM Kypce (6 cemecTp);
- CTYZIEHTaMH OYHO-3a04HOM (hopMbI 00yUeHHUsI Ha YeTBEPTOM Kypce (7 cemectp);



— CTYZIEHTaMH 3a049HOH (popMBI 00yUeHHS HA TPETHEM KypCe;

ouyHasi (popma o0yueHust:

Ha KOHTAaKkTHYIO palOOTy CTyIEHTOB C IpernojaBaTeneM BbiieneHo 34 uac (18 wac. —
nekiui, 16 yac. — mpakTUYecKuX 3aHsATUH) U 47 dac, Ha CaMOCTOSTEIbHYI paboTy
oOyuaromuxcs.

04HO-3204Hasi (hopma o0ydeHus:

Ha KOHTAaKkTHYIO palOOoTy CTyIEHTOB C mpernojaBaTeneM BbiieneHo 20 ugac (10 wac. —
nekiui, 10 wac. — mpakTHYECKUX 3aHATHI) W 61 4. Ha CaMOCTOSTENbHYIHO paboTy
oOyuarommxcs.

3a04Hasi popma 00yueHHs:

Ha KOHTaKTHYIO palOOTy CTYAEHTOB C mpenojaBaresneM BbineneHo 10 uac (4 uac. —
JeKIUH, 6 9ac. — MPaKTUIECKUX 3aHATUI) U 89 yac Ha caMOCTOSATEIbHYIO PA0OTY OOYUaOITXCS.

3a04Hasi opMa 00yueHus ¢ npumenenuem 30, 10OT:

Ha KOHTaKTHYI0 palOOTy CTYAEHTOB C mpenojaBaresneM BbineneHo 10 uac (4 uac. —
JIEKIUH, 6 9ac. — MPaKTUIECKUX 3aHATUI) U 89 yac Ha caMOCTOSATEIbHYIO PA0OTY OOYUAIOITUXCS.

®opmMoil MPOMEKYTOUHOM aTTECTAlMH B COOTBETCTBUU C Y4eOHBIM IUIAHOM YCTaHOBIICH
9K3aMEH.

MecTOo AUCHUILIMHBI

Jucimvza 51.5.26 «OcHOBBI A€ONPOU3BO/ICTBAY PEATU3YETCA IOCIIE U3YUEHUS!: JUCLUILIINH!
Beenenue B mpodeccuonanpayo nestenbHOCTh (b1.6.14), MHbopMalimoHHble TEXHOJIOTHH B
ynpasinennu (b1.5.15), Ocnossl ipaBa (b1.b.11), Koncturynuonnoe npaso (b1.5.19).
JIMCUMIUINHBIL, KOTOPBIE pEalIn3yloTcs Mociae u3ydeHus «OCHOBBI JENONPOU3BOACTBA:
3emensHoe npaso (b1.B.0O/1.13), Hanoru u Hanoroo6noxenue (b1.B.0O/1.14).

3. ConepsxaHue ¥ CTPYKTYPA THCIHUILIMHBI

Tabmma 3.
Ne n/m HaumenoBanne O0beM THCHUIINHBI, Yac. ®opma
TeM, Bcer | KontakTHas pabora | CP TeKyliero
Moy.ieii 0 o0yuaromerocs c KOHTpOJs',
npenoaaBarejieM M0 BHAAM MPOMEKYTOYHOI
Y4eOHBIX 3aHSITHH arTecTaluu
n/3o, | np/ | m3/s0 | KCP
gor’ | %0 | mor’
JOT
3
Ounas gpopma 0byuenus
Mopnyab | Teoperudeckue 38 10 8 20
1 OCHOBBI
AeJIONPON3BOJCTBA
Tema 1.1 | Ucropus  passutus | 4,5 1 0,5 3 O
JeTONPOU3BOACTBA.
OBononus
¢dbopmysipa
yIIPaBIICHYECKOT O
JOKYMEHTa
Tema 1.2. | CoBpemeHHOE 5 1 1 3 0)
3aKOHOJATEIIbHOE U
HOPMAaTHUBHO-
METOIUYECKOE

! Tunosbie ¢dopmer Tekymero koutpoist: Onpoc (O), Tectsr (T),Kontponsnas pabdora (KP), mpaktiuueckoe 3ananue
(I13), anexrponnsiit cemunap (IC), nmuceMeHHoe KOHTponbHOe 3a1anue (I1K3)
2Mpu NPUMEHEHUM 3NIEKTPOHHOTO 06YYeHUsl, AUCTaHLMOHHBIX 06pa30BaTeNbHbIX TEXHONOTMI B COOTBETCTBUU C
y4ebHbIM NAaHOM
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obecrnieueHue B
chepe JOV.
WNudopmarronHas
0€30MMacHOCTh

Tema 1.3.

Cranpmaptuzauus
yHHQUKAIISL
JOKYMEHTOB.
MexayHapoaHbie
CTaHIapTBHI.
ONeKTPOHHBII
JOKYMEHT.

3,5

0,5

Tema 1.4.

CsaoiicTBa u
MPU3HAKH
JOKYMEHTOB.
CriocoObl 1 cpencTBa
JTOKYMEHTHPOBAHHS

113

Tema 1.5.

OO6mas
XapaKTepUCTHKA
JIOKYMEHTOB,
npaBuia ux
COCTaBJICHUS u
oopmieHus

113

Tema 1.6.

Dopmyisp
JOKyMEHTa. bnaHku
CITyKEOHBIX
JOKYMEHTOB.

113

Tema 1.7.

Ocobennoctu
oopmieHuS
OpraHU3alMOHHBIX,
pacnopsaUTENbHBIX,
WHPOPMAIMOHHO -
CIIPaBOYHBIX
JOKYMEHTOB

12

113

Moayas

OcHOBBI
OPraHu3anuoOHHOI
padoThI c
JOKYMEHTAMM

33

17

Tema 2.1

Odopmenue
JOKYMEHTOB o
JBHIKCHHIO KaIpOB.

113

Tema 2.2.

Odopmiienue u
BEJICHHUE JINYHBIX JICT
PabOTHUKOB
OpraHu3allvy.

113

Tema 2.3.

Opranuzanus
paboTsl c
oOpaieHus MU
rpaXkJaH.

Tema 2.4.

[Tonsarue u
OpraHu3anus
JOKYMEHTO000pOTA.
Cnyx06a J10Y.

Tema 2.5.

Opranuzanus
KOHTPOJIS
HUCIOIHEHUS




JOKYMEHTOB.
OkcriepTusa
LIEHHOCTH
JOKYMEHTOB.
DopMUpOBaHUE JEIL.

Tema 2.6.

Homenknatypa gen.
[loaroroBka nen
ApXUBHOMY
XpaHEHHIO.

Brinonnenue

paboThl

KOHTPOJIbHOU

KonTponpHas
pabora

HpOMC)KYTO‘lHaﬂ aTTeCTaluAa

27

27

DK3aMeH

Bcero

108

18

16

27

47

AK.4

3.e.

13,5

12

20,25

35,25

Ac.a

Tabmumna 4

Ouno - 3a0unas hopma 0b6yueHus

Moayas
1

Teopernueckue
OCHOBBI
JeJIONPOU3BOACTBA

36

5

5

26

Tema 1.1

Hcropus pa3BHUTHS
JEIONPOM3BOICTBA.
OBononus

dopmysipa
YIIPaBJIEHYECKOTO
JOKYMEHTa

0,5

0,5

Tema 1.2.

CoBpemeHHoe
3aKOHOJATEIbHOE U
HOPMAaTHBHO-
METOIUUECKOC
obecrnieueHue B
chepe JOV.
Nudopmanmonnas
0€30MacHOCTh

0,5

0,5

Tema 1.3.

Cranpaptuzanus u
yYHHQUKAITISL
JOKYMEHTOB.
MexayHapoaHbie
CTaHIAPTBHI.
ONeKTPOHHBII
JOKYMEHT.

0,5

0,5

Tema 1.4.

CBolicTBa U IPU3HAKU
JOKYMEHTOB.
CrocoObl M cpencTsa
JOKyMEHTHPOBaHUS

0,5

0,5

113

Tema 1.5.

Oo6mas
XapaKTepUCTHKA
JOKYMEHTOB, TIpaBHJia
WX  COCTaBJICHHS U
oopmeHusS




Tema 1.6. | ®opmymsp 7 1 1 5 O
JOKyMeHTa.  bianku 113
CITyKEOHBIX T
JIOKYMEHTOB.

Tema 1.7. | OcobenHocTH 8 1 1 6 @)
ohopmiieHUs 113
OpraHU3alMOHHBIX,
pacnopsauTeNbHbIX,

WH(POPMALTUOHHO -
CTIPaBOYHBIX
JOKYMEHTOB

Monyas | OcHOBBI 35 5 5 25

2 OPraHu3aluOHHOI
padoThI ¢
AOKYMEHTAMH

Tema 2.1 | Odopmienue 6 1 1 4 O
JOKYMEHTOB o 113
JBIKEHHIO KaJpOB.

Tema 2.2. | Odopmienue u 6 1 1 4 O
Be€JCHUE JHMYHBIX Oei 113
PabGOTHHKOB
OpraHU3allHy.

Tema 2.3. | Opranuzauusi padOTHI 5 0.5 0,5 4 O
c oOpareHusIMHI 113
rpaxaH.

Tema 2.4. | Ilonarue " 5 0,5 0,5 4 O
OpraHu3anus 113
JIOKYMEHTO000pOoTa.

Cnyx06a J10Y.

Tema 2.5. | Opranusanug 6 1 1 4 O
KOHTPOJISL UCIIOJTHEHUS I13
JOKYMEHTOB.

OkcnepT3a IEHHOCTH
JOKYMEHTOB.
DopMUpOBaHUE JEIL.

Tema 2.6. | Homenknatypa  gem. 7 1 1 5 O
IlonroroBka gen1 K 113
apXUBHOMY
XpaHEHHUIO.

Brinonnenue KOHTPOJIBHOU KonTponwsHas pabora

paboTs

[IpomexxyTouHas aTTectaius 27 27 DK3aMeH

Bcero 108 | 10 10 27 61 Ax.4

3 3.e.
81 7,5 7,5 | 20,25 | 50,25 Ac.u
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Tabauua 5

3aounas ¢o,

Ma 00yuenus

Moayas
1

Teopernueckue
OCHOBBI
JeJIONPOU3BOACTBA

48

1

2

45

Tema 1.1

HWcropus pa3BHUTHS
JeITONPOM3BOICTBA.
OBononus

dbopmyisipa
YIPaBJICHYECKOrO
JOKYMEHT2

Tema 1.2.

CoBpemeHHoe
3aKOHOJATEIbHOE U
HOPMAaTHBHO-
METOIUUECKOC
obecrnieueHue B
chepe JOV.
WNudopmanmronnas
0€30MMacHOCTh

Tema 1.3.

Cranmaptuzanus u
yHHQUKAIISL
JOKYMEHTOB.
MexayHapoaHbie
CTaHIaPTBHI.
ONeKTPOHHBII
JOKYMEHT.

Tema 1.4.

CBolicTBa M IPHU3HAKU
JOKYMEHTOB.
CrocoObl U cpencTsa
JOKyMEHTHPOBaHUS

Tema 1.5.

Oo6mas
XapaKTePUCTHKA
JOKYMEHTOB, TIpaBHJia
WX  COCTAaBJICHHUS U
oopmeHusS

Tema 1.6.

Dopmyisip

JOKyMEeHTa.  bianku
CITyKEOHBIX
JOKYMEHTOB.

Tema 1.7.

OcobeHnoctu
oopmieHuS
OpraHM3alMOHHBIX,
pacnopsUTENbHBIX,
WH(POPMALTUOHHO -
CIIPaBOYHBIX
JOKYMEHTOB

16

16

Monyas

OcHoOBBI
OPraHu3aluOHHON
padoThI ¢
JOKYMEHTAMH

51

44

Tema 2.1

Odopmnenue
JOKYMEHTOB o

11



JBIKEHUIO KaJIpOB.

Tema 2.2.

Odopmiienue u
BEICHHE JMYHBIX JEN
PaGOTHUKOB
OpraHu3allvy.

Tema 2.3.

Opranu3anusi padoThI
c oOpaleHUsIMH
rpakJaH.

Tema 2.4.

[Tonsarue "
OpraHu3anus
JOKYMEHTO000pOTA.
Cnyx06a J10Y.

Tema 2.5.

Opranuzanus
KOHTPOJISI MCITOTHEHUS
JOKYMEHTOB.
OkcrepTr3a LEHHOCTH
JOKYMEHTOB.
dopMupoBaHUE JIEN.

Tema 2.6.

Homenknarypa  nmen.
IlonroroBka nmen k
apXUBHOMY
XPAaHECHHUIO.

Brinonnenue

paboThl

KOHTPOJIBbHOU

KonTponpHas
pabora

HpOMC)KyTO‘lHaﬂ aTTeCTalusa

DK3aMeH

Bcero:

108

89

AK.4

3

3.e.

81

4,5

6,75

66,75

Ac.a

Tabnuua 6

3aounas ¢o,

ma 0oyuenus ¢ npumenenuem 20, JJOT

Monyas
1

Teopernueckue
OCHOBBI
JeJIONPOU3BOACTBA

48

1

2

45

9C

Tema 1.1

HUcropus pa3BHUTHS
JeITONPOM3BOICTBA.
OBononus

dbopmyisipa
YIPaBJICHYECKOrO
JOKYMEHTa

Tema 1.2.

CoBpemenHoe
3aKOHOJATEIbHOE U
HOPMAaTHBHO-
METOIUUECKOC
obecrnieueHue B
chepe JOV.
Nudopmanronnas
0€30MMacHOCTh
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Tema 1.3.

Cranpaptuzanus u
yHHQUKAIISL
JOKYMEHTOB.
MexayHapoaHbie
CTaHIapTBHI.
ONeKTPOHHBII
JOKYMEHT.

Tema 1.4.

CBolicTBa M IPHU3HAKH
JOKYMEHTOB.
CrocoObl M cpencTsa
JOKyMEHTHPOBaHUS

Tema 1.5.

Oo6mas
XapaKTepUCTHKA
JOKYMEHTOB, TIpaBHJia
WX  COCTaBJICHHS U
oopmieHusS

Tema 1.6.

Dopmyisip
JOKYMEHTA.
CITyKEOHBIX
JJOKYMEHTOB.

bianku

Tema 1.7.

OcobenHocTu
oopmieHuS
OpraHU3alMOHHBIX,
pacnopsaUTENbHBIX,
WH(POPMALTUOHHO -
CIIPaBOYHBIX
JOKYMEHTOB

16

16

Monyas

OcHOBBI
OPraHu3anuoOHHOI
padoThI ¢
JOKYMEHTAMM

51

44

9C

Tema 2.1

Odopmienune
JTOKYMEHTOB o
JBHKCHHIO KapOB.

Tema 2.2.

Odopmiienue u
BEICHHE JIMYHBIX e
PabGOTHUKOB
OpraHu3allvy.

Tema 2.3.

Opranuzanus padoThI
c o0palIeHUsIMH
rpaKJaH.

Tema 2.4.

[Tonsarue "
OpraHu3anus
JOKYMEHTO000pOTA.
Cnyx06a J10Y.

Tema 2.5.

