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1. IlepeyeHs NJIAaHMPYEMBIX Pe3y/IbTAaTOB 00yUeHHs M0 JUCIUILUIHHE , COOTHECEHHBIX C
I/IaHMPYyeMbIMHU pe3y/ibTaTaMH 0CBOeHMs NPOrpamMMbl

1.1 [JucournmHa b1.65.26  [lokymeHTaliuoOHHOE

obecrieyeHre W [IeJIONIPOU3BOZICTBO B

rOCyJAapCTBEHHOM W MYHHUILIMIIAIBHOM YTpaBleHUd o0ecrieurBaeT OBJafieHHe C/IeAYIOMUMU

KOMTIETeHIUSIMU:
Kog HanmeHoBaHue Kog HanmeHoBaHue 3Tarna
KOMIIETeHL[UM | KOMIeTeHLUU jTara OCBOEHMS | OCBOEHHS KOMIIeTeHLIUU
KOMTIIeTeHIUU
OIIK-6 CrnocobHocTh  pemarts | OTTK-6.3 Crioco6HOCTB TIPUMEHSTh
CTaHZapTHble  3ajjauu OCHOBBI MH(OPMaLOHHOW U
nipodeccruoHanbHON oubmiorpaduueckoit
JesiTe/TbHOCTH Ha Ky/BTYPbl, UH(OPMaIMOHHO-
OCHOBe KOMMYHHUKAI[MOHHBIX
vH(OpMaI[MOHHOW U TeXHOJIOTUN /ISl pellleHus
Oubmiorpaduueckoit 3afau  mpodecCUOHaTbHON
KY/IbTYPbI JesiTe/TbHOCTH
TpUMeHeHreM
rH(OpMaIMOHHO-
KOMMYHUKaI[MOHHBIX
TeXHOJIOTHUN U C yUeToM
OCHOBHBIX TpebOoBaHMIA
“H(OpMaI[MOHHOU
Oe3omacHoOCTH

1.2 B pe3y/nbTare 0CBOEHUS TUCIUITIMHBI Y CTY/IEHTOB ZI0/DKHBI ObITh C(hOPMHPOBAHBI:

OTO/TD Kon JTarna Pe3ynbratel 00yueHUs
(mpu HaNMUUMKM OCBOEHUS
npodcraHgapra KOMIIeTeHLIUU
WU T10
pe3y/bTaram
dhopcanT-ceccun)
OIIK-6.3 Ha ypOBHe 3HaHWM: orpefesTh HWH(OPMAI[MOHHO-

KOMMYHHKAI[IOHHBIE ~ TEeXHOJIOTMH,  TpeboBaHHUs
nH(popMaLMoHHON 1 6ubmorpadryeckoil Ky/mbTypbl
¥ WH(GOPMaIMOHHOM 6e30macHOCTH TIpY  pelleHuH
3a/1au podeCcCUOHANTBLHOM flesiTeNIbHOCTU

Ha YpOBHE YMEHHH: OCYILIeCTB/SATh 3()PeKTUBHbBIN
BbIOOD HH($OPMaI[MOHHO-KOMMYHUKALIMOHHbIX|
TEeXHOJIOTUY TIPU PellieHUH 3a/iau TpodecCcroHaIbHOM
JlesiTeTbHOCTH

Ha ypOBHe HAaBBIKOB: YyuHMThIBaTb TpeOOBaHMUs
uH(popMaLMoHHON 1 6ubMorpadruyeckoii KyibTypbl
¥ MHPOPMALMOHHOW 0e30MacHOCTH TIpU  pelleHur
3a/1a4 MpodheCCUOHAILHOM AesiTeIbHOCTU

2. O6beM M MeCTO AUCHMILIMHBI B cTpyKType OIT BO

O0BeM JUCIUILIMHbI

O6mias TpygoeMkocts 51.5.26 [JokymMeHTalLMOHHOe 0becrieueHue U J1eI0NPOU3BO/ICTBO B
rOCyZIJapCTBEHHOM W MYHMIMIAJbHOM YTIPaBJ€HWW COCTaB/sieT 3 3auéTHble eJUHMUIIBI,
JUCIUTIIMHA U3yUaeTcs 1o ouHoi dopMe oOyueHUs B 3 cemecTpe.




[To ouHo#t ¢opme o0OyueHHS] KOMMYECTBO AaKaJeMHUYeCKHX YacoOB, BBIJ|e/IEHHBIX Ha
KOHTaKTHYIO paboTy c IperofiaBaresieM COCTaB/sieT 54 4acoB: JIeKL{MOHHbIe 3aHATHUS — 18 yacos,
npakTUueckue 3aHAThs — 36 yacoB. CamocTosTensHast pabota cocrapssier 18 yacos.

Mecto pucounmesl B ctpyktype OII BO

Oucuuruivia  B1.5.26  [lokymeHTal[MuoHHOe o0ecriedeHrWe U /Ie/IONIPOM3BOJCTBO B
rOCyZapCTBEHHOM U MYHHLMITATbHOM YTIPAB/IeHUHM H3y4aeTcs TI0 OYHOM ¢opme oOyueHUs B 2
cemecTpe.

Ouctmmiaa  B1.5.26  [lokymeHTaijioHHOe o0ecrieueHre U [1eJIOTIPOM3BOACTBO B
roCy/JapCTBEHHOM M MYHULMIAILHOM YTIpaB/ieHUM OTHOCHTCSI K JWUCLMIUIMHaM 0a30BOM yacTu
broka 1 «Iucuuniaunel (MogyIn)»

B copepxarenbHOM MulaHe [UCLMIUIMHA OIUPAeTCs Ha TMpeJbIAyIIWN JIUCLMIIIMHbI
b1.5.11 VHdopmaroHHble TexHOOruu (1, 2 ceMecTpsl).

dopMa MPOMEXYTOUHOW aTTecTaliid B COOTBETCTBUM C yueOHBbIM IJIaHOM TI0 OYHOM
¢dopme oOyuenus — 3k3ameH (3 cemecTp).

3. CopepxaHue ¥ CTPYKTypa AMCLMILIUHBI

OuHas ¢opma obyueHus

Tabmuia 1.
Ne n/m HaumMeHoBaHHe TeM O0BeM AMCIUILIMHBI , Yac. dopma TeKy1ero
(pa3aenog), Bcero | KonTakTHas padora ofyuyarommuxcsa | CP KOHTPOJISA
C mpenojasaresieM ycrneBaemMocTu**,
10 BH/AM y4eOHbIX 3aHATHIH NPOMeXKyTOUHOMI
arrecramum***
JI JIP I3/ |KCP
Pazmen 1 | [enonpou3Bo/iCTBO 36 9 18 9 O; P, KP
Paspmen 2 | JokymeHTOOOOpOT 36 9 18 9 O,PT
IIpome)xyTouHas arrecTanus 36 OK3
Bcero: | 108 | 18 | . 36| 18

IlpumeuaHue:

** — copmbl mekywezo koHmpoas ycnesaemocmu: onpoc (O, mecmupoeaHue (T), pepepam (P),
KoHmposbHas paboma (KP)
*¥% . chopmbl npomescymouHoli ammecmayuu: 3k3ameH ().

Copep:kaHue AMCIUIITHHBI

Pazgen 1 /leonpousBojacTBo

lokyMeHTaI[IOHHOe obecrieyeHre ¥ [1eJIOTPOM3BOACTBO Kak yueOHas M Hay4Hasi AWCLUTUIMHA:
npeZiMeT U 00BEKT HAyYHOTO MCC/e[0BaHUs], OCHOBHbIe 3Tambl pa3Butusi JOY; B3auMoCBs3b
OOY ¢ npyrumu HayKaMu.

HopmaruBHo-mMeToauueckasi 6asa [1e/i0npor3BoACTBa; Brbl JOKYMEHTOB U UX KacCU(UKaLUs:
CYIIHOCTb TIOHSATHSI «JJOKYMEHT», COOTHOIIIEHWE TIOHATUW _"IOKYMeHT", «cooOIieHue,
"nuHdopmaiya" U "MaTepuasbHbIA _HOCUTeNb"; GYHKIMKA ¥ BUJBI JIOKYMEHTA; BU/bI
KjJaccuYKalii  JOKYMEHTOB: [0 OTpakaeMbiM B  HUX BUJaM [JleATeJIbHOCTH, IO
HalMeHOBaHUsIM, T0 criocoby ¢ukcanuu WHQPOPMaLK, M0 MeCTy COCTaBJ/ieHWs, TI0 CTeleHU
CJIOKHOCTH, 1O CTeMeHU IVIACHOCTH, 10 FOpPUAMUEeCKOl cujie, 110 CPOKaM HCIOJHeHUs], 10
CTaUsIM TIO/ITOTOBKH, T10 TMPOMCXOX/|€HUIO, TI0 CPOKaM XPaHeHUsl , 10 CTerleHH 00si3aTelbHOCTH ,
TI0 CTereHu YHU(UKALUY, 110 XapaKTepy COJep KaHusl.

MesxxayHapoiHble TpeboBaHUs K OGQOpM/IeHHIO [OKYMeHTOB: TpebOoBaHus K OmaHKy, K
o(opM/IeHHI0 PEKBU3HTOB.

Oco6eHHOCTH COCTaBJ/IeHUsT OT/le/TbHBIX BUJOB JOKYMEHTOB: OPraHW3al[MOHHO-TIPABOBBIX,
pacropsiauTebHbIX U MHPOPMALIMOHHO-CIIPAaBOYHbIX
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Pa3gen 2 /lokymeHTO000pOT

Opranuzaiiust paboThkl C JOKyMeHTaMU: TIOHATHE «I0KyMeHTO000pOT», ero aHa/inu3 U OCHOBHbIE
JTambl, TpMeM ¢ TiepBuUYHasi 00paboTKa [OKYMEHTOB, pacripejiesieHre TOCTYTHUBIINX
JIOKYMEeHTOB, KOHTPOJIb 3a WCIIOJTHEHHWeM JI0OKyMeHTOB, MH(OpMalMOHHO-CIIpaBouHasi pabora,
OTIIpaBKa JOKYMEHTOB.

Ol /] v apxvBHOe XpaHeHUe JOKYMeHTOB; HOMeHK/arypa JeJl

[JOKyMeHTallMOHHOe CONPOBOJXK/|€HYe COBeIlaHUuU U BCTpeY

4. Marepuasibl TeKyIero KOHTPOJIsl yCIeBaeMoCTH 00yJaromuxcsi ¥ GoH/| OI{eHOUHBIX
Cpe/iCTB MPOMEe)XXyTOUHOH aTTecTaljuM Mo JUCLUIIHHE

4.1. ®opMbI U METO/IbI TEKYILIEr0 KOHTPOJISI yCrieBaeMOCTH Y TIPOMe)KYTOUHOM aTTecTalyu.
4.1.1. B xome peamuzaiuu aucturimHbel 51.5.26  JlokymeHTallMoHHOe obecrieueHue U

[leJIONIPOM3BO/ICTBO B TOCYAAPCTBEHHOM M MYHHULUMNA/JBHOM YIIPaBlAeHHWU MCIOJ/b3yHOTCS
CJle/lyIolI1e MeTo/ibl TEKYIIero KOHTPOJIsSl yCIieBaeMOCTH 00yUaroMXcsi:

Tema (pazzen) MeTo/p! TeKyLL[ero KOHTPOJIst
yCIieBaeMOoCTHU
Pazgen 1 [enonpousBoacTBO onpoc; pedepar, KOHTPOJIbHAs
pabora
Paznen 2 ITokymeHTO060pOT onpoc; pedepar, TeCTUPOBaHUE

4.1.2. TIpomexxyTOuHasi aTTeCcTalys MPOBOAUTCS B (hopMe: 5K3aMeH.

4.2. Marepuasbl TeKylL[ero KOHTPOJIs yClieBaeMOCTH.

I[NperniofaBaresib OLeHWBAeT YPOBEHb TOJTOTOBJIEHHOCTH OOYYaroLIMXCs K 3aHSATHIO T10
C/IeyIOLLMM TI0Ka3aTesisiM:

- YCTHbIe OTBeThI Ha BOMPOCHI Nperozasaress 1o TeMe 3aHATHs,

- BBICTYIIJIEHUE C JJOK/Ia[jaMH,

- yuactue B 00CY>KIeHUH JIOK/Ia/I0B,

- KOJIMYEeCTBO MPaBUIbHBIX OTBETOB MPU TECTUPOBaHUMU.

