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ABTOpP—COCTABHUTEJIb:
Crapmuii npenogaBarenb KadeAapbl TOCYIAPCTBEHHOIO M MYHHIIMIIAIILHOTO YIPaBIICHUS

BanoB B.IT'..

3aBenyromuii kadeApoil TOCYIapCTBEHHOIO W MYHHIIMIIAJIBHOTO YIPABJICHUS, TOKTOP
ropuanuecknx Hayk boraes B.K.



1.1

1. IlepeyeHp MUIaHUPYEMBIX Pe3yJIbTATOB 00y4eHMs 110 JUCHHUILINHE (MOLYJII0),
COOTHECCHHBIX C INIAHUPYEMBIMH peE3yJabTaTaMHU 0CBOCHUS MPOrpaMMbl

Hucuuminna

«JloKyMEHTallHOHHOE

olecrieuenne

n  ACIOIIPOU3BOJACTBO B

rocyiapCTBCHHOM W MYHUIUIIAJIBHOM YIPABJICHUW o0ecreunBaeT OBJIAACHHUC CJICAYIOIINMU
KOMIICTCHIIUAMHA C YUCTOM OTAIIOB!

Kon
KOMIIETEH
1047051

HanMeHnoBaHue
KOMIICTCHIIN U

Kon

HTara
OCBOCHMS
KOMIICTCHIIU N

HaumeHnoBanue
KOMIICTCHIIN N

oTana OCBOCHU

OIIK-6

CIOCOOHOCTBIO
CTaH/IapTHHIC
podeccuoHanbHON
NEeSTEILHOCTH — Ha
nH()OpMAITMOHHON
Ooubmorpapudeckoi
KyJIbTYpbl C IPUMEHEHUEM
MH(POPMAITUOHHO-
KOMMYHUKAIIHOHHBIX
TEXHOJIOTUA M C Y4ETOM
OCHOBHBIX TpeOoBaHMi
MH(POPMAITIOHHON
0€3011aCHOCTH

peniath
3aJ1aun

OCHOBC
H

OIIK-6.3

CrocoOHOCTh ~ NPHUMEHATH  OCHOBBI
TTOKYMEHTOBE/ICHUS u
NIeJIONIPOU3BOJICTBA, MH(POPMALMOHHON
u  Oubimorpauueckoil  KyJIbTYpHI,
MH(POPMALMOHHO-KOMMYHHUKAI[MOHHBIX

TEXHOJOTMA €  Y4Y4ETOM OCHOBHBIX
TpeOOBaHMI nH()OpPMAITMOHHON

0€e30I1aCHOCTH

ITK-8

CIOCOOHOCTh  OCYILECTBIIATH
KOMMYHHKATHBHYIO
NeSTebHOCTH, OCHOBAaHHYIO
Ha  BJQJICHHUM  HaBBIKAMU
OCYIICCTBIICHHS
B3aHMO/ICHCTBUS MEXITY
roCyJIapCTBEHHBIMU u
MYHHIUIIATBHBIMUA  OpraHaMH
17} ux CTPYKTYPHBIMHU
MO/IPa3/ICICHUsIMH, & TaKKe C
rpaKJaaHaMy,  HMHCTUTYTaMHU
rOCyJIapCTBEHHOW BIIACTH U
VIIPaBICHUS,  MHCTHTYTaMHU
rpa)KIaHCKOTO  OOIIeCTBa B
[eIISIX OCYIICCTBIICHUSI
roCy/IapCTBEHHOTO I/I
MYHHUIIATIATLHOTO YIIPAaBICHUS
17 obecreueHus ero
A (HEeKTUBHOCTH;
(OpMHPOBaHUSI TTO3UTHBHOTO
MMHJDKA TOCYIapCTBCHHOW U
MYHHIHITIATBHOM CITYKOBI;
ydacTUsi B YCTAHOBJICHHH
IeITIOBBIX cBsi3eil I/I
OpraHM3alli COTPYIHUYICCTBA
C Pa3IMYHBIMH
roCyJIapCTBEHHBIMH,

O6H.ICCTB€HHBIMI/I,

[1K-8.1

3HaTh BUIBI U (hOpMBI HHPOPMAITHOHHO-
KOMMYHHUKAI[HOHHBIX TEXHOJIOTUH,
MCTIOJIb3YEMBIX ISt 00paboTKH
TTOKYMEHTOB U JIeJIONPOU3BOACTBA




PCIIMTUO3HBIMH,

HETOCYIapCTBEHHBIMU 7|
HMHbIMHN OopraHu3alusamMu, a
TaKKE TSt OKa3aHus
FOCYIapCTBEHHBIX 51
MYHUITUTTATBHBIX YCIIYT,
oOecrieueHusT WX BBICOKOTO
KauecTBa U I(PPEKTUBHOCTH
ACATCIIBHOCTH II0 OKa3aHURO

roCyIapCTBEHHBIX 171
MYHULAAJIBbHBIX yCIIyr
HACEJICHUIO M OPTaHU3AIMSIM C
IIPUMCHCHUCM B
poQecCroHaTBHOM
ACATCIIBHOCTU
nH()OpPMAITMOHHO-
KOMMYHHKAIIMOHHBIX

TEXHOJIOTUA C€ Y4YETOM HX
B3aUMOCBSA3CH U IIEPCIICKTUB
HCIIOJIb30BAHMUSI.

1.2. B pe3ynbrate 0CBOEHUS JUCHUILINHBI y CTYACHTOB JOJKHBI ObITH CHOPMUPOBAHBI:

[Mpodeccronansubie | Kom atana ocBoeHus
. PesynbraThl 00yueHUs
JCHCTBHS KOMITCTECHITUHT
OIIK-6.3 Ha YPOBHE 3HAHMI:

OCHOBHBIE KOMIUJIEKCHl JIOKYMEHTAllUH U METOJbI
OpraHu3an paboTbl C JJOKYMEHTaMH B OpraHax
rOCYAApCTBEHHOW M MYHUIIUIIAIbHOW BJIACTH;

Ha YpPOBHE YMEHMUIA:

0QopMIIATH JIOKaJIbHBIE HOPMAaTUBHO-
METOIUYECKHUE JTOKYMEHTBI 10 JEJIONPOU3BOICTBY)
B CHUCTEME TOCYJIAPCTBEHHOM M MYHULMIIAJIBHOM

CITyKOBI,

Ha YpOBHE HABBIKOB:

pUMEHEHUE 3HaHUH B oOnacTtu
TOKyMEHTAIIHOHHOTO o0ecriedeHust 171

JICJIOIIPOU3BOACTBA B rocyiapCTBCHHOM u

MYHUIUIIAJIBHOM YIIPAaBJICHUH.




[IK-8.1 Ha YPOBHE 3HAHWI:
3HaTh  BUABl U [MH()OPMAIMOHHO-KOMMYHHKAIIMOHHbIE

q)OpMBI [TCXHOJIOTUH, CHCHUATIBHBIC CPEACTBA U MCTO/bL
nH()OPMAITMOHHO- cOopa W mepBUYHOW 00paboTku mHPOpMaImH, e
KOMMYHUKAIIUOHHBIX [aHalIn3d, CUCTCMAaTHU3allnu U HpCOGPaSOBaHI/I}I,
TEXHOJIOTHH, MCIIOJIb3YeMbIe Ui 00pa0OTKU TOKYMEHTAIlUH H
HCIIOJIB3YCMBIX  JJId (ICJTIONIPONU3BOACTBA,

00paboTku Ha YPOBHE YMCHHI:

JOKYMCHTOB " [aHAJIU3UPOBATH PE3YJIbTAThI NIPUMCHCHUS

JIETTOTIPOU3BOJICTBA  [MH(POPMAITMOHHO-KOMMYHHUKAITHOHHBIX
TCXHOJ'IOI‘I/II\/'I, ClICIMaJIbHBIX CPEACTB U MCTOIAOB
cOopa W mepBUYHOW 00paboTku mHPOpMaIuu, e
QHAIM3a, CHCTEMaTH3allil W TpeoOpazoBaHMUS,
MCITIOJIb3yeMbIe JIT O00paOOTKH JOKYMEHTAIMH U]
EIONPOU3BO/ICTBA;

Ha YPOBHE HABBIKOB:

BJIAACTbL MPAKTUYCCKHMMU HABBIKAMU c60pa H
nepBUYHOM 00paboTku MH(pOpMaIuu, e€ aHaIH3a,

CHUCTEMATU3aINH u npeoOpa3oBaHus ,
MCITIOJIb3yeMbIe JIT O00pabOTKH JOKYMEHTAIMH U]
EIONPON3BOJICTBA.

2. O0beM U MecTO IUCHUILTHHBI (Moay.s) B cTpykrype OIl BO

O0beM JUCHUIIMHDI

OO01as TpyI0eMKOCTh AUCHUIUIMHEI cocTaBmseT 3 3.e. (108 a.u.).

KonmuuectBo akageMWyecKMX 4YacoB, BBIICICHHBIX HAa KOHTAaKTHYIO paboTy cC
npernojaaBatenieM (10 BUIaM Y4eOHBIX 3aHATHI) H Ha CAMOCTOSTENbHYIO pa00Ty 00y4aroluXCs:
ouHas hopma 0OyIeHHS:

- Jekuuu — 18 a.u.,

- IpaKTHyeckue 3aHsaTus — 36 a.u.,

- caMOoCToOsITeNNbHAs paboTa — 54 .

- KOHTpOJb — 0 4.
04YHO-3a04Has GhopMa 0OyICHHUS:

- nexnpu — 18 a.q.,

- MpaKTUYeCKue 3auiaTus — 18 a.u.,

- caMocCTosTeNbHas paboTa — 72 u.

- KOHTpoJIb — 0 4.
30uyHas Gopma oOydeHHUs:

- JeKuMu — 4 a.u.,

- IPaKTHUYECKUE 3aHATHS — § a.4.,

- camocTosTeNbHas padota — 89 u.

- KOHTpOJIb — 4 4.

Mecro nucuuminnsl B crpykrype OI1 BO
HucuumnuHa — «/lokymeHTanoHHoe — obecrieueHHMe M JEJIONpPOM3BOJACTBO B
roCyJIapCTBEHHOM M MYHHIIMIIAJIbHOM YNPABICHUM» OTHOCUTCS K JUCUUIUIMHAM 0a30BOM 4acTU
U B COOTBETCTBMM C y4eOHBIM IUIAHOM OCBaMBaeTCsl B 3 ceMecTpe OYHOM M 3a0uHOM (opMm
oOydyeHust (B4 O4YHO-3204HOM QOpMBI OOYUECHHUS).
VYuyebHas naucuuminHa «JloKyMEeHTalMOHHOE OOecreyeHne U JIeJIONPOU3BOACTBO B
rOCyJapCTBEHHOM W MYHHUIMIAIBHOM YIPAaBJICHUN» OTHOCATCA K 0a30BOW 4YacTH JUCLMILIUH




OCHOBHOHM 00pa3oBaTesbHOM MporpaMMbl MOArOTOBKHM OakanaBpoB o HampasieHuto 38.03.04
«l'ocymapcTBeHHOE 1 MYHMIIMIIAJILHOE YIIPABICHUEY.

Ee ocBoeHue onupaercs Ha 3HaHUS, IOJIYYEHHbIE B IIPOLIECCE OCBOEHUS AUCLMILINH:
ouHast popma

b1.b.10 Marematuka (2 cemectp)

b1.b.11 NudopmanmoHHsle TeXHOJIOTUH B yiipaBieHuu (1 u 2 cemectp)
04HO-3a04Hast Gpopma

b1.b.10 Marematuxka (3 cemecTp)

b1.b.11 MadopmaiimoHHbIe TEXHOJIOTHH B yrpaBiieHHH (2 u 3 cemecTp)
3aouHas ¢opma

b1.b.10 Marematuka (2 cemectp)

b1.b.11 NudopmannoHHsle TeXHOJIOTUY B yiipaBieHuu (1 u 2 cemectp)

B conepixatenbHOM I1aHE TUCUUILIMHA SBISIETCSI OCHOBOW JUISl U3YYEHUS
ouHast popma

b1.B.O/1.4 TocymapCTBEeHHOE pETryJIUpOBaHWE MUTPALMOHHBIX M JeMOrpaduyecKux
npoueccos (7 cemecTp)

b1.B./JIB.1.1 DnekTpoHHOE MPaBUTENBCTBO (8 cemecTp)

b1.B.JIB.1.2 DnexTpoHHBIE TEXHOJIOTHH TPEIOCTaBICHUS TOCYIAPCTBEHHBIX yChyTr (8
ceMecTp)
OYHO-3a04Has dopMma

b1.B.O1.4 TocymapCTBEeHHOE pETryJIUpOBaHWE MUTPALMOHHBIX M JAeMOrpaduyecKux
nporueccos (8 cemecTp)

b1.B./JIB.1.1 DnexTpoHHOE MPaBUTENHCTBO (9 cemecTp)

b1.B.JIB.1.2 DnexTpoHHbIE TEXHOJIOTMH TPEIOCTABICHUS TOCYIApCTBEHHBIX yciuyr (9
ceMecTp)
3aouHas ¢opma

b1.B.O/1.4 TocymapCTBEeHHOE pETrYIUPOBaHUE MUTPALHOHHBIX M JAeMOrpaduyecKux
npoueccos (7 cemecTp)

b1.B./JIB.1.1 DnexTpoHHOE MPaBUTENHCTBO (9 cemecTp)

b1.B.JIB.1.2 DnexTpoHHbIE TEXHOJIOTHH TPEIOCTABICHUS TOCYIApCTBEHHBIX yciuyr (9
ceMecTp)

dopma NpoMeKyTOUHOU aTTECTAllMK B COOTBETCTBHHM C YUEOHBIM IJIAHOM — 3a4eT.
3. ConepikaHue M CTPYKTYPA AUCHHUILINHBI (MOIYJIsT)

3.1 CTpyKTypa M CUMILIHHBI

Ne | HaumeHoBaHMe TeM/pa3iesioB Bce | O0beM TuCHHIIIMHEI CcP Dopm
m\n ro | (MomyJsi), yac. a
KonrakTHas padora TeKy
o0y4yarommuxcsi ¢ Iero
npenojaBarejieM Mo BUIamM KOHT
y4eOHBbIX 3aHATHI poJst
JI JP I3 KCP ycineB
aeMocC
™,
npom
€5KyTO
YHOH
aTTec

' TIpumeuanue: pOpPMBI TEKYIIETO KOHTPOIs yeresaemoctr: onpoc (O), Tectuposanue (T), Kelic-3anaga
(KP), auckyccus (/).
6




TalH
"
Ounas ghopma obyuenus

1 [Ipenmer, conepkanue u 8 2 6 O, 1,
3a1a4i JUCHUILINHBI. T, K-3

2 OcHOBHBIC CBOMCTBA, 12 |2 4 6 O, 1,
(GYHKIIMH ¥ IPU3HAKH. T, K-3

3 CrpykTypa NOKyMEHTA. 12 (2 4 6 o, 1,

T, K-3

4 Cucrembl JOKyMEHTALIMH. 12 |2 4 6 O, 1,

T, K-3

5 Cocrapnenue u opopmiieHHE 12 (2 4 6 0. 11
JIOKYMEHTAIIUH 110 TUIYHOMY T ’K-’B
COCTaBY IITATHBIX COTPYIHUKOB. ’

6 Opranuzanus U TEXHOJIOT U 12 |2 4 4 0. 11
paboThI ¢ JOKyMEHTAMHU T ’K-,3
yOpaBJICHUSI. ’

7 Opranu3zanus XpaHeHUs 12 (2 4 6 0.1
JIOKYMEHTOB M 00CCIICYCHHE NX T’K-’3
COXPAHHOCTH. ’

8 Pabora ¢ nokymeHTamu, 12 |2 4 4 0. 11
MMEOIIMMH OIrPAHUYEHHBIN T ’K-’3
JIOCTYII. ’

9 Opranuzaius CoBeIIaHuM, 10 |2 4 4
KOH(epeH1uii, coOpaHuii. o, 1,
Odopmienne JOKyMEHTaJIbHbIX T, K-3
MaTepUaJIOB.

10 | JdenonmpounsBoacTBo no yctHeIM 1 | 10 4 6 0. 11
MUCHMEHHBIM 00paIeHusIM T’K—’?)
rpakJIaH B OPraHU3alHIo. ’

IIpome:xkyTOUHAS aTTeCcTANNS 3ader

Bcero 108 [ 18 | 136 | |54 |2

Ouno-3aounas popma ooyuenus

1 [Ipenmer, cogepxanue u 12 |2 8 O, 1,
3aJ1a4d JUCHUIUINHBI. T, K-3

2 OcHOBHBIC CBOMCTBA, 8 2 2 7 O, 1,
(GYHKIMY U OIPU3HAKH. T, K-3

3 CrpykTypa 1OKyMEHTA. 12 (2 2 7 o, 1,

T, K-3

4 Cucrembl JOKYMEHTALIUH. 10 |2 2 7 O, 1,

T, K-3

5 Cocrasnenue u opopmiieHue 12 (2 2 7 0. 11
JIOKYMEHTAIIUH 10 JTUYHOMY T ’K-,3
COCTaBY IITATHBIX COTPYIHUKOB. ’

6 Opranuzanus U TEXHOJIOTUS 12 |2 2 7 0. 11
paboThI ¢ JOKyMEHTAMHU T ’K-’3
yIpaBJICHUSI. ’

7 Opranuszanusi XxpaHeHUs 8 2 2 7 0. 11
JIOKYMEHTOB U 00ecreueHue ux T,K-,3
COXPaHHOCTH. ’

8 Pabora ¢ 1okymMeHTamu, 10 |2 2 7 O, 1,




MMEIOIIUMH OTPAHUYEHHBIN T.K3
JIOCTYII.

