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1. Hepeqeﬂb IJIAHUPYEMBIX pE3yJIbTaTOB oﬁyqe}mﬂ o TMCHUIIVIMHE , COOTHECCHHBIX C
IVIAHUPYEMBIMHU PE3yJbTaTaMH OCBOCHUS IIPOIrPaMMbI

1.1

Hucummuaa b1.5.21  JlokymMeHTalmoHHOEe OOEcleYeHne | JICJONPOU3BOJICTBO B

roCyJapCTBEHHOM M MYHUIIMIIAJLHOM YIIPABJIECHUU OOECIEUYMBACT OBJIAJICHUE CIEAYIOLUIUMU
KOMIETEHITUSIMU C YYE€TOM dTana.

Kon Haumenosanne Kox HaumenoBanue JTara
KOMITETEHITUHN | KOMITCTCHITUT JTama OCBOCHHMS KOMIICTCHITUN
OCBOCHUS
KOMITCTCHITUU

OIIK-4 Crnocobnocth  ocymectBisitTh | OITK-4.2 CriocoOHOCTh OCYLIECTBIISTH
JIEJIOBOE oOreHne u JIeJIOBOE oOImIeHue,
MyOMMYHBIC  BBICTYIUICHHSI, MyONMYHBIC  BBICTYIUICHUS,
BECTH MIEPErOBOPHI, BECTH NIEPETOBOPHI,
COBEIIAHMS,  OCYIIECTBIISATh COBEIIaHMUS.
JIETIOBYI0  TIEPETHCKY U
MOJIJIEP)KUBATh  JICKTPOHHBIE
KOMMYHHKAITIH

OIIK-6 CriocoOHOCTH pemars | OIIK-6.3 CrnocoOHOCTD MIPUMEHSTh
CTaHJApTHHIE 3aa9u OCHOBBI MH()OPMAIIMOHHOW U
npodeccroHalIbHOM oubnuorpaduueckoit
NEeITeTbHOCTH  Ha  OCHOBE KYJIBTYpPbI, WH()OPMAIMOHHO-
nH()OPMAITHOHHON " KOMMYHHKAITHOHHBIX
oubmmorpaduaeckoit TEXHOJIOTHH Il PEIICHUS
KYIbTYpbl C HpPUMEHEHHUEM 3aja4  npodeccuoHaNbHON
nH(}OPMAaLIMOHHO- JeSITEIbBHOCTH
KOMMYHHKAI[MOHHBIX
TEXHOJOTMH M €  Y4YETOM
OCHOBHBIX TpeboBaHM
uH(}OpMaITMOHHOM
0€30MacHOCTH

1.2 B pe3ynbTate OCBOCHHS TUCIUIUIMHBI Y CTYACHTOB JOJHKHBI ObITh CPOPMUPOBAHBI:

OTD/TD Kon JTamna PesynbraThl 00ydeHus
(npu HANTUYUU OCBOCHHS
npodcrangapra)/ KOMIICTCHITUN
TPYIOBBIE UITH
npodeccuoHanbHbIE
JEUCTBUSA
OIIK-4.2 HA YpOBHE 3HAHMIA:
BHATH TPEOOBAHUS K CIIY’)KEOHOMY TTOBE/ICHUIO
HAa YPOBHE YMEHMI:
OLICHUBATh MOCJEJICTBHs HECOOMIOACHUsI TpeOOBaHUN
K SI3BIKY CJIY’)KEOHOTO JOKYMEHTa
HA YPOBHE HABBIKOB:
BJIa/I€Th HABBIKAMHU YCTHOW JIENIOBOM peun
OIIK-6.3 HA YPOBHE 3HAHWI:
3HaTh OCHOBHBIE TPeOOBaHMs UH(OPMAIIHOHHOMN
0€3011aCHOCTH
HAa YPOBHE YMEHHH:
OTIPEICNIATh BUJIBI KOHTPOJISI HCTIOTHEHUS
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JIOKYMEHTOB U MTIOPYYECHHUI B CUCTEME
rOCY/IapCTBEHHOW Y MYHHIMITAJIBHOW BJIACTH

HA YPOBHE HABBIKOB:
BJIAJICTh HaBbIKaMH PabOThI ¢ COBPEMEHHBIMU
TUTIOBBIMH TTAKETAMU NPUKIAIHBIX TporpamMm (MS
Excel, MS Word u MS Access), obecriedyrBarommx
HMIMPOKHE BO3MOKHOCTH 00pabOTKM HHPOPMALIUU

