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1. IlepeyeHpb NJIaAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHUS 10 AUCHMUILIMHE, COOTHECEHHBIX €
IJIAHUPYEMbIMHU Pe3yJIbTaTaAMH OCBOEHHS MPOrPaMMBbl

1.1. Juctummaa B1.6.21 «JlokyMeHTalmoOHHOE OOecTieueHue U JCIOMPOU3BOICTBO B
rOCyIapCTBEHHOM U MYHHUIMIAIBHOM YIIPAaBJICHUU» OOECIIEYUBACT OBJAJCHUE CIIEAYIOIUMU
KOMIIETCHIIMSIMU C YYE€TOM 3TAroB:

Kon Kox srana
KOMIIETe HaumeHoBaHue 0CBOCHHSI HaumenoBaHue 3Tana
KOMIIeTeHHH 0CBOEHUS KOMIIeTeHIIUI
HIMH KOMIIeTeHIIUH
OIIK-6 CIIOCOOHOCTh pemats | OIIK-6.3 CriocobHOCTD PUMEHSTh
CTaH/IapTHBIC 3a7a4un OCHOBBI MH(OPMAIIMOHHOW |
npogeccuoOHaTbHON O6ubnuorpaduyeckoil KyJIbTyphl
NEATENIPHOCTH  HAa  OCHOBE M C Yy4eTOM  OCHOBHBIX
UH(POPMAIMOHHOM u TpeGoBaHUI MH(POPMALMOHHON
oubmorpaduaeckoi 0€301acHOCTH.
KyJIbTypel C TPUMEHEHUEM
MH(pOpPMaIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJOTUH H C  y4eTOM
OCHOBHBIX TpeOoBaHUI
HH(pOPMAITMOHHOM
0e30macHOCTH
1.2. B pe3ynbTaTe OCBOCHUS TUCIHILIMHEI Y CTYIEHTOB JOJDKHBI OBITH C(HOPMHUPOBAHBI:
OTD/TD
(npu HATMYMH Ko hrana
npodcranaapra, Ui OCBOCHMS Pe3yabTarsl 00yyeHus
10 pe3yJbTaTam KOMIIeTeHII UM
dopcaiiT-ceccun)
OIIK-6.3 HA YPOBHE 3HAHUIL:

3HA€T OCHOBHBIC KOMIUIEKCHl JIOKYMEHTAallUH W
METO/Bl OpraHu3aluu paboThl C JOKYMEHTaMHu B
Opra"ax rocy1apCTBEHHOW U MyHUIIUNAJIbHOMN BIIACTH.
Ha YPOBHE YMEHHIi:

OCYILECTBIISET TIOMCK nHpopManuu c
UCIOJIb30BaHUEM TPeOOBaHUN JJOKYMEHTOBEAEHUS U
JIETIONPOU3BOJICTBA JUISl PEIICHUs CTaHJIAPTHBIX 3a]1a4
npodeCCUOHATBHON ~ JeATENbHOCTH,  OQOpMIIseT
JIOKaJbHbIE HOPMAaTHMBHO-METOJMYECKUE JIOKYMEHTHI
10 JIEJIONPOU3BOJICTBY B CUCTEME I'OCYJapCTBEHHOU U
MYHHIMITAIEHON CITYKOBI.

HAa YPOBHE HABBLIKOB:

MPUMEHSIET 3HaHHWs B 00JAacTH JOKYMEHTAIlMOHHOTO
o0ecrieueHus u JEJIONPOU3BOJICTBA B
rOCYJJapPCTBEHHOM M MYHMIIMIIAIBHOM YIIPABICHHH.

2. O0beM 1 MecTO AUCHUILIMHBI B cTpyKType OII BO
O0beM JMCHUIIIHHBI




O6mas tpynoemkocth mucuumuimabl b1.6.21 «JlokymeHTanmonHoe obecrieueHue u
JEIONPOU3BOJCTBO B TOCYJAapPCTBEHHOM H MYHHIIMIIAILHOM YIPABIECHUW» COCTABIsACT 2
3a4eTHBIC eAUHUIILI, 72 Jaca.

KonnuecTBO akageMHUYEeCKMX YacOB, BBIACICHHBIX HAa KOHTAKTHYH paboTy cC
npernojaBareineM, — 32 dyaca: JeKkumd — 16 4YacoB, NpakTUYeCKHe 3aHATHA — 16 dYacos.
CamocrosrenbHas padota coctanisieT — 40 gacos.

Mecto nucunnimnsl B ctpykrype OIl BO

Huctummuaa b1.6.21  «JlokymeHTanimoHHOEe OOCCIEYEHHE | JICJOTPOU3BOJICTBO B
roCcy/1apCTBEHHOM U MYHUIIMIIAJIbHOM YIPABICHUM» U3ydaeTcs B 3 ceMecTpe, Ha 2 Kypce.

Huctummuaa  b1.6.21  «JlokymeHTanimoHHOEe OOCCIEYeHHE | JICJIOTPOU3BOJICTBO B
rOCYJJapCTBEHHOM M MYHHIIMIIQTHHOM YIPABICHUW» OTHOCUTCS K JUCIHILIMHAM 0053aTeIbHOM
yacTu bioka 1 «luciurinael (MOITYIIN ).

Huctmmmaa B1.5.21  «JlokymeHTaronHoe oOecriedeHne W JACIONPOU3BOACTBO B
rOCyIapCTBEHHOM M MYHUIMIAIBHOM YIPABICHUW)» OIMHUPACTCS HA 3HAHUS, IOJyYEHHBIE B
nporecce  u3ydeHun guctmmmeel - b1.5.09.02  MHpopmannoHHBIE — TEXHOJOTHH B
rOCYIapCTBEHHOM U MyHHUITUITAIbHOM yripaBieHnun (1 cemectp).

VY4ueOHas NWMCHUIUTMHA SIBISETCS OCHOBOM s m3ydenus aucuumina b1.B.J1B.01.01
DONEKTPOHHBIE TEXHOJIOTUM TMPEAOCTaBICHUS TOCYJapCTBEHHBIX ycayr (8  cemectp);
b1.B./IB.01.02 DnexTponnas kommepIusi 1 mudpoBbie peIHKH (8 cemecTp).

dopma MPOMEKYTOYHON aTTECTAllUU B COOTBETCTBUU C YUEOHBIM IIJITAHOM — 3a4eT.

3. Copepikanue U CTPYKTYPa AMCUMILINHBI
CTpyKTYypa AUCHUNIMHBI

O0BeM TUCHHUILINHEI, ®dopma
gac. TEeKymero
Ne KonTakTHas padoTa womTpomt
I\ HaumenoBaHue Beero 06y UAIOIIIXCH ¢ Cp | Yenesaemoctn
I Tem/pazjielon npenojaaBartejeM Mo ’
o MPOMEKYTOYHO
BU/IaM y4eOHBIX 3aHATHI i
JI JIP | I3 | KCP aTTrecTanum™*
QOunas popma 0dyuenus
1 [Ipeamer, conepxanue u 6 2 4 0. 11
3aa49¥ JUCHUTLIHHBL. ’
2 OCHOBHBIE CBOMCTBA, 8 2 2 4 0, I K-3
(GYHKIIUY ¥ IPU3HAKH.
3 CTpyKTypa IOKyMEHTA. 7 1 2 4 10,1
4 Cucrembl JOKYMEHTAIUU. 8 2 2 4 [0, ,K-3
5 CocraBieHue u 7 2 1 4
oopmiieHne
JOKYMEHTAIUH 110 TUYHOMY 0,1
COCTaBY IITAaTHBIX
COTPYJIHUKOB.
6 Opranu3anus 1 TeXHOJIOTHS 8 2 2 4
paboThI ¢ JOKyMEHTaMHU O, 1, K-3
YIpaBJICHUSI.
7 Opranuzanus XxpaHeHUs 7 1 2 4
JIOKyMEHTOB U o0ecrieueHne o,
UX COXPaHHOCTH.
8 Pabora ¢ toxymeHTaMH, 8 2 2 4
UMEIOIUMH OTPaHUYCHHBIN 0,1
JOCTYTI.




9 Opranu3zanys coBeIlaHui, 7 2 1 4
KOH(epeHIHii, COOpaHmid.

Odopmienune O, 11, K-3
JIOKYMEHTATbHBIX
MaTepHUaJIOB.
10 | Jlemompou3BOACTBO IO 6 2 4
YCTHBIM U IUCbMEHHBIM O.JLT
oOpaInieHusIM TpakKJaH B 2y
OpraHu3aIuIo.
IIpoMexkyTOUHas aTTecTanus 3a
Bcero | 72 ‘ 16 ‘ ‘ 16 ‘ ‘ 40
Illpumeuanue:

* - popmer mexyugeco koumpossa ycneeaemocmu. onpoc (0), mecmuposanue (T), doxnao (/]), ketic-3adauu
(K-3).
** - chopmbl npomesicymounoti ammecmayuu: 3avem (3a).

Conep:xaHue IMCUUILTUHBI

Tema 1. Ilpeamer, cogepxanue v 3a1a4M JUCHUIIAHBI.

JIOKyMeHT — OOBEKT JOKyMeHTOBeleHUus. Poib JOKyMeHTa B JKM3HU YelOBEKa U
obOmectBa. [lokymeHThl B cdepe mnpaB u ympaBieHHs. BiusHue HayYHO-TEXHHYECKOTO
mporpecca Ha pa3BuTHe JOoKymMeHTa. COBpeMEHHBbIE BHJBI M TpPeOOBAHHUS K JIOKYMEHTaM.
Metononorus 1OKyMEHTOBEACHUSI.

CB)ISI) IIOKYMCHTOBGILCHI/ISI C HpaKTHKOﬁ. POJII) U 3aada4u IIOKYMGHTOBGZ[GHI/IH B
COBEPILEHCTBOBAHUU IIPOLIECCOB YIIPABJICHHUS.

3aKOHOI[aTeJII)HI)I€ aKThI, HOpMaTI/IBHI)IC IIOKYMGHTI)I, FOCyIIapCTBeHHI)Ie 158 OTpacneBme
CTaHAapThl HAa YHU(DUIMPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Tema 2. OcHOBHBIC CBOMCTBA, yHKIMH H NPU3HAKH JOKYMEHTA.

CooTHomieHne NOHATUN «uHOpMaLUS» U «I0KyMeHT». CBa3b HHpOpManuu u
JokyMeHTa. Posib nH(poOpMaluy B COIMATBHBIX M 9KOHOMMYECKHX Iporeccax. MHdopmarus kak
OCHOBa MpPUHATUS yIpaBiieHYeckoro pemeHus. Ponb mH(popManuum B aBTOMAaTU3HMPOBAHHBIX
CUCTEMAX.

Bo3HuKHOBEHHE JOKYMEHTa, €ro 3HaueHue. TpaHchopMmaius MOHITHS «IOKYMEHT).
Omnpenenenue JOKYMEHTa B TOCYIApCTBEHHBIX cTaHjaaprax. CBolcTBa M (YHKIMH TOKYMEHTA.
ConuanbHbli, IPaBOBON U UCTOPUUECKUN XapaKTep TOKyMEHTA.

[lonatue opuruHana. YMHOXEHHbIE OpUTMHAJIBl. YEpPHOBUKU M OEJTOBUKH TEKCTOBBIX
nokyMeHTOB. ABrtorpadsl. Penakuuu. Ilonarue «nommuHHUK». OCHOBHBIE MPHU3HAKU
no/uyiMHHUKA. [loAMMHHBIE M TOAJIOXKHBIE JOKYMEHThl. Buisl ¢anbcupukanum J10KyMEHTOB.
Qanbcuduxamus coaepxkanus. Wurepnomsiums. Panbcudukanuss cocTaBa yA0CTOBEPEHUS,
6nanka. @unrpanu (OymMakHble BOJsSHbIE 3HaKH). [leuaT.

[Tonsatne «xomus». Hcropuueckoe pa3zBuTHe Komwil. Buabl komuii, ompenenseMbIx
crnocoboM ux BocrmpousBeneHus. Komuu, pasnuyaemple 1o cnoco0y HX YJOCTOBEPEHHS.
[TonsiTHE W WCTOPUYECKUN XapakTep CMOCOOOB JOKYMEHTHPOBAaHHs. 3BYKOBas pedb, €€
BO3MOXXHOCTH M HEIOCTAaTKU B 3aKpelyieHMH W Tmepenadye umHpopmanuu. Pa3sutne rpaduku
pycckoro nuceMa. Crkoponuck. CteHorpadusi.

IIpuMeHeHre TEKCTOBOIO TOKYMEHTUPOBaHUA. TexHuueckoe 1oKyMeHTupoBanue. Poro-,
KHHO-, ¢doHo-, TEJIEA0KYMEHTUPOBAHHUE. N3srorosnenue MalIMHOYUTAEMBIX u
YeJIOBEKOMAIIMHOYUTAEMBIX JJOKYMEHTOB.

Marepuansl i1 TEXHUYECKOTO  JOKYMEHTHPOBAaHMs. MalIMHHBIE  HOCUTEIHN
uHpopmanuu. BiusHue HocuTenss HHPOPMALIMU Ha JOJITOBEYHOCTh U CTOUMOCTH JIOKYMEHTA.

Tema 3. CTpyKTypa 10KyMeHTa.



ITonarue «pexBusut». IlocTosAHHBIE U NepeMeHHbIE PEKBU3UTHL. [loHATHE «pOpMyIIsIp
NoKyMeHTa». OcoOeHHOCTH (HOPMYISPOB JTOKYMEHTOB, MOJYYEHHBIX PAa3IUYHBIMU CIOCOOAMH
JNOKyMeHTHpoBaHus. MHauBuayanbHelid M THUNOBOM (opMmyisip nokymeHTa. dopmyisap —
oOpaserl.

Bonpocbl  1OKyMEHTHpPOBaHUsS, COCTaBIE€HUS U  O(OPMIEHUS JIOKYMEHTOB B
3aKOHOJATENbHBIX M HOPMATHBHBIX aKTaxX. YHHU(HUKAIMA TOKYMEHTOB. BHyTpuBHIO0Bas
yHu(uKkanusa. Pa3zBuThe yHUQHUKALMKM W CTaHJAPTU3aLMM JOKYMEHTOB. l'ocyaapcTBeHHBbIE
crangaptel Ha H0KyMeHTh. [OCT P 6.30-2003 «TpeGoBanust K opopMICHHUIO TOKYMEHTOB).
PexkBU3UTEL, periIaMeHTUPYyEMBbIE FOCYAAPCTBEHHBIM CTaHAAPTOM. ABTOp JOKYMEHTA.

Ponp GOmanka B odopmieHnn gokymeHnta. CocraB OyiaHka, MOPSAIOK PACHONOKEHUS
pPEKBU3UTOB B OlaHKe. BilaHKKM C yIJIOBBIM M LEHTPAJIbHBIM PACHOJOXKEHUEM PEKBU3UTOB.
[IpaBuia KOHCTpYHpOBaHUS OJaHKA.

ABTOpBI TMYHBIX JOKYMEHTOB. [Toanuce, nedyars Kak Npu3Haku aBTopa. Bua noxkymenra.
Pa3BuTHE BUIOB JOKYMEHTOB.

Bunbl 1OKYMEHTOB, ONpeNeisseMbIE 3aKOHOIATEIbHBIMM W HOPMATHBHBIMU AKTaMH.
CBsi3b BHJIOB JIOKyMEHTOB M (DYHKIMI yrpaBiieHHs. YKa3zaHHE BUAA JTOKYMEHTa, €r0 MECTO U
Ha3zHaueHue B (hopMyJsipe JOKyMEHTa. 3aBUCUMOCTb ()OPMBI JOKYMEHTA OT €ro BUAA.

