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1. HIEPEYEHD INTAHUPYEMBIX PE3YJIBTATOB OBYUYEHMUS 110 JUCHUIIJIMHE,
COOTHECEHHBIX C IINIAHUPYEMBIMU PE3YJIBbTATAMU OCBOEHUSA ITPOI'PAMMBbI

1.1 Tucummumna b1.0.21 «JlokyMeHTaIllmOHHOE 00ECTICUeHHE U JISTIONPOU3BOJICTBO B
rOCy/IapCTBEHHOM M MYHHUIIUIIATHFHOM YIPABICHUHY 00SCIICYNBACT OBJIAJICHUE CIEAYIONIEH

KOMIETECHIUEN.

Kon HaunmenoBanue
KOMIIETCHIIMHA | KOMIIETEHIINU

Kon stamna | HammeHoBaHue JTamna
OCBOEHUS OCBOEHHS KOMIIETEHIIUU
KOMIICTCHIINN

OIIK-7 Crocoben

ocymectBiats | OIIK-7.1 Crnocoben OCYILECTBIIATH
BHYTPUOPTraHU3ALUOHHBIE U JICJIOBBIE KOMMYHUKAIIUH,
MEKBEJIOMCTBEHHBIE
KOMMYHUKaIUH,
o0ecreunBaTh
B3aHUMOJENCTBUE
BJIACTHU
KOMMEPUYECKHUMHU
OpraHu3alusIMH,
WHCTUTYTaMHU
TPaXIaHCKOTO
CpelicTBaMU
nHpopmauu

OpraHoB
C TpaxIaHaMHU,

o0111eCTBa,
MacCOBOH

BepOanbHOE U HeBepOallbHOE
JIEJI0BOE OOIIEHNE

1.2 B pe3ynbrare 0CBOCHUS AUCIUILINHBI

Y CTYACHTOB JOJIKHBI OBITE C(i)OpMI/IpOBaHBIZ

OTO/TO Kon JTana Pesynbrarel 00yueHus
(npu HANTUYUU OCBOCHUS
npodcrangapra)/ KOMIICTCHITUHN
TPYAOBBIC WK
npodeccuoHalbHbIE
JICHCTBHS
OIIK-7.1 Ha ypoBHe Ha 3HaHUMIL:

— OCHOB JIEJIOBOTO OOIIEHHS W METONOB OpPTraHM3aLNH|
1IeTOBBIX KOMMYHMKALlM B OpraHM3allud M OpraHax|
BIIACTH;

— OCHOB UH(POPMALIMOHHO-KOMMYHHKAIITUOHHBIX]
TEXHOJIOTUN

— T'OCToB, onpeaenstomue oOmme TpeOOBaHUSA U
[paBWJIa COCTaBJIEHUS OuOIMOrpapuuecKux CChUIOK,
Oubmorpauyeckoro OMUCaHMs, CTPYKTYpY M IpaBuia
oopmiteHnst MICbEMEHHOM paboOTHI

Ha ypoBHe ymMeHmii:

— OCYILIECTBIISATh IPOAYKTUBHOE JIEJI0BOE OOIIEHNUE;

— 0hOopMIIATh JIOKYMEHTALlUI0O B COOTBETCTBHHM C
HOpMaTUBHOM 0a3oi, uUcCHonap3yd HHGPOPMAIMOHHBIE
TeXHOJIOTHH U CPEICTBA OPITEXHUKH;

— paspabaTbIBaTh CTPATETHIO M BECTH PE3YJIbTaTHBHBIN
[MOMCK HYXKHOW HMH(oOpMamMu B 3JIEKTPOHHBIX pecypcax
OHOIUOTEKY;

Ha ypoBHe HABBIKOB:

— JOTHYECKH BEPHO, apryMEHTHPOBAHO U SICHO

CTPOUTL YCTHYIO U IMCbMCHHYIO PCYb B PaMKax ICJIOBOIO|




OOIICHM,

COCTaBJICHUA IIMCBbMCHHBIX TCKCTOB I[GJIOBOI‘/JI
KOMMYHHUKAIIMM Ha TOCYIAPCTBEHHOM W HHOCTPAaHHOM
3BIKAX.

2. OFbEM U MECTO AMCHUIIVIMHBI B CTPYKTYPE OII BO

O0beM THCIUILINHBI

O6mas  Tpymoemkocth auciuummabl  b1.0.21  «JlokymMeHTallmoHHOE  OOeclieueHue W
JIEIIONPOU3BOJICTBO B TOCYJAPCTBEHHOM M MYHHIIUIAIBLHOM YIPABICHUN» 3 3a4€THBIC CAMHMIIBI,
108akaz. yacos, 81lactp. yac.

KonunuecTBo akajieMUYECKUX YacOB, BBIJCICHHBIX Ha KOHTAaKTHYIO pa0oTy C MperojaaBareneM (1o
BHJIaM YY€OHBIX 3aHATHI) U HA CAMOCTOSATEIBLHYIO pa00Ty 00yJaronuxcs:

OuHasg popMa 00YUYEHHUS:

Jlexinu — 16 axaj.yac.,

[IpakTuueckue 3ausaTus — 32 akaj.Jac.
CamocrosrenpHas padora — 60 akam.gac.d.
KonTposb — 0 akan.uac

OuHo-33a04Has1 popma 0OyIEHHUS:
Jlexun — 16 akaj.gac

[TpakTrueckue 3auaTust — 16 akam.uac
CamocTosTenpHas padora — 76 akaj.gac
KonTtponb — 0 akaa.gac

3aoyHas dhopMa 00yUeHus:

Jlexuuu - 6 akaj.4gac

[TpakTrdeckue 3aHATHS — 4 aKaj.uac
CamoctosrenpHas padora — 90 aka.gac
Kontpomns — 4 akaa.4ac

Mecto gucuuminnsl B ctpykrype OII BO

Hucuumnuaa b1.0.21  «/lokyMmeHTalimoHHOE oOOecreueHue U JeNONPOU3BOJCTBO B
FOCYJapCTBEHHOM U MYHUIMIIAJLHOM VIIPABICHUH» B COOTBETCTBHM C YYEOHBIM IIJITAHOM
ocBaMBaeTcsl B 3 ceMeCTpe OYHOM, OUHO-3204HON (popm oOyueHus U B 5 U 6 cemecTpe 3a04HOMN
dbopmbl 00yUIEHUSI.

B conepxxarensHOM TUTaHE AMCHUMILIMHA SBISETCS OCHOBOM s wusyuenus b1.0.17
['ocynapcTBeHHas rpakJlaHCKash M MyHulLunaidbHas ciayx0a B Poccuiickoit ®@enepaunu (4 cemectp
O4YHOW W ouHO-3204HOU ¢opmbl), b1.0.04 Tlonutonorust (6 cemMecTp OYHOM U OYHO-3a0YHOM
(bopMbl).

dopma MPOMEKYTOUHON aTTeCTAllMU B COOTBETCTBUU C YU€OHBIM TIAHOM — 3a4eT.



3. ConepxaHue M CTPYKTYPa AMCUMILINHBI
Ounas popma odyuenusn

O0beM TUCHUIITIMHBI ,
yac.
KonrakTHas pa6ora
00y4arommXxcs ¢
npemnoaaBareseM I0
BH/IAM Y4eOHBIX 3aHATHH

J JIP | TI3 | KCP

®opma
TeKyIIero
KOHTPOJIs1
yCIeBaeMoCTH,
NMPOMeKYTOYHO
H aTTecTanuu

HaumenoBanmue

CP
TeM/pa3aenoB

Bcero

[Ipenamer, conepxkanue | 8 2 2 4

O, T
Y 33J1a4¥ JACLUILINHBI

CpoiicTBa 1 mpu3HaKu | 8 2 2 4

noKkyMeHTOB. CIocoObI

" CPEACTBa
JOKYMCHTHUPOBAHMA.

CoBpeMeHHOE
3aKOHOJIATEIILHOE
HOpMaTHUBHO-
METOMYECKOE

)51

obecnieuenne B cdepe

JOV.
Wudopmannonnas
0€30I1aCHOCTh

10

T,13

O6mas
XapaKTePUCTHKA
JIOKYMEHTOB,
WX  COCTaBIICHHSI
odopmiteHuSs

paBuiia

)51

12

O, T, K-3

OcobeHHOCTH
opopMIIeHUS
OpTraHU3aIMOHHBIX
JTIOKYMEHTOB.

10

O, K-3

OcobeHHOCTH
opopMIIeHUS
pacropsIUTeIbHbIX,
JIOKYMEHTOB

0O, K-3

OcobenHoctu
opopMiIeHUS
MH(pOPMALIMOHHO-
CTIPAaBOYHBIX
JOKYMEHTOB

T, K-3

Odopmiienue
JIOKYMEHTOB
ABUXXCHUTIO KaJIpOB

1o

O, T, K-3

Odopmiienue

n

BCACHHUEC JIMYHBIX JOCJI

pabOTHHUKOB

10

10

Ilonsarue
OpraHu3arys

u

10




JTIOKYMEHTO000pOTa.

11

Homenknarypa nen.
[ToaroroBka nen k
apXUBHOMY XPaHEHHUIO

12

O, T, K-3

12

Opranuzanus paboTsl C
oOpanieHusIMHU
IpaxiaH.

O,B

HpOMe}KyTO‘lHaH arrccranuusa

3auéTt

Bcero

108

16 32

60

akKazg.4Jac.

3

3a4.CH.

81

12 24

45

acTp. yac.

Ouno-3aounasa gpopma odyuenusn

HaumenoBaHue
TeM/pa3aenoB

Bcero

O0beM TUCHUIIJIMHBI ,
gac.

KontakTHas pa6ora
00y4arommXxcs ¢
npenojaaBaresieM 1o
BH/IAM Y4eOHBIX 3aHATHI

JI JIP | II3 | KCP

CP

dopma
TeKylIero
KOHTPOJIA
ycneBaeMocCTH,
NPOMEKYTOYHOM
arrecTanuu

[Ipeamer, coxpeprkaHue
¥ 3402491 JUCIIUILINHEI

2

O, T

CBoiicTBa U MPU3HAKU
TOKyMEHTOB. CrI0COOBI
U CpeCcTBa
JIOKYMEHTHPOBAHUSI.

2 2

CoBpemeHHOe
3aKOHOJIATEITLHOE u
HOPMAaTUBHO-
METOIMYECKOE
obecnieueHue B cdepe
JOY.
WNudopmannonnas
0€30MacHOCTh

T,13

Ob6mas
XapaKTePUCTHKA
JOKYMEHTOB, TIpaBWJIa
WX  COCTaBICHHS W
odopmiieHus .

O, T, K-3

OcobeHHOCTH
opopMiIeHUS
OpraHu3aIMOHHBIX
JIOKYMEHTOB.

0O,K-3

OcobeHHOCTH
opopmiIeHUS
pacropsIUTeIbHbIX,
JTIOKYMEHTOB.

0O,K-3

OcobenHoctu
opopMiIeHUS
MH(OPMALIMOHHO-

10

T, K-3




CIIPaBOYHBIX
JOKYMCHTOB

Odopmnenne
JIOKyMECHTOB
JIBHOKCHHIO KaJIPOB.

110

10

O, T, K-3

Odopmitenue u
BEJICHUE JIMYHBIX JIEJ
pabOTHHKOB.

10

Ilonsarue "
OpraHu3arys
JIOKYMEHTO000pOTA.

O,B

11

Homenknarypa nen.
IloaroroBka nei x
ApXMBHOMY XPaHEHHUIO.

O, T, K-3

12

Opranuzanus paboTsl C
oOparnieHusIMHU
TpaXIaH.

O,B

HpOMe)KYTO‘lHaH arrecranuusa

3a4eT

Bcero

108

16 16

76

aKal. 4ac.

3a4..C1.

81

12 12

57

acTp.dac.

3aounasa gpopma odyuenusn

Ne
m\no

HaumenoBaHue
TeM/pa3aenoB

Bcero

O0BbeM THCHUIIINHDI,
gac.

KonrakTHas pa6ora
00y4arommXxcs ¢
npenoaaBareJsieM 1o
BH/IAM Y4eOHBIX 3aHATHH

JI JIP | TI3 | KCP

CP

dopma
TeKylIero
KOHTPOJIA
ycneBaeMocCTH,
NPOMEKYTOYHOM
arrecTauuu

IIpeamer, copepxanue
U 3aa4d JUCLUIIIUHBI
pa3BuTHuA
JEJIONPOU3BOJCTBA.

O, T, IIK3

CBoiicTBa U IPU3HAKU
nokyMeHTOB. CriocoObl
U Cpe/ICTBa
JOKYMEHTHPOBAHHSI.

O, T, IIK3

CoBpeMeHHOE
3aKOHOJaTeIbHOE U
HOPMATHUBHO-
METOAMUYECKOE
oOecnieueHue B cepe
HOYV.
Nudopmannonnas
6€301acHOCTb.

10

10

T, B, I[IK3

O61mas
XapaKTepUCTHKA
JOKYMEHTOB, IIpaBWJIa
WX  COCTaBIEHUS W
oopMIIeHHUS.

10

3, K3




5 OcobeHHOCTH 9 9
oopMmiIeHUS
OpFaHI/I3aI_II/IOHHBIX
JTIOKYMEHTOB.

O, B, IIK3

6 Ocobennoctu 8 2 6
oopMiIeHUS
pacoOpsANTEIbHBIX,
JOKYMEHTOB.

T, O, IK3

7 Ocobennoctu 10 10
oopMiIeHUS
MH(POPMALIMOHHO- I'3, I1IK3
CIPAaBOYHBIX
JTOKYMEHTOB.

8 Odopmitenue 11 2 9
JIOKYMEHTOB o O, B, IIK3
JBUKEHUIO KaJIPOB.

9 Odopmierne u|8 2 6
BEJCHUE JIMYHBIX Jei O,KC, TIK3
pabOTHHKOB.

10 | [Housarue ulb6 6
OpraHH3aIys

JTOKyMEHTO00O0poTa. 0O,B, IIK3

11 | Homenknarypa jaedn. 9 2 7
ITonroroBka nen K O, B, I1IK3
ApPXUBHOMY XPaHEHHIO

12 | Opranuzanus pabdoteic | 9 9
oOpareHusIMu O, B, I1IK3
rpakJIaH.

[TpomexxyTounas arrectanus | 4 3a4€T

Bcero 108 6 8 4 90 | akam.yac
3 3a4.el.

81 4,5 6 3 67, | acTp.uac.
5

IIpumeuanue: ¢GopMbl TeKymiero KOHTpons ycmeBaemocTH: ompoc (O), BeictymuieHue (B), tectupomanme (T),
keiic-3amanne (K-3), rpymnoBoe 3amamme (I'3, xpymeni crton (KC).mucbMeHHOE KOHTpPOJBHOE
3ananue(I1K3).

Copep:xkanune IUCHUNIMHBI

Tema 1. IIpeamer, conep:kanue M 321244 JUCHUILINHBI

«JlokyMeHTallnoHHOE O0eCreYeHne W JeNONPOU3BOACTBO B TOCYJAPCTBEHHOM M MYHHIIUIAIHLHOM
yrpaBlIeHUW» KaK yueOHas qucuuIuinHa. Llenb v 3a1a4n TUCIUITTHHBL.

Ponb nokymeHTa ¥ MHQOpPMAIIMU B KM3HU YelioBeKa U oOmiecTBa. JlokymMeHTBI B cepe mpa u
yrpaeneHus. JIOKyMEHT Kak HWHCTPYMEHT YIpaBlieHWs. BlusHHe HayYHO-TEXHHYECKOro Iporpecca Ha
pasButue 1okymMeHnta. CoBpeMeHHbIE BUABI U TPEOOBAHUS K TOKYMEHTaM.

OCHOBHBIE TOHATHS W ONpElNesIeHUs: AOKyMEHT (ero CBOWCTBa M (DYHKLHH), NEJIONPOU3BOJCTBO
(menmu, 3ajga4M W TPHUHIUNBI), JOKYMEHTOBEJCHUE, JIOKYMEHTOOOOPOT. BuIbl JOKyMEHTOB H UX
Kjaccupukanys. YHUQHUKALIU U CTaHAAPTU3ALUs YIPaBIeHUYECKUX JOKYMEHTOB.

HopmaruBHas 6a3a JOKyMEHTAIMOHHOTO OOecrieueHHs yIpaBieHUs 1 € YPOBHH (3aKOHOJATEIILHBIE
aKTBI, MMOJ[3aKOHHBIE HOPMATHBHO-ITPABOBBIE aKThI, HOPMATHBHO-METOIUUECKUE IOKYMEHTBI) B OPTaHU3aIHSIX
W B OpraHax TOCYIapCTBEHHOH BIIACTH M OpraHaX MECTHOTO caMoylpaBieHHs. [ocynapcTBEHHbIE H
oTpacieBble CTaHJAPTH Ha YHU(PHULIMPOBAHHBIE CUCTEMbI JOKYMEHTALINH.



10

Tema 2. CpoiictTBa W mNpU3HAKH JOKyMeHTOB. Cmnocodbl M  cpeacTBa
AOKYyMeHTHpoBaHMsA. CooTHOIICHHE MOHATHH «HMHDOpMAIUD) U «IOKyMEeHT». CBs3b MHGOpPMALUK U
JokymeHTa. Ponb MHGOpMAlMK B CONHMANBHBIX W DKOHOMHYECKHX Tporeccax. MHpopMarus kak ocHOBa
MIPUHATHS YIPaBICHUECKOro pemeHus. BoO3HWKHOBeHHWE MOKyMEHTa, ero 3HaueHue. Tpancdopmarius
MOHATHUS «TOKyMeHT». OmpeelieHue JOKyMEHTa B TOCYIapCTBEHHBIX cTaHmaprax. CBOWCTBA M (YHKIUU
nokymeHTa. CoOIMalIbHBIN, NPABOBOH M HWCTOPUYECKHN XapakTep JoKymeHTa. [loHsTthe opuruHana.
YMHOEHHBIE OpUTHHANBI. UepHOBUKH H OCIOBUKHM TEKCTOBBIX JOKYMeHTOB. Pemakmmm. [lonsTme
«momTHAUK». OCHOBHBIE TPW3HAKH TOMNWHHWKA. [loIyIMHHBIE W TOMJIOXKHBIE JOKYMEHTHL. Buabl
danpcuduranun nokymeHtoB. dambcudukarys coxepkanus. Mutepnomsmus. danbcudukanms cocrasa
yaoctoBepeHus, Onanka. @unurpann (OyMakHble BOAsHbIE 3HAKH). [ledarn.

