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1. Ilepeyennb MIaHUPYEMbIX Pe3yJIbTATOB 00Y4eHHsI 110 JUCHUILINHE, COOTHECEHHBIX ¢
IVIAHMPYEMbIMH Pe3yJIbTATAMH OCBOeHHUsI 00Pa30BaTe/IbHOI MPOrpaMMbl

L1 Jucmmmnaa  (B1.B.08)  «/lokymMeHTOBeneHHEe W JENOMPOU3BOJICTBO»  «OOECTeunBaeT
OBJIAJICHUE CIEAYIOUIMMHU KOMIIETEHLUSAMU:
Tabmumna 1
Kon HaunmeHoBaHue Kon HanmeHnoBanue 3Tana
KOMIIeT KOMIIeTeHIIHH 3TAna OCBOCHHUA OCBOCHHS KOMIIETeHIIHMHU
eHIIUH KOMMETEeHIHH
[MIK-18 | Cmocobnocts  mpunuMath | [1K-18.3 Ha ouHOIi CriocoOHOCTD BBITIONHSATH
y4acTHE B MPOEKTUPOBAHUU ciry’keOHbIe 003aHHOCTH.
OpraHU3aIMOHHBIX
JNEUCTBUH, YMEHUEM
3¢ dEeKTUBHO UCTIOJTHSTh
ciry:)keOHBIC (TpynoBBIC) CrocoOHOCTh MPOEKTHPOBATH
00513aHHOCTH OpraHu3aIlMOHHbIE IEHCTBUS
IIK- 24 | Bnagenue TtexHosorusamy, | IIK - 24.3 Ha ounoit CnocobHOCTB pa3pabaTeIBaTh
IIPUEMAMH, 1 39 PEeKTUBHO UCTIOTHSATH
o0ecreynBaroIuMU yIpaBJICHUECKUE PEIICHUS

OKa3aHHe TOCyJapCTBEHHBIX
U  MYHULUUOAIBHBIX YCIyT
buznveckum u
IOPUIMYECKUM JIULAM

CrnocoOHOCTb MPOEKTUPOBATH
OpraHu3alMOHHBIC
CTPYKTYPBI

CnocoOHOCTh HAXOIUTh
OpraHu3aIMOHHO-
YIIPaBJICHUECKUE PEIICHUS
oOecreunBaroIe OKa3aHue

ycIyr




1.2.B pe3ynbTaTe OCBOCHHUS JUCLUHUIUINHBI Y CTYAEHTOB JIOJKHBI OBITH CHOPMUPOBAHBI:

Tabnuna 2
OT®/TP Kon 3Tana ocBoenus PesyabTaTsl 00yyeHus
KOMIIeTeHIIUH
y4acTBOBAaTh B I1K-18.3 Ha ouHoM Ha ypoBHe 3HaHuMIi:
rpynmnoBoi pabote ul - IIpaBOBbIE u OpraHU3alMOHHBIE
[TPOEKTUPOBAaHUU BO3MOKHOCTH 3(P(PEKTUBHOTO HCIIOIHEHUS]
OpraHU3aLMOHHBIX CITy’KEOHBIX o0s13aHHOCTEH
CCTBUN B COCYIapCTBEHHOIO M MYHHIUIIAIBLHOIO]
[porecce CIIYy’>Kallero;
MICIIOJIHEHU N -OCHOBHBIE IIPUHLUIBI IUIAHUPOBAHMS Y|
TPYIOBBIX [TPOEKTUPOBAHUS OpraHU3alMOHHBIX
00sA3aHHOCTEH NeiicTBUIT oprana myOJIMYHON BIIACTH.

Ha YPOBHE YMEHUU:

— I[IPOEKTUPOBATh OpraHU3alMOHHbIE
nencTBus, aJIMUHHCTPATUBHBIE
IIPOLIEAYPHI, MIPOIIECCHI MIPUHSATHS]
YIIPaBJIEHYECKUX U UHBIX PEILICHUIA;

— IPOEKTUPOBATh aJIMUHHCTPATHUBHBIE
npolenypsl B JEATEIbHOCTH OpraHa
MyOJINYHOM BIIACTH.

Ha YpOBHE HABBIKOB:

—  HaBBIKAMU MIPOCKTHUPOBAHUS]
OpraHU3alMOHHBIX JIEUCTBUMN 51
aJIMUHUCTPATUBHBIX MPOLIEYD;

— 9(¢dexkTuBHOTO U pe3yIbTaTUBHOTO
WCTIOJTHEHUS CITyKeOHBIX u

IOJKHOCTHBIX 00s13aHHOCTEN;




OT®/TP Kon 3Tana ocBoenus PesyabTaTsl 00yyeHus

KOMIIeTeHIIUH
y4acTBOBAaTh Bl IIK - 24.3 na ounoit Ha ypOBHE 3HAHUU:
OKa3aHUU - IPUHLUIIBI OpPraHU3allid IPerOCTaBICHUS]
rOCYapCTBEHHBIX U rOCYapCTBEHHBIX U MYHUIIMIAIBHBIX YCIYT
MYHHUIIMITAJIBHBIX - OCHOBHbIE HOPMAaTUBHBIE IIPABOBHIE aAKTHI,
ycIyr [pEryJIMpYIOIIKE MPOLECCH NPEAOCTABICHHUS]
rOCYapCTBEHHBIX 1 MYHUIIMIIAIBHBIX YCIIYT,
pa3zpaboTKy aIMUHHUCTPATUBHBIX|
[pETJIaMEHTOB IIPEIOCTABIICHUS]

rOCYapCTBEHHBIX 1 MYHUIIMIIAIBHBIX YCIIYT,
[I[POBEIEHUE  OLEHKM WM  MOHHUTOPHHI
KauecTBa U JOCTYIHOCTH TOCYAAapCTBEHHBIX|
1 MyHULIUIIAJIBHBIX YCIIYT;

- Ha YPOBHE YMEHMIA:

- I[IPUMEHATH IIOHATUWHO-KAaTErOPUajIbHbIY]
anmnapar B npodeccuoHaNbHOM
NESITENIbHOCTH;

- HCIIOJIB30BATh IPHUHLHUIIBI «3JIEKTPOHHOTO|
[IPAaBUTEJILCTBa» B IPOLIECCE  OKa3aHUs
rOCYIapCTBEHHBIX U MYHUIIUIAIBHBIX YCIYT;
-COOTHOCUTh  IIOHSTHUSA  TOCYIapCTBEHHAs]
(MyHUIIMIIAJIBHASA) yCIIyTa, FOCY1apCTBEHHAs]

(MyHUITUTIATBHAST ) byHKIHS,
rOCYAapCTBEHHOE (MyHUIIMTIIAIBHOE)
[1OJIHOMOYHE.

HA YPOBHE HABBIKOB:
- COBPEMEHHBIMHM TEXHOJIOTHSMHM OKa3aHUs
rOCYapCTBEHHBIX U MYHMIIMIIAJIBHBIX YCIIYT]
(bU3NYECKUM U IOPUIMYECKUM JIMLIAM;

- OpraHM3allM IMPOLIECCOB IPENOCTABIIECHUS]
rOCYapCTBEHHBIX 1 MYHUIIMIIAIBHBIX YCIIYT,
[IPOBEJICHUS  HE3aBUCHUMON  DKCIIEPTHU3BI
[IPOEKTa AJMUHUCTPATUBHOIO pPErIaMEHTY
[IPEIOCTABJICHUS roCyJlapCTBEHHOMN|
(MyHUIIMDIAIBHOM)  YCIIYTH, OLIEHKUH Y|
MOHUTOpPMHIa KadecTBa U JIOCTYIHOCTH|
rOCy/IapCTBEHHBIX U MYHUIIMIAIBHBIX YCIYT.

2.00bem 1 MecTo IMCIMILIMHBI B cTpyKType OI1 BO

O0bem 1M CHMIIIMHBI
JucuuminHa «JlOKyMEHTOBEEHUE M JEIONPOU3BOACTBO»  OTHOCUTCS K JUCLUUIUIMHAM IIO
BBIOOPY MPOQECCHOHAIBHOTO IUKIA. J[MCIUIIIMHA OCBAaMBAETCsl CTYICHTaMU OYHOW (OpPMBI
oOy4eHus Ha 2 Kypce B 4 cemectpe. O01mas TpyJA0€MKOCTb AUCHUIUIMHBI 3 3a4eTHbIC €ANHUIIBL.
N3 ob6mero o0bema 108 yacoB Ha KOHTAKTHYIO pabOTy CTY/AEHTOB C IpenojaBareieM BbIJeICHO
70 yac (24 uvac. — nekuui, 46 yac. — MPaKTUYECKUX 3aHATUI), 38 yac. - CaMOCTOSATEIbHYIO
paboTty 0Oy4aromxcsi.

®opMa MPOMEXKYTOUHOM aTTEeCTallid B COOTBETCTBHUHM C Y4E€OHBIM IUIAHOM — 3a4eT C
OLICHKOM.
MecTo AUCHUILIMHBI
Hucuumuna (b1.B.JIB.2.2)  «OcCHOBBI [1€IOTIPOU3BOACTBA» pEATU3YeTCss MOCIe H3y4EeHUs
muciumiuH:  CBssu ¢ oOmiecTBeHHOCThI0O B opranax Bimactu  (B1.B.OA.12), U
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AnvunuctparuBHas puropuka (b1.B.JIB.1.2), IIpoektupoBanue u pa3paboTka 0a3 JaHHBIX
(b1.B./1B.4.1)
3. Conep:xaHue ¥ CTPYKTYPA AMCLMILINHBI
Tabmua 3.

Nei/m | HammeHnoBaHue O0beM 1M CHHUIIMHBI, Yac. ®opma
TeM, Bcero KounrakTHas pabora CpP TeKYLIero
Moy el 00y4aromerocs ¢ KOHTpOJIs,
npenojasareem 1o NPOMEKYTOYHO
BH/IAM Y4eOHBIX 3aHATHI i aTTecTaluu
1 ap m | KCP

Ounas ghopma ob6yuenus

Pasnen | Teopernueckue 54 12 24 18 | O, 113
1 OCHOBHBI
AOKYMEHTOBe/IeH
ust u
AeJI0ONPOU3BOACT
Ba

Tema Baeacuue B 5 1 2 2 (0]
1.1 JEJIONPOU3BOJICTB
0. OcHOBHBIC
MMOHSTUS u
TEPMUHBL.
OBOIIOLHS
bopmynspa
yIPaBJICHYECKOTO
JTIOKYMEHTA.

Tema l'ocynapctBenHoe 5 1 2 2 |0
1.2. peryiaupoBaHue
paboThI C
JOKYMEHTaMHU

Tema Crangapruzanus 5 1 2 2 |0
1.3. U yHUpUKAIHS
JOKYMEHTOB.
MexnyHapoaHsie
CTaHIapTHI.
ONEKTPOHHBIN
JOKYMEHT.

Tema CsoiicTBa u 5 1 2 2 0,113
1.4. IIPU3HAKU
JOKYMEHTOB.
CnocoObl u
CpeacTBa
JTOKYMEHTUPOBaH
us

Tema CoBpemeHHbIE 7 1 4 2 10,113
L.5. TpeboBaHUs K
COCTaBy u

1 ®opmbl TekylLero KoHTpoAs ycnesaemocTu: onpoc (O), TectvposaHue (T), KOHTPObHaA paboTa (KP), npakTUyeckoe 3agaHue
(M3), aneKkTpoHHbIN cemmnHap (3C), NMcbmeHHOe KOHTponbHOoe 3agaHue (MK3) n ap.
7



oopmieHnto
JOKYMEHTOB

Tema
1.6.

ITonsarue,
KIaccuQukanms,
COCTaB u
oopmnenue
PEKBHU3UTOB
JOKYMEHTOB.
bnanku
JIOKYMEHTOB

Tema
1.7.

Ocob6enHoctu
odopmieHUs
OpTraHU3aIMOHHBI
X TOKYMCHTOB

Tema
1.8.

Ocob6enHoctu
odopmieHUs
pacropsIuTeIbH
BIX JIOKYMEHTOB

Temal.

Ocob6enHnoctu
odopmieHus
MH(POPMALIMOHHO
- CIPaBOYHBIX
JOKYMEHTOB

Paznen

OcHoBBI
OpraHM3alMOHH
oif pabdorbl ¢
AOKYMEHTAMH

54

12

22

20

O, 113

Tema
2.1

JIOKyMeHTBI 1O
JTUIHOMY

COCTaBy.
CocraBnenue
JTUYHBIX
JIOKYMEHTOB.

10

Tema
2.2.

Odopmnenne u
BEJICHUC JIMYHBIX
nen paboTHUKOB
OpTaHu3aIiH.

10

Tema
2.3.

Opranuzanus
paboThI C
oOparnieHusIMu
TpaXKIaH.

10

Tema
2.4.

OOmas
XapaKTePUCTHKA
JOKYMEHTO000pO
ta Ciiyxx6a 10Y

10

Tema
2.5.