9 Opranuzanusi coBeIIaHuM, 12 |2 2 7
KOH(epeHIUH, COOpaHuil. o, 1,
Odopmienne TOKyMEHTaTbHBIX T, K-3
MaTEepHUAJIOB.

10 | emonpou3BoACTBO 1O YCTHBIM U | 10 2 8 0. 11
MMMCbMEHHBIM 00paIeHUSM T’K-’3
rpakJ1aH B OPraHU3alHIo. ’

IIpome:xxyTOoUHAs aTTecTALNS 3auer

Bcero 108 [ 18 | 18 | |73 |2

3aounasn ghopma obyuenus

1 [Ipenmer, conepkanue u 9 1 8 O, 1,
3a7Ja4d TUCIUILINHEI. T, K-3

2 OCHOBHEBIE CBOICTBA, 9 1 8 O, 1,
(bYHKIIMHM M IPU3HAKU JOKYMEHTA T, K-3

3 CrpykTypa JOKyMEHTA. 10 |1 9 O, O,

T, K-3

4 Cucrembl JOKyMEHTALIMH. 10 1 9 O, 1,

T, K-3

5 Cocrapnenue u opopmiieHHE 10 1 9 0. 11
JOKYMEHTAIH 110 TUYHOMY T ’K-’3
COCTaBY IITATHBIX COTPYIHUKOB. ’

6 Oprannsanus 1 TEXHOJIOTUs 10 1 9 0.1
paboTHI C TOKyMEHTaMU T K3
YIPABJICHHUSI.

7 Opranu3zanus XpaHeHUs 1- 1 9 0. 11
JIOKYMEHTOB M 00€CTICYCHHNE NX T’K-’3
COXPAHHOCTH. ’

8 Pabota ¢ mokymeHTamu, 10 1 9 0. 11
UMEIOIIMMH OTrPAHUYEHHBIN T K3
JIOCTYII.

9 Opranuzaiusi CoBelIaHuM, 9 9
KOH(EepeHIUH, cOOpaHuii. O, 1,
Odopmienne JOKyMEHTaJIbHbIX T, K-3
MaTepHAJIOB.

10 | emonpou3BoACTBO 1O YCTHBIM U | 10 10 0.1
MUCHMEHHBIM 00paIleHusIM T,K-,3
rpakJ1aH B OPraHU3alHIo. ’

IIpomeskyTOUHAsI aTTeCTAlUA 4 3auyer

Bcero 108 |4 | | 4 | 4 189 |2

3.2 ConepxaHue TMCUMILIMHBI (MOTYJIs1)
Tema 1. IlpeamerT, conep:kaHue U 321a4H JTUCHUILINHBI.
JlokymeHT — OOBEKT HOKyMeHTOBelneHHus. Poib JOKyMeHTa B JKU3HU YellOBeKa U

obmecTBa. JIokyMeHTHI B cepe npaB U ynpasieHus. BiausHrue HaydHO-TEXHUYECKOT0 Iporpecca
Ha pa3BuTHE AOKyMeHTa. CoBpeMeHHblEe BHJbl U TpeOOBaHUSA K JOKyMEHTaM. MeTomoiorus
JIOKYMEHTOBEICHUS.




CBsi3p JTOKyMEHTOBEJIEHUS C TMpakTUKoW. Pomb M 3agaun  JTOKyMEHTOBEIEHUS B
COBEpPIICHCTBOBAHUH MPOIIECCOB YIIPABICHHUS.

3aKOHOJATENbHBIE AKThl, HOPMAaTHBHBIE JOKYMEHTBI, TOCYJAPCTBEHHBIE U OTPaCIIEBbIE
CTaHJIapThl HA YHU(PUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH.

Tema 2. OcHOBHBIE CBOMCTBA, (YHKIMH U NPU3HAKHU JOKYMEHTA.

CootHomleHue TOHATUN «HMHpOpMaLus» U «IOKyMeHT». CBa3b HHPOpMALUU U
nokymeHTa. Ponb nH(opMamu B connanbHBIX U 9KOHOMHUYECKHX npoueccax. MHpopmanus kak
OCHOBa NPUHATHUS YIpaBleHYECKOro pemeHus. Ponb uHOpManum B aBTOMAaTU3MPOBAHHBIX
CUCTEMAX.

Bo3HukHOBEHHE [OKyMEHTa, €ro 3HaueHue. TpaHcopMmaius MOHSTUS «IOKYMEHT).
Omnpenenenue JOKyMEHTa B TOCYJapCTBEHHBIX craHaaprax. CBoiicTBa M (yHKIMH JOKYMEHTA.
CounanpHelil, MPaBOBOM U UCTOPUYECKHUM XapaKTEP TOKYMEHTA.

[lonatue opurmHama. YMHOXKEHHBIE OpPUTMHANBl. YEPHOBUKU M OENOBHKH TEKCTOBBIX
nokyMeHTOB. ABrtorpadel. Pemakumu. Ilonstue «mommuuaHUK». OCHOBHBIE TPU3HAKU
no/yMHHKUKA. [lo/UIMHHBIE W TIOUIOKHBIE JTOKYMEHTHI. Buabl ¢danbcupukauu J0KyMEHTOB.
Qanbcudukanusa conepxkanus. Hutepnonsuus. danbcudukanus cocTaBa YIOCTOBEPEHMS,
6nanka. Gunurpanu (OymaxxHble BoAsgHbIe 3HaKn). [levaTu.

[Tonstne «xomms». Mcropuueckoe pa3zBuTHE Komud. Buuabl komwmii, ompenensieMbIX
crioco0oM ux BocrpousBeeHus. Konuu, pasnuuaemsle o cnocoly ux ynocropepenus. [lonstue
U UCTOPUYECKUN XapakTep CIocoO0B JOKYMEHTHPOBAHUA. 3BYKOBas peyb, €€ BO3MOXXHOCTH U
HEJIOCTAaTKU B 3aKpeIvieHMM U mnepenadye mHdpopmanuu. Pa3Butue rpaguku pycckoro mrcbMa.
Ckopomnucs. CreHorpadusi.

[IpumeHeHne TEKCTOBOrO JOKYMEHTHPOBaHUA. TexHndyeckoe N10KyMeHTupoBanue. ®oro-,
KHHO-, ¢doHoO-, TeJIeIOKyMEHTUPOBAHUE. Wzroroenenue MalIMHOYUTAEMBIX U
YeJI0BEKOMAIIMHOYNTAEMBIX TOKYMEHTOB.

Matepuansl 178 TEXHMYECKOTO  JOKYMEHTUpPOBaHMSA.  MalllvHHBIE  HOCHUTENIU
uHpopmarun. Biausiaue HocuTenss HHPOPMAIMK Ha 10JITOBEYHOCTh M CTOUMOCTD JIOKYMEHTA.

Tema 3. CTpyKkTypa 10KYMEHTA.

[lonsarue «pexBuzut». [locTosiHHBIE M TepeMeHHbIe pekBU3UTHL. [loHsTHe «dopmyrsip
nokyMeHTa». OcoOeHHOCTH (POPMYIISIPOB JTOKYMEHTOB, MOJTYYEHHBIX Pa3IUYHBIMH CHOCOOAMH
JTOKyMeHTHpoBaHus. WHAMBHIyanbHbI W TUNOBOM Qopmynsap nokymenra. Dopmymsip —
oOpaszerr.

Bonpocsl  TOKyMEHTHpOBaHHs, COCTaBI€HUS M  O(DOpPMIIECHUS  JIOKYMEHTOB B
3aKOHOJATENbHBIX W HOPMATUBHBIX akTax. YHuUKaluus JOKYMEHTOB. BHyTpuBHIOBas
yHu¢ukanus. Pa3zButHe yHUGUKAIMM M CTaHJApTH3alMM JOKyMEHTOB. [ocymapcTBeHHbIE
craggaptel Ha nokymMeHThl. [OCT P 6.30-2003 «TpeGoBanus k 0hOpMIECHUIO JOKYMEHTOB.
PexBU3UTHI, perllaMEHTUPYEMBIE TOCYJAPCTBEHHBIM CTaHAAPTOM. ABTOp JOKYMEHTA.

Ponp Onanka B odopmiennn aokymenta. CocTtaB OnaHkKa, TOPSIOK PaCIOIOKECHUS
PEKBU3UTOB B OiaHke. biaHKM ¢ yIJOBBIM M IEHTPAJbHBIM DPACHOJIOKEHHEM PEKBU3UTOB.
[IpaBuiia kKOHCTpYUpOBaHUs OJaHKA.

ABTOpBI TMYHBIX JOKYMEHTOB. Iloanuch, neyars kak NpU3HAKU aBTopa. Bua nokymeHTa.
Pa3BuTHe BUI0OB TOKYMEHTOB.

Bunbl 10KyMeHTOB, OIpeeIsseMble 3aKOHOIATEIbHBIMA U HOPMaTUBHBIMU akTaMu. CBs3b
BUJIOB JIOKYMEHTOB M (YHKUUN yrpaBieHHUs. YKa3aHHEe BHUAA JIOKyMEHTa, €ro MeCTO U
Ha3zHaueHHe B GOpMyIsipe JOKyMEHTa. 3aBUCUMOCTh (DOPMBI IOKyMEHTA OT €ro BUJA.

O6o3nauenue aapecara. [IpaBuia HamucaHus ajpecaTa U MECTO yKa3aHHUS ajapecaTa B
bopmynsipe nokymenta. OtpaxkeHue cdepbl IEHCTBHA JOKyMEHTa B ero azapecate. [lopsaok
oopmiieHus JOKYMEHTa C HECKOIbKMMH ajpecaramu. Ilopsamok odopmiieHuss MOYTOBOrO
azapeca.

Jlata nokymeHTa. 3Ha4eHUE AATUPOBAHUS JTOKyMeHTa. TouHbIe NaThl, XapaKTEepPHU3YIOLUe
aNIeMeHTHl QopMyssipa. ABTOpCKUE AaThl (COCTaBJICHUE, MOANUCAHME), AAThl, OTHOCALIMECS K
conepxanuto. Jater 00padotku nokymeHToB. [lopsinok opopmiieHus aar.
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CocraB ymoctoBepeHMst JokyMeHTa. CocTaB yNOCTOBEPEHHUS TEKCTOBBIX JIOKYMEHTOB
pa3IuuHbIX Kateropuil. Mecto noanucanus B GopMyssipe JOKYMEHTA.

Ilesvatn w wux HasHaueHwe. Buabsl mnedateld. locymapcTBeHHass repOoBast Ieyarth.
3aKOHOJATENbCTBO OO0 W3TOTOBJIEHUM W HCIOJNB30BaHMHU Tmevatd. [lopsnok mpocraBieHUs
revaTeil Ha JOKyMEHTaXx.

YTBepxkaenue nokyMmeHToB. CocTaB rpuda yTBepKaeHus, TOPAIOK €ro
oopmiieHus, MecT B GOpMyJIsipe TOKyMEHTA.

OTMeTKM Ha JTOKyMeHTaxX. VX ponb B NPOUCXOXKIACHUM W HCIOIHEHUH JOKYMEHTOB,
MecTo B popmysisipe 1okymMeHTa. Ocoboe Ha3HAYEHUE Pe3OITIOIUH.

TpeGoBanue k ee conepkaHuto U opopmieHnto. OTMETKH O MOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUU JTOKYMEHTA U Jp.

[TonsiTue «TEKCT JOKYMEHTa» TMpPH Pa3IUYHbIX CIOCO0aX JOKYMEHTHpPOBAHUS.
ConepxaHue HpOCTBIX U CIOXHBIX JOKYMEHTOB. [Iopsnok WM3I0XKEHMsS TEeKCTa JTOKyMEHTOB.
Jlornueckas cTpykrypa TekcTa. B3aumocBs3b conepkanus u Gopmbl JokymeHTa. DopManusanus
TEKCTOB JIOKYMEHTOB. AHKeTa, Tabmuia. OCoOEHHOCTH CTPYKTYphl TEKCTa OpPraHU3allMOHHO-
pPacCHOpPSIIUTENBHBIX JOKYMEHTOB. OJEMEHTBl TeKcTa. [IOHATHE «3aroJloBOK JOKYMEHTA.
Ha3znaueHnue 3arosioBka, ero MecTo B (opMyIsipe JoKyMeHTa. [IpuiioskeHns: K TeKCTY U MOPSAI0K
ux oOpMIICHHUS.

[IpaBonucanue Ha3BaHUN Y4YpEXKICHUM, OpraHu3auui, npeanpusrtuil. IIpaBonmcanue
Ha3BaHUM JnoKymeHTOB. [IpaBonmcanme pomkHOcTed W 3BaHMi. IIpaBommcanume nar, 4ucen,
3HaKkoB. CHHTaKCHYECKHE OCOOCHHOCTH JOKYMEHTOB. CHHTaKCHYECKHE KOHCTPYKIIHMH.

VYuudukanus [TOKyMEHTa Kak OJHO U3 HaIpaBIIEHUH €ro COBEPIICHCTBOBAHUS.
[Ipeamoceinky ¥ MeToA  yHU(UKAMHM. YHU(UKALUS CTPYKTYphl TEKCTa. JIEMEHTHI
dbopmanuzanuu. dopMaan3o0BaHHBIN XapaKTep TEKCTOB IJIAHOBOM M YYETHOH JOKYMEHTAllMH.
VYaudukanus S3pIKoBbIX cpeacTB. POpMbl yHU(DUKALUKT: TUIIOBOH, TpadapeTHbIH TEKCTHI.

Tema 4. CucremMbl JOKyMEHTALMH.

Obmepoccuiickue KIaccu(pUKaTopbl COLUAIBHON HHPOPMAIUH.

Cucrema OpraHM3allMOHHO-IIPABOBOM JOKYMEHTAIIUH, €€ Ha3HAUYEHUE U COCTaB.

CocraBnenne u  OoQOpMICHHME  OTHACIBHBIX BHJOB  OPraHU3AIMOHHO-IPABOBBIX
JNOKyMEHTOB. CHcTeMa paclopsiANTEIbHON JOKYMEHTAIMY, €€ HA3HAYEHNE U COCTaB.

[Ipouenypa wu3naHus pacHOpAIUTENBHBIX JOKYMEHTOB B YCJIOBMSIX €IMHOHAYalusd U
KoJulerHasIbHOCTH. CuctemMa HMH(OPMAIMOHHO-CIPABOYHOM JTIOKyMEHTAI[MH, €€ Ha3HadyeHUe,
COCTaB, COCTaBJICHHE U O(hOpMIIEHHE.

OpraHu3alluOHHO-PACTIOPAIUTENIbHAS  JOKYMEHTAlUs  IOPUIWYECKUX JHI  Cepbl
COLIMAJIBHO-KYJIBTYPHOT'O CEpBHCA U TypHU3Ma.

Tema 5. CocraBJiieHune u oopmiieHHEe JOKYMEHTAUMH 110 JJUYHOMY COCTABY IITATHBIX
COTPYAHHMKOB.

JlokymMeHTanMss 1[0  JMYHOMY COCTaBy KaK  IOJACUCTEMA  OpPraHU3alMOHHO-
pacnopsANTEIbHON JOKYMEHTALINH.