[Tonstne «xommsi». Mcropudeckoe pa3BUTHE KOMWH. BHIBI KoM, ompenenseMbIX CIIOCOO0OM HX
BocnpousBeneHus. Komuu, pasmuuaeMbie 1mo crnoco0y WX ymocToBepeHus. [loHaTHe W MCTOpHYSCKUN
XapakTep CIOCOOOB OKYMEHTHPOBAHUS. 3ByKOBas peyb, €€ BOSMOXKHOCTH M HEJOCTAaTKH B 3aKPCIUICHUH U
nepenaye naGopMmarmu. Pazsutne rpaduku pycckoro nmiucbma. Ckopormch. CteHorpadust.

[IpuMeHeHne TEKCTOBOrO JOKYMEHTHUpPOBaHMs. TeXHUYeCcKoe INOKyMeHTHpoBaHue. DOTO-, KWUHO-,
(hoHO-, TeNIeOKYMEHTUPOBaHUE. MaTepualibl [Isi TEXHUYECKOTO IOKYMEHTUPOBAaHUS. MallluHHbIE HOCUTEIU
nHpopmarn. Biusare HocuTens nHGOpMAIUi Ha JOITOBEYHOCTh i CTOUMOCTD JOKYMEHTA.

Tema 3. CoBpeMeHHOE 3aKOHOATeIbHOEe 1 HOPMATHBHO-MeTOAHYeCKOe o0ecrieueHne B cepe
JOY. UudopMmanuonHas 6e301aCHOCTb.

[IpaBoBOoEe perynmupoBaHue Aenonpou3BoAcTBa. (OCHOBHBIE 3aKOHbI M HOPMATUBHbBIE
JIOKYMEHTBI, PETYIUPYIOLIME BOMPOCH Jei0npou3BoacTBa. OpraHuszanus KOHQUACHIMAIBLHOTO
JIEJIONPOU3BOJICTB B opranu3auuu. [IpaBoBas 6aza Aem0onpon3BO/ICTBA KaK COBOKYIMHOCTb 3aKOHOB,
HOPMAaTHBHO-TIPABOBBIX aKTOB, OPraHU3ALMOHHBIX U METOJUYECKUX IOKYMEHTOB, TOCYAapCTBEHHBIX
CTaH/JapTOB, PErIaMEHTUPYIOLUX . BOmpochl TOKyMEHTHPOBaHUS, COCTaBICHHS U O(opMICHUS
JOKYMEHTOB B  3aKOHOJATENIbHBIX M HOPMATHBHBIX aKTaX. YHUQUKAIMS JTOKYMEHTOB.
BuyTtpuBunoBas yHudukanus. Pa3zputue yHUGUKAIMU W CTAaHAAPTH3ALUU  JOKYMEHTOB.
I'ocynapcTBeHHbIE CTaHAAPTHI HA TOKYMEHTBI.

WHCTpyKuss 10 JIEIONPOM3BOACTBY —  OCHOBHOM  HOPMAaTMBHBIM  aKT  OpraHU3alMH
JENONPOU3BOJACTBA. THUMOBBIE M UWHAMBHAyalbHble UHCTpyKuuu. Ilopsgok pa3paboTkw,
coJiep;KaHue, paBuja YTBEPKICHUS U BHEIpeHUs! VICTpYKIMY 110 1€TI0NPOU3BOJICTBY.

Tema 4. O01mas XapaKTepUCTUKA TIOKYMEHTOB, IPABUJIA UX COCTABJICHUSA U 0popMiIeHH.

I'OCT P 7.0.97-2016 «YuudumnupoBaHHasl CHCTEMa OPTaHU3AIMOHHO-PACTOPSTUTEIIHEHON
JOKyMeHTaluu. TpeOoBaHus K O(GOPMIIEHUIO JAOKyMEHTOBY». IloHATHE «peKBU3UT». PeKBU3UTHI,
peraMeHTUpyeMble TOCyJapCTBEHHBIM cTaHaapToM. [locTosiHHBIE U TepeMeHHbIe, 00s13aTeNIbHbIE U
JIOTIOJTHUTENbHBIE PEKBU3UTHI. lloHsATHE «hopmynsap aokymeHTa». OcoOeHHOCTH (HOpMYIspOB
JIOKYMEHTOB, TOJIYYEHHBIX Pa3IM4YHBIMU crocobamu AokymMeHTHpoBaHus. Dopmynsp — obpaser.
Ponb 6nanka B odopmnenun gokymeHTta. CoctaB OnaHka, HOPSIOK PaclONOXKEHUs PEKBU3UTOB B
Onmanke. Buzapl OnankoB. biaHku ¢ YITIOBBIM M TPOJIOJIBHBIM PAcCHOJIOKEHHEM PEKBU3UTOB.
I'epOoBble Onanku. [lonstue «pekBu3uT». IlocTossHHBIE M TNepeMeHHble PEeKBU3UTHL. [loHsTHE
«popmynsap nokymeHta». OcoOeHHOCTH (POPMYISIPOB JTOKYMEHTOB, MOJYYEHHBIX Ppa3IUYHBIMU
crocobamu TOKyMeHTHpoBaHus. UHIUBUAyanbHBIN U THIIOBOH dopmynsap gokymMeHTa. Dopmyssp —
obpaserr.

Bun npoxkymenra. Pa3BuThe BHIOB JOKYMEHTOB. BuIbl JOKYMEHTOB, OIpeAeisieMble
3aKOHOJATEIbHBIMU M HOPMAaTUBHBIMHU akTaMu. CBSI3b BUJOB JOKYMEHTOB U (YHKIIMH yIIpaBJICHUS.
VYkazaHue BHJA JOKYMEHTa, €r0 MECTO M Ha3HadeHue B (opMmyssipe TOKyMeHTa. 3aBUCHUMOCTh
dbopMmbl ToKyMeHTa oT ero Bujaa. O6o3HaueHue anpecara. [IpaBuia HamMcaHus agpecara U MECTO
yKazaHus azapecara B ¢opmynsipe JokymeHTa. OTpaxkeHue cdepbl NeHCTBHS JTOKYMEHTa B €ro
aapecare. [lopsaok odopMiaeHHs TOKyMEHTa ¢ HECKOIbKUMHU afapecaraMu. [lopsaok odopmiaenus
o4YTOBOTO azapeca. Jlara nokymeHTa. 3Hau€HUE JaTUPOBAaHUS JIOKYMEHTA. TOUYHBIE JaThI,
XapaKTEPHU3YIOIIHE AIEMEHTHI (opMyssipa. ABTOPCKHE JaThl (COCTaBIEHUE, MOMANMKMCAHUE), JATHI,
oTHOcsIMecs K coxepkanuto. Jlarer 06padotku nokymenTtoB. [lopsaok opopmienus nar. Cocras
yaocToBepeHus JoKyMeHTa. (CocTaB yIOCTOBEPEHHS TEKCTOBBIX JIOKYMEHTOB pa3IU4HbIX
Kareropuil. Mecto noanucanus B GopMyIsipe JOKYMEHTA.

Ilewaru w wx HasHaueHue. Buasl mnewareir. locymapcTBeHHass rTepOoBas TiedaTh.
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3aKOHOJATENbCTBO 00 M3TOTOBIEHUU W MCIIOJIb30BaHUU redatu. [lopsnok mpocraBineHus nedareit
Ha JOKyMEHTaX. YTBepxkaeHue AokymMeHToB. CocraB rpuda yTBEpkKACHUS, MOPSAOK €ro
opopmiieHusi, Mect B (Qopmynsipe agokymeHta. OTMETKM Ha JoKyMeHTax. MXx pomnp B
MPOMCXOXKICHUU U MCIIOJTHEHUU JOKYMEHTOB, MECTO B opMysipe fokymeHnTa. Ocoboe Ha3HaueHUEe
pesomonnu. TpeboBanue K e€ conepkanuio u opopmiieHno. OTMETKH O OCTaHOBKE JOKYMEHTA Ha
KOHTPOJIb, UCIIOJIHEHUHU JOKYMEHTA U Jp.

[ToHsiTHE «TEKCT MOKYMEHTa» IpPU Pa3IMuHBbIX Cocobax AokymeHTupoBanus. ConepikaHue
IPOCTBIX M CIOXKHBIX JOKYMEHTOB. [lopsiiok H30KeHus Tekcra JOKyMeHTOB. Jlormueckas
CTPYyKTypa TekcTa. B3ammocBs3p conep:kaHusi U ¢opmbl JokymMeHTa. Dopmanusanus TEKCTOB
JOKyMEHTOB.  AHkera, Tabmuma. OCOOEHHOCTH  CTPYKTYyphl TEKCTa  OpPraHH3aI[MOHHO-
pacHoOpsAIUTENbHBIX JOKYMEHTOB. OJeMEeHThl Tekcra. [loHsATHE «3arojJoBOK JIOKYMEHTa».
Haznauenwue 3arosoBka, ero Mecto B popmyssipe JokymeHTa. [IpunokeHust K TeKCTy U MOPAIOK UX
opopmiieHus. YHubUKalus TOKyMEHTa KaK OJHO W3 HAlpaBICHUH €ro COBEpIICHCTBOBAHUSI.
[Tpeanoceiku U MeTo yHU(DUKAUN. YHUDUKAIMS CTPYKTYPBI TEKCTa. DIEMEHTHI (POpPMaIH3alHH.
®dopMaTM30BaHHBIA XapaKTep TEKCTOB TIUIAHOBOM W YYETHOW JIOKYMEHTallUM. YHHU(PUKALUS
S3BIKOBBIX cpecTB. DopMbl YHUDUKALIMH: TUIOBOH, TpadapeTHBINA TEKCT.

Tema 5. Oco6eHHOCTH 0(pOPMJICHUS OPTaHU3ALHOHHBIX JOKYMEHTOB.

CocTtaB M Ha3HAUYECHHE OPraHU3AIMOHHBIX JOKYMEHTOB. COCTaB PEKBU3UTOB, OCOOCHHOCTU H
NopsAI0K  OpOpMIICHUS nokymeHToB.  [loamucanue, — coriacoBaHWe, — YTBEPXKICHHE
OpraHU3alMOHHBIX JOKYMEHTOB.

Tema 6. OcobenHOCTH 0()OPMJICHUS PACTIOPAAUTEIbHBIX JOKYMEHTOB.

CocraB 1 Ha3HaYEHUE PACTIOPAIUTEIBHBIX JOKYMEHTOB. COCTaB PEKBU3UTOB, OCOOEHHOCTH
U TOpAIOK O0OpMIICHUS JOKYMEHTOB. JIOKYMEHTBI, CO3/1aBaeMble B YCIOBHUSIX KOJUIETHATILHOCTH-
NOCTaHOBJEHMs, pemeHus. CTaauu MOArOTOBKM JOKYMEHTOB. JIOKYMEHTBI, CO3JaBacMble B
YCIIOBUSIX E€AMHOJIMYHOTO TPUHATHS pelleHud (Ha OCHOBE €IUWHOHAYanus) - yKa3, IpHKas,
pacnopsikeHue, ykazanue. [Ipukasbl 10 OCHOBHOM 1€ATEIbHOCTH, IPUKA3bl [10 IUYHOMY COCTAaBY.
Tema 7. OcodennocTn ogopmiieHnsi HHGPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

CocraB u Ha3HaueHHWE WH(GOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB. COCTaB PEKBH3HUTOB,
0COOEHHOCTH U MOPAIOK odopmieHus IT0KyMeHTOB HazHaueHue mH(OpPMAIMOHHO-CIPABOUYHON U
AQHAIUTUYECKOW  JIOKYMEHTAallMM B  yIOpaBJIeHYeCKoM  gesrtenpHOCTH.  Kiaccudukarus
WH(OPMAITMOHHO-CIIPABOYHBIX U aHATUTHYECKUX TOKYMEHTOB (TI0 Ha3HAYEHUIO, MO ajJpecaTy U Jp.
MpU3HaKaMm). XapakTepUCTHKAa OCHOBHBIX BHJIOB WH()OPMAIIMOHHO-CIIPABOYHBIX U AHAIUTUYECKUX
JOKYMEHTOB  (JIOKNaAHbIe, CIOyXeOHble, aHAJIUTUYECKHUE, TOSCHUTENbHbIE, OOBSICHUTEIbHBIC
3aMMCKH, aKThl, CIPAaBKU, MPEAJIOKEHUS, IpeacTaBnenus). [Ipouenypa noaroToBku, COCTaBIeHUS U
o(opmIleHHsT 3aMUCOK (JOKIAJHBIX, CIY)KEOHBIX, OOBSICHUTEIbHBIX, AHAIUTUYECKUX), CIPABOK,
aKTOB, 3asBJICHUI, TPEICTABIICHUI, CIUCKOB, MIEPEYHEN U JIP.

Tema 8. OdopmiieHne JOKYMEHTOB 110 ABHKEHHIO KAPOB.

JlokymMeHTalus o JTUYHOMY COCTaBYy Kak IMOJICUCTEMa OPraHU3allMOHHO-PACIOPAIUTENbHOM
JOKYMEHTAIlMU. 3aJaud YOpaBJICHHs, pelIaeMble MpU TOMOIIM KaJpPOBBIX JOKYMEHTOB
(IOKyMEHTHPOBaHUE TPYAOBBIX MpaBooTHomIeHU). CocTaB JOKYMEHTOB, O(OPMIIAEMBIX B
KaJpoBOM CIy’)kOe: TEPBUYHBIX, YUETHBIX, PACIOPSAUTENbHBIX, JHUYHBIX, MO COIHAIBHOMY
o0ecredeHuto.

[Topsimox odopmieHHs M COCTaB JOKYMEHTOB IpHU TNpHEME, YBOJIBHEHHM, MEPEeBOJEC Ha
Ipyryto paboTy, NpeaoCTaBlieHHE OTMYycKa, O(GOpMIIEHHE TOOLIPEHUN, TUCIUILIMHAPHBIX
B3bICKaHUH. YHUPHUIIMPOBAHHBIE (OPMBI IPUKA30B.

Tema 9. OgopMieHNe U BeeHUE JUYHBIX eI PA00THUKOB OPraHU3aluH.

OcHoBHbIE TpeOOBaHUS K (POPMHUPOBAHUIO M COCTaBY JTUYHBIX Jein. CocTaB JMYHBIX JEll.
KonduneHmmansHOCTh IEPCOHABHBIX TAHHBIX PA0OTHUKOB
Tema 10. [lonsiTue u opranusanus 10kymMentToooopora. Ciayxoda J10Y.

TexHonorun nOKyMEHTOOOOpOTa: co3gaHue, 00pabOTKa, XpaHEHHE U HCIIOJIb30BAHUE
JIOKYMEHTOB B TEKYIIEH NEeATEIbHOCTH OpraHu3alllH, YUpexJIeHUs, npeanpusitus. OpraHu3anus
JBUKEHHS JOKYMEHTOB, ITOCTYMAIOLIUX B YUpEXKICHUE: SKCIIETUIIMOHHAs 00paboTKa U COPTUPOBKA
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JIOKYMEHTOB, TPEABAPUTEIBLHOE PACCMOTPEHHE JAOKYMEHTOB, BKIIIOUEHHE TOKyMeHTOB B C3J1O
(ckaHMpOBaHME JOKYMEHTOB, PErMCTpalys U JIp.), pACCMOTPEHHME JOKYMEHTOB PYKOBOJICTBOM H
BBIHECEHHUE PE30JIIOLINM, IIEpeiada JOKYMEHTOB Ha UCIIOJHEHUE.

Opranuzanus JABUKEHHSI OTIIPABIISIEMBIX JOKYMEHTOB: IIOATOTOBKAa IPOEKTa JIOKYMEHTA,
coracoBaHue  (BU3MpOBaHHE) TMPOEKTa C  3aUHTEPECOBAHHBIMH  MOJAPA3ACICHUSAMH U
JOJDKHOCTHBIMHU JIMIIAMH, JTOpAabOTKa MpPOEKTa AOKYMEHTa, opopMiIeHHEe TOKYMEHTa, MOANKCAHHUE
W/WIM YTBEPXKIEHHE JOKYMEHTa, BKiItoueHHe oduuuambHoro nokymenta B COO (perucrpamus
JIOKyMEHTa, CKaHUPOBAaHUE U JIp.), OTIpaBKa JOKyMEHTa ajpecaraMm, Iepejada JOKYMEHTa Ha
XpaHEHHUE.

Opranu3zanus ABUKEHUSI BHYTPEHHUX TOKYMEHTOB.

Pernamenranus AedaTeIbHOCTH CIIYKOBI J1€JIOMPOU3BOJCTBA HA BCEX YPOBHSX YIIPABICHHUS.
[Tonoxxenue o ciy)kOe NeIONpPOM3BOACTBA, WHCTPYKIHS O JIEIONPOHU3BOACTBY; JOJKHOCTHBIC
UHCTPYKIUHU, OpraHu3anus padounx mecT. COBpeMEHHbIE OpraHu3alUOHHBbIE (OPMBI CIYHKObI
JIeNoTpor3BoIcTBa. PernmamenTanus ocHOBHBIX 3a1a4 U GyHkiuii JJOY. Pa3nenenue tpyna Mexmay
IIOIPA3ACIICHUAMH U UCIIOJTHUTEIISAMU.

