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1. IlepevyeHb MIaHMPYEMbIX Pe3yJIbTATOB 00yUYEHUS 110 JUCHMUILIJIMHE, COOTHECEHHBIX C
IUVIAHUPYEMbIMHU Pe3yJIbTAaTAMH OCBOCHHS MPOTrPaAMMBbI

1.1 Jucuumnmua b1.5.21

«/loxymeHnTanmonHoe

o0ecrieyeHne U JICIONPOHM3BOJCTBO B

rocy/1apCTBEHHOM U MYHHIIMIIAILHOM YIPaBIEHUN» 00€CIIeYrBaET OBIaICHHUE CIIEIYIOIIUMHU
KOMIIETEHLIUSIMHU C YYETOM dTarla:

Tabmza 1
Kox HaumenoBanue Kon HaunmenoBanmue 3Tana
KoMIle- 3TANAa 0CBOEHUS
KOMIIeTeHIUH OCBOEHHS KOMIIETeHIIMHU
TEeHIUHU KOMMETEeHI[HN
YVK-4 Crooco0HOCTH YK -4.3. CrocoOHOCTh BECTH  JICTIOBYIO
OCYIIECTBIISATh MEPENHUCKY Ha PYCCKOM SI3BIKE
JIEJIOBYIO
KOMMYHHKAIIUIO B
YCTHOU u
MMACbMEHHOU
dbopmax
Ha TOCYJIaPCTBCHHOM
U MHOCTPaHHOM(BIX)
SI3BIKAX
OIIK-6 | CrocobHOCTB OIIK- 6.3. CrniocobHOCTB HCIIOJIb30BATh
pemiaTth CIPaBOYHO-UH(POPMAIMOHHBIE U
CTaHIapTHBIC 337291 CIIPABOYHO-TIPABOBBIE  CHCTEMBI
npodeccuoHanbHOM TUIS noucka W aHanm3a
JIeATEIIbHOCTH Ha HeoOxoauMol MHpOpMaLUU TIPU
OCHOBE pemieHnd  TpodeCCHOHATBHBIX
UH(OPMAIMOHHON U 3aJla4, WCIOJb30BaTh OCHOBHBIC
oubmorpaduaeckoit TIPUHITUTIBI OpraHu3aINH
KYJIBTYPBI C JIEJIONTPOU3BOJICTBA "
MIPUMEHEHUEM JIOKyMEHTO000poTa B
UH(OPMAITMOHHO- OpraHW3aIUsIX  BCEX  BHUJOB
KOMMYHHKAI[TOHHBI COOCTBEHHOCTH, TaKXKE€ METOJOB
X TEXHOJIOTUM H C JIEJIOTIPOU3BOJCTBA.
Y4€TOM OCHOBHBIX
TpeboBaHM
UH(POPMALIMOHHOM
0€30MacHOCTH

1.2. B pe3ynbTaTe OCBOCHHS JUCIUIUIMHBI y CTYJACHTOB JIOJIKHBI OBITH COPMHUPOBAHBI:

Tao0nuua 2.

OT®/T®

Koa arana ocBoenus
KOMIIeTeHIINH

Pe3yabTaTsl 00yyeHus

YK -
dhopmax oOyueHus

4.3 Ha Bcex

Ha ypOBHE 3HaHMI:
- OCHOBHBIE TIOHSATHS KYJIBTYPBI PEUH

Ha YPOBHE YMEHUU:

- OCYIIECTBIIATh PeueBoe 0OIEeHNEe B MICHbMEHHON U yCTHON
(bopme B COIMATIBLHO U MPO(eCcCHOHANIBHO 3HAYUMBIX chepax
(cormanbHO-OBITOBOM; COIIMOKYJIBTYPHOM; Hay4YHO-
[PaKTUYECKOH; MPO(ecCHOHANTBHO-IEIOBOI) HAa PYCCKOM H
MHOCTPAHHOM SI3bIKaX;

- AHAJIM3UPOBATH HNPCIAMET OGH.IGHI/IH, OpPTaHU30BbIBATH
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Ko hrana ocBoenus
KOMIIeTeHIIUHU

OTO/TD Pe3yabTarnl 00yyeHus

00CYyKIeHHE, YIIPABISATH OOIICHUEM;

—Ha YPOBHC HaBBbIKOB!:

-HaBbIKaMH COCTaBJICHHSA IIMCBMCHHBIX TCKCTOB I[CJIOBOfI
KOMMYHHKAIlUK Ha TOCYAAapCTBEHHOM MW HHOCTPAHHOM
MI3bIKAX

OIIK- 6.3 Ha YpOBHE 3HAHMI:

— OCHOB MH(OPMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUI
— 'OCTos, onpenenstoniue odmme TpeOOBaHMS U MPaBHIIa
cocTaBiieHUs] OMOTHOTpaUIECKUX CCHUIOK,
OoubIorpadguuecKoro onucaHus, CTpyKTypy 1 IpaBuiia
odopMIIeHUS TUCEMEHHON PaOOTEHI.

Ha YPOBHE YMEHUN:

— CaMOCTOSITEIbHO IPUMEHATh HHPOPMALIMOHHBIE
TE€XHOJIOTHH B IPOPECCUOHANBHOM 1€ATEIbHOCTH;

— 0(OpMIIATH JOKYMEHTAIIMIO B COOTBETCTBUU C
HOPMaTHBHOM 0a30i, MCTIONIB3Ys HH()OPMAITMOHHBIE
TEXHOJIOTMH U CPEJICTBA OPITEXHUKU;

— pa3pabaTbIBaTh CTPATErHIO U BECTU PE3YIbTaTUBHBIN
[OMCK HYKHOW MH(MOPMAIIUH B 3JIEKTPOHHBIX pecypcax
OUOJINOTEKH;

Ha YPOBHE HABBIKOB:
— aHaM3a Mpo(ecCHOHATLHO-TIPAKTUICCKON e TSIIbHOCTH
paboThI C UCTIOIB30BAHUEM OCHOBHBIX TPEOOBaHUMN
MH()OPMAIIMOHHON 0E€30MaCHOCTH C IPUMEHEHUEM
H(OPMAIMOHHO-KOMMYHHUKAIIHOHHBIX TEXHOJIOTUH;
—I/IH(bOpMaIII/IOHHO-KOMMYHI/IKaHI/IOHHI)IMI/I TCXHOJIOTUAMU C
y4E€TOM OCHOBHBIX TpeOoBaHUN MHGOPMAITMOHHOMN
0€30I1aCHOCTH;

— HaBBIKAMH oOecTiedeHus] HHPOPMAIIMOHHOM 0€30MacHOCTH
B OpFaHI/ISaHI/II/I;

2. O0beM U MecTO IMCHUILTHHBI B cTpykType OIT BO

O0beM TUCHUITHHBI

O6mas tpynoémrocts b1.5.21 «/lokymeHTanmoHHOE 0OecrieueHue 1 1eI0NpPOU3BOJICTBO B
FOCYyIapCTBEHHOM M MYHHIIMIIAJIGHOM YIIPABJIEHUW» COCTaBIAeT 3 3a4€THble enuHuipl, 108
4acoB.

KonuuecTtBo akageMHUYeCKMX 4YacoB, BBIJCIEHHBIX Ha KOHTakTHYHO palboTy cC
npemnojiaBareneM, cocranisger 48 yacoB (s o4HON (Gopmbl 00ydeHus): Jekuuu — 16 yacos,
npakTHueckue 3aHsaTus — 32 yaca. CamocrositenbHas paboTa coctasinser 60 4acos.




MecTto aucunmimasl B ctpykrype OII BO

Huctummuaa  b1.6.21  «/lokymeHTanmonHoe oOecrieueHne W JIeJIONPOU3BOJICTBO B
TOCYIapCTBEHHOM W MYHHIIMIAIBLHOM YIPABICHUM» NPEIyCMOTPEHA: Uil O4YHOW (hopMmbl
00ydeHus B 3 ceMecTpe.

Huctmmumaa  b1.5.21  «JlokyMeHTalmoHHOe oOOecTieueHrue U JICJIONPOU3BOJICTBO B
roCy/1IapCTBEHHOM U MYHHUIIMIAIBLHOM YIPABJIEHUU» OTHOCUTCA K JUCUUIUIMHAM 00s3aTeNbHON
yactu bnoka 1. «/lucuumausel (MOLy1n)».

dopma MPOMexKyTOYHOM aTTeCTallMi B COOTBETCTBUU C YUEOHBIM IIJIAHOM — 3a4€T.

3. Conep:kaHue M CTPYKTYPa AUCUUIIMHBI
Ounasn hopma odyuenusn

O0beM JUCHMILIMHBI , YaC.
®opma TeKyInero

KOHTPOJIsA

Cp yCIeBaeMOCTH,

NPOMEKYTOYHOM
arrecTanMu

KonrakTHas padoTa

Ne Haumenosanmue Beero o0y4aromuxes ¢

m\n Tem/pasfie/ioB npenoaaBaTeieM Mo BUAAM
Y4eOHBIX 3aHITHI
J JIP | I3 | KCP

1 [Ipenmer, conepkanue u
3a7a4M JUCLUIIINHBI

8 2 2 4 o, T

2 OcCHOBHBIE CBOMCTBA,
(YHKIINH 1 IPU3HAKH 8 2 2 4 O, T
JTOKYMEHTa

3 OOu1re HOPMBI U TIpaBHIIa
odopmiteHUs
YIPaBICHICCKHX
JIOKYMEHTOB

12 2 4 6 T,I'3

4 Cucrema
OpTaHU3aIMOHHO-
pacnopsAauTEILHON
)IOKYMCHTaHI/H/I

12 2 2 8 O, T,K-3

5 JlokyMeHTaImoHHOE
obecreyenue
KOJIJIETHATTLHBIX OPraHOB
yIpaBJICHHUS,
OpraHu3allys COBCIIAHUM,
KoH(hepeHInH, coOpaHuii

10 2 2 6 0O, K-3

6 Cucrema cripaBo4Ho-
WHPOPMAIMOHHON 1
AHATUTHYECKOU
JOKYMEHTalUU

9 4 5 0O, K-3

7 CoBpeMeHHOe JIeNT0BOoe
IIMCBbMO

6 2 4 T, K-3

8 CocraBiienne u
oopmienue
JIOKYMEHTAI[MH I10
JINYHOMY COCTaBY

5 2 3 O, T, K3

9 Opranuzanus u
TEXHOJIOTHSI PabOTHI C 12 2 4 6 O,KC
JIOKYMEHTaMU

10 | Opranmzanus
3JEKTPOHHOTO 10 2 2 6 O0,B
JIOKyMEHTO000pOTa




11 | Opranuzanus XpaHeHUs

ADKYMEHTOB | 12 2 4 6 0, T,K-3
obecreyenue ux

COXpPaHHOCTH.

12 | Jlenompou3BOACTBO 1O
YCTHBIM U MUCbMEHHBIM 4 2 2
oOpalleHusIM IpakJaH B
OpraHu3alMIo

IIpome:kyTOuHas aTTecTauus 3a4€T

Bceero 108 16 | | 32 | | 60

Ipumeuanue: gpopmer mexyujeco konmpoaa ycnesaemocmu. onpoc (0O), svicmynnenue (B), mecmuposanue (1),
ketic-3a0anue (K-3), epynnosoe 3aoanue (I'3), kpyenviii cmon (KC).

Coz[epmalme AUCHHUIIIMHBI

Tema 1. IIpeamer, coaep:kaHue H 3214 U CHUTIITHHBI

«JloKyMEeHTallMOHHOE OO0ecleYeHne | JENIONPOU3BOJACTBO B TOCYJAapCTBEHHOM H
MYHUIUIAJILHOM YIPaBICHUW» KaK yueOHas qucuuIuivHa. Llenb u 3agaun JUCIUIUIMHEL.

Ponp noxkymeHTa u MH(OpMaIMK B KU3HU 4YeloBeka U obmecTBa. JlIokyMeHTHI B chepe
IpaB U ynpapieHUs. JJOKyMEHT Kak MHCTPYMEHT yIpasieHHs. BiusHue HaydHO-TEXHHUUYECKOTO
nporpecca Ha pa3BUTHE Jo0KyMeHTa. COBpeMEeHHbIE BU/IbI U TPEOOBaHMS K JOKYMEHTaM.

OCHOBHBIC TIOHATHA W OIpENEeNeHUs: JOKYMEHT (ero cBOHCTBa W  (yHKIHH),
JIEJIONPOU3BOJCTBO (LIE€H, 337a4d U MPUHIIMIIBI), TOKYMEHTOBEACHHE, TOKYMEHTOO00pOT. Busl
JOKYMEHTOB M WX Kiaccupukanus. YHUPHUKAIUSA W CTAaHAAPTH3ALUs  YIPaBICHUYECKUX
JIOKYMEHTOB.

HopmatuBHas 0a3a JOKyMEHTAllMOHHOTO OOECIEYeHHs] YIpaBiIeHUs U €€ YpPOBHHU
(3aKOHOJATENIbHBIE  aKThl, I[OJ3aKOHHbIE  HOPMATHUBHO-IIPABOBBIE  AKTbl, HOPMAaTHBHO-
METOJMYECKHE TOKYMEHTHI) B OPraHU3alUsIX U B OPraHax roCyJapCTBEHHOH BJIACTU M OpraHax
MECTHOIO  camoymnpaBieHusa. l'ocynapcTBeHHble M OTpacieBble  CTaHAapThl  Ha
YHU(PUIIMPOBAHHBIE CUCTEMBI JTOKYMEHTALIUH.

JlutepaTypa: MOHOTpapuu, NEPpUOIUIECKHIE, CIPABOYHBIE U METOANYECKHUE U3/IaHUS.

Tema 2. OcHOBHbBIE CBOCTBA, QYHKIMH ¥ MPU3HAKH TOKYMEHTA

CooTHomieHne NOHATUN «uHGpOpMaLUss» U «IOKyMeHT». CBsA3b HHOpPMALUU U
JnokyMeHTa. Posib HHpOpMauu B cOMANbHBIX U S9KOHOMUYECKUX mporeccax. MHpopmarus kak
OCHOBa MPUHATUS YOpaBiieHYeckoro pemeHus. Ponb mHpOpManuum B aBTOMATH3UPOBAHHBIX
CHUCTEMAX.

Bo3HUKHOBEHHE JOKYMEHTa, €ro 3HaueHue. TpaHchopMaius HOHITHUS «IOKYMEHT.
Omnpenenenne NOKyMEHTa B FOCYAapCTBEHHBIX craHiaprax. CBoiicTBa W (pyHKUIMH TOKYMEHTA.
ConuanbHbli, NPaBOBOM W HUCTOPUYECKHM xapakrtep nokymeHTa. [loHsTHE opuruHana.
YMHOKEHHbIE OpUTHHANBl. YEepHOBUKM U OENOBUKHM TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl.
Penakuuu. Ilonstne «nognuHHUKY». OCHOBHBIE NpHU3HAKW MOJUIMHHUKA. [lonnmuHHBIE WM
MOJJIOKHBIE JOKYMEHThl. Bunbl anbcudukammu nqokymeHToB. DanbcuuKkanus colepikaHusl.
Wnrepnonsiuus. danbcudukaius coctaBa yaocToBepeHus, OnaHka. Dunurpanu (OymakHble
BO/IsIHBIE 3HAKM). [leuaTn.

[Tonsatne «xomus». Mcropuueckoe pa3BuUTHE KONMW. Buuapl komwil, omnpeaenseMsIx
crocoboM wux BocrpousBeAeHus. Komuu, pasnuuaemble M0 crnocoOy HUX YAOCTOBEPEHUS.
[TonsiTHE W WCTOPUYECKUN XapakTep CMOCOOOB JOKYMEHTHPOBAaHMs. 3BYKOBas pedb, €&
BO3MOXXHOCTH M HEJIOCTAaTKH B 3aKpeIUIeHWHu U nepenade uHpopmauuu. PazButue rpaduxu
pycckoro nuceMa. Cxkoponuck. CteHorpadusi.

[IpuMeHeHne TEKCTOBOrO TOKYMEHTHPOBaHUA. TeXHU4YEeCKOe T0KyMeHTHpoBaHue. PoTo-,
KHHO-, ¢doHo-, TEIEA0KYMEHTUPOBAHHUE. N3srorosnenue MalIMHOYUTAEMBIX "
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YeJIOBEKOMAIIMHOYUTAEMbIX JOKYMEHTOB. MaTepuaiibl JUisi TEXHUYECKOTO JTOKYMEHTHUPOBAHUS.
Mamunnble HocuTenu uHpopMauuu. BrnusHue HOcuTens MHGOpPMAIMM Ha JIOJITOBEYHOCTH U
CTOUMOCTbH JIOKYMEHTA.

Tema 3. O611He HOPMBI M TpaBuJIa oGopMIIeHHs YIIPABJIeHYECKHUX JOKYMEHTOB

[Tonstue «pexBuszut». IlocrosiHHbIe U mepeMeHHbIe PeKBU3UTHI. [loHsTHe «hopmyrsp
nokyMmeHTa». OcoOeHHOCTH (QOpMYJISPOB JOKYMEHTOB, MOJIYYEHHBIX Pa3IUYHBIMU criocoO0aMu
JOKYMEHTUPOBaHUA. VHIMBHUIyanbHBIM W TUIOBOM dopMynsap nokymeHta. Dopmynsap —
obpaserr.

Bompocel  1OKyMEHTHpOBaHHS, COCTaBiIeHUS H  OQOPMJICHHS JIOKYMEHTOB B
3aKOHOJATEIbHBIX W HOPMATUBHBIX aKTax. YHUUKaLUS [JIOKYMEHTOB. BHyTpuBHaoBas
yaudukanus. Pa3Butne yHudukanuu W CTaHIapTU3AlMH JOKYMEHTOB. ['ocynapcTBeHHbIE
crangaptel Ha JokymeHThl. ['OCT P 7.0.97-2016 «Cucrema craHgapToB Mo HH(POpPMAIIWH,
OMOIMOTEeYHOMY M M3JaTeNbckoMy Aeny. OpraHu3aluOHHO-PACIOPAIUTENbHAS TOKYMEHTALIHS.
TpeGoBanusi K OPOPMIICHUIO JOKYMEHTOB». PEKBU3UTHI, periaMeHTHPyeMble TOCY1apCTBEHHBIM
cTaHaapToM. ABTOp JokymeHTa. Ponb Gmanka B odopmiienun gokymenta. CocraB OjaHka,
MOPSAOK PACIOJOXKEHUSI PEKBU3UTOB B OylaHKe. bBlaHku ¢ yriaoBeIM M IEHTPaIbHBIM
pacmojoXeHrueM pekBU3UTOB. IlpaBunma KOHCTpyHpoBaHUS OllaHKa. ABTOPBI  JIMYHBIX
nokymeHToB. Iloamuce, mewyath Kak npu3Haku aBTopa. Bua nokymenra. Pa3BuTue BHUIIOB
JIOKYMEHTOB. BU/IbI TOKYMEHTOB, ONpeIesieMble 3aKOHOJaTEIbHBIMU 1 HOPMATUBHBIMU aKTAMH.
CBs3b BUIOB JOKYMEHTOB W (DYHKIIMI ympaBlieHUs. YKa3zaHUE BHJA JIOKYMEHTa, €T0 MECTO U
Ha3HayeHne B (GOopMylsape [TOKyMEHTa. 3aBUCUMOCTh (OpPMBI JIOKYMEHTa OT €ro BHJA.
Ob6o3nauenue anpecara. [lpaBuina HamucaHus aapecata M MECTO yKa3zaHUs ajpecara B
dopmynsape gokymenTta. OtpaxkeHue chepbl IelcTBUS JOKyMEHTa B ero azapecate. [lopsmox
opopMIIeHHS TOKYMEHTa C HECKOJbKUMHU ajapecatamu. llopsgok odopMieHHs MOYTOBOTO
agpeca. Jlara  gokymeHTa. 3HaueHHE  JAaTUPOBaHUS  JOKyMeHTa. TouyHble  JaThl,
XapaKTepU3YIOIINe 3JeMeHThl hopmyssipa. ABTOpCKHE AaThl (COCTaBICHUE, TOANKUCAHUE), 1AThI,
oTHOcsMecs K coaepxanuto. Jlatel oOpaboTku mokymeHToB. [lopsmox odopmiienus ngar.
CocraB ygocroBepeHus 1oKkyMeHTa. COCTaB yI0CTOBEPEHUSI TEKCTOBBIX JOKYMEHTOB Pa3IuyHbIX
kareropuii. Mecto noanucanus B GopMyIsipe T0KyMEHTA.

Ilesvatn m wux Ha3HadeHue. Buawsl mnewareld. [ocynmapcTBeHHass repOoBasi Iedarth.
3aKOHOJATEIbCTBO OO0 M3TOTOBJICHMM M HCHOJIb30BaHMU meyaTd. llopsiiok mpocTaBieHus
nevarell Ha JJOKyMEHTax. Y TBepxkaeHne JokyMeHToB. CocTaB rpuda yTBepKaeHHUsl, OPsIOK €ro
opopmieHus, MecT B ¢opmynspe aokymeHTa. OTMETKM Ha JOKyMeHTax. MXx poiab B
MPOUCXOKICHUH U HWCIOTHEHUU JOKYMEHTOB, MeCTO B Qopmyisape mokymeHTa. Ocoboe
Ha3HaueHHE pe3oionuu. TpeboBanme k e€ coxepkanuio U odopmieHuto. OTMETKH O
MIOCTaHOBKE JJOKYMEHTA Ha KOHTPOJIb, UCIIOJIHEHUH JTOKYMEHTA U Jp.

[loHsiTHE «TEKCT JOKyMEHTa» TMpU Pa3IUYHBIX CIOco0ax JTOKYMEHTHPOBAHMS.
CopepxaHue NMPOCTHIX U CIOXKHBIX JOKYMEHTOB. [lopsnok HM370%KEHUS TEKCTa JTOKYMEHTOB.
Jlormueckast cTpykTypa TekcTa. B3auMocBsizb cogepxkaHuss M (QOpPMBI  JTOKYMEHTA.
@opmanuzanusi TEKCTOB JOKYMEHTOB. AHKeTa, Tabimuua. OcoOeHHOCTH CTPYKTYpbl TEKCTa
OpraHU3alMOHHO-PACHIOPSAAUTENbHBIX JTIOKYMEHTOB. DJIeMEHThl TekcTa. [loHsTHE «3aroioBok
JnokyMeHTa». Ha3HaueHue 3arosioBka, ero Mecto B (opmyispe AokyMmeHTa. llpunoxeHus x
TEKCTy U MOpsioK ux odopmieHus. IIpaBonucanue HazBaHMM YUYpeXIAEHHM, OpraHu3alui,
npeanpustuil. [IpaBonncanne Ha3BaHWM TOKyMEHTOB. IIpaBomucanue HOMKHOCTEW W 3BAaHUMN.
[IpaBonucanue  fmat, uyucen, 3HaKoB. CHHTaKCHYeCKHE OCOOCHHOCTH  JIOKYMEHTOB.
CuHTakcuyeckrue KOHCTPYKIUH.

