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1. IlepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUsI 110 JUCHMILIMHE, COOTHECCHHBIX C

IJIAHUPYeMBbIMH Pe3y/IbTaTaMH OCBOeHHS 00pa30BaTe/IbHOI MPOrpaMMbl

11 Jucimmmnaa b1.0.30  «JlokymeHTOBeACHHE U ACIIONPOM3BOACTBO» OOECIEYMBACT
OBJIAJICHUE CIEAYIONUMHU KOMIIETCHIIUSAMHU C YIETOM dTara:
Tabnuna 1.
Kon HaumenoBanue Kon stana | HaumMenoBanue JyTamna
KOMIIETEHIIUN | KOMIIETEHIHN OCBOEHUSI OCBOEHHUS KOMIIETEHIINHT
KOMITETEHLINU
Cnoco6Hocth ocymectBisath | YK OC-4.4 Crioco0HOCTE TOTOBUTH
JIETIOBYI0O KOMMYHHUKAITUIO B MaTepualibl peKIaMHO-
YCTHOM ¥ NIMCBbMEHHOH HH(POPMALIHOHHOTO
VK OC-4 dopmax Ha XapakTepa B COOTBETCTBHE C
rOCyJapCTBEHHOM u TpeboBaRMAMHU
MHOCTPaHHOM(BIX ) sI3bIKaX 3aKOHOAATC/IBCTBA 1
MOPaTbHO-3THICCKHUMH
HOpMaMH

1.2.B pe3yibTaTe OCBOCHUA NUCHUIUINHBI Y CTYACHTOB NOJIKHBI OBITE C(I)OpMHpOBaHLII

Tabmua 2.
[Tpodeccnonansubie| Koj 3ramna PesynbraThl 00y4eHuUs
neicTBUs OCBOCHHS
KOMIIETEHIMHA
YK OC-4.4 Ha yPOBHE 3HAHUIA:

e  BUABI U (POPMEBI TOKYMEHTAIHH

Ha ypOBHE YMEHHMIA:
® COCTaBIITH HEOOXOIUMYIO JOKYMEHTALUIO, OCYHIECTBIIATH
JISJIONPOU3BOJICTBO

Ha ypPOBHE HaBBIKOB:
®  AHAJIU3UPOBATH U OLIEHUBATH JOKYMEHTALMIO

2. O6bem u MecTo AMCHUILINHBI B cTpykType OIl BO
O0bem IMCHHUIIMHBI
- 00II1ast TPY/I0EMKOCTh JMCIHTUTHHBI B 3aU€THBIX SAMHHUIAX — 3 3.€.

KomuecTBo akagemuyeckux 4acoB 04HOM GopMbl 00y4eHHs, BbIIEICHHbIX:
Ha KOHTAaKTHYIO paboTy ¢ npenojasaresneM - 36 yacos (18 yacoB siekimii, 18 yacoB mpakTyeckux
(CeMUHAPCKHX) 3aHSATHH ); HA CAMOCTOSTEITLHYIO paboTy 0OyJaronmxcs — 72 Jaca;

KomiecTBo akaleMHIECKHX YacoB 3a049HOi (POPMBI 00yIEHNS, BBIICIEHHBIX:
Ha KOHTaKTHyl0 paboTy ¢ mpernogaBareieM - 10 dacoB; Ha CaMOCTOSTEIBHYIO paboTy
oOyuaroruxcs — 94 yac., KOHTpoIb - 4 Yaca)

MecTo TMCHHUIIIINHBI
«JloxymeHnToBeneHue u jaenonpoussoactso» (b1.B.16) usyuaercs Ha 2 kypce. Jucumrinnaa

peanusyercs nepes n3y4eHUEM JUCIHUILINH:

HI/ICHI/IHHHHa PCAIM3YCTCA MOCIIC N3YUCHUA OTUCHHILINH

‘ b1.b.15 ‘ KynbTypa peun u genoBoe oOmieHne




b1.5.03 HNHocTpaHHbIi S3bIK
b1.B.JIB.03.01/ | OcHOBBI Meauanwu / 1eI0BbIe KOMMYHHUKAITUU
b1.B./IB.03.02

HI/ICHI/IHHI/IHa PEANN3YETCA IEPEA NUBYUCHUEM N CIMILINH

b1.B.25

Pexnama u cBSI3H C O6IJ.I€CTBCHHOCTBIO

b1.B.29

GR B MeHemKMEHTE

3. Conepxanue v CTPYKTYpa AUCHUTIMHBI

Ta6mimia 3
O06beM AUCIUTUTHHBI (MOJTYIIS), Yac.
®dopma
KonTakTHas pabota TEKyIIero
No /i HaumenoBanue Tem n/nnm oOyJarommxcs ¢ KOHTPOJIA
B pasnenoB Beero IperoaBaTeneM CP YCIIEBAEMOCTH
I10 BHUJIaM Y4eOHBIX 3aHATHHA MPOMEKYTOYHOMU
aTTecTalnuu
JI JIP 3 KCP
Ounas popma oOyueHHs
[Ipenmer, collep>KaHue,
3a7a4uu Kypca
«/lokyMeHTOBEICHUS 51
Tema 1 | ACTOTPOH3BOSICTBO. 6 1 1 4 0-11
CoBpeMeHHOE
3aKOHOAATENILHOE u
HOPMaTHBHO-METOINYECKOE
obecneyenue B chepe JOY
0-1.2
Tema 2 CrangapTuzanus " 6 1 1 4
yHU(DUKAIHS JOKYMEHTOB.
Odopmirenne O-1.3,
OpraHu3aIoOHHO- 3-1.3
Tena 3 | PACTOPAIHATENBHOM 20 4 4 12
JOKyMEHTAIIHH.
OcobenHoctd  0hOpMIICHHS 0-1.4,
OpraHM3aIMOHHBIX, T,
Tema 4 | pacniopsauTeNbHBIX, 20 4 4 12 | [13-14
WH(POPMAITMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB
Tewa 5 | OPOPMICHHE  JIOKYMEHTOB | 4 | 5 2 10 |0-2.1, I3-2.1L
M0 ABMKEHHUIO KaJIPOB.
Opranuszanus KOHTPOJIS 0-2.2,
Tema 6 | ICTIOHEHAS  JIOKYMEHTOB. 14 5 2 10 I13-2.2
Opraam3anus
JTOKyMEHT0000pOTa.
0-2.3,
Tema 7 Opranmzaiust  paboOTBl ¢ 14 5 2 10 g
00palIeHNsIMH IpaKJaH. :




O0BbeM AUCIUTUTHHEI (MOJTYJIs), Yac.
®dopma

KonrakTtHas pabora TEKYIIETO

No /i HaunmenoBanue tem n/unu o0yyaromuxcs ¢ KOHTPOJIS
B paszenoB Beero mperno/iaBaTeneM CP YCIIEBAEMOCTH
0 BUAAM YYEOHBIX 3aHSATHI MPOMEKYTOYHOMH

aTTecTanun
N | JIP 3 KCP
Homenxkiarypa Zell. 0-2.4,

Tema 8 IToaroroska en K 14 5 2 10 [13-2.4.
ApXUBHOMY XPaHEHHIO.

[TpomexxyToUYHAasK aTTeCTalus 3auer ¢ oUeHKOI

Bcero: | 108 18 18 72
3aounas popma oOyueHU
[Ipenmer, COJIepXKaHKE, 0,5 0,5 8
3a7a4uu Kypca
«JlokyMeHTOBeIeHHS "

Tema 1 | ACTIOTPOH3BOICTEOY. 0-1.1
CoBpeMeHHOE
3aKOHOJIATEIbHOE u
HOPMaTHBHO-METOINYECKOE
obecnieuenue B chepe JJOY

Texa 2 CranmapTH3aIus u 0,5 0,5 8 0-1.2
yHU(DUKAIHS JOKYMEHTOB.

OdopmicHue 0,5 1 17 | O-1.3,
OpTraHu3aIOHHO- 13-1.3

Tena 3 | PACTIOPAIHATENBHOM
JOKYMCHTAIIHH.

OcobenHoctd  0(hOpMIICHHS 0,5 1 17 | O-1.4,
OPraHU3alMOHHBIX, T,

Tema 4 | pacniopsaIuTENbHBIX, I13-1.4

WH(POPMAITMOHHO-
CIPaBOYHBIX JOKYMEHTOB
0,5 0,5 10

Tema 5 OdopmiieHre  JTOKYMEHTOB 021, I3-2.1.
0 JBMYKEHHIO Ka/IPOB.

Oprannzanus KOHTPOJIA 0,5 0,5 10 | O-2.2,

Tema 6 | FCTIOTHEHIS  JIOKYMEHTOB. I13-2.2
Opranuzanus
JIOKyMEHT0000pOTA.

Opranmzanust ~ paboTel ¢ 0,5 0,5 14 | 0-2.3,

Tema 7 I13-2.3
OOpalleHNsIMA TPaXK/IaH. :
Homenknarypa JIen. 0,5 0,5 10 | O-2.4,

Tema 8 IToxroroska en K I13-2.4.
apXMBHOMY XPaHEHHIO.

IIpomexyTouHas arrectanus 4 3a4er ¢ oneHKOM

Bcero: | 108 4 6 4 94




Conep:xanue TMCUUILTHHBI

Tema 1. Ilpenmer, comep:kanue, 3amayu Kypca. CoBpeMeHHOe 3aKOHOAATeJbHOE U
HOPMATHBHO-MeTOAU4YeCcKOe o0ecnieyenne B chepe J10Y

Ornpenenenue, poiib U 331a4d TOKYMEHTOBEJICHUS U JEJIONPOU3BOJCTBA B COBEPILIEHCTBOBAHUU
IIPOLIECCOB yINpaBieHUs. BO3HUKHOBEHNE TOKYMEHTa, €ro HazHaueHue. CBOWCTBAa M IPU3HAKU
nokymenta. CrmocoOel U cpenctBa  JokyMmeHTupoBaHusa. [IpaBoBoe  perynupoBaHue
nenonpou3BocTBa. [lonsaTre «koHpuAeHIMaNIbHAs HHQOpMAIHs» B 3aKOHOAATENbCTBE PO.

Tema 2. CtanaapTusanus U yHH(PUKANUA JOKYMEHTOB

[TonstTue yHuduKauu M CTaHgapTHU3ALUU AOKYMEHTOB. AsibOOMa YHHU(DUIMPOBAHHBIX (OpPM
JIOKYMEHTOB, Tabenb YHU(PHUIIUPOBAHHBIX (OPM JTOKYMEHTOB. MEXIyHAapOJIHBIC CTaHIAPTHI B
obnmactu pabOTBHl € JOKyYMEHTaMH U ocoOeHHOocTH ux npumeHeHus B Poccuu. Cucrembl
JIOKYMEHTAIUU. YHaudunupoBaHHas cucrema OpraHU3aIlMOHHO-PACTIOPSAIUTEIBHOMN
nokymentanuu (YCOP/I). Tlonstue «oaeKTpoHHBIM HOKyMeHT». MHpopMmamuoHHas mpupoaa
JIOKYMEHTA.

Tema 3. OopmiieHre OPraHN3aAUMOHHO-PACIIOPSAUTEIbHON TOKYMEHTALMH.

I'OCT P 6.30-2003. «YHudunupoBaHHas CHCTEMa OPraHU3alMOHHO-PACTIOPSAUTEIHLHON
JNOKyMeHTaruu. TpeboBaHUs K 0OPMIICHHIO TOKYMEHTOBY». [IOoHSATHE «PEKBU3HUTY». PEKBU3UTHI,
periiaMeHTHpyeMble IoCyJapCcTBEHHbIM cTaHgapToM. Popmyssip nokymeHnrta. Ponp OiaHka B
opopmiennn nokymeHnta. CoctaB u uTOB B OnaHke. Buabl GnaHkoB. biiaHku c yriioBBIM U
IPOJIOJIBHBIM PAaCIOJI0KEHUEM PEeKBU3UTOB. I 'epOoBbIe OIaHKH.

Tema 4. Oco0enHocTn  odopmileHMST  OPraHM3allMOHHBIX, PACHOPSAUTEIbHBIX,
HHG(pOPMANIMOHHO-CIIPABOYHBIX JOKYMEHTOB

CocTaB ¥ Ha3HauY€HHE OPraHU3ALMOHHBIX JOKYMeHTOB. Ilopsigok cocraBneHus u odopmiieHus
OpraHU3AIlMOHHBIX JOKYMEHTOB. JOKYMEHTOB. DOpMylsp OpraHu3aldoOHHBIX JOKYMEHTOB.
CocTaB 1 Ha3HAYEHUE PACHIOPSAUTENBHBIX TOKYMEHTOB. llopsaok cocraBieHus U ohopmieHUS
paclopsIANTENbHBIX  IOKYMEHTOB. DopMyisip pacnopsauTenbHbIX JoKyMeHTOB. CocTaB
HazHayeHune. [lopsamok cocraBiaeHuss #u  odoOpMICHHS HHPOPMAIIMOHHO - CIPABOYHBIX
TOKyMeHTOB. DopMmynsip HMHPOPMAIMOHHO - CIPABOYHBIX JOKyMEHTOB. (coOeHHOCTH
o(OopMIIEHHS PEKBU3UTOB.

Tema 5. OdopmireHne TOKYMEHTOB IO ABH/KCHUIO KAPOB

JlokyMeHTHUpOBaHuE TPYyIOBBIX MpaBooTHomeHu. [lopsinok odopmieHuss u  cocras
JIOKYMEHTOB, 0(OpMIIIEMBIX B KaJpoBO# ciy:kO6e. OCHOBHBIE TpeOOBaHUS K (POPMUPOBAHUIO U
cocTaBy JIMYHBIX Jies. COCTaB JTMYHBIX JIEII.

WNudopmannonHas 6e30MacHOCTh NPU BEJEHUH KaJIpOBOTO JIENONPOU3BOJCTBA. [lepcoHanbHbIe
JTaHHbIE, KaK Pa3HOBUJAHOCTbh KOH(PUIEHIIMAIBHON HHPOPMAITIH.

Tema 6. Opranmzauuss  KOHTPOJISI  HMCHOJHEHUS JAOKYMeHTOB. Opranuszanus
JOKYMEHT0000poTA.