[InanupoBanue, opraHuzaunus M MeTOAMKa KOHTposisi coctosiHug JIOY u oOecrieueHus
COXPAaHHOCTH JIOKyMEHTAllMd B YUYPEXKJACHUU U CTPYKTYPHBIX monpazaeneHusx. OOpaboTka
MOCTYMAIONIMX JOKyMEHTOB (O10K-cxema paboThl ¢ BXOIANIMMHU AokyMeHTamu). OOpaboTka
OTIIPABIISIEMBIX JOKYMEHTOB (OJIOK-cXxeMa paboThl ¢ MCXOASAIIMMHU JTOKyMeHTaMu). Perucrparus u
KOHTPOJIb UCIIOJHEHUs TOKYMEHTOB. KypHan perucTpaluuy BXOJAIIUX M UCXOAAIIMX JTOKYMEHTOB.
TexHonorus paboThl ¢ UCXOAIMIMMH JOKYMEHTaMH (MHULIMATUBHBIMU U OTBETHBIMHU ).

OcobeHHOCTH Pa0OTBl C BIEKTPOHHBIM JOKYMEHTOM B TOCYAapCTBEHHOM MW MYHHIHAMAIEHOM
yrpaeieHud. HopMaTUBHO-TIpaBOBBIE aKThl M TOCYIAPCTBEHHBIE CTaHIAPThl, PEIVIAMEHTHPYIOIINE
OpPTaHM3alMi0  JTIOKYMEHTOOOOpOTa C  DIEKTPOHHBIMH JOKyMeHTaMu. IOpuaudeckas 3HAYMMOCTH
9JICKTPOHHOI'O OOKYMEHTA. Ha3HaquHe, BUbI 3J'I€KTpOHH01>i IIoAIMMCH W HUX HCIOJB30BAHHE B
rocyaapCTBEHHOM U MYHUIIUIIAJIBHOM YIIPAaBJICHUU.

[lonsTre cucteMsl »nekTpoHHOTO nokyMeHTooOopota (CIHO), Haznauenne CIOJ, ¢pynkmmu CI/I.
Tpeb6osanus k CI/I.

MeXBeTOMCTBEHHBI ~ 3JIEKTPOHHBIM  JTOKYMEHTOOOOPOT. Cucrema  MEXBEJOMCTBEHHOTO
MEKTPOHHOTO A0KyMeHTooOopoTa (MOJIO), HasHauenue u ¢ynkuuu MDOJIO, crpykrypa MOAO. Bums
JIOKYMEHTOB, iepechutaemMbix mo MOJ10. Crpykrypa anextpornHOro coobmerns M3/10.

KauecTBeHHbIE U KOJIMYECTBEHHBIE XaPAaKTEPUCTUKH TOKYMEHTOOOO0POTA.

Tema 11. Homenkaarypa aed. [loaroroska gen kK apxXuBHOMY XPaHEHHIO.

Cucremarusanus TOKyMEHTOB (COCTaBJI€HHE HOMEHKIIATYyphl aen). PopMupoBaHue A€ Mo
KJIaccU(pUKAIIMOHHBIM MPU3HAKaM, TpeOOBaHUSA K GOPMUPOBAHHUIO Jie]l, OhOpMIIEHHE JIeT B MaNKax.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX IOJpa3AeieHUsX opraHuzanuu. OTBETCTBEHHOCTb
3a COXPAaHHOCTb JOKYMEHTOB. Ha3HaueHue M HCIIONb30BaHUE IEPEUYHEH B KAa4eCTBE OCHOBHBIX
VCTOYHMKOB 110 YCTAHOBJIEHUSI CPOKOB XpaHeHUs. Buibl HOMEHKIATyp Jien (TUIOBbIE, IPUMEPHBIE,
UH/IMBU/yalIbHBIE), MIPUHILIMIBI TOCTPOECHUSI HOMEHKJIATyphl Jei. Cpok JefcTBUS HOMEHKIIATYypbl
nen. OCHOBHBIE 3Talbl pa3padOTKM HOMEHKJIATypbl Aen opraHuzauuu. Ilopsnok odopmiieHus,
COIVIACOBAaHMSA, YTBEP)KJIEHHUS U BEAECHUS HOMEHKJIATypsl nen. OdopmileHHe HUTOroBOW 3alucu B
HOMEHKJaType znei. KoppekTupoBka HOMEHKIIATYPBI JEIl.

[Tonsarue «uenoy». Ilpunuunel GopmupoBanus aen. OcobeHHOCcTH (OPMHPOBAHUS B Jeia
Pa3JINYHBIX KaTeropui TOKyMeHTOB. [IpaBuiia mocTpoeHus 3aroJIOBKOB JI€] U UX CUCTEMATU3aLllU B
HOMEHKJIaType aen. OIlpenencHue CpOKOB XpaHEHUs IOKyMeHTOB M aen. Otmerka «OIIK».
WNunexkcanms nen. IloxroroBka nen Ui mepefnadd B apXuB opraHusaunuu. [loHdarwe ommcu nen.
[lpaBuna cocraBnenust onuced. OdopmieHre omucu JAed CTPYKTYpHOTO TOApa3/ieseHus.
HopmaruBHo-metonuueckue wmarepuansl  DenepanbHoil  apxuBHOW  ciayxObl  Poccum 1o
oopmienuto nen. OcHOBHble TpeOoBaHuA K ¢opmupoBaHuio nen. IlodHoe wnM yacTUYHOE
oopmileHHEe el B 3aBHUCHUMOCTH OT CpPOKOB XpaHeHHs. Hymepauus mucToB. 3aBepiiuTerabHas
noanuck. Buyrpenuss onucs. OdopmieHre o0I0KKU /11 MOCTOSIHHOTO U BPEMEHHOTO XPaHEeHHUS.
Odopmienue aena: BHyTPEHHSS OMUCH JieNa, JIUCT-3aBEPUTENb Jena, o0noxkka fena. CocraBieHue
OIMCEN Ha Jela, eperaBaeMble B apxuB opranusauuu. [lopsagok nepenadn JOKyMEHTOB U 1€ HA
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apxuBHOE XpaHeHue. [opsA10K yHUUTOXKEHHS JOKYMEHTOB U /1€ C UICTEKIIUMHU CPOKaMU XPaHEHHUS.

XpaHeHHe JOKYMEHTOB B CTPYKTYPHBIX IOApa3AeieHUsX opraHuzanuu. OTBETCTBEHHOCTb
32 COXPaHHOCTh JIOKyMEHTOB. 3aKOHOIATEIbCTBO M HOPMATHBBI MO OOECIIEUEHUIO COXPAHHOCTH
JOKYMEHTOB. ENMHCTBO TpeOoBaHMiI K XpaHEHHIO IOKYMEHTOB B JeJIONpou3BoAcTBe. llopsimox
BBIJIaYM JIOKYMEHTOB BO BPEMEHHOE I0JIb30BAaHUE MPU XPAHEHUU B CTPYKTYPHBIX MOJIPA3ACICHUSIX.
XpaHeHHWe W OpraHu3alus JOCTynma K JOKyMEHTaM B YCJIOBUSAX (DYHKIIMOHHPOBAHUS
ABTOMAaTU3UPOBAaHHBIX  HMH(OpPMAMOHHBIX  cucteM. [loHsATHE  «IKcmepTH3a  LIEHHOCTH.
HopmarnBHO-MeTOIMYECKHE M TEOPETHUYECKHUE OCHOBBI MPOBEIEHHS KCIepTu3bl. TpeGoBaHUS K
MPOBEICHUIO AKCIEPTU3bI IICHHOCTU JOKYMEHTOB B «OCHOBHBIX IMpaBUiIax pabOThI BEOMCTBEHHBIX
apxuBOBY». OpraHusanus 3KCIepTU3bl HEHHOCTU JOKYMEHTOB, LIEHTPAJIbHBIX IKCIEPTHBIX KOMUCCUI
(I2K) u sxcnieptHBIX Komuccuit (OK) yupexxnenus. [IpaBa n pyHKIIMM KOMHCCHI, OpraHU3aIus UX
pabOTBl M JIOKYyMEHTUMPOBAaHUE JAEATEIbHOCTH. OTalbl IPOBEAEHUS OSKCIEPTU3bl LEHHOCTU
nokyMeHTOB. OdopMiieHre pe3ynbTaToB SKCIEPTU3bI [IEHHOCTH JOKYMEHTOB.

[lepenaua nen B apXWB OpraHum3anuu (BEAOMCTBA). YHU(HUKanMig TpeOOBaHUIN K aenam,
caaBaeMbIM B apxuB. B3aumopeiictue ciyx0 JIOY u Be1oMCTBEHHOT0 apxuBa npu (GOpMUPOBaHUU
OCHOBBI JUISl IOCJIEYIOLIErO XPAaHEHHs U UCIIOIb30BaHUs JOKYMEHTOB.

Tema 12. Opranmn3anusi padoThl ¢ 00palCHUSIMU I'PAXKIAH.

HopmaruBHbie JOKYMEHTBHI, PEryaupYIOIIHE padoTy C oOpamieHus MU rpaxkaaH. JIMdHbIi
pHueM TpaxkJiaH B opranusanuu. OCHOBHBIE BUJbI OOpAICHH: IPEIOKEHUE, 3asaBICHUs, Kalooa,
xonaraiictBo, nerunus. JIMuHbIl npuéM rpakgaH B opraHusanuu. Buabl oOpaiieHuil TpakaH:
MpeIOKEHUs, 3asBICHUs, KanoObl. Opranuszanus pabOTbl C MUCBMEHHBIMH OOpallleHUusIMU
TpaXKJAaH: perucTpalusi, KOHTPOJb, OTBEThl (CPOKH OTBETOB), aHAJINU3 OOpalleHUH rpa)kaaH, CPOK
xpaHneHus. O6xanoBaHue rpakJaHaMHu OTBETOB, IOJYYEHHBIX OT OPraHU3alIUH.

4. MaTepHaJILI TEKYILIECIo KOHTPOJIsI yCIIEBAEMOCTH Oﬁy‘lalOll_[HXCﬂ H (l)OH)]
OLCHOYHBIX CPEACTB 10 l'IpOMe)I(yTO‘lHOi/i arrecralv J1UMCHUIIIMHE

4.1. ®opMbl W MeTOIbI TeKYIIero KOHTPOJISI YCIEeBAEMOCTH OO0y4YalUIUXCd U
NMPOMEKYTOYHOM aTTeCTALMH.

41.1. B xone peammzanuu guctumiuHel b1.5.23  «JlokymeHTannonHoe obecreueHue u
JIEJIOTIPOU3BOACTBO B TOCYIAPCTBEHHOM U MYHHUIMITAIBHOM  YIIPaBICHUW» HCIOJIb3YIOTCS
CIIEYIOIINE METOBI TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH O0YJarOIIUXCSI:

Dopmel
METO/IbI) TEKYIIIETO
Tema (pazgen) ( Hiat) 1y
KOHTPOJIS
yCIIEBaEMOCTH
Temal | Ilpeamer, conepkaHue U 3a1a4K JUCLUIUIMHBI O.T
9
Tema2 CaoiicTBa 1 pu3HaKK JOKyMEeHTOB. CIIocOOBI M CpecTBa O.T
JTOKYMEHTHPOBAHUS. ’
Tema 3 CoBpeMeHHOE 3aKOHO/1aTeNTbHOE M HOPMaTHBHO-
Metonudeckoe obecrieuenue B chepe JJ0OY. Mndopmanronnas T3
0€e30MacHOCTb ’
Tema 4 OOm1ast XxapakTepUCTHKA JOKYMEHTOB, ITpaBHiia UX
COCTaBJICHHS ¥ OpopMIICHUS 0O, T,K-3
Tema 5 OcobenHocTr ohpopMIIeHUST OPraHU3ALMOHHBIX 0. K3
JOKYMEHTOB ’
Tema 6 OcobeHHocTH 0(hOpMIIEHUS PaCIOPSIUTENBHBIX 0O, K-3
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JTOKYMEHTOB.
Tema 7 Ocobennoctu oopmienus: THPOPMAITOHHO-CIIPABOYHBIX T K-3

JIOKYMEHTOB. ’
Tema 8 OdopmiieHre JOKYMEHTOB IO IBIXKEHUIO KaJPOB O.T K-3
Tema 9 OdopmieHre 1 BeICHHUE JTHYHBIX Je] paOOTHUKOB

OpraHu3aIuu. 0O, K-3
TemalO [TonsTre 1 opranuzarus JokymeHToo0opoTa. Ciyxba

JOV. O,B
Temall Howmenxuarypa nen. Ilonroroska e Kk apXuBHOMY

XPaHEHHUIO. O, T K-3
Temal2 Opranuzanus paboTsl ¢ 00paIeHUSIMU TPAKIaH. 0.B

4.1.2. 3a4€t npoBOAUTCS C IPUMEHEHHEM CIIENYIOIINX METOI0B (CPeACTB): B (hopMe YCTHBIX
OTBETOB Ha BOIIPOCHI U BHINOJHEHMSI IPAKTUUECKUX 3a/laHuM K 3a4€Ty.

4.2. MarepuaJjbl TeKylero KOHTPOJIsl yClIeBAeMOCTH.

[IpenonaBarenb OLEHUBAET YPOBEHb IIOATOTOBICHHOCTH OOydYaloIUXcsd K 3aHATUIO 110
CIIEYIOIINUM MTOKAa3aTeIsIM:

— OTBETHI Ha BOIIPOCHI K OIPOCaM IO TeMe 3aHATHs,

— BBITMIOJTHEHHE MTPAKTUYECKOTO 3a/IaHus,

— BBITMIOJTHEHHE TPYIIIOBOTO 33aJaHus,

— Kelc-3aJaHue

— KOJIMYECTBO MPABUJIbHBIX OTBETOB IIPH TECTUPOBAHUU.

Ompoc oOyyaroniuxcs:
OIPOC — YCTHBIE OTBETHl Ha BONPOCHI IpEnojaBaTeis IO TEME 3aHATUSA, OLCHUBACTCS B
COOTBETCTBUM C IPaBOBBIMU M HOPMAaTUBHBIMM aKTaMU B COLIMAJIBHOTO 3aKOHO/ATENIbCTBA.
IIpenonaBarens y4MTBHIBAET CTENEHb OCBEIOMIIEHHOCTU CTYJEHTa, a TaKXKE AaKTyaJbHOCThb
MCIIOJIb3YEMbIX HCTOYHUKOB Y MaTepUasIoOB.
OreHka 3HaHUI, yMEHH, HaBBIKOB TPOBOJUTCS HA OCHOBE NATHOATBHON cucTeMe.
Anroput™ (HOpMUPOBaHUS OLIEHKH TAKOB:

. Bec nHMIMaTUBHOCTH W = (,1

. Bec akTyanpHocT W = 0,3

. Bec yoeaurensHoctu W = 0,4

. Bec Hannuus npumepos W = 0,2

PesynbTHpytomast omneHka B natuOanpHOW mikane (Ope3) ecTb cymMMa 4YeThIpEX OIICHOK 3a
uHUIMaTuBHOCTh (Oun.), aktyanbHocTh (Oa), yoenutenbHocTs (Oy), Hanuuus npumepos (Omn):

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

OrieHKa 3aUnTHIBAETCS, €CIU CTyneHT HaOpan He menee 30% O6aios (Opes > 3)

OreHka 3HaHUHM, yMEHUH, HaBBIKOB MPOBOIUTCS Ha OCHOBE OayIbHO-perTHHTOBON cuctembl: 30%
u3 100% (wmu 30 6amtoB u3 100) coorBercTBeHHO 3- (30%-50%), 4- (51%-80%), 5-(81%-100%).
OreHka 3HaHUI, yMEHH, HABBIKOB MTPOBOJMTCS HA OCHOBE MATH-0aIbHON CHCTEMBI.

Anroput™ (HOpMUPOBaHUS OLIEHKH TAKOB:

OreHka 3HaHWH, YMEHUH, HAaBBIKOB IIPOBOAUTCS HA OCHOBE OaJJIbHO-PEUTHHIOBOI B COOTBETCTBUU
C KOJIMYECTBOM BepHBIX 0TBETOB cucteMbl: 30% u3 100% (mnu 30 6amnoB u3 100) cOOTBETCTBEHHO
3 (30%-50%), 4(51%-80%),5(81%-100%) - ormeHka HMEET BKJIAJ B HWTOTOBYI OIIEHKY IO
pe3ylbTaTtaM MPOMEKYTOUHOW aTTECTAIHH.

OreHka 3HaHU, yMEHUI, HAaBBIKOB POBOJUTCS HA OCHOBE OaJIIIbHO-PEUTHHIOBOM cuctembl 70% u3
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100% (70 GammoB u3 100) - BkiIag mo pe3yiabTaraM IMOCEIIAEMOCTH 3aHSATUH, aKTUBHOCTHU Ha
3aHATUAX, OTBCTOB Ha BOIPOCHI IMPCIIOAABATCIIA B XOAC 3aHATHA, BLICTYIIJICHUS C npe3eHTauHeﬁ,
y4acTHs. B KPYIJIOM CTOJI€, BBITIOJIHEHHUSI TPYIIIOBOTO 3aJIaHUs, 10 pe3yibTaTaM IPOXOKICHUS
TCCTUPOBAHUA.

TunoBbie OLIEHOYHbIE MarepuaJibl 10 TEMaM
BOl'[pOCLI AJId MOATOTOBKH K OIIpocCaM:

Tema 1. Ilpenmer, conepxxanue u 3a1a4 TUCHUTITHHBI

1.Ponb 10KyMEHTa B KM3HU YeJIOBEKa U 0OIIEeCTBa.

2.Bunbl u TpeOOBaHUS K JOKYMEHTAM.

3.MeTo10510THs TOKYMEHTOBEICHHUS.

4.Posib 1 3a/1a4u JOKYMEHTOBE/ICHHS B COBEPILIEHCTBOBAHUH MPOIECCOB YIPABIICHHUS.
5.3akoHOaTENBHBIC aKThl, HOPMAaTUBHBIC JOKYMEHTHI, TOCYJaPCTBEHHBIE  OTPACIICBBIC
CTaH/IapTHl HAa YHU(DUIIUPOBAHHBIC CUCTEMBI JOKYMEHTAIUH.