Ob6o3nauenue anapecara. IlpaBuna Hanucanus ajpecaTa U MECTO yKa3aHMs ajgpecara B
dopmymsipe nokymeHnrta. Otpaxenue cdepbl AeHCTBUS JOKyMEHTa B ero azapecare. Ilopsmok
opopMIIeHHS TOKYMEHTa C HECKOJbKUMH ajapecatamu. llopsgok odopmieHus MOYTOBOTO
azapeca.

Jlata noxkymeHTa. 3Hau€HUE JaTUPOBAHUS JOKYMeHTa. ToUYHbIE JaThl, XapaKTepU3yIOIIHe
371eMeHTHl (opMysipa. ABTOpCKHE JaThl (COCTaBJIECHUE, MOANUCAHUE), JAThl, OTHOCALIMECS K
conepxanuto. JlaTel 00paboTku gokymenToB. [lopsmok opopmienus aar.

CocraB ynoctoBepeHus: JOKyMeHTa. COCTaB yAOCTOBEPEHHS TEKCTOBBIX JTOKYMEHTOB
pa3nuyHbIX Kateropuii. Mecto nmoanucanus B GopMyisipe JOKyMEHTa.

Ilesvatn um ux Ha3HayeHue. Bunpel mnedarteil. ['ocymapcTBeHHass repOoBasi Iedarth.
3aKOHOJATELCTBO OO0 W3TOTOBJICHWM M HCIOJIB30BAaHWU medyaTtd. llopsimoxk mpocTaBiIeHUs
nevarel Ha JOKyMEHTax.

VYTBepxkaenue nokymeHToB. CocTaB rpuda yTBEepXKAEHHUS, MOPSA0K €ro opopMIICHHUS,
MecT B GopMyJIsipe TIOKyMEHTa.

OTtmeTkn Ha JAoKyMeHTaX. WX poip B NMPOUCXOXACHUM U HCHOJHEHUHM JIOKYMEHTOB,
MecTo B (hopmyisipe qokymeHTa. Ocoboe Ha3HAaueHUE PE30ITIOLUH.

TpeboBanue k ee comepxkanuto u opopmieHno. OTMETKH O MOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH JOKYMEHTA U JIp.

[loHsiTHE «TEKCT JOKyMEHTa» TpU Pa3IMYHBIX Ccroco0ax JTOKyMEHTHPOBAHMSL.
CopnepxaHue NPOCTBIX U CIOXKHBIX JOKyMEHTOB. IIopsSnoK HM3710%KEHHS TEKCTa OKYMEHTOB.
Jlormueckast cTpykTypa TekcTa. B3auMocBsizb cogepxkaHuss M (QOpPMBI  JTOKyMEHTA.
dopmanuszanms TEKCTOB TOKYMEHTOB. AHKeTa, Tabnuua. OCOOEHHOCTH CTPYKTYphI TEKCTa
OpraHU3al[MOHHO-PACHIOPSAUTENBHBIX JIOKYMEHTOB. DJeMeHThbl TeKcTa. lloHATHe «3aroyioBok
NoKyMeHTa». Ha3zHaueHue 3arosoBka, ero mecrto B (opmyisipe aAokymeHTa. [Ipunoxenus k
TEKCTY U MOPSIIOK UX 0POPMIICHHUS.

[IpaBonucanue Ha3BaHUU YYpPEXKICHUM, OpraHu3auuii, npennpustui. IIpaBomucanue
Ha3BaHUU NOKyMeHTOB. [IpaBomucanme nomkHocTed W 3BaHWil. IlpaBomucaHue nat, 4ducel,
3HakoB. CHHTaKcH4Yeckre 0COOEHHOCTH TOKYMEHTOB. CUHTaKCHYEeCKHE KOHCTPYKLIMH.

VHudukanus [TOKyMEHTa KaK OJHO W3 HalpaBlIeHUH €ro COBEpPIICHCTBOBAHMS.
[lpeanocelIku W MeTOJ yHUPHUKAIMUA. YHUPHUKAIMUS CTPYKTYpbl TEKCTa. JIEMEHTHI
dbopmanuzaruu. PopMaTn30BaHHBIM XapaKTep TEKCTOB IJIAHOBOW M yYETHOW JOKYMEHTAITWU.
YHuHUKaMs 13b6IK0BbIX cpeAcTB. DOpMbl yHU(PUKAIMN: TUTIOBOU, TpadapeTHbII TEKCTHI.

Tema 4. CucteMbl JOKYMEHTAIINH.
Obmepoccuiickre KiacCu(puKaTopbl COIMATIbHON HHPOpMAIIIH.



Cucrema opraHn3allMOHHO-TIPAaBOBOM JOKYMEHTAIINH, €€ Ha3HAUYE€HHE U COCTaB.

CocraBnenne u  odopmileHHE OTACTBHBIX BHJOB  OpPraHU3aIMOHHO-TIPABOBHIX
JTOKyMeHTOB. CuctemMa pacnopsAUTEIbHON JOKYMEHTAIlUH, €€ Ha3HAaYCHHE U COCTAB.

[Iponienypa u3naHUsl PACHOPSAUTENBHBIX JOKYMEHTOB B YCJOBUSAX €IMHOHAYAIUS WU
KojuernanbHocTd. Cuctema MHGOPMAIMOHHO-CIPABOYHON JIOKYMEHTAllUU, €€ Ha3HAueHUe,
COCTaB, COCTaBJICHUE U 0(OpPMIICHHE.

OpraHu3aliOHHO-PACTIOPAIUTENbHAS ~ AOKYMEHTAIUs  IOpUAMYECKUX JHUI[  chepsl
COLMAIbHO-KYJIBTYPHOTO CEpBUCA U TypH3Ma.

Tema 5. CocTaBiienue u opopmiieHHE JOKYMEHTANMH M0 JUYHOMY COCTABY IITATHBIX
COTPY/IHUKOB.

JlokyMeHTarusi 1O  JMYHOMY COCTaBy KakK  TIOJICHCTEMa  OpPTraHW3aI[MOHHO-
pactopsIUTEeILHON JOKYMEHTAIIHMH.

3amaun  ympaBleHHWS, — pellaeMble  TPH  TOMOIIM  KaapOBBIX  JIOKYMEHTOB
(IOKYMEHTHpPOBaHHUE TPYIOBBIX MpaBoOTHOIICHHI). CocTaB JOKYMEHTOB, OGOPMIIIEMBIX B
KaJ[pOBOM CITy)0€: TEePBUYHBIX, YUYCTHBIX, PACIOPSIUTEIBHBIX, JUYHBIX, MO COMHAIHLHOMY
00ecneyeHuIo.

[Mopsimox oopmiteHUsT M COCTaB JOKYMEHTOB TPHU MPHEME, YBOJIHHCHUH, MEPEBOJIC HA
Ipyryto pa0oTy, NpeoCTaBICHHE OTIYCKa, O(OpPMIIEHUE TMOOMIPEHUM, JAUCHUTUTMHAPHBIX
B3BICKaHHH.

Tema 6. Opranu3zauusi 4 TEXHOJIOTUsl padoThI ¢ JOKYMEHTAMHU yIPaBJIeHH.

HopMmaTtuBHO-1paBoBO€E peryiupoBaHue mpoiecca J0KyMeHTO000poTa.

CoBpeMeHHBIE OpraHU3alMOHHbBIE (POPMBI CITYKOBI AETONMPON3BOCTBA.

PernamenTtamus ocHoBHbIX 3amad u  ¢yHkuuit JIOY. Pazpenenme Ttpynma Mexay
NOJIpa3/IeJICHUsIMU U UCTIOHUTEISIMU.

WNucTpykuus 1o Aenomnpou3BOACTBY — OCHOBHOM HOPMATHUBHBIM aKT OpraHHU3allH
JIEJIONPOU3BOJACTBA. THUIIOBBIE U MHIUBUIyalIbHbIE HHCTPYKIIUH.

[Topsimok pa3paboTku, cojiepKaHue, MpaBUia YTBEPKACHUS U BHEPEHUSL.

[nanupoBanue, opraHuzanus ¥ METOAMKA KOHTpoJisi coctosiHus JIOY u obecnedenwus
COXPAHHOCTH TOKYMEHTALUU B yUPEKIECHUH U CTPYKTYPHBIX MTOPA3ICIICHUSAX.

O6paboTka mMOCTyHaromuXx JOKyMEHTOB (OJoK-cxema paboOThl C  BXOJSIIUMH
nokyMeHTaMu). O6paboTka OTHpaBisIeMbIX JTOKYMEHTOB (OJOK-cxeMa paboOThl C UCXOASIIUMHU
JIOKYMEHTaMH ).

Perucrpanust 1 KOHTPOJIb UCIIOHEHUS TIOKYMEHTOB. JKypHan perucTpaiuy BXOASIINX 1
UCXOMSIINX TOKYMEHTOB.

TexHonornueckoe obecreueHre KOHTPOJSI MCIOJHEHUS JOKYMEHTOB, ITOCTaHOBKA Ha
KOHTpPOJIb, paboTa € KOHTPOJBHOM KapTOTEKOM Ha JOKYMEHThl M Ha YCTHBIE 3aJaHusl U
MOPYYEHUS] PYKOBOAUTEIS, IPOTIEHUE CPOKOB UCIIOJHEHUS, CHATHE C KOHTPOJIS.

CucremaTu3anus J0KyMEHTOB (COCTaBICHHE HOMEHKIIATYPbI J€).

dopmupoBaHue Aen MO  KIacCCU(PUKAIMOHHBIM  TpHU3HAKaMm, TpeOOBaHUA K
dbopmupoBaHHIO A€, 0pOopMIIEHHE JET B IMAIKax.

Tema 7. Opranu3anusi XxpaHeHHs1 JOKYMEHTOB H o0ecriedeHHe UX COXPAHHOCTH.
XpaHeHHE JOKYMEHTOB B CTPYKTYPHBIX ITOAPA3ACICHUSIX OPraHU3aIuu.
OTBETCTBEHHOCTh 3a COXPAaHHOCTHh JOKYMEHTOB. 3aKOHOAATEIBCTBO M HOPMATHBBI IO
00€CTeYeHNIO COXPAHHOCTH JIOKYMEHTOB.

Opranuzaiys CHpaBOYHOM pabOThl U MOPSAJOK BbIAAYM JOKYMEHTOB BO BPEMEHHOE
II0JIb30BAaHUE IIPU XPAHEHUHU B CTPYKTYPHBIX IIOAPA3IACIICHUIX.

XpaHeHHe M OpraHuzalus J0cTyna K JIOKyMEHTaM B YCIOBHUSX (PYHKIIMOHHPOBAHUS
ABTOMATH3UPOBAHHBIX UH(POPMALIMOHHBIX CUCTEM.



[lonstTue «oKcHepTuza IeHHOCTUY». HopMaTHUBHO-METONWYECKHE M TEOPETHYECKHE
OCHOBBI TIPOBEJCHMS OJKCIEpPTH3bl. TpeOOoBaHUS K MPOBEACHUIO  AKCHEPTH3Bl IIEHHOCTH
JIOKYMEHTOB B «OCHOBHBIX MpaBuiiaXx pabOThl BEJOMCTBEHHBIX apXHUBOBY.

Opranu3anus SKCIepTU3bl IEHHOCTH JOKYMEHTOB, LIEHTPAIbHBIX IKCIIEPTHBIX KOMUCCHI
(I2K) u sxcnieptHBIX Komuccuit (IK) yupexxnenus. [IpaBa u GyHKIIMM KOMUCCUH, OpraHU3AIHS
uX paboThl U JOKYMEHTHPOBAHUE AEATEIBHOCTU. DTamlbl MPOBEACHUS SKCIEPTU3BI LIEHHOCTH
nokyMeHTOB. OopmiieHre pe3yabTaTOB SKCIEPTU3BI IEHHOCTH JOKYMEHTOB.

Ha3nauenue u HCMOJIb30BAaHHE TIEPEYHE B KavyeCTBE OCHOBHBIX MCTOYHHKOB II0
M3YYCHHIO COCTaBa M COJAEP)KAHHUS JOKYMEHTOB, YCTAHOBJICHHUS CpPOKOB XpaHEHUS U
o0ecrieyeHns eIMHCTBA ONEPATUBHOTO XPAHEHUs U apXxuBa. YHHU(]UKanus TpeOOBaHUHN K Aenam,
caaBaeMbIM B apxuB. HopmaTuBHO-MeTOo1MuecKkue MaTepuaibl deepanbHOi apXUBHOU CITy>KObI
Poccun mo odopmiienuto nen. OcHoBHbIE TpeOoBaHus K ¢dopmupoBaHuio naen. llomHoe wnmm
yacTuyHOE 0(OpMJICHHE JIeNl B 3aBUCUMOCTHU OT cpokoB xpaHenus. [loaroroska nen. Hymepanus
JUCTOB. 3aBepIIUTENbHAss NOANKMCh. BHyTpenHss ommck. OdopmieHne o00J0XKKH el
MOCTOSTHHOTO ¥ BPEMEHHOT'O XpaHEHUSI.

[lonsatne omumcu nen. IlpaBunma cocraBnenus onuceid. OdopmiileHHe onucHu Jen
CTpYKTypHOTrO monpa3neneHusi. lIlepemaua nen B apxuB opraHu3anuu  (BEIOMCTBO).
B3aumopneiictBue cinyx6 /1OY u BegOMCTBEHHOro apxuBa MHpu (POPMUPOBAHUU OCHOBBI IS
MOCIEAYIOIIEr0 XpaHEeHUsI U UCIOJb30BaHUsl JOKYMEHTOB. ENMMHCTBO TpeOOBaHUN K XpaHEHHIO
JIOKYMEHTOB B JICJIOTIPOU3BOJICTBO.

Tema 8. PaGoTa ¢ 1T0KyMeHTaMHu, UMEIOLUMH OTPAHUYEHHBIH J0CTYII.

JIOKyMEeHTBI, Hecylue HHPOPMAIMI0 OTKPBITYI0 U C OrpaHUYeHHBIM JocTynoM. Cxema
KJaccu(UKauU TOKYMEHTOB TI0 TPU(Y OrpaHUYEHUS TOCTYTIA.

HopmaTuBHBIE aKThl, peryjaupyrone OrpaHMueHne JOCTyIa K IOKYMEHTY.

[lepedens cBeneHUi KOHQUACHIMAIBHOTO XapaKkTepa.

Henp 3ammtel koHbuaeHnuansHo uHGopmanuu (KH). Opranuzaius MeponpHsITHIA,
obecneunBaromux 3amuty KU. Tlopsgok pa®oThl HWCIOTHHUTENCH ¢ KOH(UICHIUATHHBIMU
JIOKyMEHTaMU.

Tema 9. Opranusanus copenmianui, KOHpepeHuuii, coopannii. Opopmienue
JAOKYMEHTAJILHBIX MATEPHAJIOB.

