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1. Ilepedyenb NJIAaHUPYEMBIX Pe3yJIbTATOB 00y4eHHS 110 AUCHHUILINHE, COOTHECEHHBIX C
MJIAHUPYEMBbIMH pPe3yJIbTaTaMH 0CBOEHHS MPOrPaMMBbl

1.1 Jucoummnaa b1.b.24

«/loxymeHTanmoHHoO€

oOecrieueHne

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
u

OIIK-1 | Baagenue naseikamu | OIIK - 1.2 CrniocoGHOCTH paboTaTth ¢
MOMCKa, aHAJIN3a U JOKYMEHTaMH HCIIONB3Ys
UCIOJIb30BAHUS BO3MOKHOCTH TEKCTOBOT'O
HOpPMaTHUBHBIX pelakTopa, BECTH
IIPaBOBBIX 3 PEeKTUBHBIN MOUCK
JOKYMEHTOB B CBOEi uHpopManuu B 6a3ax JaHHBIX U
npodeccuoHaIbHON IPUMEHATh HOPMAaTHBHbBIE
NEATEIIbHOCTH nokyMeHThI (B T.4. [OCTsI)

OIIK-6 | Cnocobnocts pemats | OIIK- 6.4 CriocoOGHOCTB UCIIOJIb30BATh
CTaHJapTHBIE 331241 CIpaBOYHO-UH(POPMALIMOHHBIE U
npoheccuoHaIbHON CIPaBOYHO-IIPABOBbIE CHCTEMBI
NeATeIbHOCTH Ha JUIi  TOMCKAa W aHajiM3a
OCHOBE HE00X0IUMOM uHpOpMALIUU
MH(POPMAIIMOHHOH U npu peleHnu
oubnmorpaduueckoi npo(heccHOHAIbHBIX 3ajad,
KYJIBTYpPBI C UCIOJIb30BAaTh OCHOBHbIE
pUMEHEHHEM PUHLUIIBI OpraHu3aluu
UH(pOPMAIIMOHHO- JeTI0TIPOU3BOICTBA "
KOMMYHHUKAIIHOHHBIX JOKYMEHT0000poTa B
TEXHOJIOTUH U € OpraHu3alusix  BCeX  BHUJOB
Y4ETOM OCHOBHBIX COOCTBEHHOCTH, TaKXKe METOJIOB
TpeGoBaHUI JeTI0TIPOU3BOICTBA.
MH(POPMAIIMOHHOM
0e30macHOCTH

[1K-18 | cmocoGHOCTD IIK 18-2 CriocoOHOCTh MTPOEKTHUPOBATH
NPUHUMATh y4acTUE B OpraHu3alMOHHbBIC IEHCTBHSL.
POEKTUPOBAHUU
OpTaHU3aAIUOHHBIX
JNENUCTBUM, yMEHUE
3pPEeKTUBHO
UCTIOJHSATD
ciry:)keOHBIC
(TpynoBbie)
00513aHHOCTH

IIK-24 | Bnanenue 1K 24-3 na ounoii popme | CriocoOHOCTB pa3pabaTbIBaTh U
TEXHOJIOTUSIMH, oOy4yeHus 3G PEKTUBHO UCTIOTHATH
npueMamu, yIIpaBJIEHYECKUE PEIICHUS
o0ecrneynBarIuMU




OKa3aHHe
rOCyJIapCTBEHHBIX
MYHUIIHATATEHBIX
yCIyr pu3nyecKuM u
IOPUJINYECKUM JINLAM

1.2 B pe3yabTare 0CBOCHHS AUCUUIUIMHBI Y CTYAEHTOB JIOJDKHBI OBITH CHOPMUPOBAHBI:

Tabmnuua 2.

OT®/TP

Koa 3Tana ocBoenust
KOMIIETeHI MU

PesyabTaTsl 00yyeHus

OIIK - 1.2

Ha YPOBHE 3HAHUU:

— OCHOBBI MH(pOPMAIMOHHON U OuOIHOTpaduecKol
KYJIBTYpPBI;

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

Ha YPOBHE YMECHUN:

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

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

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

—Ha YPOBHE HABBIKOB:

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

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

METOABl M HWHCTPYMEHTHI CO3JaHHs  JIOKaIbHBIX
HOPMaTHUBHBIX JTOKYyMEHTOB.

I1K 24-3

Ha YPOBHE 3HAHUU:

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

Ha YPOBHE YMEHUN:
— CaMOCTOSITETILHO O(POPMIIATH aAMUHUCTPATUBHBIC
peryIaMeHThI

Ha YPOBHE HABBIKOB:
— HaBBIKaMH o0ecrieueHus: THPOPMAIMOHHON

0e30IMacHOCTH B nmponecce nNpca0oCTaBJICHUS
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OT®/TP Kon 3Tana ocBoenus PesyabTaTsl 00yyeHus
KOMIIeTeHIIUH

TOCYAapCTBCHHBIX U MYHUIIUITIAJILHBIX YCIIYT

2. O0beM 1 MecTO IMCHUILIMHBI B cTpykType OIl BO

O0beM qMCHUITTHHBI

Oobmas Tpynmoémrocts b1.5.24 «JlokymMeHTaImOHHOE 00eCTieueHue U JISIOPOU3BOICTBO B
rOCylapCTBEHHOM M MYHMIMIAJIBHOM YIPAaBJIECHUW» cOCTaBisgeT 3 3au€THble eauHuubl, 108
4acoB.

KonnyectBo akajgeMHUYecKMX 4YacoB, BBIICJIEHHBIX Ha KOHTAaKTHYIHO paboTy ¢
npernojiaBateneM, cocrapiser 48 vacoB (it OyHON (GOpMBI 00ydeHUs ): JieKuun — 16 4dacos,
npakTudeckue 3aHaTus — 32 yaca. CamocrosrenbHas padoTa cocranisier 60 yacos.

Mecto qucuuminnsl B crpykrype OII BO

Huctumuinaa  b1.5.24  «JlokyMeHTalimoHHOe oOOecreueHne U JACNONMpPOU3BOACTBO B
rOCyJapCTBEHHOM M MYHULMIAIBHOM YIIPABJICHUW» MPEIyCMOTpPEeHa: JUid O4YHOU (hOopMBbI
o0yueHus B 6 cemectpe.

Huctumuinaa  b1.5.24  «JlokyMeHTalimoHHOe oOOecreueHne U JAENONpPOU3BOJACTBO B
roCyJapCTBEHHOM M MYHMILIMIIAJIBHOM YIPABJICHUU» OTHOCUTCS K JUCIMIUIMHAM 00s3aTeIbHOU
yactu bioka 1. «{ucuurminael (MOAyIN)».

dopma NpOMEKYTOUHON aTTECTAIIMM B COOTBETCTBUH C YUEOHBIM TUIAHOM — 3a4ET.

3. Conep:xaHue M CTPYKTYpPa AW CHHUIIIMHBI
Ounasn opma odyuenusn

O0BbeM THCUMIIHHBI , Yac.
®opMa TeKyLero
Ne HaumenoBanne K(:)I({ST?{I;:(})IM:JE?: Ta onposs
i\ - Bcero . yHaton CP | ycmeBaemocTH,
penogaBarteJieM 10 BHIaM IPOMEKYTOUHOI
Y4eOHBIX 3aHATHI aTTecTAINH
| JIP | I3 | KCP
1 [Ipenmer, conepxanue u 8 2 2 4 O.T
3aJ1auu TUCUUIUIMHBI ’
2 OCHOBHEBIC CBOMCTBA, 8 2 2 4
(YHKUMHU U IPU3HAKA O, T
JOKYMEHTa
3 OOmue HopMBI U ipaBuaa | 12 2 4 6
ohopmiieHUs T 13
YIIPaBJICHYECKUX ’
JOKYMEHTOB
4 Cucrema 12 2 2 8
OpraHH3aLOHO- 0. T.K-3
pacnopsAnTENTLHON
JOKYMEHTaluU
5 JokymMeHTalimoHHOE 10 2 2 6
obecrieueHue
KOJUIETHaJIbHBIX OpPraHoOB 0.K3
YIPABIICHHUS, ’
OpraHu3anus COBEIAaHHM,
KoH(epeHIni, coOpaHuit
6 Cucrema cripaBo4HO- 9 4 5
WH(POPMAITUOHHOH 1 0O, K-3
AHAJTUTUYECKON




JOKYMCHTAIIUMN

7 CoBpeMEeHHOE JE0BOE 6 2 4

T, K-3
MUCBMO

8 CocraBiieHHE 1 5 2 3
ohopmiteHHE

JIOKYMEHTAIIMH T10
JINYHOMY COCTaBY

O, T,K-3

9 Opranuzanus u 12 2 4 6
TEXHOJIOTUsl paboTHI ¢ 0O, KC
JOKYMEHTaMHU

10 | Opranuzauus 10 2 2 6
3JIEKTPOHHOTO 0,B
JOKYMEHTO000pOTa

11 | Opranuzanus XxpaHeHus 12 2 4 6
JOKYMEHTOB U
obecrneyeHne Ux
COXpPaHHOCTH.

12 | enonpou3BOACTBO MO 4 2 2
YCTHBIM ¥ TUCbMEHHBIM
o0parieHusIM rpaxJaH B
OpraHu3aluIo

IIpome:xxyTouHas aTTecTANUSA 3a4€r

Beero 108 [16 | [32 | | 60

Tpumeuanue: gopmer mexyweeo konmpons ycnesaemocmu: onpoc (0), evicmynaenue (B), mecmuposanue (T),
ketic-3aoanue (K-3), epynnosoe 3aoanue (I13), kpyanviii cmon (KC).

Coaep:xanue TUCHUILINHBI

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

«JloKyMEHTallMOHHOEe OOecCreyeHne U JICNIONPOM3BOJCTBO B TOCYIApCTBEHHOM U
MYHUIIUTIAIBHOM YIPaBICHUM» KaK ydeOHas qucuuIuinaa. Llens u 3a1aun AUCIUTLTUHBL.

Ponb nokymeHTa M MH(pOPMAIMK B JKM3HU 4elloBeka W oOmiecTBa. JJOKyMeHTHI B cdepe
IIpaB U ynpasieHus. JIOKyMEHT KaKk MHCTPYMEHT yIpaBieHUs. BiausHue HaydHO-TEXHMYECKOIO
nporpecca Ha pa3BuTHe JoKkyMeHTa. COBpeMeHHbIEe BUBI M TPEOOBAHUS K JOKYMEHTAM.

OCHOBHBIE TIOHATHSI M OIpEAeNEHUs: JOKYMEHT (ero cBoWcTBa W  (pyHKIMHM),
JeTIOTIPOU3BOACTBO (1I€TIH, 3a/1a4M U MPUHLHUIIBI), TOKYMEHTOBEICHHE, JOKYMEHTO000pOT. BHibl
JOKYMEHTOB M UX Kiaccupukanus. YHUPHUKAIMSA W CTaHAAPTU3ALMSA YIPABICHUYECKHX
JOKYMEHTOB.

HopmaruBHass 0a3a JOKYMEHTAIlMOHHOTO oOOecneueHHs! yHpaBieHHS H €€ YpPOBHHU
(3aKOHOZATENbHBIE  AKThl, I10A3aKOHHBIE  HOPMAaTUBHO-IIPABOBBIE  aKTbl, HOPMATHUBHO-
METOJUYECKUE JOKYMEHTHI) B OpraHM3alllsIX U B OpraHax roCyJapCTBEHHOMN BJIAacTH U OpraHax
MECTHOrO0  caMoymnpasiieHus.  l'ocymapcTBeHHble M OTpaciieBble  CTaHapThl  Ha
YHU(UITUPOBAHHBIE CUCTEMbI TIOKYMEHTAIUH.

Jlureparypa: MoHOrpaduu, NepuoANYECKre, CIIPaBOYHbIEC M METOJUUECKUE U3/IaHHs.

Tema 2. OcHOBHBIC CBOMCTBA, (yHKIMH U NPU3HAKH TOKYMEHTAa

CooTHolleHHe TMOHATHH «UHPOpPMaLUsS» U «I0KyMeHT». CBsa3p uHHpopMamuu u
nokyMmeHTa. Posib nH(pOpMaIMK B COIMAIBHBIX M SKOHOMUYECKHX Tpolieccax. MHdopmanus kak
OCHOBa NPHUHATHUA YIPABJICHYCCKOI'0 PCHICHUS. Ponn HH(bOpMaL[PIPI B aBTOMATHU3UPOBAHHBIX
CUCTEMAX.

Bo3HukHOBeHHME JOKyMEHTa, €ro 3HaueHue. TpaHcopmanus HOHATHS «IOKYMEHT).
Omnpenenenue JOKYMEHTa B TOCYAapCTBEHHBIX cTaHfapTax. CBoHCTBa M (D)YHKIMHU JOKYMEHTA.
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CouuanbHblil, NpaBOBOW U HUCTOPUYECKUM XapakTep JHoKyMmeHTa. [loHsTHe opuruHaia.
YMHOKEHHbIE OpUTHHAIBL. YepHOBUKM M OCJIOBHKM TEKCTOBBIX JIOKYMEHTOB. ABTOTrpa(BbI.
Pepakuuu. Ilonsatue «nomnuHHUK». OCHOBHBIE NpU3HAaKW NOIMHHUKA. llomnuHHbIE UM
MOJUIOKHBIE TOKYMEHTHI. Bunpl ¢anbcudukanyn 10kyMeHToB. DanbcupuKanus coaep:KaHusl.
Wutepnonsauus. Panbcupukanus cocTaBa yIOCTOBEpeHUs, Onanka. Pwiurpanu (OymMakHbIe
BOJIsTHBIC 3HaKH). [leuaTn.

Ilonartue «xomus». Mcropudeckoe pas3BuTHEe KOonMi. Bunabl komuy, omnpenenseMbIX
cnocobom ux BocmpousBeaeHus. Komuu, pasnuyaeMble MO CrIOCOO0y HMX yJOCTOBEPEHHMS.
[TonaTne W HUCTOPHYECKHM XapakTep CHOCOOOB JOKYMEHTHpPOBaHHs. 3BYKOBas pedb, ¢
BO3MOKHOCTH M HEJOCTaTKM B 3aKpeIUieHMH W mepenadye umHpopmanuu. PazButue rpaduku
pycckoro nuceMma. Ckoponuck. CteHorpagus.

IIpuMeHEeHNEe TEKCTOBOTO JOKYMEHTUPOBaHMs. TeXHUYecKoe TOKyMeHTHpoBaHue. PoTo-,
KHHO-, ¢oHo-, TENEeIOKyMEHTUPOBAHHUE. H3zrotoBnenue MAaIIMHOYUTAEMBIX U
YeJI0BEKOMAIIMHOYUTAEMBIX TOKYMEHTOB. MaTepuansl s TEXHUYECKOTO JOKYMEHTHUPOBAHUS.
Mammnsable HocuTenu uHpopmauy. BnusHue HocuTens nHpopMalMu Ha JOJTOBEYHOCTb H
CTOUMOCTbB JOKYMEHTA.

Tema 3. O0mue HOpMBI M TPaBUJIA 0hopMIICHHS YIIPABJICHYECKHX JOKYMEHTOB

[Tonsarue «pexBu3utT». IlocTosiHHBIE M TepeMeHHble PEeKBU3UTHL. [loHsATHE «pOpMyIIsIp
nokyMeHTa». OcoOeHHOCTH (POpMYIISIpOB JOKYMEHTOB, MOJYYEHHBIX PA3IUYHBIMU CIOCOOAMH
JOKYMEeHTHpOBaHUs. VHAMBUAYalbHBIA M TUIIOBOW (opMyssip nokymeHTa. Dopmynsp —
obpaszerl.

Bonpocbl  TOKYMEHTHpOBaHUS, COCTaBJCHUS U  O(OpMIEHUS JOKYMEHTOB B
3aKOHOJATENbHBIX M HOPMATUBHBIX akTaX. YHHU(]UKaLUs JIOKYMEHTOB. BHyTpuBHIOBas
yHuukanus. Pa3Butue yHUQUKAUMM W CTaHIAPTU3ALUU JOKyMEHTOB. ['ocymapcTBeHHbIE
crangaptel Ha JokyMeHTbl. I'OCT P 7.0.97-2016 «Cucrtema craHmapToB no HHpopMauu,
OMOINOTEeYHOMY U H3JaTeNbCKOMY Aeny. OpraHu3alMoHHO-PACHOPSAUTENIbHAS JOKYMEHTAIIHS.
TpeboBanus k 0(pOPMIICHUIO TOKYMEHTOB». PEKBU3UTHI, periaMeHTHpyeMble TOCy1apCTBEHHBIM
CTaHgapToM. ABTOp noKyMmeHTa. Ponp Onanka B odopmieHun aokymeHTa. CocraB OiaHka,
HOPAZOK PACIOJIOKEHUSI PEKBU3UTOB B OnaHke. braaHkuM ¢ YIIoBBIM U LEHTpaJbHBIM
pacroyio)keHueM pekBu3uToB. IIpaBuna KOHCTpyupoBaHUs OnaHKa. ABTOpPBI  JIMYHBIX
nokymeHToB. lloamuch, medaTh Kak NpU3HAaKW aBTopa. Bua nokymenrta. Pa3Buthe BHIOB
JOKYMEHTOB. Busibl TOKYMEHTOB, OnpeesieMble 3aKOHO1aTeIbHBIMU M1 HOPMAaTUBHBIMH aKTaMHU.
CBsi3p BUJIOB JOKYMEHTOB M (DYHKIMM ympaBieHus. YKazaHUe BUAa JOKYMEHTa, €ro MECTO U
Ha3HaueHue B (QopMyssipe JOKyMEHTa. 3aBUCUMOCTh (OPMbI JOKYMEHTa OT €ro BHJA.
OO6o3nauenue azapecara. IlpaBuna HamucaHust ajapecaTa M MeECTO yKa3aHMs ajpecaTa B
¢dopmymsipe nokymenrta. OtpaxeHue chepbl JeiicTBUs TOKyMeHTa B ero azapecare. [lopsaok
opopMmiIeHHsT JOKyMEHTa C HECKOJbKMMHM ajapecaramu. [lopspaok odopmieHHs MHOYTOBOIO
angpeca. Jlatra gokymeHTa. 3HAayeHMe  JaTUPOBAaHUS  JOKyMeHTa. TOuHbIE  JaThl,
XapaKTepU3yIoILUe JIeMEHThI GopMyIsipa. ABTOPCKUE JaThl (COCTaBICHUE, OAIMCAHUE), JaThl,
OTHOCsIIMeCS K cojepxkaHuio. JlaTtel 00paboTku JokyMeHTOB. Ilopsiok odopmiieHus nar.
CocraB ynocroBepeHus JokyMeHTa. CocTaB yJ0CTOBEPEHHS TEKCTOBBIX IOKYMEHTOB pa3JInYHbIX
KaTeropuit. Mecto noanucanus B GopMyssipe 10KyMeHTa.

Iledvatn u ux Ha3HayeHwe. Bunel neuateil. ['ocynapcTBeHHass repOoBasi Iedarth.
3aKOHOJATeNbCTBO 00 M3rOTOBJICHMH M HCHOJb30BaHMU meyaTtd. Ilopspok npocraBieHus
neyaTeil Ha JOKyMeHTaX. Y TBepkIeHne JoKyMeHToB. CocTaB rpuda yTBepkAeHus, MOPSIOK ero
opopmienus, mect B ¢opmymnape H0oKyMeHTa. OTMETKM Ha JOKyMeHTax. Mx ponap B
IIPOUCXOKJICHUH M HCIOJHEHUM JOKYMEHTOB, MecTo B Qopmyisipe HokymeHTa. Ocoloe
HazHaueHue pe3omonuu. TpeOoBaHue k e€ coxepkaHuio U odopmieHuto. OTMETKH O
MIOCTAHOBKE JJOKYMEHTa Ha KOHTPOJIb, UCIIOJHEHUU TOKyMEHTA U Jp.

IlonaTne «TEKCT [OKYMEHTa» TMpH pPa3IW4HbIX CIOCO0axX JOKYMEHTHPOBAHHS.
CopnepkaHue NPOCTBIX U CIOKHBIX JOKyMEHTOB. Ilopsiok u3nokeHus TeKcTa JOKYMEHTOB.
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Jlornueckast CTpyKTypa TekcTa. B3auMocBs3b conxepkaHus W (OpPMBI  JOKyMEHTA.
dopmanuzanys TEKCTOB TOKYMEHTOB. AHKera, Tabmuma. OCOOEHHOCTH CTPYKTYphl TEKCTa
OpPraHU3aLMOHHO-PACHIOPSAAUTENBHBIX JTOKYMEHTOB. OJIEMEHTBl TekcTa. lloHATHE «3arosoBok
IoKyMeHTay. HasHaueHue 3aronioBka, ero mMecto B ¢opmyisipe nokyMmeHTta. [lpunoxenus k
TEKCTY U TMOpPANOoK uxXx odopmieHus. [IpaBomucanue Ha3BaHUM YUPESKICHW, OpraHU3alMi,
npeaupusatuil. [IpaBonucanue HazBaHuil NOKYMEHTOB. IIpaBonucaHue JOJDKHOCTEM W 3BaHMIA.
[IpaBonucanue gar, uucen, 3HaKoB. CHHTaKcHYeCKHE  OCOOEHHOCTH  JIOKyMEHTOB.
CHHTaKCHYEeCKUE KOHCTPYKIIUU.