Kputepuu onieHrBaHus JoK1aja:

- CTereHb YCBOEHUSI TIOHATUM U KaTeropuii 1o TeMe;

- yMeHHe paboTarh C JOKyMeHTaIbHbIMU U JINTepaTypHbIMHA UCTOYHUKAMU;

- TPAMOTHOCTb W3/I0’KeHUsI MaTepuarna;

- CaMOCTOSITeIbHOCTh paboThI, HamMUKre COOCTBEHHOV 000CHOBAHHOMW TIO3ULIHH.

OrleHKa 3HAHWM, YMEHWH, HABBIKOB TIPOBOAWTCS Ha OCHOBe 0asibHO-PeHTHHIOBOM
cuctembl 70% u3 100% (70 6anmoB u3 100) - BKIaj Mo pe3ysbTaTaM MOCEN[aeMOCTH 3aHSTHH,
aKTMBHOCTH Ha 3aHSATHSX, BBICTYIUIEHHWS C [OK/IaJjaMW, ydaCTUs B OOCY)KIeHUsX JOK/Ia[[0B
JpYTUX 00yuaroIuXxcsi, OTBETOB Ha BOIPOCHI TIPerofiaBaresisi B X0/e 3aHSTHS, 10 pe3y/bTaTam
MIPOXOXKAEeHUsI TeCTUPOBaHUSI.

Bornpocs! /7151 HOATOTOBKY K OMpPOCaM:

Pa3pen 1 [leionpousBoaCTBO

1. [JoKymMeHTUpOBaHWe YIIpaB/AeHUYeCKOW [esiTe/IbHOCTU: OCHOBHbIE TOHSTHUS,
THUIIOJIOTHSI JOKYMEHTOB, 0011[iie TpeOOBaHUs K UX COCTaB/I€HUIO U 0(hOPMIIEHHIO.
2. CoBpemeHHOe roCyZlapCTBEHHOE peryaupoBaHye JleNIorIpoU3BO/CTBa:

HOPMAaTHUBHO-MeTOAn4YeCKast 6&13&1; rocyiapCtBeHHble CTaHAAPTbI Ha JOKYMEHTBI MW HX
XdPaKTE€PUCTHUKA; TOCyAddPpCTBEHHAA CHCTEMA AOKYMEHTALIMOHHOI'O obecneueHus YIIpaBJ/IEHUA —
eé eJib U OCHOBHBIE IT0/I0’KeHH.



3. BiaHKM [JOKYMEHTOB: TIOHSATHE; BUJbI; (OpMaThbl; U3TOTOBJEHUE; pasMellleHre
PEKBM3UTOB Ha I0Jie YIJIOBOTO W TMPOAOAbHOro 1tamrioB (repbsi, ambnembr, OKITIO, OT'PH,
MHH/KIIK, OKY]l, HaumeHOBaHWe OpraHu3aliiM, CIpaBOYHbIe JaHHbIe, PEruCTPALMOHHbIN
HOMep, /laTa, CCbUIKA Ha PerucTpalMOHHBbIM HOMep W JaTy JOKyMeHTa); TpeOoBaHUs K yueTy,
WCII0/Ib30BaHUIO U XPaHEHUIO.

4. Odopmnenuve u pasMellleHde pekBu3uTOB OP/] B 3aro/loBOYHOM 4acTU JOKYMeHTa:
BU/J| JOKYMEHTa; MeCTO COCTaBJieHUsi; ajpecar; Ipud YTBep>K/eHUs; 3arojioBOK; pe30JIoLus;
OTMeTKa O KOHTpOJIe.

5. TpebGoBaHMsI K COCTaB/IEHHIO TEKCTOB YIIPAaB/IeHUECKUX [JOKYMEHTOB: 0COOEHHOCTH
o(uIMaNbHOTO [1eJIOBOTO CTHJIS; yroTpeOsieHWe TPOIMMCHBIX M CTPOUHBIX OYKB, COKpallleHue
CJIOB, YHU(DUIIUPOBAHHbIE TEKCThI; CBSI3HBIE; TEKCThI B BUIe aHKET, TaO/HIL] WU COeMHEHUS THUX
¢dopM; odopmiieHre PUIOXKEHUH.

6. Odopmnenre u pasmernenre pekBu3utoB OP/] Ha cyy)keOHOM Toe JOKyMeHTa:
MOANUCH; TpUd COTrNacOBaHMs; BM3a COIVIACOBAHUS; TeuaTh; 3aBepeHHe KOIMWH; OTMeTKa 00
WCTIO/THUTE/Ie; OTMeTKa 00 WCIIOTHEHWM [JOKYMEHTa W HarpaB/IeHWM ero B [Iei0; OTMEeTKa O
MOCTYIZIEHUH JJOKYMEHTa B OpraHu3aliyio; UAeHTU(PHUKATOP 1eKTPOHHOMN KOIUU.

7. YcraB opranmsauyu u IlonoxkeHue 06 opraHu3alvy: TIOHSTHE; 1TPaBoBasi (GopMa;
cofiep>kaHue; rpaBuia 0opMIeHUs yTBEP)KAeHNsI; CDOKM XpaHeHUs.
8. [TonoxeHne O CTPYKTypHOM I[0[pa3fe/ieHuH: TIOHsATHe; TipaBoBas (opma;

cofiep>kaHue; TOPSiIOK COCTaBIeHUs U 0(OpPM/IEHHS]; CPOKY XpaHeHMs, BHECEHUEe U3MEeHEeHUHN U
JIOTIOJTHEHUH.

9. Jlo/pKHOCTHasi WHCTPYKLMs: TIOHSITHe; TMpaBoBas (opMa; cofep’kaHue; TOpsZoK
CoCTaB/IeHus1 U 0OPMJIEHHs; CPOKM XPaHeHUsl; BHeECeHVe U3MeHeHUH 1 I0T0THeHU.

10. PacniopsijytenbHble  [JOKYMEHTBI B CUCTEMe yIIpaB/leHUs: I[IOHATHe, BUJAbI U
Ha3HaueHHe; TIOPSJOK Pa3pabOTKY B YCJIOBUSIX eAUHOTMYHOTO TIPUHSTHUS PeIlieHUH 1 B YCJIOBUSIX
KOJIJIETUA/IbHOCTH.

10.  IlocraHoBneHue: BUJ [OKyMeHTa; MpaBoBasi (opMa U Ha3HaueHUe; OpraHbl ero
TpUHMMAOIIUe; OpUJMYeCcKoe OCHOBaHMWe; PpeKBU3WTHI IIOCTAaHOBJIEHUs, IIpaBWla MX
CoCTaB/ieHUs ¥ 0()OpMJIEHMSI.

12.  PewieHuve: BWJ [JOKyMeHTa M Ha3HaueHWe; KeM MPHUHHUMAeTCs; OCHOBAaHUE IS
TIPUHSATHS pellieHni; TpeOoBaHUs K TEKCTY U 0(hOPMIIEHHIO; KOHTPOJIb UCTIOTHEHHS.
13.  Tlpuka3: BUJ JOKYMEHTA; KTO W3[aeT U Lie/lb W3[aHusl; peryjupyeMble BOIPOCHI

10 OpPraHM3allMOHHOM U OCHOBHOM [J1esiTeIbHOCTH; COCTaB PEKBU3UTOB U
14. npaBuna ux oopm/eHus; OArOTOBKA U O(pOpPMJIeHHE BBIITMCKHU; KOHTPOJIb

15. WCIIO/THEHUS.

16. PacriopspkeHue: TOHSITHE; TIOPSIIOK COCTaB/IeHUsI U 0(pOPMJIEHUS]; OT/IMUUTE/TbHbIE
0COOEHHOCTH; BBITTUCKA U3 PACIIOPSHKEHUS:

17. YKazaHue: TOHSITUe [NOKYMEHTa; LieJib WU3[aHusA; TMOPSAAOK COCTaBJIeHUS U
oopmieHusi; TpeOOBaHMS K TEKCTY; pacChlIKa YKa3aHUH.

18. [JokyMeHTHpOBaHWe pabOThl C TI€PCOHAJIOM: TIepCOHa/lbHbIe [aHHble M WX

JIOKYMEHTHPOBaHue; XapaKTepyuCTHKa KOMIUIEKCOB KaZpOBOU [JOKYMEeHTaL1H.

19.  Tlopsimok u rpaBusia oopmiIeHHs JOKYMEHTOB IpU TprieMe Ha paborTy.

20. TlogrotoBka ¥ oOQopm/eHHe TIPHMKa30B [0 JMYHOMY COCTaBy: OCHOBAHUE;
TpeGOBaHUsSI K TEKCTy; TIpPHMKa3 TPOCTOM W CBOJHBIN; BU3bl O3HAKOMJIEHWS; DPerucTpaLiusi;
oopmeHue.

21.  TpeboBanusi K 0OPM/IEHHIO JOKYMEHTOB IPU yBOJbHEHWH pabOTHHWKa Tipe[-
TIPUSATHS, OpraHK3aLH, yUpeKeHusl.
22.  [loKyMeHTMpOBaHWe [BWKEHUsl KaJlpoB: (DOPMUpOBaHME W XpaHEHWe JIMUHBIX

Jieq; TiepeBoj, Ha /Ipyrylo paboTy; mpecTaB/ieHHWe OTITYCKOB; OQOpMJIeHHe TOOIIPeHri
JVCLIUTJTMHAPHBIX B3bICKaHWM; 0(OpMJIeHHe KOMaHAWPOBOK; W3MeHeHHe (aMWivu, WMEeHH,
OTuecCTBa.

23.  UHdopmalMoHHO-CTIIpaBOYHbIE JOKYMEHTBI: TIOHSITHE, BUZBI, XapaKTepUCTHKa



Ka)k/10ro BUJa.

24.  TIporokos: TIOHsTHE; BUABI TPOTOKOJA; TpaBWia O(OpM/IeHHUs; TOATOTOBKA M
oopmM/ieHHe BBIMKUCKU K3 MPOTOKOJIA.

25.  AKT: TIOHATHe; BU/bI aKTOB; 0CODEHHOCTH COflep>KaHHsl Pa3HbIX BHOB; TIpaBU/a
oopmeHust 1 GOpMHUPOBaHKS B flefa.

26.  CnykeOHasl 3amucKa: BU/IbI C/Ty)KeOHBIX 3aIlyCOK, UX TIOHSATHS; XapaKTepHUCTHKa
Ka)X/I0ro BH/ja; MpaBU/a COCTaB/IeHUsS] U O(OPMJIEHUS.