Kommiiekc  opraHM3allMOHHO-TEXHMYECKMX  MEpONpPHUATHH 1O  OpraHM3aluud U
MIPOBEICHUIO COBEIIaHUM, KOH(pepeHIui, coOpaHuil (J1anee - COBEIIaHui):

- BBIpAaOOTKA MOBECTKH JTHS U ONpe/eTIeHNne Kpyra IpearnoiaraéMblX y4acTHUKOB,;

- 03HAKOMJICHHE C TIOBECTKOH JIHS TPEATIOIaraeéMbIX YYaCTHUKOB;

- BbIpabOTKa perjaMeHTa COBEILaHMS;

- MOJATOTOBKA MAaTEpUAIOB, HAMEYAEMBIX UII PACCMOTPEHHS Ha COBEIIAHWH (IOKJIAa,
COJIOKJIa/1a, CIIPAaBOYHO-MH(POPMALIMOHHBIX MaTEPUAIIOB, IPOEKTA PEIICHNU);

- OpraHu3anus paboThl CEKpeTapuara;

- TeXHUYecKoe oOecreyeHHe MpPOBEIEHUs COBellaHus (ayAuo- W BHJEoanmnapaTypa u
zp.);

- TJOKYMEHTHPOBaHUE pabOThI COBEILIAHMS;

- oopmIIeHHE AOKYMEHTAIBHBIX MAaTEPHUalOB COBEIIAHUS (M3TOTOBIIEHHE MPOTOKOIIA,
UTOTOBBIX MaTe€pUaIOB, pa3MHOXKEHHE U 0OecrieueHue

MU YYaCTHUKOB COBELIAHMUS).

Tema 10. /Iesionpou3BOACTBO M0 YCTHBIM H MACHMEHHBIM 00pALIEHUsIM I'PAKIAH B
OpPraHMu3anuIo.
OcHoBHBIE BUIBI OOpaleHUi: TpeIIoKEHUe, 3asBICHUsS, xanoda. HopmartuHbIE
JTOKYMEHTBI, peryaupyromme padoTy ¢ oOpalieHus MU rpakiaaH. JIMUHBIA mpueM TpaxaaH B



opranu3zanuu. Opranuszanus paboTbl ¢ MUCBMEHHBIMU OOpalleHUSIMH TPaKJaH: PErUCTpaLus,
KOHTPOJIb, OTBETHI, aHAJIU3 OOPAIICHNH TPaXKAaH, CPOK XPaHEHHS.

4. MaTtepuaJjbl TEKylIIero KOHTPOJISI YCIIEBAeMOCTH 00y4aomuxcs U (POH/I OLIEHOYHBIX
CpeACTB MPOMEKYTOYHOM aTTeCTAIMY 1O JUCIHUNINHE

4.1. @®opMbl M METOABI TEKYIIETO KOHTPOJS YCIEBAGMOCTH OOYYaloOIUXCs |
IIPOMEKYTOUYHOM aTTECTALUU.

4.1.1. B xone peanuzarnuu nucuuriinabl b1.6.23 «/lokymenTanimonHoe obecrieueHue u
JIEJIONPOU3BOJICTBO B TOCYJapCTBEHHOM U MYHHIIMIAIBHOM YIPABJICHUU» HCIOIb3YIOTCS
CJICIYIOIINE METOABI TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH 00YUaIOIINUXC:

MeToabl TEKyIIero KOHTPOJISA
Tema u/mium pasne A ym p

yCIeBaeMoOCTH
Tema 1 | Ilpeamer, cojiepkaHue U 3aa4u AUCHUILIMHBL. OIIPoC, TOKJIA
Tema 2 | OcHOBHBIE CBOMCTBA, ()YHKIIMU U IPU3HAKHU. OIpOC, JOKJIAJ, KEeHC-3a1a4u
Tema 3 | CTpyKTypa JOKYMEHTA. Onpoc, TOKJIAJL
Tema 4 | CucteMbl JOKYMEHTALUH. OIpOC, JOKJIAJ, KeHC-3a1auu

Tema 5 | CocraBneHue u 0OpMIICHHE TOKYMEHTAIIUH TI0
JMYHOMY COCTaBY IITATHBIX COTPYIHUKOB.
Tema 6 | Opranusanus 1 TEXHOJIOTHs pabOTHI €
JIOKYMEHTaMU YIPaBJICHHUSL.

Tema 7 | Opranuzanus XpaHeHHUs] JOKYMEHTOB U
o0ecreueHne UX COXPaHHOCTH.

Tema 8 | PaGoTa ¢ JoOKyMeHTaMu, UMEIOIUMU
OTpPaHUYEHHBIN JOCTYII.

Tema 9 | Opranuzaius coBeianuii, KOHGEPEHLINH,
cobpanuii. OpopmieHre TOKYMEHTATbHBIX ompoc, AOKIIAJ, Keic-3a1aun
MaTepUasoB.

Tema 10| Jlenonpon3BOICTBO IO YCTHBIM M MUCHMEHHBIM
o0palIeHusIM TpakJaH B OpPraHU3aluIo.

OTIPOC, JTOKJIAT

OIIpOC, TOKJIAa, KeHc-3a1auu

OTIPOC, JTOKJIAT

OTIPOC, JTOKJIAT

OIpoC, JOKJIaJ], TECTUPOBAHNE

4.1.2. 3ayer mpOBOAMTCS C MPUMEHEHHEM CIEIyIOIINX METOAOB (CpeAcTB): B (opme
YCTHBIX OTBETOB Ha BOTIPOCHI M PEIICHUS TUTIOBBIX 3a/IaHH.

4.2. Matepuaibl TEKYIIeT0 KOHTPOJIS YCIIEBAEMOCTH 00yUJarOIIHXCsI

[IpenoaBaTens OLEHUBAET YPOBEHb IMOJTOTOBIEHHOCTH OOYYarOIUXCS K 3aHATHIO 110
CJIEIYIOIIHM ITOKA3aTeNsAM:

- YCTHBIE OTBETHI Ha BOIIPOCHI IPENOAABATENs 110 TEME 3aHATHUS,

- BBICTYIUIEHHUE C JIOKJIAJIaMU 10 TEME OIpOCa;

- ydacTHe B 00CYX/IE€HUH JIOKJIAJIOB;

- pe3yJbTaThl TECTUPOBAHUS.

- pElLLIeHUE Kelic-3a1ay.

Kputepun orieHnBanus 10kiaaa:

- CTEIIEHb YCBOEHUs IIOHATUN U KAaTETOPUM 110 TEME;

- yMeHHe paboTaTh ¢ JOKYMEHTaIbHBIMU U JIMTEPATYPHBIMU HCTOUHUKAMY;

- TPaMOTHOCTb HU3JIOKEHUSI MaTepuaa,

- CaMOCTOSITEIbHOCTh pabOThI, HAJTMUYKME COOCTBEHHOM 000CHOBAaHHOMN MO3UIIMH.

Kpurepun onieHNBaHMs pellIeHUs KeHC-3aJauH:

- H&y‘lHO-TCOpeTI/ILIeCKI/Iﬁ YPOBEHDb BBIIIOJHCHUA KeﬁC-BaHaHHﬂ 1 BBICTYIUICHUS,

- IIOJIHOTA PELICHNS KENca;

10



- CTEleHb TBOPUYECTBA M CAMOCTOSTEIFHOCTH B TOJIXOJIE K aHAIN3Yy Kelica W ero PeuieHUo.
Jloka3aTenbHOCTh M YOCAUTEIbHOCTS;

- (hopma u3nOXKEHMsT MaTepuaia (CBOOOIHAs; CBOMMH CJIOBaMH;, I'PaMOTHOCTh YCTHOW WIIU
MUCHMEHHON peyM) U Ka4eCTBO MPE3CHTAIUY;

- IOJIHOTAa U BCECTOPOHHOCTD BBIBOJIOB;

- HAJIMuue COOCTBEHHBIX B3IVISIOB HA TIPOOIIEMY.

Kputepuu orieHMBaHUs TECTOBBIX 3a/IaHUM:

- KONMU4YeCcTBO mMpaBUibHBIX OTBeTOB (70-100% - 3aureHO, B NMPOTUBHOM Ciy4yae He
3a4TEHO);

- BpeMsi, 3aTpayeHHOE Ha MOATOTOBKY OTBETOB.

OneHka 3HaHWH, YMEHHH, HABBIKOB IIPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOM
cuctembl 70% u3 100% (70 6amnoB u3 100) - BKkIag mo pe3yibTaraM MOCEMIAEMOCTH 3aHSTHIA,
AKTUBHOCTH Ha 3aHATHUAX, BBICTYIUICHUS C JIOKJIaJaMH, y4acTHs B OOCYXKICHMSIX JTOKJIaI0B
JIpyrux oOy4aronIuxcsi, OTBETOB Ha BOMPOCHI MPENOaBaTelsi B XOAE 3aHITHS, IO pe3yJibTaTaM
HAIMCaHUs TECTUPOBAHUS.

Bomnpocs! 1Jisi NOATOTOBKH K ONPOCaM, TECTHPOBAHUIO,
JIOKJIaJIaM H pelleHNI0 Keiic-3a/1a4 10 TeMaM:

Tema 1. [Ipeamer, coaep:xkaHue v 3212494 JUCHUINJINHBI.
1. JIokyMeHT — O0OBEKT JOKYMEHTOBEICHHUSI.
2. BrnusHue HAy9IHO-TEXHUYECKOTO MPOorpecca Ha pa3BUTHE JOKYMEHTA.
3. Metononorus JOKYMEHTOBEICHUS.
4. 3akoHOJATENbHBIC aKThl, HOPMATUBHBIE JOKYMEHTBI, TOCYIapPCTBEHHBIE U OTPACIICBBIC
CTaHAapThl HAa YHU(DUIIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.

Tema 2. OcHOBHBIE CBONHCTBA, (yHKIMHU U IPU3HAKH JOKYMEHTA.
CooTHolIeHne MOHATHH «MH(OPMALS» U «TOKYMEHT).
Ponb nadopmanny B aBTOMaTU3MPOBAHHBIX CHCTEMAX.
Bo3HUKHOBEHME TOKYMEHTA, €r0 3Ha4CHHUE.
CaoiicTBa M QYHKIIMH TOKYMEHTA.
ITonsTHe opuruHana.
[TonsTHE «KOmUSY.
[ToHATHE M UCTOPUYECKHI XapaKTep CIIOCOOOB JOKYMEHTUPOBAHMUS.
Marepuains! JJIsi TEXHUYECKOTIO JOKYMEHTUPOBAHUS.
MaruHHbIE HOCUTENN HHPOPMALIUH.
0.  Bumsaue HOCHTENs MH(GOPMAIIMK HA JOJITOBEYHOCTh M CTOUMOCTD JIOKYMEHTA.

RHRoOoo~NoOa,r~WNE

Keiic-3a0aua. CoctaBiieHue OPraHNu3allMOHHO-PACTIOPSAAUTEIbHBIX JOKYMEHTOB.

Cutyauus: IlpencraBpre cebGe, uro Bbl paGoraeTe B KOMIAHUM MOMOIIHUKOM
pykxoBoauTens. BaM HE00X0AMMO MOATOTOBUTH MPOEKTHI OPraHU3aLMOHHO-PACIOPAIUTEILHON
JOKYMEHTaluu

CocraBbTe MpHKa3 MO pe3yjibTaTaM MPOBEPKU B XOJ€ MHBEHTapHU3allMH MaTepuaibHBIX
HeHHocTted B cpeaHedl mkone Ne 1. BumaguBocroka, nposeneHHoi c¢ 10.09.2015 mo
20.09.2015. B pe3ynbpTaTe mpOBEpKH OBUIH BBISBICHBI CYIIIECTBEHHBIE HeAocTaTKu. HeoOxomumo
MOBBICUTh KOHTPOJIb IpernojaBareliedl 3a COXPAaHHOCTBIO IIKOJBHOTO  000pYyJI0BaHMS,
AaKTUBM3MPOBATh pPabOTy C y4YalUIUMHUCS MO BOCHUTAHUIO Y HHUX OEpex)HOro OTHOLICHHS K
UMYILECTBY.

CocraBbpTe pacnopsikKeHHE PYKOBOAMTENS 00 OpraHu3alldy JEXKYpCTBa B NMpa3THUYHbIE
nau ¢ 31 nexabps 2015 rona mo 10 staBaps 2016 roga. Ipemtoxute 3am. aupektopa no AXY
(aIMUHUCTPATUBHO-XO03MCTBEHHAs! YacTh) OpraHu3oBaTh cOTpyaHUKoB 31.12.2015 no 17-00 4
IPOBEPUTH U OIeYaTaTh Bce CIyXeOHbIe nomenieHust. OOsKUTE MOATOTOBUTh Ha YTBEPIKIIEHHE
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rpadux nexypcrBa a0 31 pexabps. Opranuzauuio U (GpamMUIUU JOJKHOCTHBIX JIMI[ YKaKUTE
CaMOCTOSITEIIbHO.

Odopmute BBHIMIUCKY M3 MpHKa3za 1Mo MHBeHTapuszauuu. CocTaBbTe U OPOPMHUTE aKT O
MIPOBEPKE COXPAHHOCTH JIOKYMEHTOB B OpraHU3aIliu.

CoctaBbTe U 0pOpPMUTE B COOTBETCTBHM C TPeOOBAaHHUSIMHU MPOTOKOJI 3ace/laHUsl COBETa
JTUPEKTOPOB aKIIMOHEPHOTO OOIIecCTBa O CO3bIBE IOJIOBOTO 00IIero cobpanus akmuoHepoB. Ha
3acelaHnK OBbLIN OIpEJEeICHBl MECTO, BpeMs, ¢opma (0UHas) IPOBEACHHUS COOpaHMs, a TaKKe
YTBEP)KACH CIHCOK KaHIMAATOB, BKIIOUYAEMBIX B OIOJUICTEHH IS TOJOCOBAHHS IO TIOBOIY
n30paHus B WIEHBI coBeTa TupekTopoB. Heobxoaumyro nndopmaiuio (Ha3BaHUE aKIIMOHEPHOTO
obmiecTBa, (paMHUIUU BBICTYMHUBIIMX JOKIAAYMKOB W T.JI.) JOTOJHUTE CaMOCTOSITEIBHO. Bce
PEKBU3UTHI JOKyMEHTa O(OpMHUTE B COOTBETCTBUU C TIOJOKEHUSMHU JIEHCTBYIOIIETO
3akononatenscTBa u 'OCT P 6.30-2003.

KpaTkue metoanueckue yKkazaHus

Keiic-3amaya COCTOMT W3 4YeThIpEX 3aAaHuil. MakcuManabHO 3a Kelc-3a1ady MOXKHO
oJTy4uTh 7 6amioB. BpeMs, 0TBOAMMOE Ha BBITIOJIHEHUE KEHC-3a/1a4l COCTaBIIECT 35 MUHYT.

Tema 3. CTpyKTYypa 10KyMeHTa.

1. Ilonstue «pexkBu3uT». [locTOSHHBIE U IEPEMEHHBIE PEKBU3UTHI.

2. llonsaTHe «popMyIIsip TOKyMEHTa».

3. Bompockl JOKyMEHTHPOBaHHs, COCTaBJICHUS H O(QOPMIICHHS JOKYMEHTOB B
3aKOHOJATEIbHBIX U HOPMAaTUBHBIX aKTaX.

4. TocynapcTBEHHbIE CTaHIAPTHI HA IOKYMEHTHI.
Ponp 61anka B 0pOpMIICHUH JOKYMEHTA.
ABTOPBI JINYHBIX IOKYMEHTOB.
Bunbl 10OKyMEHTOB, OIIpeeIsieMble 3aKOHOIATEIbHBIMU 1 HOPMAaTUBHBIMU aKTaMH.
O6o3HaueHue ajgpecara.
Jlara noxymeHra.
10. CocTtaB ynocToBepeHus JOKYMEHTA.
11. TTeyatu u UX Ha3HAYECHHUE.
12. YTBepxxaeHne TOKyMEHTOB.
13. OT™MeTKHu Ha JOKyMEHTaX.
14. TpeboBanue K ee coqepkaHuio U 0hOPMIICHHUIO.
15. TIoHsTHE «TEKCT TOKYMEHTa» MPH Pa3IMYHBIX COCO0aX JOKYMEHTUPOBAHHUS.
16. Jlormueckas CTpyKTypa TEKCTa.
17. TlpaBonucanue Ha3BaHUM yupexkA€HUH, OpraHu3alui, MpeIIpUsTHI.
18. YHu¢wukamus 10KyMeHTa KaKk OJHO U3 HalpaBJICHUH ero COBEPIICHCTBOBAHUSI.