VHudukanus [TOKyMEHTa KaK OJHO W3 HAIpaBJICHUH €ro COBEpPUICHCTBOBAHMUS.
[Ipenmocbuiku ¥ MeTon yHUDHUKAUWU. YHUDUKALMS CTPYKTYpbl TEKCTa. JIEMEHTHI
dbopmanuzaruu. PopMaTn30BaHHBIM XapaKTep TEKCTOB IJIAHOBOW M yUETHOW JOKYMEHTAIWH.
VYHuudukanus a3pIKoBbIX cpencTB. Dopmbl yHUDUKAIIMN: TUITOBOM, TpagapeTHbIN TEKCTHI.



Tema 4. CucremMa OpraHu3anMOHHO-PACTIOPSIAUTEIbHON JOKYMEHTAINH

Cucrema oOpraHuM3allMOHHO-TIPABOBOM [OKyMEHTallMu, €€ Ha3HaueHHWe U COCTaB.
CocraBnenue u ohopMmieHHE OTAEIbHBIX BHUAOB OPraHU3ALMOHHO-TIPABOBBIX JIOKYMEHTOB.
OcHoBHbBIE BUIBI U TPEOOBAHUSA K COCTaBICHUIO U OGOPMIICHHIO OpPraHU3AIIMOHHO-TIPABOBBIX
JIOKYMEHTOB.

Cucrema pacnopsIuTeNbHON JOKyMeHTauuu, e€ HazHaueHue u cocrtaB. [Ipouenypa
U3JIaHUSl PACTIOPSIUTENBHBIX JTOKYMEHTOB B YCIOBHUSIX eIuHOHauyanus. HasHaueHue u BB
pacnopsIUTeIbHON  JOoKyMeHTanuu. TpeboBanus k e€ odopmienuto cormacio ['OCT.
CocraBnenue u odopmiieHHE MPOEKTOB PACHOPSAIUTENBHBIX JTOKYMEHTOB (IIOCTaHOBJICHU,
pEIICHUH, MPUKA30B, PACTIOPSHKEHUN, YKA3aHUH ).

Haznauenune pacnopsauTesNbHON JOKYMEHTAllMM B YIPAaBJICHYECKOH JAeSITeIbHOCTU
oprana Biactu. CocTaB pacnopsIUTENbHON JOKyMeHTauuu: PacrnopsiauTenbHble JOKYMEHTHI,
u3JlaBaéMble IPU  KOJJICTHAJbHOM MPUHSATHH  pelIeHUi (IOCTaHOBJICHHE, PpEUICHHE).
PacniopsimuTenbHble TOKYMEHTHI, W3/1aBaeMble MPU €AMHOIMYHOM MPUHSATHH pelIeHui (IpuKas,
pacnopsbkeHue, ykazanue). [lpouenypa MOJATOTOBKM — pacHoOpSIUTEIbHBIX  JIOKYMEHTOB
(mpukazoB, pacnopsikeHui). [lopsaok U3gaHus COBMECTHBIX PACTIOPSAUTEIBHBIX JIOKYMEHTOB.
OdopmneHne pacmopsiAUTEIbHBIX TOKYMEHTOB. DOpMyIsp pacmopsauTeNIbHOTO JTOKYMEHTa,
COCTaB PEKBH3UTOB, MpaBuia ux odopmiieHus. TpeOoBaHHS K TEKCTaM PacCHOPSIUTEIBLHBIX
nokymeHntoB. [lpaBunma cocraBieHuss mpeamOysbl  (KOHCTATUPYIOIIEW 4YacTH) TeKCTa
pacniopsiauTenbHOro AokymeHTa. IlpaBmiia coctaBneHuss ¥ OQOPMIICHUS PACTIOPSIUTEIHHON
YacTh TeKCTa. TUIOBBIE SI3BIKOBBIE OOOPOTHI, UCIOIb3YeMble B TEKCTaX PaCHOPSIUTEIbHBIX
JIOKYMEHTOB.

OcoOeHHOCTH COCTaBIICHUSI PACHOPSAUTEIBHBIX JOKYMEHTOB B DPA3JIMYHBIX CHUTYallUs
yIpaBIECHUYECKON AESITETbHOCTH.

Tema S. /lokymeHTanHOHHOE O0ecneyeHHe KOJIETHAJIBHBIX OPraHOB YIpaBJIeHHS,
OpraHu3anus coBellaHuil, KoH(pepeHuuii, coOpaHuii

Hpouez[ypa HU3JJaHUA paclopAgUTCIIBHBIX OOKYMCHTOB B YCJIOBHAX KOJUICTUAJIBHOI'O
ynpasieHusi. BapuanTel noanucanuss npotokona. OdgopMmieHHe BBIIMCKM M3 IPOTOKOJIA
KOJUIETHAJIbHOTO OpraHa yIpaBlIeHUs.

Kommiiekc  opraHM3allMOHHO-TEXHMYECKMX  MEPONpPUATUH IO  OpraHu3aluud U
MIPOBEICHUIO COBEIIAaHUM, KOH(PEPEHIIHN, coOOpaHuil (ajiee - COBEIIaHmil): BEIpa0OTKA MOBECTKH
JIHS U OIpENeJeHHE Kpyra IpeaIojlaraéMblX YYaCTHHKOB; O3HAKOMIJICHHE C IOBECTKOM JIHS
IperoiaraéMbIX y4aCTHHUKOB; BbIpaOOTKa perjaMeHTa COBEIaHUs; MOATOTOBKAa MaTepHajoB,
HaMEYaeMbIX Ul pacCMOTPEHHsS Ha COBELIAHWMM (JOKJIajga, COAOKJIAAa, CIPaBOYHO-
MH(OPMALIMOHHBIX MaTepHalloB, NPOEKTa pEeIIeHUs); opraHu3aius padoThl CeKpeTapuarta;
TEXHHYEeCKoe oOecreueHre NpOBEeIeHUs COBEUlaHMs (ayauo- M BHJeoammaparypa U Ap.);
JOKYMEHTHpOBaHHE pPalbOThl  COBEUIaHUs; O(OPMIIEHHE JOKYMEHTAJbHBIX MaTepHuajoB
COBEIllaHUs (M3rOTOBJIEHUE MPOTOKOJA, UTOTOBBIX MaT€pHaJIOB, pa3MHOXKEHHE U oOecreueHue
UMM YYaCTHUKOB COBELIAHUS).

Tema 6. Cucrema cnpaBoYHO-UHHGOPMAIHOHHON M AHAJTUTHYECKOH TOKYMEHTAIUN

Haznauenne uHQOPMAIIMOHHO-CIIPABOYHOM M aHAJIUTHYECKON JIOKyMEHTallUh B
ynpaBieH4Yeckoil  gestenbHocTH.  Kiaccupukanuss — MHGOPMAIMOHHO-CIPAaBOYHBIX U
AQHAIUTUYECKUX JIOKYMEHTOB (110 Ha3HAYEHUIO, TI0 ajjpecaTy U Jp. Mpu3HaKaM). XapaKTepUCTHKa
OCHOBHBIX BHUJOB MH(QOPMAIIMOHHO-CIIPABOYHBIX M AHAJUTUYECKUX JIOKYMEHTOB ([IOKJIaTHBIE,
CIIy’)KeOHble, aHAJUTUYECKHE, MOSCHUTEIbHbIC, OOBSICHUTENIbHBIE 3alMCKH, AaKThl, CIPaBKH,
IPEI0KEHUS, IPEACTABICHUS).

[Ipouenypa mOATOTOBKM, COCTaBI€HHS M O(GOpPMIIEHUS 3alHCOK  (JIOKJIaJHBIX,
CIIy’)K€OHBIX, OOBSCHUTEIbHBIX, AHATUTHYECKUX ), CIIPABOK, aKTOB, 3asBICHUM, MpeCTaBICHHH,
CIIMCKOB, IIEpEYHEN U JIp.

Tema 7. CoBpeMeHHOe 1e/I0BO€ NHCHMO

9



JenoBas (cmyxeOHas ) epemnucka. Posib 1 Ha3HaUeHHUE ACTOBOM NMEPEMUCKU KaK CPEACTBA
U crioco6a nH(opMaIMOHHOTO0 0OMeHa MeX/1y OpraHaMM BIIACTH, OPTaHU3AIMSIMH, TPaXIaHAMU.
Buasl 1OKyMEHTOB, COCTaBISIONIMX MEPENUCKY (JeI0BOE MHUCHMO, TejerpamMma (TeNeKc),
teneoHorpamma, (akcorpamMma, 3J€KTPOHHOE MHCHMO), OCOOEHHOCTHM HUX HCIIOJIb30BAHUS B
yIpaBICHYECKON AESITETbHOCTH.

Knaccudukanus nenoBeix nuceM (1o cdepe npuMeHEHUs, 0 Ha3HAYCHHUIO, TI0 MECTY B
uH(pOpMallMOHHOM oOMeHe u Ap. mpusHakam). CocTaB pEeKBU3UTOB JI€JIOBOr0 nuchMma. biank
nenoBoro mnucbMa. OOmme TpeOoBaHUS K OGOPMIICHUIO JENOBBIX IHCEM, OCOOEHHOCTHU
oopMmIIeHHS JAETOBBIX IHCEM OTIENbHBIX PA3HOBHIHOCTEH (COMPOBOIUTENHHOE IHCHMO,
NUCHMO-TIPOCK0a, 3a1poc, MpeUIoKeHne, TpeOOBaHUE, TapaHTUIHOE U TIP.).

CocraBiieHne TeKcTa J1eJ0BOro nucbma. KommnosunnonHasi CTpyKTypa JeJI0BOTO MHUChMa,
A3bIK M CTWJIb JEJIOBOr0O NUchMa. [ IucbMEHHBIN E€0BOM ATUKET BEICHUS JEIOBOM NEPENUCKHU.

OcobeHHOCTH BeIeHUS 3JIEKTPOHHOM MEPENUCKH.

Tema 8. CocraBiienue u opopmiieHHe JTOKYMEHTANMH 110 JJUYHOMY COCTABY

JlokyMeHTanusi 10  JIMYHOMY COCTaBy KakK  IIOJICUCTEMAa  OpPraHMU3alMOHHO-
pacrnopsiANTEIbHON JTOKYMEHTAllMU. 3aJaud YIpPaBJICHUS, pPelllaeMble MPU MOMOIIM KaJpOBbIX
JOKYMEHTOB  (JIOKYMEHTHUPOBAaHUE TpPYAOBbIX MpaBooTHOIIeHUH). CocTaB JIOKYMEHTOB,
oopMIISIEMbIX B KaapoOBOH Ciy)k0e: MEepBUYHBIX, YUETHBIX, PACHOPSAUTEIbHBIX, JIMYHBIX, 110
COIMAIbHOMY 00€CTICUEHHUIO.

[Mopsanox odopmiieHuss U cOCTaB TOKYMEHTOB IpH MpHEME, YBOJIbHEHHH, MEPEBOJE Ha
Ipyryio paboTy, NpeAoCTaBlIeHHE OTIYCKa, O(OPMIIEHHWE MOOMPEHUH, ITUCIHMILTHHAPHBIX
B3bICKaHUU.

Tema 9. Opranu3anusi U TeXHOJOTHsA Pad0ThI € JOKYMEHTAMU

TexHonornn MOKYMEHTOOOOpOTa: co3lnaHue, o0paboTKa, XpaHEHHE W HCIOJIb30BAHUE
JIOKYMEHTOB B TEKYLIEH A€ATEIbHOCTU OpraHu3aluy, yupeKIaeHus, npeanpuarusi. Opranuzanus
JBUKEHHUSI JOKYMEHTOB, IIOCTYHAIOIIMX B YUPEXKJEHHUE: OKCIEIULMOHHas o0paboTka u
COPTUPOBKA JIOKYMEHTOB, IIPEIBAapUTEIBHOE PAaCCMOTPEHHE JIOKYMEHTOB, BKIIIOUYECHHE
nokymeHToB B COJIO (ckaHMpOBaHUE JOKYMEHTOB, PETUCTpalMs M Jp.), PacCMOTPEHHE
JIOKYMEHTOB PYKOBOJICTBOM U BBIHECECHHE PE3OJIIOLIMM, IIEpPeIada JOKYMEHTOB Ha UCIIOJIHEHUE.

Opranuzanus JBUKEHUS OTIPABISEMBIX JTOKYMEHTOB: IMOATOTOBKA MPOEKTa TOKYMEHTA,
COIJIacOBaHWE (BU3MPOBAaHUE) TNPOEKTa C 3aMHTEPECOBAHHBIMM  MOJpPA3JEICHUSIMH U
JOJDKHOCTHBIMM ~ JIMLIAMH, JOpabOTKa MpoeKTa JOKYMEHTa, OQOpMIIEHHE JIOKYMEHTa,
NOJNMCAaHUE W/UIN YTBEpXKJIEHUE JIOKYMEHTa, BKIOYeHHne oduuumansHoro qokymenra B C9J10
(peructpanusi JOKyMEHTa, CKAaHUPOBaHUE U [p.), OTIpaBKa JAOKyMEHTa ajapecaram, repeaaya
JIOKyMEHTa Ha XpaHEHHUE.

Opranu3zanys ABMKEHNUS BHYTPEHHUX TOKYMEHTOB.

PernameHTanust €ATENBHOCTH  CIYKOBI  JIEIONPOU3BOACTBA HA BCEX  YPOBHSX
ynpasneHus. [lonoxxeHune o ciayx0Oe AeTOoNpoU3BOACTBA, MHCTPYKIMS MO JIEJIONPOU3BOJICTBY;
JIOJDKHOCTHBIE MHCTPYKIUM, opraHuzanus padounx mecT. COBpeMEHHbIE OpraHU3allMOHHBIE
dbopmbl CITy’)KOBI J1€TTOTPOM3BOICTBA. PernmamenTanuss OCHOBHBIX 3amad u ¢GyHkuwmii JJOVY.
Pa3znenenue Tpyaa Mexay noapasaeaeHUsIMU U UCTIOJIHUTEIISIMHU.

[IpaBoBast 0a3a 1eI0NPOU3BOACTBA KaK COBOKYITHOCTh 3aKOHOB, HOPMATHBHO-IIPABOBBIX
AKTOB, OpPraHM3allMOHHBIX U METOJUYECKHX JOKYMEHTOB, TOCYIapCTBEHHBIX CTaHIApTOB,
perJaMeHTUPYIOIINX

WHcTpykuys 1o JAEIONpOM3BOACTBY — OCHOBHOM HOPMATHUBHBIM akT OpraHHU3alH
JEIIONPOU3BOACTBA. THUIMOBbIE W WHAMBUAYalbHbIE HWHCTpYKUMU. [lopsimok pa3zpaboTku,
coJiep)KaHue, NpaBuila yTBEPXKACHUA U BHenpeHus. [lnaHupoBaHue, opraHus3anysi 1 METOAMKA
koHTposst coctostHus JIOY u oOecnedyeHHs COXPaHHOCTH JOKYMEHTALIUU B YUPEKICHUH U
CTPYKTYPHBIX nofpazaeneHusx. O0padoTka NOCTYMAIOMIMUX JOKYMEHTOB (0JI0K-cXxeMa paboThl C
BXOJIIMMH JOKyMeHTaMu). O0paboTka OTHpaBiIsieMbIX JTOKYMEHTOB (OJOK-cxemMa padoThl ¢
UCXOIAUIMMHU JOKyMEeHTaMH). Perucrpanuss m KOHTPOJb HUCIOJHEHHUS JOKyMeHTOB. JKypHan
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pEerucTpalyi BXOISAIUX U HMCXOJAIIMX JOKYMEHTOB. TeXHOJOrusi paboThl C HCXOAALIMMHU
JOKYMEHTaMH (MHUIIMATUBHBIMU M OTBETHBIMHU ).

TexHonornueckoe oOecrieueHHE KOHTPOJI HCIOJIHEHUS JOKYMEHTOB, IOCTaHOBKA Ha
KOHTPOJb, paboTa ¢ KOHTPOJIBHOW KapTOTEKOM Ha JOKYMEHTHl M Ha YCTHBIC 33JaHUSl U
HOPYYEHUsI PYKOBOJUTENS, INPOJUIEHUE CPOKOB HCIOJHEHHUS, CHITHE C KOHTpOJsL. Buuel
KOHTPOJISL.

Cucrtematu3zays JOKYMEHTOB (COCTaB/IeHME HOMEHKJIATyphl jaen). PopMupoBaHue el
10 KJIACCU(HUKAIIMOHHBIM IpPU3HAKaM, TpeOOBaHUS K (OPMHPOBAHUIO /e, oOpMIICHHE JIeT B
narnkax.

WudopmannoHHo-cripaBoynas  paboTa. KauecTBeHHBIE M KOJINYECTBEHHbIE
XapaKTEePUCTHKHU TOKYMEHTOO00pOTa.

Opranuzanus [JelONpOM3BOJACTBA B oOpraHax BJAcTH. TUIIOBas HHCTPYKUHUSA I10
JIeJIONIPOU3BOCTBY B (heJlepajIbHbIX OpraHax MCIOJIHUTEIbHON BIACTH.

Tema 10. Opranuszanus 3JJeKTPOHHOI0 JOKYMEHT0000poTa

Ocob6eHHocTH  pabOTBl €  3JEKTPOHHBIM JIOKYMEHTOM B TOCYJapCTBEHHOM U
MYHULIMIIAJIbHOM yHpaBieHuu. HopMaTuBHO-IIPaBOBbIE aKThl U I'OCYJApCTBEHHBIE CTaHIAPTHI,
perilaMeHTUPYIOLMEe OpraHU3alui0 JJOKYMEHTOOOOpOTa € 3JIEKTPOHHBIMU JOKYMEHTaMH.
IOpuanueckas 3Ha4MMOCTb 3JEKTPOHHOTO JOKyMeHTa. HasHaueHue, BUABI 3JIEKTPOHHOMN
HOJIKMCH U UX MCIIOJIB30BaHUE B TOCYAAPCTBEHHOM U MYHUIIMIIAJIbHOM YIPABJICHUU.

[Tonsitue cuctembl 3JEKTPOHHOTO JOoKymMeHTooOopoTa (C3OM0), naznauenue CI/I,
byukuu CO/1. TpedoBanus k CO/I.

Me:XBeTOMCTBEHHBIA 3JEKTPOHHBIA JTOKYyMEHTOO0OpOT. CucTeMa MEKBEIOMCTBEHHOIO
AMEKTPOHHOTO JokyMeHTooOopota (MDJI0), Haznauenue u ¢ynkuuu MDJIO, crtpykTypa
M3JI0. Buasl nokymeHToB, nepecbuiaeMbix mo M3J10. CTpykTypa 3JIeKTpOHHOTO COOOUICHUS
M3/J10.

Cucrema MexXBEOMCTBEHHOT'0 AIEKTPOHHOIO B3auMoelcteus (CMOB). Pois CMOB B
peanuzanuu GYHKIUN 3JIEKTPOHHOTO mpaButTenbeTBa. Ctpykrypa CMOB. [Ipumenenne CMOB
IIPHU IIPEIOCTaBICHUU TOCY1apCTBEHHOM yciryru B ML,

Hcnonb3oBanue COJIO 1 aBTOMAaTU3aUN MAPIIPYTHBIX KapT ABUKEHUS SJIEKTPOHHBIX
nokymentoB B opranmzanmu (Workflow). ApxuBHOe XpaHEHHE IJIEKTPOHHBIX JOKYMEHTOB B
opranuzaiui. OcoOEHHOCTH TepeAayd AJIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE B
BEJIOMCTBEHHbBIE U TOCY/1apCTBEHHBIEC APXUBBI.

HopMaTuBHO-IpaBOBBIE  aKThl, OPraHU3AallAOHHBIE M METOJUYECKUE JOKYMEHTHI,
rOCy/IapCTBEHHbIE CTAaHJApTE, PETrJaMEHTHPYIOIIMX TEXHOJOTHI0 pabOThl C 3JIEKTPOHHBIMU
JOKYMEHTaMH B TOCYJapCTBEHHOM M MYHHUIIMIIAIILHOM YIIPABJICHUU.

Tema 11. Opranusanus XpaHeHus! IOKYMEHTOB M o0ecrieyeHre HX COXPAHHOCTH

Cucrtematu3zanusi JOKYMEHTOB KaK OCHOBA OpPTaHW3AIlMM WX TOCIEIYIOUIETO XPaHECHUSI.
Homenknarypa aen opraHu3aliy Kak cxema CUCTeMaTH3aluK TOKyMEHTOB. Buabl HOMEHKIaTyp
nen (THIOBBIC, TPUMEPHBIC, WHIAWBHIyaIbHBIC), MPHHIUIBI TOCTPOSHUS HOMEHKIATYPHI JIE.
Cpok JneificTBUS HOMEHKJATypbl neid. OCHOBHbIE 3Tamnbl pa3padOTKW HOMEHKJIATYphl el
opranuzauu. [lopsaok odopmileHHs, COTIACOBaHMS, YTBEPKICHHUS U BEICHUS HOMEHKIIATYPbI
nen. OdopmieHrne UTOroBoi 3aucH B HOMEHKIaType fen. KoppekTupoBka HOMEHKIIATyphI Jell.