27.  [enoBoe mnucbMO: TOHSATHe W (GYHKLUMW; Pa3sHOBUAHOCTH Je/I0OBOTO TMHCHMa;
obmjasi cTpykTypa; crenyduKa ZieJIOBOTO CTHIS; STUKET B [Ie/I0BOM Tepernucke; 0COOeHHOCTH
odopmsieHus.

Pa3pen 2 [lokymMeHTO000pOT

1. Opranuzanus paboTbl C 0OpaleHUsIMU TPaXKAAH: 3aKOHOZATeTbHO-HOPMAaTHBHbIE aKThI;
K1accudukauys — oOpalljeHW; — JeJIONpOU3BOACTBO 10 oOpaljeHUsiM  Tpak/iaH;
opraHu3allys IpreMa; opraHu3aiysi paboThl C 00OpaIleHUsIMH JIeTTyTaToB.

2. Opranusauys JIOKyMeHTooOopoTa B aririapare yIipaBJ/IeHUS: TOHATHE
«ZJOKyMEHTO00OpPOT» U pa3BUTHE €r0 HOPMAaTHMBHO-METOJUYECKOW perjaMeHTaluH;
XapaKTepUCTHKa [IOKyMeHTooO0poTa; JTambl [ABWXKEHUS U TIOpAJ0K 006paboTKu
JIOKYMEHTOB.

3. WHdopmalMoHHO-TIOWCKOBasi CUCTeMa [0 JOKyMeHTaM OpraHu3aldy: perucTpaius
JIOKYMEHTOB; OpraHu3alusi TH(GpOPMaI[MOHHO-CITPABOYHOM paboTHI.

4. KOHTpPO/JIb 3a CPOKaMHU MCIIO/THEHUSI [JOKYMEHTOB: L[eJId M 3aJlayd KOHTPOJISI; CPOKHU
WCTIONTHEHUST JOKYMEHTOB; YPOBHH KOHTPOJIS; BBIOOD ZIOKYMEHTOB Ijisi TIOCTAHOBKHU Ha
KOHTpOJIb; TIPOBEPKAa XOJa MCIIOJTHeHUS; CHATHE [OKYMEHTOB C KOHTPOJIS; aHasv3
WICITOTHUTE/TbCKOW JJUCLIUTI/IVHBI.

5. Cucremaru3aius U obecriedeHre COXPAHHOCTH AOKYMEHTOB: OpraHW3allds XpaHeHUs
JIOKyMEHTOB; HOMEHKJ/aTypa [eJji; COCTaBJeHWe 3arojioBKoB; (HopMHpOBaHUe [ier;
oopmneHre 0OMOXKKH; YyCTaHOB/IEHHME CPOKOB XDaHeHUs; JKCTepTh3a LeHHOCTH
JIOKYMEHTOB.

IlepeueHb TeM pedepaToB Mo Kypcy
CoBpemeHHbIe CrIoCOObI JOKYMeHTHPOBaHUS U XpaHeHHs1 UH(POPMaL|U.
Crangaprtsl MCO u ux ucrionb3osaHue B cucrteMe 10Y PO.
MupoBo# OMBIT YHU(PUKALIMUA JOKYMEHTOB.
VicTopus nosiBfieHNst ¥ COBEPIIEHCTBOBAaHUS OCHOBHBIX PEKBU3UTOB JOKYMeHTa.
[IepBble peKBU3UTHI B JOKyMEHTaX.
OcobeHHOCTH 0(OPMIIeHUs OTAENbHBIX PeKBU3UTOB B PD 1 3a pyOexoMm.
TekcT JoKyMeHTa Kak OCHOBHOM peKBU3UT. OcoOeHHOCTH 0(ULIMaIbHO-/1eI0BOr0 CTUJISL.
Buib miceM 1 0COO@HHOCTY BeJJeHHs [1e/I0BOH MepercKy.
OcobeHHOCTH BeJleHUs [1eJI0BOM MepernycKy B Poccuu U Apyrux cTpaHax MUpa.
10.  3OtukerHble HOpMysBI 1 0COOEHHOCTH UX OQOPMIIEHHS.
11.  AKCHOMBI [IeJIOBOTO MUChMa: KYJIbTypa /1e/I0BOro o0IeHust U 0pULIMaIbHOM MepernucKy.

CONOURARWNR

IIpuMepHBIe BAPHAHTHI TECTOB MO0 JUCLUIIIHHE
1. [Topnucanue 9BIsS€TCS:
a. CriocoboM cor/iacoBaHusI JOKyMeHTa
6. Ciocobom BbIpa’keHHs1 OTBETCTBEHHOCTH 3a CofiepyKaHue JOKyMeHTa
B. CiocoboM yTBepK/1eHHsI JOKyMeHTa
r. Ctoco6oM 03HaKOMJIEHHSI C CO/Iep’KaHUeM [JOKyMeHTa
1. EmUHCTBEHHBIM CITOCOOOM Y/I0CTOBEPEHUS JOKyMEeHTa

2. 3arojioBoK K TEKCTY ITPOTOKOJIa JOJDKEH (bOpMy'fII/IPOBaTBCH B...



. BUHUTe/IbHOM Tajiexke (KOro, 4To?)
. laTeJIbHOM TiaZiexxe (KoMy, uemy?)

. TIpeJIJIOXKHOM Tajiexe (0 uem?)
pOoJIMTeTbHOM Tajiexke (KOoro, yero?)

B~ B @) W =)

. PekBu3ut “Bu3a” ucnosnb3yercs

. IIpu BHyTpeHHeM COI1acoOBaHUM [JOKYMeHTa

. Ilpu cornacoBaHuM JOKyMeHTa C BHEIlIHel OpraHu3aruei
. [Anst GMHAHCOBBIX 1 0CO00 OTBETCTBEHHBIX JOKyMEHTOB
Bo Bcex ciyuasx

0w o W

. YKa3aHusi 110 UCTIO/IHEHHIO JOKYMEeHTa COZlepsKaTcsi B peKBU3UTe (PeKBe3UTax). ..
. pe3omoLys
. TEKCT JIOKyMeHTa
. TpU(} yTBepKeHUs
3aro/I0BOK K TEKCTY
. HU B KAKOM

N a3 wm o A~

. 3arosioBoK K Tekcty [Tonoxkenusi (ITpaBui) fo/mkeH UMeTh (POPMY/IUPOBKY B ...
. BUHUTe/IbHOM Tajiexxe (KOro, uTo?)

. laTeJIbHOM Taziexxe (KoMmy, uemy?)

. TIPe/IJIOKHOM Tiaziexke (0 ueM?)

MIMEHUTEJIbHOM TaZiexxe (KTOo, uTo?)

9w O\ Ul

6. CoracoBaHue ObIBaeT:

a. BHYTpeHHUM ¥ BHEITHUM

0. ITo/tHBIM ¥ KpaTKUM

B. C/IO)KHBIM ¥ TIPOCTBIM

r. C pyKOBOAMTE/IEM yUPeX/eHHsI ¥ C PYKOBOJUTEIEM TT0/pa3s/ieeHus
1. C BBIIIECTOSIUMU PYKOBOJUTEISIMU U/TM OPTraHU3aLUsIMU

7. Oaty ” 9 mas 2000 roga” B JOKyMeHTax C/aeAyeT MPOCTaBJIATh Kak ...
a. 09.05.2015

6.9 masn 2015

B. 09/05/15

r. 09-05-15

8. PexkBu3uThl “OMmbnemMa npeanpusTys” u “HariMeHOBaHWe MPeATIPUSATHS” pacioyiaratoTcst
a. B BepxHel yacTH /IMCTa — CJ1eBa B Iy WK B LieHTpe

0. B BepxHeii yacTu MCTa

B. B 1leHTpe BepxHero noss

r. B npaBom BepxHeM yriy

4. [pyr 1oz Apyrom

9. I'pud yTBEp>K/i€HUS — 5TO PEKBU3UT ...

a. O(ULIMaIbHOIO JOKYMEHTa, BbIpaKAIOLLMM COIVIacue yupesKeHUsl WU ero OpraHa, He
SIBJISIFOLLIETOCS] aBTOPOM JIOKYMEHTa, C ero CoZepkaHuem

6. oduLManbHOTrO JOKyMeHTa, CBU/IeTe/IbCTBYIOLMI 06 0co60M xapakTepe HHGbOPMAaLUY,
OrpaHWYMBAIOLLMH KPYT T0JIb30BaTe/iel JOKyMeHTa

B. O)ULIMA/ILHOTO JOKYMEHTa, MPUAA0LLK HOPMAaTHBHBIN UM IPaBOBOU XapakKTep ero
COZlep>KaHUIo



I. JOKyM€eHTa, TIPe/[CTaB/ISIOLIHI C000M COOCTBEHHOPYUYHYIO MOAMNCH IOTHOMOYHOTO
JO/DKHOCTHOTO JIAL]

10. B npusioykeHNH K pacriopsiiuTe/IbHOMY JJOKYMEHTY Ha [IepBOM ero JIMCTe B [IPaBOM BepXHeM
YLy TIULIYT:

a. “Ilpunoxenue”

6. “TIIpunokeHre” c ykazaHHeM HaUMEeHOBaHHSI PACIIOPSJUTENbHOTO JOKYMeHTa

B. “IIpunoxenue” ¢ ykasaHveM HavMeHOBaHUs PacIiopsiAUTe/IbHOIO JJOKYMEeHTa, ero Jarbl 1
perucTpanioHHOr0 HoMepa

11. KpaTkoe u3/oXeHue CMbIC/Ia JOKYMEHTa COlepKUTCA B PpeKBU3HUTE ...
a. pe30JIroLus

0. TEKCT JOKyMeHTa

B. OTMeTKa O KOHTpOJIe

I. 3ar0JIOBOK K TEKCTY

12. TlpaBunbHOe oopMyieHHe AaThl B JOKYMeHTe:
a. B [ monyroguu 2015 1.

6. B mepBoM nosyrogun 2015 .

B. B [ mos. 20151

L. B iepBoM noj1. 2015 .

13. IToamuce oTfensieTcs OT TeKCTa. ..
a. UHTepBaJIoM

0. 2 uHTEpBaNaMu

B. 3 UHTepBa/laMU

14. TTeyaTb Ha JJOKyMeHTe MPOCTABJISIETCS Ha ...
a. MOJIYCH U JOJDKHOCTHU NOJIMCABIIIero

6. pekBusure “YTBEPKIAR)”

B. KOIUSX JJOKyMeHTa

I. pekBusure “Jlara”

[ JIMYHOM TOATMCH [O/DKHOCTHOTO JULIA

15. AzipecaroB B 0JJHOM [JOKYMEHTEe MOXKET OBITb ...
a. TOJIbKO OJTUH

0. He Gostee Tpex

B. He Oosiee ueThipex

I. CKOJILKO He0OX0IuMOo

16. TIpaBuibHas IOMyCTHMasi HyMepalis pa3/ie/ioB, Mo/Ipa3Ae/ioB, yHKTOB U MO/ITYHKTOB
JIOKYMEHTA ...

a. I, II, III

6.1,2,3

B.a, 0,B

17. TIpu cocraB/ieHHH OTMETKH O TIPUIOKEHHH K TEKCTY C/Ty»KeOHOTO TChbMa He yKa3bIBaeTCst
KOJTMY€eCTBO JIUCTOB, €CJIH. ..