TexHonornueckoe obecrneyeHnue KOHTPOJIS UCTIOIHEHUS JOKYMEHTOB, IOCTAHOBKA Ha KOHTPOJIb.
[Tonsitue «dKcnepTuza LeHHOCTW». OpraHus3anus 5SKCHEepTU3bl I[EHHOCTH JIOKYMEHTOB,
[TpuHIMOBl  OpraHu3alMd  JAOKyMEeHTooOopoTa. HopmaTtuBHO-TIpaBOBOE — peryaupoBaHHE
mporecca JoKyMeHToobopoTa. [lopsmok oOpabOTKM BXOASIMINX, HUCXOJSAININX, BHYTPEHHHX
JOKyMeHTOB JKypHan peructpauuy BXOASIIUX W HUCXOMAUIMX JIOKyMEHTOB. COBpeMEHHbIE
OpraHU3al[MOHHbIE (OPMBI CITYKOBI JI€IONMPOU3BOJICTBA. PermaMeHTanusi OCHOBHBIX 3alad U
byukuuit cyx6s1 JJOY.

Tema 7. Opranusanusi pa6éoTsl ¢ 00palICeHUSIMH I'PAMKAAH.


http://pandia.ru/text/categ/nauka/64.php

OcHOBHBIEC BHIBI OOpaIleHUH: MpeIoKeHne, 3asBieHus, xkanoda. HopmaTuBHbIE JOKYMEHTHI,
peryaupyomue padboTy ¢ oOpameHusIMU IpakaaH. JINUHBINA NpHeM IpakJaH B OpraHU3alLUH.
TpeboBaHMs K CPOKaM IMOATOTOBKM OTBETOB Ha OOpAIICHUS TPAaXIaH K COJCPKAHUIO OTBETHBIX
JIOKYMEHTOB.

Tema 8. Homenkiarypa nei. IloaroroBka ges K apXMuBHOMY XPaHEHMIO.

®opmuposanue aen. OcHOBHBIE TpeOOBaHUs K (HOPMHUPOBAHUIO U cOCTaBy Jeir. CucremaTu3anus
JIOKYMEHTOB (COCTaBJICHUE HOMEHKJIATYPHI JIE).

XpaHeHHe JIOKYMEHTOB B CTPYKTYPHBIX MOApa3/JelieHUsX opranuzanuu. Hasnauenue u
UCIIOJIb30BaHUE TNIEpeYHEel B KayecTBE OCHOBHBIX HMCTOYHHKOB IO YCTAHOBJIEHHUS CPOKOB
xpaHeHus. HopMaTHBHO-METOIWYECKUE MaTepuaibl (GeAepatbHOH apXUBHOU CIyKObl 00
OpraHu3ay padoThl ¢ JOKYMEHTaMH I10 OArOTOBKE K apXUBHOMY XpaHEHHUIO.

4, MarepuaJibl TEKyIero KOHTPOJISI yCIeBaeMOCTH 00y4aommxcs U (POH/I OLeHOYHBIX
CPEICTB MPOMEKYTOYHOM ATTeCTAIUY 10 IMCUHILIMHE

41. @®opMbl M MeTOAbl TeKYUIEr0 KOHTPOJSA YCINEBAEMOCTH OO0y4YalOIIMXCA M
NMPOMEKYTOYHOM aTTeCcTaIlUM.

4.1.1. B xojae peayn3anuu AUCHUILTHHBI «/{okyMeHTOBeaeH E U Aenonpoun3BoacTBoy» (b1.B.16)
UCIIOJIB3YIOTCS CJIEYIOIINE METO/IbI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH 00YJarOIIUXCS:

Tao0mnuua 4.

Tema MeToabl TeKyLIero KOHTPOJISA
ycneBaeMoCTH
Tema 1. [TIlpenmer, comepkaHue, 3amadyd  Kypca
«/loxymMeHTOBEIEHUA u JIEJI0NPOU3BOJICTBOY. .
VY CTHBIN OTBET Ha BONPOCHI
CoBpeMEHHOE  3aKOHOJATEIbHOE U HOPMAaTUBHO-

MeToaudeckoe obecrieuenue B chepe JOY

Tema 2. Crannaptuzanus 1 yHU(UKaLUs JOKYMEHTOB.

Y CTHBIN OTBET HAa BONPOCHI

Tema 3.  Odopmienue
pacropsaIuTeTbHON TOKyMEHTAIINH.

OpraHnU3alluOHHO -

Y CTHBIN OTBET HA BOIIPOCHI
MPAaKTUYECKUE 3aJaHUA ,
VHIUBUAYAJIBHOE 3aJaHUE

Tema 4. Ocobennoctd 0GOPMIICHHS] OpPTaHU3AIMOHHBIX,
pacmopsiAUTEIbHBIX, UH(GOPMaIMOHHO-CIPABOYHBIX
JIOKYMEHTOB

VY CTHBIN OTBET HAa BONPOCHI
IIPAaKTUYECKUE 3aJaHUA .
JNIEKTPOHHOE TECTUPOBAHUE C
UCIIOJIb30BAaHUEM
CHEIMAIN3UPOBAHHOIO
IPOTrpaMMHOTr0 00eCTIeUeHHsI

Tema 5. OdgopmiieHre JOKYMEHTOB I10 JABHKEHHUIO KaJIPOB.

VY CTHBIN OTBET HA BOIIPOCHI,
IIPAKTUYECKUE 3aJaHUs

Tema 6. Opranuzanus KOHTPOJIS HUCIIOJTHEHUS
JnokyMeHToB. Opranuzaiys T0KyMeHTO000pOoTa.

VY CTHBIN OTBET HAa BONPOCHI
IIPAaKTUYECKUE 3aJaHus

Tema 7. Opranusanus padoThl ¢ 00palleHusIMU Ipax/IaH.

VY CTHBIN OTBET HAa BONPOCHI
NIPAaKTUYECKUE 3aJaHus

Tema 8. Homenknarypa pen. IloaroroBka nen K

apXMBHOMY XpaHEHHUIO.

Y CTHBINM OTBET HA BOIPOCHI
MPAKTUYECKUE 3aTaAHUS




4.1.2. TlpomexyTouyHasi aTTeCTalusi BKJIIOYAET 3a4eT C OLUEHKOW (IPOBOJUTCS B YCTHOU U
/M MMAChbMEHHOW (opMe) C TPUMEHEHHWEM CIEAYIONIMX METOMOB (CPEACTB): YCTHOE
cobeceoBaHre MO BompocaMm Omiiera 00 MUChMEHHBIC OTBETHI HAa BOIPOCHI OWIIETA; 3alluTa
MUCbMEHHOW paboThl B BUJE MPOEKTa JIMOO KOMIBIOTEPHOE TecTupoBaHue. Bribop mMerona
OIICHUBAHMS I TPAAUIMOHHOW (opMBI  OOYYCHHSI OCYIIECTBISET MPENOJaBaTelb,
nH(GOPMUPOBAB 00YYAIOIINXCS B 3aBEPLIAIOIINI eHb MPOBEACHUS O0YUCHHUS.

4.2. MarepuaJjbl TEKYIIEr0 KOHTPOJISI yCIIeBAeMOCTH.
[TonHbll nepeyeHb MaTEPUAJIOB TEKYILEr0 KOHTPOJISI HAXOAUTCS Ha Kadeape MEHEIKMEHTa

Tembl 1-4.

Tunogvle 60npocuvl 01 YCMHBIX ONPOCO8:

1. Knaccudukanus JOKyMEHTOB 10 pa3IuYHbIM OCHOBaHUSIM.

2. TexHONOTHSI MPUMEHEHHSI dTEKTPOHHO-1IU(poBoit moamucu (DLIT).

3. ®opmysip COBPEMEHHOTO YIpaBlieHYeckoro JokymeHTa. CocTaB PeKBU3HMTOB, CIIOCOOBI UX
pacnosioxkeHust. [locrosiHHast, mepeMeHHast 4acTh PEKBU3UTOB.

4. Buapl 6nankoB B opranuzanuu. dopmupoBaHHe JOKYMEHTOB Ha OJaHKaX C YIJIOBBIM U
MIPOJIOJIBHBIM PACIIOJIOKEHUEM PEKBU3UTOB.

5. OOmuii OyaHk, OMaHK MHChbMa, OJAHK JOJDKHOCTHOTO JHIA, OJaHK KOHKPETHOTO BHIA
JIOKYMEHTA, OJIaHK CTPYKTYpPHOTO MOAPa3/1eICHHUSL.

6. OyHKIIMH JOKYMEHTOB - 0OIIHe U creruanbhble (cnenududeckue). CoctaB QyHKIIHIMA.

7. PexBusur «/lata» B mokymente. TpeGoBanusi k odopmieHuro. J[ara kak cocTaBHas 4acTh
JIPYTHX PEKBU3UTOB.

8. PekBU3UTHI «PETUCTPALIMOHHBIA HOMEDP TOKYMEHTA», «CChUIKA HA PETUCTPALIMOHHBIA HOMED U
JaTy TOKYMEHTa.

9. [lopsmok coriyacoBaHus TOKYMEHTOB. BHyTpeHHee u BHelHee coriacoBanue. Odopmienue
PEKBHU3HTA HA OTACIIBHOM JIUCTE.

10. Pesomromnus, ee 3HaueHue, TpeOOBaHMS, MpeabsBiIsieMble K pe3omonuu. OcoOeHHOCTH
0 OopMIIEHHS PE3OJIIOLIUU HA OTAEIIBHOM JIUCTE.

11. Cnocobsl yTBepkiaeHuss AokyMeHToB. [IpaBuma odopmieHus pekBu3UTa «rpud
YTBEPKIACHUS.

12. Tlopsiaok moanucanus AOKyMeHTOB. CriocoObl 0hopMIIeHUS peKBU3UTA «IIOJMUCHY.

13. OGo3nauenue anpecara. [lopsaok odopmiileHHs TTOUYTOBOTO ajpeca. PazmuuHble criocoOb!
aZipecoBaHMsl.

14. 3aBepeHue KoK JOKyMEHTA.

15. CtpykTypa TEKCTOB OTIENIbHBIX BHIOB JOKYMEHTOB (IIpHKa3a, MPOTOKOJA, aKTa, MUChMa U
zp.)

16. OOume TpeboBaHus K OPOpMICHHUIO TOKyMEHTOB. Dopmarbl Oymaru, MCIOIb3yeMbIE IS
W3TOTOBJICHHS JTOKYMEHTOB. [1o1s1 6J1aHKOB IOKYMEHTOB, HyMEpaIHs CTPAHHUII.

17. CocTaB 1 Ha3HAYEHHE CUCTEMBI HH(POPMAITMOHHO-CIIPABOYHON JOKYMEHTAIIHIH.

18. TpeboBanus K cocTaBieHHIO M OQOpMIEHHIO akTa. Buasl akTtoB. OcoOeHHOCTH
YIOCTOBEPEHUS

19. TpeboBaHus Kk cocTaBieHUIO U 0opopmileHu o TpoTokoa. KpaTtkue u nojgHble IPOTOKOJIBI.
20. CocraB, Ha3HAUYE€HHE, COAEPIKAHUE TOKYMEHTOB, OTHOCSAIIUXCS K MEPEMUCKE.

21 S3bIk, cTHIb city)keOHoT0 nuchMa. ["apanTuitnoe nucbmo. ConpoBOAUTENBHOE TUCHMO.

22. TpeOoBaHMS K COCTABJICHUIO M OPOPMIICHUIO CITY>KEOHBIX, OOBSICHUTENBHBIX U JTOKJIATHBIX
3aMuCcoK. BHyTpeHHNE W BHEITHUE TOKYMEHTHI.

23. FOpuauueckasi cujia — OCHOBHOE CBOMCTBO CITY>KEOHOTO TOKYMEHTA.

24. TpeboBanus Kk 0OpMICHHUIO TPOTOKOA.

25. Knaccudukanus v BUAbl COBPEMEHHBIX CPEJCTB JOKYMEHTHPOBAHHUS. 3aBUCUMOCTh CIIOCO0a
JIOKYMEHTHUPOBAHHUS OT MMPUMEHSIEMOTO IS 3aIlTCH WH()OPMAIIUH CPEJICTBA.

26. CocTaB 1 Ha3HAYEHHE CUCTEMBI OPTaHU3AIMOHHON IOKYMEHTAIIUN



27. OpraHu3aluOHHO-TIPABOBbIE JOKYMEHThl — YCTaBbl, IMOJIOXKEHUS, IITATHBIE PACIHCAHUS,
CTPYKTYypa U IITaTHAas YNCICHHOCTh, perjaMeHThl. TpeOoBaHUs K UX COCTaBJICHHUIO.

Tunoswvie memul 0151 YCMHBIX OMBEMOB:

1. CouunanpHas npupojia JOKyMeHTa.

2. YrpaBneHveckas GyHKIUS JOKYMEHTA.

3.IlpoBeneHue yHU(UKAUT JTOKYMEHTOB B OpraHu3aIuH
4.JIOTDKHOCTHOW — perjiaMeHT Kak —JIOKYMEHT WHIAMBHIYalbHO-TIPABOBOM  periaMeHTAIUU
JeSITeIbHOCTH TOCYIapCTBEHHBIX TPAKJAHCKHUX CITYKAIUX.

5. OcobeHHOCTH O(DOPMIICHHS CITYKEOHBIX TTHCEM.

6. FOpuanueckas cuina — OCHOBHOE CBOMCTBO JJOKYMEHTA.

7.VaudunupoBaHHas GopMma U CTPYKTYpa TEKCTA MPHKa3a 10 JUIHOMY COCTAaBY.

8.0dopMieHNE TOKYMEHTOB IO TUYHOMY COCTABY

9. Ilpukas Mo OCHOBHOM JIESATEIILHOCTH: 3Tallbl TIOATOTOBKH, ITPaBmiia 0(OPMIICHUSI.
10.Haznauyenue u npoextupoBanue Tabens yHu(HUIIMPOBaHHBIX (POPM IOKYMEHTOB.
11.Ha3nauenue u paszpadorka Anp00oMa YHUDHUIIMPOBAHHBIX (OPM JTOKYMEHTOB.

Tunogvle memvl KOHMPOALHLIX PAOOM.:

1.HopMaTuBHO-METOJMUECKUE AKTHI, PETIIAMEHTHPYIOIINE CO3/1aHue U 0POpMIICHHE
JIOKYMEHTOB

2.IlonATHE «IOKYMEHT», €ro pazButue. CBsi3b HHOOPMAIMH U JIOKYMEHTA.