[onsitue «aenoy. Ipunnunel popmupoBanus aena. OcodeHHOCTH GOPMUPOBAHUS B [N
pa3NIMYHBIX KaTeropuil JTOKyMeHTOB. IlpaBmia TOCTpOeHMsS 3arojoBKOB Jel M HuX
CUCTeMaTH3alli B HOMEHKJaType aei. OmnpeneneHHe CpPOKOB XpaHEHUS JOKYMEHTOB M Jell.
Otmerka «OIIK». Nunekcarus aen. IloarotoBka nenm mias mepeAayd B apXWB OpraHU3alMU.
[Tonsitue onucu nen. IlpaBuna cocraBnenus omnucei. OdopMieHHe OMUCH JeNl CTPYKTYPHOTO
noapasnenenusi. HopmatuBHo-MeToanueckue marepuaibl DenepaibHON apXUBHON CITYKOBI
Poccun no odopmiiennro nen. OcHoBHBIE TpeboBaHHs K ¢dopmupoBanuio nen. [lomHoe wmum
qacTH4YHOEe O(OpMIIEHHE el B 3aBUCMMOCTHM OT CpPOKOB XpaHeHusa. Hymepauus JucCTOB.
3aBepmmTenbHas nmoAnuck. BHyTpeHHsst onuck. OdopmiieHne 00JI0KKH €Nl TOCTOSHHOTO U
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BpeMeHHOro xpaHeHus. OdopmieHue aena: BHYTPEHHSS ONUCH Jefia, JINCT-3aBepUTENb Jiena,
obnoxka nena. CocraBieHue onucel Ha Jiena, nepegaBaeMble B apXuB opranuzanuu. [lopsaok
nepegayd JOKYMEHTOB U JIeJl Ha apXxuBHoe XpaHeHHe. [lopsnok yHHUTOKEHUS JOKYMEHTOB U
JIEJ ¢ UCTEKIIMMH CPOKAMH XPAHEHUS.

XpaHeHue  JOKYMEHTOB B  CTPYKTYPHBIX  MOApAa3JEiICHHUSIX  OpraHHU3allHH.
OTBETCTBEHHOCTh 3@ COXPAHHOCTb JOKYMEHTOB. 3aKOHOAATEIbCTBO M HOPMATHBBI IO
00€eCrevYeHnI0 COXPaHHOCTU JOKYMEHTOB. EMMHCTBO TpeOoBaHUII K XpaHEHUIO JOKYMEHTOB B
nenonpou3BoAcTBe. [Iopsiiok BbAauM JOKYMEHTOB BO BpEMEHHOE 10JIb30BaHUE IIPU XPAHEHUU B
CTPYKTYPHBIX HOJIpa3fesieHusIX. XpaHeHHE W OpraHu3alMsl JOCTyNa K JJOKYMEHTaM B YCIOBUSAX
(YHKIMOHUPOBAHUS ABTOMATU3MPOBAaHHBIX MH(POPMALMOHHBIX cucTeM. [loHATHE «dOKCTepTH3a
HeHHOCTHUY». HopMaTHUBHO-METOIUYECKHE U TEOPETUUYECKHE OCHOBBI MPOBEACHHS IKCIEPTU3BI.
TpeboBaHUs K NTPOBENEHUIO AKCIEPTH3bl IEHHOCTH JOKYMEHTOB B «OCHOBHBIX IpaBHIIaxX
paboThl BEIOMCTBEHHBIX apXuBOB». OpraHuzaius -HKCIEPTU3bl LEHHOCTH JIOKYMEHTOB,
HeHTpaibHbIX 3KcnepTHbIX komuccuit (LUDK) m skcneptubix komwuccuit (9K) yupexnaeHus.
[IpaBa u (QyHKIMK KOMHCCH, OpraHM3alys UX paboThl U JOKYMEHTHUPOBAHUE AESTEIbHOCTH.
Oransl NPOBEICHHS SKCIIEPTU3bI IEHHOCTH JOKYMEHTOB. OdopMieHne pe3yabTaToB SKCIIEPTH3HI
[EHHOCTH JOKYMEHTOB.

[lepenaua men B apxuB OpraHu3aniy (BeJOMCTBa). YHHU(HUKaNHUi TpeOOBaHUN K Jienam,
caaBaeMbiM B apxuB. B3aumopeiictBue ciayx6 JIOY U BeJOMCTBEHHOTO apxXuBa Mpu
(OpMHUPOBAHUN OCHOBBI JUIS IIOCJIEAYIOIIETO XPAHEHUS U UCIIOIb30BaHUS IOKYMEHTOB.

Tema 12. /lesionpou3BOACTBO MO YCTHHIM M MHCbMEHHBIM OOpallleHUsIM I'Pa:KIaH B
OPraHM3anMIo

OcHOBHBIE BHUIBI OOpaIllEHUN: TMPEIIOKEHUEe, 3asBICHUS, Kajloba, XOAaTaiCTBO,
netunys. HopmaTtuBHBIE JOKYMEHTBI, pPETyIUpPYIOLIME pabdoTy ¢ OOpalleHUsSIMU Tpa)aaH.
JInunplii npuéMm TpaxaaH B opraHusanuu. Bunel oOpaiieHuil rpakgaH: NpeIoKEHHUS,
3agBlIeHUs, KamoObl. OpraHuszanus pabOThl € MHUCbMEHHBIMH OOpAallCHUSIMH TpaKIaH:
perucTpanusi, KOHTPOJb, OTBEThl (CPOKM OTBETOB), aHAIU3 OOpalICHUN TpaKIaH, CPOK
xpaHeHus. HampaBnenue mno mnoasegoMcTBeHHOCTH. OOKanoBaHWE TpakJaHAMH OTBETOB,
IIOJIyYEHHBIX OT OpraHU3aliH.

4. MaTtepuaJjibl TEKYIEr0 KOHTPOJISI YCIIeBAeMOCTH 00yuaromuxcst U POHI OLeHOYHBIX
CPeACTB MPOMEKYTOYHOM aTTeCTALMH 10 JUCHUIINHE

4.1. ®opMbl U METOABI TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH OOYYalOUIMXCS U MPOMEKYTOUHOU
arTecTaluu.

4.1.1. B xone peanuzauuu nucumminael b1.5.21 «JlokymeHTanmonHoe obecnieueHue u
JIEJIONPOU3BOJCTBO B TOCYJAapCTBEHHOM W MYHMIMIIAIBLHOM YIPAaBICHUM» HCIONb3YIOTCA
CJICAYIOIINE METO/Ibl TEKYIIIEr0 KOHTPOJISl YCIIEeBAEMOCTH 00Y4atOLIUXCSl:

DopMel
(MeTomb)
Tema (paznen) TEKYILEro
KOHTPOJISt
YCIIEBAEMOCTH
Tema 1. [peamer, coneprkaHue U 3a/1a91 TUCHUTUTAHBI O, T
Tema 2. OcHOBHbIE CBOICTBA, QYHKIIMU M IPU3HAKU JJOKYMEHTA O, T
Tema 3. OO1re HOpMBI M IIpaBuiia 0pOPMIICHHUS YIIPABICHYECKHX TOKYMEHTOB T,T3
Tema 4. Cucrema opraHU3aIlMOHHO-PACTIOPSAUTEIHLHON TOKYMEHTAITTH O, T,K-3
Tema 5 JlokyMeHTalmoHHOe 00ecieueHNe KOJUIEIHalIbHBIX OPraHOB 0, K-3
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yIpaBJICHHSI, OPTAaHU3AINS COBENAHMUH, KOH(pEPEHINH, coOpaHuii
Tema 6. Cucrema cripaBoIHO-HH(GOPMAIIIOHHON M aHATUTHIECKOM 0. K3

JIOKyYMEHTAIlNN >
Tema 7. CoBpeMeHHOE JIeTOBOE MUCbMO T, K-3
Tema §. Cocrasnienue u 0opopMIICHHE TOKYMEHTAIUH 110 THNYHOMY COCTaBy O, T, K-3
Tema 9. Opranu3zaius u TEXHOJIOTHS Pa0OTHI C JOKYMEHTAMH. 0, KC
Tema 10. | Opranuzanus JIEKTPOHHOTO JOKYMEHTOO00pOTa 0,B
Tema 11. | Opranuzanus XpaHeHUsI JOKYMEHTOB H 00€CIIeYeHHe X COXPaHHOCTH. O, T, K-3
Tema 12. | denonpou3BoCTBO MO YCTHBIM M MUCHMEHHBIM O0OpaICHUSM TPaXKIaH B 0.B

OPTraHHU3aIHI0 i

4.1.2. 3a4ér TpPOBOAUTCS C NMPUMEHEHHEM CIEIYIOIUX METONOB (CpeAcTB): B (opme
YCTHBIX OTBETOB HA BOIPOCHI U PELICHUS 3aaHUH K 3a4€Ty.
4.2. Marepuaisl TEKyIIEro KOHTPOJIS YCIEBAEMOCTH.

[IpenonaBarens OIEHUWBACT YPOBEHb HMOATOTOBICHHOCTH OOYYArOIIMXCS K 3aHATHIO IO

CJIEAYIOIIUM IIOKa3aTelsiM:

— OTBETHI Ha BONPOCHI K OMPOCaM 110 TEME 3aHATHS,

— BBICTYIUICHHUE C IIPE3CHTALNEN,

— yuacTue B paboTe Kpyrioro croia,
BBICTYIIJICHUE HA KPYIJIOM CTOJIE,
BBITNIOJIHEHHE IPYIIIOBOIO 33JaHus,
KOJIMYCCTBO IIPaBUJIbHBIX OTBETOB IIPU TECCTUPOBAHUH.

Ormpoc 00yuaromuxcs:

— OIpOC — YCTHBIE OTBEThl Ha BONPOCHI IMIpenojaBaTelss IO TEME 3aHATUS,
OLICHUBAECTCS B COOTBETCTBUM C IPAaBOBBIMH U HOPMATUBHBIMH aKTaMH B COLMAJIBHOIO
3aKoHOzaTenbcTBa. [IpenogaBaTenb yUYUTHIBAET CTENEHb OCBEAOMIIEHHOCTH CTY/IEHTA, & TAKKe
aKTyaJlbHOCTb UCIOJIb3yEMBIX HCTOUHHUKOB U MaT€pHaJIOB.

OreHka 3HaHUN, YMEHHI, HABBIKOB TIPOBOJUTCS HA OCHOBE IISITU-O0AJIbHON CHUCTEME.

Anroput™ (GOpMUPOBaHUS OLIEHKU TaKOB:

« Bec uauIuaTuBHOCTH W = 0,1

« Bec akTtyanpHOoCcTH W = 0,3

. Bec yoeaurensHocTH W = 0,4

« Bec Hanuus npumepos W = 0,2

PesynbTupyromas oneHka B niatu-OanbHOM mmikane (Ope3) ecTb cyMMa YeThIPEX OLICHOK
3a UHUIMATUBHOCTH (Ou.), aktyansHocTh (Oa), yoenutensHocTh (Oy), Hanuuus npumepos (Om):

Ope3=(Wux On)+(Wax0Oa)+(WyxOy)+(Wnx On)

O1eHKa 3a4UTHIBAETCS, €CIIM CTYIeHT Habpan He MeHee 30% 6amioB (Ope3 > 3)

OneHka 3HaHWM, yMEHUMH, HaBBIKOB IPOBOJUTCS Ha OCHOBE OaJlIbHO-PEHTHHIOBOM
cuctembl: 30% u3 100% (unu 30 6amwtor u3 100) coorBerctBerHO 3 (30%-50%), 4 (51%-80%),5
(81%-100%) — oreHka MMeeT BKJAJ B MTOTOBYHO OICHKY IO Pe3yJbTaTaM MPOMEXYTOUHOU
aTTeCTallHH.

— BBICTYIUICHHE C IPE3CHTALMEN 110 TEME 3aHITHS,
Kpurepun onieHMBaHMsI BHICTYIIIIEHUS:
o CTEIEHb YCBOCHUS IOHATUN U KATETOPHI 110 TEME;
« yMeHHe paboTaTh C JOKYMEHTAIbHBIMHU U HAYYHBIMU UCTOYHUKAMU;
o TPaMOTHOCTb M3JIOKEHUS MaTepHaa;
¢ CaMOCTOSITENILHOCTH pabOTHI, HATMYNE COOCTBEHHON 000CHOBAaHHOM MO3UIINH;
o KYJNbTypa IpEICTaBJICHUS MpPE3eHTAlUU (JEKCHYECKHUH 3arac, rpaMMaTH4YecKHe
KOHCTPYKIIUH, PEUEBOH CTHIIb, YETKOCTh PEUH, TEMII);
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COOJTI0ICHHE peTJIaMeHTA.

— BBICTYIUIEHUE HA KPYIJIOM CTOJIE:
Kputepun onieHnBaHMs Ha KPYIJIOM CTOJIE:

00yJarOIIMICS BBICTYIIACT C MPOOIEMHBIM BOIIPOCOM;
BBICKA3bIBaET COOCTBEHHOE CYXK/ICHHE;

OTBEYACT apI'yMEHTHPOBAHO Ha BOTIPOCHI;

JEMOHCTPHUPYET HHPOPMALMOHHYIO TOTOBHOCTH K 00CYKICHHIO;
IPaMOTHO U Y€TKO (OPMYJIHPYET BOIPOCHI K BHICTYIIAIOLIEMY.

— BBIIIOJIHCHUC I'PYIIIIOBOTO 3aJaHHA:

BBITIOJTHEHUE 3aaHus 10 yKa3aHHOH (opme;

KOJJICTHAJIBHOCTD B BBIITIOJTHCHUHN 3adaHusd, YMCHUC BBICTpanBaTh
KOMMYHUKAIIHIO;

YMCHUC BBICITYIIMBATb UHBIC TOYKHU 3PCHUSA U (bOpMy.HI/IpOBaTB CBOIO,

YMEHHE TPEUIOKUTH ITyTH PEIICHNS POOIEMHON CUTYaIHH.

cOOITIO/ICHHE TTPABUJII TPYIIIOBOM PabOTHI;

NPaBUJIBHOCTD U3JIOKEHHS MaTepuaa, JIOTUKa, YETKOCTh;

YMCHUEC JOIIOJHATH BBICTYIIAIOLICTO.

— TECTUPOBAHUE —
OreHka 3HaHUN, YMEHH, HABBIKOB ITPOBOJIUTCA Ha OCHOBE MATH-OAIbHON CHUCTEME.
Anroput™ (GopMUPOBAHUS OIICHKU TaKOB:

OneHka 3HaHUM, YMEHUH, HAaBBIKOB IIPOBOAMTCS HAa OCHOBE OaJUIbHO-PEUTUHIOBON B
COOTBETCTBUU C KOJIMYECTBOM BEpHBIX OTBETOB cucTeMbl: 30% u3 100% (unu 30 6amnos u3 100)
cootBercTBeHHO 3 (30%-50%), 4 (51%-80%),5 (81%-100%) - oreHKa UMeEET BKJIal B UTOTOBYIO
OILICHKY IO pe3yJibTaTaM IPOMEKYTOUHOM aTTeCTalUU.

OrneHka 3HAHMN, YMEHUH, HAaBBIKOB IPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOU
cucreMbl 70% u3 100% (70 6amtoB u3 100) - Bkiag mo pe3yiapTaTaM MOCEHIAEMOCTH 3aHATHH,
AKTUBHOCTH Ha 3aHATHUSAX, OTBETOB HA BOIPOCHI MPEMOIABATENS B XO/I€ 3aHATHUS, BHICTYIUICHHS C
Hpe?)eHTaHI/IeI\/’I, y4acCTus B KPYIJIOM CTOJIC, BBIMIOJIHCHUS T'PYIIIIOBOTO 3alaHUsA, IO pE3ybTaTaM
MPOXOXKICHUS TECTUPOBAHUSI.

Jeranuzanus OamioB M KPUTEPUU OIEHKH TEKYIIEro KOHTPOJS YCIIEBAaEMOCTH
yTBEpXKAAaeTCs Ha 3aCeAaHUH KadeIphl.

TunoBbie OLIEHOYHBbIE MaTepuaJjbl o TeEMamM

Tema 1. IIpeamer, coaeprkanue v 3a1a4M JUCUUILTHHbI

1. Ponb 1oKyMeHTa B )KU3HU YelIOBeKa M 0OIIeCTBa.

2. CoBpeMeHHbIE BUBI 1 TPEOOBAHUS K JJOKYMEHTAM.

3. Merononorusi JOKyMEHTOBECHHUS.

4. Ponb 1 3a1au JOKYMEHTOBEIECHUS B COBEPIIEHCTBOBAHUHM ITPOLIECCOB YIIPABJICHUS.

5. 3akoHOaTeNbHbIE aKThl, HOPMATHUBHBIE JTOKYMEHTHI, TOCYJapCTBEHHbIE U OTpacieBble
CTaH/JapThl HAa YHU(ULUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

6. JlutepaTtypa: MoHOTpaduu, NepUOIUUECKUE, CIPABOYHBIE M METOUYECKUE H3/IaHUS.

Tema 2. OcHOBHBIE CBOMCTBA, PYHKIUH U NPU3HAKH TOKYMEHTA
1. CBs3p uHpOpMaLUU U TOKYMEHTA.

2. BO3HHKHOBEHHE TOKYMEHTa, €r0 3HaYCHHUE.

3. TousTre 1 BUABLI KOIUHA.

4. [IpumeHeHHne TeKCTOBOrO TOKYMEHTHPOBAHHS.
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Tema 3. O01me HOpMBI U IPpaBUJIA 0(POPMJIEHUS YIIPABJIEHUYECKHX JOKYMEHTOB

1. Tlonsarue «pexkBu3uT». [locTOSTHHBIC U TIEpEMEHHBIC PEKBU3HTEHI.

2. Bonpocel JOKYMEHTHUPOBaHHUS, COCTaBI€HHS U O(OpPMIIEHHS JOKYMEHTOB B
3aKOHOJIATEIFHBIX 1 HOPMATHUBHBIX aKTaX.

3. TocynapctBennbie crangapTel Ha JokymeHThl. ['OCT P 7.0.97-2016 «Cucrema
CTaHAapTOB 1O HWH(OpMANUK, OMOTMOTEYHOMY U H3AATENbCKOMY neny. OpraHu3alnuoHHO-
pacniopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOBY.

4. Tleyatu v ux Ha3HaueHue. Buapl nevarei.

5. OTMeTKH Ha JOKYMEHTaXx.

6. [loHATHE «TEKCT JOKYMEHTay MPHU PA3IUYHBIX CIIOCO0aX TOKYMEHTUPOBAHHUS.

7. YHudukanus T0KyMeHTa.

Tema 4. Cucrema OpraHu3alMOHHO-PACTIOPSAAUTEIbHOM JOKYMEHTAIINH

1. OcHoBHBIE BHUIBI M TpeOOBaHUS K COCTABJICHUI0O M O(DOPMIICHHIO OpraHU3aI[MOHHO-
MPaBOBBIX JOKYMEHTOB.

2. Ha3nauyeHue v BUBI paCIOPSIUTEILHON JOKYMEHTAIIMHI

3. [pouenypa u3ganus paCOPSAUTEIHHBIX JOKYMEHTOB B YCIIOBHUSIX €IUHOHAYAIIHS.

4. Tlopsiok u3JaHUsl COBMECTHBIX PACIOPAIUTENbHBIX JOKYMEHTOB.

5. TumoBbie A3BIKOBBIE O0OPOTHI, HCIIOJIB3YEMbIE B TEKCTaX pPaCIOPSIUTEIbHBIX
JIOKYMEHTOB.

Teme 5. JlokyMeHTaUMOHHOE oO0ecneyeHHe KOJJIETHAJBLHBIX OPraHoOB YNPaBJIEHUs],
OpraHu3anus coBellaHuil, KoH(pepeHUuii, coOpanui

1. OpraHu3anoOHHO-TEXHUYECKHEC MEPONPUATHS 110 OPTaHM3AlMH W  IPOBEICHUIO
COBEIaHuH, KOH(pepeHIuii, cCoOOpaHui.

2. TpeOoBarmst K O(OPMIICHUIO IPOTOKOJIOB KOJUICTHAIBHBIX OPraHOB YIIPABJICHUS,
CHOCOOBI UX TIOIITHCAHUSI.

3. BrImucka u3 mpoToKoJia KOJIETHATBHBIX OPTaHOB YITPABJICHUS.

4. Paznuuusi MEXIly TIPOTOKOJIOM KOJIIETHAILHOTO OpraHa yrpaBJIeHHsI U POTOKOJIOM 00
aJIMHUHUCTPATHBHOM ITPABOHAPYIIICHHH.

Tema 6. Cucrema cipaBo4HO-UH(OPMALMOHHON ¥ AHATUTHYECKOH JOKYMEHTAIINH

1. Hasnauenune wuHGOPMAIIMOHHO-CIIPABOYHOW ¢ aHAIMTHYECKOW JOKYMEHTAIlMH B
YIPaBIECHYECKON AESITEIbHOCTH.

2. Kiaccuduranmus wHOOPMAIMOHHO-CIIPABOYHBIX M AHAJTUTHYECKHX JOKYMEHTOB (T10
Ha3HA4YCHMIO, 110 aipecary U JIp. IpU3HAKaM).

3. Tlpouenypa TOATOTOBKH, COCTAaBICHHS U OQOPMIICHHUS 3alHCOK (IJOKJIAJHBIX,
CITy’K€OHBIX, OOBSICHUTENbHBIX, AaHATUTHYECKUX ).

4. Ilpouenypa NOJArOTOBKH, COCTaBIE€HUS U OQOPMIICHHS CHPAaBOK, aKTOB, 3asiBICHUH,
IIPEJICTaBICHUH, CIUCKOB, IEPEYHEN.

Tema 7. CoBpeMeHHOe [1€J10BO€ MIUCHMO

1. Ponb u Ha3HAUEHUE AETOBON MEPETIUCKH.

2. BuIBI TOKYMEHTOB, COCTABJISIFOIINX JICTIOBYIO TIEPETIHCKY.

3. IluceMeHHBIH NeI0BOM STUKET BEJCHHUS J1eJI0BOM MEPEMUCKH.

4. CocTaB peKBU3UTOB JICIOBOTO TUChMa. bilaHk 1e10BOro mucrMma.

Tema 8. CocTaBiieHne u opopMiIeHHe JOKYMEHTALUH 110 TUYHOMY COCTABY
1. JloxymeHTanus 1o JUYHOMY COCTaBY.

2. CocraB 1I0KyMEHTOB, 0(pOpPMIIsIEeMbIX B KaJpOBOH CIyx)o0e.

3. Iopsmok opopMIIeHUS U COCTaB JOKYMEHTOB IPHU pabOTe C IIEPCOHATIOM.

Tema 9. Opranusanusi 1 TeXHOJIOTHsI pad0OTHI ¢ JOKYMEHTAMH
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1. HopMaTHBHO-TIpaBOBOE pEryJIMpOBaHUE Mpolecca JOKYMEHTO000pOTa.
2. VHCTpYKIUS 1O JETIONPOHU3BOICTBY.
3. TexHonormueckoe oOecrieyeHre KOHTPOJISI HCIIOTHEHUS JJOKYMEHTOB.

