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1. Ilepedyenb NJIAaHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 110 AUCHHUILINHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMH pPe3yJbTaTaMHU 0CBOEHHS POTrPaMMBbI

1.1 Jucoummnaa b1.b.24

«JloKyMeHTallMOHHOE ~ obOecreueHue

n  JCIOIPOU3BOJACTBO B

rocyaapCTBCHHOM U MYHHUIIUIIAJIbHOM YIIPABJICHUN> obecreyuBaeT OBJIAACHHUC CIICAYHOIINUMHA
KOMIICTCHIIUSAMU C y‘léTOM oTana.

Tabma 1
Kon HaunmeHoBaHue Kon HanmeHnoBanue 3Tana
Kommne KOMIIeTeHIUH 3Tana 0CBOeHUs OCBOEHHS KOMIIeTeHI[UH
TeHIH KOMIeTeHIUH
"

OIIK-1 | Bnagenue naBpikamu | OIIK - 1.2 Ha ouHOMH, CrniocoOHOCTh paboTath ¢
MOMCKa, aHAJIN3a U 3a04HOM, Ha 3a0YHOM JOKYMEHTaMU HCTIOJIb3YS
UCIOJIb30BAHUS dbopme oOyueHus ¢ BO3MO’KHOCTH TEKCTOBOTO
HOPMAaTUBHBIX U npumenernnem D0, 10T penakropa, BECTH
IIPaBOBBIX ¢dopmax oOydeHus 3 PEeKTUBHBIN MOUCK
JOKYMEHTOB B CBOEi uHpopManuu B 6a3ax JaHHBIX U
npodeccuoHaIbHON IPUMEHATh HOPMAaTHBHbBIE
NEATEIIbHOCTH nokyMeHTsI (B T.4. [OCTsI)

CrnocobHOCTh paboTaTh €
JOKYMEHTaMH B HAy4YHOU U
OIIK 1.3 Ha 04HO-3204HOH | IpoeccHOHATBLHON
dbopme oOyueHus JeSITeNFHOCTH Ha OCHOBE
MH(GOPMALMOHHOM U
oubnmorpaduyeckoit KynbTyphl.
OIIK-6 | Cnocobnocts pemmats | OIIK- 6.4 Ha o4HO#, 04HO- | CIOCOOHOCTH UCII0JIb30BATh

CTaHJapTHbIE 33/1a4H
npodeccruoHaIbHOI
NeATeIbHOCTH Ha
OCHOBE
nH(OPMALIMOHHON U
oubnmorpaduueckoi
KYJIBTYpPBI C
pUMEHEHHEM
UH(pOpPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH U C
Y4ETOM OCHOBHBIX
TpeboBaHuUM
MH(pOPMAIIMOHHOMN
0e30macHOCTH

3a04HOM, 3204HON (hopmax
oOyueHus

OIIK- 6.3 Ha 3a04HO¥ C
npumenernnem D0, 10T
dbopme oOyueHus

CHpaBOYHO-UH(OPMAIIUOHHBIE U
CIPaBOYHO-IIPABOBHIE CHUCTEMBI
A IIOMCKAa W aHajau3a
HEOO0X0MMO uH(popMauu
npu pelIeHnn
npodeccrnoHambHbBIX 3ajad4,
HCII0JIL30BaTh OCHOBHEIE
TIPUHITUTIBI OpraHu3aIuu
JeTIOTIPOU3BOICTBA u
JTOKYMEHT0000pOTa B
OpraHu3alusX  BCEX  BHUJIOB
COOCTBEHHOCTH, TaK)KE€ METOJIOB
JICIIOTIPOU3BOICTBA.
CnocoOHOCTh HCIOJIB30BATh
CIPaBOYHO-UH(OPMAIUOHHBIC H
CIPaBOYHO-IIPABOBHIC CHCTEMBI
JUIS TTIOMCKA U aHaJIh3a
HE00X0UMOM HH(POPMAITUH
IIPH PEIICHUN
mpodeccHoHabHBIX 3a/1a4,
HCII0JIb30BaTh OCHOBHEIE
MPUHIIUITB OPraHU3aliN




JeTOTIPOU3BOCTBA U
JOKYMEHTO0000pOTa B
OpraHu3aIusaX BCEX BUIOB
COOCTBEHHOCTH, TAK)KE METOIOB
JIETIOTIPOU3BOICTBA
[1K-18 | cmocoGHOCTD 1K 18-2 Ha ouHOii, 0yHO- | CrOCOOHOCTH MPOEKTUPOBATH

NPUHUMATh y4acTue B | 320YHOH, 3a09HOM (opMax | opraHU3allMOHHbBIE JEHCTBUS.

IIPOEKTUPOBAaHUU oOy4yeHus

OpraHu3alMOHHBIX [1K- 18.3 Ha 3a0uHOi1 C CrocoOHOCTD BBITIONHSATH

NEUCTBUM, yMEHUE npumenernem D0, 10T cirykeOHble 003aHHOCTH.

3pPEeKTUBHO ¢bopme 0OyueHus

UCTIOJHSATD

CiIy’)keOHBIC

(TpynoBbie)

00513aHHOCTH

IIK-24 | Bnagenue IIK 24-1 na ouHO- CrocoOHOCTh HAXOIUTh

TEXHOJIOTUSIMH, 320YHOM, 320YHOMH C OpraHu3alMOHHO-

[IpUEMaMHU, npumenernem D0, 10T YIPABJICHYECKUE PELICHUS

o0ecreYnBarOIIUMH dbopmax oOydeHus obecreuynBarofe OKa3aHue

OKa3aHHe YCIYT.

rOCYAApCTBEHHBIX U I1K 24-2 na 3a04HOM CrniocoOGHOCTh MPOEKTUPOBATH

MYHUIIUTATBHBIX bopme 0OyueHus OpraHu3aIMOHHBIE CTPYKTYPBHI.

yeryr puznueckum u | [IK 24-3 Ha ounoit popme | CrocoOGHOCTH pa3pabaTeiBaTh U

IOPUJINYECKUM JIMLAM | O0y4YeHus 3G PEeKTUBHO UCTIOIHATh
yIIpaBJIEHYECKUE PEIICHUs

1.2 B pe3ynbpTare OCBOCHHS TUCIUIUIMHEI Y CTYICHTOB JOJKHBI OBITh CPOPMHUPOBAHBI:
Tabnuua 2.

OT®/TP

Koa 3Tana ocBoenust
KOMIIETEeHI MU

PesyabTaTsl 00yyeHus

OIIK - 1.2 Ha o4HO#,
3a04HOM hopmax
oOyueHus

Ha YPOBHE 3HAHUU:
— OCHOBBI MH(pOPMAIMOHHON U OubIHOTpadruecKol
KYJIBTYpPBI;

— OCHOBHBIC HOPMATHBHO-TIPABOBBIE JIOKYMEHTHI B
chepe OENOMPOM3BOJACTBA, TEXHOJIOTHH 00paboTKH
YIIPABJICHUYECKUX JOKYMEHTOB;

Ha YPOBHE YMECHUN:

-aHAJIM3UPOBAThH oubnuorpaduyeckuit Y
H(OPMAIIMOHHBIH MaTepual, UCTIONB3YS]
H(POPMAIIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH;

— TNPUMEHSTh HOPMATHUBHBIE JOKYMEHTH (B T.U.
['OCTel) B HayyHod W  mpo¢ecCHOHATHHOH
NEeATeIbHOCTY HAa  OCHOBE  HMH(QOPMAIMOHHOW U
Ooubnmorpadguueckon KylnbTyphbl;

— OpPHUEHTHUPOBATHCSI B CHUCTEME 3aKOHOJATENIbCTBA U
HOPMATHBHBIX IPABOBBIX AaKTOB, PETJIAMEHTHPYIOLIHX
cepy IETONPOU3BOJCTBA, IMPUMEHATh IOJYYCHHBIE
3HaHUS B paboTe C TOKYMEHTaMU;

—Ha YPOBHE HABBIKOB:
- aHaJIn3

podhecCHOHaTBHO-TPAKTUYECKOMH]




OT®/TP

Koa 3Tana ocBoenust
KOMIIETeHI MU

PesyabTaTsl 00yyeHus

OIIK 1.3 gHa 04uHO-3204YHOI
dbopme oOyueHus

NEeATeIbHOCTH PabOThl C HCIOJIb30BAHUEM OCHOBHBIX
TpeOoBaHMI  MH(POPMALMOHHOW  OE30MaCHOCTH @
NpUMEHEHHEM HH(OPMAIIMOHHO-KOMMYHUKAIIMOHHBIX]
TEXHOJIOTHI;

— TOUCK, aHAJIM3 M MCIOJB30BaHHE HOPMATHBHBIX U
[PaBOBBIX  JOKYMEHTOB B  Mpo(ecCHOHATHHOH
NeaTeIbHOCTH;

METOABl M HWHCTPYMEHTHI CO3JaHHs  JIOKaIbHBIX
HOPMAaTHUBHBIX JTOKyMEHTOB.

Ha YPOBHE 3HAHUU:

OCHOBHBIX TpeOoBaHUI UH(POPMALMOHHON
0€30MaCHOCTH TPU PeLIeHUH 33134 MPopeCCUOHATBHOM
NesaTeIbHOCTH;

Ha YPOBHE YMEHUN:

— OpPHUECHTHUPOBATHCSI B CHUCTEME 3aKOHOJATENbCTBA U
HOPMATHUBHBIX IPABOBBIX AaKTOB, PETIAMEHTHPYIOLIHX
cepy IETONPOU3BOJCTBA, IPUMEHATh IOJYYCHHBIE
3HaHUS B paboTe C TIOKYMEHTaMU;

KOMMYHHUKAIIHOHHBIEC TEXHOJIOTUH;

Ha YPOBHE HABBIKOB:

— TOUCK, aHAJIM3 M MCIOJB30BaHME HOPMATHBHBIX U
[PAaBOBBIX  JOKYMEHTOB B  Mpo(hecCHOHATHHOH
NeaTeIbHOCTH

OIIK- 6.4 Ha 04HOI, 0OYHO-
3204HOM, 3204HOH (hopmax
oOyueHus

OIIK- 6.3 Ha 3a04HOM ¢
npumenenuem D0, 1OT
dbopme oOyueHus

Ha YPOBHE 3HAHUM:

— OCHOB MH(OPMAITIOHHO-KOMMYHUKAITMOHHBIX
TEXHOJIOTUH

— 'OCToB, onpenensomniie odume TpeOGoOBaHUS 1
MpaBujIa COCTABICHUS OUOIMOrpagUIecKux CChUIOK,
O6ubMorpaguUecKoro onucaHus, CTPyKTypy U IpaBuia
oopMIICHHSI TMCEMEHHOU PabOTHI.

Ha YPOBHE YMEHUN:

— CaMOCTOSITENILHO MPUMEHSTh HH(POPMALIMOHHBIE
TEXHOJIOTUH B NMPO(HECCHOHAIBLHON ACATEIbHOCTH;

— 0(OpMIIATH JOKYMEHTAIIUIO B COOTBETCTBUU C
HOPMAaTUBHOM 0a30ii, NCTIONB3Ys HH(OPMAITUOHHBIE
TEXHOJIOTUHU U CPEJCTBA OPITEXHUKU;

— pa3palaTbIBaTh CTPATETUIO U BECTU PE3YJIbTATUBHBIH
[MOMCK HYXHOW MH(POPMALIUU B SJIEKTPOHHBIX pecypcax

OHOIMOTEKH;




OT®/TP

Koa 3Tana ocBoenust
KOMIIETeHI MU

PesyabTaTsl 00yyeHus

IIK 18-2 Ha 0yHOM, OYHO-
3204HOM, 3204HON (hopmax
oOyueHus

I1K- 18.3 Ha 3a04HO¥i C
npumenennem D0, 1OT
dbopme oOyueHus

IIK 24-1 Ha 04YHO-3204YHOM,
3a04HOM C IPUMEHEHUEM
30, 0T dopmax
oOyueHus

[1K 24-2 na 3a0uHOM
dbopme oOyueHus

[1K 24-3 Ha ounoit popme
oOyueHus

Ha YPOBHE HABBIKOB:

— aHanM3a npodeccHoHaTbHO-IPAKTUIECKOM
NeATeIbHOCTH PAdOTHI C UCIOJIB30BAHUEM OCHOBHBIX
TpeboBaHM MHPOPMAITMOHHON GE30MaCHOCTH C
pUMeHEeHHEM HH(POPMALMOHHO-KOMMYHHKAITMOHHBIX
TEXHOJIOTHI;
—MH()OPMALMOHHO-KOMMYHHKAIIHOHHBIMHU
TEXHOJIOTUSIMHU C Y4ETOM OCHOBHBIX TpeOOBaHMM
MH(GOPMAIMOHHOM 0€301MacHOCTH;

— HaBBIKAMU oOecrieueHus: HHPOPMaLMOHHON
0€30MaCHOCTH B OpraHU3allH;

Ha YPOBHE 3HAHUM:

— 0CcHOB (popMHUpPOBaHUS UH(DOPMAITMOHHOHN KYJIBTYPBI
OpraHu3alum;

— MPUHIIMIIBL pean3alii KOMMYHUKAIUH B
OpraHu3anuu

Ha YPOBHE YMECHUN:

— CaMOCTOSITETILHO MPUMEHSTh METOIbI peaTu3aIliu
OCHOBHBIX YIPaBICHUECKUX QYHKIMUN (IPUHATHE

[peleHuii, Opranu3aius, MOTUBUPOBAHUE U KOHTPOJIb);
- pa3pabaTbIBaTh MPOEKTHl JOKYMEHTOB, HEOOXOIUMBIX
IS peaIi3aliy IPOrpaMM OCYIIECTBICHHUS
OpraHu3alMOHHBIX U3MEHEHHH

Ha YPOBHE HABBIKOB:
— HaBbIKAMM peaIU3alui METOUK TUAarHOCTUKU
OpraHU3alMOHHOU KYJIbTYpPBI

Ha YpPOBHE 3HAHUU:

— IPUHIMIIOB ¥ TPeOOBAaHUH K MPEIOCTABICHUIO
rOCYAApCTBEHHBIX U MYHUIUIIAIBHBIX YCIIYT
FOPUINYECKUM U (PU3UYECKUM JIUIaM

Ha YPOBHE YMEHUN:
— CaMOCTOSITETIbHO O(POPMIIATH aAMUHUCTPATUBHBIC
periIaMeHThI

Ha YPOBHE HABBIKOB:
— HaBbIKaMH oOecrieueHust HHQOPMaIMOHHOM
0€301acHOCTH B IPOLECCE NMPENOCTaBICHUS

TOCYAapCTBCHHBIX 1 MYHUIIMITIAJILHBIX YCIIYT

qacoB.

2. O0beM 1 MecTO IMCHUILIMHBI B cTpykType OI BO
O0BbeM qMCHUITHHBI
Obmas Tpynmoémrocts b1.5.24 «JlokymMeHTanImOHHOE 00eCTieueHue U JIEIOTPOU3BOICTBO B

rOCylapCTBEHHOM M MYHMIMIAJIBHOM YIPAaBJIEHUW» cOCTaBisAeT 3 3au€THble eauHuubl, 108

KonnyectBOo akajgeMHUYeCKMX 4YacoB, BBIICJIEHHBIX Ha KOHTAaKTHYIHO paboTy ¢
npernojaBateneM, cocrapiser 48 vacoB (i OyHON (GOpMbI 00ydeHUs ): Jiekuun — 16 4Jacos,
npakTudeckue 3auaTus — 32 yaca. CamocrosrenbHas padoTa cocranisier 60 yacos.
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KonuyectBo akageMHYeCcKMX 4YacoB, BBIJCIEHHBIX Ha KOHTAaKTHYIO paboTy ¢
mpernoaBaTesieM, COCTaBisgeT 32 yaca (s OYHO-3209HOW (opMbI OOydeHHS): JeKuuu — 16
qaca, MpakTHuecKue 3aHaTus — 16 yacoB. CamocTrosATenbHas paboTa COCTaBIsIET 76 4acoB.

KonnyectBO akaJgeMHYeCKMX 4YacoOB, BBIICIEHHBIX Ha KOHTAaKTHYIO paboTy ¢
npemnojaBaTeneM, cocTaBiser 12 yacoB (ans 3aouHod (opMbl 0OyueHMs): JIeKUUU — 4 daca,
npakTudeckue 3auaTus — 8 yacoB. CamocrosTenbHas paboTa coctabisieT 92 yaca. Konrpons — 4
qaca.

Mecto qucuuniannsl B crpykrype OII BO

Huctumuinaa  b1.5.24  «JlokyMeHTanimoHHOe oOOecredyeHne U JACNOMpPOU3BOJACTBO B
rOCyJapCTBEHHOM M MYHULMIAIBHOM YIIPABJICHUW» MPEIyCMOTpPEHA: JUId OYHOW (hOopMBbI
oOyueHus B 6 cemecTpe; A OYHO-3a04HON (OpMbI 0OydeHHs B 7 ceMecTpe; s 3a04HOM
dbopMbI 00ydeHus B 6 cemecTpe.

Huctumuinaa  b1.5.23  «JlokyMeHTarimoHHoe oOecrneueHne W JAENONpPOU3BOJICTBO B
roCyJapCTBEHHOM M MYHMILIMIAIBHOM YIPABICHUU» OTHOCUTCS K JUCIMIUIMHAM O0s3aTeIbHOU
yactu bioka 1. «{ucuuminael (MOAyIN)».

dopma NpOMEKYTOUHON aTTECTAIIMM B COOTBETCTBUH € Y4EOHBIM TUIAHOM — 3a4ET.

3. Conep:xaHue M CTPYKTYpPa JMCOHUIIIMHBI
Ounasn popma odyuenusn

O0beM TMCHUIUINHBI , Yac.
®opMa TeKyLero

KonTakTHas paGora KOHTPOJISk

Ne HaumenoBanue
Bcero 0byqarommxcs ¢ CP | ycmeBaemocTH,

m\n Tem/pas/iesioB NpernojaBarteeM 10 BUAAM IPOMEKYTOHOI
Y4eOHBIX 3aHATHI aTTecTAlNH
| JIP | I3 | KCP

1 [Ipenmer, conepxanuen | 8 2 2 4

O, T
3aga4u JUCHHITIIMHBI

2 OCHOBHEBIC CBOMCTBA, 8 2 2 4
(GYHKUMY 1 TPU3HAKA O, T
JIOKYMEHTa

3 OOmue HopMBI U ipaBuaa | 12 2 4 6
oopmieHus
YIIPaBJICHYECKUX
JOKYMEHTOB

T,T3

4 Cucrema 12 2 2 8
OpraHu3aluOHHO-
pacnopsIuTeNbHON
JIOKYMEHTAIK

O, T,K-3

5 JIoOKyMEHTalOHHOE 10 2 2 6
obecrieueHne
KOJIJIETHATBHBIX OPTaHOB
yIpaBICHHUS,
OpTaHU3alNs COBEIIAHUN,
KoH(epeHIni, coOpaHuit

0O, K-3

6 Cucrema cripaBo4HO- 9 4 5
WH(POPMAITUOHHOH U
AHAJIUTUYECKOU
JOKYMEHTalUU

0O, K-3

7 CoBpeMEeHHOE JENOBOE 6 2 4

T, K-3
IUCBMO

8 CocraBiieHuE 1 5 2 3
oopmieHue O, T,K-3
JOKYMEHTAIIUH 110




JIMYHOMY COCTaBY

Opranuzanus u
TEXHOJIOTUSI PabOTHI C
JIOKYMEHTaMHU

12

O, KC

10

Opranuzanus
BIEKTPOHHOT'O
JIOKYMEHT0000pOoTa

10

11

OpraHu3ais XpaHeHus
JOKYMEHTOB U
obecrieueHne ux
COXPaHHOCTH.

12

12

Jenonpou3BoacTBO MO
YCTHBIM U ITUCbMEHHBIM
oOpalleHusIM TPpaXkIaH B
OpraHu3aluI0

IIpom

CXKYTOYHAA aTTeCTAUA

3a4eT

Bcero

108

| 16 \ (32|

| 60

Ouno-3aounas gpopma odyuenusn

HaumenoBanue
Tem/pa3iesioB

Bcero

O0beM TUCHMILIHHBI , Yac.

KonTakTHas paGora
o0yuaromuxcsi ¢
NpernojaBareieM 1o BUAAM
Y4eOHBIX 3aHSITHI

Cp

J JIP | TI3 | KCP

dopMa TeKyLero
KOHTPOJISI
ycneBaeMOCTH,
NMPOMEXKYTOYHOI
aTTecTaluy

[Ipenmer, conepxanue u
3aJa4d TUCIHILINHEI

O, T

OCHOBHEBIC CBOMCTBA,
(YHKIIMY U TPU3HAKT
JIOKYMEHTa

O, T

OO1me HOPMBI U IPaBUIA
oopmieHus
YIPaBICHUECKUX
JIOKYMEHTOB

10

T,T3

Cucrema
OpPTaHU3aIHUOHHO-
paciopsIUTENLHOM
JIOKYMECHTAIIHH

O, T,K-3

JIOKyMEHTAIHOHHOE
obecrieueHue
KOJUIETHATIbHBIX OPTraHOB
yIpaBJICHHUS,
OpraHu3aIys COBCIAHMH,
KoH(epeHIni, coOpaHuit

0O, K-3

Cucrema cripaBo4HO-
MH(OPMAITMOHHON U
AHAJIMTHYECKOH
JIOKYMEHTAIIHH

COBpeMCHHOC ACII0BOC
IIHCBbMO

CocraBiieHHE 1
ohopmiieHHE
JOKYMEHTAIIUH 110
JINYHOMY COCTaBY




Opranuzanus u
TEXHOJIOTUS PabOTHI C
JIOKYMEHTaMHU

O, KC

10

Opranuzanus
3IEKTPOHHOT'O
JIOKYMEHT0000pOoTa

10

11

OpraHu3ais XpaHeHus
JOKYMEHTOB U
obecrieueHne ux
COXPaHHOCTH.

12

Jlenonpou3BoACcTBO 10
YCTHBIM U MUCbMEHHBIM
o0parieHusIM rpaxJaH B
OpPTraHH3ALHI0

IIpom

CXKYTOYHAA aTTeCTAUA

3a4eT

Bcero

108

[16 |

| 16

| 76

3aounan ghopma odyuenusn

HanmenoBanmue
Tem/pa3iesioB

Bcero

O0beM TUCHMILIHHBI , Yac.