Tema 2. OcHOBHBIE CBOMCTBA, (YHKIMHU U IPU3HAKH JOKYMEHTA
1.Cs3b uHbOpMaIIUU U TOKYMEHTA.

2.B0O3HUKHOBEHHUE IOKYMEHTA, €r0 3HAYCHHUE.

3.IloHsATHE 1 BUABI KOIIWA.

4.IlpuMeHeHNe TEKCTOBOIO IOKYMEHTHPOBAHMSL.

Tema 3. CoBpeMeHHOe 3aKOHOJaTeJIbHOEe H HOPMAaTHBHO-MeTOAHYecKoe odecrieyeHue B
chepe 10Y. Undopmannonnas 0e301aCHOCTH

1.0cHoBHBIE 3aKOHBI 1 HOPMaTUBHBIE JOKYMEHTBI, PETYJIUPYIOLIUE BOIIPOCHI
JIEJIONPOU3BO/ICTBA.

2.Yaudukanus 10KyMeHToB. [ocynapcTBeHHBIE CTaHIAPTHI HA JOKYMEHTHI.

3.MHCTpyK1IMA 1O AEI0NPOU3BOJICTBY — OCHOBHOM HOPMAaTHUBHBIM aKT OpraHu3aluu
JIeJIONPOU3BO/ICTBA.

Tema 4. O0masi XapaKTepUCTHKA JOKYMEHTOB, IPABUJIA UX COCTABJICHUA U 0OpMJICHUS.
1.0Onpenenenne pekBusura. [locrosiHHbIE U IEpeMEHHBIE, 0053aTeNIbHbIE U JOTIOJIHUTEIbHbBIE
PEKBU3UTHI.

2.IlonsTHe «popmymsip fokymeHTay. @opmyssip — oOpasetr.

3.Ponb Gnanka B oopmiieHHH JOKyMeHTa. Buibl 611aHKOB.

4.Bun noxymenTta. Pa3Butue Bu0B JOKYMEHTOB. BU/bl JOKYMEHTOB, onpeesnsieMble
3aKOHOJATEIbHBIMUA U HOPMATUBHBIMU AKTaMH.

5.ITeuarn u ux HazHadeHnue. Buael neuareit. [ocynapcTtBennas repOoBas revarsb.
6.ITpunoxeHus K TEKCTY U MOPSATOK UX OPOpPMIICHHUS

Tema 5. OcobeHHOCTH 0()OPMIICHHSI OPTAHU3AIMOHHBIX TIOKYMEHTOB.

1.CocraB 1 Ha3HauUEHUE OPraHU3ALUOHHBIX JOKYMEHTOB.

2.XapakTepruCTHKa OCHOBHBIX BHI0B HH()OPMAIIMOHHO-CIIPABOYHBIX U aHATTUTUYECKUX
JIOKYMEHTOB.

3.CocTaB peKBU3UTOB, 0COOEHHOCTH

4. Tlopsinok opopmMiIeHHsT JOKYMEHTOB.

5.VBepxieHre JOKYMEHTOB OPraHU3aI[MOHHBIX JJOKYMEHTOB.

Tema 6. OcodenHOCTH 0OPMIICHUSI PACTIOPSAANTEIBHBIX

1.CocraB u Ha3HAUEHUE PACTIOPSATUTENBHBIX JOKYMEHTOB.

2.JIOKyMEeHTBI, CO3/1aBaeMbl€ B YCIOBUSIX KOJJIETHATbHOCTH- IOCTAHOBJICHUS, PELICHUS
3.Ctauu NoATrOTOBKH JOKYMEHTOB.
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4.]10KyMEeHTBI, CO3/1aBa€MbI€ B YCIIOBUSAX €IUHOIMYHOTO MPUHATHUS pEeLICHHUH (HAa OCHOBE
eAMHOHAYaMs) - yKa3, IpUKa3, pacropsbKeHHe, YKa3aHHe.

5.IIpukasbl MO0 OCHOBHOM J1€ATEIbHOCTH.

6.IIpuKa3bl MO JIMYHOMY COCTABY.

Tema 7. OcobenHocTr opopMiIeHUs1 HHPOPMALMOHHO-CIIPABOYHBIX IOKYMEHTOB
1.CocraB u Ha3HaYeHUE MH()OPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

2.HaznaueHnue nH(pOpMaIlMOHHO-CIIPAaBOYHON U aHAJIMTUYECKON TOKYMEHTAILIUU B
YIPaBJICHUECKON JEATEIbHOCTH.

3.Knaccudukanusa nahopMaimoHHO-CIIPABOYHBIX M AHATTUTHYECKUX JOKYMEHTOB (110
Ha3Ha4YEHUI0, 110 aJpecary U Ap. NpU3HAKaM).

4.XapakTepucTUKa OCHOBHBIX BUJIOB HHPOPMALIMOHHO-CITPABOYHBIX U aHATUTUYECKUX
JIOKYMEHTOB.

Tema 8. OdopmiieHrEe TOKYMEHTOB 110 JIBHKEHHIO KA/[POB

1.JlokymMeHTanus 10 JIMYHOMY COCTaBY Kak IOJACUCTEMa OPTaHU3aI[MOHHO-PACIIOPS AU TEITBHOMI
JIOKYMEHTAIIHH.

2.3a/1auu yrpaBJIeHUs], peliaeMble ITPH MOMOIIHU KaJPOBBIX JIOKYMEHTOB (JOKYMEHTHUPOBAHUE
TPYIOBBIX TIPABOOTHOIIICHUH).

3.ITopsmok oopMIICHHUS U COCTAB TOKYMEHTOB IPH MPUEME, YBOJIBHEHUH, IIEPEBOJIE HA IPYTYIO
paboTy, mpeaocTaBIeHUE OTIyCKa, opopMIIEHHE TIOOIIPEHUH, TUCITUTUIMHAPHBIX B3BICKAHU.
4.YuudunmpoBaHHble (POPMBI IPUKA30B.

Tema 9. OdopMiieHNe U BeJeHNEe JUYHBIX eI PA00OTHUKOB OPraHu3aluu
1.OcHoBHBIE TpeOoBaHMS K (HOPMUPOBAHUIO U COCTABY JIMYHBIX JIEI.
2.CocraB JIMYHBIX Jell.

3.KoH(puneHnmanbHOCTh MEPCOHATBHBIX JAaHHBIX PAOOTHHKOB

Tema 10. [lousiTue u opranuzauus 10kymMenToooopora. Ciayxoda J10Y.
1.HopMaTHBHO-IIPABOBOE PETYIMPOBAHUE MPOIECCa IOKYMEHTOO00POTA.
2.ITopsimox 00pabOTKH BXOISIINX, HCXOISIINX, BHYTPEHHUX TOKYMEHTOB.
3.Peructpanivis u KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

Tema 11. Homenkaarypa aed. [loaroroska gen Kk apxXuBHOMY XPaHEHHIO.
1.Cuctemaruzanus JOKyMEHTOB (COCTaBICHUE HOMEHKIIATYPHI Je).
2.0TBETCTBEHHOCTh 32 COXPAHHOCTb JOKYMEHTOB.

3.Ha3znauenne u uCIonb30BaHUE TEPEYHEN B KAYECTBE OCHOBHBIX HCTOYHUKOB ITO
YCTaHOBJICHUS CPOKOB XPaHEHHUS.

Tema 12. Opranusanus padoTsl ¢ 00palICHUSIMU TPAXKIAH.

1.OcHoBHbIE BU/IBI OOpAIICHUI: IPEUIOKEHHE, 3asBIICHUS, Kano0a.
2.HopmaTuBHbBIE TOKYMEHTBI, PETYIUPYIOIIUE paboTy ¢ 00palIeHUsIMHU TPaKAaH.
3.JInuHBI{ pUEM TpakJlaH B OpraHU3aIINH.

IIpuMepHbIe BONIPOCHI TECTOBLIX 3a/1aHUM:

1. ®opmyrnsap-o6pasel] OpraHu3aluOHHO-PACTIOPSIUTEIBHOTO TOKYMEHTA MIPeICTaBIsieT co00i:
a) MakeT OJlaHKa JOKYMEHTa, MOATOTOBJIEHHOTO K U3IaHUIO TUIIOTPa(CKUM CIIOCOOO0M;

0) oOpa3zer OJ1laHKa TOKYMEHTa;

B) CXeMy pAacnonodiceH s PeK8U3UMO8 OP2anu3ayuOHHO-PACNOPAOUMENbHO20 OOKYMEHmMa,

) oOpazell KOHKPETHOTO BUJIa OPTaHU3allMOHHO-PACIOPSAUTEIBLHOTO JOKYMEHTA.

2. Kakue JOKYMCHTBI ABJISAIOTCS OpTraHU3allMOHHBIMU!
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a) ycmas, nonodicenue, UHCMpYKYusi, CmpyKmypa U Wmamndas YucieHHOCmy, WmamHoe
pacnucanue, npasuia,

0) ycras, MOJIOKEHUE, MPOTOKOJI, TOCTAHOBJICHHE, TPABIJIA, IITATHOE PACIIUCAHUE, IOTOBOP
(KOHTpaKT);

B) yCTaB, MOJIOXKEHHE, MHCTPYKIUS, IITAaTHOE pacliCaHue, paBuiia, MPUKa3, JOrOBOp (KOHTPAKT).

3.B xakoM BapuaHTe OTBETa IIPABUIILHO Ha3BaHbl PEKBU3UTHI 001IET0 OJIaHKa:

a) HaMMEHOBaHUE OpraHU3alMK, SMOJIeMa OpraHU3alluy WK TOBAPHBIM 3HAK, HAMMEHOBAHHUE BUIA
nokymenta, OI'PH, MHH/KIIII, 3aroioBok K TEKCTY, aapecar;

0) Haumenosanue opeanuzayuu, Mmecmo O0Jis 6U0a OOKYMEHMa, 0ama, pecucmpayuoHHblLL Homep
O0OKYMeHmMAa, Mecmo coCmasieHusl,;

B) HAMMEHOBaHUE Opranu3anuu, koa opranusanuu, OI'PH, MTHH/KIIII, cnpaBouHbie qaHHBIE 00
OpraHu3aIliy, 1aTa, PEeTUCTPAIMOHHBIN HOMED, CChUTKA HA PETUCTPAIlMOHHBIN HOMEp U J1aTy
JIOKYMEHTA.

4. PexBusut «I[lonmuce» Ha JOKyMEHTaX, OJIMUCHIBAEMBIX JBYMS JIOJDKHOCTHBIMU JIMIIAMU OJTHOTO
ypoBHS, opopmIisieTcs:

a) 6 06a psi0a HA OOHOM YPOBHE;

0) oIHA MOAMHKCH O] APYTOM;

B) 11O OIHOM TMOANKCH B IBOMHOM KOJUYECTBE IK3EMIUISIPOB JOKYMEHTA.

5. JIOIKHOCTHYIO MHCTPYKIIMIO TIOJIIACHIBAET:

a) pyKOBOJUTEIb OpraHU3aIiH;

0) pyKkosooumenv cmpyKmypHo20 noopasoeileHUsL,
B) HaYaJIbHUK OT/Zieja KaJIpoB;

') HUKTO HETIOJIHICHIBAET, €CJIM OHA TUITOBAS.

6. B kakoMm BapuaHTe IpaBUJIbHO Ha3BaHbl PEKBU3UTHI OJaHKa Mpukasza?

a) eocyoapcmeenHulil 2epb, HaUMeHO8aHUe OP2aHU3ayUlY, HAUMEHO8AHUe 8UOA OOKYMEHMA
«I[IPUKA3», 0ama 0oxymenma, pecucmpayuorHulli HOMep, Mecmo coCmasienusl;

0) rocyapCTBeHHbIH repd, HaMMEHOBaHUE OpraHU3allii, HAMMEHOBAaHHE BUA JOKYMEHTA
«ITPVKA3», nara, peructTpaliOHHbIi HOMEp, MECTO COCTABIIEHUS, CIIPAaBOYHbIE JaHHbBIE 00
OpraHu3aluy;

B) aMOJieMa, HauMeHOBaHue opranu3anuu, Buj nokymenta «[IPUKA3y», nara, Mmecto coctaBieHus.

7.Hymeparus cTpaHul JOKyMEHTA MPOCTABISAETCS:
a) M0 LEHTPY HMXKHETO TOJIs;

0) B IpaBOM HIKHEM YTy TOKYMEHTA;

B) 10 YeHmMpy 8epxXHe20 NOJisL,

T) B IPaBOM BEPXHEM YTy TOKYMEHTa

8.PekBU3HUT TOKyMEHTa — ITO:

a) anemenm oghopmieHuss OOKyMeHma,
0) OCHOBHAsI YaCTh JIOKYMEHTA;

B) €r0 OT/EJIbHAS YaCTh.

9. K 06mum QyHKIUSAM TOKYMEHTa OTHOCATCS
a) KOMMYHUKAMUBHASA,

0) npaBoBasi;

B) yIIpaBJIEHYECKas;

T) uHghopmayuonnas;

1) cCoyuanvHasi,
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e) Ky1bmypHas;
) UCTOpUYECKASI.

10. O6s13aTeIbHOMY YTBEPKICHUIO MOJIEHKAT:
a) TIPUKa3HbI;

0) cimy>xeOHBIC 3aIMHCKH,

B) KOHTPAKTHI;

2) wmammoe pacnucauue;

1) TapaHTUHHBIC TIHCHMA.

11./TokyMeHT - 3TO :
a)MarepuanbHbIii 00BEKT ¢ 3a()UKCHPOBAHHON HAa HEM UH(POPMAIUEH B BUAE TEKCTa, 3ByKO3AMNUCH
WM U300paKeHUs, IpeIHa3HaYeHHbIH JUIs Iepeadyd BO BpEMEHH U IPOCTPAHCTBE B LIEIIAX
XpaHEHHS U OOIIECTBEHHOTO UCIOIb30BAHUS;

0) /lokazarenbcTBO, enoBas Oymara, CiryXaiias J0Ka3areJIbCTBOM 4ero-HUOY/b, OpuIInarIbHOe
NUCHMEHHOE YIOCTOBEPEHUE TMYHOCTH, MACIOPT, aKT, MUCbMEHHOE CBHJIETEIHCTBO O YeM-HUOYIIb;
B) 3aguxcuposannas na nocumene ungopmayus ¢ peKeUUMamu, HO380NAIOUUMU ee
uoeHmuuyuposams.

12. Iy6nukat, BRITUCKA, OTITYCK — 3TO
a) 8UObL Konuil OOKyMeHma,

0) BUJIbI OPUTMHAJIOB IOKYMEHTA;

B) BHYTPEHHHE IOKYMEHTHI;

T') BHEIIHUE IOKYMEHTHI.

13. IIpaBmwibHOE 0hopmiteHre pekBU3nUTa «OTMETKA O 3aBEPCHUN KOITUWY, €CIIA KOIHUS BBIIACTCS
JUIS TIPEJCTABIIEHUS B IPYTYIO OPraHU3aLMIO :

BepHo:

UNncnexrop otaena kaapop  Ilognuce [TeTpora U. U.

12.05.2017;

BepHo

WNucnekrop otaena kaapos  [loanuce N. N. Ilerposa

Bepno

Toonunnux naxooumcs 6 omoene oenonpouszsoocmea 6 oene Nel2/2 om 12.03.2018
Hauanvnux omoena oenonpouzeoocmea Iloonuce U. U. Ilemposa

neyams 12.05.2018

14. Yuudukanus — 3to

a) eOuHoobpasue, yCmManosieHue MaKkCUMAIbHO20 HAOOPA PeKsU3UmMos, hopmul Oymazu,
0) equHbIE HOPMBI U TPEOOBaHMSI K IOKYMEHTaM;

B) ONTUMAaJIbHbIE YCIOBUS JUI MAlIMHHON 00pabOoTKU MH(OpMAIIH.

15. PexBu3UT «3aroioBOK K TEKCTY»

a) opopmIIsieTcst Ha JOKYMEHTaX BCET/a;

0) Moorcem He cocmagamuvcs, eciu mekcm 0OKyMenma He npegvluiaem 4 - 5 cmpox;
B) oopMIIIeTCS Ha JOKYMEHTaX MO YCMOTPEHUIO COCTABHUTEIIA.

16. Ha 6ankax HE MPOCTABISAETCS HAMMEHOBAaHUE BU/Ia TOKYMEHTA
a) pacropsANTENbHBIX

0) nucem

B)JIMYHBIX
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17. CoxpamiéHHOE Ha3BaHUE OPTaHU3AIINH, BBITYCKAIONIEH JOKYMEHT, IOMEIIAI0T

a) 100 NOTHbIM HAUMEHOBAHUEM OP2AHUZAYUU 8 CKOOKAX, eCiu OHO NPe0yCMOMPEHO YCMABOM
(nonooicenuem);

0) B ckOOKax Ha OJTHOM CTPOKE C MOJIHBIM HAMMEHOBAHUEM OPTaHMU3alUH;

B) B CKOOKax CTPOKOH BBIIIE IOJTHOTO HAUMEHOBAHUS,

I') CTPOKOM HHM>KE ITOJIHOTO HaUMEHOBaHMs 0€3 CKOOOK.

18. BuemHee coriacoBaHue MPOEKTa JOKYMEHTa 0(pOPMIISIETCS C TTOMOIIIBIO
a) BU3BL;

0) epugha coenacosanus,

B) PE30JTIOITUH.