Tema 10. Opranusanus 3J1eKTPOHHOI0 IOKYMeHT0000poTa

1. IToHsATHE PNEKTPOHHBIN JOKYMEHT.

2. Buipl 371€KTPOHHOM MOJIIHCH.

3. Ilepenaya 2JIEKTPOHHBIX JOKYMEHTOB HAa XpaHEHHWE B BEJAOMCTBEHHBIE U
rOCy/1apCTBEHHBIE APXUBBI.

4. MexBeIOMCTBEHHBIN JIEKTPOHHBIN TOKyMeHT0000poT (MD10).

5. OcHoBHBIE QYHKIIUU CHCTEM JIEKTPOHHOTO JoKyMeHToobopoTa (CO0).

Tema 11. Opranuszanusi XxpaHeHusi JOKYMEHTOB M o0ecliedeHne X COXPaHHOCTH.

1. XpaHeHue 1OKyMEHTOB B CTPYKTYPHBIX [1OAPA3JIEIECHUSIX OpraHU3aluU

2. HazHaueHne W WHCIIOJNIB30BaHHE IIEpPEYHE B KayeCTBE OCHOBHBIX HCTOYHHMKOB IIO
M3YYEHHUIO COCTaBa U COJEPIKAHUSI TOKYMEHTOB.

3. Ionstue onucu nen. [IpaBuna cocraBneHus onucen.

Tema 12. /lesionpou3BOACTBO MO0 YCTHHIM M NMCbMEHHBIM O0pallleHUSIM IPa:KIaH B
OpraHM3aNuIo

1. 3akoHomaTenbHas perJamMeHTalysi padoThl C MUCbMEHHBIMH U YCTHBIMU OOpaIeHUsIMHU
IpaxkJaH.

2. OcHOBHBIC BUBI OOpaIeHUH.

3. JInuHbIi pUEM IpakJjaH B OpraHU3aLUH.

4. Opraauzanus padoThl C MUCbMEHHBIMHI OOpAIIEHUSIMHA TPaKIaH.

IIpumepnvie memul golcmynyieHulL:

1. AxryanbHble Ipo6JIeMbl JOKYMEHTAIIMOHHOTO O0ECTIEUEeHUs YIIPABICHHMSL.

2. OCHOBHBIC TIOHATHS JOKYMEHTAIIMOHHOTO obOecrmeueHus ynpapieHus. OyHKIHH H
THUIIOJIOTUS CIIY’KEOHOTO IOKYMEHTA.

3. HopmaruBHO-MeTOMMUECKOE OOECTIeYeHNE eTONPOU3BOICTBA B TOCYAAPCTBEHHON U
MYHUIIUTIATBHOU CITyX0e.

4. KyneTypa nenoBoil MUCbMEHHON peyd U MPOQPECCHOHAIN3M TOCYJAPCTBEHHOTO M
MYHHIIMIIAJIBHOTO CITYXKAaILEro.

5. CoBpeMeHHas CTaHIapTU3aLUs TPEOOBAHU B CUCTEME JIEIONPOU3BO/ICTBA.

6. SI3BIK CiIy’kK€OHOr0 TOKyMEHTa KaK 4yacThb O(QHUIIMAIbHO-/I€JI0BOTO CTHIIS PEUH.

7. DKCTpaJIMHTBUCTUYECKHE TPEeOOBAHUS, MPEABIBISAEMbIE K CIY)KEOHOMY JOKYMEHTY.
S13pIKOBBIE 0COOEHHOCTH 0(OPMIIEHUS] PEKBU3UTOB.

8. JIMHrBUCTHYECKHE OCOOCHHOCTH CITy’)KEOHOTO ITOKyMEHTa: TOYHOCTh M SI3BIKOBOM
CTaHzAapT.

9. CoBpemMeHHbIe HH(POPMAITMOHHBIE TEXHOJIOTHHU B JIETIONPON3BOJICTBE.

10. Co3naHue 1OKyMEHTOB CTaHIapTHBIMU cpencTBamu Microsoft Office.

11. SA3pikoBBIe IpaBWiia OQPOPMIIEHHUS PEKBU3UTOB. TPYAHOCTH HANMCAHUSA OTIEIbHBIX
HaUMEHOBAaHHM.

12. Tunu4HBIE JOTHKO-CMBICIIOBBIE W CTHJIMCTHYECKHE OMIMOKH, CIOCOOBI WX
ycTpaHeHus. PyOpuunpoBaHHbIe TIepeunCIIeHusl.

13. TpymHOCTH JEKCHYECKOTO ¥ TpaMMAaTHYeCKOTO Xapakrtepa. Jlekcudyeckwe W
rpaduuecKrue COKpaleHms.

14. CocraBnenne u ohopmieHHE OPTraHU3ALMOHHO-PACTIOPSIAUTEIBLHON W CHPABOYHO-
UH(POPMALIMOHHON TOKYMEHTALIUH .

15. CocraB u conepkaHue KagpoBOil JOKyMeHTauuu. TunuuHble ommOKu B paboTe C
KaJIpOBBIMH JIOKYMEHTaMH.
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16. Opranuzamus paboThI C TOKYMEHTaMHU.

17. TlpaBka u pegakTUPOBAHUE CIYKEOHBIX TOKYMEHTOB.

18. Tpyansie cayuan opdorpaduu U MyHKTyaIHH.

19. OcobeHHOCTH PeYeBOro 3TUKETA MPH COCTABICHUH CITYKEOHBIX TOKYMEHTOB.

20. Cnenuanv3upoBaHHbIE  CHCTEMbl  aBTOMAaTU3allUU  JCSTENBHOCTH  CIIYXKObI
JOKYMEHTAITMOHHOTO 00ECTIeYeHHS yIIpaBICHUSI.

Ilpumepnuiti mecm:

1. OOwmwuii mopsaok oGopMIeHHs] OPraHU3ANNOHHO-PACHOPSANTEIbHBIX IOKYMEHTOB 1
COCTAB PEKBU3HMTOB /ISl BCeX OPraHU3alMii yCTAHOBJIEH:

1) 3akonom «O0 uHpOpManKK, THPOPMAIIMOHHBIX TEXHOJOTUAX U O 3AIUTE
nHpopMaIum»

2) BenoMcTBEeHHON MHCTPYKIIUEH 110 JCIONPOU3BOCTBY OpraHU3aliu

3) T'OCTowm P 7.0.97-2016

4) 3aKOHOM O JOKYMEHTAllMOHHOM OOECIICUCHUH YIIPaBIICHHUS

5) TOCTowm P 7.0.8-2013

6) TumnoBoit MHCTPYKIMEH 10 JETONPOU3BOACTBY B (perepabHbIX OpraHax
UCIIOJHUTEJIbHON BIacTH

2. PexoMeHaaTe/bHBII XapaKTep rocyiapcTBEHHBIX CTAHAAPTOB YCTAHOBJIEH:
1) 3akoHoM «O cTaHIApTH3ALMI
2) Ilocranosienuem IlpaBurenscTBa Poccuiickoit @enepannu
3) T'occranmaprom Poccuu
4) 3akoHOM «O TEXHHYECKOM PErYJIMPOBAHUNY

3. IlepeyeHb THUNOBBIX YNIPABJEHYECKHUX JOKYMEHTOB, 00pa3ylolIuXCs B 1eSITeIbHOCTH
OPraHM3aLMi, ¢ YKa3aHHEM CPOKOB XpPaHEHHS YTBEPKICH:
1) PykoBoautenem DenepanbHON apxXUBHO# City:k0bI Poccuu
2) MuUHUCTPOM KYJIBTYPbI U MaCCOBBIX KOMMYHHUKaIi Poccuiickoit denepannu
3) MuHHKCTEPCTBOM 3IPaBOOXPAHEHHS U COLUAIBLHOrO pa3BuTHs Poccuiickoit deneparun
4) TOCTowm P 7.0.8-2013

4. PeKBM3HTHI aJipeca HA MOYTOBBIX OTIPABJIEHUAX U 0JIAHKAX MOYTOBBIX MePeBO/10B
NHUIIYTCH B MOPSIAKe, YCTAHOBJIECHHOM:
1) TIpaBumaMu OeIONPOU3BOACTBA B (peAepalbHbIX OpraHax UCIOIHUTEIBHON BIACTH
2) Tlocranoenenuem I[IpaButennctBa Poccuiickoit deneparyu
3) PernmameHTOM OpraHu3alUu
4) HWHCcTpyKIMeH 1Mo JeompOr3BOICTBY OpraHH3aluH

5. HHopsinok ucnoJsb3oBanus n3odpaskenns I'ocynapcreennoro repoda Poccniickoi
®engepanum Ha OJ1aHKAX JOKYMEHTOB YCTAHOBJICH:
1) Tlonoxenuem o I'ocynapcrBerHoM repbe Poccuiickoit deneparyn
2) Toccranmaptom Poccun
3) ®denepanbHBIM KOHCTUTYLIHOHHBIM 3aKOHOM
4) PerjgaMeHTOM OpraHH3alUH

6. [lesionpon3BoOaCTBO — ITO:
1) TO Ke, 4TO U JJOKYyMEHTOOOOPOT
2) TO e, 4TO U JOKYMEHTAI[HOHHOE 00CCIIeUeHUE YIIPaBIICHUS
3) TO ke, YTO U TOKYMEHTUPOBAHUE
4) nesTenbHOCTh 10 (GOPMUPOBAHUIO IOKYMEHTOB B Jiejia

7. JoKyMeHT0000pOT — 3TO:
1) BO3BpaTHOE JABIKEHHE JOKYMEHTA B IPOIIECCE €TI0 JIBUKCHHS B OPTaHU3aIHH

2) TO Ke, 9TO U IOKYMEHTOITOTOK
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3) IBMKEHHE TOKYMEHTa B OPraHU3allii ¢ MOMEHTA €ro MOAMMCAHUS 10 OTIIPABICHHSI
4) nBWKEHHUE TOKYMEHTOB B OpraHU3alMKi C MOMCHTA X CO3JaHMsI WIIH TIOJYYCHUS 10
3aBEPILICHUS UCTIOJTHEHUS WU OTIIPABIICHUS

8. lokymeHT — 3TO:
1) wunbopmaius, 3aKperIéHHas B MPOCTPAHCTBE U BPEMEHH Ha JIMCTE OyMaru
2) CBe/IeHUs O COOBITHSX, IPOIIECcax, SIBJICHUSIX, HE3aBUCUMO OT CIIoco0a ux
NpeCTaBICHUS
3) unHpopmarius, 3apukcupoBaHHas Ha OYMaKHOM HOCUTEIIE
4) 3aduKCHpPOBaHHAS HA MATEPUAILHOM HOCHUTEIIC HHPOPMAIIHS C PEKBU3UTAMH,
MO3BOJISIOMIMME €€ UACHTU(PHUIIUPOBATH

9. B cucTeMy OpraHu3anuOHHO-PACIOPSAANTEILHOM JOKYMEHTAIIMU BXOIUT:
1) ¢uHaHCOBas TOKYMEHTALUS
2) 0aHKOBCKas JOKYMEHTAL[HSI
3) cmpaBouHO-UH(MOPMAIIMOHHAS JOKYMCHTAIUS
4) OTYETHO-CTATHCTHYECKAsK JOKYMECHTAIUS

10. Opranu3zanusi padoThl ¢ JTOKYyMEHTaAMH BKJIKOYAeT:
1) MOKYMEHTHpPOBaHUE
2) OpraHM3alyio JOKYMEHTO000pOTa
3) c6op nHbopMmaryH
4) opraHu3anuoo paboyero Mecta

11. O0bem 1OKYyMEeHT0000pOTa — ITO:

1) KOJMYECTBO BO3BPATHBIX JBM)KCHHI JTOKYMEHTA 33 TOJT

2) 00beM OHOIO Jiejia, YMHOKEHHBIH Ha KOJIMYECTBO )1, 3aBEAEHHBIX B OPraHU3aI[ii B
TEUYCHHUE I'oJIa

3) KOJMYECTBO JOKYMEHTOB, IOCTYIUBINNX B OPraHU3AIMIO U CO3aHHbIX CIO B
onpeAeNEHHbIN IEPUO

4) npowu3BeICHHUE IIIOIAAN OIHOTO JIUCTA JOKyMeHTa opmaTa A4 Ha 00IIIee KOJINIECTBO
JINCTOB I[OKYMGHTOB, HOCTyHI/IBHH/IX B opraHmaumo 3a 10/

12. PexkBu3HuT — 3TO:
1) To e, 4To U OJIaHK JTOKYMEHTa
2) oOlee KOIMYECTBO CTPOK B JIOKYMEHTE
3) 00s3aTeNbHBII YIEMEHT JOKYMEHTA
4) crereHb 3aIIUTHI JOKYMEHTA OT MOICIKH

13. FOpuauyeckasi cuiia J0KyMeHTa o0ecrieYnBaeTCs:
1) namuumem Ha OnaHke u300paxeHus [ 'ocynapcTBeHHOro repoa Poccuu
2) KOMIIETEHIIMEH M3aBILEero ero opraHa
3) nanumuueMm rpuda yTBepKICHUs
4) HaTMYUEeM OTMETKH 00 MCTIOJIHEHHU JIOKYMEHTA

14. HaumeHoBaHue BUA IOKYMEHTA , COCTABJIEHHOI0 MJIH U3AAHHOT0 OPraHu3anueH,
JAOJIKHO ObITH OIpe/iesIeHO:
1) MOKHOCTHOM MHCTPYKITUCH
2) TlonmoxxenuneM 06 opraHu3amnuu (yCTaBoM)
3) IIporokonom
4) HWHCTpyKIMeH M0 AeI0MPOU3BOICTBY

15. B cnipaBouHbIe faHHbIE 00 OPraHU3aliy He BKIKOYAeTCs:
1) mouTOBHII ampec
2) Homep TenedoHa
3) OaHKOBCKHIA CUET
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4) HaMMCHOBAHHE BBIIIECTOSIICH OPraHU3aIHH

16. HempaBuibHoe opopMiieHHe 1aThl «aeBsATOe Masi 2018 ronax»:
1. 9mag2018 roga

2. 2018.05.09.
3. 09 masa 2018 .
4. 09.05.2018

17. llopsinok ogopmiieHHsI 1aThI B PEKBU3UTAX JOKYMEHTA OIpeaesisieTcs:
1) Tlocranosienuem [IpaButenscrBa Poccuiickoit denepariun
2) TOCTom
3) Pacnopsokenuewm [Ipesunenra PO
4) HWHCTpyKIMEH 10 AeI0MPOU3BOACTBY

18. JTo/zKHOCTB JTMIIa, KOTOPOMY a/IpecOBaH JOKYMEHT, YKa3bIBAKOT B:
1) UMEHUTEIBFHOM HajeKe
2) [AaTCIIBHOM IIaIekKe
3) pOIMTETHHOM IaIeKe
4) BUHHUTEIILHOM ITaJICIKE

19. /lokyMeHT MOKeT COAePKATh:
1) omuH agpecar
2) 1Ba aapecara
3) He Oosee MATH aapecaToB
4) He Ooitee YETHIPEX aaPecaToB

20. Dy1eMeHTHI MOYTOBOI0 ajjpeca YKa3bIBAKOT B MOCJ1€10BATEIHLHOCTH:
1) crpana

o0acTh, Kpai, pecmyoiimka
HaCeNEHHbIN MyHKT
yJuia, HOMEpP J0Ma, HOMEp KBapTUPBI
HaMEHOBaHME ajipecara

2 ) HaMMEHOBaHHE ajJpecara
HAaCEJIEHHBIN ITYHKT
o0macTh, KpaH, pecryoinka
yJIuna , HOMEp J0Ma, HOMEp KBapTUPbI
CTpaHa

3) HauMeHOBaHME ajipecaTa
yJIuia, HOMep J0Ma, HOMep KBapTHUPHI,
HAaCEJIEHHBIN ITYHKT
o0macTh, KpaH, pecryoirka
CTpaHa

21. Ilpu oopmiiennu rpuda yrpep:kIeHus cJI10BO YTBEPKAAI0 HMeeT cielyIoIui BU/:
1) VYrBepxnaro
2) «YTBepKaa
3) YTBEPXIAIO
4) «YTBEPXAIO»

22, JlaToii npuKa3a siBJIsIeTCs:
1) nmara ero moaNHCAaHUS
2) mata ero BCTYIUICHHS B CHITY
3) nmara ero pacChUIKH
4) nara ero MmoJy4eHusi CTPyKTYPHBIM MOIpa3Ie/iCHHEM

23. AoOpeBuarypa pexkBusuta OKY/l pacuuugpoBbiBaercs, Kak:
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24.

25

26

27.

28

29

30

31.

1) otpacneBoii KogupuKaTOp YHHPHUIIMPOBAHHON JOKYMEHTAIINN

2) obmepoccuiickuil Kilaccu(pUKaTop YHH(PUIIMPOBAHHBIX JOKYMEHTOB
3) obuiepoccHiicKuii KiTaccu(pUKaTOp YIPaBICHISCKON JOKYMEHTAUH
4) otrpacieBoil KOIU(PHUKATOP YIPABICHYECKON TOKYMEHTAIUU

Eciin Ha JOKyMeHTe 3aroToBJIeHa MOANUCH HAYAIbHUKA MOApa3/ieleHHs, a

NOANHUCHIBAET JOKYMEHT ero 3aMecTHTe/Ib, TO CJIeyeT:

1) nmomedvaTaTh MPEIUIOT «3a» Mepell JOHKHOCThIO HaualbHUKA

2) Hamucarth OT PYKH MPEUIOT «3a» Tepe]] NO0DKHOCTBIO HayalbHUKA

3) mOCTaBUTH KOCYIO YepPTY Tepe.l TOHKHOCThIO HadyalbHUKA

4) uCHpaBHUTh U YKa3aTh HACTOSIIYIO JIOJDKHOCTh U (PaMUJIHIO JIUIIA, TIOAMUCHIBAIOIIETO
JIOKYMEHT

Ipu opopmirennn rpuda corjIacoBaHMus CJI0BO «COIIACOBAHO» HMeeT CJIeAYOIIHIA BU/:
1) COI'JTACOBAHO

2) CornacoBaHO

3) «COI''TACOBAHO»

4) COTI'JJACOBAHO:

IIpaBuabHoe opopmiieHne pacmuposku noanucu B peksusure «lloamucny»:
1) B.II. NBaHoB

2) B.MBanos

3) HBanos

4) Wsanos B.II.

3aroJ10BOK K TEKCTY J0JI2KeH ObITh COIJIACOBAH C:

1) HauMEeHOBaHHEM BHUJA TOKYMEHTA

2) ¢ HaMMEHOBAaHUEM OPraHM3AIMH - ABTOPA JOKYMEHTA
3) ¢ maroit JOKyMeHTa

4) ¢ HAaMMEHOBAHUEM BBIIICCTOSIICH OpraHU3aluU

OT1MeTKa 00 HCIIOJTHHUTEJIE JOKHA BKJIIOYATH B ce0s:

1) ®amwunuro U HOMEp TelePOoHa UCTIOTHUTEIIS

2) DaMUIUIO U MHULUAJBI UCTIOTHUTEIIS

3) HWuunmans! 1 GaMHUIHIO UCTIOTHUTEIS

4) Vaunmansl, HaMUIUIO U HOMep TelleOHa HCIIOTHUTEIS

Ilpu HANIpaBJIEHNH MHCHMA JOJKHOCTHOMY JIMIY €10 J0JKHOCTh U (haMuJTusi B
PEeKBH3HUTE «A/IpecaTy YKa3bIBaIOTCH:

1) B pOAMTENILHOM MaJEKe

2) B UMEHHTEIILHOM TaJIeke

3) B IaTETHHOM Ma/IeKe

4) B TBOPUTEIHHOM IaJICKE

PekBU3HUT «3aroJIoBOK K TEKCTY» He UCIOJIb3YeTCsl:
1) B npukasax

2) B IIOCTAHOBJICHHSIX

3) B CONPOBOAUTEIBHBIX MUCHMAX

4) B pacropsHKEHHUSIX

Kakas nenoBasi Oymara HaunmHaeTcs ¢ MmectoumMenus 1-ro amuna?
1) mnpuka3s

2) 3asBICHHE

3) OBEPEHHOCTH

4) pestome
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32.B KakOM U3 HA3BAHUI JONYLIEHA OIIMOKA B MCIOJIb30BAHUU NPONUCHON MJIM CTPOYHOM

33.

34.

3s.

36.

37

38.

39.

40.

OYKBBI.

1) OpaoBcKHii FOPUINIECKUN KOJUIEIK

2) Opmnosckas mkosa N 16

3) Poccuiickas akaaemMust roCy1apCTBEHHOM ciy»ObI pu [Ipe3unente Poccuiickoii
denepauun

4) TocynapcrBeHHas TpeThsiKOBCKas rajiepest

Kakast u3 npuBe1éHHbIX (PAMUJINH He CKJIOHAETCH.
1) [laxpaii

2) Illepba

3) Tkauyk

4) Illambunaro

Bri0epuTe npaBHJIbHbIIN BAPHMAHT 3aK/JIIOYUTEIbHON (opMYJIbl BesKIMBOCTH B 1€JI0BOM
nMcbMe.

1) C yBaxeHHeM

2) Bcerna Bam

3) C yBaxeHuem,

4) C BBICOYAUIIMM MTOYTCHUEM,

OTMeThTe, KaKoe CJI0BOCOYETAHHE COOTBETCTBYET A3BIKY TOKYMEHTA.
1) 3aBOAMTH YrOJOBHOE JICIO

2) BBICIATh HA PACCMOTPEHHE

3) BbBLIATH KPEIUT

4) BO3JIOKUTH KOHTPOIIb

C KaKuM CJI0BOM HeJib3s ynoTpeouTh yactuuy HE:
1) HesBKa

2) HEUMEHHUe

3) HecoOmoAEHHE

4) Henpu3HAHHE

Kakoe u3 npuBeI¢HHBIX CJI0B MOKHO YIIOTPEOJISITh B SI3bIKE JOKYMEHTA:
1) meHcuoHepka

2) mupekTpuca

3) cekperapiia

4) cTynmeHTKa

OTMeThTe HeyAaYHbIi BHIOOP (OPMbI MHOKECTBEHHOI'0 YHCJIA CYIECTBUTEILHOIO:
1) pekropa

2) mpodeccopa

3) moroBopsI

4) nmpextopa.