KonTakTHas paGora
o0yuaromuxcsi ¢
NpernojaBarteseM 10 BUAAM
Y4eOHBIX 3aHSITHI

Cp

J JIP

3

KCP

®opma TeKkyniero
KOHTPOJISI
ycIeBaeMOCTH,
MPOMEKYTOYHOMI
aTTecTaluy

[Ipenmer, conepxanue u
3a1a41 TUCHMILINHEI

O

OCHOBHEBIC CBOMCTBA,
(YHKIIMY 1 TPU3HAKU
JIOKYMEHTa

O, T

OOr1me HOPMBI U IPaBUIa
oopmeHuS
YIPaBJICHUECKUX
JIOKYMEHTOB

10

10

T,B

Cucrema
OpPTaHU3aIUOHHO-
paciopsAUTENLHOM
JIOKYMECHTAIIHH

I3

JIOKyMEHTAIHOHHOE
obecrieueHme
KOJUIETHAIbHBIX OPraHOB
yIpaBJICHHUS,
OpraHu3aIys COBCIAHMH,
KOH(epeHInui, coOpaHuii

Cucrema cripaBoOYHO-
MH(OPMAITMOHHOW U
aHAJIUTUYCCKOMN
JIOKYMEHTAIIH

T, O

COBpeMGHHOG JACII0BOC
IIHCBMO

10

10

I3

CocraBiieHHE 1
ohopmiieHHE
JOKYMEHTAIIUH 110
JINYHOMY COCTaBY

Opranuzanus u

T,0

10




TEXHOJIOTHsI paOOTHI C
JOKYMEHTaMHU
10 | Opranuzanus 8 2 6
BIEKTPOHHOT' O KC
JOKYMEHTO000pOTa
11 | Opranu3zanus XpaHeHus 9 9
JOKYMEHTOB H 0.B
obecriedueHne ux ’
COXPaHHOCTH.
12 | enonpou3BOACTBO MO 9 9
YCTHBIM ¥ MUCbMEHHBIM 0.B
0OpaleHUsIM TpaXk/iaH B ’
OpraHU3aLHI0
IIpoMeKyTOYHAA aTTEeCTALUSA 4 3a4€T
Beero 108 |4 \ (8 | | 92
3aounan popma odyuenusn c npumenenuem 30 JJOT
O0beM TMCIMILIMHBI , Yac.
dopMa TeKyLero
Ne HanmenoBanue K?)I({ST?:;(})II?::DI:?: (;Ta onposs
i Tew/paseno Bcero . y CP | ycnesaemocTn,
penofaBartesieM 0 BHIaM NPOMEKYTOUHOI
Y4eOHBIX 3aHATHI arTecTalNK
J JP | I3 | KCP
1 IIpeamer, conepxanne | 8 2 6 DNEeKTPOHHBIN
3aJ1a4M AUCUUILIMHBI cemunap, ITK3
2 OCHOBHEBIC CBOMCTBA, 8 2 6 o
(GYHKIMU U TIPU3HAKA DIICKTPOHHEIH
0KyMeHTa cemuHap, [1K3
3 OO6mue HopMebl U ipaBuaa | 10 10
ohopmiteHUS DNEeKTPOHHBIN
yIpaBICHYECKUX cemunap, [1K3
JOKYMEHTOB
4 Cucrema 8 2 6
OpraHM3allMOHHO- DNEeKTPOHHBIN
PaCIOpsIIUTENBHOM cemunap, [1K3
JOKYMEHTALUU
5 JIoKyMeHTaloHHOE 9 9
obecrieueHue
KOJUICTHAJIbHBIX OPTaHOB DNEeKTPOHHBIN
yIpaBIieHHS, cemuHap, [1K3
OpraHu3allMs COBEIIAHHH,
KOH(epeHIni, coOpaHuit
6 Cucrema cripaBOYHO- 8 2 6
MH()OPMALMOHHOW DNEeKTPOHHBIN
aHAJIMTHYCCKOM cemunap, I1K3
JTOKYMEHTALUU
7 CoBpeMeHHOE Je10BOE 10 10 ONEKTPOHHBIN
HHCHMO cemunap, I1K3
8 CocraBnenue u 9 9
ohopmiieHue DNEeKTPOHHBIN
JTOKYMEHTALUH 10 cemunap, [1K3
JMYHOMY COCTaBY
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9 Opranuzanus u 8 2 6 .
DNEKTPOHHBIN
TEXHOJIOrHsl pabOTHI C
cemunap, I1K3
JTOKYMEHTAMH
10 | Opranuzanus 8 2 6 o
DNEKTPOHHBIN
3JIEKTPOHHOTO
cemunap, I1K3
JOKYMEHT0000pOTa
11 | Opranuzanus XxpaHeHus 9 9
JTOKYMEHTOB U DNEKTPOHHBIN
obecriedeHune ux cemunap, I1K3
COXPaHHOCTH.
12 | enonpou3BOACTBO MO 9 9
YCTHBIM ¥ MMCbMEHHBIM DNEKTPOHHBIN
oOpaleHUsIM TPaXkIaH B cemunap, [1K3
OpraHH3aIHI0
IIpome:kyTOUYHAsI aTTECTALNSA 4 3auér
Beero 108 |4 IR | 92

Tpumeuanue: popmer mexyweeo konmpons ycnegaemocmu: onpoc (0), evicmynaenue (B), mecmuposanue (T),
ketic-3aoanue (K-3), epynnosoe 3aoanue (13), kpyanviii cmon (KC).

Coaep:xanue TUCHUIINHBI

Tema 1. Ilpeamer, conep:kanue M 3a1a4M JUCHUTINHBI

«JloKyMeHTallMOHHOEe OOecreyeHne U JICNIONPOM3BOJCTBO B TOCYIApCTBEHHOM U
MYHUIIUTIATIEHOM YIIPaBICHUW» KaK ydeOHas ucuuIuinHa. Llens u 3a1aun AUCIUTLTUHBL.

Ponp nokymenTa M MH(pOpMAIMK B JKM3HU 4elloBeka W oOmiecTBa. JJOKyMeHTHI B cdepe
IIpaB U ynpasieHus. JIOKyMEHT KaK MHCTPYMEHT yNpaBiieHUs. BiausHue HaydHO-TEXHMYECKOIO
nporpecca Ha pa3BuTHe JokyMeHTa. CoBpeMeHHbIEe BUIBI M TPEOOBAHUS K JOKYMEHTAM.

OCHOBHBIE TIOHATHS M OIpEAeNEHUs: JOKYMEHT (ero cBoWcTBa W  (pyHKIMHM),
JIeTIOTIPOU3BOACTBO (1IE€TH, 3a/1a41 U MPUHLHUIIBI), TOKYMEHTOBEICHNE, JOKYyMEHTO000pOT. Buibl
JOKYMEHTOB M UX Kilaccupukanus. YHUPHUKAIMA W CTaHAAPTU3ALMSA YIPABICHYECKHX
JOKYMEHTOB.

HopmaruBHass 0a3za JOKYMEHTAIlMOHHOTO OOecmeueHHs] ynpaBieHHS H €€ YpOBHHU
(3aKkOHOZATENbHBIE  AKThl, IIOA3aKOHHBIE  HOPMATUBHO-TIPABOBBIE  aKThl, HOPMAaTHUBHO-
METOJUYECKUE JOKYMEHTHI) B OpraHM3alllsIX U B OpraHax roCyJapCTBEHHOMN BJIAacTH U OpraHax
MECTHOrO0  caMoymnpaBiieHus.  l'ocymapcTBeHHble M OTpacieBble  CTaHAapThl  Ha
YHU(UITUPOBAHHBIE CUCTEMbI IOKYMEHTAIUH.

Jlureparypa: MoHOrpaduu, NepuoAUYECKHEe, CIIPAaBOYHBIC K METOJUUECKUE U3/IaHHs.

Tema 2. OcHOBHBIC CBOMCTBA, (PYHKIMH U NPU3HAKH A0KYMEHTAa

CooTHolleHHe TOHATHH «UHPOpPMaLUsS» U  «I0OKyMeHT». CBsa3p HHpoOpMamuu u
nokyMmeHTa. Posib nH(pOpMaIMK B COIMAIBHBIX M SKOHOMUYECKHX Tpolieccax. MHpopmanus kak
OCHOBa TPUHATHS yHpaBieHYeCKoro pemieHus. Poib uHpopmanmuu B aBTOMaTH3MPOBAHHBIX
CUCTEMAX.

Bo3HukHOBeHHME JOKyMEHTa, €ro 3HaueHue. TpaHcopmanus HOHATHS «IOKYMEHT).
Omnpenenenue JOKYMEHTa B TOCYAAapCTBEHHBIX cTaHiapTax. CBOHCTBa M (DYHKIMHU JOKYMEHTA.
ConuanbHblil, NpaBOBOM U HUCTOPUYECKUM Xapakrep JHoKymeHTa. [loHsTne opuruHaia.
YMHOKEHHbIE OpUTMHAIBI. YepHOBUKM M OCJIOBHUKM TEKCTOBBIX JIOKYMEHTOB. ABTOIrpadBbI.
Penakuuu. Ilonsatne «nognuHHUK». OCHOBHBIE NpHU3HAaKW NOJIMHHUKA. llomnuHHbIE N
MOJUTOKHBIE TOKYMEHTBhI. Bunsl ¢anbcudpukanyu 10kyMeHToB. DanbcupuKanus coaep:KaHusl.
Wutepnonsauus. Panbcupukanus cocTaBa yIOCTOBEpeHHUs, OnaHka. Pwiurpanu (OymMakHble
BOJsIHbIE 3HaKH). [leuarn.
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ITonarue «xomus». HMcropudeckoe pa3BuUTHE KOmMW. Buabl Komuy, ompenenseMbIX
cnocoOoM uX BocmpousBeaeHus. Komum, pasnuyaeMble MO Crnocod0y HMX YJOCTOBEPEHHS.
[loHATHE W HCTOPHYECKHM XapakTep CHOCOOOB NOKYMEHTHUpPOBAHHs. 3BYKOBas peub, €&
BO3MOKHOCTH M HEJOCTaTKU B 3aKpeIUieHMH W mepenaue uHpopmanuu. PazButue rpaduku
pycckoro nuceMma. Ckoponuck. CteHorpadusi.

IIpuMeHeHre TEKCTOBOIO JOKYMEHTUPOBaHUs. TexHuueckoe NoKyMeHTupoBanue. Poro-,
KHHO-, ¢oHo-, TEIEAOKYMEHTUPOBAHHUE. N3rorosnenue MaIlIUHOYUTAEMBIX 51
YEJIOBEKOMAIIMHOYNUTAEMbIX JOKYMEHTOB. MaTepuaibl 11 TEXHUYECKOTO JOKYMEHTUPOBAHUS.
MamunHable HOocuTenu uHpopMmaiuu. BnusHue HocuTens nH(pOpMAIMU Ha JOJTOBEYHOCTh U
CTOMMOCTb JIOKYMEHTA.

Tema 3. O06mue HOPMBI M TPaBHJIA 0(popMIICHHS YyIIPAaBJIeHYECKHX J0KYMEHTOB

[Tonarue «pexBu3uT». IlocTosiHHBIE M TepeMeHHble PEeKBU3HUTHIL. [loHsATHE «pOpMyIIsip
nokyMeHTa». OcoOeHHOCTH (POpMYIISIpOB JOKYMEHTOB, MOJYYEHHBIX PA3IUYHBIMU CHOCOOAMHM
JNOKYMEHTHpOBaHUs. VHAMBUAYalbHBIA M THUIOBOW (opMyssp aokymeHTa. Dopmynssp —
oOpa3zerl.

Bomnpocsl  TOKYMEHTHpPOBaHUS, COCTaBJ€HHUS M  O(QOpMIICHHS JOKyMEHTOB B
3aKOHOJATENbHBIX M HOPMATHBHBIX akTaxX. YHHU(]UKaLUs JOKYMEHTOB. BHyTpuBHIOBas
yHu(ukanus. Pa3zButue yHUpHUKaIMM W CTaHIAPTU3ALUHM JOKYMEHTOB. ['ocymapcTBeHHBIE
crangaptel Ha JokyMeHTbl. I'OCT P 7.0.97-2016 «Cuctema craHmapToB no HH(pOpManuw,
OUOIMOTEYHOMY U W3JATEeNbCKOMY jeny. OpraHu3alMOHHO-PACHOPSIIUTENbHAS TOKyMEHTALUS.
TpeboBanus kK 0(hOPMIICHUIO TOKYMEHTOBY». PEKBU3UTHI, periaMeHTHPyEeMble TOCY1apCTBEHHBIM
CcTaHgapToM. ABTOp noKyMmeHTa. Ponp Onanka B odopmienun aokymeHTa. CocraB OjaHka,
HOPAZIOK PACIOJIOKEHUSI PEKBU3UTOB B OnaHke. biaHkuM C  yrioBbIM W LEHTPaJbHBIM
pacroyio)keHueM pekBu3uToB. IIpaBuna KOHCTpyupoBaHus OnaHKa. ABTOpPBl  JIMYHBIX
nokyMeHToB. Iloamuce, mewars kak Hpu3Haku aBTopa. Bua noxymeHra. PasButne BuaoB
JIOKYMEHTOB. BHU/IbI TOKYMEHTOB, ONPEIENAEMbIE 3aKOHOIATENbHBIMU M1 HOPMATHBHBIMU aKTaMH.
CBsi3p BUJIOB JOKYMEHTOB U (DYHKIMI ympaBieHHs. YKa3aHUe BUIa JOKYMEHTa, €ro MeCTO W
Ha3HaueHue B (QopMysspe JOKyMeHTa. 3aBUCUMOCTh (OPMBbI JOKyMEHTa OT €ro BHUJA.
OO6o3nauenue azapecara. [IpaBuna HamucaHus ajgpecaTa M MeCTO yKa3aHMs ajpecaTa B
dopmynsape ngokymenTta. OtpaxeHue chepbl NeMcTBUS TOKyMeHTa B ero azapecare. Ilopsiok
opopMmiIeHHsI JOKyMEHTa C HECKOJbKMMHM aapecartamu. [lopsaok odopmieHHs HOYTOBOIO
agpeca. Jlatra jgokyMeHTa. 3HayeHHe  JaTUPOBaHUS  JOKyMEHTa. TOuYHBIE  JaTHI,
XapaKTepU3yIoIue MeMEeHThbI GopMyIsipa. ABTOpPCKUE JaThl (COCTAaBICHUE, OAINNCAHUE), JaThl,
OTHOCsIIMECS K cojepxkaHuio. JlaTtel 00paboTku 1okyMmMeHTOB. llopsiiok odopmiieHus nar.
CocraB ynocroBepeHus JokyMeHTa. CocTaB yJJ0CTOBEPEHHs TEKCTOBBIX TOKYMEHTOB pa3InYHbIX
Kateropuit. Mecto noanucanus B popmyssipe 10KyMeHTa.

[levatTu um ux Ha3HadeHue. Bunel neuateil. ['ocynapcTBeHHas repOoBasi Iedarthb.
3aKoHOJATEAbCTBO OO0 M3rOTOBJICHUM M HCHOJb30BaHMU mneyaTtd. Ilopspok npocraBieHus
neyaTei Ha JTIOKyMEeHTax. Y TBepKaeHue 10KkyMeHToB. CocTaB rpuda yrBepKaeHus, MOpsAJ0K ero
opopmieHus, mect B ¢opmynsgpe aoKkyMeHTa. OTMETKM Ha JOKyMeHTax. Mx ponp B
IPOMCXOXKJECHUN M MCIOJHEHUM JOKYMEHTOB, MecTo B Qopmynsipe nokymeHTa. Ocoloe
HazHaueHue pe3omonuu. TpeGoBaHue k €€ conepxkaHuio U odopmieHuto. OTMETKH O
MIOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb, UCIIOJIHEHUU IOKyMEHTa U Jp.

[lonsTne «TEKCT [OKyMEHTa» TMpH pPa3IM4YHBIX CIOcO0ax JOKYMEHTHPOBAHMS.
CopnepxaHue NPOCTBIX U CIIOKHBIX JOKyMEHTOB. Ilopsiiok M3n0oKeHust TeKcTa JOKYMEHTOB.
Jlornueckast CTpyKTypa TekcTa. B3auMocBsa3b cojepxkaHus U (OpMBI  JOKyMEHTA.
dopmanuszalys TEKCTOB JOKYMEHTOB. AHKeTa, Tabmuma. OCOOEHHOCTH CTPYKTYpbl TeKcTa
OpraHU3allMOHHO-PACTIOPAAUTENBHBIX JOKYMEHTOB. OJeMEHThl Tekcra. IloHsATHe «3arojoBOK
NoKyMeHTa». Ha3HaueHue 3arosioBka, ero mecto B ¢opmyisipe nokymeHTa. Ilpunoxenus k
TEKCTY W MOpAaoK ux odopmiieHus. IlpaBonucanne Ha3BaHMH YUpexkACHUN, OpraHM3aLui,
npennpusTui. [IpaBonucanue HazBaHui NTOKYMEHTOB. I[lpaBomucanue NOHKHOCTEH W 3BaHUM.
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[IpaBonucanue nar, uucen, 3HakoB. CHHTaKcHYecKHE€ OCOOEHHOCTH  JIOKyMEHTOB.
CHHTaKCHYeCKHUE KOHCTPYKIIUH.

YHuduKanus AOKyMEHTa KaKk OJHO U3 HalpaBJICHUH €ro COBEPIICHCTBOBAHUS.
[Ipennoceikn 1 MeToA YHU(PHUKAIMU. YHUQUKAUS CTPYKTYpPbl TEKCTa. DJIEMEHTHI
dopmanuzanuu. GopManu3oBaHHbBI XapakTep TEKCTOB IUIAHOBOM M Y4ETHOM IOKYMEHTAIHH.
YHu}ukanus s36IK0BbIX cpeacTB. POpMbI YHU(DUKALIMU: TUIIOBOU, TpadapeTHHIN TEKCTHI

Tema 4. CucreMa opranu3alHOHHO-PACTIOPAIUTEILHON JOKYMEHTAlNH

Cucrema oOpraHM3allMOHHO-TIPABOBOI JOKyMEHTallMM, €€ Ha3HaYeHHe U COCTaB.
CocraBnenne u OQOpMIICHHE OTACIbHBIX BHUAOB OPraHU3aIlMOHHO-TIPABOBBIX JIOKYMEHTOB.
OcHOBHBIE BHIBI U TPeOOBAHUS K COCTaBJICHUIO U O(QOPMIICHHIO OPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTOB.

Cucrema pacnopsAUTENbHOM TOKYMEHTaluu, e€ Ha3HaueHue W cocTaB. [Ipomemypa
U3JJaHUS PaCIOPAUTEIbHBIX JOKYMEHTOB B YCIOBHSX elIMHOHayanusi. HasHaueHue M BHJIBI
pacropsaauTenbHON JokymMeHTauuu. TpeOoBanus k e€ ocdopmwienuto corimacio ['OCT.
CocraBnenue W OQOpPMIIEHHE IPOEKTOB PACHOPSIUTENbHBIX JTOKYMEHTOB (IIOCTaHOBIICHHH,
pelleH i, TPUKa30B, paCOPsDKEHUH, yKa3aHu).

Ha3nauenue pacnopsIuTenbHOM JOKYMEHTAllUM B YIPaBJIEHUYECKON JeATeNbHOCTH
oprana Biactd. COCTaB pacHOPSAUTENBHOW JOKyMeHTauuu: PacropsaurenbHble JOKYMEHTHI,
u3aBaeMble pPH  KOJUJICTHAIBHOM MPUHATHM  pelieHUH (TIOCTaHOBJIEHUE, pELICHHUE).
PacnopsiaurenbHble JOKYMEHTHI, U37laBaeMble IPU €AWHOJIUYHOM MPUHSATUHU pelIeHUH (IpuKas,
pacriopsbkeHue, ykaszanue). llpouenypa HOArOTOBKM — paclOpSAMTENbHBIX — JIOKYMEHTOB
(mpuka3zoB, pacropspbkeHuil). [Topsaaok M3gaHus COBMECTHBIX PaclopsIUTEIbHBIX JTOKYMEHTOB.
OdopmiieHne pacrnopsAUTENbHBIX JOKYMEHTOB. DOpMyIsip paclnopsaUTEIbHOTO JIOKYMEHTA,
COCTaB PEKBHU3UTOB, NpaBuwia ux odopmieHus. TpeOoBaHHS K TEKCTaM paclOpSAUTENbHBIX
nokymeHToB. IlpaBmia cocraBieHuss mnpeamOyibl  (KOHCTATHPYIOLIEH 4YacTH)  TEKCTa
pacropsauTenabHOro JokymeHrta. [IpaBuiia coctaBieHHs U OQOPMIICHHS PACHOPSAUTEIBHOM
4acTH TeKcTa. THUIOBBIE SI3BIKOBBIE OOOPOTHI, UCIOJIb3YEMBbIE B TEKCTaX PAaCHOPSIUTEIbHBIX
JIOKYMEHTOB.

OCOOEHHOCTH COCTaBJIEHUS! PACHOPSAUTENBHBIX JTOKYMEHTOB B Pa3lMYHBIX CUTYallUs
YIIPaBJIEHYECKOH 1eATETbHOCTH.

Tema 5. /lokyMeHTallHOHHOEe O0ecreYeHHe KOJJIErHalbHbIX OPraHOB YIPaBJeHHS,
OpPraHu3anMs COBeIIAHMI, KOH(epeHuii, coOpanmnii

IIpouenypa wm3gaHus pacnoOpSAUTEIBHBIX JOKYMEHTOB B YCJIOBMSX KOJUIETHAJIBHOIO
ynpaBieHus. Bapuantel noanucanus nportokona. OdopmieHue BBIIUCKM U3 MPOTOKOJA
KOJUIETHAJIBHOTO OpPraHa yIpaBJICHUS.

KoMmmnekc  OpraHM3allMOHHO-TEXHMYECKMX  MEpONPUATUH MO  OpraHM3aluu WU
IPOBE/ICHUIO COBELIaHUH, KOHpepeHIMii, coOpaHuil (1anee - coBelanuil): BBIpaOOTKA MMOBECTKH
JIHS U OIpEAeNeHUE Kpyra IpeaIoaraéMblXx YYaCTHMKOB; O3HAKOMJIEHHE C IOBECTKOM MIHS
IpeANoaraeMbIX y4aCTHUKOB; BbIpaOOTKa perjaMeHTa COBEIaHWs; MOATOTOBKA MaTepHajoB,
HaMeuyaeMbIX JJIsI PAcCMOTPEHMs] Ha COBELAHMM (JIOKNaja, COJOKIana, CIpPaBOYHO-
MHGOPMALIMOHHBIX MAaTepHalioB, IMPOEKTa pELIeHUs); OopraHu3anus paboThl CeKpeTapHuara;
TEXHUYECKOEe OOecreueHre MpOBEeIeHHs COBElaHusd (ayluo- W BHJeoamlmaparypa 4 Jp.);
JOKYMEHTHpOBaHUE pabOThl COBELIaHMsA; O(OPMIEHHE JIOKYMEHTAJIbHBIX MAaTepHUajoB
coBelaHMs (M3rOTOBJIEHUE MPOTOKOJA, UTOTOBBIX MaTepUaloB, pa3MHOXEHHE M oOecrieueHue
UMH YYaCTHUKOB COBELIaHUs).

Tema 6. CucteMa cnpaBo4YHO-HH(OPMAIMOHHOM ¥ AHAJTUTHYECKOH TOKYMEHTALMHU

Haznauenne WHPOPMAIIMOHHO-CIPABOYHOM W AHAIUTUYECKOM JTOKyMEHTalluu B
yhnpaBieHUecKod  gearenbHocTd.  Kiaccubukamuss ~— MHPOPMAIIMOHHO-CIIPABOYHBIX U
aHAJTUTUYECKUX JOKYMEHTOB (TI0 Ha3HAYEHHIO, 10 aJpecaTy U Jp. MpU3HaKaMm). XapaKTepHUCTHKA
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OCHOBHBIX BHJIOB MH(OPMAIIMOHHO-CIIPABOYHBIX U AHAIUTHYECKUX JTOKYMEHTOB (IJOKIIAJHBIE,
ciy’keOHbIe, aHAJUTUYECKHE, TMOSCHHUTEIbHbIC, OOBSICHUTENbHBIC 3alMCKU, AaKThl, CIPABKH,
IIPEVI0KEH NS, IPEACTABICHU).

[Iponienypa TOATOTOBKH, COCTaBICHHA U O(QOPMIICHHS 3alHCOK  (JOKJIaTHBIX,
CITy’KEOHBIX, OOBSCHUTEIbHBIX, AHATUTHYECKUX), CIIPABOK, aKTOB, 3asBJICHHUM, MPEICTaBICHHH,
CIIMCKOB, IIEpEYHEN U JIp.

Tema 7. CoBpeMeHHOe [1eJ10BO€ MUCHMO

HenoBas (ciyxeOHas) nepenucka. Poib 1 Ha3HaueHHe eT0BOM NePEnCKH KaK CpesICTBa
1 croco0a MHPOPMALMOHHOTO 0OMEHA MEXK/y OpraHaMH BJIACTH, OPraHU3alUAMU, TPAXKIaHAMHU.
Bunpl JOKYMEHTOB, COCTaBJISIOIIMX IEPENHCKY (J€JI0BOE MHCbMO, Telnerpamma (Telekc),
TeneoHOrpamma, (hakcorpaMma, 3NMEKTPOHHOE MHCHbMO), OCOOEHHOCTH HX HCIIOJNb30BAHUS B
YIIPaBJIEHUECKOMN AEATEIbHOCTH.

Knaccudukanus nenoBeix nuceM (Mo cdepe MpUMEHEHHs, 10 Ha3HAYEHUIO, IO MECTY B
nH(POpPMAIIMOHHOM OOMeHe U Jp. mnpu3Hakam). CocTaB peKBU3UTOB JIEIOBOrO MHUChbMa. biaHk
nenoBoro mnucekMma. OOmpe TpeOoBaHHS K O(OPMIIEHUIO [ENOBBIX MHCEM, OCOOEHHOCTH
oopMiIeHHs JAETOBBIX IHCEM OTJAEIbHBIX PAa3HOBHIHOCTEH (COMPOBOAUTENFHOE IHCHMO,
UChMO-TIpoch0a, 3arpoc, MpeaiokeHne, TpeboBanue, rapaHTHIHOE U JIp. ).

CocraBieHue TeKkcTa 1e710Boro nucbma. KomnosunnonHas CTpykTypa JeJI0BOTO NMHCHhMA,
A3BIK M CTUJIb JIEJI0BOT0 NHUcbhbMa. [IMCEMEHHBIN N€10BOM 3TUKET BEJCHUS 1€JI0BOM MEPENUCKU.

OcoOeHHOCTH Be/IeHUS 3JIEKTPOHHOM MEPENUCKH.

Tema 8. CocTraBienne u opopmiieHHe JOKYMEHTAIUH M0 JUYHOMY COCTABY

JIokyMeHTalusg 1O  JIMYHOMY  COCTaBy Kak  [OJCHCTEMa  OpraHU3alUMOHHO-
pacnopsiAMTENIbHONW JTOKYMEHTaluU. 3aJaud YIpaBJCHHUS, pelulaeMble MPU MOMOILU KaJApPOBBIX
JOKYMEHTOB (IOKYMEHTHpPOBAaHUE TpPYAOBBIX MpaBooTHOmIEeHUN). CocTaB JOKYMEHTOB,
opopMIIIEMBIX B KaJpOBOH Ciy:kOe: MEPBUYHBIX, YUETHBIX, PACTIOPSIAUTEIbHBIX, JTUYHBIX, IO
COLIMANTLHOMY O0€CTIeUeHHUIO.