YHudukanus AOKyMEHTa Kak OJHO M3 HAalpaBJICHUH €ro COBEpPIICHCTBOBAHUS.
[Ipennoceikn 1 MeToA YHUPHUKAUMKA. YHUQUKAUS CTPYKTYpPbl TEKCTa. DJIEMEHTHI
dopmanuzanun. GopMann3oBaHHbIM XapakTep TEKCTOB IUIAHOBOM M Y4ETHOM IOKYMEHTAIHH.
YHaudukanus s36IK0BbIX cpeacTB. POpMbI YHU(DUKALIMU: TUTIOBOH, TpadapeTHHIH TEKCTHI.

Tema 4. CucremMa opranu3alHOHHO-PACTIOPAIUTEIBHON TOKYMEHTAlNH

Cucrema OpraHM3allMOHHO-TIPABOBOI JOKyMEHTallMM, €€ Ha3HaueHWe U COCTaB.
CocraBnenne u OQOpMIICHHE OTAEIbHBIX BHAOB OPraHU3allMOHHO-TIPABOBBIX JIOKYMEHTOB.
OcHOBHBIE BHIBI U TPeOOBAHHUS K COCTaBJICHHUIO U O(QOPMIICHHIO OPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTOB.

Cucrtema pacnopsAUTENbHOM MOKyMEHTaluu, e€ Ha3HaueHue u coctas. [Iponemypa
U3JJaHUS PACIOPAIUTEIbHBIX JOKYMEHTOB B YCIOBHSX eluHOHayanus. HasHaueHue M BHIIBI
pacropsaauTenbHON JoKkymeHTauuu. TpeOoanus k e€ ocdopmwienuto corigacio ['OCT.
CocraBineHue W OQOPMIICHHE IPOEKTOB PACHOPSIUTEIbHBIX JTOKYMEHTOB (IIOCTaHOBICHHIH,
pelleH i, IPUKa30B, pAaCIOPSDKEHUM, yKa3aHu).

Ha3nauenue pacnopsIuTenbHONM JOKYMEHTAllUd B YIPABJICHUYECKOH JeATeTbHOCTH
opraHa Binactd. CocTaB pacrnopsAMTENbHOM JOKyMeHTauuu: PacrnopsaurenbHble JOKYMEHTHI,
u3JaBaeMble pPU  KOJJICTHAJIBHOM MPUHATHUM  peleHUH (TOCTAaHOBJIEHUE, pELICHHUE).
PacnopsiauTenbHble JOKYMEHTHI, U37aBaeMble IPU €AWHOJIUYHOM MPUHATUU pelleHuH (IpuKas,
pacriopsbkeHue, ykaszaHue). llpouenypa THOATOTOBKM — pacHOpSAMTENBHBIX — JIOKYMEHTOB
(mpuka3oB, pacnopspkeHuil). [Topsaaok M3qaHus COBMECTHBIX paclopsIUTEIbHBIX JTOKYMEHTOB.
Odopmiienne pacnopsaUTENbHbIX TOKYMEHTOB. PopMynsp pacnopsIuTeIbHOIO JO0KYMEHTa,
COCTaB PEKBU3UTOB, MpaBuiaa UX odopmieHus. TpeOoBaHMS K TEKCTaM paclopsIUTEIbHBIX
nokymMeHTOB. IlpaBuina cocraBiaeHuss mnpeamOyiabl (KOHCTATHPYIOLIEH 4YacTH)  TEKCTa
pacrnopsauTenabHOro JokymeHrta. [IpaBuiia cocTtaBieHMs U OGOPMIICHUS PACIOPSAUTENBHOM
4acTH TeKcTa. THUIOBbIE SI3BIKOBBIE OOOPOTHI, UCIOJb3YeMblE B TEKCTaX PACHOPAIUTEIbHBIX
JOKYMEHTOB.

OCOOEHHOCTH COCTaBJIECHUSl PACHOPSAAMTENbHBIX JOKYMEHTOB B Pa3IMUYHBIX CHUTYalHs
YIIPaBJIEHYECKOH 1A TETbHOCTH.

Tema 5. /lokymMeHTallMOHHOE o0ecleYeHHe KOJJIerHajlbHbIX OPraHOB YIIPaBJeHHS,
OpPraHu3aNus CoOBelaHuil, KOH(epeH Ui, cOOpaHni

ITpouenypa wu3gaHus pacHoOpSAUTEIbHBIX JOKYMEHTOB B YCJIOBMSX KOJUIETHAIBHOIO
ynpasieHus. Bapuantel noanucanus mnportokosna. OdopmieHue BBIIUCKM U3 MPOTOKOJA
KOJUIETHAJIBHOTO OPraHa yIpaBJICHUS.

KoMmnekc  OpraHM3allMOHHO-TEXHMYECKUX  MEpPONPUATUN 1O  OpraHM3aluu H
IPOBE/ICHUIO COBELIaHUN, KOHpepeHIMH, coOpaHuil (1anee - coBELIaHui): BBIpAOOTKA MMOBECTKH
JIHS W OINpENeNeHUE Kpyra IpeaoaraéMblX YYaCTHHKOB; O3HAKOMJIEHHE C IIOBECTKOM MIHS
IpEeANnoIaraéMbIX y4aCTHUKOB; BbIpaOOTKa perjaMeHTa COBEIaHHs; MOATOTOBKAa MaTepHajoB,
HaMeuyaeMbIX s pAcCMOTPEHMs Ha COBELIAaHMM (JOKJIaja, COJOKIana, CIpPaBOYHO-
MH(POPMALIMOHHBIX MAaTEepUaJIOB, IPOEKTa pELIEHUs); OpraHu3alus paboThl CeKpeTapuarta;
TEXHUYECKOEe O0OecreueHre MpOBEIEHHs COBELaHusd (ayIuo- W BUJeoamnmaparypa u Jp.);
JOKYMEHTHpOBaHUE pabOThl COBELIaHUs; O(OPMIIEHHE JIOKYMEHTAJIbHBIX MAaTepHUajoB



COBCIIaHUA (I/IBFOTOBHGHI/IC MMPOTOKOJIa, UTOTOBBIX MATCPpUAJIOB, Pa3MHOXKCHHUC U obecrneueHue
HMU YHYaCTHUKOB COBCIJ_IaHI/IH).

Tema 6. Cucrema cipaBo4HO-HHGOPMALMOHHOM M AHAIMTHYECKOH TOKYMEHTALINHT

Ha3nauenue wuH(OPMAIMOHHO-CIIPAaBOYHOH M AHATUTHYECKOW JOKYMEHTAllUd B
ympaBiieHUecKoil  gestenbHocTH.  Knaccudukamms — uHQOpMAIMOHHO-CIPaBOYHBIX U
AHAJTMTUYECKHUX JOKYMEHTOB (110 Ha3HAYEHUIO, IO apecary U Jp. Mpu3HaKaM). XapaKTepuCcTUKa
OCHOBHBIX BHJIOB MH(OPMAIIMOHHO-CIIPABOYHBIX U AHAIUTHUYECKUX JTOKYMEHTOB (JOKJIAJHBIE,
ciy)keOHble, aHAJIUTUYECKHE, TMOSCHHUTENbHbIC, OOBSICHUTENbHBIC 3alMCKU, AaKThl, CIPABKH,
NIPEIOKEHUS, IPECTABICHUS).

[Ipouienypa TOATOTOBKHM, COCTaBICHHA W O(QOPMIICHHS 3alHCOK  (JOKJIaTHBIX,
CITy’KEOHBIX, OOBSCHUTEIbHBIX, AHATUTHUECKUX), CIIPABOK, aKTOB, 3asBJICHUM, MpeJCTaBICHHH,
CIIUCKOB, IIEpEYHEN U JIp.

Tema 7. CoBpeMeHHOe [1€J10BO€ MUCHMO

JlenoBas (ciyxkeOHasi) epenucka. Pons 1 Ha3HAUEHHE AeTTOBOM MEPENUCKH KaK CPeCTBa
1 crioco6a MHPOPMAITMOHHOTO 0OMEHa MEeX Iy OpraHaMU BJIACTH, OPTaHU3AIUSAMH, TPAKIAHAMH.
Bunel 10OKyMEHTOB, COCTaBISIOIIMX TEPENUCKY (IEI0BOE MUCHBMO, TeJerpamma (TeJeKc),
teneoHorpamma, QakcorpamMma, SJIEKTPOHHOE MHChMO), OCOOCHHOCTH WX HCIOIB30BAHUS B
YIPABICHYECKOU E€ATETbHOCTH.

Knaccudukamnus nenoBeix mucem (Mo cdepe NpUMEHEHHs], 10 Ha3HAYEHHUIO, 110 MECTY B
uHpopMalMOHHOM OOMeHe U Jp. mpusHakam). CocTaB PEKBU3UTOB JENOBOro muchMa. biiaHk
nenoBoro mucbMa. OOmme TpeOoBaHUS K O(OPMIEHUIO [EJIOBBIX MHUCEM, OCOOEHHOCTHU
opopMIICHHST JENOBBIX THCEM OTAEIbHBIX PA3HOBUAHOCTEH (COMPOBOAUTEIBHOE TMHCHMO,
MHUCBEMO-TIPOCH0a, 3ampoc, MpeUIoKeHne, TpedoBaHue, TapaHTHIHOE | Ip. ).

CocraBiieHre TeKCTa J1eJI0BOro nucbma. KoMmno3uironHas CTpykrypa Je10BOro nuchbma,
SI3bIK U CTHJIb JI€TI0OBOTO NUChMA. [IMCbMEHHBIN 1€10BOM 3TUKET BEACHUS JACIOBOM MEPETHCKHU.

Oco0OeHHOCTH BeJICHHSI DTIEKTPOHHOM MEPETHCKH.

Tema 8. CocTraBienne u opopmiieHHe JOKYMEHTALUH M0 JUYHOMY COCTABY

JlokyMeHTanuss 1m0  JIMYHOMY COCTaBy Kak MOJCUCTEMa  OpraHU3alUOHHO-
pacnopsiAMTENIbHONM JTOKYMEHTaluU. 3aJaud YIpaBJICHHUs, peUIaeMble MPU MOMOIIU KaJApPOBBIX
JOKYMEHTOB (IOKYMEHTHPOBAaHHE TPYAOBBIX MpaBooTHomIeHU). CocTaB JOKYMEHTOB,
opopMIIIEMBIX B KaJpoBOH Ciy:kOe: MEpBUYHBIX, YUETHBIX, PACTIOPSIAUTEIbHBIX, JTUYHBIX, 1O
COLIMANILHOMY O0€CTIeUeHHUIO.

[Topsimox odopmileHUss U COCTaB JTOKYMEHTOB Npu Mpuéme, yBOJIHHEHUH, MEPEBOJEC Ha
Ipyrylo paloTy, MpeaocTaBlieHHE OTMYCKa, O(QOpMIICHHE TMOOMIPEHUHN, TUCIUIUIMHAPHBIX
B3BLICKaHHU .

Tema 9. Opranusanusi ¥ TeXHOJOTus padoThI C JOKYMEHTAMU

TexHonornu AOKYMEHTOOOOpPOTa: co3fdaHHue, 0O0pabOTKa, XpaHEHHWE U HCIIOIb30BAHHE
JIOKYMEHTOB B TEKYILEU ACATEIbHOCTU OPraHU3aluu, YUpexaeHus, npeanpusatus. Opranuzanus
IBIDKEHUS JOKYMEHTOB, IOCTYMHAIOIIMX B YUPEXKJIEHHUE: OSKCIEeIUIMOHHAas oO0paboTka
COPTUPOBKA JIOKYMEHTOB, IPEIBAPUTEIBHOE PACCMOTPEHHUE JOKYMEHTOB, BKJIIOYEHHUE
nokymeHToB B CDOJIO (ckaHMpoBaHUE JOKYMEHTOB, pErucTpamus u Jp.), PacCMOTPEHHE
JIOKyMEHTOB PYKOBOJICTBOM M BBIHECEHHUE PE30JIIOINH, ITepeiada TOKYMEHTOB Ha UCTIOTHEHHE.

Opranuzanus IBUKEHHS OTIPABIsSEMbIX JOKYMEHTOB: MOATOTOBKA MPOEKTa JTOKYMEHTA,
corjacoBaHve (BU3MpPOBaHME) TIPOEKTa C 3aWHTEPECOBAHHBIMU  MOJPA3JCICHUSMU U
JMOJDKHOCTHBIMHU  JIMLIaMU, JOpabOTKa TpoeKTa JOKyMeHTa, oOQOpMJEHHE JIOKYMEHTa,
MOJNUCAaHUE W/WIH YTBEPKICHHE NTOKYMEHTa, BKIIIOUeHUe oduianbHoro nokymenra B CO10
(peructpanusi TOKyMeHTa, CKaHMPOBAHME M JIp.), OTIpaBKa JOKyMEHTa ajpecaram, Iepeaaya
JOKyMEHTa Ha XpaHeHUe.
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Opranu3anys ABM)KEHHUs BHYTPEHHUX JOKYMEHTOB.

PernameHnrtanusi  J€ATENBHOCTH  CIYXKObI ~ JETONPOU3BOJCTBA HA BCEX YPOBHIX
yrpasieHus. Ilonoxenune o ciyx0e AeI0Nnpou3BOACTBA, MHCTPYKIUS IO JEIONPOU3BOJICTBY;
JOJDKHOCTHBIE HMHCTPYKIHMH, OpraHu3anus pabouux MmecT. CoBpeMEHHbIE OpraHM3allMOHHBIC
¢dopMbl CcyXOBI J1EIONPOU3BOJCTBA. Pernmamenranusi ocHOBHBIX 3amau u Qynkuui JOVY.
Paznenenue Tpyna Mexay Moapa3aeNeHUSIMH U UCIIOJTHUTEIISIMH.

[IpaBoBas 6a3a 1eNIOMPOU3BOJACTBA KAaK COBOKYIMHOCTh 3aKOHOB, HOPMAaTHBHO-TIPABOBBIX
aKTOB, OPraHM3allMOHHBIX M METOJMUYECKUX JOKYMEHTOB, TOCYJapCTBEHHBIX CTaHAAPTOB,
periIaMeHTUPYIOLINX

WNHcTpykuusa 1O  IEIONpPOU3BOACTBY — OCHOBHOM HOPMATHMBHBIM AaKT OpraHU3aluu
JeTIONPOU3BOACTBA. THUMOBBIE W HHAMBHIyalbHble HMHCTPYKIHMH. [lopsnok pa3zpaboTkw,
coJiepKaHue, MpaBuia yTBEPKIACHUS M BHeApeHus. [lnaHupoBaHue, opraHu3anus U METOAUKA
KoHTpoJisi coctosHuss JIOY u obecrieueHus COXpaHHOCTH JOKYMEHTAllUM B YYPEKICHUU H
CTPYKTYPHBIX nojapazaeneHusx. O0paboTka NOCTYNAOIUX JOKYMEHTOB (0J10K-cxema paboThl ¢
BXOJSIIMMU JOKyMeHTaMu). OOpa0oTka OTIpaBiIsSeMbIX JAOKYMEHTOB (OJOK-cxemMa paboThl ¢
UCXOJAIIMMU JIOKYMEHTaMu). Peructpanust © KOHTpPOJIb HCHOJHEHUS IOKYMEHTOB. JKypHai
pPEerUCTpali BXOSIIUX M HMCXOSAIIUX JOKYMEHTOB. TeXHONOrusi paboThl C HMCXOASIIUMHU
JOKYMEHTaMU (MHUIIUATUBHBIMU M OTBETHBIMH).

TexHonornueckoe obOecreueHrue KOHTPOJIS MCIOJHEHHS JOKYMEHTOB, IOCTaHOBKAa Ha
KOHTpOJIb, paboTa C KOHTPOJBHOM KapTOTEKOM Ha JOKYMEHThl M Ha YCTHbIE 3a/JaHUS U
MOpYYEHHUsI PYKOBOJAUTEINS, MPOIJICHHE CPOKOB MCIOJHEHMs, CHATHE C KOHTpOJsA. Bumsl
KOHTPOJIS.

Cucrematu3zaiysi JOKYMEHTOB (COCTaBJIEHHE HOMEHKJIATyphl Aen). DPopMupoBaHUE Jel
10 KJIacCU(pUKAIIMOHHBIM MpHU3HAKaM, TpeOoBaHUA K (OPMHUPOBAHMIO €], 0(hOpMICHHE JeT B
narnkax.

NudopmannonHo-cripaBoyHass ~ pabota.  KauecTBeHHble ~ UM KOJIMYECTBEHHBIE
XapaKTePUCTUKU JJOKYMEHTOO00POTa.

Opranusanust JenONpou3BOJCTBA B OpraHax BIAcTU. TumoBas MHCTPYKIHS 110
JIeNIOTIPOU3BOCTBY B (hefiepaibHBIX OpraHax UCIIOJIHUTEILHON BIACTH.

Tema 10. Opranusanus 31eKTPOHHOI0 JOKYMEHT0000poTa

OcobenHoct pabOTBI €  OJEKTPOHHBIM JIOKYMEHTOM B TOCYJapCTBEHHOM U
MYHUILIUNIAJTFHOM YyTpaBlieHHU. HopMaTHBHO-TIpaBOBBIE aKThl M TOCYIapCTBEHHBIE CTAaHIAPTHI,
perIaMeHTHPYIOIIMe OPraHu3alui0 JTOKyMEHTO000pOoTa C DIEKTPOHHBIMU JOKYMEHTAMH.
KOpuanueckass 3HAUMMOCTH DJEKTPOHHOTO JOKyMeHTa. HasHaueHue, BUIBI AIEKTPOHHOU
MOJAMUCH U UX UCTIOJIb30BaHUE B TOCYAAPCTBEHHOM M MYHHUIIUIIAILHOM YIIPABICHUU.

[TonsiTie cucTeMbl 3IEKTPOHHOTO JokymMeHToobopora (CDJ0), Haznauenue CO/I,
byukunu CO/1. TpeboBanus k CO/I.

MeXBeTOMCTBEHHBIM 3JEKTPOHHBIA JTOKyMEHTO000poT. CucrteMa MeXBEIOMCTBEHHOTO
AIIEKTPOHHOTO AoKyMeHTooOopota (MDJI0), nHaznauenme u ¢ynxmun MDJIO, cTpykTypa
M3B/J10. Bunsl nokymeHnToB, nepecbuiaeMbix o MO/10. CtpykTypa 3JIeKTPOHHOTO COOOIIeHNUs
M3BJI0.

Cucrema MEKBEIOMCTBEHHOTO AJIEKTpOHHOTO B3aumoiericteus (CMOB). Pors CM5DB B
peanuzanuu QyHKIUN 35eKTpoHHOTO npasutenscrBa. Ctpykrypa CMOB. [Ipumenenne CMOB
NP MPEIOCTABICHUH ToCcyAapCcTBEHHOM ycinyru B MDII.

Ucnonb3zoBanue COJIO a1 aBTOMATU3AIMU MapIIPYTHBIX KapT JBUKEHUS DJIEKTPOHHBIX
nokyMeHToB B opranuzanuu (Workflow). ApxuBHOe XpaHEHHE AJIEKTPOHHBIX JOKYMEHTOB B
opranu3anui. OcoOEHHOCTH Tepelaud JJIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B
BEJJOMCTBEHHBIE U TOCYapCTBEHHbIE APXUBHI.

HopmaTuBHO-IpaBOBbIE  aKThl, OpraHU3allMOHHBIE M METOJIUYECKHE JOKYMEHTHI,
rOCYy/IapCTBeHHbIE CTaHIApTEe, PErJaMEHTHPYIOIIMX TEXHOJOTHI0 PalbOThl C 3JIEKTPOHHBIMU
JOKYMEHTaMU B TOCYJapCTBEHHOM U MYHUIIUIIATBHOM YIIPaBJICHUU.
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Tema 11. Oprannsanus XpaHeHHsl JOKYMEHTOB 1 o0ecrie4eHre UX COXPAHHOCTH

CucremaTuzanus JOKyMEHTOB KaK OCHOBAa OpPraHM3allUM UX IOCIEAYIOIIEr0 XPaHEHHUS.
Homenknarypa nenn opraHu3anuy Kak cxeMa CUCTEMaTU3aluu JOKYMEHTOB. Buibl HOMEHKIIaTyp
nen (TUMOBBIE, MPUMEPHbIC, MHIUBHyaJIbHbIC), MPUHLUIBI TOCTPOCHUS HOMEHKJIATYPHI JIEl.
Cpok neiicTBUs HOMEHKIATyphl Jeil. OCHOBHBIE 3Tambl pPa3pabOTKHM HOMEHKIATYphl e
opranu3zainuu. [lopsaok ohopmiIeHus, COrIacOBaHMsl, YTBEP)KJICHHUS M BeJICHHS] HOMEHKJIATyphl
nen. OdopmieHrne UTOroBoi 3arucH B HOMEHKJIaType Jien. KoppekTupoBKka HOMEHKIIATYphI JIeI.

[onsartue «ueno». [Ipunuunsl popmupoBanus aen. OcodeHHoctr GpopMupoBaHus B aena
pa3IMuYHBIX KaTeropud JOKyMeHTOB. IlpaBuia mocTpoeHust 3arojoBKOB JAe€l M HX
CHUCTEMAaTHU3allMi B HOMeEHKJarype aen. OmnpenencHue CpOKOB XpaHEHHUs JOKYMEHTOB M eIl
Ormerka «3OIIK». Munekcanus nen. IloaroroBka aen Uil mepenayv B apXUB OPIraHU3ALMM.
[Tonarue omucu aen. IIpaBuna cocraBienus omuceid. OpopmiieHHE OMUCH JeN CTPYKTYpPHOTO
nojpaszenenus. HopmatuBHo-MeToauueckue marepuaibl DenepaabHONM apXUBHOM CITYKOBI
Poccun mo odopmiienuto aen. OcHOBHble TpeOoBaHus K (opmupoBanuio aen. Ilomnoe wnm
yacTU4YHOe O(OopMIIEHHE el B 3aBHCHUMOCTHM OT CPOKOB XpaHeHus. Hymepauus aucTOB.
3aBepiuuTeNbHaAs MOANUCh. BHyTpeHHss omuch. OdopmieHne 00J0KKU el MOCTOSHHOIO U
BpeMeHHOro xpaHeHus. OdopMieHue jaena: BHYTPEHHsS ONMCH JieNa, JIUCT-3aBepUTeNb Jena,
oOnoxka nena. CocraBieHue onMcel Ha Jiena, nepeJaBaeMble B apxuB opranusanuu. [lopsaok
nepeJadyd JOKYMEHTOB U €] Ha apXUBHOE XpaHeHHe. [IopAIoK yHMUYTOKEHMs JOKYMEHTOB U
JIeJI ¢ UCTEKIIMMH CPOKaMH XPAHEHHS.