3. Knaccudukanus J0KyMEHTOB 110 MpU3HaKaM, (PYHKIIMU JOKYMEHTOB, CBOMCTBA TOKYMEHTA.

4. PexBusuThl cirysxkeObHoro gokymenta (Ha ocHoBanuu ['OCT P 6.30-2003). [Tonsitue pekBU3HT,
bopMyIsp TOKyMEHTA.

5. bnanku nokymeHToB. Bubl 6:1aHKOB, pekBU3UTHL. FOpuanyeckas cuiia J0KyMeHTa.
6.IlonsiTe W 0OCOOEHHOCTH TEKCTOB JOKYMEHTOB. JIMHTBHCTHYECKHME OCOOEHHOCTH TEKCTOB
CITy’)K€OHBIX JOKYMEHTOB.

7.Yuudukanus Tekcta nokymeHta. CrocoObl MpeicTaBlieHUs YHU(DUIMPOBAHHBIX TEKCTOB
(aHKeTHI, TAOHILIBL, TpadapeTHBIE TEKCTHI).

8.Haznauenne, ompenenenne u coctraB YCOPJl — yHuUQUIMpPOBAaHHOW  CHCTEMBI
OpraHU3alMOHHO-PACTIOPSAAUTEIbHON TOKYMEHTALIUH.

9.PacniopsiiuTenbHble TOKYMEHTBI, H3JaBAa€Mble Ha OCHOBE KOJUIETUAILHOCTU MPHUHATHUS
pemenuit. Ux Buabl, TpeOOBaHUS K UX COCTABIEHUIO, 0()OPMIICHHIO, XPAaHEHUIO.

10. PacniopsiauTenbHble TOKYMEHTBI, M3JaBA€MbIE€ HA OCHOBE €AMHOJIIMYHOTO MPUHATHUS pPELICHUI
pyKoBoJuTeleM oOpraHu3zauuu. VX Buabl, TpeOoBaHMS K HUX COCTaBJICHHIO, O(QOPMIIEHHIO,
XpaHEHHUIO.

11. adpopmanimoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX BUbl, Ha3HaueHue, 0hOpMIICHHE.

12. Ciy>xeOHble THCbMa, BU/IbI, TPEOOBaHUS K UX 0(OPMIIEHUIO.

13. Pa3HOBUAHOCTH OOBSCHUTEIbHBIX, CIYXKEOHBIX W JOKJIAQJHBIX 3aIHUCOK, CIIPaBOK,
TpeOOBaHUs, PeIbABIIEMbIEe K UX OQPOPMIICHHIO.

14.Bunpl akTOB 1 0COOEHHOCTH 0(OPMIICHUS.

15.IIpuka3 mo OCHOBHOM JIeITEIbHOCTH: 3Talbl OATOTOBKH, MpaBuiia 0(OpMIIEHUS.
15./lokyMeHTUpOBaHHE  JEATEIIBHOCTH  KOJUIETHANBHBIX  opraHoB.  I[Ipotokon,  ero
Pa3sHOBUHOCTH, IOPSIIOK COCTABIEHUS U O(hOpMIICHHUS.

17. Axr, ero Buabl 1 Ha3HaueHue. [lopsimok coctaBieHus u 0hOPMIICHHS.

Tunoevie mecmosvie 3a0aHUA:
1. ®opmynsip-oOpaseln] OpraHu3alMOHHO-PACTIOPAIUTEIBHOIO TOKYMEHTa MPEICTaBIseT coOon

a) MakeT OJIaHKa TOKyMEHTa, TIOJITOTOBJICHHOTO K U3JJaHUIO TUIOTPadCKUM CITIOCOO0M;
0) oOpaszerr OJ1aHKa TOKYMEHTA,
8) CXemy pacnoiodceHus: peK8U3UMOo8 OP2aHU3AYUOHHO-PACHOPAOUMENbHO20 OOKYMEHMA,
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r) oOpazell KOHKPETHOTO BUa OPraHU3alMOHHO-PACTIOPSIUTETHHOTO JOKYMEHTA.
2. Opranu3aiMoOHHbIE JOKYMEHTHI:
a) ycmas, nonodNCeHUe, UHCMPYKYUs, CMPYKMypa, WMAmMHAs YUCIeHHOCMb, WMamHoe
pacnucanue, npasuia;
0) ycraB, MOJIOKEHHE, MPOTOKOJ, MOCTAHOBICHHE, NMPaBHJIA, LITATHOE pACIHCaHUE, IOTOBOP
(KOHTpAKT);
B) YCTaB, IIOJIOKEHHE, WHCTPYKIMSA, IITATHOE pacHHCaHue, IpaBHia, IMPHUKa3, JTOTOBOP
(KOHTpAKT).
3. PexBu3uTHI 001I€TO OIaHKA:
a) HaMEHOBaHWE OpraHu3aluu, dMOJeMa OpraHu3alyi WM TOBapHbI 3HAK, HAMMEHOBaHUE
Buaa nokymenta, OI'PH, MHH/KIIII, 3aroyioBok k TEKCTY, aapecar;
0) HaumenoBaHUe Opeanuzayuu, mecmo OJisi 6UOA OOKYMeHmMa, 0ama, pecucmpayuoHHbliL HOMep
O0OKyMeHnma, Mecmo coOCmasieHus;
B) HAaMMEHOBaHHUE opraHu3anuu, ko opranuzamnuu, OI'PH, MHH/KIIII, cnpaBouHble naHHbBIE 00
OpraHM3aIfy, J1aTa, PETUCTPAMOHHBIA HOMEp, CChUIKA Ha PETUCTPALMOHHBIA HOMEpP W JaTy
JIOKYMEHTA.
4. PexBm3ut «llommuce» Ha MOKYMEHTax, TMOIUCHIBAEMBIX IBYMsI JIOJDKHOCTHBIMHU JIHIIAMU
OJIHOTO YPOBHS, OpopMIIsieTCs
a) 8 06a ps0a Ha OOHOM YPOBHE;
0) o1Ha MOJIKUCH TIOJT APYTOiA;
B) 11O OJTHOM MOJIMUCH B IBOWHOM KOJIMYECTBE IK3EMIUIAPOB JOKYMEHTA.
5. JIO>KHOCTHYIO HHCTPYKIIUIO MTOAMUCHIBAET
a) pYKOBOJIUTENb OPTraHU3aIHH;
0) pykosooumenb CMpyKmypHo2o NoOpa30eieHUs.,
B) HAYAJILHHUK OT/IEJIa KaJIPOB;
') HUKTO HE BBOJIUT, €CJI OHA THIIOBAs.
6. PexBu3uTHI OJaHKa MpUKa3a:
a) TOCYIapCTBEHHBIN Trepd, HaMMEHOBAaHUE OpraHMU3allH, HAUMEHOBAaHUE BHJA IJOKYMEHTa
«ITPUKA3», nata 10OKyMeHTa, perucTpallMOHHbII HOMEP, MECTO COCTaBJICHMUS;
0) rocymapcTBeHHBI rep0, HAaUMEHOBAHHME OpraHU3allMyd, HAUMEHOBAHME BHJAa JOKYMEHTa
«ITPVKA3», nara, perucTpalliOHHBIA HOMEp, MECTO COCTAaBJICHHS, CIPABOYHBIE JAHHBIE 00
OpraHH3aIny;
8) ambnema, HaumeHnosaunue opeanusayuu, 6ud Oooxkymenma «IIPUKA3», oama, mecmo
cOCMasenus.
7.Hymepanus cTpanul JOKYMEHTA MPOU3BOIUTCS
a) MO IEHTPY HUKHETO IO,
0) B IpaBOM HUXKHEM YTy TOKYMEHTA;
8) no yeHmpy 6epxHe2o Nosi;
T') B IPAaBOM BEPXHEM YTITy TOKYMEHTa
8.PeKkBU3UT TOKyMEHTa — 3TO
a) GupMeHHBIN OJaHK;
0) OCHOBHas 4acTb JOKYMEHTa;
8) 20 OMOeNbHAsL YACb.
9. lokymMeHTBI (POPMUPYIOTCS B JIeIa B COOTBETCTBUU C
a) MepeYHEM JIOKYMEHTAIBHBIX MaTEPHUAJIOB C YKa3aHUEM CPOKOB XPAaHEHUS,
6) TOCToM Ha opraHU3aIMOHHO-PACTIOPSAUTEIBHYIO TOKYMEHTAIIUIO;
B) MHCTPYKIIMEH TIO AETONPOU3BOICTBY JaHHOW OpraHU3allNy;
T) HOMEHKIAmypou 0ell OpeaHu3ayulL;
1) TIOJIOKEHUEM 00 OpraHU3aIuH.
10. O6s13aTenbHOMY YTBEPIKJICHHIO ITOJIEKAT
a) MPUKAa3bL;
0) cimyeOHbIE 3aTTUCKU;
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B) KOHTPAKTBHI;

T) wmamHoe pacnucauue,

1) rapaHTUHHBIE TMCbMA

11. ABTOpOM CTy’k€OHOTO MHUCHhMa SIBJISETCS
a) IOJDKHOCTHOE JIMIIO0, TIOJIIIMCABLIEE JOKYMEHT;

0) UCIIOJIHUTEIIb, COCTABUBIINI JOKYMEHT;

B) op2anusayus, om uMeHu KOmopou Omnpasisiemcs NUCbMo.

12. TlouroBbIli aapec B pEKBU3HTE «Aapecar» Ha CIy)KEOHOM TIMChME YKa3bIBaCTCS

a) Bcerya,

0) 6 HeKOMOPLIX CLYUAAX;

B) HE yKa3bIBaeTCsl.

13.Ha noxymeHTax pasperiaeTcs IpoCTaBIsATh He Ooiee

a) OJTHOTO ajpeca;

0) IByX aJipecosB;

B) TPEX aJpECoB;

T) uemovlpex aopecos.

14. Ccpinka Ha HOMEp U JaTy JOKyMEHTa MPOCTaBISETCS Ha CIIy>keOHOM MHChME
a) rapaHTUHHOM;

0) COIPOBOIUTEILHOM;

B) OMBEmMHOM;

T') LUPKYISIPHOM;

15. 3aroi0BoOK K TEKCTY JOKYMEHTa MOXKHO HE CTaBUTh

a) Ha COBMECTHBIX IOKyMEHTaX;

0) Ha TOKYMEHTaX, COCTABJICHHBIX Ha OJJaHKAaX JOJDKHOCTHOTO JIMIIA;

B) Ha JOKyMEHTAaX, HAIIPABJISIEMbIX B [10/IBEIOMCTBEHHBIC YUPEIKICHHUS;

T) Ha dokymenmax ¢hopmama A 5.

16. OTMETKY 0 HaJMYUU MPHUIIOKEHUS 003aTENIbHO UMEEeT

a) 3arpoc;

0) MHPOPMAIIMOHHOE TTUCHMO;

B) CONPOBOOUmMENbHOE NUCLMO,

I') BCE CIy*’eOHbIE JOKYMEHTBI

17. TIpu cocTaBneHHH OTMETKH O MPUIOKEHUH K TEKCTY CIy)KEOHOTO NMHChMa HE yKa3bIBACTCSI
KOJIMYECTBO JTUCTOB, €CJIU MPHUIIaraeMblil TOKYMEHT
a) Ha OJTHOM JIUCTE;

0) cIUIIKOM OOBEMHBIN;

B) Ha OJTHOM JIHCTE C 000POTOM;

T) COPOUIOPOBAH.

18.0T™MeTKa O KOHTPOJIE TTPOCTABIISIETCS HA IOKYMEHTE
a) Ha 8epXHeM NoJle 8 NPABOM Y2y,

0) Ha HIDKHEM I10JI€ B IPAaBOM YTIIY;

B) Ha JIEBOM II0JIE;

T') IPOU3BOJIBHO.

Temsr 5-8.
Bonpocb u 3a0anus o1 ycmno2o (nucbMeHHo20) onpoca.
1. Ha3znauenwue, cocras, IpaBoOBasl PErJIAMEHTALMS CUCTEMBI KaJPOBOM JOKYMEHTALIVH.
2. Yaudukanus KaapoBoi TOKyMEHTAlLNH.
3.Ilopsamox  3amosiHeHUS  YHUDUIHUPOBAHHBIX (OPM  TMEPBUYHOM  YYETHOH  KaJapoOBOIl
JIOKYMEHTALUU.
4. OpuUruHaIbHOCTD, OJUIMHHOCTH IOKYMEHTOB.
5. CTpyKTypa TEKCTOB, IOPSAAOK YIOCTOBEPEHUS OPraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.
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6. IIpoBecTn aHanM3 MOJDKHOCTHON WHCTPYKIIMU M3 KOJUIEKIUU C TOYKH 3PEHUS COJCPIKAHUSA,
odopmITeHHUS.

7. Pazpaborkm Muntpyna Poccum, B  KOTOpPBIX 3aKperuieHbl  KBaTU(UKAIMOHHBIE
XapaKTEPUCTUKHU K OOIICOTPACIEBBIM JOIKHOCTIM

8. CocTaB ¥ Ha3HAYEHHUE CUCTEMBI PACTIOPSIAUTEIBHON JOKYMEHTALIUH

9. Dranbl TOATOTOBKU PAaCHOPSAIUTENbHBIX JOKYMEHTOB. llopsaok uX cocTaBieHus U
odopmiieHus. Buasr mpukazon

10. TpeboBanust K HOMEHKJIATYpe Jel, 3aKperieHHble OCHOBHBIMU MPaBUIaMH padOThl apXUBOB
OpraHu3aIuu.

11. TlonsaTus «OObEOTUHEHHBIH apXHB», «IIEHHOCTh JTOKYMEHTa», <«OKCIEPTH3a LIEHHOCTH.
[TpUHIHMITBI, KPUTEPHUH SKCIIEPTH3bI IEGHHOCTH JOKYMEHTA.

12. TpeboBanus k ohopmiieHHIO BEITUCOK. FOpuandeckas cuiia KOmui CIyKeOHBIX JOKYMEHTOB.
13.Benennie  KOHOUACHIMAILHOTO  JIENIONPOM3BOACTBA B CHCTEMax  AJIEKTPOHHOTO
JIOKYMEHTO000pOoTa.

14. KoHTpOJIb UCIIOJHEHUS IOKYMEHTOB.

15.Peructpanus 10KyMEHTOB.

Tunosvie memwl 0151 YCMHBIX OOKAAO08.

1.ITpukasel o KaapaMm B OpraHu3auu: Kiaccuukaius u TpeOoBaHus K 0POPMIICHHUIO.
2.I1paBoBOIi PEKUM AIEKTPOHHOTO JJOKYMEHTA.

3.BeipaboTKa ¥ MOPSIOK NPUHSATHS PEIICHUS KOJICTHATBHBIM OPTaHOM.