Opranuzanus
KOHTPOJIS
HCIIOJTHCHUS
JOKYMEHTOB.
Okcneprusa
IIEHHOCTHU




JOKYMEHTOB.
®opmMupoBaHUE
JEJL.
Tema CucreMaru3zanus 7 2 3 2 0,113,
2.6. u
XpaHEeHue
yIIpaBJIEHUECKUX
JOKYMEHTOB
Homenknarypa
JEIL.
BrinonHenue KOHTPOJIBHOM KP
paboThI
IIpomexyrouHas 3auer
aTTecTanus
Bcero 108 24 46 38 AK.4
3 3.e
81 Ac.y

Conep:xaHue 1MCUMILTHHBI
Paszoen 1. TeopeTnueckue OCHOBBI JOKYMEHTOBeICHUS M [1eJIONPOM3BOICTBA
Tema 1.1. Beenenue B 1es1onpou3soacTso. OCHOBHbIC IOHATHA M TEPMHUHBI
OBomonus GopMyIIsipa ypaBiIeHYeCKOro JOKyMEHTa.
Hcrtopust pa3BUTHSL CHCTEMBI TOCYJapCTBEHHOIO JeNONpou3BojacTBa B Poccun. DBosronms
OTJENIbHBIX BUJIOB JOKYMEHTOB M JJOKYMEHTUPOBAHHS YIIPaBICHYECKOH e TEIbHOCTH.
Tema 1.2. T'ocypapcTBeHHOE peryJiMpoBaHue padoThl ¢ JOKYMEHTAMU
[TpaBoBO€ perynupoBaHue Aea0npon3BoacTBa. OCHOBHbBIE 3aKOHBI 1 HOPMATUBHBIE JOKYMEHTHI ,
peryaupyomue  BONPOCHl  Jenonpou3BoacTBa.  OpraHumsamuss — KOH(HISHIHMAIBHOTO
JIENTOTIPOU3BO/ICTB B OpraHU3aLIUH.
Tema 1.3. Cmanoapmu3zayua u ynuguxayua 0okymenmos. Medxcoynapoonvie cmanoapmol.
Dnekmponnblii 0OKymeHm.
[Tonatne yHU(UKAIUUM W CTAaHIAPTU3ALUU JOKYMEHTOB. YHHM(UUIUpPOBaHHAas cHCTEMa
opranuzanoHHo-pacnopsaurensioi fokymenranuu (YCOP/). TOCT P 6.30-2003. Ans6om
YHU(DUIUPOBAHHBIX (OPM JTOKYMEHTOB, Talelb YHU(PUUUPOBAHHBIX (OPM JTOKYMEHTOB.
MexayHapoaHble cTaHAapThl B o0sacTh paboOThl C JOKYMEHTaMH H OCOOEHHOCTH HX
npuMeHeHust B Poccuu. DNEeKTpOHHBIH JOKYMEHT - akTyajbHass ¢opMma CyIIeCTBOBaHMSA
uHpOpMaLUu.
Tema 1.4. Ceoiicmea u npusnaxu 0okymernmos. Cnocoowt u cpeocmea 00OKyMeHmMupoeanus
Knaccudukanus 10KyMEHTOB 1O NpU3HaKaM, (YHKIMU JOKYMEHTOB. OmpeneneHue, CBOWCTBa,
NPU3HAKM JTIOKYMEHTa, KilaccupuKanus JToKyMeHTOB. MHpopMmalnMoHHas mpuUpoja OKYMEHTa,
cBoiicTBa M (pyHKUMH AoKyMeHTa. OOmue U cneuuanbHble QYHKIUUA AOKYMEHTOB. CHCTEMBI
JIOKYMEHTALUH.
Tema 1.5. Cospemennvie mpedosanusn Kk cocmagy u 0Qhopmiaenuro 00KymMeHmaos
I'OCT P 6.30-2003 «YHuUpHUUUPOBAHHAS CHUCTEMa OPraHU3ALMOHHO-PACHIOPSAUTEIBHON
JoKyMeHTauu. TpeGoBaHus K 0(OpMIIEHUIO TOKYMEHTOBY. [loHATHE «pEeKBU3UT». PEeKBU3UTHI,
periaMeHTHpyeMble TOCYJapCTBEHHBIM  CTaHAapTOM. [TocTosiHHBIE W  TEpEeMEHHBIE,
00s13aTeNIbHBIE U TOTIOIHUTENbHbIE PEKBU3UTHI.
Tema 1.6. llonamue, knaccugpuxayusn, cocmag u ogopmieHue peKeu3umos OOKyMeHmOE.
Branku 0okymenmog
[Tonstue «popmynsap aokymeHta». OcobeHHOCTH (QOPMYISIPOB TOKYMEHTOB, IOJIYYEHHBIX
pa3NMYHBIMU  criocobamMu  JToKyMeHTupoBaHus. QPopmynsip — oOpasen. Ponp Onanka B



odopmiernn nokymenTta. CocraB O6iaHKa, MOPSAIOK PACIIOJIOKEHHS] pEKBU3UTOB B OnaHke. Bumpl
67aHKOB. BIIaHKK ¢ YrIIOBBIM U IPOJOJIBHBIM PACIIONIOKEHUEM PEKBU3UTOB. [ 'epOoBbIe OIaHKH.
Tema 1.7. Ocobennocmu oghopmnenus op2aHu3ayuOHHbLIX OOKYMEHN 08

CoctaB M Ha3HAuYEHUE OPraHU3ALMOHHBIX JOKYMEHTOB: YCTaBa, IOJIOKEHUS, IOJDKHOCTHOU
MHCTPYKIMH H Jp. CoctaB pEKBU3UTOB, OCOOEHHOCTH U TMOPAIOK O(OpPMIICHHS
OpraHU3alMOHHBIX JOKYMEHTOB.

Tema 1.8. Ocobennocmu oghopmaenus pacnopaoumenbHviX 0OKyMeHmos

CoctaB W Ha3HAUE€HUE pPACIOPAIAUTENbHBIX JIOKYMEHTOB: IPHUKA30B, PACIOPSKEHHIA,
nocraHoBieHui.  CocTaB  pPEKBU3UTOB,  OCOOEHHOCTM M MOPAAOK  O(QopMIIeHHS
pacropsaauTeIbHbIX JOKYMEHTOB

Tema 1.9. Ocobennocmu ogpopmnenus uHPOPMAYUOHHO - CRPABOUHBIX OOKYMEHM 08

CoctaB W Ha3HAUEGHUE pPACIOPAIAUTENbHBIX JOKYMEHTOB: IPHUKA30B, PACIOPSKEHHIA,
noctaHoBleHUH. CocTaB peKBU3UTOB, 0OCOOEHHOCTH U MOPSAOK O(GopMIIeHHs HH(OPMAIMOHHO -
CIPaBOYHBIX JOKYMEHTOB

Pasnes 2. OcHOBBI OPraHM3aNMOHHON PA0OTHI C JOKYMEHTAMHU

Tema 2.1. /lokymenmot no auunomy cocmagy. Cocmaenenue 1udHblX 0OKyMeHmM08.

3amaun yrnpaBlIeHUs, pellaeMble IpPU IMOMOIIM KaJpOBBIX JOKYMEHTOB (IOKYMEHTHpPOBaHHE
TPYAOBBIX NpaBoOoTHOIIeHUH). CoOCTaB JIOKYMEHTOB, O(OpMIsIEeMbIX B KaJIpOBOH CiryxOe.
[Topsinok opopmileHHs U COCTaB JOKYMEHTOB NpH NpHEME, YBOJBHEHHH, IEPEBOJIE Ha JIPYTYIO
paboTy, MOOMIPEHHH, AUCHUTUIMHAPHBIX B3bICKaHUM, IPEJOCTaBICHUE OTITyCKA.

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

OcHoBHBIE TpeOOBaHUS K (POPMHUPOBAHUIO M CcOCTaBy JMYHBIX jAed. CocCTaB JUYHBIX JIEIL.
KoHnduneH11aabHOCTh epCOHANBHBIX JAHHBIX pAOOTHUKOB

Tema 2.3. Opzanuzayus padbomel ¢ 00pawyeHUAMU PANHCOAH.

OcHoBHBIE BBl OOpallleHUi: MpeiokKeHne, 3asiBiIeHus, xanoba. HopmaTuBHbIE JOKYMEHTHI,
peryaupyoiue padoTy ¢ 0OpalleHUusIMH IpaxkiaH. JIMUHBIN pHeM IpaXkiaH B OpraHU3aIlyy.
Tema 2.4. O01mas xapaKkTepucTHKA JOKyMeHTOo0O0poTa. Ciyxbda JIOY.
HopmaTuBHO-TIpaBoBO€ peryinupoBaHue mpoluecca HoKymMeHTooOopora. [lopsmok oOpaboTku
BXOJAIIUX, HMCXOJAIINX, BHYTPEHHHUX JOKYMEHTOB Perucrpanus M KOHTPOJIb HCIOJTHEHHS
NoKyMeHTOB. MHpopmarmonHas O6e3omacHocTb. COBpeMEHHbIE OpraHM3alMOHHBIE (HOPMBI
ciyx0b1 JIOVY.

Tema 2.5. Opeanuzauyus KOHMPONA UCHOIHEHUA OOKYMEHMO8. IKcnepmu3a yeHHOCHmuU
00Kymenmos. @opmuposanue oe.

TexHonornueckoe o0ecrniedeHne KOHTPOJIS UCTIOJIHEHUS JTOKYMEHTOB, IOCTAaHOBKA Ha KOHTPOJIb
[Tonatue «dKcmepTu3a UEHHOCTH». OpraHuzanus HSKCHEPTH3bl IEHHOCTU JIOKYMEHTOB,
DKcnepTHbIe KOMUCCUU OpraHU3aLui.

Tema 2.6. Cucmemamu3zayua u Xpanenue ynpagienueckux 0OKymenmos. Homenknamypa
odei.

XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/ieleHusx opranuzanuu. OTBETCTBEHHOCTh 3a
COXPAaHHOCTh JIOKyMEHTOB. Ha3HaueHHe M HCHOJIb30BAHHWE NEpeuyHEed B KaueCTBE OCHOBHBIX
MCTOYHHUKOB IO YCTAHOBJICHUS CPOKOB XPaHEHHUSI.

4.  MarepuaJibl TEKYIIET0 KOHTPOJISI YCIIeBAEMOCTH 00yUaIoIUXcsi U JOH/T OLICHOYHBIX CPEICTB
MPOMEKYTOUYHO aTTeCTALUN IO JUCHHILIIHE
4.1. ®@opMbl H MeTOAbI TeKYLIEr0 KOHTPOJS YCHEBAEMOCTH M MPOMEKYTOUYHOM
aTTecTaluu
4.1.1.B  xome  peanmuszauuu  gucuumiaubel  (b1.B.08)  «JlokymeHTOBeneHue U
JIEJIOTIPOU3BOCTBO» HUCIOJIB3YIOTCS CIEAYIOLUME METOAbl TEKYIIEr0 KOHTPOJS YCIEBAaEMOCTHU
00yUaroIINXCs:

Tabauua 7
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Ne i/

HaumeHoBaHHe TeM,
MoayJ1el

®opMa TeKyLIero KOHTpOoJI,
NMPOMEKYTOYHOM aTTecTallul

Ounas ¢hopma ob6yuenus

Pasznen Teopernueckue OCHOBBI
1 AOKYMEHTOBECHUSA "
JAeJIONPOU3BOACTBA
Tema 1.1 | BBenenne B [1€10IPOM3BOJICTBO. | YCTHBIM ONPOC
OCHOBHBIE TOHATUS U  TEPMHUHBI.
OBooLUs bopmysipa
YIIPaBJIEHYECKOTO JOKYMEHTA.
Tema I'ocynapcTBenHoe YCTHBIH OIIpOC
1.2. peryaupoBaHue paboThI C
JOKyMEHTaMU
Tema Crangapruzanus u yHU(UKALUS | YCTHBIH OIpoC
1.3. JOKYMEHTOB. MesxtyHapoiHbIE
CTaHJAPThl. DIEKTPOHHBIN JOKYMEHT.
Tema CBolicTBa M MNpPU3HAKM JOKYMEHTOB. | YCTHBII OIIPOC, IPAKTUUECKUE 3aJaHUS
1.4. Crnioco0b1 u cpeacTBa
JOKYMEHTUPOBAHHUS
Tema CoBpeMeHHbIe TpeOOBAaHUS K COCTAaBY M | YCTHBII OIPOC, MPAKTUYECKUE 3aJaHUs
1.5. 0(OPMIICHHUIO TIOKYyMEHTOB
Tema IlonsTue, YCTHBIM OIIPOC, IMPAKTUYECKUE 3aJaHUs
1.6. KJaccuuKaiys, coctaB 1 opopmieHue | SIEKTPOHHOE TECTUPOBAHUE c
PEKBU3UTOB JOKYMEHTOB. biianku HCII0JIb30BAHUEM CIENMAIN3UPOBAHHOTO
JIOKYMEHTOB IPOrPaMMHOTO 0OecTieueHH s
Tema OcobenHoctu odopmIIeHHs | YyCTHBIN ONPOC, MPAKTHYECKHUE 3aJaHHs
1.7. OpPraHU3alMOHHBIX JOKYMEHTOB
Tema Ocob6enHoctu odopmiIeHHs | YyCTHBIN ONPOC, MPAKTHYECKHUE 3aJaHHs
1.8. pacnopsUTENbHBIX JOKYMEHTOB
Temal.9 | OcobGennoctu o(opMIIeHHs | YCTHBIN ONPOC, MPAKTHYECKHE 3aJaHHs
UH(POPMALIMOHHO - CIIPABOYHBIX
JOKYMEHTOB
Pazgen OcHOBBI OPraHN3alUOHHON PadoThI €
2 AOKYMEHTaMH
Tema 2.1 | JIokyMeHTsl 1O JIMYHOMY COCTaBY. | YCTHBIN ONPOC, IPAKTUUECKUE 3aJaHUS
CocraBiieHHE TUYHBIX JOKYMEHTOB.
Tema Odopmiienne U BeACHUE JIMYHBIX JEJ | YCTHBIN ONpPOC, IPAKTUYECKUE 3aJaHUs
2.2. pabOTHUKOB OpraHU3aIUN.
Tema Opranuzanus padoTel ¢ OOpalIEHUsSMH | YCTHBII ONPOC, IPAKTUYECKUE 3aJaHUs
2.3. IpaXKaaH.
Tema Oomas XapaKTEPUCTUKA | YCTHBIM OIIPOC, MPAKTUYECKUE 3aJaHUS
2.4. nokymeHToobopora Ciyxba J10VY.
Tema Opranuzanysi KOHTPOJS MCIOJIHEHUS | YCTHBIN ONPOC, IPAKTUUECKUE 3aJaHUs
2.5. JOKYMEHTOB. DKCHEpTH3a LEHHOCTH
JNoKyMeHTOB. DopmupoBaHue ael.
Tema CucremaTtuzanys U XxpaHeHHE YCTHBII OIpOC, MPaKTUYECKHE 3aJaHus,
2.6. VYIpaBiaeH4ECKUX TOKYMEHTOB MMCbMEHHAsi KOHTPOJIbHAsS paboTa.

