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1. IlepevyeHb MIaHMPYyeMbIX Pe3yJIbTATOB 00yUEHHUS 10 JUCHMUILIIIMHE, COOTHECEHHBIX C
IUVIAHUPYEMbIMHU Pe3yJIbTAaTAMH OCBOCHHS MPOTrPaAMMBbI

1.1 MuctummHa «JloKyMEHTAIlMOHHOE 00ECTICUeHUE U JISIOMPOU3BOJICTBO B TOCYIaPCTBEHHOM
U MYHUIIUIAJIGHOM YIPaBIECHUU» OOECIEUMBAET OBJIAJCHUE CIEAYIOIIMMUA KOMIIETEHIIUSIMU C

y4€TOM JTala:

TEXHOJIOTHH U C Y4ETOM
OCHOBHBIX TPeOOBaHMI
MH(OPMALIMOHHOU
0e30macHOCTH

Kon
Kon HaunmenoBanue JTana HaunmenoBanue 3ramna
KOMITETEHITUU KOMITETEHITUHT OCBOCHHSI OCBOCHHUS KOMITETCHITUU
KOMITETEHIIUI
YK OC-4 CnocoOHOCTh OCYIIECTBIIATh YK OC-4.2 CriocoGHOCTB BeCTH
JIEJIOBYI0 KOMMYHUKAIIHIO B OCYIIECTBIISATh
YCTHOW M MMCbMEHHOH (opmax JOKYMEHTAllHOHHOE
Ha rocyapCTBeHHOM(BIX) U obecrieueHue u
MHOCTPAaHHOM(BIX) sI3bIKE(ax) JIETIONPOU3BOJICTBO Ha
PYCCKOM U MHOCTPAHHOM
SI3BIKE
OIIK-6 CrocoGHOCTh pemiaTh OIIK-6.3 CrocoGHOCTh TPUMEHSITh
CTaHJApTHBIE 3a/1a4H OCHOBBI HH(OPMAIIMOHHOW 1
npodeCcCuOHAIBHON oubnrorpaduaeckoit
JeSITeIbHOCTH HAa OCHOBE KYJIBTYPBI, HHPOPMAIIOHHO-
nH(OPMALIMOHHON U KOMMYHHKAITHOHHBIX
oubnmorpaduyeckoit TEXHOJIOTHI1 B Ipoliecce
KYJIbTYpPBI C IPUMEHEHUEM JOKYMEHTAlMOHHOTO
MH(POPMAIIMOHHO- obecrieyeHus U
KOMMYHHKAITHOHHBIX JIEJIONPOU3BOJICTBA B

roCyAapCTBEHHOM H
MYHUIUIIAJIbHOM
YIIPaBJICHUU

1.2 B pe3ynbTare 0OCBOCHUS JUCIUIUIMHBI Y CTYI€HTOB JOJIKHBI ObITh C(HOPMUPOBAHBDI:

OTO/TD
(pu HaNMMYUU Koz orana
e OCBOEHUSA Pesynbrarel 00yueHus
TPYAOBBIEC WITH
npogeccuoHallbHbIE KOMITCTCHIIH
JEUCTBUS
- YK OC-4.2 Ha ypOBHE 3HaHUN: JEMOHCTPUPOBATH 3HAHUS
NPaBUJI JOKYMEHTAIIMOHHOTO 00ecTieueH s 1
JIeNTOTIPOU3BOICTBA HA PYCCKOM M HHOCTPAaHHOM
SI3BIKE
Ha YPOBHE YMEHHUH: BECTH JETOBYIO IIEPETHCKY H
COCTaBJIATH JIOKYMEHTAIIMIO Ha PYCCKOM H
WHOCTPAaHHOM SI3bIKE
Ha YpOBHE HaBBIKOB: OCYILIECTBIIATh
JIOKYMEHTAIlMOHHOE O0ecreueHue 1
JIeNIOTIPOU3BOICTBO Ha PYCCKOM M HHOCTPAHHOM
SI3BIKE
— OIIK-6.3 Ha YPOBHE 3HAHMN: IEMOHCTPUPOBATh 3HAHMUS
OCHOBHBIX KOMITJICKCOB JIOKyMEHTAIINN CHCTEM
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rOCyAapCTBEHHOTO U MYHULIUNIATBHOTO YIIPaBICHUS
¥ METOJIOB OpraHU3aIiK paboThl C TOKYMEHTaMH B
OpraHax rocyJ1lapCTBeHHON M MyHHUIIUTIAIbHOMN
BJIACTH

Ha YPOBHE YMCHHIA: 0()OPMIISITH JIOKAITBHBIE
HOPMAaTUBHO — METOAMYECKUE JOKYMEHTHI 110
JIEJIONIPOU3BO/ICTBY B CUCTEME FOCYJapPCTBEHHOM U
MYHHUIIUNIAJILHOM CITYKOBI

Ha YpOBHE HABBIKOB: IPUMEHATH 3HAHUS B 00IACTH
JIOKYMEHTAL[MOHHOTO 00ecreyeHus 1
JIEJIONIPOU3BOICTBA B TOCYIaPCTBEHHOM U
MYHUIUIIAJIBHOM YIIPaBJICHUU

2. O0beM U MecTO IUCHUILIHHBI B cTpyKType OIl BO

O0BneM JTUCIHUILINHDI

Ob6mas tpynoémkocts b1.5.23 «JlokyMeHTarmoHHOEe 00ecrieueHre 1 JeI0MPOU3BOICTBO B
rocy/1apCTBEHHOM U MYHUIIMIIAIIBHOM YIIPaBICHUMY COCTABIISIET 3 3a4€THBIE eIMHULBI, 108 yacos.

KonuuecTBO akageMHUYeCKMX 4YacoB, BBIJCIEHHBIX Ha KOHTaKkTHYIO paboTy cC
mpernoaaBaresieM, cocTapiser 48 dacoB (st ouHOW (Gopmbl oOyueHus): JieKuu — 16 4acos,
mpakTH4eckue 3ansaTus — 32 yaca. CamocrositensHas padota cocrapiusieT 60 yacos.

Mecro nucuunmiaunbl B ctpykrype OII BO

Huctumnuua b1.5.23  «/lokymeHnTanmonHoe oOecrieueHue U ACTONPOM3BOJICTBO B
TOCYIapCTBEHHOM M MYHUIIMIIAJBHOM YIPABICHUM» NPEAYCMOTPEHA: Uil OYHOU (POPMBI
o0OyuyeHus Ha 2 Kypce B 3 ceMecTpe; AJis O4HO-3a09HOM popmbl 00yueHus Ha 2 Kypce B 4 ceMecTpe;
JUIsl 3a04HOM (hopMbl 00yueHHs Ha 2 Kypce B 3 ceMecTpe.

dopma MPOMEKYTOUHOM aTTECTAllMM B COOTBETCTBHM C Y4EOHBIM IUIAHOM — 3auéT: AN
o4yHOM (hopMbI 00yueHHUs Ha 2 Kypce B 3 ceMecTpe.

3. Conep:xaHue ¥ CTPYKTYpa JMCIHHILIHHBI
Ounasn popma 06yuenus

O0beM JUCHUIIMHBI , YaC.
dopma TeKyl1ero
Ne HauMeHnoBanue K%I%T?{I;E*ajlgsf (;Ta ROnTpOTH
i Tem/paz1eon Bcero . ye CP yenesaemoctu,
penoaaBaTeseM Mo BUIAM NPOMEKYTOUHOI
Y4eOHBbIX 3aHATHI aTTeCTalMH
J JP | II3 | KCP
1 [Ipenmer, conepkanue u 8 2 2 4 O.T
3a7a49d JUCIIUILIAHBI ’
2 OCHOBHbBIE CBOWCTBA, 8 2 2 4
(GYHKIMH 1 TIPU3HAKH O, T
JIOKyMEHTa
3 OO0u1re HOpMBI 1 TipaBwiia | 12 2 4 6
odopmieHus T.13
YIpaBICHUYECKUX ’
JIOKYMEHTOB
4 Cucrema 12 2 2 8
OpraHu3alHOHHO- 0.T.K-3
pacnopsAIUTENIbHON >
JIOKYMEHTAI[|H
5 JloxymeHTarmonnoe 10 2 2 6
obecrieucHne 0, K3
KOJUIETHaJIbHBIX OPraHOB




yIIpaBJICHUS,
OpraHu3alus COBEIIaHUM,
KOH(EpeHIIUH, coOpaHwmii
6 Cucrema cripaBoYHO- 9 4 5
HH()OPMAITMOHHON 1
AHAJTUTUYECKOU
JOKYMEHTaIHH

7 CoBpeMEHHOE JIEI0BOE 6 2 4
HHCHMO
8 Cocrasienue u 5 2 3
odopmieHne
JOKYMEHTAIHHX TI0
JUYHOMY COCTaBY
9 Oprasuszanus u 12 2 4 6
TEXHOJIOTHSI pabOTHI C 0O, KC
JIOKyMEHTaMHt
10 | Opranmzanus 10 2 2 6
3JIEKTPOHHOIO 0,B
JIOKYyMEHT0000pOTa
11 | Opraamzanus XpaHeHUs 12 2 4 6
JOKyMEHTOB U
obecrieyeHne ux
COXPaHHOCTH.
12 | Jlemompon3BOACTBO MO 4 2 2
YCTHBIM ¥ TICEMEHHBIM
oOpalieHusIM rpaXkJiad B
OpraHM3aIHI0
IIpoMe:xyTOUHAs1 aTTECTALUSA 3a4éT
Beero 108 [16 | 132 | | 60

IHpumeuanue: popmor mexywjeco konmpoas ycneeaemocmu: onpoc (0), evicmynienue (B), mecmuposanue (T),
ketic-3adanue (K-3), epynnosoe sadanue (I'3), kpyenviii cmon (KC).

0O,K-3

T, K-3

O, T,K-3

Coaep:xanue TUCHUIIMHBI

Tema 1. IIpenmer, conepsxkaHue M 32241 JHCHMIIIHHBI

«JlokyMeHTallMOHHOE oO0ecnedYeHne U JIEJONPOU3BOACTBO B TOCYJAapCTBEHHOM U
MYHUIUTIAILHOM YIPaBICHUM» KaK yueOHast qucuuIuivHa. Lenb u 3agaun TUCIMITIMHEIL.

Ponp noxymenrta u nHdopmanuy B KU3HU 4eloBeKka U oduiecTBa. JJokyMeHTHI B chepe
IIpaB U ynpasieHus. JJOKyMEHT Kak MHCTPYMEHT ylpaBicHMs. BinsHue Hay4YHO-TEXHUYECKOIO
mporpecca Ha pa3BuTue JokymeHTa. CoBpeMeHHbIE BUBI U TPEOOBAHMS K JOKYMEHTaM.

OCHOBHBIE TIOHATHUA M OIpENeNEeHUs: JOKYMEHT (ero cBOMCTBa M (DyHKIMHM),
JIEJIONPOU3BOJCTBO (1LIE€JH, 337a4d U MPUHIIMIIB), TOKYMEHTOBECHHE, TOKYMEHTO000pOT. Busl
JOKYMEHTOB M HUX Kiaccupukanus. YHUQHUKaUMS U CTaHAApPTU3ALUs  YIPaBICHUECKUX
JIOKYMEHTOB.

HopmaruBHast 06a3a JOKYMEHTAI[MOHHOTO oOOecreueHHus] YIpaBleHHs M €€ YpPOBHHU
(33KOHOI[aTeJ'IBHI)Ie aKThI, II0A3aKOHHBIC HOPMAaTUBHO-IIPABOBBIC aKThI, HOPMAaTUBHO-
METOJUYECKUE TOKYMEHTHI) B OPTaHU3ALMIX U B OPraHax rOCyJapCTBEHHOH BJIACTU M OpraHax
MECTHOI'O caMOyYIpaBJieHUs. [ 'ocyJjapCcTBEHHbIE U OTpaciieBble CTaHIAPThl HA YHU(PUIIMPOBAHHbBIE
CUCTEMBI JOKYMEHTALIUH.

Jluteparypa: MoHOTpapuu, IEPHUOTUICCKHEC, CTPABOYHBIE U METOIMYECKUE U3TaHHUS.

Tema 2. OcHOBHBIE CBOICTBA, QYHKIHMHM M MPU3HAKHA TOKYMEHTA
CooTHouleHne TMOHATUN «HHpOpManusa» H  «JoKyMeHT». CBsa3b uHGpOpMALMU U
JnokyMeHTa. Posib nHpOpMaIuu B COMANBbHBIX U AKOHOMUYECKUX mporeccax. Mupopmarns kak
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OCHOBa MPUHATHUS YIpaBiieHYeckoro pemeHus. Ponb mHbOpManuum B aBTOMATU3MPOBAHHBIX
CHUCTEMax.

Bo3HukHOBeHHE JOKyMEHTa, ero 3HaueHue. TpaHchopmanus MOHATHS «IOKYMEHT).
OmnpeneneHne TOKYMEHTa B TOCYAIapCTBEHHBIX cTaHmapTax. CBOWCTBa M (YHKIIUU JOKYMEHTA.
ComnumanpHbli, MPaBOBOM W MCTOPUYECKUM XapakTep JokyMeHTa. I[loHaTtue opuruHana.
YMHOKEHHBIE OpUTHHAIBI. UEpHOBHKHM U OCIIOBUKHA TEKCTOBBIX JIOKYMEHTOB. ABTOTpadBbI.
Penakuuun. Ilonarue «noanuHHUK». OCHOBHBIE MpU3HAKU MOMJIMHHUKA. [lognuHHBIE U
MOJIJIOKHBIE TOKYMEHTHI. Bunbl danbcudukammu qokymeHToB. DanbcuduKanis CoIepiKaHusl.
Wnrepnonsiuust. danbcudukanus coctaBa yaocToBepeHus, Onanka. Dunurpanu (Oyma)kHbie
BOJIsiHBIC 3HAKH). [leuaTn.

[lonsatne «xomusi». Mcropuueckoe paszBuTHe Komuil. Bupabl komnuil, ompenenseMblx
crocoboM ux BocmpousBeaeHus. Konuu, paznmudaaeMele 1o crnoco0y ux yaocroBepenus. [lonsarue
U MCTOPUYECKUIN XapaKTep CIOCOOOB JOKYMEHTHUPOBaHUS. 3BYKOBas peub, €€ BO3ZMOXKHOCTH U
HEJOCTaTKU B 3aKpeIUICHHH U Tepenave mHpopmanuu. PazButue rpaduku pyccKOro muchMa.
Cxopormuchk. CteHorpadusi.

[IpuMeHeHne TEKCTOBOIO TOKYMEHTHPOBaHUA. TeXHU4eCcKoe T0KyMeHTHpoBaHue. Poto-,
KHHO-, doHo-, TeJIeAOKYMEHTUPOBAHHUE. Nsrorosnenue MalIMHOYUTAEMBIX u
YEJIOBEKOMAIIMHOYNTAEMBIX JTOKYMEHTOB. Marepuanbl il TEXHUYECKOro JOKYMEHTHPOBAHMS.
Mamunnble HocuTenu uHpopmauuu. BrnusHue HOcuTens MHGOpPMAIUU Ha JIOJITOBEYHOCTh U
CTOMMOCTbH JIOKYMEHTA.

Tema 3. O6111e HOPMBI U IPaBUJIa 0()OPMJIEHHS YIIPABJIEHYECKUX JOKYMEHTOB

ITonsarue «pexBusut». IlocTossHHBIE U NepeMeHHblE peKBU3UTHI. [loHsTHE «hopMysp
JToKyMeHTa». OcoOEHHOCTH (QOpPMYJISIPOB JOKYMEHTOB, MOJIYYEHHBIX Pa3IMYHBIMU CHOCOOaMU
JNOKyMeHTHpoBaHus. HIuBuAYyansHbIi U TUIIOBON (opMyIisip JokyMeHTa. Dopmyiisap — oOpasell.

Bonpockl  OKyMEHTHpOBaHUS, COCTaBICHUS ©  O(GOpMIICHHS JOKYMEHTOB B
3aKOHOJATEJIbHBIX W HOPMATHUBHBIX akTax. YHHU(UKaLus JIOKYMEHTOB. BHyTpuBuaoBas
yauukanus. Pa3zButne yHHQUKaIMM W CTaHJAPTU3AIMH JTOKYMEHTOB. lOocymapcTBEHHBIC
crangaptel Ha JokyMmeHTbl. I'OCT P 7.0.97-2016 «Cucrema crtanzapTtoB no HH(oOpMaiu,
OMOIMOTEYHOMY U M3JIaTeIbCKOMY Aeny. OpraHu3alMOHHO-PaCHOPAIUTEIbHAS TOKYMEHTAIIUS.
TpeboBanus K 0HOPMIIEHUIO TOKYMEHTOBY». PEKBU3UTHI, periiaMeHTHpYyeMble rOCy1apCTBEHHBIM
cTaHzapToM. ABTOp nokyMmeHTa. Ponb Gmanka B odopmiieHunn gokymeHnrta. CocraB OnaHka,
HOPSIOK  PAacIiONIOKEHUs] PEKBU3UTOB B OnaHke. brnaHku ¢ yIVIOBBIM U LEHTPAIbHBIM
pacrionio)keHueM pekBu3uTOB. [IpaBuia KOHCTpyWpoBaHUS OJaHKa. ABTOPBl  JIMYHBIX
nokyMmMeHToB. [loamuce, mewyarh Kak NpU3HAaKW aBTopa. Bun nokymenTta. PasButue BuioB
JIOKYMEHTOB. BHIIbI JOKYMEHTOB, OTpe/iesieMble 3aKOHOIaTeIbHBIMU 1 HOPMAaTHBHBIMH aKTaMH.
CBs13b BUJIOB JIOKYMEHTOB M (DYHKIMH ympaBieHHs. YKa3zaHHE BUAA JIOKYMEHTa, €r0 MECTO U
Ha3HaueHue B (GopMylsgpe [TOKyMEHTa. 3aBUCUMOCTh (OpPMBI JIOKYMEHTa OT €ro BHJA.
Ob6o3nauenue aapecara. [IpaBuina HanucaHus ajpecara U MECTO YKazaHus ajgpecara B GopMyJsipe
nokymenTta. OTpaxkenue cdepbl nelcTBUS JOKyMEHTa B ero aapecare. [lopsmok odopmiieHus
JIOKYMEHTa C HECKOJbKUMM ajpecatamu. llopsok odopmienus mourtoBoro aapeca. [lara
NOKYMEHTa. 3HaUCHHE JaTUPOBAHHS JOKyMEHTa. TOYHBIE JAThI, XapaKTEPHU3YIOIINE DIIEMEHTHI
dopmynspa. ABTOpCKUE AaThl (COCTaBlIEHUE, TOMUCAHNE), aThl, OTHOCSIIUECS K COAEPIKaHUIO.
Hater 06paboTku nokyMeHToB. [lopsnok opopmienus gat. CocTtaB ya0CTOBEPEHUS TOKYMEHTA.
CocTtaB y/10CTOBEpEHUS! TEKCTOBBIX JOKYMEHTOB Pa3MUYHBIX KaTeropuil. MecTo moanmucaHus B
dbopmysipe TOKyMEHTA.

Iledvatn wm wux Ha3HayeHue. Buapsl meuateil. ['ocynmapcTBeHHass repOoBasi Iedath.
3aKOHOIATETHCTBO 00 M3TOTOBJICHUH U UCIIOIh30BaHUY TiedaTH. [LopsiIoK mpocTaBIeHus eyaren
Ha JIOKYMEHTax. YTBepxkJaeHue JTokyMeHTOB. CocTtaB rpuda yTBEp)KICHHS, MOPSIOK €ro
obopmiieHusi, mect B Qopmynsape nokymeHta. OTMETKH Ha JOKyMmMeHTax. UX ponap B
NPOMCXOXKAEHUH M MCIOJHEHUH JOKYMEHTOB, MecTo B (opmymnsape nokymenta. Ocoboe



Ha3HayeHue pe3otouuu. TpedoBanue k e€ coaepkanuio u opopmieHuo. OTMETKH O TOCTaHOBKE
JIOKYMEHTa Ha KOHTPOJIb, UICIIOJIHEHUH TOKYMEHTA U JIp.

[loHsiTHE «TEKCT JOKyMEHTa» TMpU PA3JIUYHBIX Ccroco0ax JTOKYMEHTUPOBAHMS.
CopnepxaHue NMPOCTBIX U CIOXKHBIX JOKYMEHTOB. IIopsnoK HM3710%KEHUS TEKCTa JTOKYMEHTOB.
Jlormueckast cTpykTypa Tekcra. BzauMocBsizb conepkanus u Gopmel JokymeHnTa. Gopmanu3anus
TEKCTOB JIOKYMEHTOB. AHKeTa, Tabmuna. OCOOEHHOCTH CTPYKTYpBl TEKCTa OpraHU3alMOHHO-
pacnopsAIUTENbHBIX JOKYMEHTOB. OJEeMEHThl TekcTa. [loHATHE «3arojJoBOK JOKYMEHTay.
Haznauenue 3aronoBka, ero mecto B opmyisipe 1okyMeHTa. [IpuinoKeHust K TEKCTY U MOPSA0K
ux odopmienus. I[IpaBonucanue Ha3BaHUN YYPEKICHUM, OpTaHU3ALMKN, MPEATPUITHIA.
IIpaBonucanue Ha3BaHWM JOKyMeHTOB. lIpaBonucanue nosskHocTed u 3BaHui. IIpaBonucanue
JaT, yncel, 3HakoB. CHHTaKCH4ecKre 0COOEHHOCTH TI0KyMEHTOB. CHUHTaKCHUYECKHE KOHCTPYKIIUU.

YHudukanus AOKyMEHTa Kak OIHO W3 HalpaBJICHUHA €ro COBEPIICHCTBOBAHMUS.
[Ipenmocbuiku ¥ Meron yHUDUKAUU. YHUPUKALUS CTPYKTYpbl TeKCTa. OJIEMEHTHI
dopmanmzanuu. OopmManTu30BaHHBI XapaKTep TEKCTOB IUIAHOBOW M YyYETHOW JOKYMEHTAIUH.
YHaubukauus s36IK0BbIX cpeacTB. opmbl yHUDUKAIIMK: TUIIOBOU, TpadapeTHbIA TEKCTHI.