[Topsimox odopmileHUss U COCTaB JTOKYMEHTOB Npu Mpuéme, yBOJIHHEHHH, MEPEBOJE Ha
Ipyrylo paboTy, MpenocTaBlieHHE OTMYyCKa, OQOpMIICHHE TMOOIMIPEHUHN, TUCIUTUIMHAPHBIX
B3BLICKaHUH.

Tema 9. Opranu3anusi ¥ TEXHOJIOTUsi padOTHI ¢ JOKYMEHTAMH

TexHonoruu AOKYMEHTOOOOpOTa: co3daHHue, 0O0pabOTKa, XpaHEHHWE U HCIOJIb30BAHHE
JIOKYMEHTOB B TEKYILEH AEATEIbHOCTU OpraHU3aluu, YUpexaeHus, npeanpusatus. Opranuzanus
JIBIDKEHUS JOKYMEHTOB, IOCTYMAIOMIMX B YUPEXKIEHHUE: OSKCIEeOUIIMOHHAas oO0paboTka
COPTUPOBKA JIOKYMEHTOB, IMPEIBAPUTEIBHOE PACCMOTPEHHE JOKYMEHTOB, BKJIIOYEHHUE
nokymeHToB B COJIO (ckaHMpoBaHUE AOKYMEHTOB, PpErucTpanuss H Jp.), PacCMOTPEHHE
JTIOKyMEHTOB PYKOBOJICTBOM M BBIHECEHHUE PE30IIOINH, ITepeiada TOKYMEHTOB Ha UCTIOTHEHHE.

Opranu3zanus IBH>KEHHS OTIPABISEMbIX JTOKYMEHTOB: IMOATOTOBKA MPOEKTa TOKYMEHTA,
corjacoBaHve (BU3UpPOBaHME) TIPOEKTa C 3aWHTEPECOBAHHBIMU  MOJAPA3JCICHUSMU U
JNOJDKHOCTHBIMHU ~ JIMLIaMU, JOpabOTKa TMpoeKTa JOKyMeHTa, oOQOpMIEHHE JIOKYMEHTa,
MOJNUCAaHUE W/WIH YTBEPXKICHHE NTOKYMEHTa, BKIIIOUeHUE oduimansHoro nrokymenra B CO10
(peructpanusi JOKyMEHTa, CKAHUPOBAaHUE U JIp.), OTIpaBKa JOKYMEHTa ajpecaram, Iepeaada
JOKyMEHTa Ha XpaHEHUE.

Opranuzanus JBUKEHHUSI BHYTPEHHUX TOKYMEHTOB.

PernmamenTtanuss EATENBHOCTH  CIYKOBI  J€TOMPOM3BOACTBA Ha BCEX YPOBHSX
ynpaneHus. [lonoxenue o cmyx0Oe AeTOMPOU3BOACTBA, MHCTPYKIIHMS IO JEIOMPOU3BOICTBY;
JOJIKHOCTHBIE WHCTPYKIUHU, OpraHu3anus padouux mect. CoBpeMEeHHbIE OpraHu3allOHHbIE
dhopMBI  CTyXKOBI JETONPOU3BOACTBA. PermameHTanuss OCHOBHBIX 3amad u (ynkmui JJOVY.
Paznenenue Tpyna Mexay noapasfeieHUsIMU U UCTIOJTHUTEIISIMHU.

[IpaBoBas 6a3a 1eNOMPOU3BOJACTBA KAaK COBOKYIMHOCTb 3aKOHOB, HOPMAaTHBHO-TIPaBOBbIX
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aKTOB, OPraHM3allMOHHBIX M METOJUUYECKUX JIOKYMEHTOB, TOCYJapCTBEHHBIX CTaHAAPTOB,
periIaMeHTUPYIOLIIX

HNHcTpykuusa 1O AEIONpPOU3BOACTBY — OCHOBHOM HOPMATHMBHBIM AaKT OpraHHU3aluu
JIeTIONPON3BOACTBA. THIMOBBIE W WHAMBHIyalbHble HMHCTPYKIMH. [lopsmok pa3zpaboTkw,
coJiepKaHue, MpaBuia yTBEPKIACHUS M BHeApeHus. [lnanupoBaHue, opraHu3anus U METOAUKA
KoHTpoJisi coctosHuss JIOY u obecrieueHus: COXpaHHOCTH AOKYMEHTALMU B YYPEKICHUU H
CTPYKTYPHBIX nojapaszaeneHusx. O0paboTka NOCTYNAOIMUX JOKYMEHTOB (0J10K-cxema paboThl ¢
BXOJSIIMMHU JOKyMeHTaMu). OO6paOoTka OTIpaBiIsSeMbIX JAOKYMEHTOB (OJOK-cxema paboThl ¢
UCXOJAIIMMU JIOKYMEHTaMu). Peructpanust © KOHTpPOJIb HCHOJHEHUS IOKYMEHTOB. JKypHai
pPErUuCTpalii BXOSIIUX M HMCXOJSIIMX JOKYMEHTOB. TeXHOJorusi paboThl C HMCXOASIIUMH
JOKYMEHTaMU (MHUIIUATUBHBIMU M OTBETHBIMH).

TexHonornueckoe obOecreueHrne KOHTPOJIS MCIOJHEHHS JOKYMEHTOB, NMOCTaHOBKAa Ha
KOHTpOJIb, paboTa C KOHTPOJBHOM KapTOTEKOM Ha JOKYMEHThl M Ha YCTHBIE 3aJaHUS U
MOpPYYEHHUsI PYKOBOJAUTEINSA, MPOIJICHHUE CPOKOB MCIIOJHEHMs, CHATHE C KOHTpOJs. Bumpl
KOHTPOJIS.

CucremaTtu3zaiysi JOKYMEHTOB (COCTaBJI€HHE HOMEHKJIATyphl Aen). PopMuUpoBaHUE Jel
10 KJIacCU(pUKAIIMOHHBIM MpHU3HaKaM, TpeOoBaHUSA K (OPMHUPOBAHMIO A€, 0(hOpMIICHHE JIeT B
narnkax.

NudopmannonHo-cripaBoyHass ~ pabota.  KauecTBeHHble ~ M KOJIMYECTBEHHBIE
XapaKTePUCTUKU JJOKYMEHTOO00pOTa.

Opranusanust JeIONpOU3BOJCTBA B OpraHax BIAcTU. TumoBas MHCTPYKLHS 110
JIeNIOTIPOU3BOCTBY B (hefiepaibHbIX OpraHax UCIIOJIHUTEIbHON BIACTH.

Tema 10. Opranusanus 31eKTPOHHOI0 JOKYMEHT0000poTa

OcoGeHHOCTH pabOTBI C  DJICKTPOHHBIM JIOKYMEHTOM B TOCYJapCTBEHHOM U
MYHULIMNIAJIBHOM YyIpaBieHuU. HopMaTUBHO-IIpaBOBbIE aKThl M IOCYIapCTBEHHBIE CTaHAAPTHI,
periaMeHTHpYIOUIMEe OpraHu3alMi0 JOKYMEHTOOOOpOTa C 3JEKTPOHHBIMHU JOKYMEHTaMH.
IOpuanueckass 3HAUYUMOCTH DJIEKTPOHHOTO JOKyMeHTa. Has3HaueHue, BUIBI DJIEKTPOHHOU
MOJINKCH U UX UCIOJIb30BaHUE B TOCYAAPCTBEHHOM M MYHHUIIMIIAJILHOM YIIPABJICHUU.

[Tonatue cucremsl 35eKTpoHHOro AokymeHTooOopota (CO/10), Haznauenue CO/I,
¢ynkuun CO/1. TpeboBanus k CO/L.

Me>KBeJOMCTBEHHBII 3JEKTPOHHBIH JOKYMEHT0000poT. CucTtemMa MeXBeIOMCTBEHHOIO
3JIEKTPOHHOTO JoKyMeHTooOopoTa (MD/I0O), nHazHauenue u ¢ynkuuu MDOJIO, cTpykTypa
M3BJ10. Bunel nokymeHnToB, nepecbuiaeMbix o M3JIO. CTpyKTypa 3JIeKTpPOHHOIO COOOLICHUS
M3/J10.

Cucrema MeXBEJJOMCTBEHHOTO 3J1eKTpoHHOTr0 B3aumoaericteusa (CMOB). Ponr CMOB B
peanuzanuu QyHKIUN 35eKTpoHHOTO MpaButenscrBa. Ctpykrypa CMOB. [Ipumenenne CMOB
IIPY [IPEIOCTABIICHUU TOCYAapCTBEHHOM ycayru B MDII.

Hcnons3oanne COJIO 1 aBTOMaTU3alMU MapLIPYTHBIX KapT IBUKEHHS 3JEKTPOHHBIX
nokymMeHToB B opranuzanuu (Workflow). ApxuBHOe XpaHEHHME 3JEKTPOHHBIX JOKYMEHTOB B
opranu3anui. OcoOEHHOCTH mepelJayd  JNEeKTPOHHBIX JOKYMEHTOB Ha XpaHEHUE B
BEJIOMCTBEHHBIE U TOCY/1apCTBEHHbIE APXUBBI.

HopmaTuBHO-IIpaBOBbIE  aKThl, OPraHU3aLMOHHBIE W METOJMYECKHE JOKYMEHTHI,
rOCyJapCTBEHHbIE CTAaHIApPTE, PErJaMEHTUPYIOIIUX TEXHOJOIHI0O pPAabOThl C 3JIEKTPOHHBIMU
JOKYMEHTaMH B FOCY/IJapCTBEHHOM U MyHULIUIIAJILHOM YIIPaBJICHUH.

Tema 11. Opranuszanusi XxpaHeHusi JOKYMEHTOB 1 o0ecriedeHue X COXpPaHHOCTH

CucremaTtu3zaiys JOKYMEHTOB KaK OCHOBAa OpPraHM3allMM UX MOCIEAYIOIIETO XPaHEHUS.
Howmenkmarypa fen opraHu3aiuy Kak cxeMa CUCTeMaTH3alii JOKYMEHTOB. Buibl HOMeHKIaTyp
nen (TUMOBbIE, MPUMEPHbIE, WHIUBUAYAIbHbIE), MPUHIUIBI TOCTPOCHUS HOMEHKIATYpPhl eIl
Cpox neiictBust HOMEHKIATypbl nei. OCHOBHBIE ATambl pa3pabOTKH HOMEHKIATYPHI €T
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opranu3zaiuu. [lopsnok ohopmieHus, COracOBaHMs, YTBEP)KICHHUS M BeJICHHs] HOMEHKIIATyphl
nen. OdopmieHne UTOroBoi 3amucu B HOMEHKJIaType Jien. KoppekTupoBKa HOMEHKIIATYPHhI JIEI.

[Tonsartue «ueno». [puHuuns! popmupoBanus aen. OcodenHoctr GopMupoBaHus B aena
pa3IMuYHBIX KaTeropui JOKyMeHTOB. IlpaBuia mocTpoeHusi 3arojoBKOB J€l M MX
CHUCTEMaTH3allMi B HOMeEHKJarype aen. OnpenencHue CpOKOB XpaHEHHUs JOKYMEHTOB M JEll.
Ormerka «3OIIK». Munekcanus nen. IloaroroBka aen [uisl meperayd B apXUB OPraHU3ALNM.
[Tonarue ommcu xaen. IlpaBuna cocraBienus onuceid. OpopmiieHHe OMUCH TN CTPYKTYpPHOTO
nonpaszenenus. HopmatuBHo-MeToanueckue marepuaibl DenepaiabHONM apXUBHOM  CITY:KOBI
Poccun mo odopmiienuto aen. OcHOBHbIE TpeOoBaHus K (opmupoBanuio jaen. Ilomnoe wim
yacTU4yHOEe O(opMIIeHHE [l B 3aBHCHUMOCTHM OT CPOKOB XpaHeHus. Hymepauus amcToB.
3aBepiiuTeNbHas MOANUCh. BHyTpeHHss omuch. OdopmieHne 00J0KKU 1l MOCTOSHHOTO H
BpeMeHHOro xpaHeHus. O¢dopmieHue fena: BHYTPEHHsS ONKCH JieNa, JIUCT-3aBepuTelNb Jena,
obnoxka nena. CocraBieHue onucel Ha Jiena, rnepegaBaeMble B apXuB opranuzanuu. [lopsaok
nepeJadyyd JOKYMEHTOB M €] Ha apXUBHOE XpaHeHHe. [IopAnok yHMUYTOXKEHMsS JOKYMEHTOB U
JIEJI C UCTEKIIIMMH CPOKaMH XPAHEHHS.

XpaHeHME ~ JOKYMEHTOB B CTPYKTYPHBIX  TOJPA3AEICHUSAX  OpraHU3alLUu.
OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB. 3aKOHOAATEIbCTBO M HOPMATUBBI IIO
00€eCreYeHUI0 COXPAHHOCTU JAOKYMEHTOB. EJAMHCTBO TpeOOBaHUIl K XpaHEHHIO JOKYMEHTOB B
Jenonpou3BoAcTse. [lopsanok BblAauu JOKYMEHTOB BO BpDEMEHHOE I0JIb30BaHUE IIPU XPAaHEHUU B
CTPYKTYPHBIX IOJpa3JesIeHUsAX. XPaHEHUE U OpraHu3alus AOCTyNa K JOKYMEHTaM B YCJIOBMSX
(YHKLIMOHUPOBAHUS aBTOMATU3MPOBAHHBIX MH(OPMAIMOHHBIX cucTeM. lloHsATHE «IKCIepTH3a
LeHHoCcTH». HOopMaTMBHO-METOIMYECKUE U TEOPETUYECKHE OCHOBBI IIPOBEICHUS IKCIEPTU3BL
TpeboBaHust K MPOBEAECHUIO HSKCHEPTH3bl LEHHOCTH JOKYMEHTOB B «OCHOBHBIX IpaBHJIaX
paboTbl BEJAOMCTBEHHBIX apxXuBOB». OpraHuzanus SKCIEPTU3bl IEHHOCTH JOKYMEHTOB,
HEeHTpasIbHBIX 3KcnepTHbIX koMuccuil (LIDK) u skcneptbix komuccuit (9K) yupexaeHus.
[IpaBa u QyHKIMM KOMHCCHUH, OpraHu3alnus UX paboThl U JOKYMEHTUPOBAHUE JESTEIbHOCTH.
Oransl IPOBEICHUS SKCIEPTU3bI LIEHHOCTH T0KYMEHTOB. OdopmiieHHe pe3ylibTaTOB IKCIEPTU3bI
LIEHHOCTH JOKYMEHTOB.

[Tepenauya nen B apxXuB OpraHu3aluM (BeIOMCTBa). YHUHKaNUA TpeOOBaHUN K Jienam,
claBaeMbIM B apxuB. BsaumopeiictBue cinyx6 JIOY u BeloMCTBEHHOro apxuBa MpHU
(opMUPOBaHUM OCHOBBI JJIs1 TOCJIEAYIOIIET0 XPAHEHUS M UCTIOIb30BaHUS TOKYMEHTOB.

Tema 12. /le10npou3BOACTBO MO YCTHBIM M MHUCbMEHHBIM O0OpallleHUSIM IPaXIaH B
OpraHM3aHUIo

OcHOBHBIE BUABI OOpallleHWH: MpeJIOKEeHHe, 3asBJIEeHUs, »kajnoba, XoJaTaicTBo,
netuuusa. HopmaTuBHBIE JOKYMEHTHI, pErylupyromue paboTy ¢ OOpalleHHsMU TIpakIaH.
Jlnunpli npuéM TrpaxaaH B opraHu3auuu. Bunuel oOpamieHuil TIpakgaH: MpeUIoKeHus,
3asBJICHUs, >KajgoObl. OpraHuzanuss paboTbl € IUCBMEHHBIMH OOpALICHUSIMH TI'pakIaH:
perucTpanusi, KOHTpOJb, OTBEThl (CPOKM OTBETOB), aHaIU3 OOpaIleHUH TpaxaaH, CPOK
xpaHeHus. Hampaenenne no mnojaseaoMcTBeHHOCTH. OOkalloBaHME TpaKAaHAMH OTBETOB,
HOJYYEHHBIX OT OpraHU3aIUH.

4. MaTtepuaJjibl TeKyLIero KOHTPOJIsl ycleBaeMocTH 00y4aromuxcs U (poH/1 OLeHOYHBIX
Cpe/ACTB MPOMEKYTOUYHOM aTTeCTALMYU N0 TUCUMUITIUHE

4.1. ®opMbl U METOABI TEKYIIETO KOHTPOJS YCIIEBAEMOCTH OOYYAIOIIMXCSA U TPOMEKYTOUHOM
aTTEeCTAIlUH.

4.1.1.B xome peammzanuu aucuuiuimHbl b1.5.23  «/lokymeHTanmonHoe oOecneyeHue u
JIEIIOTIPOU3BOJICTBO B TOCYIAPCTBEHHOM W MYHUIIMIIAJILHOM YIPaBICHUW» HCIOJIb3YIOTCS
CJIETYIONTHE METO/IbI TEKYIIErO KOHTPOJIS YCIIEBAEMOCTH O0YUJaIOIIUXCS:
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Dopmbl (METOIBI)
Tema (paznen) Terymero
KOHTPOJISL
YCIIEBAEMO CTH
Tema 1. ITpeamMer, comepkanue U 3aa4u JUCIUMTHHBI O, T
Tema 2. OCHOBHBIE CBOWCTBA, PYHKIIMU M TPHU3HAKU JOKYMEHTA O, T
Tema 3. OOmmye HOpMBI U TpaBHiIa OPOPMIIEHHUS YIPABICHYECKHUX JOKYMEHTOB T,I3
Tema 4. Cucrema opraHu3aIlIOHHO-PACIIOPAAUTENBHON JOKYMEHTAIUN O, T, K3
Tema 5 JlokyMeHTalnOHHOE 00ecrieYeHnEe KOIIErnalbHbIX OPTaHOB 0. K3
ynpaBieHysl, OpraHU3alys COBEIaHni, KoH(epeHuni, coopanuit ’
Tema 6. Cucrema cripaBouHO-MH()OPMALIMOHHON 1 aHATUTHYECKON 0. K3
JIOKYMCHTaIMU i
Tema 7. CoBpeMeHHOE J1e10BOE MMUCHMO T, K-3
Tema 8. Cocrasnenre U oopMICHHE JOKYMEHTAIIMH IO TMYHOMY COCTaBY O, T, K3
Tema 9. Opranu3zanus U TEXHOJOTHsI pabOTHI C TOKYMEHTaMH. 0O, KC
Tema 10. | Opranuzanus 3J1€KTPOHHOTO JOKYMEHTO000pOTa O,B
Tema 11. | Opranu3zanust XxpaHeHHs TOKyMEHTOB U 0OECIIEYCHUE UX COXPaHHOCTH. O, T, K3
Tema 12. | Jenonpon3BoacTBO MO YCTHBIM U TUCBMEHHBIM OOpaIIeHUsM TpakJaH B 0.B
OpTraHHU3al U0 ’

4.1.2. 3auéT mpOBOAUTCS C NMPHUMEHEHHEM CJIEIYIOUIMX METOIOB (CpeACTB): B (popme YCTHBIX
OTBETOB Ha BOIIPOCHI U PELICHUS 3aJaHUN K 3a4ETYy.

4.2. Marepuanbl TEKyLLEro KOHTPOJIS YCIIEBAEMOCTH.
[IpenoaBarenb OIEHWBAET YPOBEHb MOJATOTOBICHHOCTH OOYYAIOIIMXCS K 3aHATHUIO IO

CJIEYIOLUM ITOKA3aTENsAM:

— OTBETHI Ha BOIPOCHI K OIpOCaM 10 TEME 3aHATHS,

— BBICTYIICHUE C IIPE3EHTalUEN,
ydacTue B paboTe Kpyrjioro cToa,
— BBICTYIUICHUE Ha KPYTJIOM CTOJIE,
— BBINOJIHEHHE IPYNIIOBOIO 3aJaHMs,
— KOJINYECTBO ITPaBUJIbHBIX OTBETOB IIPU TECTUPOBAHUH.

Omnpoc oOygarommxcsi:

— ONPOC — YCTHBIE OTBETHl HA BOIPOCHI MpENOJaBaTeNss IO TeME 3aHATHS,
OLICHUBACTCS B COOTBETCTBUM C NPAaBOBBIMH M HOPMATUBHBIMH aKTaMH B COIMAJIbHOTO
3aKoHOJaTeIbCTBA. [IpernoaaBarenb yUUTHIBAET CTENEHb OCBEAOMIIEHHOCTH CTYACHTA, a TaKXKe
aKTYaJIbHOCTb MCIOJIb3yEMbIX HCTOYHHKOB U MaTE€PUAJIOB.

OneHka 3HaHUHM, YMEHUH, HABBIKOB ITPOBOJIUTCS HA OCHOBE MATH-0aIbHOM CHCTEME.

Anroput™M GOpMUPOBAHHS OLICHKH TAaKOB:

« Bec nHUIUaTuBHOCTH W = 0,1

« Bec aktyanpHOocTH W = 0,3

« Bec yoeaurensHoctu W = 0,4

« Bec Hanuuus npuMepos W = 0,2

PesynpTupyromas oneHka B maTU-OanbHON mkane (Ope3) ecTb cyMMa YeThIpEX OIEHOK
3a uHUIMATUBHOCTD (Ou.), aktyanbHOCTh (Oa), yoeautensHocTh (Oy), Hanmuuus npumepos (Om):

Ope3 =(Wu xOn) + (WaxOa)+ (Wyx Oy)+ (Wnx On)

OreHKa 3a4UTHIBACTCA, €CIU CTyeHT HaOpan He MeHee 30% OGamtoB (Ope3 > 3)

OneHka 3HaHWM, yMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHIOBOM
cuctembl: 30% u3z 100% (wm 30 6amnoB u3 100) coorBercTBeHHO 3 (30%-50%), 4(51%-
80%),5(81%-100%) — omeHka wHMeeT BKIaJ B MIOTOBYI0 OLEHKY IO pe3yiabTaTaM
POMEKYTOYHOM aTTeCTalUH.
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— BBICTYIUICHUE C IIPE3EHTALUEH 110 TEME 3aHATHS,
Kputepuu onieHMBaHMs BHICTYIIICHUS:

CTECIIEHb YCBOCHUS ITOHATUN U KaTErOPUH I10 TEME;

yMeHue paboTarhb ¢ JOKyMEHTAJIbHBIMU M HAYYHBIMH UCTOYHUKAMU;
IPaMOTHOCTb U3JIOKEHUS MaTepUana;

CaMOCTOSITEIILHOCTh PA0OThI, HATHYNE COOCTBEHHON 000CHOBAHHOM MO3UIUY;
KYJIbTYpa NIPEACTaBJICHUS NPe3eHTaluN (JIEKCUYECKUM 3arac, rpaMMaTHYECKue
KOHCTPYKLIMH, PEUYEBOIl CTUIIb, YETKOCTh PEUH, TEMII);

COOJIIOJICHHE PETJIaMEHTA.

— BBICTYIIJIEHUE HA KPYIJIOM CTOJIE:
Kputepun onieHMBaHMs Ha KPYIJIOM CTOJIE:!

00y4aroIuiics BBICTYNAET ¢ MPOOJIEMHBIM BOIIPOCOM;
BBICKa3bIBAE€T COOCTBEHHOE CY)K/ICHHE;

OTBEUYAET APIYMEHTHUPOBAHO HA BOIIPOCHI;

JEMOHCTpUPYET HH(POPMAIIHOHHYIO TOTOBHOCTh K O0CYXICHHIO;
IPaMOTHO U 4ETKO (POpPMYIHPYET BONPOCHI K BBICTYNAOLIEMY.

— BBIIIOJIHCHUC I'PYIITIOBOTO 3aaHUA:

BBITOJIHEHHUE 3a/1aHUs [0 yKa3aHHOH Gopme;

KOJUIETUAIbHOCTh B BBIIOJHEHMM  33/laHUs, YMEHHE  BBICTPAaUBaTh
KOMMYHHKAIIHIO;

YMEHHE BBICIIYIINBATh UHbIE TOYKHU 3pEeHUs U (POpMYIUPOBATH CBOIO;

YMEHUE MPEI0KHUTh MYTH PEIIeHUs TPOOIEMHON CUTYalLlH.

coOJItO/ICHHE NIPAaBUJII TPYIIIOBOM paboOTHI;

IIPaBUJIBHOCTD U3JI0KEHHS MaTepUalla, JIOTUKA, YETKOCTB;

YMEHHE JONOIHATh BBICTYAOLIETO.

— TECTUPOBAHUE —

OreHka 3HaHU, yMEHUH, HABBIKOB MTPOBOUTCS HA OCHOBE MATH-0aIbHON CHCTEME.