4 .ITopsimok dhopmMupoBaHHS en B TEKyIIeM JIEIOTIPOU3BO/ICTBE.
5.Benenue KOH(UICHIIMAILHOTO  JCIONPOU3BOJIACTBA B cucTeEMax AIIEKTPOHHOTO
JIOKyMEHTO000pOoTa

6.HCTpyKIIKS 110 ACIONPOU3BOCTBY OPraHU3allMU: Ha3HAYCHHUE, CTPYKTYPa, COJIepKaHUE.
7.Homenknarypsl aen. Buapl, TUIIBI HOMEHKIATYP.

8.IloaroToBka JOKYMEHTOB K Iepeaue Ha XpaHCHHUS.

9.Pabota c oOpalieHusIMU TpaXkaaH B OpraHU3aIiH.

Tunosvie membl KOHMPONLHBIX PAOOM.:

1. OdopmneHmne TOKyMEHTOB IO JBUKEHHIO KaJApOB (IIPUEM, IIEPEBO/I, YBOIbHEHUE)

2. TpynoBble KHUXKH, O(QOpPMIICHHME, pErucTpalus, XpaHEHHE, BHECEHHE U3MEHEHUH U
VICIIPABJICHUH B 3aIlMCH B TPYAOBOW KHUXKKE.

3.Ha3nauenue u npoektupoBanue Tabens yHUPUIMPOBAHHBIX (OPM JOKYMEHTOB M pa3paboTka
AnpO60Ma yHU(DUIIMPOBAHHBIX (POPM TOKYMEHTOB.

4.0Oprasu3alMOHHbIE JTOKYMEHTHI, OTPAXKaloIUe CTPYKTYpy OpPraHU3allu{, €€ ITaTHbINA COCTaB,
OpraHu3aluio padboTsl KoJuleKTHBa. [IpaBuia UX cocTaBieHus U OpOPMIICHHUS.

5.CTpyKTypa, METOAMKa COCTABJICHUSI 1 OCOOEHHOCTH 0(POPMIIEHUS JOJKHOCTHON HHCTPYKIUH.
6. [Tpuka3pl 0 JIMYHOMY COCTaBY: 3Talbl NOJATOTOBKH, BAPUAHTHI U NPaBUIa OPOPMIICHHUSL.
7.JlokyMeHThbI, ohopMIIIEMble IPU IpHUEME Ha padoTy.

8.J10KkyMeHTOO0OpOT B OpraHU3alliy: IOHITHE, OPTraHU3aLUs, AHAIN3, YUET.

9. IloHATHS «IEHHOCTh AOKYMEHTa», «IKCIEPTH3a LEHHOCTW». BO3HHKHOBEHHE U pPa3BUTHE
sKcnepTusbl. [IpUHLIUIIBI U KPUTEPUHN IKCIIEPTU3BI IIEHHOCTH IOKYMEHTOB.

10. IToaroToBka 1OKYMEHTOB K XpaHEHUIO B apXUBE.

11. BnusiHME MEXIyHApOJHOM CTAHIAPTU3ALMH HA OTEYECTBEHHOE JIETIONPOU3BOICTBO

12. ®opmuposanue nein. [lepenava nen Ha apXMBHOE XpaHEHUE.

13.CocraBnenue 1 opopMIeHIE HOMEHKIATYPHI JIe.

Tunosvie sapuanmuovl UHOUBUOYATLHBIX 3A0AHUIL.

1. Odpopmuts mpuem Ha paboTy CemeHoBa A.B. Ha [OJKHOCTh WHXKEHEpa —3IIEKTpUKA 2
kareropuu B ciyx0y cBs3u OAO «l'unpocssze» ¢ 01.05.2015. Craxx paboOThl B TOKHOCTH
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MH)XXEHEepa —dJIEKTpUKa 3 rojaa, B JODKHOCTH HWH)KEHEpa-3JIEKTpHKa 3 KaTeropuu 3 ropja.
OcTaJibHbIE TaHHBIE — POU3BOJIHHO.

OdopMHUTD JOKYMEHTBI:

Kaprouxka T-2

JIMYHBII JUCTOK,

TpynoBas KHIKKa

TpynoBoii 1orosop

IIpukas o npueme

2.0domute mpuem Ha paboty ['puroppeBy AnHy CepreeBHy Ha JOJDKHOCTh DKOHOMHCTAa B
wiaHoBblt otnen OAO «l'unpocBszb» ¢ 01.11.2015 Ha BpemMsi OTCYTCTBHSI OCHOBHOTO
paboTHUKA B OTIIYCKE IO yXOXy 3a pedeHKoM, paboTa ocHOBHasi. OOpa3oBaHHE — OKOHYMIIA B
2014 rogy CUBVIIK. OcTanbHble JaHHBIE — IPOU3BOJIBHO.

OdopMUTh JTOKYMEHTHI:

Kaprouka T-2

JIMYHBII JTUCTOK,

TpynoBast KHMKKa

TpynoBoii 1orosop

IIpukas o npueme

3. IlepeBecT Ha JNOJKHOCTH BEOYILIEro CHelManucTa miaaHoBoro otnena CasenbeBy Onbry
Cepreeny OAO «['unpocsszp» ¢ 01.11.2015 B cBA3M ¢ mpoxokaeHueMm arrecranuu Pabora
OCHOBHas, nocrosiHHas. O6pazoBanue — okonuwia B 2010 rony CUBVYIIK. OcraneHble qaHHbIE
— IPOU3BOJIBHO.

OdopMUTh TOKYMEHTHI:

Kaprouxka T-2

IIpencrasienue

ATTecTallMOHHBINA JTUCT

TpynoBast KHMKKa

JlononHUTENBHOE COTIANIEHUE K TPYIOBOMY JOTOBODY.

IIpukas o nepeBoze

4. Ilpoanutek cpouHbIil TpyAoBOM foroBop ¢ I'puropreBoit AnHON CepreeBHOMN, MPUHATON Ha
JOJDKHOCTh 3KOHOMHUCTa B IutaHoBbIM otnen OAO «['unpocssze» ¢ 01.11.2015 Ha Bpems
OTCYTCTBHSI OCHOBHOTO Pa0OTHMKA B OTIYCKE IO YXOAY 3a peOCHKOM B CBSI3U C YBOJBHEHUEM
OCHOBHOro paboTHuka. Pabora ocHoBHas. OOpa3oBanue — okoHumna B 2014 rony CUBVYIIK.
OcTaJibHbIe JaHHBIE — IPOU3BOJIBHO.

OdopMHUTH TOKYMEHTBI:

Kaprouka T-2

CnyxeOHas 3aMcKa HauyalbHUKA TUIAHOBOTO OTENa

TpynoBast KHMKKa

JlononHUTENBHOE COTIAIIEHUE K TPYIOBOMY AOTOBOPY

IIpukas o nepeBoze

5.YBOJMTH B CBA3M C UCTEYEHHUEM CPOKA TPYJOBOTO J0T0OBOpA BEIYLIETO CIEHUATINCTa yUeOHOTO
ornena HoBocubupckoro arpapHoro ynusepcurera P. JI.Cepreesa. Ilpunsatr Ha Bpems
OTCYTCTBUSI OCHOBHOI'0 pa0oTHHKA. PaboTa ocHOBHasA. OcTanbHble JaHHbBIE — IPOU3BOJIBHO.
OdopMHUTH JOKYMEHTBI:

TpynoBoii 1orosop

Kaprouka T-2

TpynoBast KHMXKKa

YBenomiieHne 00 UCTEYEHUH CPOKa TPYAOBOTO JOTOBOPA
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[Tpuka3 06 yBOJIbHEHUHU.

6.YBONWTh 1O UWHHLOMATHBE pAaOOTHUKA BEAYIIEro CIEHUanucTa y4deOHOro oTaena
HoBocubupckoro arpaproro ynuBepcutera I[1.J[. OrneBa. TpymoBoil JOroBOp 3akiItOyYeH Ha
HeomnpeaeNneHHbIN Cpok. Pabora ocHoBHas. OcTaabHbIC JAHHBIE — IPOU3BOIBHO.

OdopMUTH TOKYMEHTHI:

3asiBiieHrEe 00 YBOJIbHEHHH.

TpynoBoii 10roBop

Kaprouka T-2

TpynoBas KHIKKa

YBepomiieHne 00 UCTEYEHUH CPOKa TPYAOBOTO JOTOBOPA

[Tpuka3 06 yBOJIbHEHUH.

7. IlepeBecTn HayagbHUKA y4eOHOrO OTZENA B CBSI3U C U3MEHEHUEM IUTAaTHOIO PAaCHMCaHUs C
01.01.2016 Ha AOKHOCTH 3aMECTHUTENS IUpPEKTOpa Mo yueOHOW pabore. TpymoBoi JOroBOp
3aKJIIOYEH Ha HeolpeieneHHbll cpok. Pabora ocHoBHas. OcTalibHbIE JaHHBIE — IPOU3BOJIBHO.
OdopMuUTh TOKYMEHTHI:

[IpencraBieHne HayaJIbHUKA y4eOHO-METOAMYECKOTO YIIPABICHHUS.

TpynoBoii 1OroBOp U TONOJIHUTEIBHOE COTJIAICHUE

Kaprouxka T-2

TpynoBas KHMKKa

Jlo;KHOCTHAS MHCTPYKIS

IIpukas o nepesozne

8. HammcaTp 3asBICHHE O MPEIOCTABICHUH OTIyCKa 0e3 coxXpaHeHHs 3apaOoTHOW IuiaTel. B
TEKCTE 3asBJICHUS YKAKUTE MPUUMHY MPEJOCTaBICHUS OTIIYCKa, HA CKOJIBKO KaJICHIApPHbBIX JHEU
NPEOCTaBUTh OTITYCK, YKa3aTh JIaTy Hadalsla OTIyCKa.

Ha ocHoBanuu 3asBNIeHNs COCTaBbTE MpHUKa3 Mo yHUpuuupoBanuoi popme T-6.

4.3. OueHoYHBbIE CPECTBA /I NIPOMEKYTOYHOM aTTeCTAIUM.

4.3.1. TlepeueHb KOMITETCHIIUH C YKa3aHUEM 3TANoB UX (OPMHUPOBAHUS B IPOIIECCE OCBOCHUS
oOpa3oBaTenbHON mporpammbl. [lokazaTenu W KpUTEpUU OIIEHMBAHUS KOMIETEHLUH C y4eToM
JTana ux GopMUpPOBaHUS

Tab6mumna 5
[Tpodeccuonanvubiel Kox Jramna Pe3ynbTarsl 00yueHus
JICUCTBHS OCBOCHHSI
KOMIIETEHIINH

YK OC-4.4 Ha yPOBHE 3HAHUIA:
e  BHJBI 1 GOPMBI IOKYMEHTAIMH

Ha ypOBHE YMEHMIA:
® COCTaBISITh HEOOXOIUMYIO JOKYMEHTALUIO, OCYLIECTBIIAThH
JIENIOIPOU3BOACTBO

Ha YPOBHC HABBIKOB:
i AHAJIM3UPOBATH U OLICHUBATb JOKYMCHTAIIUIO

Tabauua 6

JTaln 0CBOCHUS Kpurepuii onenuBanus Iloka3aTenb oLeHUBAHUSA
KOMIIeTEeHI[UH
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JTan oCBOeHUs Kpurepuii oueHuBanus IToka3zareab oueHUBAHUS
KOMIIeTeHI[HH
YK OC-4.4. W3BriekaeT HEOOXOUMYIO CBSI3HO U JIOTMYHO MPEACTABIISIET
CrocoOHOCTh  MTPOBOJUTH | KHPOPMALIUIO U3 npoeCCHOHATLHYIO
OLIEHKY u TOTOBUTH | OPUTHUHAJIBHOT'O TCKCTA Ha I/IH(bOpMaI_[I/HO B yCTHOﬁ u
JOKYMEHThl HOpMaTHBHO- | UHOCTPAHHOM S3BIKE 110 MACHMEHHOM dbopme Ha
IIPaBoBOIO, npodnemam 5 PYCCKOM/HHOCTPaHHOM ~ SI3BIKE.
IPOLIECCYaIBHOTO, gp%‘beCCHOHa”"HOH ceper. OrGupaer CoepKaHUe
TOMpaeT coJepKaHne
OpraHu3aIMOHHO- P AeP JIOKYMEHTA, aJIeKBaTHOE IEIU €ro
JOKYMEHTA, aJICKBaTHOE 1[CIIH
pacropsIuTeIbHOTO, HAIKCAHUSA, MOKET €ro OICHUTH U
GHOrO XapaKTepa Ha | 1o AUHCatHi.
CITyKe
y PaKTep Vcnone3oBana crermduyeckas | TPOAHATMSIPOBATE.
PYCCKOM/MHOCTPAaHHOM
JIeKCHKa,  TNpUMEHseMas B
SI3BIKE .
nenoBoi chepe.

4.3.2. TunoBble OlleHOYHBbIE CPEICTBA

Tunosble BONPOCHI 1Jisl HOATOTOBKH K 3a4eTy:

1. O6nacte npumenenus 'OCT P 6.30-2003 «YHupuIupoBaHHas CUCTEMa OpraHU3alMOHHO-
pacropsAaUTEIbHON TOKYMEHTALUN.

2. CocraB pexku3utoB gokymenTos mo ['OCT P 6.30-2003.

3. Ponb 1 3HaueHue TOKYMEHTHOH HH(OpMAIMK U J1eTOIPOU3BOJICTBA.

4. TpeboBaHus K 0)OPMIICHUIO PEKBH3UTOB

5. TpeOoBaHus Kk GJ1aHKaM JTOKYMEHTOB M 0()OPMIICHUIO IOKYMEHTOB Ha OJIaHKaX.

6. TpeOoBaHMS K U3TOTOBIICHHIO, YUETY, UCIIOJIH30BAHUIO U XPAHEHHUIO OJaHKOB C
BocnpousBeneHuem ['ocyaapctennoro ['ep6a PO u I'epba CyonextoB PO.

7.Pacmiono)kenne peKBU3UTOB JOKYMEHTOB YIJIOBOTO OJIaHKA U POIOJILHOTO OJlaHKa Ha
dopmate A-4 cornacao I'OCT P 6.30-2003.

8. ANTOpHUTM COCTaBICHHS JOKYMEHTOB.

9. PacniopsiguTenbHble JOKYMEHTHI.

10. upopmaimoHHO-CIIpaBOYHbIE JOKYMEHTHI.

11.TpeGoBaHusl K COCTaBJIECHUIO U OOPMIICHHIO CIYKeOHOI0 MMChbMa. Pa3HOBUTHOCTH MTUCEM.
Ocobennoctu 0hopMIICHHS TApAaHTUHHOTO TUChMa

12. Opranu3zanioHHbIE TOKYMEHTHI.

13.CtpykTypa u opopmIIeHHE TTOJIOKEHHUS 00 OPTaHU3AIMH WA O CTPYKTYPHOM
NOJIpa3cIICHUN.