OTMeThTE CJI0BO, KOTOPOE HANMCAHO MPABUJILHO:
1) Oe3uHUITHATHBHBIMN

2) TpeabIHCYIbTHBIN

3) B3BIMAThH

4) MeXBIHCTHTYTCKHI

OTMeTbTE €JI0BO, B KOTOPOM JA0NYIIEHA OIIN0KA:
1) OecmperieeHTHBIH

2) KOHOUICHIMAIBLHOCTh

3) KOHBIOHKTYPIIUK

4) IOpPHUCTKOHCYJBT
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41. OT™MeTBHTE CJI0BO, B KOTOPOM J0MYIIIeHA OIIHOKA:
1) amemrsnus
2) munep
3) Yepkeccus
4) Tanmux

42. OT™MeThTE, B KAKOM COKPALLICHNH JOMYyIeHA OIIHOKA:
1) momn.
2) MIpa.
3) 3arc

4) rr.

43. OT™MeTbTE 2a00pEBUATYPY MYKCKOI0 Poja:
1) UK
2) TCXK
3) IOHECKO
4) CHI'

44. BoiGepuTe NpaBUJIbHbIH BApHAHT 0(pOPMJIEHHSI 1aThI B TEKCTE:
1) ¢ 2008 102010 rox
2) B2008/2009 romax
3) ¢2008 mo 2010 romer

4) ¢ 2008 mo 2010 rox

45. OT™MeTbTE HENMPABUJIBHO 00Pa30BaHHYI0 (POPMY YHCINTEIBHOIO:
1) OGosee IBYXCOT JBaAIaTH YYACTHUKOB
2) C IByMsICTaMH JIBA/IATHIO0 y4aCTHUKAMHU
3) 0 AByXCTax JBaaIaTH yYaCTHHUKAX
4) K AByCTaM JBaJIATH YYaCTHHKAM

46. Kakasi u3 sI3bIKOBBIX (pOpMYJI He COOTBETCTBYET CTPOro o(puuuaibLHON Nepenucke:

1) CraBum Bac B U3BeCTHOCTB, UTO...

2) Yo6eautenbHO pocuM Bac pennth Bompoc...

3) Ecnu Bam He TpyaHO, COOOIIUTE, MTOKATYHCTA, ...
4) Tlpurnamraem Bac npuHsTh y4yacTue...

47. Kakue U3 KJII0UEBBIX CJI0B CONMMpPOBOAUTEC/ILHOIO IMUCbMAaA aipeCoOBaHbI B CTOPOHHIOIO

OpraHH3alUIo:
1) Tlpencraisem Bawm...
2) Hampasisem Bawm...
3) Ioceutaem Bawm...
4) Beicsitaem Bawm...

48. OT™METbTE, KaKO€ CJIOBOCOYETAHHE MOKHO MCIOJIb30BATh B fI3bIKE JOKYMEHTA:
1) 3aneiicTBOBaTh COTPYAHUKA
2) O03BYYHUTH TOUKY 3PCHHS
3) mpommcarh B JOKyMEHTE
4) BBIOJIHHUTH TIOPYUEHHUE

49. B xakoM psiiy Bce CJ10Ba COYETAKTCS € IJ1aroJiaMu NpaBWIbHO:
1) moBbICHTH (TpeOOBaHMS, YCIIEBAEMOCTh, TOKA3ATEIIN )
2) oka3ath (OJJIEPXKKY, BHUMAHUE, BPE)
3) ynemieBUTH (MPOIYKTHI, CEOECTOMMOCTE, TOBAPHI)
4) mpuHUMAaTh (K HCIIOJTHEHHIO, K CBEJICHUIO, MEPHI)

50. OTmMeThTE, B KAKOM CJI0BOCOYETAHMHU COIEPKUTCH FPAMMATHYeCKasl OIIUOKa:
1) 3ammatuTh 3a Mpoe3s
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2) OIUIATHTH IO CUETY
3) 3amIaTuTh A0JITH
4) yIIaTHTh 3a MOKYIIKY

51. OT™MeTbTE MJIEOHA3M, KOTOPBIi MOKHO YNOTPEGJIATh B 1€JIOBOI peun:
1) KOHCEHCyC MHEHHI
2) aJMHHHCTPAaTHBHOE yIpaBJICHHE
3) TOp)KECTBEHHAs IIEPEMOHUS
4) maMATHBIN CYyBEHHD

52.0T™MeTbTE, KaKOii U3 MPOU3BOAHBIX MPEIJIOrOB CJIeAyeT 3aMEeHUTh:
1) B COOTBETCTBHUH C JOTOBOPEHHOCTHIO. ..
2) Ha ocHOBaHUMM BBIIIECKA3aHHOTO. ..
3) BcaencTBue nNpeacToAIIMX BEIOOPOB. ..

4) Bnaroz[apﬂ YKa3aHHbIM 00CTOATENLCTBAM. . .

53. B kakoM cj10Be J0NylIeHa OMUOKA B HAIIMCAHUN OKOHYAHUSA:
1) Ilo okOHYaHUU CpOKa...
2) Tlo npeabsiBICHUU TOKYMEHTA. . .
3) Ilo mpunére B a3pOIOPT. ..
4) Tlo npue3ny B MOCKBY. ..

54. OTMeTBbTE, KaKoe CJI0BOCOYETAHHE HE YIOTPeOIsIeTcs B /1eJIOBOI pevn:
1) HUCHIONHUTEIBCKAS BIACTh
2) TpPEICTaBUTEIBCKHE PACXOIbI
3) KapAMHAJIBHBIH BOIIPOC
4) SKWIHIIHBIH QOHT

55. lloHsiTHE «3J1EKTPOHHBINA JOKYMEHT) ONpede/IeHO:
1) ®denepanbhbiM 3akoHOM «O0 MHPOPMAIKMK, UHPOPMAIIMOHHBIX TEXHOJIOTHUSAX U O 3AIIUTE
nHpopMaIum»
2) ®epepanbHbiM 3aK0HOM "O0 AIeKTPOHHOU 1H(POBOY MoaUcH")
3) ®denepanbHbIM 3aKOHOM «O0 3IEKTPOHHOM JJOKYMEHTE»

56. Ilepeyennb 00513aTeJBHBIX CBeICHUI 0 JOKYMEHTAaX, HCI0Jb3YeMbIX B CHCTEMAX
3JIEKTPOHHOI0 JOKYMEHT0000p0Ta (heiepaIbHBIX OPraHOB HCIOJHUTEIbHON BJIACTH,
onpeaesiéH:
1) TwunoBoii HHCTPYKIKEH MO IeTONPOU3BOCTBY B (he/iepaibHbIX OpraHax
HCIIOJTHUTEJIBHON BJIACTH
2) ®denepanbHbIM 3aKOHOM "O TOKYMEHTAIIMOHHOM 00ECIICYCHUH YIIPABICHICCKON
JesITeIbHOCTH"
3) Tlocranopnenuewm [IpaBurenscra Poccuiickoii denepanun «O0 yrBepxkaeHuu [IpaBun
JIEJIONPOU3BO/ICTBA B (pe/iepalIbHbIX OpraHax UCIOIHUTEIbHOUN BIACTH
4) Tlocranopnenuem [IpaBurenscrBa Poccuiickoii @enepanun «Ilonoxkenue o cucreme
MEKBEJJOMCTBEHHOT'O 3JIEKTPOHHOI'O JOKYMEHTOO00pOTa»

57. Opranu3aTopomM Me:KBeJOMCTBEHHOI0 3JICKTPOHHOI0 JOKYMEHT0000pOTa SIBJISICTCH:
1) denepanbhas ciy:x6a oxpanbl Poccuiickoit denepanyu
2) Anmunuctpanus [Ipesunenta Poccuiickoit @enepanuu
3) Amnmapar [IpaButensctBa Poccuiickoii dexepanu.
4) T'nmaBHOe ympaBiieHHe crienuanbHbIX iporpamm [Ipe3unenta Poccuiickoii denepanun

58.Cepruduxar Kiro4a 3JIeKTPOHHOI HU(POBOIl MOANUCH He BKJIIOYALT:
1) perucTpanMOHHBIN HOMEpP cepTU(UKATA KITFOYA MTOJIITUCH,
2) CpOK JeicTBHs cepTU(dUKATA KITF0Ya MOITHCH
3) cBeleHUs O BaJeNblia CepTH(UKATA KITFOYA TTOITHCH
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4) OTKPBITHIN KITIOY 3JIEKTPOHHOM IIU(PPOBOM MOIIHCH;

5) 3aKpBITHIH KJIFOY IEKTPOHHOM (P POBOI MOIIHCH

6) cBenecHUs 00 yIOCTOBEPSIONIEM IIEHTPE, BhIIABIIEM CEPTH(UKAT KITFOUA TOIUCH;

7) cBeneHuUs 00 yCIOBUS MIPU3HAHKS IOPUIMYCCKOTO 3HAUYCHHS DJICKTPOHHOTO IOKYMEHTA C
3JICKTPOHHOU U(PPOBOH MOAMUCHIO

59. MeragaHHbIE — 3TO:
1) oO0s3aTeNnbHBI KOMIIOHEHT PErUCTPAIMOHHON KapThl TOKYMEHTA
2) OJHa M3 COCTABJIIONIMX AIEKTPOHHOU IIM(DPOBOY MOATUCH
3) wuneHTH(UKATOP HHPOPMALIOHHOTO pecypca, HO3BOJISIFOLINN YIIPABIIATh UM,
OCYIIECTBIIATD IIOUCK U XPaHEHUE
4) naHHBIE, ONPEACIIONINE IOPUINUECKYIO CHITY QJIEKTPOHHOTO JOKYMEHTa

Ilpumepuvie Ketic-3a0anusi:

3ananue 1. CocTaBiieHne OPraHU3aMOHHO-PACTIOPSAANTEIbHBIX IOKYMEHTOB

Curyauus:

[TpencraBbTe cebe, uro Bbl paboTaeTe B KOMIIaHWM MOMOIHUKOM pyKoBoAuTens. Bam
HEO0OXOIUMO MOATOTOBUTH MPOEKTHI OPraHU3AIMOHHO-PACIIOPATUTENILHON TIOKYMEHTAUN

CocraBbTe MpHUKa3 MO pe3yiabTaTaM MPOBEPKH B XOJ€ WHBEHTAPU3AIMN MaTEepUaTbHBIX
HeHHocTed B cpeaHedl mkone Ne 1. BmamuBocroka, mposenénnoir c¢ 10.09.2015 mo
20.09.2015. B pe3ynbTaTe IpOBEpKH OBLIN BBISIBJICHBI CYIIECTBEHHBIE HeAocTaTKu. HeoOxoanumo
MOBBICUTh KOHTPOJb MpenojiaBaTeleil 3a COXPAHHOCTHIO IIKOJIBHOTO 00OpYAOBaHUA,
aKTHUBU3MPOBATHh PabOTy C YyYalIUMHUCS 10 BOCIHUTAHUIO Y HUX OEPEKHOTO OTHOIIECHUS K
UMYILIECTBY.

CocTaBbTe pacmopsHKCHHE PYKOBOJMTENIS 00 OpraHU3alvd JCKYpPCTBA B MPa3THUIHBIC
nuau ¢ 31 mekadbps 2015 roga mo 10 saBaps 2016 roga. Ilpennoxkure 3am. aupekTopa mo AXY
(aIMUHUCTPATUBHO-XO34MCTBEHHAs YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2015 no 17-00 u
MIPOBEPUTH U OMeyYaTaTh Bce chaykeOHble moMenieHus. OOsHKUTe MOATOTOBUTH HA YTBEPXKICHUE
rpadpuk nexyperBa go 31 mekabps. Opranuzanuio U (GaMHUIUU JODKHOCTHBIX JIMII YKAKUTE
CaMOCTOSITEIIbHO.

Od¢opmure BBHIIUCKY M3 MpHKa3za 1Mo MHBeHTapuzauuu. CocTaBbTe U OPOPMHUTE aKT O
MPOBEPKE COXPAHHOCTH IOKYMEHTOB B OpraHU3all1H.

CocraBbTe U 0()OPMUTE B COOTBETCTBUHU C TPEOOBAHUAMH MPOTOKOJ 3aceIaHMsl COBETa
JTUPEKTOPOB aKIMOHEPHOTO OOIIecTBa O CO3bIBE T'OJOBOTO 00IIEro codpaHus akiuoHepoB. Ha
3acelaHuM OBLIM ONpENEeNIeHbl MecTo, BpeMmsl, ¢hopMa (0O4Has) MPOBEACHUSI COOpaHMsl, a TaK¥Ke
VTBEpkKAEH CHHCOK KaHAMIATOB, BKIIOYAEMBIX B OIOJUIETEHH ISl TOJOCOBAHHS TIO TOBOAY
n30paHus B WICHBI COBETAa TUPEeKTOpoB. Heobxoaumyro nudopmalinio (Ha3BaHUE aKITMOHEPHOTO
oOmiecTBa, (paMUIUU BBICTYMHBIIMX JOKIAAYUKOB W T.JI.) JOTMOJHHUTE CaMOCTOSITENbHO. Bce
PEKBU3HUTHl JIOKYyMEHTa O(GOPMHTE B COOTBETCTBUU C TIOJIOKEHUSAMH JEHCTBYIOIIETO
3akonogarensctBa 1 ['OCT P 7.0.97-2016.

Kpartkue meTonuueckue ykazaHus

Keiic-3aganne cocToUT U3 4YETHIPEX 3aJaHui. MaKCcUMalbHO 3a KeWC-3aJaHHEe MOXKHO
NMoJIy4uTh 7 0amioB. BpeMs, 0TBoAMMOE Ha BBHITTOJTHEHUE KEHC-3a/I1aHMs], COCTABISIET 35 MUHYT.

3ananmue 2. CocraBienne HHPOPMANMOHHO-CIIPABOYHBIX IOKYMEHTOB.

Curyanus:

[IpencraBeTe cebe, uro Bel paboTaeTe B KOMITAHMHM MTOMOIIHUKOM PYKOBOAMTENsA. Bam
HE00X0/IMMO MOJATOTOBUTH MPOEKTHl HH(POPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB:

CocraBbre B cootBerctBuu ¢ ['OCT P 7.0.97-2016 m odopmuTe TOIHBIA MPOTOKOI
3acelaHusl KOJJIETUM O pabore otrhena MHPOPMATH3AIMHM 10 OOECIEUYEHUIO esITeIbHOCTH
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yupexJeHus: (Ha3BaHHE YUPEKACHUs, MECTO W3JaHUs JIOKYMEHTa M JAp., PEKBU3UTHI yKa3aTh
camocrosTensbHo). Ha 3acenanuu pedp muia 0 HEOOXOTUMOCTH JOMOJIHUTEIBHOTO BBIICTICHUS
KOMIIBIOTEPOB ISl oTAena nHdopmaruzanuu. CooOuianoch TakkKe O TOM, YTO B OT/ENIe HOBBIX
pa3paboTOK TPOBOMATCS MEPONPHSTHS TO YIYUIICHUIO OpTraHu3alui HH(POPMAIIMOHHBIX
npoueccoB. Ha 3acemanum o100peHO OCHOBHOE HampaBiieHHE paboOThl OTAeNla U MPHHSITO
pellieHrue TOPYYUTh aIMUHHCTPATUBHO-XO3SUCTBEHHOW Ciyx0e mnpuolOpectd Ui OTIeNa
uH(popMaTH3aluu 3 KOMIIbIOTEpa.

CocraBbTe MPOTOKOJ MPOU3BOACTBEHHOTO COBEIIAHHUS PAOOTHUKOB OPUIUYECKOTO
OTJIeNa, KOTOpble OOCYXJalu BOIPOC OpraHu3aluu paboThl B OTHENE B CBSI3U C Pa3BUTHUEM
KOMMEpPYECKOM JEeSATENBbHOCTH M TMPUHSIIA pPEIIeHHE O HEOOXOAUMOCTH YBEIUYCHUS
YUCIIEHHOCTH paOOTHUKOB IOPUAMYECKOTO OT[Aena M 00 OCHAalleHHWH OTAella HOBBIMU
KOMITbIOTEPaMH.

Hanummure nokmannyro 3anucky Ha umsi pykoojautesst OOO «lIpum-Koncantuary o
KOMaHIUPOBaHUU B I'. XabapoBCK CTapIIero MHXKEHepa TeXHu4deckoro otaena Meanosa U.U.. ¢
06.10.2012 roma cpokom Ha 5 HEW AJ1s1 BBICTYIUIEHUS C JOKJIaloM Ha ceMuHape «COBpEMEHHbIE
CIOoCOOBI ONITUMHU3AINU JOKYMEHTOO00POTa B KOMMEPUYECKOM OpraHu3aium.

CocraBbre rapantuitHoe nuceMo OAO «busnec-ABromaruka» k OAO «LPT-
TEXHOJIOTHUI» 00 OKa3aHWH MOMOIIY B YCTAHOBKE W HAIAIKE 000PYIOBAHMS BBIYUCIUTEIHHOTO
HEHTpa.

[ToaroroBeTe M OGOpPMUTE MUCHMO C COOOIICHHEM O MPOBEACHUHM T'OJOBOTO OOMIETO
coOpaHHs aKIIMOHEPOB aKIMOHEPHOTo OOIecTBa (Ha3BaHHUE M CIIPABOYHBIC JAaHHBIE OOIIECTBa
JIOTIOJTHATE CaMOCTOSITENbHO). B CcoOOImIeHnn yKakuTe, 4TO COOpaHHWE CO3bIBACTCA B OYHOU
dbopMe, ompeneanTe CaMOCTOSITENBHO TOBECTKY JHS, JaTy, BpeMs W MECTO MPOBEICHHS
rOJI0OBOTO 00mIero coOpaHusi, Ha4yajJ0 M OKOHYAHWE PETHCTPallMM YYAaCTHUKOB COOpaHMUS.
HeoOxonumo ykaszath, Kakue JOKYMEHTHI HYXKHO MMETh MpH cebe (MacmopT, JOBEPEHHOCTh Ha
nepeaady npaBa Ha ydacTHe B COOpaHMU W 1p.). Bce pekBU3UTHI JOKyMeHTa OQOpMHTE B
COOTBETCTBUU C TOJIOKEHUSMHU JEHCTBYIOLIEro 3aKoHojaTenscTtBa U TpeboBanusimu ['OCT P
7.0.97-2016.

KpaTkue meToauueckue yKazaHus

Keiic-3aganue COCTOMT W3 IIATH 3aJaHUA. MakCUMajabHO 3a KEHC-3aJlaHHEe MOKHO
nony4uTh 7 6annoB. BpeMs, oTBoAMMOE Ha BBITIOJIHEHUE Kelc-3aJaH s, COCTaBIIsAET 35 MUHYT.

3aganue 3. CocTaB/ieHHe KaAPOBOHl JOKYMEHTALIUN

Curyanus:

[TpencraBeTe cebe, uto Bl paboTaeTe B KOMIaHUM B OTAeNe KaJpoB. Bam Heob6xomumo
MOJITOTOBUTH MPOEKTHI KAJPOBBIX TOKYMEHTOB

Ha ocHOBaHMM 3akKIIIOYEHHOTO TPYJIOBOrO JO0roBopa o mpuéme Bac Ha MOMMKHOCTB
MEHe[Kepa 10 TypU3My B TypUCTHUECKYIO pupMy «boH-Bosik» odopmuTe npukas 1o JHIYHOMY
cocTtaBy o mpuéme Ha paboty (1o yHupunupoBanHoit popme T Ne 1).

CocraBbTe 1 0hOpPMUTE XAPAKTEPUCTHKY HA COTPYIHHUKA OT/EIa KaIpOB, MOIIHCAHHYIO
PYKOBOJUTENEM JAHHOTO CTPYKTYpPHOTO nojpaszaeneHus. Opranuzainuio, GaMmwing paboTHUKOB
YKQ)KHUTE CAMOCTOSITEIIHHO.

CocraBbTe U 0(hopMuUTE 3asBICHUE O MEPEBOJE HA APYI'YIO0 pabOTy, B KOTOPOM YKaXXHUTE
CTPYKTYpHOE TMOJpa3JelieHne, JOJKHOCTb, MPU HEOOXOAUMOCTH — OCOOEHHOCTH B pabote
(HenonHBIN pabouuil AeHb, moyacoBas ormiara). Ha ocHoBaHMM 3asiBIIEHUS COCTaBbTE NMPHUKA3 110
yauuipoBanHoit popme T Ne 5.

Odopmurte 3anuce B TPYIOBYIO KHIDKKY O TpuéMe Ha paboTy U CIIpaBKy ¢ MecTa paboThl
C YKa3aHUEM JOJDKHOCTH U CPETHEMECSIHOTO 3apadoTKa.

Kpatkue meroanueckue ykazaHus

Keiic-3amanue coctout M3 4eThIpEX 3ajaHui. MakCHUMalabHO 3a KeWC-3alaHME MOYKHO
noJy4YuTh 7 6ayuioB. Bpems, oTBoMMOE Ha BBINOJIHEHHE KeHC-3a1aHus, COCTABIsIeT 35 MUHYT.
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3aganue 4. UHCTPYKIUS 110 1e10IIPON3BOACTBY

KpaTtkne meTogu4eckue yKa3aHus

CyTb 3a1aHusi COCTOMT B (POPMHUPOBAHUM OPTraHU3AIMOHHOTO JOKyMeHTa «HCTpyKuus
[0 JeJIONPOU3BOJCTBY», B KOTOPOM OyneT OTpakeHbl TpeOOBaHHS M IpaBHJia BEICHUS
JIeTIOTIPOU3BO/ICTBA, MPAaBUIIA JIOKYMEHTHPOBAHNUSA HHPOPMALIMU B OpPTraHU3AIHH.

MakcuMasbHO 3a BBIOJHEHUE MHAWBUIYAIBHOTO 3aJlaHHsI MOXKHO IOJIy4UTh 7 OajlioB.
Bpemsi, oTBoaMMOE Ha BBINOJIHEHUE 3aJaHUs], COCTABIIAET 15 MUHYT.