XpaHeHME ~ JIOKyMEHTOB B CTPYKTYPHBIX  TOJPA3AEICHUSAX  OpraHU3alLUu.
OTBETCTBEHHOCTh 3a COXPaHHOCTb JOKYMEHTOB. 3aKOHOJATENIbCTBO M HOPMAaTHBBI 110
00€CIeYeHNnI0 COXPAaHHOCTH JOKYMEHTOB. ENMHCTBO TpeOoBaHMI K XpaHEHHIO JOKYMEHTOB B
nenonpousBocTse. [Iopsaok BbAauM TOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE MIPU XPAaHEHUU B
CTPYKTYPHBIX MOJpa3feNeHus XK. XpaHeHHe W OpraHu3aIusl TOCTyNa K JOKYMEHTaM B YCIOBHUSAX
(GYHKIIMOHUPOBAHUSI aBTOMAaTU3UPOBAHHBIX MH(OpMaMOHHBIX cucTeM. lloHATHE «dKcmepTH3a
[eHHOCTHY». HopMaTUBHO-METOAMYECKHE U TEOPETUUYECKHE OCHOBBI MPOBEICHUS SKCIEPTU3BL
TpeOoBaHMsT K MPOBENEHUIO SKCIEPTH3bI IIEHHOCTH AOKYMEHTOB B «OCHOBHBIX MpaBUIIax
paboThl BEIOMCTBEHHBIX apXuBOB». OpraHuzanusi SKCIEPTH3bl I[IEHHOCTH JIOKYMEHTOB,
HeHTpanbHbIX SKcnepTHbIX Komuccuit (L[DK) u skcmeptHbix xomuccuilt (OK) yupexnenus.
[IpaBa u QyHKIMKM KOMHUCCHI, OpraHu3alus UX paOoThl U JOKYMEHTUPOBAHHE ICSITEIbHOCTH.
Dransl NPOBEICHUS HKCIEPTU3BI IEHHOCTU JOKYMEHTOB. OdopmileHre pe3ylbTaTOB IKCIEPTU3HI
[EHHOCTU JOKYMEHTOB.

[lepenaua nen B apxuB opraHu3anuu (BeAOMCTBA). YHHU(UKAIMSA TpeOOBaHUI K JeraM,
caaBaeMbiM B apxuB. BzaumopneiictBue cmyx06 JIOY ©u BeJOMCTBEHHOTO apxuBa TNpu
(dbopMHUpOBaHUH OCHOBHI ISl TIOCTIEAYIOIETO XPaHEHUS U UCTIOJIb30BaHUs TIOKYMEHTOB.

Tema 12. Jles10onpou3BOACTBO MO YCTHBIM M NMMCbMEHHBIM O0OpallleHUsIM I'PaKIaH B
OpraHu3anuIo

OcHoBHbIE BUABI OOpallleHUIl: TpeioKeHHue, 3asBICHHS, >Kanoba, XoJaTaicTBO,
netuusa. HopmaTuBHBIE JOKYMEHTBI, PETyIupyIOUIe paboTy ¢ oOpalleHUsIMH Tpaxk/IaH.
Jlnunbli mpuéM TpakaaH B opraHu3anuu. Bunabl oOpaimieHuil rpaxkgaH: MpeIoKeHHUs,
3agBiieHUA, KanmoObl. OpraHu3anuss pabOThl € MHCbMEHHBIMH OOpAaIlEHUSIMH TpaXKaaH:
peructpanusi, KOHTPOJb, OTBEThl (CPOKM OTBETOB), aHalW3 OOpalleHWil TpaxIaH, CPOK
xpaHeHusi. HampaBnenwe mno mnoaBeqoMCTBEHHOCTH. (OO0’kajioBaHMe TpakJIaHAMU OTBETOB,
MOJIy4YE€HHBIX OT OpraHU3alUH.

4. MaTtepuaJibl TEKYLIEro KOHTPOJIA YCIIEBAEMOCTH 00yYAOIIMXCH U (POH/I OLIEHOYHBIX
Cpe/ACTB MPOMEKYTOUYHOM aTTecTALMYU N0 IUCUUIIHHE

4.1. ®opMbl U METOJBI TEKYLIETO KOHTPOJIS YCIIEBAEMOCTH OOYYArOMIMXCS M MPOMEXKYTOUHOU
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arTecranuu.

4.1.1.B xonme peanuzanuu aucuumuinabl b1.5.23

«JloKyMeHTallMOHHOE ofecnedeHue |

ACIIOMMPOU3BOACTBO B TOCYAAPCTBCHHOM W MYHUIMIIAJIBHOM YIIPABJICHHUU)» HCHOJB3YIOTCA
CJICAYIOINHUEC MCTOAbI TCKYIICTO KOHTPOJI YCIICBACMOCTU 06yqa101u1/1x051:

®opMbI (METOABI)
Tema (paznen) Terymero
KOHTPOJISL
YCIIEBAEMO CTU
Tema 1. ITpeamer, comepkanue U 3aa4u JUCIUMITHHBI O, T
Tema 2. OcCHOBHBIE CBOWCTBA, PYHKIMU M IPU3HAKK JOKYMEHTA O, T
Tema 3. OO0mmre HOpMBI U paBuiIa OPOPMIIEHUS YIPABICHYECKIX JOKYMEHTOB T,I'3
Tema 4. Cuctema opraHn3alOHHO-PACTIOPSAUTENBLHON TOKYMEHTAIN 0, T,K-3
Tema 5 JloKkyMeHTalnOHHOE 00ecrieyeHNE KOJIernanbHbIX OPTaHOB 0. K3
yIIpaBJICHHs, OPTaHU3alUs COBEUIaHNH, KOH(pEpeHIUH, coOOpaHuid ’
Tema 6. Cuctema cripaBouHO-MH()OPMAITMOHHON U aHATUTUIECKON 0. K3
JOKYMCHTALMH i
Tema 7. CoBpeMeHHOE JIeTI0BOE MMUCHMO T, K-3
Tema &. Cocrasinienrie U 0ohOpMIICHUE JOKYMEHTAIIMH 110 THYHOMY COCTaBY O, T, K3
Tema 9. Opranuzanus U TEXHOJOTHsI pabOThI C TOKYMEHTaMH. 0O, KC
Tema 10. | Opranu3zanus 3J1€KTPOHHOTO JOKYMEHTO000poTa O,B
Tema 11. | Opranu3zanust XxpaHeHHs TOKyMEHTOB U 0OECIIEYEHUE UX COXPaHHOCTH. O, T, K3
Tema 12. | Jenonpon3BoacTBO MO YCTHBIM U TUCbMEHHBIM OOpalIeHUsM TpakJaH B O.B
OpTraHU3alHI0 i

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

4.2. Marepuanbl TEKyLLEro KOHTPOJIS YCIIEBAEMOCTH.

CJICAYIOIIHM ITOKa3aTCJIsAM:

— OTBEThI Ha BOIPOCHI K OIpOcaM 10 TEME 3aHATHS,

— BBICTYIUICHUE C IIPE3E€HTalUEN,

ydyactue B paboTe Kpyrjioro cToa,

— BBICTYIUIEHUE Ha KPYTJIOM CTOJIE,

— BBINOJIHEHHE IPYINIIOBOIO 3aJaHMsl,

— KOJINYECTBO ITPaBUJIbHBIX OTBETOB IIPU TECTUPOBAHUH.

HPGHOIlaBaTCJIB OLCHUBACT YPOBCHBbL MOATOTOBJIICHHOCTHU 06yan01u1/1xca K 3aHATHIO IIO

Omnpoc oOyyaromuxcs:

— OIPOC — YCTHBIE OTBETHl HA BOIPOCHl MpPENOJaBaTeNss IO TeME 3aHATHS,
OLICHUBACTCS B COOTBETCTBUM C NPAaBOBHIMH M HOPMAaTHUBHBIMH aKTaMH B COIMAJIbHOTO
3aKoHOJaTeIbCTBA. [IpernoaaBarenb yUUTHIBAECT CTENEHb OCBEAOMIIEHHOCTH CTYACHTA, a TaKXKe
aKTYaJIbHOCTb UCIOJIb3yEMbIX HCTOYHHKOB U MaT€pPHUAJIOB.

OneHka 3HaHUH, yMEHUH, HABBIKOB ITPOBOJIUTCS HA OCHOBE MATH-0aIbHOM CHCTEME.
Anroput™ GOpMUPOBAHUS 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 OLIEHOK
3a uHULIMATUBHOCTD (Ou.), aktyanbHOCTh (Oa), yoeautensHocTh (Oy), Hanmuuus npumepos (Omn):
Ope3 =(Wu xOn) + (WaxOa)+ (Wyx Oy)+ (Wnx On)
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Omnenka 3a4UTHIBACTCS, €CIU CTYACHT HaOpan He MeHee 30% Oamnos (Opes > 3)

OneHka 3HaHWI, yMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHIOBOM
cuctembl: 30% u3z 100% (wm 30 OamnoB u3 100) coorBercTBeHHO 3 (30%-50%), 4(51%-
80%),5(81%-100%) — omeHka HMeeT BKIaJ B MTOTOBYIO OLEHKY IO pe3yiabTaTaM
MIPOMEKYTOYHOM aTTECTALINH.

— BBICTYIUICHUE C IIPE3EHTALUEH 110 TEME 3aHATHS,
Kputepuu onieHMBaHMs BHICTYIIIEHUS:

CTEIIEHb YCBOCHUS ITOHATUN U KaTErOPUH I10 TEME;

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

CaMOCTOSITEIIbHOCTh pa0OThI, HAJTMYME COOCTBEHHOI 000CHOBaHHOM MO3UIINHY;
KYJIbTYpa MIPEACTaBJICHUS NpPE3eHTaluN (JIEKCUYECKHM 3arac, rpaMMaTHYECKUe
KOHCTPYKLIMH, PEUYEBOIl CTUIIb, YETKOCTh PEUH, TEMII);

COOJIIOJICHHE PETJIaMeHTa.

— BBICTYIIJIEHUE HA KPYIJIOM CTOJIE:
Kputepunu onieHMBaHMsI Ha KPYIJIOM CTOJIE:!

00y4aroIuics BBICTYNAET ¢ MPOOIEMHBIM BOIIPOCOM;
BBICKa3bIBaE€T COOCTBEHHOE CY)KICHHE;

OTBEYAET apryMEHTUPOBAHO HA BOIIPOCHI;

JEMOHCTpUPYET HHPOPMAIIMOHHYIO TOTOBHOCTh K O0CYXICHHIO;
IPaMOTHO U 4ETKO (GOpMYIHPYET BONPOCHI K BBICTYNAOLIEMY.

— BBIIIOJIHCHUC I'PYIIIOBOTO 3aJaHUA:

BBINOJIHEHHUE 3a/1aHUs 110 yKa3aHHOH Gopme;

KOJUICTUAIBHOCTh B BBIINOJHEHMM  3a/IaHUS, yYMEHUE  BBICTPauBaTh
KOMMYHHKAIIHIO;

YMEHHE BBICIYIIMBATh UHbIE TOYKHU 3pEeHUs U (GOPMYIMPOBATH CBOIO;

YMEHHUE NPEeATIOKUTH MYyTH pelIeHNs MpoOIeMHOM CUTYalUH.

coOIro/IeHNEe MPaBUJI TPYNIOBOM paboTHI;

NPaBUIILHOCTh U3JIOKEHHS MaTepuaa, JIOTHKa, YETKOCTb;

YMEHUE JIOTIOJIHATh BBICTYNAIOIIETO.

— TECTUPOBAHUE —

OreHka 3HaHUI, yMEHUH, HABBIKOB ITPOBOJUTCS HA OCHOBE MATH-0aIbHON CHCTEME.

Anroput™ GpopMHpPOBAHUS OLIEHKH TAKOB:

OueHka 3HaHWNA, YMEHUH, HAaBBIKOB MPOBOJUTCS HA OCHOBE OATbHO-PEHTHHIOBOW B
COOTBETCTBUU C KOJIMYECTBOM BEpHBIX OTBETOB cucTeMbl: 30% u3 100% (unu 30 6amnos u3z 100)
cootBeTcTBEHHO 3 (30%-50%), 4(51%-80%),5(81%-100%) - olieHKa UMeeT BKJIaJ B UTOTOBYIO
OIICHKY IO pe3yJibTaTaM MPOMEXKYTOUYHOU aTTECTAIIUH.

Ouenka 3HaHUN, yYMEHUN, HABBIKOB MPOBOJMTCS HA OCHOBE OalsIbHO-PEHTHHIOBOM
cuctembl 70% u3 100% (70 Gamnos u3 100) - BkIaa mo pe3ynbraTaM MOCEIIAEMOCTH 3aHITHIA,
AKTUBHOCTH Ha 3aHSTUAX, OTBETOB Ha BOIPOCHI IIPEIOAaBaTENs B XO/I€ 3aHATHS, BBICTYILICHUS C
Mpe3eHTalllel, y4acTUsl B KPYIJIOM CTOJIe, BBIMIOJIHEHUS TPYIIIOBOTO 33/IaHud, MO pe3ylbTaTaM
MPOXOXKACHUS TECTUPOBAHUSI.

Jeranuzanus OaqioB W KpUTEPUM OICHKM TEKYIIEro KOHTPOJS YCIIEBAEMOCTH
YTBEPXkKAAeTCsl Ha 3aceaHnu Kadeapol.

TunoBbie OLICHOYHBIC MATECPHUAJbI I10 TEMaM
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Tema 1. IIpeamert, conep:kanue M 32124 THCIUIINHBI

1. Posib moKyMeHTa B KU3HU YeslOBeKa U OOIIeCTBa.

2. CoBpeMeHHbIE BU/IBI U TPEOOBaHMS K JOKYMEHTAM.

3. Merononorust JOKyMEHTOBEIEHUS.

4. Ponb 1 3a1a4 TOKyMEHTOBEIEHHS B COBEPILIEHCTBOBAHUY IIPOLIECCOB YIIPABJICHUS.

5. 3aKoHOAATENbHBIE aKThl, HOPMATUBHbBIE JIOKYMEHTHI, TOCYJapCTBEHHBIE U OTpAciEBbIE
CTaHJapThl HAa YHU(DUIIMPOBAHHBIE CUCTEMbI IOKYMEHTALIUH.

6. JlutepaTrypa: MOHOTrpaduu, HEpUOTUUECKUE, CIIPABOYHBIC U METOIMYECKUE U3AAHUS.

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

2. BO3HMKHOBEHHME JOKYMEHTA, €TI0 3HAYECHHUE.

3. IlonsTHe ¥ BUIBI KOIIUI.

4. IlpumMeHEHNE TEKCTOBOIO TOKYMEHTUPOBAHMSI.

Tema 3. O0mue HOPMBI M IPaBUJIA 0(popMIICHHS YIIPABJICHYECKHX JOKYMEHTOB

1. Ilonstue «pekBu3nT». [10CTOSHHBIE U IEPEMEHHBIE PEKBU3UTBHI.

2. Bonpochl TOKYMEHTUPOBaHUS, COCTaBJE€HHUS U  O(OpPMIIEHUS JOKYMEHTOB B
3aKOHOJATEJIbHBIX 1 HOPMATUBHBIX aKTaX.

3. I'ocynapctBenHble cranaaptsl Ha JgokyMmeHThl. ['OCT P 7.0.97-2016 «Cucrema
CTaHJAapTOB MO HH(opManuu, OUOIMOTEYHOMY M H3JAaTeNbCKOMY neny. OpraHuzaluoHHO-
pacropsauTenabHas JOKyMeHTalus. TpedoBaHus K 0pOpMIIEHUIO JOKYMEHTOBY.

4. Ileyatu n ux Ha3HaueHue. Buapl neuareil.

5. OTMeTKN Ha TOKyMEHTax.

6. IloHATHE «TEKCT JOKYMEHTa» MPH Pa3IMYHBIX CIIOCO0aX JOKYMEHTHPOBAHUS.

7. YHudukanus 10KyMeHTa.

Tema 4. Cucrema opraHu3anOHHO-PACHIOPSAIUTEIbHON JOKYMEHTALINA

1. OcHOBHBIE BUABI U TPEeOOBAHUS K COCTABJICHUIO U OQOPMIICHUIO OpraHU3alMOHHO-
IIPABOBBIX IOKYMEHTOB.

2. Ha3zHaueHue 1 BUJIbI paCIOPSAAUTEIBHON JOKYMEHTAIIUH

3. Ilpouenypa u3aHust pacriopsIUTEIbHBIX JOKYMEHTOB B YCIOBUAX €TMHOHAYAIIMSL.

4. Tlopsinok U3JaHUsl COBMECTHBIX PAaCHOPSAIUTENIBHBIX TOKYMEHTOB.

5. TumoBble S3BIKOBBIE OOOPOTHI, HCIOJIB3YEMbIE B TEKCTaX paclopsIUTEIbHBIX
JOKYMEHTOB.

Teme 5. lokymMeHTAlIlHOHHOE O0ecleYyeHHe KONJIernajlbHbIX OPraHOB YNPAaBJICHUS,
OpPraHM3auMs COBEeIIAHM, KOH(epeHuuii, coOpanmnii

1. OpraHn3allMOHHO-TEXHUYECKUE MEPOIPHUATHS 110 OpraHu3alud U IPOBEACHUIO
coBelaHui, KoH(MepeHIIU, COOpaHU.

2. TpeboBanust K OGOPMIICHUIO MPOTOKOJOB KOJUICTMAJIbHBIX OPraHOB YIIPaBJICHMUS,
CHOCOOBI UX MOJITUCAHUS.

3. Bbinucka u3 NpoTOKOJIa KOJIJIETHAIbHBIX OPraHOB YIIPABIICHUS.

4. Pazauuus Mex1y IPOTOKOJIOM KOJIJIETHAJIbHOTO OpraHa yInpaBJeHHs U MPOTOKOJIOM 00
aAMUHHUCTPATUBHOM IIPAaBOHAPYIICHUH.

Tema 6. Cucrema cipaBoYHO-MHGOPMAIMOHHON U AHAJIUTHYECKOH JOKYMEHTAIUN

1. Ha3nauenwe wuHPOPMAIMOHHO-CIPABOYHOM M AHAIMTHYECKOW JOKYMCHTAllMH B
yIpaBIECHUYECKON JESTENTLHOCTH.

2. Knaccudukanuss MHPOPMAIMOHHO-CIIPABOYHBIX M AHAIUTUYECKUX JTOKYMEHTOB (110
Ha3HAYCHMIO, TI0 aJipecary u Ap. MPU3HAKaM).
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3. Tlpomexypa TOATOTOBKH, COCTaBIEHUS U OG(OPMIIECHHUS 3alMUCOK (IOKJIAIHBIX,
CITY’)K€OHBIX, OOBSICHUTEIbHBIX, aHATUTHYECKHUX ).

4. Tpouenypa MOATOTOBKH, COCTaBJCHUS U OGOPMICHHS CIPABOK, aKTOB, 3asiBICHUH,
MPEJACTABJICHUM, CIIMCKOB, IIEPEYHEN.

Tema 7. CoBpeMeHHOe [1€J10BO€ MUCHMO

1. Posib 1 Ha3HAUEHUE JAEIOBOU MEPEIUCKH.

2. Bunpl 10KyMEHTOB, COCTABIISIONINX ACJIOBYIO IIEPEMHCKY.

3. IlucbMeHHBIN JET0BOM ITUKET BEACHUS JEI0BOM MEPENHUCKH.

4. CocTaB peKBU3UTOB JEJIOBOT0O NKUCchMa. biiaHk jenoBoro nucrMa.

Tema 8. CocraBiienne u oopmiieHHe JOKYMEHTALMH 10 JIHYHOMY COCTABY
1. lokymeHTanus no JMYHOMY COCTaBY.

2. CoctaB JOKYMEHTOB, 0(OPMIIIEMBIX B KaJpOBOM CIIyK0e.

3. Tlopsinok oopMIIeHHUS M COCTAB JOKYMEHTOB IIPHU paboTe C MEePCOHATIOM.

Tema 9. Opranu3anusi ¥ TeXHOJIOTUsI padOTHI ¢ JIOKYMEHTAMH

1. HopmaTuBHO-IIpaBOBOE PETyIMPOBaHUE Mpoliecca JOKyMEHTO00opoTa.
2. VHCTpyKLHS IO IETIONPOU3BOJICTBY.

3. TexHonoruuyeckoe obecreyeHne KOHTPOIIS UCTIOTHEHUS TOKYMEHTOB.

Tema 10. Opranusanus 371eKTPOHHOI0 J0KYMEHT0000pOTA

1. IloHsATHE 2IEKTPOHHBIA JOKYMEHT.

2. Buppl 31€KTpPOHHOM MOAMUCH.

3. Ilepegaua HNEKTPOHHBIX JOKYMEHTOB HAa XpaHEHHME B  BEJAOMCTBEHHBIE U
rOCyJAapCTBEHHBIE APXUBHI.

4. MexXBeIOMCTBEHHBIH AIEKTPOHHBINA JOKyMeHTo0OopoT (MD/10).

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

Tema 11. Oprannsanus XpaHeHHsl JOKYMEHTOB M o0ecnie4eHne HX COXPAHHOCTH.