14.CtpykTypa JOTKHOCTHOM MHCTPYKLIUU, METOANKA COCTABICHHUS.

14.JIokyMEHTBI IO TMYHOMY COCTaBY.

15.TpeGoBanus K COCTaBIECHUIO U O(POPMIIEHHUIO TPUKA30B MO JUUHOMY COCTaBY.

16. CocTaB 1 Ha3HAYEHHUE CUCTEMBI PACTIOPSIUTENBHON JOKYMEHTALIMH

17.0Tanel MOATOTOBKH pACHOPAIUTENbHBIX JIOKYMEHTOB. Ilopsnok uX cocTaBieHHs U
odopmienus. Buapl npukazon

18. TpeboBanust K HOMEHKJIAType Je, 3aKperyieHHbie OCHOBHBIMU MpaBUIaMU PaObOTHI apXUBOB
OpraHu3alum.

19. TlonsTns «OOBEOMHEHHBI apXWUBY», «IICHHOCTh ITOKYMEHTa», «IKCIEPTH3a IEHHOCTHY.
[TpyHIMIIBI, KPUTEPUH SKCIIEPTU3bI LIEHHOCTH JOKYMEHTA.

20. TpeGoBanus K 0()OpMIIEHHUIO BHITUCOK. FOprandeckas cuiia KOmui ciay>keOHBIX TOKYMEHTOB.
21.Benenne  KOH(QUACHUUAIBHOTO  JIENONPOU3BOACTBA B CHCT€Max  AJIEKTPOHHOTO
JIOKyMEHTO000pOoTa.

22 KOHTpOJIb NCIIOJIHEHUS IOKYMEHTOB.

23.Perncrpanus TOKyMEHTOB.
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24. BoipaboTKa 1 MOPSAOK MPUHATHUS PEIICHUS KOJUIETHaTbHBIM OPTaHOM.

25.Ilopsnok dhopmMupoBaHus Jen B TEKYIIEM JIEJIOTTPOU3BO/JICTBE.
26.Benenrie  KOH(UACHIMATBLHOIO  JAEJONPOM3BOACTBA B CHCTEMax  DJIEKTPOHHOTO
JIOKYMEHTO000pOoTa.

27..3akoHONATEeNbHBIE M HOPMATHBHO-METOJMYECKHME  MaTepuanbl IO  OpraHU3aluu
JIeJIONIPOU3BO/ICTBA, 3aILUTE HH(OPMALIHH.

28. Metonpl yHUGUKAMK W CTaHAAPTU3aLMU JOKyMeHTOB. [lonsrue "yHuuuUpoBaHHAs
dbopma noxkymenTta". YHupUKAIMSA TECTa TOKYMEHTA.

29. ®ynkuuu obmmue u cnenuaibable (cnenupuyeckne). CocraB (yHKIIHIA.

30. ITonmudyHKITMOHAIBHOCTD JOKYMEHTA.

Tabnuma 9.2
3auer (5-
OayTbHas Kpurepuu onenku (3 cemecTp 3a4eT ¢ OLEHKOI)
IKasa)
2 Kommnerennuu He chopMUPOBaAHBI.
HenoctaTounslii ypoBEeHb YCBOCHHSA NOHATHMHOrO ammapaTta W HaJld4due
(bpaI‘MCHTapHI)IX 3HaHUH IO JUCHHUITIIINHE. OTCYTCTBI/IC MHUHHUMAJIBHO JOIIYCTUMOI'O
YPOBHA B CaMOCTOATCIIBHOM PCHICHUHN MNPAKTUYCCKUX 3aay. HpaKTI/I‘IeCKI/IC HaBbIKHU
HpO(I)eCCHOHaHBHOfI JCATCIBPHOCTHU B YaCTH CO3JaHUA U O(I)OPMJ'IGHPIH JOKYMCHTOB HE
c(hOpMHPOBaHEI.
3 Komnerennuu copmMupoBaHbl 4aCTUYHO.
Komnerenym, npegycMOTpeHHbIE pabodeld mporpaMMoil MTUCIHIUIMHBEL, C(OPMHUPOBAHEI Ha
YAOBJIICTBOPUTCIILHOM  YPOBHC. YactuuHoE BOCIIPOMU3BECACHUC yqe6H0ro Martepuajlia B
YCBOCHUU y‘IC6HOFO MaTtepuraja, B T.4. B CAMOCTOATCIIbHOM PCHICHUUN NPAKTHYCCKUX 3aa4. C
HE3HAYMUTEIbHBIMU OmHOKaMu. [IpakTryeckue HaBBIKH MPOQPECCHOHANBHON NESTebHOCTH B
YaCTH CO3AaHUsI U 0(OPMIICHHS JOKYMEHTOB C(HOPMHPOBAHbI YACTHYHO
4 Komnerenuuu copMupoBaHbl JOCTATOYHO.

KoMnerenuuu,  mpeaycCMOTpeHHbIe — paboueid  MporpaMMod  JHCIHILIAHBI,
cOpMHUpOBaHbI Ha XOpoIIeM ypoBHe. JleTalbHOE BOCIPOM3BEACHHE Y4eOHOTO
Marepuaia B yCBOCHHH y4eOHOro mMarepuaia, B T.4. B CAMOCTOSTEILHOM PEIICHUH
npaktuueckux 3amady. C He3HAYMTENbHBIMU OIMMOKaMu. [IpakTHueckue HaBBIKU
npo(heCCHOHATBHOM JIEeITSIBHOCTH B YacTH CO3/aHHMs W O()OPMIIEHHUS TOKYMEHTOB
c(hOpMHUPOBAHBI JOCTATOYHO

) Komnerenuyu copMUpoBaHBI.

Komnerennuu, npeaycMoTpeHHbIE pabodeil IporpaMMoi TUCITUTLTAHBL,
c(hopMHUPOBaHbI HA BBICOKOM YpOBHE. JleTabHOE BOCIIPOU3BEICHUE YIeOHOTO
MarepHuajia B yCBOCHHH Y4eOHOT0 MaTepuaia, B T.4. B CAMOCTOSITEIbHOM PEIICHUHN
MPAKTHUYCCKUX 3a1a4. HpaKTI/I‘leCKI/IC HaBbIKH HpO(i)CCCHOHaHLHOfI ACATCIBbHOCTHU B
YacTH B YaCTH CO37aHuUs H 0pOpMIIEHUS TOKYMEHTOB CQOPMUPOBAHEI

4.4,  MeToaguyeckne MaTEePHAJIbI MPOMEKYTOYHOM aTTECTAIUM.

dopma MPOMEKYTOYHOM aATTECTALMU I10 OCBOCHUIO JIUCLUIUIMHBI — 3a4e€T C OLEHKOM.
3aueT ¢ OIIEHKOM MPOBOIUTCS B YCTHOU (hopMe B BUJIE OTBETOB Ha BOIIPOCHI.

3adyeT C OLIEHKOM BKJIIOYAeT OTBETHl Ha TEOPETHYECKUE BOMPOCHI U BBHINOJHEHUE
MpPaKTUYECKUX 3adaHui. J[JI1 TOdMydeHHs MOJIOKUTEIbHOW OIEHKHM Ha 3a4eTe JI0CTaTOYHO
U3YyUYUTh PEKOMEHIAYEMYIO OCHOBHYIO JIUTEPATYPY, & TAKKE HOPMATHUBHO-IIPABOBBIE AKTHI B
JENCTBYIONIEH pelaKiuy, a TaKKe YCBOUTb YMEHHS M HABBIKM B X0Ji€ KOHTAKTHOW pabOTHI C
MPENOJABATENIEM IIYTEM OIPOCa, TECTUPOBAHUS W BBINOJHEHUS PA3JIUYHBIX IPAKTUYECKUX
3aJaHuH.
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CryneHT npu MOATOTOBKE K OTBETY MO OmiieTy (GopMyIHpyeT OTBET Ha BOMPOC, a TAKXKe
BBITOJIHSET 33/1aHKe (MMCbMEHHO JIN0O YCTHO, B 3aBUCUMOCTH OT COJIEP)KaHUS 3a/laHus).

ITpu moAroToBKE OTBETA HA BOIIPOC CTOUT UCII0JIb30BAaTh COOTBETCTBYIOIIUN JUCLMIIINHE
NOHATUMHBIN anmapaTr, OTBeYaTh C IMOSCHEHHWSIMHM, IOJIHO U apryMeHTHpoBaHHO. J[laBaTh
OJIHOCJIO)KHBIE ~ OTBEThl  HexenarenbHO. Ilpu  oTBeTe  CTYyJEHT [OJDKEH TOJHO U
apryMEHTHPOBAHHO OTBETUTh HA BOMPOC OuWieTa, AEMOHCTPUPYS 3HAHHS JIMOO YMEHHS B €ro
pamKax.

5. Meroanyeckue ykazaHusi JJ1s1 00y4al01IUXCH 110 OCBOCHUIO THCHUTIHHBI
Hucnurnnuna «/{okyMeHTOBeIeHrEe U JISIONPOU3BOICTBO» COCTOUT U3 JIBYX pa3jieiioB. B mepBom
pasznene «TeopeTuyeckne OCHOBBI JEIONMPOU3BOJICTBAY M3YUAIOTCS TEOPETHUYECKUE OCHOBBI
JTUCIUTIIIMHBI, BO BTOPOM pasneiie «OCHOBBI OpraHU3aIlMOHHON padOTHI C IOKYMEHTaMU
OCBaMBaACTCsA HpaKTI/I‘ICCKI/Iﬁ MaTepI/IaH JOUCHUIIIINHBI.

MeToauuecKkue YKa3aHud 1o MoAroTOBKE K KOHTpOJ’ILHOﬁ paﬁoTe

KontponbHast paboTa IODKHA MpPEACTaBIATh COOOH IOJHOE, CHUCTEMAaTU3MPOBAHHOE
U3JI0KEHNE TEMBl M CBUJETEIBCTBOBATH 00 MOHMMAaHUHM OOYy4aeMbIM CYTH 3aTParHBaeMbIX UM
BonpocoB. KoHTponbHas paboTa 10KHA UMETh aHAJIMTUYECKHM, a HEe OMMCATeNIbHBIA XapakTep.
[Tonoxennss W BBIBOJBIL, COACp)KALIMECSs B KOHTPOJIBHOH paboTe, OMKHBI  OBITh
apryMEHTHPOBaHbl U 0OOCHOBaHbI MPUMEPAMM, CTATUCTUYECKUMHU JaHHBIE, (PaKTaMH, KOTOpbIE
WITIOCTPUPYIOT T€ WJIM MHBIE TEOPETHUYECKHE MOJIoKeHMs. V3maraTh MaTtepuan B KOHTPOJIbHON
paboTe peKOMEHIyeTCsl MPOCTBIMU, YETKUMHU, KOPOTKUMM MNPEAJIOKEHUSIMHU, U30eras H3JIULIHEe
HAYKOOOpa3HBIX, JACKJIAPATUBHBIX (Ppa3 M MAIOMOHATHBIX TEPMHUHOB 0€3 COOTBETCTBYIOLIEH HX
pacudpoBku. Ocoboe BHHMaHHE CIEAyeT YICIUTh I'PaMMaTUYeCKOM M CTUIIMCTHYECKOU
00paboTKe TEeKCTa PabOTHI.

KonTtposnbHast paboThl J0DKHA OBITH IPABUIBHO OPOpMIIeHA. TUTYIBHBIN JIUCT SBIISETCS
NepBOH CTpaHULEel pabOThI U COAEPIKUT CIEAYIOLINE PEKBU3UTHI:

— [OJIHO€ HAUMEHOBaHME y4eOHOr0 3aBEICHMS,

— HauMeHOBaHMe (hakynbTeTa U Kadeapsl,

— TeMa KOHTPOJIbHOM paboTHl,

— cBezieHus 00 aBTope paldoThl,

— CBEJICHUS O PYKOBOJIUTEIIE,

— MECTOHAXO0X/IeHUE y4eOHOT 0 3aBe/IeHUS,

— roJl HarucaHus paboThI.

ConepxaTenpHasi 4acTh KOHTPOJBHOM palOTHI JIOJDKHA OTKPBIBAThCS €€ COJepKaHWuEeM, B
CTPYKTYpE KOTOpPOTO CIEQyeT OTpa3uTh C YKa3aHHWEM HOMEpa COOTBETCTBYIOILEH CTPaHUIIBI.
KoHTponbHas paboThl COCTOUT M3 YETHIPEX OCHOBHBIX YaCTEH:

— BBEJICHUS,

— OCHOBHOM 9acCTH,

— 3aKJIIOUEHMUS,

— CIHCKA UCMOIb30BaHHOU tuTepaTypsl (7-10 HCTOUYHUKOB),

— MPUIIOXKEHHE.

Bo BBeneHNH packphIBaeTCs 3HAYEHUE W aKTYaJIbHOCTh BEIOPAHHOM TEMBI, OTIPENENSIETCS MECTO
npoOJIeMbl B CUCTEME JeT0Npon3BoAcTBA. CTaBUTCS 1IE€b U/UIIH 33Ja4u.

B OCHOBHOW 4dacTH, ONMHUpasCh Ha aHAIN3 HOPMATHUBHO-TIPABOBBIX, HAYYHBIX M IPOUYUX
UCTOYHUKOB, U3J1aratoTcd U 00001Iat0TCs pa3MyHble TOYKM 3pEHHS Ha UCCIeAyeMbIi BOIpOC,
BBICKA3bIBAETCSI M OOOCHOBBIBACTCSI COOCTBEHHAsi TOYKA 3PEHHS BBITOIHSIOMETO pPadoTy.
PaccmoTpenue kaxaoro maparpaga B TEKCT€ KOHTPOJIBHOM paboThl JOIKHO HAuMHATHCA C
HOBOH CTPaHUIIBI M OTKPBIBATHCS €0 3aroJIOBKOM B COOTBETCTBHH C HAa3BaHHEM, KOTOPBIA OBLI
YKa3aH B OTJIaBJICHUH (COJIEp>KaHUH) PAOOTHI
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B 3akmioueHnn GpopMynupyrOTCsl KpaTKUE BBIBOIBI M0 M3JI0)KEHHOMY MaTepHally U MPUBOJUTCS
coOCTBeHHas TOYKAa 3pEHUS Ha MpEJCTaBICHHbIE B paboTe MpoOJeMbl. 3aKIIOUYEHHUE HMEET
(dopMy cuHTE3a MOITY4YEHHBIX B paboTe pe3yabTaToB. B MpHUIOKEHUH BHOCITCS CaMOCTOSTEIHHO
ogopMIIeHHbIE 00pa3ibl JOKYMEHTOB COTJIACHO TEME KOHTPOJIBHOM paboThI.