4.3. OuneHo4YHbIe CPeACTBA IJIsl IPOMEKYTOYHOM aTTecTaluMm.

4.3.1. ®opmupyemMble KOMIETEHIIUH C YKa3aHUEM 3TanoB UX (opMUPOBaHUS B ITpoIEcce
0CBOCHMs 00pa3oBaTesIbHON porpamMmsbl. [lokazaTeny U KpUTEpUH OLIEHUBAHMS KOMIIETEHIUH ¢

y4€TOM 3Tamna ux GOpMHUPOBAHUS

Koxa Kon
KOMIIE- HanmeHnoBanue STANIA 0CBOCHISI HaunmeHoBaHMe dTana
KOMIeTeHIUH OCBOEHHS KOMIeTeHINH

TeHIUH KOMIIeTeHIIHH

VK-4 CrocoOGHOCTD VK -4.3 CrocoOHOCTh BECTU  JICIOBYIO
OCYILECTBIISITh MEPENUCKy Ha PYCCKOM SI3BIKE
JIEJIOBYIO
KOMMYHHKAIIMIO B
YCTHOU u
IIACbMEHHOU
dbopmax
Ha roCcy/1apCTBEHHOM
U MHOCTPaHHOM(BIX)
SI3BIKAX

OIIK-6 | CnocoGHOCTB OIIK- 6.3 Cnoco6HoCTb UCIIONB30BaTh
pemaThb CIpaBOYHO-UH(POPMALIMOHHBIE U
CTaHJapTHBIE 33/1a4H CIPAaBOYHO-TIPABOBBIE  CHUCTEMBI
npodeccuoHaTHHON TUTst noucka | aHaIM3a
NesITeTbHOCTH Ha HEo0XoauMol MH(POpPMALUU TIPH
OCHOBE peleHnn pohecCUOHATIBHBIX
UH(POPMALIMOHHOM U 3ajjay, MHCIOJIb30BaTh OCHOBHBIE
6ubauorpaduueckoit MIPUHIIMIIBI OpraHu3aIu
KYJIBTYPBI C JIeNTOTIPOU3BOICTBA u
PUMEHEHUEM JIOKyMEHTO000poTa B
UH(POPMAIMOHHO- OpraHu3alusix  BCeX  BHJIOB
KOMMYHHUKAITHOHHBI COOCTBEHHOCTH, TaK)K€ METOJIOB

X TEXHOJIOTHH U C
Y4€TOM OCHOBHBIX
TpeOoBaHUit
H(pOpMaLOHHON
0e30IMacHOCTH

ACJIONIPOU3BOJACTBA.
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Ilokazarennb Kpurepuii
JTal 0CBOCHHUsI KOMIIETCHIIUH
OLICHUBAHMS OLICHMBAHHUSA
OIIK-6.3 BeiOupaet s3bIKOBbIC I'pamotHO
CriocoOHOCTb BECTH OCYILECTBIIATh CPEICTBA JISl OCYIIECTBIEHUS | OCYILECTBIISIET
JOKYMEHTAIMOHHOE 00ecTieueHre U JIOKYMEHTAllUOHHOT O JOKYMEHTalMOHHOE

JACJIOIIPOU3BOJACTBO HA PYCCKOM U

HHOCTPAaHHOM A3BIKC

obecnieyeHus u
JIEIONTPOU3BOJICTBA HA
PYCCKOM U MHOCTPAHHOM
SI3BIKE

obecrieyeHue U
JEIIOTIPOU3BOICTBO HA
PYCCKOM U
I/IHOCTpaHHOM SA3BIKC

YK -43.
Crioco6HOCTb BECTH
IIEPENNUCKY Ha PYCCKOM SI3BIKE

JACJIOBYIO

BriOupaer aiekBaTHYIO
dbopMy e7I0BOTO TIOKyMEHTA
CTpaHbI KOHTPAreHTa.
CobmrogaeT TpeOoBaHUS K
SI3BIKY JICIOBOTO IOKyMEHTA
CTpaHbl KOHTPAreHTA.
Co0uto1aeT TpeOOBaHHUS 110
0 OPMIICHHIO JIETTIOBOTO
JIOKYMEHTa CTPaHBI
KOHTpareHTa.

TeKCT BBIIIOIHEH €
cOOIrOIEHUEM
CTHJIMCTUYECKUX HOPM
B Tekcre He nomymieHo
OIIHOO0K

BreimonHenst
TpeOOBaHUS 11O
0(OpMIICHHUIO
JOKYMEHTA
Conepxanue
JOKYMEHTA JIOTHYECKU
BBICTPOCHO B
COOTBETCTBHH C
BBIOpaHHOU hopMoit

4.3.2. TumnoBble OlleHOYHbIE CPEACTBA

No g ko

HopmaTuBHBI  JOKYMEHT

Bonpocsl k 3a4éTy

CopneprkaHue U Ha3HAYCHHE AETIONPOU3BOICTBA.
OpranuzanvoHHblie GOPMBI JEI0IPOU3BOICTBA.

3aKOHOAATENBCTBO 00 3JEKTPOHHOU MOAMUCH.

BI/II[BI 3H€KTpOHHOI71 MOAIKUCHU U MOPAIOK UX ITPUMCHCHU.

HCIIOJIHUTEILHOMN BJIaCTHU», €0 HAa3HAYCHHUC.

HaHI/IOHa.TII)HI)IG CTaHAAPTHI IO YIIPABJICHUIO JOKYMCHTAMMU.

Cnyx0a 1eonpon3Bo/ICTBA, IS U 3a7a4i, (PYHKIIMOHAILHOE COJIepKaHUE TSI TEIIbHOCTH.
3akoHogarenscTBO Poccuiickoit deneparuu B chpepe nHPOpMauu U TOKyMEHTALIUH.

«[IpaBuna nenonpousBojcTBa B (efepalbHBIX OpraHax

9. HopmaruBHBIE IPaBOBBIE aKTHl OpraHa BJIACTH, PETIIAMEHTHPYIOIINE OPTaHU3aIUI0 paOOTHI

C JOKyMEHTaMH.
10.

UHCTPYKIUU 1O JeIONPON3BOCTBY.

11.
12.
13.

bnank nokymeHTa, BUJIbI OJJaHKOB COCTaB PEKBU3UTOB OJaHKa.
CocTaB peKBU3UTOB YAOCTOBEPEHUS, TOPSAOK UX OOpMIIEHUSI.
CrnyxeOHble OTMETKU Ha JIOKYMEHTE, MOPAI0K UX 0POPMIICHHS.
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14.

15.

16.
17.

18.
19.
20.
21.
22.
23.

24.
25.
26.

217.
28.

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

35.
36.
37.
38.
39.

40.

41.

42.

43.

44,

45.

CucremMa OpPraHM3alMOHHO-TIPABOBOM JOKYMEHTAIIMM, HA3HAYEHWE M BHJOBOM COCTaB
JIOKYMEHTOB.

[TonsiTHE HOPMATHMBHOTO TIPAaBOBOTO aKTa, BHJBl HOPMATHBHBIX IPABOBBIX AaKTOB
dbeneparbHBIX OPraHOB MCIIOJHUTEIBLHOMN BIACTH.

JloJDKHOCTHAsI MHCTPYKITUS, HAa3HaUYeHHEe JOKYMEHTA, COCTaBJIeHHEe U 0(OopMIICHHE.
[Iponenypa coriacoBaHus JOKYMEHTOB, ¢ Ha3HaueHUE, BHEIIHEE M BHYTPCHHEE
COIJIacOBaHHE.

BusupoBanue 10KyMEHTOB, OCOOCHHOCTH BU3UPOBAHUS PACTIOPSAIUTEIHHBIX JOKYMEHTOB.
Cuctema pacropsAUTeIbHON JOKYMEHTAIIMH, HAa3HAYE€HNE U BUIOBOM COCTaB IOKYMEHTOB.
Cocranenue 1 0OpMIICHHE MTPUKA3a IO OCHOBHOM €SI TEIILHOCTH.

[Topsiiok TOKYMEHTHPOBAHUS KOJJICTHAILHOM (COBEIIATEILHOM) IeATeTLHOCTH.

[IpoTokon 3acenanus, BUIbI IPOTOKOJIOB, COCTaBJICHUE U 0OpMIICHHE.

Cuctema MH(POPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIlUM, HAa3HAYCHUE M BUIOBOM COCTaB
JIOKYMEHTOB.

JlenoBoe MUChbMO, Pa3HOBUIHOCTH JICJIOBBIX ITHCEM.

CocraBnenue 1 0OpMIICHHUE JIETIOBOTO IMHChMa.

TekcT ympaBlIeHYECKOro JOKyMEHTa, oOmme TpeOoBaHMs K COCTaBICHHIO TEKCTa
JIOKYMEHTA.

AKT Kak BUJ] IOKyMEHTa, pa3HOBUTHOCTU aKTOB, OCOOEHHOCTH COCTABIEHUS U 0(hOpMIICHUS.
[TonsiTe  AOKYMEHTOOOOPOTa,  KAueCTBEHHbIE W  KOJMYECTBEHHBIE  MapaMeTpbl
JIOKyMEHTO000pOoTA.

[TpuHIMIIBI palTuOHATIFHONW OpraHU3aIUH IOKYMEHTO000pOoTa.

OCHOBHBIE 3Tanbl JBUKEHUS MOCTYNAIOLIUX JTOKYMEHTOB.

OCHOBHBIE 3Tanbl JBUKEHUS OTIPABISIEMBIX JOKYMEHTOB.

@DOopMBI U METOJIBI COBEPIICHCTBOBAHUS JOKYMEHTOO0OPOTA.

Ha3nauenue u 1ienm perucTpauuy JOKYMEHTOB, IPUHIIUIIBI PETUCTPALIUU.

CTpyKTypa pErucTpallMOHHOTO HOMEpPA IMOCTYMAIOUINX, OTHPABISIEMBIX M BHYTPEHHHX
JIOKYMEHTOB.

OcCHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX POPM.

Oco0eHHOCTH PETUCTPALIUU OT/ICTbHBIX BUJIOB JOKYMEHTOB (TIpHKa3, 1€JI0BOE MHUCHMO).
OpranuzaioHHbIE OCHOBBI KOHTPOJISI HCTIONHEHUSI JOKYMEHTOB (MTOpYyUEHUN).

TexHoMorust KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (ITOPYYECHUN).

CpOoKH UCIIONHEHUS TOKYMEHTOB, BBl CPOKOB, MOPSIIOK UCUUCIEHUS CPOKOB MCITOJHEHUS
JIOKYMEHTOB, MOPSIOK MEPEHOCA CPOKA UCTIOJIHEHHSI TOKYMEHTA.

OCHOBHBIE TaIlbl KOHTPOJISI UCTIOTHEHHSI IOKYMEHTOB (TIOPYUYESHHIA).

Opranu3zanus paboTsl HCTIOTHUTENS C TIOKYMEHTaMHU.

HopmatuBHbIE OCHOBBI M OOIIME MPHHIMIBI OpraHu3anud paboTel ¢ oOpalieHUusMU
rpaKaaH

Buner oOpamenuit rpaxkaaH, OCOOCHHOCTH PAacCMOTPEHHUs OOpaleHHi  TpaxkaaH
Poccuiickoit @enepanuu.

[loHATHE UEHHOCTH [OKYMEHTAa, KPUTEPUU IEHHOCTH JOKYMEHTOB, CPOKM XpaHEHUs
JIOKYMEHTOB.

Opranu3zanus U NopsioK NpOBEIEHUs SKCIEPTU3bl IEHHOCTU JOKYMEHTOB OpPIraHa BIIACTH.
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46.

47.
48.

49.
50.
51.
52.

53.
54.

55.

56.

57.

58.

59.

60.

Cpoxu xpaHeHHUS JOKYMEHTOB, KAaTETOPUHU JOKYMEHTOB, BBIIECISIEMbIX 110 CPOKAM XPAHECHUS,
CPOKH XPaHEHUS AJIEKTPOHHBIX JIEJI.

[lepeyHu NTOKYMEHTOB CO CPOKaMH XpaHEHUSI, UX IPUMEHEHHE B JICJIONPOU3BOICTBE.
Homenknatrypa nen opraHa BiacTH, (GYHKIMM HOMEHKJIATYpPHl Jell, NPUHIUIBL e
MOCTPOCHHUS.

dopma HOMEHKJIATYpPhI Jell, OCHOBHBIE ATarbl €€ pa3pab0TKU HOMEHKIJIATYPHI JIeI.

[TpaBuiia cocTaBieHus 3aroJ0BKOB JIe] HOMEHKIIATYPbI JeT.

CornacoBaHue U YTBEP>KJICHHE HOMEHKJIATYPHI 1€, CPOK JIEHCTBUS HOMEHKIIATYphI A€, ee
BEJICHHE U KOPPEKTUPOBKA.

dopmupoBaHue Jen B JeI0NPOU3BOJCTBE, 0COOCHHOCTH (OPMUPOBAHUS B JI€)1a OTACIbHBIX
KaTeropuii T0KyMEeHTOB.

Buner onceit nenn, 0CHOBHbIE MPUHITUIIBI U MOPSIIOK COCTABICHUS OMUCEH JIeT.

JInuHoe €m0 rocylAapCTBEHHOTO TPa’kJAaHCKOTO CIIYKallero, cOCTaB JOKYMEHTOB Jefa,
0COOEHHOCTH €ro (HOPMUPOBAHHS.

Opranuzanus paboTsl IO YHUUYTOKEHUIO JOKYMEHTOB C UCTEKITUMH CPOKAMU XPaHEHHS.
Odopmrenue e npu ux nepeaade Ha apXUBHOE XpaHEHHE.

[Tonstue «uHbOPMAIIMOHHAS CHCTEMa DJIIEKTPOHHOTO JIOKyMeHTooOopoTa» (C3/0),
bynkuu CO/10.

HopmatuBubie  TpeOoBanuss K  MHGOPMALMOHHBIM  CHCTEMaM  JJIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

[ToHsiTEe <«OIEKTPOHHBIA JOKYMEHT», OCHOBHbBIE MPHUHIUIBI OpPraHu3alud padoThl C
ANEKTPOHHBIMU JOKYMEHTaMH B JIETIOMPOU3BOJICTBE.

HazHaueHune cucTeMbl MEKBEJOMCTBEHHOI'O 3JEKTPOHHOTO AoKyMeHTooOopora (MD/10),
ctpykrypa M3 J10.

IIpakTuyeckue 3axaHus (Keicbl) K 324€Ty:

3aoanue: ompeoaxmupytime npeocmagieHuvllti 00OKYMeHM.:

1) ecmasvme Hedocmaiowue pekeu3UNblL,

2) eHecume UCNPABICHUS 8 PACNOLONCEHUE PeKBUZUNO8 HA NOJe OOKYMEHMA,
3) ucnpasbme owubku 6 0popmaeHUU PEKEUUMOE OOKYMEHMA,

4) ucnpasbme 5361K08ble OUWUOKU 8 MEKCme OOKYMeHMA.

MHUHHUCTEPCTBO KYJbTYPBI H MACCOBBIX KOMMYHUKALUII P®
®EJEPAJIbLHOE APXUBHOE ATEHTCTBO
(POCAPXWUB)

Ne 536 8 HOs10pst 2015 rona

TunoBass HHCTPYKUMS 1O AeJIONPOU3BOIACTBY
B (heepajIbHBIX OPraHax MCMOJHUTEIbHOH BJIACTH.

B cBa3u ¢ m.1l.1 TumoBoro periameHTa B3auUMOAEHUCTBUS (elepaibHBIX OpPraHOB

VCIIOJIHUTENIBHOM BJIACTH, YTBEPKIAEHHOTO ITIOCTAHOBIEHUEM ITPaBUTENbCTBA PO,
MIPUKA3bIBAIO:
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1) yIBepauTh MpUIaraeMyl0 THIOBYKO HHCTPYKIIMIO IO  JCJOMPOM3BOACTBY B
denepanbHBIX OpraHax UCIOTHUTEILHOMN BIACTH;

2) mpuka3z (denepanbHO apXuBHOH Ciy:kObl P® «OO0 yTIBEpKICHHH THIIOBOM
WHCTPYKIIMU TIO JICJIONPOU3BOJCTBY B (QeAepalbHBIX OpraHax HCIHOJHUTEILHOW BIACTH)
NPU3HATH MOTEPSBIIAM CHITY.

[Ipunoxenue: Ha 5 ctp. B | Bapuanre.

MuHHCTp KyIbTYpBI
Y MAaCCOBBIX KOMMYHUKaluil PD CoxkoJ0B A.

CnupugoHoBa

[IIkana oLeHUBaHUS.

Onenka 3HaHWWA, YMEHUH, HABBIKOB IPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOU
cuctemsl: 30% u3 100% (unu 30 6amnos u3 100) - BKiIag B UTOrOBYIO OLICHKY IO pe3yJibTaTaM
MIPOMEXYTOUYHOU ATTECTALlUH.

IIpu oueHuBaHMM OTBeTa OOY4YaIOLIErocs B XOJA€ INPOMEKYTOUHOW aTTECTAllMd MOXHO
ONMPATHCS Ha CIEAYIOIINE KPUTEPHUHU:

bassl Kpurepuii onieHkn

26-30 |OOyuarommiicss TOKa3bIBaeT BBICOKHMI  yYpOBEHb  KOMIIETEHTHOCTH, 3HAHUS
NPOrpaMMHOTO  MaTepHaia, y4eOHOH, TepHOJUYECKOH U MOHOTrpagHuyYecKoi
JUTEPaTyphl, 3aKOHOJATEIHCTBA M MPAKTHKH €ro NPUMEHEHHUS, PAaCKPHIBACT HE
TOJBKO OCHOBHBIC TOHATHS, HO M aHATU3UPYET MX C TOYKH 3PECHUS Pa3IMYHBIX
aBTOpOB. OOy4JaroOUIMiics MOKa3bIBA€T HE TOJBKO BBHICOKUN YPOBEHb TEOPETHUYECKHX
3HAHWH, HO M BHOUT MEKAMCIHMIUIMHApHBIE CBs3H. [IpodeccnoHansHO, TPaMOTHO,
MOCJIEIOBATEIBHO, XOPOLINM SI3IKOM YETKO M3JIaraeT MaTepHal, apryMeHTHPOBAHHO
(dopMynrpyeT BbIBOJBL. 3HAET B paMKax TpeOOBaHMI K HampaBICHHIO M Tpoduito
MOJTOTOBKH 3aKOHOJATEIhbHO-HOPMATHBHYIO M MpaKTH4YecKylo 0azy. Ha Bompocs
OTBEYAET KPATKO, ApTYMEHTUPOBAHO, YBEPEHHO, 110 CYIIECTBY.

16-25 OOyyaromuiicss MOKa3bIBA€T JOCTATOYHBIM YpOBEHb KOMIIETEHTHOCTH, 3HAHUs
MaTepHaoB 3aHATUH, y4eOHOW U METOAMUYECKOW JIMTEepaTyphl, 3aKOHOJATEIbCTBA U
NPaKTUKHA €r0 MPUMEHEHHs. YBEpEeHHO M MPO(ECCHOHATBHO, TPAMOTHBIM SI3BIKOM,
SCHO, YETKO M TOHATHO M3JIaraeT COCTOSIHWE U CYyTh BOINpoca. 3HaeT HOPMAaTHBHO-
3aKOHOJATENPHYI0 M TPAKTHYECKyl0 0a3y, HO TIpU OTBETE JIOIyCKaeT
HECYILECTBEHHbIE norpemnoctu. OOyyaromuiicss moKa3blBaeT J0CTaTOYHBIN YPOBEHb
npoeCCHOHATILHBIX 3HAHWH, CBOOOAHO OMEPUPYET MOHATHUSAMH, METOJaMHU OICHKH
NPUHATUSL PELICHUI, MMEEeT TPEACTAaBICHUE: O MEKAUCIHUIUIMHAPHBIX CBS3SX,
YBSI3BIBACT 3HAHWA, TOJyYEHHBIE MPH W3YUYCHHH DPA3UYHBIX TUCIHHUIUIMH, YMEET
aHaAJTM3UPOBaTh NPAKTUYECKUE CUTYAI[MH, HO JOMYCKaeT HEKOTOPbIE MOTPEUIHOCTH.
OTBeT MOCTPOEH JIOTHYHO, MaTepHall U3JIaraeTcsi XOPOIIUM SI3bIKOM, MPHUBIIEKACTCS
MH(QOPMATUBHBIA M WJUTIOCTPUPOBAHHBI MaTepHal, HO IMpPH OTBETE JOIMyCKaeT
HEKOTOPbIE IOTPENIHOCTH. BOITPOCH! He BBI3BIBAIOT CYNIECTBEHHBIX 3aTPYAHECHUH.
6-15 OOyuaromuiicss MOKa3bIBae€T JOCTATOUHBIE 3HAHUS MaTEpPHAJIOB 3aHATUN, HO IPH
OTBETE OTCYTCTBYET JOJDKHAS CBSI3b MEXKIy aHAIHM30M, apTyMEHTAIIUEH 1 BHIBOJIAMH.
Ha nocraBneHHble wieHaMH KOMHCCHH BOIPOCHI OTBEYAET HEYBEPEHHO, JIOMYCKAaeT
norpermrHOCTH. OOydJarouuiicss BiaJieeT MPAKTUYCCKUMH HaBBIKAMH, TPUBJIEKAET
WITIOCTPAaTUBHBIM MaTepuai, HO 4YyBCTBYeT ce0si HEYBEPEHHO IIpU aHallu3e
MEXIUCIUATUTMHAPHBIX CBsi3el. B oTBeTe He Bcerga MNPHCYTCTBYET JIOTHKA,
apryMEHThl TPHUBJIEKAIOTCS HEAOCTaTOYHO Beckue. Ha mocraBieHHBIE BOIPOCHI
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3aTPYIHSAETCS C OTBETaMH, IOKa3bIBAET HEJJOCTATOUYHO INIyOOKHE 3HAHUS.

0-5 OOyuaromuiics TOKa3piBaeT cja0ble 3HAHUS MaTEpUANOB 3aHATHH, Yy4eOHOMN
JUTEPATyphl, 3aKOHOJATEIbCTBA M INPAKTUKU €ro IPUMEHEHMs, HU3KUH YpOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3JI0KeHHe Bompoca. OOyuaromuiics MOKa3bIBacT
ciabblii  ypoBeHb MNpO(ECCHOHANBHBIX 3HAHWH, 3aTpyIHSAETCs IIpU  aHaJIU3e
IIPaKTUYECKUX cUTyauuid. He MoxeT mpuBecTH NpHUMeEpbl U3 pealbHOM IPAKTUKMU.
HeyBepeHHO M JOrMuYecKH HEINOCIelI0BaTeIbHO H3iaraeT marepuain. HempaBuibHO
OTBEYAET HA BOIIPOCHI UJIU 3aTPYAHSIETCS C OTBETOM.