© o N

Tema 4. CucreMbl J1OKYyMEHTALMH.

1. OGmepoccuiickue kiaaccu(uKaTopsl COLUAIBHON HHPOPMALIUH.

2. Cucrema opraHU3aIliOHHO-TIPAaBOBOM JIOKyMEHTAIINH, €€ Ha3HAUYEHHUE U COCTAaB.

3. CocraBnenne u odopmieHHE OTAENbHBIX BHJIOB OpPraHU3allMOHHO-TIPABOBBIX
JTOKYMEHTOB.

4. Cucrtema pacnopsIUTENIbHON JOKYMEHTAIUH, €€ Ha3HaYeHUE U COCTaB.

5. [lpouenypa u3naHus pacrnopsIUTENbHBIX JOKYMEHTOB B YCIIOBUSIX €IUHOHAYalus U
KOJUIETMAJIbHOCTH.

6. Cucrema WHGOPMANMOHHO-CIIPABOYHON JOKYMEHTAIlMH, €€ Ha3HaueHHe, COCTaB,
COCTaBJIEHUE U OPOPMIICHHE.

7. OpraHu3alvOHHO-PACTIOPSIUTENbHAST JOKYMEHTALUS FOPUIMYECKUX JHUI  cepbl
COLIMAJIbHO-KYJIbTYPHOT'O CEPBHCA U TypU3MaA.

Keiic-3a0aua. CocraBieHue HHPOPMAIHOHHO-CIIPABOYHBIX JOKYMEHTOB.
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Curyamus: IlpencraBpTe cebe, uto Bpl paboraere B KOMITAHMM TOMOITHUKOM
pykoBonuTens. BaM Heo0XOAMMO MOArOTOBUTH MPOEKTHl HH(OPMAIIMOHHO-CHPABOYHBIX
JIOKYMEHTOB:

CocraBbre B coorBerctBuu ¢ ['OCT P 6.30-2003 u odopmuTe MOTHBIA MPOTOKOI
3acelaHusl KOJUIETMM O pabore oTaena HMHGopMaTH3alMU IO OOECHEYEHHIO JAEATEbHOCTH
yupexJeHusl (Ha3BaHHE YUPEKICHMs, MECTO W3/aHUS JOKyMEHTa U Jp., PEKBU3UTHI yKa3aTb
camocTosTenbHo). Ha 3acepanum peup nuia 0 HEOOXOIMMOCTH JIOTOJHUTEIBHOIO BbIJICJICHUS
KOMITBIOTEPOB JUIsl oTAena uHpopmaruzanui. CoolIanoch Takke O TOM, YTO B OT/EJIE HOBBIX
pa3paboTOK MPOBOAATCS MEPONPHUATHA 10 YIYUIIEHUIO OpraHu3alud HH(GOPMALMOHHbBIX
nporeccoB. Ha 3acemanum omoOpeHO OCHOBHOE HaIlpaBleHHE pPaOOTHI OTHENa W MPUHATO
pelIeHre MOpPYYUTh aJMHHUCTPATUBHO-XO3SHCTBEHHOW ciyx0e npuoOpecTy JUisl OTxAeNna
uHpOpPMATU3AUH 3 KOMITBIOTEPA.

CoctaBbTe MPOTOKOJN MPOU3BOJICTBEHHOTO COBELIAHUSA PAOOTHUKOB HOPUIHUYECKOTO
oTJena, KOTopble OOCYXJaldd BOMPOC OpraHM3aluu paboThl B OT/AENE B CBA3H C PAa3BUTHEM
KOMMEpUYECKOM JEATEeNbHOCTM M HPUHSIM pEIlIEHHe O HEoOXOAMMOCTH  YBEJIMYEHUs
YUCJIEHHOCTH pAOOTHUKOB IOPUAMYECKOTO OTJeNa U 00 OCHAIlEeHUM OTJela HOBBIMU
KOMITbIOTEPAMHU.

Hanumwure noxnannyro 3amucky Ha ums pykooautens OOO «Ipum-Koncantuury o
KOMaHIUpPOBaHUU B I'. XabapoBCK CTapIEro MHKeHepa TexHudeckoro otnaena Meanosa M.U.. ¢
06.10.2012 roga cpokom Ha 5 qHEH 171 BBICTYIUIEHHUS C JOKJIAI0M Ha ceMuHape «CoBpeMeHHbIE
CHoco0bl ONTUMU3ALMH JOKYMEHTOO00POTa B KOMMEPUYECKOH OpraHu3alum.

CocraBpre rapantuitHoe nucekMo OAO «buznec-ABromaruka»y k OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHWU IOMOIIM B YCTAaHOBKE U HajaJlke 000pYyIOBAHUS BBIUUCIUTEIHLHOTO
LEHTpA.

[ToaroroBeTe M OOpMUTE MUCBMO C COOOIIEHHEM O IMPOBEAECHUU TI'OJJOBOTO OOLIEro
coOpaHUsl aKIIMOHEPOB aKIIMOHEPHOTO OOIIecTBa (Ha3BaHHME M CIPABOYHBIC JaHHBIE OOIIECTBA
JIONIOJIHUTE CaMOCTOSATENIbHO). B cooOlieHnn ykaxute, 4To coOpaHME CO3bIBA€TCS B OYHOU
dopMe, OIpeneauTe CaMOCTOSITEIbHO IIOBECTKY JHS, JaTy, BpPEMsl U MECTO IPOBEICHUS
roJIOBOr0 00mIero coOpaHusi, HayajJo M OKOHYAHHWE PErucTpaldd YYaCTHUKOB COOpaHMUs.
HeobOxonumo yka3aTh, Kakue JTOKyMEHTHI HY’KHO UMETh Mpu cede (1macmnopr, JOBEpEHHOCTh Ha
nepefady IpaBa Ha ydacTHe B coOpaHuM M 1p.). Bce pekBH3UTHI OKyMeHTa O(OpMHUTE B
COOTBETCTBUU C TOJOKEHHUSIMHU JIEHCTBYIONIETO 3aKOHOAaTeNbcTBA U TpedoBanusimu ['OCT P
6.30-20083.

KpaTkue metoguueckue yKkazaHus

Kelic-3ama4a cOCTOUT U3 MATH 3aJaHuil. MakCUMaIbHO 3a Kelc-3a/1a4y MOKHO IIOJTyYUTh
7 6annoB. Bpemsi, oTBoAMMOE Ha BBIIIOJIHEHUE KEHC-3a7aul COCTaBIISIET 35 MUHYT.

Tema S. CocTaBiieHue 1 0(popmJIeHUE TOKYMEHTAIIUM 110 JTUYHOMY COCTABY IITATHBIX
COTPYAHHMKOB.

1. JloxymeHTauust 1O JHUYHOMY COCTaBy Kak IOACHCTEMa OpraHU3allMOHHO-
pacropsiAUTENbHON JOKYMEHTAIUH.

2. 3amaun  yOpaBIeHHS, pellaeMble IMPH  TMOMOIIM  KaJpPOBBIX  JOKYMEHTOB
(TOKYMEHTHpOBaHHUE TPYJOBBIX PABOOTHOILICHU).

3. CocraB MOKYMEHTOB, O(QOPMIISIEMBIX B KaIpOBOW CIy)KO€: TEpPBUYHBIX, YUYETHBIX,
pacropsAUTENbHbIX, IHYHBIX, 10 COLIMATLHOMY 00ECIIE€YEHHUIO.

4. Topsnok odpopMIIeHHS U COCTAaB IOKYMEHTOB MpU MPUEME, YBOJIbHEHUH, IIEPEBOJIE HA
Ipyryio paloTy, NpeaocTaBlieHHe OTIyckKa, O(OPMIIEHHE TMOOUIPEHUH, IUCIHUITIMHAPHBIX
B3bICKaHUU.

Tema 6. Opranuzanusi 1 TEXHOJIOTUs Pad0ThI ¢ JOKYMEHTAMH yIIPABJICHHUS.

1. HopMaTHBHO-TIpaBOBOE PEryJIMPOBAaHUE MPOLEcCca JOKYMEHTO000pOTa.
2. CoBpeMeHHbIE OpTaHU3aMOHHBIE (DOPMBI CITYKOBI JETOMPOU3BO/ICTBA.
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3. PernamenTanus ocHOBHBIX 3a1a4 U ¢pyHknmi JJOY.

4. NHCTpyKUMsT MO JE€IONPOU3BOJACTBY — OCHOBHOM HOPMATHBHBIM aKT OpraHU3alUH
JIEJIIONPOU3BOCTBA. TUIIOBBIE M MHIUBHUYalbHbIE HHCTPYKIIUU.

5. Iopsanok pa3paboTkH, coepKaHue, paBuia yTBEPKIACHHUS U BHEIPEHMUSL.

6. [1lnmanupoBanue, opranuzanus U METoauKa KOHTpoJs coctosinus JJOY u obecnieuenus
COXPAHHOCTH JIOKYMEHTAILIUU B YUPESIKICHUH U CTPYKTYPHBIX MOJIPA3ICIICHUSX.

7. OOpaboTka TOCTYNaKIUX JOKYMEHTOB (OJOK-cXxemMa paboThl € BXOASIIMMH
nokymeHTaMu). OOpaboTKa OTIPABISIEMBIX JOKYMEHTOB (OJOK-cxema paboThl ¢ UCXOMASIIUMU
JIOKYMEHTaMH).

8. Perucrpanus 1 KOHTPOJIb UCIIOJTHEHUS JJOKYMEHTOB.

9. TexHonoruueckoe obecrieueHue KOHTPOJISL UCIIOTHEHHS IOKyMEHTOB.

10. Cucremaru3zanus TOKyMEHTOB (COCTaBJIEHUE HOMEHKJIATYPBI JE).

11. dopMupoBaHue e M0 KIacCH(DUKAIUOHHBIM TpHU3HAKaM, TpPeOOBaHUSA K
dbopMUPOBaHUIO JIe)T, 0OPOPMIICHUE JCT B TAIKaX.

Keiic-3a0aua. CoctaBiieHue KaJApOBOi JOKYMEHTALMHU

Curyanus: [lpencrasbre cebe, uto Bbl paboTaere B KOMIIaHUM B OTxeN€E KajapoB. Bam
HE00XO0IMMO MOJITOTOBUTH MPOEKTHI KaIPOBBIX IOKYMEHTOB

Ha ocHOBaHMM 3aKJIFOYEHHOTO TPYAOBOTO JIOroBOpa O mpuemMe Bac Ha JODKHOCTB
MEHeKepa 1o Typu3My B TypucTuieckyio pupmy «boH-Bosbk» odhopmute nmpukas 1mo JMIHOMY
cocTaBy o mmpueme Ha padoty (mo yuduuupoannoit popme T Ne 1).

CocraBbTe 1 0hOpMUTE XAPAKTEPUCTUKY HA COTPYAHUKA OTAENa KaapOB, MOIMHUCAHHYIO
PYKOBOJUTENEM JAaHHOTO CTPYKTYpHOro nojpaszzienenus. Opranuzanuio, GpaMumwing paboTHUKOB
YKQKHUTE CAMOCTOSITEIIHHO.

CocraBbTe U 0(hopMuUTE 3asBICHUE O NEPEBOJE HA APYTYIO PabOTy, B KOTOPOM YKaXHTE
CTPYKTYPHOE TMO/pa3AeieHne, OJHKHOCTh, NPU HEOOXOIMMOCTH — OCOOEHHOCTH B pabote
(HenonHBIN pabo4Mii IeHb, TTO4YacoBas oruiata). Ha ocHOBaHMM 3asIBJICHUSI COCTAaBBTE MPHUKa3 MO
yauduupoBanaoit popme T Ne 5.

Odopmurte 3anuch B TPYIOBYIO KHIKKY O ITpUeMe Ha paboTy U CHpaBKy C MecTa pabOThl
C YKa3aHHEM JIOJDKHOCTH U CPETHEMECSIHOTO 3apadoTKa.

Kpartkue metognueckue ykazaHus

Keiic-3amaya cOCTOMT W3 4YeThIpeX 3adaHuil. MakCMManapHO 3a Kelc-3a1ady MOXKHO
HOJY4HTh 7 6asioB. Bpems, oTBoMMOE Ha BBINOJIHEHHE KeHC-3a/1a4l COCTaBIIsAET 35 MUHYT.

Tema 7. Opranusanusi XxpaHeHHs1 JOKYMEHTOB H o0eclie4eHHe UX COXPAHHOCTH.

1. XpaHeHue 10KyMEHTOB B CTPYKTYPHBIX ITOAPA3JEICHUAX OPTaHNU3alNH.

2. OTBETCTBEHHOCTb 32 COXPAHHOCTh IOKYMEHTOB.

3. 3aKOHOJATEeNbCTBO M HOPMATHUBEI ITO 00ECIICUEHUIO COXPAHHOCTH JOKYMEHTOB.

4. OpraHu3anus CHpaBOYHOM paOOTHI M MOPSAJOK BBIAAYM JIOKYMEHTOB BO BPEMEHHOE
M0JIb30BAHNE IIPU XPaHEHUU B CTPYKTYPHBIX MOJPA3/IEICHUSIX.

5. XpaHeHHe M OpraHu3alMs AOCTyNa K JOKYMEHTaM B YCJIOBHUSX (PYHKLIMOHHPOBAHUS
ABTOMATHU3UPOBAHHBIX MHPOPMAIIMOHHBIX CUCTEM.

6. IloHsTHE «3KCTIEPTH3A IEHHOCTHY.

7. Yaudukauusa TpeOoBaHUI K e1aM, CJTaBa€MbIM B apXUB.

8. IlonsTHe onucH .

Tema 8. PaGora ¢ noKymMeHTaMH, HMEIOIMMH OTPAHMYCHHBIN JOCTYII.
. JIOKyMeHTBI, Hecylie HH(POPMAaIIHIO OTKPBITYIO U C OTPAaHUYEHHBIM JIOCTYIIOM.
. HopmaTuBHBIE aKThI, peryaupyronme OrpaHi4eHue JOCTyIa K TOKYMEHTY.
. Ilepeuens cBeeHn KOH(MUIESHIIMAIBHOTO XapaKTepa.
. enp 3amuThl KoHPUIeHIMATBHON nHopMaru (KN).

A wWwPN
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Tema 9. Opranuszanus coBelanuii, KoHgpepenuuii, coopanmnii. Opopmiienne
JAOKYMEHTAJILHBIX MaTepHAaJIOB.