Howmenxkiarypa nei.
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4.1.2.1IpomeskyTOYHAsA aTTecTalus IPOBOAMTCS B (pOpMe 3auema ¢ OUeHKOIl.

4.2. MarepuaJjibl TEeKyIIero KOHTPOJIsi yCIIeBaeMOCTH.

TunoBbie BONPOCHI VI YCTHBIX OIPOCOB:

1.IIpoGyiema noATMHHOCTH HIIEKTPOHHOTO JTOKyMEHTA

2.CocTaB 1 Ha3HAYEHHUE CUCTEMbI HH(OPMAIIHOHHO-CIIPABOYHOM IOKYMEHTAIUH.

3.TpeboBanus K 0POPMIICHHUIO CTIPABOK, TOKIAIHBIX, CIIY>KEOHBIX, OOBSICHUTEIHLHBIX 3aITUCOK.
4.0cobennoctu 0hopMIICHUS aKTOB, MPEICTABICHHM, 3asIBIICHUN.

5.CocraB, Ha3HAUYEHUE, COJIEPIKAHUE TOKYMEHTOB, OTHOCAIIMXCS K IIEPENUCKE.

6.513bIK, CTUJIb, ITHKET CIIy>KeOHOTO nuchbMa. ["apantuiinoe nucbmo. Kommepueckoe nucsmo.
7.CoctaBneHue U 0(opMIIEHUE XapaKTePUCTUKH, OT3bIBA, PEKOMEHJAIINH, 3aKITI0OUCHHS

8.ITops 10K MOArOTOBKM MaTepHaIoB K 3aceaHuio. COCTaBIIEHUE MPOEKTA PEIICHHUS.

9. TpeboBanus kK 0(pOPMIIEHHUIO TPOTOKOIA.

10.Ha3Hnauyenue, cocTas, IpaBoBasi perjlaMeHTalMs CUCTEMBI KaIpOBOM JOKYMEHTALIUH.
11.YHudukanus kaapoBoil TOKyMEHTAIUH.

12.I1opsiiok  3amojHEeHUs YHUGPUIMPOBAHHBIX (OPM TEPBUYHON YUETHOW KaJIpoBOW U
OyXranTepcKoil TOKyMEHTaluH.

13. CymHoCTh NOHATHUS «MH(POPMALIMOHHASL O€30ITaCHOCTbH)

14.YOpuaunueckas cuia — OCHOBHOE CBOMCTBO CIIy’)KEOHOT'0 IOKyMEHTA.

15.0purnHanbHOCTh, NOAJIMHHOCTD JOKYMEHTOB.

16.Knaccuduxanus u BUAbI COBPEMEHHBIX CPEICTB JOKYMEHTHPOBaHHs. 3aBUCUMOCTh CII0CO0a
JOKYMEHTHPOBAHUS OT MPUMEHAEMOTO IS 3alIMCH HHPOPMALIUU CPEICTBA.

17. TlpaBa, 00513aHHOCTH U OTBETCTBEHHOCTb B chepe KOH(DUACHIIMAIBHOCTH HH(OPMALUH
Tunosble NpUMeEpPbI TECTOBLIX 3aJaHU:

1. ®opmynsp-oOpasel] OpraHu3alMOHHO-PACTIOPAUTEIBHOTO IOKYyMEHTA IPEICTABISAET COOOM:
a) MakeT OJlaHKa JOKYMEHTa, IMOJArOTOBJIEHHOTO K U3/IaHUIO TUIIOTPAa()CKUM CIIOCOOOM;

0) oOpa3zer O61aHKa JOKYMEHTA;

B) CXEMY paclojI0XKeHHs PEKBU3UTOB OpraHU3allMOHHO-PACIOPSIUTEIHLHOTO TOKYMEHTA,

r) oOpasel KOHKPETHOT'O BU1a OPTaHU3AIMOHHO-PACTIOPSIIUTEIBHOTO JJOKYMEHTA.

2. Kakue TOKyMEHTBHI SBJISIOTCS OPraHU3allMOHHBIMMU:

a) ycTaB, MOJIOKEHUE, MHCTPYKLUS, CTPYKTYpa U IITaTHAs YHUCIEHHOCTh, IITaTHOE paclHUCaHue,

npaBuJa;
0) ycTaB, IMOJIOKEHHE, TPOTOKOJ, MOCTAHOBIICHHE, TPABWIIA, IMITATHOE PACIUCAHUE, TOTOBOP
(KOHTpAKT);
B) YCTaB, TIOJOXXCHUE, WHCTPYKIMS, INTaTHOEC paclucaHWe, MpaBHja, IPHUKa3, OTOBOP
(KOHTpAKT).

3.B xakoM BapraHTe OTBETA NMPaBUILHO Ha3BaHBI PEKBU3UTHI 00IIETo OJ1aHKa:

a) HaMMCHOBAHWE OpraHM3aIuH, dMOJIeMa OpraHU3alMd WM TOBApPHBIM 3HAK, HAUMEHOBAHHE
Buja nokymenta, OI'PH, MHH/KIIII, 3aroioBok k TEKCTy, aapecar;

0) HaMMEHOBaHME OpPraHU3alliy, MECTO JUIl BUJA JOKYMEHTAa, JAaTa, PEerHCTPAIlMOHHBIM HOMEp
JIOKYMEHTa, MECTO COCTaBJICHUS,

B) HAMMEHOBaHWE opraHu3aiuu, ko opranuzanuu, OI'PH, MHH/KIIII, cnpaBouHbie qaHHBIE 00
OpraHu3aly, J1aTa, PEeruCTPAllMOHHBII HOMEp, CChUJIKA HAa PEruCTPALlMOHHBIA HOMEp U Aary
JIOKYMEHTA.

4. PexBusut «lloanuck» Ha JOKYMEHTaX, MOJAMMCHIBAEMBIX JBYMsSI JOJKHOCTHBIMHU JIMIIAMU
OJIHOTO YPOBHSI, O(pOpMIISETCS:

a) B JIBa psijia HA OJTHOM YPOBHE;

0) oJTHA TIOJTKCH IO IPYTO¥H;

B) I10 OJTHOM TOJMKACH B IBOMWHOM KOJMYECTBE IK3EMIUISIPOB IOKYMEHTA.

5. JIomKHOCTHYIO HHCTPYKIMIO TOANUCHIBACT:

a) PyYKOBOJUTEIb OPraHU3AINH;

0) pYKOBOAMTEINb CTPYKTYPHOTO TMOPA3ACIICHHUS;
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B) HAYAJbHUK OTJIENA KaJ[POB;

I') HUKTO HE BBOJMT, €CJIM OHA TUIIOBAS.

6. B xakoMm BapuaHTe MpaBUJILHO HAa3BaHbl PEKBU3HUTHI OIaHKa MpUKasa?

a) rocyIapCTBEHHBbIH TIepO, HAMMEHOBaHME OpPraHU3alMM, HAUMEHOBAaHHE BHJA JIOKYMEHTa
«I[TPUKA3», nata 10KyMeHTa, pErUCTPALIMOHHBIA HOMEP, MECTO COCTaBJICHMUS;

0) rocynapcTBeHHbIM rep0, HauMMEHOBAaHWE OpraHU3allMM, HAaUMEHOBaHHE BHUIA JOKYMEHTa
«[TPUKA3», nata, perucTpallMOHHBIII HOMEp, MECTO COCTaBJIEHHS, CIIPaBOYHbIE JaHHbBIE 00
OpraHu3aluy;

B) »5MOiema, HauMMEHOBaHME opraHuzaimu, Buj Jokymenta «[IPUKA3», nara, mecto
COCTaBJICHUSI.

7.Hymepanus cTpaHuil JOKYMEHTa POU3BOIUTCS:

a) MO LEHTPY HIKHETO OIS,

0) B IpaBOM HM)KHEM YTy JOKYMEHTA;

B) 1O LIGHTPY BEPXHETO MOJIS;

I') B IPaBOM BEPXHEM YTy JTOKYMEHTa

8.PexBU3UT TOKyMEHTa — 3TO:

a) GupMeHHBIN OJaHK;

0) OCHOBHAs 4acTh JIOKyMEHTA;

B) €r0 OTJIEJIbHAS YaCTh.

9.3 mnepeuucieHHbIX HIKE PEKBU3UTOB OPraHMW3allMOHHO-PACTIOPAIUTEIbHBIX JIOKYMEHTOB
BbIOEpUTE PEKBU3UTHI, HEOOXOIUMBIE IS PUAAHHS TIOKYMEHTaM IOpUIMUECKON CHITBI:

1. CnpaBouHbIe naHHBIE 00 OpraHU3aIUU 7.Mecto cocTaBiIeHUs JOKYMEHTa
2. HaumeHoBaHue BU1a JOKYMEHTA 8. OTMeTKa 00 HCIIOJTHEHUU

3. HaumeHOBaHue opraHu3aluu 9. PerucrpauinoHHbIi HOMEp

4. IMoamnuce 10. Anpecar

5. I'pucd yrBepxaenus 11. Tekct

6. [lata nokymeHnra 12. Bu3za cormacoBanus

10. O6s13aTeNnbHOMY YTBEPKACHUIO MOJIEXKAT:

a) TPHUKa3bl;

0) ciyxeOHBIE 3aIICKU;

B) KOHTPAKTHI;

T') LITaTHOE pacluCaHHue;

1) TapaHTHIHbIE MHChMA.

TunoBbie BapuaHTHI HHAMBUAYAJIbHBIX 3aJaHUI:

1. Odopmuts mpuem Ha paboty CemenoBa A.B. Ha JOMKHOCTh WMHXKEHEpa —dJIEKTpUKA 2
kareropuu B cayx0y cBs3u OAO «'unpocsssze» ¢ 01.05.2015 paGoThl B JOHKHOCTH WHKEHEpa
—3NIeKTpUKa 3 Toja, B JOJDKHOCTH HMHXKEHEpa-IeKTpuka 3 Kateropun 3 roaa. OcTalibHbIE
JTaHHBIE — MPOU3BOJILHO.

3anoJIHUT:

Kaprouka T-2

JIMYHBIN TUCTOK,

TpynoBast KHIXKa

TpynoBoii 1oroBop

[Ipukas o npueme

2.0domute mpuem Ha paboty ['puropreBy AnHy CepreeBHy Ha JODKHOCTH SKOHOMHCTA B
minaHoBeii  otnen OAO «lwumpocssizb» ¢ 01.11.2014 Ha BpeMsi OTCYTCTBUSI OCHOBHOIO
paboTHUKA B OTIIyCKE IO yXOHy 3a pedeHKoM, paboTa ocHOBHas. OOpa3oBaHHE — OKOHYMIIA B
2014 rony CUBVYIIK. OcTtanbHble TaHHBIE — IPOU3BOJIBHO.

3ano0JIHAT:

Kaprtouka T-2

JIMYHEBIN TUCTOK,

TpynoBast KHUKKa
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Tpynosoit norosop

IIpukas o npueme

3. IlepeBecTn Ha AOJDKHOCTH BEAYLIETO cHeluaincTa miaHoBoro otnaena CasenbeBy Oubry
CepreeBny OAO «l'unpocssze» ¢ 01.11.2014 B cBsi3u ¢ mpoxXoKIeHUEM aTTectanuu Pabora
ocHOBHas1, noctostHHas. O6pazoBanue — okonuymna B 2010 ronmy CUBVYIIK. OctanbHble JaHHBIS
— IIPOU3BOJIBHO.

3anoJIHUTD:

Kaprouka T-2

[IpencraBnenue
ATTECTallMOHHBIN JTUCT

TpynoBas kKHMKKa

JIOTIOTHUTENBHOE COTJIAIIEHUE K TPYAOBOMY AOTOBOPY.

IIpukas o nepesoae

4. Ilpoanute cpouHblil TpynoBoi norosop ¢ I'puropseBoit AuHol CepreeBHOM, MPUHATON Ha
JOJDKHOCTh 3KOHOMHMCTa B IutaHoBbIM otnen OAO «l'wnpocssass» ¢ 01.11.2014 na Bpewms
OTCYTCTBHUSI OCHOBHOTO PaOOTHHKA B OTILYCKE IO YXOJy 3a peOEHKOM B CBSI3M C YBOJIbHEHHEM
OCHOBHOTO paboTHHKa. Pabora ocHoBHas. OOpazoBanue — oxonumna B 2014 roxy CHUBVYIIK.
OcTanpHble JaHHBIE — IPOU3BOJILHO.

3anoJIHUTD:

Kaprouka T-2

CnyxxeOHas 3amucKa HayaJlbHUKA MJIAHOBOTO OT/IENa

TpynoBast KHMXKKa

JIOTIONTHUTENBHOE COTJIALIEHUE K TPYIOBOMY JOTOBOPY

IIpukas o nepesoae

5.YBONUTH B CBSI3U C UCTEUEHUEM CPOKa TPYAOBOTO JOTOBOPA BEAYILETO CIENHATUCTa yueOHOTO
ornena HoBocubOupckoro arpaproro yauBepcutera P. JL.CepreeBa. IIpuHAT Ha Bpems
OTCYTCTBHS OCHOBHOTO paboTHHKa. PaboTa ocHOBHast. OcTanbHbIE TaHHBIE — IIPOU3BOJIBHO.
3anoJIHUTD:

Tpynosoit norosop

Kaprtouka T-2

TpynoBasi KHMXKKa

YBegomieHue 00 UCTEYEHUH CPOKa TPYJOBOTO TOTOBOpa

[Tpuka3 06 yBOJIbHEHHUH.