1. XpaHeHre JOKYMEHTOB B CTPYKTYPHBIX MOAPA3/ICIICHUSIX OpraHnu3aluu

2. Ha3znaueHue M HCHOJb30BAHME IMEPEUYHEH B KAaueCTBE OCHOBHBIX HCTOYHHUKOB IO
M3YUYEHHUIO COCTaBa U COACPKAHUS IOKYMEHTOB.

3. Ilousarue onucu gen. [IpaBuna coctaBieHHs ONMUCEN.

Tema 12. /lesjonpou3BoACTBO 0 YCTHBIM H NMHCBMEHHBIM O0pAlleHUSIM IPAKIAH B
OpraHu3anuio

1. 3akoHOJaTenbHAs periaMeHTanusi paboThl ¢ MMCbMEHHBIMU M YCTHBIMHM OOpallieHUsIMU
rpaXaaH.

2. OcHOBHBIE BUJIBI 0OpAIICHUH.

3. JlnuHbIi IpuéM rpa’kJaH B OpraHU3aluu.

4. Opranuzanus paboThl ¢ MUCbMEHHBIMHU 00paIllEeHUSIMU TPaKJIaH.

IlpumepHvie memvl 8blcmynICHUL:

1. AkTtyanbHbIe TPOOJIEMBI TOKYMEHTAIMOHHOTO 00ECIIeYeHUs YIpaBICHUSI.

2. OcCHOBHBIE TOHSTHUS JOKYMEHTAIIMOHHOTO oOecredyeHus ymnpaBieHHs. OYHKIUH U
THUIIOJIOTHUSI CITY’)KEOHOTO TOKYMEHTA.

3. HopmaruBHO-MeTOMUECKOE O0ecreueHre JeI0POM3BOICTBA B TOCYAAPCTBEHHON U
MYHUILIUTIATIBHON CITyX0e.

4. KynbpTypa [en0BOM MHCBMEHHON peurd U Mpo(eCcCHOHAIN3M TOCYJapCTBEHHOTO H
MYHHULUIIATBHOTO CIIY>KAILIETO.

5. CoBpeMeHHas cTaHaapTU3alMs TpeOOBaHUI B cCTEME JeOPOU3BOICTBA.

6. SI3bIK CIy’)keOHOTO TOKyMEHTa KaK 4YacTh O(PHUIIMAILHO-IEIOBOTO CTUJIS PEYH.
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7.  DKCTpaJMHTBUCTHYECKUE TPeOOBaHMS, MPEIbABISEMbIE K CIY)KEOHOMY JOKYMEHTY.
SI3bIKOBBIE 0COOEHHOCTH O0(OPMIICHUS] PEKBU3UTOB.

8. JIuHrBHCTHYECKHE OCOOEHHOCTH CIYXEOHOTO JTOKYMEHTa: TOYHOCTb M SI3BIKOBOM
CTaHapT.

9. CoBpemeHHbIE HH(POPMALITMOHHBIE TEXHOJIOTHU B AEJIOMPOU3BO/ICTBE.

10. Cozpanue JOKYMEHTOB cTaHAapTHBIMU cpeacTBaMu Microsoft Office.

11. SI3bikoBbIe mpaBuia 0GOPMIIEHUS PEKBU3UTOB. TPyIHOCTH HANMCAHUSA OTICIIBHBIX
HaVMEHOBAHUM.

12. TUnWYHBIE JIOTUKO-CMBICIIOBBIE M  CTHJIMCTMYECKHE OLIMOKM, CIOCOOBI HX
ycTpaHeHus. PyOpuipoBaHHbIe IEpeUHCICHUS.

13. TpynHOCTH JIEKCMUECKOTO U TpaMMaTHYecKoro xapaktepa. Jlekcudeckue W
rpaduuecKue COKparieHus..

14. CocraBnenue U oQopMIICHHE OPTraHU3AIMOHHO-PACHOPSIAUTENILHOW U CIPaBOYHO-
MH(GOPMALMOHHON TOKYMEHTAIUH .

15. CoctaB u conepxaHue KaApoBOW JOKyMEHTalUWHU. TuUnuyHble OomMOKH B paboTe C
KaJpOBBIMU JIOKYMEHTaMHU.

16. Opranusaius paboThl ¢ JOKyMEHTaMHU.

17. TlpaBka U peJaKTUPOBAHUE CITyKEOHBIX TOKYMEHTOB.

18. Tpynusie ciyuan opdorpaduu U MyHKTyaluu.

19. OcoOGeHHOCTH PeueBOro ITUKETA MPU COCTABICHUU CITYKEOHBIX TOKYMEHTOB.

20. CrneupaJu3upoBaHHBIE  CHUCTEMbl  aBTOMATH3ALMM  JIESITEIBHOCTH  CIIYXOBI
JOKYMEHTAITMOHHOTO 00€CIIeYeHUsI YIIPaBIICHUS.

IIpumepnviti mecm:

1. OOwmmii nopsaaoK 0(popMIICHHS OPraHU3AIHOHHO-PACTIOPAANTEIbHBIX JOKYMEHTOB H
COCTAB PEKBU3HMTOB /ISl BCeX OPraHM3alUil YCTAHOBJIEH:

1) 3akoHoM «O06 nH(popMaluK, THPOPMALIMOHHBIX TEXHOJIOTHUSAX U O 3aIUTE
UH(pOpMaLUN»

2) BenoMmcTBEHHON MHCTPYKIUEH 10 J1€IONPOU3BOJICTBY OpraHU3aIlN

3) TOCTowm P 7.0.97-2016

4) 3akoHOM O TOKYMEHTALlUOHHOM 00€CIICUeHUH YIpaBICHUs

5) TOCTowm P 7.0.8-2013

6) TunoBoi MHCTPYKIMEH 1O JETONPOU3BOICTBY B (peaepabHbIX OpraHax
UCTIOJIHUTEIEHON BIIACTH

2. PexoMeHAaTe/IbHBIN XapaKTep rocy1apCTBEHHBIX CTAHAAPTOB YCTAHOBJICH:
1) 3akoHoM «O cTaHgApTHU3AIUN
2) IlocranoBnenuem IlpaButenbcTBa Poccuiickoit deneparuu
3) T'occranmaprom Poccun
4) 3akoHOM «O TEXHHYECKOM PETyIUPOBAHUN

3. IlepeuyeHb THNOBBIX YIPABJIEHYECKUX JOKYMEHTOB, 00pa3yl0LIUXCH B AeSTeJIbHOCTH
OPraHM3alMi, C YKa3aHHEM CPOKOB XPAHCHHMS YTBEPKICH:
1) PykoBoautenem @enepanbHoil apxuBHOU ciyxk0b1 Poccuu
2) MUHHCTPOM KYJIbTYpPbl U MAaCCOBBIX KOMMYHHKaIMI Poccuiickoit denepannu
3) MuHHCTEpPCTBOM 3/IpaBOOXPAaHEHUS M COIMANBHOTO pa3BuTHs Poccuiickoit denepanuu
4) T'OCTom P 7.0.8-2013

4. PexBU3MTHI a/ipeca HA MOYTOBBIX OTNPABJIEHUAX U 0JJAHKAX MOYTOBBIX NePEeBO/I0B
NUIIYTCS B MOPSAJIKe, YCTAHOBJIEHHOM:
1) TlpaBunamu Aen0npou3BOJCTBA B (hefAepalbHBIX OpraHaxX UCIOJHUTENBHON BIACTH
2) Ilocranosnenuem IlpaButenscTBa Poccuiickoit denepanun
3) PermameHTOM OpraHu3anuu
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4) Wnctpykuuei no aenonpou3BOACTBY OpraHU3aliu

5. lHopsinok ucnoJb3o0BaHus n3odpaxkenus I'ocynapcreennoro repoda Poccuiickoii
®enepanun Ha 0JAHKAX JOKYMEHTOB YCTAHOBJICH:
1) Tonoxxenuem o ['ocynapctBennom repoe Poccuiickoit denepannu
2) T'occrannmaprom Poccun
3) ®denepanbHbIM KOHCTUTYLMOHHBIM 3aKOHOM
4) PermameHTOM OopraHHU3aI[uu

6. [lesionpou3BoaCTBO — 3TO:
1) TO *Xe, 94TO ¥ TOKYMEHTOOOOPOT
2) TO e, YTO M IOKYMEHTAI[HOHHOE 00ecreyeHrne ynpaBieHHs
3) TO ke, YTO U JOKYMEHTHPOBaHHE
4) nesTenbHOCTh MO0 (POPMHUPOBAHUIO JJOKYMEHTOB B JieIa

7. JokyMeHT000OPOT — 3TO:
1) BO3BpaTHOE JABM)XEHHE JOKYMEHTA B MPOIIECCE €r0 ABUKCHHS B OpTraHU3aIUN
2) TO K€, YTO U JJOKYMEHTOMOTOK
3) nBIXEHHE JOKYMEHTA B OPraHU3aliy ¢ MOMEHTA €T0 MOAMMCAHUS IO OTIPaBICHHS
4) nBW)XEHHE JOKYMEHTOB B OPTaHU3aIlMM C MOMEHTA MX CO3/JaHHUsI WM MOJIy4eHUs 10
3aBEPIICHUS UCTIOTHEHUS UM OTIPaBICHUS

8. lokymeHT — 3T0:
1) undopmarys, 3akperyiéHHas B IPOCTPAHCTBE U BPEMEHHU Ha JcTe OyMaru
2) cBeleHUs 0 COOBITHAX, MTpOLEccax, IBJICHUAX, HE3aBUCHMO OT criocoba ux
NPEeCTaBICHUS
3) undopmanus, 3apuKcupoBaHHast HA OyMa)KHOM HOCHUTEIE
4) 3aduxcupoBaHHas Ha MAaTEpUATLHOM HOCUTEINE UH(OPMAIHS C PEKBU3UTAMU,
MO3BOJISAIOIIMMU €€ NACHTU(DUIIMPOBATH

9. B cucremMy oprann3anMOHHO-PACIOPSIAUTETbHOM TOKYMEHTALMU BXOIUT:
1) ¢unancoBas nfoKyMeHTaLUs
2) 0OaHKOBCKas TOKyMEHTaIUs
3) cnpaBoYHO-HUH(POPMAIIMOHHAS JOKYMEHTAIIHS
4) OTYETHO-CTaTHCTUYECKas TOKYMEHTAIUs

10. Opranusanusi padéoThl ¢ JOKYMEHTAMH BKJIIOYaET:
1) nokyMeHTHpOBaHUE
2) opraHu3aluio J0KyMeHToo0opoTa
3) cbop undbopmanuu
4) opraHuzaIuio pabouero Mecta

11. O6beM 1OKYMEHT0000pPOTA — 3TO:
1) KoaMuyecTBO BO3BPATHBIX JBM)KEHUH TOKYMEHTA 3a TOJ

2) o0BeM OJHOTO JeNna, YMHOKEHHBIN Ha KOJIMYECTBO JIEN, 3aBEIEHHBIX B OPraHU3aIllH B

TeUeHue roaa
3) KOJIHUYECTBO JOKYMEHTOB, IOCTYMHUBIINX B OPraHU3aIMIO U CO3/IaHHBIX €10 B
OMpEeICTIEHHBIN NEPUOJT

4) mpou3sBeleHUE TUIOIIAIN OJHOTO JUCTa JoKyMeHTa ¢popmara A4 Ha o01Iee KOJIMYECTBO

JIMCTOB JOKYMCHTOB, IIOCTYIIMBUINX B OPraHU3aIUI0 34 I'OQ

12. PeKBU3NT — 3TO:
1) 1O ke, 9yTO M OJIAHK JOKYMEHTa
2) oOIee KOJIMYECTBO CTPOK B JOKYMEHTE
3) o0s3aTeabHBIN JIEMEHT JIOKYMEHTA
4) CTeleHb 3aIUThl JOKYMEHTA OT TOJUICTKN
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13. IOpuau4eckasi cuiia J10KyMeHTa o0ecreynBaeTcs:
1) nHanmuumem Ha Onanke uzooOpaxkenus ['ocynapcrsernnoro repda Poccun
2) KOMIIETEeHIIMeH U3JaBIIero ero oprana
3) HanuuueM rpuda yrBepiKIeHH
4) HanMMuueM OTMETKU 00 MCHOTHEHUH TOKYMEHTa

14. HanmMeHoBaHHe BU/1a TOKYMEHTA , COCTABJIEHHOT0 HJIU U3IaHHOT0 OpPraHu3anuei,
HAO0JI5KHO ObITH OIPe/IeJIeHO:
1) MOMKHOCTHOW MHCTPYKITHEH
2) Ilomoxenuem o0 opranmzanuu (yCTaBOM)
3) IIpoTokonom
4) WHcTpyKIMen 1o AeI0NpOnu3BOIACTBY

15. B cnpaBo4HbIe JaHHbIE 00 OPraHU3alMH He BKIIOYaeTCs:
1) mouToBHIH anpec
2) Homep TenedoHa
3) OaHKOBCKHI CUET
4) HauMEHOBaHUE BBIIIECTOSIICH OpraHU3aIH

16. HenpaBuibHoe oopMmieHne AaThl «aeBsaToe Masi 2018 ronax»:
1. 9wmaxa 2018 roma

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

17. llopsanok ogopMiIeHHsI JATHI B PEKBU3UTAX IOKYMEHTA ONpeAe/IsieTCs:
1) Tlocranosnenuem IIpaBurensctBa Poccuiickoit denepannu
2) T'OCTom
3) Pacnopsokenuem [pe3unenra PO
4) WHcTpyKuMen 1o AeI0Mnpou3BOACTBY

18. JJo/zKHOCTD JIMIa, KOTOPOMY A/IPeCOBAH JOKYMEHT, YKa3bIBAIOT B:
1) WMEHHMTETHHOM MaJexKe
2) naTenbHOM Tajeke
3) poauTenHHOM Mafexe
4) BUHUTEIBLHOM TaJIexKe

19. JIoKyMeHT MOKeT COAePkKaATh:
1) onun agpecat
2) nBa amgpecata
3) He Oolee MATH aapecaToB
4) ne Ooyiee YETHIPEX aapecaToB

20. DjieMeHTHI IOYTOBOI0 a/Ipeca YKa3bIBaIOT B MOCJIeI0BATEJIbHOCTH:
1) ctpana

o0nacTtb, Kpai, pecryOinka
HACEJIEHHBIN IIYHKT
yJIULA, HOMEp J10Ma, HOMEP KBapTHPbI
HaMMEHOBAHME aJipecaTa

2 ) HauMMeHOBaHHeE aJipecara
HAaCEeJIEHHbIN MYHKT
o0nacTtb, Kpai, pecryOinka
yJIULA , HOMEp AOMa, HOMEP KBAPTUPBI
CTpaHa

3) HaumMeHOBaHHeE aJpecaTa
yJIULA, HOMEP A0OMa, HOMEP KBAPTHUPBHIL,
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HACEIEHHBIN IIyHKT
o0rnacTe, Kpai, pecryOiamrka
CTpaHa

21. Ilpu odopmiiennu rpuda yTBepKIeHUs CJI0BO YTBEPKIAI0 HMeeT CaeIyILUi BU/:
1) VYr1Bepxnaro
2) «YTBepxaaro»
3) YTBEPXIAIO
4) «YTBEPXJAIO»

22. JlaToi npuKa3a siBJsieTCs:
1) nara ero moAmUcCaHUs
2) nata ero BCTYIUICHHS B CUILY
3) nara ero paccbuUIKd
4) nata ero MojxydeHHs CTPYKTYpHBIM MOJpa3ielieHHEeM

23. AoopeBuarypa pexBusuta OKY /I pacumppoBbiBaercs, Kak:
1) otpacneBoil kogudukaTop yHUPHUIIMPOBAHHON JOKYMEHTAIIMH
2) obmepoccuiickuil Ki1accuPpUKaTop yHU(PHUIIMPOBAHHBIX TOKYMEHTOB
3) obmepoccuiickuii kaccuukaTop ynpaBiIeHUYECKOH JOKYMEHTAIUH
4) otpacneBoit Koau(UKATOp yIMpaBICHUECKON TOKYMEHTAIUU

24. Eciin Ha JOKyMEeHTe 3aroToBJICHA MOANUCH HAYATbHUKA MOAPAa3ieIeHNs, a
NMOANHUCHIBAET JOKYMEHT €ro 3aMeCTHTe/Ib, TO CJIedyeT:
1) nmomewaraTh Mpeasor «3a» Mepe J0KHOCThIO HadyalbHUKA
2) Hamucatb OT PYKHU IPEAJIOT «3a» Mepes] T0HKHOCThIO HauadbHUKA
3) mOCTaBUTH KOCYIO UEPTY Mepea AODKHOCTBIO HaualbHUKA
4) wucHpaBUTH U YKa3aTh HACTOALIYIO JOJDKHOCT M (PAMHUIIHIO JIMIIA, TTOANUCHIBAIOIIETO
JOKYMEHT

25. Ilpu odopmiieHun rpuda coriacoBaHus CJIOBO «COIJIACOBAHO» MMeeT CJIeAyIOIMid BI/I:
1) COI''TACOBAHO
2) CormnacoBaHo
3) «COI'JTACOBAHO»
4) COI''TACOBAHO:

26. IIpaBuibHOe opopmiieHne paciM(PpOBKH noanucH B pekBusnte «Iloamucey:
1) B.II. VBanoB
2) B.lBanos
3) HBanoB
4) Hpanos B.IL

27. 3aroJ10BOK K TEKCTY A0JI5KeH ObITh COIJIACOBAH C:
1) HamMeHOBaHMEM BUJA TOKyMEHTa
2) c HaMMEHOBAaHUEM OPraHU3alllU - aBTOPA IOKyMEHTa
3) c matoii JoOKyMeHTa
4) ¢ HaMMEHOBAHHMEM BBIIICCTOSIICH OpraHUu3alluu

28. OTMeTKa 00 HCIIOJIHHUTEIE J0KHA BKJIKOYATL B Ce01:
1) ®damwunuio u HoMep TenedOoHa UCTIOTHUTEIS
2) daMWINIO ¥ HHUITUAIBI UCTIOTHUTEIIS
3) HMuunmansl v GaMUIMIO WCTIOJTHUTEIS
4) HWuunmanel, GaMUIU0 1 HOMEP TesiepoHa NCTTOTHUTEIIS

29. IIpu HanpaBJ/IeHHH MM CHMA TOJKHOCTHOMY JIMILY €ro J0JKHOCTh M aMuiIus B
PEeKBH3HTE «AIpecaT? YKa3bIBAIOTCH:
1) B poAUTENHHOM MajeKe
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2) B UMEHUTEIILHOM IaJIeXkKe
3) B AaTENBHOM MAJEKE
4) B TBOPUTEIBHOM NAJEKE

30. PekBU3UT «3aro0JI0BOK K TEKCTY» He HCIIO0JIb3YyeTCs:
1) B mpuxazax
2) B IOCTAHOBJICHUSX
3) B CONPOBOAMUTENIBHBIX MUChMaX
4) B pacnoOpsKEHUAX

31. Kakas nesioBasi Oymara HaunMHaeTcs ¢ MectouMenusi 1-ro smua?
1) mpuxa3
2) 3asBIeHUE
3) IOBEpPEHHOCTH
4) pesrome

32.B kxakoM u3 Ha3BaHMii JONMYIIEHA OIIUOKA B MCNIO0JIb30BAHUH NPONMCHON WJIM CTPOYHOM
OYKBBI.
1) OproBckuit FOPUIUIECKUI KON
2) Opinosckas mkosna N 16
3) Poccuiickas akanemus rocyaapcTBeHHOM ciyxO0bl ipu [Ipe3unente Poccuiickoii
Oenepanuu
4) T'ocynapctBenHas TpeTbsKoBcKas raiepes

33. Kakas u3 npuBeI¢HHbIX (paMUJIN He CKIOHACTCS.
1) Hlaxpait
2) Ulepba
3) Txkauyk
4) Hlambunaro

34. BoiOepuTe NpaBU/IbHBINA BAPDHAHT 3aKJIIYUTENbHON (POPMYJIBI BEKTUBOCTH B 1€JI0BOM
NHUCbMe.
1) C yBaxxeHuem
2) Bcerga Bam
3) C yBaxkeHHEM,
4) C BBICOYAHIITMM TIOUYTECHUEM,

35. OrmeTbTE, KaKOE CJI0BOCOYECTAHNE COOTBETCTBYET SI3BIKY JOKYMEHTA.
1) 3aBOIUTH YroJIOBHOE JI€JI0
2) BbICIATh HAa PACCMOTPEHUE
3) BbBLAATH KPEIUT
4) BO3MOXXUTH KOHTPOJIb

36. C xakuM c10BOM Heb3s1 ynorpeours yactuny HE:
1) HesBKa
2) HeUMCHHE
3) HecoOmoeHue
4) Henpu3HaHUE

37. Kakoe U3 NpuBeI¢HHBIX CJI0B MOKHO YIIOTPeOJIATH B sI3bIKE JOKYMEHTA:
1) meHcmoHepka
2) nupeKTpuca
3) cekperapiia
4) cTyneHTKa

38. OTMeTbTe HeyAauHbIi BHIOOP (POPMBI MHOKECTBEHHOI'0 YHCJIA CYIIECTBUTEIHLHOIO:
1) pexropa
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39.

40.

41.

42.

43.

44.

45.

46.

47.

2) mpodeccopa
3) AoroBOpBI
4) nupexropa.

