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1. IlepeyeHb MUIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHHs 110 TUCHMILINHE, COOTHECEHHBIX C
ILVTAHMPYEeMbIMH Pe3yJIbTATAMH 0CBOCHHUSI 00PA30BaTeIbHON NPOTPaAMMBbI

1.1 uctimmumna  (b1.B.08) «J/lokymMeHTOBeaeHHE | JCIONPOM3BOJCTBO»  «OOECIeYrBaeT
OBJIAJICHUE CIEAYIOIIMMH KOMITETCHIUSMHU:
Tabmuna 1
Kox HaunMeHoBaHHe Kon HaumenoBanue 3rana
KOMIEeT KOMMETEeHIIUH JTamna 0CBOEHHSA OCBOEHHSI KOMIIETEHIIUU
eHIUH KOMIMETEeHIHH
IIK-18 | Crocobuocte  mpuuuMath | [1K-18.3 Ha ounoif CnocoOHOCTH BBIMIOJHSATH
y4acTHe B MPOCKTUPOBAHUH CIIyeOHbIe 00s3aHHOCTH.
OpTraHU3aIUOHHBIX
JNENUCTBH, YMEHHUEM
3¢ hexTuBHO WCTIOJIHATh
CITyeOHbIE (TpynoBbie) CnocoOGHOCTh MPOEKTUPOBATH
00s13aHHOCTH OpraHU3aIMOHHBIC ICHCTBUS
IIK- 24 | Bnagenne TtexHosorusmu, | [IK - 24.3 Ha ounoti | CriocoOHOCTH pa3pabaThiBaTh
MIpUEMaMH, U 3PPEKTUBHO UCTIOTHSITD
o0ecTieynBarOIUMHI VIPaBICHYCCKHUE PEIICHUS

OKa3zaHHe IOCYIapCTBEHHBIX
A MYHUIUIAIBHBIX YCIIYT
buzmIecKuM "
IOPUINICCKUM JIULIAM

CnocoOHOCTh MPOEKTHUPOBATH
OpFaHI/ISaHI/IOHHBIe
CTPYKTYPBI

CrocoOHOCTh HaXOUTH
OpraHU3aIMOHHO-
VIPaBICHYCCKHUE PEIICHUS
o0ecreunBaroIe OKa3aHue

yemyr




1.2.B pe3ynbraTe OCBOCHUS AUCHUILIUHBI Y CTY/IEHTOB JOJKHBI OBITH C(OPMHUPOBAHBI:

Tabnuma 2
OT®/TP Koa srana ocBoenust PesynabTaTsl 00yyeHus1
KOMIIeTeHIIHH
y4acTBOBATh B [1K-18.3 Ha ounoit Ha ypoBHe 3HaHMIl:
rpynmnoBoi paboTe U - IIPaBOBbIE U OpraHU3alMOHHBIE]
[IPOEKTUPOBAHUU BO3MOKHOCTH 3(()EeKTUBHOTO HCIIOTHEHHS
OpraHU3alMOHHBIX CITY>KEOHBIX 00s3aHHOCTEM]
EeNCTBUIA B TOCYJAPCTBEHHOTO W MYHHUIMIIAIBHOTO
[pouecce CJLy’Kalllero;
ICIIOJIHEHU U -OCHOBHBIE TPUHILUIBl IUIAHUPOBAHUS Y|
TPYIOBBIX [IPOEKTUPOBAHUS OpraHU3alMOHHBIX
00s13aHHOCTEN

neficTBUI OpraHa myOoJuYHOM BIACTH.

Ha yPOBHE YMEHUM:

— TMPOEKTUPOBATH OpraHU3aIlMOHHBIE

JICHCTBU, aJIMUHUCTPATUBHBIC

MIPOIIeTYPHI, TIPOTIECCHI TIPUHSTHS]

YIPABJICHUYECKUX U UHBIX PEIICHUH;

— MPOEKTUPOBATH aIMUHUCTPATUBHBIC
MpOILENypbl B JCATEIBHOCTH OpraHa)
MyOJTUYHOM BIACTH.

Ha YPOBHE HAaBBIKOB:

—  HaBBIKAMH MPOEKTUPOBAHUS

OpraHu3aIlMOHHBIX NEUCTBUI )51

aIMUHUCTPATUBHBIX MTPOLEYP;

— oddexTuBHOTO W PE3YIBTATHBHOTO

HCITOJTHCHUS CITYKEOHBIX H

JOJDKHOCTHEIX 00s13aHHOCTEH;




OT®/TP Koa 3rana ocBoenust PesyabTaTsl 00yyeHus1

KOMIIeTeHIHH

y4acTBOBATh Bl [IK - 24.3 na ounoit Ha YPOBHE 3HAHMM:
OKa3aHUH - NPUHLUIBI OPTaHU3AIUH MIPEIOCTABICHUS]
rOCYyJapCTBEHHBIX | rOCYJapCTBEHHBIX M MYHHIIUIIAIBHBIX YCIyT
MYHUITUTIATBHBIX - OCHOBHBIC HOPMAaTHBHBIC NPABOBBIC AKTHI,
[yCIyT PEryNUpPYIOIUE IPOLECCHl MPEIOCTaBICHNUS]
rOCYJapCTBEHHBIX U MYHUIIUITAJIBHBIX YCIYT,
pa3paboTKy a/IMUHUCTPATHBHBIX
PErJIaMEHTOB Ipe0CTaBIICHUS]

COCY/IapCTBEHHBIX U MYHUIIMIIAIBHBIX YCIIYT,
[pOBEJCHNE  OLEHKM W  MOHHUTOPHHI
KayecTBa U JOCTYIHOCTH IOCYJapCTBEHHBIX|
1 MyHULIUTIATbHBIX YCIIYT;

- Ha YPOBHE YMEHHIA:

- INPUMEHSTHh MOHATUHHO-KAaTErOpHUaIbHBIY]
anmnapar B npodeccuoHaNbHOM
eI TeIbHOCTH;

- HCII0JIb30BAaTh MPUHLHUIBI <«AJIEKTPOHHOTO
[paBUTEIbCTBa» B Ipollecce OKa3aHus
FOCY/IapCTBEHHBIX U MYHHUIIMIAIBHBIX YCIIYT;
-COOTHOCUTh  TIOHATUS  TOCYJapCTBEHHas|
(MyHULIMTTAJIBHAS) YCIIyTa, TOCYAapCTBEHHAS

(MyHULIMTIAJTBHAS ) GbyHKIHA,
rOCyIapCTBEHHOE (MyHUIIUTIATBHOE)
MOJTHOMOYHE.

Ha yPOBHE HABBIKOB:

- COBPEMECHHBIMH TEXHOJIOTHSIMHU OKAa3aHUS]
OCYJIapPCTBCHHBIX U MYHUIMIAIBHBIX YCIIyT
(U3MYECKUM M FOPHIMYECKUM JIUIAM;

- OpraHu3aliy TPOLECCOB MPEJOCTABICHUS
rOCYapCTBEHHBIX M MyHUIIUIIAIBHBIX YCIIYT,
[POBEJCHUS  HE3aBUCHMOW  JKCHEPTH3bI
[POEKTa aJIMHHUCTPATUBHOTO PErIaMeHTa)
MpEeI0CTABICHUS rOCY/IapCTBEHHOM
(MyHUIIMNIAIBHOM)  YCIIYTH, OIICHKH 1|
MOHUTOPUHIa KayecTBa M JOCTYIHOCTH|
rOCYapCTBEHHBIX U MYHUIIUIAIBHBIX YCIYT.

2.00beM 1 MecTO TMCIMILIUHBI B cTpyKType OIT BO

O0beM TMCHMILINHBI
JucuumimHa «JlOKyMEHTOBEIEHHME M JEJONPOU3BOACTBO»  OTHOCHTCA K JUCHMIUIMHAM I10
BbIOOpPY mMpodeccHoHaNbHOrO HuKiIa. JlMcHuIUIMHA OCBAaMBaeTCs CTYAEHTAaMH OYHON (OpMbI
oOyueHus Ha 2 kypce B 4 cemectpe. O0mas TpyJ0eMKOCTb JUCHUIUIMHBI 3 3a4eTHbIE €AUHULIBI.
N3 oburero oo0bema 108 yacoB Ha KOHTAKTHYIO pabOTy CTYAEHTOB C IpErojiaBaTeseM BbIEICHO
70 4gac (24 gac. — nekumii, 46 yac. — MPaKTUYECKUX 3aHATHI), 38 4yac. - CaMOCTOSITENbHYIO
paboTy oOy4aronmxcsi.

dopma NMPOMEXKYTOUHOIH aTTeCTallid B COOTBETCTBUU C Y4E€OHBIM IUIAHOM — 3aueT C
OLICHKOM.
MecTo I CHUNINHBI
Juctumuaa (B1.B.JIB.2.2)  «OCHOBBI JeTONpPOHM3BOJCTBA» PEATH3YETCS TOCIE H3y4CHHS
mucuuiuinH:  CBsi3u ¢ oOmiecTBeHHOcThi0O B opranax Bimactu  (B1.B.OJ1.12), WU

6



AnmunucrtpatuBHas putopuka (b1.B./IB.1.2), IlpoekrtupoBanue u pa3paboTka 0a3 JaHHBIX
(51.B.JIB.4.1)
3. Conepanue ¥ CTPYKTYPa AUCHMILINHBI
Tabmma 3.

Nen/n | HaumeHnoBaHue O0bem 1MCHUIIMHBI, YacC. ®opma
TEeM, Bcero KonTakTHas padora CPp TeKyLlero
MoayJiei o0yuaroierocs ¢ KOHTpoJs,
npemnoaaBarteseM 1o MPOMEKYTOYHO
BH/JIaM y4eOHBIX 3aHATHI i aTrecTanuu
1 ap 3 KCP

Ounas gpopma obyuenus

Pasznen | Teopernueckue 54 12 24 18 | 0,113
1 OCHOBBI
JTOKYMEHTOBeeH
usi |
A€J0NMPOU3BOACT
Ba

Tema Baenenue B 5 1 2 2 (0]
11 JIEJIOTIPOU3BO/ICTB
0. OcHOBHEBIE
MTOHSTHUS "
TEPMUHBI.
OBOIIONUA
dhopmymspa
YIPaBJICHYECKOTO
TOKYMEHTA.

Tema l'ocynapcTBenHOE 5) 1 2 2 10
1.2. peryaupoBaHue
paboThI ¢
JOKYMEHTaMHU

Tema CrangapTtuzamus 5 1 2 2 (0)
1.3. u  yHuuUKanus
JTOKYMEHTOB.
MexnyHapoasbie
CTaHIAPTHI.
DNEeKTPOHHBIN
JOKYMEHT.

Tema CaolicTBa u 5 1 2 2 10,113
14, MIPU3HAKH
JOKYMEHTOB.
Croco0nl u
CpeacTBa
JOKYMEHTUPOBaH
us

Tema CoBpemeHHble 7 1 4 2 0,113
1.5. TpeGoBaHuUs K
COCTaBY u

1 dopmbl TeKyLLEero KOHTpoNs ycnesaemocTu: onpoc (O), TectuposaHue (T), KOHTponbHas paboTa (KP), NpakTUyeckoe 3agaHue
(M3), aneKkTpoHHbIN cemmHap (3C), nMcbMeHHOe KoHTponbHoe 3aaaHue (MK3) u ap.
7



0(OPMIICHHIO
JJOKYMEHTOB

Tema
1.6.

ITonsarue,
KJaccuukanms,
COCTaB "
odopMIICHHE
PEKBH3UTOB
JOKYMEHTOB.
bnanku
JTIOKYMEHTOB

Tema
1.7.

Ocob6eHHOCTH
ohopmIIeHHS
OpraHI/I3 AITMOHHBI
X I0 KYMCHTO B

Tema
1.8.

Ocob6eHHOCTH
ohopmIIeHHS
pacnopsaauTesbH
bIX )IOKYMGHTOB

Temal.

OcobenHoctu
ohopMIICHHS
MH(OPMAIIMOHHO
- CIPaBOYHBIX
JOKYMEHTOB

Paznen

OcHoOBBI
OpPraHu3aloOHH
oii paborhl ¢
AOKYMeHTaMu

54

12

22

20

0O, 113

Tema
2.1

JIOKyMeHTBI ~ TIO
JTUIHOMY
COCTaBy.
CocraBnenue
JIMYHBIX
JIOKYMEHTOB.

10

Tema
2.2.

Odopmienue wu
BEJEHUE JIMYHBIX
nen  pabOTHUKOB
OpraHM3aI|H.

10

Tema
2.3.

Opranuzauus
paboThI c
oOpareHusIMu
rpaXKIaH.

10

Tema
2.4.

OoOmas
XapaKTepUCTHUKA
JTOKyMEHTO000pO
ta Ciyx6a I0Y

10

Tema
2.5.