Tema 4. CucreMa oprann3anOHHO-PACIIOPSAUTEIbHON JOKYMEHTALMHI

Cuctema OpraHM3allMUOHHO-TIPABOBOM JOKyMEHTAlMM, €€ Ha3HaueHWe U COCTaB.
CocraBnenne u O(GOpPMIICHHE OTACIBHBIX BUAOB OPraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.
OcHOBHBIE BUJBI U TPeOOBAaHUS K COCTaBJIECHUIO U O(QOPMIICHHIO OpPraHU3allMOHHO-IPAaBOBBIX
JIOKYMEHTOB.

Cuctema pacnopsAMTeNbHOM JOKyMeHTanuu, e€ Ha3HaueHue u coctaB. [Ipomenypa
U3JIaHUSl PACIIOPSIIUTENBHBIX JIOKYMEHTOB B YCIIOBUSIX eIuMHOHauyanus. HasHaueHue u Buibl
pacropsauTenbHON JoKyMeHTauuu. TpeboBanus k e€ odopmienuto cornacHo ['OCT.
CocraBnenne W OQOpPMIICHHE IPOEKTOB PACHOPSAUTEIBHBIX JIOKYMEHTOB (IIOCTaHOBIICHHIA,
pELIeHUH, TPUKA30B, pacIIOPsHKEHUH, YKa3aHUil).

Haznauenue pacropsiinTenbHON JOKYMEHTAMU B YIIPaBJIECHYECKOM AESITEIbHOCTH OpraHa
BracTd. CocTaB pacHopsIUTENBbHON JTOKyMEHTaUMM: PacrnopsiaurenbHble  TOKYMEHTSI,
U3JlaBaéMble IPU  KOJUJIETHAJIbHOM MPHUHATHM  pelleHUi (IOCTAHOBJIEHUE, pELICHHE).
PacniopsiiuTenpHble TOKYMEHTBI, M3/1aBaeMble MPU €INHOIMYHOM MPUHATHH pelieHui (mpukas,
pacnopsibkeHue, ykazanue). [Iponeaypa noaroTroBKu pacrnopsiMTENbHBIX JOKYMEHTOB (IIPUKa30B,
pacriopsbkeHuit). Ilopsiiok U31aHUs COBMECTHBIX PaclopsAAUTENbHBIX J0KyMeHTOB. OdopmieHue
pactopsAUTENbHBIX JOKYMEHTOB. DopMmynsip pacrnopsIuTeNbHOrO JOKYMEHTa, COCTaB
PEKBU3UTOB, MpaBuiia UX oopmieHus. TpeGoBaHuUSA K TEKCTaM paclopsIUTEIbHBIX JOKYMEHTOB.
[TpaBuna cocraBiaeHUs npeamMOynbl (KOHCTaTUPYIOLIEH YacTH) TEKCTa pacHopsIuTeNIbHOTO
nokymeHTa. [IpaBuiia coctaBieHust 1 0hOpMIIEHUST PACHOPSIAUTEIbHOW YacTH TeKCTa. THIOBbIE
A3BIKOBBIE 00OPOTHI, HUCIIOJIb3YEMbIE B TEKCTAX PAaCHOPSAIUTENbHBIX JOKYMEHTOB.

OCOOEHHOCTH COCTaBJIEHUS! PACHOPSAUTENBHBIX JOKYMEHTOB B Pa3jIMUYHBIX CHUTYaIUs
yIpaBJIeHUYECKON AESITETbHOCTH.

Tema 5. /lokymMeHTanHMOHHOE o0ecneyeHHe KOJLIETHAJIBHBIX OPraHOB YNpaBJIeHHS,
OpraHu3anus coBelaHui, KoH(pepeHunii, codpanuii

Hpoueﬂypa HU3JJaHUSA paclopAIUTEIIBHBIX OOKYMEHTOB B YCIOBHUAX KOJIJICTHAJIIBHOTO
ynpaBieHus. BapuanTel mnoamucanus mnpotokona. OdopmiieHHe BBIMUCKA M3 MPOTOKOJIA
KOJUIETHAJIbHOTO OpraHa yInpaBJIeHUSs.

KoMIuiekc opraHn3anoHHO-TEXHUYECKUX MEPOTIPUATHI 110 OPraHU3aLuU U IPOBEIECHUIO
coBelaHuii, KoHpepeHIui, coOpaHuil (jamee - COBENIaHWi): BBIPAOOTKAa TOBECTKH JHS HU
ONpeACEHNE Kpyra IMpEANoNaraéMbplXx YYacTHUKOB; O3HAKOMJIEHME C IIOBECTKOM JHSA
npeamnojgara€MbeiX Y4aCTHHUKOB, BI)Ipa6OTKa periiaMeHTa COBCHIAHUSA, ITOATOTOBKAa MaTCpHaioB,
HaMeyaeMbIX JJIsI pacCMOTPEHHMs Ha COBEUIAHMU (JOKJIaJa, COJOKIaga, CIPaBOYHO-
MH(OPMALIMOHHBIX MAaTepHaAJIOB, MpPOEKTa pEeIleHus); OopraHu3anus padoThl CceKpeTapuarta;
TEXHHYEeCKoe oOecreueHre NpOBEIEHHUs] COBELIaHMs (aynuo- M BHJeoamnaparypa U Ap.);
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JIOKYMEHTHPOBaHUE pabOThI COBEIIAHUS; 0OhopMIIEeHUE JOKYMEHTAIbHBIX MAaTEPHAIOB COBEILIAHUS
(M3rOTOBIIEHHWE TIPOTOKOJIA, WTOTOBBIX MATEPHANIOB, pPAa3MHOKEHHE U O0eCleueHue UMHU
Y4aCTHUKOB COBEILAHUS).

Tema 6. Cucrema cnpaBo4HO-UH(GOPMANMOHHOM U AHAJTUTHYECKOH TOKYMEHTALMHU

Hasnauenne wHQPOPMAIIMOHHO-CIIPABOYHON ¥ aHAJIWTHYECKOM JIOKyMEHTAallUd B
yhnpaBieHUYecKoW  nesrenbHocTd.  Knmaccudukanus — MHPOPMAIMOHHO-CIIPABOYHBIX U
AQHAINTUYECKUX JTOKYMEHTOB (110 Ha3HAYEHUIO, 110 aJpecaTy U Ap. IpU3HaKaM). XapaKTepuCcTUKa
OCHOBHBIX BHUJOB MH(QOPMAIIMOHHO-CIIPABOYHBIX M AHAJIUTUYECKHX JIOKYMEHTOB ([IOKJIATHBIC,
CIy)XeOHBbIC, AHAIUTUYCCKUE, IOSCHUTEIBHBIC, OOBSCHUTENIBHBIC 3alMCKU, aKThl, CIPABKH,
MPEJIOKEHUS, IPEACTABICHUS).

[Tponerypa moaAroTOBKH, COCTaBICHHS U O()OPMIICHUS 3aIUCOK (IOKIIAHBIX, CITY>)KEOHBIX,
OOBSCHUTENIbHBIX, AHAIUTUYECKUX), CIPABOK, AKTOB, 3asBJICHHI, IMPEICTaBICHHM, CIUCKOB,
IIEpEeYHEN U JIp.

Tema 7. CoBpeMeHHOE [1€J10BO€ MICHMO

JlenoBas (cmyxeOHas1) nepenucka. Pons 1 Ha3HaueHUE AETOBOI MEePENUCKU KaK CPeICTBa
U crioco6a nHPOPMAIIMOHHOTO 0OOMEHA MEXK/Ty OpTaHaMH BIIACTH, OpPTraHU3aIUsSIMH, TPaXKIaHaAMHU.
Buael OKyMEHTOB, COCTaBISIOLIUMX TMEPENHUCKY (IeI0BOE€ MHCHMO, Telerpamma (Tenekc),
tenedoHorpamma, (hakcorpamMma, 3JIEKTPOHHOE THCHMO), OCOOCHHOCTH WX HCIIOJIb30BAHUS B
yIpaBIECHYECKON AESITETbHOCTH.

Krnaccudukanus nenoBeix muceM (1Mo cdepe MPUMEHESHHs, 110 Ha3HAYCHUIO, 10 MECTY B
uH(popMallMOHHOM oOMeHe u Ap. mpusHakam). CocTaB PeKBU3UTOB JIEIOBOTO MHUChMa. biaHk
nenoBoro mucbMa. OOmme TpeOoBaHUS K O(DOPMIICHUIO JICTOBBIX IHCEM, OCOOECHHOCTH
opOpMIICHHS JENOBBIX THCEM OTIEIbHBIX PA3HOBUAHOCTEH (COMPOBOIUTENBHOE MHCHMO,
MUCBMO-TIpoCch0a, 3ampoc, npeiokenrue, TpeboBanue, rapaHTUIMHOE U Ip. ).

CocraBiieHre TeKcTa J1eJ0BOro nucbma. KoMmo3unnoHHas CTpyKTypa J1eJI0BOr0 MUChMa,
SA3bIK M CTHJIb JE€JIOBOr0O NUchMa. [ ITucbMEHHbIN E€0BOM ATUKET BEICHUS AEJIOBOM NEPENUCKHU.

OcoOeHHOCTH BeJIeHHsI SJIEKTPOHHOM MEePETHUCKH.

Tema 8. CocraBinenne u opopmiieHHEe JOKYMEHTAUMH 110 TUYHOMY COCTABY

JlokyMeHTanusi 1O  JIMYHOMY COCTaBy KakK  IIOJICUCTEMa  OpraHMU3alOHHO-
pacropsaUTeNbHON JTOKyMEHTaluu. 3ajaudl yIpaBleHHs, peliaeMble MPU MOMOIIU KaJpOBBIX
JOKYMEHTOB  (JIOKYMEHTHpPOBAaHUE TPYAOBbIX MpaBooTHOIIeHUH). CocTaB JIOKYMEHTOB,
oopmisieMbIX B KaJpoBOM ciyxOe: MEepBUYHBIX, YUETHBIX, PACIOPSIUTEIbHBIX, JUYHBIX, MO
COITMATbHOMY 00€CTICUEHHUIO.

ITopsimox odopmieHus U cocTaB TOKYMEHTOB IpU MpUEME, YBOJIbHEHHUH, MEPEeBOJE Ha
JIpyryio paboTy, TPEeAOCTaBICEHUE OTMYCKa, OQOpMIIECHHUE TOOUIPEHUHN, IUCIUILTHHAPHBIX
B3bICKaHUU.

Tema 9. Opranuszanusi 1 TEXHOJIOTHsl pad0THI ¢ JOKYMEHTAMH

TexHonoruu IOKyMEHTOOOOpPOTa: CO3JaHME, 00pabOTKa, XpaHEHHWE U HCIIOJIb30BAHUE
JIOKYMEHTOB B TEKYIIEH N€ATEIbHOCTU OpraHU3aluy, yUpexKACHUs], peanpusatus. Opranusanus
JIBUKEHHUSI JOKYMEHTOB, MOCTYMAIOIIMX B YUPEXKJIEHHE: OKCIEeIUIUMOHHAs o0paboTka H
COPTUPOBKA JIOKYMEHTOB, IIPEIBAPUTEIBHOE PAaCCMOTPEHUE JIOKYMEHTOB, BKIJIIOUYEHHUE
nokymeHToB B COJIO (ckaHMpoBaHHE JOKYMEHTOB, PETUCTpalUs M JIp.), PaccCMOTpEHHe
JIOKYMEHTOB PYKOBOJICTBOM U BBIHECEHHE PE3OJIIOLINM, IIEPEIada JOKYMEHTOB Ha UCIIOJIHEHUE.

Opranuzanys JBUKEHHS OTHPABISEMBIX JOKYMEHTOB: MOATOTOBKA MPOEKTa JIOKYMEHTA,
coracoBaHue (BU3MPOBAHME) TPOEKTAa C 3aUHTEPECOBAHHBIMU  MOJPA3ACICHUSAMU U
JOJIKHOCTHBIMHU JIMIIAMHU, 10pa0OTKa MPOEKTa JOKyMeHTa, 0(pOopMIIeHHE JOKYMEHTA, OANNCAaHNE
W/WIIN yTBEPXKJCHHE TOKYMEHTa, BKIIOYeHHe opuiuaabHoro qokymenta B C31O (perucrpanus



JIOKYMEHTa, CKaHUPOBAaHUE W [p.), OTIpaBKa JOKyMEHTa ajJpecaTam, Mepenada JOKyMEHTa Ha
XpaHEeHHeE.

Opranu3zanus ABMKEHUS BHYTPEHHUX TOKYMEHTOB.

PernameHTarys AeATEIbHOCTHU CITY>KOBI ISTIONPOU3BOJICTBA HA BCEX YPOBHSIX YIPABICHHUS.
[Tonoxxenue o cimyx0e JeI0npPOU3BOJCTBA, HHCTPYKIUS MO JI€JIOMPOU3BOJCTBY; AOHKHOCTHBIC
UHCTPYKLIMHU, OpraHu3anus padounx mect. COBpeMEHHbIE OpraHW3alMOHHBIE (HOPMBI CITYKOBI
JIeIONPON3BOIcCTBA. PernmamenTtanus ocHOBHBIX 3amad ¥ (ynkouit JIOY. Pasmenenue Tpyna
MEXy MOAPA3AETICHUSIMHI U UCIIOJIHUTEISIMH.

[IpaBoBast 6a3a 1eIONPOU3BOACTBA KaK COBOKYITHOCTh 3aKOHOB, HOPMAaTHBHO-IIPABOBBIX
aKTOB, OPraHU3allMOHHBIX M METOJUYECKUX JOKYMEHTOB, TOCYIAapCTBEHHBIX CTaHIapTOB,
perJaMeHTUPYIOIINX

HNHcTpykuus 1o JIeJ0NpOU3BOJACTBY — OCHOBHOM HOPMATHBHBIM aKT OpraHU3aluu
JEJIIONPOU3BOJACTBA. THUIMOBbIE W HWHIUBUAYalbHbIE HHCTpYKUUU. [lopsioxk pa3paboTku,
coJiep)KaHue, MpaBuila yTBEPKACHUA U BHeapeHus. [lnaHupoBaHue, opraHu3anusi U METOAMKA
koHTposst coctostHus JIOY u oOecriedyeHuss COXPaHHOCTH JTOKYMEHTAlMU B YUYPEKICHUH U
CTPYKTYpHBIX nojipazaeneHusx. O6paboTka MocTynarwmux J0KyMeHTOB (010K-cxema paboThl ¢
BXOJAUIMMH JOoKyMeHTamu). O0paboTka OTHpaBIseMbIX JTOKYMEHTOB (OJOK-cxeMa padoThl ¢
UCXOJAIIMMU JOKYMEHTaMH). Perucrpanuss u KOHTPOJIb MCIOJIHEHHsI JOKYMEHTOB. JKypHan
PETUCTpAllMM BXOJAIIMX W HUCXOISAIIUX JOKYMEHTOB. TexHonoruss paboThl € HUCXOISIIUMU
JIOKyMEHTaMU (MHUIIMATUBHBIMHU U OTBETHBIMHU ).

TexHonornueckoe oOecrieueHrne KOHTPOJS HUCHOJHEHHsS JAOKYMEHTOB, MOCTaHOBKAa Ha
KOHTPOJIb, pad0OTa ¢ KOHTPOJILHOM KapTOTEKOH Ha JJOKYMEHTHI ¥ HA YCTHBIC 3aJJaHUS ¥ TOPYUICHHUS
PYKOBOIMTEIS, MPOAJICHUE CPOKOB MCIIOIHEHHUS, CHATHE ¢ KOHTPOJIsl. Buabl KOHTpOIIS.

Cucremaru3zanus JOKyMEHTOB (COCTaBIIEHHE HOMEHKIIATYpPHI Aei). DopMupoBaHUe e MO0
KJIaCCU(UKALMOHHBIM TpHU3HAaKaM, TpeboBaHus K (opmupoBaHHIO 1en, odopmieHHE AeN B
narikax.

NudopmannonHo-cnpaBoyHas  pabora. KauecTBeHHBIE @~ ¥ KOJIMYECTBEHHBIE
XapaKTEepUCTHKHU JOKYMEHTO00OPOTA.

Opranuzanus JOeJONpOM3BOJACTBA B OpraHax BIACTU. TuUMNoOBas HWHCTPYKIUS MO
JIEJIONPOU3BOJICTBY B (heJIepaIbHBIX OPraHax UCIOJIHUTEIbHON BIACTH.

Tema 10. Opranuszanus 3JJeKTPOHHOTO JOKYMEHT0000poTa

OcobeHHocTH  pabOThl €  3JEKTPOHHBIM  JIOKYMEHTOM B TOCYJapCTBEHHOM U
MYHUILIMNIAJIbHOM yHpaBieHuu. HopmaTuBHO-IIpaBOBbIE aKThl U TOCYJApPCTBEHHBIE CTaHIAPTHI,
perlaMeHTHPYIOLMEe OpraHu3alri0 JOKYMEHTOOOOpOTa C 3JEKTPOHHBIMH JIOKYMEHTaMH.
IOpuanueckas 3HaAYMMOCTb DSJIEKTPOHHOTO JoKyMeHTa. Ha3HaueHue, BUABI AJIEKTPOHHOU
MOJIHUCHU U UX MCIOJIb30BaHUE B TOCYAAPCTBEHHOM U MYHHUIIMIIAJILHOM YIIPaBICHUH.

[Tonsitne cuctembl 37€KTPOHHOTO JMOoKymMeHTooOopoTa (C3OM0), naznauenue CIJI,
¢bynkunu CO/1. TpeboBanus k CO/I.

Me:XBeTOMCTBEHHBINA 3JEKTPOHHBIA JTOKYMEHTOO00OpOT. CucTeMa MEKBEIOMCTBEHHOIO
3NIEKTPOHHOT0 JoKyMeHToobopoTa (MD/10), Haznauenue u pynkunn MIJ10, ctpykrypa MDJ10.
Bunbr nokymenTtoB, nepecsuiaeMmbix mo MOJIO. Ctpyktypa snektponHoro coodmmenus M3/]0O.

Cucrema MeXBEIOMCTBEHHOTO AJIEKTPOHHOTO B3aumoeicTeus (CMDB). Ponrs CMOB B
peanu3anuu QyHKIUN 371eKTpoHHOTO TpaBuTenbcTBa. CTpykTypa CMOB. Ilpumenerne CMOB
IIPH IIPEIOCTaBICHUU TOCY1apCTBEHHOMU yciyru B ML,

Hcnonszoanne COJ1O nns aBTOMAaTH3aMM MAPUIPYTHBIX KapT ABHKEHUS AJIEKTPOHHBIX
nokymeHToB B opranuzammu (Workflow). ApxuBHoe XpaHeHHE SJIEKTPOHHBIX JIOKYMEHTOB B
opranuzaiui. OcoOeHHOCTH Tepefauyd DJJEeKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B
BEJJOMCTBEHHBIE U FOCY1apCTBEHHBIEC APXUBBI.

HopMaTuBHO-TIpaBOBbIE  aKThl, OpraHU3allMOHHBIE M METOJUYECKHE JOKYMEHTHI,
rOCYJapCTBEHHbIE CTAHJAPTE, PErJaMEHTUPYIOIIMX TEXHOJOTHIO PAabOThl C 3IEKTPOHHBIMU
JOKYMEHTaMU B TOCYJapCTBEHHOM M MYHHUIIUIAILHOM YIIPaBJICHUU.
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Tema 11. Opranmsanusi XpaHeHHsI JOKYMEHTOB 1 o0ecrie4eHne HX COXPAaHHOCTH

CucremaTnzanus TOKYMEHTOB KaK OCHOBA OPIaHM3ALMMA UX IMOCIEAYIOLIErO XPaHCHHUS.
Homenknarypa nen opraHu3anuy Kak CXema CUCTEMaTH3aluu JOKYMEHTOB. Buibl HOMEHKIATyp
Jen (TUIOBbIE, IPUMEPHbIE, WHIAUBHyalIbHbIC), MPUHLUIBI TOCTPOECHUSI HOMEHKJIATYpHI JIEl.
Cpok neiictBus HOMEHKIATypbl ned. OCHOBHBIE 3Tambl pPa3pabOTKM HOMEHKIATYpHI eI
opranuzaiuu. [lopsnok odopmiieHus, coraacoBaHusl, YTBEP)KICHUS U BEJCHUsS HOMEHKIIATYpPbI
nen. OdopmieHne UTOroBoi 3amucH B HOMEHKJIaType fen. KoppekTupoBka HOMEHKIIATYpHI Jell.

ITonsarue «aeno». Ipunuuns! popmupoBanus aen. OcodeHHocTy GopMUpOBaHUs B Jeia
pa3IMYHbIX KaTeropuil T0KyMeHTOB. [IpaBuiia mocTpoeHus 3aroJ0OBKOB €)1 U UX CUCTEMaTU3aluu
B HOMEHKJIatype Aen. OmnpeneneHue CpoKOB XpaHEHHsS HOKYMEHTOB U neil. Otmerka «IITK».
Wnnexcanus aen. Iloaroroska aen [uid nepenayu B apxuB opraHuzauuu. [lonstue onucu aein.
[IpaBuna cocraBinenus onuced. OdopmieHHe ONHUCH JAed CTPYKTYPHOrO IOApa3AeieHHUs.
HopmaruBHo-mMeToquueckue Marepuansl  DenepanbHOW apXuBHOW ciy:kObl  Poccum 1o
odopmiuenuro nen. OcHoBHble TpeOoBaHus K ¢opmupoBaHuto zaen. [lomHoe wim yacTHuHOE
oopmIIeHHE JIe]1 B 3aBUCUMOCTH OT CPOKOB XpaHeHus. Hymepauus nuctoB. 3aBepriuTenbHas
noanuck. Buyrpensss onucs. OdopmieHne 0010KKH /1€ IOCTOSHHOTO M BpEMEHHOI'0 XpPaHEHHMSL.
Odopmiienne gena: BHYTPEHHsISI ONHCH Jeja, JIMCT-3aBEpUTENb Jiea, OOJIOXKKa Jiena.
CocraBneHue onucedl Ha Jena, NepenaBaeMble B apXxuB opranusauuu. [lopsnmok nepenaun
JIOKYMEHTOB W JIeJl Ha apXuBHO€ XpaHeHue. Ilopsnok yHHUUYTOXKEHHS IJOKYMEHTOB U JEN C
UCTEKIIMMH CPOKaMH XPAHEHUS.