OTtMeThTe €J10BO, KOTOPOE HAMMCAHO MPABWILHO:
1) Oe3MHHUIIMATUBHBIN

2) TOpeabIHCYJIbTHBIN

3) B3bIMaTh

4) MeKBIHCTUTYTCKHUIA

OTtMmeTbTE €J10BO, B KOTOPOM J0NYyIIeHA OIIMOKA:
1) OGecnpeneeHTHBIN

2) KOH(UICHIHATBHOCTD

3) KOHBIOHKTYPIIUK

4) IOPUCTKOHCYIBT

OTtmeTbTE €J10BO, B KOTOPOM J0NYIIEHA OIIMOKA:
1) amemusius

2) nunep

3) UYepkeccus

4) Tannua

OTMmeThTE, B KAKOM COKPAIICHUH JOMYILIEHA OMIMOKA:
1) momm.

2) wipa.

3) 3arc

4) rr.

OtmerbTe 2a00peBHAaTYPy MY’KCKOIO poaa:
1) UK

2) TCXK

3) IOHECKO

4) CHI'

Bbi0epuTe npaBuJIbLHBIN BApHAHT 0OPMJICHHUS AaThI B TEKCTE:
1) ¢2008 o 2010 rox

2) B 2008/ 2009 romax

3) ¢2008 mo 2010 romapr

4) ¢ 2008 mo 2010 rox

OtMeThTe HENMPABUJIbHO 00Pa30BaHHYI0 (OPMY YHCIUTETBHOTO:
1) Oosee ABYXCOT ABAALIATH YYACTHUKOB

2) ¢ IByMsCTaMU JABAANATHIO Y4aCTHUKAMHU

3) o AByXcTax IBaalaTH y4acTHHUKAX

4) K AByCTaM ABaJlaTH YYaCTHUKAM

Kakast u3 3bIK0BBIX (pOPMYJI HE COOTBETCTBYET CTPOro 0pUIIHAILHON Nepenucke:
1) CraBum Bac B u3BecTHOCTD, YTO...

2) VYo6emutensHO mpocuM Bac pemuts Bompoc...

3) Ecnu Bam He TpyaHO, cOOOIINTE, MOKATYNACTA, ...

4) Ilpurnamaem Bac npunaTs yyactue...

Kakue u3 KJ1109eBbIX CJI0B CONMPOBOAUTECJIBbHOIO NMHCbMA aApeCOBaAHbI B CTOPOHHIOIO

OpraHuM3anmio:

1) IlpencraBisiem Bam...
2) Hampagnsem Bawm...

22



3) Iloceutaem Bawm...
4) Bsricbutaem Baw...

48. OT™MeTbTE, KaKOE CJI0BOCOYETAHNE MOKHO MCII0Jb30BAaTh B A3bIKE JOKYMEHTA:
1) 3agmeilicTBOBAaTH COTPYIHHUKA
2) O03BYYUTb TOUKY 3PEHHUS
3) npomnucarb B JOKYMEHTE
4) BBINOJIHUTH IOPYYEHUE

49. B kakoM psiy Bce CJI0Ba COYETAIOTCSA € IJIAroJ1aMHu NPaBUIbHO:
1) moBbIcUTH (TpeboBaHUs, YCIIEBAEMOCTb, TOKA3aTEIN)
2) okazaTh (HOIJEPKKY, BHUMAHUE, BPEN)
3) yaemeBUTH (IPOAYKTHI, C€OECTOMMOCTbD, TOBAPHI)
4) npuHUMATH (K UCTIOJHEHHUIO, K CBEICHUIO, MEPHI)

50. OTmeTbTE, B KAKOM CJI0BOCOYETAHUM COICPKUTCS IPAMMAaTHYeCKas OIHMOKa:
1) 3amnaruth 3a mpoesn
2) OIUIaTHUTb MO CYETY
3) 3amjaaTtuTh JOJTH
4) ynnaTUTh 32 MOKYNKY

51. OTmeTbTe MJICOHA3M, KOTOPBIH MOKHO YIOTPeOJISITh B 1€/10BOM peyn:
1) KOHCeHCyc MHEHH
2) aaIMHHHUCTPATUBHOE YIpPaBJICHHUE
3) Top:KecTBEeHHas EPEMOHHUS
4) maMsATHBIA CyBEHUP

52.0T1mMeTbTe, KaKOi U3 NPOU3BOAHBIX PEAJIOr0OB CJaeAyeT 3aMeHUTh:
1) B cooTBeTCTBUU C TOTOBOPEHHOCTEHIO. . .
2) Ha ocHOBaHHH BBIIIECKA3aHHOTO. ..
3) BcnencTBue npeacTOAIUX BHIOOPOB. ..

4) Bnarogaps yKa3aHHBIM OOCTOSTENLCTBAM. . .

53. B kakoMm cJ10Be JONYyIeHA OIMOKA B HANIMCAHNH OKOHYAHMSA:
1) Ilo okoHUaHHMHM CpOKA...
2) Ilo npenbsBICHUU TOKYMEHTA. ..
3) Ilo npunére B adpomopr...
4) Tlo npue3ny B MoCKkBy...

54. OTmeTbTe, KAKOE CJIOBOCOYCTAHNE HE YIOTPEOJIsieTcs B 1eJI0BOM peYu:
1) ucnoyHUTENIbCKAs BIACTb
2) mnpencTaBUTENbCKHE PACXOAbI
3) KapAMHaJIbHBIN BOIpocC
4) >KUIUIHBIN HOH]T

55. llonsiTHE «3JIEKTPOHHBINA JOKYMEHT) OIpe/Ie/IeHO:
1) ®enepanbHbiM 3aK0HOM «O0 HHPOpPMAIUHU, HHOOPMAIIMOHHBIX TEXHOJIOTHUAX U O 3aIUTE
nHpopMaIum»
2) ®enepanbHbIM 3ak0HOM "OO0 3neKTpoHHOM 1MPOBOIT moaIHCcH")
3) ®denepanbHbiM 3aKOHOM «OO0 3IEKTPOHHOM TIOKYMEHTE»

56. IlepeyeHnb 00s13aTEJIbHBIX CBEACHUH 0 JOKYMEHTAX, HCIO0JIb3YeMbIX B CHCTEMAax
3JIEKTPOHHOI0 JOKYMEHT0000poTa (heepaibHbIX OPraHOB HCIOJIHUTEILHON BJIACTH,
onpeesién:
1) TunoBoil MHCTPYKLMEHN O ETOMPOU3BOJACTBY B (hefepanbHbIX OpraHax
HCIOJHUTENLHON BIACTH
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2) ®enepanbHbIM 3aKOHOM "O TOKYMEHTAIIMOHHOM OOECTICUCHUH YIIPABICHYECKON
JEeSITENIbHOCTH "

3) Hocranosnenuem IIpaButensctBa Poccuiickoit @enepanun «O06 yrBepxkaenuu [pasun
JIeTIOTIPOU3BOICTBA B (he/iepabHbIX OpraHaxX UCHOJIHUTEILHONW BIACTH

4) IlocranoBnenueM IlpaBurensctBa Poccuiickoii @enepaunnu «llonoxxenue o cucteme
MEXBEJIOMCTBEHHOT'O AJIEKTPOHHOTO IOKYMEHTOO00POTa

57. Opranu3aTopomM Me:KBeJOMCTBEHHOI'0 3JICKTPOHHOI'0 JOKYMEHT0000pOTA ABJISCTCH:
1) ®enepanbHas ciayxba oxpansl Poccuiickoit ®eneparyu
2) Apmunucrpanus llpesunenta Poccuiickoit denepanun
3) Amnmnapar [IpaBurensctBa Poccuiickoii @eneparu.
4) T'naBHOe ympasiieHHE crelMaabHbIX Tporpamm [Ipesunenra Poccuiickoit @enepanuun

58.CepTudukar Kia04a 31eKTPOHHON IM(PPOBOIi MOANNCH He BKIHOYAeT:
1) perucTpanoHHBIN HOMEp cepTHU(HKaTa KIH04a MOIUCH,
2) cpok aeicTBUA cepTU(HKATa KIH0Ya MOIMHCH
3) cBeaeHus o BiajeNblia CepTU(HKATA KIH0Ya MOIMUCH
4) OTKpBITHIN KJIIOY 3JEKTPOHHOM LM(POBON MOUCH;
5) 3aKphITHIH KITIOY IEKTPOHHOM 1TUGPOBONA MOIIUCH
6) cBeneHus 00 yAOCTOBEPSIOIIEM IIEHTpPE, BhIAABIIEM CEPTU(PUKAT KITF0Ya MOIHUCH;
7) cBeneHus o0 ycIOBUS NPU3HAHUS IOPUANYECKOTO 3HAUEHHSI SJIEKTPOHHOTO JJOKYMEHTA C
AJIEKTPOHHOU IIU(PPOBOI MOAMHUCKHIO

59. MeTagaHHbIE — 3TO:
1) oOs3arenbHBI KOMIOHEHT PETUCTPALIMOHHON KapThl JOKYMEHTA
2) oJHa U3 COCTaBISIOIIUX MIEKTPOHHOU TU(MPOBOM MOIIUCH
3) wunentudukarop UHGOPMALIMOHHOTO pecypca, MO3BOISIOMIUN YIIPABIATH UM,
OCYIIECTBJISATh MOUCK U XPAHEHUE
4) naHHBIE, ONPECIAIONINE IOPUAMUECKYIO CUITY DIIEKTPOHHOTO IOKYMEHTA

IIpumepnvie ketic-3a0anus:

3aganue 1. CocTraBiieHHe OPraHM3ANMOHHO-PACTIOPAANTEILHBIX IOKYMEHTOB

Curyanus:

[IpencraBeTe cebe, uto Bbl paboTaeTe B KOMMaHMM MOMOIIHUKOM PYKOBOIWTENS. Bam
HE0OX0IMMO MOATOTOBUTH MPOEKTHI OPraHU3aIMOHHO-PACTIOPSIUTENBHON TOKYMEHTAIUN

CocraBbTe NMpHUKa3 MO pe3yiabTaTaM MPOBEPKU B XOJ€ MHBEHTAPU3ALMHN MaTepUaIbHBIX
neHHocte B cpeaHedl mkone Ne 1. BmagmBoctoka, mpoBenénHoit ¢ 10.09.2015 mo
20.09.2015. B pe3ynbraTte npoBepKu ObLTH BBISBICHBI CYILIECTBEHHbIE HeocTaTki. Heo0xoaumMo
MOBBICUTH KOHTPOJb TMpemojaBaTeNiel 3a COXPaHHOCTBIO IIKOJIBHOTO 000pYAOBaHMS,
aKTUBU3UPOBATh pPaldOTy C Yy4YaUIMMHUCS MO BOCHHTAHMIO Y HHUX OEpeKHOr0 OTHOLICHHS K
HUMYIIECTBY.

CocTaBbpTe pacnopsiKeHHE PYKOBOAMTENS 00 OpraHH3aluu JEXKYpCTBa B Mpa3JHUYHBIC
nau ¢ 31 nexabps 2015 roga mo 10 suBaps 2016 roga. Ilpemnoxxure 3am. aupektopa mo AXY
(aIMUHUCTPATUBHO-XO3AUCTBEHHAs! YacTh) OPraHu3oBaTh coTpynHukoB 31.12.2015 no 17-00 4
MIPOBEPUTH M OIEeYaTaTh Bce CiIy)KeOHble moMenieHuss. OOsKuTe MOArOTOBUTH Ha YTBEPXKJICHUE
rpaduk nexypera a0 31 gekabps. Opranuzanuio U (GpaMUIUN JOJHDKHOCTHBIX JIMI] YKa)KUTE
CaMOCTOSITENIbHO.

OdopMute BBHIMUCKY U3 TpHKa3za Mo WHBeHTapuzanuu. CoctaBbTe U 0GOPMUTE AKT O
MIPOBEpPKE COXPAHHOCTHU JIOKYMEHTOB B OpTraHHU3aI1H.

CoctaBpTe U 0OPMUTE B COOTBETCTBHM C TPEOOBAHMUSIMH MPOTOKOJ 3acelaHHs COBETa
JTUPEKTOPOB aKIMOHEPHOTO OOIIECTBa O CO3bIBE T'OJOBOT0 00IIero coopanusi akuuoHepos. Ha
3aceJaHUM OBLIM ONpEIENIeHbl MecTo, Bpems, (opMa (OuyHasl) MpOBEICHHsS COOpaHUSs, a TaKxKe
YTBEPXAEH CHUCOK KaHIMAATOB, BKIIOYAEMBIX B OMOJUIETEHHM [JIsl TOJOCOBAHUS IO TOBOIY
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n30paHus B WICHBI cOBETa TupekTopoB. HeoOxoaumyro nHpopManuio (Ha3BaHUE aKIIMOHEPHOTO
oOmiecTBa, (paMWIMK BBICTYNUBIINX JOKJIAJUYUKOB M T.JA.) JIOTOJHUTE CaMOCTOATENbHO. Bee
PEKBU3UTHl JIOKYMEHTa O(GOpPMHTE B COOTBETCTBHM C IIOJIO)KEHUSIMH  JICHCTBYIOIIETO
3akoHogarenscTBa U 'OCT P 7.0.97-2016.

KpaTtkue meTonndeckue yKa3aHus

Keiic-3aganne cocTouT M3 4eThpéX 3agaHui. MakcuMaiabHO 3a Keic-3aaHue MOXKHO
noJy4uTh 7 OaiuioB. BpeMs, oTBoiMMOE Ha BBINOJIHEHUE Keic-3aJaHus, COCTABISAET 35 MUHYT.

3aganue 2. CocraBijieHne HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Curyanus:

IIpencraBbTe cebe, uto Bbl paboTaeTe B KOMMAHWU MMOMOIIHUKOM PyKOBOIHUTENs. Bam
HE00XO0AMMO MOJITOTOBUTH MPOEKThI MH(OPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB:

CocrtaBbre B cootBerctBUU ¢ ['OCT P 7.0.97-2016 u odopmuTe NOIHBIM MPOTOKOT
3acelaHusl KoJJIeTMu o paboTe otraena HHPOPMATHU3AUHU IO OOECIEUYEHUIO eSTelNbHOCTH
yupeKIeHMs (Ha3BaHHUE YUPEXKIEHUSA, MECTO M3/IaHUS JIOKyMEHTa U JIp., PEKBU3UTHI yKa3aTb
camocTosTeNbHO). Ha 3acemanuu pedp 1uia 0 HEOOXOAMMOCTH JOTIOJHUTEIILHOTO BbIICIECHUS
KOMIIBIOTEPOB JUIsl 0Tzena nHpopmaruzauuu. Coolanock Takke 0 TOM, YTO B OTJIEJIe HOBBIX
pa3paboOTOK MPOBOAATCS MEPONPHUATHS M0 YAYYIIEHUIO OpraHu3alui HH(OPMAIIMOHHBIX
nporeccoB. Ha 3acemanun 0700peHO OCHOBHOE HalpaBlieHHE paOOThl OTHAENa W HPUHITO
peleHre MOpY4YUTh AAMHUHUCTPATHUBHO-XO3SHCTBEHHOW Cilyx0e MNpuoOpecTH [uid OTxAena
uHpopMaTU3aLUU 3 KOMIIBIOTEPA.

CoctaBbTe MPOTOKOJI MPOU3BOJCTBEHHOIO COBELIAHUS PAOOTHUKOB HOPUAMYECKOTO
oTJena, KOTOpble OOCY)XJIaJld BOINPOC OpraHu3aluu paboThl B OT/AENE B CBA3M C Pa3BUTHEM
KOMMEpPYECKON JesATeIbHOCTH U MPUHSJIM  pelIeHHe O HeoOXOAMMOCTH  YBEJIHUYEHUS
YHUCICHHOCTH pPAOOTHUKOB IOPUAMYECKOrO OTHena M 00 OCHAIleHUH OTJella HOBBIMU
KOMIIBIOTEpaMH.

Hanummure noxnamnyro 3anucky Ha ums pykooaurens OOO «IIpum-KoncantuHr» o
KOMaH/IMPOBaHUM B I'. XabapoBCK CTapllIero MHKeHepa TexHuueckoro otaena Meanosa M.M.. ¢
06.10.2012 roga cpokoMm Ha 5 qHEN A7 BBICTYIUIEHUS € JOKJIAJIOM Ha ceMHUHape «COBpeMEHHbIE
crocoObl ONTUMHU3ALUHU JOKYMEHTOO00POTa B KOMMEPUYECKOH OpraHU3aIiumny.

CocraBpre rapantuiiHoe mucbMo OAO «busnec-ABromatuka» k OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHMM MOMOILIM B YCTAHOBKE M HajlaJIke 000pyNOBaHMS BBIYUCIUTEIBHOTO
LIEHTpA.

[TonroroBsTe U O(GopMUTE MUCBMO C COOOIIEHHEM O IMPOBEIEHHUU TOJIOBOrO 0OLIEro
coOpaHusi aKIIMOHEPOB AKIMOHEPHOro OO0IIecTBa (Ha3BaHHE U CHPABOYHBIEC JaHHbIE OOIIECTBA
JIOTIOJIHUTE CaMOCTOSATENbHO). B cooluieHnn ykakuTe, 4To cOOpaHHE CO3bIBACTCS B OYHOM
dopme, oIpenennuTe CaMOCTOSITEIbHO TOBECTKY [HS, JaTy, BpeMs WU MECTO IpOBEACHUS
roJI0BOro oOmiero coOpaHus, Hadajlo M OKOHYAHUE PETUCTPAlMM YYaCTHUKOB COOpaHHMs.
Heo0xonumo yka3aTb, Kakue JOKYMEHTBI HY)KHO MMETh Ipu cebe (IacropT, J0BEpEHHOCTh Ha
nepefady IpaBa Ha ydacTHe B coOpaHuu W 1p.). Bce pekBu3uThHl HOKyMeHTa odopmuTE B
COOTBETCTBUHU C TOJIOXKEHUSMH JIEHCTBYIOLIEro 3akoHojaTenscTBa M TpedoBanusmu ['OCT P
7.0.97-2016.

KpaTkue meTonndeckue yKa3aHus

Keiic-3aganne cocTouT M3 MATH 3aJaHuil. MakcUMallbHO 3a KeWc-3aJlaHHe MO>KHO
MoJIyduTh 7 OannoB. Bpemsi, 0TBOuMOE Ha BBITIOJIHEHHE Kelic-3a/laHusl, COCTABISIET 35 MUHYT.

3ananue 3. CocTraBiieHUuE KAAPOBOH TOKYMEHTAIlUU

Curyanus:

[IpencraBeTe cebe, uTo Brl paboTaere B KOMIIaHUU B OTAeNe KaapoB. Bam HeoOxoanmo
MOATOTOBUTH MPOEKTHI KaIPOBBIX TOKYMEHTOB

Ha ocHoBaHumM 3akiOYEHHOTO TPYAOBOTO JAOroBopa o mnpuéme Bac Ha MOMKHOCTH
MEHeKepa 1o TYpU3My B TypuUcTHUecKyIo GpupMy «boH-Bosbk» opopmute nprkasz no JMYHOMY
cocTaBy o npuéme Ha padoTty (o yaudumuposanHoit popme T Ne 1).
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CoctaBbTe U OPOPMHUTE XAPAKTEPUCTUKY HA COTPYTHUKA OTJENa KaJIpOB, MOIMUCAHHYIO
PYKOBOJIUTENIEM JaHHOTO CTPYKTYPHOTO TojapazaeneHus. Opranuzanuio, pamMimimn pabOTHUKOB
YKaKUTE CaMOCTOSTEIIbHO.

CocraBbTe U 0QOpPMUTE 3aBIICHUE O TIEPEBOJC HA IPYTYIO PabOTy, B KOTOPOM YKAXKHTE
CTPYKTYpHOE TMOJpa3JIeieHne, JOJDKHOCTh, TPU HEOOXOJUMOCTH — OCOOEHHOCTH B pabore
(memonHbBIN pabouwmii AeHb, MOYacoBas oruiara). Ha ocHoBaHUM 3asBIIEHUS] COCTaBbTE MPUKA3 110
yaupuuupoBanHoit popme T Ne 5.

Odopmure 3anuce B TPyIOBYIO KHHXKKY O ITpuéMe Ha paboTy M CIIpaBKy ¢ MecTa paboThl
C YKa3aHHEM JIOJDKHOCTHU U CPEHEMECSYHOT0 3apadoTKa.

Kpartkue meToanueckue ykazaHus

Keiic-3aganre cocToUT M3 4YETHIPEX 3aaHUi. MakcUManbHO 3a Keic-3aJjaHhe MOKHO
MOJIy4uTh 7 GamoB. BpeMsi, 0TBOMMOE Ha BBIMIOJTHEHHUE Keiic-3a/ITaHus, COCTABISIEeT 35 MUHYT.

3aganue 4. UHCTpyKUMS 110 1e710IIPOU3BOACTBY

KpaTkue meTonndeckue yKa3aHus

CyTp 3aaHMsl COCTOMT B (JOPMHPOBAHUHU OPraHU3ALMOHHOTO JOKyMeHTa «HCTpyKuus
10 JIeJIONPOU3BOJCTBY», B KOTOPOM OyneT oOTpakeHbl TpeOOBaHUS U TpaBWiIa BEICHUS
JIeNOTIPOU3BO/ICTBA, MMPaBUIIA JOKYMEHTHPOBaHHS MH(POPMALIUU B OpraHU3alyu.

MakcuMasabHO 32 BBINOJIHEHUE WHAMBUIYAIBHOTO 3a/laHUSI MOXKHO TOJIyYUTh 7 OayuioB.
Bpems, 0TBOAMMOE Ha BBINIOJIHEHUE 3aJaHUs, COCTABIAET 15 MUHYT.