3ajmaun  yHOpaBle€HUWs,  pellaeMble  INpU  I[IOMOIIM  KaJpOBBIX  JOKYMEHTOB
(TOKyMEHTHUpOBaHHE TPYAOBBIX IpaBooTHOUIeHHH). COCTaB JOKYMEHTOB, O(OpMIISEMBIX B
KaJpoBOM Cily)k0e: MEepBUYHBIX, YUETHBIX, PACHOPSAUTEIbHBIX, JHMYHBIX, MO COLHUAIBHOMY
00€eCIEeUeHNIO.

[Topsinok odopmieHHss U COCTaB JAOKYMEHTOB IpU IpHEME, YBOJIBHEHUHU, NEPEeBOJIEC Ha
Apyryto paloTy, NpeAoCTaBlI€HHE OTIyCcKa, O(GOpPMIECHHE MOOLIPEHUH, IUCHUIUIMHAPHBIX
B3BICKaHUM.

Tema 6. Opranuzanus ¥ TEXHOJIOTUusi pa0d0ThI C JOKYMEHTAMH yIIPABJICHUS.

HopmaTuBHO-1IpaBOBO€E perynmpoBaHue mpouecca J0KyMeHTO000poTa.

CoBpeMeHHbIe OpraHU3alMOHHBIE (DOPMBI CITYKOBI 1EIONPOU3BO/ICTBA.

Pernamenrtanus ocHOBHbIX 3amad W ¢(yakuuit JJOY. Pasnenenue Ttpyma Mexay
MOJIPA3/EICHUSMH U UCTIOTHUTEISIMHU.
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WHeTpykuus 1o Jesonpou3BOACTBY — OCHOBHOM HOPMATHBHBIM aKT OpraHu3aliu
JeNIONPON3BOICTBA. THIIOBBIE U MHIMBUyalbHbIE HHCTPYKIUH.

[opsinok pa3paboTkH, cofeprkaHue, MpaBuia YTBEPXKICHHUS U BHEIPEHUSI.

[InanupoBanue, opraHu3anusg W MeToAMKa KOHTposst coctosaus JIOY m obecneueHus
COXPAaHHOCTH JOKYMEHTALIMH B YUPEXKIECHNUU U CTPYKTYPHBIX NOPa3ACICHUIX.

OG6paboTka TOCTynaromux JOKyMEHTOB (Oyiok-cxema pabOThI € BXOAAIIUMHU
nokymeHTamu). O6paboTka OTIpaBiseMbIX JOKYMEHTOB (OJ0K-cxema paboThl C HCXOIAIIUMU
JOKYMEHTAMH).

Perucrpanus 1 KOHTpOJIb UCIIOJHEHMS TOKYMEHTOB. JKypHan peructpanuu BXOAALUIUX U
UCXOJSIIINX JTOKYMEHTOB.

TexHonornueckoe oOecredeHrue KOHTPOJIS HCIONHEHHS JOKYMEHTOB, ITOCTAaHOBKAa Ha
KOHTPOJb, paboTa € KOHTPOJILHOM KapTOTEeKOM Ha JOKYMEHTHl M Ha YCTHbIE 3a/JaHus |
MOPYUYEHUS] PYKOBOJIUTEIS, TPOIJIEHUE CPOKOB UCIIOJTHEHMSI, CHATUE C KOHTPOJIS.

Cucremaruzanus TOKyMEHTOB (COCTaBJI€HHE HOMEHKIIATYphI J€).

@dopmupoBaHMe 7€l O  KIAaCCU(MKAIMOHHBIM  IPHU3HAKaM, TpeOoBaHMA K
dhopmupoBaHuto e, opopMIICHHE J1e B TIalKax.

Tema 7. Opranusanus XpaHeHHs JOKYMEHTOB U o0ecrieyeHre HX COXPAHHOCTH.

XpaHeHHne JOKYMEHTOB B CTPYKTYPHBIX MOAPA3EICHUAX OPraHNu3alllu.

OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB. 3aKOHOAATEIHCTBO M HOPMATHUBBI I10
00€eCIIeUeHUI0 COXPAaHHOCTH IOKYyMEHTOB.

Opranuzanusi CnpaBOYHOM pabOThl M TOPSIOK BBIAAYM JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHME MPU XPAHEHUU B CTPYKTYPHBIX MOJpPa3IECICHUSX.

XpaHeHHe M OpraHM3alus JOCTyNa K JIOKYMEHTaM B YCIOBHSX (DYHKIIMOHMPOBAHUS
aBTOMAaTU3UPOBAHHBIX HH()OPMAIIMOHHBIX CHCTEM.

[lonsatne «dkcnepTH3a LEHHOCTH». HOpPMaTHBHO-METOAWYECKHE U TEOPETUUYECKUE
OCHOBBI TPOBENEHUSI JKCHEepTU3bl. TpeOoBaHMS K TMPOBEICHUIO  DKCIEPTH3bl LEHHOCTH
JOKYMEHTOB B «OCHOBHBIX IpaBUiIax paboThl BEZJOMCTBEHHBIX aPXHUBOBY.

Opranu3zanus dKCrepTU3bl IEHHOCTH JTOKYMEHTOB, IEHTPAJIBHBIX 3KCIIEPTHBIX KOMUCCHUI
(I2K) u sxcneprabix komuccuit (9K) yupexnenus. [IpaBa u QyHKIIMM KOMHCCHI, OpraHu3amus
uxX padoThl U JTOKyMEHTHUPOBAHUE NEATEIBHOCTU. DTallbl MPOBEACHUS SKCHEPTU3bl LEHHOCTU
noKkyMeHTOB. OQopMiieHre pe3yabTaTOB SKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB.

Hasnauenne u wucnonp30BaHUE TIEepeyHEl B KAadeCTBE OCHOBHBIX HCTOYHHUKOB I10
U3YYEHHIO COCTaBA U COZIEPKaHMS JOKYMEHTOB, YCTAHOBJICHHUS CPOKOB XpAaHEHHUS U 00ecTIeueHuUs
€IMHCTBA ONEPATUBHOTO XPAaHEHMs U apXuBa. YHU(PHUKAIUS TpeOOBaHUH K JieaM, CITaBaeMbIM B
apxuB. HopmatuBHO-MeTommueckue marepuansl DenepanbHOil apxuBHOM ciyx0bl Poccun mo
odopmiienuto gen. OcHoBHble TpeboBaHus K (opmupoBanuto nen. [lonHoe unm dacTudyHOE
oopmiieHne nen B 3aBUCUMOCTH OT CpokoB xpaHeHus. IloarotoBka nen. Hymepanusi aucToB.
3aBepmuTensHas noAnuch. BHyTpeHHsst ommch. OdopmiieHne OOJOXKKH el TMOCTOSHHOTO M
BPEMEHHOI'O XPaHEHMS.

[Tonsitue omnucu pen. IlpaBunma coctaBnenus onuceil. OdopmieHne ONUCH e
CTpYKTypHOTO mojpasaeneHus. Ilepemaya nem B apXuWB OpraHu3alud  (BEIOMCTBO).
Bsaumogeiicteue cinyx0 JIOY u BegoMcTBEHHOro apxuBa MHpu (OPMUPOBAHUM OCHOBBI JUIS
MOCTIeTYIOIIEr0 XpaHEeHUsI M MCIIONb30BaHUsl TOKYMEHTOB. EAMHCTBO TpeOoBaHUHN K XpaHEHHIO
JIOKYMEHTOB B JIeIONPOU3BOJICTBO.

Tema 8. Pabora ¢ 10KyMeHTaMH, HMEIOIMMH OTPAHMYCHHBIH JOCTYII.

JlokyMeHTBI, Hecyline MHQOPMAIUI0 OTKPBHITYI0O M C OIpaHUYEHHBIM JocTynoM. Cxema
KJIaccu(UKAIMKM JOKYMEHTOB IO Ipu(y OrpaHUYEHUs TOCTYTIA.

HopmaTuBHBIE aKThl, peryIupyrolue orpaHiueHre 10CTyna K JOKYMEHTY.

[lepeuens cBeneHM KOH(UACHIIMAIBHOTO XapaKTepa.

[enp 3ammrtel koHQUAeHuManbHOH uHpopmanuu (KU). Opranuzanus meponpusTui,
obecnieunBaronnx 3amuty KU. Ilopsimox pa®oTel ucnonHuTeneil ¢ KOHPHIECHIHAIbHBIMU
JOKYMEHTAMH.
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Tema 9. Opranmnzanus copemianuii, KoHpepeHuuii, coopannii. Opopmiienune
JOKYMEHTAJbHBIX MaTepUaJIoB.

Kommnnekc opraHn3aiiuoHHO-TEXHUYECKUX MEPONPUATUI IO OpraHU3alui U MPOBEIECHUIO
COBEIIaHMM, KOH(DepeHIni, coOpaHuil (Hajiee - COBEIIaHMH ):

- BbIpabOTKa NMOBECTKH JTHS U OTIpeJieNIeHHe Kpyra MpenoiaraeMbIX y4aCTHUKOB;

- O3HAKOMJIEHHE C MMOBECTKON JHSI MPEAINOIaraéMbIX yUaCTHUKOB;

- BBIpabOTKa periiaMeHTa COBEIIaHus;

- TOATOTOBKAa MaTepHaJIoB, HAMEYaeMbIX U PACCMOTPEHMs] Ha COBELIaHWM (JI0K1Iana,
COZIOKJIaj1a, CIPaBOYHO-MH(POPMAIIIOHHBIX MAaTEPHAJIOB, IPOEKTA PEILICHHS);

- opranu3zanus paboThl CeKpeTapuara;

- TeXHUYECKoe oOecrieyeHre npoBeIeHUs COBELIaHus (ayAno- ¥ BUJeoannaparypa u ap.);

- TOKyMEHTUPOBaHUE paOOThI COBEIAHUS;

- oopmileHHE JTOKYMEHTAJIbHBIX MaTE€pPHAJOB COBEIIAHMs (M3TOTOBJIEHUE MPOTOKONA,
UTOTOBBIX MaTepUAJIOB, Pa3MHOXKEHUE U 00ecTieueHe

VMU YYaCTHHUKOB COBELIAHMS).

Tema 10. /{es10npoM3BOACTBO 110 YCTHBIM U MMCbMEHHBIM 00PAlllEHUAM IPAXKIAH B
OpPraHM3anMIo.

OcHOBHBIE BHJBI OOpallleHWW: TpeIIoKEHUE, 3asBieHUs, xanoba. HopmartuHbIC
JOKYMEHTBI, peryiaupylonme padoTy c¢ oOpameHUsMU TpakiaaH. JIMUHBIM mpuem rpaxaaH B
opranuzanuu. OpraHuzanusi paboThl C MHUCbMEHHBIMH OOpAlllEeHUSIMU Tpa)JaH: peructparus,
KOHTPOJIb, OTBETHI, aHAJIN3 O0pAIeHUH TpaskKaaH, CPOK XPAHEHHS.

4. MartepuaJibl TEKyLIero KOHTPOJIsI yClieBaeMoOCTH 00y4arommxcst ¥ (poHI OLleHOYHBIX
CpelICTB MPOMEKYTOUYHOM ATTeCTANMM 0 JUCHMILIHHE (MOLYJIIO)
4.1. @®opMbl W METOABI TEKYLIETO KOHTPOJS YCIIEBAEMOCTH OOy4aromuxcs M|
MIPOMEKYTOYHOU aTTECTALINH.

4.1.1. B xome peanuzanuu JUCHUIUIHHBI «J[OKyMEHTallMOHHOE OOecTieueHue |
JIEJIONPOU3BOACTBO B TOCYIAPCTBEHHOM U MYHMIMIIAJILHOM YIIPABJICHUU» HCIHOJIb3YHOTCA
CJIETYIOIITE METOJIBI TEKYIIETO KOHTPOJISI YCIIEBAEMOCTH O0YJIarOIITUXCS:

Tema w/vm pazaen Meronst
TEKYLIEro
KOHTPOJISI
YCIIEBAEMOCTHU
Tema 1 | [Ipenmer, conepxanue u onpoc, A0KIa,
3aJ]a4i JUCIUILINHBI. TECTUPOBAHHUE,
Kelic-3a1aun
Tema 2 | OCHOBHBIE CBOMCTBA, Onpoc, A0KIa,
(OYHKIIMY U TIPU3HAKH. TECTUPOBAHUE,
Kelc-3a1aun
Tema 3 | CTpykTypa TOKyMEHTa. onpoc, JOKIa,
TECTUPOBAHHUE,
Kelc-3a1aun
Tema 4 | CucteMbl TOKYMEHTAITUH. onpoc, A0KIa,
TECTUPOBAHHUE,
Kelc-3a1aun
Tema 5 | CocTaBienue u ohopMIIeHHE TOKyMEHTAIMH 110 JIMYHOMY COCTaBy | OMpOcC, JOKIIAT,
MITATHBIX COTPYIHHKOB. TECTUPOBAHHUE,
Kelc-3agaun
Tema 6 | Opranuzamnusi ¥ TEXHOJIOTHS pabOThI C JOKYMEHTAMH YITPaBJICHHUS. onpoc, A0KIa,
TECTUPOBAHHUE,
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Kelc-3a1aun

Tema 7 | Opranusaiys XpaHeHHs TOKyMEHTOB U 00ecliedeHre ux OTIpOC, TOKIIA/,

COXPAHHOCTH. TECTUPOBAHHUE,
Kelic-3a1aun

Tema 8 | PaboTa ¢ JOKyMeHTaMM, UMEIOIIIUMHU OTPAaHUYCHHBINA JTOCTYII. onpoc, A0KIa,

TECTUPOBaHUE,

Kelc-3a1aun
Tema 9 | Opranuzaius coBenianuii, koHpepenuii, coopanuit. Ogopmienue | omnpoc, JOKIa,

JIOKYMEHTAJIbHBIX MaT€pUAJIOB. TECTUPOBAHUE,
Kelc-3a1aun

Tema 10| Jlemonpou3BoACTBO MO YCTHBIM U MUCHbMEHHBIM OOPAIICHUSIM OITPOC, TOKNAJ,

rpakJaH B OPTaHU3ALUIO. TECTUPOBAHUE,

Kelc-3a1aun

4.1.2. 3a4yeT NPOBOAUTCSH C IPMMEHEHUEM CJICAYIOLIUX METONAOB (CPEACTB):

Hcnonp3yercss MeTon yCTHOTO OTBETa Ha BOMPOCHI OwieTa M JabHEHIIer Oecenpl 1Mo
mpobiieMaM TICUXOJIOTHH YIIPABIEHHS, a TAK)KE YCTHOTO PEIISHUS] CUTYAllMOHHBIX 3a7a4.

4.2. MartepunaJbl TeKylIero KOHTPOJISA yCIIeBAeMOCTH 00y4arOIIUXCst

TunoBble OLIEHOYHBIE MaTEPHUAIIbI IPU IPOBEACHNN JIEKIIUOHHBIX U CEMUHAPCKUX 3aHATHH
Tema 1. Ilpeamer, conep:kaHue U 321a4M JMCLHMILINHBI.

1. JIokyMeHT — 0OBEKT JOKYMEHTOBEACHUSI.

2. BnusHuE HaydYHO-TEXHUYECKOIO MPOrpecca Ha pa3BUTHE JOKYMEHTA.

3. Merononorust JOKyMEHTOBEACHHUS.

4. 3akoHonaTeIbHbIE aKThl, HOPMAaTUBHbBIE JOKYMEHTHI, TOCY/IapCTBEHHBIE U OTPACIIEBbIE
CTaHJApTHl HA YHU(UITUPOBAHHBIE CUCTEMBI JOKYMEHTALIHH.

Tema 2. OcHOBHBIE CBOMCTBA, (PYHKIMHU M IPU3HAKH JOKYMEHTA.
CooTHoIIeHUE TOHATUN «HH(POPMALIUD» U «TOKYMEHT.
Ponb nHpopmanuy B aBTOMaTU3UPOBAHHBIX CHCTEMAX.
Bo3HUKHOBEHNE TOKYMEHTA, €r0 3HAUCHHE.
CBoiicTBa ¥ PyHKIIUU JTOKYMEHTA.
ITonsiTue opurunHana.
ITonsTHE «KOTIHSD.
[ToHsiTHE ¥ UCTOPUUECKUN XapaKTep CIOCOOOB JOKYMEHTUPOBAHHUSL.
Marepuaibl 17151 TEXHUYECKOTO TOKyMEHTHUPOBAHUSI.
MartmHHbIe HOCUTEIH HHPOPMALIUH.
0.  Buusgnue HOocuTes HUHPOPMALIMK HA JOJITOBEYHOCTh U CTOUMOCTD IOKyMEHTA.
Tema 3. CTpykTypa 10KyMeHTa.