XpaHeHHE TOKYMEHTOB B CTPYKTYPHBIX MOJpa3IeieHUsIX opranu3zauuu. OTBETCTBEHHOCTh
3a COXPaHHOCTb JJOKYMEHTOB. 3aKOHOJATEIbCTBO M HOPMATHUBBI 110 00ECIIEUEHUI0 COXPAaHHOCTH
JIOKYMEHTOB. ENIMHCTBO TpeOOBaHMN K XpaHEHHIO JOKYMEHTOB B jejonpous3Bojactse. [lopsmok
BbIIaYyd  JIOKYMEHTOB BO BPEMEHHOE IIOJIb30BAHME IIPM XPAHEHWU B CTPYKTYPHBIX
nojpaselieHusX. XpaHEeHHWEe U OpraHu3auus JOCTylna K JOKYMEHTaM B  YCIIOBHUSX
(YHKLMOHUPOBAHUS ABTOMATU3UPOBAaHHBIX MH(GOPMALMOHHBIX cucTeM. [loHATHE «BKCcnepTHU3a
HeHHocTu». HopMaTuBHO-METOIMYECKHE U TEOPETUYECKHE OCHOBBI IPOBEACHMS AKCIEPTU3BI.
TpeboBaHMs K IPOBEIEHUIO SKCIIEPTU3bI IEHHOCTH TOKYyMEHTOB B «OCHOBHBIX ITPpaBUIIax paboThI
BEJJOMCTBEHHBIX apXuBOB». OpraHuzanusi 3KCHEPTU3bl LIEHHOCTH JOKYMEHTOB, LEHTPaJbHBIX
skcnepTHbIX komuccuil (LIOK) u sxcneptabix komuccuit (OK) yupexxaenus. [lpaBa u ¢pyHkuum
KOMUCCH, OpraHu3anusi uX padoThl U JOKYMEHTHUPOBAHUE AESITEIbHOCTU. DTalbl MPOBEACHUS
HKCHEPTH3bl LEHHOCTH JOKYMEHTOB. OdopmiieHHe pe3yabTaTOB 3KCIEPTU3bl IEHHOCTU
JIOKYMEHTOB.

Ilepenaua nen B apxuB OpraHu3aiuy (BeIOMCTBA). YHUUKAIMA TpeOOBaHUN K jaenaM,
caaBaeMbiM B apxuB. BsaumopeiictBue ciayx6 JIOY U BeJOMCTBEHHOTO apxuBa Mpu
(opMHPOBAHNUU OCHOBBI JUIS MOCTIEIYIOIIEr0 XPaHEHUS U UCTIOIb30BaHUS IOKYMEHTOB.

Tema 12. /les1onpou3BOACTBO 1O YCTHBIM M MHCbMEHHBIM O0pallleHUsIM I'PAKIaH B
OpraHHU3aNNIo

OcHOBHbIE BU/IbI O0OpaIlIeHU: MTpeIoKeHUe, 3as1BICHNUs, kKao0a, X0JaTaiflCTBO, MEeTHIIHS.
HopmatuBHBIE TOKYMEHTHI, pEeryaupyoIIre padoTy ¢ oOpameHusiMu Tpaxaad. JInuueiil mpuém
rpaxJaH B opraHu3anuu. Bujsl oOpaiieHuil rpaxaaH: NpeJIOKEHHs, 3asBICHUS, >KaJOOBbI.
Opranu3zaiys paboThl ¢ MHCbMEHHBIMH OOpaIllEeHUsIMU FPaXKAaH: PETUCTPALIUs, KOHTPOJIb, OTBETHI
(cpokM OTBETOB), aHalMM3 OOpalleHud TpakIaH, CpPOK XpaHeHus. Hampasnenue 1o
IIOABEAOMCTBEHHOCTH. O0sxaoBaHue rpaxxiaHaM OTBETOB, ITOJIYYCHHBIX OT OpTraHHU3allu.

4. MaTtepuaJjibl TeKylIero KOHTPOJISl yCIIeBAeMOCTH 00y4AOIIMXCH U (DOHI OLEHOYHBIX
CPeACTB MPOMEKYTOYHOM aTTeCTAUMHU 10 JUCHUIINHE

4.1. qDOpMLI U MCTOJblI TCKYIICTO KOHTPOJIA YCIICBACMOCTU 06yqaloumxc51 n HpOMCH(YTOQHOﬁ
arTeCTaluu.
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4.1.1.B xome peanuzamuu auctmiuiiabl b1.5.23  «/lokymeHTanimoHHoe oOecnieyeHue u
I[GJIOHpOI/IBBOI[CTBO B FOCYI[apCTBCHHOM 58 MYHI/II_[I/IHaHI:HOM ynpaBﬂeHI/II/I» I/ICHOJII:3yIOTC$I
CJICIYIOIINE METOJIbI TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH O0YJarOITUXCS:

®opmbl (METOJIBI)
Tema (paznen) TeKymero
KOHTPOJIA
YCII€EBAEMOCTH
Tema 1. IIpenmer, conepkaHue v 3a1a4u TACLUIUIMHBI O,T
Tema 2. OCHOBHBIE CBOWCTBA, (DYHKIIMH U IPU3HAKKA JOKYMEHTA O, T
Tema 3. OO6u1re HOpMBI U IpaBuiia OPOPMIICHUS YIPABICHYECKUX JOKYMEHTOB T,13
Tema 4. CucteMa OpraHu3alMOHHO-PACIIOPAIUTENbHON JOKYMEHTALUI O, T,K-3
Tema 5 JokymeHTanroHHOE o0ecrieueHre KOJUIeTHa bHbIX OPraHoOB 0. K-3
ynpasJiicHHs, OpraHU3alus COBeaHNH, KOH(pepeHIUH, COOpaHuii ’
Tema 6. Cucrema cripaBOYHO-MHGOPMAITMOHHON M aHATUTHICCKOM 0. K-3
JOKYMEHTalUN >
Tema 7. CoBpeMeHHOe J1eTI0BOE MTUCHMO T, K-3
Tema . CocTtaBiieHue 1 0OpMIICHUE TOKYMEHTAI[MH 0 IMYHOMY COCTaBY O, T, K-3
Tema 9. Opranu3anys 1 TEXHOJIOTHS pabOThI C JOKYMEHTaMHU. 0, KC
Tema 10. | Opraam3anus 3JeKTPOHHOTO IOKYMEHTO000pOTa 0,B
Tema 11. | Opranuszanus XxpaHeHUs JOKyMEHTOB H 00€CIieYeHNe UX COXPAHHOCTH. O, T, K-3
Tema 12. J1e1onpor3BOICTRO MO YCTHBIM M MUCHMEHHBIM OOPAIICHUSAM TPak]iaH B 0.B
OpTraHHU3aLHI0 >

4.1.2. 3a4€t mMpoOBOAMUTCS C MPUMEHEHHEM CIIEAYIOIIMX METONOB (CpeAcTB): B (hOpMe YCTHBIX
OTBETOB Ha BOIIPOCHI U PEIICHUS 3aJJaHUI K 3a4ETy.

4.2. Marepuaisl TEKyIIEro KOHTPOJIS YCIEBAEMOCTH.

CICOAYIOUIUM IMOKa3aTCIIsAM:

— OTBCTHI HA BOIIPOCHI K OITPpOCaM I10 TEMEC 3aHATHUA,

— BBICTYIUICHHE C IIPE3CHTALNEMN,

— ydacTtue B paboTe Kpyrioro croia,

BBICTYIIJICHHE HA KPYIJIOM CTOJIE,

— BBINOJIHEHHE IPYNIIOBOTO 3aJaHMs,

KOJIMYECTBO MTPaBUJIbHBIX OTBETOB ITPH TECTUPOBAHUU.

HpeHO,I[aBaTeJ'IB OLCHUBACT YPOBCHB IMOATOTOBJIICHHOCTU 06y11a}01111/1x051 K 3aHATHIO IIO

Omnpoc obyuarommxcs:
— OIPOC — YCTHBIE OTBETHI HA BOIIPOCHI MPEIOIaBaTENs MO0 TEME 3aHATHS, OLIEHUBAETCS
B COOTBETCTBHUU C NMPABOBBIMH M HOPMATHBHBIMH aKTaMH B COIMAIHHOTO 3aKOHOJATEIIHCTBA.
[IpenogaBaTens y4YUTHIBAET CTENEHb OCBEIOMIIEHHOCTH CTYyJEHTa, a TaKXKe aKTyaJlbHOCTh
UCIIOJTb3YEMBIX HCTOYHHKOB M MaTEPHAJIOB.
OrneHka 3HaHUH, YMEHUI, HABBIKOB IPOBOIUTCS HA OCHOBE MATH-0ANTBHON CHCTEME.
Anroput™ (HOpMHUPOBAHUS OIICHKH TAKOB:
« Bec uHunuaTuBHOCTH W = (,1
« Bec akryamsHocTH W = 0,3
« Bec yoeaurenbHoctu W = 0,4
« Bec Haimuus npumepo W = 0,2
PesynpTHpyromas orneHka B msTu-0anpHOH mkane (Ope3) ecTb cymMmma 4eThIPEX OIIEHOK 3a
WHAIMATUBHOCTH (Ou.), aktyanbHOCTh (Oa), yoeautensHoCTh (Oy), Hamuuus npumepos (Orm):
Ope3 =(Wux On) + (Wax Oa)+ (Wyx Oy)+ (Wnx On)
OreHka 3a4UTHIBACTCS, €CIIU CTyAeHT HaOpan He Menee 30% O6ammoB (Ope3 > 3)
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OneHka 3HaHWH, YMEHHN, HABBIKOB TPOBOJUTCS Ha OCHOBE OauTbHO-PEUTHHTOBOM
cucrembl: 30% u3 100% (wiu 30 GawwtoB u3 100) coorBerctBenHo 3 (30%-50%), 4(51%-
80%),5(81%-100%) — orieHKa ©MEET BKJIA1 B HTOIOBYIO OIICHKY 10 PE3YJIbTaTaM IPOMEKYTOUHOM

aTrTeCTaluu.

— BBICTYIIJICHHC C Hpel’»eHTaHHeﬁ 10 TEMEC 3aHATHA,
KpI/ITepI/II/I OLICHUMBAHMS BBICTYILJICHUA:

CTEIIEHb YCBOCHUS ITOHATUHI U KaTErOpui 110 TEME;

yMeHue paboTaTh ¢ JOKYMEHTAJIbHBIMU U HAYYHBIMH UCTOYHUKAMU;
IPAMOTHOCTb U3JIOKEHUS MaTepUalIa;

CaMOCTOSITENIbHOCTh PaOOThI, HAJIMUUE COOCTBEHHON 0OOCHOBAaHHON MO3ULIUY;
KYJIbTYpa IPEJCTABJICHUS MpPE3eHTAaluU (JIEKCUYECKUM 3arac, rpaMMaTH4YeCKHUe
KOHCTPYKLIMH, PEUEBOH CTHIIb, YETKOCTh PEUH, TEMII);

cOOJII0/IEHHE PEeryIaMeHTa.

— BBICTYIUIEHUE Ha KPYIJIOM CTOJIE:
Kputepun onieHnBaHus Ha KPyTJIOM CTOJIE!

00yYarOUIMKCS BBICTYIAET C MPOOJIEMHBIM BOIIPOCOM;
BBICKA3bIBACT COOCTBEHHOE CYXK/ICHHE;

OTBEYACT apr'yMEHTHPOBAHO Ha BOIIPOCHI;

JEMOHCTPHUPYET HHPOPMALMOHHYIO TOTOBHOCTH K 00CYKICHHUIO;
IPaMOTHO U YETKO (OPMYJIHPYET BOIPOCHI K BHICTYIIAIOLIEMY.

— BBIIIOJIHCHUC I'PYIIITIOBOTO 3aJaHHA:

BBINOJIHEHHE 33JaHUs 110 yKa3aHHOH Gopme;

KOJUISTMAJIbHOCTh B BBIIIOJIHEHUM  3aJaHMsl, yYMEHUE  BBICTpauBaTh
KOMMYHHKAIIHIO;

YMEHUE BBICIYIINBATh HHBIE TOYKHU 3pEHUS B (HOPMYITHPOBATH CBOIO;

YMEHUE NMPEeII0KHUTh MYTH PeIIeHus! MPOoOIEeMHON CUTYalHUH.

COOJIIO/IeHNE TPABUII TPYIIIOBOU PabOTHI;

NPaBUIBHOCTD U3JIOKEHUS MaTepHaia, J0ruka, Y46TKOCTb;

YMEHHE JOTIOIHSTH BBICTYIAOIIETO.

— TECTUPOBAHUE —

OreHka 3HaHUN, YMEHUH, HABBIKOB TIPOBOJIUTCSI HA OCHOBE ISITH-O0AJIbHON CHUCTEME.

Anroput™ (HopMUPOBAHUS OIICHKU TaKOB:

OneHka 3HaHUM, YMEHHUH, HAaBBIKOB IPOBOAMTCS HAa OCHOBE OaJUIbHO-PEMTUHIOBON B
COOTBETCTBUU C KOJIMYECTBOM BEPHBIX OTBETOB cucTeMbl: 30% u3 100% (unu 30 6amnos u3 100)
cootrBeTcTBeHHO 3 (30%-50%), 4(51%-80%),5(81%-100%) - orieHKa WMeEET BKJIaJ B UTOTOBYIO
OIIEHKY IO pe3yibTaTaM IPOMEKYTOUHOM aTTeCTallUH.

OneHka 3HaHWM, yMEHUN, HABBHIKOB IPOBOJUTCS Ha OCHOBE OAIbHO-PEHTHHTOBOWA
cucteMbl 70% u3 100% (70 6amnoB u3 100) - BkiIag mo pe3yibTaTaM MOCENIAEMOCTH 3aHATHH,
AKTUBHOCTH Ha 3aHSATHUSAX, OTBETOB HA BOMPOCHI MPETMOABATENS B XO/I€ 3aHATHUS, BHICTYIUICHHSI C
Hpei%eHTaHHefI, y4aCTus B KPYIJIOM CTOJIC, BBITIOJIHECHUS T'PYIIIIOBOTO 3aJlaHUsA, IO pE3yIbTaTaM
MIPOXOXKICHHS TECTUPOBAHUSI.

Jeranuzanus OamioB W KpPUTEPUU OIEHKM TEKYIIEro KOHTPOJS YCIIEBAaEMOCTH
YTBEpXKAAETCs HA 3aC€AaHUH Kadephl.

TunoBbie OlIEHOYHBbIE MaTepuaJjbl 10 TEMaM

Tema 1. IIpeamer, coaeprkanue v 3a1a4M JUCUMILTHHbI
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Ponb noxymeHTa B )KM3HU YelOBeKa U 00IeCTBa.
CoBpeMeHHbIE BUIBI M TPEOOBaHUS K JOKYMEHTaM.
MeTtoo50rus JOKYMEHTOBEICHUSI.
Ponb 1 3agaun TOKyMEHTOBEIEHNS B COBEPLIEHCTBOBAHUHU ITPOLIECCOB YIIPABJICHUS.
5. 3akoHOJaTeNbHbIE aKThl, HOPMATHUBHbIE IOKYMEHTHI, TOCYIapCTBEHHBIE U OTpACIEBbIC
CTaHapTHl HA YHU(DHUIIUPOBAHHBIC CUCTEMBI JJOKYMEHTAIUH.
6. JlurepaTtypa: MOHOTpaduH, NIEPUOJIUIECKIE, CIPABOYHBIE U METOANUECKUE U3/IaHusl.

NS

Tema 2. OcHOBHBIE CBOHCTBA, (YHKIMHU U MPU3HAKH JOKYMEHTA
1. CBs3p uHGOpPMAIINH U IOKYMEHTA.

2. BO3HUKHOBEHHE JOKYMEHTA, €T0 3HAUCHUE.

3. TlousTre U BUIBI KOIIHIA.

4. TIpuMeHEeHHE TEeKCTOBOTO IOKYMEHTUPOBAHHSI.

Tema 3. O01me HOPMBI U PABUJIA 0(POPMIIEHUSA YIIPABIEHYECKHUX TOKYMEHTOB

1. Tlonsarue «pexBu3UT». [locTOSTHHBIC U TIEpEMEHHBIC PEKBU3HTEHI.

2. Bonpocel  JOKYMEHTHUPOBaHHUsS, COCTaBI€HHS W O(GOpPMIIEHHS JOKYMEHTOB B
3aKOHOJIATEILHBIX 1 HOPMATUBHBIX aKTaX.

3. l'ocynapctBennsie cranmaptel Ha gokymeHtel. ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB 1O WHGOpMANWU, OMOIMOTEYHOMY U H3TATEIbCKOMY neny. OpraHu3amuoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeboBanus K 0hOpMICHUIO JOKYMEHTOBY.

4, Tleuatu u ux Ha3zHadyeHue. Buapl neyarei.

5. OTMeTKH Ha JTOKYMEHTaXx.

6. [ToHSATHE «TEKCT JOKYMEHTay MPH PA3IMIHBIX CIIOCO0aX TOKYMEHTHPOBAHHUS.

7. Yaudukauus J0KyMeHTa.

Tema 4. CucreMa opraHu3aliiOHHO-PACHOPSAUTEIbHON JOKYMEHTALMHU

1. OcHoBHble BBl U TpeOOBaHMS K COCTABJICHUIO U O(OPMIICHUIO OpPraHU3aLIOHHO-
IIPaBOBBIX JJOKYMEHTOB.

2. Ha3HaueHue U BUJIbI pacTIOPAAUTENbHON TOKYMEHTALUU

3. Ilponemypa nu3naHus pacopsIUTENBHBIX JOKYMEHTOB B YCIIOBHSIX €IMHOHAYAIIHSL.

4. TlopsioK U37aHNsT COBMECTHBIX PACHIOPSAUTENBHBIX TOKYMEHTOB.

5. TunoBble S3BIKOBbIE O0OPOTHI, MCHOJB3YEMblE B TEKCTaX pacloOpsAUTEIbHBIX
JIOKYMEHTOB.

Teme 5. JlokyMeHTaIMOHHOE o0ecrnevYeHre KONIErHAJIBLHBIX OPraHoB YyNpaBJIeHHS,
OpraHu3anus COBeIaHui, KOH(pepeHunii, codpanuit

1. Opranu3anMOHHO-TEXHUYECKUE MEPOIPHUITHS TI0 OpTraHU3allil W TPOBEICHUIO
COBElIaHUH, KOH(pepeHLui, coOpaHuil.

2. TpeboBanus K O(OPMICHHIO TPOTOKOJOB KOJUIETHAIBHBIX OPIraHOB YIPABICHHS,
CHOCOOBI UX MOMHCAHUS.

3. Brimmcka u3 mpoToKoJ1a KOJUIETHaIbHBIX OPTaHOB YIIPABJICHUSI.

4. Paznuuusi MeXJly IPOTOKOJIOM KOJIJIETHAJILHOTO OpraHa yrnpaBJeHHsI U IPOTOKOJIOM 00
aJIMAHUCTPATHBHOM MPaBOHAPYIICHUH.

Tema 6. Cucrema cipaBo4YHO-UH(OPMALMOHHON M AHATUTHYECKOH JOKYMEHTALMHU

1. Hasnauenune uWH(OPMALMOHHO-CIPABOYHOW H aAHAJIMTUYECKOM JOKYMEHTAallUH B
YIPaBIEHUYECKON AESTEIbHOCTH.

2. Kiaccuduranms wHOOPMAIMOHHO-CIIPABOYHBIX M AHATUTHYECKHX JOKYMEHTOB (T10
Ha3HAa4YCHMIO, 110 aJpecary U JIp. IpU3HAKaM).

3. Tlpomenypa TOATOTOBKH, COCTAaBICHHS U OQOPMIICHHS 3alMCOK (JIOKIaTHBIX,
CITy’K€OHBIX, OOBSICHUTENIbHBIX, AaHATUTHYECKHX ).
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4. Tlponienypa TMOATOTOBKH, COCTaBJICHHsI W O(OPMIICHHS CIIPaBOK, aKTOB, 3asBJICHHI,
MPEJACTABICHUH, CIIUCKOB, ITIEPEYHEN.

Tema 7. CoBpeMeHHOe /1eJI0BO€ MICHMO

1. Ponb 1 Ha3HaYeHUE JCIOBOM MEPETHCKHU.

2. Buapl TOKyMEHTOB, COCTABIISIFOIINX JEIOBYIO MIEPEMHCKY.

3. IlucbMeHHBIH IEIOBOM STUKET BEJCHHUS JICJIOBOM MEPEMUCKH.

4. CocraB peKBU3UTOB JIETIOBOI0 NMUChMa. biiaHk [1e10BOT0 nuchma.

Tema 8. CocTaBiienne 1 opopMiIeHHe JOKYMEHTALUH 110 TUYHOMY COCTABY
1. JloxymeHTaIys 1o JUYHOMY COCTaBY.

2. CocraB 1I0KyMEHTOB, 0(pOpMIISIEeMBIX B KaJpOBOH CITyx)O0e.

3. Tlopsnok ohopMiIeHHS M COCTaB JOKYMEHTOB IIPH PadOTE € IIEPCOHATIOM.

Tema 9. Opranuszauus U TeXHOJIOTHS PadoThI ¢ JOKYMEHTAMH

1. HopmaTuBHO-IIpaBOBOE peTyIMpPOBaHKE TPoLecca JOKYMEHTO000poTa.
2. VHCTpYKIUS 110 1eIONPOU3BOJICTBY.

3. Texnonoruyeckoe oOecriedeHNe KOHTPOJISI HCIIOJHEHUS JOKYMEHTOB.

Tema 10. Opranu3zanus 3JIeKTPOHHOT0 TOKYMeHT0000pOTa

1. IloHsATHE YNEKTPOHHBIN JOKYMEHT.

2. Bupl 2J1€KTPOHHOM TOJIIHCH.

3. Ilepenaya »JIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHWE B  BEJAOMCTBEHHBIE U
rOCyJapCTBEHHBIC aPXHUBBIL.