4.3. OueHo4HbIe CPEACTBA IS POMEKYTOYHOM aTTeCTAlluH.

4.3.1. ®opmupyeMble KOMIETCHIIUH C YKa3aHUEM 3TaoB UX (JOPMUPOBAHU B IIpoliecce
OCBOEHHS 00pa30BaTeNnbHOM porpamMmel. [lokazaTenu U KpUTEpUH OLICHUBAHUS KOMIIETEHIUH ¢
yu€TOM 3Tamna ux GOpMHpPOBAHUS

Kon HanmeHnoBanue Kon HanmenoBanue 3Tana
Kommne KOMIIeTeHI[ UM 3Tana 0CBOEHUs OCBOEHHS KOMIIETEeHIIUH
TeHI U KOMIIeTeH M1

u

OIIK-1 | Baagenue naseikamu | OIIK - 1.2 CrniocoGHOCTH paboTath ¢
MOMCKa, aHAJIN3a U JOKYMEHTaMU HCTIOJIb3YS
UCIOJIb30BAHUS BO3MOKHOCTH TEKCTOBOTO
HOpPMaTHUBHBIX pelakTopa, BECTH
IIPaBOBBIX 3 PEeKTUBHBIN MOUCK
JOKYMEHTOB B CBOEi uHpopManuu B 6a3ax JaHHBIX U
npodeccuoHaIbHON IPUMEHATh HOPMAaTHBHbBIE
NEATEIIbHOCTH nokyMeHThI (B T.4. [OCTsI)

OIIK-6 | Cnocobnocts pemats | OIIK- 6.4 CriocoGHOCTB UCII0JIb30BATh
CTaHJapTHbIE 331241 CIpaBOYHO-UH(POPMALIMOHHBIE U
npoheccuoHaIbHON CIPaBOYHO-NIPABOBBIE CHCTEMBI
JeATeIbHOCTH Ha Ui TIOMCKa M aHajM3a
OCHOBE HE00X0IUMOM uHpOpMALIUU
MH(POPMAIIMOHHOH U npu peleHnu
o6ubnmorpaduueckoi npo(heccHOHaTbHBIX 3ajad,
KYJIBTYpPHI C HCIOJIb30BaTh OCHOBHBIE
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pUMEHEHHEM
MH(pOpPMAIIMOHHO-
KOMMYHHKAITUOHHBIX
TEXHOJIOTUH U C
Y4ETOM OCHOBHBIX
TpeboBaHuUM
nH(POPMAIIMOHHOH
6e3011acHOCTH

MIPUHIUAIIBI opraHusanuun
JICTIOTIPOU3BOICTBA u
JOKYMEHTO000poTa B
OpraHu3alusAX  BCEX  BHUJOB
COOCTBEHHOCTH, TAaKXKe METOJIOB
JEIONPOU3BOICTBA.

I1K-18 | cmocoGHOCTD
NPUHUMATh y4acTHE B
NPOCKTHPOBAHUT
OpraHU3alMOHHBIX
JNEUCTBUM, yMEHUE
3pPEeKTUBHO
UCTIOJIHSTD
ciry’keOHBIC
(TpynoBbie)
00513aHHOCTH

IIK 18-2

CriocoOHOCTH MTPOEKTHUPOBATH
OpraHru3alilMOHHBIC I[eﬁCTBHH.

IIK-24 | Bnagenue
TEXHOJIOTHUSIMH,
pUeMaMH,
00ecreYnBarOIIIMHU
OKa3aHHUE
rOCYIapCTBEHHBIX U
MYHHUITUTATBHBIX
yCIyr pu3nyecKuM u
IOPUANYECKUM JTUIAM

[1K 24-3 Ha ounoit popme
oOyueHus

Crnoco6HOCTB pa3pabaTeIBaTh U
3¢ dEKTUBHO UCTIONHSATH
yIpaBJICHYECKUE PELICHUS

JTamn 0CBOCHUs! Iloka3zaTenn .
Kpurepnii onennBanus
KOMIIeTeHIIUH OllCHUBAHMS
OIIK-6.4 BriOupaer s13bIKOBbIE I'pamoTHO OCyILIECTBIISIET
CriocoOHOCTD BECTH CPEACTBa JUIsl OCYLLECTBIEHMS | JOKYMEHTAllHOHHOE
OCYILECTBIIATh JOKYMEHTAllMOHHOT'O oOecrieueHue u
JOKYMEHTAl[MOHHOE oOecrieyeHus u JEJIONIPOU3BOJICTBO HAa PYCCKOM

obecneyenne u
JICTIONIPOU3BOICTBO Ha
PYCCKOM ¥ HHOCTPAHHOM
SI3BIKE

ACIIOMMPONU3BOACTBA HA
PYCCKOM U MHOCTPAHHOM
SA3BIKE

U MHOCTPAHHOM A3BIKC

OIIK-1.2.

CriocoOHOCTDH MTPUMEHSITh
OCHOBBI HH(OPMALTUOHHON U
o6ubnuorpaduyeckoit
KyJbTYpbI, HHPOPMAIIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH B IPOLIECCE
JTOKYMEHTAIMOHHOTO
oOecrieyeHus u
JIeTIOTIPOU3BOJICTBA B
rOCY/IapCTBEHHOM U

Ymeer opopMIIATH
oduLManbHbIE U JIEIOBbIE
MUCHhMa, J0TOBOPHI, IpyTHe
pacrpocTpaHéHHbIE
JTOKYMEHTBI

[TpaBuiIBHO OPOpPMIIEHBI
o(unMaIbHbIE U 1ETOBbIC
IIMCbMa, I0TOBOPBI, IpYTHe
pacnpoCTpaHEHHbIE JOKYMEHTBI
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JTamn 0CBOCHUs! Iloka3zaTenn .
Kpurepnii onennBanus
KOMIIeTeHIIUH OllCHUBAHMS
MYHUIUIIAJIBHOM
yIIpaBICHUU

4.3.2. TunosBble OLICHOYHBIE CPeACTBA

Bonpocsl k 3auéry

CopepxaHue U Ha3HaYEHME JEI0ONPON3BO/ICTBA.

Opranu3annoHHsie (GOPMBI JETOMPOU3BOICTBA.

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

BI/II[BI BHCKTpOHHOfI NOAIHNCHU U MOPAIOK UX MPUMCHCHUS.

Nk W=

Hopmatuuelii  nokymeHnT «lIpaBuna nemompous3BoACTBa B (efepalbHBIX — OpraHax

HUCITOJIHUTEIbHOMN BJIaCTu», €ro Ha3HA4YCHUC.

*®

HanmonanpHble CTaHAAPTHI MO YIPABICHUIO JOKYMEHTAMU.

HopmatuBHBIE IIPaBOBbIE aKThl OpraHa BIACTH, PErVIAMEHTUPYIOIINE OpPraHU3aIuio paboTh

C IOKyMEHTaMHU.

10. MHCcTpyKIMsT 1O JENONPOU3BOJACTBY, HOpPMAaTHUBHAs M MeToAuueckas 0Oaza pa3paboTKu
MHCTPYKLUU O JEJIOIPOU3BOACTBY.

11. biank goxymeHTa, BUJbl OJJAHKOB COCTaB PEKBH3UTOB OJaHKA.

12. CocraB peKBU3UTOB YIOCTOBEPEHUS, MOPAIOK UX OPOPMIICHHUS.

13. CnyxeOHble OTMETKH Ha JOKYMEHTE, OPSJIOK UX 0(OpMIICHUSI.

14. Cucrema opraHu3alMOHHO-NIPABOBOM JIOKYMEHTALlMM, HAa3HAUEHUWE W BHJOBOM COCTaB
JOKYMEHTOB.

15. TloHsiTHE HOPMATUBHOIO TPABOBOrO AaKTa, BHJABl HOPMATHBHBIX IPABOBBIX aKTOB
(benepanabHBIX OPraHOB UCTIOJHUTENBHOM BIIACTH.

16. JlomKHOCTHAs MHCTPYKIMS, HA3HAUEHHE TOKYMEHTa, COCTaBJIeHUE U 0(POpMIICHHE.

17. Ilpouenypa cornacoBaHusi JOKYMEHTOB, €€ Ha3HAau€HHE, BHEIIHEE U BHYTPEHHEE
COTJIaCOBAHUE.

18. BusupoBaHHe JOKYMEHTOB, 0COOEHHOCTH BU3UPOBAHHUS PACTIOPSAUTENBHBIX TOKYMEHTOB.

19. Cucrema pacnopsIuTenbHON JOKyMEHTAllMN, Ha3HAYeHNUEe U BUJIOBOM COCTaB JJOKYMEHTOB.

20. Cocraienue u opopmIIeHHE PUKa3a IO OCHOBHOM 1€ TEILHOCTH.

21. Tlopsaok TOKYMEHTHPOBAHUS KOJUIETHAJIbHOM (COBEUIaTeIbHOMN) NS TeTbHOCTH.

22. TIporokoi 3acefaHusi, BUAbI IPOTOKOJIOB, COCTaBICHUE U O(hOpMIICHHE.

23. Cucrema UH(POPMAIMOHHO-CIIPABOYHOM JOKYMEHTALlMW, Ha3HAuYe€HHUE M BUAOBOW COCTaB
JOKYMEHTOB.

24. JlenoBoe MUCbMO, Pa3HOBUIHOCTH JEJIOBBIX ITUCEM.

25. CocraBnenue u opopMIICHUE AEJIOBOTO MMUChMA.

26. TekcT yIpaBIIEHUYECKOTO JOKyMEHTa, oOImmMe TpeOOBaHMUS K COCTAaBJIEHHIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BHJ IOKyMEHTa, Pa3HOBUAHOCTH aKTOB, 0COOEHHOCTH COCTABJICHUS U 0(OPMIICHUSI.
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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.
54.

55.
56.
57.

[lonatne  JOKYMEHTOOOOPOTAa,  KAueCTBEHHbIE M  KOJHYECTBEHHBIE  IapaMeTpbl
JTOKYMEHTO000pOTa.

[TpuHIMOBI PallMOHANBHOM OpraHU3aluu T0KyMEHT0000poTa.

OCHOBHBIE ATaITbl JBMKEHUS TOCTYNAIONINX TOKYMEHTOB.

OCHOBHBIE ATaITbl JBWKEHUS OTIPABISIEMBIX IOKYMEHTOB.

@®opMBI 1 METOBI COBEPILICHCTBOBAHUSA JOKYMEHTO000POTA.

Ha3nauenue u 1ienm perucTpannu J0KyMEHTOB, IPUHIIUIIBI PETUCTPALIH.

CTpyKkTypa pErucCTpallMOHHOTO HOMEpa NOCTYHAIOMIMX, OTIPABIIIEMBIX W BHYTPEHHUX
JOKYMEHTOB.

OCHOBHBIE PEKBH3HUTHI PETUCTPALIIOHHBIX (POPM.

OCoOeHHOCTH perucTpalnu OTACIbHBIX BUJOB JOKYMEHTOB (IIPUKa3, J€JI0BOE MHUCHMO).
OpraHu3anoHHbIE OCHOBBI KOHTPOJIS UCIIOJTHEHUSI JOKYMEHTOB (IOPY4YEHUH).

TeXHOJOTUsI KOHTPOJISL UCTIOJIHEHUS! JOKYMEHTOB (ITOPYUYSHUN ).

Cpoku UCTIONHEHHSI JOKYMEHTOB, BUBI CPOKOB, MOPSAAOK UCUHCICHHUS CPOKOB UCTIOIHEHUS
JOKYMEHTOB, MOPAO0K MEPEHOCA CPOKA UCIIOTHEHUS JOKYMEHTA.

OcHOBHBIE ATaIbl KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (IOPYYEHUIN).

Opranuzanus paboThl UCTIOJHUTEIS C TOKYMEHTaMU.

HopmaTuBHBIE OCHOBBI M OOIIME NPUHIMIIBI OpraHu3aluyd paboThl € OOpalICHUAMHU
rpaxkJaH

Buapl oOpamenuii rpaxaaH, OCOOCHHOCTHM pacCMOTPEHHs OOpalleHud TIpaxaaH
Poccuiickoit ®enepanun.

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

Opranusanus U nops0K MPOBEACHUS HIKCIEPTU3bI LIEHHOCTH IOKYyMEHTOB OpraHa BIIACTH.
CpokH XpaHeHHsI TOKYMEHTOB, KaTerOpUHU JOKYMEHTOB, BbIIESIEMbIX MO CPOKAM XpaHEHUs,
CPOKHU XpaHEHUs 3JIEKTPOHHBIX JIEI.

[TepeyHr JOKYMEHTOB CO CPOKaMU XpaHEHUs!, UX IPUMEHEHHUE B JIEJIOTIPOU3BOICTBE.
Homenkiatypa nen opraHa BiacTH, (QYHKIMM HOMEHKIATYpBl [ieJI, NPHHLHUIBI ee
HOCTPOEHHUS.

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

[IpaBuna coctaBiaeHus 3arojJ0BKOB /1€ HOMEHKIIATYpHI Jell.

CornacoBaHue M yTBEp>KICHUE HOMEHKIATYpPhI JeJl, CPOK JEHCTBUS HOMEHKIIATYPHI JIell, ee
Be/ICHUE U KOPPEKTHPOBKA.

®opmupoBaHue A€ B JIIONPOU3BOJICTBE, 0COOCHHOCTH (POPMUPOBAHUS B JIe/la OTIEJIbHBIX
KaTeropui T0KyMEHTOB.

Bunpl onuceil e, OCHOBHbIE MPUHIUIIBI U MOPSAOK COCTaBJICHUS OMMCEN ae.

JInyHO€ Jeno TOCyAapCTBEHHOTO TIPaXKAaHCKOTO CIY)KaIlero, cocTaB JIOKYMEHTOB Jielna,
0COOEHHOCTH €ero (POpMUPOBAHMUSL.

Opranuzanus paboThl 0 YHUUYTOXKEHUIO JJOKYMEHTOB C UCTEKIIMMH CPOKAMHU XPaHEHHUS.
Odopmitenue nen npu UX neperadye Ha apXUBHOE XpaHEHUE.

[lonstue «uHPOpPMALMOHHAS CHCTEMa 3JEKTPOHHOTO JokymMeHTooOoporay (C30),
¢dbynakuu CO/10.
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58. HopmaTtuBHble  TpeOOBaHuMS K  MHPOPMALMOHHBIM  CHCTEMaM  BJIEKTPOHHOTO
JTOKYMEHTO000pOTa.

59. TloHsTHE «ANEKTPOHHBI HTOKYMEHT», OCHOBHBIC MPHUHLMUIIBI OpraHU3alu paboThl C
ANIEKTPOHHBIMU JOKYMEHTAMHU B JI€JIONPOU3BOJCTBE.

60. Ha3znaueHue cHUCTEMbI MEXBEIOMCTBEHHOTO JJIEKTPOHHOTO JOKymMeHTooOopora (MD]/10),
cTpyktypa MOJ10.

IIpakTHyeckne 3agaHus (Keichbl) K 3a49€TYy:

3adanue: ompedaxmupyiime npeocmasieHHvlll OOKYMeHm.:
1) ecmasvme Hedocmarowjue pekguU3UmMbl,
2) enecume ucnpasiienus 8 pacnoioiceHue peKeUUmos Ha noie OOKyMenma,
3) ucnpasbme owubKuU 8 0hopmaeHUU PEeKEUIUMOE8 OOKYMEHMA,
4) ucnpasvme A3b1K08ble OUUOKU 8 MeKcme OOKYMeHmA.

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

TunoBast HHCTPYKUMS O J1eJTONPOU3BOACTBY
B (hegepasbHBIX OPraHax HCHOJHUTEIbHOM BJIACTH.

B cBsasu ¢ m.1l.1 TumoBoro periameHTa B3aMMOACUCTBHUS (eaepabHBIX OpIraHOB
HCIIOJIHUTEIBHOU BJIACTH, YTBEPKAEHHOTO ITIOCTAHOBJICHUEM MIPAaBUTENbLCTBA PO,

IIPUKA3bIBAIO:

1) yrBepauTh IpwiIara€Myr0 THUIOBYKO HMHCTPYKLIMIO 110  JIEJIONpPOU3BOJCTBY B
(benepanbHBIX OpraHax UCHOJHUTEIbHOM BIACTH;

2) npuka3 QenepanbHON apxuBHOM cayx0bl P® «O0 yTBEpXKAEHUH THUIIOBOU
MHCTPYKIIMK 10 JIEJIOTIPOU3BOJCTBY B (elepaibHbIX OpraHax MCIOJHUTEIbHON BIacTh»
IIPU3HATH MOTEPSIBIIUM CUITY.

IIpunoxxenue: Ha 5 cTp. B | Bapuanre.

MUHHCTP KYyIbTYpBI
U MAaCCOBBIX KOMMYyHUKauui PO Coxkomnos A.

CnupuyioHoBa

[Ikana oueHUBaHUS.

OneHka 3HaHMWM, yMEHUH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHIOBOM
cucremsbl: 30% u3 100% (unu 30 6amtoB u3 100) - BKIax B UTOTOBYIO OLIEHKY 110 pe3yibTaTaM
IIPOMEXYTOYHOM aTTeCTallUH.

IIpu oueHuBaHMM OTBETa OOYYAIOLIETOCS B XOJ€ MPOMEXKYTOYHOW aTTECTallud MOXKHO
ONMPaTHCS HA CIEAYIOIINE KPUTEPUH:

bainel Kpurepuii onieHku

26-30 OOyuaromuiicsi TOKa3bIBaC€T BBICOKUH  YpOBEHb KOMIIETEHTHOCTH, 3HAHUSA
IpPOTPpaMMHOTO MaTepuayia, y4eOHOW, MepHOAMYECKOH M  MOHOrpadpuuecKoit
JIUTEPATyphl, 3aKOHOJATENbCTBA M NPAKTHKU €ro INPUMEHEHMS, PACKPHIBAET HE
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TOJIbKO OCHOBHBIE IMOHATHS, HO M AHAJM3UPYET UX C TOYKU 3PECHUS PA3TUUHBIX
aBTOpOB. OOyuaroNIMiics MOKA3bIBAET HE TOJBKO BBHICOKHH YPOBEHb TEOPETHUECKUX
3HAaHUH, HO U BUAMT MEXIUCIHUIUTMHApHbIE CBs3U. IIpodeccnoHanbHO, TpaMOTHO,
MOCIIEIOBATEIbHO, XOPOILIUM SI3BIKOM YETKO M3JaraeT MaTepuall, apryMeHTHPOBAHHO
¢dbopmynupyeT BBIBOJBL. 3HAeT B paMKax TpeOOBaHMU K HAMpPaBICHUIO M MPOQHUIIIO
MOJITOTOBKH 3aKOHOJATEIbHO-HOPMATUBHYIO M IpakTHyeckyto 0a3y. Ha Bompochl
OTBEYAET KPATKO, APTYMEHTHPOBAHO, YBEPEHHO, IO CYIIECTBY.

16-25 OOyuaromuiicss TMOKa3bIBaeT JOCTaTOYHBIA YpPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHaioB 3aHATUH, y4eOHOM M METOIUYECKOH JUTepaTyphl, 3aKOHOATEIbCTBA U
NPAaKTUKA €ro NMPUMEHEHHs. YBEPEHHO M NMpo(eccCHOHANbHO, TPAMOTHBIM S3BIKOM,
SCHO, YE€TKO W TMOHATHO HM3JIaraeT COCTOSHHE M CYTh BOIpOCa. 3HAET HOPMATUBHO-
3aKOHOJATEIbHYI0O W  TpaKTHYECKyl0 0a3y, HO TMpU OTBETE€ JOIYCKaeT
HECYIIECTBEHHbIE MOrpeiIHOCTH. OOyUaromuiicss MOKa3bIBaeT JOCTATOUYHBIA YPOBEHb
npo¢eCCHOHANBHBIX 3HAHUHM, CBOOOJHO ONEPUPYET MOHATUSAMH, METOJaMHU OIICHKH
NPUHATUS PEIIEHUH, HMEET MpPEACTaBICHUE: O MEXIUCIUILUIMHAPHBIX CBA3SIX,
YBSI3bIBACT 3HAHUS, TOJYYEHHBIC NPU HM3YUYECHUH PA3IMYHBIX IUCLUUIUIMH, YMEeT
aHAJIM3UPOBATh NMPAKTUYECKUE CUTYAI[MH, HO JIOIYCKAeT HEKOTOPBIE MOTPEUIHOCTH.
OTBeT MOCTPOEH JIOTMYHO, MaTepuall U3JIaraeTcs XOPOIIUM SI3bIKOM, MPUBIEKACTCS
MH(GOPMATUBHBIM M WJUIIOCTPUPOBAHHBIA MaTepHall, HO TPH OTBETE JOIYCKaeT
HEKOTOPbIEC MOTPEIIHOCTH. BOpockl He BBHI3BIBAIOT CYHIECTBEHHBIX 3aTPYAHECHUH.
6-15 OOyuaromuiicsi MOKa3blBaeT JOCTATOYHBIC 3HAHUS MATEPHAJIOB 3aHATUH, HO IPH
OTBETE OTCYTCTBYET JIOJDKHASI CBSI3b MEXK/y aHAJM30M, apIyMEHTAIEel U BHIBOJAMH.
Ha nocraBieHHbIe YieHaMH KOMUCCHHM BOIIPOCHI OTBEYAET HEYBEPEHHO, JIOMYCKAeT
norpemrHocTd. OOydarouuiics BiaZieeT MPAKTUYECKUMU HaBbIKAMH, TPHUBIIEKAET
WITIOCTPAaTUBHBI MaTepuall, HO YyBCTBYET ce0si HEYBEPEHHO IMIpU aHaJIM3e
MEXIUCIMIUIMHAPHBIX CBsizell. B oTBere He Bcerja MNPHCYICTBYET JIOTHKA,
apryMeHTBbl TPHUBIEKAIOTCS HEJAOCTaTOYHO Beckue. Ha mocTaBieHHBIE BONPOCHI
3aTPYAHSETCS C OTBETAMH, MTOKAa3bIBAET HEJJOCTATOYHO ITYOOKHE 3HAHUSI.