1. TlonsaTne «pexkBU3UT». [10CTOSIHHBIE U TIEPEMEHHBIE PEKBU3UTHI.

2. TlousTHe «POPMYISIp JOKYMEHTaY.

3. Bonpockl JOKYMEHTHpPOBaHHS, COCTaBI€HHUS U OG(OpPMIIEHUS JIOKyMEHTOB B
3aKOHOZATENbHBIX U HOPMATUBHBIX aKTax.

4. T'ocynapCTBEHHbIE CTAHAAPTHI HA JOKYMEHTHI.
Ponpb Grnanka B 0pOpMIICHUN JOKYMEHTA.
ABTOpPBI TUYHBIX JOKYMEHTOB.
Buael 10KyMEHTOB, onpeAesieMble 3aKOHOAATEIbHBIMU U HOPMATUBHBIMH aKTaMH.
O06o3HaveHue aapecara.
9. lata noKymeHTa.
10. CocTtaB y1ocTOBEpEHHUS JOKYMEHTA.
11. IleyaTn 1 X Ha3HAYECHHE.
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12. YTBepKaeHNE TOKYyMEHTOB.

13. OT™MeTKHM Ha JOKYMEHTaX.

14. TpeboBaHue Kk ee coaep KaHuo0 U 0POPMIICHHUIO.

15. IloHsiTHE «TEKCT JOKYMEHTa» MPH Pa3INYHbIX CIOCO0aX JOKYMEHTHPOBAHHUSL.

16. Jlornueckasi CTpyKTypa TEKCTa.

17. TlpaBonncanne Ha3BaHUK YUpPEKIACHUM, OpraHU3aLNN, TPEATPUATHN.

18. YHu¢ukanus 10KyMeHTa Kak OJJHO M3 HaIlpaBJICHUI ero COBEPIICHCTBOBAHMUSI.

Tema 4. CucremMbl JOKyMEHTALMH.

1. Obmepoccuiickue Ki1accu(pUKaTOpbl COUATBLHON HHPOPMAITHIH.

2. CucreMa OpraHuM3alMOHHO-IIPaBOBOM JTOKYMEHTAllMH, €€ Ha3HAYEHHUE U COCTaB.

3. CocraBiaenue u o(oOpMIEHHE OTHAECNBHBIX BHJOB OPraHU3ALMOHHO-IPABOBBIX
JIOKYMEHTOB.

4. CucreMa pacnopsiiUTENbHON JOKYMEHTALUHY, €€ Ha3HAUYEHUE U COCTAB.

5. Ilpouenypa u3aHUS PACHOPAIUTENBHBIX JOKYMEHTOB B YCIOBUSIX €IMHOHAYAIUS U
KOJUIETHAJIBHOCTH.

6. Cuctema HMH(POPMAITMOHHO-CIIPABOYHON JOKYMEHTAllUM, €€ Ha3HaYeHHe, COCTaB,
cocTaBJIeHUE U 0pOopMIICHHE.

7. OpraHu3aluOHHO-PACMIOPAIUTENIbHAS JOKYMEHTAIUsl OPUAMYECKUX JHIl  c]epsl
COLIMAIbHO-KYJIBTYPHOT'O CEPBUCA U TYPU3MA.

Tema 5. CocraBJiieHue u opopmiieHHEe JOKYMEHTAUMH 110 JIUYHOMY COCTABY INTATHBIX
COTPY/HHKOB.

l. JlIokyMeHTanusg 1O JUYHOMY COCTaBy Kak TMOJCUCTEMa OpraHW3alMOHHO-
pacnopsAUTEIbHON JOKYMEHTALNH.

2. 3ajaud  ympaBlI€HUs, pellaeMble IPU  TMOMOILIM  KaJpOBBIX  JOKYMEHTOB
(TOKYMEHTUPOBaHHE TPYAOBBIX MPABOOTHOILICHHA).

3. CoctaB 10KyMEHTOB, O(GOpPMIISIEMBIX B KaJpOBOM CiIy)XO€: NMEpBUYHBIX, YYETHBIX,
pacropsAUTENbHbIX, IMYHBIX, 110 COLIMATILHOMY 00ECIIEYEHHIO.

4. Tlopsinok oopMiIeHHS U COCTaB IOKyMEHTOB MPH IpUeMe, YBOJIbHEHHUH, TIEpeBO/ie Ha
Apyryto paloTy, NpeAoCTaBlIeHHE OTIyCKa, O(GOpPMIECHHE MOOLIPEHUH, IUCHUIUIMHAPHBIX
B3BICKaHUM.

Tema 6. Opranuzanus ¥ TEXHOJIOrusi pa0d0ThI C JOKYMEHTAMH yIIPABJICHUS.

1. HopmaTuBHO-TIpaBOBOE peryimpoBaHue mpolecca J0KyMeHTO000poTa.

2. CoBpeMeHHbIe OpraHU3alMOHHBIE (POPMBI CITYXKOBI 1EIONPOU3BOICTBA.

3. PernmamenTanusi ocHOBHBIX 3a1a4 U pyHK1UNA JOV.

4. NHCTpyKLMsA 1O JIENOIPOU3BOACTBY — OCHOBHOM HOpPMAaTHUBHBIM aKT OpraHu3aluu
JeNIONPON3BOICTBA. THIIOBBIE U MHIMBUyalbHbIE HHCTPYKIUH.

5. Tlopsaok pa3paboTKu, colepKaHue, MpaBUia YTBEPKACHUS U BHEAPCHHUS.

6. [InanupoBaHue, opraHu3aIusl ¥ METoANKa KOHTpoJisi cocTosiHus IOV u obecrieueHust
COXPAaHHOCTH JOKYMEHTAIMH B YUPEXKIECHNUU U CTPYKTYPHBIX NOAPAa3ACICHUIX.

7. OOpaboTka TMOCTyHalOMUX JOKyMEHTOB (OJOK-cxemMa paboThl C  BXOIAIIUMU
nokymeHTamu). O6paboTka OTIpaBiseMBbIX JOKYMEHTOB (OJ0K-cXxema paboThl C HCXOIAIIUMU
JOKYMEHTaMH).

8. Perucrpauus 1 KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

9. TexHonoruueckoe odecrieueHue KOHTPOIIS UCIIOTHEHUS TOKYMEHTOB.

10. CuctemaTtu3anus JOKyMEHTOB (COCTaBJIEHHME HOMEHKIIATYPHI J1eT).

11. dopmupoBaHHe Jen M0 KiIacCU(UKAUMOHHBIM IpU3HAKaM, TpeOOoBaHUS K
(dbopmMHpoOBaHUIO /1€, 0OPOpMIICHHUE JIeN B MarKax.

Tema 7. Opranuszanusi XpaHeHHUs JOKYMEHTOB U o0ecneyeHrue X COXPAHHOCTH.

1. XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX MOAPA3EICHUAX OPTaHNU3aLHH.

2. OTBETCTBEHHOCTH 34 COXPAHHOCTH JOKYMEHTOB.

3. 3aKoHOJATENILCTBO U HOPMATUBBI 110 00ECTICUCHUIO COXPAHHOCTHU JIOKYMEHTOB.
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4. Opranuzanusi CrpaBouyHON pabOTHl M MOPAJOK BBIJAYM JIOKYMEHTOB BO BpPEMEHHOE
MOJIb30BaHME MPU XPAHEHUU B CTPYKTYPHBIX MOJpPaA3/ICICHUSX.

5. XpaHeHue M opraHusanus JAOCTyHa K JOKyMEHTaM B YCIOBHSX (YHKIIMOHHUPOBAHUS
aBTOMAaTU3UPOBAHHBIX HH()OPMAIIMOHHBIX CHCTEM.

6. IlonaTne «dKcrepTU3a LIEHHOCTH.

7. Yaudukaius TpeOOBaHUN K J1eJ1aM, C1aBa€MbIM B apXHB.

8. IlonsTue onucu aei.

Tema 8. Pabora ¢ JoOKyMeHTaMH, HMEIOIIMMH OTPAHUYEHHBIN JOCTYII.
JlokyMeHTHI, Hecyle HH()OPMAIIHIO OTKPBITYIO U C OTPAHUYEHHBIM JJOCTYIIOM.
HopmaTtuBHBIE aKThl, peryIUpYIOLIUE OTPaHUYEHHE JOCTYNA K JOKYMEHTY.

[Tepeuens cBeeHU KOH(PUAESHIIMATBEHOTO XapaKTepa.
. Henpb 3amuTel koHQUAeHIHaIbHOU nHpopMaruu (KI).

TeMa 9. Opranusanus coBellaHuii, KOH(pepeHunii, coopanuii. Opopmiaenue

JOKYMEHTAJbHBIX MaTepUaJIoB.

1. KoMIiekc  OpraHM3allMOHHO-TEXHMUYECKMX MEpONPUATHI IO OpraHu3aluu U
MIPOBEICHUIO COBENIAHMH, KOH(EPEHIINH, COOpaHUA:

2. Bpipa®oTka MOBECTKU AHA U ONPEETICHUE KPYyTra MPernoiaraéMblX Y4aCTHHKOB,;

3. O3HakoOMJIEHHE C TOBECTKOM JHS MPEANOIaraéMbIX y4aCTHUKOB;

4. BpipaboTKa periiaMeHTa COBEIIaHus;

5. IloaroroBka MaTepuaioB, HAMEYAEMBIX JJIsl PACCMOTPEHHUSI Ha COBEIIAaHUU (JOKJIaja,
COZIOKJIaj1a, CIPaBOYHO-MH(POPMAIIIOHHBIX MAaTEPHAJIOB, IPOEKTA PEILICHHS);

6. Opranusanus padoThl CEKpeTapHara;

7. Texunueckoe obecrieueHHE NMPOBEIACHUS COBELIAHMs (ayIuo- W BUIEOANaparypa H

B

p.);

8. JlokyMeHTHupOBaHHE PAOOTHI COBEIIAHMUS,

9. OdopmieHre TOKyMEHTalIbHBIX MaT€pHaiOB COBELIAHHUS (M3rOTOBJIEHHE MPOTOKOIA,
UTOTOBBIX MaTE€PHAJIOB, PA3MHOKEHHE U 00eCTIeueHHEe UMHU YYaCTHUKOB COBEILAHUS).

Tema 10. /{es10npoM3BOACTBO 110 YCTHBIM U MMCbMEHHBIM 00PAlllCEHUAM IPAXKIaH B
OpPraHM3anMIo.

1. OcHOBHBIE BHJIbI OOpAIICHHI: TIPEIIOKESHIE, 3asBIICHNUS, Kano0a.

2. HopmaTHBHBIE JOKYMEHTBI, PETYIUPYOIIUE paboTy ¢ 00paleHUsIMHU Tpask/IaH.

3. JIn4HBIN IpUEM TPaXKIaH B OpraHU3alAH.

4. Opranuzanus paboOThl C MHCHMEHHBIMH OOpaIeHUsSMU Tpa)xJaH: PETUCTPALUs,
KOHTPOJIb, OTBETHI, aHAJIN3 00paIeHU ITpax/iaH, CPOK XpaHEHUS.

IIpumepHbIe TeCcTOBBIE 32 aHUS

1. l'ocynapcTBeHHBIN CTAHAAPT HA TEPMHUHOJIOTHIO B 00J1aCTH /1€JI0NPOU3BOACTBA U
apXMBHOIO JeJia

DI'OCT P 7.0.8-2013

2)I'OCT P 51511-2014

4HI'OCT P 6.30-2003

2. IoKyMeHTOBeleHHe U3y4aeT

1)1oKyMEeHTHpOBaHUE U OpTraHU3aLUI0 PAa0OThI C TOKyMEHTaMHU

2)cnocoObl co31aHus IOKYMEHTOB M CTAHOBJIEHUE, PA3BUTHE CUCTEM JIOKYMEHTALUU

3)poABMKEHUE TOKYMEHTOB OT CO3/IaHUS J0 Nepefayll Ha XpaHEHUE B apXUB

4)opraHuzaiuio J0KyMeHTo000poTa

3. IlepBblii 3aK0HOAATEILHBIA AKT CO3aHHBIN IJIA PerJIAMEeHTAIUM MPOLECCOB
AOKYMEHTHPOBAHUS

1)I'enepanbublit Pernmament

2)O01iee yupexIeHue MUHHCTEPCTB

3)CobopHoe YioxeHune

4)Cynebnuk 1550

4. ABTOpBI IePBBIX TEOPeTHYECKUX PadOT MO J0KyMeHToBeAeHuI0 (19 Bek)

15



1)Ky3nenoBa u Jlapun

2)Bapaaunos u BensOpexr

3)Puxtep u Mutsies

5. MeTtonbl, ncnosb3yeMble NPH UCCIEe0BAHUH JOKYMEHTOBeIUYeCKUX MpolJiemM

I)meTon yHUpUKAIMK U CTaHAAPTU3ALUHU IOKYMEHTOB

2)Mero] NpUKIaaHoro popmyspa

3)meton GOopMYISIPHOTO aHATU3a

4)meTon OAHOKPATHOCTH B IOKYMEHTHPOBAHUU

5)MeTos 3KCIepTH3bl IEHHOCTH JOKYMEHTOB

6. OCHOBHOM 32aKOHOJATEJIBHBIN AKT, HCIOJIb3YeMbIil B JOKYMEHTOBEICHUH

1)®3 «O TexHnueckoM peryaupoanum» ot 27 nexadps 2002 r. Ne 184-D3

2)D3 «O6 undopmaruu, HOOPMAIIMOHHBIX TEXHOJOTHIX U O 3alTUTe HHHOPMAIUI» OT
27 mronsg 2006 r. N 149-@3

3)®3 «O6 apxuBHOM Jene B Poccuiickoit deneparumy ot 27 oktsiops 2004 1. Ne125-D3

7. Onpenesnenue nousitus '"nokyment", koropoe coorsercreyer 'OCTy P 7.0.8-
2013

1)IOKYMEHT - 3TO MaTepHaJIbHBIN O0BEKT € 3a()UKCUPOBAHHOM HA HEM MH(OpMAaIel B
BU/JIE TEKCTa, 3BYKO3AIMCH WIN N300pakeHus

2)IOKYMEHT - 3TO 3a(MKCHPOBaHHAsl HA MaTepUaIbHOM HOCHTENIE HHPOPMAIHS ¢
PEKBU3UTAMH, MTO3BOJISIOLIUMH €€ UICHTUPHUIIPOBAThH

3)A0KYMEHT - 3TO JJOKa3aTeNbCTBO, JIeIoBas Oymara, CIyKallas JJOKa3aTeJIbCTBOM Yero-
HUOY/b, MMCbMEHHOE CBHJIETEIHCTBO

8. AcnekT, KOTOpPbIN HOCHJI TEPMHH «10KyMeHT» B 18 Beke

1)paBoBoit

2)ympaBiieHY€CKUIA

3)ucropuyueckuit

4)10KyMEHTOBETYECKUI

9. ®yHKUMH, ABJISIOIIHECH 00IIUMH (PYHKUHMAMHI JOKYMEHTA

1)3aneuatinenus nHGopMau

2)XpaHeHus CBEACHUN

3)KOMMYHHUKaTUBHAs

4)nonutudeckas

10. ®yHKIMH, ABIAIOMIAECH YACTHBIMA (PYHKIUSIMU TOKYMEHTA

1)ynpaBneHueckas

2)KOMMYHUKaTHBHAs

3)KynbTypHas

4)mpaBoBast

S)unmeonoruaeckas

11. o pyHKIHOHAJBHOCTH JOKYMEHTA — 3TO KOIla JIOKYMEHT o0/1agaer
byHkunsamMu

1 )ToNMMTHYECKOM 1 UCOIOTUIECKOM

2)0HOBPEMEHHO MHOTHMH

3)npaBoOBOM M HCTOPUUYECKOM

12. ®ukcanus nHGOPMAITUN HA MAaTEPUATLHOM HOCHUTEIE, T.€. IPOIIECC CO3/IaHuUs
JOKYMEHTA — 3TO

13. MarepuanbHbIil HOCUTEIb HHGPOPMALMH O COOBITHUAX U SAABJICHUAX 00bEKTUBHOM
AeHCTBUTEJIBHOCTH U MBICJIMTEIBLHOM eI TeJIbHOCTH Y€JIOBEKA - 3TO

1)nokymeHT

2)dopmymsip

3)cucrtema TOKyMEHTAITU!