1. Kommuiekc OpraHu3allMOHHO-TEXHMYECKUX MEPONPUSTUA 1O OpraHu3aluud U
MIPOBEJICHUIO COBEIaHUH, KOH(DepeHIii, coOpaHmii:

2. BripaOoTka MOBECTKU JHS U ONPEeNIeHHEe Kpyra MpeArnojaraéMbiX Y4aCTHHUKOB;

3. O3HaKOMJICHHE C TOBECTKOM JIHS MPEATOJIaraeMbIX YYaCTHHKOB;

4. BripaOoTKa periiaMeHTa COBEIIaHUS;

5. IlogroroBka MarepuaaoB, HaMEYaeMbIX JJIi PACCMOTPEHHUSI Ha COBEIAHUM (IOKJIaa,
COJIOKJIa/1a, CIIPAaBOYHO-MH(POPMAIIMOHHBIX MaTepUasIoB, MPOEKTa PELICHUS);

6. Opranuzanus paboThl CEKpeTapuara;

7. TexHuyeckoe obecrieyeHUE MPOBEACHUS COBEIIaHUs (ayauo- U BHJEOAIIapaTrypa H
ap.);

8. JlokyMeHTHpOBaHUE pabOThI COBEIIAHMUS;

9. OdopmieHne TOKyMEHTAIBHBIX MaTepHAJIOB COBEUIaHUS (M3TOTOBJICHUE MPOTOKOIIA,
UTOTOBBIX MaTEPHAJIOB, PA3MHOKEHHE U 00eCIieYeHe MU YYaCTHUKOB COBEIIIAHUA).

Keiic-3a0aua. UHCcTpyKIUS 110 A€JIONPOU3BOJACTBY

KpaTKI/IG MECTOAUYCCKHEC YKa?,aHI/ISI

CyTb 3a7aHusi COCTOUT B ()OPMUPOBAHUM OPTraHU3ALMOHHOTO JOoKyMeHTa «HCTpyKius
10 JICJIONPOU3BOJICTBY», B KOTOPOM OYJET OTpPaXCHbI TpeOOBaHWS W TIPAaBHIA BEICHUS
JIEJIONPOU3BO/ICTBA, TPaBUIIA JOKYMEHTUPOBAHUA HH(OPMALIMU B OpPraHU3aIIHH.

MaKCI/IMa.HBHO 34 BBIIIOJITHCHUC I/IHIII/IBI/II[yaJII)HOFO 3aJaHUSI MOXHO HOJIy‘-II/ITI) 7 6aJIJIOB.
Bpewmsi, oTBOAMMOE Ha BBITIOJIHEHUE 33aHUSI COCTaBISET 15 MUHYT.

Tema 10. /Ies10npou3BOACTBO N0 YCTHHIM U NUCbMEHHBIM 00pPalleHUsIM I'PAKIAH B
OpraHu3aunuio.
1. OcHoBHbIe BU/IbI OOpALIEHUN: TIPEJIOKEHHE, 3asBICHUS, JKano0a.
2. HopMmaTuBHBIE TOKYMEHTBI, PEryIHPYIOIIHe padoTy ¢ 00palIeHUsMHU TPaKAaH.
3. JInyHbIi MpUeM rpakaH B OpraHU3aIuH.
4. Opranuzanust paboOThl C MNHUCbMEHHBIMM OOpAIICHUSIMU TpPa)XJaH: PETUCTpaLus,
KOHTPOJIb, OTBETHI, aHAJIN3 OOPAILEHNH TPaXKAaH, CPOK XpPaHEHHS.

Ilpumepnvie mecmoegule 3a0anus

1. T'ocyaapcTBeHHBII CTAHAAPT HA TEPMHUHOJIOTHIO B 00J1aCTH 1€JIONPOU3BO/JICTBA H
apXHBHOIO JeJia

DHI'OCT P 7.0.8-2013

2)I'OCT P 51511-2014

4)I'OCT P 6.30-2003

2. JIoKyMeHTOBe/lIeHHE H3y4aeT

1)I0KyMEHTHPOBAaHKE U OPTaHU3ALNIO PAOOTHI ¢ JOKYMEHTaMHU

2)cnocoObl CO3/1aHUs TOKYMEHTOB U CTAaHOBJIEHHE, Pa3BUTHE CUCTEM JOKYMEHTALUU

3)npoaBukKeHHE JOKYMEHTOB OT CO3/aHU JI0 Mepe/lau Ha XpaHEHUE B apXHB

4)opraHu3anuio J0KyMeHT0000poTa

3. IlepBblil 3aKOHOJATEJbHBIN AKT CO3JAAaHHBIN IJIsl PerjaMeHTAlUM IMPoIecCOB
JOKYMEHTHPOBAHUS

1)I'enepanbublii Pernament

2)O011ee yupexaeHne MUHUCTEPCTB

3)CobopHoe YnoxxeHue

4)Cynebnux 1550

4. ABTOpBI NEPBBHIX TEOPETHYECKUX PAadOT Mo JoKyMeHTOBeAeHn10 (19 Bek)

1)Ky3nenosa u Jlapun

2)BapaaunoB 1 BensOpext
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3)Puxtep u Mutsen

5. MeTtoabl, MCIO/Ib3yeMble IPH MCCIeI0BAHUM JOKYMEHTOBEeI4YeCKHX MpodJeM

1)meTonn yHUDHUKAIIUN U CTAaHAAPTU3ALUU JOKYMEHTOB

2)MeTOo 1 MPHUKIATHOTO GopMyJIsipa

3)meron GopMyIISIPHOTO aHAIK3a

4)METO]1 OTHOKPATHOCTU B JOKYMEHTUPOBAHUHU

5)MeTo]1 SKCIEePTU3bl IIEHHOCTH JIOKyMEHTOB

6. OCHOBHOI1 3aKOHOJATEJBHBIH AKT, HCIOJIb3yeMblii B IOKYMEHTOBe/ICHUH

1)®3 «O TtexuuueckoM perynupoBanum» oT 27 aexadps 2002 r. Ne 184-D3

2)D3 «O06 unpopmaryu, HHGOPMAIMOHHBIX TEXHOJIOTUSAX U O 3alIUTe UH(OPMAII» OT
27 nronst 2006 r. N 149-03

3)®@3 «O06 apxuBHOM zene B Poccuiickoit @enepannn» ot 27 oktadps 2004 r. Ne125-03

7. Onpenesienne noHATUA '"H0KymMeHT', kKoTtopoe coorBercTtByeTr 'OCTy P 7.0.8-
2013

1)I0OKYMEHT - 3TO MaTepualbHbI 00BEKT C 3a)MKCUPOBAHHOW Ha HeM MH(OpMalueil B
BU/JIE TEKCTA, 3BYKO3aIUCH WIH U300paKeHUS

2)I0KyMeHT - 3TO 3adUKCUpPOBaHHAas Ha MaTepUaIbHOM HocuTede HWHGpOpMalusi C
PEKBU3HUTAMH, TTO3BOJISIOMIMMH €€ UACHTU(PHUIIMPOBATH

3)I0KYMEHT - 3TO J0Ka3aTelbCTBO, JelioBasi Oymara, cirykaiiasi 10Ka3aTeIbCTBOM Yero-
HUOY/b, MNCbMEHHOE CBUJIETEIIHCTBO

8. AcnekT, KOTOpPBbIil HOCWJI TEPMHH «10KYMeHT» B 18 Beke

1)ipaBoBoit

2)ynpaBieHYECKH

3)ucropudeckuit

4)1OKyMEHTOBEIYECKHI

9. ®yHKuMH, ABJIASIOMITECS 00IMMH QYHKIIUSIMHU I0OKYMEHTA

1)3anevarnenuss ”HGOPMALUH

2)XpaHeHus CBEACHUM

3)KOMMyHHKaTHBHas

4)nonuruyeckas

10. ®yHKumy, ABJISIONAECH YACTHBIMA (PYHKIHMAMH JOKYMEHTA

1)ynpaBneHueckas

2)KOMMYHUKaTHUBHAs

3)KkynbTypHast

4)mpaBoBast

S)uneonorudeckas

11. Iom(pyHKIMOHAIBLHOCTH JOKYMEHTa — 3TO KOIJa [JOKYMEHT o0Jazaer
GyHkuusavmu

1)monuTHYEeCKON 1 UACOTOTHUECKOM

2)0THOBPEMEHHO MHOTUMU

3)npaBoBOi M UCTOPUUECKOM

12. ®uxcanus wHDOpMAIMM HA MaTepUATLHOM HOCUTENE, T.€. TMPOIECC CO3AaHUs
JIOKYMEHTa — 3TO

13. MaTtepuaJibHblii HOCUTEIb HHGPOPMALIUH O COOLITHAX U ABJCHUAX 00bEKTHBHOM
e CTBUTEJLHOCTH U MBICIMTE/IBLHOM eI TeJIbHOCTH YeJIOBEKA - ITO

1)1oKyMeHT

2)bopmysp

3)cuctema JOKyMEHTALlUU

4)61aHK JOKyMEHTa

14. J1y0siukaT, BHIMCKA, OTILYCK - 3TO

l)xonuu 1OKyMeHTa

2)opuUruHaibl T0KyMeHTa
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3)BHYTpEHHUE JOKYMEHTBI

4)BHENIHUE JTOKYMEHTBI

15. CBoiicTBO O0(PUIHAJBHOIO [JOKYMEHTa, coo0laemMoe eMy JAelCTBYIONIAM
3aKOHOATEIbCTBOM, KOMIIETEHIIMEH U3/1aBIIEr0 ero OpraHa U yCTaHOBJIEHHBIM MOPAIKOM
ero o()opmIIeHHs - ITO

1 )IoITMHHOCTH

2)ropuanueckas cuia JOKyMeHTa

3)OpUrHHAIBHOCTH

4)KONTUHHOCTh

16. AyTeHTHYHBIE JOKYMEHTBI — 3TO IOKYMEHTbI

1)cocTaBinsieMble B HECKOJIBKUX 3K3EMIUISIpax

2)UMeronue NoATBePKACHUE OATUHHOCTH

3)nepeneyaTaHHbIe

4)noanvcaHHbIC

17. JlIokyMeHT, B KOTOPOM He COOTBETCTBYIOT NMOJAJIMHHUKY HU €ro cojJep:KaHue, HU
MaTepHuaJIbHbIH HOCUTE/Ib, HU BHEIIIHME NPU3HAKH: OYEPK, PUCYHKH H T.II. - ITO

l)gactuyHo (hanbCcUUIUPOBAHHBIN JOKYMEHT

2)OTHOCTHIO (PaTbCUPUIMPOBAHHBIN TOKYMEHT

3)OITIOKHBIA JOKYMEHT

4)noIeNbHBIA TOKYMEHT

18. Ilpm 3aBepeHMM KONMH HPABWIBHO OdopMiIeH pekBU3UT «OTMeTKa o0
3aBepeHHH KOMUN» -

1)BepHo:

WNHcniekTop oTaena Kaapos JIMYHas MOAINUCH N.N. Ilerposa

16.03.2015

2)Bepno

HNucnexktop oTnena kaipoB  JIMYHAS MOANUCH ITerposa 1N.N.

3)Bepno

NHcnekTop oTaena KagpoB JIMYHAS TOAIUCH N.N. Ilerposa

16.03.2015

4)BepHo

WNHcniekTop oTAena KaIpoB  JIMYHAS MOJAIUCH N.N. IlerpoBa

19. OpuuuaabHBIH JOKYMEHT apXHBa, BOCIIPOU3BOAAIINN TEKCT HIH H300pakeHue
ApPXMBHOI0 JOKYMEHTAa, HO € YKa3aHHEM ero NMOMCKOBBIX JAHHBIX - HA3BAHUS APXHBA,
HOMepa (poHIa, OIIUCH, [eJIa, JTUCTA — 3TO KOIHHU

1)pykomnucHsie

2)(akcuMHIIIbHBIE

3)3aBepeHHbIE

4)apXuBHBIE

20. JIoKyMeHT, TOJHOCTbI) BOCHPOU3BOASIIIUI HWHEMOPMALMIO TOAJIUMHHOIO
JOKYMEHTa W BCe ero BHeNIHMe NMPHU3HAKH WJIHM YACTh HUX, He MMEKUIIU HPUINYeCKOn
CHJIBI — 3TO

1 )opurunan

2)konus

3)bunurpanu

4)tyOnukar

4.3. OnieHOYHBIE CpeICTBA ISl TPOMEKYTOUHOM aTTECTAIIUH.

4.3.1. ®opMupyemble KOMIETEHIIMH C YKa3aHUEM 3TanoB UX (OpMHUPOBaHUS B Mpoliecce
OCBOEHMS 00pa30BaTEIBLHON MPOrpaMMBbI.
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Kon Kox yTama
KOMITeTe HaunmenoBanmue OCBOCHIS HaumeHoBaHme 3Tana
KOMMeTEeHI[HH OCBOEHHS KOMIIETEHIHHU
HIIUH KOMIeTEHIIHH
OIIK-6 CIIOCOOHOCTh pemats | OIIK-6.3 CnocoO6HOCTH MPUMEHSATH
CTaHJIapPTHHIE 3a/1aun OCHOBBI MH(OPMAIMOHHOH U
npodeCcCuOHAITBHON OoubmmorpaguIeckol KyiabTyphl
NESATEIbHOCTH  Ha  OCHOBE MU C  Yy4eTOM  OCHOBHBIX
nH(pOpPMaAITMOHHOM u TpeboBaHMil HMHPOPMAIIMOHHON
oubmmorpaduueckoit 0€30MMacHOCTH.
KyJIBTypbl C TMPUMEHEHUEM
UH(POPMAIIMOHHO-
KOMMYHUKAITHOHHBIX
TEXHOJOTMM M C  Y4ETOM
OCHOBHBIX TpeOOBaHUI
UH(POPMAIMOHHOM
0€30MacHOCTH

IToxazarenu u KpUTCpHUU OLCHUBAHU KOMIIETEHITUH C YUCTOM STalla ux (bOpMHpOBaHI/IH

Jrtan ocBoennst komnerenuuu | Ilokaszatesb oleHUBaHUS Kpurtepuii onennBanus
OIIK-6.3 YwMmeer opopmiate | IlpaBunbHO  OopmIIeHBI
CrniocobHOCTB NPUMEHATHh | OQUIMaIbHBIE W JENOBbIE | O(UIMATBHBIE U JICJOBBIC
OCHOBBl ~MH(OPMALMOHHOM U | MHHUCHbMA, JIOTOBOpPBI, | MHUCBbMA, IOTOBOPHI, JpyTrue
oubmmorpadguueckoil KymnbTypsl | ApyTHe pacnpoCTpaHECHHbBIE
U C  y4eTOM  OCHOBHBIX | paclpOCTpaHEHHbIE JOKYMEHTBI
TpeOoBaHUN HMH(DOPMAIMOHHOW | TOKYMEHTHI
0e301acHOCTH
Bomnpocs! a5 3a4era
a. O0nacts mnpumenenus ['OCT P 6.30-2003 «YHuduuupoBaHHas cucTeMa
OpraHU3alMOHHO-PACIOPSAUTENBHON JOKYMEHTALII.

b. CocraB pexBusutoB gokymentos mo 'OCT P 6.30-2003.