Anroput™ GpopMHpPOBAHUS OLIEHKH TAKOB:

Ouenka 3HaHWNA, YMEHUH, HAaBBIKOB MPOBOJUTCS HA OCHOBE OalTbHO-PEHTHMHIOBON B
COOTBETCTBUU C KOJIMYECTBOM BEpHBIX OTBETOB cucTeMbl: 30% u3 100% (unu 30 6annos u3z 100)
cootBeTcTBEHHO 3 (30%-50%), 4(51%-80%),5(81%-100%) - olieHKa UMeeT BKJIaJ B UTOTOBYIO
OIICHKY IO pe3ylibTaTaM MPOMEXKYTOUHOU aTTECTAILIUH.

OueHka 3HaHUN, yYMEHUW, HABBIKOB MPOBOJMTCS HA OCHOBE OasIbHO-PEHTHHIOBOM
cuctembl 70% u3 100% (70 GammoB u3 100) - BkIaa mo pe3ynbTraTaM MOCEIIAEMOCTH 3aHITHH,
AKTUBHOCTH Ha 3aHSITUAX, OTBETOB Ha BOMPOCHI MPEIMOAaBaTENs B XO/I€ 3aHATHS, BBICTYILICHUS C
Mpe3eHTalllel, y4acTusi B KPYIJIOM CTOJIe, BHITIOJIHEHUS TPYNIIOBOTO 33/aHud, MO0 pe3ylbTaTaM
MIPOXOXKICHHS TECTUPOBAHMSI.

Jeranuzanus OaqioB W KPUTEPUM OICHKM TEKYIIEro KOHTPOJS YCIIEBAEMOCTH
YTBEPXkKAAETCS Ha 3aceaHuu Kadeapol.

TunoBble OLIeHOYHbIE MaTepHaJibl 10 TEMaM

Tema 1. [Ipeamer, coaepkanue U 3124 JUCUUILIHHBI

1. Ponb noxyMeHTa B )KM3HU YeIOBeKa U oOlIecTBa.

2. CoBpeMeHHbIE BUIbI U TPEOOBAHMS K IOKYMEHTaM.

3. Meronosorust JOKyMEHTOBEICHUS.

4. Ponb 1 3a1a4M TOKYMEHTOBEICHUS B COBEPIIIEHCTBOBAHMHU MPOIIECCOB YIIPABIICHMUSI.
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5. 3aKoHOAATENbHBIE aKThl, HOPMATUBHBIE JTOKYMEHTHI, TOCYJapCTBEHHBIE U OTpaciEBbIE
CTaHJapTHl Ha YHU(DUIIMPOBAHHBIE CHCTEMBI IOKYMEHTALINH.
6. JlutepaTrypa: MoHOTrpaduu, NIEPUOTUUECKUE, CIIPABOYHBIC U METOINYECKUE U3AAHUS.

Tema 2. OcHOBHBIC CBOMCTBA, PYHKIMHU U NPU3HAKH A0KYMEHTAa
1. CBs3b uH(pOpMAIMH U TOKYMEHTA.

2. BO3HMKHOBEHHME JOKYMEHTA, €70 3HAYECHHUE.

3. IlousaTue 1 BUABI KOMUM.

4. IlpumeHEeHHE TEKCTOBOIO TOKYMEHTUPOBAHMSI.

Tema 3. O06mue HOpMBI M IPaBUJIA 0(popMIICHHS YIIPABJICHYECKHX JOKYMEHTOB

1. ITonstue «pexkBu3nuT». [10CTOSHHBIE U IEPEMEHHBIE PEKBU3UTBHI.

2. Bonpocbl JOKYMEHTUPOBaHUS, COCTaBJCHHUS U  O(OpPMIIEHUS JOKYMEHTOB B
3aKOHO/IATENbHBIX U HOPMATUBHBIX aKTax.

3. l'ocynapctBennsie crangaptel Ha JokymeHTsl. ['OCT P 7.0.97-2016 «Cucrtema
CTaHJApTOB MO HH(opManuu, OUOIMOTEYHOMY M H3JaTeNbCKOMy neny. OpraHu3almoHHO-
pacriopsauTenabHas JOKyMeHTalus. TpeboBaHus K 0pOpMIIEHUIO JOKYMEHTOBY.

4. Tleyatu u ux Ha3HaueHue. Bunapl nevarei.

5. OTMeTKHN Ha TOKyMEHTax.

6. TloHATHE «TEKCT TOKYMEHTa» MPH Pa3IMUHBIX CIIOCO0aX JOKYMEHTHPOBAHUS.

7. YHudukamus 10KyMeHTa.

Tema 4. CucreMa Opranu3aluOHHO-PACTIOPAIUTEILHON JOKYMEHTAlNH

1. OcHOBHBIE BUABI U TPEeOOBAaHUS K COCTABICHUIO U OQOPMIICHUIO OPraHU3alMOHHO-
MIPAaBOBBIX TOKYMEHTOB.

2. Ha3naueHue U BU/Ibl pACHOPSIUTEIbHON TOKYMEHTALUU

3. Ilpouenypa n3aHus pacopsIUTEIbHBIX JOKYMEHTOB B YCIOBUAX €TMHOHAYAIIMSL.

4. TlopsaoK U3aHUSI COBMECTHBIX PACHIOPSAUTENBHBIX JOKYMEHTOB.

5. TunoBble S3BIKOBBIE OOOPOTHI, MCIOJIB3YEMbIE B TEKCTaX paclopsIUTEIbHBIX
JOKYMEHTOB.

Teme 5. JlokyMeHTaMOHHOE oO0ecneYeHHe KOJIEerHaJbHBIX OPraHOB YIpPAaBJICHHS,
OpraHmu3anys COBeIaHuil, KoH(pepeHuni, coOpaHuil

1. OpraHn3allMOHHO-TEXHUYECKUE MEPOIPHUATHS 110 OpraHu3alud U IPOBEACHUIO
COBEIIaHUH, KOH(pepeHLuH, cOOpaHuil.

2. TpeboBanust K O(GOPMIICHUIO NPOTOKOJIOB KOJUIETMAJIbHBIX OpPraHoOB YIPaBIICHMUS,
CHOCOOBI UX TOITUCAHUS.

3. Bbinucka u3 NpoTOKOJIa KOJIJIETHAJIbHBIX OPraHOB YIIPABIICHUS.

4. Pazauuus MeX1y IPOTOKOJIOM KOJIJIETHAJILHOTO OpraHa yHnpaBJeHHs U MPOTOKOJIOM 00
aIMHHHUCTPATUBHOM IIPaBOHAPYIICHHUH.

Tema 6. Cucrema cnpaBoYHO-MHHGOPMAIMOHHON U AHAJINTHYECKON JOKYMEHTALIUHN

1. Ha3nauenue WHGPOPMALMOHHO-CIIPABOYHON M aAHATUTHYCCKOW JIOKYMCHTAIlMA B
YIIPaBJICHYECKOH IEATSILHOCTH.

2. Knaccudukanus WHPOPMAMOHHO-CIIPABOYHBIX M AHATUTHYECKUX JTOKYMEHTOB (I10
Ha3HAYCHUIO, 110 aJ[pecaTy u Jp. IPU3HAKaM).

3. Tlpoueaypa TmMOATrOTOBKH, COCTAaBICHHS U O(QOPMIICHHS 3allUCOK (JIOKJIaTHBIX,
CITY’K€OHBIX, OOBSICHUTEIIbHBIX, AHATUTHYECKHUX ).

4. Tlponenypa TOATOTOBKU, COCTaBJICHUS W O(OPMIICHUS CIPABOK, aKTOB, 3asBJICHUH,
MPEICTABJICHUH, CITUCKOB, TICPEYHECH.

Tema 7. CoBpeMeHHOe /1€J10BO€ MUCHMO
1. Ponb m Ha3HayYeHUE JET0BOM MEPEIUCKHU.
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2. Bunpl 10KyMEHTOB, COCTABISIONINX ACIOBYIO IEPEMHCKY.
3. IlucbMeHHBIN JETOBOM ATHUKET BEACHUS JEI0BOM MEPENHCKH.
4. CocTaB peKBU3UTOB JEJIOBOTO MKUChMa. biiaHk 1enoBoro nucrMma.

Tema 8. CocTaBiienue u opopMiIeHHe TOKYMEHTAIUH 110 THYHOMY COCTABY
1. JlokyMeHTauus o JMYHOMY COCTaBY.

2. CocrtaB TOKYMEHTOB, 0(OPMIIIEMBIX B KaJPOBOM CIIyK0e.

3. Ilopsnok oopMIIeHHUS 1 COCTAB JOKYMEHTOB IIPU paboTe C MEPCOHATIOM.

Tema 9. Opranu3anusi ¥ TeXHOJIOTUsI padOTHI ¢ JOKYMEHTAMH

1. HopmaTuBHO-IIpaBOBOE PETyIMpPOBaHUE poliecca JOKyMEHTO00opoTa.
2. VHCTpyKLMs 110 IE€TI0TIPOU3BOJICTBY.

3. TexHonornueckoe obecrnedeHne KOHTPOIIS UCTIOTHEHUS IOKyMEHTOB.

Tema 10. Opranusanus 371eKTPOHHOI0 J0KYMEHT0000pOTA

1. IloHsATHE 2IEKTPOHHBIA JOKYMEHT.

2. Bujpl 21€KTPOHHOU MOAMUCH.

3. Ilepegaua 3NEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHME B  BEJAOMCTBEHHBIE U
roCyJAapCTBEHHBIE APXUBHI.

4. MexXBeIOMCTBEHHBIH AIEKTPOHHBINA JOKyMeHTo0o0opoT (MD/10).

5. OcHoBHBIE (DYHKIIMH CHCTEM IIEKTPOHHOTO JoKyMeHToobopoTa (CD/10).

Tema 11. Oprannsanus XpaHeHHsl JOKYMEHTOB M o0ecnie4YeHne HX COXPAHHOCTH.

1. XpaHeHre JOKYMEHTOB B CTPYKTYPHBIX MOAPA3ICICHUSIX OpraHnu3aluu

2. Ha3znaueHue M HCMOJb30BAHME IMEPEYHEH B KAaueCTBE OCHOBHBIX HCTOYHHUKOB IO
M3YYEHUIO COCTaBa U COACPKAHUS IOKYMEHTOB.

3. Ilousarue onucu aen. [IpaBuna coctaBieHus OMUCEH.

Tema 12. /lesjonpou3BOACTBO IO YCTHBIM H NHCBMEHHBIM O0pAlleHHUSIM IPAKIAaH B
OpraHu3anuio

1. 3akoHOnaTenbHAs periaMeHTanusi paboTbl ¢ MMCbMEHHBIMU M YCTHBIMHM OOpallieHUsIMU
IpaXaaH.

2. OcHOBHBIE BU/Ibl OOpaILlEHHH.

3. JInuHBIN NpUEM rpaskaH B OPraHU3aALMH.

4. Opranuzanus paboThl ¢ MUCbMEHHBIMHU 00paIllEeHUSIMU TPaK/IaH.

Ipumepnvie memvl 8bICMYNICHUIL:

1. AkTtyanbHbIe TPOOIEMBI TOKYMEHTAIMOHHOTO 00ECTIeYeHHs YIpaBICHUSI.

2. OcCHOBHBIE TOHSTHUS JOKYMEHTAIIMOHHOTO oOecredeHus yrnpaBieHus. OYHKIUH U
TUTIOJIOTHSI CITY’)KEOHOTO IOKyMEHTA.

3. HopmartuBHO-MeTOIMUECKOE 00eCIIeYeHHE NeIOTPOU3BOICTBA B TOCYIaPCTBEHHON U
MYHUIIUTIATILHON CITyx0e.

4. Kynbrypa nenoBod NMUCHMEHHON peud U MPOPECCHOHAIU3M TOCYJapCTBEHHOTO U
MYHUIIUTIATBHOTO CITYXAIIETro.

5. CoBpeMeHHas CTaHAapTU3aIKs TPeOOBAHUN B CHCTEME JIEIOTPOU3BO/ICTBA.

6. SI3BIK CIIy’)KEOHOTO JIOKyMEHTA KaK 4acTh O(HIIMATbHO-EIOBOTO CTHISI PEYH.

7. DKCTpalUHTBUCTHYECKUE TPeOOBaHUS, MPEAbIBIsIEMbIE K CIY)KEOHOMY TOKYMEHTY.
SI3b1KOBBIE 0COOEHHOCTH 0(DOPMIICHHUST PEKBU3UTOB.

8. JIlunrBHCTHYECKHE OCOOCHHOCTH CIYXKEOHOTO ITOKYMEHTa: TOYHOCTh U SI3BIKOBOM
CTaHIapT.

9. CoBpeMeHHbIe HH()OPMAIIMOHHBIC TEXHOJIOTHH B JICIIONPOU3BOICTRE.

10. Co3nmanue TOKYMEHTOB CTaHIAapTHBIMU cpeacTBamu Microsoft Office.
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11. S3bikoBbIe TpaBHia O(GOPMIIEHUS PEKBU3UTOB. TpPyTHOCTH HANMCAHUSA OTIEIIBHBIX
HaVMEHOBAHUM.

12. TUnuyHBIE JIOTUKO-CMBICIOBBIE M CTHJIMCTHMYECKHE OIIMOKHM, CIOCOOBI HX
ycTpaHeHus. PyOpuipoBaHHbIe IEpEUHCICHUS.

13. TpynHOCTH JEKCHMYECKOIO M TI'paMMAaTUYeCKOro xapakrepa. Jlekcuueckue u
rpauuecKue COKparieHusl.

14. CocraBnenue U oQOpMIICHHE OPraHU3AIMOHHO-PACHOPSIAUTEILHOW U CIPaBOYHO-
MH(POPMALIMOHHON TOKYMEHTAIUH .

15. CoctaB u conepxaHue KaapoBOW JAOKyMEHTaUWU. TunuuHele ommOKH B paboTe C
KaJpOBBIMHU JOKYMEHTAMH.

16. Opranusanus paboThl ¢ JOKyMEHTaMHU.

17. TlpaBka U peJaKTHPOBAHUE CIIyKEOHBIX TOKYMEHTOB.

18. Tpynusie ciyuan opdorpaduu U NyHKTyaluH.

19. OcoOGeHHOCTH peueBOro ITUKETA MPU COCTABICHUU CITYKEOHBIX TOKYMEHTOB.

20. Crnenuaim3upoBaHHBIE  CHCTEMBbl  aBTOMATH3ALMHM  JESITEIbHOCTH  CIIYXOBI
JOKYMEHTAI[MOHHOTO O0ECTIeYeHNUs yIPaBICHHUS.

IIpumepnviti mecm:

1. OOwmii mopsigok opopMJICHHSI OPraHU3ALNOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB H
COCTAB PEKBU3HMTOB /ISl BCeX OPraHM3AlU YCTAHOBJIEH:

1) 3akoHoM «O6 nHpopMalum, THPOPMALIMOHHBIX TEXHOJIOTHUAX U O 3aIUTE
uH(pOpMaLUN»

2) BenomcTBEHHON MHCTPYKLUEH 10 1€IONPOU3BOJICTBY OpraHU3aIMU

3) T'OCTowm P 7.0.97-2016

4) 3akOoHOM O TOKYMEHTALlUOHHOM 00€CIeUeHUH YIpaBICHUs

5) TOCTowm P 7.0.8-2013

6) TunoBoil HHCTPYKLKEH 1O AETONPOU3BOJCTBY B (peliepaibHbIX OpraHax
UCTIOJTHUTEJILHOM BIacTH

2. PexoMeHAaTe/IbHBINA XapaKTep rocyIapCTBEHHBIX CTAHAAPTOB YCTAHOBJICH:
1) 3akonoM «O cTaHgapTU3ALUN»
2) Tlocranosnenuem IIpaBurenscrBa Poccuiickoit deneparu
3) T'occrangaprom Poccun
4) 3akoHOM «O TEXHHYECKOM PEryJIupOBaHUI

3. IlepeyeHb THNMOBBIX YNPABJICHYECKHX JOKYMEHTOB, 00pa3yIOIIUXCS B AeATEJIbHOCTH
OPraHM3alNi, C yKa3aHUEM CPOKOB XPAHECHHMS YTBEPKICH:
1) PykoBonutenem @enepaibHoil apxuBHOH City:k0b1 Poccun
2) MUHHCTPOM KYNbTYpPbl U MAaCCOBBIX KOMMYHHKaIMI Poccuiickoit denepannu
3) MuHHCTEpPCTBOM 3IpaBOOXPAHEHUS U COITHAIBHOTO pa3BuTHs Poccuiickoit deneparun
4) T'OCTom P 7.0.8-2013

4. PekBH3MTHI aJipeca Ha MOYTOBbIX OTIPABJICHUAX U OJIAHKAX MOYTOBBIX NIEPEBOA0B
NHUILYTCH B MOPSiAKe, YCTAHOBJIECHHOM:
1) IlpaBunamu Aenonpou3BOJCTBA B (eAepalbHBIX OpraHaxX UCIOJIHUTENBHON BIACTU
2) Ilocranosnenuem IlpaButenscTBa Poccuiickoii denepanuu
3) PernameHTOoM Opranuzanuu
4) WucTpyKIiuel no Aenonpon3BOACTBY OpraHU3aIiu

5. Ilopsiaok ucnoJib30BaHus n3oopaxenus 'ocynapcreennoro repéoa Poccuiickoii
denepanum Ha 0JIAHKAX JOKYMEHTOB YCTAHOBJIEH:
1) Ilonoxxenuem o I'ocymapctBenHoM repoe Poccuiickoit denepamnmm
2) T'occranmaprom Poccun
3) ®denepanbHBIM KOHCTUTYIITHOHHBIM 3aKOHOM
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4) PernameHTOM OpraHu3aluu

6. /le;ionpou3BoaCTBO — 3TO:

1)
2)
3)
4)

TO K€, 4TO U JOKyMEHTOO0OpOT

TO %€, YTO U JOKYMEHTAIIMOHHOE 00CCIICUCHUE YITPABJICHUS
TO XK€, YTO U JJOKYMECHTUPOBAHHE

JEATeIbHOCTH 10 (POPMHUPOBAHUIO JTOKYMEHTOB B JIeNa

7. JokyMeHTO00OpPOT — 3TO:

BO3BPAaTHOC ABHUKCHUC NOKYMCHTA B ITPOLECCC €I0 ABUKCHU B OpraHU3allun

TO KC, YTO U NOKYMCHTOIIOTOK

ABWIKCHUC JOKYMCHTA B OpraHu3anuu ¢ MOMCHTA €ro InoAIruCaHusa 10 OTIIPAaBJICHUA
ABWIKCHUC JOKYMCHTOB B OpraHr3aliui ¢ MOMCHTA UX CO3AaHUA UJIN IMMOJTYYCHUSA 10
3aBCPUHICHUS UCTIOJIHCHUS UJIK OTIIPABJICHU A

8. lokymeHT — 3T0:

1)
2)

3)
4)

nHopMalus, 3aKperéHHas B IPOCTPAHCTBE U BPEMEHU Ha JiucTe Oymaru
CBEJICHUS O COOBITHUSX, MPOLIECCAX, ABICHHUIX, HE3aBUCUMO OT croco0a Ux
IIPEJICTaBICHUS

uHpopmalys, 3ahuKCUpoBaHHAs HA OyMa>KHOM HOCHUTEJe

3a(uKCcUpOBaHHAs Ha MaTepHaIbHOM HOCHTEJEe HHPOPMAIUS C PEeKBU3UTAMH,
MO3BOJISIOIIMMU €€ UACHTU(DUIIMPOBATH

9. B cucreMy oprann3anMOHHO-PACIOPSIANTEIbHON JOKYMEHTAMH BXOHT:

1)
2)
3)
4)

(pI/IHaHCOBaSI JAOKYMCHTAalIUA

OaHKOBCKas JAOKYMCHTAaIlUA
CHpaBOLIHO-I/IH(bOpMaLII/IOHHaﬂ JOKYMCHTAlI U
OTUYCTHO-CTAaTUCTHYICCKAA NJOKYMCHTAIIUA

10. Opranusanusi padéoThI ¢ JOKYMEHTAMH BKJIIOYaeT:

1)
2)
3)
4)

JTOKYMEHTHPOBAHHE
OpraHH3aluIo TOKYMEHTO000pOoTa
cbop uHpopmanuu

OpraHM3anuio paboyero Mecra

11. O6beM 1OKYMEHT0000pPOTA — 3TO:

1)
2)

3)

4)

KOJINYECTBO BO3BPATHBIX JIBUKECHHUM JOKYMEHTA 3a IO

00BEM OJTHOTO J1eJ1a, YMHOKEHHBI Ha KOJTMYECTBO JIeJ, 3aBeAEHHBIX B OpTraHU3aIluU B
TEUeHHEe rojaa

KOJIMYECTBO JOKYMEHTOB, IOCTYIIUBIIMX B OPraHU3ALMIO U CO3JaHHBIX €10 B
OIIPEACIEHHBIN NIEPUO

MIPOM3BEACHUE TIJIONIA/IN OJTHOTO JIMCTa ToKyMeHTa (opmara A4 Ha o0Iiee KOJTM4YeCTBO
JIUCTOB JOKYMEHTOB, MMOCTYNHUBIINX B OPraHU3aLIMIO 3a IO

12. PexKBH3HUT — OTO:

1)
2)
3)
4)

TO XK€, UTO U OaHK HAOKYMCHTA

061_]_[66 KOJIMYECTBO CTPOK B JOKYMCHTC
00s3aTeNbHBIN YJIEMEHT JAOKYMCHTa
CTCIICHb 3allIUTBI JOKYMCHTA OT NMOAACIIKH

13. IOpuauyeckas cujia JOKyMeHTa 00ecreYnBaeTcs:

1)
2)
3)
4)

HanuuueM Ha Onanke u3zo0pakenus ['ocynapcTBenHoro rep6a Poccuu
KOMITETEHIMEH M3/1aBIlIero ero oprana

HanuuueM rpuda yTBepKIeHUs

HaJM4MeM OTMETKH 00 MCIIOJIHEHUH TOKYMEHTa
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14. HaumeHoBaHue BU/IA JOKYMEHTA , COCTABJICHHOI0 /I U3AHHOT0 OPraHu3aluei,
AO0JI5KHO ObITH OIpPe/IesIeHO:
1) AOMKHOCTHOW MHCTPYKIUEH
2) Ilomoxxenuem o0 opranmzanuu (yCTaBOM)
3) IIpoTokonom
4) WHcTpyKIMen 1o AeI0pOnu3BOACTBY

15. B cnpaBo4HblIe JaHHbIE 00 OPraHU3alMH He BKIIOYAeTCs:
1) mouTOBHIH anpec
2) Homep TenedoHa
3) OaHKOBCKHI CUET
4) HauMEHOBaHUE BBIIIECTOSIICH OpraHU3aIIH

16. HenpaBuibHoe oopMieHne AaThl «aeBsaToe Masi 2018 ronax»:
1. 9 mas 2018 roga

2. 2018.05.09.
3. 09 mag 2018 1.
4. 09.05.2018

17. llopsanox ogopMiIeHHsI AAThI B PEKBU3UTAX IOKYMEHTA ONpeAe/sieTCs:
1) Tlocranosnenuem IIpaBurensctBa Poccuiickoit deneparnu
2) T'OCTom
3) Pacnopsokenuem I[pesunenra PO
4) WHcTpyKIMen o AeI0Npou3BOACTBY

18. JJo/zKHOCTD JIMIa, KOTOPOMY a/IPeCOBAH JOKYMEHT, YKa3bIBAaIOT B:
1) WMEHHTETHbHOM MaJeKe
2) nmarenbHOM MafeKe
3) poauTenHHOM Mafexe
4) BUHUTEIBHOM TaJIeXKe

19. JIoKyMeHT MOKeT COAePKaTh:
1) onun agpecat
2) nBa agpecata
3) He Oolee MIATH aapecaToB
4) He Gonee 4eTHIPEX apecaToB

20. Dy1eMeHTHI MOYTOBOI0 aJipeca YKa3bIBaIOT B MOC/I¢10BATEIbHOCTH:
1) crpana

00nacTh, Kpai, pecmyOnnka
HACEJIEHHBIN IIYHKT
yauIa, HOMEp J0Ma, HOMEp KBapTHPHI
HalMEHOBaHME ajipecaTa

2 ) HaMMEHOBaHME ajpecara
HACEJIEHHBIN IIYHKT
o0nacTtb, Kpai, pecryOinka
yauIa , HOMep JoMa, HOMep KBapTUPBI
CTpaHa

3) HauMeHOBaHHUE aJpecaTa
yJauIa, HOMEp I0Ma, HOMep KBapTUPBI,
HaCeNIEHHBIN MyHKT
o0acTh, Kpai, pecyoynKa
CTpaHa

21. Ilpu odopmiiennu rpuda yrBepaeHusi CJI0BO YTBEPKIAI0 MMeeT CAeAYIIMd BU:
1) VYTBepxmaro
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2) «YTBepxKIaw»
3) YTBEPXIAIO
4) «YTBEPXJAIO»