Opraauzanus
KOHTPOJIS
HCIIOJTHCHUS
JIOKYMEHTOB.
Okcneprusa
LICHHOCTH




JOKYMEHTOB.
PopMHUpOBaHHE
Jell.
Tema CucremaTu3anus 7 2 3 2 | 0,113,
2.6. u
XpaHEeHue
YIIPaBICHYECKUX
JOKYMEHTOB
Howmenknarypa
Jell.
BeInonHenue KOHTPOJIBHON KP
paboThI
[Ipomexyrounas 3auer
aTTecTanus
Bcero 108 24 46 38 AK.4
3 3.e
81 Ac.y

Conep:xanue IUCHUIIHHBI
Pa3zoen 1. TeopeTuyeckue 0CHOBBI IOKYMEHTOBeIeHUS U /1€J10NIPOU3BOACTBA
Tema 1.1. BBenenue B 1eJ10NPOU3BOACTBO. OCHOBHBIC MOHATHSA U TEPMHHBI
OBodroius GopMysspa ynpaBiaeHYECKOTo TOKyMEHTA.
Hctopusi pa3BUTHS CHCTEMBI TOCYIApCTBEHHOrO JEIONpPOM3BOACTBa B Poccum. DBomtouus
OTJIENbHBIX BUJIOB JOKYMEHTOB U JOKYMEHTHUPOBAHUS YIPABIECHYECKOU NEATEIbHOCTH.
Tema 1.2. T'ocynapcTBeHHOE peryJiMpoBaHue padoThl ¢ JOKYMEHTAMHU
[IpaBoBoe perynupoBaHue aen0npou3BoAcTBa. OCHOBHBIE 3aKOHBI U HOPMATUBHBIE JOKYMEHTHI ,
perynupyomue  BOMPOCHl  JEJNONPOU3BOJICTBA. Opranuzanuss  KOH(UIEHIIMAIBHOTO
JIeIONIPOU3BOJICTB B OPTaHU3AIIHH.
Tema 1.3. Cmanoapmu3sayus u ynuguxkauyua 0oKymenmos. Mesricoynapoonsie cmanoapmeol.
DneKkmpoHHblil 0OKYyMeEHm.
[lonste yHuUKAMK W CTaHJAPTU3ALMM JOKYMEHTOB. YHHUQHUIMpOBAaHHAs CHCTeMa
opraHu3aMoHHo-pacnopsauteabHo qokymentanuu (YCOP/I). TOCT P 6.30-2003. Ans6om
YHU(UIIMPOBAHHBIX (POPM JOKYMEHTOB, TaOelb YHUGUIHUPOBAHHBIX (OPM JTOKYMEHTOB.
MexayHapoaHble CTaHAApThl B oOO0MacTd paboOThl C JIOKYMEHTaMH M OCOOEHHOCTH HX
npuMeHeHus: B Poccum. DNEKTpOHHBINM JOKYMEHT - akTyaibHas (opMa CyIIeCTBOBAHUS
nHpopMaIuu.
Tema 1.4. Ceoiicmea u npusnaku 0okymenmos. Cnocoowt u cpeocmea 00OKyMeHmuposanus
Knaccudukanuss TOKyMEeHTOB 10 Tpu3HaKaMm, GyHKIHH AOKyMeHTOB. OrpeneieHne, CBOWCTBA,
MPU3HAKUA JIOKyMEHTa, Kiaccudukanus JokyMeHToB. MHpopManmoHHas mpupoaa TOKyMEHTa,
cBoiicTBa U (PyHKIMHM NoKyMeHTa. OOmue u crneuuanbHble QYHKIHH TOKyMEHTOB. CHCTEMbI
JOKYMEHTAIIH.
Tema 1.5. Cospemennvie mpedosanus K cocmagy u 0)oOpmieHu0 00KymMeHmos
I'OCT P 6.30-2003 «YHupHUUUpPOBAHHAs CUCTEMa OPraHU3ALUOHHO-PACMIOPAIUTEIBHOM
JOKyMeHTaluu. TpeboBaHus K 0pOpMIEHHIO JOKYMEHTOBY. [loHATHE «peKBU3UT». PEeKBU3UTHI,
periaMeHTHUpyeMble  TOCYJapCTBEHHBIM  CTaHAAPTOM. [locTtosiHHBIE W TIEpEeMEHHBIE,
00s13aTeNbHBIE U JIOTIOTHUTENIbHBIE PEKBU3HTHI.
Tema 1.6. Ilonamue, knaccupuxayusa, cocmagé u ogopmnenue peKeU3IUmMOo8 OOKYMEHmMO8.
bnanku 0okymenmos
[Tonstue «popmynsap aokymeHnta». OcobeHHOCTH (OPMYISIPOB TOKYMEHTOB, IOJYYEHHBIX
pa3NUYHBIMU  crlocobaMu  JIokyMeHTupoBaHusi. Popmynsip — oOpasen. Ponbp Onanka B



odopmiennn nokymenTa. CoctaB O6JaHKa, MOPSAAOK PACIIOIOKEHHUS] pEKBU3UTOB B OnaHke. Bupl
07aHKOB. BIIaHKK ¢ YTIIOBBIM M ITPOJOJIBHBIM PACIIOIOKEHUEM PEKBU3UTOB. I 'epOoBbIe OIaHKH.
Tema 1.7. Ocobennocmu oghopmnenus opzanu3ayuoHHbIX 0OKYMEHM 08

CocTtaB M Ha3HAUYEHUE OPraHMU3ALMOHHBIX JIOKYMEHTOB: YCTaBa, IOJOXXEHHUS, IOJDKHOCTHOM
UHCTPYKLUU H  Jp. CoctaB pEKBHU3HTOB, OCOOEHHOCTH U TOPAIOK O(OPMIICHUS
OpraHU3alMOHHBIX JIOKYMEHTOB.

Tema 1.8. Ocobennocmu oghopmnenus pacnopaoumenbHoviX 0OKyMeHmos

CocraB W Ha3HAa4YCHUE pPACIOPAJUTEIBHBIX JOKYMEHTOB: IIPHUKA30B, PACTOPSDKEHHIA,
nocraHoBneHnid.  CocTaB  pEKBU3UTOB, OCOOCHHOCTH W TOPSAAOK  O(GOPMIICHHS
pacropsIuTeIbHBIX JOKYMEHTOB

Tema 1.9. Ocobennocmu oghopmnenus UHGPOPMAYUOHHO - CHPABOUHBIX OOKYMEHH 06

CocraB W Ha3Ha4YCHHWE pACIOPATUTEIBHBIX JOKYMEHTOB: IPHUKA30B, PACTOPSDOKEHHIA,
noctaHoBjaeHu. CocTaB peKBU3UTOB, 0COOEHHOCTH U MOPSAOK 0GOopMIIeHHS HHPOPMAIOHHO -
CIIPaBOYHBIX JIOKYMEHTOB

Pazgen 2. OcHOBBI OPraHU3ANMOHHOI PAa0OTHI C JIOKYMEHTAMH

Tema 2.1. /lokymenmol no aiuunomy cocmagy. Cocmagnenue 1uuHslX 0OKYMEHM08.

3amaun yrnpaBieHUs, peliaeMble NpU MOMOIIM KaIpOBBIX IOKYMEHTOB (IOKYMEHTHPOBaHHE
TPYIOBBIX TpaBooTHoIIeHHH). CocTaB JOKYMEHTOB, OGOpMISEMBIX B KaJpoBOH ciyxoe.
[Topsinox opopmieHHs U COCTaB JIOKYMEHTOB IIpU NpUEMeE, YBOJIbHEHUHU, IEPEBOJE HA IPYTYIO
paboTy, MOOUIPEHHA, TUCIUTUTNHAPHBIX B3BICKAHHA, TPEOCTABICHUE OTITYCKA.

Tema 2.2. Opopmaenue u edenue 1udHbIX 0€1 PAOOMHUKOE OP2AHUZAUUU.

OcHoBHBIE TpeOOBaHUS K (POPMHUPOBAHUIO M COCTaBy JWYHBIX jAed. COCTaB JUYHBIX [ell.
KoHuaeHITMaIbHOCTh TePCOHATBHBIX TaHHBIX pAOOTHUKOB

Tema 2.3. Opzanuzayus pabomasl ¢ 00pAULCHUAMU 2PANHCOAH.

OcHoBHbBIE BUABI 0OpaIeHUI: MpeaoxKeHne, 3asBieHus, xanoba. HopmaTuBHbIE JOKYMEHTHI,
perynupymomue padboTy ¢ oOpanieHUsIMHU rpakaaH. JIMUHbIN npuem rpaxk/iad B OpraHu3alyy.
Tema 2.4. O0masi XapakTepucTUKA JoKyMeHToo0opoTa. Cay:koa JIOY.
HopmaTtuBHO-TIpaBOBOE peryiaupoBaHue Impoiecca gokymeHTooboporta. I[lopsiaok oOpaboTku
BXOJSLINX, HCXOMAALIUX, BHYTPEHHUX JTOKYMEHTOB Perucrpanusi U KOHTPOJb HCIOJHEHUS
nokymeHToB. MuHdopmarnmonnas 6e3omacHocTb. COBpeMEHHBIE OpraHU3alUOHHBIE (OPMBI
cyx0b1 J1IOY.

Tema 2.5. Opzanuzauus KOHMPOAA UCHOIHEHUA OOKYMEHMO8. IKcnepmuza UeHHOCHmu
00oKymenmos. Dopmuposanue oel.

Texnonornueckoe obecrieyeHNEe KOHTPOJIS MCIOIHEHUS JTOKYMEHTOB, IIOCTAaHOBKA Ha KOHTPOJIb
[Tonsitne «odkcmeptuza LeHHOCTH». OpraHuzamus 5SKCIEePTHU3bl I[IEHHOCTH JIOKYMEHTOB,
DKcrepTHbIe KOMUCCHH OpraHu3alni.

Tema 2.6. Cucmemamuzayus u Xpamenue ynpasjieHueckux 0okymenmos. Homenxnamypa
odei.

XpaHeHHe JNTOKYMEHTOB B CTPYKTYpPHBIX MOApa3JeleHHsX opraHuszanvu. OTBETCTBEHHOCTH 3a
COXPaHHOCTh JOKYMEHTOB. Ha3HaueHue W WUCHOIB30BAaHUE NEpEeYHEH B KayecTBE OCHOBHBIX
HMCTOYHHUKOB IO YCTAHOBJICHHS CPOKOB XPaHEHHUSI.

4. MarepuaJjibl TeKYIIEro KOHTPOJISI YCIIeBaeMOCTH 00Y4aroIXcsi M (DOH/T OLIEHOYHBIX CPeICTB
TPOMEKYTOYHOM ATTeCTALIMHU 110 JUCIMILINHE
41. ®opMbl U MeTOAbl TeKYLIEr0o KOHTPOJISI YCHeBAeMOCTH H TNPOMEXKYTOUHOI
arTecTanuu
4.1.1.B  xome peamusaimuu  gucnuummbael - (B1.B.08)  «J/lokymeHTOBeneHue — u
JIEJIOTIPOU3BOJICTBO» HCIOJIB3YIOTCS CIEAYIOLME METOAbl TEKYIIEr0 KOHTPOJS YCIEBAEMOCTHU
oOyJaronmxcs:

Tabmuma 7
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Ne i/

HaunmeHoBaHue TeM,
MoayJ1el

®opma TeKyliero KOHTpoJs,
NPOMEKYTOYHOM aTTecTaluu

Ounas ¢hopma ob6yuenus

Pazgen Teopernueckue OCHOBBI
1 AOKYMEHTOBEIeH NSl U
AeJI0NPOU3BOACTBA
Tema 1.1 | Benenue B JIETIOTIPOU3BOJICTBO. | YCTHBIN OMPOC
OcHOBHbIE TIOHSTHSI W TEPMHUHBI.
DBOJTIOIHS dbopmymsipa
YIPaBJIEHYECKOI0 TOKYMEHTA.
Tema I'ocynapcTBenHOE YCTHBIN OITPOC
1.2. perynupoBaHue paboThI ¢
JIOKyMEHTaMu
Tema Crangaptuzanus u YHU(UKAIUS | YCTHBIHN OIpoc
1.3. JOKYMEHTOB. MextyHapoHbIe
CTaHJAPTHI. DIEKTPOHHBIA TOKYMEHT.
Tema CBolicTBa W TNPU3HAKK JIOKYMEHTOB. | YCTHBIA ONMPOC, MPAKTUYECKUE 3aJaHUS
14. Crioco0s1 u CpeacTBa
JOKYMEHTUPOBAHHUS
Tema CoBpemeHHbIE TpeOOBaHUS K COCTaBY U | YCTHBIHN ONpPOC, MPAKTHUECKUE 3aJaHUs
1.5. 0(hOPMIICHHIO TOKYMEHTOB
Tema [TonsiTue, YCTHBIM OMNpPOC, MPAKTUYECKHE 3aJaHUS
1.6. Kiaccuukaiys, coctaB U o(popmMiIeHHE | AIEKTPOHHOE TECTUPOBAHUE c
PEKBU3HUTOB TOKYMEHTOB. biaHku HCIIOJIb30BAHNEM CIIELIMAIN3UPOBAHHOTO
JIOKYMEHTOB MPOrPaMMHOTO 0OecTieyeHHs
Tema OcobGenHocTu 0ohOpMIICHHUS | YCTHBIN OMPOC, TPAKTUICCKUE 3aIaHUS
1.7. OpraHU3aIMOHHBIX JJOKYMEHTOB
Tema OcobenHoctu odopMIIeHHs | YCTHBIN OMPOC, MPAKTUUECKUE 3a/1aHuUs
1.8. pactopsIANTEIbHBIX IOKYMEHTOB
Temal.9 | OcobeHHOCTH 0hOpPMIICHHUS | YCTHBIN OMPOC, TPAKTHICCKUE 3aTaHUS
UH(OPMALIMOHHO - CIIPaBOYHBIX
JIOKYMEHTOB
Pa3pen OCHOBBI OPraHU3aIUOHHON PadoTHI ¢
2 JTOKYMEHTaMHU
Tema 2.1 | IoOKyMEeHTBI 10 JIMYHOMY COCTaBY. | YCTHBIN OIIPOC, TPAKTUUYECKUE 3aJaAHUS
CocraBiieHHE TUYHBIX JOKYMEHTOB.
Tema Odopmienue M BeACHUE JHYHBIX eI | YCTHBIN OMpOc, MPaKTHUECKUE 3aJaHus
2.2. pabOTHHUKOB OpraHU3aIMH.
Tema Opranuzanus paboTsl ¢ 00pallleHusMHU | YCTHBIN OMpoc, MPaKTHUECKUEe 3aJaHus
2.3. TpaKJIaH.
Tema Oo6mas XapaKTepUCTUKA | YCTHBIM OMPOC, MPAKTUUYECKUE 3aJaHUs
2.4, nokymeHnToobopora Ciryx6a JJI0OVY.
Tema Opranuzanust KOHTPOJS HCHOJIHEHHUS | YCTHBIM ONPOC, TPAKTUYECKUE 3aJaHUS
2.5. JOKYMEHTOB. OJKCIIEPTH3a IIEHHOCTH
JOKyMeHTOB. @opMHpOBaHHE JEI.
Tema Cucremaru3zanus 1 XpaHeHUE YCTHBIM OMNPOC, MPAKTUYECKUE 3aJaHMUS,
2.6. VYrpaBineHYeCKUX TOKYMEHTOB MUChbMEHHAs! KOHTPOJbHAs padoTa.