C. Pousb u 3HaueHME JOKYMEHTHON MH(POPMALIUH U JEeTONPOU3BOICTBA.

2. TpeboBanus K 0(hOpMIICHUIO PEKBH3HUTOB ¢ 15 1o 18.

3. TpeboBanus kK 0(hOpMIEHUIO PEKBU3UTOB ¢ | 110 7.

4. TpeboBanus Kk 0pOpMIEHUIO PEKBU3UTOB C § 10 14.

5. TpeboBanus k opopmieHuto 19 pekBuzura.

6. TpeboBanus Kk 0HOPMIICHUIO PEKBU3UTOB 22 1 23.

7. TpeboBanus k opopmieHuto pekBu3uToB 20 u 21.

8. TpeboBanus k O1aHKaM JOKYMEHTOB H O)OPMIICHHIO TOKYMEHTOB.

9. TpeOoBaHUS K M3rOTOBJIECHHUIO, YY€TYy, HCIHOJb30BAHUIO M XPAHEHHUIO OJIAHKOB C

BocnpousseaeHueM ['ocyaapctennoro ['ep6a PO u I'epba CyOnexToB PD.
10. TpeboBanus k opopmIIeHHIO peKBU3UTOB ¢ 24 110 30.
11. Cxema pacmnoyio)XKeHHUsI PEKBHU3UTOB JOKYMEHTOB yrioBoro Oianka Ha ¢opmare A-4
cornacHo 'OCT P 6.30-2003.
12. Anroput™ coCTaBIIEHUS TOKYMEHTOB.
13. Cxema pacnonoXeHusi peKBU3UTOB JIOKYMEHTOB MPOJOJIbHOrO OiiaHka Ha (hopMmate
A-4 cormacuo I'OCT P 6.30-2003.
14. NHdopMannoOHHO-CIIPABOYHBIE JOKYMEHTHI.
15. OpraHu3anoHHbIe JOKYMEHTHI.
16. PacnopsiutenbHble TOKYMEHTHI.
17. JIoKyMeHTBI 11O INYHOMY COCTaBY.
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18. 3aHeceHwue B TPYJAOBYIO KHIDKKY CBEICHHH O paboTe, HAarpa)XACHUSIX U MOOIIPEHHUSX.

19. IIpukassl IO TMYHOMY COCTaBY.

20. Bxiaapln B TPYJOBYIO KHHKKY.

21. TpynoBble KHHKKH: 0OpPMIICHHE, BEICHUE, BbI1aya IPU YBOJIBHEHUH, yUeT.

22. JlyOnukat TpyJIOBOM KHUKKH.

23. Opranuzanus JOKyMEHTOO00pOTa Ha PEANPHUSITHH.

24. Jluuusle nena.

25. Jlnunble KapTouku 1o ¢popme T-2.

26. Permcrpanust ¥ KOHTPOIb HCIIOJHEHHS JOKYMECHTOB.

27. O06paboTKa MOCTYNAIOIUX B OPraHU3aIUI0 JTOKYMEHTOB.

28. O06paboTKka OTHPaBIAEMBIX U3 OPTAaHU3AIUN JOKYMEHTOB.

29. CocraBrneHue HOMEHKIIATYPBI JeIl.

30. ApxwuB OpraHU3aINH.

31. ®opmupoBaHue €.

32. JIOKyMEHTHI C OTpaHUYCHUEM JOCTyma: Kiaccu(puKkaius mo rpudy orpaHMYCHHOTO
JOCTyIa, UeNb  3aliUThl  KOH(MICHIMANbHOW  MHPOpPMALMH, TepeuYeHb  CBEJACHUU
KOH(HICHIIMATBHOTO XapaKTepa, 00eCIIeYCHNE 3aIIUTHI.

33. IloxroroBka JOKYMEHTOB K apXHBHOMY XPaHEHHUIO.

34. Opranuzanus coBelaHuii, KoHhepeHIHii, coOpaHHii.

35. Benenne nenonpon3BoACTBa, 00ECIEUNBAIOIIETO YUET U COXPAHHOCTh JOKYMEHTOB,
coJiepKalx KOHPHICHIMATbHYO HHPOPMAITUIO.

36. [1enonpou3BOACTBO YUPESKICHHUS.

37. IlpumepHasi HOMEHKJIATYpa JIE] YUPEIKIACHUS

Tunosbie 3a1aHUS K 3a4eTy

3apanue. B Anmunuctpannu HoBocubupcka npomnuio cosemranue mo Borpocam JKKX. B
CBSI3U C 3TUM JOJDKEH ObITh co3laH KoopJuMHALMOHHBIM COBET MO BONPOCAM KMIIHMILHO-
KOMMYHalbHOUM ceppl Huxnero Taruia B 1eNsX COBEPIIEHCTBOBAHUS CHUCTEMbI YIPaBJICHUS
MHOT'OKBAPTHUPHBIMU JOMaMH, IPUBJICUEHHS TpakKaaH, OOIECTBEHHBIX OPraHU3alui K y4acTHIO
B OOLIIECTBEHHOM >KMJIUIIIHOM KOHTPOJIE.

Cocrosiiue B opraHe OyIyT coJieiicTBOBaTh peain3aluu mojoxeHud JKunumzoro
KOJZIeKCa M CcOo3/JaBaTh YCIIOBUS JJIsl YIPaBJICHHUS MHOIO- KBapTUPHBIMU JOMaMH, 00CYXIaTh
npo6aems! JKKX u BbpabaThiBaTh COLMAIbHO 3HAUMMBbIe HampaBieHus B 3Toi cdepe. Taxke B
(GyHKIIMOHaJEe COBETa NMPONMKUCAHO oOecreueHne NHPOPMAIIMOHHON 1 METOANYECKON MOAJIEPIKKH
MHUIIMATUB I'PaXkJiaH, OOIECTBEHHbIX 00bEANHEHHH, IKCIIEPTOB B COBEPILIEHCTBOBAHUH (HOpPM U
METOJIOB YINpPaBJIEHHUs M TEKYLIEro COJEp>KaHWUs MHOTOKBApTUPHBIX JIOMOB, COJEWCTBHE
CO3/IaHUIO CUCTEMbl MH(POPMHPOBAHUS JKUTENEH ropoja O MyHHIMIAIBHBIX MPO IpaMMax B
KWINIIHOW cdepe U B chepe KoMMmyHanbHbIX yciuyr. Coer OyaeT MOBBIIATH
UH(GOPMHUPOBAHHOCTh I'paXk[JaH 00 YCTaHOBJEHHBIX L€HaX W Tapuax Ha ycIyrd U paboThl MO
COJIEpXAHUI0 U peMOHTY obmiero umyiiectsa B MKJI, o pasmepax oraTel B COOTBETCTBUH C
YCTAHOBJICHHBIMH LIeHaMH U MH. Ap. Opran OyeT MoAroTaBiIMBaTh AJs UCIIOJHUTEIBHOM BIACTH
PEKOMEH/Iallii MO0 COBEPILIEHCTBOBAHUIO 3aKOHOJAATENbCTBA U (OpPM pabOTHI MO YHPABIECHUIO
MK/I 1 coBepIIeHCTBOBAaHHUIO pabOTHl OPraHOB MECTHOTO CaMOYTIPaBJICHUSI.

CocraBpTe TMOCTaHOBJEHHE OT Jjuuma Mdpa r. HoBocubupck o co3naHuun
KoopaunanroHHoro cosera B cooTBETCTBUM ¢ PenepanbHbM 3akoHOM OT 06.10.2003 Ne 131-
®3 «O06 o0mmxX NpPUHIUIAX OpraHU3allid MECTHOTO caMmoympaBieHuss B Poccuiickoii
Denepauuny».

OcHoBaHns k u3gaHuto pacrnopspkeHus: Pemenune Komnermnm AngmunucTpanuu ropoaa
Hosocubupcka ot 26.09.2017 Ne 11/1.1-1 «O06 sdpdextuBHOCTH padoThl KoopauHannoHHOTo
coseta 1o pehopmupoBanuio KKX».

[Ipennucanus.
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1. Co3zpmate KoopauHaMOHHBIM COBET IO BONPOCAM JKHJIMIIHO-KOMMYHAJIBHOTO
xo3siictBa B 2016 1.

2. YtBepauth Ilonoxxkenue o KoopauHallMOHHOM COBETE MO BOMNPOCAM KUJIUIIHO-
KOMMYHaJILHOTO X03siicTBa B 2018 .

3. VYtBepauth cocraB KoopAMHAIMOHHOTO CcOBeTa MO BONPOCaM  IKHJIMIIHO-
KOMMYHaJIbHOTO X03siicTBa B 2018 .

4. TIlpecc-cmyxbe  AamuHucTpanmmu  Topoma  HoBocuOupcka — omyOJIMKOBaTh
[IOCTAaHOBJICHWE B pPAaHOHHON Tra3ere M Ha O(UIMAILHOM calTe AIMHMHUCTPAIMH TOpoja
HoBocubupcka.

Ncnomuutens: Map ropona HoBocubupcka.

KouTponp 3a HUCHOTHEHHEM TOCTAHOBJICHUS BO3JOXKUTh Ha 3aMECTHTENSl TJIaBbI
AJMUHUCTpALMU TOPOAA 110 TOpoICKOMY X03siicTBY BaHoBa A.M.

Ilkana oneHUBaHUSA

OneHka 3HaHWH, YMEHHH, HABBIKOB IIPOBOJUTCS Ha OCHOBE OaIbHO-PEUTHHTOBOM
cuctembl: 30% u3 100% (wim 30 GamtoB u3 100) - BKJI1ag B UTOTOBYIO OLIEHKY I10 pe3yJibTaTaM
IPOMEKYTOUHOM aTTeCTalIH.

[Ipu oueHuBaHMM OTBeTa OOYYAIOUIETOCS B XOJ€ MPOMEXKYTOUYHOW aTTECTAlMHd MOXKHO
ONUPATHCS HA CIEAYIOLIE KPUTEPUH:

bassl Kpurepuii onieHKH

6-30 OOyuaromuiicss TOKa3bIBaeT JOCTaTOYHBIA YPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHaoB 3aHATUH, Y4eOHOW U METOAMUYECKOW JMTEpaTyphl, 3aKOHOATENbCTBA U
NPaKTUKHA €r0 MPUMEHEHHs. YBEPEHHO M MPO(eCcCHOHAIBHO, TPAMOTHBIM S3BIKOM,
SCHO, YETKO M IOHATHO M3JIaraeT COCTOSIHWE U CyTh BONpoca. 3HaeT HOPMAaTUBHO-
3aKOHOJATENPHYI0O M TPAKTHYECKyr0 0a3y, HO TIpU OTBETE€ JIOIYCKaeT
HECYIIECTBEHHbIE Morpemnoctu. O0yyJarouuiics moka3plBaeT JOCTATOUHBIA YPOBEHb
npodeCCHOHATIBPHBIX 3HAHHM, CBOOOAHO OMEPUPYET MOHSATHSIMH, METOJAMH OLICHKU
OPUHATHS PELeHUH, HMMeeT IpeJICTaBIeHHe: O MEXIUCUUIUIMHAPHBIX CBS3SX,
YBSI3BIBACT 3HAHMA, TOJyYEHHBIC TMPH W3YYEHUH DPA3IUYHBIX IUCIHIUINH, YMEET
aHaAJTM3UPOBaTh NPAKTUYECKUE CUTYaAIlMH, HO JIONMYCKaeT HEKOTOPbIE MOTPELIHOCTH.
OTBeT MOCTPOEH JIOTHYHO, MaTepHATl U3JIAraeTCs XOPOIIUM SI3bIKOM, MPUBJIEKACTCS
UHPOPMATUBHBIA W WJUTIOCTPUPOBAHHBIM MaTepHual, HO MpPHU OTBETE JOMYyCKaeT
HEKOTOPBIE OTPENIHOCTH. BOMPOCH HE BBI3BIBAIOT CYNIECTBEHHBIX 3aTPYTHEHHUH.
0-5 OOyuaromuiics moKa3blBaeT cialdble 3HAHUS MaTEpUANOB 3aHATHH, Yy4yeOHOU
JUTEPaTyphl, 3aKOHONATENLCTBA M TPAKTUKKA €ro MPUMEHEHHS, HU3KHH YpPOBEHb
KOMIIETEHTHOCTH, HEyBEpEeHHOE H3JI0KeHHe Bompoca. OOyyaromuiicss MoKa3bIBaeT
ciabblii  ypoBeHb MNPO(ECCHOHANBHBIX 3HAHWHA, 3aTPyAHACTCS TPH aHAIN3E
NpakTUYeCKUX cuTyauui. He MokeT mpuBecTH HmpHUMeEpbl M3 peabHOM MPaKTHUKH.
HeyBepeHHO u joruuecku HEMOCHEOBATEIbHO H3JlaraeT Marepuai. HempaBuiibHO
OTBEYAET Ha BOMPOCHI UJIH 3aTPYIHSIETCS C OTBETOM.

[Ikana nepeBoaa U3 MHOT00AJUIBHOM CUCTEMBI B TPAJUIIMOHHYIO!

- 00y4JarmeMycs BRICTABIISIETCS OIICHKA «HE3aYTEHOY» €CU 00ydJaronuiicss Habpasl MeHee
50 Gamios,

- OIICHKA «3a4TEHO» BBICTABIISETCS MPU YCIOBUH, €CI oOydaromuiics Hadpan ot 50 1o
100 6amnos;

100 6annoB BHICTaBISIETCS NPU YCIOBUH BBINIOJIHEHUSI BCEX TpeOOBaHMI, a TakkKe Mpu
0053aTEIbHOM TMPOSIBICHUHM TBOPYECKOTO OTHOIICHUS K MpeaMeTy, YMEHMH HaXOJUTh
OpUTHHAIBHBIC, HE COJAEp)KalIMecss B yUYeOHHMKAaX OTBETHI, YMEHHUH padOTaTh ¢ MCTOYHHKAMH,
KOTOpBbIE COJEepKaTcs JOMOJHUTEIbHON JIUTepaType K Kypcy, YMEHUH COCIMHATH 3HAHMUS,
MIOJTy4YCHHBIE B JAHHOM Kypce CO 3HAHUSMH JAPYTHX JAACIUILTHH.
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4.4. Metonnueckue MaTepuabl

[Iponienypsl olleHMBaHUS 3HAHWM, YMEHUH, HAaBBIKOB W (WJIM) OIbITA JEATEIbHOCTH,
XapaKTepU3YIOUIMX ATanbl (OPMUPOBAHUS KOMIIETEHLUUH MPOBOAATCA B COOTBETCTBHH C
YcraBom Akanemun (ytB. IlocranoBinenuem IlpaButenbctBa Poccuiickoit ®enepanuu or
12.05.2012 r. N 473), [lonoxxeHueM O TEKYyIIEeM KOHTPOJE YCIIEBAEMOCTH OOYYalOIIUXCS M
NpOMEXKYTOUHOH arrectanmu oOydatomuxcs B PAHXul'C (yrB. Ilpukazom pektopa oOT
30.01.2018 r. Ne 02-66), Ilopsiake opraHu3alMKl W TMPOBEACHUS IPAKTUKH OOYYaIOIIUXCH,
OCBaMBAIOIINX 00pa3oBaTeNbHbIE IPOTrPaMMBbI BhICIIEro oopazoBanus (yTB. [Ipuka3zom pexropa
o1 22.01.2018 r. Ne02-28).

VYCTHBIA Oonpoc SBISETCS OJHUM M3 OCHOBHBIX CIIOCOOOB MPOBEPKHU yCBOCHHS 3HAHUM
oOydaromumucsi. Pa3BepHyTBIE OTBET CTyJeHTa JOJKEH MPEACTaBIsATh COOOH CBS3HOE,
JIOTHYECKH TIOCIIE0BATENIbHOE COOOIICHNE Ha ONPEACICHHYIO TeMy, MOKa3blBaTh €ro yMEHHE
MPUMEHATh OIpPEAENICHUs, IMpaBUiia B KOHKPETHBIX cllydasX. OCHOBHbIE KPUTEPUU OLICHKU
YCTHOT'O OTBETA: IPAaBUJIBHOCTh OTBETA IO COJEP/KAHUIO; MOJIHOTA U IIIyOMHA OTBETA; JIOTHKA
U3NIOKEHUSl Marepuasia (y4YUTHIBAETCSl YMEHHE CTPOUThH LIEJOCTHBIN, IOCIe10BaTENbHbBIN
paccka3, TIpaMOTHO  IIOJIb30BaTbCs  CHEIUAJbHOM  TEPMHUHOJIOTHEH);  MCIIOJIIb30BaHUE
JIOTIOJIHUTEIILHOTO MaTepHalia.