22. JlaToi npuKa3a siBJsIeTCs:

1) nara ero moAmUcaHUs

2) pnara ero BCTYIUIEHHS B CHILY
3) nara ero pacchlIKu

4) nara ero NoJy4eHHsl CTPYKTYPHBIM I1OIpa3AeIIEHUEM

23. AoopeBuarypa pexBusuta OKY /I pacumppoBbiBaercs, Kak:

1) otpacneBoiil kogudukarop yHUPHUIIMPOBAHHON JOKYMEHTAIIMH

2) obmepoccuiickuil KilacCu(PUKaTop yHU(PHUIIMPOBAHHBIX TOKYMEHTOB
3) obmepoccuiickuii kaccuukaTop ynpaBiIeHUYECKOH JOKYMEHTAIUH

4) otpacieBoit Koau(pUKATOP yIPaBICHUECKON TOKYMEHTAIUU

24. Eciin Ha JOKyMEHTe 3aroToBJICHA MOANUCH HAYAIbHUKA NOApPa3ieIeHNs, a
NMOANHUCHIBAET JOKYMEHT ero 3aMeCTHTe/Ib, TO CJIedyeT:
1) nmomewaraTh Mpeasor «3a» Mepe J0HKHOCThIO HadyalbHUKA
2) Hamucatb OT PYKHU HPEAJIOT «3a» Mepel] N0HKHOCThIO HauadbHUKA
3) mOCTaBUTH KOCYIO UEPTY Mepes AODKHOCThIO HaualbHUKA
4) wucHpaBUTH U YKa3aTh HACTOALIYIO JOJDKHOCTB M (PaMHIIHIO JIMIIA, TTOANUCHIBAIOLIETO
JOKYMEHT

25. Ilpu opopmiaeHun rpugda coriacoBaHus CJIOBO «COIJIACOBAHO» MMeeT CJIeAyIOIHil BU:
1) COT'JIACOBAHO

2) CormnacoBaHo

3) «COI'JTACOBAHO»

4) COI'JTACOBAHO:

26. IIpaBuibHoe opopmiieHne pacippoBKu noanucHu B pekpusure «llognuce»:
1) B.IIL. MBaHOB

2) B.MBanoB

3) lBanos

4) Wsanos B.IL

27. 3aroJ10BOK K TEKCTY J0JIKeH ObITh COIIACOBAH C:

1) HauMeHOBaHUEM BHJA JOKYMEHTa

2) ¢ HaUMEHOBaHMEM OpraHU3alMU - aBTOPA JTOKyMEHTA
3) c martoif JOKyMeHTa

4) C HAaMMEHOBAHUEM BBIIIECTOSIICH OpraHu3anuvu

28. OTMeTKa 00 HCIIOJHHUTEIE J0KHA BKJIKOYATL B Ce01:
1) ®amunuio u HOMep TeaedoHa UCTIOTHUTEIS

2) daMWINIO ¥ HHUITUAIBI UCTIOTHUTEIIS

3) MHunmanbl 1 GaMUIMIO WCTIOJTHUTEIS

4) Wuaunmanel, paMunuio 1 Homep TeaedoHa UCTIOTHUTENS

29. IIpu HanpaBJIeHHH MM CHMA T0JKHOCTHOMY JIMILY €ro JI0JKHOCTh M aMuiIus B
PEeKBH3HTE «AIpecaT? YKa3bIBAIOTCH:

1) B poIuTEIHLHOM MAJICHKE

2) B IMCHHUTEIIBHOM ITaJICXKe

3) B JaTENBHOM IaJIeXKe

4) B TBOPUTEIHHOM MAJICKE

30. PexBH3HUT «3aroji0BOK K TEKCTY)» He HCI0JIb3YeTCs:
1) B mpukazax
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2) B IOCTAaHOBJIEHUSIX
3) B CONMPOBOJUTEIBHBIX MUChMAaX
4) B pacnopsKEHUAX

31. Kakas nesoBast Oymara HaunHaeTcs ¢ MecTouMenus 1-ro smua?
1) npukas
2) 3asBIEHUE
3) I10BEPEHHOCTh
4) pesome

32.B xakoM u3 Ha3BaHMii AONMYLIeHA OIIU0OKA B MCIIOJIb30BAHUM NIPONUCHON WJIH CTPOYHOM
OYKBBI.
1) OproBckuii OPUIUUECKUN KOJUIIEIK
2) Opinosckas mkona N 16
3) Poccuiickas akanemus rocygapcTBeHHOH ciyxO0bl ipu [Ipe3unente Poccuiickoii
denepanuu
4) T'ocynapctBenHas TpeTbsKOBcKas ranepes

33. Kakasi u3 npuBe¢HHbIX (paMUJINi He CKIOHACTCS.
1) Hlaxpait
2) Ulep6a
3) Txkauyk
4) Hlambunaro

34. BoiOepuTe NpaBUIbHBINA BAPDHAHT 3aKJIIYUTEIbHON (POPMYJIBI BEKTUBOCTH B 1€JI0BOM
nucbMe.

1) C yBaxeHuem

2) Bcerma Bam

3) C yBaxeHHeM,

4) C BBICOYAHIITMM MOYTECHUEM,

35. OTMeThbTe, KaKoe CJI0BOCOYETAHHE COOTBETCTBYET SI3bIKY JOKYMEHTA.
1) 3aBOaUTH YroJIOBHOE JIEJI0
2) BbICIATh HAa PACCMOTPEHUE
3) BbBLAATH KPEIUT
4) BO3MOXUTH KOHTPOJIb

36. C xakuM cJ10BOM Heqlb3s1 ynorpeours yactuny HE:
1) HesBKa
2) HeUMEHHE
3) HecoOmoeHue
4) Hempu3HaHHE

37. Kakoe u3 npuBeI¢HHBIX CJI0OB MOKHO YIIOTPEOJSITh B SI3bIKE JOKYMEHTA:
1) meHcmoHepka
2) nupeKTpuca
3) cekperapia
4) cryaeHTKa

38. OTmeTbTe Hey1aYHbIN BbIOOP (OPMBI MHOKECTBEHHOI'0 YHCJIA CYyIIECTBUTEIbHOI0:
1) pekropa
2) mpodeccopa
3) AoroBOpbI
4) nupexropa.

39. OTmeTbTE CJI0BO, KOTOPOE HAMKUCAHO NMPABWIBHO:
1) Oe3MHUIIMATHBHBIN
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2) TUpeabIHCYJIbTHBIN
3) B3BIMaThH
4) MEeKBIHCTUTYTCKHUIA

40. OT™MeTbTE €JI0BO, B KOTOPOM J0NYyIIeHA OIIMOKA:
1) OGecnpeneneHTHBIN
2) KOH(UICHIHATBHOCTD
3) KOHBIOHKTYPIIUK
4) IOpPUCTKOHCYJBT

41. OT™MeTbTE €JI0BO, B KOTOPOM JONYyIIeHA OIIMOKA:
1) amemusius
2) nunep
3) UYepkeccus
4) Tannua

42. OT™MeTbTE, B KAKOM COKPAILICHUH JOMYIIEeHA OIIHMOKA:
1) momm.
2) wupa.
3) 3arc

4) rr.

43. OTrmeTbTe 200peBHATYPY MY’KCKOIO POAAa:
1) UK
2) TCXK
3) IOHECKO
4) CHI'

44. Boi0epuTe NpaBUIbHBINA BADHAHT 0(hOpMJICHHS 1AThI B TEKCTE:
1) ¢2008 mo 2010 rox
2) B 2008/ 2009 romax
3) ¢2008 mo 2010 romapr

4) ¢ 2008 mo 2010 rox

45. OTMeTbTE HENIPABUJILHO 00Pa30BaHHYIO (POPMY YHMCIHUTEILHOIO:
1) Oonee IBYXCOT BaALIATH YYACTHUKOB
2) ¢ AByMsCTaMH JIBaJIaThIO0 yYaCTHUKAMU
3) o aByxcrax ABajALATH YYaCTHHKAX
4) K aBycTaMm JIBaAlIaTH Y4aCTHHKaM

46. Kakas u3 A3bIKOBBIX (p)OPMYJ1 HE COOTBETCTBYET CTPOro O(pMIHAJILHOM NepenucKe:

1) CraBum Bac B u3BecTHOCTD, YTO...

2) VYo6emutensHO mpocuM Bac pemmuts Bompoc...

3) Ecnu Bam He TpyaHO, COOOIINTE, MOKATYHACTA, ...
4) Ilpurnamaem Bac npunsaTts y4yactue...

47. Kakue U3 KJI0YeBbIX CJ10B CONPOBOIUTEIHLHOI0 MUCHMA a/IPeCOBAHBI B CTOPOHHIOK)

OpraHu3anuio:
1) IlpencraBisem Bawm...
2) Hampasnsem Bawm...
3) Iloceutaem Bawm...
4) Bsicbutaem Baw...

48. OT™MeTbTE, KAKOE CJI0BOCOYETAHME MOKHO HCII0JIb30BATH B SI3bIKE IOKYMEHTA:
1) 3amelicTBOBaTH COTPYIHUKA
2) O03BYYHTH TOUKY 3PCHHS
3) mpomwmcaTh B JOKYMEHTE
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4) BBINOJIHUTH NOPYUYEHUE

49. B kakoM psiy Bce CJ10Ba COYETAIOTCSA € IJIAroJ1aMu NPaBUIbHO:
1) moBbIcUTH (TpeOOBaHUs, YCIIEBAEMOCTb, TOKA3aTEIN)
2) oxkazaTh (HOJJEPKKY, BHUMAHUE, BPEN)
3) yaemeBUTH (IPOAYKTHI, C€OECTOMMOCTbD, TOBAPHI)
4) npuHUMATH (K UCTIOJHEHUIO, K CBEICHHUIO, MEPHI)

50. OTmeTbTE, B KAKOM CJI0BOCOYETAHUM CO/ICPKUTCS TPAMMAaTHYeCKasl OIHMOKa:
1) 3amnaruth 3a mpoesn
2) OIUIaTUTb MO CYETY
3) 3amjaaTtuTh JOJTH
4) ynnaTuTh 3a NOKYNKY

51. OTmMeTbTe MJICOHA3M, KOTOPBIH MOKHO YNOTPeOJISITh B 1e10BOM peyn:
1) KOHCeHCyc MHEHH
2) aaIMHHHUCTPATUBHOE YIpPaBICHHUE
3) Top:KecTBEeHHas IEPEMOHHUS
4) maMsATHBIA CyBEHUP

52.0T1meTbTe, KaKOil U3 NPOU3BOJAHBIX MIPEAJIOr0OB CJaeAyeT 3aMeHUTh:
1) B cooTBeTCTBUU C TOTOBOPEHHOCTEHIO. . .
2) Ha ocHOBaHHH BBIIIECKa3aHHOTO. ..
3) BcnencTBue mpeAcTOANIUX BHIOOPOB. ..

4) Bnarogaps yKa3aHHBIM OOCTOSTENLCTBAM. . .

53. B xakoMm cJ10Be JONYyIeHA OMMOKAa B HANIMCAHNH OKOHYAHMSA:
1) Ilo okoHUaHHHU CpPOKA...
2) Ilo npenbsABICHUU TOKYMEHTA. ..
3) Ilo mpunére B a3pomopr. ..
4) TIlo mpue3ny B MOCKBY...

54. OTmeTbTE, KaKOE CJI0BOCOYCTAHNE HE YIOTPeOJIsieTcs B 1eJI0BOM peYu:
1) ucnosHUTENIbCKAs BIACTb
2) mnpencTaBUTENbCKHE PACXOIbI
3) KapAMHAJIbHBIM BOIpPOC
4) >KUIUIIHBINA HOH]T

5S. IlousiTHe «3J1EKTPOHHBIN JOKYMEHT)» ONPeIe/IeHO:
1) ®enepanbHbIM 3aK0HOM «O6 HHGOpPMAMK, HHPOPMAITMOHHBIX TEXHOJIOTUAX U O 3aIUTe
uHbOpMaIUI»
2) ®depepanbHbIM 3aKOHOM "OO0 371eKTpOHHON IIUPPOBOI HoAIHCH")
3) ®DenpepanbHbIM 3aKOHOM «O0 3JIEKTPOHHOM JOKYMEHTE»

56. IlepeyeHnb 00s13aTEJIbHBIX CBEACHUH 0 JOKYMEHTAX, MCIO0JIb3YeMbIX B CHCTEMAax
3JIEKTPOHHOI'0 IOKYMEHT0000poTa (pe/iepaibHbBIX OPraHOB MCIOJIHUTEIbHON BJIACTH,
omnpeaesién:
1) TumoBoil MHCTpYKIMEHN O EIOMPOU3BOJACTBY B (hefepanbHBIX OpraHax
WCIIOJTHUTEIbHOU BIIaCTU
2) ®enepanbHbIM 3aKOHOM "O TOKYMEHTAIIMOHHOM OOECIIEUCHUU YIIPABICHYECKON
nearenpbHocT"”
3) Ilocranosnenuem IIpaBurensctBa Poccuiickoit denepanuu «O0 yrBepxkaenuu [IpaBun
JeOTPOU3BOICTBA B (pe/iepabHbIX OpraHax UCIOTHUTEIHHON BIACTH
4) Ilocranosnenuem IlpaButenscTBa Poccuiickoii @enepanuu «Ilonoxenue o cucreme
MEXBEJJOMCTBEHHOTO 3JIEKTPOHHOTO JJOKYMEHTO000pOTa»

57. Oprann3aTopomM Me:KBeIOMCTBEHHOT0 YJIEKTPOHHOT0 JOKYMEHT0000POTA SIBJISIETCS:
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1) ®enepanbHas ciayx0ba oxpansl Poccuiickoit ®eneparyu

2) Apmunucrtpanus lpesnnenta Poccuiickoit denepanun

3) Amnmnapar [IpaBurtensctBa Poccuiickoit @eneparuu.

4) I'maBHOe ynpaBieHHE clienuanbHbIX nporpamMm [Ipesnnenra Poccuiickoit denepanun

58.CepTudukar Kia04a 31eKTPOHHON IM(POBOIi MOANNCH He BKIHOYAeT:
1) perucTpanoHHBII HOMEp cepTHU(HKATA KIH0Ya HOUCH,
2) cpok aeicTBUA cepTU(HKATa KIH0Ya OIIHCH
3) cBeaeHus o BiajeNblia CepTU(HUKATA KIH0Ya MOIUCH
4) OTKpBITHIN KJIIOY 3JEKTPOHHOM LU(POBOI MOIUCH;
5) 3aKphITHI KIIOY 3IEKTPOHHOM UG POBON MOITUCH
6) cBeneHust 00 yAOCTOBEPSIOIIEM IICHTPE, BbIABIIEM CEPTU(PUKAT KITF0Ya MOHCH;
7) cBeneHus o0 ycloBUS NPU3HAHUS IOPUANYECKOTO 3HAUCHHS SJIEKTPOHHOTO JJOKYMEHTa C
AJIEKTPOHHOU IIU(PPOBOI MOAMHUCHIO

59. MerananHbIe — 3TO:
1) oOs3arenbHBIH KOMIOHEHT PETUCTPAIIMOHHON KapThl JOKYMEHTA
2) oJHa U3 COCTaBISIONIUX MIEKTPOHHON ITU(POBOI MOIIUCH
3) wunentudukarop UHGOPMAIIMOHHOTO pecypca, MO3BOISIOMIUN YIIPABISATH UM,
OCYHIECTBIISATh TOUCK U XPAHEHHE
4) naHHBIE, ONPEICIAIOMINE IOPUAMUECKYIO CUITY DIIEKTPOHHOTO IOKyMEHTA

IIpumepnvie ketic-3a0anus:

3aganue 1. CocTaBiieHHe OPraHU3ANMOHHO-PACIOPAANTEIbHBIX IOKYMEHTOB

Curyanus:

[IpencraBeTe cebe, uro Bbl paboTaeTe B KOMIMAaHMM MOMOIIHUKOM PYKOBOIWTENs. Bam
HE0OX0IMMO MOATOTOBUTH MPOEKTHI OPraHU3aIMOHHO-PACTIOPSIUTENBHON TOKYMEHTALIUN

CocraBbTe MpHUKa3 MO pe3yidbTaTaM MPOBEPKU B XOJ€ MHBEHTAPU3ALMHN MaTepUaIbHBIX
ueHHocted B cpeaHeil mkone Ne 1. BnaguBoctoka, mpoenénHoit ¢ 10.09.2015 mno
20.09.2015. B pe3ynbTaTte npoBepKU ObLTH BBISBICHBI CYILIECTBEHHbIE HeocTaTki. Heo0xoaumo
MOBBICUTh KOHTPOJb TMpernojaBaTeNiel 3a COXPaHHOCTBIO IIKOJIBHOTO 000pYAOBaHWS,
aKTUBU3UPOBATh Pa0bOTy C y4YANIUMHUCS IO BOCHHTAHMIO Y HHUX OEpEeKHOr0 OTHOLICHHS K
HMMYILIECTBY.

CocTaBbpTe pacnopsiKeHHE PYKOBOAMTENS 00 OpraHH3allMu JEXKYpCTBa B IMpa3JHUYHBIC
nau ¢ 31 nexabps 2015 roma mo 10 sHBaps 2016 rona. Ipennoxute 3am. aupektopa mo AXY
(aIMMHHMCTPATUBHO-X03AHCTBEHHAsl YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2015 no 17-00 u
MIPOBEPUTH U OMeYaTaTh BCe CIIy)KeOHble moMenieHuss. OOsKUTe MOATOTOBUTH Ha YTBEPXKICHUE
rpaduk nexyperBa a0 31 gekabps. Opranuzanuio U (GpaMUIUM JOJHDKHOCTHBIX JIMI] YKa)KHUTE
CaMOCTOSITENIBHO.

OdopMute BBHIMUCKY U3 TpHKa3za Mo umHBeHTapuzanuu. CoctaBbTe U 0QOPMUTE AKT O
MIPOBEPKE COXPAHHOCTHU JIOKYMEHTOB B OpTaHHU3aI1H.

CoctaBpTe U 0OPMUTE B COOTBETCTBUM C TPEOOBAHUSIMH MPOTOKOJ 3acelaHHs COBETa
JUPEKTOPOB aKIMOHEPHOTO OOIIECTBa O CO3bIBE T'OJOBOT0 00IIero codpanusi akuuoHepos. Ha
3aceaHuK OBLIM OMpEENIeHbl MecTo, Bpems, (hopMa (O4yHasl) IpOBEICHHs COOpaHHs, a TaKKe
YTBEPKAEH CHUCOK KaHIUAATOB, BKIIOYAEMBIX B OMOJUIETEHHU sl TOJOCOBAHUS IO TOBOIY
n30paHusl B YICHBI COBeTa AUPeKTopoB. HeoOxoaumyro nndopmaiuio (Ha3BaHUe aKIIHOHEPHOTO
oOmiecTBa, (paMHINU BBICTYNHUBIIMX JOKIAQAYUKOB U T.JA.) JOMOJHUTE CaMOCTOsATENbHO. Bce
PEKBU3UTHl JIOKYyMEHTa O(opMHTE B COOTBETCTBUU C TIOJOKEHUSMHU JIEHCTBYIOIIETO
3akoHonmareiabeTtBa U T OCT P 7.0.97-2016.

KpaTkue meTonndeckue yKazaHus

Keiic-3amanne cocTouT M3 4YeTHIpEX 3aMaHui. MakcuManabHO 3a Keilc-3aJlaHie MOXKHO
moTy4uTh 7 0aymuioB. Bpems, 0oTBoauMOE Ha BBIMOJIHEHUE KeC-3aaHus, COCTABIISIET 35 MUHYT.
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3aganue 2. CocraBijieHHe HHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Curyanus:

IIpencraBbre cebe, uTo Bbl paboTaeTe B KOMMAHWU MOMOIIHUKOM PYKOBOIHUTENS. Bam
HE00X0AMMO MOJrOTOBHUTH MPOEKTHI MH(OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB:

CocraBbre B cootBerctBUM ¢ ['OCT P 7.0.97-2016 u odopmuTe MHONHBIA MPOTOKOII
3acelaHusl KoJjlernu o pabore otraena MHPOPMATU3AMUHU IO OOECIEUEHUIO IeSATEIbHOCTH
yupeKIeHUs (Ha3BaHHUE YUPEXKIEHUS, MECTO W3JaHUS JIOKYMEHTa U JIp., PEKBU3UTHI yKa3aTb
camocTosTeNbHO). Ha 3acemanuu peub 1uia 0 HEOOXOAMMOCTH JOTIOJHUTEILHOTO BbIICICHUS
KOMIIBIOTEPOB JUIst 0T/Aena nHpopmaruzauuu. Coodmanock Takke 0 TOM, YTO B OTJIENIe HOBBIX
pa3paboOTOK TMPOBOAATCA MEPONPHUATHS 10 YAYYIIEHUIO OpraHu3alui HH(OPMAIIMOHHBIX
nporeccoB. Ha 3acemanum 0700peHO OCHOBHOE HallpaBlieHHE palOOThl OT/AENa U HPUHSITO
peleHre MOpY4YUTh AAMHUHUCTPATHBHO-XO3SHCTBEHHOW Ciyx0e MNpHoOpecTH Juis OTxAena
uHpopMaTH3alnU 3 KOMITBIOTEPA.

CoctaBbTe MPOTOKOJI MPOU3BOJACTBEHHOIO COBELIAHUS PAOOTHUKOB HOPUAMYECKOTO
oTaena, KOTopble OOCY)XIalld BOIPOC OpraHHU3aluu paboThl B OT/AENE B CBSA3HM C Pa3BUTHEM
KOMMEpPYECKON JesATeIbHOCTH U MPUHSIM pelIeHne O HeoOXOAMMOCTH — YBETUYEHUs
YHUCICHHOCTH pPAaOOTHUKOB IOPUAMYECKOTO OTHena M 00 OCHAIleHUMM OThella HOBBIMU
KOMIIBIOTEpaMH.

Hanumure noxnamnyro 3anucky Ha ums pykooaurtens OOO «IIpum-KoHncantunr» o
KOMaH/IMPOBaHUU B I'. Xa0apoBCK CTapllIero MHKeHepa TexHuuyeckoro otaena VMeanosa N.M.. ¢
06.10.2012 roga cpokom Ha 5 JHEH A7 BBICTYIUIEHUS C IOKJIAJIOM Ha ceMHuHape «COBpeMEHHbIE
CHOCOOBI ONTUMH3ALMH JOKYMEHTOO00POTa B KOMMEPYECKOM OpraHu3aiym.

CocraBpre rapantuiiHoe nucbMo OAO «busnec-ABromatuka» k OAO «LPT-
TEXHOJIOTUW» 00 OKa3aHMM MOMOILM B YCTAHOBKE W HajlaJke 000pyI0BaHMS BBIYHUCIUTEIBHOTO
LIEHTpA.

[TonrotoBsTe U O(POPMUTE MUCBMO C COOOIIEHMEM O IMPOBEIEHHUU TOJIOBOrO 0OIIEro
coOpaHMs aKIMOHEPOB aKI[MOHEPHOTO OO0INecTBa (Ha3BaHHE M CIPABOYHBIEC JaHHbIE OOIIECTBA
JIOTIOJIHUTE CaMOCTOSATENbHO). B cooluieHnn ykakuTe, YTO COOpaHHE CO3BIBAETCSl B OYHOI
¢dopme, oIpeneNnuTe CaMOCTOSTEIbHO TOBECTKY [IHS, JaTy, BpeMs U MECTO IpOBEACHUS
rOJI0BOr0 0OwIIero coOpaHusi, Hadajlo M OKOHYAHUE PETUCTPALMM YYaCTHUKOB COOpaHMs.
Heo0xonnmo yka3aTb, Kakue JOKYMEHTBI HY)KHO MMETh Ipu cebe (ImacropT, J0BEpEeHHOCTh Ha
nepefady mpaBa Ha ydacTHe B coOpaHuu U J1p.). Bce pekBu3uThHl AOKyMeHTa odopMmHuTE B
COOTBETCTBUM C IOJIOKEHUSIMH JIeHCTBYIOIIEro 3akoHonaTtenbcTBa U TpeboBanusmu 'OCT P
7.0.97-2016.

Kpatkue metoguueckue ykazaHus

Keiic-3aianne coctouT W3 mATH 3aJaHMid. MakcHUMalbHO 3a KeHC-3alaHhe MOXKHO
HoJy4uTh 7 GajioB. BpeMs, 0TBoiMMOE Ha BBINOJIHEHUE Kelc-3ajaHus, COCTABISAET 35 MUHYT.

3apanme 3. CocraBjieHHe KaJAPOBOil JOKYMEHTALNH

Curyanus:

[IpencraBeTe cebe, uro Brl paboTaere B KOMIIaHUU B OT/AeNe KaapoB. Bam HeoOxoanmo
MOATOTOBUTH MPOEKTHI KaIPOBBIX TOKYMEHTOB

Ha ocHoBanum 3akiIOYEHHOTO TPYAOBOTO JAOoroBopa o mpuéme Bac Ha MOMKHOCTH
MEHeKepa 1o TYpU3My B TypuUcTHUECKyI0 pupMy «boH-Bosbk» opopmuTe nprkasz mno JMYHOMY
cocTaBy o npuéme Ha padoTty (o yaudumuposanHoit popme T Ne 1).