4)6naHK TOKyMEHTa

14. ly0mkar, BINKUCKA, OTIYCK - 3TO
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1)xoruu ToOKyMeHTa
2)opuUruHalibl T0KyMEHTa
3)BHYTpEHHUE TOKYMEHTBI
4)BHELTHUE TOKYMEHTBI
15. CBoiicTBO 0(pHIMATBHOIO JOKYMEHTA, cO001aeMoe eMy AeliCTBYIOIINM
3aKOHOJaTeIbCTBOM, KOMIIeTEeHIIMel U31aB1Iero ero OpraHa U yCTAaHOBJIEHHbIM NMOPSIAKOM
ero o(popmJIeHHS - ITO
1)IOTMHHOCTh
2)iopuauueckas cuiia J0KyMeHTa
3)OpUTrHHAIBEHOCTH
4)KONHUITHOCTh
16. AyreHTHYHBIE JOKYMEHTBI — 3TO JOKYMEHTBbI
I)cocraBisieMble B HECKOIBKHX 3K3eMILISIpax
2)umMerolue NoATBEPKIeHNE TONIMHHOCTH
3)nepeneyataHHbIC
4)nonnucaHHbIe
17. lIoKyMeHT, B KOTOPOM He COOTBETCTBYIOT NO/VIMHHUKY HH €r0 CO/lep:KaHue, HU
MaTepHAJbHbIH HOCUTE/b, HH BHELIIHHE NPU3HAKH: MIOYEPK, PUCYHKHU H T.II. - 3TO
l)gactuuno dambcuduIupoBaHHBIN JOKYMEHT
2)OIHOCTHIO (haTbCUPUIMPOBAHHBINA JOKYMEHT
3)NOATIOKHBIN JTOKYMEHT
4)onaenbHbI TOKyMEHT
18. Ilpu 3aBepeHnn KONMHM NPABWIBHO 0(pOPMIIEH PeKBH3HUT «OTMETKa 0 3aBepeHHH
KOIUMW -
1)Bepno:
NHcnekTop otaena kaapos JINYHAs MOIINCH N.N. IlerpoBa
16.03.2015
2)BepHo
WNHcnekTop oTAena KaipoB  JTUYHAS MOAIUCH ITerposa 1.U.
3)Bepno
WNHcniekTop oTaena KaipoB  JIMYHAs IMOIIUCH N.N. IlerpoBa
16.03.2015
4)Bepno
HNucnekrop oTaena kaipoB  JIMYHAS MOANKCH N.N. Iletposa
19. OpuuuaabHBIi JOKYMEHT apXHBa, BOCIIPOU3BOASIINH TEKCT HJIN H300pakeHne
apPXHBHOTI'O JOKYMEHTAa, HO C YKa3aHHEM €ero NMOMCKOBBIX JAHHBIX - HA3BAHMS apXUBa,
HOMepa (OHAA, OIIUCH, e, JJUCTA — ITO KONMHU
1)pykomnucHble
2)(hakcuMHUIIbHBIE
3)3aBepeHHbIE
4)apXuBHBIE
20. JIoKyMeHT, IOJTHOCTHI0 BOCIIPOM3BOAAIIMIA HHPOPMALUIO NTOVINHHOIO
AOKYMEHTA W BCe ero BHEeIIHHE NMPU3HAKH MJIH YaCTh UX, He MMCEIOLIHIl IOpUINYeCcKON
CHWJIBI — 3TO
1)opurunan
2)xonwust
3)¢bunurpanu
4)nyoukar

IIpumepHble kelic-3a1a4u
3agaya 1. CocTaBiieHHe OPraHU3allMOHHO-PACIIOPSIAUTEIbHBIX JOKYMEHTOB
Curyanus:
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IIpencraBbTe cebe, uto Bbl paboTaere B KOMIIAHUHM MMOMOIIHUKOM pyKoBOIUTeNs. Bam
HE00XOJMMO MOJTOTOBUTH MPOEKThI OPraHU3aI[MOHHO-PACTIOPAIUTELHON TOKyMEHTAI[MN

CocraBbpTe IpHKa3 IO pe3ylbTaTaM MPOBEPKU B XOJ€ MHBEHTAPHU3ALMU MAaTEPUAIBHBIX
neHHocTed B cpenHed mkone Ne 1. BmaguBoctoka, mpoeaenHod ¢ 10.09.2015 mo
20.09.2015. B pe3ynbrare mpoBepKu ObLITN BHISBICHBI CYIIECTBEHHBIC HeocTaTku. Heobxonumo
MOBBICUTh  KOHTPOJIb  IpENojAaBaresiel 3a COXPAaHHOCTHbIO IIKOJBHOTO  000OpyJOBaHUS,
aKTMBM3MPOBaTh pabOTy C y4yallUMHUCS IO BOCHUTAHUIO y HUX OEpeKHOT0 OTHOLICHHS K
HUMYILIECTBY.

CocTtaBbTe pacnopspkKeHrne pyKOBOAMTENs 00 OpraHu3alMu JeKypcTBa B MpazJHUYHBIC
aau ¢ 31 nexabpst 2015 rona mo 10 stHBapsa 2016 roma. Ilpeanoxute 3am. aupekropa no AXY
(aIMHUHUCTPATUBHO-XO3AMCTBEHHAsA YacTh) OpraHu3oBaTh coTpyaHukoB 31.12.2015 no 17-00 u
IIPOBEPUTH M OllevaTaTh BCE CiIy:keOHbIe momenieHus. OOsHKUTe MOArOTOBUTh Ha YTBEPKICHHE
rpapuk aexypctBa a0 31 nexaOpst. Opranuzanuio U (GpaMuiIuK JOJDKHOCTHBIX JIMIL YKKHUTE
CaMOCTOSITENILHO.

Odopmute BBIMUCKY M3 MpHKa3za Mo WHBeHTapu3amuu. CocTaBbTe U O(QOPMHUTE aKT O
IIPOBEPKE COXPAHHOCTU JOKYMEHTOB B OpraHHU3aIliH.

CocrtaBbTe U OQOPMHUTE B COOTBETCTBUHU C TPeOOBAHUSAMH MPOTOKOJN 3aceJaHHs COBETa
JUPEKTOPOB AKI[MOHEPHOIO OOIIECTBA O CO3bIBE T'OJIOBOrO 00IIEro cobpanusi akinuoHepos. Ha
3acelaHuM OBLIM OIpenesieHbl MecTo, BpeMs, (opma (ouHas) MpOBEIEHHUsI COOpaHUs, a TakxkKe
YTBEPXJACH CHHCOK KaHIMJATOB, BKIIOYaeMbIX B OIOJUIETEHH Ui TOJIOCOBAaHHUS IO TOBOAY
n30paHus B WIEHBI cOBeTa JUpeKTOpoB. HeoOxonumyro uHpopmaiuio (Ha3BaHUE aKIIMOHEPHOTO
oOmiecTBa, (GamMuwINKM BBICTYIUBIIUX JTOKJIQJAYAKOB WU T.JI.) JOIOJHHUTE CaMOCTOATENIhHO. Bce
PEKBU3UTHl JIOKYMEHTa O(GOpMHTE B COOTBETCTBHM C MOJOXEHUSAMH JECHCTBYIOIIETO
3akonomarenseTBa 1 I'OCT P 6.30-2003.

Kpatkue meronudeckue ykazaHus

Keiic-3amaqa cocTouT M3 4eThipex 3aJaHuil. MakCUMallbHO 3a KeWc-3a7a4y MOXKHO
NoJTy4uTh 7 6asuioB. Bpems, oTBoanMoOe Ha BBHINIOJIHEHUE KeHC-3a/1aui COCTABISET 35 MUHYT.
3anaua 2. CocraBjieHue MHPOPMALMOHHO-CIIPABOYHbIX TOKYMEHTOB.

Curyarus:

[IpencraBpTe cebe, uto Bbl paboTaere B KOMIIAaHWM MOMOIIHUKOM pyKoBoauTens. Bam
HEOOXO0IMMO MOATOTOBUTH MPOEKTHl HH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB:

CocraBbre B cootBerctBur ¢ ['OCT P 6.30-2003 u odopMuTe MONHBIIA MPOTOKOI
3acellaHusl KOJUIETMHM O paboTe oTnaena HHGOpMATH3ALMM 1O OOECIEYEHUIO JeSTeTbHOCTH
yupexJieHusl (Ha3BaHHE YUPEXKACHMs, MECTO M3/aHus JOKYMEHTa M Jp., PEKBU3HUTHI yKa3aTh
camocTosTenbHO). Ha 3aceganum peup nuia 0 HEOOXOAMMOCTH JOTOJHHUTEIBHOTO BBIIACICHUS
KOMITBIOTEPOB /JIsl oTHena uHpopmatuzannu. Coollanock Takke 0 TOM, YTO B OT/EJE€ HOBBIX
pa3paboTOK MPOBOJIATCS MEPONPHUATUS IO YAYYIIEHHIO OpraHu3alMi HH(OPMAIMOHHBIX
npoueccoB. Ha 3acemanuu omoOpeHO OCHOBHOE HampaBlieHHWE pPa0OThl OTAENa W IPUHATO
pelieHre MOpPYYUTh aJIMUHHMCTPATUBHO-XO3SIMCTBEHHON Ciy)kOe TNpHOOpecTH sl OTxaena
nH(popMaTH3aIMH 3 KOMIIBIOTEPA.

CocTaBbTe MNPOTOKONI MPOM3BOACTBEHHOIO COBEIIAHUS PAOOTHUKOB IOPHINYECKOrO
OTAeNa, KOTOpble OOCY)KIalu BONPOC OpraHM3aluud paboThl B OTIENE B CBSI3U C pa3BUTHEM
KOMMEPYECKON JeSITEIbHOCTH U MIPUHSUIIM PelIeHHe 0 HeOOXOAUMOCTH YBETHUUEHHS YUCIEHHOCTH
PabOTHHUKOB IOPUAMYECKOTO OT/IENIa U 00 OCHALIEHUH OT/Ie]a HOBBIMH KOMITbIOTEpaMHU.

Hanumnre noxmagnyro 3amucky Ha uMms pykoBogutens OOO «IIpum-Koncantunr» o
KOMaHJMpPOBaHUH B T. XabapoBCK CTapllero MHXeHepa TexHuueckoro otaena Meanosa U.U.. c
06.10.2012 rozna cpokoM Ha 5 qHEN A7 BBICTYIUIEHHUS C TOKJIaJ0M Ha ceMHHape «COBpeMEHHBIE
CHOCO0OBI ONTUMU3ALNU JJOKYMEHTOO00POTa B KOMMEPUYECKON OpraHU3allumny.

CocraBbre rapantuitHoe nuceMo OAO «busznec-ABromatuka» k OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHWU TOMOIIM B YCTAHOBKE M Haslafike 00OpYIOBaHUS BBIYMCIUTEIHHOTO
LIEHTpA.
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[ToaroroBbTe M O(GOpPMUTE MUCBMO C COOOIIEHHEM O IMPOBEICHUU TOJOBOTO OOIIETO
coOpaHusl aKIIMOHEPOB aKIMOHEPHOTo 00ImecTBa (Ha3BaHUE W CIPABOYHBIC JaHHBIC OOIIECTBa
JIOTIOJIHUTE CaMOCTOSTENBHO). B cooOmennn ykaxute, 4yTo coOpaHHE CO3BIBAETCS B OUYHOM
dbopmMe, orpenenuTe caMOCTOATENbHO MTOBECTKY JIHS, ATy, BpeMsl U MECTO MPOBEJIEHUS TOI0BOTO
obmiero cobpaHusi, HaYal0 M OKOHYaHHE PErHCTpAllMU YYacTHHKOB coOpaHus. HeoOxomumo
yKa3aTh, Kakue JJOKYMEHTBI HYy>KHO UMETh Npu cede (machopT, J0BEPEHHOCTh Ha Iepeady rnpasa
Ha yyacThe B coOpaHmu u 1p.). Bce pekBU3UTBHI JOKyMEHTa O(QOPMHUTE B COOTBETCTBHH C
MTOJIOKCHUSIMH ICHCTBYIOIIETO 3aKkoHoAaTebcTBa U TpeboBanusmu ['OCT P 6.30-2003.

Kpatkue meronudeckue ykazaHus

Keiic-3amaya cocTouT U3 NATH 3a7aHui. MakCUMaIbHO 3a KEHC-3aa4y MOMKHO MOJTYYUTh
7 6annoB. BpeMs, 0TBOIMMOE Ha BHITIOJTHEHHE KeHC-3a7]aull COCTABIISIET 35 MUHYT.
3anaua 3. CocraBjieHHE KaJApOBOM JOKYMEHTallUH

Curyarus:

[IpencraBrTe cebe, uto Brl paboTaeTe B KOMIIaHUU B OTAENE KaapoB. Bam HEoOXommmo
MOJITOTOBUTH MPOEKTHI KAPOBBIX JOKYMEHTOB

Ha ocHOBanuu 3aKIIOYEHHOTO TPYIOBOTO JOroBopa O IpuemMe Bac Ha IOMKHOCTH
MEHe/Kepa 10 TYpU3My B TypucTHUYeCKyio ¢upmMy «boH-Bosxk» odopmure nmpukas mo JMIHOMY
COCTaBy O IpueMe Ha padoty (o yauduupoBaHHoit popme T Ne 1).

CoctaBbTe U 0pOPMUTE XaPAKTEPUCTUKY HA COTPYAHHKA OTAENa KaApOB, MOAMUCAHHYIO
PYKOBOJUTENIEM JTAHHOTO CTPYKTYpHOTO Tonpaszzaenenus. Opranuzaiuio, GaMuanu pabOTHUKOB
YKQKUTE CAMOCTOSITENBHO.

CoctaBbTe U 0OpMHUTE 3asiBICHUE O MEPEBOJE HA IPYryr0 paboTy, B KOTOPOM YKaKUTE
CTPYKTYpHOE€ TIOApa3/ieleHue, IOKHOCTh, IMPH HEOOXOIUMOCTH — OCOOEHHOCTH B pabote
(menonHbIi pabouuii neHb, moyacopas ormjara). Ha ocHoBaHMM 3asBIEHUSI COCTaBbTE MPHUKA3 110
yHu¢umpoannoit popme T Ne 5.

OdopmuTe 3anmuch B TPYIAOBYIO KHHXKKY O TTpUEMe Ha pabOTy U CIPaBKy ¢ MecTa PabOThI
C YKa3aHHeM JOJDKHOCTHU M CPETHEMECSYHOT0 3apaboTKa.

KpaTkue Meronudeckue ykazaHus

Keiic-3amaga cocTtoutr W3 ueThipex 3aJaHuil. MakcuManabHO 3a Keilc-3a/1aqy MOXKHO
noyyauTh 7 6aytoB. BpeMs, oTBouMoe Ha BBITIOJTHEHUE KeHC-3a/1a4l COCTaBIIsET 35 MUHYT.
3agaya 4. UHcTpyKIus 10 1€JIONPOU3BOACTBY

KpaTkue Meronndeckue ykazaHUs

CyTb 3a1aHUs COCTOUT B (POPMUPOBAHUH OPTaHU3AIMOHHOTO JTOKyMeHTa «HCTpyKius
10 JeNIONPOU3BOJICTBY», B KOTOPOM OyIeT OTpakeHbl TpeOOBaHMsS W TMpaBUia BEIACHUS
JIeNIOTPON3BOJICTBA, MPaBUiIa IOKyMEHTUPOBAHUS HHPOPMAIIMH B OpraHU3aIlHH.

MaxkcumalibHO 32 BBINIOJHEHHE WHIWBUIYaIbHOTO 3a/laHUsl MOXKHO MOJXY4HUTh 7 OalljioB.
Bpewmsi, oTBOIMMOE Ha BBITIOTHEHUE 33JaHUsI COCTAaBISIET 15 MUHYT.

4.3. OneHo4YHbIe CPEACTBA A/ IPOMEKYTOYHOM aTTeCTAlMH.

4.3.1. ®opMupyeMbie KOMIIETEHIIMH ¢ YKa3aHUEM 3TanoB ux GopMupoBaHus B
npouecce 0CBOeHHs1 00pa30BaTe/IbHOI MPOrpaMMBbl.