5. Metoguyeckue ykazaHusi AJisl 00y4aroluXcsl 0 OCBOEHUIO THCIUIIIUHbI

YcnenrHoe ocBoeHHe Kypca «JloKkyMeHTalmoHHOe oOecreueHre U JeNIONPOU3BOICTBO B
rOCyIapCTBEHHOM W MYHHIIMIIATIFHOM YIPABICHUW» IMPEAINOaraeT aKTHUBHOE, TBOPYECKOE
ydacTue OOydYaroIIuxcsi BO BceX (opMax Y4YeOHBIX 3aHATHH, OINPENCICHHBIX s JTaHHOW
JTUCIUTLIAHBI.

CamocrosiTenbHass paboTa OO0ydYarOIIMUXCs TMPEANOoJiaracT U3YYEeHUE B COOTBETCTBUU C
JaHHBIMA METOJAMYECKHMHU PEKOMEHJAMSIMH Y4YeOHBIX MAaTepuanoB, HMHTEPHET-PECYpPCOB,
pelIeHnEe Keic-3a1ay.

JJig yCTIemHOro YCBOCHHUSI TAaHHOM JUCIUILIMHBI 00y4aIOIIUNACS JOKEH:

° MPOCIIYIIAaTh KypC JEKLUMHA 10 JaHHOUW IUCLUUILINHE;

° BBINIOJIHUTH BCE 3alaHUs1, PACCMATPUBAEMbIC HA MPAKTUYECKUX 3aAHATUAX;
) MOJTOTOBUTH JIOKJIAT,

° peLInTh KeWc-3aauu.

MeToanyeckue peKOMeH/IALUM 10 OCBOCHHIO JIEKIIMOHHOT0 MaTepraJia

Jlexuusi saBnsgercs uisi oOydyaroulerocsi BaXXHOW (OpPMOM TEOPETUYECKOTO OCBOEHUS
KOHKPETHOW TeMbl MJIM BOIpOca TUCHMIUIMHBL. Ha nexuusx oOyuarommecss MOJTy4aroT camble
aKTyaJbHBIE W HEOOXOTUMBIC NTaHHBIE MO KOHKPETHBIM TEMaM HW3y4aeMOW JWUCIUIUIUHBI, BO
MHOI'OM JIOMOJHSIONINE YUeOHUKH U ydeOHbIe TOCO0Ms, a HHOTa JaXKe UX 3aMEHSIIOIIHE.

Pabora Ha nekuuu SBISETCS OYCHb BAXKHBIM BHJIOM CTYJICHUECKOW IESTEIBHOCTH IS
U3yYeHUs] JUCUUIUIMHBI. YMEHHE CTyJEHTa COCPEJIOTOYEHHO CIyllaTh JIeKIUH, aKTUBHO,
TBOPYECKH BOCHPUHUMATH H3JIaraéMble CBEJCHUS SIBISICTCS HEMPEMEHHBIM YCJIOBHEM UX
rJIyOOKOro M MPOYHOI'O YCBOEHHS OOLIEKYJIbTYPHBIX M MPO(ECCHOHAIBHBIX KOMIETEHIUH, Ha
KOTOpBIE HalleJIeHa JUCLMILINHA.

BHuMaTenpHOE cilyllaHue M KOHCIEKTHPOBAHHUE JIEKUUH MpernoiaraeT MHTEHCHBHYIO
YMCTBEHHYIO J€STEIbHOCTh CTyAeHTa. KOHCHEKT SIBIsSEeTCS MOJIE3HBIM TOr/a, KOTJa 3amucaHo
caMo€ CYyIIEeCTBEHHOE, OCHOBHOE. DTO JOIDKHO OBITH CIeNaHO caMuM cTyaeHToM. He Hamo
CTPEMHUTBHCS 3amKcaTh JOCIOBHO BCIO JIEKIMIO. 3alUCh JIEKIUH PEKOMEHIYeTCs BECTU IO
BO3MOXHOCTH COOCTBEHHBIMHU (hopMynupoBKamMu. KOHCHEKT Jydiie moapa3ensiTh Ha MyHKTHI,
naparpadsl, cobmogas KpacHyio CTpoky. [IpuHununuanbHble MecTa, onpeaencHus, (Gopmyibl
CIIeTyeT COMPOBOXK/IATh 3aMedaHusIMU: "BaxxHO", "0c000 BaxHO", "XOpOIIO 3alOMHUTH" H T.II
WM TIOYEPKUBATh KpacHOU pyukoi. llenecooOpasHo pa3paboTrath COOCTBEHHYIO CHMBOJIUKY,
COKpAILIEHUS CJIOB, YTO MO3BOJUT CKOHIICHTPUPOBATh BHUMAHUE CTY/ICHTA Ha BaXKHBIX CBEICHHUS.

[MpocmymmBanve W 3amuCh JEKIUH MOXHO MPOW3BOJIUTH TPU MOMOIIU COBPEMEHHBIX
yCTPOUCTB (IMKTO(OH, HOYTOYK, cMapTdoH u T.11.). [[ng yao6cTBa BOCHPUATHS TEOPETHIECKOTO
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MaTepuana Kaxkzaas JEKOUsS CONPOBOXKIACTCS JJIEKTPOHHOW Ipe3eHTalued, KOTopas II0
OKOHYAHUU 3aHATHA NEPEChUTIAETCs] 00yJaloUIMMCs B DJIEKTPOHHOMI GopMme.

PaboTast HaJ KOHCIIEKTOM JIEKLIUH, BCEr/la ClIeAyeT UCIOIb30BaTh HE TOJIBKO YUYEOHUK, HO
U Ty JUTEPATYPy, KOTOPYIO TOIOJHUTEIBHO PEKOMEHI0BAJ JIEKTOP, B TOM YUCJIE HOPMATUBHO-
IIPaBOBbIE AKThl COOTBETCTBYIOLIECH HampaBieHHOcTH. MMeHHO Takas ceppe3Has pabora Ha
JeKIUSIX W € JIeKIUOHHBIM MaTepHaliOM TIO3BOJIUT TJIyOOKO OBJAAeTh 3HAHUSAMU U
chopMHpOBaTh NPOPECCUOHATBHBIE KOMIETEHIIUH.

[Ipu nmpopabGoTke JIEKIMOHHOTO MaTepuana cielyeT MMETh B BHIY, YTO B JIEKIHIX
packpbIBalOTCs Haubosiee 3HAYMMblE [IOJIOKEHUS W WAEH JUCLUIUIMHBL, KOMIUIEKCHOE
(dopmupoBaHHE HEOOXOIMMBIX KOMIIETEHIIMHA MPOUCXOIUT B XOJE€ MPAKTHUECKUX 3aHATHH U
CaMOCTOSITENIbHOW PabOThl Ha/l y4eOHBIM MaTEPHATIOM.

Meroanyeckue YyKa3aHUsl 10 IOArOTOBKE K CEMHHAPCKMM 3aHATHAM 110
AUCHHILINHE «/loKyMeHTalnoOHHOe o0ecniedyeHre H 1eJI0NPOM3BOACTBO B IOCYyJapPCTBEHHOM
U MYHUIMIIATbHOM YIPABJICHUN»

JUis  yCHEeIIHOro YCBOGHMsI JUCLHUIUIMHBL «/loKyMeHTaunoHHOe oOecrneueHue |
JIEJIONPOU3BOJCTBO B TOCYJAapCTBEHHOM W MYHULUIIAIBHOM YIIPaBJICHUNW» O0O0ydaromuics
JIOJDKEH CUCTEMAaTUYEeCKU TOTOBUTHCS K CEMUHAPCKUM 3aHATHAM. J{71s1 3TOro He06X01uMo:

1. [T03HaKOMUTHCS C IJITAHOM CEMUHAPCKOI0 3aHATHUS;

2. H3yuuTb COOTBETCTBYIOLIME BOIPOCHI B KOHCIEKTE JIEKIMM U pa3gaTOYHOM
Marepuaie;

3. OTBeTUTH HA BONPOCHI, BEIHECEHHbIE HA 00CYKICHHE;

4. CucremMaTWyecKd BBIIOJIHATH 3aJaHUSl INpPENojAaBareis, Npeularaemble JJis
BBITIOJIHEHMS BO BHEAYIUTOPHOE BpEMSI.

B xome ceMHMHAapCcKuX 3aHATHM CTYIEHTBI IIOJ PYyKOBOICTBOM IIPENOAABATENI MOTYT
paccMOTpeTh pa3UYHble TOYKM 3PEHHS CIELUAINCTOB IO O00CYXIaeMbIM MpoOIeMaM.
IIpoOIKUTENBHOCT TTOATOTOBKM K CEMHUHAPCKOMY 3aHSTHIO JOJDKHA COCTaBISATH HE MEHee
TOro 00beMa, 4TO ONpPE/IeIeHO TeMaTUYECKUM IIJIaHHPOBaHUEM B paboueil mporpamme, TO €cTh
npuMmepHo 3-4 yaca B Hezgento. CeMHHapCKUE 3aHATUS MO JUCLUILIMHE «JlOKyMEHTaluoOHHOE
o0ecrieyeHue u AeI0NPOU3BOACTBO B TOCYIAPCTBEHHOM U MyHHMIIUTIAIBHOM YIPABIEHUN» MOTYT
IIPOBOAMTHCA B Pa3IMyUHBIX opMax:

J YCTHBIE OTBETHI Ha BOMIPOCHI MPETOaBaTeNs 0 TEME CEMHUHAPCKOTO 3aHSTHS;

. MMUCbMEHHBIE OTBETHI Ha BOMPOCHI MTPETO/1aBaTEeIs;

. BBHITIOJTHEHUE MPAKTUYECKUX 3aJJaHUI B MOATPYIINAX

o rpynmnoBoe oOCyXJeHWe TOW WM HMHON MpoOJeMbl MOJA PYKOBOACTBOM H
KOHTpOJIEM IpernoaBaTeis;

J 3acIyIIMBaHus U 00CYKJEHHE JOKJIAI0B;

[ToaroToBka K CEMMHAPCKUM 3aHATUSAM JOJKHA HOCUTh CUCTEMaTHUYECKU XapakTep. ITo
MO3BOJIUT O0yYaroleMycs B IIOJHOM 00beMe BBINOIHUTH BCe TpeOOBaHUS MpenojaBaTens. Jis
nojy4yeHus Oosee ITyOOKMX 3HaHUM 00ydarolMMcs PEeKOMEHAYeTCs H3ydaThb Kak OCHOBHYIO,
TaKk M JIONOJHUTENIbHYIO JHUTEpaTypy, a TakKe 3HAKOMHUTbCS C HMCTOYHMKamu B HHTepHere
(criucok mpuBeJieH B paboueil mporpamme 1o JUCHUIUIMHE).

MeTtoauyeckue yKazaHusl 10 NOATOTOBKe JOKJIA0B:

[TonroroBka oOyd4ammUXCs K ONPOCY TPEANoaraeT HU3yuYeHHEe B COOTBETCTBUU
TEMaTUKOH AUCHHUIIIIMHBI OCHOBHOM/ JTONOJHUTENBHOM JINTEPATypbl, HOPMATUBHBIX TOKYMEHTOB,
MHTEPHET-PECYPCOB.

OO0yuaromuiicsi TOTOBUT JOKJIA B (HOPME YCTHOTO COOOIIEHUS 110 TEME TUCIUTUTHHBI.

IIpennaraercs cienyromas CTpyKTypa JOKJIaja:

1. BBenenmne:

— YKa3bIBaeTCs TEMa U 1eTh JOKIAa;

— o0o3HayvaeTcs MpobIeMHOE MoJIe, TEMAaTUYECKUE pa3iesbl JOKIIaa.

2. OCHOBHOE cOZiep)KaHUE AOKJIaa:

— MOCJeI0BaTEeNIbHO PACKPBIBAIOTCS TEMAaTUYECKUE pa3/ieibl JOKIIaa.
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3. 3axioueHue:

— IPUBOJISATCS] OCHOBHBIE PE3YJIbTATHI U CYXKACHHUS aBTOPA 110 MOBOJLY IyTel BO3MOKHOTO
pELIeHHs PACCMOTPEHHOM MTPOOJIEMBI, KOTOPBIE MOT'YT OBITh O(OPMIICHBI B BUJIE PEKOMEHAALINH.

MeToanyecKkue peKOMeHIalMH 0 PellleHHI0 Keiic-3a1a4

Keiic-3aa4a, keiic (Case) — 3T0 KOHKpETHasl MPAKTHUYECKasi CUTYaIHs, PACCKa3bIBAIOIIas
0 TOM WJIM MHOM MPAaBOBOM CUTYaIlMH, B KOTOPOI 3a4acTylo 3a710KeHa HeKast mpodiema.

AHanu3 NpaBOBOM  CHUTyalluu LEJNecOOOpa3HO HAYMHATH C BBIABJICHUSA IPU3HAKOB
3aKOHHOCTH M IPABOHAPYLICHUI B TIOCTABICHHOM MpoodIieMe;

KoppekTHas npaBoBasi OCTaHOBKA MpoOIeMbl TpeOyeT SICHOCTH, YETKOCTH, a TJaBHOE
YEeTKOCTH MPABOBOW (hOPMYITHPOBKH;

VYcenex B pelieHUH NpoOiieMbl 3aBUCUT OT BBIPAOOTKM Pa3IMUYHBIX IPABOBBIX CIIOCOOOB
JICHCTBUM B JAHHOU CUTYyalluu — IIPABOBBIX AJIbTEPHATUB;

HeoOxonumbIM  yClIOBHMEM JUIsI HIPUHATHS OKOHYATEJILHOTO PEIICHUs  SBISAETCA
BBISIBJICHHE HOPM IpaBa  pPELICHUs MpoOJieMbl — TpeOOBaHUI K COJEPKAHHMIO TPABOBBIX
QJIbTEPHATUB U UX 00OCHOBaHUE;

[Ipu BBIOOpPE TMPAaBOBOTO HYKHO ONMUPAThCAd KaK Ha HCTOPHYECKUHA aHAIU3
HOJIOKUTEIBHBIX M OTPULATEIbHBIX IOCIEICTBUHA KaXJI0ro, TaKk M HAa IPaBOBOW aHAIU3
HEOOXOIMMOCTH OCYIIECTBIICHUS PEIICHU;

Ilpu cocTtaBieHMM MpPaBOBOW MpPOLENypbl PEUICHHS  HY)XHO OpPUEHTUPOBATHCS Ha
NepBOHAYAIILHBIC TIETTH M PEATHHOCTH €€ BOIUIOMICHHUSI.

Ha nanHoM sTame mocie Mpe3eHTalUM peleHui BO BpeMs oOIIed JHUCKYCCHHU MOXHO
pEeKOMEH0BaTh 00CYIUTh 4 BoIpoca:

[Touemy cutyanus BBIMISIUT Kak AuieMMma?

Krto npunuman pemenus?

Kakue BapuaHTBI pelieHus: UMeIH MecTo?

Yro Hamo ObUIO fenaTh?

MeToanyecKkue peKOMeH/IALHH 110 BBIIOJHEHNIO TECTOBBIX 3a1aHMii

J7s1 BBITOJTHEHHS TECTOBOTO 33/IaHUSs, MIPEXKAE BCETO, CIEAYET BHUMATEILHO MPOYUTAThH
nocraBieHHbIN Bonpoc. Ilocine o3HaKOMIIEHHs ¢ BOIPOCOM CIIEAyeT MPHUCTYNaTh K MPOYTEHUIO
npeUiaraéMbIX BapuaHTOB OoTBeTa. HeoOX0qMMo mMpoynTaTh Bce BAPHAHTHI U B KAYeCTBE OTBETA
ciefyeT BbIOpaTh JMIIb OAMH MHJIEKC (uuppoBoe 00O3HAUEHHE), COOTBETCTBYIOIUM
NPaBUIHBHOMY OTBETY.