19. HauboJee MoHbIN epeYeHb PEKBU3UTOB MPESANPUATHS JIaH Ha
a) baanke nucbMa,

0) oOmiem OaHKe;

B) OJ1aHKE KOHKPETHOTO BU/Aa IOKYMEHTA

20. Pe3osmromust BKIIOYAET B ce0st

a) pamunuu, UHUYUATL UCRONHUMENEll, CPOK UCNONIHEHUS, NOONUCL PYKOBOOUmes, oama
NOONUCAHUSL,

0) hamMuIuK, MHUIHAJIBI HCIIOTHUTEIICH, MECTO UCIIOJIHEHHUS, TOAMKUCH PYKOBOIUTEIS;

B) (paMWINH, MHUIHAIIBI UCIIOJIHUTENCH, JTOMKHOCTH UCTIOTHUTEIIEH, IOAINUCH PYKOBOIUTEIS.

4.3. OueHo4YHbIe CPeACTBA 1Jisl IPOMEKYTOYHOM aTTecTaluu
4.3.1. ®opmupyeMble KOMIIETCHIIH C YKa3aHUEM ITAIloB UX (POPMUPOBAHUS B TIPOLIECCE

OCBOCHHS 00pa30oBaTeIbHOM MporpaMmel. [lokazarenu u KpUTEpUn OIICHUBAHUST KOMITSTEHITHH C
Y4eTOM JTarna ux GopMUpPOBAHUS

Kon HaumenoBanue Kon srana | HammenoBanue Jramna
KOMIICTCHIIN U KOMIICTCHIINN OCBOCHUA OCBOCHUS KOMIICTCHIITUN
KOMITICTCHITUU

OIIK-7 Cnocoben  ocymectisats | OIIK-7.1 Crocobexn OCYIIECTBIIATH
BHYTPUOPTaHU3ALMOHHBIE U JICTIOBEIC KOMMYHUKAIIUH,
MEXBEJIOMCTBEHHBIE BepOabHOE W HEBepOAIbHOE
KOMMYHUKAIUH, JIEJIOBOE OOIIeHUE
00ecIeunBaTh

B3aUMOJICHCTBHE  OpPraHOB
BJIaCTH C  TpaKJaHaMH,
KOMMEpYECKHUMHU
OpTaHU3aIMSIMH,
MHCTUTYyTaMHU
Ipa)XJIaHCKOTO  0OIEecCTBa,
CpeacTBaMH MaccoOBOM
nHpopMauu

Tunosblie OlleHOYHbIE CPEICTBA
IIpumepHBIE BONPOCHI K 3a4€TY:
1. Uctopust pa3BUTHS CUCTEMBI TOCYIaPCTBEHHO JIE€JIONPOU3BOJICTBA.
2. 3akoHOJaTeNIbHbIE U HOPMAaTHBHO-METOANYECKUE MaTePHalIbl IO OpraHU3aluU
JIEeTI0TIPOU3BOCTBA.
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3 Mertonpl yHU(PUKAIIUK U CTaHJAPTH3AUK JOKyMEeHTOB. [lonsTre "yHuduimpoannas ¢popma
nokymeHTa". YHU(UKaAIU TecTa TOKyMEHTA.

4, DBomonus TepMuHa "nokyMeHT". [IpaBoBOM, ynpaBIeHUECKUH, ICTOPUYECKUI aCTICKThI B
OIpEeICIICHUH IOKyMEHTA. DJIEKTPOHHBIN JOKYMEHT. @YHKIIMH [TOCTOSHHO JIEHCTBYIOLIUE U
byHKIMM OnlepaTHUBHBIE.

5. O6nacte npumenenust 'OCT P 7.0.97-2016 «YHudunupoBanHas cucteMa OpraHu3aluoHHO-
pacnopsiANTEIbHON JOKYMEHTAII.

6. CocraB pexBusnuToB gokymenToB o OCT P 7.0.97-2016.

7 Ponb u 3HaUeHUE TOKYMEHTHOM HH(OPMALIUU U 1eI0MPOU3BOICTBA.

8. TpeboBanust K 0(OPMIICHHIO PEKBU3UTOB

9. TpeboBaHus K O1aHKaM JOKYMEHTOB U 0(OPMJICHHUIO IOKYMEHTOB Ha OJIaHKaX.

10. TpeGoBaHMs K U3TOTOBJICHUIO, YUETY, UCIIOJIB30BAHUIO U XPAHEHUIO OJIAHKOB C
BocrpousBeneHueM [ocynapcteennoro I'ep6a PO u I'ep6a CyonekToB PO.

11.PacnionoxeHne peKBU3UTOB JOKYMEHTOB YITIOBOTO OJIaHKA U MPOJI0IBHOro OjaHka Ha (popmare
A-4 cornacuo I'OCT P 7.0.97-2016

12. Anroputm cocTaBiIeHUs JOKYMEHTOB.

13. PactiopsiauTenbHble JOKYMEHTBI.

14. UndopmManimoHHO-CIIPAaBOYHBIE TOKYMEHTEI.

15.TpeGoBaHus K COCTaBIECHUIO U OPOPMIICHUIO CIIY’KeOHOTO MUchMa. Pa3HOBHIHOCTH MHUCEM.
OcobenHoctr 0OpMIICHUS TAPaHTUHHOTO TUChMA

16. Opranu3aluOHHbIE JOKYMEHTBHI.

17.Ctpykrypa 1 0ohopMIICHHE ITOJIOKEHUSI 00 OPTaHHU3AIMH UK O CTPYKTYPHOM TOAPA3/ICIICHUN.
18.CrpykTypa AOKHOCTHOM MHCTPYKIIUU, METOJIMKA COCTABIICHUS.

19.JIoKyMEHTBI 110 JINYHOMY COCTaBY.

20.TpeboBaHus K COCTABICHUIO U O(POPMIICHUIO IPUKA30B 10 JINYHOMY COCTaBY.

21. OdopmiieHrE U COCTABICHUE AKTOB, MOJOKEHUH, IITaTHOTO pacnucanusi. CTpykTypa u
odopmIleHrE TOJI0KEHH 00 OpraHu3alui U O CTPYKTYpHOM noapazaeneHuu. OgopmieHue
JIOJKHOCTHOTO PErNIaMEHTa TOCY/IapCTBEHHOIO CITYKAIIETo.

22.3Tansl NOATOTOBKH PacCHOPSAUTEIbHBIX TOKYMEHTOB. TpeboBaHus K 0(OPMICHUIO
IIOCTAHOBJICHUH, PELICHUM.

23. IlonaTue 1 XxapakTepucTUKa TUIIOBOTO GopMyssipa, popmynspa — obpasua. TpeboBaHus k
KOHCTPYUPOBaHHIO OJIaHKOB. M300pakeHre repOoBOM CUMBOJIMKH Ha OJaHKaX, periamMeHTaIus
UCTIOJIb30BaHMSL.

24. «[TonnpyHKIIMOHATBHOCTD JOKYMEHTA.

25.HopmaruBHo-1ipaBoBas 6aza JIOV.

26.YHudukanus TeKCTOB CIIYKEOHBIX TOKyMEHTOB

27. IIpoBecTH aHaNM3 TOHKHOCTHOM MHCTPYKIIMU U3 KOJJIEKIIMH C TOUKU 3PEHHUS COIePIKaHus,
odopMIIEHUSI.

28.CymHOCTb MOHATHUS «MH(POPMALIMOHHAs 0€30IaCHOCTb)

29.Homenknarypa nen. Buasl. Odopmienue.

30.01nume B 0pOpMIICHUH IPUKA30B IO OCHOBHOM JI€ATEBHOCTH U MIPUKA30B 110 JINYHOMY
COCTaBy.

31.IIpouenypa MOArOTOBKY IpUKa3a MO JUYHOMY COCTaBY.

32.Peructpanus, KOHTPOJIb UCHIOJHEHUSI TOKYMEHTOB.
33.JlokymeHnTo060poT./lokymeHTarmonHble motoku. Cocras ciyxob1 JJOY

34. zy4enne 3aKOHOJATEIbHBIX  HOPMATUBHBIX aKTOB IO OOECIIEYCHUIO COXPAHHOCTH
JNOKyMeHTOB. OCHOBHBIE TPeOOBaHMsI K OpraHU3alluU XPAHEHUs TOKYMEHTOB.

IpakTuyeckue 3a1aHus (Keicbl):

3ananue 1.Haiiti omm6ku B 0pOpMIEHUH PEKBU3HUTOB:
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Ne PexBuzur
n/n
1. 12.10.2021r.
2. ITPUKA3 HAYAJIbHUKA OTAEJIA
3. JIOIDKHOCTHAST MHCTPYKITHS
3amMecTHuTeNs Haya bHHUKA JJA0OPATOPHH CBSI3U
4. COI'JTACOBAHO
FOpuckoncymnst .. denos
30.04.2021rona
5. TAPAHTUMHOE ITUCEMO
OO0 U3aHUU KHUTH

3ananme 2. [lepeunciauts pekBusuthl [lonoxenus o ciyxoe JOY. Pazpaborars u opopMuTh
npoekT [lomoxkenus o cimyx6e JIOY Ha ocHOBaHUM THIOBOTO MOJIOKEHHMSI, COIEPIKAIIETOCS B
npuwioxerun k ['COVY. [Iposectu ananu3s [lonoxeHus: 0 CTpyKTypHOM HOAPA3ACIICHUH.

3aganue 3. [IpoBecTu aHaNM3 JOKHOCTHON MHCTPYKIIMM U3 KOJUIEKLIUU C TOUKH 3PEHUS €€
coziepkaHusi 1 0popMIICHHS.

3aganue 4. [IpoBecTu aHaNM3 CTPYKTYPHI PaCIOPSIUTENBHON YaCTH MPUKa3a [0 OCHOBHOM
nesirenbHOCTH. OdopMHUTE 00pa3el mpruKaza o OCHOBHOMN JEATEIbHOCTH.

3aganue 5. OpopMuTh NIEpPeBO HAYATBLHUKA YI4EOHOTO OT/IeTIa B CBS3U C U3MEHEHHUEM IITAaTHOTO
pactrcanus ¢ 01.01.2022 Ha 1OMKHOCTH 3aMECTUTEINSI TUPEKTOpa 1o yueOHoil padote. TpynoBoit
JIOTOBOP 3aKJIFOUEH Ha HEOMpeIelIeHHbIH cpok. Pabora ocHOBHAs. OCTaNbHBIC TaHHBIC —
MIPOU3BOJIBHO.

3aroJIHUTE:

[IpencraBneHue HaYaIbHUKA Y4€OHO-METOJUYECKOTO YITPABICHUS.

TpynoBoii JOrOBOp M JTOMOJIHUTEIBHOE CONIAILIEHUE

Kaprouxka T-2

TpynoBast KHUKKa

JlomKHOCTHAS HHCTPYKITHS

ITpukas o nmepeBozae

3aganue 6. CocTaBUTS :

- AKT O HEHCITOJTHEHUU PaOOTHUKOM OpTraHu3alui 0e3 YBaKUTEJIbHBIX MPUUUH TPYIOBBIX
00s13aHHOCTEH (aKT COCTaBJIEH KOMUCCUEH B COCTaBE PYKOBOAUTENS CTPYKTYPHOI'O MOAPA3AEIIECHNUS,
crienuaimcTa oTena u Oyxrajirepa) 00si3aHHOCTEH.

-IIprka3 o HaJIOKEHNN TUCIUILTMHAPHOTO B3bICKAaHUS HA PA0OOTHHKA B CBS3U C HEUCIIOIHEHUEM
JOJDKHOCTHBIX 00SI3aHHOCTEH.

-OO0BACHUTENBHYIO 3aIMMCKY pa0OTHUKA O HEUCTIOTHEHUH TPYAOBBIX 00sI3aHHOCTEH.

3ananme 7. HaliguTe ommOKy, JOMYIICHHBIE aBTOPOM 3asIBJIICHHS], H UCTIPABBTE UX:

[Ipesunenty pupmsl «Bocxom»

rocrionuny IlaBioBy A. B.

ot Pykuna Il. A.,
3ASBJIEHUE

Mmuoroysaxaewmslii [TaBnos A. B
[Ipomry npenoctaButh odepeaHoit ormyck ¢ 11.06. 2021 rona.
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C yBaxenuewM, Oyxranrep PykuH.
5 mas 2021 roxa
CocraBbTe NPaBUJIbHO 0(POPMJIIEHHBIN TEKCT 3asiBJICHMS.

3aganue 8. CocTaBUTh IPOTOKOJI 3acE€JaHUS COBETA AUPEKTOPOB aKIMOHEPHOTO O0IIeCTBa
(Ha3BaHUE BHIOPATh CAMOCTOSATENIBHO) O CO3BIBE BHEOUEPEAHOTO 00IIET0 COOpaHus aKIIMOHEPOB, Ha
KOTOPOM IPHUHSUINA PELIEHUE O CO3bIBE COOpaHUs U ONPEENIUIIN IaTy MpoBeaeHus, Gopmy, Bpems U
MECTO MPOBEJCHUS coOpaHusi. bpuT yTBEpIKIeH CIMCOK aKIIMOHEPOB, UMEIOIIHNX MPABO Ha y4acTHE,
TEKCT COOOIIEHUs O TPOBEIeHNN cOOpaHus (yKa3arb, YTO MPUIIAraeTcs) IiaH-Tpadux
MEPONPUITUH 10 MOATOTOBKE K IPOBEIECHUIO coOOpaHusl (IIpuiiaraercs). PEKBU3UTHI TOKyMEHTa
0(OPMHUTH B COOTBETCTBUHU C TIOJOKEHUSIMHU JICHCTBYIOIIETO 3aKOHOJATEIbCTBA U C TPEOOBAHUSIMHU
['OCT P 7.0.97-2016.

3apanue 9.0popmute nucrbMo, moaTeepxaatomiee hakt ornpaBku goropopa Nel2/01-15 ot
18.09.2021. HeoOxoaumbie pEKBU3HUTHI U DJIEMEHTHI TEKCTa— MPOU3BOJIBHO.

HpI/IMepHHe TCMBI BBICTYHHCHHﬁZ

1. AKTyanbHble IPOOJEMBbI JOKYMEHTAIMOHHOI'O O0ECIIEUEHUs yIIPaBICHHUS.

2. OCHOBHBIE MOHATHS JOKYMEHTAllMOHHOIO obecneueHust ympaBieHus. DyHKUUU U
TUIIOJIOTHS CITY’)KEOHOTO IOKYMEHTA.

3. HopmatuBHO-MeTOMuecKOoe 00ecreyeHne1eI0NPON3BOICTBA B TOCYIapCTBEHHOW H
MYHULIMIIAJIBHON CiTyXO0€.

4. Kynerypa nenoBoil mucbMeHHOM peud M Npo(ecCHOHAIN3M TOCYIapCTBEHHOIO HU
MYHUIIUTIATBHOTO CITY’KAIIEero.

S. CoBpeMeHHas cTaHaapTU3aLus TpeOOBaHUN B CUCTEME JeIONPOU3BOICTBA.

6. SI3BIK cy’)XeOHOTO JOKYMEHTA KaK 9acTh O(HUIIHNATIHHO-AEJI0BOTO CTHIIS PEUH.

7. OKCTpaJIMHIBUCTHUYECKUE TPEeOOBaHUS, MpPEIbsBIsIEMble K CIY)KEOHOMY JOKYMEHTY.
SI3pIKOBBIE 0COOEHHOCTH O(OPMIICHUS! PEKBU3UTOB.

8. JIMHTBUCTHYECKHE OCOOCHHOCTU CIIy)KEOHOrO JOKYMEHTa: TOYHOCTb M  SI3bIKOBOM
CTaHAapT.

9. CoBpeMeHHbIE HH()OPMAIIMOHHBIE TEXHOJIOTUHU B JIEIOIPOU3BOJICTBE.

10. Coznianue 10KyMEHTOB CTaHAapTHBIMU cpeacTBamu MicrosoftOffice.

11. S3pIkOBBIE TpaBHJa O(QOPMIIEHUS PEKBU3UTOB. TPYIHOCTH HANMCAHUS OTIECNIBbHBIX
HalMEHOBAaHHM.

12. TunuyHbIe JTOTUKO-CMBICIOBBIE U CTUIMCTUYECKHUE OUIMOKH, CIIOCOOBI UX YCTPaHEHHS.
PyOpunmpoBaHHbIe TIEpEUNCIICHUS.

13. TpynHOCTH JEKCHMYECKOT0 M TIpaMMaTU4ecKoro xapakrepa. Jlekcuueckue u
rpaduyeckre COKpaieHus.

14. CocraBnenne U 0O(OpMIIEHHE OPraHU3ALUOHHO-PACTIOPAIUTEIBHON U CIPABOYHO-
UHPOPMAIIMOHHON TOKYMEHTAIINH.

15. CoctaB M cozaepkaHue KaJpoBOM JOKyMeHTaluu. TunuuHbele omuOKku B pabote ¢
KaJpOBBIMHU IOKyMEHTAMH.

16. Opranuzanus paboThl ¢ TOKYMEHTaMHU.

17. [TpaBKa u peakTUpPOBaHUE CITYKEOHBIX JOKYMEHTOB.

18. Tpynusle ciyyan opdorpaguu u MyHKTYyaIuH.

19. Oco0eHHOCTH PeueBOro 3TUKETA MPH COCTABJICHUHU CITYKEOHBIX JOKYMEHTOB.

20. Crenanu3upoBaHHble ~ CHUCTEMbl ~ aBTOMATH3allMM  JESATEIBHOCTH  CIIY)KOBI

JOKYMCHTAITUOHHOT' O obOecrieueHus YIIpaBJICHUA.