[lIkana nmepeBoia U3 MHOTOOAUIbHOM CUCTEMbI B TPAAMIIMOHHYIO:

- 00yJaroIeMycst BBICTABIISIETCS OIIEHKA «HE 3a4TEHO», €CIIM OOydarouiics HaOpai
Menee 50 6aios,

- OIIEHKA «3aYTCHO» BBICTABISACTCS IIPH YCIOBHH, €M oOydaromiuiics Hadpan ot 50 10
100 Gamnos.

100 6atoB BBICTABJISECTCS MPH YCIOBHH BBITOJHEHHS BCEX TPEOOBAHMIA, a TaKKe MPHU
065[321TCJH)HOM HpO?[BJIeHI/II/I TBOp‘-IeCKOFO OTHOLICHUA K HpeIIMeTy, YMGHI/II/I HAaXOIUThb
OpHTHHAJbHBIC, HE COJAEpIKAIliecs B yuyeOHHKAX OTBEThI, YMEHHH pabOTaTh ¢ MCTOYHUKAMH,
KOTOpPBIE COJAEPkKATCA JOINOJHUTEIBHON JMTEpaType K KypCy, YMEHHUHU COCAUHATH 3HAHUS,
MOJTYYEHHBIC B TJAHHOM KypCE CO 3HAHUSMH IPYTHX AUCIUIUINH.

4.4. MeTonnueckne MaTepHuaJibl

CryneHT onyckaercst K 3a4eTy MO JUCLUIUIMHE B ClIydae BBIIOJHEHUS UM BCeX 3a/laHUiM
U MEPONPUATUH, IPETYCMOTPEHHBIX IIPOrPaMMON JTUCITUIINHBL.

3a4éT BBICTABISIETCA CTYICHTY IO pe3y/ibTaTaM BBIIOJHEHHbIX pPAa0OT B TEUYECHUE
ceMecTpa, IMpH YCIOBHM, YTO OLEHKH CTyAeHTa 3a paboTy B TeueHHe ceMecTpa (1Mo Bcem
pe3yibTaTaM TeKYyLIero KOHTPOJIs 3HaHUI) COCTaBIAIOT He MeHee yeM Ha 70 % «otiauuHo» u 30
% «XOpOoI110», IPOIYCKH 3aHATHI OTCYTCTBYIOT.

3ader npoBoaUTCS B (popMe MyONIUYHOM 3alIUThl MPaKTHUECKOW paboThl. ['0TOBUTHCS K
3a4€Ty HEOOXOJUMO CaMOCTOSITENIbHO, MOCIEA0BaTENbHO, HAa MPOTSHKEHUHM BCEro Iepuoja
W3YYEHHUS JUCLUIUINHBI.

CryneHTy HeoOXonuMoO BBIOpaTh OAHY M3 TeM, NpeicTaBieHHbIX B Pazmene 4.3.2.
BHumarenbHO M3y4MTh U OCMBICIUTH BBIOPAHHYIO TEMY B PEKOMEHJOBAaHHBIX YYEOHUKaX MU
apyrux ucrouHukax (MHTepHeT-pecypchl, Hay4dHO-METOAMYECKHME JKypHalIbl U  IIp.).
CTpyKTypupoBaTh TEOPETHMYECKMM MaTepuall, COCTaBUTb IUIAH €ro  IPEJCTABIICHUS.
Hccnenyemblil BOIpoc U3iaraTh ¢ MO3UIMM 3HAYEHUS Ui IPO(ECCHOHATBHON AESITEIbHOCTH.
IIpy >TOM BaXHO NOKa3aThb 3HAHME HE TOJBKO TEOPUU BOIPOCAa, HO M IPAKTHYECKOE
npuMeHenre. HeoO0XoIumMo MoAroTOBUTh MPAKTUYECKYIO YacTh OTBETA, BKIIOYAIOIIYIO THUIIBI U
BUJBI JIOKyMEHTOB, JIEJOBBIX MHceM (He MeHee 7-10 mpumepoB), OTpaXkaroIuX CHEHU(UKY
Bonpoca. [Ipumepbl TEKCTOB AENIOBBIX JIOKYMEHTOB JOJKHBI OBITh MOJ00paHbl U3 Pa3IMYHBIX
UCTOYHHUKOB HMH(pOpMAIMK, B TOM YHCiIe ¢ OQHUIMAIbHBIX CaiTOB opraHuzainuii. B gokymenre
JIOJIKHBI OBITh J1aHbl yKa3aHUs (IOSCHEHUs) OCOOEHHOCTEW MPUMEHEHUs IPaBWII U TpeOOBaHUM
JOKYMEHTHOM JIMHTBUCTHKM TIO0 HccleayemMoMy Bompocy. Kpome Toro, Heob6xomumo
IPEJCTaBUTh JOKYMEHTbl C THUIMYHBIMU OIIMOKaMH, JOMYCKAaEMBIMH IO HCCIEyEeMOMY
BOIIPOCY, M BAPUAHTBI UX UCIIPABICHHUS.

[ToaroroBuTh Mpe3eHTanuio K 3amure (He meHee 10-15 cnaiigos).

3ammTy NpPaKTHYeCKO paboThl HEOOXOIMMO IOCTPOUTH Ha OCHOBE TpeOOBaHUM K
nyOJIMYHOMY BBICTYIJICHUIO (BCTYIJIEHHE, OCHOBHAsl 4acTh, 3aKiioueHue). PexomeHnnanuu mo
MOJTrOTOBKE K MMyOJIMYHOMY BBICTYIUIEHUIO U O(OPMIICHHIO MPE3EHTALMN HEOOXOJUMO CMOTPETh
B METOJAMYECKHX PEKOMEHJAIUSAX IO TMOATOTOBKE COOOLIEHUH U Mpe3eHTalui amis
0O0I1IeCTBEHHBIX JUCHUIUIMH. Pe3ynbraT no crave 3a4éta oObsIBISETCS CTYIEHTaM MOCIE 3alUThI
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MPAKTUYECKONH paboThl, BHOCUTCS B SK3aMEHAIIMOHHYIO BEAOMOCTbh M 3au€THYIO KHUXKYy. He
3a4TE€HO MPOCTABIISIETCS B BEJOMOCTH.

5. MeToauueckue YKazaHusd IJisd oﬁyqamumxcs[ M0 OCBOCHHIO TUCHUIIJIUHBI

YcTHBIA OompocC SIBISIETCS OJHUM W3 OCHOBHBIX CIIOCOOOB MPOBEPKU YCBOEHUS 3HAHUU
oOyyaromuMmucsi. Pa3BEpHYTBHII OTBET CTyAEHTAa [OJDKEH MPEICTaBIATh COOOH CBSI3HOE,
JIOTUYECKH TOCJeI0BaTeIbHOE COOOIIEHUE Ha OMpPENeNIEHHYI0 TEMY, MOKa3bIBaTh €ro yMEHHE
NPUMEHSATh ONpE/AeNICHUs, IMpaBUjia B KOHKPETHBIX ciiydasX. OCHOBHbIE KPUTEPUHU OLICHKHU
YCTHOTO OTBETA: MPAaBUJIBLHOCTH OTBETA IO COJEP>KAaHUIO; MOJHOTA M IIyOMHA OTBETA; JIOTMKA
U3JIOKEHUSl Marepuasia (Y4UTHIBAETCSI YMEHHE CTPOUThH LIEJIOCTHBIM, II0CIE10BATEIbHbBIN
paccka3z, TpaMOTHO  TOJb30BaThCSl  CHEHAIbHOM  TEPMHHOJIOTHEH);  HCIOJIb30BaHUE
JIOTIOJIHUTEIBHOTO MaTepuaa.

[IpakTuueckue 3agaHusl SIBISIFOTCS HEOOXOIMM 3BEHOM ISl OIICHKHM YMEHUI U HaBBIKOB
oOyyvatonuxcsi. OCHOBHBIE KPUTEPUM OLIEHKM MPAKTUYECKOTO 3ajaHusi (Keica): KayecTBO
MPEJIOKEHUI U PEKOMEHIAIMI 110 pelIeHHIo MPoOIeMbl (BBIXOIY U3 CUTYalluH), OIMMCAHHON B
MPAKTUYECKOM 3aJaHuu (Keice), KauecTBO OOOCHOBAaHHWS aHajM3a MpoOJIeM W IOCICICTBUIN
BHEJpEHUs CHOPMYIHPOBAHHBIX NPEIIOKEHUH M PEKOMEHAAIMHA IO PELICHUIO MPOOIEeMbI
(BBIXOZy U3 CUTYyallUM), ONIUCAH B MPAKTUYECKOM 3a/laHuu (Kelce).

[ToaroroBka K 3aHATHSAM JODKHA HOCUTh CHUCTEMATHMUECKUN XapakTep. DTO MO3BOJIHT
oOyyaromemMycsi B MOJIHOM 00bEME BBIIOJIHHUTD Bce TpeOoBaHuUs npenogaBaress. O0ydaromumcs
PEKOMEHIyeTCcsl M3y4aTh Kak OCHOBHYIO, TaK U JIONOJHUTEIbHYIO JIUTEpaTypy, a Takxke
3HaKOMHUTbcA ¢ VIHTepHeT-uctouHMKamMu (CInMcOK TMpuBeAEH B paboyeil mnporpamme Mo
JTUCITUTIIINHE).

[lonroroBka oOyyarolmuxcst K ONpOCy IMpEANoyiaraeT MU3y4eHHEe B COOTBETCTBUU
TEMaTUKOH AUCHHUIIMHBI OCHOBHOM/ TOMOIHUTENBHOM JIUTEPaTyphbl, HOPMATUBHBIX JTOKYMEHTOB,
MHTEPHET-PECYPCOB.

OOyuaromuiics TOTOBUT JI0KJIaJ B (hopMe YCTHOTO COOOIIEHUS IO TeMe AUCHIUTLIHHBIL.

[Ipennaraercs cienymomas CTpyKTypa JOKJIaja:

1. BBeneHue:

— YKa3bIBaeTCs T€Ma U LIeJb JO0KIAa;

— 0603HavaeTcs MpoOJIeMHOE ToJIe, TEeMAaTHUECKUE pa3ziesbl JOKIala.

2. OCHOBHOE cofiepKaHue JOKIaaa:

— TIOCJIEIOBATEIBHO PACKPBIBAIOTCS TEMATHUECKUE PA3EIbl JOKIA/A.

3. 3axioueHue:

— MPUBOAATCS OCHOBHBIE PE3YyJIbTaThl U CYKIEHUS aBTOpa MO MOBOAY MYTEl BOZMOXKHOTO
pelIeHNs pacCMOTPEHHOM MPoOIeMBbl, KOTOPbIE MOTYT OBITH O(POPMIIEHBI B BU/I€ PEKOMEH AU .

MeToauyeckue peKOMEeHIAIMH 10 NMOJAT0TOBKE BHICTYIJIEHNS U NMPe3eHTAIUH

BricTymnnenue — 310 oduninaabHOe cooOIIeHre, MOCBAIIEHHOE 3aJaHHON TeMe, KOTOPOe
MOJKET COJICPIKATh OIMMMCAHUE COCTOSIHHS JIST B KAaKOW-THO0 cdepe AesITeIbHOCTH WU CUTYAIlHH,
B3TJIS1/] aBTOPA HA CUTYAIUIO WM MIPOOJIeMY, aHATTU3 U BO3MOJKHBIE ITYTH PEIICHUS TPOOIEMBI.
Hoxmnan noymkeH ObITh MpeacTaBieH B yCTHOM Gopme. CTpyKTypa JOKIaaa BKIIOYALT:

1. Brenenue:

— YKa3bIBa€TCA TEMa U LCJIb BBICTYIIJICHUSA

— 0003HauaeTcsi MPOOJIEMHOE TOJIE U BBOJSATCS OCHOBHBIE TEPMHUHBI BBICTYIUICHUS, a
TAKXE TEMATUYCCKHUEC Pa3acCiibl COACPIKAHNA BBICTYIIJICHUSA

— HAMEYalTCS METOJAbl pEIICHUs MPEACTAaBICHHOW B BBICTYIJICHUH TMPOOIEMBI H
IpeJIoJiaraeMbple pe3yIbTaThl.

2. OCHOBHOE COZepKaHuE:

— TIOCJIeIOBATEIIEHO PACKPBIBAIOTCS TEMAaTHICCKUE Pa3JIeiIbl BHICTYTUICHUS.

3. 3aKiroyeHue:
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— MIPUBOJATCS OCHOBHBIE PE3YJIbTaThl U CYKJIEHUS aBTOpa IO MOBOY IyTEM BO3MOMKHOTO
peLIeHHUs PACCMOTPEHHOM MPOOIEMBI, KOTOPBIE MOT'YT OBITH O(pOPMIICHBI B BUJIE PEKOMEHAALINH.

TekcT BBICTYIUICHHSI JOJKEH OBITh TOCTPOEH B COOTBETCTBUU C PErIaMEHTOM
NPEJCTOSINEr0 BHICTYIUICHHUS: He 00JIee MATH—CEMH MUHYT.

MeTtoauyeckue peKOMeHAalMHU 110 NPOBEJICHUIO IPYIIIOBOIO0 32 JaHUA

I'pynnoBble 3afaHus — 3TO MeTOA 0OydeHHs, TpeOyroIUil COBMECTHON AEATEIbHOCTU
o0ydJaromumxcs, Korja Kaxapli B IpyIIe pemraerT oLyl 3axady, oOCyKIaeT ee W Tpymma
BBIHOCUT euHoe pemeHue. ['pynna cocrout u3 3-4 obydaromuxcs. Ha BbimonHeHue 3agaHus
orBoguTcs 40 MUHYT, Ha IPEJICTaBICHUE PE3YIbTATOB pabOThI Irpynnbl oTBOAUTCS 10-12 MuUHYT.

PexomeHnaanum no noAroToBKe K Kpyrjiomy croy:

IlonroToBka K KpyrjioMy CTOJy HPEACTaBIsIeT COOOH IPOEKTUPOBAHHUE CTYICHTOM
oOcyxeHus B rpymnre B opMe TUCKycCcuu. B 3THX 1ensx CTyIeHTy He0OX0aUMO:

—  CaMOCTOSITENBHO BBIOpaTh TeMy (IIpo0IeMy) KPyTJIoro CTOJa;

— pa3paboTaTh BOIPOCHI, MPOAYMaTh NPOOJEMHBbIE CHUTyalMd (C HCHOJIb30BAaHUEM
NepPUOANYECKOMN, HAYUHOH JINTEPATYPHI, a TAKKE UHTEPHET-CANTOB);

— pa3paboTaTh IUIAaH-KOHCHEKT OOCYXICHHS C YKa3aHHEM BpPEMEHH OOCYXICHUS,
BOIIPOCOB, BAPMAHTOB OTBETOB.

HMHcTpyKuus N0 BbINOJTHEHUIO TECTOBOIO 3aJaHUS

TectupoBanue mnpenacTaBisieT coOOMl  BBIIOJHEHUE TECTOBOrO 3aJaHus  (TecTa),
COCTOALIEr0 U3 45 BONPOCOB U BapUaHTOB OTBETOB HA HUX. Bompockl mpeaycMaTpuBarOT OAUH
IpaBWIbHBIM BapuaHT oTBeTa. Bpems mnpoxoxaenus tecra 50 muHyT. HampoTuB kaxiaoro
BONpOca OOydYaroUMiics CTaBUT OTMETKY (HampuMep, «TalouyKy» WIH «KpecTUk»). Jlus
POXOXKJICHHS TeCTa 00yJaroIIUiics ToibkeH Ha0path He 6osee 50 O6amtoB. MakcuMalbHbINA At
cocrapmsieT 90 GannoB. 3a KaX bl MPaBUIBHBINA OTBET MpUCBanBaeTcs /Ba (2) 6ama.

Ecnmu oOywaromuiicss He 3HAeT MPAaBHJIBHOIO OTBETAa Ha BOMPOC TECTA, OH MOXKET €ro
HPOMYCTUTh, HO B 3TOM Cilydae OyJIeT 3aCUMTaH HEBEpHBIN OTBET.

KonTpoab camocTosiTe/ibHON PadoThl OCYLIECTB/ISIETCS B PAMKAX OIIPOCA 110 TEMaM.
Jist caMOCTOATENIBHONW TOATOTOBKM K 3aHATHAM CTYACHTaM IIpe[ularaercsd U3y4uThb
CJIEIyIOIINE TEMBI U IOJITOTOBUTH 110 OJTHOM U3 HUX pedepart.

Bonpoch! 1J1s1 caMOCTOATEIBLHOT0 H3YUYeHHS:
1. VmnpaBnendeckas JOKyMEHTAIUs: MOHATHE, HA3HAYEHHE, O0IAs XapaKTepPUCTHKA.
JIOKyMEHTUpOBaHUE YIPABICHUECKON JEATEIbHOCTU: IMOHSITHE, COBPEMEHHBIE
KOHIICTIIIUH.
O61mue npasuiia opopmIIeHUSI JOKYMEHTOB.
bnaHku TOKYMEHTOB: BUJIbI, 0COOEHHOCTH O0(OPMIICHUS.
PexBusuth nokymenta. [1pasuna opopmieHus.
[Tpunanue nOKyMEHTaM FOPUINYECKON CUIIBI.
CtpyKTypa ynpaBieHYeCKOro JOKYMEHTA.
OpranuzanoHHbIE JOKYMEHTBHI.
PacnopsimuTenbHble TOKYMEHTHI.
0. JlokyMeHTHpOBaHUE EATEIbHOCTH KOJUIETHAJIbHBIX OPIaHOB.
1. NndopManimoHHO-CIIPaBOYHbIE TOKYMEHTHI.
12. TlpaBuna BeaeHuUs CIIy>K€OHOI MepenucKy.
13. S3bIK ¥ CTHIIB CITY’)KEOHBIX JIOKYMEHTOB.
14. Opranuzanus u y4€t T0KyMEeHTO00O0pOTA.
15. ®opmsbl peructpanuu J0KyMEeHTOB. PeructpairoHHble HHACKCHI.
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16. Opranuzaius KOHTPOJIS UCIIOTHEHHS JOKYMEHTOB.

17. TlpusHaku 3aBefEeHUS JEII.

18. Homenknatypa nein, mpaBuiia COCTaBICHHUS.

19. ®opmupoBaHue TOKYMEHTOB B JIeja.

20. IIpoBeneHue sKCIEPTU3BI HEHHOCTH JOKYMEHTOB U O(pOPMIICHHE €€ Pe3yIbTaTOB.
21. TlonroroBka JOKYMEHTOB K Cllau€ B apXHB OpraHU3aLUH.

22. TlopsaoK YHUUYTOKEHUSI JOKYMEHTOB C UCTEKIIUMH CPOKAMHU XPaHEHHUS.

MeToan4yeckne peKOMEH/IAIUN 110 3a1UTe KeliCoB:

Kelicei — 3TO mpoOJeMHBIE CHTyallMd, CHENHaIbHO pa3pabOTaHHbIE HAa OCHOBE
(axTHyeckoro Marepuaa Jyuisi OLEHKH YMEHUH 1 HaBBIKOB 00yYarOITHXCsl.
Llenp MeTona TNPUMEHEHHUS KEHCOB - HAyYUTh OOYYaIOIIUXCS, aHAIU3UPOBATH

NpOOJEMHYIO CHTYallMi0, BO3HHKINYIHO MPH KOHKPETHOM IOJIOKEHHH JeJ, W BbhIpabOTaTh
HanOoJiee palMOHATIBHOE PELICHHE; HAy4YuTh paboTaTh ¢ MH()OPMAIMOHHBIMH HMCTOYHHKAMH,
niepepadaTbIBaTh U aHAJIU3UPOBATH UX.

Ha 3nHakomcTBO M pemieHue keiica oOyuatomemycs orBogutcst 30 mua. OOydaromuiics
3HAaKOMHTCA € MaTepuasioM keiica. OcmbiciuBaeT curyauuto. Ecim HeoOxoanmo, coOupaer
HEo0X0uMyI0 HH(OPMAIHUIO 10 CUTyanuu. PaccMarpuBaeT alnbTepHATUBBI PEIICHUS TPOOIEMBI
U HaXOJIUT €e BepHOE WM ONTHMajbHOE peuieHne. OOyuaromuics Mpe3eHTUpyeT (3aluiiaer)
cBo¢ pemenne. llpenomaBarens OlEHHBAET KAayeCTBO BBIMOJHEHHS 3aJaHHUS 10 KPUTEPUSM:
JIMarHOCTUKU MPOOJIEMbl, KadecTBa IMPEIUIOKCHUH M PEKOMEHIAIMK 10 PEHICHHI0 Keiica,
Ka4yecTBa M3JI0KEHUSI MaTepHaa.
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6.YueOHast iuTepaTypa u pecypchbl HH(POPMANHOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH
"UHTepHeT", yueOHO-MeTOANYeCKOe o0ecneyeHne CAMOCTOAATEILHOMH padoThI
o0yyarommxcsi o JMCHHUIJINHE

6.1 OcHoBHasi 1MTEpPaTYpa

1. Kysnenos 1.H. JlokyMeHTanimOHHOE 00€cIeueHrne yIpaBJICHHs. TOKYMEHTO000pOT U
JEJIONPOU3BOJACTBO 3-€ U3M., Mep. U JON. Y4eOHMK M MNPAaKTUKYM Ul TPUKIATHOIO
OakanaBpuaTa - M.: H3parenscTBO Opaiir, 2018. - 9bC Opaiit
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. lllyBamoBa H.H. Opranuzanus ¥ TEXHOJOTUS JOKYMEHTAIIMOHHOTO OOECTICUeHUSs
yIpaBieHUs. YUeOHUK M MPAKTHKYM JUIsl akajeMudeckoro Oakamaspuara / [llysamora H.H., -
M.: UznarensctBo FOpaiit, 2018. - OBC Opaiit https://urait.ru/book/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya-413824

3. Hoponuna JILA. Opranu3zaiusi U TEXHOJOTHS JOKYMEHTAIlMOHHOTO OO0ECIICUCHUS
yOpaBieHUs: YUYeOHUK M TPAKTUKYM JUIs TPUKIATHOTO OakanmaBpuata - M.: M3maTenbcTBO
IOpaiit,  2018. - DOBC  IOpaiit  https://urait.ru/book/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya-433078

6.2. lonmosiHUTEIbHAS JIUTEPATypa:

1. JlokymeHTOBeieHHE: YUEOHHK /ISl CTYACHTOB YUPEKICHHI BbBICIIEro oOpa3oBaHus /
M.B. Jlapums, E.A. IlnemkeBuy, B.®. fnkoBas, B.C. Munranes, E.B. Tepentnena,
ML I'aBnuH; mox pen. aA-pa UCT. Hayk, npod. M.B. Jlapmra. M.: M3marenbCkuil LEHTp
«Axagemus», 2016. — 320 c. — 800 »ks.