Opranuzanus
KOHTPOJISI MCIIOTHEHUS
JOKYMEHTOB.
OkcrnepTr3a LIEHHOCTH
JOKYMEHTOB.
dopMHpOBaHUE JIEN.
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Tema 2.6. | Homenknatypa  gem. 9 1 1 7
[logroroBka gen K

apXUBHOMY
XpaHEHHUIO.
Boinonnenue [1K3 [IK3
[IpomexxyTouHas aTTecTaius 9 9 DK3aMeH
Bcero: 108 4 6 9 89 Ax.4
3 3.e.
81 3 4,5 | 6,75 | 66,75 Ac.u

Conepmaﬂue JUCHHUIIJIMHBI
Mooyns 1. TeopeTnuecKkue OCHOBBI /1€JI0NPOU3BO/ICTBA
Tema 1.1. Hcmopusa pazeumus 0e10npou3eo00cmea. I60a104uUs Gopmynapa ynpasieH4ecko2o
00OKymenma.
Hcrtopust pa3BUTHSL CHCTEMBl TOCYJapCTBEHHOI'O [JeNONpou3BojAcTBa B Poccun. DBomronus
OTJIENIbHBIX BUJIOB JOKYMEHTOB M JJOKYMEHTUPOBAHUS YIIPaBICHYECKOH 1A TEIbHOCTH.
Tema 1.2. Cogépemennoe 3aKkoH00amenvHoOe U HOPMAMUBHO-MEMOOUYECcKoe obecneuenue 6
chepe NOY. Hnugpopmayuonnaa é6ezonacnocmso
[IpaBoBO€ peryaupoBaHue AeI0Npou3BoACTBa. OCHOBHBIE 3aKOHBI U HOPMAaTHUBHBIE JOKYMEHTHI,
peryaupylomue  BOMPOCH  JIEJIONPOU3BOICTBA. Opranuzamuss  KOH(pHICHIHUATBHOTO
JIeTIOTIPOU3BOICTB B OPraHU3aLIUH.
Tema 1.3. Cmanoapmu3zayua u ynuguxayua 0okymenmos. Medxcoynapoonvie cmanoapmaol.
DnekmpoHHbLl 0OKYMEHm.
[Tonstne yHuUUKAIMU U CTaHAAPTH3AIMM JOKYMEHTOB. YHU(DUIHUPOBAHHAA CHUCTEMa
OopraHmu3aloHHo-pacnopsauTensHoii nokymentanuu (YCOPJI). TOCT P 7.0.97-2016
AnbOoM  yHUGHUUMPOBAHHBIX (OPM  JTOKYMEHTOB, Tabenb YHU(DUIUPOBAHHBIX (GOPM
JOKYMEHTOB. MeX1yHapoJHble CTaHIapThl B 001acTH pabOThl C TOKYMEHTaMU U 0COOEHHOCTH
uxX npuMmeHeHuss B Poccuu. DNEKTpOHHBIM JOKYMEHT - akTyaslbHas (opMa CyIIECTBOBaHMS
uHpOpMalUH.
Tema 1.4. Ceoiicmea u npuznaku 0okKymenmos. Cnocoodvl u cpeocmea 0OKyMeHmMuposaHus.
Knaccudukanus 10KyMEHTOB 1O IMpU3HAaKaM, (YHKIMU JOKYMEHTOB. OnpeneneHue, CBOWCTBa,
NPU3HAKU JIOKYMEHTa, KiaccupUKaius JTOKyMeHTOB. MH(popmalnMoHHas MpUpoja TOKYMEHTa,
cBoiicTBa M (pyHKIMH AOKyMeHTa. OOmue U cnenuanbHble QYHKIMHA JOKYMEHTOB. CHCTEMBI
JIOKYMEHTALUH.
Tema 1.5. Obuiaa xapakmepucmurka 0OKyMeHmM 06, NPAGUIA UX COCIMABIEHUA U OPOPMIeHUA
I'OCT P 7.0.97-2016«YHuduuupoBaHHas CHCTEMa OpraHU3alOHHO-PACHOPSAUTEIBHON
nokyMeHTanuu. TpeboBaHus K 0pOPMICHHIO TOKYMEHTOBY. [ToHSATHE «peKBU3UTY». PEeKBU3UTHI,
peraaMeHTHpyeMble  TOCYIapCTBEHHBIM  CTaHAApTOM. [locTossHHBIE U  TEpPEMEHHBIE,
00s13aTeNbHBIE U JOTOJHUTEIbHBIC PEKBU3UTHL.
Tema 1.6. @opmynap ookymenma. bnanku ciysyicednvix 00KymMeHmos
[Tonste «popmynsap mokymeHta». OcoOeHHOCTH (GOPMYISIPOB JOKYMEHTOB, MOJIY4E€HHBIX
pa3nuuHbIMU croco0amMu  JAoKymeHTUpoBaHus. Dopmynsip — obpasen. Ponp Onanka B
odopmiennu nokymeHnTta. CoctaB OiaHKa, MOPSAIOK PACIOJIOKEHUS PEKBU3UTOB B OnaHke. Busl
OnaHkoB. braHky ¢ YTTIOBBIM M TPOAOJIBHBIM PACTIONIOKEHHEM PEKBU3UTOB. ['epOoBbIe OIaHKu.
Tema 1.7. Ocobennocmu  oopmnenus  OpeaAHU3AUUOHHBIX,  PACHOPAOUM EIbHBIX,
UHDOPMAYUOHHO-CRPABOUHBIX 0OKYMEHMO0B.
CocTaB 1 Ha3HaYEHUE OPraHU3AIMOHHBIX, PACIIOPSIUTENBHBIX, HH(POPMAIIHOHHO-CIIPABOYHBIX
TOoKyMeHTOB. CocTaB peKBU3UTOB, OCOOCHHOCTH U MOPSJIOK OPOPMIIEHUST JTOKYMEHTOB.
Moayab 2. OCHOBBI OPraHU3AMUOHHOMH PA0OTHI C JIOKYMEHTAMU
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Tema 2.1. Ohopmnenue 00Kymenmos no 08UIHCEHUI) KAopos

3amauyn yrnpaBieHHS, pellaeMble MpPU TOMOIIM KaJPOBBIX TOKYMEHTOB (IOKyMEHTHPOBAHUE
TPYAOBBIX NpaBoOTHOIIEHUH). COCTaB JOKYMEHTOB, O(OpMISIEeMbIX B KaJIpOBOW CiryxOe.
[Topsimok odopmileHHs U COCTaB JOKYMEHTOB NpH NpHEME, YBOJIBHEHHH, NIEPEBOJIC Ha JIPYTYIO
paboTy, MOOHIPEHUH, TUCIUTUTMHAPHBIX B3BICKAHUH, MMPEIOCTABICHHUE OTITYCKA.

Tema 2.2. Opopmnenue u eedenue TUYHBIX 0esl pADOMHUKOB OP2AHUZAUUU.

OcHoBHbIE TpeOoBaHMs K (POPMUPOBAHHUIO W COCTaBY NUYHBIX Jein. CocTaB JMYHBIX JIeTL.
KoHnpuneHImanbHOCTh epCOHATBHBIX JaHHBIX pA0OTHHUKOB

Tema 2.3. Opzanuzayus padbomel ¢ 00paweHuUAMU PANHCOAH.

OcHOBHBIE BBl OOpallleHUi: MpenIokKeHne, 3asBieHus, xanoba. HopmaTuBHbIE JOKYMEHTHI,
perynupyomue paboTy ¢ oOpaleHusIMH rpaxkaad. JIMUHbI npueM rpaxkaad B OpraHu3aIim.
Tema 2.4. Ilonamue u opzanuzayusn 0okymenmoooopoma. Cnyxncoa /[10Y.
HopmaTuBHO-TIpaBoBOE peryinupoBaHue mpolecca HoKyMeHTooOopora. [lopsmok oOpaboTku
BXOJIAIINX, HCXOMSAIIUX, BHYTPEHHHUX JOKYMEHTOB Perucrpaiuss ¥ KOHTPOJb HCIIOJHEHUS
nokymeHToB. MH(DopmanroHHast 6€30macHOCTh

CoBpeMeHHbIE Opranu3anroHHbie Hopmbl ciyxob1 JJOVY.

Tema 2.5. Opeanuzauyus KOHMPONA UCHOIHEHUA OOKYMEHMO8. JKcnepmu3a yeHHOCmu
00Kymenmoe. @opmuposanue oe.

TexHonornueckoe oOecredyeHne KOHTPOIS UCTIOJIHEHUS TOKYMEHTOB, IOCTAaHOBKA Ha KOHTPOJIb
[Tonatue «dKcmepTU3a UEHHOCTH». OpraHuzanus HKCHEPTH3bl IEHHOCTU JIOKYMEHTOB,
DKcnepTHbIe KOMUCCUU OpraHU3alui.

Tema 2.6. Homenknamypa oen. Iloozomoexa den k apxuenomy xpanenuio. CucreMaTusanus
JOKYMEHTOB (COCTaBJICHUE HOMEHKIIATYPbI JIeI).

XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/ieleHusx opranuzanuu. OTBETCTBEHHOCTH 3a
COXpPAaHHOCTh JIOKyMEHTOB. Ha3HaueHHe M HCHOJIb30BaHUE TEepeuHed B KaueCTBE OCHOBHBIX
MCTOYHHUKOB 10 YCTAHOBJIEHUS CPOKOB XpaHEHHUSI.

4.  MarepuaJbl TeKylIero KOHTPOJIS YCIIeBaeMOCTH 00y4aroiuxcs U GOH/I OLIEHOYHbIX
CPEICTB MPOMEKYTOYHOM ATTeCTAIIMH 110 IMCHHILIMHE

4.1. ®opMbl MW MeTOAbl TEKYIIEr0 KOHTPOJISI YCIHEBAEMOCTH M INPOMEKYTOYHOM
arTecTanuu

4.1.1.B xonme peamu3zauuu AUCUMIIINHBI «OCHOBBI JI€NOIPOU3BOJCTBA» HCIOJIB3YIOTCS
CIICAYIOIINE METO bl TEKYILET0 KOHTPOJISI YCIIEBAEMOCTH 00YUaIOIINXCSL:

TaGmia 7
MeToabl TEKYLIEro KOHTPOJISL U1l OYHOM, 0YHO-3204HO. 3204HON hopM 00yueHUs
Tema (pa3nein) MeToabl TEKYyLIEro KOHTPOJIS
yCIEeBAeMOCTH
Pasnea 1 | Teopernueckue 0CHOBBI 1€JI0NIPOM3BOACTBA
Hcropuss passutus nenomnpousBojcTsa. | Ompoc
Tema 1.1 | OBomouust (opmynsgpa yrnpaBIeHUIECKOTO
JOKYMEHTa
CoBpemenHoe 3aKOHOJATEIBHOE u | Onpoc
HOPMaTUBHO-METOIUUECKOE OOecredeHne
Tema 1.2
B coepe JOVY. Hudopmaunonsas
0€301acCHOCTb
Crangaptuzanus u yau¢ukanus | Onpoc, npakTUYecKue 3aJaHus
Tema 1.3 | TOKyMEHTOB. MexnyHapoaHbie
CTaHJAPThl. DIEKTPOHHBIN JOKYMEHT
Tema 1.4 CpolicTBa M TpU3HAKU JAOKYMEHTOB. | Onpoc, IpaKTHUYECKHUE 3a1aHus
Cnioco0bl 1 CpeaicTBAa JOKYMEHTUPOBAHHS
Tema 1.5 | OOmas  xapakTepucTHKa JOKyMEHTOB, | Onpoc, NpakTHUECKUe 3aJaHus
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Tema (pa3men)

MeToabl TEKYIIEro KOHTPOJIsA
YCneBaeMoOCTH

MpaBHJIA UX COCTABJICHUS M 0(OPMIICHUS

Tema 1.6 Dopmyitsap JIOKYMEHTA. bnanku | Onpoc, npakTU4ecKue 3a/1aHus, TECThI
" | cnyXeOHBIX TJOKYMEHTOB
Ocob6ennoctu odopmienus | Onpoc, MPaKTUYECKHE 3aJaHHs
OpPTaHU3AIMOHHBIX,  PACIOPAIUTEIbHBIX,
Tema 1.7 | nHPOPMAITMOHHO-CIIPABOYHBIX
JTOKYMEHTOB.
Pa3nen 2 | OcHOBBI OpraHU3aMOHHON PaObOTHI C JOKYMEHTAaMHU
Odopmiienne HOKyMEHTOB MO JBIKeHUIO | Ompoc, IpaKTUYeCKue 3aJaHus
Tema 2.1 | kanpos
Tema 2.2 Odopmiienne u BeneHue JuYHBIX JAed | Ompoc, IpakTUYeCKue 3aJaHus
"™ | paOOTHHKOB OpraHU3alUH
Tema 2.3 Opranmszanus paboTel ¢ oOpameHussMu | Onpoc, MPaKTUYECKHUE 3aJaHHs
’ rpakJIaH
[Tonsatue u opranuzauus | Onpoc, MpakTHYECKUE 3aaHUS
Tema 2.4 | nokymernToo6opora. Cnyx0ba JIOY.
Opranmzanus  KOHTpoJisi  ucnoiHeHus | Ompoc, NpakTU4ecKue 3aJaHus
Tema 2.5 | AOKYMCHTOB. Okcneptuza  IEHHOCTH
| noxymeHToB. ®OpMUpPOBAHUE JIEIT.
Homenknatypa nen. IloarotoBka aen k | Ompoc, mpakTU4ecKue 3aaHusl,
apxXvBHOMY XpaHeHHio. CucTemaru3anus
Tema 2.6 | P y xp

JOKYMEHTOB (COCTaBJICHHE HOMEHKIIATYPhI
nen).

Tabmra 8

MeTo1bI TEKYIIET0 KOHTPOJIS JUIsl 3a04HOU (hopmbl 00ydeHus ¢ npumenenuem 0. JIOT

Tema (pa3men)

MeToanl TEKYIIEro KOHTPOJIsA

yCIIEeBAEMOCTH
Pa3znea 1 | Teopernueckne 0OCHOBBI 1eJI0NIPOM3BOACTBA
Hcropuss pasBuTHs [Ien0npou3BOACTBA. | [IMCBMEHHBI  OTBET Ha  BOIPOC
Tema 1.1 | DBomouust (opmynspa YyIpaBICHUECKOTO | 3JEKTPOHHOTO CEeMUHapa
JIOKYMEHTA [TucemeHHOE cobecenoBaHue c
CoBpemMeHHOE 3aKOHOJATEIBHOE U | oOyuarommmes B pamKax
T | | HOPMATHBHO-METOMHYECKOE obecrieyeHne | DJIEKTPOHHOIO CEMHUHApa
emMaL-Z g cpepe  JOY. Uudopmarmonnas
0€301aCHOCTb
Crangaptuzanus u YHU(UKAIUSA
Tema 1.3 | TOKYMEHTOB. MexnyHapoaHble
CTaHJAPThl. DIEKTPOHHBIN JOKYMEHT
Tema 1.4 CpoiicTBAa ¥ NOpU3HAKU JOKYMEHTOB. | [IMCEMEHHBI  OTBET Ha  BOIPOC
CnocoObl 1 CpeAcTBA JIOKYMEHTHPOBAHUS | 3JIGKTPOHHOTO CEeMUHapa
T 1.5 OOmiass  XapakTepuCTHKa JOKYMEHTOB, | IInceMennoe co0ecenoBaHue c
ema 1. IPaBHJIA UX COCTABJICHUS M 0(OPMIICHUS oOyJaronmmcst B paMKax
Tema 1.6 Dopmyirsp JIOKYMEHTA. Banku | 3J€KTPOHHOIO CEMUHApa

CIIy’K€OHBIX JOKYMEHTOB
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Tema (pa3aen MeTtoabl TEKYIIIEro KOHTPOJIA
y
yCneBaeMoCTH

Ocobennoctu odopmiieHus
OpPTraHU3ALMOHHBIX,  PaCIOPAIUTEIbHBIX,
Tema 1.7 | uHPOPMAITMOHHO-CIPABOYHBIX
JOKYMEHTOB.