IIkaJjia oueHUBaHUS.
OreHka 3HaHUHM, yMEHUH, HaBBIKOB MPOBOIUTCS Ha OCHOBE OayIbHO-pelTHHTrOBON cuctemsbl: 30%
u3 100% (um 30 Gamnos u3 100) - BKIax B UTOrOBYIO OLEHKY MO pe3yjibTaTaM IMpOMEXYTOUHON
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aTTeCTaIHH.
[Tpu onleHMBaHUM OTBETa 00YYAIOIIETOCs B X0JI€ IPOMEKYTOUHON aTTeCTallMi MOXKHO ONUPATHCS Ha
CIICTYIOLINE KPUTECPHH:

bamiel  [Kpurtepuii olieHKH

26-30  (OOywaromuiicss TOKa3blBa€T  BBICOKHMH  YPOBEHb  KOMIIETEHTHOCTH, 3HaHUS
NpOrPaMMHOTO  Marepuana, ydeOHOW, MEepHOANYECKOH W  MOHOTpadu4ecKoi
ITTEpaTyphl, 3aKOHOJATEIbCTBA U MPAKTHKH €r0 MPUMEHEHHUs, PACKPBIBAET HE TOJIBKO
OCHOBHBIC TIOHATHS, HO M aHAJIU3UPYET MX C TOYKH 3PEHHS PA3IMYHBIX aBTOPOB.
OOy4aromuiics MOKa3bIBaeT HE TOJIBKO BHICOKHH YPOBEHb TEOPETUYECKUX 3HAHHMU, HO
M BUAUT  MEXKIUCHMIUIMHApHBlE  cB3M.  [IpodeccmoHambHO,  TpaMoOTHO,
MOCIIeI0BATENIbHO, XOPOIIUM S3BIKOM YETKO M3JIaraeT MaTepuall, apryMEHTHUPOBAHHO
(dopMynmupyeT BBIBOABI. 3HAET B paMKax TPeOOBAaHMH K HANPABICHHUIO U MPOQUIIIO
MOATOTOBKH 3aKOHOAATENbHO-HOPMATHBHYIO W MpakTHdeckylo 0Oa3y. Ha Bompocs
OTBEYAET KPAaTKO, apTyMEHTHPOBAHO, YBEPEHHO, IO CYIIECTBY.

16-25 OOyuaromuiics IOKa3blBa€T JOCTaTOYHBbIM YpOBEHb KOMIIETEHTHOCTH, 3HAHUs
MaTepHajoB 3aHATHH, Y4eOHOW M METOANYECKOH JHUTepaTyphl, 3aKOHOAATEIbCTBA U
NPaKTUKWA €ro NMPUMEHEHUS. YBEPEHHO U MPO(ECCHOHAIBHO, TPAMOTHBIM SI3BIKOM,
SICHO, YETKO W TOHATHO H3JIaraeT COCTOSHHE M CYyTh BONPOCA. 3HA€T HOPMAaTHUBHO-
3aKOHONATEIbHYI0 ¥ IPAaKTHYECKyl0 0a3y, HO TP OTBETE JIOIMYCKaeT
HECYIECTBEHHbIE MOrpenrHocT. OOyJaromuiics MOKa3bIBaeT JOCTAaTOYHBIH YPOBEHb
npodeCCHOHAFHBIX 3HAHUH, CBOOOJHO OINEPUPYET MOHATHAMH, METOJAMH OLICHKU
OPUHATUS PELICHUH, MMEeT NPEACTAaBICHUE: O MEKAUCIHUIUIMHAPHBIX CBS3SIX,
YBSI3BIBACT 3HAHUS, IOJyYCHHBIC MPHU W3YYCHHH PA3IUYHBIX JUCIHUIUIMH, YMEET
AHAJM3MPOBATh MPAKTUYECKUE CHTYAIlMH, HO JOIYCKAe€T HEKOTOPBIE MOTPEIIHOCTH.
OTBeT MOCTPOEH JIOTUYHO, Marepuaj MU3JaraeTcs XOPOUIMM SI3bIKOM, MPHUBIEKACTCS
MH()OPMATHBHBIH M WIUIIOCTPUPOBAHHBIM Marepuas, HO IpPH OTBETE JOIyCKaeT
HEKOTOPbIE MOTPENTHOCTH. BOMPOCH! HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYIHEHUM.
6-15 OOyuaromuiicsi TMOKa3bIBaeT JOCTaTOYHBIC 3HAHHMS MaTepUalIOB 3aHATHH, HO IIPH
OTBETE OTCYTCTBYET JIOJDKHASI CBS3b MEK/Y aHAIM30M, apryMEHTAIlUeH 1 BBIBOJIAMH.
Ha mocraBieHHbIC WieHAMU KOMHCCHH BOIPOCHI OTBEYAET HEYBEPEHHO, JIOIYCKAeT
norpermHOCTH. OOydJaromuiics BIIaJeeT MPAKTUYECKHIMH HABBIKAMH, IIPHBIIEKAET
WITIOCTPAaTUBHBIM Marepuan, HO UYyBCTBYeT ce0s HEyBEepeHHO TIIpH aHallu3e
MEXIUCIUIUTMHAPHBIX CBsi3el. B oTBeTe He Bcerga TNPUCYTCTBYET JIOTHKA,
apryMEeHThl MpPUBJIEKAIOTCSd HEI0CTaTOYHO Beckue. Ha mocTaBieHHBIE BOMPOCHI
3aTPYAHSIETCS] C OTBETAMH, ITOKA3bIBAET HEAOCTATOYHO IITyOOKHE 3HAHUSI.

0-5 OOyyaromuiicss TOKa3bIBaeT cya0dble 3HAHWS MaTepUaliOB 3aHATHH, y4deOHOMH
JUTEPaTyphl, 3aKOHONATEIhCTBA M TPAKTUKU €r0 TNPHUMEHEHHs, HU3KUH YpOBEHB
KOMIIETEHTHOCTH, HEYBEPEHHOE M3JI0KeHHe Bompoca. OOyyarommiics MOKa3bIBaeT
ciabblii  ypoBeHb TNpPO(ECCHOHANBHBIX 3HAHWH, 3aTpyAHSETCS TpU aHAIU3e
NpPaKTHYEeCKUX cUTyauuil. He MoXeT mpuBecTH HpUMEpbl M3 peanbHOM NPaKTUKH.
HeyBepeHHO M JOTHYECKH HEMOCIENOBAaTEIbHO M3JaraeT Marepuai. HempaBuibHO
OTBEYAET Ha BOIIPOCHI WJIM 3aTPYAHSAETCS C OTBETOM.

[[Ixana nepeBosia U3 MHOTOOAIIEHON CHCTEMBI B TPAAUIIMOHHYIO:

- 00y4JaromemMycsi BRICTABIISIETCS OIEHKA «HE 3a4TEHO», €CITU OOydJaroIIuiicss HaOpal MEeHee
50 Gamnos,

- OIIEHKA «3a4TEHO» BBICTABIISIETCS TIPH YCIOBUH, €clid oOydaromuiics Haopan ot 50 go 100
0aJoB.

100 OamioB BBICTaBISETCS IMPH YCIOBUU BBHINOJHEHHS] BCeX TPeOOBaHMM, a Takxke Mpu
00s13aTeIbHOM ~ MPOSIBIICHUU TBOPUYECKOTO OTHOIIEHUS K TPEAMETY, YMEHHH HaXOIUTh
OpUTHMHAJIBHBIC, HE COACpKaIIuecs B YYeOHHKAaX OTBETHI, yMEHUH paboTaTh C HMCTOYHHKAMH,
KOTOpBIE COMAEp)KAaTCsl JOMOJHUTEIBHONW JIHMTEeparype K Kypcy, YMEHHUU COCIUHATh 3HAHUA,
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MMOJIYYCHHBIC B JAHHOM KYPCE€ CO 3HAHUAMU APYTUX AUCHUIIIIAH.

4.4. MeTtogu4eckue MaTepuaJbl

CryneHT nomyckaercs K 3a4eTy IO AMCHMILIMHE B CIIy4ae BBIMOJIHEHUSI UM BCEX 3aJaHUi U
MEPOTIPUATHM, PEAYCMOTPEHHBIX TPOTrPAMMON TUCIUILIAHEI.

3a4€T BBICTABISETCS CTYACHTY IO pe3yJbTaTaM BBIIOJIHEHHBIX pabOT B TEUEHUE CEMECTPA,
Py YCIOBHM, YTO OIICHKHM CTyleHTa 3a paboTy B TeueHHe cemecTpa (10 BCeM pe3yibraram
TEKYILEr0 KOHTPOJISl 3HaHUM) cocTaBiAlOT He MeHee yeM Ha 70 % «otiamuno» u 30 % «xopomioy,
IIPOITYCKH 3aHATUI OTCYTCTBYIOT.

3ader mpoBoauTcs B (hopMe MyONWYHOW 3alUThl MPAKTHUECKOW paboThl. [0TOBUTHCS K
3a4€Ty He0OXOAMMO CaMOCTOSITENIFHO, MTOCIEI0BATEIbHO, HA MIPOTSHKEHUH BCETO Neprojia H3y4eHUs
JUCIUTUIAHBI.

CryneHty HeoOXoaMMO BBHIOpaTh OIHY M3 TeM, IpeacTaBieHHBIX B Pasgene 4.3.2.
BHuMaTenbHO U3y4UTh U OCMBICIUTD BRIOPAHHYIO TEMY B PEKOMEH/IOBAaHHBIX YUeOHHKAX U APYTUX
uctouHukax (MHTepHeT-pecypchl, HaydHO-METOAMYECKHE XypHayibl U 1p.). CTpyKTypHpoBaTh
TEOPETUUECKUI MaTepual, COCTaBUTh IJIaH €ro npeacrapieHus. Mcciaemyemblit BOIIpoc U3ararh ¢
MO3HIINY 3HAYCHHUS ISl TPO(EeCCHOHANBHON fesTenbHOCTH. [Ipr 3TOM Ba)KHO MOKa3aTh 3HAHHE HE
TONIBKO TEOPUM BONpPOCAa, HO U MpaKTHYeCcKoe mpuMeHeHue. HeoOxomuMo MOAroTOBUTH
IIPAKTUYECKYIO YacTh OTBETA, BKJIIOYAIOIIYIO TUIIBI U BUJIbI JOKYMEHTOB, JI€JIOBbIX NHCEM (HE MEHEE
7-10 mpuMepoB), OTpaXkaroUMX crenuduky Bompoca. [Ipumepbl TEKCTOB IENOBBIX JTOKYMEHTOB
JIOJDKHBI OBITH TIO00PaHbI U3 PA3IMYHBIX HCTOYHUKOB MH(POPMAIIMH, B TOM YUCIE ¢ O(PHIIHATEHBIX
caliToB opranusanuii. B mokymeHTe NOMKHBI OBITH JaHbI yKa3aHUsS (TIOSICHEHUS) OCOOEHHOCTEU
NPUMEHEHHS TpPaBWI W TPeOOBaHMN JOKYMEHTHOH JMHTBUCTHKH IO HCCIEAYEeMOMY BOIPOCY.
Kpome Toro, He0OX0AMMO MPEACTABUTH JOKYMEHTHI C TUIHYHBIMH OIIMOKAMU, TOMYCKaeMbIMH T10
UCCJIElyEMOMY BOIIPOCY, U BAPUAHTBI UX UCIIPABIICHUS.

[TonroroBuTk Mpe3eHTaNMIO K 3ammuTe (He MeHee 10-15 crnaiiaoB).

3amuTy TMPaKTUYECKOH pabdoThl HEOOXOAMMO TIOCTPOMTH Ha OCHOBE TpeOOBaHUU K
nyOJIMYHOMY BBICTYIUICHHIO (BCTYIUIEHHWE, OCHOBHAs 4YacTh, 3akjoueHue). PexomeHpanuu 1o
MOJrOTOBKE K IMyOJIMYHOMY BBICTYIUIEHUIO U O(OPMIICHUIO MPE3EHTALMU HEOOXOAMMO CMOTPEThH B
METOJIMYECKUX PEKOMEHJAIUAX IO TMOJArOTOBKE COOOIIEHMH M Mpe3eHTaluil JUis 0OLIeCTBEHHBIX
JUCIUIUIMH. Pe3ynbrar mo caade 3au€ra oOBSABISIETCS CTYAEHTaM IOC]E 3alllUThl MPAaKTUYECKON
paboThl, BHOCUTCS B OK3aMEHAIIMOHHYIO BEIOMOCTh M 3au€THYI0 KHUXKY. He 3adureHo
IIPOCTABJISETCS B BEIOMOCTH.

5. MeToaudyeckue YKazaHus 1J1s1 oﬁyqamumxcsl 110 OCBOCHHMIO JUCHMITJIMHbI

VYCTHBIN ompoc SIBISETCS OAHUM M3 OCHOBHBIX CIIOCOOOB MPOBEPKH YCBOCHMSI 3HAHUMN
oOyuaronumucs. Pa3BEpHYTHIM OTBET CTyJEHTa JAOJDKEH MPEICTABIATh COOOM CBA3HOE, JTOIMYECKU
MIOCJIEZIOBaTEeNIbHOE COOOLIEHHE Ha OINpeNeiEHHYI0 TeMY, MOKa3blBaThb €ro yYMEHHUE NPUMEHSTh
OINpeZeNIeHNUs], NIPaBWila B KOHKPETHBIX ciay4asX. OCHOBHBIE KPUTEPUU OLEHKU YCTHOIO OTBETA:
MPABUJIBHOCTh OTBETA 10 COJEPKAHUIO; ITOJIHOTA U TIIyOHMHA OTBETA; JIOTUKA U3JI0KEHUs MaTepuana
(Y4uTBIBAa€TCSl YMEHHUE CTPOMUTH IEIOCTHBIN, MOCIeI0BaTENbHBIN paccKa3, TPaMOTHO IMOJIb30BATHCS
CHeIHaIbHON TEPMUHOJIOTHEN); NCIIOIb30BaHUE JOTOTHUTEIBLHOIO MarepHraia.

[IpakTuyeckue 3agaHus SBIAIOTCS HEOOXOIUM 3BEHOM JJISi OLEHKHM YMEHHUH M HaBBIKOB
oOyyatonuxcsi. OCHOBHbIE KPHUTEPUH OLIEHKM TPAKTUYECKOro 3aJaHus (Keiica): KauecTBO
NPEJIOKEHUH M PEeKOMEHJALUi MO peleHnio NpoOneMbl (BBIXOAY M3 CUTyallld), OMHCAHHON B
MPaKTUYECKOM 3ajaHuu (Kelce), Ka4ecTBO OOOCHOBaHUS aHaiIM3a MPOOJIeM U TOCIEICTBHMA
BHEJIPEHUS CPOPMYITHPOBAHHBIX MPEIIOKEHUN U PEKOMEHJAIMNA IO PeIIeHUIO TPOOIeMbl (BBIXOTY
U3 CUTYaIlH), ONIMCAHHOM B MPAKTUYECKOM 3aJjaHuH (KeHce).

IloarotoBka K 3aHATHAM JOJKHA HOCHTH CHCTEMAaTHYeCKHH XapakTep. OJTO IO3BOJIMT
oOyyaroniemMycsi B MOJHOM OObEME BBIOJHUTH Bce TpebGoBaHus mpenonasareis. OOyuarommmces
PEKOMEHAYETCSI U3y4yaTh KaK OCHOBHYIO, TaK M JJOTIOJHUTEIBHYIO JIUTEPATYPY, & TAK)KE 3HAKOMUTHCSA
¢ MHTepHeT-ucTouHNKaMu (CIUCOK NpUBEAEH B paboueil mporpaMMe 1o JUCIUIINHE).
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[TonroroBka 00y4aromuxcsi K ONMPOCY MPEoiaracT U3y4eHHE B COOTBETCTBUM TEMAaTHUKON
JTUCITUTUIMHB OCHOBHOWM/ JIOTIONTHUTEIBHOW JHUTEpPATypbl, HOPMAaTUBHBIX JIOKYMEHTOB, MHTCpPHET-
peCypcoB.

OOyuaronuiicsi TOTOBUT OKJIaA B (hOpME YCTHOTO COOOIICHHUS 110 TEME JUCIIUILTAHBL.

[Ipennaraercs cienyromas CTpyKTypa J0KJIaa:

1.BBenenue:

— YKa3bIBACTCS TeMa U 1IeJIb JOKJIaa;

— o0o3HayaeTcs mpoOIeMHOE TI0JIe, TEMAaTUYECKHUE Pa3/Iesbl JOKIIaa.

2. OCHOBHOE€ coiep KaHuE TOKJIa/Ia:

— TIOCTIEIOBATEIILHO PACKPBIBAIOTCS TEMATUYECKUE Pa3/Iiesbl JOKIIaa.

3. 3aKIroucHHE:

— MPUBOJIATCS OCHOBHBIC PE3YNBTaThl M CYKICHHS aBTOpa MO TMOBOAY MYTEH BO3MOXKHOTO
PEIICHUS] PACCMOTPEHHOM MPOOJIEMBI, KOTOPBIE MOTYT OBITH OOPMIICHBI B BUIC PEKOMEHTAIIH.

MeTtoanueckne peKOMeHJAlUM 110 MOAT0TOBKe BHICTYIJIEHHUS U NPe3eHTAIlUH

BricTymienne — 310 opuimanbHOe COOOIIeHUE, MOCBAMIEHHOE 3aJaHHON TEME, KOTOPOe
MOJKET COJIepKaTh OMKCAHUE COCTOSIHUS JIe B KakoH-110o0 cepe neaTeIbHOCTH WIH CUTYyallUu;
B3IJISI/T aBTOPA HA CUTYAIMIO WJIHM MTPOOJIeMy, aHAJIN3 U BO3MOXKHBIC ITYTH PEIICHHSI TPOOJIEMBI.
Joxian nomkeH ObITh MpecTaBieH B ycTHOU ¢opme. CTpyKTypa I0KIa/ia BKIIIOYAeT:

1.BBenenue:

— YKa3bIBaeTCsl TeMa U LeJb BBICTYIIJICHUS;

— 0603HaqaeTcsl HpO6ﬂ€MHOC I10JIC U BBOAATCA OCHOBHBIC TCPMHHBI BBICTYIIJICHHA, a4 TAKKEC
TEMaTU4YeCKUE pa3/ielibl CONEP>KaHus BBICTYIICHUS;

— HaMCHaroTCia MCTOAblI PCHICHUA HpCHCTaBHeHHOﬁ B BBICTYIINICHUU HpO6JIGMBI n
IpenoiaraeMble pe3yinbTaThl.