HOMGHKJ'IaTypa ACII.
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4.1.2. TIpoMexxyToUYHAs aTTeCTAlUsl IPOBOAMUTCS B (popMe 3auema c oyenkoil.

4.2. MarepuaJjbl TEKyLero KOHTPOJIsSl yCieBaeMOCTH.

TunoBbie BONPOCHI VI YCTHBIX OIIPOCOB

1.IIpo6Giema MoATMHHOCTH SJIEKTPOHHOTO IOKYMEHTA

2.CocraB 1 Ha3HAYEHUE CUCTEMbI HH()OPMAIIMOHHO -CIIPAaBOYHON JJOKYMEHTAIINH.

3.TpeGoBanust K OPOPMIICHHIO CIIPABOK, TOKJIATHBIX, CIIY)KEOHBIX, 00BSICHUTEIHHBIX 3aITHCOK.
4.0cobeHHocTH 0(hOPMIICHUS aKTOB, MTPE/ICTABICHHMA, 3asIBIICHUH.

5.CocraB, Ha3HAYEHUE, COJIEPKAHUE TOKYMEHTOB, OTHOCSILUXCS K MEPEHCKE.

6.513bIK, CTUIIB, 3TUKET Cily’)keOHOTro nuchMa. ['apanTuiinoe nucbmo. Kommepueckoe mucpMo.
7.CocraBieHue U 0pOpMIIEHUE XapaKTEPUCTUKH, OT3bIBA, PEKOMEHIALIMH, 3aKI0UCHUS
8.I1opsiiok MOArOTOBKM MaTepualoB K 3acefaHuto. CocTaBlieHUE MPOEKTa PEIICHHUS.
9.TpebGoBanus K 0POPMIIEHUIO TPOTOKOJIA.

10.Ha3Hauenue, coctas, IpaBoBasi perjaMeHTalMs CUCTEMbI KaJJpOBOM TOKyMEHTALUU.
11.Yaudukanus kaapoBoil J0KyMEHTalUH.

12.ITopsaiok  3amoyHEeHUsT YHU(PUUUPOBAHHBIX (OpM TEPBUYHONW Y4YETHOM KajpoBOMl U
OyXranTepcKod JOKyMEHTAIUH.

13. CymHOCTh TOHATHS «MH(POPMAITMOHHAS 0€30TTaCHOCTHY

14 ¥Opuandeckas cujia — OCHOBHOE CBOMCTBO CITYKEOHOTO IOKYMEHTA.

15.0puruHaIbHOCTD, MOJTMHHOCTH JJOKYMEHTOB.

16.Knaccudukanust ¥ BHIBI COBPEMEHHBIX CPENICTB TOKYMEHTHPOBAHUS. 3aBHCHUMOCTh CIIOcO0a
JOKYMEHTUPOBAHHUA OT MPUMEHIEMOT0 JUIsl 3aiCH HH(OPMALIUU CPECTBA.

17. TlpaBa, 0053aHHOCTH U OTBETCTBEHHOCTb B cpepe KOHPHUASHIINATHHOCTH HUHPOPMAIIUH
Tunosble MpUMepPbI TECTOBBIX 3aJAHUI |

1. ®opmymsip-oOpa3zelr OpraHu3aImOHHO-PACTIOPSIUTEILHOTO JOKYMEHTA MPEICTaBIsSET COO0M:
a) MakeT OJIaHKa JOKYMEHTA, IMOJTOTOBIEHHOTO K U3/IaHUIO TUIOTPadCKUM CTIIOCOO0M;

0) oOpa3zerr OJlaHKa TOKYMEHTA;

B) CXEMY pacIOJIOKEHUS PEKBU3UTOB OPraHU3allHIOHHO-PACTIOPSAIUTELHOTO TOKYMEHTA;

r) oOpazell KOHKPETHOTO BU/]a OPraHU3alMOHHO-PACTIOPSIIUTEIHHOTO JJOKYMEHTA.

2. Kakue 10KyMEHTHI SBJISIOTCS OPraHU3allMOHHBIMU:

a) ycraB, MOJIO)KEHHUE, MHCTPYKILIMS, CTPYKTypa U IITaTHAsl YUCICHHOCTb, IITATHOE PAcKCaHUE,
MIpaBUIIa;

0) ycraB, IOJIOKEHHUE, MPOTOKOJ, MOCTAaHOBJICHWE, MpaBUja, IITATHOE paclucaHue, JOrOBOP
(KOHTpAKT);

B) YycCTaB, IOJOXKEHUE, HHCTPYKLHMSA, IITAaTHOE pacHucaHue, NpaBuUia, IpUKa3, JIOTOBOP
(KOHTpaKT).

3.B xakom BapuaHTe OTBETa MPAaBUILHO HA3BaHbl PEKBU3UTHI 001Er0 OIaHKa:

a) HaMMEHOBaHWE OpraHU3aluu, 3MOJIeMa OpraHM3alld WM TOBApHBIN 3HAaK, HAUMEHOBAHHUE
Buja nokymenrta, OI'PH, MHH/KIIII, 3aronoBok k TEKCTy, aapecar;

0) HaMMEHOBaHMWE OpraHU3alliy, MECTO JJIs BUJAA JIOKYMEHTa, J1aTa, PEerUCTPALMOHHBIA HOMED
JOKYMEHTa, MECTO COCTaBJICHHUSI;

B) HaMMEHOBaHHe opranuzanuu, ko opranmsanuu, OI'PH, MHH/KIIII, cnpaBouHble naHHbBIE 00
OpraHu3aluM, JaTa, PeruCTPallMOHHBIM HOMEp, CChUIKA HAa PErMCTPALMOHHBIN HOMEp W JaTy
JOKYMEHTA.

4. PexBusur «llognuce» Ha AOKYMEHTaX, MOJNUCBHIBAEMBIX JIBYMS JTOJDKHOCTHBIMHU JIHMIIAMU
OJIHOTO YpOBHs, ohopmitsercs:

a) B JIBa psijia Ha OJIHOM YPOBHE;

0) 0/1Ha IOJIMTUCH IO IPYTOiA;

B) TI0 OJJTHOM MOAIKUCH B IBOWHOM KOJMYECTBE IK3EMIUIIPOB JOKYMEHTA.

5. JIOJKHOCTHYIO MHCTPYKIUIO TTOJIHCHIBAET:

a) PYKOBOJIUTENb OPraHU3aluu;

0) pyKOBOJMTENb CTPYKTYPHOTO TOJpa3eNCHHS;
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B) HaYaJIbHUK OT/EJIa KaJIpOB;

') HUKTO HE BBOJUT, €CJIM OHA TUIIOBAs.

6. B xakoMm BapuaHTe MpaBUIILHO HAa3BaHbl PEKBU3HUTHI OJIaHKa pUKaza?

a) ToCyIapCTBEHHBIH Tepd, HAUMEHOBAaHHME OpPraHM3allMM, HAUMEHOBAaHHE BHJA JOKyMEHTa
«[TPUKA3», nata 1okymMeHTa, perucTpaliMOHHbII HOMEP, MECTO COCTaBJICHMS;

0) TOoCyHapCTBEHHBIH rep0, HaMMEHOBAaHHE OpPraHM3allid, HAWUMEHOBAaHUE BHJA JOKYMEHTa
«[TPUKA3», nata, perucTpaliiOHHBIII HOMEp, MECTO COCTaBJCHHS, CIIPABOYHBIC TaHHBIE 00
OpraHu3anumy;

B) oSMOiemMa, HaWMMEHOBaHWE oOpraHm3auuu, Bua pgokymeHta «[IPMKA3», npara, wmecto
COCTaBJICHUSI.

7.Hymepanuus cTpaHul JOKYMEHTA POU3BOIUTCS:

a) 10 LIEHTPY HUXKHETO TOJIS;

0) B IpaBOM HIKHEM YIJIy JOKYMEHTA;

B) IO LIEHTPY BEPXHETO MOJIs;

I') B IPaBOM BEPXHEM Iy JOKYMEHTa

8.PexBU3UT JOKYMEHTa — 3TO:

a) GupMEHHBIN OJaHK;

0) OCHOBHAs YacTh JOKyMEHTA;

B) €ro OTJENIbHAS YaCTb.

9.13 mnepeuyucieHHbIX HIKE PEKBU3UTOB OPraHMU3allMOHHO-PACHOPAIUTENbHBIX JTOKYMEHTOB
BBIOEPUTE PEKBU3UTHI, HEOOXOAUMBIE IS IPUIAHUS JOKYMEHTAM FOPUINYECKON CUIIBL:

1. CripaBo4HbIE JaHHBIE 00 OpPTaHU3AIUN 7.MecTo cocTaBiieHHUs] JOKYMEHTA
2. HaumeHoBaHMe BUIa TOKYMEHTA 8. OTMmeTKka 00 UCIOJTHEHNN

3. HaumeHoBaHKE OpraHu3aluu 9. PerucrpanoHHbI HOMEP

4. Ilonnuce 10. Anpecar

5. I'pud yrBepxaeHus 11. Teker

6. Jlata nokymeHTa 12. Bu3sa cormacosaHus

10. OGs13aTeIBHOMY YTBEPKICHHUIO MTOJICKAT:

a) TIPUKA3kI;

0) cimy>keOHBIC 3aITUCKH;

B) KOHTPAKTBHI;

I') LITATHOE paclucaHue;

1) rapaHTUHHBIEC TUCHMA.

TunoBble BapuaHThI HHAMBUAYAIbHBIX 3aJaHUI:

1. Odpopmute mpuem Ha paboty CemeHoBa A.B. Ha JOKHOCTh WHXEHEpa —dJICKTpUKa 2
kareropuu B ciayx0y cBsizu OAO «'unpocsszp» ¢ 01.05.2015 paGoTel B JOHKHOCTH WHXKEHEpa
—3NIeKTpUKa 3 ToJa, B JOJDKHOCTH HHXKEHEpa-dJieKTpuka 3 Kateropuu 3 roaa. OcTaibHbIE
JaHHBIE — MPOU3BOJIBHO.

3anoJHUTh:

Kaprouka T-2

JIMYHBIN TUCTOK,

TpynoBasi KHMXXKa

Tpynosoii norosop

IIpukas o npueme

2.0¢pomute mpuem Ha paboty ['puropbeBy AnHy CepreeBHy Ha JOJDKHOCTH SKOHOMHCTA B
miaHoBbil otaen OAO «l'unpocBszb» ¢ 01.11.2014 Ha BpeMs OTCYTCTBHS OCHOBHOTO
paboTHUKA B OTIIYCKE IO yXOAay 3a peOeHkoM, paboTa ocHOBHas. OOpa3oBaHHE — OKOHYWIIA B
2014 rony CUBVYIIK. OcTanbHble TaHHbIE — IPOU3BOJIBHO.

3anoJIHUTD:

Kaprouxa T-2

JIMYHBIN TUCTOK,

TpynoBasi KHMKKa
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Tpynosoii norosop

IIpukas o npueme

3. IlepeBecTn Ha JOJKHOCTHh BEAYLIErO cHeluanucTta miaHoBoro otnena CasenbeBy Onbry
CepreeBny OAO «l'unpocszb» ¢ 01.11.2014 B cBsizu ¢ npoxoxaeHuem arrecrauuu Pabota
ocHOBHas, nocTosinHas. O6pazoBanue — okonumna B 2010 romy CUBYIIK. OcranbHble gaHHBIE
— IIPOU3BOJIBHO.

3anoaHUTh:

Kaprouka T-2

[IpencraBnenue

ATTeCTalMOHHBIN JIUCT

TpynoBast KHMXKKa

JloToTHUTENBHOE COTJIAlIEHUE K TPYIOBOMY JI0TOBOPY.

[Ipukas o nepeBojie

4. Ilpoanuthk cpouHbli TpynoBoi noroBop ¢ I'puropreBoil AnHON CepreeBHON, MPUHATON Ha
JOJKHOCTh 3KOHOMHCTa B IUIaHOBBIM otnen OAO «l'unpocsszs» ¢ 01.11.2014 Ha Bpems
OTCYTCTBMSI OCHOBHOTO pabOTHHKA B OTIYCKE IO YXOAY 32 pEOCHKOM B CBSI3U C YBOJbHEHUEM
OCHOBHOTO paboTHHKa. PaboTta ocHoBHas. OOpa3oBanue — okoHumna B 2014 romy CUBVIIK.
OcranbHble TaHHBIE — IPOU3BOJIBHO.

3anoJIHATG:

Kaprouka T-2

CnyxeOHas 3amucka HayaJbHHUKA IJIAHOBOTO OT/IENa

TpynoBast KHMXKKa

JloToTHUTENBHOE COTJIAlIEHUE K TPYJJOBOMY JIOTOBOPY

[Ipukas o nepeBoae

5.YBOJIUTH B CBSI3U C UCTEUEHUEM CPOKa TPYIOBOTO JOrOBOpa BEAYILETrO ClieluaincTa yaeOHOro
otaena HopocuOupckoro arpapHoro yHmBepcuteta P. Jl.CepreeBa. IlpunsaT Ha Bpems
OTCYTCTBHSI OCHOBHOTO paboTHuKa. PaboTa ocHOBHas. OcTanbHbIE JaHHBIE — TPOU3BOJIBHO.
3anoJIHATH:

TpynoBoii 10roBop

Kaprouka T-2

TpynoBast KHMXKa

YBenomiieHue 00 UCTEYEHUH CpoKa TPYJOBOTO JI0OTOBOpA

[Ipuka3 06 yBOJIbHEHUH.