Kon HanMmeHnoBaHue Kon HaumeHnosanue JTamna OCBOEHUSI

KOMIIETEH [KOMIETEHIIMN HTama KOMITETECHITHH

U1 OCBOCHUS

KOMITETEHITHH

OIIK-6 CIIOCOOHOCTBIO pemats(OI1K-6.3 CrnocoOHOCTh ~ MPUMEHSITH  OCHOBBI
CTaHJapTHbIE 3a/1a4n JTOKyMEHTOBEICHUS u
podeccuoHanbHON NIeIONPON3BOJICTBA, MH(POPMAIIIOHHOM
NESATEIbHOCTH  HAa  OCHOBE u  Oubimorpauveckoil  KyJIbTYpHI,
1HGbOPMaITMOHHOM U 1H(GbOPMaIIMOHHO-KOMMYHHUKAIIMOHHBIX
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oubmmorpapudeckon

TEXHOJOT U C Y4CTOM OCHOBHBIX|

KYJIbTYpbl C TPUMEHEHHUEM TpeOOBaHMI nH()OPMAITMOHHON
MH(POPMAITUOHHO- Oe3zomacHoCTH
KOMMYHUKAIIMOHHBIX
TEXHOJIOTUA M C Y4ETOM
OCHOBHBIX TpeOOBaHMI
MH(POPMAITTOHHON
06€30MacCHOCTH

[K-8 crocoOHOCTh  ocymecTBIATH|IIK-8.1 3HaTh BUBI U (POPMBI HHPOPMAITHOHHO-
KOMMYHHUKATHBHYIO KOMMYHHKAI[TOHHBIX TEXHOJIOTUH,
NEeSITeTbHOCTH, OCHOBAaHHYIO MCTIOJIb3YEMBIX ISt 00paboTKH

Ha  BJaJCHMM  HaBBIKAMH
OCYIIIECTBIICHUS
B3aUMOJICHCTBHS MEXITY
roCyIapCTBEHHBIMU U
MYHUITUTIAILHBIMA  OpTaHaMH
I3 X CTPYKTYPHBIMU
[MOIpa3ICICHUSIMH, a TaKXKE C
rpakJaHaMy,  HWHCTUTYTaMH
rOCyJapCTBEHHOW BIIACTH H
YIIPaBJICHWS, WHCTHTYTaMH
rPaKIAHCKOTO O00IIecTBa B
LIEJISIX OCYIIIECTBIICHUS
roCcyIapCTBEHHOTO n
MYHHIIUITAJILHOTO YIIPaBICHUS
)4 obOecIieueHus €ro
A (HEeKTUBHOCTH;
dhopMHpOBaHUS TO3UTUBHOTO
MMHUIKa TOCYJApCTBEHHOW U
MYHUITUATIATEHON CITYXOBI;
y4acTUsl B  YCTaHOBIICHUU
EJIOBBIX CBsI3el 151
OpraHM3aIMH COTPYIHUICCTBA
c Pa3IUYHBIMH|
rOCyIapCTBCHHBIMH,
00IIIeCTBEHHBLIMH,
PEIUTHO3HBIMH,
HEroCyIapCTBEHHBIMHU u
WHBIMH ~ OpPTaHHM3AIMSIMH, 4
TaKKe TS OKa3aHus
rOCyIapCTBEHHBIX 51
MYHUITUTIATLHBIX YCIIYT,
oOecrieyeHUsT KX BBICOKOI'O
KauecTBa U I(PPEKTUBHOCTH
NEATEIbHOCTH 110 OKa3aHHIO

roCy/apCTBEHHBIX 17
MYHHIIAITATEHBIX yCIyr
HACEJICHUIO M OPTaHU3aAISIM C
[IPUMECHEHUEM B
po¢eCCHOHATLHON

e TeIbHOCTH
nH(OpPMAITMOHHO-

JOKYMCHTOB U ACJIOIIPOU3BOACTBA
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KOMMYHUKAIIMOHHBIX
TEXHOJIOTUA € Y4YETOM HX
B3aUMOCBSA3CH U IEPCIICKTUB
MCITOJIb30BAHMUS.

IToka3zaTenun u KPUTECPUHA OLNCHUBAHUA KOMIIETEHIIUH ¢ YueToM Tama ux

(hopmMupoBanus
DTtan 0CBOCHHUS [Tokazarens ouenuBanusi| Kpurepuii olieHMBaHUs CpenctBa (MeTO/IBI)
KOMIETECHITUH OLICHUBAHUS
OIIK-6.3 Ymeer opopmisATHOHOpMIIEHBI 3adeT B yCTHOH Qopme
CnocoOHOCTh oduMaTbHbIE nopuIaIbHbIE 51
OPUMEHSTh OCHOBBI |IETIOBBIE MUCHbMa,IeJIOBbIE MUCHhMa,
JOKYMEHTOBEJICHHUSI U |IOTOBODPBI, JPYTUEIOTOBOPHI, JIpyTHe
JIEJIONPOU3BO/ICTBA, pacnpoCTpaHEHHBIE pacrpocTpaHeHHbIE
UHGOPMAIIMOHHON U |JOKYMEHTHI, ITOKYMEHTHI,
6ubimorpauyeckoil  |OCYyIIECTBISATh OCYIIIECTBIIEHO
KYJbTYpBI, JOKYMEHTOO000pOT UIETIONPOU3BOJICTBO B
UH(POPMAITUOHHO- JIEJIONPOU3BO/ICTBO BOpraHU3aluu
KOMMYHUKAIIHOHHBIX  |OpTaHU3aIIH
TEXHOJIOTUH C Y4YETOM
OCHOBHBIX TpeOOBaHUI
UH(POPMAITMOHHON
0e30nacHOCTH
ITK-8.1 Onpenenser Buabl, TUNBIOPEIEICHbI BUJIbL3a4eT B YCTHOU (opme Y|
3Hath BUIBI U (OPMBI MHPOPMALTMOHHO- TUMBl  MH(GOPMALMOHHO-B (hopMe perieHus: Keiic-
MH(GOPMAIIMOHHO- KOMMYHUKAITHOHHBIX KOMMYHHUKAIIHOHHBIX 3aja4y
KOMMYHUKAIIUOHHBIX  [T€XHOJOI'UH, TEXHOJIOTUH,
TEXHOJIOTUH, CIEIMaJIbHbIE CPEJICTBA HCIIELUaIbHbIE CPEICTBA U
UCIIOJIb3YEMBIX JUISL METOJIBI cbopa €TO/bI cbopa y
00pabOTKU JOKYMEHTOB [IEPBUYHON  0OpabOTKUNEPBUYHON  00pabOTKH
U JIeJIONPOU3BOACTBA  [MH(pOpPMALUH, eéuH(popmanuuy, ed
aHaM3a, aHa/IM3a,
CHUCTEMAaTU3aLun UCcHCTEMaTU3aIH )i
rpeoOpazoBaHus, rpeoOpa3oBaHus,
MCIIOJIb3YEMBIX JUISAMCIIONb3YEeMbIX U]

1 ACJIOIIPOU3BOACTBA

00paboOTKH  JOKYMEHTOBOOpPAaOOTKM JTOKYMEHTOB

ACJIOMPONU3BOACTBA

4.3.1. IlpuMepHbIe BONPOCHI sl 3a4€Ta M0 TUCHUILJIMHE

1. OO0macts

IMPUMCHCHUA

IoCT P 6.30-2003

OpFaHI/I3aI_II/IOHHO-paCHOpSI)IHTG.HBHOﬁ JOKYMCHTAIIUW).

2.

3
4
5
6.
7
8
9
1

2

CocraB pekBu3uToB 1okyMeHTOB 1o ['OCT P 6.30-2003.
. Ponb n 3HaueHne 1OKyMEHTHOM MH(OpMALIUU U JEIOTPOU3BO/ICTBA.
. TpeboBanus k 0ohopMIICHHIO PEeKBU3UTOB € 15 mo 18.
. TpeboBanus k ohopMIIeHUIO peKBU3UTOB ¢ 1 10 7.
TpeboBanus k 0HOPMIICHHIO PEKBU3UTOB ¢ § 110 14.

. TpeboBanus x opopmienuto 19 pexkBusura.

. TpeGoBaHus K 0POPMIIEHUIO PEKBU3UTOB 22 1 23.

. TpeboBanus x opopminenuto pekBu3utos 20 u 21.

0. TpeGoBaHus Kk 6J1aHKaM JTOKYMEHTOB ¥ O(DOPMIICHHIO TOKYMEHTOB.

1
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11. TpebGoBaHUsI K H3TOTOBJIEHUIO, YUYE€TY, MCIOJb30BAHUIO M XPAHEHUIO OJaHKOB C
BocnpousseneHueM ['ocynapcteennoro I'epdba PO u ['epba CyobekroB PO.

12. TpeGoBanus kK 0pOpMIICHHIO PEKBU3UTOB € 24 110 30.

13. Cxema pacnonioxXeHusi peKBU3UTOB JOKYMEHTOB YIJIOBOro OiaHka Ha ¢opmate A-4
cornmacHo 'OCT P 6.30-2003.

14. Anroput™ cOCTaBIIEHUs TOKYMEHTOB.

15. Cxema pacrnoio)keHus: peKBU3UTOB JOKYMEHTOB IIPOIOJIBHOTO O1aHKa Ha opmate A-
4 cormacao I'OCT P 6.30-2003.

16. Un(popManinoHHO-CIIPABOYHBIE TOKYMEHTHI.

17. Opranu3anmoHHbIE JOKYMEHTBHI.

18. PacniopsiautenbHble JOKYMEHTHI.

19. JIokyMEHTBI 110 TUYHOMY COCTAaBY.

20. 3aHeceHue B TPYIOBYIO KHIKKY CBEJICHUI O paboTe, HarpakJIeHUAX U MOOIIPEHHUSX.

21. Ilpukassl O TUYHOMY COCTABY.

22. BKkiagpslll B TPYAOBYIO KHIKKY.

23. TpynoBble KHWXKKU: OOpMIIEHUE, BE/IEHUE, BblJaya MpY YBOJIbHEHUH, yUET.

24. Jly6nukar TpyIOBOUW KHUKKH.

25. Opranuzanus J0KyMEHTO000pOTa Ha IPEAIPUSTHH.

26. JInunsle gena.

27. JInunble kapTouku 1o gopme T-2.

28. Perucrtpanys U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

29. O6paboTKa MOCTYMAIINX B OPTaHU3AIUIO TOKYMEHTOB.

30. O6paboTKa OTIPABISAEMbIX U3 OPraHU3AIMH JOKYMEHTOB.

31. CocTaBiieHE HOMEHKJIATYPbI JIE]T.

32. ApXuB OpraHu3aluu.

33. ®opmupoBaHue Jed.

34. JIokyMeHTHI ¢ OrpaHHYEHHEM JO0CTymHa: Kiaccudukauus mo rpudy orpaHu4eHHOro
J0CTyna, Ledb  3alMThl  KOH(QUICHIMATbHOM  HHQOpMAllUM, TEpeYeHb  CBEJIEHUIl
KOH(UACHIIUAIBHOTO XapaKTepa, 00ecredeHue 3aluThl.

35. IloaroroBka JOKyMEHTOB K ApXUBHOMY XPAaHEHHUIO.

36. Opranuzanus coBelIaHni, KOHpepeHIN, coOpaHuil.

37. Benenne Aenonmpou3BOICTBA, OOECIICUMBAIONIETO YUET U COXPAHHOCTh JIOKYMEHTOB,
cofieprKaIluX KOH(PpHUICHINATbHYIO HH(DOPMAIIHIO.

38. Jlenonponu3BOICTBO YUPEKIACHHUS.

39. IlpumepHas HOMEHKIJIATypa € YUpexkKACHU

Tunosble 3a1a4u 115 3a4eTa

BBIOMPAIOTCS M3 3ajad, MpeIHA3HAUYCHHBIX ISl CAMOCTOSATENILHOU paboOThI (KOHTPOJILHBIE
paboThI).

IIxaj1a oneHUBaAHUA

Onenka 3HaHMN, YMEHUH, HaBBIKOB MPOBOAMUTCS Ha OCHOBE OaNIbHO-PEHTHHIOBOM
cuctembl: 30% u3 100% (wnu 30 6amnoB u3 100) - BKJIaa B UTOTOBYIO OLIEHKY IO pe3yjbTaTaM
MIPOMEXYTOUHOM aTTeCTaIlH.

[lpn omeHmBaHMM OTBeTa OOYYAIOMIETOCS B XOJE€ MPOMEKYTOYHOW aTTECTAI[MH MOXKHO
OIUPAThCS HA CIAENYIONINE KPUTEPUH:

banbl Kputepuii oneHkn

6-30 OOyyaromuiicss TOKa3bIBaeT JOCTAaTOYHBIH YpPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTeprajoB 3aHATHHA, YIeOHOW M METOAWYECKOW JIUTEPaTyphl, 3aKOHOJATEIbCTBA U
NPAaKTUKK €ro NMPUMEHEHHUS. YBEPEHHO M MPO(PECCHOHATIBHO, TPAMOTHBIM SI3bIKOM,
SICHO, YETKO W TOHATHO M3JIaraeT COCTOSHHE M CYTh BOIpOCa. 3HAeT HOPMATHBHO-
3aKOHOJATENbHYI0 M  IPAaKTUYEeCKyl0 0a3y, HO TIpd OTBETE€ JOMYyCKaeT
HECYyIIeCTBEHHbIC NOrpentHOCTH. OOyJalonMicsl MOKa3bIBACT JIOCTATOYHBIH YPOBEHb
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npodeCCUOHANBHBIX 3HAHUH, CBOOOIHO ONEPHPYET MOHATHUSMHU, METOAAMHU OLIEHKU
NPUHATUS PEUICHUH, UMeEEeT MPEACTABICHHE: O MEXIUCHUIUIMHAPHBIX CBA3SX,
YBSI3BIBACT 3HAHMS, IOJIyYEHHBIE NPU HU3YYEHUM PA3JINYHBIX IUCLUUIUIMH, yMEET
aHAIM3UPOBATh MPAKTHUYECKUE CUTYallUH, HO JOIYCKAaeT HEKOTOPBIE MOIPEIIHOCTH.
OTBeT NOCTPOEH JIOTMYHO, MAaTepHall M3J1aracTcsi XOPOUIMM S3BIKOM, IPUBIIEKAETCS
MHGOPMATUBHBIA M WUIIOCTPUPOBAHHBIA Marepuall, HO TNpPU OTBETE JIOMYyCKaeT
HEKOTOpbIE MOTPEIIHOCTH. Bompockl He BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYAHEHUI.

0-5 OOyyvaronuiicss TIOKa3bIBaeT clladble 3HAHUS MATEPUAIOB 3aHATHH, Yy4eOHOH
JUTEPATyphl, 3aKOHOJATENIbCTBA M MPAKTUKH €ro NPUMEHEHUs, HU3KUU YypOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3JIOKeHue Bompoca. OOydaroIuiics MOKa3bIBAET
cnalblii  YpOBEHb TPOPECCUOHANBHBIX 3HAHWW, 3aTPYAHSETCS TpPU aHAIH3E
MPaKTUYECKUX cuTyanuil. He Moxker mpuBecTH NMpuUMeEpbl U3 peanbHON IMPaKTHKH.
HeyBepeHHO M JIOTMYECKH HETNOCIEN0BAaTEIbHO M3JaraeT marepuas. HempaBuiabHO
OTBEYAET HA BONPOCHI WIIH 3aTPYIHSIETCS C OTBETOM.

[Ikana nmepeBoa U3 MHOTOOAITBHOI CUCTEMBI B TPAIUIIMOHHYIO:

- 00yuaromeMycsi BRICTABIISIETCS OIICHKA «HE3aYTeHO» €ClIM 00ydJaroluiics Habpail MeHee
50 6amnos,

- OLIEHKA «3aYTEHO» BBICTABJISIETCS MPU YCIOBHUHM, €CiIU oOydaromuiics Habpan oT 50 1o
100 6amnos;

100 GanyoB BBICTABISIETCS TPU YCIOBHM BBINIOJHEHMs BCEX TPeOOBAHMH, a TaKkKe IMPH
00s3aTeTTbHOM ~ TIPOSIBIICHMH TBOPYECKOTO OTHOWICHUS K TIPEIMETy, YMEHHH HaXOJHUTh
OpUTMHAJIbHBIE, HE COZAEpKaIIMecs B Y4eOHHKaxX OTBETHI, YMEHHUH DPabOTaTh ¢ MCTOYHHUKAMH,
KOTOpBIE COZEpIKaTcsl JOTOJHHUTENBHON JHTepaTtype K Kypcy, YMEHHH COCAMHSTH 3HAHUS,
MOJTy4YEHHBIE B JIAHHOM KypC€ CO 3HaHUSIMH JIPYTUX JUCIUTUINH.