Pa3nen 2 | OcHOBBI OpraHU3aMOHHON PaObOTHI C JOKYMEHTAaMHU

Odopmiienne HOKyMEHTOB MO JBIKEHUIO | [[MCbMEHHBII  OTBET Ha  BONIPOC

Tema 2.1 | kagpoB JJIEKTPOHHOI'0 CEMHHapa
[TucemenHoe co0ecenoBaHue c
Tema 2.2. OdopmineHne W BeleHHE JHYHBIX Jel | 00ydaromumcs B paMKax
pabOTHUKOB OpraHu3aH AJIEKTPOHHOTO CeMHHApa
Tema 2.3 Opranuzanus paboThl ¢ OOpalIeHUSIMU
rpaxaaH
Iloustue Hu OpraHu3anus

Tema 2.4 | noxkymernToo6opora. Cnyx0ba JIOY.

Opranuzauuss  KOHTpoJis  McnosHeHus | [IucbMEHHBIE  OTBET HA  BOIIPOC

Tewma 2.5 | AOKYMCHTOB. DKcmepTu3a  LEHHOCTHU | JIEKTPOHHOTO CEMUHAapa
| moxymentoB. opMupoBaHUe JCII. [TucemenHoe cobecenoBanue c
oOyJaronmmcst B paMKax
Homenkmarypa npen. IloaroroBka nen K | 9JIEKTPOHHOTO CEMHHapa
apxuBHOMY XpaHeHuro. CucreMaTu3anus
Tema 2.6 | P y xp H

JOKYMEHTOB (COCTaBJICHHE HOMEHKIIATYPhI
nen).

4.2. MarepuaJjibl TEKyIIero KOHTPOJIsSI YCIIEBAeMOCTH

Tunosbie BOIPOCHI YCTHOIO OMpoca:

1.IIpo6Gyiema moATMHHOCTH 3IIEKTPOHHOTO JTI0KyMEHTA

2.CocTaB 1 Ha3HAYEHHUE CUCTEMbI HH()OPMAIIMOHHO-CIIPABOYHOM JIOKYMEHTAIUH.

3. TpeboBanus kK 0()OPMIICHHUIO CIIPABOK, JOKJIAJHBIX, CIY)KEOHBIX, OOBSICHUTEIBHBIX 3aITHCOK.
4.0cobeHHOCTH 0QOPMIIEHHS aKTOB, ITPEICTABICHHUN, 3asBICHUH.

5.CocTaB, Ha3HaUEHHE, COJIEPKAHNE JOKYMEHTOB, OTHOCSIINXCS K IEPENUCKe.

6.513bIK, CTUJIb, ITUKET CIIy>keOHOTO nuckMa. ["apanTuitnoe nucbmo. Kommepueckoe nucemo.
7.CoctaBnenue U 0(popMIIEHUE XapaKTePUCTUKH, OT3bIBA, PEKOMEHJAIINH, 3aKITIOUCHHS
8.Ilops10K MOArOTOBKY MaTepHaioB K 3acenanuto. CocTaBieHUe MPOEKTa pelieHusl.

9. TpeboBanus k 0(OPMIICHHUIO IPOTOKOJIA.

10.Ha3nauenue, cocta, IpaBoBasi perjaMeHTaIMs CUCTEMbI KaJpOBOW JOKyMEHTALIHH.
11.Yuudukanus kaapoBoil TOKyMEHTAIIH.

12.I1opsimok  3amojHEHUs YHUGUIMPOBAHHBIX (OPM TEPBUYHON YUETHOW KaJIpoBOW U
OyXranTepcKoil TOKyMEHTalUH.

13. CymHoCTb NOHATHUS «MH(POPMALIMOHHASL O€301aCHOCTb)

14.YOpuanueckas cuia — OCHOBHOE CBOWCTBO CIIy’)KEOHOI'0 IOKyMEHTA.

15.0puruHanbHOCTb, HOATUHHOCTh JOKYMEHTOB.

16.Knaccuduxanus 1 BUAbI COBPEMEHHbBIX CPEICTB JOKYMEHTHPOBaHHS. 3aBUCUMOCTh CII0CO0a
JIOKYMEHTHPOBAHUS OT MPUMEHSEMOT0 IS 3alIMCH HHPOPMAIIUU CPEICTBA.

17. TlpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh B chepe KOH(DUACHIMAIBHOCTH HH(OPMAIUH
TumnoBble TeMbI AJ151 YCTHBIX 10KJI/10B:

1. CoumanbHas mpupoaa JOKyMEHTA.

2. YnpaBneHyeckast QyHKIHS JOKYMEHTA.
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3.IIpoBenenue YHUPUKAITTT JIOKYMEHTOB B Opranu3zanuu
4.JI0JKHOCTHOM ~ perjjaMeHT Kak JOKYMEHT MHAMBUYaJbHO-IIPAaBOBOM peErjaMeHTaluu
JEATeIbHOCTH TOCYJAPCTBEHHBIX TPAKJAHCKUX CITYXKAlUX.

5. Ocobennoctu 0OPMIICHHS CITY)KEOHBIX TTUCEM.

6. FOpuanueckas cuina — OCHOBHOE CBOMCTBO JJOKYMEHTA.

7.YauduuupoBanHas GopMa 1 CTPYKTypa TEKCTa MpHUKa3a 1o JUYHOMY COCTAaBY.

8.0dopmiienre TOKYMEHTOB 10 JITYHOMY COCTaBY

9. Ilpukas3 o OCHOBHOM JI€ATEIILHOCTHU: 3TAIlbl HOArOTOBKH, MpaBuiia 0(hOpMIICHUS.
10.Ha3nauenue u npoektupoBanue Tabens yHU(DUIIMPOBAHHBIX (OPM JOKYMEHTOB.
11.Ha3nauenue u pazpaborka Anb00Ma yHU(PHUIUPOBAHHBIX (POPM JTOKYMEHTOB.

12.IIpuka3sbl 1o KajpaM B OpraHU3aIiK: kiaccudukanus 1 TpeboBaHus K 0popMIICHHUIO.
13.IIpaBOBOM peXHUM FIIEKTPOHHOTO JOKYMEHTA.

14.Bpipa®oTKa U HOPSA0K NPUHATHUS PELICHUS KOJIETHAIbHBIM OPTaHOM.

15.ITopsamox ¢dbopmupoBaHus Jen B TEKyILEM JEI0TPOU3BOICTBE.
16.Benennie  KOH(UIEHLMANBHOTO  JEJIONPOM3BOACTBA B CHCTEMax  AJIEKTPOHHOIO
JOKYMEHTO000pOTa

17.MHcTpyKUKMA 10 AENIONPOU3BOACTBY OPraHU3alMU: HA3HAUCHUE, CTPYKTYpa, COAEpKaHUE.
TunoBblie TeMbI NPAKTHYECKUX 3aJAHUM:

1. Odopmuts mpuem Ha paboty CemenoBa A.B. Ha JOMKHOCTh HMHXKEHEpa —dJIEKTPUKA 2
kareropuu B ciayk0y cBs3u OAO «'unpocssa3p» ¢ 01.05.2015 paGoThl B JOKHOCTH MHXKEHEPA
—3JeKTpuKka 3 roja, B JOHKHOCTU HWHXKEHEpa-3JIeKTpuKa 3 Kareropuu 3 roaa. OcraibHble
JIaHHBIE — MIPOU3BOJIBHO.

3anoJIHUTD:

Kaprouka T-2

JIMYHBIN JHUCTOK,

TpynoBasi KHMXKKa

TpynoBoit norosop

[Ipuka3 o npueme

2.0¢pomute mpuem Ha paboty ['puroppeBy AnHy CepreeBHy Ha JOJDKHOCTh SKOHOMHCTA B
miaHoBell otaen OAO «l'umpocsase» ¢ 01.11.2014 Ha BpeMst OTCYTCTBHUSI OCHOBHOI'O
paboTHUKA B OTIIyCKE IO yX0Aay 3a pebeHkoM, paboTa ocHoBHas. OOpa3oBaHHE — OKOHYMIIA B
2014 rogy CUBVIIK. OcTanbHble 1aHHbIE — IPOU3BOJIBHO.

3anoJIHUTD:

Kaprtouka T-2

JIMYHBIN TUCTOK,

TpynoBasi KHUXKKa

TpynoBo# JoroBop

[Ipuka3 o npueme

3. IlepeBecTn Ha NOJKHOCTH BEIYyLIEro crHenuanucra miaaHoBoro ornaena CasenbeBy Onbry
CepreeBny OAO «l'mmpocsazby ¢ 01.11.2014 B cBsA3M ¢ NPOXOXKIEHHWEM arTecTanmu Pabora
ocHOBHasl, mocrosiHHas. O6pa3oBanue — okoHumia B 2010 rogy CUBVYIIK. OcranbHble 1aHHBIC
— MPOU3BOJIBHO.

3aroJHUTD:

Kaprouka T-2

[IpencraBnenue

ATTeCTaIlMOHHBIN JIUCT

TpynoBasi KHMXKKa

JlonoJiHUTENBHOE COTJIallleHUE K TPYA0BOMY JOTOBOPY.

[Ipuka3s o nepeBoje

4. IIpoanuTh CpouHBIN TPyAoBOH noroBop ¢ ['puropreBoit AnHOUM CepreeBHOM, MPUHATON Ha
JIOJKHOCTh AKOHOMMCTa B IaHoBbld oTaen OAO «l'unpocszp» ¢ 01.11.2014 Ha Bpewms
OTCYTCTBHUSI OCHOBHOTO pabOTHHUKA B OTIYCKE IO YXOJY 3a peOCHKOM B CBSI3U C YBOJIbHEHHEM
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OCHOBHOTO paborHuKa.Pabora ocnoBHas. OOpazoBanue — oxonuymna B 2014 rogy CHUBVYIIK.
OcranbHble TaHHbIE — IPOU3BOJIBHO.

3anoJIHUTD:

Kaprouka T-2

CnyxeOHas 3anucKka HaYaJIbHUKA TJIAHOBOTO OT/IETa

TpynoBasi KHMXKKa

JIOTIOJIHUTENBHOE COTJIAIlIEHHE K TPYJIOBOMY JAOTOBOPY

IIpukas o nepesojae

5.YBOJUTH B CBSI3M C UCTEUEHHEM CPOKa TPYAOBOI0 JOrOBOpA BEAYIIETO CIEHUANINCTa YUeOHOTO
otnena HoBocubupckoro arpapHoro yauBepcutera P. JL.CepreeBa. IlpuHsAT Ha Bpems
OTCYTCTBHS OCHOBHOTO paboTHHKa. PaboTa ocHOBHast. OcTanbHbIE JaHHBIE — POU3BOJIBHO.
3anoJIHUTD:

Tpynosoit norosop

Kaprouka T-2

TpynoBasi KHMXKKa

YBenomiieHue 00 UCTEYEHUU CPOKa TPYAOBOrO JOrOBOpPa

[Tpuka3 06 yBOJIbHEHHUU.

6.YBoNUTh 1O WHHIMATHBE pAOOTHHKA BEAYIIErOo CIEHHUATUCTa y4eOHOro OTAena
HoBocubupckoro arpaproro ynusepcutera [1.JI.OrneBa. TpymoBoil JOroBOp 3aKirO4eH Ha
HeoTmpeeneHHbli cpok. Pabota ocHoBHas. OcTanbHbIe JaHHBIE — IPOU3BOJIBHO.

3anoJIHUATD:

3asBieHne 00 yBOJIbHEHUU.

TpynoBoit norosop

Kaprouka T-2

TpynoBasi KHMXKKa

YBegomieHue 00 UCTeYeHHH CpoKa TPYIOBOTO JOTOBOpa

[Tpuka3 06 yBOJIbHEHUHU.

7. IlepeBon HayalbHUKA y4E€OHOTO OTHENAa B CBS3M C M3MEHEHHEM INTAaTHOTO PACIUCAHUS C
01.01.2015 Ha nmOMXKHOCTH 3aMecTHUTENsl AUPEKTOpa Mo yueOHoil pabote. TpymoBoii 1OroBOp
3aKJII0YeH Ha HEeOMpeeNeHHbIN cpok. PaboTa ocHoBHast. OcTanbHbIE JaHHbBIE — MIPOU3BOJIBHO.
3anoJIHUTD:

[IpencraBieHne HayallbHUKA Y4€OHO-METOAUYECKOTO YIPABICHUSI.

TpyaoBoil 1OroBOp U JIONOJIHUTEIBHOE COTJIAllIEHHE

Kaptouka T-2

TpynoBasi KHMXKKa

JIOJPKHOCTHAsI MHCTPYKIUS

[Ipuka3 o nepeBoae

8. CocTaBUTh HPOTOKOJ 3aceJaHHUsi COBETa IUPEKTOPOB aKIIMOHEPHOTO 0OIIecTBa (Ha3BaHHE
BBIOpaTh CaMOCTOSITEIbHO) O CO3bIBE BHEOUEPETHOTO OOIIero coOpaHus akIMOHEPOB, Ha
KOTOPOM TPHUHSUIM pPEIlIeHHE O CO3bIBE COOpaHHsS U OMpEeNeNuiIn NaTy IpoBeneHus, Gopmy,
BpEMSI M MECTO MPOBeNIeHUsI cOOpaHus. bbul yTBepK/IeH CIUCOK aKIIMOHEPOB, UMEIOIINX MPaBO
Ha ydacTue, TeKCT COOOIIeHHs O MPOBeIEeHUU coOpaHus (ykazaTb, YTO MpuiIaraeTcs) IJIaH-
rpaduk MepompUATHN TO TMOATOTOBKE K MPOBEIACHHIO cOOpaHus (mpuiaraercs). PekBU3UTHI
JTOKyMeHTa 0(OPMUTH B COOTBETCTBUU C TOJOKEHUSIMHU JEHCTBYIOIIETO 3aKOHOJATENbCTBA U C
tpedoBanusimu ['OCT P 7.0.97-2016.

9.0¢opmute nucrMo, oareBepxkaatoniee Gakt ormpaBku gorosopa Nel2/01-15 ot 18.09.2008.
HeoOxoauMblie peKBU3UTHI M 3JIEMEHTBI TEKCTa— MPOU3BOJIHHO.