4. MexBeIOMCTBEHHBIH IEKTPOHHBIN JoKyMeHTooOopoT (M3/10).

5. OcHOBHBIE (DYHKIIMH CHCTEM 3JIEKTPOHHOTO JoKyMeHTooboporta (CO0).

Tema 11. Opranuzanusi XpaHeHusi JOKYMEHTOB U o0ecrie4eHHe UX COXPAHHOCTH.

1. Xpanenue JOKYMEHTOB B CTPYKTYPHBIX TOJIPA3/ICTICHUSX OpraHU3aluu

2. HazHaueHne W WHCIONB30BaHHE TEPEYHEH B KAayeCTBE OCHOBHBIX HMCTOYHHKOB IIO
M3YYEHHIO COCTaBa U COAEPKAHUS TOKYMEHTOB.

3. [onstue onucu nen. [IpaBuna cocraBieHus OMMUCcen.

Tema 12. /lesionpou3BOACTBO MO YCTHHIM M NMCbMEHHBIM O0pallleHUSIM IPaKIaH B
OpraHu3anuio

1. 3akoHomarenbHas peraameHTanusi paboThl C MUCbMEHHBIMU U YCTHBIMU OOpallieHusIMU
rpaXkKaaH.

2. OCHOBHBIE BUIBI OOpaIIeHHH.

3. JInuHbIi NpUEM TpakJjaH B OpraHU3aIUH.

4. Opranunzanust paboThl ¢ TUCbMEHHBIMU OOpAILIEHUSIMU TPaXK]IaH.

Ilpumepnvie memvol ebicmynieHuu:

1. AxtyanbHbIe TPOOIEMbI TOKYMEHTAIIMOHHOTO 00ECTICUeHHUs YIIPABICHHUS.

2. OCHOBHBIC TIOHATHS JOKYMEHTAIIMOHHOTO oOecrieueHws yrpapieHus. OyHKIHH |
TUIOJIOTHSA CITY’KEOHOTO IOKYMEHTA.

3. HopmaruBHO-MeTOIMUECKOE OOECTIEUeHNE IEIIOTPOU3BO/ICTBA B TOCYIAPCTBEHHON 1
MYHHIIUTIATBHON CITyX0e.

4. KynbTypa [1€710BOM NMHUCHMEHHON peun M NpoeCCHOHAIN3M TOCYAapCTBEHHOTO WU
MYHUIUIIATIBHOTO CIIYXKAaIIero.

5. CoBpeMeHHas CTaHIapTU3aIMs TpeOOBaHUI B CHCTEME JISJIOTPOU3BOJICTBA.

6. SI3bIK CTy’)XeOHOTO TOKYMEHTA KaK 4acTh OPHUIINATEHO-/IEIOBOTO CTHIIS PEUH.

7. ODKCTpaJIMHTBUCTUYECKHE TPEeOOBAHUS, MPEIBSIBISIEMbIE K CIIY)KEOHOMY JOKYMEHTY.
S13pIKOBBIE 0COOEHHOCTH 0(OPMIIEHUS] PEKBU3UTOB.
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8. JIuHTBUCTHYECKHE OCOOCHHOCTH CIY)KEOHOTO TOKYMEHTA: TOYHOCTh M SI3BIKOBOM
CTaHIapT.

9. CoBpemMeHnHble HH)OPMALIMOHHBIE TEXHOJIOTHH B JICJIONPOU3BOICTBE.

10. Coznmanue TOKyMEHTOB cTaHaapTHeIMU cpeactBamu Microsoft Office.

11. s3bikoBBIE MpaBWiia OGOPMIICHHUS PEKBU3UTOB. TPYAHOCTH HAMHCAHUS OTAEIHHBIX
HaNMEHOBAHUM.

12. TunuyHble JIOTUKO-CMBICIOBBIE M CTUJIMCTHYECKHE OIIMOKH, CIIOCOOBI HUX
ycrpaHeHus. PyOpunupoBaHHbIe TIepEUnCICHUS.

13. TpynHocTH IJIeKCMYECKOTO M TIpaMMaTH4ecKoro xapakrepa. Jlekcuueckue u
rpadu4ecKrue COKpaIeHHs.

14. CocraBnenue u ohopmicHHE OPTraHU3ALMOHHO-PACTIOPSIAUTEIBLHON W CHPABOYHO-
UH(POPMALIMOHHON TOKYMEHTALIUH .

15. CocraB u conepkaHue KaapoBOH JOKyMEHTAalMH. TUNUYHBIE OMIMOKH B padore C
KaJpOBBIMHU JIOKyMEHTAMH.

16. Opranuzamus paboThI C TOKYMEHTaMHU.

17. TlpaBka u peakTHPOBAHUE CITYKEOHBIX JOKYMEHTOB.

18. Tpynusie ciiydyau opdorpaduu U MyHKTyaIHH.

19. OcobeHHOCTH PeYeBOro 3TUKETA MPH COCTABICHUH CITYKEOHBIX JTOKYMEHTOB.

20. Crnenuanv3upoBaHHBIE  CHCTEMbl  aBTOMATH3allUU  JCSITENBHOCTH  CIIYXKObI
JOKYMEHTAITMOHHOTO 00ECTICUeHHS yIIPaBICHUSI.

Ilpumepnwviii mecm:

1. OO6wmmii nopsiaok ogopmiieHUs] OPraHU3aLNOHHO-PACTIOPAAUTEIbHBIX JOKYMEHTOB H
COCTaB PEKBH3HTOB VI BCEX OPraHM3alUil YCTAHOBJICH:

1) 3akonom «O0 uHpopMaIKu, THPOPMAITMOHHBIX TEXHOJOTHSX U O 3AIUTE
nHpopMaIm»

2) BenoMCcTBEHHOI MHCTPYKIIMEH 110 JETIONPOU3BOICTBY OpraHU3aIliK

3) TOCTowm P 7.0.97-2016

4) 3aKOHOM O JOKYMEHTAIlMOHHOM OOECIICUCHUH YIIPaBICHUS

5) TOCTowm P 7.0.8-2013

6) TumnoBoi HHCTPYKIIMEH 1O JETONPOU3BOACTBY B (heiepalibHBIX OpraHax
VCIIOJIHUTENILHOM BJIaCTH

2. PexoMeHaaTe/bHBII XapaKTep rocy1apcTBEHHBIX CTAHAAPTOB YCTAHOBJIEH:
1) 3akonoM «O cTaHIAPTH3AIUI
2) Tlocranosienuem IlpaButenbcTBa Poccuiickoit @enepannu
3) T'occranmaprom Poccuu
4) 3akoHOM «O TEXHHYECKOM PEryJIUPOBAHUNY

3. IlepeyeHb THNOBBIX YIPABJIEHYECKHX JOKYMEHTOB, 00pa3ylOIMXCcs B AesATeIbHOCTH
OPraHM3auMi, ¢ YKa3aHHEM CPOKOB XpPaHEHHS YTBEPKICH:
1) PyxoBoautenem dDenepanbHoii apXUBHOM ciyx0bl Poccun
2) MUHHUCTPOM KYJIBTYPbl U MaCCOBBIX KOMMYHHUKaIUi Poccuiickoit denepannn
3) MuUHHUCTEPCTBOM 3/IpaBOOXPAHEHUSI U COIMANBHOTO pa3BuThs Poccuiickoii denepanun
4) TOCTom P 7.0.8-2013

4. PeKBM3HTHI aJipeca HA MOYTOBBIX OTIPABJIEHUAX U OJIAHKAX MOYTOBBIX MEPeBO/10B
NHUIIYTCH B MOPSIAKe, YCTAHOBJIECHHOM:
1) TlpaBunamu IenonpoU3BOACTBA B (peaepabHBIX OpraHax UCTIONHUTEIBHON BIACTH
2) Tlocranosnenuem [IpaButenbcrBa Poccuiickoi Meneparyu
3) Permamentom opraHu3anuu
4) HWHCTpyKIMeH 1Mo Je0mpOr3BOICTBY OpraHU3auH
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5. Illopsiaok ucnob30BaHus u3o0paxenus ['ocynapcreennoro repoda Poccuiickoii
denepanum HA 0JIAHKAX JOKYMEHTOB YCTAHOBJICH:
1) IMonoxenuem o 'ocymapcrBennom repde Poccuiickoit denepanun
2) Toccrangaprom Poccuu
3) denepanbHbIM KOHCTUTYIIMOHHBIM 3aKOHOM
4) PeriaMeHTOM OpraHU3allu

6. le1onpou3BoOaACTBO — 3TO:
1) TO e, 4TO U JJOKyMEHTOO00OpOT
2) TO Ke, 9TO U TOKYMEHTAIIMOHHOE 00eCIICUCHUE YIIPaBICHHS
3) TO ke, YTO U JOKYMEHTUPOBAHUE
4) neATenbHOCTh 0 (OPMUPOBAHUIO TOKYMEHTOB B Jielia

7. JokyMeHT0000pOT — 3TO:
1) BO3BpaTHOE JIBMKEHHE JOKYMEHTA B ITPOLIECCE €r0 IBMKCHHS B OPraHU3aI[HH
2) TO Ke, 9TO U JIOKYMEHTOIIOTOK
3) ABWXECHHE TOKYMEHTA B OPTaHU3AI[MK C MOMEHTA €r0 MOIUCAHUS 10 OTIIPABICHUSI
4) ABWXCHHE TOKYMEHTOB B OpPraHU3al[MM C MOMEHTA MX CO3/IaHHsI WU MOJTyYCHUS 10
3aBEpIICHUS UCIIOJIHEHUS WIIA OTIIPABJICHHUS

8. lokymeHT — 3TO:
1) wundopmanusl, 3aKperI€HHAs B IPOCTPAHCTBE M BPEMEHH Ha JIUCTE OyMaru
2) CBEICHUS O COOBITUSX, MPOIIECCax, SBJICHUIX, HE3aBUCHMO OT CII0co0a ux
Ipe/ICTaBICHUS
3) unHdopmarius, 3apukcupoBaHHas HA OYMaKHOM HOCHUTEIIE
4) 3aduKcHUpOBaHHAs HA MaTEPHATBHOM HOCHUTEINIE HHPOPMALIUS C PEKBU3UTAMH,
MIO3BOJISIOIINME €€ UACHTH(PHUIINPOBATH

9. B cucreMy oOpraHu3auMoOHHO-PACIIOPSIAUTEIbHON JOKYMEHTALMU BXOIUT:
1) ¢unaHCOBas HOKyMEHTAIHSI
2) OaHKOBCKas TOKYMEHTAIIHs
3) cmpaBouHO-HH(MOPMAIIMOHHAS JOKYMECHTAIUS
4) OTYETHO-CTATHCTHYCCKAas JOKYMCHTAIHS

10. Opranu3zanusi padoThl ¢ JOKYMEHTAMH BKJIKYAeT:
1) noKyMeHTHpOBaHHE
2) OpraHM3aIio JOKYMEHTO000pOTa
3) cbop undopmarmn
4) opraHu3anuio paboyero Mecta

11. O6bemM 1OKYMEHTO000pPOTA — ITO!

1) KOJHMYECTBO BO3BPATHBIX JBMKECHHI JTOKYMEHTA 33 TOJT

2) 00BEeM OIHOTO JeIa, YMHOXKCHHBIH Ha KOJMYECTBO JIe, 3aBeAEHHBIX B OPraHU3alluy B
TE€YEeHHE roja

3) KOJIMYECTBO JOKYMEHTOB, IOCTYMUBIINX B OPraHU3AIMIO U CO3/IaHHBIX €I B
onpeAeNEHHbBIN TEPUO

4) mpowu3BeaeHHUE IUIOIAAN OJHOTO JIMCTa JOKyMeHTa popmaTa A4 Ha 00Iee KOINIEeCTBO
JIUCTOB NOKYMCEHTOB, ITOCTYIIUBIINX B OpraHU3allIO 3a o

12. PekBH3HT — 3TO:
1) To e, 4TO U OJNIaHK JTOKYMEHTa
2) o0Iee KOJMYECTBO CTPOK B JOKYMEHTE
3) o00s3aTeNbHBIIA YIEMEHT JOKYMEHTA
4) cTemneHb 3alIUTHl TOKYMEHTA OT MOJICIKA

13. FOpuauyeckasi cujia JOKyMeHTa 00ecne4ynBaeTcs:

17



1) wmamuumem Ha OnmaHke u3o0paxenus ['ocymapcrBennoro repdba Poccuun
2) KOMIICTEHIMECH U3/IaBIIIETO €ro OpraHa

3) HanuuueMm rpuda yTBepKICHUSI

4) HajaMYUeM OTMETKU 00 MCIIOJHCHHUHU JOKYMEHTA

14. HammeHoBaHMe BU/Ia JOKYMEHTA , COCTABJIEHHOI0 UJIM U3IAHHOT0 OPraHu3aume,
JAO0JI5KHO OBITH ONpPe/IesIeHO:
1) MODKHOCTHOW MHCTPYKIIUCH
2) IlonoxxenueM 06 opraHu3amuu (yCTaBoM)
3) IIportokoiom
4) HWHCTpyKIMEH 10 ACTI0MPOU3BOICTBY

15. B cnpaBo4HbIe JaHHbIE 00 OPraHU3ALMH HEe BKJIIOYAETCA:
1) moYTOBBII aapec
2) nomep TenedoHa
3) 0OaHKOBCKHi1 CUéT
4) HaMMEHOBAHUE BBIIIECTOSIICH OPraHU3aUH

16. HenpaBuJibHoe opopmiienne 1aThl «aeBsiToe Mas 2018 rogax»:
1. 9 masg 2018 roga

2. 2018.05.09.
3. 09 masx 2018 r.
4. 09.05.2018

17. Ilopsinok opopmiieHHs JATHI B PEKBU3UTAX JOKYMEHTA OINpPeIessieTCs:
1) Tlocranosnenuem [IpaBurenscTBa Poccuiickoit @enepannn
2) TOCTom
3) Pacnopsukenuem [pesugenta PO
4) WHCTpYKIHEH 10 JeI0MPOU3BOJICTBY

18. lokHOCTB JIM1IA, KOTOPOMY aAPecOBaH JOKYMEHT, YKa3bIBAIOT B:
1) WUMEHUTENBPHOM HajeKe
2) JaTeIbHOM MaIeKe
3) poaMTEenTHHOM MajeKe
4) BUHHUTEILHOM IaJICIKE

19. JIoKyMeHT MOKeT COAepPkKaTh:
1) omuH agpecar
2) nBa aapecara
3) He Oostee MATH aPeCcaToB
4) He Ooee YSTHIPEX apecaToB

20. Dy1eMeHTHI MOYTOBOI0 ajpeca YKa3bIBAKOT B MOCJI€10BATEIHLHOCTH:
1) crpana

o0macTh, KpaH, pecryoirka
HACEJIEHHBIN ITYHKT
yiuia, HOMEp J0Ma, HOMEp KBapTUPHI
HauMEHOBaHME ajpecara

2 ) HauMEHOBaHHUE aapecara
HACEJIEHHBIN ITYHKT
o0macTk, KpaH, pecryonnka
yJIuna , HOMEpP J0Ma, HOMEp KBapTHPhI
CTpaHa

3) HamMeHOBaHHUE ajJpecara
yIuia, HoMep J0Ma, HOMep KBapTHPHI,
HAaCEJIEHHBIN ITYHKT
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o0JacTh, Kpal, pecryoirka
CTpaHa

21. Ilpu opopmiienuu rpuda yrpep:kaeHHs CJIOBO YTBEPKIat0 MMeeT CAeAyIIMnid BU/:
1) VrtBepxkmaro
2) «YTBepKaaO»
3) YTBEPXJ/AIO
4) «YTBEPXIAIO»

22, JlaToii npuka3a siBJIsieTCs:

1) nara ero noamucaHus

2) jata ero BCTYIUICHHS B CHITY
3) narta ero pacchbuIKU

4) nara ero MoJy4eHus: CTPYKTYPHBIM MOJIPA3ICIICHHEM

23. AoopeBuarypa pexkBuzuta OKY/l pacumdpoBbiBaercs, Kak:

1) orpacneBoit koguUKATOp YHUPHIMPOBAHHON TOKYMEHTALIUU

2) obmepoccHiickuil Kaccu(puKaTop YHH(GUIUPOBAHHBIX JOKYMCHTOB
3) 00mIepOCCHICKUI KITACCH(HUKATOP YIIPABICHUYESCKOM TOKYMEHTAIIUN

4) oTrpacieBoil KOIUPHUKATOP YIIPABICHYCCKOH TOKYMEHTAIIUH

24. EciM Ha I0KyMeHTe 3aroTOBJIeHA NMOANUCH HAYAJIbHUKA MOApa3/iesIeHusl, a
NMOANMCHIBAET JOKYMEHT €ro 3aMeCTHTEJIb, TO CJIeyeT:
1) nmomedvaTath MPEIUIOT «3a» MEePe/l JOKHOCTHIO HaYaIbHHUKA
2) Hammcartbh OT PYKH IPEUIOT «3a» Hepe]] JOIDKHOCTHIO Haya bHUKA
3) HOCTaBUTH KOCYIO UEPTY Tepell NODKHOCThIO HayalbHUKA
4) uCHpaBHUTh U YKa3aTh HACTOSAIIYIO JODKHOCTh M (DaMUITHIO JIMIIA, 1O IHACHIBAIOIIETO

JIOKYMEHT

25. Ilpu oopmiiennu rpuga corjiacOBaHMs CJI0BO «COIJIACOBAHO» MMeeT CJIeyIIIuil BU/:
1) COI'JTACOBAHO

2) CormacoBaHO

3) «COI'JTACOBAHO»

4) COTI'JTACOBAHO:

IpaBuiabHoe opopmiaenue pacummdpoBku noanucu B peksusure «Ilognuchy:
1) B.IL. MBaHoB

2) B.MBaHoB

3) Umanos

4) Heanos B.II.

26

27

3aroJ10BOK K TEKCTY J0JI2KeH ObITh COIJIACOBAH C:

1) HauMEeHOBaHUEM BHUJA JTOKYMEHTA

2) C HAaMMEHOBAaHHMEM OPraHU3aIMH - ABTOPA JOKYMEHTA
3) ¢ maroii JOKyMeHTa

4) ¢ HAaMMEHOBAHUEM BBIIICCTOSIICH OpPraHU3aluU

28. OTMeTKA 00 HCIIOJIHUTEIE T0JIKHA BKJIIOYATH B ce01:
1) damunuro u HOMep TeleOHa UCTIOTHUTEIS

2) DaMHIHIO ¥ HHUIHAIBI HCTTOJHUTENS

3) Wuunwmans ¥ GaMUIHIO UCTIOTHUTEIIS

4) HWuunuansl, GaMUIUO 1 HOMEp TesieOoHa UCTIOTHUTEIIS

29

IIpu HanpaBJIeHHH MUCHMA TOKHOCTHOMY JIMIY €ro H0JLKHOCTh U (paMuJIns B
PEKBH3HUTE «AJpecaT» YKa3bIBAKTCH:

1) B poAUTEIILHOM Ma/CKe

2) B UMCHHTEJILHOM MaIeXKe
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30.

31.

3) B IaTeaBHOM MaaeKe
4) B TBOPUTEIHHOM IaJICKE

PexBU3UT «3aroJI0BOK K TEKCTY» He HUCIOJIb3YeTCs:
1) B mpukazax

2) B IIOCTAHOBJICHHSX

3) B CONMPOBOAUTENBHBIX MUCHMaX

4) B pacropsHKEHHUSIX

Kakasn nejioBasi Oymara HaYMHaeTCs ¢ MecTouMenust 1-ro Juua?
1) npukas

2) 3asBICHHE

3) [OBEPEHHOCTH

4) pestome

32.B kakoOM M3 HA3BAHUI JONYILIEHA OIIMOKA B MCNOJb30BAHMH MPONMUCHOMH WM CTPOYHOM

33.

34.

3s.

36.

37

38.

OYKBBI.

1) OpioBcKHil FOPUANIECKUI KOJUISIK

2) Opuosckas mikosa N 16

3) Poccuiickas akajeMust TOCYIapCTBEHHOM ciyObI tipu [Ipe3unente Poccuiickoit
denepauun

4) TocynapcrBerHas TpeThsAKOBCKas rajepes

Kakast u3 npuBeaéHHbIX (paMHJIMI HE CKJIOHACTCH.
1) Iaxpaii

2) Illepba

3) Tkauyk

4) Ilambunaro

Bri6epuTe NpaBHIILHBIH BAPHAHT 3aKJII0YHTEIbHON (POPMYJIbI BEKJIHBOCTH B /IEJI0OBOM
nucbMe.

1) C yBaxeHuem

2) Bcerma Bam

3) C yBaxeHueMm,

4) C BBICOYAUIIIMM MTOYTCHUEM,

OTMeThTe, KaKoe CJI0BOCOYETAHHE COOTBETCTBYET A3BIKY TOKYMEHTA.
1) 3aBOAMTH YTOJOBHOE JIEIO

2) BBICIIATh HA PACCMOTPEHHE

3) BBIIATH KPEAUT

4) BO3JIOKHUTH KOHTPOIIb

C kakuM cJ10BOM Heqlb3sl ynorpeours yactuny HE:
1) HesBKa

2) HEeUMeHue

3) HecoOmOIEHNE

4) Hemnpu3HaHHE

Kakoe U3 npuBeIéHHBIX CJI0B MOKHO YIOTPEOJISITH B sI3bIKE JOKYMEHTA:
1) meHcuoHepka

2) naupeKTpuca

3) cekperapiia

4) cryneHTKa

OTtMeTbTe Hey1auHbI BbIOOP GOPMbI MHOKECTBEHHOI'0 YHCJIA CYLIeCTBUTEIBHOIO:
1) pexropa
2) mpodeccopa
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39.

40.

41.

42.

43.

44.

45.

46.

47.

3) 1oroBOpHI
4) nupextopa.