6.YBonuTh 1O HMHHIMATHBE paOOTHHKA BEAYIIEro CIEUUaTucTa y4yeOHOro OTAena
HoBocubupckoro arpapHoro ynusepcutera [1.JI.OrneBa. TpymoBoil JOroBOp 3akirO4eH Ha
HeoTnpeeneHHbIi cpok. Pabota ocHoBHas. OcTanbHbIe JaHHBIE — IPOU3BOJIBHO.

3anoJIHUATH:

3asBieHne 00 yBOJIbHEHUU.

TpynoBoii 1oroBop

Kaprtouka T-2

TpynoBasi KHMXKKa

YBegomiieHue 00 UCTEYEHUH CPOKa TPYJOBOTO TIOTOBOpa

[Tpuka3 06 yBOJIbHEHHUHU.

7. IlepeBon HayalbHUKA y4EOHOTO OTHENAa B CBS3M C M3MEHEHHEM INTAaTHOTO PACIUCAHUS C
01.01.2015 Ha MOKHOCTH 3aMECTHUTENsI AUPEKTOpa Mo yueOHoW pabote. TpymoBoit aoroBop
3aKJII0OYEH Ha HEeOMpeaeleHHbIN cpoK. PaboTa ocHoBHast. OcTanbHbIE JaHHbBIE — IPOU3BOJIBHO.
3anoJIHUTD:

[IpencraBieHne HayallbHUKA Y4€OHO-METOIUYECKOTO YIPaBICHUSI.

TpynoBoil 1OrOBOP U JIOMOJTHUTEIIBHOE COTJIAllICHUE

Kaprouka T-2

TpynoBasi KHUKKa

JlomKHOCTHAS HHCTPYKIUS
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IIpukas o nepesoae
8. CocTaBUTh NMPOTOKOJ 3aCeHaHUsl COBETA JUPEKTOPOB AKIIMOHEPHOTO 0OIIecTBa (Ha3BaHUE
BbIOpAaTh CaMOCTOSITEJILHO) O CO3BIBE BHEOUEPEAHOIO O0OLIero coOpaHus aKLMOHEPOB, Ha
KOTOPOM MPHUHSUIM pEIIeHUE O CO3bIBE COOpaHHUs W ONpeleNWiIM AaTy HpoBeaeHus, Gopmy,
BpeMs U MECTO MpOBeIeHHs] coOpaHus. Bbla yIBep)kJIeH CIMCOK aKIMOHEPOB, UMEIOIINX MIPABO
Ha y4yacTHe, TEKCT COOOIIEHHUs O IMPOBEACHUU coOpaHMs (yKa3aTb, YTO MpHJIAraeTcs) IUIaH-
rpaduK MEpONpHUATHH MO MOArOTOBKE K IMPOBEACHUIO coOpaHus (mpumiiaraercs). PeKBU3HUTHI
JOKYMEHTa 0(OPMHUTH B COOTBETCTBUU C IMOJIOKEHUSMH JICHCTBYIOIIETO 3aKOHOATEIbCTBA U C
tpeboBanusmu I'OCT P 7.0.97-2016.
9.0¢dopmute mrcpMo, oaTBepkaatoiiee ¢akT oTnpaBku goroBopa Nel2/01-15 ot 18.09.2016.
Heo6xo1MMble peKBU3UTHI M 2JIEMEHTHI TEKCTa— MPOU3BOJIBHO.
10.Hanumure 3asBlIeHUE O MPEIOCTAaBICHUU OTIyCKa 0e3 coxpaHeHMs 3apaboTHOH miatel. B
TEKCTE 3asiBJICHUS YKOKUTE IPUUMHY NPEAOCTABICHHS OTIIYCKa, HA CKOJBKO KaJeHIApHbIX JHEN
IIPEJOCTABUTH OTIIYCK, C KAKOTO M IO KakoW JeHb BKIIOUMTENbHO. Ha ocHOBaHMM 3asBlieHUs
COCTaBbTE MPHKa3 M0 YHUPHIMpOBaHHOU (opme T-6.

4.3. OneHo4yHbIe CPeACTBA MPOMEKYTOYHOH ATTECTALUHA

Tabmuma 8
Kon HanmeHnoBanue Kon HanmenoBanmue 3Tana
KOMIIET KOMIIeTeHIM U 3TANA OCBOCHHUSA OCBOCHMA KOMIIETCHIIUH
CHIUH KOMIIeTeHI MU
[IK-18 | Cmocob6nocts  mpunumath | [1K-18.3 Ha ouHOIi CriocoOHOCTD BBITIONHSTH
y4acTHE B MPOEKTUPOBAHUU cirykeOHble 003aHHOCTH.
OpraHu3alUOHHBIX
JNEUCTBUH, YMEHUEM
3hPeKTUBHO UCTIOJIHATH
ciry’KeOHbIe (TpyHoBbIe) CrnocoOHOCTb MPOEKTUPOBATh
00513aHHOCTH OpraHU3alMOHHBIE IEHCTBUS
IIK- 24 | Bnagenue TtexHosorusamy, | IIK - 24.3 na ounolt Crnoco6HOCTB pa3pabaTeIBaTh
IIPUEMAMH, 1 39 PEKTUBHO UCTIONHSATD
o0ecreynBaroIuMU YIIPaBJIEHUECKNE PEILIECHUS

OKa3aHHe roCyJapCTBEHHBIX
U  MYHUUUOAIBHBIX YCIyT
busnveckum u
IOPUINYECKUM JIULAM

CriocoOHOCTD MPOEKTUPOBATh
OpraHu3alMOHHBIC
CTPYKTYPBI

Cr1ocoOHOCTH HAXOIUTh
OpraHu3aIMOHHO-
YIIPABJICHUCCKUE PEIICHUS
o0ecreynBaroNye OKa3aHue

ycIayr

Tabmnuua 9.

OTall 0CBOCHMUS KOMIICTCHIINHN

Tlokazaresnp OolleHUBaHUS

Kpurepuii orieHuBaHus

[TK-18.3 Ha ouHo#
CriocoGHOCTB
ciry:ke0HbIe 00s13aHHOCTH

BBIIIOJIHATH

3HaeT OCHOBHBIE TEOPUU U
IO IXOIbI K
OCYIIECTBICHHIO
OpraHu3alUOHHBIX
U3MEHEHUU

[TpumeHsieT MeTONbl peanu3alyu
OCHOBHBIX
GbyHKUME  (MPUHATHE PpEIICHUH,
OpraHu3auusi, MOTHBMPOBAaHUE H
KOHTPOJIb);

PaspabarriBaer

YIIPABJICHUYECKUX

IPOTrpaMMBbI
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OCYIIECTBIICHUS
OpPraHU3alMOHHBIX W3MEHEHHH WU
OILICHUBATh UX Y(PPEKTUBHOCTB.

YMeeT OpraHu30BbIBaTh KOHTPOJIb

y 3HaeT  MEXKIYHAPOJHBIE | UCIIOIHEHHUS, IIPOBOAUTL OLIEHK
IIK - 24.3 Ha ouHOIA AyHapon , TIPOBOJ LIEHKY

HOPMBI u npaBuiia | Ka4ecTBa YIPaBJICHYECKUX
CnocobHOCTB pa3pabaThIBaTh .

HOPMAaTHBHO-TIPABOBOT'O peleHrii U OCYIECTBIICHHUE
1 3P (HEKTUBHO UCTIOTHSATH

oOecrieyeHus CHCTEMBI | aIMUHUCTPATUBHBIX IPOLIECCOB
YIIPaBJICHYECKUE PELICHUS

rOCY/IapCTBEHHBIX U | YMeeT  OpHEHTHpOBaThCsi B

MYHHUIHTAIBHBIX YCITYT MHUPOBOM TIPOIECCE YIPABICHHS

roC3aKylnKaMH

Tunosbie BONpoCHI AJ1s1 NOATOTOBKH K 3a4eTy:

MoayJs 1. TeopeTnueckue 0CHOBBI 1eJI0NPOU3BOACTBA

1.Mcropus pa3BUTHSI CUCTEMBI TOCYJAPCTBEHHO JIOKYMEHTOBEACHMSI U JEJIONIPOU3BO/ICTBA.
2.3akOHOJATEIbHBIE M HOPMAaTMBHO-METOJAMYECKME  MarTepuajlbl [0  OpraHu3aluu
JEIONIPOU3BO/ICTBA.

3 Meroas! yHUDUKAUK U CTaHAApTU3aLMU TOKyMeHTOB. [lonsTue "yHuduuupoanHas gopma
nokymeHTa". YHu(uUKanus Tecta JOKyMeHTa.

4.9Bomonust TepmuHa "noKyMeHT". IIpaBoBOi, ynpaBlIeHUYECKHI, UCTOPUUYECKUN AaACIEKTHI B
ONpENCIIEHUN JOKYMEHTA. OJEKTPOHHBIM NOKyMEeHT. (DyHKIMM IOCTOSHHO AEUCTBYIOLIME U
(GyHKLMU OllepaTUBHBIE.

5. OdopmiieHne W COCTaBl€HHE AaKTOB, MOJOXKEHHUH, mTartHoro pacnucanus. CTpyKTypa u
odopmiIeHHE TON0KEHUI 00 OpraHu3alMd M O CTPYKTypHOM mojpasfeneHuu. OdopmieHue
JIOJIKHOCTHOTO pErjlaMeHTa roCyAapCTBEHHOTO CIIYXKalllero.

6. Ortambl TOATOTOBKU PACHOPSAUTENBHBIX JOKyMEHTOB. TpeboBaHus K 0(hOpMIIEHUIO
IIOCTAHOBJICHUH, PELICHU.

7. PaznoBugHocTH nuceM. OcoOeHHOCTH OGOPMIICHMS TapaHTHHHBIX nuceM. TpeOoBaHus K
COCTaBJICHUIO M 0(OPMIICHHIO TEJIErPaMM.

8. IloHsTHEe M XapaKTepUCTHKa TUIOBOro (Gopmyssipa, Gopmynsipa — obpasua. TpeGoBaHus K
KOHCTpYUpOBaHHIO O1aHKoOB. M300paxeHne repOoBOi CUMBOJIMKM Ha OJaHKax, perjaMeHTaIus
MCIIOJIb30BaHUS.

9.ITosicHUTH BBIpaXKEHHE «OJU(PYHKIINOHAIBHOCTD JOKYMEHTay.

10.CoBpeMeHHbIE CTAaHIAPTHI HA JOKYMEHTALUIO.

11.YHugukanms TeKCToB CI1y)KeOHBIX JOKYMEHTOB

12. IIpoBecTn aHAIN3 NOJDKHOCTHOM MHCTPYKLIMM M3 KOJUIEKLUU C TOYKU 3PEHUS COIEP)KaHUS,
ohopMICHHSL.

13.CymHocTh NOHATHS «UH(pOPMAIIMOHHASI O€30MACHOCTh

Moaysb 2. OCHOBBI OPraHU3alHOHHON Pa0dOTHI C JOKYMEHTAMHU

1.0Tnure B 0OpMIIEHMHM NPUKA30B 10 OCHOBHOW NEATEIBbHOCTH W INPHKA30B MO JIMYHOMY
COCTaBY.

2.IIpouenypa noAroTOBKY IPHUKa3a IO JMYHOMY COCTaBY.

3.Perucrpauus, KOHTPOJIb, OTBETHI, aHAINU3 OOPALLEHUN TpaXkJaH, CPOKU XpaHEHHUS.
4.JlokymeHTamoHHble notoku. Coctas ciyx0b1 JJOY

5. H3ydeHue 3aKOHOJATEIbHBIX M HOPMATHUBHBIX AaKTOB IO OOECHEUYEHHIO0 COXPaHHOCTH
JoKkyMeHTOB. OCHOBHbIE TpeOOBaHUS K OPraHU3aLMU XpPaHEHUs JOKYMEHTOB.

6. ITopsnok oopmiIeHNs M yIOCTOBEPEHUSI HOMEHKIIATYPBhI JIeJT

7. KoHbuaeHnaapHOCTh B 3aKOHOIaTENbCTBE PD

TunoBble TeMbI KOHTPOJIbHBIX PadoT:

1.  HopmaruBHO-METOAMYECKHE aKThl, PpErJaMEHTUPYIOIIME CO3JaHue U oQopMIeHHE
JIOKYMEHTOB.

2. lloHATHE «1OKyMEHT», ero pa3ButHe. CBA3b HH(OPMALUU U JOKYMEHTA.
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Knaccugukamus 10KyMEHTOB 1O MPU3HAKAM, (YHKIUHU TOKYMEHTOB.

JIOKYyMEHT KaK HOCUTEJIb COLUAIbHONW MH(POPMALIUH.

PexBu3uthl cinyxeoHoro fokymenta (Ha ocHoBanuu ['OCT P 7.0.97-2016).

IOpuanueckas cuina JOKyMeHTa

[Tonatue M 0COOEHHOCTH TEKCTOB JOKYMEHTOB. JIMHTBUCTHUYECKHE OCOOCHHOCTH TEKCTOB
CITy’KE€OHBIX JOKYMEHTOB.

8. 3mnauenue 'CHOVY mns yHudukanmm 10KyMeHTALUH.

9.  OOmwue TpeOOBaHUS K TEKCTY JOKYMEHTA.

10. VYuudukamus tekcra qokymMeHTa. CriocoObl MpecTaBlIeHUs YHU(PHUIMPOBAHHBIX TEKCTOB
(ankeTsl, TaONULIBL, TpadapeTHbie TEKCThI). [IopsI0K MOATOTOBKY U JIBMKEHUS TOKYMEHTA.

11. IlonsaTtue «cucrema JOKyMEHTAI[MN», PA3BUTUE CUCTEM JOKYMEHTALIUH.

12.  Tabenb u anpboMm yHH(PULIHMPOBAHHBIX (POPM JOKYMEHTOB OpraHu3alMu Kak (opma
YHU(DUKAIIU TOKYMEHTOB U COBEPLICHCTBOBAHUS PaOOThI C HUMHU.