10.Harmmmure 3asBiaeHUE O MPEAOCTABICHHH OTITyCKa 0e3 coXpaHeHHus 3apaboTHO# ruiaTtel. B
TEKCTE 3asIBJICHUS YKaKUTE MPUUMHY IIPEIOCTABICHUs OTIIyCKa, HA CKOJIbKO KaJ€HIApHbIX JTHEU
MIPENOCTaBUTh OTIIYCK, C KAKOr0 M 0 KaKOW J€Hb BKIIIOUMUTENbHO. Ha OCHOBaHMM 3asBieHUs
COCTaBbTE MpHUKa3 1o yHUupuupoBanuou popme T-6.
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4.3. OuneHo4HbIe CpeICTBA MPOMEKYTOYHOH ATTECTALUHN

TaGma 9
Kon HaunmeHoBaHue Kon HanmeHnoBanue dTana
Kommne KOMMEeTEeHIHH 3TAna 0CBOEHUA OCBOEHHSl KOMIIETEHIINH
TeHIH KOMIEeTEeHI[HH
u
OIIK-1 | Bnageune wuaspikamu | OIIK - 1.2 na ouno#, | CnocoOHOCTE paboTaTh c
MOWCKa, aHalu3a | | 3a04HOUI dbopMax | TOKyMEHTaMU UCTIOJIB3YS
MCIIOJIb30BAHUS oOy4yeHus BO3MOKHOCTH TEKCTOBOTO
HOPMAaTHUBHBIX u pemakropa, BECTH
MPaBOBBIX 3¢ eKTHBHBIN MOUCK
JOKYMEHTOB B CBOEH uHpopmanuu B 0azax JaHHBIX U
npoheccuoHaIbHON MPUMEHSTH HOpPMAaTUBHBIC
NEATEIIbHOCTH nokyMeHTHI (B T.4. [OCTsI)
OIIK 1.3 Ha oyHo-3a0uyHOH | CiocoOHOCTE ~ paboTaTh €
¢bopme 0OyueHus JOKYMEHTaMH B HAy4YHOH U
npodeccuoHanbHO I
NeSTeNbHOCTM  Ha  OCHOBE
nH(OpPMALMOHHOK u
O6ubnmorpaduyeckon KylIbTyphl.
OIIK - 1.1 na 3aouHoii | CnocobHOCT,  paboTath ¢
dbopme oOyueHus C | JOKyMEHTaMu UCIIOJB3YS
npumenenuem 20, JIOT BO3MOKHOCTH TEKCTOBOTO
pemakropa
OIIK-6 | Cnocobnocts pemath | OIIK- 6.4 Ha ouHOM, 0OuHO- | CIOCOOHOCTH UCII0JIb30BATh

CTaHJapTHBIC 3aJa4H
npodeccruoHaIbHOI
JeATeIbHOCTH
OCHOBE
MHPOPMAIIMOHHON U
o6ubnmorpaduueckoi
KYJIBTYpPbI C
pUMEHEHHEM
UH(pOPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTMH U C
y4eToM OCHOBHBIX
TpeboBaHuUM
MH(pOPMAIIMOHHOMN
0e30macHOCTH

Ha

3a04HOM, 3a04HOH (hopmax
oOyueHus

OIIK- 6.3 nHa 3aou4HOH C
npumenenuem 20, J1OT
dbopme oOyueHus

CHpaBO‘lHO-HH(bOpMaL[I/IOHHBIe u
CIIPAaBOYHO-IIPABOBLIC CHUCTCMbI

Ui TOMCKa W aHajM3a
HE00X0IUMOM uHpOpMALIUU
npu pelIeHnn
npo(eccHOHaIbHBIX 3ajad,
UCIOJIb30BaTh OCHOBHBIE
PUHLUIIBI OpraHu3aluu
JeTI0TIPOU3BOCTBA u
JIOKYMEHT0000poTa B
OpraHu3alusx  BCeX  BHUJOB
COOCTBEHHOCTH, TaKXKe METOJIOB
JeTI0TIPOU3BOICTBA.

Cnoco6HOCTh UCMOJIb30BaTh

CIPaBOYHO-UH(OPMAIMOHHBIE U
CIIPaBOYHO-IIPABOBBIC CHUCTEMBI
JUIL  IIOMCKa W aHaju3a
HEe00X0IUMOHI nHpopmanuu
pu pelIeHun
podeccHoHaTbHBIX 3a/1ad,
HCIIOJIb30BaTh OCHOBHBIE
TIPUHITUITBI OpraHH3aIuH
JICITOTIPOU3BOICTBA u
JOKYMEHT0000pOoTa B
OpraHM3aIusiX  BCEX  BHJIOB
COOCTBEHHOCTH, TaK)KE€ METOJIOB
JICITOTIPOU3BOICTBA
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Tabmnuua 10

Ortan 0CBOEHUS
KOMIIETEHIIU U

Ilokazarenp olleHUBaHUS

Kpurepuii onieHuBaHus

OIIK - 1.2 na ouHOi,
3a04HOMI dopmax
oOyueHus
Crnoco6HOCTh
paboTtath C
JOKYMEHTaMHU
UCTIOJIB3Ys
BO3MOKHOCTH
TEKCTOBOT'0
penakropa, BECTH
(G dEeKTUBHBIA TOUCK
uHpopmanuu B 06azax
JAHHBIX ¥ TIPUMEHSATH
HOpPMAaTHBHBIE
JTOKYMEHTBI
I'OCTsr)

(B T.u.

OIIK 1.3 Ha ouHO-

3204YHOM dopme
oOyueHus
Crnoco6HOCTh
paboTtath C
JOKYMEHTaMHU B
Hay4HOU u
npodeccuoHaIbHON
TSI TEITbHOCTH Ha
OCHOBE
WHPOPMAIIMOHHON |
oubnuorpaduueckoi
KYJIbTYPBIL.

OIIK - 1.1 =na
3a0YHOM dhopme
oOyueHus C
npuMenennem  O0,
JOT

CrniocoOHOCTB
paborath c
JOKYMEHTaMH1
UCTIOJB3YS
BO3MOKHOCTH
TEKCTOBOTO

JleMoHCTpHpYET HaBBIKH
npoBeAcHUS  3PPEKTUBHOTO
WHGOPMAIIMOHHOTO TOKCKA B

JOKANbHBIX M yIAJCHHBIX
0a3ax JaHHBIX M yMEHHE
npumensatb ['OCTel  mpu
0pOpMIISTH LUTAT,

OonbauorpagIecKuX CChUIOK
U CITMCKOB HCIIOJIb30BaHHBIX
HCTOYHHKOB.

JleMoHCTpHpYET HaBBIKH
npoBeAcHUS  3PPEKTUBHOTO
WHGOPMAIIMOHHOTO TOKWCKA B

JOKANbHBIX M yIAJCHHBIX
0a3ax JaHHBIX M yMEHHUE
npumensatb ['OCTel  npu
0pOpMIISTD LUTaT,

OonbmuorpaduUecKux CChUIOK
U CITMCKOB HCIIOJIb30BaHHBIX
HCTOYHHKOB.

CaMOCTOSTEILHO co3JaeT
CTPYKTYPY JIOKYMEHTA,
WCIIONB3ys  pa30ueHue Ha
paszensl

Peructpupyercs B yIaJeHHbIX
AJICKTPOHHBIX pecypcax OMOIMOTEKH.
OcymiectBisger MouCK WHGOpPMAIUU B
['maBHOM  3JIEKTPOHHOM  Karajore
oubnauorexu, base nmaHHBIX cTare,
AJIEKTPOHHBIX OMOTNOTEUYHBIX
cucTeMax (eLIBRARY .RU,
«YHUBEPCUTETCKAs OnbIMoTeKa
onliney, «IPRbooks», «JIaHby,
«OpaiiTy, B DneKkTpoHHON OHOIHOTEKE
nuccepranmii - PI'b, B OTKpBITBIX
00pa3zoBaTeNnbHBIX U HHGOPMAITMOHHBIC
0a3ax IaHHBIX).

CocraBinsier oubmuorpaduueckoe
OIHMCaHKUE JOKYMEHTOB,
Odopmisier oubnuorpaduueckue

CCBUIKH M CITUCKH HCIIOJIb30BaHHBIX
UCTOYHUKOB B  COOTBETCTBHH  C
I'OCTamu.

Perucrpupyercs B yIIAIIEHHBIX
AJIEKTPOHHBIX pecypcax OMOIMOTEKH.
OcymiecTBiseT MOUCK HH(OpMaIMU B

['TaBHOM  2JEKTPOHHOM  Karajore
oubnuorexu, base maHHBIX crarei,
AJIEKTPOHHBIX OMOTMOTEUYHBIX
cucTeMax (eLIBRARY.RU,
«Y HUBEPCUTETCKAs OonbmmoTeKa
onliney, «IPRbooks, «Jlauby,

«Opaitty, B DnekTpoHHON OHOIHOTEKE
nucceprauuid  PI'b, B OTKpBITBIX
o0Opa3oBaTeNIbHbIX U MH(POPMALIMOHHbIE
0a3ax IaHHBIX).

Cocrasisier oubnuorpaduyeckoe
OMrUCaHUuEC JOKYMCHTOB,
Odopmmnser oubnuorpagpuyeckue

CCBUIKM M CIHUCKH HCIOJIb30BaHHBIX
UCTOYHUKOB B  COOTBETCTBUU  C
I'OCTamu.

[IpuMeHnsT Ha TMpaKTHKE CTWIEBOE
dbopmarupoBaHme.

[Ipumenun ctuneBoe (popMaTHpOBaHKE
K 3arojoBKaM JOKyMEHTa, HacTpPOWII

aBTOMATHYECKYIO HyMEpaIuio
3aroJI0BKOB, MCIIOJIB30BAJ
MEPEKPECTHYIO CCBUIKY B
KOJIOHTHUTYJIaXx.
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penakropa

OIIK- 6.4 ma ouHOM,
OYHO-3a0YHOMH,
3a04HOM bopmax
oOyueHus
Crnoco6HOCTD
UCIIO0JIb30BAaTh
CIPaBOYHO-
UH(POpPMALIMOHHbIE U
CIPaBOYHO-IIPABOBHIE
CUCTEMBI JJIsl TOMCKa
u aHanm3a
HE0OX0 MO
uHpOpMaIUU
pelieHuu
npodeccruoHaTbHBIX
3aa4, HCIOJIb30BaTh
OCHOBHBIE TMPHHIIHUITBI
OpraHu3auu
JeNOTPOU3BOACTBA U
JOKYMEHTO00O0pOoTa B
OpraHm3alusax  Bcex
BUJIOB
COOCTBEHHOCTH,
TaKxKe METOJIOB
JIeIOTIPOU3BO/ICTBA.
OIIK- 6.3 Ha 3a04HO#
¢ npumeHenuem OO0,
JOT dopme
oOyueHus
CrniocoGHOCTB
UCTIOJIb30BaTh
CIIPaBOYHO-
WHPOPMAIIMOHHBIC H
CIPaBOYHO-TIPABOBBIE
CHCTEMBI JIJIsl TIOWCKA
u aHam3a
He00X0auMOH
nHpopmaruu
peleHUH
po (hecCHOHATBHBIX
3aja4, HCIOJIB30BATh
OCHOBHBIE TMPHHIIUATIBI
OpraHu3aIuu
JeTOTPOU3BOJICTBA U
JOKYMEHT0000pOoTa B
OpraHu3aisix  BceX
BUJIOB
COOCTBEHHOCTH,
TaKXKe METOJIOB
JIETOTIPOU3BOJICTBA

npu

npu

JleMoHCTpHpYET 3HaHHE
HOPMAaTHBHbIE MIPaBOBBIX
akTOB B 00JacTU 3allUThI
nHpopMaIuu.

[Ipumensier 3HAHHUE
OCHOBHBIX METOJIOB u
CpeacTBa MOMCKa,
CUCTEMaTH3aIu1, 00paboTKH,
nepenadu u 3aIUTHI
WH(pOpMaIUK HA TPAKTHKE
JleMoHCTpHpyeT
MIPaKTUYECKUE HaBBIKOB

paboTHI C JOKYMEHTAIHEH

JleMoHCTpHpYyeT 3HAHHUE
HOpMAaTHBHBbIE IIPABOBBIX
akToB B 00JacTu 3alluThl
uH(pOopMalnH.

[IpumensieT 3HaHUE
OCHOBHBIX METOJIOB u
CpeacTBa MOMCKA,
CUCTEeMaTH3aIu1, 00paboTKH,
nepegadu u 3aIUTHI
nH(popMalUK Ha TPAKTHKE
JlemoHCTpHpYyeT
MIPaKTUYECKUE HaBBIKOB

paboThl ¢ JOKYMEHTaLUen

HpI/IMeHI/IJ'I 3HAHUEC HOPMAaTUBHBIX
IMPaBOBEIX AKTOB B o0yactu 3alIUTHI

uHdpopMallud  Ha  TPAKTHUKE B
KOHKPETHOW CHUTYAILUH.

[lepeunciinn  MeTonbpl W CpeACTBa
obecrnieueHus nH(OPMALIMOHHON
0€30MacHOCTH C LEJbI0
MpeI0TBpalleHus
HECaHKIMOHUPOBAHHOTO JIOCTYTIA,

3JIOYMBIIIJICHHOW MOAU(UKALMKM WU
yTpaThl HH(OpPMAIMH, COCTABJIAIOIIEH

rOCYJApCTBEHHYO TaWHy, W WHOHU
cinyxxeOHo  mH(popmauuu. Ilpuen
TIPUMEPEI.

[Iposen MIOMCK uHpOpMaIHH,
UCTIOJIb3ysl TMMOWCKOBBIE CHCTEMBI B
NHurepHere.

[IpuMeHMII  OCHOBHBIE  TPUHIIMIIBI
JEeJI0TIPON3BOICTBA "

JOKYMEHTOO0OpOTa Ha TMpaKTUKE B
KOHKPETHOW CHUTYaLUH.

HpI/IMeHI/IJ'I 3HaAHUEC HOPMAaTUBHBIX
IMPaBOBBIX AKTOB B oOjactu 3alllUThI

uHbOpMAlMM  HA  TPAKTUKE B
KOHKPETHOW CHUTYAlLUH.

[lepeuncimn  MeTombpl W CpeACTBa
obecrieueHUs MH(POPMAIMOHHOM
0e30macHOCTH c EIBIO
IIpeI0TBpAIlEHUs
HECaHKIMOHUPOBAHHOTO JIOCTYTIA,

3TOYMBIIIJICHHOH MOAU(UKAINN W
yTpatbl MH(pOpPMALUHU, COCTaBISIOIICH

FOCyJIJapCTBEHHYI0 TailHy, W HWHOM
ciyxebnoit  mHpopmanuu. Ilpusen
PUMEPBIL.

ITposen MIOMCK uHpOpMaINH,
UCIIOJIb3Ysl TMOMCKOBBIC CHCTEMBI B
NHurepHere.