0-5 OOyuaromuiicss TOKa3bIBaeT cjadble 3HAHUS MaTEpUaAIOB 3aHATUH, Yy4eOHOH
JUTEpaTyphl, 3aKOHOJATENLCTBA M MPAKTUKUA €ro MPUMEHEHHs, HU3KHHA YpOBEHBb
KOMIIETEHTHOCTH, HEYBEpEHHOE H3J0KeHHe Bompoca. OOyyaromuicss MOKa3bIBaeT
ciabblii  ypoBeHb TNPO(PECCHOHANBHBIX 3HAHWW, 3aTpyJHSAETCS TIpU  aHAIU3e
[IpaKTUYECKUX cuTyauui. He MokeT mpuBecTH NpUMEpPHI U3 PEAIBHON IMPAKTHKU.
HeyBepeHHO M JIOTMUECKH HETOCIeA0BATeNbHO H3j1araeT MaTepual. HempaBuiibHO
OTBEYAET Ha BONPOCHI UJIH 3aTPYAHSIETCS C OTBETOM.

[Txana nepeBoa U3 MHOTOOALTEHOW CHCTEMBI B TPAIUITHOHHYIO:

- oOyuaromemMycs: BBICTABJISIETCS OIICHKA «HE 3a4T€HO», €CIM oOydaronmiics Halpai
Menee 50 6aiIoB,

- OIICHKA «3a4TEHO» BBICTABIIETCS MPH YCIOBUHU, ecli oOydaronmiics Habpan ot 50 10
100 6annos.

100 6anyioB BBICTABISETCA IPU YCIOBHH BBIIIOJHEHUS BCeX TpeOOBaHMIA, a Takke MpHU
00s13aTEIbBHOM TPOSIBICHUHM TBOPYECKOTO OTHOIICHUS K TMpeaAMeTy, YMEHMH HaXOAWUTh
OpUTMHAJIbHBIE, HE COJAEpIKaIlhecs B y4eOHHMKax OTBEThl, YMEHHHM pPabOTaTh C MCTOYHHKAMU,
KOTOpBIE COJEP)KATCsl JIOTOJIHUTEIBLHON JUTEpaType K KypCy, YMEHUU COCIUHATH 3HAHMS,
MOJTy4deHHbIE B JAHHOM Kypce CO 3HaHUSIMH JAPYruX AUCIUIUINH.

4.4. MeToan4yecKkne MaTepuaJIbl

CTyneHT JOoIMyCKaeTcsl K 3a4eTy M0 JUCLMIUIMHE B CIy4ae BBIIIOJIHEHUS UM BCEX 3aJaHUI
U MEPONPUITHH, IPETYCMOTPEHHBIX IPOIPAMMOM TUCLUTIINHBIL.
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3ayér BBICTABIIICTCS CTYNEHTY IO pe3yibTaTaM BBIIOJHEHHBIX pPabOT B Te4YeHUE
ceMecTpa, NpU YCIOBHH, YTO OLIGHKM CTyAEHTa 3a paboTy B TeueHHE cemecTpa (10 BCeM
pe3ynbTaTaMm TEKYLIEro KOHTPOJIs 3HAHUN) COCTaBiA0T He MeHee yeM Ha 70 % «oTinuuno» u 30
% «XOpOILI0», IPOIYCKH 3aHATHI OTCYTCTBYIOT.

3ayer mpoBoAUTCS B (hopMe MyONUYHON 3alUTHI MPAKTUYECKONH paboThl. ['0TOBUTHCS K
3a4€Ty HE0O0XOJMMO CaMOCTOSTENbHO, IOCIEAOBAaTEeNbHO, Ha MPOTSHKEHWH BCEro IMepuoja
U3YYEHUS JUCLUIUINHBIL.

CryneHty HeoOXOOMMO BBIOpaTh OJHY M3 TeM, HpeAcTaBieHHbIX B Pazgene 4.3.2.
BHuMaTenbHO M3y4UTh U OCMBICIHMTH BBIOPAaHHYIO TEMY B PEKOMEHJOBAaHHBIX y4eOHUKaX M
npyrux  uctouHukax (VMHTepHeT-pecypchl, Hay4yHO-METOAMYECKHE OKYpHalIbl W 1p.).
CrpykTypupoBaThb TEOPETHYECKMH MaTepHall, COCTaBUTb IUIAH €ro IpeACTaBIEHUS.
Hccnenyemblit Bompoc u3jiaraTh ¢ HO3MIMHU 3HAYCHUS A1 TPOPECCUOHATBHON JeSTeIbHOCTH.
IIpy »TOM BakHO IIOKa3aTh 3HAHME HE TOJBKO TEOPUU BOIIPOCAa, HO MU IPAKTUYECKOE
npuMeHeHre. Heo6XouMo MOATrOTOBUTH MPAKTUYECKYIO YaCTh OTBETA, BKIIOYAOLIYIO THUIBI U
BUJIBI JOKYMEHTOB, JENOBBIX mHHceM (He MeHee 7-10 mpuMepoB), OTpa)KaloMMX CHEHH(PUKY
Borpoca. [Ipumepsl TEKCTOB JENOBBIX JTOKYMEHTOB JOJDKHBI OBITH MOAOOpaHBI M3 pa3IUYHBIX
MCTOYHUKOB MH(OpMaIuu, B TOM 4uciie ¢ OpUIMaIbHBIX CAUTOB opranu3auuii. B nokymenre
JOJDKHBI OBITH JTaHBI YKa3aHUs (MOSICHEHUS) 0COOEHHOCTEN NMPUMEHEHHs MPaBUi U TpeOOBaHUI
JOKYMEHTHON JIMHTBUCTMKM 1O HccienyemMoMmy Bompocy. Kpome Toro, HeoOxoaumo
NPEACTaBUTh JIOKYMEHTHl C THUIMYHBIMH OIIMOKaMM, JOMYCKAaeMbIMH IO HCCIETyEMOMY
BOIPOCY, U BapUAHTBI UX HCIIPABIICHUSL.

[TonroToBuTh Npe3eHTanMIo K 3aumre (He MmeHee 10-15 crnaiinos).

3amuTy NpakTUYECKo paboThl HEOOXOIUMO IOCTPOUTh HA OCHOBE TpeOOBaHUM K
nyOJIMYHOMY BBICTYIUICHHIO (BCTYIJICHHE, OCHOBHAsl 4acTb, 3aK/IIoueHHe). PexoMmeHmauuu mo
MOJIrOTOBKE K MMyOJIMYHOMY BBICTYIUICHHUIO U O(OPMIICHHIO MPE3EHTALUN HEOOXOJUMO CMOTPETh
B METOJUYECKUMX PEKOMEHIAlUAX TI0 TOATOTOBKE COOOUIEHMH U Tpe3eHTauud Juis
00I1eCTBEHHBIX JUCUHUIUIMH. Pe3ynbTaT no caaye 3auéta 0ObABISAECTCS CTYAEHTaM MOCJIE 3aIIUThI
NPAaKTUYeCKON palboThl, BHOCUTCSA B 3K3aMEHAIMOHHYIO BEJOMOCTbh M 3aué€THYI KHMXKYy. He
3a4TEHO MPOCTABJISAETCS B BEJOMOCTH.

5. Meronnueckue yKkazaHus /151 00y4AIOMMXCS 110 OCBOEHUIO THCIUIIHHBI

VYCTHBINA OnpoC SBISETCS OJHUM M3 OCHOBHBIX CIIOCOOOB MPOBEPKU YCBOSHUS 3HAHMMA
oOyuaromumMucs. Pa3BEpHYTBII OTBET CTyICHTAa [OJDKCH MPEICTaBIsATh COOOH CBSI3HOE,
JIOTHUYECKH TIOCJICJIOBATEIILHOE COOOIICHHE Ha ONPEACICHHYIO TeMy, MOKa3bIBaTh €ro yMCHHE
NPUMEHSITh ONpENENICHUs, NpaBUiia B KOHKPETHBIX ciydasx. OCHOBHBIE KPHUTEPUH OIEHKU
YCTHOTO OTBETA: MPABHJIBLHOCTh OTBETA IO COJICPYKAHHIO; MOJIHOTA M TIIyOMHA OTBETA; JIOTHKA
U3JI0KCHHUS Marepuana (y4UTHIBACTCS YMEHHE CTPOWTH IIEJIOCTHBIM, TOCIIEIOBATEIbHBIN
pacckas, TpaMOTHO  TIOJB30BaThCS  CIEIUAIBHOW  TEPMHHOJIOTHCH),  WCIIOJIb30BaHHE
JIOTIOJTHUTEIILHOTO MaTepHala.

[IpakTudeckue 3amaHus SBJISIOTCS HEOOXOJUM 3BEHOM JUISI OIICHKH YMCHUU U HABBIKOB
oOyyaromuxcs. OCHOBHbIC KPUTEPUU OLEHKH MPAKTHYECKOTO 3afaHus (Keiica): KadecTBO
NPE/UIOKEHUI U PEKOMEHIAIMI 110 PEIICHUI0 MPOOIeMbl (BBIXOIY M3 CHUTYAIlMH), OITMCAHHOW B
NPaKTUYEeCKOM 3a7aHuu (Keiice), KaueCTBO OOOCHOBAHHS aHAIM3a IMPOOJIEM M IOCIEACTBUI
BHEAPeHHUsT CHOPMYITHMPOBAHHBIX TPEUIOKEHUH M PEKOMEHJAIMH TI0 PEIICHHIO IMPOOJIEMBI
(BBIXOy U3 CHTYaIlUH), OTIMCaH

OM B IIPaKTUYECKOM 3aJIaHUM (KeHce).

[ToaroToBka K 3aHATHSM JOJDKHA HOCHTH CHCTEMAaTHYECKUH XapakTep. JTO TO3BOJIUT
oOyyJaroremMycsi B IIOJTHOM 00bEME BBITTOIHUTH Bce TpeOOBaHus mpernoaaBareis. OOydarommmcs
PEKOMEHJyeTCsT W3ydaTh KaK OCHOBHYIO, TaK M JIOTIOJIHUTEIBHYIO JIUTEPaTypy, a TaKKe
3HaKOMUTbCs ¢ VIHTepHeT-UCTOYHMKAMK (CIHCOK TpPHUBEAEH B pabodeld mporpaMme IO
JTUCITUTIIINHE).
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[TonroroBka o0OyYarOIMXCS K ONPOCY MpennoyaraeT H3yudeHHEe B COOTBETCTBHHU
TEMAaTHKON AMCHUIUIMHBI OCHOBHOM/ JOTIOJIHUTENBHOM TUTEpaTyphl, HOPMAaTHUBHBIX JJOKYMEHTOB,
HMHTEPHET-PECYPCOB.

OOyuaromuiicsi TOTOBUT JIOKJIAJ B (hopMe YCTHOTO COOOIIEHUS 110 TEME JAUCIUILTHHEI.

[Ipennaraercs cienyromas CTpyKTypa J0KiIaaa:

1. Beenenue:

— YKa3bIBaeTCs TEMa U LIeJb JOKIAIa;

— 0003HavaeTcst MpoOIeMHOE T0JIe, TEMAaTUYECKUE pa3/iesibl JOKIIAAA.

2. OCHOBHOE cO/Iep>)KaHUE NOKJIafa:

— TOCJIEJIOBATENIBHO PACKPHIBAIOTCS TEMATHUECKUE pa3/ielibl JOKIIAAa.

3. 3akitoueHue:

— IPUBOJATCS OCHOBHBIE PE3YIbTAThl U CYX/IEHUS aBTOpa IO MOBOJY MyTeil BOZMOKHOTO
peLIeHHs] pACCMOTPEHHOM MPOoOJIeMbl, KOTOPBIE MOT'YT OBITH O(POPMIICHBI B BUJIE PEKOMEHAALIUH.

MeToanyeckue peKOMEHJAIUH 110 MOATOTOBKE BLICTYIVIEHUS U MPe3eHTAIUH

BricTymenne — 310 ounmansHoe coo0IIeHne, MOCBAIEHHOE 3aJaHHON TeMe, KOTOPoe
MOJKET COJIep:KaTh OMKMCAHNUE COCTOSHUS JIe B KAaKOU-TN00 chepe eI TeNbHOCTH WU CUTYAIlHH,
B3TJIS]] aBTOPA HA CUTYAIMIO WIIH NMPOOJIEMy, aHAIIU3 U BO3MOKHBIE MTYTH PEIICHHS MPOOIEMBI.
Jlokman nomkeH ObITh MpeCTaBlieH B yCTHOHM Gopme. CTpyKTypa 0oKIaa BKIOYAET:

1. Beenenue:

— yKa3bIBaeTCs TeMa U 1eNb BBICTYILICHUS;

— o0o3HavaeTcsi mpoOJIeMHOE TOJEe U BBOJSATCS OCHOBHBIE TEPMHUHBI BBICTYIUICHUS, a
TaK)Ke TEMATHYECKUE Pa3Aelbl COACP KaHUS BHICTYIIICHHUS;

— HaMEYaroTCsl METOJbl pEIICHHs TMPEJCTaBICHHOW B BBICTYILUICHUU MPOOIEMBI U
MPeIoJiaraeMple pe3yJbTaThl.

2. OCHOBHOE€ COJepKaHUE:

— TIOCTIEIOBATEIHLHO PACKPBIBAIOTCS TEMATUUECKUE Pa3/IeIIbl BHICTYIUICHUS.

3. 3akitoueHue:

— MIPUBOJIATCS OCHOBHBIE PE3yNbTaThl U CYKJIEHHUS aBTOpPA MO MOBOY MyTel BO3MOYKHOTO
pelIeHrs PacCCMOTPEHHOM MPoOIeMbl, KOTOPbIE MOTYT OBITH OOPMIIEHBI B BHJIE PEKOMEHIAITHIA.

TekcT BBICTYIUIGHHSI JOJDKEH OBITh TIOCTPOEH B COOTBETCTBUHU C PETJIaMEHTOM
MPECTOSIIIErO BBICTYIUICHUS: HE O0Jiee MATH—CEeMHU MUHYT.

MeToanyeckue peKOMEHAALMH 110 NPOBeIeHHUI0 IPYNIIOBOr0 3aJaHus

I'pynmnoBele 3agaHust — 3T0 MeTOA 00ydeHUsl, TpeOyroLUuil COBMECTHON AEATeNbHOCTU
oOyyaromuxcs, Korja KaIblii B TIpylie pemaer oOIlyro 3axady, oOCyXIaeT ee M rpymnmna
BBIHOCHUT eluHOe pelieHue. ['pynmna coctout u3 3-4 oOydaromuxcs. Ha BbINoiHEHUe 3agaHus
otBoguUTCs 40 MUHYT, Ha TIPEJICTABICHUE PE3YIbTATOB PabOTHI Ipymibl oTBoAUTCA 10-12 MUHYT.

PexoMeHIAIMH 110 IOATOTOBKE K KPYIJIOMY CTOY:

[MoaroToBKa K KpPYrjoMy CTOJy NpPEICTaBIseT COO0OW MPOCKTUPOBAHHE CTYACHTOM
oOcyxieHus B rpymre B (opMe TUCKYCCHH. B 3THX HEsX CTyACHTY HE00X0IUMO:

—  CcaMOCTOATEIBHO BBIOpaTh TeMy (Ipo0ieMy) Kpyrioro cToia;

— pa3paboTaTh BOINPOCHI, MPOAYMAaTh NPOOJEMHBIC CHUTYyallMd (C HCIOJIb30BAaHHEM
NIEPUOINYECKOM, HAYYHOH JIUTEPATyphl, a TAKIKE HHTEPHET-CAUTOB);

— pa3paboTaTh IUTAH-KOHCHEKT OOCYKICHHS C YKa3aHHEM BPEMEHH OOCYKICHUS,
BOIIPOCOB, BAPHAHTOB OTBETOB.

HNHcTpyKuus 1m0 BHINOJIHEHUIO TECTOBOI0 32/ IaHUA

TectupoBanue mpencTaBisieT CcOOOM BBIMIOJHEHHE TECTOBOTO 3afaHus (TecTa),
cocrosimiero u3 45 BOMPOCOB U BapHAHTOB OTBETOB Ha HHUX. BOmpochl mpeaycMaTpUBalOT OJIUH
NMpaBUIbHBIA BapvaHT oTBeTa. Bpems mnpoxoxaeHus tecra 50 muHyTr. HampoTuB Kaxmaoro
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BOMpOCa OOYYaIOUIMiiCs CTaBUT OTMETKY (HampuMep, «TajouKy» WIH «KpecTHK»). Jlns
MIPOXOXKCHHS TeCcTa O0yJarouiics 1oJKeH HaOpath He 6onee 50 6amioB. MakcumalbHbBIN Oat
cocrasisgeT 90 6ayoB. 3a Kbl IPaBUIIbHBIM OTBET pUCBanBaeTcs ABa (2) Oamna.

Ecnu oOywaromuiicss He 3HaeT MPaBHIBHOIO OTBETAa Ha BOMPOC TECTa, OH MOXET €ro
IPOIYCTHTh, HO B 3TOM ciydae OyJeT 3aCUuTaH HEBEPHBII OTBET.

KoHTpoJb camocTosATE/IbHOM PadoThI 0CYHIECTBJISECTCS B PAMKaXxX ONpPoca 110 TeMaM.
JUis CcaMOCTOSATENbHOM MOATOTOBKM K 3aHATHSAM CTYJEHTaM IIPEUIaraeTcsl H3Yy4uThb
CJICAYIOIINE TEeMbI U MOJITOTOBUTH 10 OAHOM U3 HUX pedepar.

Bomnpocs! 111 caMOCTOATEILHOTO H3YYeHUS:
VYnpaBieHdyeckas JOKYMEHTAIUs: TIOHATHE, Ha3HAYCHHE, 00I1asi XapaKTepUCTHKA.
JIOKyMEHTUPOBAHHUE YIPABICHUECKON JAEATEIbHOCTH: IOHATHE, COBPEMEHHBIE
KOHLEIIUH.
OO6mme nmpaBuia 0pOpMIIEHUS TOKYMEHTOB.
bnaHku TOKyMEHTOB: BUbI, 0COOEHHOCTH O(hOPMIICHUSI.
PexBu3utsl nokymenra. [lpaBuna opopmieHus.
IIpunanue 1OKyMEHTaM IOpUIUYECKON CUIIBIL.
CrpykTypa ynpaBiIeHUECKOI0 JOKYMEHTA.
OpranuzallMOHHbIE JOKYMEHTHI.
PacnopsauTenbHble TOKYMEHTHI.
10. JIoxyMeHTHpOBaHHE IEATEIBHOCTH KOJUIETHAJIBHBIX OPraHOB.
11. WnpopMalMoHHO-CIIPAaBOYHbBIE TIOKYMEHTHI.
12. IlpaBuna BeaeHUs CIy)KEOHOH MEPENUCKH.
13. SI3BIK U CTWJIb CITY’)KEOHBIX JOKYMEHTOB.
14. Opranuzanus u y4€t J0KyMEHTO000pOoTa.
15. ®opmsbl peructpanuu J0KyMEHTOB. PerrucrpaiiioHHbIe HHIEKCHI.
16. Opranuszanusi KOHTPOJI UCIIOJHEHUS TOKYMEHTOB.
17. Ilpu3naku 3aBeieHUs JIE.
18. HomeHknaTypa Jiein, npaBuiia COCTaBIICHNUS.
19. dopmupoBaHNe TOKYMEHTOB B J€ja.
20. IIpoBeneHue >3KCEepPTU3bI LIGHHOCTH IOKYMEHTOB M 0(OpMIIEHHE €€ pe3ybTaToB.
21. IloaroroBka JOKYMEHTOB K ClIa4€ B apXUB OpraHU3aLUu.
22. IlopsAnOK yHHUUYTOKEHHS JOKYMEHTOB C HCTEKIIMMU CPOKAMHU XPAaHEHHUS.

N —

VRN AW

MeToanyeckue peKOMEHIAIMH 10 3aIUTe KeiCoB:

Keiicet — »3T0 HpO6J'IeMHBIe CUTyaluu, CIeuajJlbHO pa3pa60TaHHLIe Ha OCHOBC
CI)aKTI/I‘ICCKOFO MaTtcpuralia ajis1 OOCHKU YMCHI/Iﬁ 1 HaBBIKOB o6y11a101m/1xc51.
HCJ'IB MCTOJa IIPUMCHCHUA KEMCOB - HAay4YUTb 06yqa}onmxcs[, AHAJIN3HUPOBATH

NpoOJEeMHYIO CHUTYAallMIO0, BO3HUKIIYI0 TPU KOHKPETHOM TMOJOXKEHHH [el, U BbIpadOTaTh
HauboJee palMoHANIbHOE pelIeHHEe; HayduTh paboTaTh ¢ MHGOPMAIMOHHBIMH HMCTOYHHUKAMU,
nepepabdaThiBaTh U aHAJM3UPOBATH HX.