2. UlyBanoBa, H.H. OcHOBBI nemonpou3BoACTBa. SI3BIK CIyXeOHOTO JIOKyMEHTa:
yueOHUK U MPaKTUKYM s akajgemuueckoro OakanaBpuara / H. H. llyBanosa, A. 0. VBaHoBa ;
non obmeir pemakumeit H. H. lllyBanoBoii. — 2-e u3z., nmepepad. u gon. — M.: M3marenbcTBO
FOpaiit, 2019. — 428 c. — OBC Opaiit https://urait.ru/bcode/439062

3. JlokymeHTOBeleHHEe. YUeOHUK W TPAKTUKYM JUIs aKaJIeMHYECKOro OakaiaBpuara /
Hoponnna JLLA. - OtB. pen. - M.: MzpmarensctBo [Opaiit, 2015. - OBC "IOpant"
https://urait.ru/book/dokumentovedenie-384675

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

6.3. Y4eOHO-MeTOqHYECKOE 0O0ecIedeHHe CaMOCTOATEILHOM padoThI.

1. Mopaenb MO3UIIMOHHOTO 00YYEHHUs CTYICHTOB [ DJIIEKTPOHHBINA PECypC]: TEOpETUUYECKHE
OCHOBBI 1 MeTomueckue pekomenaanuu/ U.b. IlusH [u 1p.].- DneKTpoH. TEKCTOBbIE JaHHbIE.—
M.: MoCKOBCKHIA TOPOACKON Tenarorndeckuii yauepcureT, 2012.- 152 c.- Pexxum poctyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 55C «IPRbooks»

2. OOpa3oBarenbHble WHHOBAIlMM W TPAKTUKUA Kapbepbl : COOPHUK METOIUYECKUX
matepuainos u crareit / PAHXul'C npu Ilpesunenre PO. - M. : Jleno, 2015. - 192 c.

3. Tlcuxomnorus agantanuu 1 corpanbHas cpena. CoBpeMeHHBIE TIOAX 0TI, TPOOIEMEI,
nepcnekTHBH [DnekTpoHHbli pecype]/ JI.I'. Jlukas [u ap.].- DneKTpoH. TEKCTOBbIE AaHHbIE.- M.:
[Tep C»a, 2007.- 624 c.- Pexxum gocryma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 35C «IPRbooks»

4. CounanabHO-TICUXOJIOTHYECKUE aceKThl (POPMUPOBAHUSI KYIbTYPHI
camooOyyJaronieiics opranuzainuu / A. 5. Hukomaes [u ap.] // Bompocs! ncuxomnoruu. - 2014. -
Ne 6. - C. 44-52.
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https://urait.ru/book/dokumentovedenie-384675
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http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html

6.4. HopmaTuBHBIE IPABOBbIE T0KYMEHTbI

1. Koncrutyuusa Poccuiickoit ®enepaunu (IpHHATa BCEHAPOAHBIM T'OJIOCOBAHUEM
12.12.1993) (¢ yuérom momnpaBok, BHeCEHHBIX 3akoHamMu PD o mompaBkax k Koncrurymuu PO
ot 30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®OK3, ot 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne
11-®K3) // Cobpanue 3akoHomarenscTBa PD. 2014, No 31, cT. 4398.

2. VYka3 Ilpesunenra Poccuiickoit @enepamuu ot 07.05.2012 Ne 601 «O06 OCHOBHBIX
HaIlpaBJICHUSAX COBEPILIEHCTBOBAHUS CUCTEMbI TOCY1apCTBEHHOIO YIIPABIICHU.

3. @enepanbHblil 3ak0H OT 26.12.1995 Ne 208-D3 «O06 akuMoHEpHBIX 00IIECTBAX» (C
u3Mm. Ha 19.07.2018)

4. @enepanbubiii 3ak0H P® ot 02.05.2006 Ne 59-®3 «O mopsake paccMOTPEHHS
obparmenuii rpaxxaan POy (pemaknus nericts. ¢ 01.01. 2011).

5. ®enepanbubiii 3akoH PO ot 29.07.2004 Ne 98-D3 «O xomMMepuecKoii TaitHe» (C U3M.
Ha 11.07.2011).

6. ®Denepanbubliii 3akoH 0T 27.07.2010 Ne 210-03 «OO6 opranuzanuu mpeaoCcTaBICHUS
rOCYJapCTBEHHBIX U MYHUITUIIATBHBIX yCIyTr» (¢ u3M. Ha 19.07.2018).

7. Ilocranosnenue IlpaBurensctBa Poccuiickoit @enepauuu ot 15.06.2009 Ne 477 «O6
yTBepXKaeHUM [IpaBuil 1enonpou3BoJCTBa B (hefepalibHbIX OpraHax MCIOJHUTEIbHON BIacTH»
(c u3m. Ha 26.04.2016).

8. [Ilpuka3z PocapxuBa ot 23.12.2009 Ne 76 «OO0 yrBepxkaeHUr MeTOIUYECKUX
peKoMeHAalui Mo pa3paboTKe MHCTPYKIMI MO JAEIONpPOU3BOACTBY B (elepaibHbIX OpraHax
UCTIOJIHUTEJIbHON BIACTUY.

9. Tocranosnenne IlpaButensctBa Poccuiickoit @enepamuu ot 27.12.1995 Ne 1268
«O0 ymnopsOYEeHUH H3TrOTOBJICHUS, UCIIOJIb30BAaHUS, XPAHEHUS W YHUUYTOXKEHUs Iedared u
OsiaHkoB ¢ BocmpousBeaeHueM ['ocynapcrBenHoro repba Poccuiickoit @enepauun» (¢ U3M. Ha
17.03.2018).

10. IMocranoBinenne Muntpyna Poccun ot 26.03.2002 Ne 23 «OO6 yTBepKIE€HUH HOPM
BpEMEHU Ha pPabOThl MO JOKYMEHTAIMOHHOMY OOECIIEYEHHIO YIPABICHUYECKUX CTPYKTYp
(denepanbHbIX OPraHOB UCIIOJIHUTEIbHON BIACTHY.

11. Tlocranosnenue IIpaButenbctBa Poccuiickoit @enepanuu ot 13.08.1997 Ne 1009
«O6 yrBepxaeHuu [IpaBuil moAroTOBKM HOPMATUBHBIX MTPABOBBIX aKTOB (peepaabHBIX OPraHOB
UCTIOJIHUTENILHON BIACTH U UX FOCYJapCTBEHHOM peructpanum» (¢ u3M. Ha 25.09.2018)

12. ®enepanbHbIi  KOHCTHUTYNHOHHBIM  3akoH oT  25.12.2000 Ne 2-®K3 «O
['ocynapctBennoMm repoe Poccuiickoit @enepanum» (¢ u3M. Ha 20.12.2017).

13. Pacnopspkenne Anmuuuctpanuu Ilpesunenra Poccmiickoit @enepannu u Anmapara
[TpaButensctBa Poccuiickoit denepanuu ot 16.07.2008 Ne 943/788 «O HamucaHUM MOTHBIX U
COKpAILIEHHBIX HAUMEHOBAHUH (peIepalIbHbIX OPraHOB UCIOJHUTEIBHON BIACTUY.

14. ®enepanbubiii 3akoH PO ot 01.06.2005 Ne 53-®3 «O rocynapCTBEHHOM sI3bIKe
Poccuiickoit deneparun» (¢ u3m. Ha 05.05.2014).

15. 3akon PCOCP ot 25.10.1991 Ne 1807-1 «O s3pikax HapoaoB PCDOCPy.

16. Ilpuka3 MunucrepcTBa oOpa3oBanusi W Hayku Poccuiickoit ®Deneparmuu Ot
08.06.2009 Ne 195 «OO6 yTBepKIEHHU CIUCKA TIpaMMaTHK, CJIOBapedl M CIPaBOYHHMKOB,
CoJIepKalIiX HOPMbI COBPEMEHHOT'O PYCCKOI'O JIUTEPATYPHOTO S3bIKa MPHU €r0 UCIIOJIb30BAaHUU B
KaueCTBE rOCyIapCTBEHHOTO sA3bIKa Poccuiickon denepaunny.

17. Yuuduxanus TEKCTOB YIPABJICHYECKUX JTOKYMEHTOB. Meroanueckue
pexomennauuu. — M.: I'maBapxus CCCP, 1982.

18. denepanbublii 3akoH 0T 29.06.2015 Ne 162-®P3 «O cranmaptuzanmu B Poccuiickoit
Oeneparuny» (B pex. ot 03.07.2016).

19. TOCT P 7.0.97-2016 «Cucrema cranmaptoB mo wuHpopMaiuu, OHOINOTEYHOMY H
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsauTeNbHas JoKyMeHTanus. TpeGoBaHus K
OQOpMIIEHHIO JTOKYMEHTOB» (yTB. mpukazoM @DenepalbHOrO areHTCTBa IO TEXHUYECKOMY
perynaupoBanuto u merposioruu ot 08.12.2016 Ne 2004-cr).
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20. TOCT P UCO 15489-1-2007 «CUBUJ. VYmnpanernue npoxkymeHtamu. OOmme
tpeboBanus» (yrB. Ilpukazom DenepanibHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIMpOBaHUIO U
metposiorur oT 12.03.2007 Ne 28-cT).

21. TOCT P UCO 23081-1-2008 «CHUBU]. VYmupaBinenue gokymMeHTamu. IIporiecchl
yIpaBiaeHUs JTOKyMeHTaMHU. MertagaHHble A A0KymMeHToB» (yTB. IIpukaszom @DenepalibHOTO
areHTCTBAa 10 TEXHUUECKOMY PEryJnpoBaHuio U Merposnoruu ot 13.11.2008 Ne 310-cT).

22. TOCT P 7.0.8-2013 «Cucrema craHgaptoB 1o uHdopmaiuu, OHOIMOTECUHOMY H
U37aTeIbCKOMY Jiey. JeIonpon3BOACTBO M apXUBHOE A€70. TepMUHBI U onpeneneHus» (yTB.
[Tpuxazom @enepanbHOr0 areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUI0 U METPOJIOTUU OT
17.10.2013 Ne 1185-cT).

23. Oenepanpubiii 3akoH PD ot 22.10.2004 Ne 125-®3 «0O06 apxuBHOM Jejlie B
Poccuiickoit denepanum» (¢ u3m. va 27.07. 2010)

24. OcHoBHBIE TIpaBujIa PabOTHI ApXHWBOB OpraHU3aluii (0J00pEHBI pEelIeHUEeM KOJUICTHI
Pocapxusa 06.02.2002) / Pocapxus, BHUMJIA/L. M., 2002. - 152 c..

25. TTucemo PocapxuBa ot 02.03.2006 Ne 2/407-K «O6 HMubopManroHHO-CIIPaBOYHOM
cucreMe apxuHoit orpaciu (MCCAO)»

26. IIpuxa3z Munkynstypsl Poccun ot 25.08.2010 Ne 558 «O06 yrBepxxaenun Ilepeuns
TUTIOBBIX YIPABJICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3ylOIMXCs B MPOIECCE ACATEIbHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS U OpraHHU3alfil, ¢ yKa3aHueM
CPOKOB XpaHeHus» (¢ u3M. Ha 16.02.2016).

27. Ilpuxa3z MunkynabTypsl Poccun ot 31.07.2007 Ne 1182 «O6 yrBepxkaenuu Ilepeuns
TUIIOBBIX apXUBHBIX JIOKYyMEHTOB, 00pa3yIOIMXCsl B HAYYHO-TEXHUYECKON U MTPOU3BOICTBEHHOM
JEeSTeIbHOCTH OpraHu3alui, ¢ yka3aHueM CpOKOB XpaHeHUs» (¢ u3M. Ha 28.04.2011).

28. TMucemo PocapxuBa ot 07.04.2003 Ne 6/464-x «O TPHUCBOCHHHM TEMATHUYCCKOMY
koMIuiekTy «MHpopmanmonHo-cipaBounas cuctema apxuBHoi orpacnu (MCCAO)» craryca
«odunmansHOi 0a3bl aHHBIX DenepanbHOI apXUBHOU CITy:KOBI Poccumy.

29. Tlocranosnenue denepanbHOH KOMUCCUU IO PBIHKY HEHHBIX Oymar ot 16.07.2003
Ne 03-33/mc «O6 ytBepxkaenun IlomokeHHs O TOpPSAOKE M CPOKAaX XPaHEHUS JOKYMEHTOB
AKIMOHEPHBIX OOIIECTBY

30. ®enepanpubiii  3akoH ot 27.07.2006  Ne 149-®3  «O6  wmHpoOpmanuw,
MH(POPMALIMOHHBIX TEXHOJIOTUAX U 0 3auuTe nHpopmarum» (¢ u3M. Ha 19.07.2018).

31. denepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 3MEKTPOHHOMU TOIMTUCH (C U3M.
Ha 23.06.2016).

32. Tlocranosnenue IIpaBurenscTBa Poccuiickoit @eneparun ot 09.02.2012 Ne 111 «O6
AJIEKTPOHHOM TMOJAMUCH, MCIIOJIB3YEMOM oOpraHaMu HUCIHOJIHHUTENBHOW BIACTH W OpraHaMu
MECTHOTO CaMOYIIPABIICHUS MPH OPTaHU3AIUH AJIEKTPOHHOTO B3aUMOJICHCTBUS MEXITy COOOM, O
nopsiike e€ MCIONIb30BaHMs, a Takke 00 YCTaHOBIEHMM TpeOOBaHUM K oOecredyeHuto
COBMECTHMOCTH CPEJICTB IEKTPOHHOU TIOJITHCHY.

33. TOCT P 53898-2010 Cucremsl 3J€KTPOHHOTO IOKyMeHTooOO0poTa. Bzaumoeiicteue
CUCTEM YIpaBJICHUS TOKyMEHTaMu. TpeOoBaHus K 3J€KTPOHHOMY cooluieHus. (yrB. [Ipukazom
@denepallbHOTO areHTCTBA MO0 TEXHUYECKOMY PEryJIMpOBaHUI0 M Merposnoruu ot 26.10.2010
Ne 327-cT).

34. Tlocranosnenue IlpaButensctBa Poccuiickoit @eneparuu ot 06.09.2012 Ne 890 «O
Mepax 10 COBEPIIEHCTBOBAHHUIO AIIEKTPOHHOTO JOKYMEHTOO00POTa B OpraHaxX rocynapCcTBEHHON
Biactu» (¢ u3M. Ha 21.07.2014).

35. Tlocranosnenue [IpaButenscrBa Poccuiickoit @eneparuu ot 08.09.2010 Ne 697 «O
€IMHOM CHCTEME MEXXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMoaecTBus» (¢ u3M. Ha 30.06.2018).

36. ITlocranosnenue [IpaBurenscTBa Poccuiickoit ®@enepamum ot 22.09.2009 Ne 754 «O06
yTBepkaeHNH [100KeHus 0 crucTeMe MEXBEOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTOO0O0POTa
(cu3m. Ha 17.10.2017).

37. Pacnopsoxkenue [lpaBurenscrBa Poccuiickoit @enepamuu ot 12.02.2011 Ne 176-p
«O0 yTBepKIIEHUH TUTaHA MEPONPUATHH IO TiepeXxoay (eaepanibHbIX OpraHOB WCIIOTHHUTEIBHOM
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BJIACTH Ha 6€30yMaXKHBIN TOKYMEHTOOOOPOT IIPU OPraHU3aLMK BHYTPEHHEN EATEIbHOCTI.

38. Ilpukaz MunkomeBszu Poccun ot 02.09.2011 Ne221 «OO6 yTBepkaeHUU
TpeOOBaHUI K MH(POPMALMOHHBIM CHUCTEMaM 3JIEKTPOHHOI'O JOKYMEHTO000pOTa (enepaabHbIX
OpPraHOB HWCIOJHHUTEIBHOW BJIACTH, YYUTHIBAIOIIMX B TOM YHUCIIE HEOOXOAMMOCTH 00pabOTKU
IIOCPEJICTBOM JIaHHBIX CUCTEM CIIy>KEOHOH MH(OpMAIMY OTPAHUYEHHOTO PACIIPOCTPAHEHUS».

39. IIpuka3 PocapxuBa ot 29.04.2011 Ne32 «O06 yrBepxaenuu Pexomenpanmii mo
HOJATrOTOBKE (eiepaJbHbIMU OpraHaMH BJIACTU MEpeuHeil JOKYMEHTOB, CO3/aHuE, XpaHEHUEe U
UCTIOJIb30BaHUE KOTOPBIX JOJDKHO OCYIIECTBIATHCA B (POPME IJIEKTPOHHBIX JOKYMEHTOB IPH
OpraHu3ali BHYTPEHHEHN J€ATEIIbHOCTI.

40. TlpaBuna oOKa3zaHus YCIYT TIOYTOBOM CBSI3M, YTBEPXKACHHBIC IIOCTAHOBJICHUEM
[TpaButenscTBa Poccuiickoit deneparuu ot 15.04. 2005 Ne 221.

41. TlpaBuna okazaHHs YCIYr TenerpadHOW CBSA3H, YTBEP)KIEHHBIC MOCTAHOBJICHHUEM
[TpaButenscTBa Poccuiickoit deneparuu ot 15.04. 2005 Ne 222.

6.5. UnTepHeT-pecypcsbl

1. Odunmansueiii caiit @enepanbHOro apxuBHOro areHTcTsa (Pocapxupa) —
http://archives.ru/

2. Odunmanehelii cailT @enepanbHOro ka3éHHOTo yupexaeHus «[ ocyaapcTBEHHBIH
apxuB Poccwuiickoit ®enepanuny — http://statearchive.ru/

3.  OdunmaneHelii caliT Beepoccuiickoro Hay4HO-MCClIeI0BATEILCKOTO HHCTUTYTA
JOKyMeHTOBeieHus U apxuBHoro aena (BHUUAJ) — www.vniidad.ru

4. Tunpaus Yupapnstomux JJokymeHnTamnuei — Www.gdm.ru

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

6. Ilopran «PRO-nenonpousBoactso: XKypuan ans pykooauresneit ciayx6 0V u
CeKperapei Bcex ypoBHei» — Www.sekretariat.ru

7. Tlopran Cekperapb-Pedepent — www.profiz.ru/sr/

8. VIHTepHET MPOEKT 0 CUCTeMaXx 3JIEKTPOHHOTO JTJoKyMeHToo0opoTa DOCFLOW —
www.docflow.ru

9. CaiiT mo KaJipoBOMY JIECIOMPOU3BOICTBY — WWW.Pro-personal.ru

10. UuTtepHeT-)KypHAI O CUCTEMaX 3JEKTPOHHOTO JoKyMeHTooboporta (CO/]) —
https://ecm-journal.ru

11. Bnor skcnepta ['mnbauu Ynpasmistonmx Jlokymentanueir H.A. XpaMiioBckoit —
http://rusrim.blogspot.com/

12. Cucrema 31eKTpoHHOTO JOKyMeHTooOopoTa DocsVision — https://docsvision.com/

13. Cucrema 31eKTPOHHOTO TOKyMeHTooOopoTa Directum — www.directum.ru

14. Cuctema 311eKTpOHHOTO 10KyMeHToo0opoTa «/IEJIO» — Www.e0s.ru

15. Caiitr Haunonansubix Apxusos CIIIA —
https://www.archives.gov/preservation/electronic-records.html

6.6. UHbIe HCTOYHNKU

1. beixoBa T.A. O HEeKOTOpPBIX MpobIeMax cepsl ypaBaeHHUs] JOKYMEHTaMH B
Poccuiickoit ®eneparuu // Bectauk PITY. Cepust: JlokymeHTOBEIeHUE U apXUBOBEICHHE.
WNudopmaruka. 3amurta nHGopmauu u nHGopmamonHas 6ezonacHocts. 2014. Ne 2 (124). C.
40-45. - DBC elibrary http://elibrary.ru/item.asp?id=21653208

2. JlenompousBosactso / mox pen.: .K. Kopueesa, B.A. Kynpsiea - M. : [Ipocnexr,
2011. - 479 c.

3. TlouckoBas cucrema WWw.yandex.ru

4. WudopmanmonHo-cripaBouHas cucrema «Texakcnepr» Www.cntd.ru

5. CnpaBouHo-mpaBoBas cuctemMa «KOHCYIbTaHT IIIF0C» WWW.consultant.ru

6. CnpaBouHo-mpaBoBas cucreMa «[ apanT» Www.garant.ru
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7. MatepHaJbHO-TeXHHYecKasi 6a3a, ”H(POPMAIMOHHBIE TEXHOJIOTHH, IPOrPAMMHOE
o0ecneyeHue U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

Jlns mpoBeneHHsI 3aHATUH 10 JAUCIUILUIMHE HEOOXOAMMO CJEIyIoIee MaTepHalbHO-
TEXHUYECKOE oOecrieucHue: ydeOHbIC ayUTOPUHU I MPOBEACHHUS 3aHATHH JICKIMOHHOTO |
CEMHHAPCKOTO THIA, TPYNIOBBIX M WHIAWBHIYaTbHBIX KOHCYJIBTAIUH, TEKYIIETO KOHTPOJIS U
IPOMEXYTOYHOM aTTeCTaIluH, TOMEIICHUS JIUISI CAMOCTOSTEIbHOM pabOTHhI.

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

WudopmanimoHHbIE CIIPaBOYHBIE CUCTEMBI:

— Hayunas 6ubiamorexka PAHXwul'C http://lib.ranepa.ru/;

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

— HarnuonanpHas 31eKTpoHHas OMOIMOTEKAa WWW.NNS.TU;

— Poccuiickas rocynapcrBeHHas 0ubanoreka www.rsl.ru;

— Poccuiickas HammoHalIbHasg OMOIMOTEKAa WWW.NNIr.ru;

— DnekrponHas 6ubimoreka Grebennikon http://grebennikon.ru/;

— DnekTpoHHO-OMOIMoTeuHas cuctema M3marenbcrBa «Jlanby http://e.lanbook.com;

— DrekTpoHHO-6M6IHOTeuHas cucrema FOPAUT http://www.biblio-online.ru/.
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