6.YBoUTh 1O MHHUIMATHBE pabOTHMKA BEAYIIEr0 CHeNHaTucTa ydyeOHOro oTaelna
HoBocubupckoro arpapnoro ynuBepcutera II.J[.OrneBa. TpymoBoii 10TOBOp 3akiaiOueH Ha
HeonpeeNneHHbli cpok. Pabota ocHoBHas. OcTanbHble JaHHBIE — IIPOU3BOJIBHO.

3anoJHUTb:

3asBiieHre 00 YBOJIbHEHHH.

TpynoBoi 10roBop

Kaprouka T-2

TpynoBasi KHMKKa

YBenomiieHue 006 UCTEUYEHUH CPOKa TPYAOBOTO JIOTOBOPA

ITpuka3 06 yBOJIbHEHHUHU.

7. IlepeBos HayadbHMKAa y4eOHOTO OTJeNa B CBA3M C M3MEHEHHMEM IITAaTHOIO PACIUCaHUs C
01.01.2015 Ha MOMKHOCTH 3aMeCTUTENsI AUPEKTOpa Mo yueOHoW pabore. TpynoBoii ToroBop
3aKIIIOYEH Ha HeolpeieeHHblN cpok. Pabota ocHoBHasA. OcTanbHble JaHHBIE — IPOU3BOJIBHO.
3anoJIHUTD:

[IpencraBnenne HauaIbHUKA y4eOHO-METOJMUECKOTO YIIPABICHHS.

TpynoBo#l 10roBOp U TOMOJIHUTEIBHOE COTJIAIIEHUE

Kaprouxa T-2

TpynoBasi KHMKKa

JIOJDKHOCTHAsI MHCTPYKIIUS
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IIpukas o nepeBoe

8. CocraBUTh IPOTOKOJ 3aceJaHHs COBETa IMPEKTOPOB aKIIMOHEPHOIO OOIIecTBa (Ha3BaHUE
BBIOpaTh CaMOCTOSITEJIbHO) O CO3bIBE BHEOUEPEIHOro OOIIero coOpaHusi aKIMOHEPOB, Ha
KOTOPOM TPHUHSUIM pEIIeHHe O CO3bIBE COOpaHMs M ONpEACTHIM JaTy NpoBeneHHs, (Gopmy,
BpeMsl U MECTO MpOBeAEHUs coOpaHus. bbln yTBepk/IeH CIIMCOK aKIMOHEPOB, UMEIOIIHUX MIPABO
Ha y4yacTue, TEKCT COOOIIEHUS O MpPOBEACHUU coOpaHus (yka3aTh, 4YTO MPWJIAraeTcs) TUIaH-
rpaduK MEpONPHUATHIA MO MOArOTOBKE K IMPOBEACHUIO COOpaHUs (mpuiaraercs). PeKBU3HUTHI
JTOKYMEHTa O(OPMHUTH B COOTBETCTBUH C MOJOXKEHHUSAMHU JCHCTBYIOIIETO 3aKOHOATEIbCTBA U C
tpedoBanusmu ['OCT P 7.0.97-2016.

9.0dopmute mHECcHMO, TIOATBEpKaatomiee GakT oTnpaBku goroBopa Nel2/01-15 ot 18.09.2016.
Heo0xomuMble peKBU3UTHI M SJIEMEHTHI TEKCTa— MPOU3BOJIBHO.

10.Hanumure 3asiBlieHHE O MPENOCTABIEHUHU OTIIycKa 0e3 coxpaHeHHs 3apaOoTHOM miaTel. B
TEKCTE 3asBJICHUS YKOKUTE NPUUYHHY TPETOCTABICHHS OTITYCKa, Ha CKOJBKO KaJICHIAPHBIX JHEH
MPEJOCTaBUTh OTITYCK, C KaKOTO M IO KaKOil JeHb BKIIOYMTENbHO. Ha OCHOBaHWMHM 3asBICHUS
COCTaBbTE MpHKa3 1Mo yHupuuposanHoi popme T-6.

4.3. OneHo4HbIe cpeacrea HpOMe)l(yTO‘IHOﬁ aTTeCTalluv

Tabmuma 8
Kon HauMeHoBanue Kon HaumenoBanmue sramna
KOMIEeT KOMMEeTEeHIIHH JTana 0CBOECHHSA OCBOEHHSI KOMIIETEHIIUH
EHIIUH KOMIIETEeHI[UH
IIK-18 | Cnoco6nocte  mpunuMath | [1K-18.3 Ha ouHoiA CnocoOHOCTH BBITIONHSATH
ydacTHe B MPOCKTHPOBAHUH CITyXeOHbIE 00S3aHHOCTH.
OpraHU3aIMOHHBIX
JICUCTBHH, YMEHHUEM
¢ dexTuBHO HCTIOJHSATH
CITyeOHBIC (TpynoBbie) CnocoOGHOCTh TPOEKTHPOBATH
00s3aHHOCTH OpraHu3alMOHHbIE IEHCTBUS

IIK- 24 | Bnanenune Ttexnomnorusmu, | [1IK - 24.3 va ounoit | CriocoOHOCTH pa3pabaThiBaTh

MIpUEMaMH, 1 3¢ (HEKTUBHO UCIIOTHATH

o0ecTeYnBarOIIUMH yIpaBJICHYECKUAE PEIICHUS

OKa3aHHE TOCyIapCTBEHHBIX CriocoOHOCTB MPOEKTHUPOBATH

U MYHUIUOAIBHBIX YCIYT OpraHu3alMOHHBIC

bu3nveckum u CTPYKTYPBI

IOPUAMYECKUM JIHIIAM CrocoOHOCTh HaXOIUTh
OpraHu3aIMOHHO-

YIpaBJICHUCCKUEC PCILICHU
06CCHC‘II/IB8.IOH_II/IG OKa3aHue

yeayr

Tabmuma 9.

OTall ocBOeHH KoMIieTeHIMU | [loka3aTens olleHUBaHU Kputepuii onieHnBanus
3HaeT OCHOBHBIE TeopuH U | [IpuMeHsieT MeTonpl peanu3anuu
[1K-18.3 Ha ouHoi IO JIXOIBI K | OCHOBHEBIX YIPaBIIEHYECKUX
CnocoOHOCTh BBITIOJTHSATH | OCYILIECTBICHHUIO byHKUMA (MPUHSATHE pEIICHUH,
ClIy’)keOHBbIe 00sI3aHHOCTH OpraHU3aIMOHHBIX OopraHu3aiusi, MOTUBHUPOBAHHUE U

W3MEHEHUH KOHTPOJIb);

PaspabarrsiBaer IPOTPaMMBI
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OCYLIECTBIICHUS
OpPraHM3alMOHHBIX W3MEHEHHH H
OIICHUBATh UX dPPEKTUBHOCTB.

YmMmeer OpPraHru30BbIBATH KOHTPOJIb

. 3HaeT  MEXAyHApPOJIHBIE | UCIIOIHEHHS, IPOBOJUTH OLICHK
IIK - 24.3 Ha ouHOH AyHapon , TIPOBOJ LEHKY

HOPMBI " MpaBmJIa | KA4yecTBa VIIPaBICHYCCKHUX
CriocoOHOCTB pa3pabaThiBaTh .

HOPMAaTUBHO-TIPABOBOTO pemieHnii W OCYLIECTBIICHHE
1 3PHEKTUBHO UCTIOTHSATH

obecrieueHus CUCTEMBI | a/IMUHHCTPATHBHBIX ITPOIIECCOB
YIPaBICHYCCKHUE PEIICHUS

rOCY/IapCTBEHHBIX U | YMEET  OpHCHTHpPOBATBHCI B

MYHHIIATATBHBIX YCIIYT MHPOBOM IIPOIIECCE YIPABICHUS

TOC3aKyIKAMH

Tunosbie Bonpockl AJ1s1 NOATOTOBKH K 3a4eTy:

Mopyas 1. TeopeTrnueckue 0CHOBBI /1€JIONIPOU3BOICTBA

1.Ucropus pa3BUTHS CUCTEMBI TOCYIAPCTBEHHO JIOKYMEHTOBEACHHUS U JIEIONIPON3BOICTBA.
2.3aKkOHONATEeNIbHBIE W HOPMAaTHBHO-METOJMYECKHME  MaTepuallbtl 1O  OpraHHU3aluu
JIeTIOTIPOU3BOICTBA.

3 Metoap! yHH(DHUKAIUK U CTaHAAPTU3ANUU TOKyMeHTOB. [loHsTre "yHudumupoBanaas ¢popma
nokymeHTa". YHuQUKanus Tecta J0KyMeHTa.

4.9Bomonusi TepmuHa "nokyMmeHT". IlpaBoBoH, ympaBiieHYeCKHI, UCTOPHUYECKHI AacleKThl B
ONPENIECTCHUN JTOKYMEHTA. OJJEKTPOHHBIA JNOKyMEHT. (DYHKIHMHM MOCTOSIHHO JACUCTBYIOIIHE U
(GYHKIMM OTlepaTUBHbIE.

5. OdopmieHrne W COCTaBICHHE AaKTOB, IMOJIOKEHWH, mTaTHOrO pacnucanus. CTpykrypa u
ohopMIIEHHE TIOJIOKEHUH 00 OpraHu3alMu U O CTPYKTYpHOM mojmpazaencHuu. OdopmieHue
JOJIKHOCTHOTO PErjiaMeHTa roCyIapCTBEHHOIO CITYXaIIETo.

6. Dtambl TOATOTOBKH PACIOPSAUTEIBHBIX JOKYMEHTOB. TpeOoBaHus K 0QGOPMICHHIO
MOCTAHOBJICHUM, PEIICHU.

7. PaznoBumHoctu muceM. OcoOeHHOCTH O(OpPMIICHHS TapaHTUWHBIX THCEeM. TpeboBaHHS K
COCTaBIICHUIO U O(POPMIICHUIO TEJIETPAMM.

8. IlonsTe M XapakTepucTuka TUIOBOro (Gopmyispa, dhopmynsipa — obpasua. TpeGoBaHus K
KOHCTpYHpOBaHHUIO OnaHkoB. M300paxkeHre repOoBOil CUMBOJIMKY Ha OJaHKaX, perjiaMeHTanus
WCIIOJIb30BAHMUSL.

9.I1osicHUTH BBIp@XKEHUE «TTOTHUPYHKIUOHAIBHOCTH TOKYMEHTaY.

10.CoBpeMeHHbIE CTaHIAPThI HA JOKYMEHTALIHIO.

11.Vaudukamus TeKCTOB CIyKeOHBIX JOKYMEHTOB

12. IIpoBecTu aHanM3 JOJDKHOCTHOM MHCTPYKUMU M3 KOJUIEKIMU C TOYKU 3PEHHUS COJEPKAHMS,
ohopMIICHHSL.

13.CymHocTh MOHATHS «UH(pOPMALIMOHHAs 0€30MaCHOCTh)

MoayJib 2. OCHOBBI OPraHU3alHOHHON PAa0dOTHI C JOKYMEHTaAMHU

1.0tnnune B oopMIICHHH MPHUKA30B 10 OCHOBHOW JAEATENBHOCTH M MPUKA30B IO JTUYHOMY
COCTaBY.

2.IIponenypa NoAroTOBKY IPHUKa3a MO JUYHOMY COCTaBY.

3.Peructpanusi, KOHTPOIIb, OTBETHI, aHATHU3 OOpaIlleHH TpakaH, CPOKU XpPaHEHUS.
4.JloxymenTtanonssle notoku. Cocras ciyx6b1 JJOY

5. W3yueHue 3aKOHOJATEIbHBIX M HOPMATUBHBIX AaKTOB IO OOECHEUEHHIO COXPaHHOCTH
nokyMeHTOB. OCHOBHBIE TpeOOBaHUS K OpraHU3aIMK XPaHEHUs! JOKYMEHTOB.

6. [Topsnok ohopMiIeHHs ¥ yIOCTOBEPEHUSI HOMEHKIIATYPHbI JIeJT

7. KoHduneHmanbHOCTh B 3aKOHO1aTeNbcTBE PD

TunoBble TeMbI KOHTPOJIbHBIX PadoT:

1. HopmaTUBHO-METOAMYECKHE aKThl, pPErJIaMEHTHPYIOUIMEe Co3laHue u odopmieHue
JOKYMEHTOB.

2.  TloustHe «10KyMeHT», ero pa3BuThe. CBsi3b HHGOPMAIIUN U JOKYMEHTA.
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Knaccugukamus 10KyMEeHTOB 0 TpU3HAKaM, (PYHKIIUH TOKYMEHTOB.

JIOKyMEHT KaK HOCUTEIb COL[UAIbHONU MH(POPMALIIH.

PexBu3zuThl ciykeOHOro gokymenra (Ha ocaoBanuu ['OCT P 7.0.97-2016).

IOpuauueckas cuna 1oKyMeHTa

[TonsiTe M OCOOEHHOCTH TEKCTOB JOKYMEHTOB. JIMHTBUCTHUYECKHE OCOOCHHOCTU TEKCTOB
CITy’K€OHBIX JJOKYMEHTOB.

8.  3mauenme 'CHAOY mns yaudukanuu J0KyMEHTALIHH.

9.  OOmme TpeOOBaHUS K TEKCTY JOKYMEHTA.

10. VYuudwuxamms texcra gokymeHTta. CriocoObl MpencTaBieHus] YHUPHUIIMPOBAHHBIX TEKCTOB
(aHKeTBI, TAOMHIIBI, TpadapeTHbIe TEKCTHI). [OPSIOK MOATOTOBKY U JBIKEHUS TOKYMEHTA.