4.4. MeToanuecKkue MaTepuaJibl

OnennBanne 0O0y4arOIIMXCS B TPOIECCE MOITAITHOTO OCBOCHUS HMH KOMITETCHIWH,
(dbopMupyeMbIX TaHHOM TUCIUILUIMHON ocyllecTBseTcs B (hopMe 3a4eTa, KOTOPBIN Mpeanoiaraet
OLICHHMBaHWE 3HAHUN C MOMOIIBI0 YCTHOTO COOECEIOBAaHUS IO Y3JIOBBIM BONpPOCAaM 3HAHUU U
OlLICHMBaHUE YMEHUI 1 HaBBIKOB I10 pe3yJbTaTaM pelIeHusl Keic-3a1auu,

3HaHUS W yMEHHUs OOydalolIerocs Ha 3ayeTa OLEHUBACTCS MO IMIKalle «3a4TeHO-He
3a4TEHOY.

5. Meroauuyeckue ykazaHus JJisi 00y4arOmUXcsi M0 OCBOCHUIO M CHUIJIMHBI (MOTYJIsSA)

VYcnemHoe ocBoeHue Kypca «JloKkyMeHTalmoHHOe oOecriedeHne U JeTONPOU3BOJCTBO B
TrOCYyJJapCTBEHHOM U MYHHUIHMIIAJLHOM YIPABJICHUN» TMPEIOoJIaraeT aKTHUBHOE, TBOPUYECKOE
ydacTue oOydarommxcss BO Bcex (opmax ydueOHBIX 3aHSITUH, OMpPENSNCHHBIX s JaHHON
JUCITUTUTUHBL.

CamocTosTenbHass paboTa 0Oydaroluxcs MpeArnoyiaraeT H3y4eHHe B COOTBETCTBHUH C
JAHHBIMH  METOIUYECKUMHU PEKOMEHJANMUSIMH Yy4YeOHBIX MAaTepUAIOB, HWHTEPHET-PECYPCOB;
BBITIOJTHEHHE JIOMAIIHUX KOHTPOJBHBIX 3aJjaHUil, MOAroToBKa pedepara Mo OAHOM U3 TeM Kypca,
MOJITOTOBKA JIOKJIaza B OopMe YCTHOTO COOOIIEeHUs TI0 TeMe pedepara.

Jl1s ycrienmHoro yeBO€HUS JaHHOW JUCIMITTUHBI 00y4JaIOIIHIICs TOJIKEH:

. IIPOCIIYIIATh KypC JIEKIUHI 110 TaHHON AWCLUILINHE;

o BBITNIOJIHUTD BCE 33JJaHUs], pACCMaTpUBAeMble HA MPAKTUYECKUX 3aHATHIX;
o BBITIOJIHUTB BCE JOMAIIIHUAE 3aJJaHus, I0JIy4aeMble OT MpenojaBareris;

o NOJATOTOBUTH TOKIAL;

o MOJITOTOBUTH pedepar.
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Metoauveckne peKOMEHIAUMHU 110 OCBOEHHIO JIEKIIMOHHOI0 MaTepuaJjia

Jlexuust sBiseTCsT Uil OOYYarOMIETOCS BaXXHOW (DOPMOM TEOPETUYECKOTO OCBOCHUS
KOHKPETHOW TEeMbI WJIM BOMpOCa MUCHUILTUHBL. Ha Jexkmusx oOydaromiuecs MONydaloT caMble
aKTyaJbHBICE W HEOOXOTUMBIC JTaHHBIC MO KOHKPETHBIM TEMaM HW3ydaeMOW JHUCIUTUIHHBI, BO
MHOTOM JIOTIONTHSIOIIUE YIeOHUKH U yueOHbIe TOCOOMS, a MHOT/IA Ja’Ke X 3aMEHSIOIIHE.

PabGora Ha nexumuuM SBIASETCS OYCHHb BAXKHBIM BUIOM CTYIEHYECKOW IEATEITHHOCTH MJIS
W3yYeHUs JUCUUIUIMHBL. YMEHHE CTYACHTa COCPEJOTOYCHHO CIyIIaTh JEKIWH, AaKTHUBHO,
TBOPYECKH BOCTIPHMHHMATh W3JIara€MbI€ CBEJICHUS SIBIISIETCS HEMPEMEHHBIM YCIOBHEM HX
ITyOOKOTO M TPOYHOTO YCBOCHHS OOIIEKYIBTYPHBIX U MPO(GECCHOHANBHBIX KOMIIETEHIUH, Ha
KOTOpBIC HalleJIeHa JUCITUTUTHHA.

BuuMarenbHOe ciymaHue W KOHCIIEKTHPOBAaHWE JICKIMHA TPErojaraeT WHTEHCUBHYIO
YMCTBEHHYIO JICSITEIbHOCTh CTyAeHTa. KOHCIEKT sBISETCS TMOJIE3HBIM TOT/A, KOTJa 3alriCcaHo
camoe CYIIECTBEHHOE, OCHOBHOE. DJTO JOJDKHO OBITH CHAENaHO CaMHM CTyaeHToM. He Hamo
CTPEMHTHCSl 3amucaTh JOCIOBHO BCIO JICKIHIO. 3amKCh JIEKIMA PEKOMEHIYeTCS BECTH TI0
BO3MOXKHOCTH COOCTBEHHBIMH (hOpMynHpoBKaMu. KOHCHEKT nydlle Mmoapa3femsTh Ha MyHKTHI,
naparpadsl, cobmrofas KpacHyr CTpoky. [IpuHImmuanbHble MecTa, ompeneiacHus, (HOopMyIIbI
CIIeTyeT COMPOBOXKIATh 3aMeYaHusMU: "BakHO", "0co00 BaxHO", "XOpOIIO 3allOMHUTH" W T.I.
WM TIOMYEPKUBATh KpacHOU pyukoil. llemecooOpa3Ho pa3paboTath COOCTBEHHYIO CHMBOIIHKY,
COKpAIIICHHSI CTIOB, YTO TTO3BOJIUT CKOHIICHTPUPOBATh BHUMAHKE CTY/ICHTA Ha BAKHBIX CBEICHUS.

[IpocnymmuBanue M 3aMucCh JEKIHUH MOXXHO TPOW3BOJIUTH TPU TIOMOIIH COBPEMEHHBIX
YCTPOKUCTB (IUKTO(POH, HOYTOYK, CMapT(oH U T.I1.).

st ynoGceTBa BOCTIPUSITHS TEOPETUUECKOTO MaTepraia Kaxaasi JEKIUs COMPOBOXKIAETCS
AIIEKTPOHHOM Mpe3eHTaIlel, KoTopas M0 OKOHYaHWU 3aHSATHUS MepechUIacTcsl 00ydJaroumcs B
ANEKTPOHHOU (opme.

PaGoras Ha KOHCIIEKTOM JIEKIIHA, BCET/a CIeAyeT UCIOIb30BaTh HE TOIBKO YIEOHUK, HO
U Ty JUTEPATYpy, KOTOPYIO IOMOJHUTEIHLHO PEKOMEHIOBAI JIEKTOpP, B TOM YHCIIE HOPMATHBHO-
MIPABOBBIE AaKTHl COOTBETCTBYIOIIEH HampaBlIeHHOCTH. VIMEeHHO Takas cephe3Has paboTa Ha
JEKIHSIX U C JIEKIIMOHHBIM MaTepHUaioM TIO3BOJIUT TTyOOKO OBNIAJETh 3HAHUSIMH U CHOPMHUPOBATH
npodeccuoHallbHbIE KOMIIETCHITUH.

[Ipu mpopa®oTKe JIEKIIMOHHOTO MaTepuajia CJIeIyeT WMETh B BHJY, YTO B JIEKIHAX
packpblBaloTCs Hauboyiee 3HAYMMBIE TIOJIOKEHUS H HWACH JUCIHIUIMHBL, KOMIUIEKCHOE
(dbopMupoBaHUe HEOOXOJUMBIX KOMITCTCHIIMA TPOUCXOAUT B XOJC MPAKTHYSCKHUX 3aHITHUH H
CaMOCTOSITENLHOM PaboThl HA/l YUeOHBIM MaTepUATIOM.

Mertoauyeckne yka3zaHusi 10 TIOATOTOBKE K CEMHUHHAPCKMM 3aHITHSIM [0
AUCHHUILINHE «/[OKyMEHTALMOHHOE o0ecleyeHue M 1eJI0NPOU3BOJACTBO B IOCYIapCTBEHHOM
U MYHHIHNAJTbHOM yYIPABJIEHUI

Jlns  ycmemiHoro YCBOGHHsI JAMCHUIUIMHBI  «JloKyMeHTalmoHHoe oOecreueHue u
JIEOTIPOU3BOICTBO B TOCYJAPCTBEHHOM M MYHHUIIMITAIILHOM YIPABJICHUW» OOYJArOIITHICS
JOJKEH CUCTEMAaTHYeCKU TOTOBUTHCS K CEMHHAPCKUM 3aHATUSAM. J1Ji TOro HEOOXOAUMO:

1. ITo3HaKOMUTBCS C TIJITAHOM CEMHHAPCKOr0 3aHSTHUS;

2. V3yunTh COOTBETCTBYIOIINE BOMPOCH B KOHCIIEKTE JICKIIHI U Pa3aTOYHOM MaTepHare;

3. OTBeTUTH Ha BOMPOCHI, BHIHECEHHbIE HA 0OCYXKIEHUE;

4. CucremaTu4ecKd BBITIONHATH 3aJ@aHUSl  TPEMOJAaBaTelNis, MpeagaraeMble s
BBITIOJIHEHUS BO BHEAYTUTOPHOE BPEMSI.

B xome cemMwHAapCKHUX 3aHSATHI CTYAEHTBHI TOJ[ PYKOBOJICTBOM TIpENoaBaTelsi MOTYT
pacCMOTPETh pa3IMYHbIE TOYKHM 3PEHHUS CHEIHUAINCTOB IO OOCYXKIaeMbIM TMpOOIeMaM.
[TpoomKUTENBHOCTS TOATOTOBKY K CEMUHAPCKOMY 3aHITHIO JIOJDKHA COCTABISITH HE MEHEE TOTO
o0bemMa, YTO OIpeAesieH0 TeMAaTHYECKUM IUTAHMPOBAaHHWEM B pabodeil mporpamMme, TO €CTh
npuMmepHo 3-4 yaca B Hegento. CeMHHapCKuE 3aHATUS TO JUCHHILTUHE «JloOKyMEeHTalMmoHHOe
oOecrieueHue u JACIOMPOU3BOJICTBO B TOCYIAPCTBEHHOM W MYHUIIUIIAILHOM YIIPABJICHUI» MOTYT
MIPOBOJIUTHCS B PA3IUYHBIX (PopMaXx:

o YCTHBIE OTBETHI HA BOIIPOCHI IIPETIOIaBaTels [0 TeME CEMUHAPCKOTO 3aHSTHS;
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L4 IMUCBbMCHHBIC OTBCTHI HAa BOIIPOCHI IIPLCIIOAABATCIIA,

. BBITIOJIHEHUE MTPAKTUYECKUX 3aIaHUH B IOJrpyImnax

. IpyNIoBoe OOCYXJIE€HHE TOW WIM HUHOW NpoOJeMbl MOJ PYKOBOJICTBOM U
KOHTPOJIEM MPETOAABATENS;

. 3acIyIIUBaHUS U 00CYKIEHUE TOKIIA/IOB;

. BBITIOJTHEHNE TECTOBBIX 3a/IaHHM.

[TonroroBka Kk CEMMHAPCKUM 3aHITHUSM JIOJDKHA HOCUTh CUCTEMATUYECKUN XapakTep. ITO
MO3BOJIUT OOYyYarolEeMycCsl B MIOJTHOM OObEeME BBINOIHUTH BCe TpeboBaHMs mpenofaBaresns. s
nonyyeHus 6osee rIyOOKUX 3HAHHUM 00ydaroluMCsl pEKOMEHIYeTCsl M3ydaTh Kak OCHOBHYIO, TakK
U JIOMOJIHUTEIBHYIO JINTEpATypy, a TaKKe 3HAKOMUTHCS ¢ UCTOYHMKamMu B MHTepHeTe (CrHCOK
MpuBeIeH B paboyeil mporpaMme o AUCIUILUINHE).

MeTtoauyeckne ykazaHus o0 NMOATOTOBKeE T0KJIA/0B:

[TonroroBka oOy4arOmMXCS K ONPOCY MpEArnoiaraeT H3y4eHHEe B COOTBETCTBUU
TEMATHKON JUCIMILTUHBI OCHOBHOW/ JOTIOJIHUTEIBHON TUTEpaTyphl, HOPMATUBHBIX JOKYMEHTOB,
HMHTEPHET-PECypPCOB.

OOyuaromuiicss TOTOBUT JIOKJIA B (POpME YCTHOTO COOOIICHHUS 10 TeMe JUCIIUILTHHBIL.

[TpenmnaraeTcs cnemyromas CTpyKTypa JI0KiIaa:

1. Beenenue:

— YKa3bIBaeTCsl TEMA U LeNb TOKIA/a;

— o0o3HauaeTcst mpoOIeMHOE TI0JIe, TEMAaTHYECKUE Pa3Iesbl JOKIaa.

2. OCHOBHOE€ coJiep>KaHuE JTOKJIajIa:

— TIOCJIEIOBATENIbHO PACKPBIBAIOTCS TEMAaTUYECKUE Pa3/eibl JOKIaaa.

3. 3akiroyeHue:

— MPUBOSTCS OCHOBHBIE PE3YJIbTAThl U CYXKJEHUS aBTOpa I10 MOBOAY ITyTEH BO3MOKHOTO
pEeIIeHUs] PACCMOTPEHHOM MPOoOIeMBI, KOTOPBIE MOTYT OBITH O(POPMIIEHBI B BUJIE PEKOMEHIAITHIA.

Metoauyeckne peKOMeHIAUMHU 110 PellIeHNI0 Kelic-3a1a4

Keiic-3amaua, keiic (case) — 3T0 KOHKpETHas MpaKkTHUeCcKasi CUTYyallusl, pacCKa3bIBAIOIIas O
TOM WJIM UHOM TIPaBOBOM CUTYyAIIMH, B KOTOPOH 3a4acTylO 3aJI0KEeHa HeKasi mpodsiema.

AHanu3 MpaBOBOW  CHUTyallUd IelecooOpa3HO HayWHATh C BBISBICHUS MPHU3HAKOB
3aKOHHOCTH Y TIPABOHAPYIIIEHUM B OCTABJICHHOU MpoOieme;

KoppexTHas mpaBoBasi ocTaHOBKa MpoOIeMbl TpeOyeT SICHOCTH, YETKOCTH, a TJIaBHOE
YETKOCTH TPABOBOM (DOPMYITUPOBKH;

Yenex B pemieHUH MpoOJIeMbl 3aBUCUT OT BBIPAOOTKH Pa3IUYHBIX MPAaBOBBIX CIIOCOOOB
JEUCTBUM B TAHHOM CUTYallUU — IIPABOBBIX AJIbTEPHATHB;

HeoOxomumbIM ycrioBUEM AJIsl IPUHITHS OKOHYATETTLHOTO PEIICHUS SBIISIETCS BBISIBICHHE
HOpM TIpaBa pelIeHHs MpoOIeMbl — TPEOOBAHMIA K COJEPIKAHUIO MPABOBBIX AIBTCPHATHB U WX
000CHOBAHHE;

[Ipu BBIOOpE TIPABOBOTO HYXHO ONHPAThCS KaK Ha HWCTOPHYSCKHA aHAIU3
MOJIOKUTENBHBIX W OTPHUIATENbHBIX TOCIEICTBUN KaXJ0ro, Tak M Ha IMPaBOBOM aHAIU3
HEOOXOMMOCTH OCYIIECTBICHUS PEIICHUIA;

[Ipu cocrtaBieHnH MNpPaBOBOM MPOLEAYPHl pPEIICHUS  HYXKHO OpPHUEHTUPOBAThCS Ha
MepBOHAYATBHBIC 1I€JIU U PEATbHOCTh €€ BOILIOIICHHUS.