13. Ha3nauyenue, ompenenenue u coctaB YCOPJ[ — yHubuunupoBaHHOH cHCTEMBbI
OpraHU3allMOHHO-PACIOPAIUTEIIBHON TOKYMEHTAIUU.

14.  Kommuiekc opraHu3alMOHHO-TIPABOBBIX JOKYMEHTOB, €r0 COCTaB. BHUIbl yupeauTeIbHBIX
JOKYMEHTOB W ux 3HaueHue i1 JJOVY (IOKyMEHTalMOHHOTO OO€cledeHus: YIpaBiIeHUs),
NpaBUiia COCTABJICHUS U O(OPMIICHHSL.

15. OpraHu3anuoHHBIE JOKYMEHTBI, OTpaKalolllUe CTPYKTYypy OpraHu3alMM, €€ IITaTHbIN
cocCTaB, OpraHu3alnio padoTel kKossiekTuBa. [IpaBuia ux cocraBiaeHus 1 0pOpMICHHUS.

16. PacnopsauTtenbHble JOKYMEHTHI, M3JaBaéMbleé HAa OCHOBE KOJUIETMAIbHOCTH MPHUHATHUS
pemenuii. TpeGoBaHUS K UX COCTABICHMIO, O(POPMIICHHUIO, XPAHEHUIO.

17. PacnopsauTenbHble JOKYMEHTHI, W3/aBaéMble Ha OCHOBE €IMHOJIMYHOIO TPHHATHUSA
pelIeHni pYKOBOJIUTENEM oOpraHu3anuu. TpeOoBaHMS K HMX COCTaBJICHHIO, O(OPMIIEHHIO,
(bopMHUpPOBaHUIO, XPAHEHUIO.

18.  HHpopmalmoHHO-CIpaBOYHbIE TOKYMEHTHI, MX BHJIbl U HA3HAYCHHE.

19.  CnyxeOHble MUCbMa, BUABIL, TPEOOBAaHUS K UX 0(OPMIICHHIO.

20. Pa3sHOBUAHOCTH OOBSCHUTEIBHBIX, CIYXKEOHBIX M JOKJIaJHBIX 3allUCOK, CIIPaBOK,
TpeOOBaHUs, PEABABIsIEMbIE K UX 0(DOPMIICHHIO.

21. Tenerpammsl U TenehOHOrpaMMBbl, 00JIACTh UX MPUMEHEHHs, TPEOOBAHUS K COCTABICHHIO
1 0(OPMIICHHIO.

22.  Tlonstue u opranuzanus fokymeHroodopora. Ciyx6a JJOY.

23. JIOKyMEHTHpOBaHHE  JEATEIbHOCTH  KOJUIETHMaIbHbIX  opraHoB. IIporokos, ero
Pa3sHOBUHOCTH, HOPSIOK COCTaBIIEHUs], 00pabOTKU U 0(hOpMIIEHUS.

24.  AKr, ero BUJbl U Ha3HaueHue. [lopsaok coctaBieHus U 0popMIICHHS.

25. JIokyMeHTOOOOpOT B OpraHU3alMu: MOHATHE, OpraHU3alMsl, aHATIU3, y4uerT.

26. IIOHATHS «IIEHHOCTb JOKYMEHTa», «3KCIEPTHU3a LIEHHOCTH». BO3HUKHOBEHHE U pa3BUTHE
sKcepTH3bl. [IpUHIUIBI U KPUTEPUH SIKCIIEPTU3BI LIEHHOCTH JJOKYMEHTOB.

27. IloaroToBka JOKYMEHTOB K XpaHEHUIO B apXUBE.

28.  JIoKyMEHTBI MO JINYHOMY COCTaBY.

29. PaboTa yupexaeHuil ¢ 0OpaIeHUusIMU TPaK/IaH.

30. Howmenknarypa nen. Bunbl HomeHknaTyp. OCOOEHHOCTH COCTaBICHUSL.

Nownbkw

Ixanaa oueHUBaHUS

Ta6ma 10.
3auet
(100-6annbHas Kpurepun onieHKn
IKasa)
He3ayer Komnerennumy, IpeIyCMOTpPEHHbIe ~ paloyeld  mporpamMMoit
IUCUUIUIMHBL, He chopmupoBansl. HexocTarouHslii  ypoBEHb
(or 0 mo 50| ycBoeHus noHATHIiHOrO anmapaTa W HaJduuMe (ParMEHTapHbIX
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0aJIoB) 3HaHUH 1o aucHuIIMHe. OTCYTCTBHE MHHUMAJBHO JOIYCTHMOTO
YPOBHS B CaMOCTOSITEIBHOM PpEIICHWH TPaKTHYECKUX 3a/ad.
[IpakTyeckne HaBBIKU MPO(ECCHOHATHLHON AEATENILHOCTH B YaCTH
yIpaBJICHUS] IPOCKTaMHU HEe C(HOPMUPOBAHBI.

3a4er Komnerennumy, IpeIyCMOTpPEHHbIe  paboyeld  mporpamMMoit
JIMCLUUIUIMHBL, CPOPMHPOBAaHBI Ha BBICOKOM YypoBHe. CBOOOIHOE
(ot 51 no 100 | pnagenne MaTepuanoM, BBHISBJIECHHE MEKIPEIMETHBIX CBA3CH.
6aoB VBepeHHOE BIAJCHHE MOHATHIHBIM alnapaToM JAUCHUIUINHBL.
[IpakTuyeckue  HaBBIKM  NPOPECCHOHATBHOM  JESATEIbHOCTH
chopMupoBaHbl Ha  BBICOKOM  ypoBHEe. CHIOCOOHOCTH K
CaAMOCTOSITEIHOMY HECTaHJapTHOMY pEIIEHUI0 IPAKTHYECKUX
3aJa4 Mo yIpaBICHHUIO TPOEKTaMHU.

4.4. MeToan4yecKkne MaTepHaJIbl IPOMEKYTOYHOM aTTeCTANMHI

JucuunnuHa «/l0OKyMEHTOBENEHHE W JACIONPOU3BOACTBO» OTHOCUTCS K BapUaTUBHOMN
yactu. [IpoMexyrouHas aTTecTanus MpoBOAUTCS B Gopme 3auera. 3adueT MpOBOIUTCSA B (opme
YCTHBIX OTBETOB Ha BOMpPOCHI 1o Omieram. B ogHom Oumnere 2 Bompoca, Bcero 30 6uneros, 60
BonpocoB. [IpumepHbie BOmpockl HaxoaaTcs B 1. 4.3. paboueil mporpaMMbl AUCIUIUTUHBL. 3a4eT
IpOBOIUTCS B (OpME YCTHOT'O/MUCBMEHHOTO OTBETAa HA BONPOCHl M YCTHOT'O/HUCHMEHHOTO
BBIIIOJIHEHUS] TPAKTHUUYECKUX 3aJaHUM, JJIEKTPOHHOE TECTHPOBAaHUE C HCIIOJBb30BAHUEM
CIELUAIN3UPOBAHHOTO MTPOTPAMMHOTO 00eCIIeUeHHS.

JUis  monydeHMs] IOJIOKUTEIbHOW OLEHKM Ha 3adeTe JOCTaTOYHO  HU3Y4YMTh
PEKOMEHAYEMYIO OCHOBHYIO JIUTEPATYpPY, a TAKKE HOPMATUBHO-IIPAaBOBbIE aKThl B IEHCTBYIOIIEN
pelaKkiny, a TAKKEe YCBOUTh YMEHHS M HAaBBIKU B XOJ€ KOHTAKTHOM paboThI ¢ MpernojaBaTeneM
IIyTEM OIIPOCA, TECTUPOBAHNUS U BBINOJIHEHNS Pa3IMUHbIX IPAKTUUECKUX 3aJaHUH.

CTyneHT npu MOAroTOBKE K OTBETY MO OmiieTy popMyIHpyeT OTBET Ha BOIPOC, a TaKXKe
BBIMOJIHSET 331aHue (MTUCHbMEHHO JHO0 YCTHO, B 3aBUCHMOCTH OT COJCPKAHUS 3aaHUs).

IIpu moAroToBKE OTBETA HA BOIIPOC CTOUT UCIIOJIB30BAaTh COOTBETCTBYIOINN JUCIUILIINHE
MOHATUMHBIN aImapar, OCHOBBIBATHCS Ha ACHCTBYIOLIEM 3aKOHOJATEIbCTBE U U3YyUEHHBIX aKTax
CyneOHOM MPAaKTUKU, OTBEYATH C MOSICHEHUSIMH, TIOJTHO M apTyMEHTUPOBAHHO.

[Tpu cpaBHEeHUH SBICHUN HEOOXOAMMO MPEJICTABUTH ApTYMEHTHI, MPEJCTABISIONINE UX
CXOJCTBA U pa3INyus.

JlaBaTh OJJTHOCJIOKHBIE OTBETHI HEXKEIATEIBHO.

5. Merognueckue ykazaHusi V11 00y4arOIUXCsl 110 OCBOCHHUIO TUCHUTLIMHbI
I[I/ICI_II/IHJII/IHB. «I[OKYMGHTOBGILQHI/IG " ACIONPOU3BOACTBO» NIPCAHA3HAYCHA JIA TOTO, YTOOBI JaTb
CTYAEHTaM KOMIUIEKCHOE MPEACTaBIECHUE O Pa3BUTHHU JOKYMEHTA, CUCTEM JOKYMEHTAalUH; O
COCTaBe CIYKEOHBIX JOKYMEHTOB, OCOOCHHOCTSX HUX OQOPMICHHS B COOTBETCTBHUH C
COBpEMEHHbIMM  mpaBunamu. Kpome Toro, nucuuiuimHa — «JloKymMeHTOBeneHHME U
JEONPOU3BOJCTBO» OpPHUEHTHPOBAaHA HA IIOJIyYEHHE IPAKTUYECKUX HABBIKOB, H3Yy4EHUE
COBPEMEHHBIX MpPOOJeM JOKYMEHTHPOBaHUS HH(POpPMALMU, 3aKOHOMEpHOCTeH 00pa3oBaHus
JOKYMEHTOB,  CHUCTEM  JOKYMEHTAallMM,  KOMIUIEKCOB  JIOKYMEHTOB,  HallpaBJICHHUU
COBEPILEHCTBOBAHUS IOKYMEHTAITMOHHOTO 00ECTIEUYeHHUS.

B nmnponecce ocBoeHuss AUCHMIUIMHBI «JlOKYMEHTOBENEHHE U  JEIOIPOU3BOJICTBO»
UCTIOJIb3YIOTCS CIEAYIOIUE METOAbI 00yUeHHUS:
- JIGKLIMOHHBIE 3aHATUS;
- IPAKTUYECKUE 3aHATUS;
- 1abopaTOpHbIE 3aHATHUS;
- caMOCTOsTeNbHas paboTa 00yJarOIIMXCS.
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Peanu3anusi KOMIIETEHTHOCTHOTO IIOJXOAAa B paMKax Kypca «J/loKymMeHTOBeneHUE W
JIeTIOTIPOU3BOICTBO» TIPEyCMAaTPUBACT HCIOJIb30BAaHUE B y4eOHOM Tmpoliecce JIEKIIMOHHBIX
3aHATUI B TPaJULMOHHOM (hopMme, a Takke B (JOpMe AUANIOTa, TUCKYCCHIA, pa30opa KOHKPETHBIX
CUTyallUi U NMPUMEPOB M3 MPAKTUKU. B XoJie JEKIMOHHBIX 3aHATUH PACKPBIBAIOTCS OCHOBHBIC
BOTIPOCHI B paMKaxX paccMaTpUBAEMOMN TEMbI, a TAK)XKe JIeNAl0TCs aKIEHThl Ha HanboJjee CI0KHbIE
U BaXXHbIE TOJOXKEHUS W3y4yaeMOro MaTepualia, KOTOpbIe JOJDKHBI ObITh NMPUHATHI CTYJICHTaMU
BO BHMMaHue. MarepHuanbl JIGKIMH SBISIOTCS OCHOBOM JUIsl MOJATOTOBKM OOYyYaromuxcs K
MPAaKTUYECKUM (CEMUHAPCKUM) 3aHATHUSAM M BBITIOJIHEHUS 33/1aHUI caMOCTOATEIbHOM paboThI.
[IpakTuyecknue (ceMUHApCKUE) 3aHATHUS TMO3BOJSIIOT Oojiee JeTadbHO MpopadoTaTh Hambolee
Ba)XHbIE TeMbl Kypca. Llenpio NpakTHYeCKHX 3aHATHH SBISETCS KOHTPOJb 3a CTENEHBIO
YCBOEHHMSI IPONUJICHHOTO0 MaTepuaa, X0A0M BBIITOJHEHUS CTYJACHTaMH CaMOCTOSITENIbHON paboThI
U paccMOTpeHHE Hauboyiee CIOXKHBIX W CIHOPHBIX BOIPOCOB B pPAaMKax TEMbI 3aHATHSL.
[IpakTuyeckue 3aHATHS TPEANONAraloT aAKTUBHYIO paboTy oOydarommxcsi C  Lejblo
dbopmupoBaHMsT M pa3BUTHA  NPO(PECCHOHAIBHBIX  HABBIKOB  CTYACHTOB,  HaBBIKOB
HCCIIeI0BATENLCKOM paboThl ¥ TBOPUECKOTO MOIX0/1a K PELICHHIO TOCTABICHHBIX 3a/1a4.
JlaGopaTopHble pabOTHl BBIMOJHSIOTCS B KOMIIBIOTEPHBIX KJaccax C LENbI0 MOJy4eHUs
NPAKTUYECKUX HABBIKOB CO3AaHUS (OPM OPraHU3aLMOHHO- PACIOPSAUTEIBHON JOKYMEHTAIMH.