3aBepIIMB KOHTPOJIbBHYIO pabOoTy, CTYAEHT B 00S3aTEIIbHOM IOPSJIKE JOJKEH PacHHCaThCs Ha
TUTYJBHOM JIUCTE, TOATBEpKIasi TEM CcaMblM aBTOPCTBO TEKCTa, yKa3aThb JaTy claydu
KOHTPOJILHOM paboTHI.

TexcT KOHTpPOJIBHOI paboThl OodopMmiIgeTcs MEYaTHBIM CHOCOOOM Ha OJHOM CTOpOHE
mucta Oymaru ¢opmara A4 ¢ momoupio0 TeKCTOBOro penakropa Times New Roman uepes 1,5
uHTepBana. llBer mpudrTa momkeH OBITH 4YEepHBIM, BbICOTAa OykB, Kernb (mpudr) — 14,
[MonyxwupHubiii mpudt ©He mnpumensercs. Tekct pabOTH clexyeT meyararb, coOnroaas
cieayroume pasmepsl noseit: nmpaBoe — 10 MM, BepxHee u HmwxkHee — 20 MM, jeBoe — 30 M.
Pa3pemaercs ucnosnab30BaTh KOMIIBIOTEPHBIE BO3MOXKHOCTH AKLEHTUPOBAaHUS BHHMMAHHS Ha
OTIpeieNIeHHBIX TePMHUHAX, IPUMEHsS WpU(THI pazHoi rapHUTYpHL. [Ipy 5TOM HAZO YUUTHIBATH,
4TO pa3MEIICHHWE TEKCTa Ha 00eux CTopoHax jucta ¢opmara A-4 Hemomyctumo. CTpaHHUIBI
HyMEpYIOTCsl apaOCKkuMu nudpamu ¢ coONIOACHUEM CKBO3HOW HyMepalldd MO BCEMY TEKCTY.
Homep crpanuipbl mpocraBisieTcsi B LIEHTpPE HIDKHEH vacTh Jvcra 0e3 Touku. OriaBieHue
(comepxkaHue) pa3MelaeTcsi Ha BTOPOM cTpaHuIle (HyMepalus CTpaHWUIl — aBTOMAaTH4ecKas),
TUTYJBHBIM JIMUCT HE HyMepyrorcd. llpuioxkeHuss He BKIIOYAIOTCS B OOIIYI0 HyMepaluio
CTpaHHUIL.

B xoze paboTbl HaJy TEKCTOM CTYJCHTY HEOOXOMMO MPOCIEIUTh 3a TEM, YTOOBI B paboTe
ObLT TpaBUIILHO OGOPMIIEH Hay4HbIN ammapar. Bce mutarsl, mudpsl U ¢GakThl, MIPOBOIUMBIE B
paboTe MOKHBI MMETh CCBUIKY Ha COOTBETCTBYIOUIMHM HMCTOYHHK, KOoTOopas odopmisiercs B
cootBercTBUU ¢ TpeboBanusMu ['OCT 7.0.5-2008 (Bkitouass IHTepHET-UCTOYHUKH).

B kouTponpHOIl paboTe UCHONB3YIOTCA TOJBKO OOIIENPUHATHIE COKpAIICHHUS U
ab0peBuatypsl. Hamuume u mNpaBMIBHOCTH OGOPMIICHHE CCBUIOK SIBJSIOTCS BaKHEUIIUMU
TpeOOBaHUSIMU K KOHTPOJIbHOM paboTe, KPUTEPUEM CaMOCTOSITEIBHOCTH Tpylaa €€ aBTopa.
OTcyTCcTBHE CCHUIOK Ha YKa3aHHYIO B CIIMCKE MEPBOMCTOYHUKOB JINTEPATYPY PACLIEHUBACTCS KaK
ABHBIN NpU3HAK IU1aruata. OIHaKO YpEe3MEPHO YBIEKAThCSA LIUTUPOBAHUEM HE CTOUT, ITOCKOJIBKY
00BEM IIUTHPYEMOTO MaTepuaa He JOJKEH MpeBblaTh 25% 00bEéMa Bcero TeKcra padoThl.

[lo 3aBepiieHHUIO Mpolecca HAMCaHUsI KOHTPOJIbHON paboThl 00y4aeMblil peACTaBIIsET
Ha Kageapy B yCTaHOBJIEHHbIE CPOKH, HO He Mo3/Hee, yeM 3a 10 1Hel 10 UTOroBoil arrecranuu
(3au€Ta) Mo Bcemy yueOHOMY KypCy.

KontponbHast paboTa B CBOEM OKOHYATEIbHOM BapHaHTE JOJDKHA MMETh OOpa3llOBBIN
BHelIHUM BuA. KoHTposabHbIE paboThl, B KOTOPHIX OTCYTCTBYET ILJIaH, HEJIb3sl ONpPEAEIUTh, T1e
OKaHYMBAETCA W3JIOKEHUE OIHOIO0 BONPOCA M HAYMHACTCS M3JI0KEHHE CIEIYIOIIEro, HET
BBEJICHUS U 3aKJIIOYEHHs, OTCYTCTBYIOT IOJI, MHTEPBaJbl, HyMEpallus CTpPaHUL], HEOPEKHO
cOpolIropoBaHHbIE, K IPOBEPKE HE MPUHUMAIOTCS U BO3BPALAIOTCS Ha TOPAOOTKY.

MeToanyecKkue YKazaHusd MO MOATroTOBKE K YCTHOMY TOKJIAaady

JTanbl MOATOTOBKHU AoKJaAa. OmnpenelneHue eiau I0KIana; Mmoadop HEOOXO0IUMOTo
MaTepuana, ONpPEENSIIONIET0 COoAepXaHWe JIOKJaJa; COCTaBJICHHME IIlaHa  JIOKJIaja,
pacnpesnelieHne COOpaHHOTO MaTepuajia B HEOOXOIUMOW JIOTHYECKOH IOCIIeIOBATeILHOCTH;
olmee 3HAKOMCTBO C JIMTEPATypod W BBIIEJICHHE CPEIM HWCTOYHUKOB TJIABHOTO; yYTOYHEHUE
IUTaHa, OTOOP MaTepuaia K KaKJAOMY MYHKTY IJIaHa; KOMIIO3UIIMOHHOEe O(OpMIICHUE JTOKIANa;
MOJTOTOBKHA TE3WCOB BBICTYIJICHUS; BBICTYIUIEHHWE C JOKJIAIO0M; OOCYXJCHHE U OIEHUBAHUE
JIOKJIa 1a.

Komno3unnonnoe odgopmieHue I0KJIaAa — STO €ro peajabHas peueBas BHEIIHSS
CTPYKTypa, B HEW OTpakaeTcs COOTHONIEHWE 4YacTed BBICTYIUIEHUA MO WX LEJH,
CTHJIUCTUYECKUM OCOOEHHOCTSM, MO O0BEMY, COUETAHUIO PAIMOHAIBHBIX M IMOLMOHAIBHBIX
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MOMEHTOB, KakK TPaBWJIO, D3JEMEHTAMHU KOMIIO3MIIMM JOKJIaJa SBISIOTCS: BCTYIUICHUE,
oTpeieJICHUE TIPEeIMETa BHICTYIUICHHS, H3JI0’)KEHUE (OTPOBEPIKEHUE), 3aKITIOUCHHE.

Beryniienne JODKHO cofepaTh: Ha3BaHUE JOKIAAa; COOOIICHWE OCHOBHOW WJICH,
COBPEMEHHYIO OIICHKY TIPEIMETa W3JIOKEHHUS, KpPAaTKOE IEPEYUCICHHUE PacCMaTPHUBAEMbIX
BOIIPOCOB, HMHTEPECHYIO I Ciymiareneil ¢GopMy H3II0KEHUSA. BBICTYIUICHHE COCTOUT W3
CIIEYIOUIUX YacTeM:

OcHOBHasi 4acTh, B KOTOPOW BBICTYMAIOIINNA JTOJKEH PACKPBITh CYTh TE€MBbI, OOBIYHO
CTPOUTCS IO MPUHIMITY OTYETA. 3a7a4a OCHOBHOM YaCTH: TPEICTABUTh JOCTATOYHO JAHHBIX JJIS
TOT0, YTOOBI CTYIIATEIN 3aUNHTEPECOBAIUCH TEMOW U 3aXOTEIH 03HAKOMHUTLCS C MaTepHalaMHu.

3akiioueHue — YETKoe 0000IIEeHNE U KPaTKUE BBIBOJIBI 110 M3J1araeéMoi TeMe.

MeTtoauyeckue yKa3aHusi 1O MNOArOTOBKe K TecTy. TecTOBble 3a/JaHUi MOTYT
dbopmynupoBatbcs Kak B (opme, UCHONb3yeMoll B (eaepaabHOM JJIEKTPOHHOM HWHTEPHET-
TECTUPOBAaHUU (MHTEpHET-3K3aMEeHE), TaK U OPUTHHAIILHOM aBTOPCKOIl dopMme, ¢ OTKPHITHIMU
BapHaHTaMU OTBETOB. [IpH MOATOTOBKE K TECTy HEOOXOIUMO MOBTOPUTH MATEPUAIIBI JICKIIHHA U
CEMHUHApOB, 0OpaTUTh BHUMAaHUE Ha OCHOBHbIC TepMHUHBI. Kak/10e TecToBOE 3aaHue COAEPKUT
KpaTKkoe MOSCHEHHE IO €ro BhIMoNHeHHI0. Kakmoe 3amanue Tecta cHOpMyTUpOBAaHO B BHIE
YTBEpXKACHHUSI U BKIIOYaeT 3-4 BapuaHTa OTBETOB. TecTUpYyeMbIl JOKEH M3 IMpeasiaraeéMbIX
BapHAHTOB BBIOPATH T€, KOTOPBIC CACIAIOT JIAHHOE YTBEPXKICHHUE MPAaBHILHBIM. [IpaBUIbHBIMU
MOTYT OBITH OJIMH, ABa, TUOO TPU BapHaHTa OTBETOB.

Tunoevie 6onpocel 014 camoCmoamenbHolu NOO20MOEKU
Pa3nes 1. TeopeTrnueckue 0CHOBBI /1€JIONPOU3BO/ICTBA
1. Ilpenmer, conepxanue, 3a1a4u Kypca €10 pOrU3BO/ICTBA.
2.3aKOHOJATENbHBIE W HOPMATHBHO-METOJMYECKHME  MaTepHalbl 10  OpraHHU3aluu
JIeJIOTIPOU3BO/ICTBA, 3AIUTE HH(OPMALIHH.
3 Metoapl yHUUKAIMKA U CTaHAapTH3aMu JOoKyMeHTOB. [lonstue "yaudunupoBannas gopma
JoKyMeHTa". YHU(UKaLKs TecTa JOKyMEHTa.
4. OBomonus TepMuHa "MoKyMeHT". COOTHOIIEHHE MOHATHH «HMH(DOPMAIUI» U «TOKYMEHT.
5.Knaccugukanus 10KyMEHTOB
6. ®yHkuuu od1ue u crenuanbHble (crnenuduyeckue). CoctaB QyHKIUH.
7. IlonupyHKIIMOHAIBHOCTh IOKYMEHTA.
8.CBolicTBa M MPU3HAKHU TOKYMEHTA.
9. CnocoOBlI 1 cpeicTBa TOKYMEHTHPOBAHHUS.
10. TTonsiTHE M XapaKTepuCTHUKa TUIIOBOTO GopMyIisipa, hopmyrsipa — oOpasiia.
11. Bunel 61ankoB. biiaHkH ¢ yrJIOBBIM U IPOJIOJIBHBIM PACHIONIOKEHUEM PEKBU3UTOB. I 'epOoBbIe
OJIaHKH.
11. OopmieHne u cocTaBleHUE aKTOB.
12.CtpykTypa u ohopMIICHHE MOJTOKEHU 00 OPraHU3alluy U O CTPYKTYPHOM TOAPA3ACIICHUH.
13.0¢dopmieHne 10IKHOCTHOTO perjaMeHTa rocy1apcTBEHHOTO CITY’Kallero.
14. .TIpuxasbl 10 OCHOBHOM JESITEIIBHOCTHU: ATaIlbI MOJTOTOBKH, MPaBHiia 0OPMIICHHUS.
15.TpeGoBanus K 0pOpPMIIEHHIO TOCTAHOBICHUH, pEIICHUI.
16. TpeGoBanust K COACPKAHUIO U O(POPMIICHUIO PACTIOPSATUTEIBHBIX TOKYMEHTOB, H3/IJaBA€MbIX B
YCIIOBUSX KOJUIETUAIBHOCTH.
17.JokymentupoBanne xoja 3acefanus. CTpykTypa TekcTta mporokosia. [lomHele m Kpartkue
(hOpMBI IPOTOKOJIOB.
18. PaznoBuanocT nuceM. OcoGeHHOCTH OPOPMIIEHHUS CITYKEOHBIX MHUCEM.
19. Bugs! ciy:xeOHbIX 3anucok. OdopmiieHre BHEIIHUX U BHYTPEHHHUX CITY>KEOHBIX 3aIIHCOK.
20.TpeboBaHusl K COCTABIECHUIO U OPOPMIIEHHUIO cripaBOK. Bujbl cripaBok. CripaBKu BHYTpEHHUE
Y BHEIIIHHUE.
Pa3zpnen 2. OcHOBBI OPraHM3alMOHHON PadoOTHI C JOKYMEHTAMHU
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1./loxymeHTanus 1no JMYHOMY COCTaBY — TPYAOBBIE JOTOBOPbI, IPUKA3bI MO JIMYHOMY COCTaBY,
TPYIOBbIE KHUKKH.

2. YuauduuupoBanusie (oOpMbl NEPBUYHON YUETHOM MOKYMEHTAllMU MO TPYLy M €ro OIuiaTe.
[Topsinok 3anonHeHust yHU(DUIUPOBAHHBIX (POPM.

3. Ilpoueaypa MoAroToBKH MpUKasa 110 JUYHOMY COCTABY.

4.0tnuuyrie B opOpPMIIEHUU TMPUKA30B IO OCHOBHOM NESATENBHOCTH U TMPHUKA30B IO JMYHOMY
COCTaBy.