11. TlonsATue «cucteMa JOKyMEHTALUNY, PAa3BUTHE CUCTEM JOKYMEHTAIUH.

12. Tabenp um anp0OoM YHU(UIMPOBAHHBIX (OPM TOKYMEHTOB OpraHM3alMU Kak ¢opma
YHH(UKAUU TOKYMEHTOB U COBEPIICHCTBOBAHUSI PA0OTHI C HIMHU.

13. Hasnauenme, ompeneneHne u coctaB YCOPJ[ — yHUOUIMPOBAHHOW CHCTEMBI
OpraHU3aIMOHHO-PACTIOPSAUTEITBHON TOKYMEHTAIHH.

14. Kowmruiekc OpraHW3allMOHHO-TIPABOBBIX JOKYMEHTOB, €T0 COCTaB. BHIBI yupenuTenbHBIX
JNOKyMEHTOB W uX 3HaueHue i JOVY (JOKyMEHTalMOHHOro oOecredeHusl YIpaBiIeHHs),
MpaBHJIa COCTABIICHHUS U 0(OPMIICHUSI.

15. OpranuzanMoHHBIE JOKYMEHTHI, OTPAXKAMOIINE CTPYKTYpPy OpraHMW3allid, €€ MITaTHBIN
COCTaB, OpPTraHU3aINI0 PadOTHI KOJUIEKTHBA. [IpaBuiia ux cocraBieHus: © 0QOPMIICHHSL.

16. PacnopsauTenbHbIe NOKYMEHTHI, M3/IaBaéMble Ha OCHOBE KOJUICTHAIBHOCTH TPHHSITHS
pemenuii. TpeboBaHUS K MX COCTaBICHUIO, 0(OPMIIEHUIO, XPAHCHHUIO.

17. PacnopsauTenbHbie TOKYMEHTHI, HW3J]aBaeéMble Ha OCHOBE CIUHOJIMYHOTO TPHHSATHUS
pelIeHui PYKOBOJMUTENEM oOpraHuzanuu. TpeOoBaHusS K HMX COCTaBIIEHHIO, O(pOPMIIECHHUIO,
(hopMUPOBaHHIO, XPAaHEHUIO.

18. HudopmManmoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX BHJIbI U HA3HAYCHUE.

19. CnyxeOHble THChbMA, BHUIBI, TPEOOBAHMS K UX OPOPMIICHHIO.

20. Pa3HOBHJIHOCTH OOBSICHUTEIBHBIX, CIYXKEOHBIX M JOKIAIHBIX 3alUCOK, CIIPABOK,
TpeOOBaHUs, IPEABABISIEMBIC K KX 0(OPMIICHHUIO.

21. Tenerpammsel u TenedoHOTpaMMBI, 00JIACTh UX MPUMEHEHHUsI, TPEOOBAHMS K COCTABJICHHUIO
1 0(OPMIICHHUIO.

22. llonsTue u opranmu3anus 10KymeHToooopoTta. Ciayxoa JJ0OY.

23. JIoKyMEHTHpOBaHHE  JIEATEJIBHOCTH  KOJUIETHMaJbHBIX  opraHoB. IIpoTtokon, ero
Pa3HOBUIHOCTH, MOPSIIOK COCTABIEHUS, 00pabOTKU U 0OPOPMIICHUSI.

24.  Axr, ero Bujbl M Ha3HaueHue. [lopsaok cocraBiieHus: u oopmieHusl.

25.  J1okymMeHTOOOOpOT B OpraHU3allH: MOHATHE, OPraHU3aIUsl, AaHATIU3, YUeT.

26. IloHATHS «IIEHHOCTH JOKYMEHTa», «IKCHEPTU3a LIEHHOCTH». BO3HUKHOBEHHE U Pa3BUTHUE
sKCnepTU3bl. [IpUHLIUIBI U KPUTEPUU IKCIIEPTU3BI IICHHOCTH TOKYMEHTOB.

27. ITloaroroBka JOKYMEHTOB K XPaHEHUIO B apXUBE.

28.  JIOKyMEHTHI [0 TUYHOMY COCTaBY.

29. Palota yupexxJieHHi ¢ 00paIlleHUsIMH IPaXaaH.

30. Howmenknatypa aen. Bunsl HomeHkiaatyp. OcoOeHHOCTH COCTABICHMSL.

No ok w

IIxajaa oueHuBaHUA

Tabmurza 10.
3aueTr
(100-6annpHas Kpurepun onenku
IKasna)
He3auer Komnerennun, NpeJyCMOTpPEHHblE  paboyeld  mporpaMMoii
JMCLUUIUIMHBL, He chopmupoBansl. HemocTarounslii  ypoBeHb
(or 0 1o 50| ycpoenuss MOHATMIHOrO anmapata M Hajiudhe (parMeHTapHBIX

17



0aJIoB) 3HaHMM 10 aucuuIuiMHe. OTCYTCTBUE MUHHMMAJIBHO JOIYCTUMOIO
YPOBHS B CAaMOCTOSATEIbHOM pELIEHUH MPaKTUUYECKUX 3ajad.
[IpakTryeckne HaBBIKH MPO(HECCHOHATBLHON AEATEIIFHOCTH B YaCTH
yIpaBJICHUs] MPOEKTaMU He C(OPMHUPOBAHBI.

3a4eT Komnerennuu, IIpEyCMOTpPEHHbIE  paboueit IIpOrpaMmon
JTMCUUIUIMHBL, COPMHUPOBAaHBI HAa BBICOKOM YypoBHe. CB0OOaHOE
(or 51 no 100 | pnamenme maTepuaqoM, BBHISBICHHE MEKIPEIMETHBIX CBS3EH.
OamioB VYBepeHHOE BIAJCHUE MOHATUMHBIM amnmnapaToM JUCLUILIMHBL
[IpakTnyeckne  HaBBIKM ~ NPOPECCHOHATBHONH  JESATEIHHOCTH
chopMupoBaHBl Ha  BBICOKOM  ypoBHE. CmocoOHOCTH K
CaMOCTOSITEIbHOMY HECTaHJApPTHOMY DELIEHUI0 IPAKTHUECKUX
3a/1a4 110 YIPABIIEHUIO TPOEKTAMH.

4.4. Meroanueckne MaTepuaJibl IPOMeKYTOUYHOM aTTecCTALMHU

JucuunnuHa «/lokyMEeHTOBEEHHE U JeJIONPOU3BOJACTBO» OTHOCHUTCS K BapHaTHUBHOU
gactu. [IpoMexyrouHas aTrectanus MpoBOIUTCS B GopMme 3ayeTa. 3adyeT MpoBOAUTCS B (popme
YCTHBIX OTBETOB HA BOTIPOCHI 1Mo Omieram. B ogHOM Omiere 2 Bompoca, Bcero 30 Gmetos, 60
BompocoB. [IpumepHBIe BOMPOCH HAX0aaTCs B 1. 4.3. paboyeil mporpaMMBbl TUCITUATIIUHBL. 3a4eT
MPOBOAUTCS B (pOpME YCTHOTO/MMCHMEHHOTO OTBETa Ha BONPOCHI M YCTHOTO/MMCbMEHHOTO
BBITIOJIHEHUS] TPAKTUYECKUX 3aJaHUM, JJIEKTPOHHOE TECTHUPOBAaHUE C HCIOJIb30BAHHEM
CHEIHaTM3UPOBAHHOTO TPOrPaMMHOT0 0OecTieueHusl.

JInsg  nonmydeHus  IMOJIOKUTENBHOM OLEHKM Ha 3adeTre JOCTaTOYHO  U3Y4YHTh
PEKOMEHIYEMYIO0 OCHOBHYIO JINTEPATYPY, @ TAKKE HOPMATUBHO-TIPABOBBIE AKTHI B IEUCTBYIOIIEN
pelaKiK, a TaKXKE YCBOUTh YMEHMSI U HABBIKM B XOJle¢ KOHTAaKTHOW padoThI C MpernojaBaTesieM
IyTEM ONPOCa, TECTUPOBAHHUSI U BBIIIOTHEHUS PA3JIMYHBIX IPAKTUYECKUX 3a1aHUM.

CrTyzeHT npu MOJAroTOBKE K OTBETY MO OUIeTy (GOpMyIupyeT OTBET Ha BOIPOC, a TaKXKe
BBITIOJIHAET 337aHue (MMCbMEHHO JIMOO YCTHO, B 3aBUCUMOCTH OT COACP KaHU 3a/1aHus).

[Ipu moAroTOoBKE OTBETA HA BOIIPOC CTOUT UCIOJIB30BaTh COOTBETCTBYIOIINN TUCHUIIIINHE
MOHSATUWHBIN anmnapar, OCHOBBIBATHCS HA JICHCTBYIOIIEM 3aKOHOATEIbCTBE U MU3YyYEHHBIX aKTax
CyneOHOM MPAKTHKHU, OTBEYATH C MOSICHEHUSMHU, TIOJTHO U apTyMEHTHPOBAHHO.

[Ipu cpaBHeHUU sIBIIEHUH HEOOXOAWMO MPEACTaBUTHh apPTyMEHTHI, MPEACTABISIOUIUE UX
CXOJICTBA U pa3anuyusl.

JlaBaTh OJHOCII0KHBIE OTBEThI HEKEIATEIBHO.

5. Meron4eckue yKazaHus 151 00y4AI0LIXCS 110 OCBOCHUIO TMCLHUILIMHBI
Jucuumnnuna «/lokyMeHTOBeIeHHEe U AeTONPOU3BOICTBO» MIPEIHA3HAUEHA JIJIsl TOTO, YTOObI AaTh
CTyJI€HTaM KOMILUIEKCHOE IPEACTABICHUE O PAa3BUTUU JOKYMEHTA, CUCTEM JOKYMEHTAlUU; O
COCTaBe CIY)KEOHBIX JOKYMEHTOB, OCOOEHHOCTAX HX O(QOPMIICHHS B COOTBETCTBUU C
COBpEMEHHbIMM  mpaBunamMu. Kpome Toro, agucuumnHa  «JloKkyMeHTOBeAeHHE U
JETONPOU3BOJICTBOY OPUEHTUPOBAaHA Ha IIOJYYEHHE IPAKTUYECKUX HABBIKOB, W3Yy4YEHUE
COBPEMEHHBIX MpoOJIeM TOKYMEHTHUPOBAHHUS HWHPOpPMAIUHM, 3aKOHOMEPHOCTEH oOpa3oBaHUs
JIOKYMEHTOB, CUCTEM JIOKYMEHTAIUH, KOMILJIEKCOB JIOKYMEHTOB, HaIlpaBJICHUN
COBEPIICHCTBOBAHUS JOKYMEHTAIMOHHOTO 00ECTIeUeHUsI.

B nmpouecce ocBoeHMs AUCUUIUIMHBL «JlOKYMEHTOBEACHUE U JACIONPOU3BOIACTBO»
MCIOJIL3YIOTCS CIIEIYIONINE METO/IbI 00YUEeHHUS:
- JICKIIMOHHEIC 3aHSATHS;
- IPAKTUYECKUE 3aHATHUS;
- nabopaToOpHbBIE 3aHATHUS;
- caMOCTOsTeNbHas paboTa 00yJaroIuXCs.
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Peanu3anus KOMIIETEHTHOCTHOTO IMOJXOJa B paMKax Kypca «JlokymMeHTOBeaeHue H
JIETIOTIPOU3BOACTBOY TPENyCMaTpUBAET HCIOJIb30BAHUE B y4eOHOM Tmpoliecce JIEKIIMOHHBIX
3aHATUI B TPaaUIMOHHOHN (opMe, a Takke B popMe Tuanora, AMCKycCcui, pa30dopa KOHKPETHBIX
CUTyallUi U MPUMEPOB M3 MPAKTUKHU. B Xo/e JEKIMOHHBIX 3aHATHUH PACKPBIBAIOTCS OCHOBHBIC
BOIIPOCHI B paMKaX paccCMaTpUBAEMON TEMBI, a TAKKE JAETA0TCs aKLIEHTHl Ha HanboJiee CIOKHbIe
U BaXXHBIE TIOJOXKEHUSI W3y4aeMOro MaTepualia, KOTOpbIe MOJDKHBI OBITh NMPHUHATHI CTYJCHTAMHU
BO BHHMMaHue. Marepuaibl JIGKUUIH SBISIOTCS OCHOBOM JUIsl MOATOTOBKH OOy4aromuxcs K
MPAKTUYECKUM (CEMHHAPCKUM) 3aHATHSM M BBITIOJIHEHUS 33/1aHUI CaMOCTOATEIBHOM paboThI.
[IpakTuyeckne (CeMHUHApPCKUE) 3aHIATUS TO3BOJISIIOT Oojiee JeTanbHO mpopadoTaTh Hambojee
BaXHBIE TEMBbI Kypca. Llenpro NpakTHYeCKHX 3aHSATHHA SBISETCS KOHTPOJb 32 CTEHCHBIO
YCBOGHUS TIPOWMICHHOTO MaTepHaia, X0JA0M BBIITOJHEHHS CTYJACHTAMHU CAMOCTOSTEILHON PabOThI
U paccMOTpeHHe Hamboyiee CIOKHBIX W CIHOPHBIX BOIMPOCOB B pPaMKax TEMbI 3aHSTHSL
[IpakTHdyeckne 3aHATUS TPEANONAraloT aKTUBHYIO paboTy OOydJalommxcsi ¢ IIebI0
dbopmMupoBaHHS M Pa3BUTHA  NPO(PECCHOHATBHBIX  HAaBBHIKOB  CTY/ACHTOB,  HAaBBIKOB
MCCIIEI0BATENILCKOM pabOThl M TBOPUECKOTO IMOIX0/1a K PEIICHNIO TOCTABICHHBIX 3a/1a4.
JIaGopaTtopHble pPa0OTHI BBINOJTHSIIOTCS B KOMIBIOTEPHBIX KiIaccaX C IENbI0 TOJTyd9eHHUS
MPAKTUYECKUX HABBIKOB CO3MaHUsS (OPM OPraHU3alMOHHO- PACTIOPSAAUTEIHHON TOKYMEHTAIUH.