JUis pa3BuUTHs KOMIIETCHLUMH Hapsagy € TPaJULMOHHBIMH IPUMEHSIOTCS COBPEMEHHBIC
aKTHBHbBIE METOJIbl OOyUECHHUS:

— TIPYNINOBBbIE JUCKYCCUM II0 TEOPETUYECKUM M TMPAKTHUECKUM IpodiemMaM (OpMHUPOBAHUS
JIOKYMEHTAIMOHHOTO 00eCIIeYeHHs OpraHU3allii U OJrOTOBKA MPEe3eHTaL;

— TEOPETUYECKUI OTBET HA MPAKTUUECKOM 3aHATHH

— JIOKJIa/bl ¢ MYJIbTUMEINA MPE3EHTALUAMU 110 BOIIPOCAM.

[IpodeccuonansHble HaBBIKM, (opMupyeMble B mpolecce pabOThl HaJ y4deOHOM
CUTyaluell: BbIABICHHE, OIpEIeNeHHe W pelieHue npolieM; pabora ¢ uHpopmanuen —
OCMBICJICHHE KOHTEKCT U 3HaYeHHUs JeTanell CUTyalliH; aHalu3 U CUHTEe3 UHPOpMaLuK; paboTa ¢
OPEINONOKEHUAMU M 3aKIIOYEHUSMHU; DPa3BUTHE aAIbTEPHATUBHOIO MBIIUICHHS; OLCHKA
aNbTePHATHB; MPHHATHE PEUICHWH; HaBBIKM MEKJINYHOCTHOH M TPYNIOBOW KOMMYHHKAIIUH;
NOHUMaHUE TPOOJIeM peanu3alliid NPUHITHIX DPELICHUH; COOTHECEHHE TEOpUU C y4eOHOH
CHUTYaIlel U ¢ peasIbHOI NMPAaKTUKOW; IPEICTaBICHUE PE3YIILTaTOB pabOTHI.

VY4eOHbIM MJIAaHOM JJIsl CTYJEHTOB IPEJYyCMOTPEHa CaMOCTOsATeNbHas paboTa, KOTopas
CHOCOOCTBYeT Oosiee IOJHOMY YCBOCHHMIO TEOPETHUYECKMX 3HAHHMH, BBIPA0OOTKE HAaBBIKOB
aHAINTHYECKON pabOThI C IUTEPATYPOH.

[lpn HEOOXOOMMOCTH B Mpolecce padOTHl HaJA 3aJaHHEM CTYACHT MOKET MHOJYyYHTh
UHIMBUIYalIbHYI0 KOHCYJIBTALMIO Yy MpenojaBarens. Takke INpexycCMOTPEHO MpOBEICHUE
KOHCYJIbTAIMH CTY/ICHTOB B XO/I€ U3y4EHHs MaTepHaa JUCIUIUIMHBI B TEYEHHE CEMECTpa.
OOyyaromyecss U3 4YHMCIa WHBAJIWAOB M JIMI C OrPAHUYCHHBIMH BO3MOXXHOCTSMH 3I0POBbS
UMEIOT BO3MOYKHOCTh M3y4aTh JUCHUILIMHY MO MHIMBHIYaJIbHOMY IUIaHY, COTJIACOBAaHHOMY C
IpernojaBaTeseM U IKaHaTOM.

MeToauuecKkue yKka3aHHs 10 NOAT0TOBKe K YCTHOMY AOKJIATy.

JTanbl MOATOTOBKH JoKjJIaga. OmpeneneHue Henw AOKIAAA; Moa00p HE0OXOIUMOTO
Marepuaia, OINpENeNsIoNero CcoJAep)KaHHe JIOKJIAJa; COCTaBJIGHHE IUIaHa  JIOKJIAJA,
pacnpesieneHre COOpaHHOTO MaTepHajla B HEOOXOIMMOHN JIOTMYECKOW IOCIe0BaTEIbHOCTH;
o0Iiee 3HaKOMCTBO C JIMTEPATypO ¥ BBIJEICHHE CPEeIy HWCTOYHUKOB TJIABHOTO; yYTOYHEHHUE
IIaHa, oT00p MaTepHanta K KaKJIOMY IYHKTY IIaHa; KOMITO3UIIMOHHOE Oo(opMIIeHHE NOKIa/a;
HOJTOTOBKH TE3HMCOB BBICTYIUICHHUS; BBICTYIUIGHHE C JIOKJIAIOM; OOCYXK/IEHHE M OLICHHBAaHUE
JOKJIaaa.

KoMmno3unmnonHoe ogopmieHue A0KJIaga — 3TO €ro peajbHas pedyeBas BHEUIHSS
CTPYKTYpa, B HEH OTpakaeTcs COOTHOIICHHE 4YacTe BBICTYIUIGHHS MO WX LN,
CTUJIMCTHYECKUM OCOOEHHOCTSIM, MO 00BEMY, COUYETAHHIO PAIMOHAIBHBIX M AMOIIMOHAIBHBIX
MOMEHTOB, KaK MpPaBWJIO, OJJIEMEHTAMHU KOMIIO3MIMHM JOKJIaZa SBISIFOTCS: BCTYIUICHHE,
oTIpe/ieJICHNe TIpeIMeTa BEICTYIUICHHS, N3JI0JKEeHHE (OIIPOBEpIKEHHE), 3aKioueHe. Beryniienne
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JOJKHO COJepkaTh: HAa3BaHUE JIOKJIA/Na; COOOIIEHHE OCHOBHOUM HJEU; COBPEMEHHYIO OIICHKY
MpeaMETa U3JI0KEHUS; KPAaTKOE IEPEUNUCICHUE PACCMATPUBAEMBIX BOIIPOCOB; UHTEPECHYIO IS
ciymarenei (GopMy H3II0KEHUS. BBICTYIIIEHUE COCTOUT W3 CIACAYIOMUX uacTeil: OcHOBHAs
4YacTh, B KOTOPOH BBICTYNAIOUIUN JIOJDKEH PACKPBITh CYTh TEMBI, OOBIYHO CTPOUTCS IO
NPUHIHITY 0TYéTa. 3aja4a OCHOBHOW YaCTH: MPEJCTaBUTh JOCTATOYHO JAHHBIX IS TOTO, YTOOBI
CIylmaTeNIu 3aMHTEPECOBAIUCH TEMOM U 3aXOTENIM O3HAKOMUTHCS ¢ MaTepualiaMu. 3aK/Il0uYeHue
—uéTkoe 00001IeHNe U KpAaTKHEe BBIBOJIBI MO M3JIaraeMoi TeMe.

Mertoanyeckue YyKa3saHUsi 10 MOATOTOBKe K TecTy. TecTOBblE 3aJaHUs MOTYT
dbopMynupoBaTbcsi Kak B (opMe, HCIONIB3yeMOl B (enepaqbHOM SJIEKTPOHHOM HWHTEPHET-
TECTUPOBAHUU (MHTEPHET-dK3aMeHE), TaK U OPUTHHAIBLHON aBTOPCKOH (opMe, ¢ OTKPHITHIMU
BapHaHTaMH OTBETOB. [Ipy MOATOTOBKE K TECTy HEOOXOAMMO MOBTOPUTH MaTEPHAIbI JEKIUN U
CEMHUHApPOB, 0OpaTUTh BHUMAHKUE HAa OCHOBHBIE TePMUHBL. Kaxmoe TecToBoe 3ajaHue CONEPIKUT
KpaTKoe TOSICHEHHE IO ero BhIMOJHEeHUt0. Kaxmoe 3amanue Tecta cPOpMYITMPOBAHO B BHJIC
YTBEPKICHHUSI M BKJIKOYAET HECKOJBKO BapUaHTOB OTBETOB. TeCTUpPyeMbIl MOJDKEH W3
MpeJiaraéMbIX BapUAHTOB BBIOPATh T€, KOTOPBIC CACNAIOT JAHHOE YTBEP)KICHHE MPABUIBHBIM.
[TpaBHIIBHBIMU MOTYT OBITH OJIUH JIMOO HECKOJIBKO BapUAHTOB OTBETOB.

MeTtoauyeckue yKa3aHuUs MO MOATOTOBKE KOHTPOJIbHOI padoThl

KonTtposnpHast pabora HOJKHA TPEICTaBISATh COOOW MOJHOE, CUCTEMATH3UPOBAHHOE
U3JI0’)KEHUE TEMBI U CBUJCTENHCTBOBATh 00 MOHMMAHWU OOy4aeMbIM CYTH 3aTParuBaeMbIX MM
BomnpocoB. KoHTposibHAast paboTa J0KHA UMETh aHAIUTUYECKUH, a He OMUCATENbHBIN XapakTep.
[TonoxkeHuss ©  BBIBOJABI, COJEpXkalluecs B KOHTPOJIbHOW paboTe, JOMKHBI  OBITH
apryMEHTHUPOBaHbl U 0OOCHOBAHBI MPUMEPAMHU, CTATUCTHUYECKUMH JaHHBIE, (aKTaMHu, KOTOpbIC
WUTIOCTPUPYIOT T€ WM WHBbIE TEOPETUYECKHE MOJIokKeHHs. M3maraTh Matepuan B KOHTPOJIbHON
paboTe pekoMeHAyeTCs MPOCTHIMH, YETKUMHU, KOPOTKHUMH MPEII0KEHUSIMH, n30eras U3NIuIIHe
HAyKOOOpa3HBIX, NEKIApaTUBHBIX (pa3 U MAJOMOHSATHBIX TEPMHUHOB 0€3 COOTBETCTBYIOIIEH HX
pacuiudpoBku. Ocoboe BHUMaHHE CIEAyeT YIACIUTh TpaMMaTHUYeCKOW M CTHIIMCTHYECKOU
00paboTke TeKcTa pabOTHI.

KonTpompHas paboThl JoKHA OBITH TPABUIIBHO OpopMiieHa. TUTYIBHBIN JHCT SBISETCS
NEepBO CTpaHULIEH PaOOTHI U COACPIKUT CIEIYIOIINE PEKBUSHUTHI:

— MIOJTHOE€ HAUMEHOBaHKE y4eOHOTO 3aBEe/ICHNUS,

— HauMeHoBaHue (akynpTeTa U Kadeapsl,

— TeMa KOHTPOJbHOU paboThI,

— CBeJleHUs 00 aBTOpe paboTHI,

— CBEICHUS O PYKOBOJUTEIIE,

— MECTOHAXO0X/IeHHE y4eOHOTO 3aBe/ICHUs,

— TOJ HanmMcaHusi paboThI.

ConepxaTenpHasi 4aCTh KOHTPOJIBHON pabOThI JOJKHA OTKPHIBATHCA €€ COJepKaHUEM, B
CTPYKTypEe KOTOPOTrO CJeIyeT OTpa3uTh C yKa3aHHEM HOMEpa COOTBETCTBYIOLIEH CTpaHHIIBL.
KonTposbHast paboThl COCTOUT U3 YETHIPEX OCHOBHBIX YaCTEH:

— BBEJICHUS,

— OCHOBHOM YacCTH,

— 3aKITIOYECHHS,

— CITMCKA MCTIOb30BaHHOU uTepatypsl (7-10 HICTOYHHUKOR),

— IPUJIOKEHUE.

Bo BBeaeHuu packpeiBaeTcsi 3HaUeHHE U aKTyalbHOCTh BRIOPAHHOI TEMBI, OIpeiesieTcs
MECTO MPOOJIEMBI B cCTEME JeNonpon3BoaAcTBa. CTaBUTCA Lieib W/UITH 3a4a4u.

B ocHoBHOII yacTH, onMpasch Ha aHAJIW3 HOPMATHUBHO-TIPABOBBIX, HAYUYHBIX U MPOYUX
MCTOYHUKOB, M3JIAraloTcs U 0000MIAI0TCS pa3IMyHble TOYKU 3PEHUS Ha HCCIEAYeMbId BOIPOC,
BBICKA3bIBAE€TCS W OOOCHOBBIBAETCS COOCTBEHHAsi TOYKA 3PEHUS BBINOJHSIOUIETO pPadoTy.
PaccmoTpenue kaxaoro maparpada B TEKCT€ KOHTPOJIbHOM pabOThl JODKHO HAUMHATHCS C
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HOBOM CTpPaHMIIBI U OTKPHIBATHCS €r0 3aroJIOBKOM B COOTBETCTBUH C Ha3BaHHEM, KOTOPBIM ObLI
yKa3aH B OTJIaBJICHUH (COJEpkKaHUN) pabOThI

B 3akmioueHuu QOpMyIUpPYIOTCS KpaTKHWE BBIBOABI 10 M3JIOKEHHOMY MaTepuainy Hu
NPUBOAUTCS COOCTBEHHAs TOUKA 3PEHUS HA MPEJICTaBICHHbBIE B paboTe MpoOsieMbl. 3aKiIoueHe
umeer (GopMy CHHTE3a IMOJYYEHHBIX B paboTe pe3ysibTaToB. B NpHIOXKEHUH BHOCATCS
CaMOCTOSTEIIEHO O(OPMIICHHBIE 00pa3Iibl JOKYMEHTOB COTJIACHO TeMe KOHTPOJIBHON PabOTHI.

3aBepIIMB KOHTPOJBHYIO paboTy, CTYIEHT B 00s3aTeIbHOM TOPSAIKE JOJDKEH
pacrucaTbcs Ha TUTYJIBHOM JIUCTE, MOATBEPXKAas TEM CAMbIM aBTOPCTBO TEKCTa, yKa3aTh AATy
Cllaul KOHTPOJILHON PabOTHI.

KonrtponbsHast pabotra MOXeT OBbITh MPOBEPEHA HA HAIWYHME/OTCYTCTBUE HETPaBOMEPHBIX
3aMMCTBOBAHHUH B MPOrpaMme « AHTUIUIArHaT» Kak CaMUM CTYACHTOM (C MPHIIOKEHUEM K TEKCTY
CIIPaBKH), TaK U MPENOAABATEIIEM.