a. Tpy/araemMblii JOKyMeHT Ha OJJHOM JIUCTe

6. mpuaraeMbli JOKYMeHT CJTUILIKOM 00beMHbIH

B. TIpAJIaraeMbld JOKYMEHT Ha OJJHOM JIFCTe C 000pOoTOM

I. TIPWJIO’KeHUe COPOLIFOPOBaHO



18. Criocob nipefiBapuTeIbHOTO paCCMOTPEHUS 1 OLIeHKH MPOeKTa JOKyMeHTa pean3yeTcsi B
dopme:

a. Busuposanus foKymeHTa

0. Pe3osrornu Ha JJOKyMeHTe

B. ['puda cornacoBanus

. OTMeTKH 0 KOHTPOJIe

1. OTMeTKH 00 UCTIOJTHUTE e

19. OtmeTKy 00 HUcronHUTeNe JOKYMeHTa MPaBUIbHO PACIIONOXKUTD B ...

a. JIeBOM HIDKHEM YTJIY JIULeBOM WM 000POTHOM CTOPOHBI ITEPBOTO JIMCTA JOKYMEHTa

6. MpaBOM HW)KHEM YIJIy JIMLIEBOM UM 0O0POTHOM CTOPOHBI TIOC/IeJHETO JIUCTA JOKYMeHTa
B. JIEBOM HIKHEM YIVTy JIMLIEBOW WJT 0OOPOTHOM CTOPOHBI TIOC/IEAHEr0 JIUCTa JOKyMeHTa

20. YcnoBHOe 0603HaUeHHe JOKYMeHTa, IPUCBaMBaeMoe eMy TIPH PerruCTpaLjiy, Ha3bIBaeTcs ...
a. PerucrparivoHHbIN UHIEKC

0. ITopsiakoBbI HOMEp

B. YUeTHbI UHJEKC

I. PerncrpanjuoHHbIi HOMep

21. Hymepauus CTpaHuL] JOKyMeHTa IIPOU3BOSUTCS:
a. 10 L{eHTPY HWKHETrO I10JIst

0. 10 LIeHTPY BepXHero ToJist

B. B [IpaBOM BepXHeM YIVIy JJOKyMeHTa

I. B IIPABOM HWKHEM YyIJIy JOKYMeHTa

22. PekBusura “Ha3BaHue BY/a JJOKymeHTa” HeT
a. Bo BHyTpeHHUX [JOKyMeHTax

0. Bo BHeIIHMX JJOKyMeHTax

B. B nuceMmax, ¢akcax, TenerpamMmax

I. B HEKOTOpBIX JOKyMeHTax

23. AjpecHble JaHHbIe NIPeATIPUATHSA YKa3bIBalOT
a. B mobbix

6. Bo BHemHUX

B. B nuceMmax, ¢akcax, Tenerpammax

r. [ e 310 HEOOXOAUMO

Bonpocs! AJisi CaMOCTOATE/THHOT0 00yueHust
Orarnsl passutus [JOY
Bsaumocsass [IOY ¢ gpyrumu HayKaMu.
HopmaruBHo-MeToauueckasi 6a3a ie/iorpon3BoJCTBa
MexayHapogHble TpeboBaHuSI K 0OPM/IEHUIO JOKyMEHTOB: TpeboBaHMsI K OmaHKY, K
0(OpMJIEHHIO PEKBU3HTOB
5. OL /I v apxvBHOe XpaHeHHe JOKYMEHTOB

AN

KoHTposibHBIE padoThI (MpaKTHYeCKHe 3aJaHus)
PASPABOTATH JOKYMEHT
B 3amaHusx orpezieniéH BOIPOC, MO KOTOPOMY HeOOXOAMMO TIPUHSTH yTIpaB/ieHYeCcKoe
pelileHMe. YKa3aH BH/ JJOKYMeHTa U TyTH pellleHusi Bonpoca. Heobxopaumo pa3paborarh TeKCT
pacropsiJUTe/IbHOTO [OKYMEHTa, COCTOSIIMM W3 BBOAHOW W PACHOpsiAWUTENIbHOM UacTH,
0(opMUTH ero Ha COOTBETCTBYIOILleM O/laHKe C yKa3aHueM ZaThbl U HoMepa. OPpopMUTE PEKBU3UT



«Bu3a cornacoBanusi», a ipu HeobxoguMocTd U «[pud cormacoBanusi». [Toamucarb JOKYMEHT.
OO6paruTh BHUMaHHe — €CTb JId K JIOKYMEHTY TIDUJIOKEeHUs], eC/Id eCTb, TO O(POPMUTh HX
COOTBETCTBYIOIIMM 00pa3oM.

K mnipezyioykeHHBIM BapyMaHTaM pellieHHst BOTIPOCa MOYKHO /100aBUTh CBOM.

ITocmanoeneHue 21aebl 20poda Ceems1020pcka

B [okymeHTe OTMeTHTb, UTO HacTymaeT H-si rofoBluHa 0CBOOOXKZeHHsI ropoja OT
HeMeLKO-(halMCTCKUX 3aXBaTUMKOB, UTO He0OX0AMMO (hOPMHUPOBATh repOHKO-TTaTPHOTUYECKOe
CO3HaHWe MOJIOAEXHU, TOpPAOCTb 3a repouyecKoe IIPOLIIOe CBOUX COTpaXK[aH, 3akpellieHue
3HaHUM UCTOPUM. YCTAaHOBUTH BpPeMsl NPOBeZleHus (heCTUBAsIsl NCTOPUKO-TIAaTPUOTHUUECKOW 1eCHU
«ConpaTckuii KOHBePT» CpPeAM yualluXcsl CPefHUX LIKOJI, YUYPeXJeHWH [JOIOJHUTE/NBHOTO U
Ha4yaJIbHOTO TIpOo¢ecCcHoHanbHOro 00pa30oBaHUs TOpofa. YTBEPAWTH TOJIOKEHHEe O TOPOACKOM
(decTuBane, cOCTaB J>XIOPH, OPTrKOMHUTET, CMeTy pacxofoB. [lopyuuTh: oOTAeny 1o [Jenam
MOJIOZIEKM — OpraHM3alidio U MpoBeJieHHe NAaHHOro (ecTHBass; YIpaBAeHUI0 SKOHOMUUYECKOIo
pa3BUTHS ropojia — ero (MHAaHCUPOBaHWe Ha OCHOBaHUY YTBEP)KEHHOW CMEThI.

KoHTponupyeT BbINOIHEeHWe INOCTaHOB/IEHWs 3aM. IVIaBbl, TOTOBUT IIPOEKT HauyaJlbHUK
yrpaByieHUsi 00pa30BaHMsl, COIVIAaCOBBIBAIOT C HauaJbHUKOM (DMHAHCOBOTO yTIpaB/eHUS U
3aBeJlyIOIIMM OTZeJIOM I10 /lejlaM MOJIOZEXKU.

Cinyxe0HOe MUCBEMO

[TceMO COCTaBUTHL Ha COOTBETCTBYIOIeM OJlaHKe OpraHu3alyH, 0OPMUTH PEKBU3HUTHI
«[ara mokymeHTa», «CchllKa Ha jaTy U HOMep JOKyMeHTa» (TIpy HeoOX0UMOCTH), «AZipecar»,
«IToamucek», «DaMUIUst UCTIOTHUTEISI».

[lns TekcTa WCIO/b30BaTh IIPEJJIOKEHHBbIM Marepuas, W3/A0XKUB €ro B IpaBUIbHOM
T10CJIe/]0BaTe/IbHOCTH M YCTAHOB/IEHHOM HOPMaTHBHBIMU JOKyMeHTaMU (opme.

l'apanTHiiHOE M CHMO

[TpousBogcTBeHHOE 00BenuHeHHe «CTpoiTexuH(OpMAaTHKa» OTMpaB/sieT rapaHTHUHHOe
MTUCBbMO B ajipec yueOHO-MeTOAUYEeCKOTO0 LIeHTpa JOKYMeHTOBejleHUs U yripaBieHusi (MockBa, 2-
11 CmosneHckuid miepeynok 1/4, ctp.1) ¢ mpock00ii BKIFOUMTH B YMC/IO YYAaCTHHUKOB CeMHHAapa
«[1e10npon3BOACTBO M apXWB», KOTOPbIM COCTOUTCH C ....... o ........, COTPY/HUKOB
NIpeJIIpUATHS: 3aMeCTUTesIs Haya/lbHUKa OTfena fenornpoussogcrsa Apxunosy M.B., maBHOro
crieLiaiMcTa Toro e orgesna bopucosy K.1.

[anee OHY yBepsilOT PYyKOBOACTBO YMII He3ame[MTeNbHO OIUVIATUTH CTOMMOCTb
o0yueHust 110 MpeIbsIBIeHUI0 UMH CUéTa-(haKTypbl

ITnceMo-noaTBEpIKAeHUE

[Mpe3ugenty 6anka «Owmera-FOpomn» Yusnbsimy ®. [KOHCY-BTOPOMY, 3CKBaiipy MPHIIIO
TIO/ITBEPXK/IeHe OT TIePBOT0 BHIle-TIpe3nzieHTa KOMMaHuM «/HTepHIIHA OOAAUHT cocaiieTh»
Pruuappa I1. XsmunaToHa, KaBasepa opZeHa bpurtaHckod umnepuu, e OH KMeeT YeCTb
TIO/ITBEPAUTE JOCTOUTHMOMY C3DY HaMepeHWe PYKOBOZCTBA CBOeW KOMIIAHWU TMpPUOBITH Ha
TeperoBopbl 0 BOIPOCY KpPeAUTOBAaHUS IpPOeKTa CTPOMTE/bCTBA [esloBOro LeHTtpa «busHec-
cutu-XXI» B paHee cornacoBaHHble Cpoku. IIpejjaraer NpUHATE CBOU yBepeHUsl B BeCbMa U
BeCbMa BBICOKOM K HeMy mouyTeHuMU. C NMHUCBMOM OH OTIIPABJ/IsieT CIIMCOK COCTaBa JeJeralyy,
YTIOJTHOMOYEeHHOM TPe/CTaB/IATh KOMITAHUIO Ha NTeperoBopax y NpoeKT NPOrpaMMbl I1eperoBopoB
(TonbkoO afpecary, KOH(QUIEeHLMATbHO).

3aKaHuMBaeTCsl MMCbMO yBepeHHeM Ype3BbIYalHOIO [IOYTEHNSI.