CoctaBbpTe U 0OQOPMHUTE XaPAKTEPUCTUKY HA COTPYTHHUKA OT/ENa KaIpOB, MOIMUCAHHYIO
PYKOBOJUTENIEM JaHHOTO CTPYKTYpPHOTO mojapazaeneHus. Opranuzanuio, ¢pamimimu pabOTHUKOB
YKa)KUTE CaMOCTOSATEIbHO.

CocraBbTe 1 0OpMUTE 3asIBICHHUE O TIEPEBOJIE HA APYr'yl0 paboTy, B KOTOPOM YKaXHUTe
CTPYKTYpHOE TMOJpa3/ielieHue, J0JDKHOCTb, MpPU HEOOXOAMMOCTH — OCOOEHHOCTH B padoTe
(nemonHbIi paboumii AeHb, MOYacoBas oruiara). Ha ocHoBaHUM 3asBIIEHUS] COCTaBbTE MPUKA3 110
yaupunupoBannoi popme T Ne 5.
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Odopmure 3anuce B TPyIOBYIO KHIXKKY O IpuéMe Ha paboTy U CIIpaBKy ¢ MecTa paboThI
C YKa3aHHeM JOJDKHOCTU U CPEeTHEMECIYHOT0 3apaboTKa.

KpaTtkue meTonndeckue yKa3aHus

Keiic-3aganue cocTouT M3 4eThIpEX 3agaHui. MakcuMaiabHO 3a Keic-3aJaHue MOXKHO
noJy4uTh 7 OaiuioB. BpeMs, oTBoiMMOE Ha BBIMOJIHEHUE Keiic-3aJaHus, COCTABISET 35 MUHYT.

3aganue 4. UHCTPyKUMS 110 1e710IIPOU3BOACTBY

KpaTkue meTonndeckue yKa3aHus

CyTb 3a1aHusi COCTOMT B (POPMHPOBAHUU OPraHU3ALMOHHOTO JOKyMeHTa «HCTpyKuus
[0 JICJIONPOU3BOJACTBY», B KOTOPOM OyAeT OTpakeHbl TpeOOBaHUS W TpaBWIa BEICHUS
JIENOTIPOU3BO/ICTBA, MPABUIIA JOKYMEHTHPOBaHHS HH(POPMALIMU B OpraHU3alltu.

MakcuMasabHO 32 BBINOJIHEHUE WHAMBUIYAIBHOTO 3a/IaHUSI MOXKHO TOJIyYUTh 7 OayuioB.
Bpewms, 0TBOaMMOE Ha BBINIOJIHEHUE 33JaHHs, COCTABIAET 15 MUHYT.

4.3. OueHo4HbIe CPeACTBA LIS IPOMEKYTOYHON aTTeCTalluM.

4.3.1. ®opmupyeMble KOMIETEHIIUH C YKa3aHUEM 3TaloB UX (GOPMUPOBAHU B ITpoliecce
0CBOEHHMsI 00pa30BaTeNbHON Mporpammel. [lokazaTenu U KpUTEpHH OLIEHUBAHUS KOMIIETEHIIUH ¢

yu€TOM 3Tarna ux GOpMHPOBAHUS

Kon HanmeHnoBanue Kon HanmeHnoBanue 3Tana
Kommne KOMIeTeHI[UH 3Tana 0CBOEHUSs OCBOEHMS KOMIIeTeHI[UH
TeHI U KOMIeTeHI[UH

"

OIIK-1 | Bnagenue naBpikamu | OIIK - 1.2 Ha ouHoH, CrniocoGHOCTH paboTath ¢
[IOMCKA, aHallu3a U 3a04YHOM, Ha 3a0YHOM JOKYMEHTaMHU UCIIOJIb3Ys
UCII0JIb30BAHUS dopme oOyueHus ¢ BO3MOYHOCTH TEKCTOBOTO
HOPMAaTUBHBIX U npumenernem D0, 10T penakropa, BECTH
IIPaBOBBIX ¢dopmax oOyueHus 3 PEeKTUBHBIN MOUCK
JOKYMEHTOB B CBOCH uHpopManuu B 6a3ax JaHHBIX U
npoheccuoHaIbHON MPUMEHATh HOPMAaTHBHbBIE
JEATEIIbHOCTH nokyMmeHTHI (B T.4. [OCTsI)

Crnoco6HOCTH paboTaTh ¢
JOKYMEHTaMH B HAy4YHOU U
OIIK 1.3 Ha 04HO-3204HOH | IpoeccCHOHATBLHON
dbopme oOyueHus NesITeNFHOCTH HA OCHOBE
MH(GOPMALMOHHON U
O6ubnuorpaduyeckoi KylnbTyphl.

OIIK-6 | Cnocobnocts pemmats | OIIK- 6.4 Ha ouHO#, 04HO- | CIOCOOHOCTH HCIIOJIb30BATh
CTaHJapTHBIC 33/1a4d | 3a0YHOM, 3a04HOM popMax | crpaBOYHO-UH(DOPMAILIMOHHBIE U
npoheccuoHaIbHON oOyuyeHus CIPaBOYHO-IIPABOBBIE CHCTEMBI
JeATeIbHOCTH Ha JUls  TIOMCKa W aHajM3a
OCHOBE HE00X0IUMOM uHpOpMaLIUU
MH(POPMAIIMOHHON U npu peleHnu
oubnmorpaduueckoi po(heccHOHATIBHBIX 3ajad,
KYJIBTYpPBI C UCIOJIb30BaTh OCHOBHbIE
pUMEHEHHEM HIPUHLUIIBL OpraHu3aluu
MH(pOpPMAIIMOHHO- JeTI0TIPOU3BOICTBA u
KOMMYHHUKAIIHOHHBIX JIOKYMEHT0000poTa B
TEXHOJIOTUH U C OpraHu3alusXx BCeX  BHUJOB
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YUETOM OCHOBHBIX COOCTBEHHOCTH, TaKXKe METOJIOB

TpeGoBaHMH JeI0OIIPOU3BOCTBA.

nH(OPMATMOHHON OIIK- 6.3 na 3a04HO¥ ¢ CriocoOHOCTh HCIOJIB30BaTh

0e30macHOCTH npumenennem D0, 10T CIPaBOYHO-UH(POPMALMOHHBIE U

¢bopme 0OyueHUs CIPaBOYHO-IIPABOBBIE CHCTEMBI
JUISl TIOUCKA M aHAJIM3a
HE00X0 1Mo HHpOpMaIUU
IIPU peLIeHUH
npoeccuoHaIbHBIX 33/1ad,
HCI0JIb30BaTh OCHOBHBIE
MPUHLUIIBI OPraHU3aINH
JeTONIPOU3BOCTBA U
JOKYMEHTO0000pOTa B
OpraHu3alusaX BceX BUIOB
COOCTBEHHOCTH, TaKXKE€ METO/IOB
JeJI0NPOU3BOJCTBA
[1K-18 | cmocoGHOCTD 1K 18-2 Ha ouHOi, 0yHO- | CrOoCcOOHOCTH MPOEKTUPOBATH

NPUHUMATh y4acTue B | 3a0YHOH, 3a04HOM opMax | opraHU3allMOHHbIE JEHCTBUS.

POEKTUPOBAHUU oOyuyeHus

OpraHu3alMOHHBIX [TK- 18.3 Ha 3a04HO#1 ¢ CrocoOHOCTD BBITIOTHSATH

JNEUCTBUM, yMEHUE npumenernnem D0, 10T cirykeOHble 003aHHOCTH.

3P PEeKTUBHO ¢bopme 0OyueHus

UCTIOJHSTD

ciry’keOHBIe

(TpynoBbIe)

00513aHHOCTH

IIK-24 | Bnagenue IIK 24-1 na ouHO- CrocoOHOCTh HAXOIUTh

TEXHOJIOTUSIMH, 320YHOM, 320YHOMH C OpraHu3alMOHHO-

[IpUEMaMHU, npumenernem D0, 10T YIPABJICHYECKUE PELICHUS

o0ecrnevnBarOIIMMH dbopmax oOydeHus obecreuynBarofe OKa3aHue

OKa3aHHe yCIIyT.

rOCYAApCTBEHHBIX U I1K 24-2 na 3a04HOM CrnocoOGHOCTh MPOEKTUPOBATH

MYHUIIUTATBHBIX bopme 0OyueHus OpraHU3aIMOHHBIE CTPYKTYPBHI.

yeayr ¢uznueckum u | [IK 24-3 Ha ounoit popme | CrocoOHOCTH pa3pabaTeiBaTh U

IOPUJINYECKUM JIMLAM | 00y4YeHus 3G PEKTUBHO UCTIOTHATh
yIpaBJIeHYECKUE PEIICHUs

obecneyenne u
JICTIOTIPOU3BOICTBO Ha
PYCCKOM ¥ HHOCTPAHHOM
SI3BIKE

ACIIOMMPOU3BOACTBA HA
PYCCKOM U MHOCTPAHHOM
SA3BIKE

JTamn 0CBOCHUs! Iloka3zarenn .
Kpurepnii onennBanus
KOMIIeTeHIIUH OllCHUBAHMS
OIIK-6.4 BriOupaer s13bIKOBbIE I'pamOTHO OCyILIECTBIISIET
CriocoOHOCTD BECTH CPEACTBa JUIsl OCYLLECTBICHMS | JOKYMEHTALlHOHHOE
OCYILECTBIIATh JOKYMEHTAllMOHHOT'O oOecrieueHue u
JOKYMEHTAI[MOHHOE oOecrieyeHus U JEIONIPOU3BOJICTBO HAa PYCCKOM

U MHOCTPAHHOM A3bIKC

OIIK-1.2.

Ymeer opopMIIsTH

ITpaBuabHO 0opMIICHBI
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JTamn 0CBOCHUs! Iloka3zaTenn .
Kpurepnii onennBanus

KOMIICTEeHIIMHU OLICHUBAHMSI
CrocoOHOCTh IPUMEHSTH oUIHATEHBIC U AETOBBIC oduIaNbHBIEC U JEOBBIC
OCHOBBI HH(OPMAITHOHHOM U | MHUCHMAa, TOTOBOPEI, IPYTHE MMHCbMA, IOTOBOPBI, APYrUe
oubnuorpaduueckoit pacrpocTpaHEHHbIE pacrpocTpaHEHHbIE JOKYMEHTHI
KYJIBTYpPbI, THPOPMAIITMOHHO- | TOKYMEHTHI
KOMMYHHKAIITUOHHBIX
TEXHOJIOTUH B IpOLIECCE
JOKYMEHTallHOHHOTO

obOecreyeHus u
JICTIOTIPOU3BOJICTBA B
rOCyJIapCTBEHHOM U
MYHHUITUTIATEHOM
yIpaBJICHUU

Nk w D=

*®

10.

11.
12.
13.
14.

15.

16.
17.

18.
19.
20.
21.
22.

4.3.2. TunosBble OLICHOYHBIE CPeACTBA

Bonpocsl k 3auéry

CopepxaHue U Ha3HaYEHME JEJI0NPON3BOICTBA.

Opranu3annoHHbie (POPMBI JETOMPOU3BOICTBA.

Cayx0a 1enonpon3BoICTBa, LENH U 33/1a41, (YHKINOHATIBLHOE COACPIKaHUE NeSITEIbHOCTH.
3akoHonarenscTBO Poccuiickoii @eneparyu B chepe MHPOPMALIUU U JOKYMEHTAIIHH.
3aKOHOIATEIBCTBO 00 IEKTPOHHOM MO ITHCH.

Buipl 271€KTPOHHON MOANMCH U HOPSAOK UX IPUMEHEHUS.

Hopmatuuelii  nokymeHnT «lIpaBuna nemonpous3BoAcTBa B (eAepalbHBIX — OpraHax
UCIIOJIHUTEJILHOM BJIACTU», €0 Ha3HAYCHHUE.

HanuonanpHele cTaHAapThl IO YIIPaBICHUIO TOKYMEHTAMH.

HopmatuBHBIE IPaBOBBIE aKThl OpraHa BIACTH, PETVIAMEHTUPYIOIINE OPraHU3aIUi0 paboTh
C JOKYMEHTaMH.

WHCTpyKIMs 1O JEJIONpOU3BOACTBY, HOpPMAaTHBHAas M MeToAMYecKas Oa3a pa3paboTKu
HUHCTPYKLUU IO ACIOIPOU3BOJICTBY.

bnank noxymeHTa, Bubl 0J1aHKOB COCTaB PEKBU3UTOB OJIaHKA.

CocTtaB peKBU3UTOB YAOCTOBEPEHUS, OPSIOK X O0(OpMIICHUSI.

Cry>xeOHble OTMETKH Ha IOKyMEHTE, MOPSAA0K UX 0(POPMIICHHUS.

Cucrema oOpraHu3allMOHHO-IIPABOBOM JOKyMEHTAallMM, Ha3HA4€HHWE M BHJIOBOH COCTaB
JIOKYMEHTOB.

[TonsiTHE HOPMATUBHOIO IPAaBOBOIO akKTa, BHJBI HOPMATHUBHBIX IIPABOBBIX AaKTOB
(benepanabHBIX OPraHOB UCTIOJHUTENBHON BIIACTH.

JlommKkHOCTHAs! MHCTPYKIMS, HA3HAU€HUE TOKYMEHTa, COCTaBJIeHHE U 0popMIiIeHHE.
IIponenypa cornacoBaHus JOKYMEHTOB, €€ HAa3HAay€HUE, BHEIIHEE U BHYTPCHHEE
COTIJIACOBAHUE.

BusupoBanue 10KyMeHTOB, 0COOEHHOCTH BU3HPOBAHUS PACTIOPSIIUTENBHBIX JOKYMEHTOB.
Cucrema pacnopsiiuTeNnbHON JOKYMEHTAllUU, HAa3HaYEHUE U BUJOBO COCTaB JOKYMEHTOB.
Cocrapnenue u o(hopMIIeHHE NTPUKa3a 10 OCHOBHOM J€SITEIbHOCTH.

[Topsiaok JOKYMEHTHPOBAHMSI KOJIETHATbHOM (COBEIIATENIBbHOM) AEATEIbHOCTH.

[TpoTokou 3acenanusi, BUIbI IPOTOKOJIOB, COCTABIEHUE U O0(OPMIICHHE.
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23.

24.
25.
26.

27.
28.

29.
30.
31.
32.
33.
34.

35.
36.
37.
38.
39.

40.

41.

42.

43.

44,

45.
46.

47.
48.

49.
50.
51.

52.

53.

Cucrema MH(OPMAITMOHHO-CIIPABOYHON NOKYMEHTAIlMHM, HAa3HAaYeHHE W BHJIOBOH COCTaB
JOKYMEHTOB.

JlenoBoe MUcbMO, Pa3HOBUAHOCTH JICTOBBIX ITHCEM.

CocraBnenue u opopmIIeHUE IETOBOTO TUChMA.

Tekct ympaBieHYECKOTO JIOKyMEHTa, oOmue TpeOOBaHUs K COCTaBJICHUIO TEKCTa
JTOKYMEHTA.

AKT KaK BHJ IOKyMEHTa, Pa3HOBUAHOCTH aKTOB, 0OCOOEHHOCTH COCTaBJICHUS U O(OPMIICHUSL.
[Tonatue  JOKYMEHTOOOOPOTAa,  KAueCTBEHHbIE M  KOJHYECTBEHHBIC  IapaMeTpbl
JTOKYMEHTO0000pOTa.

[TpuHIMOBI PallMOHANBHOM OpraHU3aluu T0KyMEHT0000poTa.

OCHOBHBIE ATaITbl JBMKEHUS TOCTYIAIOLINX TOKYMEHTOB.

OCHOBHBIE ATaIlbl JBWKEHUS OTIPABISIEMBIX JOKYMEHTOB.

@®opMBI 1 METOBI COBEPILICHCTBOBAHUSA JOKYMEHTO000POTA.

Ha3nauenue u 1ienm perucTpannu J0OKyMEHTOB, IPUHIIUIIBI PETUCTPALIH.

CTpyKkTypa pEerucTpaliMOHHOTO HOMEpa MOCTYHAIOIIMX, OTIPABIISEMBIX W BHYTPEHHUX
JOKYMEHTOB.

OCHOBHBIE PEKBU3HUTHI PETUCTPALIIOHHBIX (hOPM.

Oco0eHHOCTH PETUCTPALIUU OT/ICIBHBIX BHIOB JOKYyMEHTOB (IIPHUKAa3, IEJI0BOE MHCHMO).
OpraHu3anoHHbIE OCHOBBI KOHTPOJISI UCIIOJTHEHUSI JOKYMEHTOB (IOPYYEHUH).

TeXHOJOTUsI KOHTPOJISL UCTIOJIHEHUS! JOKYMEHTOB (ITOPYUYCHUN).

Cpoku MCTIONHEHHSI JOKYMEHTOB, BUBI CPOKOB, MOPSAAOK UCUUCICHUS CPOKOB UCTIOIHEHUS
JIOKYMEHTOB, TOPSAIOK ITEpEeHOCca CPOKa HCIIOJIHEHUSI TOKYMEHTA.

OcHOBHBIE ATaITbl KOHTPOJIS UCTIOTHEHUSI JOKYMEHTOB (IOpYYEHUit).

Opranuzanus paboThl UCTIOJHUTENS C TOKYMEHTaMU.

HopmaTuBHBIE OCHOBBI M OOIIME NPUHIMIIBI OpraHu3alMud paboThl € OOpalIeHUAMHU
rpaxaaH

Bugpr oOpamenuii rpaxaaH, OCOOCHHOCTHM pacCMOTpEHHs OOpallleHHd TIpaxaaH
Poccuiickoit denepanuu.

[ToHATHE UEHHOCTH JOKYMEHTa, KpPUTEPUH IIEHHOCTH JOKYMEHTOB, CPOKM XpaHEHUS
JOKYMEHTOB.

Opranusanys ¥ nopsaoK MPOBEACHUS HIKCIEPTU3bI LIEHHOCTH TOKYMEHTOB OpIraHa BIACTH.
Cpoku XpaHeHHsI TOKYMEHTOB, KaTeTOpPUHU JOKYMEHTOB, BbIIEISEMbIX MO CPOKAM XpaHEHUs,
CPOKHU XpaHEHUs 3JIEKTPOHHBIX JIEI.

[lepeunu TOKYMEHTOB CO CPOKaMH XpaHEHUsl, X IPUMEHEHUE B JIEIOTPOU3BO/ICTBE.
Homenkiatypa nen opraHa BiacTH, (QYHKIMM HOMEHKIATYpbl JieJI, TNPUHLUIBL €€
HOCTPOCHHUS.

@dopma HOMEHKJIATYpHI /1€, OCHOBHBIE ATaIlbl €€ pa3pabOTKU HOMEHKJIATYPHI JeIl.

[IpaBuna coctaBiaeHus 3arojJ0BKOB /1€ HOMEHKIIATYpHI Jell.

CornacoBaHue M yTBEp>KICHUE HOMEHKIATYpPbI JIeJ, CPOK JCHCTBUS HOMEHKJIATYpHI JIel, e
BE/ICHUE U KOPPEKTHPOBKA.

®opmupoBaHue A€ B JIIONPOU3BOJICTBE, 0COOCHHOCTH (POPMUPOBAHMS B JIe/Ia OTIEJIbHBIX
KaTeropui TOKyMEHTOB.

Bunpl onuceil e, 0CHOBHbIE MPUHIUIIBI U MOPSAOK COCTABJICHUS OMKCEH €.
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54. JluuHO€ 1eNno TOCYJapCTBEHHOTO TPaKAAHCKOTO CIYXKAaIlero, cCOCTaB JOKYMEHTOB Jeia,
0Cc00EHHOCTH ero (POPMUPOBAHHUSL.

55. Opranuzanus paboThl 10 YHUYTOKEHHUIO JOKYMEHTOB C UCTEKIIUMHU CPOKAMU XPaHEHUSI.

56. OdopmiieHue en Mpu ux nepepade Ha apXUBHOE XpaHEHHUE.

57. Tlonsatue «uH(DOpPMAIIMOHHAS CHUCTEMa JIEKTPOHHOTO AoKyMeHTooOopora» (C310),
¢ynkuu C30.

58. HopmatuBHble  TpeOOBaHMS K  MHPOPMALMOHHBIM  CHCTEMaM  3JIEKTPOHHOTO
JTOKYMEHTO000pOTAa.

59. IloHsATHE «ANEKTPOHHBI JTOKYMEHT», OCHOBHBIC MPHUHLMIIBI OpraHu3alu paboThl C
3JIEKTPOHHBIMU JIOKYyMEHTaMU B JEJIONPOU3BOJICTBE.

60. Ha3znaueHue cuUCTEMbl MEXKBEIOMCTBEHHOTO JJIEKTPOHHOTO JOKymMeHTooOopora (MD]/10),
cTpyktypa MOJ10.

IIpakTHyeckne 3agaHus (Keichbl) K 324€TYy:

3adanue: ompedaxmupyiime npeocmasienHvlill OOKYMeHm.:
1) ecmasvme Hedocmarowjue peKeu3Umyl;
2) enecume ucnpasienus 8 pacnoiodicenue peKeUUmos Ha noie OOKyMenma,
3) ucnpasbme owubKU 8 0opmIeHUU PEKEUIUMOE OOKYMEHMA,
4) ucnpasvme A3vIK0GbIE OWUOKU 8 MeEKCMe OOKYMeHmAa.

MUHHUCTEPCTBO KYJbTYPbl U MACCOBBIX KOMMYHUKALIUN P®D
®EJEPAJIBHOE APXUBHOE ATEHTCTBO
(POCAPXMUB)
Ne 536 8 Hos10psg 2015 roma

TunoBast HHCTPYKUUS 10 1eJTONPOU3BOACTBY
B (hegepabHBIX OPraHax HCHOJHUTEIbHOM BJIACTH.

B cBasu ¢ m.1l.1 TumoBoro periameHTra B3aMMOACUCTBUS (eAepabHBIX OPIraHOB
WCIIOJIHUTEIBHOU BJIACTH, YTBEPKAEHHOTO ITOCTAHOBJICHUEM NPAaBUTENLCTBA PO,

IIPUKA3bIBAIO:

1) yrBepauTh IpwiIara€Myr0 THUIOBYKO HMHCTPYKIMIO 110  JIEJIONpPOU3BOJACTBY B
(benepanabHBIX OpraHax UCHOJHUTEIbHOM BIACTH;

2) npuka3 QenepanbHON apXxuBHOM ciayx0bl P® «O0 yTBEpXKAEHUH THUIIOBOU
MHCTPYKLIIMU 10 JIEJIONPOU3BOJCTBY B (pellepalbHbIX OpraHax MCIOJHUTEIbHON BIacTh»
IIPU3HATH NOTEPSIBIIUM CUITY.

IIpunoxxenue: Ha 5 cTp. B | BapuaHre.

MUHHCTP KYyIBTYpBI
U MAacCOBBIX KOMMyHUKauuu PO Coxkounos A.

Cnupunonona

[IIxana orieHNBaHUA.
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OneHka 3HaHUWH, yMEHUH, HABBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHIOBOM
cuctemsl: 30% u3 100% (umu 30 6amioB u3 100) - BKIax B UTOTOBYIO OLEHKY IO pe3yibTaTaM
MIPOMEKYTOYHOM aTTECTALNH.