[lpuMeHHUT ~ OCHOBHBIC  IPHHIUIIBI
JeTOTIPOU3BO/ICTBA u

JOKYMEHTOO0OpOTa Ha TMpaKTUKE B
KOHKPETHOW CUTYalluU
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4.3.2. TunoBble OLICHOYHBIE CPEICTBA

IIpumepHBIe BOIPOCHI I NOATOTOBKH K 3K3aMEHY:
MoayJs 1. TeopeTnueckue 0CHOBBI 1eJI0NPOU3BOACTBA
1. Ucropust pa3BUTUS CUCTEMBI TOCYAAPCTBEHHO JEJIOIIPOU3BO/CTBA.
2. 3akOHOJaTeNbHbIE M HOPMAaTUBHO-METOJMYECKHME  MaTepualibl [0  OpraHu3aluu
JIEIOTIPON3BOCTBA.
3 Metonbl yHUGUKALIUK U CTaHAApTU3aluu JoKyMeHTOB. [loHstue "yHudunupoannas ¢popma
nokyMeHTa". YHUUKALKS TeCTa TOKYMEHTA.
4. OBosrouyss TepMuHa "MOoKyMeHT'. IIpaBOBOM, yIpaBJIeHYECKUI, UCTOPUUYECKUH ACIEKThI B
ONPENCIIEHUN JNOKYMEHTAa. OJIEKTPOHHBIM NOKyMEHT. (DyHKIMM IOCTOSHHO AEUCTBYIOLIME U
(GYHKIIUH OTllepaTHBHBIC.
5. O6nactps npumenenust [OCT P 7.0.97-2016 «YuudunupoBaHHas cucreMa OpraHu3aluoHHO-
pacnopsiANTENbHON JOKYMEHTALIUI.
6. CocraB pekBu3uToB 10KyMeHTOB 110 'OCT P 7.0.97-2016.
7 Ponb 1 3HaYeHHE JOKYMEHTHON MH(POPMAIIUH U JAETIONPOU3BOJICTBA.
8. TpeGoBanus K OPOPMIICHHUIO PEKBU3UTOB
9. TpeboBaHus K O1aHKaM JTOKYMEHTOB U 0()OPMIICHHUIO JOKYMEHTOB Ha OJaHKaXx.
10. TpeOoBaHMs K HW3rOTOBJICHHUIO, YYETy, MHCIIOJb30BAaHUIO W XPAHEHUIO OJAHKOB ¢
BocnpoussenenreM I'ocynapcreennoro ['ep6a PO u I'epba CyobexkroB PO.
11.Pacniosio’)xeHue pPEeKBU3UTOB JIOKYMEHTOB YIJIOBOTO OJIaHKa M MPOJOJBHOTO OJlaHKa Ha
dopmare A-4 cormacuo 'OCT P 7.0.97-2016
12. AATOpUTM COCTaBJIEHUS TOKYMEHTOB.
13. PacniopsiauTenbHble JOKYMEHTHI.
14. NudopMaIimoHHO-CTIPaBOYHBIE IOKYMEHTHI.
15.TpeGoBaHus K COCTaBICHHUIO U O(OPMIICHHIO CITY>KEOHOTO MUChMa. Pa3HOBUIHOCTH MHCEM.
Ocobennoctu ohopMIIeHHS TApaHTUHHOTO MUChMa
16. Oprann3aniMOHHbIE JOKYMEHTHI.
17.Ctpyktypa u odopMieHHE TIOJOXKEHUS 00 OpraHuM3alud WIA O CTPYKTYpPHOM
MOJIpa3/ICICHUN.
18.CTpyKTypa JOTKHOCTHOM MHCTPYKLIMH, METOJIMKA COCTABIICHHUS.
19./10KyMEHTBI 110 JIUYHOMY COCTaBY.
20.TpeOGoBaHMsI K COCTaBICHUIO U 0(OPMIICHHUIO IPUKA30B M0 TUYHOMY COCTAaBY.
21. OdopmiieHne U COCTaBI€HHE AaKTOB, MOJOXKEHUH, MTAaTHOTO pacmucanus. CTpyKTypa U
odopMIIeHHE TOJOKEHUI 00 OpraHu3aly U O CTPYKTYpHOM mojapazaeneHuu. OdopmieHue
JOJIKHOCTHOTO perjiaMeHTa rocyIapCTBEHHOTO CIYXKAaIllero.
22.0tanbl MOATOTOBKH pACHOPSAMTENBHBIX JOKYMEHTOB. TpeOoBaHus K o(opMIIEHUIO
MOCTAHOBJICHUH, PEIICHUMN.
23. TlonsiTHe M XapaKTepUCTHKa TUIOBOTrO (Gopmyssipa, Gopmyispa — obpasia. TpeboBanus k
KOHCTpYHpOBaHUIO OnaHkoB. M300paxeHre repOoOBOii CHMBOJIMKHM Ha OJaHKaX, perjiaMeHTalus
UCIIOJIb30BaHUSI.
24, «[TomupyHKIIMOHAIBHOCTD TOKYMEHTA.
25.HopmaTuBHO-IIpaBoBas Oaza JOY.
26.YHudukanusi TEKCTOB CIIY)KEOHBIX IOKYMEHTOB
27. IIpoBecTu aHAIW3 JODKHOCTHOM MHCTPYKIIMM U3 KOJUIICKIIMU C TOYKU 3PEHUS COJIEp’KaHUs,
ohopmIIeHHUSL.
28.CymHOCTh NOHATUSA «UH(POpMALIMOHHAS 0€30M1aCHOCTH
29.Homenkmarypa nen.Bunasl. Odopmiienue.
30.01iinune B OopOpPMIICHUH MPHUKA30B MO OCHOBHOW JESATENILHOCTH WU MPHUKA30B IO JIMYHOMY
COCTaBy.
31.IIpouenypa noAroTOBKY MpHKa3a 1Mo JUYHOMY COCTaBY.
32.Peructparusi, KOHTPOJIb, OTBETHI, aHATU3 00paleHNN TPaKIaH, CPOKH XPaHCHUSI.
33. doxymenToobopoT.JlokymenTanmonnabsie motoku. Coctap ciyx0nb1 JIOY
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34. M3ydeHue 3aKOHOJATEIbHBIX W HOPMATHUBHBIX aKTOB M0 OOECHEUEHHIO COXPaHHOCTU
NoKyMeHTOB. OCHOBHbIE TPeOOBAHUS K OPTaHU3AIMU XPAaHEHUSI JOKYMEHTOB.

35. KonpuaeHnnansHOCTh B 3aKOHOAATEIhCTBE PD

Tunosble TeMbl KOHTPOJIbHBIX PadoT:

1..ITpoBenenue YHU(UKAUU JIOKYMEHTOB B OpraHu3aluH
2..JIOMKHOCTHOM perilaMeHT KakK JOKYMEHT WHIUBUIYaJbHO-IIPAaBOBOM pErjaMeHTalNn
JeATeIbHOCTH TOCYJApPCTBEHHBIX TPAKJAHCKUX CITYXKaIUX.

3. Ocobennoctu 0(popMIIeHHUS CITyKEOHBIX ITHUCEM.

4. FOpunnueckas cujia — OCHOBHOE CBOMCTBO JIOKyMEHTA.

5.YuuduuupoBanHas GopMa 1 CTPYKTypa TEKCTa MPpHUKa3a Mo JIUYHOMY COCTaBY.

6.0¢dopMIieHHE TOKYMEHTOB M0 JUYHOMY COCTaBYy

7. Ilprka3 o OCHOBHOM JI€ATEILHOCTH: 3TaIlbl HOArOTOBKH, MpaBuiia 0(hopMIICHUS.
8.Ha3nauenue u npoekrupoBanue Tabens u paspaboTka AnpO6oma yHUPHUIIMPOBAHHBIX (HOPM
JOKYMEHTOB.

9.ITpukassl O KajpaM B OpraHU3aLUU: KIacCupUKams u TpeboBaHUs K 0POPMIICHHIO.
10.ITpaBOBO# peXHUM IIEKTPOHHOTO JOKYMEHTA.

11.Bpipa®oTKa ¥ HOPSAOK NPUHATHUS PELICHUS KOJIETHAIbHBIM OPTaHOM.

12.ITopsanox dbopmupoBaHus Jen B TEKyILEM JEIIONIPOU3BOICTBE.
13.Benenne  KOH(UIEHLUMANBHOTO  JEJIONPOM3BOACTBA B CHCTEMax  AJIEKTPOHHOIO
JOKYMEHTO000pOTa

14 MHcTpyKUKMA 10 AENIONPOU3BOACTBY OPraHU3allMU: HA3HAYEHHUE, CTPYKTYpa, COAEpKaHUE.
15.HopMaTUBHO-METOAMYECKUE  AKThI, PETJIAMEHTUPYIOIIUE CO3JaHhe U  OQOpMIICHHE
JOKYMEHTOB.
16. TlonaTHEe «TOKYyMEHT», ero pa3BuTre. CBI3b HHPOPMAIIMU U TOKYMEHTA.
17 Knaccudukamus JOKYMEHTOB 110 TpU3HAKaM, PyHKIIUUA JOKYMEHTOB.
18.JIOKyMEHT KaKk HOCUTEINb COIMaIbHON HHPOpMAIUH.
19.PexBu3uthl cinyxxebHoro nokymenta (Ha ocnoBauuu ['OCT P 7.0.97-2016).
21.ITonsiTHE U OCOOCHHOCTH TEKCTOB JOKYMEHTOB. JIMHTBHCTHYECKHE OCOOEHHOCTH TEKCTOB
CIIY’)K€OHBIX JOKYMEHTOB.
22. Homenknarypa nen. Buaslt Homenkiatyp. OcOO€HHOCTH COCTaBIEHUSI.
23.0Opranu3anoHHbIe JOKYMEHTBI, OTPaXarollie CTPYKTYPY OpraHU3alliuy, €€ ITaTHBIA COCTaB,
OpraHu3aiuio padoThl KoJiekTHBa. [IpaBuna ux cocraBneHus 1 0OpMICHHUS.
24. PacnopsauTenbHble JTOKYMEHTBHI, H3/1aBaéMble HAa OCHOBE KOJUICTHATLHOCTH MPUHATHUSA
pemenuid. TpeGoBaHMs K MX COCTaBICHUIO, 0(DOPMICHHUIO, XPAHEHUIO.
25. PacniopsuTenbHble TOKYMEHTHI, H3[]aBaeMble HA OCHOBE €IMHOJIUYHOTO MPUHSTUS PEIlIeHUN
pYKOBOUTENIeM opraHu3anuu. TpeGoBaHMs K UX COCTABJIECHUIO, 0(OPMIIECHHIO, (POPMUPOBAHHUIO,
XpaHEHHUIO.
26. NudopMalinoHHO-CIPaBOYHbIE IOKYMEHTHI, MX BUbI M Ha3HAUYCHUE.
27. CnyxeOHble MHCbMa, BU/IbI, TPEOOBAHUS K MX OPOPMIICHHUIO.
28.Pa3HOBUTHOCTH OOBSCHUTENBHBIX, CIIY>KEOHBIX U JOKJIAJHBIX 3aMUCOK, CIIPABOK, TPeOOBaHMUS,
MpeIbsABIsiEMbIE K UX 0(POPMIICHUIO.
29. Ilonsatue u opranuzamnus JokymeHToooopota. Cinyxba JI0Y.
30.AxT, ero Bupl 1 Ha3HaueHue. [Topsaaok cocTtaBieHus U 0hOPMIICHHS.
31.IloHATHS «IIEHHOCTh AOKYMEHTa», «IKCIEpPTH3a LEHHOCTW». BO3HMKHOBEHHE U pa3BUTHE
SKcrepTU3bl. [IpUHIMIIBI U KPUTEPUH SKCIIEPTHU3bI IEHHOCTH JJOKYMEHTOB.
32.IloaroToBKa JOKyMEHTOB K XpaHEHUIO B apXHBE.

TunoBblie TeMBI TECTOBBIX 3aJaHUM
1. ®opmynsp-o6pazerr OpraHu3aUOHHO-PACTIOPSAUTEILHOTO TOKYMEHTA IPEICTaBIsSIeT COOO0M:
a) MakeT OJaHKa IOKYMEHTa, OJArOTOBJICHHOTO K U3JJaHUI0 TUIIOrpad)CKUM CIIOCOO0M;
0) oOpa3zerlr 6J1aHKa TOKYMEHTa,
B) CXEMY PacroJIO’KEeHUs PEKBU3UTOB OPraHU3alIMOHHO-PACTIOPSIUTEIHHOTO JOKYMEHTA;
') 00pasel] KOHKPETHOT'O BUJIa OPTaHU3aIIMOHHO-PACTIOPSIUTEIBHOTO JOKYMEHTA.
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2. Kakue 10KyMeHTHI SIBISIOTCS OPraHU3al[MOHHBIMU:

a) ycraB, MOJIOKEHHUE, HHCTPYKIIHS, CTPYKTYpa M IITAaTHAs YMCICHHOCTbh, IITATHOE PACIHCAHHE,
MIpaBUIIa;

0) ycraB, MOJIOKEHHE, MPOTOKOJ, MOCTAHOBJICHHE, MpPaBWIa, IITATHOE pPACIHCaHUE, JTOTOBOP
(KOHTpaKT);

B) yCTaB, TIOJOXXEHWE, WHCTPYKIMs, INTAaTHOE pacHucaHue, MpaBuja, MPUKa3, JIOTOBOP
(KOHTpaKT).

3.B xakom BapuaHTe OTBETa MPAaBUILHO HAa3BaHBl PEKBU3UTHI OOIIIEro OJlaHKa:

a) HaMMEHOBAaHME OpraHU3allMH, dMOJeMa OpraHMU3allMi WA TOBAapHBIM 3HAK, HAMMEHOBaHUE
Buna nokymenta, OI'PH, MTHH/KIIII, 3aroioBok Kk TEKCTy, aapecar;

0) HaMMEHOBaHWE OpraHU3allM{, MECTO JI1 BUAA JOKYMEHTa, Jara, PErHCTPAIlMOHHBI HOMEp
JIOKYMEHTa, MECTO COCTaBJICHNUS,

B) HaMMEHOBaHUe opranuzanuu, ko opranuzanuu, OI'PH, MHH/KIIII, cnpaBouHble qaHHBIE 00
OpraHu3alnuy, J1aTa, PEeruCTPAllMOHHBII HOMEp, CChLJIKA HA PEruCTPALMOHHBIA HOMEp M AaTy
JIOKYMEHTA.

4. PexBusutr «lloamucek» Ha JOKYMEHTaX, MOJMUCHIBAEMBIX JABYMsS JOKHOCTHBIMH JIMLIAMH
OJIHOTO YPOBHSI, 0(hopMIIsieTCSI:

a) B IBa psijia HA OJTHOM YPOBHE;

0) 0/1Ha OJMUCH O] APYTOHA;

B) IO OJIHO¥ TMOJIMKCH B IBOITHOM KOJMYECTBE IK3EMIUISIPOB JOKYMEHTA.

5. JIoJ5KHOCTHYIO MHCTPYKIIMIO TOAUCHIBAET:

a) pyKOBOJUTENb OpraHU3aIH;

0) pyKOBOAUTEIH CTPYKTYPHOTO MOApa3IeICHNUs;

B) HAYaJbHUK OTJIENa KaJIPOB;

') HUKTO HE BBOJIUT, €CJIM OHA THUIIOBAs.

6. B kakoM BapuaHTe NMpaBUIHLHO HA3BaHbI PEKBU3UTHI OllaHKa MpuKaza’?

a) TOCYIApCTBEHHBIM TepO, HaUMEHOBAaHUE OpraHM3allH, HANMEHOBaHWE BHUJA JOKYMEHTa
«ITPUKA3», nata 10KyMeHTa, pErUCTPAlMOHHBII HOMEP, MECTO COCTaBJICHUS;

0) rocymapcTBeHHbI repO, HAaUMEHOBAHHE OpPraHU3allMM, HAUMEHOBAHHME BHJA JOKYMEHTa
«I[TPUKA3», narta, perucTpaiiOHHBIA HOMEp, MECTO COCTAaBJICHHUs, CIIPAaBOYHBIC JaHHBIE 00
OpraHu3alluy;

B) »MOnema, HauMMeHOBaHHWe opraHuzauuu, Bujx aokymenta «[IPUKA3», para, wmecto
COCTaBJICHUS.

7.Hymeparus cTpaHull JOKYMEHTa IPOU3BOJAUTCS:

a) MO LEHTPY HIXKHETO TOJIS;

0) B MpaBOM HUKHEM YIJ1y JTOKYMEHTA;

B) IO IICHTPY BEPXHETO TOJIS;

') B IPaBOM BEPXHEM YTy TOKYMEHTa

8.PeKkBU3UT JOKyMEHTA — 3TO:

a) (bUpMEHHBIH OJIaHK;

0) OCHOBHAsI 4YacCTh JOKYMEHTA;

B) €ro OT/C/IbHAS YacTh.