2. OCHOBHOE€ coziepKaHue:

— MOCTIEI0BATENIFHO PACKPBIBAIOTCS TEMAaTUYECKUE Pa3/Aeibl BHICTYIUICHHUS.

3. 3akitoueHue:

— MPUBOJISATCS OCHOBHBIE PE3YNbTaThl M CYXKICHHS aBTOpa MO MOBOAY MyTEeH BO3MOXKHOTO
pelIeHus pacCCMOTPEHHOM MPOOIIEMBI, KOTOPhIE MOTYT OBITH O)OPMIICHBI B BUJIE PEKOMEHTAITHIA.

TekcT BbICTYIIIEHUS JOTKEH OBITH TOCTPOEH B COOTBETCTBUHU C PETIIAMEHTOM MPEICTOSIIETO
BBICTYIIJICHUA: HE 0oJjiee MATH—CEMHU MUHYT.

MeTtoanueckne peKOMeHIALUH 110 MPOBeIeHUI0 IPYNIOBOI0 3aJaHUA

I'pynmoBsle 3amaHuss — 3TO MeTON OOy4eHHus, TPeOyIOLIUil COBMECTHOH JesATEIbHOCTH
oOyyaronuxcs, Korjaa KaxabliiB TpyIIe peniaeToounryo3agady, o0CykK/IaeT ee U Ipynna BHIHOCUT
enuHoe peuieHue. ['pynna cocrout u3 3-4 obyuatoniuxcs. Ha Beimonnenue 3aganus orsogurcs 40
MUHYT, Ha MPEACTABIEHUE PE3yAbTaTOB padOThI rpynmbl oTBOAUTCS 10-12 MUHYT.

PexomMeHaanuu no noaroToBKe K KpPyrjiomy cToiy:

[TogroroBka K KpymIoMy CTONy MpEACTaBiseT cOO0OW MPOEKTHPOBAHUE CTYIEHTOM
oOcyaeHusl B rpynne B popme TUCKycCHH. B 3TuX 1ensx cTyneHTy Heo0XoIuMo:

CaMOCTOSITEJIbHO BBIOpATh TeMy (MpoOIeMy) KPYIJIoro CToJa;

pa3paboTarth BOMPOCHI, TMPOAYMaTh MPOOJEMHBICE CHUTyallud (C  HCIOJH30BAaHUEM
NEePUOMYECKON, HAYUHOM JIUTEpaTyphl, a TAaK)Ke HHTEPHET-CANTOB);

pa3paboTarh IUIaH-KOHCIIEKT OOCYXKICHHUS C yKa3aHHEM BpPEMEHH 0O0CYXJEHUs, BOIPOCOB,
BapHUaHTOB OTBETOB.

HNHcTpyKuus Mo BHINOJTHEHHIO TECTOBOIO 3aIaHUS

TectupoBanue npencTapisieT coOOW BBHIOJHEHHE TECTOBOTO 3aJaHMsl (TecTa), COCTOSIIETO
u3 45 BOIPOCOB M BapuUaHTOB OTBETOB Ha HUX. Bompocsl mpenycMaTrpuBarOT OAWH INPaBUIIbHBIN
BapuaHT oTBeTa. Bpemsa mnpoxoxnaeHus Ttecra 50 wmuHyr. HampotwB kaxzaoro Bompoca
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o0Oyyaronuiicsi CTaBUT OTMETKY (HAIpUMEp, «TaJlOuKy» WM «KPECTHK»). JlJIs MpoXoxkaeHus TecTa
oOyyaromuiicst 1opkeH HaOpath He Oosnee 50 6amioB. MakcumanbsHbIi 6amt coctaBiser 90 6annos.
3a KakIpIi TpaBUIIBLHBIN OTBET IIPUCBanUBaeTcs /iBa (2) 6asa.

Ecin oOywaromuiics He 3HAET NPAaBUIBLHOIO OTBETAa Ha BOINPOC TECTA, OH MOXET €ro
MPOIYCTUTH, HO B 3TOM cllydae OyAeT 3acCYuTaH HEBEPHBII OTBET.

KoHTpoJib caMoCTOsITEIbHOM Pad0ThI OCYIIECTBJIAETCS B PAMKAaX ONPOCa MO0 TeMaM.
I[HSI CaMOCTOSITCIbHOM IMOATOTOBKHM K 3aHATHAM CTyACHTaAM MpEjiaracrtcd H3YUUTh
CJIeyIOIIKE TeMbl ¥ MOATOTOBUTH 110 OAHON U3 HUX pedepar.

Bonpocs! 111 caMOCTOATEILHOTO U3yYeHHUSI:
1. VYmnpaBnendeckas JOKyMEHTaLUs: IOHATHE, HA3HAYCHHE, OOIIAs XapaKTEPHCTHKA.
JIoOKyMEeHTUpOBaHHE  YIPABIEHYECKOW  JIEATENbHOCTH: IMOHSITHE, COBPEMEHHBIE
KOHIICTIITUH.
O61mue npaBuiia opopmiIeHUSI JOKYMEHTOB.
brnanku TOKyMEHTOB: BUBI, 0COOCHHOCTH O(OPMIICHHSI.
PexBu3uthl nokymenta. [IpaBuia odhopmiaeHus.
IIpnnanue 1OKyMEHTaM FOPUANYECKON CHIIBI.
CTpyKTypa ynpaBIeHYECKOT0 JOKYMEHTA.
OpraHu3anroHHbIE JOKYMEHTHI.
PacnopsimuTenbHble JOKYMEHTHI.
0. JlokyMeHTHpOBaHHUE EATEIHHOCTH KOJUIETHAIBHBIX OPTaHOB.
1. NndopManimoHHO-CIIPABOYHBIE TOKYMEHTHI.
12. TlpaBuna BeneHUs CIIy>KeOHOM ITEPETTHCKHU.
13. SI3bIK ¥ CTUIB CITY’KEOHBIX TOKYMEHTOB.
14. Opranuzanus u y4é€T 10KyMEHTO000pOTa.
15. ®opmsl peructpanuu J0KyMEHTOB. PeructpairnoHHbie HHACKCHI.
16. OpraHuzanusi KOHTPOJIS UCIIOTHCHUS JOKYMEHTOB.
17. Tlpwu3Haku 3aBeCHUS JEI.
18. Homenkiarypa ziei, mpaBuiIa COCTaBICHUSI.
19. ®opmupoBaHue TOKYMEHTOB B /€.
20. TIpoBemeHne YKCIEPTU3BI IIEHHOCTH JJOKYMEHTOB U O()OPMIICHHE €€ Pe3yIbTaTOB.
21. TloaroToBka JOKYMEHTOB K cJjau€ B apXUB OpraHU3aIUH.
22. TlopsmoKk yHUYTOKEHUS IOKYyMEHTOB C HCTEKIIMMHU CPOKAMH XPaHEHHUS.

N

RRO©ooN O AW

MeToanyeckue peKOMEHIAMHU M0 3a1UTe KeilCoB:

Keficei — »3TO mpoOneMHble CHUTyallMH, CIEMUaIbHO pa3paboTaHHBIE Ha OCHOBE
(akTHYEeCKOro MaTepuasa Jisi OIIEHKH YMEHUM U HaBBIKOB 00yUJarOIINXCSI.

Ilenp MeToma MpUMEHEHHUs KEHCOB -HAyYUTh OOYYAIOIIMXCS, aHAIM3UPOBATH MPOOIEMHYIO
CUTYaIINIO, BOSHUKIIYIO MPU KOHKPETHOM TOJIOKEHHUH JIEN, U BEIpaOOTaTh Hanbosee parmoHaabHOe
pelieHue; HayduTh paboTrath ¢ MHPOPMAIMOHHBIMH HCTOYHHKAMH, IepepadarbiBaTh U
aHAJU3UPOBATH UX.

Ha 3nakomMcTBO M pemieHue keiica oOyuatomemycs oTBogutcs 30 muH. OOydaromuiics
3HAKOMUTCS C MarepuaioM Keiica. OcwmpicnuBaeT cutyanuioo. Ecimm Heobxomumo, coOupaer
HEoO0X0MMYI0 HH(POPMAIIMIO TI0 CHTyaluu. PaccMaTpuBaeT anbTepHATHUBBI PEIIeHUs MPOOIEMbI U
HAxOJHT €€ BEPHOE WM ONTHUMaibHOE pemeHrne. OOydaromuiicss Tpe3eHTUpyeT (3alluinaeT) cBoé
pemenue. [IpenogaBarens OlEHUBAET KaY€CTBO BBHIMOJIHEHUS 3a/1aHUsI IO KPUTEPUSIM: TUArHOCTUKHU
poOIeMbl, KadecTBa MPEMJIOKCHH M PEKOMEHIAINI M0 PEelIeHUI0 Keica, KauecTBa W3JIOKECHUS
Marepuarna.
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YueOHass JuTeparypa M pecypchl HH(OPMALMOHHO-TEJEKOMMYHMKAIMOHHON ceTH
"UnrepHer', BKIKOYAS  NepedyeHb  Y4eOHO-METOAMYECKOro  olecrmeyeHMs]  JJIs
CaMOCTOSITeIbHOM padoThI 00y4YaroIuXxXcs M0 JMCHUIIIHHE

6.1 OcHoBHas uTEpaTypa

1. Ky3nenos, . H. JlokymeHTanmoHHoe oOecrnedueHue yrpaBieHus. JOKymMeHTOOOOpOT u
JIEIIONIPOU3BOJICTBO | YICOHHUK U MPAKTUKyM JIJisl MpukiaaHoro Oakamaspuara / W. H. Ky3neroB. —
3-¢ m3a., nmepepad. u gon. — Mocksa : M3garensctBo [Opaiit, 2019. — 461 c¢. — (bakanasp.
[Mpuknanuoit kype). — ISBN 978-5-534-04275-7. — Texkcr : anekrponnsiit / IBC HOpaiit [caiT].
— URL.: https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravieniya-
dokumentooborot-i-deloproizvodstvo-431759 (nara obpamienus: 08.07.2019).

2. Mapuenko, . B. OcHOBBI Aen0onpou3BOACTBa : MPAKTHUKYM MJii CTYIEHTOB Bcex (opm
oOyuenus / U. B. Mapuenko ; Poc. akaa. Hap. x03-Ba u roc. ciayxO0sl npu [Ipesunente PD, Cud.
uH-T yrp. - HoBocubupck : Uzn-Bo CubAI'C, 2019. - 142 ¢. — To xe [DnexkTpoHHBIA pecypc]. —
Hoctyn u3 b-ku snexkrpon. u3ganuit / Cub. Uu-T ynp. — ¢mwnmman PAHXul'C. — Pexxum pocryna :
http://www.sapanet.ru, Tpebyercst aBTopu3anus (fqara oopamienus : 16.08.16). — 3ari. ¢ skpaHa.
3.1lyBanosa, H. H. Opranuzanust u TeXHOJIOTHUS JOKYMEHTAI[MOHHOTO OOECIIeYeHHsI YIPaBICHUS :

y4eOHMK M TPAaKTUKyM Ui akajemudeckoro OaxamaBpuara / H. H. IllyBamoBa. — Mocksa :
UznarensctBo HOpaiit, 2019. — 221 c¢. — (bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-
9916-5843-0. — Tekct : oamexrponnsii // DBC HOpaiit [caiit]. — URL: https://biblio-

online.ru/book/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravieniya-
433678 (mara oopamenus: 08.07.2019).

4. Hlysanosa, H. H. OcHoBBI nenonpou3BoacTBa. S3bIK Ciyx’eOHOrO JOKyMEHTa : y4eOHUK U
NpaKTUKYM JUIsl akageMudeckoro Oakamaspuara / H. H. IllyBamoBa, A. FO. VMBanoBa ; mon oOmei
penakuueit H. H. IllyBanosoii. — 2-e uzn., nepepad. u gon. — Mocksa : M3snarensctBo FOpaiir,
2019. — 428 c¢. — (bakanaBp. Akamemuueckuii kypc). — ISBN 978-5-534-10848-4. — Texkcr :
snekTpouubii // DOBC IOpaiit [caiit]. — URL: https://www.biblio-online.ru/book/osnovy-
deloproizvodstva-yazyk-sluzhebnogo-dokumenta-439062 (nara obparmienus: 08.07.2019).

6.2 /lonostHUTEIbHAS JIUTEPATYypa

1. bacakoB, M. . JlokymeHTanimoHHOEe oOecrnieueHue yrpasieHus: (JlenonpousBoacTBo)
[DnexTpoHHBIN pecype] : yueoHuk / M. U. bacakoB. - 2-e u3A., UCI. U JOM. - DJIEKTPOH. JaH. -
PocroB-na-Jlony : ®enukc, 2013. - 352 c. - Joctyn u3 ObC «YHuB. 6-ka ONLINE». - Pexum
noctyna : http://biblioclub.ru/index.php?page=book&id=271490, TpeOyeTcst aBTopu3aLus (1aTa oOpalieHus
: 15.07.2016). - 3arm. ¢ 3kpaHa

2. bapuxuH, A. Bb. [lenonpou3BOACTBO W JOKYMEHTOOOOpOT [DnekTpoHHBIA pecype] / A. b.
bapuxus. - DnexTpoH. naH. - Mocksa : Kawwkueiit Mup, 2008. - 416 c. - loctyn u3 9bC «YHus. 0-
ka ONLINE». - Pexum noctyma : http://biblioclub.ru/index.php?page=book&id=89671, Tpebyercs
aBTropH3anus (qara oopamienus : 15.07.2016). - 3ari. ¢ skpaHa

3.I'punbepr, A. C. JlokymMeHTallMOHHOE OOecCreYeHHe YIpaBieHUs [DIEeKTpOHHBIN pecypc] :
yuebHuk / A. C.Ipunbepr, H. H. Topbaués, O. A. MyxamermmHa. - DneKTpoH. AaH. - Mocksa :
IOnutn-Jlana, 2015. - 391 c. - Jocryn uz DbC «YuuB. 6-ka «ONLINE». - Pexxum nmocryma :
http://biblioclub.ru/index.php?page=book&id=115031, TpeOyeTcs aBTOpH3aius (1aTa oOpaIieHus :
08.07.2016). — 3aru1. ¢ sKpaHa.

4. lemuH, 0. M. Jlenonpou3BoacTBO. JJOKyMEHTAllMOHHBIM MEHEKMEHT [ DNIeKTpOHHBIH pecypc] :
yue0. mocodwue / 0. M. [lemuH. - DiekTpoH. naH. - Mocksa ; bepnun : lupekr-Meaua, 2014. - 205
C. - Hoctyn u3 9bC «YHUB. 0-Ka ONLINE» - Pexum  nocrtynma
http://biblioclub.ru/index.php?page=book&id=253657, TpeOyercsi aBTopu3aius (1ara oOpaiieHus :
15.07.2016). — 3aru. ¢ sKpaHa.

5. Kysuenos, 1. H. JlokymeHTammoHnHoe oOecrieueHre YIpaBlIeHUsS TEPCOHAIOM : y4del. u
OPaKTUKyM JJIs TPHUKJI. OakajaBpuata M JJs CTYACHTOB BY30B, OOYYaIOUIMXCS IO HKOH.



http://www.sapanet.ru/
http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=89671
http://biblioclub.ru/index.php?page=book&id=115031
http://biblioclub.ru/index.php?page=book&id=253657
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HampaBjeHusM u crienuansHocTsM / Y. H. Ky3nenoB. - Mocksa : IOpaiit, 2016. - 520 c. - To xe
[OnextpoHHbIi pecypc]. - Hocryn u3 ObC wusparenscrBa «tOpaiit». — Pexum pocryna :
https://www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-AD06E453A417,  tpebyetcs
aBTopm3anus (1ara oopamenus: 13.07.2016). — 3aru. ¢ skpaHna.

6.Kynsie, H. H. [lokymenToBenaenue [DnektpoHHbIH pecypc] : yueOnuk / H. H. Kynses, /I.
H. Ypanos, A. I'. ®abpuunos. - DnekTpoH. 1aH. — Mocksa : Jloroc, 2011. - 178 c. - Joctyn u3
9BC «YHUB. 0-ka ONLINEW. - Pexum JIOCTyTa :
http://biblioclub.ru/index.php?page=book&id=84880, Tpedyercsi aBTOpM3anus (rara oOpamieHUs :
15.07.2016). - 3arn. ¢ skpana. - To ke [DaekTponHnsiit pecypc]. - Jocrym uz DBC «IPRbooksy. -
Pexxum mocryma : http://www.iprbookshop.ru/9082, tpedyercs aBropusarust (nara oOpaiieHus :
15.07.2016). - 3aru. ¢ sKkpaHa.

7. Hekpaxa, A. B. Opranmzanusi KOHQUICHIIMATHLHOTO JEIONPONU3BOICTBA U 3aIUTa WH(HOPMAITUU
[DnexkrponHbIii pecypc] : yued. mocobue / A. B. Hekpaxa, I. A. IlleBiioBa. - DieKTpoH. aaH. -
Mocksa : Akan. Ilpoext, 2015. - 222 c. - Joctyn u3 OBC «IPRbooks». - Pexum nocryma :
http://www.iprbookshop.ru/36849, tpebyercst aBropu3anus (gara obpamienus : 02.07.2016). - 3ar.
C 3KpaHa

8.5uxoBuy, I1I. A. JlenonpousBoACTBO B KaJpoBOH ciayx0e [DnekTpoHHbIN pecypc] : yueOnuk / 1.
A. SIakoBu4. - DnekTpoH. AaH. - Mocksa : FOuutu-Ilana, 2015. - 161 c. - Joctyn u3 YHUB. 06-ku
ONLINE. - Pexxum mocrtyma : http://biblioclub.ru/index.php?page=book&id=119021, tpebyercs
aBropu3anus (aara obopamenus : 02.07.2016). - 3am. € akpana. — To ke [DneKTpoHHBIH pecypc]. -
Hoctyn u3 OBC «IPRbooks». - Pexum pocrtyna : http://www.iprbookshop.ru/52462, tpeOyercs
aBTopu3anus (nara ooparienus : 02.07.2016). - 3arn. ¢ skpaHa.