4.3. OueHouHbIe CpeJCTBa AJ1s1 IPOMEXXYTOUHOM aTTeCTaljuu.

4.3.1 ®opmupyeMsble KOMIIeTeHL[UU

Kog HanmeHoBaHue Kog HanmeHoBaHu1e 3Tarna
KOMIETEeHI[UM | KOMIIeTeHLIUU JTarna OCBOEHMS | OCBOEHHUS KOMIIeTeHLIUU
KOMIIeTeHLIUU
OIIK-6 CrnocobHocth  pemats | OTTK-6.3 Crioco6HOCTB TIPUMEHSTh
CTaHZapTHble  3ajauu OCHOBBI MH(OPMaILMOHHOW U




nipodeccruoHanbHON oubmiorpaduueckoit

JesiTe/TbHOCTH Ha KyJbTYPbl, UH(OPMaIMOHHO-
OCHOBe KOMMYHUKAI[MOHHBIX
vH(OpMAI[MOHHOW U TEeXHOJIOTUW /ISl pellieHus
oubmmorpacduyeckoit 3ajay  TpodeCcCUOHATbHOU
KY/IbTY Dbl C JesiTe/TbHOCTH
TIpUMeHeHUeM

HMH(OpMaIMOHHO-

KOMMYHHUKAI[MOHHBIX

TeXHOJIOTUM U C yUeTOM
OCHOBHBIX TpebOoBaHMIA
HMH(OpMaI[MOHHOU
Ge3omacHoCTH

4.3.2 TuroBble OL|eHOUHbIe CpefCTBa

1.

2.

10

11.

IIpumepHBIe BONIPOCHI K 3aUeTy

[JokyMeHTUpOBaHUe yIpaB/eHUeCKOU [eATelbHOCTA: OCHOBHbIE TMOHSITHS, THUIIOIOTHS
JIOKYMEHTOB, 0011[1ie TpeOOBaHUs K MX COCTaB/IeHUIO U 0(hOPMIIEHHIO.
CoBpeMeHHOe TOCYZapCTBEHHOE perylupoBaHUe [1e/I0NPOU3BOJACTBA: HOPMaTUBHO-
MeToguuecKasi 6a3a; ToCyJapCTBeHHbIe CTaH/apThl Ha JJOKYMEHThI M UX XapaKTepUCTUKA;
roCy/lapCTBEHHasl CUCTeMa JIOKyMEHTAI[MOHHOTO o0ecrieueHus1 yIripaBaeHus: — eé 1ieib U
OCHOBHBIE TT0JIO’KEHUSI.
bnaHkyd [IOKyMEeHTOB: TIOHsATHe; BHUJbI; (oOpMaThl; UW3rOTOBJEHUe; pa3MellleHue
DPEKBU3UTOB Ha TI0Jie YIJIOBOTO W TPOAOJBHOrO IuTamrioB (repbel, smb6memsi, OKIIO,
OI'PH, WHH/KIIK, OKYIl, HavMmeHOBaHWe OpraHusaljiM, CIIpaBOYHbIe [IaHHbIE,
pervcTpalvoHHbId HOMep, /JiaTa, CChbIIKA Ha perucTpalyoOHHbId HOMEp U Jary
JIOKyMeHTa); TpeOOBaHMS K YUeTy, UCTI0/Ib30BaHHUI0 U XpaHEHHIO.
Odopmnenre u pasmMerienre pekBusnToB OPJl B 3aro/l0BOUYHOM 4acTH [JOKYMEHTa: BU[,
JIOKYMEeHTa; MeCTO COCTaBJIeHUsI; afipecaTr; TpU( YTBep>K/eHUsl; 3aro/I0BOK; Pe30JIFOLIUS;
OTMeTKa O KOHTpOJIe.
TpeboBaHMSI K COCTaBJIEHHIO TEKCTOB YIPAaBJIeHUYECKUX JOKYMEHTOB: OCOOEHHOCTH
o(uIMaNbHOTO [1eJIOBOTO  CTWIS; yIoTpeOsieHHWe TIPOMUCHBIX W CTPOUHBIX OYKB,
COKpaIlleH’e CJI0B, YHU(DHUIIMPOBAHHBIE TEKCThI; CBSI3HBIE; TEKCTHI B B/ aHKET, TaOJIuI]
WU coeliHeHus 3TUX ¢hopM; odopmiieHre TTPUIOXKEHU.
Odopmnenne u pa3Mmerienue pekBusutoB OPJ] Ha ciay)keOHOM T10O/e JOKyMeHTa:
MOANUCh; TpY( COINacoBaHUsl; BU3a COIVIAaCOBAHMS; Meuarh; 3aBepeHHre KOMUM; OTMeTKa
00 wucriosHUTENe; OTMETKa 00 WCIIOJTHEHHWW [OKYMEHTAa W HarlpaB/ieHMW €r0 B [IeJI0;
OTMEeTKa O TOCTYIUIEHWH [JOKyMeHTa B OpraHM3alyio; WAeHTU(PUKATOp >371eKTPOHHOU
KOTIWH.

YcraB opranuszaiuy U [losokeHue 00 opraHu3al[uM: TIOHATHE; TpaBoBasi GopMa;
cofiepkaHue; rpaBuia 0hopMIeHUsl yTBePKAeHUsI; CDOKU XpaHeHUs.
[Tono)keHne 0 CTPYKTYPHOM MOApas/ie/ieHHu: MOHSATHE; MpaBoBas (opMa; Cofep)KaHue;
TOPSIIOK COCTaB/eHUsT U O(OpPMJIeHUs; CPOKW XpaHeHWs, BHeCeHUe HW3MeHeHUN W
JIOTIO/THEHU.
[o/mKHOCTHAsT UHCTPYKLMS: TIOHSTHe; TipaBoBas (opMa; cofep)kaHue; TIOpsiZioK
cocTaB/eHUs1 U 0popM/IeHUs; CDOKY XpaHeHUsl; BHeCeHUe U3MeHeHU! 1 [0TI0/THeHU.
PacrniopsiiutesibHble JOKYMEHTbI B CUCTeMe YIIpaBJ/ieHus: TIOHSTHUe, BU/bl U Ha3HaueHue;
TOPSiZIOK pa3paboTKU B YCJIOBUSX €QWHONUYHOTO TIDUHSITUS PellleHWd U B YCJIOBUSIX
KOJIJIETUA/IbHOCTH.
[TocTaHoBneHue: BHJ [OKyMeHTa; IpaBoBasi (opMa M Ha3HaueHue; OpraHbl ero
MPUHUMaIOIIINe; HOpUAUUeCKoe OCHOBaHWe; DEeKBH3UTHI TMOCTAaHOBJ/IEHHs, TMpaBWIa HX
cocTaB/ieHUs U 0hOpM/IeHUS.




12. Pemienue: BU/ JOKyMeHTa U Ha3HaueHWe; KeM NIPUHUMAaeTCs]; OCHOBaHUe /ISl IPUHATUS
peliieHUi; TpeOOBaHUS K TEKCTY U 0)OPM/IEHHIO; KOHTPOJIb UCTIO/THEHUSI.

13. [Ipuka3s: BHJ AOKyMeHTa; KTO H3[aeT W Liejib W3/JaHWs; peryavpyeMble BOIPOCHI 10
OpraHu3alMOHHOW U OCHOBHOM [J1eITeJIbHOCTH; COCTaB PEKBU3WUTOB U

14. npaBuia ux oopmieHUs]; IOATOTOBKA U 0(hOopMIIeHHe BBITTMCKU; KOHTPOJIb

15. ucrionHeHus.

16. PacriopsbkeHue: TIOHATHE; TOPSZOK COCTaBlAeHUs] U OQOPM/EHHs; OTIMUMTe/bHbIe
0C00eHHOCTH; BBIMTMCKA U3 PACTIOPSKEeHUSI:

17. Yka3aHuve: TOHATUE [OKYMeHTa; 1LjeJlb W34aHUsA; TIOPSJOK COCTaB/eHUS U
otopmeHusi; TpebOBaHUS K TEKCTY; pacChl/IKa YKa3aHUH.

18. lokymeHTpOBaHWe pabOTbl C TMEepCOHA/IOM: TepPCOHAAbHbIE JaHHble U  UX
JIOKYMEHTHPOBaHUe; XapaKTeprUCTHKa KOMIUIEKCOB KaZJpOBOU [JOKYMeHTaL[1H.

19. TTopsimok 1 mpaBusia opopMIeHHs JOKYMEHTOB TIPH IpreMe Ha paborTy.

20. [TogroroBka U odopmsieHHe TIPUKA30B TI0 TMYHOMY COCTaBYy: OCHOBaHUWe; TpeOoBaHUs K
TEeKCTY; TIPMKa3 MPOCTOW M CBOJHBIM; BU3bl 03HAKOMJIEHUST; perrcTpaLusi; ohopmieHue.

21. TpeboBaHusi K 0pOPM/IEHUIO JOKYMEHTOB TIPU YBOJIbHEHUM PAOOTHUKA Tpe[-TpUSTHS,
OpraHu3aLvy, yUpeXxeHusl.

22. JJokyMeHTUpOBaHUe [BWXeHUs KaZpoB: (OpMUPOBaHHWE U XpaHEHWe JIMUHBbIX [efT;
TiepeBoJ, Ha Jpyryir0 paboTy; TIpeACTaB/ieHHe OTIYCKOB; OGOpM/IEHHEe TI0OIPeHHH
JUCLMIUVIMHAPHBIX B3bICKaHWM; O(OpMIeHMe KOMaHJUPOBOK; W3MeHeHHe (aMuIny,
VIMEeHH, OTYeCTBa.

23. VlHpopMalMOHHO-CIIpaBOYHbIe [JOKYMEHThI: MOHSITHUE, BU/bl, XapaKTepUCTUKA KaXK[0ro
BU/A.

24. TIpoTokoa: TMOHATHE; BUJbLl TPOTOKO/A; TpaBuia OGOpPM/EHUs; TOATOTOBKA U
oopmM/ieHHe BBIMUCKU K3 MTPOTOKOJIA.

25. AKT: TIOHsITWe; BU/bl aKTOB; OCOOEHHOCTH COJep)KaHWsl pa3HbIX BU/IOB; IIpaBU/a
oopmeHust 1 GOpMUPOBaHKS B flefa.

26. Ciy>keOHasi 3amMcKa: BU/IbI CYy>KeOHBIX 3alCOK, UX TMOHSITHS; XapaKTepPUCTHKa KaXK0ro
BHW/Ia; TIpaBUJla COCTaB/eHUs U 0(hopMIeHUsI.

27. [lefioBoe MUCBbMO: TIOHATHE W (DYHKIMM; Pa3HOBUAHOCTH [IeJIOBOTO TMHChMa; oOIas
CTPYKTYpa; CreljudHKa [eS0BOTO CTUS; ITUKET B /IeJIOBOW TepernvcKe; 0COOeHHOCTH
o opmieHus.

28. Opranusanms paboTsl ¢ oOpaljeHHsMH rpaXk/aH: 3aKOHOJaTelbHO-HOPMaTHBHbBIE aKThI;
K1accuukauys — oOpalljeHW; — JeIONpPOU3BOACTBO 1O oOpalljeHUsiM — Tpak/iaH;
OpraHu3alys IIpreMa; OpraHu3alus paboTsl ¢ 0OpaleHUsIMH /1eTyTaToB.

29. Opranusauys JIOKyMeHTooOopoTa B arrapare yIIpaB/IeHUs: TIOHSATHE
«JOKyMEHTO000pOT» ¥ pa3BUTHE €ro HOPMAaTHUBHO-METOJWYeCKOW perrmaMeHTaluH;
XapaKTepuCTUKa JIOKyMeHTO00OpOTa; JTamnbl /JBWKEHUs U TMOpsSJoK 00paboTKu
JIOKYMEHTOB.