Jlnst pa3BUTHS KOMITETCHIUH Hapsay C TPaJUIMOHHBIMH TPUMEHSIOTCS COBPEMEHHEIC
aKTHBHBIE METOJIbI OOYUCHHS:

— TPYNIIOBBIE JUCKYCCHU IO TEOPETUYECKAM M TPAKTHUYECKUM MpodiemMaM (OpPMHPOBAHUS
JOKYMEHTAI[MOHHOTO 00ECTIeYeHHsT OPraHN3allii 1 TOrOTOBKA IIPE3CHTAIIH;

— TEOPETUYECKUN OTBET Ha TPAKTUICCKOM 3aHSATHH

— JIOKJIaJIbl C MYJIETUMEINA TPE3ECHTALUSMHE 110 BOIIPOCAM.

[IpodeccnonanpHbie HaBBIKH, (OpMHpyeMbIe B TIpolecce paboThl HaJ y4eOHOU
CUTYyallMeH: BBISBIICHUWE, ONpEICICHUE W penieHue mpodsnem; pabora ¢ wuHboOpMamuendn —
OCMBICTICHHE KOHTEKCT W 3HAUYCHUS JIeTalICH CHUTYallly; aHAJIU3 U CUHTE3 WH(pOpMaInu; paboTta ¢
MPENOJIOKCHASIMIA ¥ 3aKIIOYCHHUSMHU; PAa3BUTHE AIBTEPHATHBHOTO MBIIIICHHS, OIICHKA
AIbTEPHATHB; TIPUHATHE PEIICHHA; HABBIKM MEXJIMYHOCTHOW WM TPYNIIOBOW KOMMYHUKAIIHH;
MOHUMaHUe TPOoOJIeM pealn3aluil TPUHSATHIX PEHICHUH; COOTHECEHHWE TEOpHH C Y4eOHOU
CUTYyallUeH U C peasbHOM MPAKTHKOM; MPEJICTABICHUE PE3YIbTATOB PaOOTHI.

VY4eOHBIM IUIAaHOM ISl CTYJIEHTOB IPEIYyCMOTPEHA CaMOCTOsTENIbHAas padoTa, KOTopas
crocoOCTByeT 0o0Jjiee TOJHOMY YCBOCHHIO TEOPETHYECKUX 3HAHWM, BBIPAOOTKE HABBIKOB
AHATTUTHYECKOW PabOTHI C INTEPATYPOA.

[Ipu HEoOXomuUMOCTH B Ipoliecce padOThl Hall 3aJlaHUEM CTYACHT MOXET MOJYYUTh
WHIMBHIYAIBHYIO KOHCYJBTAIMIO Yy TMperojaBatelisa. Takke NPeayCMOTPEHO MPOBEIACHUE
KOHCYJIbTAIIMi CTYJCHTOB B XOJIC M3y4YCHHUsI MaTepHaja TUCIUILIHHBI B TCYCHUE CEMECTPA.
OOyuaromuecss U3 YMCIa MHBAJIMIOB W JIMIl C OTPAaHHMYCHHBIMH BO3MOXKHOCTSIMU 3JI0POBBS
UMEIOT BO3MOXKHOCTh M3Yy4aTh JUCIHUILIAHY 110 MHIUBHUIYaJbHOMY IUIaHY, COTJIACOBAHHOMY C
MIPETIO/IaBaTEIIEM H JICKAHATOM.

MeTtoanyeckue yKa3aHHs 10 MOATOTOBKE K YCTHOMY JIOKJIA]TY.

Jranbl MOATOTOBKHU JoKjaaga. OmnpenerneHue Lenu IO0KIaAa; moadop HeoOXOoAUMOTO
MaTepuana, ONpEAENSAIOIIEero  CoJAepXKaHHWE JIOKJIaja; COCTaBJIeHME IUlaHa  JIOKJIAJa,
pacripeniesieHie coOOpaHHOrO MarepHuaja B HE0OXOJAMMOI JIOrMYecKoi MociIen0oBaTeIbHOCTH;
oO1iee 3HAKOMCTBO C JIUTEPAaTypOod M BbIAEICHUE CPEAM HCTOYHHUKOB IJIABHOTO; YTOYHEHUE
IUIaHa, OTOOP MaTepuaia K KaXJIOMY IYHKTY IJIaHa; KOMIO3UIIMOHHOE O(opMIiIeHHe J0KIaja;
MOJITOTOBKM TE3UCOB BBICTYIUIEHUS; BBICTYIUIEHHE C JOKJIAJ0OM; OOCYXKJEHHE U OLCHUBaHUE
JOKJIa/1a.

KomnosunnonHoe odopmileHue I0KJIaga — 3TO €ro peajbHas pedeBas BHEIIHSA
CTPpYKTypa, B HeH OTpa)kaeTcs COOTHOLICHWE 4YacTei BBICTYIUIEHHS MO0 UX LEJH,
CTHJIUCTUYECKUM OCOOCHHOCTSIM, 1O O00BEMY, COUYETAaHUIO PAlMOHAIBHBIX M HMOIMOHAIBHBIX
MOMEHTOB, KaK TPaBWJIO, 3JEMEHTAaMH KOMIIO3MLIMM JIOKJIaJa SBISIOTCS: BCTYIUICHHE,
olpeieNieHue TpeaMeTa BhICTYIUICHUS, N3JI0KeHHe (OMpoBepKEHKE), 3aKiIoueHe. Berynienue
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JIOJDKHO COJEp)KaTh: Ha3BaHUE JIOKJIAa; COOOLICHWE OCHOBHOW HIEH; COBPEMEHHYIO OIICHKY
IIpeIMeTa U3JI0KEHHUS; KPaTKoe MEePEeUHCICHUE PACCMaTPUBAEMbIX BOIPOCOB; MHTEPECHYIO IS
ciymarenei (GopMmy H3II0KEHHS. BBICTYIIIEHWE COCTOUT M3 cleayromux yacteil: OcHoBHasi
4acTb, B KOTOPOW BBICTYMAIOMIUN JOJDKEH PacKpBITh CYThb TEMbI, OOBIYHO CTPOUTCA TIO
OpUHIOUIY 0TYéTa. 3a/1a4a OCHOBHON YacTH: MPEJCTABUTh JOCTATOYHO JAHHBIX JUIS TOTO, YTOOBI
CIJIyILIaTeIH 3aMHTEPECOBATIMCH TEMOM U 3aXOTEIU 03HAKOMUTHCS C MaTepuaiaMu. 3aKJII04YeHne
— uétKoe 0000IIeHNE U KPAaTKHE BBIBOJIBI 110 U3J1araeMoil Teme.

Meroanyeckne yKazaHMsi 10 MOATOTOBKe K TecTy. TecroBble 3aJaHusi MOTYT
dopmynmupoBatbcsi Kak B (opme, HCHOIb3yeMoil B (eaepaTbHOM DJIEKTPOHHOM WHTEPHET-
TECTHPOBAHUU (MHTEPHET-3K3aMEHE), TaK M OPUTHHAIBHON aBTOPCKOH (opme, C OTKPHITHIMH
BapuaHTaMH OTBeTOB. [Ipu MOAroTOBKE K TECTY HEOOXOAMMO MOBTOPUTH MAaTE€pUAJIbI JIEKLIUNA U
CEMHUHapOB, 0OpaTUTh BHUMAaHNUE Ha OCHOBHbIE TepMHHBI. Kaxk/10e TecToBOE 3ajaHNe COJNEPIKUT
KpaTKoe MOsICHEHHE MO ero BhIosiHeHuto. Kaxnoe 3amaHue tecta cpopMylInpoBaHO B BUJIE
YTBEP)KIACHUS] W BKIIOYA€T HECKOJBKO BapHaHTOB OTBETOB. TecTHpyeMblil JOJDKEH U3
IpeiaraéMblX BapUaHTOB BBIOPATh T€, KOTOPBIE CAENAIOT JaHHOE YTBEP)KICHHE MPaBUIIbHBIM.
[IpaBunbHBIMU MOTYT OBITh OJIUH JIUOO HECKOJIBKO BapUaHTOB OTBETOB.

Metoanyeckue yKa3aHuUs 10 MOATOTOBKe KOHTPOJIbHOMN padoThl

KouTtponbHast pabora noJKHA MPENCTaBIsATh COOOW MOJHOE, CUCTEMAaTU3MPOBAHHOE
U3JI0’KEHHUE TEMBbl U CBUJETENLCTBOBATh 00 MOHMMAaHUU OOy4aeMbIM CYTH 3aTparuBaeMbIX UM
BonpocoB. KoHTposibHas paboTa J0/bKHA UMETh aHAIMTUYECKHM, a He ONMcaTeIbHbIN XapakTep.
[lonoxenuss u BBIBOABI, COJEpXallMecs B KOHTPOJbHOW paboTe, JOJKHBI  OBITH
apryMEHTHPOBAHBI U 0OOCHOBAHBI NMPUMEPAMH, CTATUCTUYECKUMH JaHHBIC, (haKTaMH, KOTOpPbIE
WJUTFOCTPUPYIOT T€ WJIM HWHBIE TEOPETUUYECKHE MOJOKeHUd. M3narate Marepruan B KOHTPOJIBHOU
paboTe pekoMeHAYeTCsl MPOCThIMH, YETKUMH, KOPOTKUMHU MPEUIOKEHUSIMH, U30eras U3JIUILIHE
HayKOOOpa3HbIX, NEKJIApaTUBHBIX (pa3 U MAJOMOHATHBIX TEPMHUHOB 0€3 COOTBETCTBYIOIIEH HX
pacimugpoBkr. Ocoboe BHHMAaHHE CIEAyeT YACIUTh TPAMMATHYECKOW W CTHUIMCTHYECKOMN
00paboTke TeKkcTa padoTHI.

KonTpomnbHast paboTsl Jo/KHA OBITH PaBMWIIBHO oopMmiieHa. TUTYIBHBINA JIUCT ABISETCS
MepBOii cTpaHuLiel pabOTHI U COACPIKUT CIEIYIOIINE PEKBU3UTHI:

— MOJTHOE€ HAUMEHOBaHKE Y4eOHOTO 3aBEeACHNUS,

— HauMeHoBaHue (akynpTera U Kadeapsl,

— TeMa KOHTPOJbHOU padoThl,

— cBeJleHus 00 aBTOpe PaboTHI,

— CBEJICHUA O PYKOBOJUTEIE,

— MECTOHAXO0XIeHHEe y4eOHOTO 3aBe/IeHus,

— TOJ] HalMCcaHus pabOTHI.

CopepxatenpHasi 4aCTh KOHTPOJIBHON pabOThI I0JIKHA OTKPBIBATHCA €€ COJIep:KaHuEeM, B
CTPYKTYpPE KOTOPOTO CJIEAYET OTPa3UTh C YKAa3aHUEM HOMEpPA COOTBETCTBYIOIIEH CTpPaHMIIbL.
KoHnTposnbHast paboThl COCTOUT U3 YETHIPEX OCHOBHBIX YaCTEH:

— BBEJICHMUS,

— OCHOBHOM 4acCTH,

— 3aKJIFOYEHMUS,

— CIHCKA UCTOJIb30BaHHOU uTepaTypsl (7-10 UCTOUHUKOB),

— MPUJIOKEHUE.

Bo BBeseHnu packpbiBaeTcs 3HAUEHHE U aKTyalbHOCTh BHIOPAHHOM TEMBI, OTIPEIeNsIeTCs
MeCTO MpoOJIeMbI B CUCTEME JIeI0Npon3BoACTBa. CTaBUTCS LeNb U/UITU 3a/1a4H.

B ocHOBHO# yacTH, OnMpasch Ha aHAJIW3 HOPMATUBHO-TIPABOBBIX, HAYUYHBIX M MPOUYUX
WMCTOYHUKOB, M3JIATal0TCsl U 0000IIal0TCs pa3IuvHble TOYKU 3PEHHUs HA HCCIEAyeMbIid BOIPOC,
BBICKa3bIBAE€TCSI M OOOCHOBBIBaeTCs COOCTBEHHAs TOYKA 3PEHHS BBIMOJHSAIONIETO paboTy.
PaccmoTpenue kaxaoro maparpada B TEKCT€ KOHTPOJILHOW pabOTHI JODKHO HAYMHATHCS C
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HOBOM CTPaHMIIBI U OTKPHIBATHCS €r0 3aroJIOBKOM B COOTBETCTBUHU C Ha3BaHHEM, KOTOPBIM ObLI
yKa3aH B OTJIaBJICHUH (COJepKaHUU) pabOThI

B 3akmioueHun QGOpMyIMpYIOTCS KpaTKUWE BBIBOABI 0 M3JIOKEHHOMY MaTepHaily |
MPUBOAMUTCS COOCTBEHHAsI TOUKA 3PEHUS Ha MPEACTaBICHHBIE B paboTe MpooOaeMbl. 3aKI0YeHNE
umeer (GopMy CHHTE3a IMOJYYEHHBIX B pPabOTe pe3ylbTaToB. B NPHUIOXKEHHH BHOCSATCA
CaMOCTOSTEIIBHO 0(OPMIICHHBIE 00pa3IIbl JOKYMEHTOB COTJIACHO TEME KOHTPOJIBHOM pabOTHI.

3aBepmIMB KOHTPOJBbHYIO paboTy, CTYIEHT B 00s3aTEIbHOM TMOPSAAKE JOJDKEH
pacnucarbcs Ha TUTYJIBHOM JIMCTE, NOJATBEPKJasi TEM CaMbIM aBTOPCTBO TEKCTa, yKa3aTh JaTy
C/1aydl KOHTPOJIbHOM pabOTHI.

KonTponsHast pabota MOXKeT OBbITh MPOBEPEHA HA HAIWYHE/OTCYTCTBUE HETPABOMEPHBIX
3aMMCTBOBAHUH B MPOrpaMMe « AHTUIUIATHAT)» KaK CAMUM CTYACHTOM (C MPHIIOKEHUEM K TEKCTY
CIIPaBKH ), TaK U MPEINO aBaTEIIEM.