9.3 mepeuynciaeHHBIX HWXKE PEKBHU3UTOB OPraHU3aIMOHHO-PACTIOPSAIUTEIBHBIX JTOKYMEHTOB
BBIOEPHUTE PEKBU3UTHI, HEOOXOIUMBIC IS MPUIAHUS JTOKYMEHTaM IOPUINYECKOM CHIIBI:

1. CipaBouHbIe JaHHBIE 00 OpTaHU3AIUN 7.MecTto cocTaBiIeHHUS JOKYMEHTa
2. HaumeHoBaHue BUIa JOKYMEHTA 8. OTMmeTKa 00 UCIIOJIHEHUHT

4. ITonmnuce 10. Anpecar

5. I'pud yrBepxaeHuUs I1. Tekcr

6. Jlara nokymeHTa 12. Bu3za coriacosanus

10. OGs13aTeNIBHOMY YTBEPIKICHHIO IO IJICKAT:
a) IPHUKa3bl;
0) ciy>keOHBIE 3aIlHCKH;
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B) KOHTPAKTBHI;
I') IITaTHOE PaCHCaHUE;
1) TapaHTUHHBIE THCHMA.

Ixanaa oueHUBaHUS

Tabmma 11.

OK3aMeH

(5-6annpHas mkana)

Kpurepun onenkun

2
HEYIOBJIETBOPUTEIILHO

Komnereniuu, npeaycMOTpeHHbIE paboyeil  mporpammoi
IUCUMIUIMHBL, HE cdopMupoBaHbl. HemoctatouHblii ypoBEHb
YCBOEHHsI OHSATHIHOTO ammapara U Hajduyue (pparMeHTapHbIX

3HaHUH 110 JUCHUITIIINHEC. OTCyTCTBI/IC MHHHMAaJIbHO
AOIIYCTUMOTO YPOBHA B CaMOCTOATCIIbHOM peIICHUH
MPAKTUICCKUX 3aJga4. HpaKTI/I‘{eCKI/IC HaBBIKH

HpO(beCCHOHaHBHOﬁ ACATCIIBHOCTU B YaCTU PCAAKTHPOBAHUSA U
(I)OpMaTI/IpOBaHI/IH JAOKYMCHTA

3
YJIOBJIETBOPUTEIILHO

Komnereniun, mnpeaycMOTpeHHbIE paboueil  mporpammoit
JTUCUUIUIMHBL, c(OpPMUPOBAaHBl Ha MHUHHMAJIbHOM YPOBHE.
Hanuune MuHMManbHO JOMYCTUMOIO YPOBHS B YCBOEHUHU
y4yeOHOTO Marepuana, B T.4. B CAMOCTOSITEIBHOM pELICHUU
IIPAKTUYECKUX 3ajad. IIpakTueckue HaBbIKU
po(hecCHOHATbHON IeATEIFHOCTH B YaCTH PEaKTUPOBAHUIO U
(hopMaTHPOBAHUIO JOKYMEHTA

Xopo1uo

Komnereniuu, npeaycMOTpeHHbIE pabouyeil  mporpammoi
TUCUUIUIMHBL,  C(OPMHpPOBAaHbI  JlocTaTo4yHO.  JlerampHOe
BOCIIpoM3Be/ieHHe  yyeOHOoro  marepuana. IIpakTuueckue
HaBBIKM NPO(PECCHOHAIBHOM JESTETbHOCTH B 3HAYUTEIIBHOM
Mepe c(OpMHPOBAHHI. IIpucyrcrByror HaBBIKU
CaMOCTOSITEJIBHOIO ~ pEUIeHUs  NPAKTUYECKUX  3a1a4 ¢
OTZAEIBHBIMU DJJIEMEHTAaMU TBOPYECTBA II0 PENAKTUPOBAHUIO U
(bopmMaTupoOBaHUIO JIOKyMEHTa B COOTBETCTBUE c
IIOCTaBJICHHBIMU LEJISIMU U 33[a4aMU YIIPABICHUIO IPOCKTAMH.

5

OTIIMYHO

Komnereniuu, mnpeaycMOTpeHHbIE paboyeil  mporpammoit
JTMCLUHUIUIMHBL, ¢(hOPMUPOBAHBI Ha BEICOKOM ypoBHe. CBOOOHOE
BJIaJICHUE MaTEpUaJIOM, BBISBICHHE MEXKIPEIMETHBIX CBS3CH.
VYBepeHHOe BIIaJICHWE MOHATUHHBIM anmapaToM AMCHUILINHBL
JIeMOHCTpHpYET  HaBBIKM  TNpOBeNeHHs  APPEKTUBHOTIO
MH(POPMAIIMOHHOTO MMOMCKA B JIOKAIBHBIX M YAaJCHHBIX 0a3ax
naHHbIX ¥ yMeHue npumensats ['OCTr npu opopMiIsTh 1UTAaT,
OoubnnorpauuecKux CChUIOK M CIHHCKOB HCIOJIB30BAaHHBIX
UCTOYHUKOB. [lpumeHser 3HaHume cocraBa, (QYHKIMHA WU
KOHKPETHBIX BO3MOKHOCTEH CIPaBOYHBIX M MH(OPMAIMOHHO-
MIOMCKOBBIX CHCTEM Ha HpakTuke. lIpakTuueckue HaBBIKU
npoeccHOHATBHON AEATENIEHOCTU C(OPMHUPOBAHBI HA BBICOKOM
ypoBHe. CIIOCOOHOCTh K CaMOCTOSITEIbHOMY HECTaHIapTHOMY
pelIeHHI0 TPAKTUYECKUX 3a/7ad [0 PEJaKTHUPOBAHUIO U
(dbopmMaTupoOBaHUIO JOKYMEHTa B COOTBETCTBUE c
MIOCTABJICHHBIMU 1IEJISIMH U 337]a4aMHU

26



5. Meronnieckue ykasaHus 1151 00y4arOIIMXCs 110 OCBOCHUIO TUCHHUTIIINHBI
MeToauyeckne MaTepUaJIbl IPOMEKYTOYHON aTTEeCTAllUH.

HuctmmuinHa ~ «OCHOBBI  JI€TIONPOM3BOJCTBAY ~ OTHOCUTCS K 0a30BOM  YacTH.
[IpomexxyrouHasi aTTecTanus MPoBOAUTCSA B (popMme: sK3aMeHa. DK3aMeH MPOBOJIUTCA B (opme
YCTHBIX OTBETOB Ha BOMpPOCHI 1o Omieram. B oxgnom Oumnere 3 Bompoca, Bcero 30 6uneros, 90
BorpocoB. [IpumepHbie Bompockl HaxonsaTcs B 1. 4.3. paboudell NporpamMmbl JITUCIMIUIMHBIL.
DOK3aMeH TMpoBOAUTCSI B (GOpMEe YCTHOTO/IMCBMEHHOTO OTBETa Ha  BONPOCHl U
YCTHOTO/TIMCbMEHHOT'O BBITIOJIHEHUSI MPAKTHYECKUX 3aaHUH, I 3204HOU (hopMbl 0OyUeHHUS ¢
gacTuuHbiM npumeHeHueM OO0 u JIOT — 31eKTpOoHHOE TECTUPOBAHHUE C HCIOJB30BAaHUEM
CIELUAIN3UPOBAHHOTO MTPOTPAMMHOT0 00eCIIeUeHHS.

JUis  moilydyeHHs TOJOXHUTEIbHOM OLEHKM Ha OHK3aMEHe JOCTaTOYHO H3Y4YHTh
PEKOMEHyeMYIO0 OCHOBHYIO JINTEPATypy, a TAKKe HOPMAaTUBHO-TIPABOBBIE aKTHI B JICHCTBYIOIIEH
pelaKkiiy, a TAKKe YCBOUTh YMEHHS U HABBIKU B XOJ€ KOHTAKTHOM paboThl ¢ MpernoaBaTeneM
IyTEM OIPOCa, TECTUPOBAHUS U BBIMOJIHEHUS PA3IMYHBIX IPAKTUYECKUX 3a/1aHUM.

CTyneHT npu MoAroToBKE K OTBETY MO OmiieTy popMyIHpyeT OTBET Ha BOIPOC, a TAKXKe
BBIMOJIHSET 331aHue (MUCHbMEHHO JH00 YCTHO, B 3aBUCHMOCTH OT COJCPKAHUS 3aaHNUs).

[Tpu moaroTOBKE OTBETA HA BOIPOC CTOUT UCIIOJIB30BATh COOTBETCTBYIOIINI TUCITUIIINHE
NOHATUIHBIN anmapar, OCHOBBIBaThCS Ha JICHCTBYIOIIEM 3aKOHOJATENILCTBE U M3YYEHHBIX aKTax
CyneOHOM MPAaKTUKU, OTBEYATH C MOSICHEHUSIMH, TIOJHO U apTyMEHTUPOBAHHO.

[Tpu cpaBHEeHHM SBICHUN HEOOXOAMMO MPEJICTABUTH ApTYMEHTHI, MPECTABISIONINE UX
CXOJICTBA U PA3IUYHUSL

JlaBaTh OJTHOCIIOXKHBIE OTBETHI HEXKETATEIBHO.

MeTtoanyeckue yKa3aHus 10 NOATOTOBKE K YCTHOMY JI0KJIaay.

JTanbl MOATOTOBKHU A0KJaaga. OnpeneneHue eau JO0KIaaa; noadop HeoOXOoauMOTo
MaTtepuana, ONpEACIAIOIIEero  COoAepKaHWEe JIOKJIaja; COCTaBJeHHME IUlaHa  JIOKJIAJA,
pacripenenenie coOpaHHOrO Marepuaja B HE0OXOJMMOM JIOTMYECKOH IOCIe0BaTeIbHOCTH;
oO11ee 3HAKOMCTBO C JIMTEPATypOd M BbIAEICHUE CPEelIUd HCTOYHUKOB TJIABHOTO; YTOYHEHUE
IUIaHa, OTOOP Marepuana K KaXJIOMYy IYHKTY IJIaHa; KOMIIO3UIIMOHHOE O(OpMIICHHE NOKIaaa;
MOJTOTOBKH TE3UCOB BBICTYIUICHUS; BBICTYIUIEHUE C JOKIAIOM; OOCYXIEHHE U OLICHUBAHHE
JIOKJIaJa.

KomnosunnonHoe odopmiieHne I0KJaJa — 3TO €ro peajbHas pedeBass BHEIIHSA

CTPYKTYpa, B HEH OTpa)kaeTcs COOTHOLICHHE 4YacTed BBICTYIUICHUS 10 UX IEJH,
CTHJIUCTUYECKMM OCOOEHHOCTSIM, IO 00BEMY, COUETAHHIO PALMOHAIBHBIX U SMOLMOHAIBHBIX
MOMEHTOB, KaK TIpaBWJIO, DJEMEHTaMH KOMIIO3MLIMU JOKJaJa SBISIOTCA: BCTYIUICHHE,
orpeieieHre IpeAMEeTa BhICTYIUICHHUS, U3JI0KEHHE (OTIPOBEpKEHUE), 3aKioueHue. Berynienne
JOJDKHO COJep KaTh: Ha3BaHME JOKJA/Na; COOOIEHHE OCHOBHOM MJIEH; COBPEMEHHYIO OLEHKY
npeaMeTa U3JIOKEHHs; KpaTKOe MEepeunclIeHue PacCMaTpPUBAEMbIX BOIPOCOB; UHTEPECHYIO IS
ciymareneil ¢opmy H3JI0KeHUs. BbICTyluieHHe COCTOMT U3 cieayroummx yacted: OcHOBHast
YacThb, B KOTOPOW BBICTYNAIOMIUN JOJDKEH pPacKpbITh CYTh TEMbI, OOBIYHO CTPOHUTCA IO
OpUHIUIY 0TYéTa. 3a/laua OCHOBHON YacTH: MPEJCTaBUTh JOCTATOUYHO JAHHBIX JJIsl TOTO, YTOOBI
CJIyLIATEIN 3aUHTEPECOBAIMCH TEMOM M 3aX0TENIM 03HAKOMUTHLCS ¢ MaTepuaiaMu. 3aKjI0yeHHe
— yéTKoe 0000I1IeHNe U KpaTKHe BBIBOBI 10 U3J1araeMoil Teme.
MeTtoanyeckue YyKa3aHuUsi 10 NOArOTOBKe K TecTy. TecToBble 3aJaHus MOTYT
dopmynupoBatecs Kak B (opme, HUCHoab3yeMoil B (eaepaabHOM 3JIEKTPOHHOM HHTEpPHET-
TECTUPOBAHUU (MHTEPHET-9K3aMEHe), TaK U OPUTHMHAIBHOI aBTOPCKOH (hopMe, C OTKPBITHIMU
BapUaHTaMM OTBETOB. [IpH MOArOTOBKE K TECTy HEOOXOJMMO MOBTOPUTH MaTepHalibl JEKIHUNA U
CEeMHMHApOB, 00paTUTh BHUMaHUE HAa OCHOBHBbIE TepMHHBI. Kaxi0e TecToBOE 3a/1aHNe COJCPKUT
KpaTKoe MOsSCHEHHWE MO ero BhlmosiHeHuto. Kaxnoe 3amaHue Tecta cPOpMyIHUpOBAHO B BHJE
YTBEP)KJICHUS M BKIIOYAaeT HECKOJIbKO BapHaHTOB OTBETOB. TecTHpyeMblil JOJDKEH W3
npeasaraéMblX BapuaHTOB BbIOpPATh T€, KOTOpPBIE CAETAIOT JAaHHOE YTBEPXKIACHUE MPABUIbHBIM.
[IpaBUIBHBIMU MOTYT OBITH OJIMH MO0 HECKOJIBKO BapHAHTOB OTBETOB.

27



MeTtoanyeckue yKa3aHHs IO MOATOTOBKE KOHTPOJIbHOH padoThl

KonTpomnpHast paboTa q0/DKHA MPEICTaBIATh COO0H MOTHOE, CHCTEMAaTU3UPOBAHHOE H3JI0KECHHE
TEMBbI ¥ CBUJCTEIHCTBOBATh 00 MOHMMAHMHM OOYYaeMbIM CYTH 3aTpardBaeMbIX UM BOIPOCOB.
KouTtponpHast paboTa [0MKHA UMETh AaHAIMTHYECKUN, a HE OINHUCATEIbHBIM XapakTep.
[TonoxeHuss u  BBIBOJABI, COJEpXKAIIMEeCS B KOHTPOJNBHOW paboTe, JOJKHBI  OBITH
apryMEHTHPOBAHBI U 00OCHOBAHBI MPUMEPAMHU, CTATHCTHUYECKUMU JIaHHBIC, (aKTamu, KOTOPHIE
WUTIOCTPUPYIOT T€ WIIM WHBIE TEOPETUUYECKHE MOIOXKeHHs. M3maraTh Matepuan B KOHTPOJIbHOU
paboTe pekoMeHAyeTCs MPOCTHIMH, YETKUMHU, KOPOTKHUMH MPENIOKEHUSIMH, n30beras U3IUIIHE
HayKOOOpPa3HBIX, NEKIAPATUBHBIX (pa3 M MAIOMOHSATHBIX TEPMHHOB 0€3 COOTBETCTBYIOIIECH HX
pacmudpoBku. Ocoboe BHUMaHHE CHEIyeT YIOSIUTh TPAaMMATHYECKOW M CTHJIMCTUYECKOM
00paboTKe TeKcTa padoOTHI.