30. lnpopmaliMOHHO-TIONCKOBasl CUCTeMa M0 [JOKyMeHTaM OpraHu3alyiu: pervMcTparys
JOKyMEHTOB; OpraHu3aLsi UH(HOPMaL[IOHHO-CITPABOYHOM paboThI.

31. KoHTponb 3a CpOKaMM MCIIOJIHEHUSI [JOKYMEHTOB: LieJIM Y 3aJaud KOHTPOJISl; CPOKHU
WCTIO/THEHHUSI [JOKYMEHTOB; YPOBHU KOHTPOJISI; BBIOODP [JOKYMEHTOB /ISl TIOCTAaHOBKH Ha
KOHTPOJ/Ib; TIPOBepKa XOfa WCIIOJIHeHUs; CHATHe [OKYMEeHTOB C KOHTpOJIS; aHaju3
VICIIOJTHUTE/IbCKON JUCLIUIIJIUHBI.

32. Cucremaru3auusi U obecrieueHre COXPaHHOCTH [IOKYMEHTOB: OpraHM3alvsi XpaHeHHsi
JIOKYMEHTOB; HOMEHK/aTypa [ej; COCTaB/eHHe 3arojoBKOB; (pOpMHpOBaHUe [ief;
oopmneHre 0OMOXKKH; YyCTaHOB/IEHHWE CPOKOB XDaHEHUs; JKCTepTh3a LeHHOCTH
JIOKYMEHTOB.

[Ikana oLjeHUBaHMSA.



OrleHKa 3HAHWM, yMEHWH, HABBIKOB TIPOBOJUTCS Ha OCHOBe Oa/ljTbHO-PEHTUHTOBOM
cuctembl: 30% u3 100% (v 30 6annoB U3 100) - BK/IaZ B UTOTOBYIO OLIEHKY I10 pe3y/bTaTraM
MPOMEXKXYTOYHOM aTTeCTaluu.

[Mpu ouleHMBaHUM OTBeTa OOydYarolerocss B Xoje TMPOMEeXYTOUHOM aTTecTaliyd MOXKHO
OMUPAaThCs HA CJIeAYIOllIre KPUTepUu:

basbl Kpurepuii olieHKH

26-30 OOyuaroiuiicss  TOKa3blBaeT BBICOKMM  YPOBEHb  KOMITETEHTHOCTH, 3HaHWUS
MPOrpaMMHOTO  MaTepuasa, yd4eOHOM, TeproAuvYecKod W MOHOrpaduuecKou
JIUTepaTypbl, 3aKOHO/aTe/IbCTBA U MPAKTUKU ero MPUMeHeHUs], PaCKpbIBaeT He TOJIbKO
OCHOBHbIE TIOHSITUS, HO U aHA/IM3UPYeT UX C TOUKU 3PEHUs Pa3/Ih4HbIX aBTOPOB.
OOyuarormuiicst MoKa3bIBaeT He TOJIBKO BBLICOKHMI yPOBeHb TeOPeTHUeCKUX 3HAHWH, HO
U BUAUT  MEXAUCLMIUIMHApHble  cBs3W.  [lpodeccroHanbHO,  rpamoOTHO,
10C/1e,0BaTeIbHO, XOPOLIMM 3bIKOM YeTKO M3/1araeT Marepuasl, apryMeHTUPOBaHHO
dhopMynupyeT BbIBOABL. 3HAaeT B paMKax TpeOOBaHWII K HarpaBIeHWIO W TPOdUIIO
MOATOTOBKM 3aKOHO/aTelbHO-HOPMAaTHUBHYIO M TIpaKTUYecKyro 0a3y. Ha Bompochr
OTBeyaeT KpaTKo, apr'yMeHTHUPOBaHO, YBEPEHHO, T0 CyILIECTBY.
16-25 OOyuyaroIuics TOKa3bIBaeT [OCTATOUHBIM ypPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MarepuasoB 3aHATHUM, yueOHOM W MeTOAUYECKON JMTepaTyphbl, 3aKOHO/|aTelbCTBa U
MPAaKTHKWA €ro MpUMeHeHUsl. YBePeHHO U Mpo¢eCcCMOHaNIbHO, IPaMOTHBIM $13bIKOM,
SICHO, YeTKO U TIOHATHO W3/1araeT COCTOSIHME U CyTh BOIpOcCa. 3HaeT HOPMAaTHMBHO-
3aKOHOZIaTe/lbHYlI0 M TpakTHueckyro 0a3y, HO TIpM OTBeTe [OIyCKaeT
HecyllecTBeHHbIe TorpentHoCcTH. OOyJaroluiics MOKa3bIBaeT J0CTaTOUHBINA yPOBEHb
npodecCHOHANBHBIX 3HAHWH, CBOOOJHO OTMEpUpYeT TOHSATUSMH, METOAAMHU OLIeHKH
MIDUHATHS pellleHri, WMeeT TIpeJCTaBleHWe: O MeXIUCLUIIMHADHBIX CBA3SIX,
yBsi3bIBaeT 3HAHMS, IO/lyueHHble TPU H3yUeHUM Pas3/lUYHbIX [JUCLUILIMH, yMeeT
aHa/M3UpPOBaTh MpaKTUUeCKUe CUTYal[dy, HO [I0MyCKaeT HEKOTOpble MOTrPEeLIHOCTH.
OTBeT MOCTPOEH JIOTUYHO, MaTepras U3/1araeTcsi XOpOILIKM sI3bIKOM, MPUB/IEKaeTCst
MHGOpPMaTUBHBIA UM WTIOCTPUPOBAHHBIM Marepuasg, HO TpPU OTBeTe JOMyCKaeT
HEKOTOpbIe MOrpelHoCcTH. Bonpock! He BbI3bIBAIOT CYIleCTBEHHbIX 3aTPyAHEHU.
6-15 OO6yuaromuiicss TIOKa3bIBaeT [OCTAaTOUHbIe 3HAHWS MaTepUa/iOB 3aHSATHM, HO TIpU
OTBeTe OTCYTCTBYeT /I0JDKHasl CBsI3b MEXK/y aHalU30M, apryMeHTalieil U BbIBOJaMH.
Ha nmocraBneHHble useHaMd KOMHCCUM BOMPOCHI OTBeYaeT HEyBEePeHHO, [JOMyCKaeT
rorperiHoCTH. OOyuaroU[uiics BaZieeT TPaKTUYeCKUMH HaBbIKAMH, TIPUBJIEKAeT
W/UTIOCTPAaTUBHBIM Marepuaj, HO UyBCTByeT ce0si HeyBeDeHHO TIpHM aHaju3e
MEXJUCLIMIUVIMHAPHBIX CBsizeli. B oTBeTe He Bcerja TNPUCYTCTBYeT JIOTHKa,
aprymMeHTBbl TIPUB/IEKAIOTCSI HEJNOCTAaTOYHO Beckve. Ha mocTaBieHHble BOIPOCHI
3aTpY/AHSIeTCS C OTBeTAaMM, TTOKa3bIBaeT Hel0CTAaTOYHO IMTyOOKHe 3HaHUS.
0-5 OOyuaromuiicss TOKasbiBaeT (jiabble 3HAHWS MAaTepPUaoB 3aHATHH, yuyeOHOU
JIUTepaTypbl, 3aKOHOJATeNbCTBA U TIPAKTUKW ero MpUMeHeHUs, HU3KWN YDOBEHb
KOMITETEHTHOCTH, HeyBepeHHOe H3/I0’KeHHe Borpoca. OOydJaroluiics TOKa3bIBaeT
C1abblii  ypoBeHb TPO(eCCHOHA/NBHBIX 3HAHWH, 3aTpyJHSeTCs TpH  aHaIu3e
MpaKTUUeCKUX cUTyauuid. He Mo)KeT mpHBeCcTH TMpUMepPhbl U3 peanbHOM TPAKTUKU.
HeyBepeHHO U JjloTMYeCcKH HeMocC/efoBaTe/bHO M3jaraeT Marepuasn. HempaBuiabHO
OTBeyaeT Ha BOMPOChI WU 3aTPY/IHSIETCSI C OTBETOM.

[ITkana nmepeBofia M3 MHOr00A/IBHOM CUCTEMBI B TPAJULIMOHHYO:

- o0yyaroiieMycsi BbICTAB/ISIETCSI OLIEHKA «HEYIOB/IETBOPUTEBHO» eC/T 00yJaroIuics
Habpas meHee 50 6ansioB.,

- OLIEHKA «Y/IOBJIETBOPUTE/ILHO» BBICTAB/ISETCS TP YCIOBUM, €CIHM O0OyJaromuics
Habpas ot 50 70 65 6ansos;

- OLIEHKA «XOPOILIO» BBLICTABJISIETCS TIPH YCJIOBUM, €C/Id 00yJaroluiicss Habpan ot 66 710
75 6annos;



- OLIeHKA «OT/IMYHO» BBICTAB/ISIETCS MPU YC/IOBUH, eC/id ofyuaroruiicss Habpan ot 76 [0
100 6annos.

100 GasioB BBICTAB/SIETCS TPH YCAOBHM BBITIOJHEHHs BCeX TPeOOBAHUM, a TakKe TpH
00si3aTe/IbHOM TIPOSIB/IEHMM TBOPUECKOTO OTHOLIEHWS K TIPeAMEeTY, YMEHHWH HaxOJUTb
OpWT'MHa/bHbIE, He COfiepiKall[iecss B yueOHUKaxX OTBETbI, yMEHHWM paboTaTb C HUCTOUHHKAMHU,
KOTOPBIE COZIEpPXKaTCsl /IOTMO/HUTE/ILHOW JIUTepaType K KypCy, YMEHWH COEJUHSTb 3HaHWS,
TIO/TyYeHHbIE B IAHHOM KypCe CO 3HaHUSIMH [IPYTHUX JUCLIATUIVH.

4.4. MeTtopauyeckre MaTepuabl

YCTHBIN OTpoC SIBAsSieTCsl OJHUM K3 OCHOBHBIX CIIOCOOOB TPOBEPKH YCBOEHHsI 3HaHWM
oOyuarorfumucsi. Pa3BepHyTbIi OTBeT CTy#eHTa [O/DKEH TIPeACTaB/IsATh COo00M  CBS3HOE,
JIOTUYeCKY Toc/ejoBare/ibHOe Coo0IlleHre Ha Onpejie/leHHYI0 TeMy, T0KasblBaTb €ro yMeHHe
MIPUMEHATL OIlpejie/ieHus], IpaBU/la B KOHKPeTHBIX Ciayuyasx. OCHOBHbIE KPUTEPUU OL€HKU
YCTHOTO OTBeTa: TMPaBU/IbHOCTH OTBeTa IO COJiep)KaHUI0; TMOHOTa U IIyOMHA OTBeTa; JIOTMKa
W3/I0)KeHUs1 MaTepuasa (yUuThIBaeTCsl yMeHHe CTPOUTH LieJIOCTHBIN, MOC/e[0BaTe/IbHbIN paccKas,
rpaMOTHO T10J/Ib30BaThCsl CIELMaJbHOM TEPMHHOJIOTHEN); HWCIO/Ib30BaHUE [IOTIOJIHUTE/ILHOTO
Marepuasna.