OTMeThTE CJI0BO, KOTOPOE HAMCAHO MPABHILHO:
1) Oe3uMHUIMATHBHBIN

2) TpEabIHCYIBTHBIN

3) B3BIMAThH

4) MEXBIHCTUTYTCKUH

OTMeThTE CJI0BO, B KOTOPOM JO0IyIIeHa OIIHOKA:
1) OecmperieaeHTHBIH

2) KOH(UACHIMATEHOCTD

3) KOHBIOHKTYPIIUK

4) IOPHUCTKOHCYJIBT

OTMeThTE CJI0BO, B KOTOPOM JIOMYIIeHA OIIHOKA:
1) anemrsnus

2) nauiep

3) Yepkeccus

4) TamumH

OTrMeTbTE, B KAKOM COKPAILCHNH JONYIIEHA OIIN0KA:
1) nmomn.

2) MiIpa.

3) 3arc

4) rr.

OTMeTbTe a00peBUATYPY MYKCKOIO poaa:
1) IIUK

2) TCXK

3) IOHECKO

4) CHI'

Bui0epuTe npaBu/IbHBIN BAPUAHT 0(hOpMIICHHS 1AThI B TEKCTE:
1) ¢ 2008 g0 2010 rox

2) B2008/2009 rogax

3) ¢2008 mo 2010 rommr

4) ¢ 2008 1o 2010 rogx

OTMeThTE HENPABUILHO 00Pa30BaHHYI0 (POPMY YHCIUTETHHOTO:
1) ©Oosee IBYXCOT JABAAIATH YYACTHUKOB

2) ¢ AByMsICTaAMH JBAJIAThIO YYaCTHUKAMHU

3) 0 AByXCTax JIBajIaTH Y4aCTHHKAX

4) K IByCTaM JBAJIIaTH y4aCTHUKAM

Kakast u3 3bIK0OBBIX (JopMYJI HE COOTBETCTBYET CTPOro opuIHAJIBHON Nepenucke:
1) CraBum Bac B U3BeCTHOCTB, UTO...

2) VYo6enutenbHO mpocuM Bac permTh Bompoc...

3) Ecnu Bam He TpyaHO, COOOIIUTE, TOXKAITYHCTA, ...

4) Tlpurnamiaem Bac npunsTh ydacTue...

Kakmue u3 Ki1104eBbIX CJI0B COMPOBOAUTEC/IBHOI0 MMCbMa aJipeCoOBaHbl B CTOPOHHIOIO

OpraHu3anuio:

1) TIpencrasisiem Bawm...
2) Hampasisiem Bawm...
3) TIloceutaem Bawm...

21



4) Beicsutaem Bawm...

48. OT™MeTDbTE, KaKOe CJIOBOCOYETAHHE MOKHO MCIOJIb30BATh B SI3bIKE JOKYMEHTA:
1) 3ameiicTBOBATH COTPYAHUKA
2) O03BYYHUTH TOYKY 3PCHHS
3) mpomucarh B TOKYMEHTE
4) BBIIOJIHUTH TIOPYUCHHUE

49. B kakoM psij1y Bce CJIOBA COYETATCA € IJIaroJJaMmy NpPaBUJIbLHO:
1) noBbicuTh (TpeOOBaHMUS, YCIIEBAEMOCTD, TIOKA3aTEIIN)
2) oka3aTh (IOAEPIKKY, BHUMaHHUE, BPEN)
3) ynemieBuTh (MPOIYKTHI, CEOSCTOMMOCTD, TOBAPHI)
4) npuHHMATh (K UCIIOJIHEHHIO, K CBEICHUIO, MEPHI)

50. OT™MeTbTE, B KAKOM CJIOBOCOYETAHHH COAEPKUTCS TPaMMaTHYeCKas OIIMOKa:
1) 3ariaTuTh 3a MpPoe3]
2) OIUIATHTH IO CUETY
3) 3amwiaTUTh JONTH
4) yIIaTHTh 32 MOKYIKY

51. OTmMeThTE MICOHA3M, KOTOPBI MOKHO YIIOTPEOJIATH B 1€JIOBOM pevu:
1) KOHCEHCYC MHEHHIA
2) aIMHHUCTPATUBHOE YIIPaBJICHHE
3) TOpKeCTBEHHAs [IEPEMOHUS
4) maMsATHBIN CyBEHUP

52.0TmeTbTE, KaKO# U3 NPOU3BOAHBIX MPEIJIOI0OB CJIeAyeT 3aMEeHUTh:
1) B cooTBeTCTBHHU C JOTOBOPEHHOCTHIO. . .
2) Ha ocHOBaHHH BBIIIECKA3aHHOTO. ..
3) BcaencTBue npeacToAIIMX BEIOOPOB. ..

4) Bnaronaps yKa3aHHbIM OOCTOSTENLCTBAM. . .

53. B kakoM cJji0Be 10NYIIEHA OMNOKA B HANMCAHUU OKOHYAHUA:
1) TIlo oxOHYaHHU CpOKa...
2) Tlo npenbsiBICHUU TOKYMEHTA. . .
3) Tlo npunére B a3pomopr. ..
4) Tlo npue3ay B MOCKBY...

54. OT™MeThbTe, KaKOe CJI0BOCOYETAHME He YIOTPedasieTcsl B 1eJIOBO pevn:
1) WCHOJHUTENIbCKAS BIACTD
2) TpeACTaBUTEIBCKUE PACXOIbI
3) KapauHAIBHBINA BOIPOC
4) KUIUIIHBIA HOH

55. IloHsiTHE «3J1EKTPOHHBINA JOKYMEHT) OINPede/IeHO:
1) ®denepanbhbiM 3akoHOM «O0 MHPOpPMaNKK, THPOPMAITMOHHBIX TEXHOJIOTUAX U O 3aIUTE
nHpopMaIUN»
2) depepanbHbIM 3aK0HOM "O0 ArIeKTPOHHOU M(POBOY MoaTTUCH"")
3) denepanbHbIM 3aKOHOM «O0 JIEKTPOHHOM JOKYMEHTE)

56. Ilepedennb 00513aTeJbHBIX CBEJCHHUI 0 JOKYMEHTAaX, HCIOJIb3yeMbIX B CHCTEMAaX
3J1eKTPOHHOI0 JOKYMEHT0000poTa (eiepaIbHbIX OPraHOB UCIIOJIHUTEIbHOI BJIACTH,
omnpeaeJiéH:
1) TunoBoii HHCTPYKIKEH O JAETOMPOU3BOICTBY B (heiepaibHBIX OpraHax
UCIIOJIHUTENIHOM BJIaCTH
2) denepanbHbIM 3aKOHOM "O TOKYMEHTAI[HOHHOM 00ECIICUCHHH YIPaBICHYECKON
JESATEIILHOCTH "
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3) IMocranosnenuem IpaButenscrBa Poccuiickoii deneparu «O6 yrBepxkaenuu [Ipasun
JIEIIONPOU3BOICTBA B heiepalIbHBIX OpraHax UCTIOTHUTEILHOUN BIIACTHY

4) Tlocranosnenuem IIpaButenbcrBa Poccuiickoi denepannu «IlomokeHe 0 CUCTEME
MEXBEIOMCTBEHHOT'O 3JIEKTPOHHOI'O JIOKYMEHTOO00pOTa»

57. Opranu3zaropoM MeKBeIOMCTBEHHOI'0 3JIEKTPOHHOI0 JOKYMEHTO000POTA SIBJISIETCS:
1) denepanbhas ciy:x6a oxpanbl Poccuiickoit denepanuu
2) Anmunuctpanus [pesunenta Poccuiickoit @enepanuun
3) Anmapar [IpaBurtensctBa Poccuiickoii deneparum.
4) T'maBHOe ympaBlieHHE CICIHMAIbHBIX Tporpamm Ipesumenra Poccuiickoit deneparun

58.CepTuduxar KiIr04a 371eKTPOHHON M (POBOIi MOANUCH He BKJIKOYaeT:
1) perucTpanMOHHBIA HOMEp cepTH(UKATa KIIF0Ya MOIUCH,
2) CpoOK jaeucTBHUs cepTudUKaTa KIIroua MOANUCH
3) cBexeHwus O Biajebla cepTH(UKATa KIIF0Ya TOITUCH
4) OTKPBITHII KITFOY 3JICKTPOHHON HU(PPOBOH MMOJIIHCH;
5) 3aKpBITHII KIIFOY 3JIEKTPOHHOM IU(PPOBOI OIIHCH
6) cBencHUs 00 yIOCTOBEPSIONIEM IICHTPE, BhIIABIIEM CePTH(UKAT KITFOUA TTOUCH;
7) cBeneHUs1 00 YCIIOBUS MIPU3HAHUS FOPUANYECKOTO 3HAYCHUSI AIICKTPOHHOTO TOKYMEHTA C
AIIEKTPOHHOH M (PPOBOI MOATTUCHIO

59. MeTragaHHbIe — DTO:
1) o00s3aTeNbHBI KOMIIOHEHT PETUCTPAMOHHON KapThl JOKYMEHTA
2) OJHA M3 COCTABJISIOIINX SJIEKTPOHHON HH(PPOBOM MOAMKUCH
3) wuaentuduKaTOp MHGOPMALMOHHOTO pecypca, MO3BOJISIOIIUI YIIPABISTh UM,
OCYIIECTBIISITh IOUCK U XpaHEHUE
4) nmaHHbIC, ONPEACISIONINE FOPUAMYCCKYIO CHITY JJIEKTPOHHOTO JOKYMEHTA

Ipumepnsie ketic-3a0anusi:

3aganue 1. CocTaB/ieHHe OPraHU3aIHOHHO-PACTOPSAINTEIbHBIX JOKYMEHTOB

Curyanus:

[TpencraBeTe cebe, uro Bel paboTaeTe B KOMIIaHWM MOMOIIHUKOM pyKoBoAuTens. Bam
HE00XO0/IMMO MOJIrOTOBUTH MPOEKThI OPraHU3aLMOHHO-PACTIOPAIUTENBHON TOKYMEHTALUU

CocraBbTe NpHKa3 MO pe3yibTaTaM MPOBEPKU B XOJ€ MHBEHTapHU3allMM MaTepUabHbBIX
LeHHocTel B cpeaHei mkone Ne 1. Bmagusoctoka, nmposenénHoit ¢ 10.09.2015 mo 20.09.2015.
B pesynbrare npoBepku ObUIM BBISBIEHBI CYIIECTBEHHbIE HeJOoCcTaTKU. Heo0XoaumMo MoBbICUTH
KOHTPOJIb TpenojaBareiedl 3a COXPaHHOCTHIO IIKOJIBHOTO OOOpYAOBaHMS, AKTHBU3MPOBATH
paboTy ¢ ydaruMHCs 110 BOCIIUTAHUIO Y HUX OE€pPEKHOTO OTHOIIEHUS K UMYIIECTBY.

CocrtaBbTe pacnopsykKeHHe pPyKOBOAMTENS 00 OpraHu3alMy JeXypcTBa B IMpa3JIHUYHBIC
nHU ¢ 31 nexaOpst 2015 roxa mo 10 stBapsa 2016 roxa. Ipennoxure 3am. nupextopa no AXY
(aAMMHHCTPAaTUBHO-XO3HCTBEHHAs! YacTh) OpraHu3oBarb coTpyaHukoB 31.12.2015 no 17-00 4
IIPOBEPUTH U OIeyYaTaTh BCe ciykeOHble moMenieHus. OOsKUTe MOATOTOBUTh HA YTBEPXKIECHUE
rpaduk nexypcerBa A0 31 nexabps. OpraHuzanuio ¥ (GaMHINH JOJDKHOCTHBIX JIHI[ YKaXHUTE
CaMOCTOSITENILHO.

OdopmuTte BBIMMCKY M3 NpHKa3a 1Mo MHBEeHTapuzauuu. CocTaBbTe U OPOPMUTE aKT O
MIPOBEPKE COXPAHHOCTH IOKYMEHTOB B OpraHU3aIlIH.

CocrtaBbTe U 0POPMUTE B COOTBETCTBUU C TPEOOBAHUSMHU MPOTOKOJ 3aCE€JaHUs COBETA
JTUPEKTOPOB aKIIMOHEPHOTO OOIIECTBA O CO3BIBE TOJOBOTO 00IIEro cobpaHus akimuoHepoB. Ha
3aceaHuu ObLIM OIpeJesIeHbl MEeCTOo, BpeMs, ¢opma (04YHAasH) MPOBEICHUS COOpaHMs, a TaKKe
YTBEPXKAEH CHHCOK KaHAMJIATOB, BKIIOYAEMbIX B OIOJUIETEHU [UIsl TOJOCOBAHMSI O TMOBOAY
u30paHus B WieHbl coBeTa qupekTopoB. HeoOxoaumyro nHpopmaluio (Ha3BaHHE aKIIMOHEPHOTO
obmecTBa, (pamMuwIMKM BBICTYMUBIIMX JTOKJIQJTYAKOB M T.JI.) JOIMOJIHUTE CaMOCTOsATEIhHO. Bcee
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PEKBU3HUTHI JIOKYMEHTa O(GOPMHUTE B COOTBETCTBHU C TIOJIOKEHUSMH JEHCTBYIOIIETO
3axonomarenscTea u [OCT P 7.0.97-2016.

Kpartkue meTonuueckne yKazaHus

Keiic-3amanue coctout u3 4eThIpEX 3aJaHui. MakCHUMalbHO 3a KEWC-33alaHUE MOYKHO
MoJIy4uTh 7 0amioB. BpeMsi, oTBoOAMMOE Ha BBITTOJTHEHUE KEHC-3a/IaHMs, COCTABIISIET 35 MUHYT.

3aganue 2. CocraBiienne HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Curtyarus:

[IpencraBeTe cebe, uro Bl paboTaere B KOMIIAHWU MOMOIIHUKOM pyKoBoauTeNs. Bam
HEO00XO0UMO MOATOTOBUTH MPOEKTHI MH()OPMALIMOHHO-CIIPABOYHBIX IOKYMEHTOB:

CocraBbre B cootBerctBun ¢ I'OCT P 7.0.97-2016 u odopmure MOIHBIA MPOTOKOI
3acejaHus Koyuiernu o paboTe oTraena HMH(OpMATHU3allMU MO OOECIEYeHHIO AESITeNbHOCTU
yUpexXJeHUs (Ha3BaHME YUPEXKACHMs, MECTO H3JlaHUs JIOKYMEHTa M JAp., PEKBU3UTHI yKa3aTh
camocrosTenbHo). Ha 3acenanuu peup muia 0 HEOOXOJUMOCTH JOMOJIHUTENBHOTO BbIICTICHUS
KOMITBIOTEPOB JUIs oTAena nHpopmaruzanui. CoolIanocs Takke 0 TOM, YTO B OTJeNie HOBBIX
pa3paboTOK MPOBOAATCS MEPONPHUATHS MO YIYYLIICHUIO OpraHu3aluu HH(POPMAIMOHHBIX
npoueccos. Ha 3acenannu oj00peHO OCHOBHOE HalpaBJieHUE paboThI OT/AENA U IPUHSTO pELICHNE
MOPYYUTH AIMUHUCTPATUBHO-XO03AUCTBEHHOU CiTy)0€ IproOpecTH it 0Tena HHGOpMaTU3aluu
3 KoMmBbIOTEpA.

CocTaBpTe MPOTOKOJI MPOU3BOJCTBEHHOIO COBELIAHUS PAOOTHUKOB HOPUIUYECKOTO
OTJIeNa, KOTOpble OOCYXJajly BOIPOC OpraHu3aluu paboThl B OTIENE B CBSI3U C Pa3BUTUEM
KOMMEPUYECKOH IeATETbHOCTH U MIPUHSIIN PELICHHE 0 HEOOXOAUMOCTH YBEIHUEHUS YUCICHHOCTH
PabOTHHUKOB IOPUIMYECKOTO OT/IENA M 00 OCHAIIEHUH OT/IeIa HOBBIMH KOMIIBIOTEPAMH.

Hanummwmre noxmaguyro 3anucky Ha ums pykoBoauteias OOO «IIpum-Koncantunry o
KOMaHJAMPOBaHUM B I'. XabapOBCK CTapIIEro MHXKeHepa TexHudeckoro otnaena Meanosa MU.M.. c
06.10.2012 rona cpokom Ha 5 AHEN AJiA BBICTYIUIEHUS € JOKJIaJA0M Ha ceMuHape «COBpeMEHHbIE
CHOCOOBI ONITUMU3AINH JOKYMEHTO000POTa B KOMMEPYECKOH OpraHu3amum.

CocraBbre rapantuitHoe nuceMo OAO «busnec-ABromaruka» k OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHWU MOMOIIY B YCTAaHOBKE M HaJIaJKke 000pYAOBAHMS BBIUHCIUTEIHLHOTO
LEHTpa.

[TonroroBTe M OPOPMUTE MUCHMO C COOOILEHHMEM O MPOBEACHMU T'OJOBOTrO OOIIETO
coOpaHus aKIIMOHEPOB aKI[MOHEPHOro OO0IIecTBa (Ha3BaHME M CIPABOYHBIC JaHHbIE OOIIECTBa
JIOTIOJTHUTE CaMOCTOSITENbHO). B CcoOOImIeHnn yKakuTe, 4TO COOpaHHWe CO3bIBACTCA B OYHOU
dopme, orpesienuTe cCaMOCTOSITEIbHO MOBECTKY JHSA, 1aTy, BpEMsI K MECTO IPOBEIEHHs F'0J0OBOTO
oOuiero cobpaHusi, Ha4aJlo U OKOHYAHUE PETUCTPAllMM YYaCTHUKOB coOpanus. Heobxomammo
yKa3aTh, Kakhe JOKYMEHTHI HY)KHO UMETh Mpu cebe (macmnopT, JOBEPEHHOCTh Ha Mepeaavy mnpana
Ha yyacTHe B coOpaHuM H J1p.). Bce pexkBU3UTBHI JOKyMEHTa O(QOPMHUTE B COOTBETCTBUHU C
MOJIOKEHUSAMU JIEUCTBYIOLIETO 3aKoHoAaTenbcTBa U TpedoBanusmu I'OCT P 7.0.97-2016.

KpaTkue meToauueckue yKa3aHus

Keiic-3aganne cocTOMT W3 NATH 3aJaHuid. MakcMManbHO 3a KeHc-3a/laHhe MOXKHO
noJy4uTh 7 0amioB. BpeMs, 0TBOAMMOE Ha BBITTOJTHEHUE KEHC-3a/1aHMs], COCTABISIET 35 MUHYT.

3aganue 3. CocTaB/ieHHe KaJPOBOHl JOKYMEHTALUH

Cutyanus:

[TpencraBeTe cebe, uro Bl paboTaeTe B KOMIIaHUM B OTAeNe KaJapoB. Bam HeoO6xomumo
MOJITOTOBUTH MPOEKTHI KaIPOBBIX JTOKYMEHTOB

Ha ocHoBaHuM 3aKiIOYEHHOIO TPYAOBOTO J0roBopa o mnpuéme Bac Ha AOKHOCTB
MEHeKepa Mo TypU3My B TypuUCTHUECKYIO0 pupMy «boH-Bosx» opopmute nprkas rno JjMuHOMY
cocTaBy o mpuéme Ha padoty (o ynupunupoannoit popme T Ne 1).

CocraBbTe U 0POpPMHUTE XapaKTEPUCTHKY Ha COTPYAHMKA OT/Ea KaJpOoB, MOANKUCAHHYIO
PYKOBOJUTENEM JAHHOTO CTPYKTYpHOTO nojpaszaenenus. Opranuzanuio, GaMmwing paboTHUKOB
YKa)XHUTE CAMOCTOSITENIBHO.
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CocraBbTe U 0OPMHTE 3asIBICHUE O TIEPEBOJIC HA APYTyI0 PabOTy, B KOTOPOM YKaXKHUTE
CTPYKTYpHOE TOJpa3JelieHnue, IOJDKHOCTh, TMPU HEOOXOAUMOCTH — OCOOCHHOCTH B pabote
(HemoJHbIN pabounii 1eHb, ToyacoBas orJiata). Ha ocHOBaHHMM 3asiBJICHHUSI COCTABbTE IIPHUKA3 10
yaupunupoBanaoit popme T Ne 5.

OdopmuTe 3anuch B TPYAOBYIO KHIDKKY O MPpUEME Ha pabOTy U CIPaBKy ¢ MecTa paboThI
C YKa3aHUEM JIOJDKHOCTHU U CPETHEMECSIYHOTO 3apaboTKa.

Kpartkue meTonuueckue ykazaHus

Keiic-3amanue cocTouT M3 4YeThIPEX 3aaHuid. MakCUManbHO 3a KEWC-3aJlaHuE MOKHO
oJIy4uTh 7 0amioB. BpeMs, oTBoAMMOE Ha BBITTOTHEHUE KeWC-3a/IaHMs, COCTaBIIsACT 35 MUHYT.

3aganue 4. UHCTPYKIHMS 110 1€J10NIPOU3BOACTBY

KpaTtkne meTogu4eckue yKa3aHus

CyTb 3a1aHusi COCTOMT B (POPMHUPOBAHUM OPTraHU3AIMOHHOTO JOKyMeHTa «HCTpyKuus
[0 JeJIONPOU3BOJCTBY», B KOTOPOM OyneT OTpakeHbl TpeOOBaHMS M IpaBHJia BEICHUS
JIeTIOTIPOU3BO/ICTBA, MPABUIIA JIOKYMEHTHPOBaHHU HH(POPMALIUU B OpraHU3aIHH.

MakcuMasbHO 3a BBIOJHEHUE WHAWBUIYAIBHOTO 3aJlaHHsI MOXKHO IOJIy4UTh 7 OajlioB.
Bpemsi, oTBoAMMOE Ha BBINOJIHEHUE 3aJJaHUs], COCTABIISIET 15 MUHYT.