TekcT KOHTpONBbHON pabOTHI OQOpMIISIETCS TMEYaTHBIM CHOCOOOM Ha OJIHOM CTOpOHE
mucta Oymaru gopmata A4 ¢ nmomoluplo TekcToBoro penakropa Times New Roman uepes 1,5
uHTepBasia. llper mpudra nokeH OBITH 4YEpHBIM, BbIcOTa OYKB, Kerip (mpudr) — 14.
[lonyxxupHblii mpudt He npumenserca. TekcT paboTel ciexyeT medararb, coOuonas
clenyIolMe pa3Mepsl moJiei: mpaBoe — 10 MM, BepxHee U HikHee — 20 mMm, jeBoe — 30 MM.
Pa3pemaercs ucnonab30BaTh KOMIIBIOTEPHBIE BO3MOXHOCTH aKIIEHTHPOBAHWS BHUMAaHUS Ha
OTIpE/IeICHHBIX TePMUHAX, IPUMEHSST IPUQPTHI pasHON rapHUTYpHI. [Ipu 3TOM Ha/lO yIHUTHIBATS,
YTO pa3MelleHHe TeKcTa Ha obOeux cTopoHax jucra (opmara A-4 Henomyctumo. CTpaHUIBI
HyMepyroTcsl apaOckuMu nudpamu ¢ coOII0AEHUEM CKBO3HOM HyMepalu IO BCEMY TEKCTY.
Homep crpanunpsl mpocraBisieTcs B LIEHTpe HIDKHEH yacTu jucra 6e3 Touku. OriaBieHue
(comep:kaHue) pa3MeliaeTcs Ha BTOPOW CTpaHWIle (HyMepalus CTpaHHI[ — aBTOMAaTH4YecKas),
TUTYJIBHBIM JINCT HE HyMmepyroTcsa. [IpmiioskeHuss He BKIIIOYAIOTCS B OOIIyIH0 HyMepaluio
CTpaHHIL.

B KOHTposbHON paboTe HCHOJIB3YIOTCS TOJNBKO OOIIEHPUHATHIE COKPALICHUS U
a0OpeBuatypbl. Hanuume u mnpaBMIIBHOCTE O(OPMIIEHHE CCBHIJIOK SIBISIOTCS BaKHEHIIMMU
TpeOOBaHMUAMHU K KOHTPOJIBHOM paboTe, KpUTEPUEM CaMOCTOSATENBHOCTH Tpylda €€ aBTopa.
OTcyTcTBHE CCBUIOK HA YKA3aHHYIO B CIIMCKE IIEPBOMCTOYHHUKOB JINTEPATypPy PacliEHUBACTCA Kak
SBHBIN Npu3HaK miarnara. OHaKo Ype3MEpPHO YBIIEKAThCSI IUTUPOBAHUEM HE CTOUT, MTOCKOJIBKY
00BEM HUTHPYEMOTO MaTepualla He JOJDKEH MpeBblaTh 25% 00béMa Bcero Tekcra padoThl.

o 3aBepiieHHIO MpoLEcca HAKMCaHUsI KOHTPOJIbHOM paboThl 00yyaeMblil NpeiCcTaBIIseT
Ha Kagepy B yCTaHOBJICHHbIE CPOKH, HO He No3/Hee, 4eM 3a 10 gHell 1o UTOroBoM aTTecTaluu
(3au€ra) Mo BceMy yueOHOMY KypCy.

KonTpospHast paboTa B CBOEM OKOHYATEIILHOM BapHAHTE JOJDKHA MMETh 0Opa3LOBBIN
BHEIITHUM BU/I.

6. YueOHas1 siuTeparypa u pecypcbl HHPOPMALMOHHO-TeJICKOMMYHUKALMOHHO# ceTn "'UHTepHer",

yueOHO-MeTo4ecKoe o0ecriedeHne Vsl CaMOCTOATe/ IbHOM PaGoThl 00y4YaIOLIXCS 110 JMCHUILIHE
6.1. OcHoBHas qUTepaTypa

1. ApacnanoBa, B. A. JlokyMeHTallmoOHHOE OOecrieueHne yrpaBieHus [DIeKTPOHHBIN pecypce] :
yue0.-mpakT. nmocobue / B. A. ApacnanoBa. — DJeKTpoH. AaH. - Mocksa : [lupekr-Meaua, 2013.
- 240 c¢. — Jocrym u3 3OBC «YnuB. b-ka ONLINE». - Pexum pocryna
http://biblioclub.ru/index.php?page=book&id=137706, TpeOyercs aBTOPU3AIIHS (mata
obpamenus : 07.11.2016). — 3arn. ¢ skpaHa

2.bacakoB, M. W. JlokymeHTanmoHHOe oOecmeueHue ympasieHus: (/lemonpousBoacTBo)
[DnexkTponHbIH pecypce] : yueOnuk / M. W. bacakos. - 2-e u3/., UCI. U JOI. - DIEKTPOH. JaH. —
PocroB-na-Jlony : ®@enukc, 2013. - 352 c. - Hoctyn uz ObC «YHuB. 6-ka ONLINE». - Pexum
nocryna : http://biblioclub.ru/index.php?page=book&id=271490, TpeOyercst aBropu3amus —
3ari. ¢ ’KpaHa.
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3. demun, 1O. M. Jlemonpous3BoAcCTBO. JIOKYMEHTAIIMOHHBIA MEHEHKMEHT [DJIeKTPOHHBIM
pecypc] : yue6. mocobue / FO. M. Jlemun. - DnektpoH. naH. — Mocksa ; bepnun : Jlupexr-
Memua, 2014. - 205 c. - Hocrym uz DOBC «YuHuB. 6-ka ONLINE». - Pexum nocryma :
http://biblioclub.ru/index.php?page=book&id=253657, TpeOyercs aBTopuzammsi. — 3arni. c
9KpaHa.

4. Mapuenko, 1. B. OcHOBBI Jemompou3BoAcTBa : y4e0. mocobue s CTYICHTOB BCeX (GopMm
oOyuenus / . B. Mapuenko ; Poc. akaz. Hap. x03-Ba u roc. ciryx0bl nipu [Ipesunenre PO, Cud.
uH-T ymp. - HoBocubupck : M3a-sBo CubAI'C, 2014. - 237 c. — To e [DneKTpoHHBIH pecypc]. —
Hoctyn u3 b-xu snexrpon. m3nanwmii / Cub. Mu-T ynp. — punmman PAHXul C. — Pexxum goctyna :
http://www.sapanet.ru, TpeGyeTcst aBTopu3aIus. — 3arj. ¢ 3KpaHa

5.KynsieB, H. H. JlokymeHnroBenenue [DnekTpoHHbd pecypc] : yuebnuk / H. H. Kynses, /.
H. Ypanos, A. I'. ®abpuunos. - DnexkTpoH. gaH. — Mocksa : Jloroc, 2011. - 178 c. - loctym u3
3BbC «YHUB. 0-ka ONLINE». - Pexum JocTyna :
http://biblioclub.ru/index.php?page=book&id=84880, Tpebyercs aBTopI/ISaHI/IS{ (mara 06paHIeHI/I$I
: 15.11.2016). — 3arun. ¢ skpana. - To ke [Daekrponnsiii pecypc]. - Hocrym u3z DBC
«IPRbooksy. - Pexxum noctyma : http://www.iprbookshop.ru/9082, tpebyercst aBropuzarus. —
3ari. ¢ ’KpaHa.

6.2./lomostHUTe/ILHAS JIUTEPATypa

1. BacakoB, M. U. [loxymeHTarmoHHoe obOecmeueHune ympapieHus: (/lerompousBoacTso)
[DnmexTponHEIH pecypce] : yaeOHuk / M. . bacakos. - 2-e U311, UCII. | JIOT. - DJIEKTPOH. JaH. —
PocroB-na-Jlony : ®enuke, 2013. - 352 c. - Hoctyn uz ObC «YHus. 6-ka ONLINE». - Pexum
noctyna : http://biblioclub.ru/index.php?page=book&id=271490, tpebyercss aBTOopu3amus. —
3ari. ¢ ’KpaHa

2. bapuxun, A. b. Jlenonpou3BoJCTBO M JOKYMEHTOOOOpOT [DnekTpoHHBIH pecypc] / A. b.
bapuxun. - DnekrtpoH. gaH. — MockBa : Kuwxknbsiii mup, 2008. - 416 c. - Jloctyn u3 SBC

«YHUB. 0-Ka ONLINE». - Pexum JIOCTyTa :
http://biblioclub.ru/index.php?page=book&id=89671, Tpebyercs aBTOpM3alUs. — 3aril. C
JKpaHa

3.I'punbepr, A. C. JIokyMeHTalMOHHOE oOecIeueHne yrpaBieHUus [DIEeKTpOHHBIN pecypc] :
yueonuk / A.C.I'pun6epr, H. H. T'opb6aués, O. A. MyxameTmnHa. - DJIeKTpoH. 1aH. - MockBa :
IOnuTn-lana, 2015. - 391 c. — loctynm u3 ObC «YuuB. 6-ka «ONLINEY. - Pexxum moctyna :
http://biblioclub.ru/index.php?page=book&id=115031, TpeOyercss aBTOpHW3alusA. — 3arid. C
JKpaHa.

4, Hemun, 0. M. Jlemonpous3BoacTtBo. JIOKYMEHTAIIMOHHBIH MEHEIKMEHT [DJIEKTPOHHBIN
pecypc] : yueb. mocobue / FO. M. llemun. - DnektpoH. naH. — Mocksa ; bepnun : Jlupexrt-
Menua, 2014. - 205 c. - Hocryn uz OBC «VYuuB. 6-ka ONLINE». - Pexum nocryma :
http://biblioclub.ru/index.php?page=book&id=253657, tpebyercsi aBropuzamus — 3ari. c
JKpaHa.

5.Ky3nenona, 1. B. JlokymeHTainoHHOE 00€CIIeYeHHE YIIPABIECHUS IEPCOHATIOM [ DJIEKTPOHHBIH
pecypc] : yueb. mocobue mist 6akanaBpos / M. B. Ky3nenona, I'. A. XagarpsiH. — DJeKTpoH.
nan. — Mocksa : [JlamkoB u K, At [Iu Op Menua, 2017. — 220 c¢. — Joctyn u3z ObC
«IPRbooksy. - Pexxum noctyma : http://www.iprbookshop.ru/57135, tpebyetcs aBropusarms. —
3ari. ¢ sKpaHa.

6.Ky3nenioB, M. H. JlokymeHTanimoHHOEe oOecmedyeHue YIpaBieHHs] MEpPCOHAOM : y4eld. u
MPAKTUKyM JJs TPUKI. OakamaBpuata M JUid CTYICHTOB BY30B, OOYYarOIIUMXCS MO JKOH.
HanpasieHusM 1 cneranbHocTsM / M. H. Ky3nenos. - Mockaa : FOpaiir, 2016. - 520 ¢
7.KynsieB, H. H. JlokxymeHntoBenenue [DnekTpoHHbI pecypc] : yueonuk / H. H. Kynses, /.
H. Ypanos, A. I'. ®aGpuyHoB. - DnekTpoH. naH. — Mocksa : Jloroc, 2011. - 178 c. - loctym u3
9bC «YHUB. 0-ka ONLINE». - Pexum JocTyna :
http://biblioclub.ru/index.php?page=book&id=84880, TpebGyercst aBTOpH3anus (qara oOpalieHus
: 15.11.2016). — 3arun. ¢ skpaHa. - To ke [Daekrponnsiii pecypc]. - Joctym u3z DBC
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«IPRbooksy». - Pexxum noctyma : http://www.iprbookshop.ru/9082, tpeGyercs aBTopuzanus —
3ari. ¢ ’KpaHa.

8Muuun, MW. B. 3amura KoHQHUIESHIMATHHOH HWHPOPMAIMKU TPH  DICKTPOHHOM
JTOKyMEHT0OoOOopoTe [DneKTpoHHbIN pecypc] : yueb. mocodue / Y. B. Munun, O. B. Munus. -
DnexTpoH. aaH. - HoBocubupck : HI'TY, 2011. - 20 c. - Joctyn u3 3bC «YHuB. 6-ka ONLINE».

- Pexum gpocryma @ http://biblioclub.ru/index.php?page=book&id=228779, Ttpebyercs
aBTOpHW3aIMs. - 3aril. C 3kpaHa. - To xke [DnexrporHsiid pecype]. - Hocrym u3 3BC «IPRbooksy.
- Pexxum poctyma : http://www.iprbookshop.ru/44918, tpebOyercsi aBTropu3zais. — 3ari. ¢
9KpaHa.

9.uKoBuy, 11I. A. Jleonponu3BOICTBO B KQJAPOBOU CITy:KOE [DICKTPOHHBINA pecypc] : yaeOHUK /
. A. SIakoBuu. - DneKTpoH. AaH. - Mocksa : FOuutn-lana, 2015. - 161 c. - loctyn u3 YHus.
0-ku ONLINE. - Pexum mocryma : http://biblioclub.ru/index.php?page=book&id=119021,
TpebyeTrcs aBTopu3aius - 3ari. C skpaHa. — To ke [DnekTponHslil pecypce]. — HJoctyn uz 3bC
«IPRbooksy. - Pexxum mgoctyna : http://www.iprbookshop.ru/52462, tpeGyercst aBTopu3arius. —
3ari. ¢ ’KpaHa.

6.3. YueOHO-MeTOIHUYECKOE oDecliedeHHe CAMOCTOSITe/IbHOI padoThl
He ncnons3yercs

6.4 HopmaTuBHBbIE IPAaBOBbIE JOKYMEHTbI

1.  ®enepanbhblil 3akoH PO "O6 nnpopmanuu, "HGOPMALMOHHBIX TEXHOJIOTHUIX U O 3alUTe
unpopmauuu" ot 27 nexkadps 2006 r. Ne149-D3.