6.3 YAEBHO-METOJIUYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHON PABOTHI

1.Mopenps no3ULKMOHHOTO O0YYEeHUsI CTYINEHTOB [ DJIEKTPOHHBIN pecypc]: TEOpETHUECKHE OCHOBBI U
meronuueckue pexkomennanuu/ M.b. IusH [ ap.].- DnexkTpoH. TeKCTOBbIE HaHHble.— M.:
MockoBckHid TOpOACKOW memarormueckuii yamsepcurerT, 2012.- 152 c.- Pexum npocryma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 35C «IPRbooks»

2.00pa3oBaTenbHble MHHOBAIIMM M TPAKTHKH Kapbepbl : COOPHUK METOAMYECKUX MaTepHalioB H
crareit / PAHXul'C npu [Ipesunente PO. - M. : [leno, 2015. - 192 c.

3.Ilcuxonorus aganTanuy U conranbHast cpena. CoBpeMeHHBIE MTOIXO0bI, IIPOOJIEMBI, TEPCTIEKTUBBI
[Onexrponnslii pecypc]/ JL.I. [lukas [u ap.].- DnekTpoH. TekcToBble AaHHble.- M.: ITep Ca, 2007.-
624 c.- Pexxum nocryma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 36C
«IPRbooks»

4.ConuanbHO-TICUXOJIOTUYECKHUE aCTIeKThI (POPMUPOBAHUS KYJABTYPBI CaMOOOyJaroIeics
opranm3anuu / A. 5. Hukonaes [u ap.] / Bonpocs! ncuxonoruu. - 2014. - Ne 6. - C. 44-52.

6.4. HopmaTuBHbBIe IPABOBbIE JOKYMEHTbI

1.®enepanbubiii 3akoH PO "OO wunHdopmanny, MHOOPMAIMOHHBIX TEXHOJOTHSX WU O 3allUTe
uHpopmaruu" oT 27 nexkaops 2006 L. Nel49-03.
http://meganorm.ru/Data2/1/4293850/4293850350.htm

2.@enepanbHblif 3akoH "O mopsake paccMOTpeHus: oOpamenuii rpaxnaan Poccuiickoit deaepanun’
Ne59-@3 ot 2 mas 2006 r.

3.®enepanbHblii 3akoH Poccuiickoit denepannu ot 22 oktaops 2004 r. Ne 125 d3 «O6 apxuBHOM
nene B Poccuiickoit @eaepanum.

4.®enepanbhblil 3akoH PO "O nepconanbHbIx faHHBIX" OT 27 utosisg 2006 . Nel152-D3

1. ®denepanpHoro 3akoHa Poccuiickoit Denepanun "OO6 3MeKTpOHHOW IUPPOBOI MOATUCH" OT
10 ssaBaps 2002 roga Nel-@3
2. TunoBas MHCTPYKIUS 1O JIEIONPOU3BOJCTBY B (efepalbHbIX OpraHax HCIOJIHUTEIbHON

BJIACTH [ DNEKTPOHHBIN pecypc]. - DnekTpoH. naH. — HoBocubupck : Cubupckoe yHUBEPCUTETCKOE


http://biblioclub.ru/index.php?page=book&id=84880
http://www.iprbookshop.ru/36849
http://biblioclub.ru/index.php?page=book&id=119021
http://www.iprbookshop.ru/52462
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html
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nznarensctBo, 2008. - 80 c. - Hocryn u3 DbC «YHuB. 6-ka ONLINE». - Pexxum nmocryma :
http://biblioclub.ru/index.php?page=book&id=57402, tpebyercsi aBropuzanus (gara oOpaiieHus :
15.11.2016). — 3aru. ¢ 9kpaHa.

3. "TpynoBoit kogekc Poccuiickoit denepanuu” ot 30.12.2001 N 197-D3 (pen. ot 30.12.2015)
4, "TunoBoil periaMeHT BHYTPEHHEW opraHu3anuu (enepaibHbIX OPTaHOB HMCIOJHUTEIBLHOM
BiacTu", yTBepKAeHHbIN nocTaHoBieHueM [IpaButenscra PO ot 28.06.2005 Ne452

5. KBanudukannoHHplii CIpaBOYHUK JOJKHOCTEH PYKOBOAMTENEH, CHEIUAINCTOB U JPYTrUX

CILy’)KallluX, YTBEpP>KIEHHbI MUHHCTEpCTBOM Tpyda U couuanbHoro passutus PO or 21 aBrycra
1998 roma N 37;

6. Ipuxas Munpuna Poccun ot 22 nexadps 2003 r. Ne 1171 "O TpynoBbIX KHHXKKax"

7. [ToctanoBnenne Muntpyna Poccun ot 10 oktsops 2003 r. Ne 69 "OO yrBepkIeHUH
WHCTpyKIIMY 1O 3aI10JIHEHUIO TPYJAOBBIX KHIDKEK"

8. [Toctanosnenue I1paButensctBa PD ot 16 anpens 2003 r. Ne 225 "O TpyaoBbIX KHIKKaX (C
u3MeHeHusMu Ha 6 despans 2004 r.)"

9. MeToanueckuMHu pPeKOMEHJAIMSIMHI M0 pa3paboTKe MHCTPYKLMHA MO JIEIONPOU3BOACTBY B

denepanbHBIX OpraHax HCIOJHUTEIbHOW BiIacTH (YTBEpXKACHB MpukazoM DenepanrbHOTO
apXUBHOTO areHTcTBa OT 23 nexabps 2009 r. Ne 76).

10. [TocranoBnenuem ['ocynapcTBeHHOrOo kKomutera Poccuiickoit denepany no CTaTUCTHKE OT
5 suBaps 2004 r. Ne 1 "OO6 yrBepxkaeHUH YHUDUIUPOBAHHBIX (OPM MNEPBUUHON y4ETHOU
JIOKYMEHTAIMU 110 y4eTy TpyJa U €ro OIuiaThl .

11.  IlpaBuiamu [Jenonpou3BOACTBa B (elepalbHBIX OpraHax HCHOJIHUTEIBHOM BIACTH,
yTBEpkKACHHbIMU NTocTaHoBieHHeM [IpaButenbcTBa Poccuiickoit denepanuu ot 15 urons 2009 r. N
477.

12. "[lepeueHb TUIOBBIX YIPABICHYECKUX APXUBHBIX JTOKYMEHTOB, 00pa3yloIUXcs B IPOLECCce
JeSITebHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPABJICHUS M OpraHu3auui, ¢
yKa3aHUEM CpPOKOB XpaHEHMs ", yTBEpXKJIEHHBbIM mnpukazoM MuskyineTypsl PO ot 25.08.2010
No558.

13.  TOCT P HUCO 15489-1-2007 «Cucrema crangapToB 1o MHPOpMAINH, OUOIHOTEUHOMY H
U3/1aTeNIbCKOMY Aemy. YpaBieHue JoKkyMeHTamu. O6uue TpeOoBaHus»

14. TOCT P 7.0.8-2013 CHBU/. /[enonpou3BOACTBO U apxXuBHOE Jein0. TepMUHBI U
OIIpEEIICHUS.

19.TOCT P 7.0.97-2016 YauduuupoBaHHas CHCTEMa OpraHU3AIMOHHO-PACTIOPSIUTEILHON
JnokyMmeHTanuu. TpeGoBaHus K 0pOpMIIEHUIO JOKYMEHTOB.

15.  TOCT 17914-72. OOnoxxku [en JUINTEIbHBIX CPOKOB XpaHeHus. Tumbl, pa3Mepsl U
TEeXHUYECKHE TPeOOBaHMUSL.

16. TOCT P 54471-2011/ISO/TR 15801:2009 «CucTeMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTA.
VYnpasnenue nokymenrauueil. Mudopmanus, coxpansemas B 3JIEKTPOHHOM BHje. PekomeHnanuu
Mo OO0EeCMeYeHUI0 JTOCTOBEPHOCTH U HaAexkHocTu»/document/901862522/ (mara oOpaieHus:
28.02.2017). - 3aru. ¢ 3kpaHa.

6.5. HIHTEPHET-PECYPCbI

1.0¢unnansusii cailt @enepanbHoro apxuBHoro arenrcrsa (Pocapxua) —http://archives.ru/
2.0¢punmanbHbIi callT denepanbHOro Ka3éHHOro yupexkaeHus «locynapcTBeHHbIN apXyB
Poccuiickoit @eaepanum» — http://statearchive.ru/

3.0¢unmaneHbIi caiiT Beepoccuiickoro HaygyHO-UCCIEI0BATEIbCKOTO HHCTUTYTA
ToKyMeHToBeZieHHs 1 apxuBHoro jaena (BHUMJIA ) — www.vniidad.ru

4 Tunpaust Yrpasnsromux JlokymenTarueit — www.gdm.ru

5.Ilopran Apxussl Poccun — http://rusarchives.ru/

6.ITopran «P.RO-ngenonpoussoacto: XKypnan s pykoBoaureneit ciryx6 JIOY u cexperapeit Bcex
ypOBHEW» — Www.sekretariat.ru

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

8.MlHTEepHET POEKT O CHCTEMaX AMEeKTPOHHOTO JoKyMeHToobopoTta DOCFLOW —www.docflow.ru
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9.CaiiT mo KazpoBOMY JEJIOMPOU3BOICTBY — WWW.pro-personal.ru

10.MHTEpHET-KypHAT O CHCTEMaXx IEKTPOHHOTO AoKyMeHToobopoTa (COI) —
https://ecm-journal.ru

11.bnor skcnepra ['mapauu Yopasmsronux JJoxkymentarueit H.A. XpamioBckoi —
http://rusrim.blogspot.com/

12.Cucrema aeKTpoHHOTO JoKyMeHTooO0opoTa DocsVision — https://docsvision.com/
13.Cuctema 31eKTpOHHOTO TOKyMeHTooO0opoTa Directum — www.directum.ru

14.Cucrema 3eKTpOHHOTO JoKyMeHToobopoTa «JIEJIO» — www.eos.ru

15.Caiit Hanmnonansubix ApxuBoB CIIA — https://www.archives.gov/preservation/electronic-
records.html

6.6. UHBIE UICTOYHUKU

1.beikoBa T.A. O HekOTOPBIX ITpodemMax cepsl yrpaBiaeHUs JOKyMeHTaMu B Poccutickoit
@®enepanun // Bectauk PITY. Cepust: lokymenToBeenue u apxuBoseaenue. Mugpopmaruka.
3amura napopMalnuu 1 nHGopmarmonnas 6e3omacHoctb. 2014, Ne 2 (124). C. 40-45. - 3bC
elibrary http://elibrary.ru/item.asp?id=21653208

2. lenonpousBonactso / nox pen.: M.K. Kopueea, B.A. Kyapsiera - M. : Ilpocnekt, 2011.- 479 c.
3.IlonckoBas cucrema www.yandex.ru

4. udopmarnmoHHo-cpaBouHas cuctema «Texakcrnepr» www.cntd.ru

5.CnpaBouyHo-TipaBoBas cucteMa «KOHCYabTaHT IUTFOCY WWW.consultant.ru
6.CnpaBouHo-TipaBoBas cucrema «l apant» www.garant.ru

7. MATEPUAJIBHO - TEXHUYECKAS BA3A, TH®OOPMALIMOHHBIE TEXHOJIOI'UH,
IMPOTPAMMHOE OBECIIEYEHUE U THO®OPMALIMOHHBIE CITPABOYHBIE
CUCTEMbI

Crienmann3upoOBaHHBIN KaOWMHET Ui 3aHATHH C MaJIOMOOWJIBHBIMH Tpynmamu (CTYOEHTHI C
OrpaHUYCHHBIMHA BO3MOKHOCTAMU 3I[OpOBb$I): OKpaH, KOMIIBIOTEPHLI C MOAKIHOYCHUCM K JIOKaJbHOM CETH
WHCTUTYTa U BBIXOJOM B VIHTEpHET, 3BYKOBOU YCHIIUTENb, MyIbTUMEIUNHBIN IPOEKTOP, CTONBI ayIUTOPHEIE,
CTYIbsI, TpUOYHa HACTONBHAA, JTOCKA ayAUTOpHAs, O(hUCHBIE Kpeca.

VYueOHass ayguTopusi A TPOBEIACHUS Y4YEOHBIX 3aHATHH (3aHATHH JEKIMOHHOTO THUIIA),
OCHallleHHass  00OpylOBaHMEM U  TEXHUYECKMMM  CpEICTBAMM  OOyuYeHHs:  KOMIUIEKT
CIIEIUANTM3UPOBAHHON Yy4eOHOU Mebenu (CToybl M Kpecha — paboune Mecta oOydarolmuXcs H
npernojaBaresis); JOCKa ayIuTOpHas; SKpaH; IEepPCOHANbHBIM KOMIIBIOTEp; 3BYKOBas CUCTEMA;
npoeKkTop; BeO-kamepa. Breixom B VHTEpHET W IOCTym B OJNEKTPOHHYIO HWH(POPMAIMOHHO-
00pa30oBaTeIbHYIO Cpelly OpraHu3aluy.

VY4aeOHass ayauTopusi Al NMPOBEACHUS y4eOHBIX 3aHATHH (3aHATUH CEMHUHApPCKOTO THIIA,
IPYIIOBBIX ¥ HWHAWBUAYAJIBHBIX KOHCYIbTAllUH, TEKYIIEro KOHTPOJIsS U TMPOMEXYTOUHOU
aTTeCTallM), OCHAIEHHAs OOOPYIOBaHWEM W TEXHHUUYECKHMH CPEICTBAMH OOYYEHHS: KOMIUIEKT
CHelHaIN3UPOBAHHON y4ueOHONH MeOenu (CTONbl M CTylbs — paboune Mecra oOydaromuxcs U
IpernojaBareisi); J0CKa ayIuTOpHas; TIEPCOHANBHBIA KOMITBIOTED; TEIEBU30D; BeO-kamepa. Brixon B
WHTEepHET U 10CTYI B NIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTeIbHYIO Cpely OpraHu3altu.

KommbrotepHsblil kacc, ydyeOHast ayTuTOpHs JUIsl IPOBEACHUS Y4eOHBIX 3aHATUH (3aHSITUN
CEMMHApCKOIo THWIIA, TPYNIOBBIX M HWHIMBUAYAJIbHBIX KOHCYIbTAllMH, TEKYIIETOo KOHTPOJIS H
POMEXYTOYHON aTTeCTallid), OCHAIICHHAs OOOpYIOBaHMEM U TEXHHUYECKUMH CpPEICTBaMHU
00y4eHUs: KOMIUIEKT CIEIHATU3UPOBAHHON yueOHOW MeOenu (CTOJbl U CTYdbs - pabodyne Mecra
00yJaroIuxcsi U TperoaBaTens), T0CKa ayAuTOpHAas; NMEepCOHAIbHBIE KOMITBIOTEPHl MOHOOJIOKH;
IPOEKTOpP; BeO-kaMepa; ’KpaH. Brixon B MHTEpHET M JOCTYH B AJIEKTPOHHYIO MH()OPMAIIMOHHO-
00pa3oBaTeNbHYIO Cpely OpraHU3allly, B TOM YHCie ¢ pabounx MecT oOydaronuxcs. [Iporpammaoe
oOecrieyeHue: onepanrnonHas cucremMa Microsoft Windows; makeTsl JUIIEH3MOHHBIX TporpamMM: MS
Office, MS Teams, CIIC Koucynsrantllntoc, JHIIEH3HOHHOE AHTUBHPYCHOE MPOTPAMMHOE
obecrieueHue.

[Tomemenue st camocTosTeNbHOM paboTel obydatomuxcs (MHbopMalimoHHO-pecypCHBIi


http://www.pro-personal.ru/
https://ecm-journal.ru/
http://rusrim.blogspot.com/
https://docsvision.com/
http://www.directum.ru/
http://www.eos.ru/
https://www.archives.gov/preservation/electronic-records.html
https://www.archives.gov/preservation/electronic-records.html
http://elibrary.ru/item.asp?id=21653208
http://www.yandex.ru/
http://www.cntd.ru/
http://www.consultant.ru/
http://www.garant.ru/

31

[IEHTP) OCHAIIEHHOE KOMIUIEKTOM CIHCIUAIN3UPOBAaHHON y4eOHONH MeOenn, KOMITbIOTEPHOM
TEXHUKOW C BO3MOXXHOCTBIO TMOJKIIOYEHHS K ceTH IHTepHeT W 00EcredeHo JOCTYIlOM B
ANIEKTPOHHYIO UHPOPMAITMOHHO-00pa30BaTeIbHYIO CPEly OpraHH3aIHH.

[Iporpammuoe obecneyenue: OC Microsoft Windows, Ilaker Microsoft Office (Word,
Excel, PowerPoint), Microsoft Teams, THIIeH3MOHHOE aHTHBHPYCHOE MTPOrPAMMHOE 00€eCIIeUeHHE.

JInst 00Oy4aronmxcsi ¢ HapyIICHUSIMU 3PCHHSL:

NVDA (Non Visual Desktop Access) - cBoOomHasi, ¢ OTKPBITHIM HCXOIHBIM KOIOM
nporpamma it MS Windows, KoTopast MO3BOJISICT HE3PSYUM HIIH JIFOISIM C OCJIA0JICHHBIM 3pEHHEM
paborarh Ha KOMITbIOTEpe O€3 MPUMEHEHHS 3PCHUs, BBIBOJS BCIO HEOOXOMUMYIO HMH(OPMAIHIO C
TIOMOIIIBIO PeYH;

DKpaHHas JIyla — porpaMma SKpaHHOTO YBEITHUCHUS;

OKpaHHBIN JUKTOp (Ha aHIIL.SA3) — IpOrpaMMa CUHTE3a PeUH;

Jliist oOy4aronmxcsi ¢ HapyICHUsIMU CITyXa:

Speech logger— nporpamma nepeBojia peyu B TEKCT.
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