4.3. OueHo4HbIe CPEICTBA VISl IPOMEKYTOYHOM ATTeCTAIUH.

4.3.1. ®opmupyembie KOMIETSHIINH C YKa3aHHUEM 3TaroB ux (GopMupoBaHUs B mpoiiecce
OCBOCHMS 00pazoBaTenbHOM Iporpammel. [lokazaTenu u KpUTepUn OIEHUBAHUS KOMIIETEHIIUN C
yuéToM 3Tamna ux GOpMUPOBAHUS

Kon Koa 3rana
T HaunmeHnoBanue 0CBOCHILS HaunmenoBanue 3Tana
KOMIIeTeHIIN U OCBOEHMS KOMIIeTeHHH
" KOMIIeTEHIINH

YK OC-4 CnocoOHOCTh OCYIIECTBIIATH YK 0C-4.2 CriocobHOCTh BeCTH
JIeJIOBYI0 KOMMYHMKAIIUIO B OCYILECTBIISATh
YCTHOW M MHUCbMEHHOM (opMax JIOKYMEHTALlHOHHOE
Ha rocy1apcTBEHHOM(BIX) U oOecrieueHue u
MHOCTPAaHHOM(BIX) sI3bIKE(ax) JIETIONIPOU3BOJICTBO Ha

PYCCKOM M MHOCTPaHHOM
SI3BIKE

OIIK-6 CrniocobHOCTB penathb OIIK-6.3 CrniocoOHOCTh TPUMEHSTh
CTaHJIapTHbIE 3a7a4n OCHOBBI HH(POPMAITMOHHOW U
npodeccuoHaTbHON oubnuorpaduyeckoi
NeSITEIbHOCTH Ha OCHOBE KYJIBTYpHI, HH()OpPMAIIMOHHO-
MHGOPMALMOHHOM U KOMMYHHKAIIHOHHBIX
6ubanorpaduueckoit TEXHOJIOTHI B mpoliecce
KYJIBTYpBI C IPUMEHEHUEM JIOKYMEHTAIUOHHOTO
MH(}OPMAaLIMOHHO- obecrnieyeHus u
KOMMYHHUKAIIHOHHBIX JIeNIOTIPOU3BOICTBA B
TEXHOJIOTHH U ¢ yYETOM roCyJ1lapCTBEHHOM U
OCHOBHBIX TPeOOBaHHIA MYHUIUTAIBHOM
WHPOPMAIIMOHHOM yIpaBIeHUU
6e30macHOCTH

JTamn 0CBOCHUS Iloka3zarennb .
Kpurepnii onenuBanuns
KOMIEeTeHIHH OIleHUBAHUS

OIIK-6.3 Bri6upaet si3p1koBbIE I'pamoTHO OcyIIECTBISET

CrniocoOHOCTh BeCTH CPEJICTBA JJIsl OCYIIECTBIEHUS | TOKYMEHTAllMOHHOE

OCYIIECTBIISITh JIOKYMEHTaIlMOHHOTO o0ecrnieyeHue u
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JTan 0CBOeHUs Ioka3zarennb .
Kpurepuii oueHuBanust

KOMIIETEeHIIUH OlleHMBAHUS
JOKYMEHTAI[MOHHOE obecnieueHus u JIEJIONPOU3BOJICTBO HA PYCCKOM
oOecrnieueHue u JIEJIONPOU3BOJICTBA HA U MTHOCTPAHHOM SI3bIKE
JIEJIONPOU3BOJICTBO Ha PYCCKOM M HHOCTPAHHOM
PYCCKOM U MHOCTPaHHOM A3BIKE
SI3BIKE
OIIK-6.3 Ymeer opopMIATH [IpaBunbsHO 0hopMIIEHBI
CnocoOHOCTh TPUMEHSITh oduIHaNbHbIE U JeJIOBbIC oQuIHMaIbHbIE U JEJIOBbIC
OCHOBBI HH()OPMAIIMOHHOW U | MHUCHMA, JIOTOBOPEI, TPYTHE MHUChMa, IOTOBOPBI, APYTUe
o6ubnnorpaduueckoit pacnpocTpaHEHHbIE pacnpocTpaHEéHHbIE JOKYMEHTBI
KYJIbTYpPbl, HHPOPMAITMOHHO- | JIOKYMECHTHI
KOMMYHHKAITMOHHBIX
TEXHOJIOTHI B IIPOLIECCE
JOKYMEHTAIlMOHHOTO
obecrniedeHus u
JIeIIONPOU3BOICTBA B
roCy/lapCTBEHHOM U
MYHHIIUITATIEHOM
YIpPaBJIEHUU

No g ko

10.

11.
12.
13.
14.

15.

16.
17.

4.3.2. TumnoBble OlleHOYHbIE CPEACTBA

Bonpocsl k 3auéty

CopepxaHue 1 Ha3HaYEHHE JIEJIOIPOU3BO/ICTBA.

Opranu3anroHHbie (HOPMBI AETOMPOU3BOICTBA.

Cnyx0a 1e10npon3BOICTBA, SN U 3a/1a41, (YHKIIMOHATIHLHOE COACPIKaHUE e TETLHOCTH.
3akoHozaarenscTBO Poccuiickoit denepanuu B chpepe nHPOpMauu U TOKYyMEHTALIUH.
3aK0HOIATETHCTBO 00 IEKTPOHHON MOAMHCH.

Bu bl 271€KTpOHHOM MOANNCH U TOPSAOK UX MPUMEHEHHUS.

Hopmarusnbiii  nokymenTt «lIpaBmia pgenonpousBoACTBa B (efepalbHBIX OpraHax
MCIIOJTHUTENILHOM BJIaCTU», €r0 Ha3HAUYEHHUE.

HanmonanbHble cTraHAapThl IO YIPABIEHUIO JOKYMEHTaMHU.

HopmatuBHbIe TpaBoBbI€ aKThl OpraHa BIacTH, PETJIAMEHTUPYIOLINE OpraHU3alnio padoThl ¢
JIOKYMEHTaMH.

WNHcTpykiuss 1o  A€NOnpou3BOACTBY, HOpMAaTHBHAasT M MeEToAMYecKas 0aza pa3paboTKu
MHCTPYKIUU 10 JEIONPON3BOACTBY.

bnank nokymeHTa, BUJIbI OJJaHKOB COCTaB PEKBU3UTOB OJaHKa.

CocTaB peKBU3UTOB YAOCTOBEPEHUS, TOPSAOK UX O(OPMIICHUS.

CrnyxeOHble OTMETKU Ha JIOKYMEHTE, MOPAI0K UX 0POPMIICHHUS.

Cucrema OpraHM3allMOHHO-TIPABOBOM JOKYMEHTAIlMM, Ha3HAu€HHWE U BHJIOBOM cCOCTaB
JIOKYMEHTOB.

[ToHsiTHE HOPMATUBHOTO MPABOBOTO aKTa, BHJbl HOPMATUBHBIX IPABOBBIX aKTOB
denepanbHBIX OPraHOB HCIIOJHUTEIHHON BIACTH.

JlomKHOCTHAs HHCTPYKIIHS, Ha3HAYEHUE IOKYMEHTA, COCTAaBICHHE U 0(OpPMIICHHUE.
[Tpouenypa cornacoBaHus JOKYMEHTOB, €€ Ha3Hau€HUE, BHEUIHEe U BHYTPEHHEE
COTJIaCOBaHUE.
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18.
19.
20.
21.
22.
23.

24.
25.
26.
217.
28.

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

35.
36.
37.
38.
39.

40.
41.
42.
43.

44,

45.
46.

47.
48.

49.
50.
51.

BusupoBanue 10KyMEHTOB, OCOOEHHOCTH BU3UPOBAHUS PaclOpsAIUTEIbHBIX JOKYMEHTOB.
CucreMa pacnopsIuTeIbHON JOKYMEHTAIMU, HA3HAYEHUE U BUAOBOI COCTaB JOKYMEHTOB.
CocraneHnue 1 opopMIIeHUE [TPUKa3a 10 OCHOBHOM JeSATEIbHOCTH.

[Topsiiok JOKyMEHTHUPOBaHUS KOJIJIETHAIbHON (COBEIATENbHON) 1€ TEbHOCTH.

[TpoTokou 3acenanus, BUbl IPOTOKOJIOB, COCTaBJIEHUE U O(OPMIICHHE.

Cucrema MH(OPMAIMOHHO-CIIPAaBOYHON JOKYMEHTAllMM, HAa3HAYEHHE U BHUJOBOH COCTaB
JIOKYMEHTOB.

JlenoBoe MuceMO, pa3HOBUAHOCTH JIE€TIOBBIX ITHCEM.

Cocranenue 1 opopMIIEHHE JET0BOI0 MHChMA.

TexcT ynpaBieHUecKOro JOKyMeHTa, 00111e TpeOOBaHMsI K COCTaBJICHUIO TEKCTa JOKYMEHTA.
AKT KaK BUJ| JOKYMEHTa, pa3HOBHIHOCTH aKTOB, OCOOEHHOCTHU COCTABIJIECHUS U O(POPMIICHHUS.
[TonATHEe  AOKYMEHTOOOOpPOTA,  KAuyeCTBEHHblE U  KOJMYECTBEHHBIE  IMapaMeTphl
JOKYMEHTO000pOoTa.

[TpyuHIMIBI pallMOHAJILHONW OpraHU3alMK JOKYMEHTO000pOoTa.

OcHOBHBIE 3Tallbl IBUKEHUS NIOCTYNAOIIUX JTOKYMEHTOB.

OcHOBHBIE 3Tallbl IBUKEHUS OTIIPABIIIEMbIX JOKYMEHTOB.

@DOopMbI U METO/BI COBEPLIEHCTBOBAHUS JOKYMEHTOO0OPOTA.

HazHauyeHue u nenu perucTpaluy JOKYMEHTOB, IPUHIMIIBI PETUCTPALIUH.

CrpyKkTypa pErucTpallMOHHOIO HOMEpa IOCTYNAMOIINX, OTIPABISAEMBIX M BHYTPEHHHUX
JIOKYMEHTOB.

OCHOBHBIE PEKBU3HUTbI PETUCTPALIMOHHBIX (HOPM.

OCOo0eHHOCTH PErucTpaluy OTAEIbHBIX BUAOB JOKYMEHTOB (IIPUKa3, AEJI0BOE IMHUCHMO).
OpraHu3anroHHbIE OCHOBBI KOHTPOJISI UCIIOJHEHUS TOKYMEHTOB (IIOpYYEHUIR).

TexHOIO0T s KOHTPOJISL UCTIOJIHEHHS TOKYMEHTOB (ITOpYUYEHH).

CpoKu HCIIOJNIHEHUS TOKYMEHTOB, BU/bI CPOKOB, NOPSJOK MUCUUCIIEHUS CPOKOB HCIIOJIHEHUS
JIOKYMEHTOB, MOPSAI0K IIEPEHOCA CPOKA UCIIOIHEHUS JOKYMEHTA.

OCHOBHBIE 3TaIbl KOHTPOJISI UCTIOJHEHUS JOKYMEHTOB (IOPYUYEHUH).

Opranuzanus padoThl UCTIOIHUTENS C JOKYMEHTAMHU.

HopmatuBHBIE OCHOBBI M 001I[ME€ MPUHIUIIBI OPraHU3aMK PA0OTHI ¢ OOpAIEHUSIMH Ipax1aH
Bunp! oOparienuii rpaxaaH, 0COOEHHOCTH PacCMOTpPEHUs oOpaleHuit rpaxnan Poccuiickoit
®denepanuu.

[lonsATHEe LEHHOCTH JOKYMEHTA, KPUTEPUU LIEHHOCTH JOKYMEHTOB, CPOKH XPaHCHUS
JIOKYMEHTOB.

Opranuzanys 1 NOopsAA0K IPOBEIEHUS IKCIEPTU3I LICHHOCTH IOKYMEHTOB OpraHa BIACTH.
Cpoxu XpaHEeHHUs JOKYMEHTOB, KATETOPUU JOKYMEHTOB, BBIIEISEMBIX 110 CPOKAM XpaHEHMUS,
CPOKH XPaHEHHUs DJIEKTPOHHBIX JEIL.

IIepeynn 1OKYMEHTOB CO CPOKAMH XPaHEHHUs], UX IPUMEHEHHUE B JACIIONPOU3BOACTBE.
Homenknarypa pnenm opraHa BiacTH, (QYHKIUM HOMEHKJIATYpBl [eJ, MPUHLUIBI e
IIOCTPOEHHS.

@dopma HOMEHKJIATYpHI Jel, OCHOBHBIE ATaIlbl €€ pa3paboTKH HOMEHKJIATYpHI Jell.

[IpaBuna coctaBieHus 3arojJ0BKOB J1€J1 HOMEHKIIATYPHI A€II.

CornacoBaHue U yTBEP)KIECHUE HOMEHKIATYPHI J€J]I, CPOK JE€HCTBUS HOMEHKIIATYpBI A€, €€
BEJICHUE U KOPPEKTUPOBKA.
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52. ®opMupoBaHUe € B JEIONPOU3BOJCTBE, 0COOCHHOCTH ()OPMHUPOBAHHMS B JieNia OTIACITHHBIX
KaTeropuii T0OKyMEHTOB.

53. Buabl onuceit aen, OCHOBHbIE IPUHLIUIIBI U MTOPSIOK COCTABICHUSI OITUCEH Je.

54. JluyHoe 1eli0 TOCYJapCTBEHHOTO TPaXKIaHCKOTO CIIY)Kalllero, COCTaB JOKyMEHTOB Jela,
0COOEHHOCTH €ro (HOPMUPOBAHMS.

55. Opranuzanus paboThl 10 YHUUYTOKEHHUIO TOKYMEHTOB C UCTEKIIMMH CPOKAMH XPAHEHUS.

56. OdopmiieHue nen npu uX Mepeaade Ha apXUBHOE XpaHEHHE.

57. Tlonsitne «uHpOpPMAIIMOHHAS CHCTEMa SJEKTPOHHOTO JoKymMeHTooOopoTa» (C3/0),
byakuun CO/O.

58. HopmaruBuble  TpeboBaHusi K  HMHQOPMAILMOHHBIM  CHUCTEMaMm  3JEKTPOHHOTO
JIOKYMEHTO000pOoTA.

59. ITloHsATHE «BNEKTPOHHBIA JOKYMEHT», OCHOBHBIE€ IPHUHIIMIIBI OpraHU3aluu paboThl C
AIEKTPOHHBIMU JOKYMEHTaMH B JIEIOMPOU3BOJICTBE.

60. HasnaueHnue cucTteMbl MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKymMeHTooOopoTa (MDJ10),
cTpykrypa M3 10.

IIpakTHYeckne 3a1aHusA (KelCbl) K 3a4€TYy:

3aoanue: ompedaxmupyiime npeocmasieHHulll OOKYMEHM
1) ecmasvme nedocmaiowue peksuzumol,
2) @Hecume UCNPABIeHUs 8 PACNOLOJNCEHIUE PEKBUIUNO8 HA NOJe OOKYMEHMA,
3) ucnpasbme owubku 6 0popmaeHUU PEKEUUMOE OOKYMEHMA,
4) ucnpasbme 5361K08ble OUWUOKU 6 MEKCme OOKYMeHMA.

MHUHHUCTEPCTBO KYJbTYPbI U MACCOBBIX KOMMYHUKALIUHN PO
OEJAEPAJIBHOE APXUBHOE ATEHTCTBO
(POCAPXMUB)
Ne 536 8 nos6ps 2015 roma

TunoBast HHCTPYKUMS 1O A€JIONPOU3BOIACTBY
B (heaepabHBIX OPraHax MCIOJHUTEIbHOU BJIACTH.

B cBs3u ¢ m.11.1 TumoBoro perinamMeHTa B3aMMOJEHCTBHS (enepabHbIX OPraHoOB
WCTIOJTHUTEJIbHOM BJIACTH, YTBEPKAEHHOTO MOCTAHOBJIEHUEM NpaBUTENbCTBA PD,
IIPUKa3bIBAIO:

1) yrBepauTh MpUIaraeMyr0 THIIOBYKO HHCTPYKIIMIO IO  JEJIONMPOM3BOJACTBY B
(benepanabHBIX OpraHax UCIOJIHUTENbHOM BIACTH;

2) npuka3 (eaepanbHON apXUBHOH CITyKObI PO «O0 yTBep)KICHUU TUIOBON HHCTPYKIIUH
IO JIeNIONPOM3BOJACTBY B (QelepalbHbIX OpraHax WCHOJIHUTEIBHOW BIIACTH» MPU3HATH
MOTEPSIBIINM CHILY.
ITpunoxenue: Ha 5 cTp. B 1 BapuaHTe.

MUuHUCTp KynbTypbl
Y MacCOBBIX KOMMYHUKanuii PO Coxkonos A.

CnupuioHoBa
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Ikama orleHUBaHUA.

OneHka 3HaHMNA, YMEHUH, HAaBBIKOB IPOBOJUTCS Ha OCHOBE OaNIbHO-PEUTHHTOBOU
cuctembl: 30% u3 100% (uwnu 30 6amioB u3 100) - BkiIag B UTOTOBYIO OLEHKY 10 pe3yJbTaTaM
MIPOMEXYTOUYHOU ATTECTALIUH.

[Ipu oneHuBaHUM OTBETa OOYYAIOUIETrOoCsl B XOJ€ MPOMEXKYTOUHOM aTTecTaly MOXHO
ONMPATHCS HA CIEAYIOIINE KPUTEPUHU:

Bamnel

Kpurepuii onieHku

26-30

OOyuarouuiics TMOKa3bIBa€T BBICOKUII  ypOBEHb  KOMIIETEHTHOCTH, 3HAHUSA
OpOTPAaMMHOTO  Marepuaia, Y4eOHOH, NEepUOIUYEecKO U  MOHOTrpadUUecKOu
JUTEPaTyphl, 3aKOHOJATEIIBCTBA U IPAKTUKHU €r0 IPUMEHEHUS, PACKPBIBAET HE TOJIBKO
OCHOBHBIEC IIOHATHS, HO U AHAIMU3UPYET UX C TOYKHM 3PEHUS PA3IMYHBIX aBTOPOB.
OOyuaromuiics OKa3bIBACT HE TOJIBKO BBICOKMI YPOBEHb TEOPETUUECKUX 3HAHUH, HO
U BUOUT  MEKIUCHMIUIMHApHbIE  CBsi3u.  [IpodeccroHanbHO,  TpaMOTHO,
IIOCJIEI0BATENBHO, XOPOLIUM S3bIKOM YETKO HM3JIaracT MaTepuall, apfyMEHTHPOBaHHO
¢dopMynupyeT BBIBOJBI. 3HAE€T B paMKax TPeOOBaHMN K HANPABICHUIO M MPOQHIIO
HOJArOTOBKM 3aKOHOJATEIbHO-HOPMATHUBHYIO M IpakTU4yecKyto 0azy. Ha Bompocsl
OTBEYAET KPATKO, apPI'yMEHTUPOBAHO, YBEPEHHO, 110 CYHIECTBY.

16-25

OOyuaromuiics TMOKa3bIBaeT JIOCTaTOYHBIA YpOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepuasoB 3aHATUH, y4eOHON U METOIMYECKOW JIMTEPaTyphl, 3aKOHOJATENIbCTBA U
IPAaKTUKUA €ro MPUMEHEHHs. YBEpEeHHO M MPO(EeCCHOHAIBHO, TPAMOTHBIM S3BIKOM,
SCHO, YETKO M IMOHSITHO M3J1araeT COCTOSHUE U CYTh BOIIpOca. 3HAET HOPMAaTUBHO-
3aKOHOJATEJIbHYI0 U  IpPakTHYeCKyl0 ©0a3y, HO TMpd OTBETE JOIyCKAeT
HECYUIECTBEHHbIE MOTrpeIIHOCTH. OOyUarouics MOKa3bIBAET JOCTATOYHBIH YPOBEHb
npo¢eCCHOHATIBHBIX 3HAHWM, CBOOOJHO ONEpUPYET MOHATHAMM, METOJIAMH OLIEHKU
IPUHATUSA PEUICHUM, HMMEET MPEICTaBICHUE: O MEXIUCIUIUIMHAPHBIX CBA3SX,
YBSI3BIBAET 3HAHMS, IOJIyYEHHBIE IIPU M3YYCHUM pPa3JIMYHBIX AUCLHUIUIMH, yYMEET
AQHAJIM3UPOBATh IPAKTUYECKUE CUTYALlMM, HO JOIIYCKAaeT HEKOTOPBIE IOTPEIIHOCTH.
OTBeT NOCTPOEH JIOTMYHO, MAaTepHall U3JIaracTcss XOPOUIMM S3bIKOM, IIPHUBIIEKAETCS
MH(OPMATUBHBIM M WUTIOCTPUPOBAHHBIM MaTepuall, HO IHpPH OTBETE JIOMYCKAEeT
HEKOTOPbIE TOTPEUTHOCTH. BOIIPOCH! HE BBI3BIBAIOT CYLIECTBEHHBIX 3aTPYIHECHUN.

6-15

OOyyaromuiicss MOKa3bIBA€T JIOCTATOYHbIE 3HAHUS MaTepHAJIOB 3aHITUN, HO NpU
OTBETE OTCYTCTBYET JIOJKHAS CBSA3b MEXy aHAJIU30M, apTyMEHTALUEN U BBIBOJIAMH.
Ha nocraBnenHble 4leHaMH KOMUCCHH BOIPOCHI OTBEYAET HEYBEPEHHO, JOIYCKAET
norpemHocTd. OOydaronuiics BiajeeT NPAKTUYECKUMH HaBBIKAMH, MPUBJIEKAET
WUTIOCTPaTUBHBIA MaTepuall, HO YYBCTBYEeT ce0s HEYBEpEHHO IpU aHaJu3e
MEXINCLIUIUIMHAPHBIX CBsI3€i. B 0TBeTE HE Beerzia NpucyTCTBYET JIOTHKA, ApTyMEHTBI
IIPUBJIEKAIOTCS HEOCTATOYHO Beckue. Ha mocraBieHHbIE BOIPOCHI 3aTPyIHSETCS €
OTBETaMH, IOKa3bIBAET HEJAOCTATOUHO INTyOOKHE 3HAHUSI.

0-5

OOyuaromuiicss MoOKa3bIBaeT cialble 3HAHUS MaTepUaAIOB 3aHATUN, ydyeOHOMU
JUTEpPaTyphl, 3aKOHOJATENIbCTBA M TPAKTHKH €ro NPUMEHEHMs, HU3KHH YPOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3JI0KeHHe Bompoca. OOydaromuiicss MOKa3bIBaeT
ciabblii  ypoBeHb MNPO(ECCHOHANBHBIX 3HAHWM, 3aTpyIHSETCS IpU aHaIM3e
IIPaKTHYECKUX cHUTyauuid. He MoXxeT mpuBecTH NpHUMeEpbl U3 pealbHOM IPAKTUKH.
HeyBepeHHO M JOorMuecky HENOCIEA0BaTEIbHO M3JIaraeT Marepuain. HempaBuiabHO
OTBEYAET Ha BOIIPOCHI UJIU 3aTPYAHSIETCS C OTBETOM.