2.  ®epnepanpHbni 3akoH "O TOpSAAKE PAacCMOTpPEHHWs oOpamieHWi TpakiaaH Poccuiickoit
Oenepanun" No59-d3 ot 2 mas 2006 r.

3.  ®enepanbHbiii 3akoH Poccuiickoit @enepanuu ot 22 oktsaops 2004 r. Ne 125 D3 «O6
apxuBHOM Jienie B Poccutickoit @enepanum.

4, ®enepanbHbiii 3ak0H PO "O nepconanbHbiX 1aHHBIX" 0T 27 uronst 2006 r. Nel152-D3

5. ®denepanpHoro 3akona Poccuiickoit @enepanun "OO 37eKTpOHHON MGPPOBONA TOAIMHCH"
oT 10 auBaps 2002 roma Nel-®3

6. TunoBas MHCTPYKUUS O AETOMPOU3BOACTBY B (helepalbHBIX OpraHax HCHOJHUTEIbHOM
BIIacCTU [DJEKTpOHHBIM pecypc]. - OnekrpoH. maH. — HoBocubupck : Cubupckoe
yHuBepcuTerckoe m3natenbcTBo, 2008. - 80 c. - Jloctym 3 ObC «YHuB. 6-ka ONLINE». -
Pexxum noctyma : http://biblioclub.ru/index.php?page=book&id=57402, TpebyeTcs aBTOopH3aIus
(mara obpamenus : 15.11.2016). — 3ari. ¢ 3kpana.

7. "TpymoBoi koaekc Poccuiickoii ®eneparuu" ot 30.12.2001 N 197-®3 (pen. or
30.12.2015)

8.  "TumoBoii pernaMeHT BHYTpEHHEH opranusanuu (eaepaibHbIX OPraHOB HCHOJHUTEIBHOMN
BJIacTU", yTBepKACHHbIN nnoctaHoBieHUeM [IpaButensctBa PO ot 28.06.2005 Ne452

9. KsanudukannoHHBIN CIPaBOUYHUK NOJKHOCTEH PyKOBOJAWTENEH, CIEIMATUCTOB U JPYTUX
CIIy’KallluX, YTBEPKACHHbIH MUHUCTEPCTBOM Tpya U COlMabHOTO pa3BuTusi PO ot 21 aBrycra
1998 roma N 37,

10 OK 016-94 OGepoccuiickuii knaccudukarop npodeccuit paboumx, T0HKHOCTEH CITyXKallux
u tapudHbIx paszpsaoB (OKIIATP) (¢ usmenenusmu N 1-7).

ITpuka3 Munouna Poccun ot 22 nexadpst 2003 r. Ne 1171 "O Tpy1oBbIX KHHKKaX"

11 TlocranoBnenne Muntpyna Poccun ot 10 oxta6ps 2003 1. Ne 69 "OO yrBepxaeHUU
WHCTpyKIIMU TO 3aMOJTHEHUIO TPYIOBBIX KHHUXKEK"

12.Tlocranosnenue IlpaButensctBa PO ot 16 anpens 2003 r. Ne 225 "O TpynoBBIX KHHXKKaX (C
n3MeHeHus MU Ha 6 ¢espansg 2004 r.)"

13.MeToauuecKuMi PeKOMEHAALUSAMHI 10 pa3paboTKe HHCTPYKIUM 10 JIEJONPOU3BOJICTBY B
(benepanbHBIX OpraHax HCIOJHUTENbHON BiacTd (YTBepkaeHbl mnpukazoMm PenepaabHOro
apXMBHOTO areHTcTBa OT 23 nexadpst 2009 r. Ne 76).
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14. Tlocranosnenuem ['ocyaapcrBenHoro komutera Poccuiickoit denepanuu no cTraTUuCTUKE OT
5 smBaps 2004 r. Ne 1 "OO yrBepkaeHUH YHUDUIUPOBAHHBIX (HOPM NEPBUYHON Y4ETHOU
JOKYMEHTAIMH TI0 YYETYy TPYAA U €ro OIlIaThl .

15.1IpaBunamMu  AETONPOU3BOACTBA B  (elepalbHBIX OpraHax HCIOJHHUTEIBHON BJAcTH,
YTBEpXACHHbIMU NIocTaHOBiIeHUEM [IpaButenbctBa Poccuiickoit @enepanuu ot 15 ntons 2009
r. N 477.

16.IlepeyeHp THUIIOBBIX YIPABICHUYECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCS B IPOIECCe
JEeSITEIbHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS U OpraHu3alui,
C YKa3aHHMEM CPOKOB XpaHEHHMs ", yTBEp)KJIE€HHBIM mpukazoM MunkyiasTypsl PO ot 25.08.2010
Ne558.

17.T0CT P UCO 15489-1-2007 «Cucrema cTaHnapToB no uHpopMmanuu, OMOIMOTEYHOMY U
M3/1aTeNbCKOMY JeNy. YTpaBieHue fokymeHntamu. Oomime TpeboBaHM

18TOCT P 7.0.8-2013 CHUBUJ. [enompou3BOACTBO U apXWBHOE Jeno. TepMHUHBI U
OTIpeJIeNICHUSI.

19T0CT P 7.097-2016 VYCHA. VYuudunupoBaHHas  CHCTEMa  OPraHU3AI[MOHHO-
pacnopsauTenbHON JoKyMeHTauu. TpeOoBaHus K OPOPMIIEHHIO TOKYMEHTOB.

20.TOCT 17914-72. OOn0XKH A€l JIUTEIBHBIX CPOKOB XpaHEHHS. THUIMBI, pa3Mepbl u
TEXHUYECKUE TpeOOBaHUSI.

21.TOCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
VYnopasnenune  nokymentanueil. Wudopmanusa, coxpaHsemas B DJIEKTPOHHOM  BHJE.
Pexomennanuu mo obGecnedeHUI0 TOCTOBEPHOCTH M HanexHOCcTH»/document/901862522/ (nata
obparmenus: 28.02.2017). - 3ari1. ¢ 3xpaHa.

6.5.HTEpHET-pecypChl.

1. Tapant.Py [Dnextponusiii pecypc] : wuHbpOpM.-paBoBoit moptan / OO0 «HIIII
«'APAHT-CEPBUC». — Mocksa, 2015. - Pexxum moctyna: http://www.garant.ru, cBOOO HBIH
(mata oopamenus: 28.02.2017). — 3ari1. ¢ ’3kpaHa.

Koncynprantllntoc - HanéxHas mpaBoBas 3amuTa [DIEKTPOHHBIM pecypc] : odwuil. cat
/Kommnanus «Koncymprantlnroc». — DnekTpoH. maH. — Mocksa, 1997 — 2015. - Pexxum gocryna
. http://www.consultant.ru, cBo6oaHbIH U3 oKanbHO# cetn Cub. uH-Ta yrpasaeHuss PAHXul 'C,
(mara oOpamenus: 28.02.2017). — 3arm. ¢ skpana. 1. CrpaBoyHO-TIpaBOBasi CHCTEMa
«Koncynprantllmrocy - http://www.consultant.ru/

3. Pabota ¢ mepcoHansoMm [DIEKTpOHHBIM pecypc]: aMeKTpoH. XypH. - [ M.], 2003 - 2015. —
Pexxum noctyna: http://www.HR-Journal.ru, yacTuuHo 1uraTHbIH.

4. YrpasieHue nepcoHanoM [ DNeKTpOHHBIN pecypce] : caliT xypH. « Yrp. nepcoHanom» / U3nar.
oM «Ymp. nepconanmom». — M., 2001 — 2015. - Pexum moctyma: http://www.top-personal.ru,
cBOOOIHBIN (1aTa oOpamenus: 01.11.2015)

5. YuuBepcurerckas 6ubmuoreka ONLINE [Onexkrponssiit pecypc] : [2/eKTpoH.-OubiuoTey.
cucrema] / O-Bo ¢ orpaHud. OTBETCTBEHHOCThIO «/lupekr-Memua». - [M.], 2001 - 2014. -
Pexxum noctyna : http://www.biblioclub.ru, TpeGyercst aBTOpH3anus.

6. YHuBepcurerckas nHpopmaunonsas cucrema POCCHUS [DnekTpoHHBIH pecypc] : TeMaTuy.
3NIeKTpoH. 0-ka / Hayu.-uccnen. BeuuciuT. ueHtp MI'Y; ABTOHOM. HEKOMMEpY. OpraHU3alus
«entp uHbopmal. uccien.». — DnekTpoH. gAaH. — M., 2000 — 2015. - Pexum nocryna:
http://uisrussia.msu.ru, TpeOyeTcst aBTOpU3aLus.

7. OnexktpoHHass 6ubimoreka [DneKTpoHHBIN pecypc]| // AIMMHUCTPAaTHUBHO-YIPaBIEHYECKUH
noprail. — Pexxum nocrtyna: http://www.aup.ru/library, cBo60AHBIH.

6.6 Unble HCTOYHUKH
He ucnonssyrorcs
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http://www.consultant.ru/

7.MarepuaibHO — TeXHHYeCKasi 0232, HH()OPMAIMOHHBIE TEXHOJIOTHH, IPOrPAMMHOE 00ecTieueHHe 1
HH(OPMAIMOHHBIE CIIPABOYHBIE CHCTEMbI

VYdeOHble ayAUTOPUH ISl IPOBEJCHUS 3aHATHH JIEKIIMOHHOTO THIA (9KpaH, KOMIIBIOTED C
MOAKIIIOUYEHUEM K JIOKAThbHON CEeTH MHCTUTYTA, M BBIXOJOM B VIHTEpHET, 3BYKOBOU yCHUIIUTEIb,
AHTHUIIOJABUTENIb, MYJIbTUMEAUUHBIA TPOEKTOpP, CTOJBI AyJAUTOPHBIE, CTYIbs, TpHOyHA
HACTOJIbHAS, I0OCKA ayTUTOPHAs)

Y4eOHbIC ayAUTOPHHM JUISI TIPOBEACHUS 3aHATHA MPAKTUYCCKOTO THIA  (CTOJIBI
ayJMTOPHBIC, CTYyJbsi, TpUOyHA, JOCKAa ayJAHTOPHAs, KOMIBIOTEp C BBIX0J0M B HHTEpHeT,
MYJIBTUMEUIHBIN TIPOEKTOP, IKPaH).

KomnbroTepHbie Ki1acchl (KOMITBIOTEPHI C MOJKIIOYEHUEM K JIOKAJIBHOW CEeTH WHCTUTYTA
(BKJTFOUAs TIPABOBBIC CUCTEMbI) U IHTEpHET, CTOJIBI ayJAMTOPHBIE, CTYJIbs, IOCKH ayJUTOPHBIC)

[Tomemenus s caMOCTOSITENIBHOM — paboThl  OOywaromuxcsi  (KOMIBIOTEPH €
MOJIKIIFOUEHUEM K JIOKAJIbHOW CeTH WHCTHTYTa (BKJIIOYash MPaBOBBIC CUCTeMbl) W VIHTEpHeT,
CTOJIBI AyIUTOPHBIE, CTYIIbsI, JOCKU ayJAUTOPHBIE).

Llentp  WHTEpHET-pECypcoOB (komMmprOTEpEl ¢ BBIXOZAOM B VHTepHer,
aBTOMAaTU3UPOBAaHHYI0  OMOIMOTEUHYO HMH(OPMALIMOHHYIO CHUCTEMY M  DJIEKTPOHHbIE
Ooubnuoreynsle cucTeMbl: «YHuBepcuterckas Oubmuoreka ONLINE», «OnekrpoHHo-
oubnuoreynas cucrema wusmarenbctBa JIAHby», «DnekrpoHHo-OMOMMOTEUHAsT —cucTeMa
m3narenscTBa «tOpaitty, «OnekTpoHHO-0mbmmoTeunast cucrema [PRbooksy»,«YHuBepcurerckas
Nndopmannonnas Cucrema POCCUSA», «Onekrponnas Oubnuortexa aucceptanuii PI'by,
«Hayunast snexktponnas O6mommoreka eLIBRARY», «kEBSCO», «SAGE Premier». Cucrema
denepanbHBIX 00pa30BaTENBHBIX TOPTaIOB «DKOHOMHKA. Cormosiorusi. MeHeIKMEHT,
«¥Opuanueckass Poccusi»y, CepBep opranoB rocynmapctBeHHou Biactu PO, Caitt Cubupckoro
®enepanbHoro okpyra u ap. CopaBouyHble TpaBoBble cucTeMbl «l'apaHt», «KoHCynbTaHT
[Tmrocy, «Koucyasrantllmroc-Pernony).

bubnuoreka (KOMIBIOTEPHI ¢ MOAKIIOYEHUEM K JOKaIbHON ceTn (unuana u MHTepHeT,
Wi-Fi, cTobl aymIuTOpHBIE, CTYIIbS).

Buneocryaus mis Bebunapos (000pymoBaHHbBIE KOMITBIOTEpAMHU € BBIXOZ0M B MHTepHeT,
OCHAIIIEHHBIE BEO-KaMepaMH ¥ FapHUTypaMH (HaAyITHUKHA-+MHUKPOGOH), CTOJAMU U CTYJIbSIMH).

Kabunetsl (000pymoBaHHBIE KOMIIBIOTEPaMH C BBIXOJOB B VHTEpHET, B TOM 4YHCIIE
OCHAIl[CHHbIC BEO-KaMepoil, TapHUTYPOM, CTOJIAMH, CTYIIbIMH, IPUHTEPAMHU).

Hcnoas3yemoe nporpammuoe obecrieuenne (MS Word, MS Excel, Acrobat Reader, MS
Power Point (uiu uHO# pemakTop mpe3eHTanuii); uHTepHeT-0pay3epsl Google Chrome, Yandex;
nporpammel mpocmotpa Bugeo (MS Media Player, u gpyrue comectumsie ¢ I10); iSpring Free
Cama).
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