[Ipu oueHuMBaHMM OTBETa OOYYAIOUIETOCS B XOJE MPOMEXKYTOUYHOW aTTECTAllMd MOXKHO
ONMPATHCS Ha CIEAYIOIINE KPUTEPUH:

bael Kputepuii onieHku

26-30 OOyuaromuiicsi TOKa3bIBAC€T BBICOKUH  YpOBEHb  KOMIIETEHTHOCTH, 3HAHUSA
IpPOTPaMMHOTO MaTepuayia, y4eOHOW, TMepHOANYECKOH M  MOHOrpaduuecKoit
JUTEpPaTyphl, 3aKOHOJATENbCTBA M IPAKTUKU €ro INPUMEHEHMS, DPACKPHIBAET HE
TOJIBKO OCHOBHBIE IOHATHS, HO M aHAJIMU3UPYET HUX C TOYKU 3PEHUS Pa3IMYHBIX
aBTOpOB. OOyuaroNMiics MOKa3bIBAE€T HE TOJBKO BBHICOKHH YPOBEHb TEOPETHUECKUX
3HAaHUH, HO U BUAMT MEXIUCIHMIUITMHApHbIE CBs3U. IIpodeccnoHanbHO, TpaMOTHO,
II0CJIEJOBATEIBHO, XOPOILLIUM SI3BIKOM YETKO M3J1aracT MaTepuall, apryMEHTHPOBAHHO
¢dbopmynupyeT BBIBOJBL. 3HAeT B paMKax TpeOOBaHMU K HANpPABICHUIO M MPOQHUIIIO
MOJIOTOBKM 3aKOHOJATEIbHO-HOPMATUBHYIO M IpakTH4yecKyro 0a3y. Ha Bompochl
OTBEYAET KPATKO, apT'YMEHTUPOBAHO, YBEPEHHO, 10 CYLIECTBY.
16-25 OOyuaromuiicss TMOKa3bIBaeT JOCTaTOYHBIA YpPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHaloB 3aHATUN, y4eOHOM M METOIUYECKOH JUTepaTyphl, 3aKOHOATEIbCTBA U
NPAaKTUKA €ro MPUMEHEHHs. YBEPEHHO M MpOo(ecCHOHAIBHO, TPAMOTHBIM S3BIKOM,
SICHO, YETKO U IMOHATHO M3JaraeT COCTOSHUE M CYThb BOIpOca. 3HAET HOPMATHBHO-
3aKOHOJATEIbHYI0 W  TpaKTHYECKyl0 0a3y, HO TMpU OTBETEe JOIYCKaeT
HECYIIECTBEHHbIE OrpeIHOCTH. OOyUaromMiics MOKa3bIBAET JOCTATOUYHBIA YPOBEHb
npo¢eCCHOHANBHBIX 3HAHUM, CBOOOJHO ONMEPUPYET MOHATUSAMH, METOJaMHU OIICHKH
NPUHATHS PELICHUH, HMMEET IMPEACTaBICHUE: O MEXIUCUUIUIMHAPHBIX CBS34X,
YBSI3bIBAE€T 3HAHUS, MOJIYYEHHBIE IPU H3YYEHUU PA3NIUYHBIX IUCLUIUIMH, YMEET
aHAJIM3UPOBATh MPAKTUYECKHE CUTYAIlMU, HO JIOIYCKAET HEKOTOPBIE MOTPEIIHOCTH.
OTBeT MOCTPOEH JIOTMYHO, MAaTepuall U3JIaracTcsi XOPOLIUM S3bIKOM, IIPUBIIEKAETCA
MHGOPMATUBHBIM M WJUIIOCTPUPOBAHHBIA MaTephall, HO TPH OTBETE JOIYCKaeT
HEKOTOpBIE MOrPeIIHOCTH. BOpOCkl HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYJHEHHH.
6-15 OOyuaromuiicss MOKa3blBaeT JOCTATOYHBIC 3HAHUS MATEPHAJIOB 3aHATUH, HO IPH
OTBETE OTCYTCTBYET JIOJKHAS CBA3b MEXJY aHAJIM30M, apryMEHTalUel U BBIBOJAAMH.
Ha nocraBneHHblE WieHaMU KOMHCCUHM BOIIPOCHI OTBEYAET HEYBEPEHHO, JOIYCKAET
norpemHocTd. OOydaromuiics BilaZieeT MPAKTUYECKUMU HaBbIKAMH, TNPHUBIIEKAET
WITIOCTPAaTUBHBI MaTepual, HO YyBCTBYET ce0si HEYBEpPEHHO IMIpU aHaJIM3e
MEXAMCLUUIUIMHAPHBIX CBA3€il. B oTBeTe He Bcerga MNPUCYTCTBYET JIOTHKA,
apryMeHThl IPUBJIEKAIOTCS HEIOCTAaTOYHO Beckue. Ha mocTaBieHHbIE BOIPOCHI
3aTpyAHSAETCS C OTBETAMH, MTOKAa3bIBAET HEJJOCTATOUYHO ITyOOKHE 3HAHUS.
0-5 OOyuaromumiicss TOKa3bpIBaeT ciadble 3HAHUS MaTEpUajoB 3aHATHH, y4eOHOU
JUTEPATyphl, 3aKOHOJATEIbCTBA M IIPAKTUKU €r0 NPUMEHEHMS, HU3KUH YpPOBEHBb
KOMIIETEHTHOCTH, HEYBEpEHHOE H3J0KeHHe Bompoca. OOyyaromuicss MOKa3bIBaeT
ciabblii  ypoBeHb NPO(PECCHOHANBHBIX 3HAHWW, 3aTpyJHSETCSs IpU aHAIU3e
[IpaKTUYECKUX cuTyauui. He mMokeT mpuBecTH NpHUMEpPHI U3 PEAIBHON IMPAKTHUKU.
HeyBepeHHO M JIOrMUYecKM HENOCHIEeA0BaTENbHO M3JaraeT Marepuan. HempaBuibHO
OTBEYAET HA BOIIPOCHI UJIN 3aTPYAHSAETCS C OTBETOM.

[Ixana nepeBoa U3 MHOTOOATEHOW CHCTEMBI B TPAIUITHOHHYIO:

- oOyuaromemMycs BBICTABJSIETCS OIICHKA «HE 3a4TeHO», €CIM oOyuaronmiics HaOpai
Menee 50 6aiIoB,

- OIICHKA «3a4TEHO» BBICTABIISETCS MPH YCIOBUHU, ecii oOydaronmiics Habpan ot 50 1o
100 6annos.

100 6anyioB BBICTABISETCA IPU YCIOBHH BBIOJHEHUs BCeX TpeOOBaHMI, a Takke MpHU
00s13aTEIbHOM TPOSIBICHUHM TBOPYECKOTO OTHOIICHUS K MpeaAMEeTy, YMEHMH HaXOAWUTh
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OpUTMHAJIbHBIE, HE COJAEpIKaIlhecs B y4eOHHWKax OTBEThl, YMEHHH PabOTaTh C MCTOYHHKAMH,
KOTOPBIE COAEPKATCA MOIOJHUTEIBHON JUTEPAaType K KypCy, YMEHHUM COCIUHATH 3HAHUS,
IIOJIy4EHHBIE B JAHHOM KYPCE CO 3HAHUAMHU JPYTUX JUCLUILIMH.

4.4. MeToanyeckne MaTepuabl

CryneHT normyckaercs K 3a4eTy MO JUCHUIUIMHE B CIIydae BBIIIOJHEHHUS UM BCEX 3aJlaHHM
Y MEPOTIPHUATUHN, TPETYCMOTPEHHBIX IPOTPAMMOM TUCIIUITIIHEI.

3ayér BBICTABIIACTCS CTYNEHTY IO pe3yibTaTaM BBIIOJHEHHBIX pPabOT B TeUYEHUE
ceMecTpa, NpU YCIOBHH, YTO OLIEHKHM CTyAEHTa 3a paboTy B TeueHHe cemecTpa (10 BCeM
pe3ynbTaTaM TEKYILEro KOHTPOJIA 3HAHUI) COCTaBIAIOT He MeHee 4eM Ha 70 % «otimuHo» u 30
% «XOPOIIO», IPOITYCKH 3aHITUHA OTCYTCTBYIOT.

3auer mpoBoAUTCS B (opMe MyONUYHON 3alMUThI MPAKTUYECKONH paboThl. '0TOBUTHCS K
3a4€Ty HE0O0XOJMMO CaMOCTOSTENIbHO, IOCIEA0BaTeNbHO, Ha MPOTSHKEHWH BCEro IMepuoja
W3YUYEHHsI TUCLIUILIIHHBIL.

CryneHty HeoOXOqMMO BBIOpaTh OJHY M3 TeM, HpeAcTaBieHHbIX B Pazgene 4.3.2.
BHuMaTenbHO M3y4HTh U OCMBICIHMTH BBIOPAaHHYIO TEMY B PEKOMEHJOBAHHBIX ydeOHUKaX M
apyrux — uctouHukax (VIHTepHeT-pecypchl, HaydyHO-METOAMYECKHE JKypHalIbl W 1p.).
CTpyKTypUpOBaTh TEOPETMYECKMH MaTepual, COCTaBUTh IUIaH €ro  IpeJCTaBICHHUS.
Hccnenyemblit Bompoc u3jiaraTh ¢ HO3MLIMHU 3HAYCHUS A1 MPO(PECCUOHATBHON JesITeIbHOCTH.
[Ipy 5TOM BaXHO TMOKa3aTh 3HAHHE HE TOJIBKO TEOPUM BOIPOCA, HO M TMPAKTHYECKOE
npuMeHeHre. Heo6Xo1uMo MOArOTOBUTH MPAKTUYECKYIO YaCTh OTBETA, BKIIOYAIOLIYIO THUIBI U
BUJIbl JOKYMEHTOB, JENOBbIX HHceM (He MeHee 7-10 mpuMepoB), OTpa)KarolMX CHEHU(PUKY
Borpoca. [Ipumepsl TEKCTOB JENOBBIX JTOKYMEHTOB JOJDKHBI OBITh MOAOOpaHBI M3 pa3IUYHbBIX
HCTOYHUKOB MH(OpMaIuu, B TOM 4uciie ¢ opUIMaIbHBIX CAUTOB opranusauuii. B nokymenre
JIOJDKHBI OBITH JTaHbI YKa3aHUs (MOSICHEHHUS) 0COOEHHOCTEN NMPUMEHEHHs MTPaBUi U TpeOOBaHUI
JOKYMEHTHOH JIMHTBUCTMKM TIO0 HccieqyemMoMmy Bompocy. Kpome Toro, HeoOxoaumo
NpPEACTaBUTh JIOKYMEHTBI C THUIMYHBIMH OIIMOKaMM, JOMYCKaeMbIMH IO HCCIETyEMOMY
BOIIPOCY, U BapUAHTHI UX MCIIPABIICHUSL.

[TonroToBUTh Npe3eHTanMIo K 3anmre (He MmeHee 10-15 crnaiinos).

3amuTy NpakTUYeCKod paboThl HEOOXOIUMO IOCTPOUTh HAa OCHOBE TpeOOBaHUM K
NyOJIMYHOMY BBICTYIUICHHIO (BCTYIJIEHME, OCHOBHAsl 4acTb, 3aK/IIOYeHHE). PexoMeHganuu mo
MOJIrOTOBKE K IMyOJIMYHOMY BBICTYIUIEHHIO U O(OPMIICHHIO MPE3EHTALUN HEOOXOJUMO CMOTPETh
B METOJUYECKUMX PEKOMEHIAlUUsAX IO TOATOTOBKE COOOUIEHUH U Tpe3eHTauuid Juis
00I1eCTBEHHBIX JUCUHUIUIMH. Pe3ynbTaT no caaye 3auéta 0ObABISAECTCS CTYAEHTaM MOCJIE 3aIIUThI
IPAaKTUYEeCKOH paboThl, BHOCUTCA B SK3aMEHAIMOHHYIO BEJOMOCTb M 3aué€THYK KHHXKYy. He
3a4TEHO MPOCTABJIAETCS B BEJOMOCTH.

5. Meronnueckue yKazaHus J1Jisl 00y4aIOMMXCS 110 OCBOEHHIO THCIUIIHHBI

YCTHBIN ompoc SBIsSIETCS OAHUM W3 OCHOBHBIX CIIOCOOOB MPOBEPKU YCBOCHUS 3HAHMIMA
oOyuatoumucs. Pa3BEpHYTBIE OTBET CTyIeHTa JMAOJDKEH TMPEACTaBIsAThH COOOH CBA3HOE,
JIOTUYECKH TIOCJIEeIOBATEIbHOE COOOIIEHUE HAa OMpPENeNIEHHYI0 TEeMY, MMOKa3blBaTh €ro yMEHHE
NPUMEHSITh ONpENCIICHUs, NpaBUiia B KOHKPETHBIX ciydasx. OCHOBHBIE KPHUTEPHUH OIEHKU
YCTHOTO OTBETAa: MPAaBHIBHOCTh OTBETA IO COJIEP)KAHUIO; MOJHOTA U TIyOMHA OTBETA; JIOTHKA
U3NIOKEHUs1 Marepuasna (Y4UTHIBAETCS YMEHHE CTPOUTH IIENIOCTHBIM, MOCIeI0BaTEeIbHbIN
paccka3z, TpPaMOTHO  TIOJb30BaThCS  CHEHANBLHOM  TEPMHHOJIOTHEH);  MCIOJIb30BaHUE
JOTIOTHUTEIFHOTO MaTepHana.

[TpakTrueckue 3a1aHus SIBISIFOTCS HEOOXOAMM 3BEHOM JJIsi OIIEHKHM YMEHUW U HaBBIKOB
oOyuatonuxcs. OCHOBHBbIE KpPUTEPHUU OIICHKH TPAKTUYECKOTo 3aJaHus (Keiica): KadecTBO
PEUIOKEHUN U PEKOMEHIAIUH 10 PelIeHUI0 MpoOIeMbl (BBIXOLYy U3 CUTYallMH), OMMCAHHON B
INpaKTHYeCKOM 3anaHuu (kelce), KauecTBO OOOCHOBAaHHWS aHajau3a MpOOJeM M TMOCIEICTBUI
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BHEZpEHUs] CPOPMYTUPOBAHHBIX MPEUIOKEHUH M PEKOMEHIAIMHA MO PEIICHHIO MPOOIEeMBI
(BBIXOZly U3 CUTYallMM), OTIUCAH

OM B IIPAKTUYECKOM 3aJlaHuU (Keiice).

IloaroroBka K 3aHATHAM JOJDKHA HOCUTH CHUCTEMATHMUECKUN XapakTep. JTO IO3BOJUT
oOyyaronemMycsi B IOJIHOM 00bEME BBINIOIHUTH Bce TpeboBaHus npenogasaress. OOyyaromumcs
pEKOMEHAYETCS M3y4yaTb KaK OCHOBHYIO, TaK M JOIOJHUTENIBHYIO JIUTEpPaTypy, a TaKkKe
3HaKOMUTbCA C VIHTepHeT-UCTOYHMKAMH (CIHMCOK MNpHuBeAEH B pabodeld mnporpaMme IO
JIACITUTLIINHE).

[TonroroBka o0O0y4arOUMXCS K ONPOCY MpeanojiaraeT H3yuyeHHE B COOTBETCTBHHU
TEMaTUKON AMCHUIUIMHBI OCHOBHOM/ JOTIOJIHUTENBHOM TUTEpaTyphl, HOPMAaTHUBHBIX JOKYMEHTOB,
MHTEPHET-PECYPCOB.

OOyuaromuiicsi TOTOBUT JIOKJIaJA B (hopMe YCTHOTO COOOIIEHUS 110 TeEME AUCIUIIHHBI.

IIpennaraercs cienyromas CTpyKTypa A0KJIaja:

1. Beenenue:

— yKa3bIBaeTCs T€Ma U LIEb JOKIAAa;

— 0003HavaeTcst MpoOIeMHOe ToJIe, TEeMaTUYeCKUe pa3/ieNbl JOKIAaa.

2. OCHOBHOE coJiep)KaHUE JOKIIaAa:

— II0CJIEA0BATEIBHO PACKPBIBAIOTCS TEMATUUECKUE Pa3/ieibl JOKIAA.

3. 3akito4eHue:

— MIPUBOJATCS OCHOBHBIE PE3YJIbTAThl U CY)KJIEHHUS aBTOPA 110 NOBOJY ITyTE€H BO3MOKHOTO
peLIeHHs] pACCMOTPEHHOM MPOOJIeMBbl, KOTOPbIE MOT'YT OBITH O(POPMIICHBI B BUJIE PEKOMEHAALIUH.

MeToauveckne peKOMEHIAUMH 110 MOATO0TOBKeE BBICTYIICHUS U MPe3eHTallun

Brictynnenue — 310 odunmansHoe coo0IeHne, TOCBAMEHHOE 3aJaHHON TeMe, KOTOPoe
MOJKET COJIep:KaTh OMHUCAHNE COCTOSTHUS JIe B KAaKOU-Tn00 chepe eI TeNbHOCTH WU CUTYAIlHH;
B3TJIS,]] aBTOPA HA CUTYAIMIO WM MTPoOIeMy, aHalIU3 U BO3MOKHBIE IYTH PEIICHUS] TPOOIEMBI.
Jloxman nosmkeH ObITh MpeCcTaBlieH B ycTHOHM Gopme. CTpyKTypa 0oKIa1a BKIOYAeT:

1. Beenenue:

— YKa3bIBAETCS TEMa U 11eJIb BBICTYILICHHUS;

— o0o3HaudaeTcss mpoOJeMHOE TOJ€ U BBOJSATCS OCHOBHBIE TEPMHUHBI BBICTYIUICHUS, a
TaK)Ke TeMaTHYECKUE Pa3Iembl COAeP KaHUS BHICTYIUICHHUS;

— HaMeYaroTCsl METOJbl PEIIeHUs TMPEACTaBICHHOW B BBICTYIJICHUH MPOOJIEMBbI H
IpeIoiaraeMble pe3yJIbTaThl.

2. OCHOBHOE€ coJIepKaHUE:

— TIOCTIeI0BATEIBHO PACKPHIBAIOTCS TEMATUUYECKUE Pa3/ieibl BHICTYIICHUS.

3. 3akiroueHue:

— MPUBOJIATCS OCHOBHBIE PE3yNbTaThl U CY)KJIEHUS aBTOpPA MO MOBOY MyTel BO3MOKHOTO
pelleHns PaCCMOTPEHHOM MpoOIeMbl, KOTOPbIE MOTYT ObITH OPOPMIIEHBI B BUJIE PEKOMEHIAITHIA.

TekcT BBICTYIUIGHHSI JOJDKEH OBITh TIOCTPOEH B COOTBETCTBUU C PErIaMeHTOM
IPEJCTOSIIEro BEICTYIUICHUS: HE OoJiee MATU—CEeMHU MUHYT.

MeTtoanyeckue peKOMEH/IAIUH 10 POBEJeHUIO TPYNIOBOI0 3aIaHUs

I'pynnoBeie 3amanus — 3TO0 MeToa OOydeHHs, TPEOYIOIIMI COBMECTHON IesTeNbHOCTH
oOyuarolmxcs, Korja KaxKIplii B Tpymme pemiaer ooy 3aaady, oOCyXkaaeT ee W Tpymnmna
BBIHOCUT elnHOoe pemieHue. I'pynmna cocrout u3 3-4 oOyuaronmuxcs. Ha BbImonHeHUE 3a1aHus
oTBoaUTCS 40 MUHYT, Ha MPEACTABICHHUE PE3yIbTaTOB PabOTHI rpyIbl oTBoauTcs 10-12 MUHYT.

PexoMeHIAIMH 110 MOATOTOBKE K KPYIJIOMY CTOJY:

[MoaroToBKa K KpYrJOMYy CTOJy NpPEACTaBIseT COOOW MPOEKTUPOBAHHE CTYACHTOM
oOcyxeHus B rpymre B (opMe TUCKYCCHH. B ATHX HeJsIX CTyAeHTY HE00X0IUMO:

—  CaMOCTOATENILHO BBIOpaTh TeMy (MpoOIeMy) KPYyIJIoTo CTOJIa;
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— pa3paboTaTh BOIPOCH, MPOAYMaTh NPOOJEMHBIE CHUTyallMd (C HCIOJb30BaHHUEM
NePUOANYECKOM, HAYYHOH! JINTEpaTyphl, a TAK)KE HHTEPHET-CAUTOB);

— pa3paboTaTh IUIAH-KOHCHEKT OOCYXKICHHS C YKa3aHHEM BpPEMEHH OOCYyXaeHus,
BOIIPOCOB, BAPHAHTOB OTBETOB.

HNHCcTpyKUMSA M0 BHINOJTHEHUI) TECTOBOTO 32/ 1aHUSA

TectupoBaHue TMpeAcCTaBIsSET COOOH BBIMIOJIHEHHWE TECTOBOrO 3agaHus  (TecTa),
cocTosmiero u3 45 BOMPOCOB U BapHAHTOB OTBETOB Ha HHUX. BOmpockl mpeaycMaTpUBarOT OJIUH
MpaBWIbHBIN BapuaHT OTBeTa. Bpemsi mpoxoxkaeHus Tecta 50 muHyT. HampoTuB Kakaoro
BOMpOca OOyYaromMiics CTaBUT OTMETKY (HalpuMep, «TallouKy» WU «KpecTHK»). s
MIPOXOXKICHUS TeCTa OOyJarouiics 1oKeH HaOpath He 6onee S0 6amioB. MakcumalbHbIH Oamt
cocraisieT 90 6amnoB. 3a KaXapli MPaBUILHBIN OTBET MpUCBanBaeTcs aBa (2) Oamna.

Ecnu oOyvaromuiics He 3HaeT MPaBHIBHOTO OTBETa HA BOMPOC TECTa, OH MOXKET €ro
MPOIMYCTUTh, HO B 3TOM Clly4ae OyJeT 3aCYMTaH HEBEPHBIH OTBET.

KoHTpoJb camocToATE/IbHOM PadoThHI OCYHIECTBISETCH B PAMKaXx ONpPoca o TeMaM.
g caMOCTOSITENbHOM TOATOTOBKM K 3aHATUSM CTyJEHTaM IIpellaraercsi HU3Y4HThb
CJICAYIOIINE TEMbI M MOJITOTOBUTH 110 OAHOM U3 HUX pedepar.

Bomnpocsl 11 caMOCTOSATEIbHOTO U3YYEHHSI:
VYnpapneHueckasi TOKYMEHTAllUs: IOHATUE, HA3HAUCHHUE, 00111asi XapaKTEePUCTHKA.
JlokyMeHTUpOBaHUE YIPABICHYECKOW JESITENIbHOCTH: TOHITHE, COBPEMEHHbIE
KOHIICTIIIHH.
O6mue npaBuia ohopmIIeHUs JOKYMEHTOB.
brnanku TOKyMEHTOB: BUbIL, 0COOEHHOCTH O(OPMIICHHUS.
PexBu3utel okymeHnta. [IpaBuna opopmiienus.
[Ipunanue fOKyMeHTaM FOPUAUYECKOU CHUJIBI.
CrpykTypa ynpaBiaeHYECKOTO JOKYMEHTA.
Opranu3anoHHbIE JOKYMEHTHI.
9. PacnopsiaurenbHble JOKYMEHTHI.
10. JIoKyMEeHTUpOBaHHE NEATEILHOCTH KOJUIETHATbHBIX OPraHOB.
11. MadopmaimoHHO-CIPAaBOYHBIE TOKYMEHTHI.
12. TIpaBuna BeneHuUs CIyXeOHOM MEepENUCKH.
13. SI3bIK U CTHIb CITYy>K€OHBIX TOKYMEHTOB.
14. Opranuzaius 1 y4€T J0KyMEHTO000pOTA.
15. ®opmsbl peructpanuu JOKYMEHTOB. PerucrpalinoHHbIe UHIEKCHI.
16. Opranu3zauusi KOHTPOJISI UCIIOJHEHHUS JOKYMEHTOB.
17. Ilpu3Haku 3aBeICHUS €.
18. HomeHkiatypa e, npaBujia COCTaBICHUSI.
19. ®opMupoBaHue JOKYMEHTOB B JeJa.
20. IIpoBeaeHue SKCIEePTU3BI IEHHOCTH JOKYMEHTOB U 0(OPMIICHUE €€ Pe3yIbTaTOB.
21. TloaroroBKa JOKYMEHTOB K C/Iay€ B apXUB OpraHU3aIUU.
22. TlopsigoK YHMUTOKEHUS TOKYMEHTOB C UCTEKIITUMU CPOKaMU XpaHEHUsI.

N —

e A

MeToan4yeckne peKOMEHIAIMN 110 3a1IUTe KeliCoB:

Keiicer — »3T0 HpOGHeMHBIC cuTtyalnuu, CleuuajJibHO pa3pa60TaHHLIe Ha OCHOBC
Q)aKTI/I‘IeCKOFO MaTcpuralia Ijisi ONCHKU YMCHI/Iﬁ 1 HaBBIKOB o6yqa}oumxc51.
HCJ'IB MCTOJJa IIPUMCHCHUS KEHCOB - HAaY4YUTb 06yqa}omnxc;1, AHAJIN3UPOBATDH

np06neMHon CUTyallUKO, BO3HHUKIIYIO IIPpWM KOHKPCTHOM IIOJIOKCHUU [JCJII, H BBIpa6OTaTI>
Haunboee PaluOHAJIbHOC PCIICHHUC, HAYYHUTDH pa60TaTB C I/IH(bOpMaI_II/IOHHBIMI/I HCTOYHHMKaMHU,
nepepa6aTLIBaTL N aHAJIM3UPOBATH HX.
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Ha 3HakoMmcTBO M pemienue keiica oOydaromemycst otBoautcs 30 muH. OOygaromuiics
3HaKOMHUTCA C MarepuanoMm keiica. OcMmbicauBaeT cuTyanuioo. Eciaum HeoOxoaumo, coOupaer
HE00X0IMMYI0 MH(POPMALIMIO 10 CUTyalluu. PaccMaTpuBaeT anbTepHATUBBI PELICHUS MTPOOJIEMBI
M HaxXOJUT €€ BEpHOE WU ONTUMalbHOE pemnieHue. OOydaronuiics nmpe3eHTHpyeT (3amuinaer)
cBo€ pemieHue. lIpenonaBaTenb OLEHMBAET KAyeCTBO BBINOJHEHUS 3aJaHUs [0 KPUTEPHUSIM:
JIMAarHOCTUKU MpPOOJeMbl, KadecTBa IMPEUIOKEHUH M PEeKOMEHJAIMKA 10 pelIeHHI0 Keiica,
KauecTBa U3JI0KEHUS MaTepraa.