S5.IIponeaypa BU3MpPOBAaHMS MpHUKa3a MO JIMYHOMY COCTaBy C 3aMHTEPECOBAHHBIMHU
JOJKHOCTHBIMM JIMLIAMU

6. OcHoBHbIE TpeOOBAaHUS K (OPMUPOBAHUIO U COCTABY JIMYHBIX JIE]T

7. adopmarmonHas 6€301mMacHOCTh MPHU BeICHUH KaJpOBOTO JEJIOMPONU3BOICTBA.

8. Perucrpaiius, KOHTPOJIb JOKYMEHTOB.

9. lokymMeHTO000pOT. JJoKyMEeHTallMOHHBIC TTIOTOKH.

10.CoBpeMeHHBIC OpraHu3aIlMOHHBIC (POPMBI CTYKOBI Henmonpon3BoacTBa. CoctaB ciyx0nr JJOY
11. Opranusanus paboThl ¢ 0OpaICHUSIMU TPAXKIAAH

12.9kcnepTu3a EHHOCTH JOKYMEHTOB.

13. HM3ydenue 3aKOHONATENBHBIX W HOPMATHBHBIX aKTOB IO OOECIEUCHHIO COXPAHHOCTH
ToKyMeHTOB. OCHOBHBIE TPeOOBaHUS K OpraHU3aIMK XPAHEHUS JOKYMEHTOB.

14.CtpykTypa HOMEHKIATYPHI €.

15. Tlopsimok odopMiIeHHS U YIOCTOBEPEHUSI HOMEHKIIATYPHI A€l

16. Buabl HOMeHKNaTyp aen

17. Ha3HaueHre M UCHOJIb30BAaHUE MEPEUYHEN B KAUECTBE OCHOBHBIX MCTOYHHUKOB IO HM3YYEHHUIO
COCTaBa M COJIep>KaHUs JOKYMEHTOB, YCTAHOBJICHUS! CPOKOB MX XPAHECHHUSI.

6. YueOHasi iureparypa u pecypcbl HHGOPMALMOHHO-TeJICKOMMYHUKAIIMOHHOM CeTH
"UnTepHer'', BKiIIOYAs NlepPeYeHb Y4eOHO-MeTOIMYeCKOro odecnedeHus1 JIs1 CAMOCTOSAITeJIbHOM
Pad0THI 00Y4AKOLIUXCH 110 JUCHUIIINHE

6.1. OcHoBHas JIMTEpaTypa.

1. Kondunenmnmansaoe JE€JI0IIPOU3BOJICTBO u 3aIIHIIEHHBIN JJIEKTPOHHBIN
JIOKYMEHTO000pOT [ DneKTpoHHBIH pecypc] : yueOnuk / H. H. Kynses [u ap.]. — DnexTpoH. naH.
— Mocksa : Jloroc, 2013. — 452 c. — Jloctyn u3z DbC «IPRbooks». - Pexum pocryma :
http://www.iprbookshop.ru/9083, tpebyercst aBTopmzamus (mata obOpamenus : 08.08.16). —
3ari. ¢ ’KpaHa.

2. Kysznenos, 1. H. Jlenonpous3BoactBo [DneKTpoHHBIN pecypc] : yueb.-crmpaB. mocobue /
H. H. Ky3HenoB. — DnektpoH. gaH. — Mocksa : JlamkoB u K, 2014. — 460 ¢. — JJoctym uz DbC
«IPRbooks». - Pexxum moctyma : http://www.iprbookshop.ru/24781, tpebyercsi aBTOpH3aIius
(mara obpamenus : 08.08.2016). - 3arm. ¢ sxpana.

3. KysznenoBa, 1. B. JlokymeHTalmonHoe obecriedeHre yrpaBlIeHUs] MEPCOHATIOM : yueo.
nocobue / U. B. Ky3nenona, I'. A. Xauatpss. - Mocksa : JlamkoB u K, 2015. - 219 c. — To xe
[Onextponnblii  pecypc]. — J[Hoctym wu3 OBC «IPRbooks» - Pexum npoctymna

http://www.iprbookshop.ru/15713, tpebyetcst aBropusaius (nara obpamienus : 01.11.2016). —
3arin. ¢ ’kpaHa. 8 Ik3.

4. Mapuenko, . B. OcHOBBI nenompou3BoACTBa : y4el. mocoOue sl CTYIEHTOB BCEX
¢dopm obyuenus / M. B. Mapuenko ; Poc. akaj. Hap. X03-Ba U roc. ciyx0s! nipu IIpesunenrte PO,
Cub6. un-t ynp. - HoBocubupck : Uzna-so CubAI'C, 2014. - 237 c. — To xe [DAEKTpOHHBIHA
pecypc]. — Hoctyn u3 b-ku snextpoH. mznanuii / Cub. UH-T ynp. — ¢umuman PAHXul'C. —
Pesxxum moctyma : http://www.sapanet.ru, tpedyercst aBropu3sarus (m1ata obparienus : 16.01.16).
— 3ari1. ¢ 3KpaHa

5. CapenkoBa, T. M. JlokyMeHTaIIlMOHHOE OOECIICUCHHUE YIPABJICHUS TMEPCOHAIOM : yueO.
nocoOue 1y1st cTyieHToB Beex popm oOyuenust / T. M. CaBenkosa ; Poc. akaj. Hap. X03-Ba U Toc.
ciyx0b1 nipu [Ipesunentre PO, Cub. un-t ynp. - HoBocubupck : Uzn-so CubAI'C, 2014. - 227 c.
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http://www.iprbookshop.ru/9083
http://www.iprbookshop.ru/24781
http://www.iprbookshop.ru/15713
http://www.sapanet.ru/

— To xe [Dnekrponnsiii pecypc]. — Jdoctyn u3 b-ku snextpon. uznanuit / Cub. UH-T ymp. —
¢bumman PAHXul'C. — Pexxum noctyna : http://www.sapanet.ru, Tpedyercs aBTopu3aius (1ara
oOpaiuenus : 16.01.16) — 3aru. ¢ skpaHa.

6.2. lonotHuTEIBHAS JIUTEPATYPA.
1. ApacnanoBa, B. A. JIokyMEeHTaIIMOHHOE 0OECIICUCHHE YIIpaBiICHUs [ DIECKTPOHHBIA pecypc] :
yue0.-mpakT. mocodue / B. A. ApacianoBa. — D1eKTpoH. AaH. - Mocksa : Jlupexkr-Meana, 2013.
- 240 c. — Joctym wu3 DOBbC «YHumB. b-ka ONLINE». - Pexum pocryna
http://biblioclub.ru/index.php?page=book&id=137706,  TpeOyercsi  aBropusauus  (naTa
obpamienus : 07.11.2016). — 3arm. ¢ skpana
2. bapuxun, A. b. Jlenonpou3BoaCTBO U TOKYMEHTOOOOpOT [DnekrponHsid pecype] / A. b.
bapuxun. - OnextpoH. nan. — MockBa : Kawxnaeiid mup, 2008. - 416 c. - [Joctyn u3 BEC
«YHUB. 0-ka ONLINE». - Pexum JIOCTYyTIa
http://biblioclub.ru/index.php?page=book&id=89671, tpebyercs aBropusaius (nata 06paIHeHI/I}I
: 15.11.2016). — 3aru1. ¢ sKpaHa
3.I'punbepr, A. C. JlokyMeHTallMOHHOE oOecIeueHne yrpaBieHus [DIEeKTpOHHBIN pecypce] :
yuebnuk / A.C.I'punbepr, H. H. T'op6aués, O. A. MyxamermHa. - DJeKTpoH. 1aH. - MOCKBa :
OnuTH-/ana, 2015. - 391 c. — Hoctyn u3 ObC «YHus. 6-ka «ONLINE». - Pexxum nocryna :
http://biblioclub.ru/index.php?page=book&id=115031,  TpeOyercsi  aBropusauus  (znaTa
oOpamenus : 08.11.2016). — 3arn. ¢ skpana.
4. Nlemun, 0. M. JlenonpousBoactBo. JOKyMEHTAIMOHHBIH MEHEIKMEHT [DIeKTPOHHBIMA
pecypc] : yueb. mocobue / FO. M. Jlemun. - OnekTpoH. naH. — Mocksa ; bepnun : [upekt-
Memua, 2014. - 205 c. - Hocrym uz OBC «YHuB. 6-ka ONLINE». - Pexum nocrymna :
http://biblioclub.ru/index.php?page=book&id=253657,  TpeOyercs  aBropm3amus  (mara
oOpatenus : 15.11.2016). — 3aru. ¢ ’3kpana.
5.Ky3znenos, 1. H. JlokymeHTanimonHoe obecriedeHre ynpaBaeHHs U JEIOMPOU3BOJCTBO : yueo.
JUTsE 0aKaIaBpoB, JUIS CTYJICHTOB BY30B, 00yUJaIONIUXCs IO 3KOH. crnienuansHocTsM / . H.
Ky3nenos. - Mockaa : IOpaiit, 2012. - 576 ¢. 8 3k3.
6.Kynsies, H. H. JlokymenToBenenue [ DnekTpoHHbId pecypce] : yaeOnuk / H. H. Kynses, .
H. Ypanos, A. I'. ®abpuyHoB. - DnekTpoH. 1aH. — Mocksa : Jloroc, 2011. - 178 c. - Joctyn u3
OBC «Ynus. 6-xka ONLINEY. - Pexxum noctyma :
http://biblioclub.ru/index.php?page=book&id=84880, Tpebyercs aBTopu3anus (1ata oOpareHus
: 15.08.2016). — 3aru. ¢ skpana. - To e [Dnexkrpounsiii pecypc]. - octym u3z 9bC
«IPRbooks». - Pexxum nocryma : http://www.iprbookshop.ru/9082, TpeGyercst aBTOpu3arus
(mara obpamienus : 15.08.2016). — 3ari. ¢ skpaHa.
7.Ilepcuanos, B. B. DnekTpoHHOE 0HCHOE AETONPOU3BOACTBO [ DNIEKTPOHHBIN pecypc] :
yuebHuk / B. B. Ilepcuanos, E. 3. Kupeesa, M. H. Ka3akoa. - DnextpoH. 1aH. — Mockasa ;
bepnun : lupext-Menaua, 2016. - 326 c. - Jloctyn u3 3bC «YHus. 6-ka ONLINE». — Pexum
noctyma : http://biblioclub.ru/index.php?page=book&id=434743, tpedyercs aBTopu3anus (1ata
obpamenus : 08.08.2016). — 3arn. ¢ skpaHa.
9. Hekpaxa, A. B. Opranuzanus KoH(DHIESHITMAIEHOTO JCIONMPOW3BOJACTBA W  3alllUTa
uHpopManuu [DIeKTpoHHBIH pecypc] : yueb. mocodue / A. B. Hekpaxa, I'. A. IlleBuoBa. —
OnektpoH. nadH. — Mocksa : Akan. [Ipoekr, 2015. — 222 ¢. — Joctyn u3 DBC «IPRbooksy. -
Pexxum noctyna : http://www.iprbookshop.ru/36849, tpedyercst aBTopu3zanus (nara oOpamieHus
:02.11.2016). — 3aru. ¢ 3kpaHa
10.lukoBuy, I1I. A. Jlenonpon3BoACTBO B KaJAPOBOM Cyx)0€ [ DNEKTPOHHBIH pecypc] : yueOHHK /
II. A. SlakoBud. - DnekTpoH. AaH. - Mocksa : FOuuTn-Jlana, 2015. - 161 c. - Jloctyn u3 YHus.
0-ku ONLINE. - Pexxum pocryma : http://biblioclub.ru/index.php?page=book&id=119021,
TpeOyercs aBTopuzarusi (mata oOpamenust : 08.11.2016). - 3arm. € skpana. — To xe
[Onextponnbiii  pecypc]. — Hoctym u3 3BC «IPRbooks». - Pexum pgocryma
http://www.iprbookshop.ru/52462, tpebyercst aBropusanus (nara obpamienus : 02.11.2016). —
3ari. ¢ sKpaHa
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http://biblioclub.ru/index.php?page=book&id=253657
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http://biblioclub.ru/index.php?page=book&id=434743
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http://biblioclub.ru/index.php?page=book&id=119021

11. ApacnanoBa, B. A. JlokyMeHTaIlmoHHOE oOecrieueHre yrpaBiIeHus [ DNeKTPOHHBIN pecypc] :
yuae0.-mipakT. nmocodue / B. A. ApacimanoBa. — DnekTpoH. AaH. - Mocksa : Jlupexkr-Menua, 2013.
- 240 c. - [Joctynmn u3 DObC «YmmB. b-ka ONLINE». - Pexum npocryna
http://biblioclub.ru/index.php?page=book&id=137706, Tpebyercs aBTOPU3ALINS (mata
oOpatuenus : 07.11.2016). — 3arn. ¢ skpana

12. Hemun, 0. M. JlenonpousBoacTBo. JIOKYMEHTAIMOHHBIA MEHEIKMEHT [DJIECKTPOHHBIM
pecypc] : yueb. mocobue / FO. M. Jlemun. - DnekTpoH. naH. — Mocksa ; bepnun : [upekr-
Memua, 2014. - 205 c. - Hoctynm u3 ObC «YHuB. 6-ka ONLINE». - Pexxum nocryma :
http://biblioclub.ru/index.php?page=book&id=253657,  TpeOyercss  aBropu3auus  (nara
obpamenus : 15.11.2016). — 3aru. ¢ skpaHa.

13. Ky3nenos, M. H. JlokyMeHTallMOHHOE OOECIICUCHHE YIPABJICHHUS MEPCOHAIOM : yded. U
NPaKTUKYyM JJisi MpUKiI. OakanaBpuaTa M JJIS CTYIEHTOB BY30B, OOYYalOIIUXCS IO D3KOH.
HanpaBieHusM U cienuaibHocTsM / M. H. Ky3uenos. - Mocksa : FOpaiir, 2016. - 520 ¢

6.3. HopmaTuBHbIE NPABOBbIE JOKYMEHTHI.

1. ®enepanpubiii 3akoH PO "OO6 wndopmanuu, MHPOPMAIMOHHBIX TEXHOJOTHUAX H O
3amute nHpopmarmu” ot 27 nexadbps 2006 r. Ne149-D3.

2. OenepanbHblii 3akoH "O ToOpsAIKE paccMOTpeHHs oOpamieHuii Tpaxaan Poccuiickoit
Oeneparun" Ne59-®3 ot 2 mas 2006 1.

3. Oenepanbublil 3akoH Poccuiickoit @enepaunu ot 22 oktsOps 2004 r. Ne 125 @3 «O06
apxuBHOM Jzene B Pocculickon @enepanym.