Ha 3nakomcTBO U pemieHue keiica oOyuatomemycs otBoautcs 30 mun. OOyuarouuiics
3HAKOMUTCS C MarepuanioM keiica. OcMmbIciuBaeT cuTyanuio. Ecim HeoOXoaumo, coOupaer
HeoOxouMyI0 HH(MOpMaIHIo o cUTyaluu. PaccmaTpuBaeT anbTepHATUBEI PEIIeHUs POOIeMbI
1 HAXOJHUT €€ BEpHOE WM ONTUMalibHOE perieHre. OO0yJaromuics: mpe3eHTUpyeT (3aIuinacT)
cBo¢ pemeHue. [IpenmomaBarenb OIEHMBACT KAueCTBO BBIMTOJHEHHUS 3aJlaHUS 10 KPUTEPHSIM:
JTUArHOCTHKH TIPOOJIeMBI, KauyecTBa MPEIJIONKEHUH M PEKOMEHJAlMKd 10 pEIIeHUI0 Keiica,
KauyecTBa U3JI0KEHUS MaTepuraa.
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6.Y4eOnast iuTepaTypa u pecypcbl HHGOPMALIMOHHO-TEIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAMYECKOE O0ecTieueHHe CaMOCTOSATEeIbHOM PadoThl
o0y4aromuxcs Mo JMCHHUILIMHE

6.1 OcHoBHasi IMTEpaTypa

1. Ky3neuoB W.H. JlokyMeHTanlMOHHOE OOecleYeHre yIpaBiIeHus. J0KyMEHTO000pOT U
JeTIONIPOU3BOACTBO 3-€ M3A., Mep. M JOoMN. YUeOHMK M MPaKTHUKYM I HPUKIAJIHOTO
OakanaBpuata - M.: MspmatensctBo HOpaiit, 2015. - DBC "IOpaiit" https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. HlyBanoBa H.H. Opranuzanust ¥ TEXHOJOTHS JTOKYMEHTALMOHHOTO oOOecreueHus
yIrpaBlieHHs. YUeOHUK M MPAaKTUKyM AJs akaaeMmudeckoro Oakamaspuara / Illysamosa H.H., -
M.: UznarensctBo HOpaiit, 2018. - SbC "Opaiit" 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. Pexum J0CTYyma:
http://www.sciencedirect.com/science/article/pii/S0747563214007407

6.2. lonotHUTEIBLHAS JIMUTEpPaTypa:

1. loxymeHTOBeeHHE: YUEOHHUK A CTYACHTOB YUPEXKACHUH BBICIIEr0 0Opa3zoBaHUs /
M.B. Jlapus, E.A. IlnemxkeBuy, B.®. fnkoBas, B.C. Mumnranes, E.B. Tepentnena,
M.JL. T'aBnun; mon pen. A-pa ucT. Hayk, npod. M.B. Jlapuna. M.: W3natenbCkuil meHTp
«Axagemus», 2016. — 320 c. — 800 k3.

2. KyzuenoB U.H. [lenoBoe nuceMo : 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. JlokyMeHTOBeJeHHE. YUYeOHUK M NPAaKTUKyM IS aKkaJeMuyeckoro OakaiaBpuata /
Hoponunna JILA. - OtB. pex. - M.: MznmarensctBo [Opanit, 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 YNPaABICHYECKON AEATENBHOCTH : yueOHOE
nocobue: momymeno Cosetom YMO By30B Poccum... mo cnemumansHOCTH "MEHEIHKMEHT
opranuszaiuu". - M. : UHOPA-M, 2011. - 302 c.

6.3. YueOHO-MeTOqHYECKOE O0ecIedeHHe CaMOCTOAITeILHOIH padoThI.

1. Monenb MO3UIIMOHHOTO 00YYEHHUS CTYIEHTOB [ DIEKTPOHHBIN pecypc|: TeopeTHIecKue
OCHOBHI 1 MeToanueckue pexkomennaruu/ M.b. IusH [u 1p.].- DNeKTpoH. TEKCTOBBIC JaHHBIC.—
M.: MocKoBCcKMIl ropoAcKol nefgarornueckuil ynuepceuter, 2012.- 152 c.- Pexum pocryna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 95C «IPRbooks»

2. Obpa3zoBareibHble WHHOBALMM M TPAKTUKA Kapbepbl : COOPHUK METOIMYECKHX
matepuanoB u ctareit / PAHXul C npu [Ipesunenre PO. - M. : [leno, 2015. - 192 c.

3. Ilcuxonorus agantanuu u coruanbHas cpena. CoBpeMeHHbIE OX0/Ibl, TPOOIEMBI,
nepcnekTUBsl [ DnekrpoHHsbii pecype]/ JI.I. [lukas [u ap.].- DnNeKTpoH. TEKCTOBBIE JaHHbIE.- M.:
ITep Ca, 2007.- 624 c.- Pexxum pgocryna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 9BC «IPRbooks»

4. ConmanbHO-TIICUX0JIOTUYECKHE aCIIeKThl (POPMUPOBAHUS KYJIbTYPHI
camooOyyaromieiics opranuzanuu / A. 5. Huxonaes [u ap.] / Bonpocsl ncuxosoruu. - 2014. -
Ne 6. - C. 44-52.
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6.4. HopmaTtuBHbIe IPaBOBbIEe JOKYMEHTBI

1. Koncruryuuss Poccuiickoii ®enepauuu (IpUHATa BCEHAPOJIHBIM T'OJIOCOBAHUEM
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-®K3, ot 21.07.2014 Ne
11-®K3) // Cobpanue 3akononarenpctBa PD. 2014, Ne 31, cr. 4398.

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

3. ®enepanbHblid 3aK0H OT 26.12.1995 No 208-D3 «OO6 akumMoOHEpHBIX 00IIeCTBax» (C
u3M. Ha 19.07.2018)

4. ®enepanpuplii 3akoH P® ot 02.05.2006 Ne 59-®3 «O mnopsake paccMOTpeHUs
oOpamenuii rpaxnan PO» (penakius aeiicts. ¢ 01.01. 2011).

5. ®enepanbubiii 3ak0H PD 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]
roCyJIapCTBEHHBIX M MYHHIIUIIAIBHBIX YCIyr» (¢ m3M. Ha 19.07.2018).

7. Ilocranosnenue IIpaBurtensctBa Poccuiickoit denepannu ot 15.06.2009 Ne 477 «O6
yrBepxkacHuN [IpaBun neiaonpousBoACTBa B (eAepalbHBIX OpraHax MCIOJHUTEIBHON BIACTH
(c u3Mm. Ha 26.04.2016).

8. Ilpukaz PocapxuBa ot 23.12.2009 Ne76 «OO6 yrBepkaeHUH MeTOIMUECKUX
peKOMeHalui Mo pa3paboTke MHCTPYKIMH MO JAEJIONPOU3BOJCTBY B (elepalbHBIX OpraHax
WCIIOJHUTEIbHOU BIIACTU».

9. TIlocranosienue IlpaBurenscrBa Poccuiickoit ®@enepanuu ot 27.12.1995 Ne 1268
«O0 ynopsI04YeHUH H3TOTOBIICHUS, HCIIOJIB30BAHUSA, XPAHCHHS W YHMUYTOKCHUS TMedaTedl u
6nmaHkoB ¢ BocmpousBeneHueM ['ocynapctBennoro repba Poccuiickoii denepanun» (¢ u3M. Ha
17.03.2018).

10. TTocranoBnenne Muntpyaa Poccum ot 26.03.2002 Ne 23 «O06 yTBEepKACHUU HOPM
BpEMEHH Ha paboThl MO JOKYMEHTAllUOHHOMY OOECIEYCHHIO YIPABICHUECKUX CTPYKTYP
(denepanbHBIX OPTaHOB UCTIOTHUTEIHHON BIACTH.

11. ITocranoBnenue IIpaButenscrBa Poccuiickoit @enepanuu ot 13.08.1997 Ne 1009
«O0 ytBepxaeHun [IpaBui NOATOTOBKYM HOPMATHUBHBIX MPABOBBIX aKTOB (eAepanbHBIX OPTaHOB
UCIOJHUTEIBHOM BIACTU U UX FOCYJapCTBEHHON peructpanum» (¢ u3M. Ha 25.09.2018)

12. ®denepanbHpli  KOHCTUTYLUHMOHHBIM  3akoH oT  25.12.2000 Ne2-®K3 «O
['ocynapctBenHoM repoe Poccuiickoit deneparumy» (¢ u3m. Ha 20.12.2017).

13. Pacnopsixenune Anmunuctpanuu Ilpesuaenta Poccuiickoit @enepanuu u Anmnapara
[TpaButenscTBa Poccuiickoit @eneparuu ot 16.07.2008 Ne 943/788 «O HanumcaHWU TMOIHBIX U
COKpAaIEHHBIX HAUMEHOBAaHUH (eiepaIbHbIX OPraHOB HCIIOIHUTEIBHOMN BIACTHY.

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

15. 3akon PCOCP ot 25.10.1991 Ne 1807-1 «O s3bikax Hapoa0B PCOCPy.

16. Tlpukaz MunucrepctBa oOpa3zoBanusi u Hayku Poccuiickoii ®egepanuu OT
08.06.2009 Ne 195 «OO06 yTBepKICHHUM CHUCKA TpaMMaTHK, CJIOBapeil M CIpPaBOYHUKOB,
coJiepKaluX HOPMbI COBPEMEHHOT'O PYCCKOT0 JINTEPATYPHOTO SI3bIKa MPU €T0 MCIOIb30BaHUH B
KauecTBE rOCyJapCTBEHHOTrO A3bIka Poccuiickoii @enepanuny.

17. Yaudukamus TEKCTOB YIPABIECHYECKUX JIOKYMEHTOB. Meroauueckue
pekomenaanmu. — M.: I'maBapxus CCCP, 1982.

18. ®enepanbublii 3ak0H OT 29.06.2015 No 162-®3 «O crangaptuzanuu B Poccuiickoi
denepanun» (B pea. ot 03.07.2016).

19. TOCT P 7.0.97-2016 «Cucrtema ctaHgapToB 1o WHGOpMaIuu, OMOIUOTCYHOMY H
u3JaTeNbckoMy neny. OpraHu3allMOHHO-paclopsAUTENbHAs JOKyMEHTauusa. TpeOoBaHUS K
odopMIICHHIO TOKYMEHTOB» (yTB. mpukazoM DeaepanbHOrO areHTCTBa MO TEXHUYECKOMY
perynaupoBaHuio 1 MeTposiorun oT 08.12.2016 Ne 2004-cT).
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20. TOCT P UCO 15489-1-2007 «CHUBUA. VYnpapnenue mgokymeHtamu. OOrmime
TpeboBanus» (yrB. Ilpukazom PenepansbHOro areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO H
Metposoruu ot 12.03.2007 Ne 28-cT).

21. TOCT P UCO 23081-1-2008 «CUBUI. VYmnpasnenue npokymentamu. IIpoueccor
yIOpaBieHUs JOKyMEeHTaMu. MetananHele uid JoKymMeHTOB» (yTB. llpukaszom ®enepanbHOro
areHTCTBA 10 TEXHUYECKOMY PEryaupoBaHuio U MeTposoruu or 13.11.2008 Ne 310-cT).

22. TOCT P 7.0.8-2013 «Cuctema ctangaptoB no uHpopmanuu, OMOIMOTEYHOMY H
U3JaTeIbCKOMY Jieny. Jleonpon3BOCTBO U apXUBHOE Jesi0. TepMHUHBI U omnpenesneHus» (yIB.
ITpukazom @enepanbHOrO0 areHTCTBA 10 TEXHUYECKOMY PETYIMPOBAHUIO M METPOJIOTMU OT
17.10.2013 Ne 1185-cT).

23. ®denepanpubii 3akoH P ot 22.10.2004 No 125-®3 «OO6 apxuBHOM jene B
Poccwuiickoit @eaeparumny (¢ u3m. Ha 27.07. 2010)

24. OcHOBHbIE NpaBuiia pabOThl ApXUBOB OpraHu3anuii (0J00peHbl peleHHeM KOJUIETuu
Pocapxusa 06.02.2002) / Pocapxus, BHUNIA/L. M., 2002. - 152 c..

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

26. Ilpuxa3z Munkynstypsl Poccun ot 25.08.2010 Ne 558 «O06 yrBepxkaenun Ilepeuns
TUIOBBIX YIPABJIEHUYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3ylOLIMXCs B MpOIEcce JESTeNbHOCTH
rOCY/IJapCTBEHHBIX OPIaHOB, OPIraHOB MECTHOI'O CaMOYIPABJIEHUS U OpraHU3aluil, C yKa3aHUEM
CpPOKOB XxpaHeHus» (¢ u3M. Ha 16.02.2016).

27. Ilpuxa3 Munkynbstypsl Poccun ot 31.07.2007 Ne 1182 «O06 yrBepxaenuu Ilepeuns
TUIOBBIX aPXUBHBIX JOKYMEHTOB, 00pa3ylOIUXCsl B HAYUHO-TEXHUYECKOI 1 IPOU3BOICTBEHHOM
JeSITeIbHOCTH OpraHU3alLui, ¢ yKa3aHuEM CPOKOB XpaHeHus» (¢ u3M. Ha 28.04.2011).

28. IMucemo PocapxuBa ot 07.04.2003 Ne 6/464-x «O HPUCBOCHUHM TEMaTHUYECKOMY
komIuiekTy «HMHpopmanonHo-cipaBoyHast cucreMa apxuBHO#l orpaciu (MCCAO)» craryca
«odunmanbHOi 6a3bl NaHHbIX DenepanabHOI apXUBHOHU CirykObI Poccum».

29. Tlocranosnenne denepaabHON KOMUCCHM IO PHIHKY LEHHBIX Oymar ot 16.07.2003
Ne 03-33/mc «O6 yrBepkaenun IlomokeHHss 0 MOpsSAKE M CpPOKaxX XpaHEHHUs JIOKYMEHTOB
aKIIMOHEPHBIX OOIIECTBY

30. denepanbubiii  3akoH  or  27.07.2006  Ne 149-®3  «O6  uHpopmauuwy,
UH(POPMAIIMOHHBIX TEXHOJIOTHAX U 0 3auure nHpopmauum» (¢ u3M. Ha 19.07.2018).

31. ®enepanbubiit 3akoH OT 06.04.2011 Ne 63-D3 «O0 31eKTpOHHON MOAMHCHY» (C U3M.
Ha 23.06.2016).

32. Ilocranosnenue IlpaButensctBa Poccuiickoit denepammu ot 09.02.2012 Ne 111 «O6
9MIEKTPOHHOW TOJIMUCH, HWCIOIb3YeMOM OpraHaMH HWCIOJHUTENBHON BIACTH U OpraHaMu
MECTHOT'O CaMOYIPABIEHUS MPU OPraHU3AIMH JIEKTPOHHOTO B3aUMOJCUCTBUSA MEXAy COO0H, 0
nopsake e€ UCHONb30BaHUS, a Takke 00 YCTaHOBIEHHMH TpeOOBaHUNM K OOECIeYCHHIO
COBMECTHUMOCTH CPEJCTB 3JEKTPOHHOU MOATIUCH Y.

33. TOCT P 53898-2010 Cuctemsl 2JIEKTPOHHOT'O TOKyMEHTOO0OpoTa. B3aumoeiicteue
CUCTEM YIpaBJeHHS JTOKyMEeHTaMu. TpeOoBaHUS K AJIEKTPOHHOMY coobiienud. (yrB. [Ipukazom
®denepalbHOrO areHTCTBa MO TEXHUYECKOMY PETYJIMPOBaHMIO M MeTposioruu ot 26.10.2010
Ne 327-cT).

34. TloctanoBnenue IIpaButensctBa Poccuiickoit @eneparuu ot 06.09.2012 Ne 890 «O
Mepax Mo COBEPIICHCTBOBAHUIO SJIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHax rocyJapCTBEHHON
BiacTi» (¢ u3M. Ha 21.07.2014).

35. TlocranoBnenue IlpaButensctBa Poccuiickoit @eneparuu ot 08.09.2010 Ne 697 «O
€IMHOM CHCTeME MEXBEJIOMCTBEHHOTO JICKTPOHHOTO B3auMOoaeHCTBU» (¢ m3M. Ha 30.06.2018).

36. Ilocranornenue IlpaButenscTBa Poccuiickoit denepammu ot 22.09.2009 Ne 754 «O06
yTrBepxaAeHun [lonoxkeHus: o cucteMe MeXBEAOMCTBEHHOTO AJIEKTPOHHOTO TOKYMEHTOO00pOTa
(c m3Mm. Ha 17.10.2017).

37. Pacnopstxenue IlpaButennbctBa Poccuiickoit @enepamuu ot 12.02.2011 Ne 176-p
«O0 yTBepKJIeHUU IIaHAa MEPONPUATUH MO Mepexoay (eaepalibHbIX OpraHOB HCIOIHUTEIBHOM
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BJIACTU Ha 0€30yMa)KHBIA JOKYMEHTOOOOPOT MPH OPraHU3alUi BHYTPEHHEN AeATEIbHOCTHY.

38. Ilpukaz MunkomeBsazu Poccun ot 02.09.2011 Ne 221 «O6 yrBepKIeHHH
TpeOOBaHUI K MH(POPMALMOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO0OOpoTa (enepanbHbIX
OpPraHOB HCIOJHUTEIILHOW BJIACTH, YYUTHIBAIOIIMX B TOM YHUCIE HEOOXOAMMOCTH 0OpabOTKH
MOCPE/ICTBOM JAHHBIX CUCTEM CIY)KEOHOH MH(POPMALIMU OIrPAaHUUYECHHOTO PACIPOCTPAHEHUS.

39. ITlpukaz Pocapxua ot 29.04.2011 Ne 32 «OO6 yrtBepxkaeHun PexomeHmanmii mo
MOJTOTOBKE (heiepabHBIMU OPraHaMU BIIACTH NEpEUHE JOKYMEHTOB, CO3JAaHUE, XpaHEHUE U
UCIOJIb30BaHNE KOTOPBIX JOJDKHO OCYHIECTBIATHCS B (DOpME SJIEKTPOHHBIX JOKYMEHTOB IPH
OpraHu3aluy BHYTPEHHEH JeATeIbHOCTI.

40. IlpaBuna oxa3zaHusl yCIYr IIOYTOBOM CBSA3M, YTBEP)KIEHHBIE I1OCTAHOBICHHEM
IIpaButenscTBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 221.

41. IlpaBuna oxazaHMs YCHyr TeyerpadHOi CBSA3H, YTBEpP)KJIEHHbIE MOCTAHOBJICHHUEM
IIpaButenscTBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 222.

6.5. UnTepHeT-pecypcnbl

1.  Od¢unuansusiii caiit enepansHoro apxuBHoro areHrcrsa (Pocapxusa) —
http://archives.ru/

2.  Od¢unmnansubiii caiiT denepanbHOro Ka3éHHOro yupexaeHus «['ocyapcTBeHHbIH
apxuB Poccuiickoit denepanun» — http:/statearchive.ru/

3. OdunuanbHbIi callT Becepoccuiickoro Hay4HO-MCCIIE0BATENbCKOTO HHCTUTYTA
JIOKyMeHTOBeaeHus u apxuBHoro aena (BHUMJAL) — www.vniidad.ru

4. Tunpaus Yupasmsomux JJokymeHnrtanueit — www.gdm.ru

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

6. Ilopran «PRO-genonpounsBoactso: KypHan mis pykoBoauteneit ciyx6 10Y u
CeKpeTapeil Bcex ypoBHEH» — www.sekretariat.ru

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

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

9. CaiiT mo KagpoBOMY JAEJIOMPOU3BOACTBY — WWW.pro-personal.ru

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

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

12. Cucrema 31eKTpOHHOTO JJOKyMeHToo0opoTa DocsVision — https://docsvision.com/

13. Cucrema 351eKTpOHHOTO JOKyMeHTo000opoTa Directum — www.directum.ru

14. Cuctema 31eKTpoHHOTO ToOKyMeHTooOopoTa «AEJ/T0» — www.eos.ru

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

6.6. UHLIEe HCTOYHHKU

1. boikoBa T.A. O HeKOTOpHIX MpobsieMax cdepsl yIpaBIeHUs TOKyMEHTaMHU B
Poccuiickoii @enepannu // Becthuk PITY. Cepus: JlokyMeHTOBEICHHE U apXUBOBE/ICHUE.
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. IlouckoBas cuctema www.yandex.ru

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

5. CmpaBouHo-npaBoBas cucreMa «KOHCyIbTaHT IUTI0C» Www.consultant.ru

6. CnpaBouHo-npaBoBas cucrema «I'apanT» www.garant.ru
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7. MarepuajbHo-TexHHYecKas 0a3a, MHGpOpMaHOHHBIE TEXHOJOIHH, IPOTPAMMHOE
ol0ecrieyeHne 1 MH(GpOPMAaMOHHBIE CIIPABOYHbIE CHCTEMbI

JUis mpoBeneHHsl 3aHATUH 1O AMCHUIUIMHE HEOOXOAMMO CIeylollee MaTepUallbHO-
TEXHHUYECKoe obOecrieueHue: ydeOHbIe ayJUTOPUH A HPOBENEHHs 3aHATUN JICKIIMOHHOTO H
CEMUHApPCKOTO THIIA, TPYIIOBBIX W HMHIAMBUAYAJIbHBIX KOHCYIBTAIMH, TEKYLIETO KOHTPOJS H
MIPOMEKYTOYHON aTTECTAlUH, TIOMELICHUS AJISl CaMOCTOSTEIbHON pabOTHI.

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

WNudopmaninoHHble ClIPaBOYHBIE CUCTEMBI:

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

— Hayunas snekrponnas Oubnaunoteka eLibrary.ru. http://elibrary.ru/defaultx.asp;

— HamnmonanpHas sneKTpoHHast OMOIMOTEKa WWW.NNS.1u;

— Poccuiickas rocynapctBeHHast Onbinorexka www.rsl.ru;

— Poccuiickast HarmoHa/IbHas OMOIMOTEKA WWW.NNIT.IU;

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

— DnektpoHHO-0nOMMoTeuHas cuctema M3narenscrBa «Jlauby http://e.Janbook.com;

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