5. MeToanyeckue yKa3aHus /11 00y4aOMXCA 10 0CBOEHHIO JUCLUTLTHHBI

[ToaroToBKa K 3aHATUSIM JIO/DKHA HOCHTH CHUCTeMaTUUYeCKUi XapakTep. JTO T03BOJUT
oOyuaroremMycsi B TIOJTHOM 00beMe BBITIOTHUTH BCe TpeOoBaHMs rperogaBaress. OOyuaromumcst
pDeKOMeH/lyeTCsi M3yuaTb KaK OCHOBHYIO, TaK M /IOTIOJIHUTE/NbHYIO JIUTepaTypy, a Takxke
3HAaKOMUTbCA C VIHTepHeT-UCTOUHWKaMU (CTIMCOK TIpHMBeieH B paboueil mporpamme Iio
JACLIUTIITUHE).

[TogrotoBka 0OydaromMXcss K OIMPOCY TIPeAro/iaraeT W3y4eHHe B COOTBETCTBUM
TeMAaTUKOMN JAUCLUTIMHBI OCHOBHOW/ JOTIO/THUTE/ILHOW JINTepaTypbl, HOPMAaTUBHBIX JOKYMEHTOB,
WHTEPHEeT-PeCypCOB.

OO0yuaroluiicsi TOTOBUT JOK/Ia ] B (hopMe YCTHOTO COOOIIeHUs 110 TeMe AUCLIUTITAHBI.

[peasaraeTcs ciaepyroijasi CTPYKTypa JOK/Iaza:

1. BBenenue:

— YKa3bIBaeTCsl TeMa | Lie/Tb JI0K/1a/1a;

— ob03HauaeTcs rpobeMHoe 110Jie, TeMaTHuecKye paszesibl oK/aza.

2. OCHOBHOe cofiep)KaHue [oK/Iaja:

— M0C/e[ioBaTe/TbHO PaCKPbIBAOTCS TeMaTHuecKye pa3zesibl JOK/Iaja.

3. 3ak/roueHue:

— TIPUBOJISITCSI OCHOBHBI@ Pe3y/IbTaThl U CY)K/IeHUsT aBTOpa I10 TIOBOJY MyTeil BO3MOYKHOTO
pellieHrst PAaCCMOTPEHHOU TTPO0/IeMbI, KOTOPbIE MOTYT OBITh 0(hOPMJIEHBI B BH/Ie PEKOMEH/IAIHH.

[Tpy noAroToBke K TECTUPOBaHUIO C/IeAyeT YUUThIBATh, UTO TECT MPOBEPSIeT He TOJIBKO
3HaHWe TIOHSITHM, KaTeropui, COOBITWH, SIBJ€HUM, yMeHWs BbIJe/ATb, aHa/JIW3UpOBaTb U
000011aTe Hanboree CyllecTBeHHble CBS3M, TMPU3HAKA W TIPUHLUIBI Pa3HbIX SIBJIEHUM U
npotieccoB. [To3TOMy mpy IOATOTOBKE K TeCTy He CJjleflyeT IPOCTO 3ayurBaTh, HeoOX0AHMMO
TOHATb JIOTUKY H3/I0KEHHOTO MaTephana. OTOMy HeMasjao CIOCOOCTBYeT COCTaB/ieHUe
pa3BepHYTOro IjaHa, Tab/ul], cXeM. Bo/blyl0 TMOMOILb OKa3bIBalOT WHTEPHET-TPeHakephl,
TI03BOJISTFOIL[ME, BO-TIEPBBIX, 3aKPENUTh 3HAHUs, BO-BTOPBIX, TPHOOPECTH COOTBETCTBYHOLIHE
TMICUXO0JIOTUYEeCKHe HAaBbIKM CAMOPETy/ISIiMU U CAMOKOHTPOJIS.

TectpoBaHue wuMeeT psf 0COOEHHOCTEH, 3HaHMe KOTOPBIX IIOMOTaeT YCIEeIIHO
BBIMIOJITHUTL TecT. MOXHO [JaTb C/ledyollde MeToguYyecKue peKOMeHJalWu: CiefyeT
BHUMAaTe/bHO M3YUYWUTh CTPYKTYpPYy TeCTa, OLeHUTb 00beM BpeMeHH, BBIJe/IsieMOro Ha JIaHHbIH
TeCT, YBUJEThb, KAaKOr0 THWIA 3aJiaHUsi B HEM COJep)KaTcs; OTBeuaTb Ha Te BOIPOCHI, B
NIPaBUILHOCTU pellleHUs] KOTOPhIX HeT COMHEeHMH, TM0Ka He OCTaHaB/IMBAasCh Ha TeX, KOTOpble



MOT'YT BbI3BATh A0/IrY€ pa3ayMbs; OUe€Hb BAXKHO BCerJd BHUMATE/IbHO UNTAThb 3d[JdaHUA /10 KOHII4,
He TIbITasACh ITOHATH YC/IOBUA «I10 ITEPBBIM C/JIOBaAM».

MeTtoanueckre peKOMeH/jaliiu 10 HalMCaHWio pedepara:

Pedepar sBrisieTcss CaMOCTOSITeNIbHOW —TIpakKTWUecko paboToit  obyuaroupuxcs. OH
NIpU3BaH OIpeJe/UTh CTeleHb OCBOEHHS CTY/IeHTOM 3HaHUM U HaBBbIKOB, MOJyYeHHbIX UM B
TIpoLjecce U3y4eHus AUCLIATIINHBIL.

TekcT paboThl Jo/KeH ObITh HamKMcaH B HayyHoOM crwie. OdopmiieHHe TeKCTa Takke
JOJDKHO OBITH BBIMO/THEHO rpamMoTHO. CremyeT m3berarb MyCTHIX TPOCTPAHCTB U, TeM Oosiee,
crpanuil. Ha Bce TabiuL{bl, pUCYHKH U JUarpaMMbI [IeJIatoTCs CChLTKU B TEKCTe.

Pabora BbimosHsieTcs: B gopmare A4. Illpupt — TimesNewRoman. OCHOBHOHM TeKCT
pabotel Habupaercsi 14-m 1mpudToM uepe3 1,5 WHTepBana, BbIpaBHUBAHKE 110 ILIKPUHE,
Me>KOyKBeHHbIN WHTepBal «OObIUHBI», KpacHas CTpoka 1,25 cM. ABTOMaTWuecKu
paccraBsitoTcst iepeHockl. [Tonsti: BepxHee 2,0 cM, HWKHee 2,0 cM, yieBoe 3 cMm, rpaBoe 1 cM.
[MpomexxyTkn Mexy ab3aljaMyd OTCYTCTBYIOT. BBeJeHue, TIJaBbl, 3akK/IHOYeHHe, CITUCOK
JIMTepaTypbl YU TIPUIOKeHUs] (JOPMaTHUPYIOTCS KaK 3aroJoBKU MEepBOTr0 YPOBHS U HAYMHAIOTCA
KaK/bIi C HOBOM cTpaHuLpl. [Tofpasens! r71aB ¢ HOBOW CTPaHHULIbI HE HAUMHAKOTCS.

CHOCKM [Ie/IalOTCsl BHU3Y CTpaHULbl. Tabymullbl U PUCYHKM HYMEPYIOTCSI OT[e/IbHO.
Homep Bk/touaeT HoMep I71aBbl 1 HOMEpP PUCYHKa/Tab/HLIbI B IaHHOM I71aBe.

Crpanuiibl paboTbl [O/DKHBI ObITH TMPOHYMepoBaHbl. Hymepalysi HauMHaeTcsi CO
CTpaHUL[bI C OIVIaB/ieHWeM, Ha KOTOPO cTaBUTCS Ljudpa «2» u Aanee — 1o nopsagky. OkoHuaHUe
HyMepaluM TPUXOAWUTCS Ha TMOCAeJHWM JMCT COKUCKa adreparypel. Homep craBUTCS BHU3Y
cTpaHuLpl cripaBa. Ha cTpaHuIiax ¢ NpUIo)KeHUsIMM HOMepa He CTaBsSITCs, U B OIVIaB/IeHHe OHU He
BBIHOCATCA. B oriaB/ieHnM yka3blBaeTCsl TOIbKO HOMEP MepBOro JIMCTa NePBOro MPUIOXKEHHUS.
O6bem pedepara 7-15 cTp.

6. YueOHas 1nTepaTypa U pecypchl HH)OPMAHOHHO-Te/IEKOMMYHHUKALIIOHHON CeTH
"VIHTepHeT", BK/IIOUAs NepeyeHb yueOHO-MeToAHYeCcKoro obecneueHus Jisi
CaMOCTOSITe/IbHOH Pad0ThI 00yYaKIIUXCS MO AUCIUTINHE

6.1. OcHoBHas UTEparypa

1. [enorpou3BoACTBO : 00pasiibl, JOKYMEHTbI, OPraHU3aL{|si ¥ TeXHOJIOTHSI Pa0OTHI : C y4eTOM
Hoporo TOCT P 6.30-2003 "YauduuvpoBaHHble  CHUCTeMbI  JJOKyMeHTal[WH.
YHuduLMpoBaHHass ~ CUCTeMa  OpraHM3aljMOHHO-PacropsuTe/NbHON  I0KYMeHTalWu.
TpeboBanusi K odopmieHuto AokymeHToB"./ Tiof, pea.: M.K. Kopraeera, B.A. Kyzapsiesa - 3-e
u3/iaHue, epepaboTaHHOe U AomnonHeHHoe. - M. : TIpocnekr, 2011. - 479 c.

2. Kys3neroB N.H. [lenoBoe mycbMo : yueGHO-CIipaBouHoe rocobue. - M. : [JamkoB u K, 2012
— 288 c.

6.2. lono/iHMTe/IbHAA IMTEparypa.

1. BbeikoBa T.A. O HekoTOphIX TpobseMax cdepsl yrpaseHus: AoKyMeHTamu B Poccuiickoi
@®enepauyu  // Bectnuk PITY. Cepusa: [JoKkymeHTOBeJeHHWe U apXWBOBeJeHUe.
Wnadopmarnka. 3ammra uHboOpManuu v WHpopMaroHHas Oe3oracHOCTb. 2014. Ne 2
(124). C. 40-45. - 3BC elibrary http://elibrary.ru/item.asp?id=21653208

2. [Henonpowussogctso / nog pen.: V.K. Kopueesa, B.A. KyzapsieBa - M. : IIpocnekr, 2011. -
479 c.

3. JlokymeHTOBefeHre. YueOHMK W TIPaKTMKyM [/ akKaJeMHdyeckoro OakamaBpuarta /
HoponuHa JILA. - OtB. pea. - M.: UzgatensctBo HOpaiit, 2015. - 3BC "FOpaut"
http://www.biblio-online.ru/thematic/?id=urait.content. S AED6A08-1A40-4245-9965-

A93821931223&type=c_pub
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6.3. YueOHO-MeTOoAHYeCKOe 00ecrieueHre CaMoCTOATe TbHOH PadoThI

1. Mogenb MO3WIMOHHOTO OOyYeHUs] CTyIeHTOB [D/IeKTPOHHBIN pecypc]: TeopeTHYecKue
OCHOBBI U MeToauueckue pekomeHpauuu/ W.B. IlusH [u gp.].— O/NeKTPOH. TEKCTOBbIe
JaHHble.— M.: MOCKOBCKUIA TOPOJCKOM Tefarornyeckuii yausepcutet, 2012.— 152 c.—
Pexxum poctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.— 3BC
«IPRbooks»

2. OOpa3oBare/ibHble WHHOBAl[MM W TIPAaKTHKHW Kapbepbl : COOPHUK METOJUYECKHX
MarepuanoB u crareii / PAHXul'C nipu IIpe3ugente P®. - M. : [leno, 2015. - 192 c.