TecTrl cocTaBiIeHBI TaKUM 00pa3oM, UYTO B KaKJOM M3 HUX NMPABUJIBHBIM SIBJISETCS Kak
ONIMH, TaK W HECKOJBKO BapHaHTOB. BrIOOp MomKeH OBITH CAeTaH B TOJIb3Y HambOoiee
NpPaBUIBHOTO WM TpPaBWIBHBIX OTBETOB. Ha BBIMOMHEHHE TecTa OTBOAUTCS OTPAaHUYEHHOE
BpeMsa. OHO MOXET BapbHPOBATHCS B 3aBUCHMOCTH OT YPOBHSI TECTHPYEMBIX, CIIOKHOCTH WU
o0bema Tecta. Kak mpaBuiio, BpeMs BBIIIOJHEHHUS TECTOBOT'O 3aJlaHUs ONpeJeNIeTcsl U3 pacyera
30-45 cexyH]1 Ha OJTMH BOITPOC.

Kputepun OlLeHKH BBIMOJIHEHHBIX CTYACHTAMH TECTOB OINpPENENIOTCs MpernojaBareiem
CaMOCTOSITENIbHO. PEKOMEHIYIOTCS CIIe Iy oIIne KPUTEPUHN OLEHKH:

1.85% — 100% mnpaBUIIbHBIX OTBETOB — OTIUYHO;

2.66% — 84% mpaBMIILHBIX OTBETOB — «XOPOIIO»;

3.50% — 65% mpaBUIIbHBIX OTBETOB — «YJOBIETBOPUTEIHHO;

4. menee 50% mpaBUIBHBIX OTBETOB — «HEYIOBICTBOPUTEITHLHOY.

[Tpu mosBeeHUN UTOTOB IO BBITOJHEHHOH paboTe peKOMEHIyeTcsl MpOoaHaIU3UpOBaTh
JIOTTYTIIEHHBIE OMNOKH, TPOKOMMEHTHPOBATH UMEIOIIIMECS B TECTaX HENMPABUIHHBIC OTBETHI.

6. YueOHasi iuTepaTypa u pecypcbl HHGOPMANMOHHO-TEJIEKOMMYHHMKAIIMOHHOM CeTH

"UHTepHeT", BKJIIOYas NepevYeHb Y4eOHO-MeTOANYeCKOro obecneyeHus 1Jis
CaMOCTOSITEILHOI PadoThl 00Yy4AIOIIMXCHA MO IMCUUILIHHE
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6.1 OcHoBHas TUTEpaTypa

1. emun, FO. M. JlenompousBonactBo. [loaroroBka ciryxe0HbIX nToKymMeHTOB / FO. M.
Hemun. — 3-e u3a., non. u nepepad. - CII6.: [Turep 2013.

2. KysnenoB W.H. JlokyMeHTallMOHHOE O00ECIIeUeHNE YIPaBICHHS. JOKYMEHTOOOOPOT U
JEJIONPOU3BOJACTBO 2-€ U3M., Mep. U JON. YYeOHUK M MPAKTUKYM Ui TMPUKIATHOTO
OakanaBpuara. — M.: FOpaiit 2015 http://www.biblio-
online.ru/thematic/?13&id=urait.content. ILEB1230C-A9AA-4919-8E51-
C4B5CC0728D9&type=c_pub.

3. lllyBamoBa H.H., MBanoBa A.FO. OCHOBBI A€IONPOM3BOACTBA. S3BIK CIIyKEOHOTO
JOKYMEHTa. YUeOHHMK M MPaKTUKyM I aKkaJeMuueckoro OakamaBpuata — M.: M3garenbcTBO
FOpaiit, 2015 http://urait.ru/catalog/pechatnye_izdaniya/29636/

6.2. lonoiHUTE/IbHAS JIUTEPATypPa

1. 'ymmua, W. A. JIoOKyMEHTallMOHHOE OOECIEYCHHE YMPABICHUS B COIUATBHO-
KYJbTYPHOM CEpPBHCE M TypHU3Me : yueOHOE ITocoOure Jijisl BY30B : pekoMeH10BaHO YMO PD nis
CTYJICHTOB OOYYaOIIUXCS M0 crienuaibHOCTH "ConManbHO-KYJIbTYpHBINA cepBHUC U Typusm" / U.
A. I'ymuna, H. A. 3aiiueBa. M. : Ansdpa-M : UHOPA-M 2011 5

2. Jlenmompou3BOACTBO : OOPA3Ilbl, JOKYMEHThI, OPTaHU3AINS U TEXHOJIOTUS PaOOTHI : C
yaerom HoBoro ['OCT P 6.30-2003 "YHuduuupoBaHHbIE CHUCTEMBl JOKYMEHTAIIMH.
YHu(uuupoBaHHas CHCTEMa OPTraHU3aIMOHHO-PACTIOPSANTEILHON JOKyMeHTanuu. TpedoBaHus
Kk odopmienuto nokymeHtoB" / B. B. I'amaxoB [u np.]. - 3-e usnmanue, mnepepaboTaHHOE U
nononHenHoe. M. : Ilpocnekt 2011 5

3. IIpoOneMbl TOKyMEHTOBEIEHUS M TOKYMEHTAIIMOHHOTO OOeclieYeHHs yIpaBlieHUs B
CBETE€ COBPEMEHHBIX CTaHAapTOB: yueOHoe mocobume. bBITIY umenn M. Axmymisr 2015

http://e.lanbook.com/book/72536

6.3. YueOHO-MeTOAMYECKOE O0ecTeyeHHe CAMOCTOSITe/IbHOH padoThl

1. AranoB, B. C. ConuanbHO-IICUXOJIOTHYECKUE JI€TEPMUHAHTHI  KpPEaTUBHOM
KOMIIETEHTHOCTH CTYyJE€HTOB: MoHorpadus / AramnoB, Banepuii Cepreesuu, JlaBieroBa, Pana
VYenogna. - M. : MakeeB Urops BsiuecnaBosuy, 2016. - 163 c.

2. AdanaceeB M.IO. Hcropusi: MeToqMuecKue PEKOMEHJAIMK M0 H3YyYEHHUIO Kypca U
MOATOTOBKE K CEMHUHAPCKUM 3aHATHsAM. Y4eOHoe mocobue/ AdanackeB M.IO.— DnexTpoH.
TekcToBble naHHble.— CII6.: MHCTUTYT cneunanbHOM menaroruku u ncuxosioruu, 2011.— 40
c— Pexum noctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/29973.html.—
OBC «IPRbooks»

3. Bomonuna A.1O. Meronnveckne peKOMEH/IAINH IO ITOATOTOBKE M 3aIIUTE BBITYCKHOM
KBaMpUKaMoHHON pabotel / Bomommna A.lO., Koctun W.B.— DnekTpoH. TEKCTOBbIE
nanable.— M.: MOCKOBCKasi TOCYJapCTBeHHAs! akaJeMHsl BOJHOTO TpaHcmnopra, 2015.— 22 ¢.—
Pexum nocrtyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/46478.html.— 9BC
«IPRbooks»

2. Mozgenb TO3MLMOHHOTO OOYyYeHHUs CTYJEHTOB: TEOPETUYECKHE OCHOBBI U
Meroandeckue pekomennanuu/ WU.b. llusu [1 ap.].— DnekTpoH. TEKCTOBBIE NaHHBIE.— M.:
MocCKOBCKUH  TOpOACKOM menarornyeckuii yHuBepcurer, 2012.— 152 c.— Pexum
noctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.— DBC «IPRbooks»

3. HoBukoB B.K. Mertoanueckie pekOMEHIAlUU MO MOATOTOBKE M 3AIIUTE BBITYCKHON

KBIM(UKAIIMOHHOM paboThl. — OJEKTPOH. TEKCTOBbIE JaHHble.— M.: MockoBckas
rOCyJapCTBEHHas  akaJeMuss  BoJHOro  TpaHcmopra, 2015— 34 c—  Pexum
noctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/46479.html.— DBC «IPRbooks»

4. ConuanbHO-TICUXOJOTHYECKHUE aCTIeKThI (dbopmupoBaHus KYJbTYpBI

camooOy4Jaronieiics opranuzainuu / A. S1. Hukomnaes [u ap.] / Bornpock ncuxonoruu. - 2014, - No
6. - C. 44-52.
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6.4. HopmaTnBHBIE IPAaBOBbIE JOKYMEHTbI

1. ®enepanphbiii 3akoH «O0 nHGOpMaLKU, HTHPOPMAITMOHHBIX TEXHOJOTHIX U O 3allUTE
uHpopmarnum» (mpunsT ['ocynapctBennoi ymoii 8.07.2006) Ne 149-D3// «Poccuiickas ra3era»
oT 29.07.2006, Ne 165.

2. Pacnopsbkenue mnpaButenbcTBa Poccum ot 24 nmekabps 2013 roma Ne 2506-p o
KOHIICTIIUHM Pa3BUTH MaTeMaTH4ecKkoro obpasoBanusi B Poccuiickoit @enepanuu. //»Cobpanue
3akoHoarenscTtBa PD, 13.01.2014, Ne 2 (wacts 1) cr. 148.

3. O6 obOpazoBanuu B Poccuiickoii @eneparun: denepanbHbiii 3akoH oT 29.12.2012
No273-®3 (¢ mocneayronuMyu U3MEHEHUSIMA U JIOTIOJTHEHUSIMH ).

4. @enepanbHbIl rocynapcTBEHHBIH oOpa3oBaTenbHbId cTangapT 38.03.01 DxoHoMuKa
(ypoBeHb OakanaBpHara), yTBepxkAeH Mpuka3oM MuHucTepcTBOM 00pa3zoBaHus U Hayku Poccun
ot 12 nostOpst 2015 r.Ne 1327 (3apeructpupoBano B Muntocte Poccum 30 nHosi6ps 2015r.,
peructpannoHHbIil Homep 39906).

5. OOpazoBarenbHblil  cTaHgapT Poccuiickod akajeMuu HapOJHOTO XO35HUCTBA W
rocynapctBeHHON ciyxOb1 npu [Ipesunente P® (yTB. mpuka3zom pekropa AkaaemMuu oT 18
aBrycra 2016 r. Ne 01-4567).

6.5. UuTepHeT-pecypchl

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

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

3. XKypnan «Couumonoruueckue wuccienoBanus» / DenepaibHblii 00pa30BaTEIbHbIN
opTa «DKOHOMHKA. Conuonorus. MeHeKMEHT. URL:
http://ecsocman.hse.ru/socis/volumes.html

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

5. Hayunas snexkrponnas oubmuoreka eLibrary.ru. URL: http://elibrary.ru/defaultx.asp
6. HamnwmonanwsHas 3nexkTponHas oubiarorexka. URL: www.nns.ru
7
8

Poccwuiickas rocynapcrBenHas oubmmorexa. URL: www.rsl.ru
. Poccuiickas nHanmonaneHas 6ubimorexa. URL: www.nnir.ru

9. Drexrponnas oubaroreka Grebennikon. URL: http://grebennikon.ru/

10. DnexTpoHHO-OMOIMOTEIHAS cucremMa N3narenscTBa «JIaHby. URL:
http://e.lanbook.com

11. DnextponHO-6uGIHOTeuHas cuctema FOPAMT. URL: http://www.biblio-online.ru/

12. Koncrutynus Poccuiickoit denepanuu: http://www.constitution.ru/

13. CommanbHoe yrpapieHue Kak cucrema: http://vasilievaa.narod.ru/ptpu/20_2_97.htm

14. ®denepanbHbIi 00pa3oBaTenbHBIN nopTan: http://ecsocman.hse.ru/

15. HoBsrit MenemxmenT: http://www.new-management.info/

16. Cunepreruka, HenuHeWHas JAWHAMHKA WM MEXKIUCHMUIUIMHAPHBIE HCCIIEIOBAHUS:
http://nonlin.ru/

17. Heuaes B./I. IIpoekT mo pa3paboTke KOMIETEeHTHOCTHOM Mosenu Menemkepa 2011 //
IIpecc-penussl HN «Bpicmas LIKOJIa YIIPaBJICHUSY. Pexnm JlocTymna:
http://www.vshu.ru/news.php?a=info&id=2984

18. Tcuxomnorus u 6usHec. Pexxum mocryma: http://www.this-business.ru/upravil4.php

19. Hlakyn FO.A. IIpodeccroHanbHble KOMIETEHLMH COTPYIHMKOB KaKk HWHCTPYMEHT
KOHKYPEHTOCIIOCOOHOCTH OpTaHU3aIIH. Pexum JOCTyT: http://www.b-
seminar.ru/article/show/93.htm. www.uptp.ru / — caiir xypHana «[IpoGraemsr Teopuu u
NPAaKTUKA YIIPABICHHS.

20. www.top-personal.ru / — caiit sxypHana « Y ipaBieHUE IEPCOHATOM.

6.6. UHbIE HCTOYHUKH
1. Opranuzarmust nenonpou3BojicTBa U qokymeHToooopora JIOY [Tekct]: meroxd. pek. /
JI. N. Jlykuna. - M.: Cdepa, 2010. - 128 c.
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coct. U. H. CaBuna, B. H. Cunopenxo. - M. : Alipuc-nipecc, 2010.-64c. .- 128 c.

3. AuapeeBa, B.W. J[lemompousBoactBo [Tekcr]: mpakrtuueckoe mocobue / B.U.
AnnpeeBa. — M.: Uudpa - M, 2004. — 336 c.

4, Jlenonpou3BOACTBO B CHCTEME TocCyJapcTBeHHON ciaykObl [Tekcr]: yueOHO-
npakTudeckoe nocoodue / mox pen. P.J.I'yrrapi. - M.: UHOPA-M, 2006. - 416 c.

5. JlenompousBoactBo: OOpasipl, AOKyMeHTbl. OpraHuzaiuss U TEXHOJIOTHS pPaboThI.
[Tekcrt]: 6omee 120 moxymentoB / o pen. M.K.Kopneera. - M.: UH®PA - M, 2006. - 511 c. 19.

7. MaTepuajbHO-TeXHUUYECKAas 0a3a, HHPOPMaIMOHHBbIE TEXHOJIOTHH, IPOrPaAMMHOE
o0ecrieyenue M UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

JUia mpoBeneHUs 3aHATUN IO JUCLUUIUIMHE HEOOXOOUMO CIEAYIOUIee MaTepUalbHO-
TEXHUYECKOE oOecrieueHue: y4eOHbIC ay[qUTOPUH IS TPOBEICHHS 3aHATUH JICKIIMOHHOTO H
CEMHHAPCKOTO THIA, TPYIIOBBIX U HMHIAWBHIYaJIbHBIX KOHCYJIBTALUH, TEKYIIEr0 KOHTPOJS M
IPOMEXYTOYHOH aTTeCcTalluy, TOMEIICHUS JIUIsl CAMOCTOSTEIBHOM paboTHI.

[Mporpammuoe obecnieuenue: Microsoft Office Professional 2016.
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oubmmoreka. URL: www.nnirru;  Dnektponnas — 6ubmuoreka  Grebennikon.  URL:
http://grebennikon.ru/; DnexkrponHo-6ubmuoTeunass cuctema M3marensctBa «Jlams». URL:
http://e.lanbook.com; DnexrponHo-6uGmnoreunas cucrema FOPAWT. URL: http://www.biblio-
online.ru/.
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