4, ®enepanbHbiil 3akoH PO "O nepconanbHbiX JaHHBIX" 0T 27 utoist 2006 1. Nel152-D3

S. ®enepanbHoro 3akoHa Poccuiickoit @eneparyu "OO6 snmekTpoHHON nHUdpoBoi moamucu”
ot 10 sauBaps 2002 roga Nel-®3

6. TumnoBast UHCTPYKIUS TIO JCTONPOU3BOJICTBY B (DellepalibHBIX OpPTaHax UCIOJHUTEIBHON
BJIAcTH [DJEKTpOHHBIA pecypc]. - OnektpoH. naH. — HoBocubupck : Cubupckoe
yHHuBepcuTeTckoe usgarensctBo, 2008. - 80 c. - Hoctyn u3 ObC «YHuB. 6-ka ONLINE». -
Pexum nocryma : http://biblioclub.ru/index.php?page=book&id=57402, TpeGyercs aBTOpH3anus
(mara oopamenus : 15.11.2016). — 3arJ1. ¢ skpaHa.

7. "TpynoBoit konmekc Poccuiickoit ®epepanuu”" ot 30.12.2001 N 197-®3 (pen. or
30.12.2015)
8. "Tunosoi perjaMeHT BHYTPEHHEM OpraHu3aln benepanbHbIX OpraHoB

UCTIOJTHUTENILHOW BJIACTH", yTBEPKACHHBIN nocTaHoBieHneM [IpaBurensctBa PO ot 28.06.2005
Ne452

9. KBanuduxaoHHblii  clIpaBOYHUK JOJKHOCTEH pyKOBOJAUTENEH, CHELHMATUCTOB U
JPYTUX CIyXKallluX, YTBepKIeHHbIH MUHUCTEPCTBOM TpyZa U COLMalibHOro pa3Butus PO or 21
aBrycra 1998 roga N 37;

10.  Ilpuka3z Munduna Poccun ot 22 nexadps 2003 r. Ne 1171 "O TpynoBbIX KHHXKKax"

11. [TocranoBnenne Muntpyna Poccun ot 10 okta0ps 2003 r. Ne 69 "OO yrBepxaeHuu
WMHCTpYKIIMHU MO 3aII0JHEHUIO TPYIOBBIX KHUXKEK"

12.  Tlocranosnenue [IpaBurenscrBa PO ot 16 anpenst 2003 1. Ne 225 "O TpyHOBBIX KHIKKAX
(c u3meHenusmMu Ha 6 despans 2004 r.)"
13. MeTroau4eckuMu PEeKOMEHAUSIMHE 110 Pa3pabOoTKe HHCTPYKIUH TI0 JeTONPOU3BOICTBY B

(denepanbHBIX OpraHax HCIOJHUTEIbHON BiacTH (YTBepxkaeHbl MpukazoM @DenepaibHOro
apXWBHOTO areHTcTBa ot 23 aexadps 2009 r. Ne 76).

14. [TocranoBnenuem I'ocynapcrBeHHoro komurera Poccuiickon deaepanuu no CTaTUCTUKE
ot 5 suBaps 2004 r. Ne 1 "O0 yrBepxkaeHUH YHHU(PUIMPOBAHHBIX (POPM MEPBUUYHON YUETHOMH
JOKYMEHTAIUH 110 YYeTy Tpy/a U €ro OIuIaThl".

15. [IpaBunamu pemonpous3BOACTBAa B (pemepadbHBIX OpraHax HWCIOJHUTEIBHOW BIIACTH,
YTBEPXKACHHBIMU NIocTaHOBJIeHNEM IIpaButenscTBa Poccuiickoit @enepanun ot 15 urons 2009
r. N 477.

16. "I[lepeueHb TUIOBBIX YNPaBIEHUYECKUX aPXUBHBIX JIOKYMEHTOB, 00pa3yloluxcs B Mpolecce
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JESTEIIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTAaHOB MECTHOT'O CAMOYIIPABJICHHS M OPTaHU3AIIHIA,
C YKa3aHUEM CPOKOB XpaHEHMs ", YTBEpKIEHHbIA MTpukazoM MunkyiasTypsl PO ot 25.08.2010
Ne558.

17. ®enepanbubiii 3akoH oT 27.07.2004 No 79-D3 «O rocynapCTBEHHOW TpakIaHCKOM
cityx0e Poccuiickoit @enepanun». — Ctates 18.

18. TOCT P MCO 15489-1-2007 «Cucrema cTtaHaapToB 10 HHGOPMAIMH, OUOJIMOTEYHOMY H
U3JIaTEIbCKOMY JIeny. YpaBieHue nfokymeHnTamMu. O01mue TpeOoBaHms»

19.10CT P 7.0.8-2013 CHUBUJ. [enonpous3BOJACTBO U apXUBHOE J€J0. TEepMHHBI H
OTIpeieNIeHusl.

20.I'OCT P 6.30-2003 YCJ/I. YaudunupoBaHHas CUCTEMA OPTaHU3AIMOHHO-PACTIOPAAUTEIBHON
nokyMmeHTaruu. TpeboBaHus K OPOPMIICHHUIO IOKYMEHTOB.

21.TTOCT 17914-72. OOmoXKHA A€l JUIMTEIbHBIX CPOKOB XpaHEHHsS. THIbI, pa3Mepsl H
TEXHUYECKHUE TPEOOBAHMUS.

22.  TOCT P 54471-2011/ISO/TR 15801:2009 «Cuctemsl 2JI€KTPOHHOTO IOKYMEHTO000POTA.
VYnpasnenue JgokymeHnrtanuei. Mudopmamnms, coxpaHsemMas B JJIEKTPOHHOM  BHJE.
Pexomenmanuu 1mo oOeCneYeHHIO JTOCTOBEPHOCTH M HaneHOCTHy/document/901862522/ (nara
obpaienus: 28.02.2017). - 3aru. ¢ skpaHa.

6.4. UnTepHeT-pecypchl.

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

2. YrpaBiieHHue IepCOHAIOM [ DJIEKTPOHHBIN pecypc] : calT KypH. «Yp. nepcoHaiom» / 3nar.
oM «Ymp. nepconaiom». — M., 2001 — 2015. - Pexxum moctyma: http://www.top-personal.ru,
cBoOoAHbIN (aTa oOpamenus: 01.11.2015)

3. YuuBepcurerckas 6ubnnoreka ONLINE [Onexktponnsiit pecypc] : [31€KTpoH.-OubnuoTey.
cucrema] / O-BO ¢ OorpaHud. OTBETCTBEHHOCTHIO «/lupekr-Memuax». - [M.], 2001 - 2014. -
Pexwum noctyna : http://www.biblioclub.ru, TpebyeTcs aBTopu3anusi.

4. YuaupepcuteTckas nHpopmanmonHas cucreMa POCCUS [DnekTpoHHBIN pecypc] : TeMaTud.
9eKTpoH. 0-ka / Hayu.-uccnen. Beruucaut. ueHtp MI'Y; ABTOHOM. HEKOMMEpU. OpraHU3aIus
«Uentp mudpopman. uccmen.». — OnmektpoH. maH. — M., 2000 — 2015. - Pexum nocryma:
http://uisrussia.msu.ru, TpedyeTcst aBTOpU3AIIHUSL.

5. OnexTpoHHas OubnMoTeka [DIEeKTPOHHBIM pecypc] // AIMUHUCTPATUBHO-YIPaBICHYECKUN
noptan. — Pexum pocryma: http://www.aup.ru/library, cBoOGogHBIN (1aTa oOpaleHus:
01.11.2015).

7. MaTtepuajibHO — TeXHHYecKasi 6a3a, HH(OpMaLMOHHBIE TEXHOJIOTHH, IPOTPAMMHOE
ofecrieyeHue M HH(POPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
IIporpammHuoe o0ecnieuenune
- C10 Axanemust
- O¢ucHsrit maker Microsoft Office.
- Mutepuer 6paysepsi (Opera, Google Chrome).
- I[Iporpammsel npocmotpa Bugeo (Windows Media Player).

TexHn4yeckune CpeacTrBa U1 MATCPHAJTBbHO-TEXHUYIECKOC o0ecrneyeHue AUCHUIIJIMHBI

Tabmuma 10
HaumenoBanue cieruanbHbIX OcHaleHHOCTh CHeUaTbHBIX [lepeuenn
MMOMEIEeHNH U MOMEIIEHNH I | MOMEIIEHNH 1 MOMEIIEHUH I JIMIICH3UOHHOT'O
CaMOCTOSITENILHON paOOThI CaMOCTOSITENTLHOW paboThI™ IPOrpaMMHOTO
o0ecrevyeHus.
Yyebuvie ayoumopuu ons DKpaH, KOMIBIOTEP C TOJKITIOYCHHEM K Microsoft Windows
npoeedeHUs: 3aHAMULL JIOKQJIbHOM CEeTH MHCTUTYTA, U BBIXOJOM
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JnekyuonHvlx 3anamuil (aym.Ne
313, Ne 315, Ne 317, Ne 319,
Ne321, Ne 345, No 347, Ne 349)

B MIHTEpHET, 3BYKOBOW YCUJIUTEIb,
AHTUIOIABUTEIb, MYJIbTUMEIUNHBIN
MPOEKTOP, CTOJIbI AYAUTOPHBIE, CTYJIbS,
TprOyHA HACTOJIbHAS, JIOCKA ayTUTOPHAS

Yuebnvie ayoumopuu o
npoeedenUs 3aHAMUL
CEMUHAPCKO20 MUNA, KYPCOBO2O
NPOEKMUpPOBAHUsL (BbINOTHEHUS
KYPCOBbIX pabom), 2pynnosulx u
UHOUBUOYATILHBLX
KOHCYIbMayuil, mexkyuje2o
KOHMPOJISL U NPOMENHCYMOUHOTU
ammecmayuu (ayo. Ne 214, No
216, No 218, Ne 236, Ne 304,
No325

HurtepaktuBHas qocka (Ne304), sxpaH,
KOMITBIOTEP C MOAKITIOYCHUEM K
JIOKaJIbHOW CETH MHCTUTYTA U BBIXOJIOM B
Nurepuer (NeNo236, 304,325), crosnbl
ayJMTOpPHBIC, CTYIIbs, TPHOYHA, IOCKa
ayTuTOpHAs

Microsoft Windows

Komnsvromepnuie knaccwi (ayo.
Ne 205, Ne 206, Ne 207, Ne 208,
Ne 213, Ne 215, Ne 217)

DKpaH, KOMIBIOTEP € MOJKIIOYEHUEM K
JIOKQJIbHOM CETH MHCTUTYTA, U BBIXOAOM
B IHTEpHET, 3ByKOBOW YCUIIUTEID,
AHTUIIOJABUTEIIb, MYJIbTUMEAUNHBII
IIPOEKTOP, CTOJIBI Ay IUTOPHBIE, CTYJIbS,
TpuOyHa HACTOJIbHAL, JOCKA ayAUTOPHAs

Microsoft Windows;
1C Bepcusi:
[pennpusitue §;
DNEeKTPOHHBIN
MEPUOIUYECKU I
CIPaBOYHHK
«Cucrema
I'APAHT»);
Cucrema
«KoHcynpTant
[Imroc B
HoBocubupcke»

Knacc oenoswix uep (ayn. Ne
224, No 226, Ne 228, Ne 230)

Hoyt6yku (10 10 i), BeIX0x B
Wurepuer 4/3 Wi-Fi, aymutopHast nocka,
ayJTUTOPHBIC CTOJIBI, CTYJIbS

Microsoft Windows

Jlabopamopus nuunocmnozo u

npogheccuonanbHo20 pazeumusi
(ayo. Ne 233)

[Tonmurpad «demuaa», KOMIOBIOTEp C
MOJIKJIFOUYEHUEM K JIOKAJIbHOU CEeTH
MHCTUTYTA U BBIXOJOM B MIHTEpHET,
TENEBU30P, KOJOHKH, DVD-
IIPOUTPHIBATEIND, 2 MY3bIKAJIIbHBIX LIEHTPA,
BHJIEOKaMepa, 2 BUJICOMAarHuTo(oHa,
METOINYECKUE MATEPUAIIBI (TECTHI,
METOJIMKH U T.11.), CTOJIb MUCbMEHHBIE,
CTyJb4, Ka(, TpuOyHa HACTONbHA,
CTeJlIaX, JOCKa ay/IuTOpHas, KOBPOBOE
MIOKPBITUE; CTEKJIO JIs1 OHOCTOPOHHETO
MIPOCMOTpa AJIsl IpoBeaeHUs HOKycC-

rpyni

Microsoft Windows

Ayoumopuu onsl
camocmosmenvhot  pabomol
ooyuarowuxcs (ayo. Ne 207, Ne
208)

[IpuHTEp-2 WIT. KOMOBIOTEPHI - 22 WT. €
noakiaoueHueM  k  HMHrepHery, K
JIOKAJIbHOM CeTH MHCTUTYTa (BKJIOYast

IIpaBOBbIE CUCTEMBI),
ABTOMAaTU3UPOBAHHOMN OMOIMOTEYHOM
MH(pOPMAIMOHHOM u JJIEKTPOHHOU
OuOIHMoTEYHOM CHCTEMAM, CTOJIBI

ayJUTOPHBIE, CTYJIbS

Microsoft Windows;
1C BEpCHS;
[IpennpusTue §;
ONEKTPOHHBIN
MEePUOTUYECKUI
CIIPaBOYHUK
«Cucrema
I'APAHT»);
Cucrema
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«KoHcynpTanT

ITmroc B

HoBocubupcke»
HUnpopmayuonno-pecypcuwiii Kommeroteppl ¢ moakmouyenuem  k | Microsoft Windows;
yenmp. Hngopmayuonno- | noxkanpHot cetn  ¢wmmana, LleHTpy | DIEKTpOHHBIN
oubruoepaghuueckui omoen c¢ | uHTepHET-pecypcoB u Murepuer, Wi-Fi, | mepuoanueckuii
yumanvHovlm 3a10om (ayo.Ne 204, | cTolIbl ayTUTOPHBIE, CTYJIIbS CIIPABOYHHK
abonemenm  (ayo. Ne 007) «Cucrema
(umerowast Mecma ons ['TAPAHT»);
obyuarowuxcs, OCHaWeHHble Cucrema
KOMNbIOMeEpamu ¢ OOCMynom K «Koncynbrant
bazam  OamHbIX U cemu [Tmroc B
Humepnem (ayo. Ne 101, Ne HoBocubupcke»

102)
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