[Ikana nepeBoia 3 MHOTOOAJUIBHON CUCTEMBI B TPAIUIIMOHHYIO:
- 00yuaroIeMycst BBICTaBIISIETCS OLIEHKA «HE 3aY4TEHOY, €ClIi 00yJaromuiics Habpasl MeHee

50 6amos,

- OIIEHKa «3a4TEHO0» BBICTABIIAETCS MPH YCIOBUH, eclii oOydaromuiics Habpan ot 50 1o
100 0ant0B.
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100 GanioB BBICTABISAETCS MPHU YCIOBUU BBHITIOJIHEHHSI BCEX TPEOOBAaHMM, a TakXKe IMPHU
06H3&T€HBHOM MMPOABJICHUHU TBOPYCCKOrO OTHOIOCHHUA K MNOpCAMETY, YMCHHU HaAXOIAWUTb
OpUTHHAJIbHBIE, HE coJep)Kaluecss B Y4eOHUKAaX OTBETHI, YMEHUU pabOTaTh C UCTOYHHKAMHU,
KOTOpPbIE COJEPXKATCS JOMOJHUTEIBLHON JHUTEepaType K KypCcy, YMEHUU COCAUHATH 3HAHUS,
MOJIy4YEHHBIE B JAHHOM Kypce CO 3HAHUSIMH JIPYTUX JUCLUILIUH.

4.4. MeTonnueckne MaTepHuaJibl

CTyneHT JoImycKaeTcs K 3a4eTy M0 JUCIUILIMHE B CIy4ae BBIOJIHEHUS UM BCEX 3aJlaHUI
U MEPONPUATUH, IPETYCMOTPEHHBIX IIPOrPaMMON JTUCIIUIINHBL.

3auéT BBICTABIIAETCA CTYACHTY IO Pe3yIbTaTaM BBIIIOJIHEHHBIX pa0OT B TEUEHHE CEMECTPa,
IpU YCJIOBHUHM, YTO OLEHKH CTY/AEHTa 3a pabdoOTy B TeYeHHE cemecTpa (II0 BCeM pe3yibTaTram
TEKYIIEero KOHTPOJIS 3HaHUI) COCTaBISIOT He MeHee ueM Ha 70 % «otimuuno» u 30 % «xoporoy,
IPOIYCKH 3aHATUI OTCYTCTBYIOT.

3auer mpoBoAUTCA B opMe MyOIMYHOM 3aIIUTHI MPAKTUYECKON paboThl. ['0TOBUTHCS K
3a4€Ty HEOOXOAMMO CaMOCTOSITENIbHO, IOCJICAOBATENIbHO, HA TPOTSHKEHWU BCErO IEpPHOAA
W3YYEHUS TUCIUILINHBI.

CryneHTy HeoOXonuMo BBIOpaTh OAHY M3 TeM, NpeAcTaBieHHbIX B Paznene 4.3.2.
BHuUMaTenbHO U3YYHUTh UM OCMBICIUTH BBIODaHHYIO TEMY B PEKOMEHJOBAHHBIX yYEOHHMKAX W
apyrux —ucrouHukax (MHTepHeT-pecypchl, Hay4dHO-METOAMYECKHME JKypHalIbl H  IIp.).
CTpyKTypHpOBaTh TEOPETHMYECKHH MaTepual, COCTaBUTh IUIAH €ro  IMpPEeJCTaBIICHUS.
Hccnenyemblii BOpoc M3marath ¢ MO3ULIUHU 3HAYCHUS IS MPOPECCHOHATBHON JesITeNbHOCTH.
[Tpu 5TOM Ba)KHO MOKA3aTh 3HAHUE HE TOJIBKO TEOPUHU BOMPOCA, HO U MPAKTUYECKOE TPUMEHEHHUE.
HeoOxonuMo MOArOTOBUTH NPAaKTUYECKYI0 YacTh OTBETA, BKIIIOYAIOLIYI0 THUIIBI U BUIbI
JIOKYMEHTOB, JEJOBBIX mHceM (He MeHee 7-10 mpuMepoB), OTpakaroIIUX CHEHH(PHUKY BOMPOCA.
[TpuMepbI TEKCTOB JETIOBBIX JJOKYMEHTOB JIOJDKHBI OBITH MOA00paHBI U3 PA3IMYHBIX UCTOYHUKOB
uH(pOpMaIliK, B TOM YHCIE ¢ OPUIMATBHBIX CAWTOB opraHu3anuil. B 1okyMeHTe MOMKHBI OBITH
JIaHbl yKa3aHus (TOSICHEHUs1) 0COOEHHOCTEW MPUMEHEHHS MPaBHI M TPeOOBaHUN JOKYMEHTHOU
JUHTBUCTUKH T10 UCClIeyeMoMy Bompocy. Kpome Toro, Heo0X0 MO MpeICcTaBUTh JOKYMEHTHI €
TUMUYHBIMU  OIIMOKaMH, JOMYCKAaeMbIMH [0 HCCIEIyeMOMY BONpPOCY, M BapuUaHThl MX
VICIIPABJICHUS.

[ToaroroBuTk pe3eHTanuio K 3amure (He meHee 10-15 cnaiigos).

3anmTy NpaKkTHYecKoi paboThl HEOOXOIMMO IOCTPOUTH Ha OCHOBE TpeOOBaHUM K
nyOJIMYHOMY BBICTYIIJICHUIO (BCTYIJIEHHE, OCHOBHAsl 4acTh, 3aKiioueHue). PexomeHnnanuu 1o
HOJTrOTOBKE K IMMyOJIMYHOMY BBICTYIUIEHUIO U O(OPMIIEHHIO MPE3EHTALMN HEOOXOJUMO CMOTPETh
B METO/IMYECKUX PEKOMEHIAIUAX M0 MOATOTOBKE COOOIIEHUH U MTpe3eHTaIMH U1 00I1ECTBEHHBIX
JUCHUIUIMH. Pe3ynbpTar no craue 3auéra oObsSBIsAETCS CTYyAEHTaM MOCe 3allUThl PaKTHYECKON
paboThl, BHOCHUTCA B SK3aMEHAIIMOHHYIO BEJOMOCTh M 3a4€THYI0 KHUXKY. He 3auteHo
IIPOCTABIISIETCS B BEIOMOCTH.

5. MeToauyeckne yKazanus sl 00y4arOUUXCsl M0 OCBOEHU IO TUCIHILIMHBI

VYCTHBIA omnpoc sBISETCS OJHUM M3 OCHOBHBIX CIIOCOOOB MPOBEPKHU YCBOCHMS 3HAHUMN
oOyuaromuMmucsi. Pa3BEpHYTBII OTBET CTyJEHTa [JOJDKEH IIPEICTaBIATh COOOM CBSI3HOE,
JIOTMYECKH TIOCIIEZ0BAaTENIbHOE COOOIIEHHE Ha ONpEeAETIEHHYIO TeMY, MOKa3blBaTh €ro yMEHHE
IPUMEHSTHh ONpEJENICHUs, MpaBUjia B KOHKPETHBIX ciydasx. OCHOBHbIE KPUTEPHUH OLEHKHU
YCTHOTO OTBETA: MPAaBHIBHOCTh OTBETA IO COJEP>KAHHIO; MOJHOTA U TIIyOMHA OTBETA; JIOTUKA
U3JI0’KEHUS MaTepuana (yYUThIBAETCS YMEHHUE CTPOUTH 1IEJIOCTHBIH, ITOCIIeIOBaTEIbHBIN pacckas,
IPaMOTHO IOJIb30BAThCs CIIELMAIbHOW TEPMHHOJIOIMEN); HCIIOJIIB30BAHUE JOMOJHUTEIBHOIO
MmarepHaa.

[IpakTuyeckue 3aaHusl SBJISIOTCS HEOOXOIUM 3BEHOM JUIs OIIEHKM YMEHUN U HaBBIKOB
oOyuaromuxcsi. OCHOBHBbIE KPUTEpUU OILIEHKH MPaKTUYECKOro 3ajaHus (Keiica): KauecTBO
IPEUIOKEHUH U peKOMEHIAlUi 110 PEeIIeHUI0 MPOoOJIeMbl (BBIXOAY U3 CUTYallMM), OIMCAaHHOU B
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MPaKTUYECKOM 3aJaHuu (Keice), KauecTBO OOOCHOBaHHUs aHaiM3a MPOOJEeM U TOCIEACTBUN
BHEJpEHUs CHOPMYIHPOBAHHBIX TPEIIOKCHUH W PEKOMEHAANMHA IO PEMICHUIO MPOOIeMbI
(BBIXOIY W3 CHTYaIlUH), OTIHCAH

OM B IPAKTUYECKOM 3aJ]aHuU (Keiice).

[ToaroroBka K 3aHATHSAM JOJDKHA HOCUTh CHUCTEMATHMUECKUN XapakTep. DTO IMO3BOJIHT
oOyJaromemMycs B IOJTHOM 00bhEME BBITIOJIHUTE Bce TpeboBaHus npenogaBateiss. O0ydaronmmcst
pPEKOMEHIyeTCcsl M3y4aTh Kak OCHOBHYIO, TaK U JIONOJHUTENbHYIO JIUTEpaTypy, a Takxke
3HAKOMUTbCSI C MHTepHET-UCTOYHMKAMHU (CHUCOK TMpUBEAEH B paboueil mnporpamme IO
JTUCITUTIIINHE).

[ToaroroBka 00y4arOMMXCs K ONMPOCY MPEANOIaraeT H3y4YeHNe B COOTBETCTBUU TEMATHKOM
JUCIUIIMHBI OCHOBHOM/ JIOTIONHUTENBHON JINTEPATypPhl, HOPMATUBHBIX IOKYMEHTOB, HHTEPHET-
pecypcoB.

OOyuaromuiics TOTOBUT JI0KJIa1 B (hOpME YCTHOTO COOOIIEHUS IO TEME TUCHUTUIHHBI.

[Ipemaraercs cienyromasi CTpyKTypa JOKIaaa:

1. Beeneunue:

— yKa3bIBAETCS TeMa U LIeJb JOKIa/a;

— o0o3HayvaeTcs MpobIeMHOE ToJIe, TEMAaTUYECKUE pa3iesbl JOKIaa.

2. OCHOBHOE cofepKaHue JOKIaaa:

— TMOCJEeI0BATENIbHO PACKPBHIBAIOTCS TEMAaTUYECKUE pa3Jieibl JOKIaa.

3. 3axiroueHue:

— IPUBOJISITCS. OCHOBHBIEC PE3YNIbTATHI U CYKJEHUS aBTOpA IO MOBOAY MyTeH BO3MOXKHOTO
pEUICHHs PAaCCMOTPEHHOH MPOOIIEMBI, KOTOPBIE MOTYT OBITH O()OPMIICHBI B BUJIC PCKOMCHIAITUH.

MeToauyeckue peKOMeH/IAIMHU 10 NMOJAT0TOBKE BHICTYIJIEHNS U MPe3eHTaAIUH

Brictymnenue — 310 ounnagbHoe coobIeHne, MOCBAIIEHHOE 3aJaHHON TeMe, KOTOPOe
MOJKET COJICPIKATh ONMMUCAHUE COCTOSIHHS JISN B KAaKOW-TMO0 cdepe AesITeIbHOCTH WU CUTYAIIHH,
B3IJIS1/] aBTOPA HA CUTYAIUIO WM MIPOOJIEMY, aHaJIN3 U BO3MOJKHBIE ITYTH PEIICHUS TPOOIEMBI.
Jloxitan noymkeH OBITh peACcTaBiieH B ycTHOU opme. CTpyKTypa JTOKJIa/1a BKIIFOYALT:

1. Beenenue:

— YKa3bIBACTCS TEMA W [EJTh BBICTYIUICHUS;

— 0003HayaeTcs MpoOIEMHOE MOJI€ ¥ BBOASTCS OCHOBHBIE TEPMHUHBI BHICTYIUICHHSI, & TAKKE
TEMaTUYECKHE Pa3JIeibl COACPKAHUS BBICTYILICHUS;

— HAMEYalTCS METOJAbl pEIIeHUs TMPEACTAaBICHHOW B BBICTYIJICHUH MPOOIEMBI H
MPEeJIIoJIaracMbIe Pe3yIbTaThI.

2. OCHOBHOE COJIep/KaHue:

— TIOCJIeIOBATEIIEHO PACKPBIBAIOTCS TEMATHICCKUE Pa3JIeibl BHICTYIUICHUS.

3. 3aKJro4YeHue:

— IPUBOJISITCSI OCHOBHBIC PE3YJIbTATHI M CY)KJICHHUS aBTOPA IO TIOBOY ITyTEH BO3MOYXKHOTO
pelIeHus: PACCMOTPEHHOM MPOOIEMBbI, KOTOPBIE MOTYT OBITH O(POPMIIEHBI B BUJIE PEKOMEHJAIIHIA.

TekcT BBICTYIUICHHS JOJDKCH OBITh TIOCTPOCH B COOTBETCTBHU C PETIIAMEHTOM
MPEJICTOSIIEr0 BHICTYIUICHUS: He 00Jee MATH—CEeMH MUHYT.

MeTtoauyecKkue peKOMEeHAAlNHU 110 NPOBEACHUIO IPYIIIIOBOIO0 32 JaHUA

I'pynnoBeie 3amaHust — 3TO0 MeTOJl OOy4eHHMsI, TPEOYIOUINil COBMECTHOMN AesITeNbHOCTH
oOyyaromuxcsi, Korja KaXAblii B rpymme pemaer oOIIyro 3aaaudy, oOCyXJIaeT ee M Tpymma
BBIHOCHUT efnuHoe perieHue. ['pynma cocrout u3 3-4 oOydarommxcs. Ha BeimomHeHue 3amaHus
otBoauTcs 40 MUHYT, Ha TIPECTaBICHUE PE3yIbTaTOB pabOThI Ipymnbl 0TBOAUTCS 10-12 MUHYT.

PexomeHnaanuu no noaAroToBKe K Kpyrjiomy croay:

[loaroroBka K KpyriiomMy CTOJYy HpelcTaBisieT co00il MPOEKTHUpPOBaHHE CTYIECHTOM
o0cyx/ieHus B rpymnre B (opMe TUCKYyCcCUU. B 3THX HensxX cTyIeHTy He00X0AUMO:

— CaMOCTOSTENIbHO BBIOpaTh TeMy (IIpobiieMy) Kpyrioro CToa;
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— pa3paboTaTh BOIPOCHI, MPOAYMaTh NPOOJEMHbIE CHTyalUd (C HCHOIB30BaHUEM
NEPUOANYECKOM, HAYYHOH JINTEPATYPHI, a TAKKE UHTEPHET-CANTOB);

— pa3paboTaTh IUIAH-KOHCHEKT OOCYXKICHHMS C YKa3aHHEM BpPEMEHH OOCYXICHUs,
BOIIPOCOB, BAPMAHTOB OTBETOB.

HHcTpyKnus M0 BHIOJTHEHUIO TECTOBOTO 3a/1aHUS

TectupoBanue peacTaBiseT cOO0H BBITOIHEHHE TECTOBOTO 33/1aHuUs (TECTa), COCTOSIIETO
U3 45 BOIPOCOB M BapHaHTOB OTBETOB HA HUX. BONpoCk mpenycMaTpuBaloT OAWH MPAaBUIIBHBIHI
BapuaHT oOTBeTa. Bpems mnpoxoxnenus Ttecra 50 wmuHyr. HampotuB kaxkaoro Bompoca
00YyYaIOLIMICS CTAaBUT OTMETKY (HAIIpUMEp, «TaJ0UKY» WIH «KPECTUK»). sl MPOX0XKICHUS TecTa
oOyyaromuiicss nokeH HaOparb He Oonee 50 GaymutoB. MakcumanbHbI OGayn cocrtaBisier 90
0ayuToB. 3a KaXk/IbIi TPaBUJILHBIN OTBET NpUCBaUBacTCs JBa (2) 6asia.

Ecnu oOywaromuiicss He 3HAeT MPaBHJIBHOI'O OTBETAa HA BOMPOC TECTA, OH MOXKET €ro
IPOIYCTHTB, HO B 3TOM ClIydae Oy/eT 3acYuTaH HEBEPHBII OTBET.

KoHTpoJb caMocTosATEIbHOM PadoThl 0CYHIECTBJISAETCA B PAMKAaX OIIPOCa 110 TeMaM.
I[JI?I CaMOCTOSITEIbHOM INOATOTOBKH K 3aHATUAM CTYACHTAM MNpcjiaracrcia U3Yy4YHUTb
CJIeIyIOIINE TEMBI U IOJITOTOBUTH 110 OJTHOM U3 HUX pedepart.

Bonpocs! 1J1s1 cCaMOCTOATEIbHOI0 U3YYeHUsI:
1. VmpaBneHueckas JOKyMEHTAlUs: IOHATUE, HA3HAUEHUE, 00I11as XapaKTepUCTHKA.
JIOKyMEHTUpOBaHHE YNPaBIEHYECKOH JI€ATENbHOCTH: IOHATHE, COBPEMEHHbIE
KOHUEIINH.
O61me nmpasuia 0opMIIEHUS TOKYMEHTOB.
bnaHku JOKyMEHTOB: BHJIbl, 0COOEHHOCTH OQOPMIIEHHUS.
PexBu3utel nokymenra. [Ipasuna opopmiieHus.
IIpnnanue 1OKyMEHTaM HOPUANYECKON CUIIBI.
CrpyKkTypa ynpaBiIeHYECKOI'O JOKYMEHTA.
OpranuzanvoHHbIE JOKYMEHTBHI.
PacnopsiquTenbHble JOKYMEHTHI.
0. JlokyMeHTHpOBaHHUE NEATEIHHOCTH KOJUIETHAIHHBIX OPTaHOB.
1. MudopMaioHHO-CIpaBOYHBIE TOKYMEHTHI.
12. TlpaBuia BeaeHUs CITy>KEOHOI MEPErncKy.
13. SI3bIK ¥ CTUIIB CITY’KEOHBIX JJOKYMEHTOB.
14. Opranuzanus 1 y4é€T 10KyMEHTOO000pOTa.
15. ®opmsbl perucTpaiyu JOKyMEHTOB. PerncrpalnoHHble HHAEKCHI.
16. Opranuzanus KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB.
17. TlpuzHaku 3aBe€HUS JEII.
18. Homenknarypa zien, npaBuia COCTaBJICHUS.
19. ®opmupoBaHuE TOKYMEHTOB B JIea.
20. TIpoBeneHue 3KCNEPTU3BI LIEGHHOCTH IOKYMEHTOB M 0()OpMIIEHHUE €€ pe3yJIbTaTOB.
21. TlonroroBka JOKYMEHTOB K Cllaue B apXHB OpTaHU3aINH.
22. Tlopsa0K yHUUTOXKEHUS IOKYyMEHTOB C UCTEKIIMMHU CPOKaAMH XPaHEHHUS.

N
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MeTtoanyeckre peKOMEHIAUM 110 3ALIHMTe KeiCoB:

Keiicbot — »TO mnpoOnemMHBIE CHUTYyalllH, CHENHATbHO pa3pabOTaHHbIE Ha OCHOBE
(akTHUeCKOro MaTepuaa Jjisi OLeHKH YMEHUH 1 HaBBIKOB O0yYarOIIUXCSL.
llenp Meroma NpPUMEHEHHS KEMCOB - HAy4YMTh OOYYaloIIMXCS, AaHaJIU3UpOBATH

pOOJIEMHYIO CUTYAIIMIO, BOSHUKIIYIO PH KOHKPETHOM IOJIO’KEHHUH eI, U BEIpaboTaTh Hanboee
palloHalIbHOE peUIeHHe; HaydyuTh paboTratb ¢  HHQOPMAIMOHHBIMM  HCTOYHUKAMH,
nepepadaTbIBaTh U aHAJIU3UPOBATD UX.
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Ha 3nakomcTBO M pemreHue keiica odydaroremycs otBogutcst 30 muH. OOydaromuiics
3HAKOMHTCS C MarepuaioM keiica. OcMbiciuBaeT curyaruio. Eciu HeoOXxomaumo, coOupaer
Heo0XouMyr0 UHGOpPMAIUIO M0 CUTyalluu. PaccMaTpuBaeT alnbTepHATUBBI PELICHHs TPOOIIEMBI
¥ HaXOJUT €€ BEPHOE WM ONTUMalbHOE pernieHrne. O0yJarommiics mpe3eHTUpyeT (3alluinaeT)
cBo¢ pemenue. [IpenomaBaTenb OLEHUBAET KAa4yeCTBO BBIMOJHEHUS 3aJlaHUSl MO KPUTEPUSIM:
JTUATHOCTHKY MTPOOJIEMBI, Ka4eCTBA MPEAJIOKCHUN U PEKOMEH/TAIUHN 110 PEIICHUIO Keiica, KauecTBa
U3JI0’KEHUS MaTepuana.