Ha manHOoM sTame mocie mpe3eHTaluu pelieHuil Bo BpeMsi OOIIed TUCKYCCHU MOKHO
pEKOMEHI0BaTh 0OCYIUTH 4 BOTpoca:

[Touemy cuTyalus BBINJISIAUT Kak auaemMma?
Kro npunuman pemenus?
Kakue BapraHThI penieHus UMeIu MecTo?
Urto Hamo ObLIO Aenats?
MeTtonnyeckne peKOMeHAAINHU 110 BHINOJIHEHHIO TECTOBBIX 3a/1aHU

JI71st BBITIOJTHEHUST TECTOBOTO 3aJIaHUs, MPEXKJIE BCETO, CIEIYeT BHUMATEIBHO MPOYUTAThH

MocTaBJIeHHBIH Borpoc. [lociae o3HaKOMIIEHHS C BOIPOCOM CJEAyeT MPUCTYHaTh K MPOYTEHHUIO
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npeyiaraéMbIX BapMaHTOB OoTBeTa. HeoOXonuMo npounTaTh Bce BapUAHTHI MU B KaueCTBE OTBETa
cieqyeT BbIOpaTh JIMIIL OOWUH UHAEKC (uudpoBoe 0003HAYEHHE), COOTBETCTBYIOIIMIA
IIPaBUJIBHOMY OTBETY.

TecTbl cocTaBiieHbl TaKUM 00pa3oM, 4TO B KaKJOM M3 HUX MPAaBUIbHBIM SIBISETCS Kak
OJIMH, TaK W HECKOIbKO BapuaHTOB. BbiOOp momkeH ObITH cAelaH B MOJb3y Hauboiee
MIPABUJIBHOTO UJIM MPABUIbHBIX OTBETOB.

Ha BbInosiHEHME TecTa OTBOAMUTCS OrpaHHYeHHOE BpeMsa. OHO MOXKET BapbUpPOBATHCS B
3aBHCHUMOCTH OT YpPOBHSI TECTHUPYEMBIX, CIOKHOCTH M oObeMa TecTa. Kak mpaBmiio, Bpems
BBITIOJIHEHHS TECTOBOTO 3aJjaHusl onpenensercsa u3 pacuera 30-45 cekyHa Ha OMH BOIIPOC.

Kputeprn o1eHKHM BBIITOJHEHHBIX CTYJEHTaMHU TECTOB ONPEIEINAIOTCS IMpernojaBareieM
CaMOCTOSTENbHO. PEKOMEHYIOTCS CIIEAYIONINE KPUTEPUH OLIEHKU:

1. 85% — 100% mpaBUIBLHBIX OTBETOB — «OTIIMYHOY,

2. 66% — 84% NpaBUIIBHBIX OTBETOB — «XOPOLLIO»;

3. 50% — 65% npaBUIIBHBIX OTBETOB — «YAOBJIETBOPUTEIHHOY;
4. meHee 50% MpaBUIIbHBIX OTBETOB — «HEY/IOBJIETBOPUTEIILHOY.

[Ipu monaBeAeHWM WTOTOB IO BBIIOJIHEHHOW Pab0OTe PEKOMEHIYETCS MPOaHATU3UPOBAThH
JIOTYIIIEHHBIE OMIMOKH, TPOKOMMEHTHUPOBATh UMEIOIIIMECS B TECTaX HEMPABUILHBIC OTBETHI.

6. YueOHas muTepaTtypa u pecypchbl HHPOPMALMOHHO-TEJIeKOMMYHHKAIIMOHHOM CeTH
"UHTepHeT", BKIIOYAS NepeYeHb Y4eOHO-MeTOAMYECKOro odecnedeHus s
CaMOCTOSATEJIbHOI PadoThI 00y4aKOIIUXCS 110 AUCHHUILIMHE (MOLYJII0)
6.1 OcHoBHas JIUTEpaTypa

1. lllyBamoa H.H., iBanoBa A.IO. OcCHOBBI AEIONMPOU3BOJCTBA. SI3BIK CIY)KEOHOTO
JOKyMeHTa. Y4YeOHUK W NpPaKTUKyM Ui akajgeMmudeckoro OakamaBpuara M.:M3narenbcTBo
FOpaiit 2015 http://urait.ru/catalog/pechatnye izdaniya/29636/

2. Hemun, HO. M. [lenompousBoactBo. I[loaroroBka ciykeOHbIX mokymeHToB / HO. M.
HewmuH. - 3-e u3n., non. u nepepad. CIIo6. : [Turep 2013 5

3. Ky3uenoB M.H. [lokymeHTannoHHOe oOecriedyeHre yrpaBlIeHUs. TOKYMEHTOOO0POT U
JeNIONPON3BOJICTBO 2-€ W3M., Hep. U JoN. YUeOHUK U TMPaKTUKyM s TMPHUKIAJHOTO
OakanaBpuara M.: FOpaiirt 2015 http://www.biblio-online.ru/thematic/?
13&id=urait.content. IEB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub

6.2. lonoJiHMTEIbHAA JIMTEpaTypa:

1. Jenompou3BOACTBO : 00pa3ilbl, JOKYMEHTHI, OPTaHU3AIUs U TEXHOJIOTHsI pabOTHI : C
ydsetom HoBoro ['OCT P 6.30-2003 "YHudunupoBaHHble CHCTEMBl JOKyMEHTAIUU.
YHupUIMpoBaHHas CUCTEMa OpraHU3alMOHHO-PACTIOPAIUTENbHON ToKyMeHTauuu. TpeOoBaHMs
Kk odopmienuto nokymeHntoB" / B. B. I'amaxoB [u ap.]. - 3-e m3manue, mepepaboTaHHOE U
nonoiHeHHoe. M. : [Ipocnekr 2011 5

2. I'ymuna, M. A. JlokyMeHTallMOHHOE OOecleueHHe YIpaBlIeHUs B COLMAIBHO-
KYJIbTYPHOM CEpPBUCE U TypHu3Me : yueOHOoe mocoOue A By30B : pekoMeHa0BaHO YMO PO s
CTYIEHTOB OOydJaromuxcs 1o crenuansHocTd "ColnuanbHO-KyIbTYPHBIN cepBuc U TypusMm" / U.
A. T'ymuna, H. A. 3aitueBa. M. : Anspa-M : UHOPA-M 2011 5

3. IlpoGremMbl JOKYMEHTOBEACHUS U JAOKYMEHTAIIMOHHOTO OOECleUeHUs! YIpaBJIeHUS B
CBETE COBPEMEHHBIX CTaHIapToB: ydeOHoe mocoouwe. BITIY umenn M. Axmymier 2015
http://e.lanbook.com/book/72536

6.3. YueOHo-MeTOMYeCKOE o0ecniedyeHHe CAMOCTOATEIbHOM PadoThl.

1. lyBanoa H.H., MBanoBa A.FO. OCHOBBI HEJIONPOU3BOJCTBA. S3BIK CIYKEOHOTO
JOKYMEHTa. YUeOHHMK W MpakTHUKyM JJs akajgemMuueckoro OakanmaBpuara M.:M3natenbcTBo
FOpaiit 2015 http://urait.ru/catalog/pechatnye izdaniya/29636/
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http://e.lanbook.com/book/72536

2. Hemun, HO. M. [lenompousBoactBo. I[loaroroBka ciykeOHbIX mokymeHToB / HO. M.
HewmuH. - 3-e uzn., non. u nepepad. CIIo6. : [Turep 2013 5

3. Ky3ueuoB M.H. [lokymeHTannoHHOe oOecriedyeHrue yrpaBlIeHUs. TOKYMEHTOOOOPOT U
JeNIONPON3BOJICTBO 2-€ W3M., Hep. U JoN. YUeOHUK U TPaKTUKyM s TMPHUKIAJIHOTO
OakanaBpuara M.: FOpaiit 2015 http://www.biblio-online.ru/thematic/?
13&id=urait.content. IEB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub

4. Jlenompou3BOJICTBO : 00Opa3slibl, JOKYMEHTBI, OPraHU3alus U TEXHOJOTHS PabOTHI : C
yaetom HoBoro [OCT P 6.30-2003 "VuudunupoBaHHbIE CHCTEMBI JOKYMEHTAIWU.
VYaudunupoBaHHas cucTeMa OpraHU3allMOHHO-PACHIOPSIIUTENbHON JOKyMeHTauuu. TpeGoBaHus
Kk odopmiennio gokymentoB" / B. B. TamaxoB [m np.]. - 3-e u3manme, mepepaboTaHHOE W
nonosHeHHoe. M. : IIpocnext 2011 5

5. 'ymmua, W. A. JlokymeHTarimoHHOE€ OOECIIEUYCHUE YMPaBICHUS B COIHAIBHO-
KyJbTYPHOM CEpBHCE U TypU3Me : yueOHOe 1mocobue A By30B : pekoMeHnoBaHo YMO P® nns
CTY/ICHTOB OOyYarOIMIMXCS 0 CrerranbHOCTH "ColranbHO-KYJIBTYPHBIM cepBUC U Typu3m'" / U.
A. T'ymuna, H. A. 3aiineBa. M. : Anspa-M : UHOPA-M 2011 5

6. [Ipobnembl TOKyMEHTOBEIEHUS U JOKYMEHTAIIMOHHOTO OOecreueHHs! yNpaBieHUsS B
CBET€ COBPEMEHHBIX CTaHAapTOB: ydebHoe mocobue. BITIY umenn M. Axmymisr 2015
http://e.lanbook.com/book/72536

7.

6.4. UuTepHeT-pecypcehl.

1. GOOGLESCHOLAR (GOOGLEAKAJIEMUS). URL: https://scholar.google.ru/

2. Apxussl HayuHbIX )kypHaioB NEICON. URL: http://archive.neicon.ru/xmlui/

3. Kypnan «Conuonorndyeckue wuccienoanusi» / denepanbHblii 00pa3oBaTeNbHBIN
nopTan «IKOHOMHUKA. Cormororus. MenemxkMeHT» . URL:
http://ecsocman.hse.ru/socis/volumes.html

4. Hayunas 6ubmorexa PAHXul'C. URL: http://lib.ranepa.ru/

Hayunas snexrponnas Oubmuoteka eLibrary.ru. URL: http:/elibrary.ru/defaultx.asp
Hanwmonanwsuas anextponnas oubmorteka. URL: www.nns.ru

Poccuiickas rocynapctBenHast Oubamnoreka. URL: www.rsl.ru

Poccuiickas HarmonansHas ononmorexka. URL: www.nnir.ru

9. DnextponHnas 6ubmmoreka Grebennikon. URL: http://grebennikon.ru/

10. DnexTpoHHO-OMOIMOTEUHAS cucreMa NsnmarenncTBa «JIaHbY. URL:
http://e.lanbook.com

11. DnexrponHo-6ubHoTeynas cucrema FOPAMT. URL: http://www.biblio-online.ru/

12. Koncrutyuus Poccuiickoit deneparmu: http://www.constitution.ru/

13. CoumanpHoOe ynpaBieHue kKak cuctema: http://vasilievaa.narod.ru/ptpu/20_2 97.htm

14. ®enepanbHbIil 00pa3zoBaTenbHbIN MopTait: http://ecsocman.hse.ru/

15. HoBerit MmeHeKMeHT: http:/ www.new-management.info/

16. Cunepreruka, HeNnuHeWHas JIUHAMUKA M MEXAUCHUIUIMHAPHBIE HCCIIEIOBAHUS:
http:/nonlin.ru/

17. HeuaeB B.J1. [IpoekT no pa3paboTke KOMIIETEHTHOCTHON Mozenn Menemxepa 2011 //
[Ipecc-penusbl HA «BpIcmias IIKOJIA YIPaBICHUS. Pexum JIOCTyma:
http://www.vshu.ru/news.php?a=info&id=2984

18. Ilcuxonorus u 6usnec. Pexxum noctyma: http:// www.this-business.ru/upravl14.php

19. lllakyn HO.A. IIpodeccuoHanbHble KOMIETEHIMH COTPYIHHKOB KaKk HHCTPYMEHT
KOHKYPEHTOCITIOCOOHOCTH OpraHu3aIlNH. Pexum JIOCTYyTIA: http://www.b-
seminar.ru/article/show/93.htm. www.uptp.ru / — caiit  xypHana «IIpobrembl Teopuu u
MPAKTUKU YIIPABICHUSD.

20. www.top-personal.ru / — calfiT )xypHana «YpaBjieHHe IepCOHATIOM.

® N
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6.5. UHbIe HCTOYHMKHU

1. Opranusanus 1enonpou3BoacTBa 1 JokyMeHToobopora IOV [Teker]: metoa. pek. / JI.
. Jlykuna. - M. : Cdepa, 2010. - 128 c.

2. Metonuueckne peKOMEeHIalMM 10 BefeHuto aenonpoussozctsa B IOV [Teker] / aBT.-
coct. U. H. CaBuna, B. H. Cunopenko. - M. : Aipuc-npecc, 2010.-64c. .- 128 c.

3. Augpeea, B.M. JlemompousBonactBo |[Tekcr]: mnpakrtudyeckoe mnocodbue / B.U.
Angnpeesa. — M.: Undpa - M, 2004. — 336 c.

4. Jlenonpous3BOACTBO B CUCTEME€ TOCYyAapCTBEHHOH ciyxObl [Tekct]: yueOHO-
npaktuyeckoe nocodue / nox pea. P.J.I'yrrapu. - M.: UTHOPA-M, 2006. - 416 c.

5. denomnpousBonactBo: OOpa3ipl, JTOKyMeHThl. OpraHu3anus M TEXHOJOTHs paboThI.
[Tekct]: 6onee 120 moxymentoB / mox pea. U.K.Kopneesa. - M.: UH®PA -M, 2006. - 511 c. 19.

7. MaTtepuajibHO-TeXHHYeCKas 6a3a, UHPOPMAIMOHHBIE TEXHOJIOTHH, POrPaAMMHOE
o0ecrneyeHnne 1 MH(PpOPMALMOHHBbIE CIPABOYHbIE CHCTEMbI

Jlnst mpoBenieHWs 3aHATHNA 1O JUCHUIUIMHE HEOOXOMMMO CJEAyIoliee MaTepHaibHO-
TEXHUYECKoe obecrieueHune: ydyeOHbIEe ayUTOPHM JUIs NPOBEIACHUS 3aHATHH JIEKIIMOHHOTO M
CEMHHApCKOT0 THIIA, TPYIIOBBIX M WHAWBHUIYAIBHBIX KOHCYJBTAIlMH, TEKYIIET0 KOHTPOJIS H
MIPOMEKYTOYHOH aTTecTalluy, MOMEIIEHUS JIIsl CAMOCTOSITEIbHOM paboTHI.

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

WNnpopmanmonnsie crnpaBouHble cuctembl: Hayunas Oubmmorexka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAs oubmmorexa eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HanmonanpHast snektponHas OuOmmuortexka. URL: www.nns.ru;
Poccwuiickas rocymapctBenHass Oubnmorexka. URL: www.rsl.ru; Poccuiickas HanmoHanmbHas
ombmuoreka. URL: www.nnir.ru; OnexktponHas  Oubmmoreka  Grebennikon.  URL:
http://grebennikon.ru/; DnexTpoHHO-OMOAMOTEUHAss cuctema M3narensctBa «Jlamp». URL:
http://e.lanbook.com; DexkTpoHHO-GuGMHOTEUHas cuctema FOPAWT. URL: http://www.biblio-
online.ru/.

28


http://www.biblio-online.ru/
http://www.biblio-online.ru/
http://e.lanbook.com/
http://grebennikon.ru/
http://www.nnir.ru/
http://www.rsl.ru/
http://www.nns.ru/
http://elibrary.ru/defaultx.asp
http://lib.ranepa.ru/

	1. Перечень планируемых результатов обучения по дисциплине (модулю), соотнесенных с планируемыми результатами освоения программы
	2. Объем и место дисциплины (модуля) в структуре ОП ВО
	3. Содержание и структура дисциплины (модуля)
	4. Материалы текущего контроля успеваемости обучающихся и фонд оценочных средств промежуточной аттестации по дисциплине (модулю)
	5. Методические указания для обучающихся по освоению дисциплины (модуля)
	6. Учебная литература и ресурсы информационно-телекоммуникационной сети "Интернет", включая перечень учебно-методического обеспечения для самостоятельной работы обучающихся по дисциплине (модулю)
	6.1 Основная литература
	6.2. Дополнительная литература:
	6.3. Учебно-методическое обеспечение самостоятельной работы.
	6.4. Интернет-ресурсы.
	6.5. Иные источники

	7. Материально-техническая база, информационные технологии, программное обеспечение и информационные справочные системы