KonTpompHast paboThl 10JKHA OBITh MPAaBUIBLHO OQopMiIeHa. TUTYIBHBIN JIHCT SBISETCS IEPBOM
CTpaHUIEH pabOThl U COACPIKUT CIETYIONINE PEKBUZUTHI:

— MIOJTHOE€ HAaUMEHOBAaHKE YUeOHOTO 3aBEICHUS,

— HauMeHoBaHue (akynbTera U Kadeapsl,

— TeMa KOHTPOJLHOU paboThI,

— cBesleHHst 00 aBTOpe padoThI,

— CBEJICHHsI O pyKOBOJIUTEIIE,

— MECTOHAXO0X/IEHUE YUeOHOTO 3aBe/ICHUS,

— TOJ HanmucaHusi paboThI.

CopepxarenbHasi 4acTh KOHTPOJBHOW pabOThl JOJDKHA OTKpBIBaThCs €€ coAepKaHHEeM, B
CTPYKType KOTOpPOTO CJIeAyeT OTpa3uTh C YKa3aHHEM HOMEpa COOTBETCTBYIOIIEH CTPAHUIIBI.
KonTposbHast paboThl COCTOHUT U3 YETHIPEX OCHOBHBIX YaCTEH:

— BBEJICHUS,

— OCHOBHOM 4acTH,

— 3aKIIFOYEHMUS,

— CIHCKa MCTIOJIb30BaHHOM JuTepaTypsl (7-10 HCTOYHUKOB),

— IPUJIOKEHUE.

Bo BBezeHHM pacKpbIBaeTCs 3HaAUYE€HUE U aKTyaJbHOCTh BHIOPAHHOW TEMBI, OMPEEIsieTCs MECTO
npoOIeMbl B cUCTeMe JeNonpon3BoaAcTBa. CTaBUTCS 1I€NIb U/WUJIH 3a/1a4H.

B ocHOBHOI1 wacTu, omupasich Ha aHalu3 HOPMATHBHO-NIPABOBBIX, HAYYHBIX U TMPOUYHX
MCTOYHUKOB, HU3JIAratoTcsi U 0000Ial0TCs pa3NuvHble TOYKU 3PEHUS Ha MCCIEAyeMblid BOIPOC,
BBICKa3bIBA€TCSI U OOOCHOBBIBAECTCS COOCTBEHHAs TOYKA 3pPEHUS BBIMOIHAIONIETO padoTy.
PaccmoTpenue kaxzaoro maparpada B TEKCT€ KOHTPOJILHOW paboOThl JODKHO HAUMHATHCS C
HOBOM CTpaHMIIBI U OTKPHIBATHCS €r0 3aroJOBKOM B COOTBETCTBHU C Ha3BAHUEM, KOTOPBIN ObLI
yKa3aH B OTJIaBJICHHUHU (COJIep>KaHUH) pabOThI

B 3axmouenun GopMyaupyrOTCs KpaTKUe BBIBOJIBI MO W3JI0KEHHOMY MaTepuany M MPUBOJUTCS
coOCTBEeHHasi TOYKa 3pEHUS Ha MpeACTaBIEHHbIE B paboTe MmpoOieMbl. 3aKiioueHHe HMEeT
dbopMy CHHTE3a MOJyUYEeHHBIX B paboTe pe3ylbTaToB. B mpuiokeHnu BHOCSATCS CaMOCTOSITEIBHO
odopMIIeHHBIE 00pa3lbl JOKYMEHTOB COTJIaCHO TeMe KOHTPOJIbHOM paboThl.

3aBeplIuB KOHTPOJbHYIO paboTy, CTYAEHT B 00s3aTeIbHOM MOPSAKE TOJDKEH pachucatbes Ha
TUTYJIBHOM JIUCTE, MOJTBEpXKJas TEM CcaMbiM aBTOPCTBO TEKCTa, yKa3aThb JaTy cJaudu
KOHTPOJIBHON pabOTHI.

KontponbHas paboTa MokeT OBbITh MpOBEpeHA HA HAJIMYME/OTCYTCTBHE HEMPaBOMEPHBIX
3aMMCTBOBAaHUH B IIPOrpaMMe «AHTHUILIATUAT) KaK CaMUM CTYACHTOM (C MPUIOKEHUEM K TEKCTY
CIPaBKM), TaK U MPEroaaBaTeeM.

TekcT KOHTpOIBbHON paboTHl OGOpMISIETCS MEeYaTHBIM CIIOCOOOM Ha OJHOW CTOPOHE JIMCTa
Oymarn ¢opmara A4 ¢ MOMOIIBIO TEKCTOBOro penakropa Times New Roman uyepe3 1,5
uHTepBana. ller mpudra gomkeH ObITH 4YEepHBIM, BbIcOTa OYyKB, Keriab (mpudrt) — 14.
[TonyxxupHslii mpudT HEe npuMeHserca. TekcT paboThl ciexyeT medararh, coOmoaas
cieayronme pa3mepsl nosiei: npasoe — 10 mm, BepxHee u HuxkHee — 20 MM, jeBoe — 30 Mm.
Pa3pemaeTcss MCnonap30BaTh KOMITBIOTEPHBIE BO3MOXKHOCTU AaKIIEHTHPOBaHHWsS BHUMaHUS Ha
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OTIpE/ICICHHBIX TePMUHAX, TPUMEHSS WPUPTHI pa3HOU rapHUTyphl. [Ipu 3TOM Ha/IO yYUTHIBATS,
YTO pa3MeIIeHHe TEeKCTa Ha o0eux cropoHax jucta ¢opmara A-4 HemomycTumo. CTpaHHIIBI
HYMEpYIOTCsSl apabCcKuMu 1UppaMu ¢ COOJIIOJICHHEM CKBO3HOW HYMEpaluHu IO BCEMY TEKCTY.
Homep cTpanuibl mpocTaBiseTcss B LEHTpe HIKHEW uyactu jucra 6e3 Touku. OriaBieHue
(comeprkaHue) pa3MelaeTcsi Ha BTOPOW CTpaHMLE (Hymepauus CTpaHHIl — aBTOMaTHyeckas),
TUTYJIBHBIA JIUCT HE HyMepyloTcs. lIpuinokeHuss He BKIIIOYAIOTCA B OOIIYI0 HYMEpaLuio
CTpaHHMIL.

B koHTposbHOM paboTe MCHOJB3YIOTCS TOJIBKO OOLIEHPUHATHIE COKpaIleHUs: 1 a00peBHATypHI.
Hanuune u mpaBuiIbHOCTH O(OPMIIEHHE CCBHUIOK SIBISIOTCS Ba)KHEHIIMMHU TPEeOOBAaHUSAMH K
KOHTPOJILHON paboTe, KpUTEpHUEM CaMOCTOSATEIIHOCTH Tpyaa e€ aBTopa. OTCYTCTBHE CCHUIOK Ha
YKa3aHHYI0 B CIIMCKE MEPBOMCTOYHUKOB JIUTEPATypy PpAaclEHMBAETCS KakK SIBHBI NpU3HAK
wiarnara. OJHAKO Ype3MEpHO YBIEKAThCS LUTHUPOBAHMEM HE CTOUT, IOCKOJBKY OO0BEM
LUTHPYEMOTO MaTepuaa He JOJKEH NMpeBbIaTh 25% 00bEMa BCero TeKCTa padoTHI.

[To 3aBepiieHHIO Mpoliecca HAMUCAHUS KOHTPOJBHOM pabOThl 00y4aeMblil MpEACTaBIsSET Ha
Kadeapy B yCTAaHOBJIEHHBIE CPOKM, HO He Mo3jHee, yeM 3a 10 aHell 10 MTOroBOM aTTecTalUH
(3auéra) mo BceMy y4eOHOMY KypcCy.

KonTtponpHas pabota B CBOEM OKOHYATEIBHOM BapHaHTE JOJKHA UMETh 00pa3lOBbIi BHEIIHUI
BUJIL.

6. YueOHast iuTepaTypa u pecypcbl HH(POPMALMOHHO-TEJICKOMMYHHKALIMOHHOM CeTH
"UnTtepHer', yueOHO-MeTOIMYECKOE O0eciedeHNe 11 CAMOCTOSATEeJIbHOI PadoThl 00y4AIOIINXCH
10 IMCIMILINHE

6.1 OcHoBHas MTEpaTypa
1. Kysuenos, U. H. Jlenonpou3BoacTBo [DaeKTpoHHBIN pecypce] : yueb.-cipas. mocodue / 1.
H. Ky3nenos. — DnekrpoH. gadn. — Mocksa : [lamkos u K, 2014. — 460 c. — ocrtyn u3z 9bC
«IPRbooks». - Pexxum noctyna : http://www.iprbookshop.ru/24781 , TpeGyercst aBTopuzanus. -
3ari. ¢ sKpaHa.
2. Mapuenko, M. B. OcHOBBI 1e10mpon3BOJICTBA : y4e0. mocoOue sl CTYACHTOB BceX GopM
oOyuenus / Y. B. Mapuenko ; Poc. akan. Hap. x03-Ba u roc. ciryx0sl nipu [Ipesunenre PO, Cub.
uH-T ynp. - HoBocubupck : U3a-80 CubAI'C, 2014. - 237 c¢. — To xe [DneKTpoHHBIN pecypc]. —
Hoctyn u3 b-xu snekrpon. uznanuii / Cub. M-t ynp. — punuan PAHXul C. — Pexxum noctyna :
http://www.sapanet.ru, TpedyeTcst aBTOpHu3alus. — 3ari. ¢ KpaHa.
3. CasenkoBa, T. M. JlokymMeHTanlMOHHOE OOecmedeHre YNpaBICHUS TEPCOHATIOM : Y4eO.
nocobue st cTyneHToB Beex Gpopm oOyuenus / T. M. CaBenkoBa ; Poc. akan. Hap. X03-Ba U Troc.
ciryx0b1 ipu [Ipesunente PO, Cub. un-t ynp. - HoBocubupck : M3n-so CubAI'C, 2014. - 227 c.
— To xe [Dnexrponnsiii pecypc]. — Hoctyn u3 b-ku snexrpon. uznanuit / Cub. UH-T ymp. —
¢mman PAHXul'C. — Pexxum noctyna : http://www.sapanet.ru, Tpedyercst aBTOpH3aIus. — 3ari.
C 9KpaHa.

6.2 /lonosHUTE/IBLHAS JIMTEPATYPA
1. BbacakoB, M. U. JlokymeHTanmoHHOe obecredeHue ynpapieHus: (/lemonpous3BoacTBo)
[DnexTponHsbIi pecypc] : yuebnuk / M. U. bacakos. - 2-e u3a., UCH. U JIOM. - DJIEKTPOH. JIaH. -
PocroB-na-Zlony : ®@enukc, 2013. - 352 c. - Hoctyn uz ObC «YHus. 6-ka ONLINE». - Pexum
noctyna : http:/biblioclub.ru/index.php?page=book&id=271490, Tpebyercs aBTOpu3aLus. -
3ari. ¢ ’KpaHa.
2. bapuxuH, A. b. Jlenonpous3BoJICTBO U JOKYMEHTOOOOpOT [DnekTpoHHbId pecype] / A. b.
bapuxuH. - OnekTpoH. naH. - Mocksa : Kuwxkssiit mup, 2008. - 416 c. - loctyn u3z 9bC «YHus.
6-ka ONLINE». - Pexum nocryma : http://biblioclub.ru/index.php?page=book&id=89671,
TpeOyeTcst aBTopu3anus. - 3aril. ¢ KpaHa
3. I'punbepr, A. C. JlokyMeHTanmoHHOe oOecrieueHrue yrpaBieHHs [DIeKTpOHHBIA pecypc] :
yuebnuk / A. C.I'punGepr, H. H. I'op6aués, O. A. MyxamerinHa. - IeKTpoH. JaH. - Mocksa :
KOnutu-/ana, 2015. - 391 c. - Hoctyn uz ObC «YHuB. 6-ka «ONLINE». - Pexxum poctyna :
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http://biblioclub.ru/index.php?page=book&id=115031, tpebyercs aBTOpmM3amms. — 3ari. ¢
9KpaHa.

4. lemun, 0. M. Jlenonpous3BoactBo. JIOKYMEHTAIIMOHHBIM MEHEIKMEHT [DIEKTPOHHBIN
pecypc] : yueb. nocodue / 0. M. [lemun. - DnexTpoH. aaH. - Mocksa ; bepnun : [lupekr-Menua,
2014. - 205 c. - Hocryn u3 OBC «YuuB. 06-ka ONLINE». - Pexum nocryma
http://biblioclub.ru/index.php?page=book&id=253657, TtpeOyercss aBTOpHM3alMs. — 3ari. ¢
9KpaHa.

5. Kysnenos, 1. H. JlokymeHTaimoHHOE 00OeCIedeHne yIpaBIeHHs IEPCOHATIOM [ DJIEKTPOHHBIN
pecypc] : yuebd. ¥ mpakTHUKyM Ui MPUKI. OakanaBpuara U JUIsl CTyIEHTOB BY30B, 00yJaromuxcs
10 PKOH. HampasjeHusM u crnenuansHocTsM / M. H. Ky3nenos. - Mocksa : FOpaiir, 2016. - 520
c. - Hocryn m3 DOBC wm3pmarensctBa «lOpaiity. — Pexum pocrtyma : https://www.biblio-
online.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADO6E453A417, TpeOyercs aBTOpu3anus. —
3ari. ¢ sKpaHa.

6. Kynsies, H. H. JlokymentoBenenue [DnekTpoHHbIi pecype] : yueOnuk / H. H. Kynses, /.
H. Ypanos, A. I'. ®abpu4HoB. - DnekTpoH. 1aH. — Mockaa : Jloroc, 2011. - 178 c. - [loctyn u3
S5bC «YHUB. 0-Ka ONLINEY. - Pexum JocTyna :
http://biblioclub.ru/index.php?page=book&id=84880, TpeGyeTcst aBTOpH3aLMsl. - 3ari. ¢ 3KpaHa.
- To xe [Dnextponssii pecypc]. - Hocrym u3z OBC «IPRbooks». - Pexum pocrtyna :
http://www.iprbookshop.ru/9082, Tpebyercs aBropuzarus. - 3ari. ¢ IKpaHa.

7. SuxoBuy, I1I. A. Jlenonpon3BoACTBO B KaIpOBOH CiIyk0e [ DIEeKTpOHHBIHN pecypc] : yueOHUK /
III. A. SflukoBuu. - DnekTpoH. AaH. - Mocksa : FOuutu-Zlana, 2015. - 161 c. - loctyn u3 YHus.
0-ku ONLINE. - Pexum pocryma : http:/biblioclub.ru/index.php?page=book&id=119021,
TpeOyeTcst aBTopu3alus. - 3ari. ¢ 3KkpaHa. — To ke [Dnekrponusiit pecypc]. - Hoctyn uz 9bC
«IPRbooks». - Pexxum pocrymna : http://www.iprbookshop.ru/52462, tpebyercss aBTOpU3aus. -
3ari. ¢ sKpaHa.

6.3 YueOHO-MeTOQIYeCKOe 00ecIedeHHe CaMOCTOSITeIbHOM padoThI
He ncnonesyercs

6.4 HopmaTuBHbBIe IPaBOBbIE IOKYMEHTbI

1.  ®enepanbhblii 3akoH PO "OO6 nndopmanyu, HHGOPMAIMOHHBIX TEXHOIOTHIX U O 3alUTe
uHpopmanun" oT 27 nexaops 2006 I. Nel49-@3.
http://meganorm.ru/Data2/1/4293850/4293850350.htm

2.  ®@epnepanbublii 3akoH "O mopsake paccMOTpeHHMs oOparieHuil rpaxnaaH Poccuiickoit

Denepanyn" Ne59-03 ot 2 mas 2006 r.