6.Y4eOnast iuTeparypa u pecypcbl HHGOPMALMOHHO-TEIeKOMMYHUKALMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAMYECKOE O0ecriedeHHe CaMOCTOSATEeIbHOH PadoThl
o0y4aromuxcs 1Mo JMCHUIIHHE

6.1 OcHoBHasi TUTEpaTypa

1. Ky3nenoB U.H. JlokymMeHTalinoHHOE 0OeCrieueHre yIpaBIeHUs. JOKYMEHTOOO0OpOT U
JIENONPOU3BOJACTBO  3-€ M3A., MHep. M JOoN. YUYeOHWK M MPaKTHUKYyM I HPUKIAJIHOTO
OakanaBpumata - M.: MWzpmatensctBo [Opaiit, 2015. - DOBC "IOpaiit" https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. UlyBanoBa H.H. Opranuzanuss ¥ TEXHOJOTHS TOKYMEHTALMOHHOTO OOecreueHus
ynpaBieHusl. YUeOHUK M MPAaKTUKYM IS akajgemuuyeckoro Oakanaspuata / Illyeanosa H.H., -
M.: UznarensctBo HOpaiit, 2018. - S5C "Opaiir" https://biblio-online.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413824

3. Julia Stoffregen, Jan M. Pawlowski, Henri Pirkkalainen. A Barrier Framework for
open E-Learning in public administrations. Computers in Human Behavior. - Volume 51, Part B,
October 2015, Pages 674-684. 2015. Pexxum JocTyna:
http://www.sciencedirect.com/science/article/pii/S0747563214007407

6.2. lonotHUTEILHAS JIUTEpPaTypa:

1. loxymeHTOBeeHHE: YUEOHHUK A CTYACHTOB YUPEXKACHUH BBICIIEr0 0Opa3zoBaHus /
M.B. Jlapums, E.A. IlnemkeBuy, B.®. fnkoBas, B.C. Mumnranes, E.B. Tepentnena,
M.JL. T'aBnun; mon pen. A-pa ucT. Hayk, npod. M.B. Jlapuna. M.: U3natenbCkuil LeHTp
«Axagemus», 2016. — 320 c. — 800 k3.

2. KyzuenoB U.H. [lenoBoe mucemo : ydeOHO-cripaBodHOE mocobue. - M. : JlamkoB u K,
2012 - 288 c.

3. HenonpoussonctBo / mox pen.: M.K. Kopueesa, B.A. Kyapsiea - M. : Ilpocmnekr,
2011.-479 c.

4. JlokyMeHTOBeeHHE. YUYeOHUK M NPAKTUKyM IS akaJeMuyeckoro OakajaBpuata /
Hoponunna JILA. - OtB. pex. - M.: MznmarensctBo IOpaiit, 2015. - OBC "IOpaiir"
http://www.biblio-online.ru/thematic/?id=urait.content. 3AED6A08-1A40-4245-9965-
A93821931223 &type=c_pub

5. Pazgopoxusbiif, A. A. JIOKyMEeHTHPOBaHUE YIPABICHYECKON AEATEIBHOCTH : yueOHOE
nocobue: momymeno Cosetom YMO By30B Poccum... mo cnemnumansHOoCTH "MEHEIHKMEHT
opranuszaiuu". - M. : UHOPA-M, 2011. - 302 c.

6.3. YuyeOHO-MeTOqHYECKOE O0ecIIedeHHe CaMOCTOAITeILHOIH padoThI.

1. Mozenb mo3uMOHHOTO O0y4YeHHUs CTYJCHTOB [ DJIEKTPOHHBIIN pecypc]: TeopeTuieckue
OCHOBHI 1 MeToanueckue pexkomenaaruu/ M.b. IusH [u 1p.].- DNeKTpoH. TEKCTOBBIC JaHHBIC.—
M.: MocKOBCKHMI rOpoACcKOW nemarornueckuii yHusepcuter, 2012.- 152 c.- Pexum pocryna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 95C «IPRbooks»
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2. Obpa3zoBareibHble WHHOBALMM M MPAKTUKA Kapbepbl : COOPHUK METOIMYECKHX
matepuanoB u ctareid / PAHXul C npu [Ipesunenre PO. - M. : [leno, 2015. - 192 c.

3. Ilcuxonorus agantanuu u coruanpHas cpena. CoBpeMeHHbIEe OXO0/Ibl, TPOOIEMBI,
nepcneKTuBsl [DnekrponHsbii pecype]/ JI.I. [lukas [u ap.].- DNeKTpoH. TEKCTOBBIE JaHHbIE.- M.:
ITep Ca, 2007.- 624 c.- Pexxum gocryna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 35C «IPRbooks»

4. ConManabHO-TICUX0JIOTUYECKHE aCTIEKThl (POPMHUPOBAHUS KYJIbTYPHI
camooOyyaromieiicst oprannzanuu / A. 5. Huxomnaes [u ap.] // Bonpocs! ncuxosnoruu. - 2014. -
Ne 6. - C. 44-52.

6.4. HopmaTuBHbBIE IPaBOBbIE JOKYMEHTBI

1. Koucturyuuss Poccuiickoii @eneparuu (IpUHATA BCEHAPOAHBIM TOJOCOBAHUEM
12.12.1993) (¢ yuérom mompaBok, BHeCEHHbIX 3akoHamMu P® o mompaskax k Koncrurynuu PO
ot 30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-®OK3, ot 21.07.2014 Ne
11-®K3) // Cobpanue 3akononatenbctBa PD. 2014, Ne 31, cr. 4398.

2. Vka3 IIpesunenra Poccuiickoit @enepanuu ot 07.05.2012 Ne 601 «O6 0CHOBHBIX
HaIpaBJICHUSIX COBEPILIEHCTBOBAHUS CUCTEMBI TOCYJAPCTBEHHOTO YIIPABIICHUS.

3. ®@enepanbHblid 3aK0H OT 26.12.1995 No 208-D3 «OO0 akumMoHEpHBIX 00IIeCTBax» (C
u3M. Ha 19.07.2018)

4. ®enepanpuplii 3akoH P® ot 02.05.2006 Ne 59-®3 «O mnopsake paccMOTpeHUs
obOpamienuii rpaxnaan POy (penakuus aeiicts. ¢ 01.01. 2011).

5. ®epnepanbubiii 3ak0H PO o1 29.07.2004 Ne 98-D3 «O koMMepUecKoii TaitHe» (C U3M.
Ha 11.07.2011).

6. @enepanbublil 3akoH 0T 27.07.2010 Ne 210-D3 «O6 opraHuzanuy MpeaocTaBIeHUS
rOCYJapCTBEHHBIX U MYHUIMIIATIBHBIX YCIyr» (¢ u3M. Ha 19.07.2018).

7. Ilocranosnenue IIpaBurtensctBa Poccuiickoit denepaunu ot 15.06.2009 Ne 477 «O6
yrBepxkacHun [IpaBun neiaonpous3BoACcTBa B (eAepaibHBIX OpraHax MCIOJHUTEIBHON BIACTH
(c u3Mm. Ha 26.04.2016).

8. Ilpukaz PocapxuBa ot 23.12.2009 Ne76 «OO6 yrBepkaeHMH MeTOIHMYECKUX
peKOMeHaluil 1Mo pa3paboTke MHCTPYKIMH MO JEJIONPOU3BOJCTBY B (elepalibHbIX OpraHax
WCIIOJIHUTEIbHOU BJIACTH».

9. [Ilocranosinenue IlpaBurenscrBa Poccuiickoit ®@enepauyuu ot 27.12.1995 Ne 1268
«O0 ynopsI0O4YeHWH H3TOTOBIICHUS, WCIOJIb30BAHUS, XPAHEHHWS W YHMUYTOKEHHUS TedaTedl u
6nmaHkoB ¢ BocmpousBeneHueM ['ocynapctBenHoro repba Poccuiickoii denepanun» (¢ u3M. Ha
17.03.2018).

10. ITocranoBnenne Muntpyna Poccun ot 26.03.2002 Ne 23 «OO0 yTBEpKJIeHUM HOPM
BpEMEHH Ha paboThl MO JOKYMEHTAllHUOHHOMY OOECIEYeHHIO YIPABICHUYECKUX CTPYKTYP
denepanbHBIX OPTaHOB HCTIOTHUTEIHHON BIACTH.

11. ITocranoBnenue IlpaButenscrBa Poccuiickoit ®enepanuu ot 13.08.1997 Ne 1009
«O0 ytBepxkaeHun [IpaBuin mMOArOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (eiepalibHbIX OPTaHOB
MCIIOJIHUTEIBHOM BJIACTH U MX TOCYJapCTBEHHOM peructpanum» (¢ m3m. Ha 25.09.2018)

12. ®epepanpHblii  KOHCTUTYUMOHHBIM 3akoH oT 25.12.2000 Ne2-®K3 «O
['ocynapctBennoM repoe Poccuiickoit deneparuny» (¢ u3m. Ha 20.12.2017).

13. Pacnopsixenue Anmunuctpanuu Ilpesuaenta Poccuiickoit @enepanuun u Anmnapara
[TpaButensctBa Poccuiickoit @enepanuu ot 16.07.2008 Ne 943/788 «O HanmcaHUU TMONHBIX U
COKpAaIEHHBIX HAUMEHOBaHUH (eiepalIbHbIX OPraHOB HUCIIOIHUTEIBHOMN BIACTHY.

14. ®enepanpubiii 3akoH PO ot 01.06.2005 Ne 53-®@3 «O rocynapCTBEHHOM SI3bIKE
Poccuiickoit deneparum» (¢ u3m. Ha 05.05.2014).

15. 3akoH PCOCP ot 25.10.1991 Ne 1807-1 «O si3pikax Hapo10B PCOCP».

16. Ilpukaz MunHcTepcTBa oOpa3oBaHus W Hayku Poccuiickoir denepamuu ot
08.06.2009 Ne 195 «OO06 yTBepKIACHHMM CHUCKA TpaMMaTHK, CIIOBapeil M CIPaBOYHUKOB,
CoJiepKaluX HOPMBI COBPEMEHHOTO PYCCKOTO JINTEPATYPHOTO SI3bIKA MPU €0 UCIIOIb30BAHUH B
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Kau4eCTBE rOCyIapCTBEHHOrO sA3bIKka Pocculickoit denepanuny.

17. Yauduxauus TEKCTOB YIPABIECHYECKUX JIOKYMEHTOB. Meroanueckue
pexomenaauuu. — M.: I'naBapxus CCCP, 1982.

18. ®epepanbubiii 3aK0H 0T 29.06.2015 Ne 162-®3 «O cranpaptuzanuu B Poccuiickoii
®eneparumy» (B pea. ot 03.07.2016).

19. TOCT P 7.0.97-2016 «Cucrtema ctanaapToB no HH(pOpMauuu, OMOIMOTEYHOMY M
u3gaTeabckoMy Jeny. OpraHu3alMOHHO-pAacHoOpsIUTeNbHas JOKyMeHTauus. TpeGoBaHHMS K
oQOpPMIICHHIO JOKYMEHTOB» (yTB. Npuka3zoM @DenepajibHOro areHTCTBa IO TEXHUYECKOMY
peryaupoBanuio u Metpojoruu ot 08.12.2016 Ne 2004-cT).

20. TOCT P UCO 15489-1-2007 «CHUBUA. VYnpapnenue mgokymeHtamu. OOmiue
TpeboBanus» (yrB. Ilpukazom PenepansbHOro areHTCTBA MO TEXHUYECKOMY PEryIHPOBAHUIO U
metposioruu oT 12.03.2007 Ne 28-cT).

21. TOCT P UCO 23081-1-2008 «CHUBU. VYmnpasnenue npokymeHtamu. Ilpouecchr
yIpaBJeHUs TOKyMeHTaMu. MeraganHsle 11 AOKyMeHTOB» (yTB. llpukaszom ®enepanbHOro
areHTCTBA M0 TEXHUYECKOMY peryaupoBaHuio 1 MeTposioruu oT 13.11.2008 Ne 310-cr).

22. TOCT P 7.0.8-2013 «Cuctema ctangapToB no uHpopmanuu, OMOIMOTEYHOMY U
U3JaTe’IbCcKOMy Jiey. JleIonpon3BOACTBO U apXUBHOE Jes0. TepMHUHBI U omnpeneseHus» (yIB.
[Tpukazom @enepanbHOrO0 areHTCTBA IO TEXHUYECKOMY PETYIMPOBAHUIO M METPOJIOTHMU OT
17.10.2013 Ne 1185-c1).

23. denepanpubiii 3akoH P ot 22.10.2004 No 125-®3 «OO6 apxuBHOM jene B
Poccuiickoit @eneparumny» (¢ u3m. Ha 27.07. 2010)

24. OcHOBHbIE NpaBHUiia pabOThl ApXUBOB OpraHu3anuil (0J00pEeHbl peleHHeM KOIETUU
Pocapxusa 06.02.2002) / Pocapxus, BHUNJIAJL. M., 2002. - 152 c..

25. IMucemo PocapxuBa ot 02.03.2006 Ne 2/407-K «O6 WHpopmanmoHHO-CIIpaBOYHOMH
cucreme apxuBHoit otpaciu (MCCAO)»

26. Ilpuxka3z Munkynstypsl Poccun ot 25.08.2010 Ne 558 «O06 yrBepxkaenun Ilepeuns
TUIOBBIX YIPABJIEHYECKUX ApXUBHBIX JIOKYMEHTOB, 00pa3yOLIMXCs B IpoIecce JesTeNbHOCTH
rOCYAApCTBEHHBIX OPraHoOB, OPraHOB MECTHOI'O CaMOYIIPABIICHUS] U OpraHU3alMi, C YKa3aHUEM
CPOKOB XpaHeHus» (¢ u3M. Ha 16.02.2016).

27. Ilpuxa3 MunkynasTypsl Poccun ot 31.07.2007 Ne 1182 «O06 yrBepxaenuu Ilepeuns
TUTIOBBIX APXUBHBIX IOKYMEHTOB, 00pa3yIOIIMXCS B HAYYHO-TEXHUYECKOHN M MPOU3BOJCTBEHHON
JESITEIbHOCTH OpPraHu3allii, C yKa3aHueM CPOKOB XpaHeHUs» (¢ u3M. Ha 28.04.2011).

28. IIucemo PocapxuBa ot 07.04.2003 Ne 6/464-k «O TUPUCBOCHUU TEMATUYECKOMY
koMiuiekTy «MHdopmanmonHo-cripaBounasi cucrema apxuBHoil otpaciun (MCCAO)» craryca
«o¢uuunanbHOi 6a3bl naHHBIX DenepanbHON apXUBHOU ciyx 06l Poccumy.

29. Tlocranosnenue PenepanbHON KOMHUCCHUU 1O PBHIHKY HEeHHBIX Oymar oT 16.07.2003
Ne 03-33/mc «O6 yrBepxknenuu IlonmokeHus o TOpSAKE U CPOKAX XpaHEHHUS JIOKYMEHTOB
AKIMOHEPHBIX OOIIECTBY

30. ®denepanpubiii 3akoH  oT  27.07.2006  Ne 149-®3  «O06  uHpOpMaNHH,
MH()OPMAIIMOHHBIX TEXHOJOTHIX U 0 3amuTe nHhopmaruu» (¢ u3m. Ha 19.07.2018).

31. ®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 «OO6 371eKTPOHHOM MOAMUCH» (C U3M.
Ha 23.06.2016).

32. Ilocranosnenue IlpaButensctBa Poccuiickoit denepamuu ot 09.02.2012 Ne 111 «O6
9JIEKTPOHHOW TOJIUCH, HCIOIb3YeMOM oOpraHaMHM HCIOJHUTENBHON BIACTH U OpraHaMu
MECTHOTO CaMOYIMpPAaBIEHUS MPU OPraHU3AIMH ANEKTPOHHOTO B3aUMOJEUCTBUSA MEXAy COO0H, 0
nopsake e€ UCHONb30BaHUS, a Takke 00 YCTaHOBIEHHMH TpeOOBaHUNM K OOeCTeYeHHIO
COBMECTHUMOCTH CPEJCTB 3JEKTPOHHOU MOATIHUCH Y.

33. TOCT P 53898-2010 Cuctemsl 2JIEKTPOHHOTO TOKyMEHTOO0OpoTa. B3aumoeiicTteue
CUCTEM YIpaBJCHHS JTOKyMeHTaMu. TpeOoBaHUS K AJIEKTPOHHOMY coobieHusd. (yrB. [Ipukazom
®denepalbHOrO0 areHTCTBa MO TEXHUYECKOMY PETYJIMPOBAHMIO M MeTposoruu ot 26.10.2010
Ne 327-cT).

34. TloctanoBnenue IIpaButensctBa Poccuiickoit @eneparnuu ot 06.09.2012 Ne 890 «O
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Mepax 10 COBEPIICHCTBOBAHUIO AIEKTPOHHOI'O JTOKYMEHTOO0OpOTa B OpraHax rocy1apCTBEHHOM
Biactu» (¢ u3M. Ha 21.07.2014).

35. Tlocranosnenue IlpaBurenscrBa Poccuiickoit @enepanuu ot 08.09.2010 Ne 697 «O
€MHOM cuCcTeMe MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMoaecTBus» (¢ u3Mm. Ha 30.06.2018).

36. Ilocranosnenue IIpaBurensctBa Poccuiickoit @enepamnuu ot 22.09.2009 Ne 754 «O6
yTBepkaeHnu [lonoxeHus o cucreMe MeKBEJOMCTBEHHOTO JIEKTPOHHOTO TOKYMEHTOO0O0pOTa)
(c u3m. Ha 17.10.2017).

37. Pacnopsuxkenue IlpaButensctBa Poccuiickoir @enepaunu ot 12.02.2011 Ne 176-p
«O0 yTBepXKJIeHHHM TUIaHA MEPOIPUATHI 10 nepexony (¢eaepaabHbIX OPraHOB HCIIOJHUTEIbHON
BJIACTU Ha 0e30yMaXKHBIN JOKYMEHTOOOOPOT NP OPraHU3alMi BHYTPEHHEN AEATEIbHOCTHY.

38. Ilpukaz MunkomcBsa3zu Poccun ot 02.09.2011 Ne 221 «O6 yrBepKIeHHH
TpeOoBaHUN K MH(POPMALIMOHHBIM CHUCTEMaM 3JEKTPOHHOIO JOKYMEHTO000poTa (enepaabHbIX
OpPraHOB HCHOJHUTEIILHOW BJIACTH, YYUTHIBAIOIIMX B TOM YHUCIE HEOOXOAUMOCTH OOpabOTKH
MIOCPE/ICTBOM JAHHBIX CUCTEM CIY)KEOHON MH(POPMALIMU OIPAaHUUEHHOTO PACIPOCTPAHEHHSY.

39. Tlpuka3 PocapxuBa oT 29.04.2011 Ne32 «OO6 yrBepxkaeHun PexomeHmanmii mo
MOJITOTOBKE (heiepaIbHBIMU OpPraHaMu BIIACTH NEepeYHeil JOKYMEHTOB, CO3JaHUE, XpaHEHUE U
UCIOJIb30BaHUE KOTOPBIX JOJDKHO OCYHIECTBIATHCS B (DOpME SIIEKTPOHHBIX JOKYMEHTOB IPH
OpraHu3alui BHYTPEHHEH e TeIbHOCTI.

40. IIpaBuna oOKa3aHHs YCIYT TIOYTOBOM CBS3M, YTBEP)KIAEHHBIE I1OCTAHOBICHHEM
IIpaButenscTBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 221.

41. IlpaBuna okazaHus ycHyr TeserpadHOW CBSA3H, YTBEpP)KIEHHbIE MOCTAHOBJICHHUEM
IIpaButenscTBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 222.

6.5. UnTepHeT-pecypchbl

1.  Od¢ununansusiii caiit denepanpHoro apxuBHoro arenrcrsa (Pocapxusa) —
http://archives.ru/

2.  Od¢ununansubiii caiit enepanbHOro Ka3éHHOro yupexaeHus «l'ocyapcTBeHHbIH
apxuB Poccuiickoit @enepanun» — http:/statearchive.ru/

3. OdunuansHbIi callT Becepoccuiickoro Hay4HO-MCCIE0BATENbCKOTO HHCTUTYTA
nokyMeHToBeAeHus u apxuBHoro aena (BHUMJIA ) — www.vniidad.ru

4. Tunpaus Ynpasisromux Jlokymentanuein — www.gdm.ru

5. Tlopran Apxussl Poccuu — http://rusarchives.ru/

6. Ilopran «PRO-genonpousBoactso: KypHan mis pykoBoaureneit ciyx6 10Y u
ceKkpeTapeil Bcex ypoBHei» — www.sekretariat.ru

7. opran Cekperaps-Pedepent — www.profiz.ru/st/

8. HHTepHeT MPOEKT O CUCTEMaXx IEKTPOHHOTO JoKyMeHToobopota DOCFLOW —
www.docflow.ru

9. CaiiT mo KagpoBOMY AEJIOMPOU3BOACTBY — WWW.pro-personal.ru

10. UuTepHeT-)KypHAI O CUCTEMAaX dIEKTPOHHOTO JoKymMeHToobopoTa (CI/) —
https://ecm-journal.ru

11. Bnor skcnepra I'mnbaun Yopasnsromux Jokymentanueit H.A. XpamuoBckoit —
http://rusrim.blogspot.com/

12. Cucrema 31eKTpOHHOTO JOKyMeHToo0opoTa DocsVision — https://docsvision.com/

13. Cucrema 351eKTpOHHOTO JOKyMeHTo0o00opoTa Directum — www.directum.ru

14. Cucrema 351eKTpOHHOTO JOKyMeHTooOopoTa «E/I0» — www.eos.ru

15. Cant Haunonansueix Apxusos CIIA —
https://www.archives.gov/preservation/electronic-records.html

6.6. UHLIEe HCTOYHHKU

1. boikoBa T.A. O HekoTOpHBIX MpobsieMax cdepsl yIpaBIeHUs TOKyMEHTaMHU B
Poccuiickoii @enepannu // Becthuk PITY. Cepus: JlokyMeHTOBEIEHHE U apXUBOBE/ICHUE.
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WNudopmaruka. 3anura nHGopManuu 1 nHGopMannonHas 6e3onacHocTb. 2014. Ne 2 (124). C.
40-45. - OBC elibrary http://elibrary.ru/item.asp?id=21653208

2. enonpoussoxactso / mox pen.: UK. Kopueea, B.A. Kynpsesa - M. : [Ipocnexr,
2011.-479c.

3. ITlouckoBas cucrema www.yandex.ru

4. HWudopmanoHHo-cripaBoyHas cucreMa «Texakcnept» www.cntd.ru

5. CmpaBoyHo-npaBoBas cucreMa «KoHCyIbTaHT IUII0C» Www.consultant.ru

6. CnpaBouHo-npaBoBas cucrema «I'apanT» www.garant.ru

7. MarepuajbHo-TeXHHYecKas 0a3a, MH(pOpMaMOHHBIE TEXHOJOIHH, IPOTPAMMHOE
ol0ecrieyeHne 1 HH(pOpMaHMOHHBIE CIIPABOYHBIE CHCTEMbI

Jlns mpoBeneHHsl 3aHATUH 1O AMCHUILUIMHE HEOOXOAMMO CIefylollee MaTepUallbHO-
TEeXHHYECKoe obecrieueHue: ydeOHbIe ayJUTOPUH A TPOBENEHHs 3aHATUN JIEKIIMOHHOTO H
CEMUHApPCKOTO THIIA, TPYIIOBBIX W HMHAMBUAYAJIbHBIX KOHCYIBTAI[MH, TEKYLIETO KOHTPOJS M
MPOMEKYTOYHOHN aTTECTalUH, IOMELICHUS AJISl CaMO CTOSTEIbHON pabOThI.

[Tporpammuoe obecneuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

HudopmaninoHHbIe CIIPAaBOYHBIE CUCTEMBI:

— Hayunas 6ubmmnorexa PAHXul'C http://lib.ranepa.ru/;

— Hayunas anexkrponnas Oubnanotexa eLibrary.ru. http://elibrary.ru/defaultx.asp;

— HamnmonanpHas snekTpoHHast OMOIMOTEKa WWW.NNS.1u;

— Poccuiickas rocynapcTBeHHast OubnoTexka www.rsl.ru;

— Poccuiickast HarmoHaIbHas OMOIMOTEKA WWW.NNIT.IU;

— DOmnekrponHas 6ubnnoreka Grebennikon http://grebennikon.ru/;

— DnekTpoHHO-0nOMMoTeuHas cuctema M3narenscra «Jlauby http://e.Janbook.com;

DnekTpoHHO-6uGMMoTeuHas cuctema FOPAUT http:/www.biblio-online.ru/.
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