TekcT KOHTpOJIbHOW paboThl O(OpMIISETCS MEYaTHBIM CIIOCOOOM Ha OJHOM CTOpPOHE
mucra Oymaru ¢opmata A4 ¢ mOMOILIBIO TEKCTOBOTO peaakropa Times New Roman uepes 1,5
uHTepBana. llBer mpudra nomwkeH ObITH YepHBIM, BbICOTa OykB, Kerub (mwpudpt) — 14.
[TonyxupHblii mwpudt He mnpumensercs. TekcT pabOThl ciedAyeT meuyaTarb, COOOas
cieayrolre pasMepsl nosei: npasoe — 10 MM, BepxHee u HibkHee — 20 mMm, jeBoe — 30 MM.
Paspemaercs MCrosnp30BaTh KOMITBIOTEPHBIE BO3MOXKHOCTH AKLEHTHPOBAHUS BHUMAaHHUS Ha
OTpe/ICJICHHBIX TEPMUHAX, IPUMEHss WPUTHl pa3HOU rapHUTYypbl. [Ipu 3TOM HalO0 yIUTHIBATH,
YTO pa3MElLIeHHE TEKCTa Ha o0eux cTopoHax jucta ¢opmara A-4 HenomycTumo. CTpaHHIIBI
HYMEpYIOTCS apaOCKUMU IU(paMu C COOJIIOJICHHEM CKBO3HOW HyMEpallH 10 BCEMY TEKCTY.
Homep crpanmibl mpocTaBiseTcss B LEHTpe HIWKHEH uyacTu jucta 6e3 Toukd. OriaBieHue
(comeprkaHue) pa3MellaeTcsi Ha BTOPOH CTpaHule (Hymepauus CTpaHMIl — aBTOMaTH4ecKas),
TUTYJIBHBIA JINCT HE HyMepyroTcs. I[IpmiioskeHust He BKIIIOYAIOTCS B OOIIyI0 HyMEpaluio
CTpaHMUII.

B koHTponbHON paboTe HCHOIB3YIOTCS TOJNBKO OOIICIPUHATBIE COKpAlleHUus U
ab0peBuatypbl. Hannume u mnpaBwibHOCTE O(OpPMIIEHHE CCBIJIOK SIBISIOTCS BaXXHEUIIMMHU
TpeOOBAHUSAMHU K KOHTPOJIbHOW paboTe, KpUTEpUEM CaMOCTOATENBHOCTH Tpyla e€ aBTopa.
OTcyTcTBHE CCBUIOK Ha YKa3aHHYIO B CIIMCKE NEPBOMCTOUYHUKOB JIMTEPATYpy PaCLIEHUBACTCS Kak
SBHBIN npu3HaK riarnara. OHaKo Ype3MEpHO YBICKATbCsS LIMTUPOBAHHEM HE CTOUT, MOCKOJIBKY
00BEM LUTHPYEMOTo MaTepualla He JJOJKEH MpeBblath 25% 00bEéMa Bcero TeKcTa paboThl.

ITo 3aBepiIeHHIO MTpoLECCa HAMTMCAHUSI KOHTPOJIBHOM paboThl 00yyaeMblil NpeICTaBIIseT
Ha Kageapy B yCTAaHOBJICHHbIE CPOKH, HO He Mo3/Hee, yeM 3a 10 aHel 1o UTOroBoi aTTecTanuu
(3au€ra) Mo BceMy y4eOHOMY KypCy.

KonTposnbsHast paboTa B CBOEM OKOHYATEIIbHOM BapHaHTE JOJDKHA MMETh 00pa3lioBbIN
BHEIIHWNI BUJI.

6. YueOHas1 iuTeparypa u pecypcbl HHGOPMAIMOHHO-TeJIEKOMMYHMKAIIMOHHOM ceTH ''UHTepHeT",

Y4eOHO-MeToM4YecKoe odeceveHue Jisi CaMOCTOSITeJIbHOM padoThl 00yYarOIMXCst 110 TMCHUTIINHE
6.1. OcHoBHas IUTEpPaTypa

1. ApacnanoBa, B. A. JlokymeHTanimoHHoe oOecriedeHne yrpaBaeHus [DIeKTpOHHBIN pecypce] :
yuae0.-mipakT. mocooue / B. A. ApacianoBa. — DnekTpoH. AaH. - Mocksa : Jlupexkr-Menua, 2013.
- 240 c¢. — Jocryn u3z OBbC «YuuB. b-ka ONLINE». - Pexum pocryna
http://biblioclub.ru/index.php?page=book&id=137706, TpedyeTcs ABTOPU3AIIHS (mara
obpamienus : 07.11.2016). — 3ariu. ¢ skpaHa

2.bacakoB, M. W. JlokymeHTanmoHHOE oOecmeueHue ymnpaBieHus: (Jlenonpous3BoacTBO)
[DnexTpoHHbIH pecypce] : yueOnuk / M. U. bacakos. - 2-¢ uU31., UCI. ¥ JOI. - DJICKTPOH. JaH. —
PocroB-na-Zlony : ®@enukc, 2013. - 352 c. - Hoctyn u3z ObC «YHuB. 6-ka ONLINE». - Pexum
noctyna : http:/biblioclub.ru/index.php?page=book&id=271490, tpebyercsa aBropH3anus —
3ari. ¢ ’KpaHa.

21



3. Jemun, 1O. M. Jlemonpous3BoACTBO. JIOKyMEHTAIMOHHBIA MEHEIXMEHT [DJIEeKTPOHHBIN
pecypc] : yue6. mocobue / FO. M. Jlemun. - Dnextpon. naH. — Mocksa ; bepnun : [lupexr-
Menua, 2014. - 205 c. - Hoctyn uz OBC «YuuB. 6-ka ONLINE». - Pexum nocryma :
http://biblioclub.ru/index.php?page=book&id=253657, TtpeOyercss aBTOpHM3alus. — 3ari. ¢
9KpaHa.

4. Mapuenko, Y. B. OcHOBBI Aenonpou3BoAcTBa : y4ueb. mocobue ansi CTyAeHTOB BceX (GopMm
oOyuenus / Y. B. Mapuenko ; Poc. akan. Hap. x03-Ba u roc. ciryx0sl nipu [Ipesunenre PO, Cub.
uH-T ynp. - HoBocubupck : U3a-80 CubAI'C, 2014. - 237 c. — To xe [DaeKTpoHHBIN pecypc]. —
Hoctyn u3 b-ku snekrpon. uznanuii / Cub. Uu-t ynp. — punuan PAHXul'C. — Pexum goctyna :
http://www.sapanet.ru, TpedyeTcst aBTopHu3alus. — 3ari. ¢ KpaHa

5.Kynses, H. H. JlokxymenroBenenue [DnekTpoHHbIi pecypc] : yaeOnuk / H. H. Kynses, /.
H. Ypanos, A. I'. ®abpu4HoB. - DnekTpoH. 1aH. — Mockaa : Jloroc, 2011. - 178 c. - Jloctyn u3
9bC «YHUB. 0-Ka ONLINEY. - Pexum Jlocryna :
http://biblioclub.ru/index.php?page=book&id=84880, TpeGyeTcsa aBropuszanus (gara oOpalieHus
: 15.11.2016). — 3arn. ¢ skpanHa. - To e [OnekrpoHHslii pecypc]. - Hoctyn u3z ObC
«IPRbooksy. - Pexxum nocryma : http://www.iprbookshop.ru/9082, tpebyercs aBropuzaius. —
3ari. ¢ sKpaHa.

6.2./lonotHUTEIBHAS IUTEPATYPA

1. bacakoB, M. U. JlokymeHTarimoHHOe oOecmeueHue ympaBieHus: (Jlemonpons3BoacTBO)
[DnexTpoHHEIH pecypce] : yueOnuk / M. U. bacakos. - 2-¢ uU31., UCH. U JOI. - DJICKTPOH. JaH. —
PocroB-na-Zlony : ®@enukc, 2013. - 352 c. - Hoctyn uz ObC «Ynus. 6-ka ONLINE». - Pexum
noctyna : http:/biblioclub.ru/index.php?page=book&id=271490, tpeOyercst aBropuzauus. —
3ari. ¢ ’KpaHa

2. bapuxuH, A. b. Jlenonpous3BoICTBO U JOKYMEHTOOOOpOT [DnekTpoHHbIH pecype] / A. b.
bapuxun. - OnektpoH. naH. — Mocksa : Kumxusiii mup, 2008. - 416 c. - Joctyn u3z ObC

«YHUB. 0-ka ONLINE». - Pexum JIOCTyIIa :
http://biblioclub.ru/index.php?page=book&id=89671, tpeOyercst aBTOpW3amus. — 3aria. C
JKpaHa

3.I'punbepr, A. C. JlokyMeHTaIlMOHHOE OOeclieueHne YIpaBiIeHUs [DIEKTPOHHBIN pecypc]| :
yuebnuk / A.C.I'punbepr, H. H. I'op6aués, O. A. MyxameTiinHa. - DJIeKTpoH. 1aH. - Mocksa :
HOnutu-Iana, 2015. - 391 c. — Hoctyn u3 ObC «YHuB. 6-ka «ONLINEY. - Pexum nocryna :
http://biblioclub.ru/index.php?page=book&id=115031, TtpebOyercs aBTOopu3amus. — 3ari. ¢
9KpaHa.

4. Hemun, 0. M. Jlenonpous3BoAcTBO. JIOKYMEHTAIMOHHBIH MEHEIKMEHT [DJIEKTPOHHBIM
pecypc] : yue6. mocobue / FO. M. Jlemun. - DnextpoH. naH. — Mocksa ; bepnun : [lupexr-
Menua, 2014. - 205 c. - Hocryn uz OBC «VYuuB. 6-ka ONLINE». - Pexum nocryma :
http://biblioclub.ru/index.php?page=book&id=253657, tpeOyercst aBropu3zauusi — 3ari. c
HKpaHa.

5.Ky3nenosa, 1. B. JlokymeHTanmonnoe obecneueHre ynpaBieHUs EPCOHATIOM [ DIEKTPOHHBIN
pecypc] : yueb. mocobue mis OGakanaBpoB / U. B. Ky3nernona, I'. A. XauatpssH. — DJEKTpoOH.
naH. — Mocksa : JlamkoB u K, At IIu Op Memmua, 2017. — 220 c¢. — Hocryn u3z 3bC
«IPRbooksy. - Pexum goctyna : http://www.iprbookshop.ru/57135, TpeGyercst aBropu3anus. —
3ari. ¢ sKpaHa.

6.Kysnenos, 1. H. JlokymMeHTanmOHHOE oOecreueHHe YNpaBICHHUs IMEpCcoHaAIoM : yued. u
NPaKTUKyM JJs1 OpUKI. OakanaBpuata W JUId CTYIACHTOB BY30B, OOYYalOIIMXCS IO 3KOH.
HanpasieHusM u creransHocTsM / M. H. Ky3nenos. - Mockaa : FOpaiit, 2016. - 520 ¢
7.Kynses, H. H. JlokxymenroBenenue [DnekTpoHHBIN pecypc] : yueOnuk / H. H. Kynses, /[l
H. Ypanos, A. I'. ®abpu4HoB. - DnekTpoH. 1aH. — Mockaa : Jloroc, 2011. - 178 c. - Jloctyn u3
S5BbC «YHUB. 0-Ka ONLINE». - Pexum JocTyna :
http://biblioclub.ru/index.php?page=book&id=84880, TpeGyeTcs aBTopu3anus (1ara oOpameHus
: 15.11.2016). — 3arm. ¢ 2kpana. - To e [DnekrponHsii pecypc]. - Hoctynm uz DbC
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«IPRbooksy. - Pexum nocryma : http://www.iprbookshop.ru/9082, tpebyercst aBropuzanus —
3ari. ¢ sKpaHa.

8Munun, M. B. 3amumra KoHQUIESHIMATHHOH UHPOpPMAIMU TNPH  DIEKTPOHHOM
JOKyMEHTOoOOOopoTe [DneKTpoHHbIi pecypc] : y4ed. mocobue / . B. Munun, O. B. MunuH. -
DnekTpoH. aaH. - HoBocubupck : HI'TY, 2011. - 20 c. - Joctyn u3 OBC «YHuB. 6-ka ONLINE».
- Pexum gpmoctyma :  http://biblioclub.ru/index.php?page=book&id=228779, Ttpelyercs
aBTOpH3alMs. - 3aril. ¢ 3kpaHa. - To xe [DnexTponHslii pecypc]. - Joctyn uz DbC «IPRbooks».
- Pexxum poctyma : http://www.iprbookshop.ru/44918, tpeOyercst aBTOpH3amms. — 3ari. ¢
HKpaHa.

9.5uKoBuy, 11I. A. Jlenonpous3BoACTBO B KaAPOBOM CIIy:kOe [DIEKTpOHHBIN pecypc] : yueOHuK /
III. A. SflukoBuu. - DnekTpoH. AaH. - Mocksa : FOuutu-lana, 2015. - 161 c. - loctyn u3 YHus.
0-ku ONLINE. - Pexum pocryma : http:/biblioclub.ru/index.php?page=book&id=119021,
TpeOyeTcst aBTopu3anus - 3ari. ¢ 3kpaHa. — To xe [DnexTpoHHbIi pecypc]. — Joctyn uz 3bC
«IPRbooksy. - Pexxum goctyna : http://www.iprbookshop.ru/52462, TpeGyercst aBropu3anus. —
3ari. ¢ sKpaHa.

6.3. YuyeOHO-MeTOqUYECKOE 0O0ecIedeHHe CaMOCTOSITEILHONH padoThI
He ucnons3yercs

6.4 HopmaTnBHBIE IPABOBBIE JOKYMEHTBI

1.  ®enepanbhslii 3akoH PO "O6 nnpopmanyu, HHGOPMAIMOHHBIX TEXHOIOTHAX U O 3aIUTE
uHpopmanun" ot 27 nexkadbps 2006 r. Ne149-D3.
2.  ®@epnepanbublii 3akoH "O mopsake paccMOTpeHHMs oOparieHuil rpaxnaaH Poccuiickoit

@enepanyn" Ne59-03 ot 2 mas 2006 r.