3.  ®epepanbHbiii 3akoH Poccuiickoit ®eneparu ot 22 oxTs0pst 2004 r. Ne 125 @3 «O6
apxuBHOM Jiene B Poccuiickont @enepanumy».

4.  ®enepanbubiii 3ak0H PO "O nepconanbHbix gaHHbIX' 0T 27 utons 2006 r. Nel52-D3

5. ®epepanpHoro 3akoHa Poccuiickoit @enepanun "OO 31eKTpOoHHON 1U(poBON moanucu"
ot 10 suBaps 2002 roga Nel-®3

6.  TunoBast MHCTPYKILIUS IO JAETONPOU3BOJCTBY B (pefiepalbHbIX OpraHax MCIOJHUTEIbHON
BJIAacTH [DNEeKTpOHHBIM pecypc]. - OnekrpoH. naH. — HoBocubupck : Cubupckoe
yHuBepcutTeTckoe u3narensctBo, 2008. - 80 c. - octynm u3 OBC «YHuuB. 6-ka ONLINE». -
Pexxum noctyna : http://biblioclub.ru/index.php?page=book&id=57402, tpebGyetcst aBTOpHU3aIMs
(mata obpamenus : 15.11.2016). — 3aru. ¢ sxpana.

7.  "Tpymomoit komekc Poccuiickoit ®enmepamuu" ot 30.12.2001 N 197-®3 (pea. ot
30.12.2015)

8.  "TumoBo# periaMeHT BHyTpEHHEH OpraHu3anuu GeaepalbHbIX OPraHOB HMCIIOJHUTEIbHON
BIAacTH", yTBEpKAeHHBIN nTocTaHoBiaeHUEM [IpaButenscrBa PO ot 28.06.2005 Ne452

9.  Kpanu¢pukanyoHHBIA CHPAaBOYHUK JOJDKHOCTEH PyKOBOIUTEIEH, CHELUANINCTOB U APYIUX
CIIy’KallluX, YTBEPKACHHBI MUHUCTEPCTBOM TpyAa U couuanbHoro passurusa PO ot 21 aBrycra
1998 roma N 37;
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10. Ilpuka3z Munduna Poccuu ot 22 nexabpst 2003 1. Ne 1171 "O Tpyn0oBBIX KHHKKaAX"

11. TlocranoBnenne Muntpyna Poccum ot 10 oktsiops 2003 r. Ne 69 "OG6 yrBepkaeHun
WNHcTpyKUny 1o 3an0JHEHUIO TPYAOBBIX KHUKEK"

12.  Tlocranosnenue IlpaBurensctBa P® ot 16 anpens 2003 r. Ne 225 "O TpynoBbIX KHMKKaxX
(c u3amenenusimu Ha 6 gespans 2004 r.)"

13. MeToau4ecKUMHU PEKOMEHIAIMAMHU 0 pa3paboTKe MHCTPYKUUN MO JIENOMPOU3BOJCTBY B
denepanbHBIX OpraHax HCIOJHUTENbHON BiacTd (YTBepkaeHbl mnpukazoMm PenepaabHOro
apXxMBHOTO areHTcTBa OT 23 nexadps 2009 r. Ne 76).

14. TlocranoBnenuem I'ocynapctBeHHOro Kommrera Poccuiickoit denepanuu 1Mo CTaTUCTHKE
ot 5 sHBaps 2004 r. Ne 1 "O06 yrBepkaeHMHM YHU(UIIMPOBAHHBIX (POPM MEPBUYHON y4eTHOM
JOKYMEHTAIlUU N0 y4eTy TpyZAa U €ro OIuIaThl'".

15. IlpaBmiamu [enomnpou3BOACTBa B (helepaibHBIX OpraHax HCIOJHUTEIbLHON BIACTH,
yTBEpKJA€HHBbIMU NocTaHoBIeHUEeM [IpaButensctBa Poccuiickoii ®enepanuu ot 15 utons 2009
r. N 477.

16. "IlepeueHb THUNOBBIX YINPABICHUYECKUX aPXUBHBIX JOKYMEHTOB, OOpa3yloLIMXCsi B
IIPOLIECCE EATEIBHOCTH T'OCYNAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPAaBJICHUS U
OopraHu3aluii, ¢ yKa3aHUEM CPOKOB XpaHEHHUs ", yTBEPKACHHBIN IpUKa3oM MUHKYyIbTYpsl PO
oT 25.08.2010 Ne558.

17. TOCT P UCO 15489-1-2007 «Cuctema cTanaapToB o MHGOpMALUHU, OUOIHOTEUHOMY U
U3JaTeIbCKOMY JeTy. YrpaBieHue JokyMeHTaMu. Oomue TpeGoBaHus»

18. T'OCT P 7.0.8-2013 CHUBMA. /[lenonmpous3BOACTBO M apXWBHOE Jei0. TepMUHBI U
OTIPEJEIICHNUS.

19. TOCT P 7.0.97-2016 VYHuudummpoBaHHasi cucTeMa OpraHU3aLMOHHO-PACHOPSAUTEIbHON
JokyMeHTanuu. TpeGoBaHus K 0hOpMICHHIO JOKYMEHTOB.

19. TOCT 17914-72. OOGnoXKku Aen IIUTENbHBIX CPOKOB XpaHeHWs. TuIbI, pa3Mmepsl U
TEXHUYECKUE TpeOOBaHMS.

20. TOCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3JI€KTPOHHOTO JOKYMEHTOO00POTA.
VnpaBnenue gokymeHTauumed. MHdopmauus, coxpaHsemas B JIEKTPOHHOM  BHUJIE.
Pekomenpanuu mo oOECNCYeHHIO TOCTOBEPHOCTH M HazexHocTH»/document/901862522/ (nara
obpamenus: 28.02.2017). - 3arn. ¢ axpaHa.

6.5 UntepHer-pecypcbl
1. Tapant.Py [Onekrponssiii pecypc] : wundopm.-nmpaBoBoii mopran / OO0 «HIIII
«'APAHT-CEPBUC». — Mocksa, 2015. - Pexxum goctyna: http://www.garant.ru, cBoOOIHBIN
(mata oOpamenusi: 28.02.2017). — 3aru. ¢ skpaHa.
Koncynprantllmtoc - HanéxHas mnpaBoBas 3ammra [DNeKTpoHHBIM pecype] : odum. caifr
/Komnanus «Koncynsrantllntocy. — Dnekrpon. gan. — Mocksa, 1997 — 2015. - Pexwum pocryna
: http://www.consultant.ru, cBo6oaHbII U3 NoKanbHOM cetn Cul. uH-Ta ynpasnenuss PAHXul C,
(mara oOpamenus: 28.02.2017). — 3arm. ¢ skpana. 1. CopaBodHO-IIpaBOBasi CUCTEMa
«Kouncynbrantllmtoc» - http://www.consultant.ru/
3. Pabora ¢ mepcoHanoM [DIEKTPOHHBIM pecypc]: MeKTpoH. KypH. - [ M.], 2003 - 2015. —
Pexwum noctyna: http://www.HR-Journal.ru, 4acTH4HO TUIaTHBIA.
4. YnpaBieHue nepcoHaIoM [ DIeKTPOHHBIN pecypc] : callT KypH. «Y1p. nepcoHasiom» / U3nart.
IoM «Ymp. nepcoHaniom». — M., 2001 — 2015. - Pexum noctyna: http://www.top-personal.ru,
cBoOOIHBIH (n1aTa oOpamenus: 01.11.2015)
5. VYuusepcurerckas 6ubianoreka ONLINE [OnexrponHslii pecypc] : [37eKTpoH.-6ubinoTed.
cucrema] / O-Bo ¢ orpaHW4. OTBETCTBEHHOCTHIO «/lupekr-Memma». - [M.], 2001 - 2014. -
Pexxum noctyna : http://www.biblioclub.ru, TpeGyercs aBTopu3anus.
6.AIMUHUCTPATUBHO-YIpaBIeHYeCKU opTai [DnekTpoHHbI pecypc] / AUP.Ru. — DnexTpoH.
naH. — Pexxum poctyma: http:/www.aup.ru/, cBoOoaubIil (nata obpamenus: 13.01.2016). —
3ari. ¢ sKpaHa.
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7.'ocOyk: DkcnepTHast ceThb [DIeKTpoHHBIH pecypc] — DnekTpoH. naH. — Pexum nocryna:
http://www.gosbook.ru, Tpebyercs aBropu3zamus (mara obpamenus 13.01.2016). — 3arm. c
JKpaHa.

8.Ham nom — Cubupckuii uHcTuTyT yrpasnenus — punman PAHXul'C [DnextpoHHbIH pecypc]
— OnekTpoH. naH. — Pexum poctyma: http://vk.com/sapanet/, TpeOGyeTrcs aBTOpu3anus (mara
obpamenus: 13.01.2016). — 3arum. ¢ ’kpaHa.

9.Poccuiickas akageMHss HapOJHOTO XO3sIMICTBAa M TOCyAapCTBEHHOW ciryxObl mpu Ilpesunenre
Poccuiickoit ®enepanuu [OnekTpoHHBI pecypc] — OnekTpoH. naH. — Pexum poctyna:
http://www.ranepa.ru, cBoboanbIi (nata oopamenus: 13.01.2016). — 3arn. ¢ skpana.
10.Cubupckuii MHCTUTYT yripaBiieHus — punuan Poccuiickolt akaneMuu HapoJHOTO XO3SHCTBA U
rocyaapcTBeHHo# ciry:x0bl npu IIpe3unenre Poccuiickoit deneparyu [DneKTpoHHBIN pecypc] —

OnekTpoH. npaH. — Pexum poctyma: http://www.siu.ranepa.ru, CcBOOOJHBIH, TpeOyeTcs
aBTopu3anus (nara oopamenus: 13.01.2016). — 3aru. ¢ skpaHa..
11.VopaBnenue [OneKTpoHHBI pecypc]. — OnekTpoH. pnaH. — Pexum poctyna:

http://upravl.ru/, ceo6oaHbIi. — 3ari. ¢ 3KpaHa.

12. YuauBepcurerckas nnpopmannonsas cuctema POCCUS [DnexTpoHHBIH pecype] : TeMaTuu.
MeKTpoH. 0-ka / Hayu.-uccnesn. Beruucaut. ueHtp MI'Y; ABTOHOM. HEKOMMeEpY. OpraHU3alus
«Uentp wmHbpopmai. ucciem». — IAekTpoH. AaH. — M., 2000 — 2015. - Pexum npoctyna:
http://uisrussia.msu.ru, TpedyeTcsi aBTOpU3ALIHUS.

13. DnexTpoHHas O6ubnuoreka [DneKTpOHHbIN pecypc]| // AIMUHMCTPATUBHO-YIIPABICHUYECKUI
noptai. — Pexxum noctyna: http://www.aup.ru/library, cBo60AHBIH.

6.6 Unnie MCTOYHHNKHA
He ucnons3yrorcs

7. MaTepuaibHO — TeXHH4ecKasi 0a3a, ”HGOPMALOHHBIE TEXHOJIOTHH, IIPOrPAMMHOE

obecrieueHre ¥ MH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

VY4eOHble ayAUTOPHUH 7Sl MPOBEACHUS 3aHATHI JIEKIIMOHHOTO TUMA (9KpaH, KOMIBIOTED C
HNOJKIIOYEHUEM K JIOKAIbHOW CETHM MHCTUTYTA, U BBIXOJOM B VHTEpHET, 3ByKOBOM YCHIIUTEIb,
AQHTUNOJABUTENb, MYIbTUMEIUNHBIA MPOEKTOP, CTOJIBI ayAUTOPHBIC, CTYNlbs, TpUOyHa
HACTOJIbHAS, I0CKa ayJUTOPHAs!)

VY4eOHble ayaUTOPUHM [ TPOBEACHMS 3aHATHH MPAKTUYECKOTO THUMa (CTOJIBI
ayJIUTOpHBIE, CTydbsi, TpuOyHa, JOCKA ayAUTOPHAs, KOMIIbIOTEp C BbIX0JOM B HHTepHeT,
MYJIbTUMEIUIHBINA TIPOEKTOP, IKPaH).

KomMmrmibtoTepHbie Kiacchl (KOMIBIOTEPHI ¢ MOAKIIOYEHUEM K JIOKATbHOW CETH MHCTUTYTA
(BKITIOYasi MpaBOBBIE CUCTEMBI) U IHTEpHET, CTOIBI ayAUTOPHBIE, CTYIbS, JOCKH ayTUTOPHBIC)

[lomemenuss 111 caMOCTOSITENBHOM — paboThl  OOyyarommxcsi  (KOMIIBIOTEPHI  C
MOAKIIOUEHUEM K JIOKAJbHOM CceTH MHCTHTYTa (BKJIOuYas IMpaBoBble cucTembl) U HHTepHer,
CTOJIBI ayIUTOPHBIE, CTYJbS, JOCKU ayTUTOPHBIE).

Hentp MHTEPHET-PECYPCOB (KOMIBIOTEPHI c BBIXOJIOM B WHurepHer,
aBTOMATH3UPOBAHHYI0  OMOIMOTEYHYI0O HWH(MOPMAIMOHHYIO CHUCTEMY M  JJIEKTPOHHbBIE
OnbmuoTeyHble cHCTeMbl: «YHuBepcurerckas Oubnmmoreka ONLINE», «3DaexktpoHHO-
oubnmuoTeunas cucrema usmarenbctBa JIAHby», «DnexkrpoHHO-OMONMOTEYHAss CHCTeMa
m3narenberBa «FOpaiiy, «OnekTpoHHO-0nOmuoTeunas cucrema IPRbooksy»,«YHuBepcurerckas
Nudopmanmonnas Cucrema POCCHSA», «DnektponHas Oubmuoreka auccepranuid PI'by,
«Hayunas snektponnas OuoOmmoreka eLIBRARY», «kEBSCO», «SAGE Premier». Cucrtema
denepanbHbIX 00pa3oBaTelbHBIX MOPTAoB «OkoHOMHUKA. Counumonorus. MeHeIKMEeHT»,
«tOpuanueckass Poccusi», CepBep opranoB rocynapctBeHHOW Biactu P®, Caitt Cubupckoro
®enepanbHoro okpyra u ap. CopaBouHble mpaBoBble cucTeMbl «lapant», «KoHCyabTaHT
[Tmrocy, «Koncynprantlimtoc-Pernony).
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bubnmoreka (KOMIBIOTEPHI C MOAKIIOUEHUEM K JIOKAIBHOU ceTH ¢unmmana u MHTEepHeT,
Wi-Fi, cToibl ayTuTOpHBIE, CTYIbSA).

Buneoctyaus st BebunapoB (000pyn0BaHHBIE KOMIIBIOTEPAMHU C BBbIX010M B VIHTEpHET,
OCHAIIIEHHBIC BeO-KaMepaMy U TapHUTYpaMu (HAYITHUKA+MHUKPO(DOH), CTOJIAMH U CTYJIbSIMU).

Kabunets! (000pynOoBaHHbIE KOMIIBIOTEPAMU C BBIXOJOB B VIHTEpHET, B TOM YHCIIE
OCHAIIIEHHBIE BeO-KaMepoil, TapHUTYPOii, CTOJIaMH, CTYJIbSIMHU, IPUHTEPAMH).

Hcnonb3yemoe nporpammuoe obecrneuenne (MS Word, MS Excel, Acrobat Reader, MS
Power Point (w1 nHOM penakTop mpe3eHTaluii); uaTepHeT-opayszepsl Google Chrome, Yandex;
nporpammsl rpocmotpa Busaeo (MS Media Player, u npyrue copmectumsie ¢ I10); iSpring Free
Cams).
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