6.YueOHas quTepaTypa u pecypcbl HHGOPMALNHOHHO-TEJIEKOMMYHUKAINIMOHHOW CeTH
"UHTepHeT", yueOHO-MeTOAHYECKOE 00eceueHrne CaMOCTOSITeIbHOI padoThI
00y4YaKOIIHUXCS 10 TUCHHILINHE

6.1 OcHoBHasi JIuTepaTypa

1. Ky3unenos M.H. JlokyMeHTaIlmoOHHOE OOECTICUEeHUE YIIPABICHUS. JOKYMEHTOOOOPOT U
JACJIOIIPOU3BOJACTBO 3-¢ us3n., rmep. u a0Il. Y4eOHuK u MMPAaKTUKYM IJI IIPUKIIAAHOI'O 6aKanaBpHaTa
- M. WznarensctBo  IOpaiir, 2015. - 3BC "FOpaiit" https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. lllyBanoBa H.H. Opranuzanuss U TEXHOJOTHs JIOKYMEHTALIMOHHOTO OOECIeYeHHs
yIpaBiieHus. YUeOHHK U MPaKTHKYM JUIsl akafgeMudeckoro OakanaBpuara / [llysanosa H.H., - M.:
UsnarensctBo FOpaiit, 2018. - DBC "IOpaiit" https://biblio-online.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413824

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

6.2. lonoIHUTeIbLHAS JUTEpaTypa:

1. lokymeHTOBeeHUE: YUeOHHK Ul CTYACHTOB YYPEXKICHHUI BhICIIEro oOpa3zoBaHus /
M.B. Jlapun, E.A. [Tnemkesuu, B.®. fukoas, B.C. Munranes, E.B. Tepeutnsena, M.JI. I'aBnum,;
MoJ pel. -pa UCT. Hayk, nmpod. M.B. Jlapuna. M.: U3narensckuit neHtp «Axagemusi», 2016. —
320 c. — 800 k3.

2. Ky3uenos W.H. JlenoBoe nuceMo : yuebHO-cripaBoyHoe nocobue. - M. : Jlamxkos u K,
2012 - 288 c.

3. Henonpowussosctso / mox pea.: I.K. Kopueesa, B.A. Kynpsesa - M. : Ilpocnekr, 2011.
-479 c.

4. JlokyMeHTOBeleHHEe. YUeOHMK M TPAKTHKyM A akaJeMHuecKoro OakanaBpuara /
Hoponuna JI.A. - OtB. pea. - M.: U3parensctBo FOpaiit, 2015. - 3BC "lOpaiit" http://www.biblio-
online.ru/thematic/?id=urait.content. SAED6A08-1A40-4245-9965-A93821931223&type=c_pub

5. Paznopoxwnsiii, A. A. JIOKyMeHTUpOBAaHNE YIPABJICHUECKOU NMEATETLHOCTH : y4eOHOE
nocobue: momymeHo CoBetoM YMO By30B Poccum... mo cmenuambHOCTH "MeEHEIKMEHT
opranmsaruu'. - M. : UHOPA-M, 2011. - 302 c.

6.3. Y4yeOHO-MeTOqHYECKOE 0O0ecIIedeHHe CaMOCTOATEIbHOM padoThl.

1. Mopenb MO3UIIMOHHOTO 00Y4YEHHUs CTYICHTOB [ DJIEKTPOHHBIN PECYpC]: TEOPETHUECKIE
OCHOBBI 1 MeTouueckue pekomenaanuu/ U.b. Ilusa [u 1p.].- DneKTpoH. TEKCTOBbIE JaHHbIE.—
M.: MockoBckHli TOpOJCKO# menarornvecknii yHuBepcuter, 2012.- 152 c.- Pexxum nmocryma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 35C «IPRbooks»

2. OOpa3oBarenbHbIe WHHOBAIlMM W TPAKTUKUA Kapbepbl : COOPHHK METOIUYECKUX
matepuainoB u crareit / PAHXul'C npu Ilpesunenre PO. - M. : Jleno, 2015. - 192 c.
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http://www.sciencedirect.com/science/article/pii/S0747563214007407
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html

3. Ilcuxonorus anantanuu U counanbHas cpeaa. CoBpeMeHHbIE TOX0/IbI, TPOOIEMBI,
nepcnekTHBH [ DnekTpoHHbli pecype]/ JI.I'. Jlukas [u ap.].- DneKTpoH. TEKCTOBbIE AaHHBIE.- M.:
ITep C», 2007.- 624 c.- Pexxum ocTyma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 35C «IPRbooks»

4. CouunanbHO-TICUXOJIOTHYECKUE aceKThl ((OPMUPOBAHUSI KYIbTYPHI
camooOyyJaronieiics opranuzaiuu / A. 5. Hukomaes [u ap.] // Borpockl ncuxomnoruu. - 2014. -
Ne 6. - C. 44-52.

6.4. HopmaTuBHbI€ NIPABOBbIe JOKYMEHTbI

1. Kouncrurynus Poccuiickoit ®denepanuu (mpuHATa BCEHAPOIHBIM T'OJIOCOBAHUEM
12.12.1993) (c yuérom nonpaBok, BHecEHHBIX 3akoHamu P® o nonpaskax k Koncrutyuuu PO ot
30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-OK3, ot 21.07.2014 Ne 11-
®K3) // Cobpanue 3akononarenbctBa PD. 2014, Ne 31, cr. 4398.

2. VYxka3 Ilpesunenrta Poccuiickoit @eneparuu ot 07.05.2012 Ne 601 «O06 oCHOBHBIX
HaIpaBJICHUSX COBEPIIEHCTBOBAHUS CUCTEMBI TOCYIAPCTBEHHOTO YIIPABICHHS.

3. ®epepanbHbIii 3aK0H OT 26.12.1995 Ne 208-D3 «O0 aknuoHEpHBIX 00ImEecTBax» (C
u3M. Ha 19.07.2018)

4. @enepanpubiii 3akoH PO ot 02.05.2006 Ne 59-®3 «O mopsake paccMOTPEHHUS
obparmenuit rpaxxaan POy (pempakuus nevicts. ¢ 01.01. 2011).

5. ®enepanbublii 3akoH PO o1 29.07.2004 Ne 98-D3 «O xommMepueckoii TaiiHe» (C U3M.
Ha 11.07.2011).

6. Denepanphbiii 3ak0H oT 27.07.2010 Ne 210-®3 «O06 opraHu3anuu MpeaoCTaBICHHUS
roCy/1apCTBEHHBIX U MYHUIIMNAIBHBIX ycayr» (¢ u3M. Ha 19.07.2018).

7. Tlocranosnenwue [IpaButennpcTBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
yrBepxkaeHnn [IpaBun nemonponsBoacTBa B penepaibHbIX OpraHax UCTIONHUTEFHON BIACTHY (C
u3M. Ha 26.04.2016).

8. [IIpuka3z PocapxmBa ot 23.12.2009 Ne76 «OO06 yrBepxkaeHuH MeTOAMYECKIX
peKoMeHIaluii 1Mo pa3paboTKke MHCTPYKIMMA MO JAEJIONPOU3BOJACTBY B (eAepalbHBIX OpraHax
WCITOJTHUTEIIBHON BIIACTH.

9. Tlocranosnenue [IpaBurenscrBa Poccuiickoit deneparmu or 27.12.1995 Ne 1268 «O6
VIIOPSI0YCHUH H3TOTOBJICHUS, UCTIONB30BAHUS, XPAaHCHHS M YHUUITOXKCHHSI TICUaTeil M OJTaHKOB C
Bocmpou3BeaeHueM ['ocynapctsennoro repba Poccuiickoit @enepanum» (c u3m. Ha 17.03.2018).

10. IMocranoBinenne Muntpyna Poccun ot 26.03.2002 Ne 23 «OO6 yTBepKIE€HUH HOPM
BpeMEHH Ha paboThl MO JOKYMEHTAllMOHHOMY OOECHEYEeHHIO YIPABICHUYECKUX CTPYKTYP
(benepanbHBIX OPraHOB HCIOTHUTEIHHON BIIACTH.

11. ITocranosnenue [IpaBurtensctBa Poccuiickoit @enepannn ot 13.08.1997 Ne 1009 «O6
yTBepxkAcHUH [IpaBWiI TIOATOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB (elIepalibHBIX OpPraHOB
UCTIOJIHUTENILHOW BIACTH U UX FOCYJapCTBEHHOM peructpanum» (¢ u3M. Ha 25.09.2018)

12. ®enepanbHbIi  KOHCTHUTYNHOHHBIM 3akoH oT  25.12.2000 Ne2-®K3 «O
TocynmapctBenHoM repoe Poccuiickoit @eneparuny» (¢ u3m. Ha 20.12.2017).

13. Pacnopspkenne Anmuauctpanuu Ilpesnnenra Poccmiickoit @denepannu u Anmapara
[TpaButensctBa Poccuiickoit ®enepanuu ot 16.07.2008 Ne 943/788 «O HamucaHWUU MOJHBIX U
COKpAIIEHHBIX HANMEHOBAHHH (heZiepaIbHBIX OPTaHOB MCTIOIHUTEITLHON BIIACTH.

14. ®epepanbubiii 3ak0oH PO ot 01.06.2005 Ne 53-@3 «O rocymnapCTBEHHOM SI3bIKE
Poccutickoit ®enepamum» (¢ u3m. Ha 05.05.2014).

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

16. Ilpuka3 MunucTepcTBa 0Opa3zoBanus u Hayku Poccuiickoit @enepammu ot 08.06.2009
Ne 195 «O06 yTBepkIeHUHU CIUCKA TPAMMATHK, CIIOBapel U CIIPaBOYHUKOB, COJIEPIKALUX HOPMBI
COBPEMEHHOTO PYCCKOTO JIUTEPATypHOTO S3bIKa TIPH €ro FKCIOJIb30BAaHHH B KadyecTBE
roCyIapCcTBEHHOrO s3blka Poccuiickon denepaunmny.

17. YHudukamnus TeKCTOB yIpaBIeHYECKUX JOKYMEHTOB. MeToinyecKkrue peKOMeH 1aluu.
— M.: I'naBapxus CCCP, 1982.
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18. ®denepanbhbiii 3akoH 0T 29.06.2015 Ne 162-®3 «O cranmaptuzanuu B Poccuiickoii
Oenepauuny» (B pea. ot 03.07.2016).

19. TOCT P 7.0.97-2016 «Cuctema cranmapToB 1o wHGOpMAIMH, OUOIMOTEYHOMY U
u3garenabckoMy Jeny. OpraHu3alMOHHO-PAcOpSIUTeNbHass JOKyMeHTanusi. TpeGoBaHus K
oopMIIeHHIO JOKYMEHTOB» (yTB. mpukazoM @PenepaabHOro areHTCTBa IO TEXHUYECKOMY
perynupoBanuto u merposioruu ot 08.12.2016 Ne 2004-cr).

20. TOCT P UCO 15489-1-2007 «CHUBUJ. VYnupanernue moxkymeHtamu. OOmme
TpeboBanus» (yrB. Ilpukazom PenepanibHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIMpOBaHUIO U
merposoruu ot 12.03.2007 Ne 28-cr).

21. TOCT P UCO 23081-1-2008 «CHUBU]. VYmupaBinenue gokyMeHTamu. [Iporiecchl
ylpaBJIeHUs] JTOKyMeHTaMu. MetaznaHHble uis AoKyMeHToB» (yTB. Ilpukasom denepanbHoro
areHTCTBA 10 TEXHUUECKOMY PEryJlnpoBaHuio U MeTposoruu ot 13.11.2008 Ne 310-cT).

22. TOCT P 7.0.8-2013 «Cucrema craHgapTtoB 1o uHdopmaiuu, OHOIUOTECUHOMY H
U37aTeIbCKOMY Jiey. JeIonpon3BoACTBO M apXUBHOE AeN0. TepMUHBI U OmpeaesieHus» (yTB.
[Tpuka3om @PeneparabHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIMPOBAaHHIO U METPOJOTHH OT
17.10.2013 Ne 1185-cT).

23. Oenepanpublii 3akoH PO ot 22.10.2004 Ne 125-®3 «0O06 apxuBHOM Jiejlie B
Poccuiickoit ®eneparmn» (¢ u3m. Ha 27.07. 2010)

24. OcHOBHBbIE MpaBuja pabOTHl ApXUBOB OpraHU3aIHi (0A00PEHBI pEelIeHHEM KOJUIETHU
Pocapxusa 06.02.2002) / Pocapxus, BHUUJIA/I. M., 2002. - 152 c..

25. TIucemo Pocapxusa ot 02.03.2006 Ne 2/407-K «O6 MH(popMarmoHHO-CIIPaBOYHOM
cucteme apxuHoit orpaciu (MCCAO)»

26. IIpuxa3z Munkynstypsl Poccun ot 25.08.2010 Ne 558 «O6 yrBepxxaenun Ilepeuns
TUTIOBBIX YIPABJICHYECKUX APXUBHBIX JOKYMEHTOB, 00pa3ylOIMXCs B MPOILECCE ACATEIbHOCTU
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPAaBJIEHUS M OpraHMU3alui, ¢ yKazaHHUEM
cpokoB xpaneHus» (¢ u3m. Ha 16.02.2016).

27. Ilpuxa3z MunkynabsTypsl Poccun ot 31.07.2007 Ne 1182 «O6 yrBepxkaenuu Ilepeuns
TUIIOBBIX apXUBHBIX JIOKYyMEHTOB, 00pa3yOIMXCsl B HAYYHO-TEXHUYECKON U MTPOU3BOICTBEHHOM
JIeSITeIbHOCTH OpTaHU3alluii, ¢ YKa3aHuEeM CPOKOB XpaHeHus» (¢ u3M. Ha 28.04.2011).

28. TMucemo PocapxuBa ot 07.04.2003 Ne 6/464-x «O TPHUCBOCHUH TEMATHUYECKOMY
komIuiekTy «HMHpopmanroHHo-cipaBoyHast cucrema apxuBHOM otpaciun (MCCAO)» cratyca
«o¢unmanbHo 0a3bl JaHHBIX DenepanbHON apXUBHON ci1yxkO0bl Poccuny.

29. TlocranoBnenue denepanbHOW KOMUCCHU IO PHIHKY LIeHHBIX Oymar ot 16.07.2003
Ne 03-33/mc «O6 ytBepxkaernnn IlomokeHHs O TOpPSAIKE M CPOKAX XPaHEHHUS JIOKyMEHTOB
AKIIMOHEPHBIX OOILECTB»

30. ®enepanbubIii 3ak0H 0T 27.07.2006 Ne 149-03 «O6 nnpopmanmu, THPOPMATMOHHBIX
TEXHOJIOTHSX ¥ 0 3aiure nHpopmarum» (¢ usm. Ha 19.07.2018).

31. ®enepanbubiii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 2MEKTPOHHON TOIITUCHY (C U3M.
Ha 23.06.2016).

32. Tocranosnenwne [IpaBurtenscTBa Poccuiickoit deneparmm ot 09.02.2012 Ne 111 «O6
AJIEKTPOHHOM TMOJAMUCH, MCIIOJIB3YEMOM oOpraHaMu HUCIHOJIHHUTENBHOW BIACTH W OpraHaMu
MECTHOTO CaMOYIIPABIICHUS MIPH OPTaHU3AIMH AJIEKTPOHHOTO B3aUMOJICHCTBUS MEXIy COOOH, O
nopsiike e€ HCIONIb30BaHMs, a Takke 00 YCTaHOBIEHMM TpeOOBaHUM K 0OecredyeHuto
COBMECTHMOCTH CPEJICTB JIEKTPOHHOU TIOJITHCH .

33. TOCT P 53898-2010 Cuctemsl 31IeKTPOHHOTO TOKyMeHTO0O0poTa. B3aumonelictBue
CUCTEM YIpaBJeHUs TOKyMeHTaMu. TpeboBaHus K 3JeKTPOHHOMY coobuieHus. (yTB. [Ipukazom
@denepalIbHOTO areHTCTBA M0 TEXHUYECKOMY PEryJIMpOBaHUI0 W Merposnoruu ot 26.10.2010
Ne 327-cT).

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

35. Tlocranosnenue [IpaBurenscrBa Poccuiickoit @eneparuu ot 08.09.2010 Ne 697 «O
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€IMHOM CHCTeME MEKBEIOMCTBEHHOTO JIEKTPOHHOTO B3auMoaecTBus» (¢ n3M. Ha 30.06.2018).

36. ITocranosnenue [IpaBurtenscTBa Poccuiickoit deneparyu ot 22.09.2009 Ne 754 «O6
yrBepxkaeHuH [lonoxkeHust o cucteme MeXBEIOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTOO00pOTa»
(c u3m. Ha 17.10.2017).

37. Pacniopsuxenue [IpaBurensctBa Poccutickoii @eneparuu ot 12.02.2011 Ne 176-p «O6
YTBEPKACHHUH TJIAHA MEPOTIPHUSITHIA 110 TIEPeX01y GeIepaTbHBIX OPTaHOB UCIIOTHUTEIILHOM BIaCTH
Ha 0e30yMaKkHbII TOKYMEHTOOOOPOT MpU OPraHU3alMK BHYTPEHHEH JAeITeTbHOCTH.

38. IIpuxa3z Munkomcszu Poccun ot 02.09.2011 Ne 221 «O06 yTBepkaeHuu TpeOboBaHUN
K UHGOPMAIMOHHBIM CHUCTEMaM »3JIEKTPOHHOTO JOKYMEHTOO00OpOoTa (QelepaibHbIX OpraHoB
WCTIOJTHUTEIILHOH BJIACTH, YYUTHIBAIONINX B TOM YHCIIE HEOOXOUMOCTh 00pabOTKH OCPEICTBOM
JAHHBIX CUCTEM CIIy>)keOHOM MH(pOpMalK OTPaHUUYEHHOTO PACIIPOCTPAHEHUS.

39. Ipuka3 PocapxuBa oT 29.04.2011 Ne32 «O06 yrBepxnaenuu PexkomeHnmamuii mo
MOJArOTOBKE (efepalbHbIMU OpraHaMU BJIACTU MEpPEYHEN JOKYMEHTOB, CO3JaHME, XPaHCHHE U
UCIIOJIb30BaHNE KOTOPBIX JIOJKHO OCYIIECTBIATHCS B (DOpPME SIEKTPOHHBIX JIOKYMEHTOB IPHU
OpraHu3ali BHYTPEHHEU JeSTEIbHOCTH.

40. TlpaBuna oKa3aHUs yCIyr TIOYTOBOW CBSI3H, YTBEPKIEHHBIC ITOCTAHOBJICHHECM
[TpaButenscTBa Poccuiickoit deneparuu ot 15.04. 2005 Ne 221.

41. IlpaBuna oxkazaHus YCIyr TeserpadHON CBsI3U, YTBEPXKAEHHBIE IIOCTAHOBJIEHUEM
[TpaBurtenscTBa Poccuiickoit deneparuu ot 15.04. 2005 Ne 222.

6.5. UnTepHeT-pecypcsbl

1. Odunmansusiii caiit ®enepanpbHoro apxuBHoro arenrcTsa (Pocapxupa) —
http://archives.ru/

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

3.  OdunmaneHelii caliT Beepoccuiickoro Hay4HO-MCClIe0BaTEILCKOTO HHCTUTYTA
JOKyMeHTOBeieHus U apxuBHoro aena (BHUUA) — www.vniidad.ru

4. Tunpaus Yupapnstomux JJokymeHnTamnuei — Www.gdm.ru

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

6. Ilopran «PRO-genonpousBoactBo: KypHan nist pykoBoauteneit cinyx6 10V u
CeKperapei Bcex ypoBHei» — Www.sekretariat.ru

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

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

9. CaiiT Mo KaJpoBOMY JIEIOMPOU3BOICTBY — WWW.Pro-personal.ru

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

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

12. Cucrema 31eKkTpoHHOTO JOKyMeHTooOOopoTa DocsVision — https://docsvision.com/

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

14. Cuctema 31eKTpOHHOTO T0KyMeHTooOopoTa «/IEJIO» — Www.eo0s.ru

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

6.6. UHuble HCTOYHUKH

1. beixoBa T.A. O HEKOTOpPBIX MpobIeMax cepsl ypaBIeHHsI JOKYMEHTaMH B
Poccutickoit ®enepanuu // Bectauk PITY. Cepust: [lokymeHTOBEICHHE B apXUBOBE/ICHNE.
WNudopmaruka. 3amura nHpopmaruu u nHGopmarmonHas 6ezonacHocts. 2014. Ne 2 (124). C.
40-45. - DBC elibrary http://elibrary.ru/item.asp?id=21653208

36


http://archives.ru/
http://statearchive.ru/
http://www.vniidad.ru/
http://www.gdm.ru/
http://rusarchives.ru/
http://www.sekretariat.ru/
http://www.profiz.ru/sr/
http://www.docflow.ru/
http://www.pro-personal.ru/
https://ecm-journal.ru/
http://rusrim.blogspot.com/
https://docsvision.com/
http://www.directum.ru/
http://www.eos.ru/
https://www.archives.gov/preservation/electronic-records.html
http://elibrary.ru/item.asp?id=21653208

2. JHenonpousBozactro / mox pexn.: UK. KopueeBa, B.A. Kyapsiea - M. : [Ipocnexr,
2011. - 479 c.

3. TlouckoBas cucrema WWW.yandex.ru

4. HudopmannonHo-crpaBouHas cucrema «Texakcnepr» Www.cntd.ru

5. CnpaBouHo-npaBoBas cuctemMa «KoHCYIbTaHT MIF0C» WWW.consultant.ru

6. CnpaBouHo-mpaBoBas cucrema «I apant» Www.garant.ru

7. MatepHajJbHO-TeXHHYecKasi 6a3a, ”HPOPMAIMOHHBIE TEXHOJIOTHH, IPOrPAMMHOE
o0ecneyeHue U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

Jlns mpoBeneHHsl 3aHATUH 10 JAUCIUILUINHE HEOOXOAMMO CJEIyIoIee MaTepHalbHO-
TEXHHYECKOE oOecrieueHue: yueOHbIC ayIUTOPUU JJIsl MPOBEICHHS 3aHSATUH JICKIMOHHOTO W
CEMHHAPCKOTO THIA, TPYIIOBBIX M WHIAWBHIYaJTbHBIX KOHCYJIBTAIUH, TEKYIIET0 KOHTPOJS U
HPOMEKYTOYHOM aTTeCTAIMH, IIOMEIICHHS U1l CAMOCTOSITEIIBHOM PabOTHI.

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

WudpopmanimoHHbIE CIIPAaBOYHBIE CUCTEMBI:

— Hayunas oubmmorexa PAHXul'C http:/lib.ranepa.ru/;

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

— HanunonanbHas snekTpoHHas OMOIMOTEKa WWW.NNS.1u;

— Poccuiickas rocynapcrBeHHas 6ubanoreka www.rsl.ru;

— Poccuiickas HammoHalIbHasg OMOIMOTEKAa WWW.NNIr.ru;

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

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

DnextpoHHo-6uGMoTedHas cuctema FOPAMT http://www.biblio-online.ru/.
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