3.  ®epepanbHblii 3akoH Poccuiickoit ®eneparu ot 22 okTs0pst 2004 r. Ne 125 @3 «O6
apxuBHOM Jiene B Poccuiickont @enepannm».

4.  ®enepanbHblii 3akoH PO "O nepconanbHbIx JaHHBIX" OT 27 nrong 2006 r. Nel52-03

5. ®epepanpHoOro 3akoHa Poccuiickoit @enepanun "OO 37eKTpOoHHON 1U(poBON moamucu"
ot 10 ssuBaps 2002 roga Nel-®3

6.  TunoBas MHCTPYKIIUS O JENONPOU3BOJICTBY B (pefiepalbHbIX OpraHax HCIOJHUTEIbHON
BJIAacCTH [DJEeKTpOHHBIM pecypc]. - OnekrpoH. naH. — HoBocubupck : Cubupckoe
yHuBepcuTeTckoe u3narensctBo, 2008. - 80 c. - octynm u3 OBC «YHuB. 6-ka ONLINE». -
Pexum nocryna : http://biblioclub.ru/index.php?page=book&id=57402, tpebGyeTcst aBTOpHU3aLMs
(mata obpamenus : 15.11.2016). — 3aru. ¢ sxpaHa.

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

8.  "TumoBo#i periaMeHT BHyTpeHHEH opranu3anuu GeaepalbHbIX OPIaHOB HMCIOJHUTEIbHON
BIacTH", yTBEpKAeHHBbIN nocTaHoBieHUeM [IpaButenscrBa PO ot 28.06.2005 Ne452
9.  KBanudukanmoHHBIH CIPAaBOYHUK JOJDKHOCTEH PyKOBOAMTENEH, CHEIMaIMCTOB U JPYTUX

CITy’KallluX, YTBEPKAEHHBI MUHUCTEPCTBOM TpyAa U couuanbHoro passutusa PD ot 21 aBrycra
1998 roma N 37;

10 OK 016-94 Oo6mmepoccuiickuii kinaccudurarop npodeccuit paboumx, JOIKHOCTEN CITyKalux
u TapudubIx paspsanos (OKIIITP) (c msmenenusimu N 1-7).

[Tpuka3 Munduna Poccun ot 22 nexadbpst 2003 r. Ne 1171 "O TpynoBbIX KHMKKaxX"

11 Tlocranonenne Muntpyna Poccun ot 10 oxTsibps 2003 r. Ne 69 "OO6 yrBepkaeHUU
WHcTpyKIMu 1o 3aroHEHUIO TPYIOBBIX KHUKEK"

12.ITocranoBnenue IIpaBurensctBa PO ot 16 anpens 2003 r. Ne 225 "O TpyHoBbIX KHUXKKAX (C
n3MeHeHussMu Ha 6 deBpanst 2004 r.)"

13.MeToIM4ecKUMU PEKOMEHJALUAMU MO pa3paboTKe HMHCTPYKUMN MO AEIONPOU3BOJCTBY B
(denepanbHBIX OpraHax HCIOJHUTENbHOW BiacTu (YTBepkaeHbl npukazom denepaibHOro
apXUBHOTO areHTcTBa oT 23 aexabps 2009 r. Ne 76).

23



14. Ilocranosnenuem ['ocynapcrBeHHOTO KOMUTeTa Poccuiickoit denepanuu no CTaTUCTUKE OT
5 suBaps 2004 r. Ne 1 "OO yrBepaAeHUM YHUPHUIMPOBAHHBIX (OPM TNEPBUYHOM YUETHOMH
JOKYMEHTAIUU 110 Y4ETY TPYZAa U €ro oIiaTel".

15.1lpaBunamu  1enonpousBOACTBa B (efepaibHBIX OpraHax HCIOJHUTEIHONW —BIACTH,
yTBEpXkACHHbIMU NocTaHoBiIeHUEM [IpaBurtenscrBa Poccuiickoit denepaunn ot 15 urons 2009
r. N 477.

16.IlepeueHb THUIIOBBIX YIPaBJIEHYECKHX APXMBHBIX JOKYMEHTOB, 0Opa3yloLIMXCs B Ipolecce
JESTEIbHOCTH T'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJIEHUsI U OpraHU3alvi,
C YKa3aHHEM CPOKOB XpaHEHMs ", yITBEpkKAE€HHbIN npukazoM MunkynsTypsl PO ot 25.08.2010
Ne558.

17.'0CT P UCO 15489-1-2007 «Cucrema craHmapToB mo uHpopmanuu, OMOIMOTEYHOMY U
U3JaTeIbCKOMY JeTy. YTpaBieHue fokyMeHTaMu. Oome TpeGoBaHus»

18&I'OCT P 7.0.8-2013 CHUBU/. J[lenonmpous3BOACTBO U AapXWBHOE J€10. TepMHHBI H
OTIPEIEIICHNUSI.

19.0CT P 7.0.97-2016 VYCA. VYuudunupoBaHHas  CUCTEMa  OpPraHU3aLUOHHO-
pacropsIuTenbHON ToKyMeHTauuu. TpeboBanus K 0hOpMICHHIO JOKYMEHTOB.

20.'OCT 17914-72. OO6GnoXKu 1en UIMTENbHBIX CPOKOB XpaHeHHs. Tuibl, pa3mepsl U
TEXHUYECKUE TPeOOBaHMUS.

21.TTOCT P 54471-2011/ISO/TR 15801:2009 «Cuctembl 3IEKTPOHHOTO TOKYMEHTOOOOpOTA.
VnpaBnenue gokymeHTtauueid. MHdopmaums, coxpaHsemas B JIEKTPOHHOM  BHJIE.
PexoMenpanuu mo o0ecrieueHuIo TOCTOBEPHOCTU M HajexHocTu»/document/901862522/ (nara
obpamenus: 28.02.2017). - 3aru. ¢ skpaHa.

6.5.aTepHeT-pecypcesnl.

1. Tapaut.Py [DOnexrponnsiii pecypc] : wuHpopm.-paBoBoii mopran / OO0 «HIIII
«"APAHT-CEPBUC». — Mocksa, 2015. - Pexxum nocrtyna: http://www.garant.ru, cBoOOIHBIN
(mata obpamenus: 28.02.2017). — 3arn. ¢ skpaHa.

Koncynprantllmoc - nanéxHas mpaBoBas 3amura [DNeKTpOoHHBIM pecype] : odum. caifr
/Komnanus «Koncynerantllnrocy. — Dnekrpon. gan. — Mocksa, 1997 — 2015. - Pexum moctyna
: http://www.consultant.ru, cBo60oaHbII U3 NoKanbHOM ceTn Culb. uH-Ta ynpasnenus PAHXul C,
(mara oOpamenus: 28.02.2017). — 3arm. ¢ skpana. 1. CopaBodHO-IIpaBOBasi CUCTEMa
«Kouncynbrantllmtoc» - http://www.consultant.ru/

3. Pabora ¢ mepcoHanoM [DIEKTPOHHBIM pecypc]: MeKTpoH. KypH. - [ M.], 2003 - 2015. —
Pexxum noctyna: http://www.HR-Journal.ru, yacTH4HO MIaTHBIN.

4. YnpaBieHue nepcoHanioM [ DIeKTPOHHBIN pecypc] : callT KypH. «Y1p. nepcoHasiom» / U3nat.
noM «Ymp. nepcoHaiom». — M., 2001 — 2015. - Pexxum noctyna: http://www.top-personal.ru,
cBoOOIHBIH (naTa oOpamenus: 01.11.2015)

5. Yuusepcurerckas 6ubianoreka ONLINE [OnexkrponHslii pecypc] : [37eKTpoH.-OubinoTed.
cucrema] / O-BO c orpaHuy. OTBETCTBEHHOCThIO «Jlupekr-Memmay». - [M.], 2001 - 2014. -
Pexxum noctyna : http://www.biblioclub.ru, TpeGyercst aBTopu3anusi.

6. YHuBepcurerckas uHpopmaimontas cucrema POCCUS [DnekTpoHHBIN pecypc] : TemaTHu.
3NIEeKTpoH. 0-ka / Hayu.-uccrien. BeucIuT. neHTp MI'Y; ABTOHOM. HEKOMMEpY. OpraHU3alys
«entp uudpopman. ucciaen». — IDnekTpoH. gaH. — M., 2000 — 2015. - Pexum nocryma:
http://uisrussia.msu.ru, TpedyeTcst aBTOpU3aIHSI.

7. DOnextpoHHass O6ubnMoTeka [DNeKTpoHHBINH pecypc]| // AIMHUHHMCTPAaTUBHO-YIIPABIEHUECKUI
noprtai. — Pexxum nocrtyna: http://www.aup.ru/library, cBo60AHBII.

6.6 UHble HCTOYHUKH
He ucnons3ytorcs
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7.MarepuaibHO — TexHHYecKasi 0a3a, HH(POPMALIOHHbIE TEXHOJIOIHH, IIPOTPAMMHOe o0ecrieyeHne 1
HH(OPMALOHHBIE CIIPABOYHbIE CHCTEMbI

VY4yeOHble ayAUTOPUH IS IPOBEACHUS 3aHATUH JIGKIMOHHOTO TUMA (9KpaH, KOMIIBIOTEP C
MIOAKJIIOUEHUEM K JIOKAJIbHOM CETUM MHCTUTYTA, U BBIXOJOM B VIHTEpHET, 3BYKOBOM YCHUIIUTEID,
aHTUIIOJIABUTENb, MYJIbTUMEIUNHBIA TMPOEKTOpP, CTOJNBI AayIUTOpHBIE, CTYylbs, TpHOyHA
HACTOJIbHAS, JI0OCKA Ay JUTOPHAs)

VY4yeOHble ayAUTOPUHM JUIS TPOBEACHUS 3aHATHHA NPAKTUYECKOTo THIA (CTOJIBI
ayJMTOpPHBIE, CTYNbs, TpUOYHa, JOCKa ayAUTOpHAs, KOMIIbIOTEp C BBIXOJOM B MHTepHer,
MYJIbTUMEIUHHBIN TPOEKTOP, IKPaH).

KoMmbroTepHble Ki1acChl (KOMIBIOTEPHI ¢ MOAKIOYEHUEM K JIOKAIbHON CETH MHCTUTYTA
(BKJIIOUAs MPaBOBbIE CUCTEMbI) U IHTEepHET, CTOJBI ayIUTOPHBIE, CTYJIbS, TOCKH ayTUTOPHBIE)

[Tomemenuss i1 caMOCTOATENBHOW  paboThl  0Oyuaromuxcs  (KOMIBIOTEPHI €
MOJKIIOYEHUEM K JIOKAJbHONW CETM HMHCTUTYTa (BKJIIOYas IPaBOBble CUCTeMBI) M HTepHeT,
CTOJIBl AYAUTOPHBIE, CTYJIbs, TOCKH ayJUTOPHBIE).

IleHTp  MHTEpHET-pECYpPCOB (koMmplOTeppl ¢ BeIXOJOM B MHTepHer,
aBTOMATH3UPOBAHHYIO  OMOMMOTEYHYI0  HMH(OPMAIMOHHYID CUCTEMY U  3JIEKTPOHHBIE
Oubnuoteynble cucTeMbl: «YHHUBepcuTerckas Oubnmoreka ONLINE», «3BnekrponHo-
oubnmuoreynas cucrema uznarenscrBa JIAHb», «DnekTpoHHO-OMOMMOTEUHas cucreMa
uznarenscTBa «FOpaiTy, «nekrpoHHO-0nOnuoTeunas cucrema IPRbooks»,«YHuBepcurerckas
Nudopmanmonnas Cucrema POCCUS», «OnekrponHas Oubnmorexka auccepranuii PI'by,
«Hayunas snextponHas Oubmmorexka eLIBRARY», «EBSCO», «SAGE Premier». Cucrema
benepanbHbIX 00pa30BaTENbHBIX TMOPTATOB «IOKOHOMHUKA. Commosiorus. MeHeIKMEHT»,
«tOpuanueckass Poccusi»y, Cepep opranoB rocynapctBeHHoil Biactu P®, Caiit Cubupckoro
@enepanpHoro okpyra u ap. CopaBounble npaBoBble cucTeMbl «l'apaHT», «KoHCynbTaHT
[Tnrocy, «Koncynbrantllntoc-Pernony).

bubnuoreka (KOMIbIOTEPHI C MOAKIIOYEHUEM K JIOKaJIbHOU ceTu (unmana u VHTepHer,
Wi-Fi, cTonbl ayTUTOPHBIE, CTYIbS).

Buneoctyaus st BeOuHapoB (000pyi0oBaHHbIE KOMIIBIOTEPAMHU C BbIX0JI0M B MIHTEpHeT,
OCHAIIICHHbIE BeO-KaMepaMy U FrapHUTYpaMH (HayIITHUKU+MUKPO(OH), CTOJAMU U CTYIbSIMHU).

KabuneTrs! (000pyIOBaHHbIE KOMIIBIOTEPAMHU C BBIXOJOB B VIHTEpHET, B TOM YHUCIIE
OCHAIlIeHHbIE BE€O-KaMepOoi, FapHUTYPOI, CTONAMH, CTYIbSIMH, IPUHTEPAMU ).

Hcnonb3yemoe nporpammuoe obecneuenne (MS Word, MS Excel, Acrobat Reader, MS
Power Point (nnm uHOM pegakTop mpe3eHTanuii); nHTepHeT-0paysepsl Google Chrome, Yandex;
nporpaMmmsl pocMoTpa Buaeo (MS Media Player, u npyrue cosmectumsie ¢ I10); iSpring Free
Cam8).
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