3. Tlcuxosorust ajanTalud W coljuasbHas cpefia. CoBpeMeHHbIe TIOAXOABI, TPOOEMBI,
nepcrekTBbl [DnekTpoHHbIM pecypc]/ JI.I. [ukas [u Ap.].— OneKTPOH. TeKCTOBble
JlaHHble.— M.: [Tep Co, 2007.— 624 c— Pexxum JlocTyra:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html.— 3BC «IPRbooks»

4. Col1a/lbHO-TICUXO/IOTUYeCKHe acCIeKThl (DOPMHPOBAHHUS KY/IbTYPbl CaMOOOyYaroIencs
opranu3aiuu / A. f1. Hukonaes [u zp.] // Boripock! nicuxonoruu. - 2014. - Ne 6. - C. 44-

52.
6.4. HopmaTuBHbIe NIPAaBOBLIE JOKYMEHTbI.

1. denepanbHelidi 3akoH OT 27 wmtonsg 2006 . N 149—®3 «O6 wunHpopmaLmy,
VMH(OPMaLMOHHBIX TEXHOJIOTHSX U O 3alljyTe UH(pOpMaLUn»
2. depnepanbHblii 3aKOH OT 26 gekabps 1995 Ne 208—®3 «O6 aKIMOHEPHBIX
obrectBax» (B pes. ot 27 uronisg 2006 Ne 146—®3) // C3 Pd. 2006. Ne 19. Cr. 805.
3. ®enepanbheiii 3akoH 0T 10 siHBapst 2002 1. Ne 1—®3 «O06 371eKTpoHHON LU(POBOIA
noanucu» // C3 P®. 2002. Ne 2. CT. 127.
4. denepanbheiii 3akoH PD ot 6 ampens 2011 . N 63—®3 «O06 31eKTpOHHOM
noanucy» (c u3M. Ha 1 uronst 2011).
5. @epepanbHblid 3ak0H PO ot 2 mag 2006 . N 59—®3 «O nopsifjke pacCMOTpeHUs!
obpaiijeHuit rpakad Pd» (pemakius geticts ¢ 1 suBaps 2011 ).
6. ®epepanbHbli 3aK0H PO ot 1 mtons 2005 . N 53—®3 «O rocysapcTBeHHOM S13bIKe
Poccutickoit ®enepalium».
7. denepanbHeiii 3akoH PD ot 22 okTrsiops 2004 . N 125—®d3 «O6 apxvBHOM Jiefie B
Poccutickoit ®enepaiun» (c u3M. Ha 27 urosist 2010 1)
8. ®epepasnbHbli 3aK0H PO ot 29 uronsa 2004 . N 98—®3 «O koMMepueckod TariHe»
(c u3m. Ha 11 urons 2011).
9. [Mucemo PocapxuBa ot 2 mapra 2006 roga Ne2/407—K «O6 VHdopmaryioHHO—
CripaBOYHOM cucteme apxuBHOM otpacau (MCCAO)»
10. [MTocranoBnenve defepanbHONM KOMUCCUW TIO PBIHKY IIeHHBIX Oymar ot 16 urosst

2003 roga Ne03—33/ric  «O06 yTBepxaeHuu ITosiokeHWsT O TIOpsKe M CPOKAaX XpaHEHUs
JOKyMEHTOB aKL[HOHEPHBIX 00I[eCTB»

11. ITuceMo PocapxuBa ot 7 ampens 2003 roga Ne6/464—k  «O mnpucBOeHUMU
TeMaTUUeCKoMy KOMIUIeKTY «V/HdopMallMOHHO—CITpaBoYHasi CUCTeMa apXWBHOW OTpaciu
(MICCAO)» craryca «odwuianbHolM 06a3bl AaHHBIX PeepanbHON apXUBHOM CyKObI Poccum».
12. [TocranoBnenve MuHTpysa Poccuu ot 26 mapra 2002 roga Ne23  «O6
yTBEDP)KJEHUd HOPM BpeMeHH Ha paboTbl 1O /IOKYMEeHTAalLMOHHOMY o0OecrieueHuro
yTipaB/ieHUeCKUX CTPYKTYP (peZiepasibHbIX OPraHOB UCTIO/IHUTE/TbHON BIaCTU».

13. [IpaBunia oOKasaHHWSl yC/Iyr [IOUTOBOM CBSI3W, YTBEP)KJEHHbIE ITOCTAHOBIEHUEM
[TpaButenscTBa Poccurickoit ®eneparuu ot 15 anpenst 2005 . Ne 221.
14. ITepeuenn TUTIOBBIX  yTIpaB/ieHUeCKUX JIOKyMEHTOB, 00pasylomuxcs B

JlesiTeIbHOCTH OpraHu3aliyii, C yKa3aHWeM CPOKOB xpaHeHus. — M.: Pocapxus, BHUNIA],
2010.

15. [TpaBusia OKa3aHUs YCAyTr TesjerpadHON CBsi3W, yTBepKAEHHbIE TTOCTAaHOBIEHUEM
[MpaButenscTBa Poccutickoit ®@enepaiuu ot 15 aripenst 2005 1. Ne 222.



16. rocr P 6.30—2003 «YHU(ULIMDOBAaHHbIE  CHUCTEMbl  JOKyMeHTaLUU.

YauguumupoBaHHas cucremMa OpraHU3alMOHHO—PAaCIOPsUTETbHON JIOKyMeHTaL[1U.
TpeboBanust K 0pOpM/IEHHIO JOKyMeHTOB». — M.: MI3m—Bo cTa"gapros, 2003.
17. OpraHu3aloOHHO—pacIopsAuTebHas JOKyMeHTaLusl. TpeboBanust K

oopmeHuto oKyMeHTOB: MeTouueckre pekoMeHauuu no BHegpenyto ['OCT P 6.30—2003.
Pocapxus; BHUNIOA/, — M.: 2003. — 90 c.

18. F'OCT P 53898 — 2010 Cwucrembl 3/MeKTPOHHOTO JIOKYMeHTOO0OOpOTa.
B3auMogeiicTBre cucTeM yripaB/ieHus JoKyMeHTaMU. TpeGoBaHUs K 37IeKTPOHHOMY COOOIL[eHUS.
19. Yuaupukarus TEeKCTOB yIIpaB/IeHue CKUX [IOKYMEHTOB. MeTtopuueckue

pekomeHgaumu. — M.: I'naBapxus CCCP, 1982.

6.5. IHTepHeT-pecypcChl, CIPAaBOYHbIE CUCTEMbI.

1. OnekTpoHHBIH GoHf Poccuiickoi HaiuoHanbHOM 6OubGnvoteku (PHB). OnektponHas
oubmoreka Poccuiickoli  rocymapctBeHHod — 6ubmwoteku  (PI'B).  Pexum  poctyma:
http://leb.nlr.ru/, http://www.nlr.ru:8101/poisk/index.html#1

2. OnekrpoHHasi 6ubmioteka Poccutickoit rocymapctBenHoi 6ubmuoreku (PT'B). Pexxkum
npoctyma: http://elibrary.rsl.ru/

3. HayuHnasi 3/mektpoHHass O6ubmuoreka I'TIHTB (karamor T'ocygmapctBeHHou ITy6suuHOM
Hay4YHO-TexHUUeckoi 6rubmorekn) Poccun. Pexxum foctyma: http://ellib.gpntb.ru/

4. Karanor Hayunoit bubmvoreku MI'Y. Pexxum poctyma: http://search.nbmgu.ru/search/

5. HayuHas 3/1eKTPOHHAs Oubmoreka eLIBRARY.RU. Pexxum JlO0CTyTIa:
http://www.elibrary.ru/

6. OnektponHasi bubmoreka I'YY. TlomHOTeKCTOBBIE 3apyOeXHbIe 0a3bl JaHHBIX. PexXum
pocryma: http://library.guu.ru/Full_text_foreign_database.html
7. [Mpe3ugentckas oubmuoreka uM. b. H. EnbiiHa pexkum goctymna: http://www.prlib.ru/

6.6. UHbIe HCTOUHUKU

. Kysnenjo W.H. [JokymeHTalioHHOe o0ecriedeHre yripaBleHUs. JOKyMeHTO0O0poT W
JIeJIOTIPOU3BO/ICTBO  2-€ W3[., Tep. W [OM. YueOHUK W TMPAKTUKyM [jisi TIPUK/IAJHOTO
OakanaBpuara - M.: WszgarenbctBo FOpaiit, 2015. - 3BC "FOpautt" http://www.biblio-
online.ru/thematic/?id=urait.content. 1EB1230C-A9A A-4919-8E51-
C4B5CC0728D9&type=c_pub

. IlyBanoBa H.H. OCHOBBI [1€70TIPOM3BOACTBA. SI3BIK CIY)KEOHOro [OKyMeHTa. YUeOHUK U
MPAKTUKYM /i1 akaZieMuueckoro OakanaBpuata / Illyeasoa H.H., MBanoBa A.FO. - M.:
WsparensctBo  FOpaitt, 2015. - 3BC "FOpaut" http://www.biblio-online.ru/thematic/?
id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub

. Pa3nopoxxHeiii, A. A. J[IoKyMeHTHPOBaHKe YIIPaBIeHUYeCKOH JieaTeIbHOCTH : yueOHoe rocobue :
ponyiieHo CosetoM YMO By30B Poccuu... 110 crieripanbHOCTY "MeHepKMeHT opraHu3aryu’. -
M. : UH®PA-M, 2011. - 302 c.

. Jaffar Alalwan and Manoj Thomas An Ontology-based Approach to Assessing Records
Management Systems // e-Service Journal. Vol. 8, No. 3 (Summer 2012), pp. 24-41 - 3BC Jstor
http://www.jstor.org.ezproxy.ranepa.ru:3561/stable/10.2979/eservicej.8.3.24

7. Marepua/ibHO-TeEXHHYeCKas 0a3a, MH(popMaLMoOHHbIe TEXHOIOTUH, MPOrPpaMMHOe
obecreueHre 1 HHGOPMAI[MOHHBIE CIIPABOYHBIE CHCTEMbI
[lnst TIpoBe/ieHUsl 3aHATUM MO0 AMCLMITIMHE HeoOXOOUMO CreAyrollee MaTepuaibHO-
TexHU4Yeckoe obecriedeHune: yueOHble ayJUTOPUM [/ TIPOBEIEHUS 3aHATHM JIEKIJMOHHOTO U
CEeMUHAPCKOTO THWIA, TPYMIOBBIX W WH/WUBH/YaJbHBbIX KOHCY/bTAlUH, TEKYIIEero KOHTPOJS U
TIPOME>KYTOYHOM aTTeCTaL[|H, /I/IsI CAMOCTOSITeIbHOW paboThI: YnTa/IbHbIe 3a/1bl OMOMMOTEKH.
[MporpammMHoe obecrieuenuie: MS Office Professional Plus 2016.
WndopmaronHbie cripaBouHble cucteMbl: Hayunasi 6ubmuoreka PAHXul'C. URL:
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