2. O6bem 1 MecTO JUCHUILINHBI B cTpykType OI1 BO

O0beM THCHMILINHBI
Oo6mas tpynmoemkocts b1.5.21 JlokymMeHTanIMOHHOE OOECIIeUeHUE U JISITOIPOU3BOJICTBO B
TOCYyJapCTBEHHOM M MYHHIIMIIATHHOM YIIPABICHWU COCTaBsieT 3 3au€THple eauHuipl, 108
9acoB.
KonmnyectBo akageMHWYeCKHX YacoB, BBIICIICHHBIX Ha KOHTaKTHYIO paboty ¢
npernojgaBaTesieM (10 BUJaM y4eOHbIX 3aHATUIN) U HA CAMOCTOSATEIbHYIO pad0Ty 00ydaroluxcs:
ouHas (opma oOyyeHus:
- nexuyy — 16 a.4.,
- IPaKTHYECKUE 3aHATUS — 32 a.4.,
- caMocTosATeabHas padora — 60 4.
- kKoHTpoJb — 0 4.

Mecto aucuunminunbl B crpykrype OII BO
Huctunmuaa  b1.6.21  JlokymeHTanmmoHHOE oOecreueHne | ACJONPOU3BOJICTBO B
rOCyIapCTBEHHOM U MYHMIIMIIAJIbHOM YIPABICHUHM OTHOCHUTCA K 00s3aTelbHBIM JUCUUIUIMHAM
broka 1. «OO0s3aTenpHas 4acThb» W B COOTBETCTBHHM C YUE€OHBIM IJTAHOM OCBaWBaeTcs B 3
ceMecTpe O9HOU (HhOpPMBI OOyUCHUS.

B coxepxarensHoMm mmane aucuumuiiHa onwmpaercs Ha b1.5.09 HWudopmanmonnsie
TexHoJIoruu B yrpasiiennn (1 u 2 cemectp ounoit hopmsr), 51.5.20 [lenoBsie koMMmyHUKamuu (2
cemectp ouHoi Gopmel), 52.5.01(Y) IlpakTuka mo mosydeHUI0 NEPBUYHBIX MPOHECCHOHATBHBIX
YMEHHUI U HABBIKOB, B TOM YHCIJI€ IEPBUYHBIX YMEHUH U HABBHIKOB HAYYHO-HCCIIEI0BATEIHCKOM
JeATEeIIbHOCTH (2 cemecTp).

JIOCTIKEHHE TUIAHUPYEMBIX PE3YJIbTaTOB OOydeHUs CIOyKuUT ocHoBou mis b1.b.16
[IpuHsATHE U UCTIOTHEHHUE YIIPABICHUYECKUX pelieHui (6 ceMecTp O9HOU (hOPMBI).

®dopma MPOMeKyTOYHOU aTTeCTallMi B COOTBETCTBUU C YUEOHBIM IIJIAHOM — 3a4eT.

3. Coaep:kaHue U CTPYKTYPA AMCHHUILINHBI
Ounas popma 0dyuenusn

O0beM JUCHHUILJIMHBI , Yac.
®DopMa TeKylIero
Ne HaunMenoBaHnue K%%Tiﬁgiazggf (;Ta KOHTPOJI
o Tew/pasienos Bcero . yHarou Cp ycnesaemoctH,
pemnonaBaTtejieM M0 BHIaM TIPOMEKYTOUHOI
Y4eOHBIX 3aHATHH arTecTaluu
J JP | I3 | KCP
1 [Ipenmer, conepxanue u 8 2 2 4 O.T
38749l JUCIUTIINHEI ’
2 OCHOBHBIE CBOIMCTBA, 8 2 2 4
(YHKUMY 1 TPU3HAKH O, T
JIOKYMEHTa
3 OO6mmume HopMBI U TpaBuaa | 12 2 4 6 T 13
ohopmieHus ’




YIIPABJIICHYCCKUX
JOKYMCHTOB

4 Cucrema 12 2 2 8
OpraHu3alrOHHO-
pacnopsauTenbHON
JIOKYMEHTAaIu1

O, T,K-3

5 JlokyMeHTalmoHHOE 10 2 2 6
obecrieueHne
KOJIJISTHAIbHBIX OpPraHOB
yIIpaBJICHHS,
OpraHHu3alMs COBEIIAHUH,
KOH(epeHIni, COOpaHuit

0, K-3

6 Cucrema cripaBo4HO- 9 4 5
WHPOPMAITMOHHOH U
AHAJIUTUYECKOU
JIOKyMEHTaIlU!

7 CoBpeMeHHOE JIeJTI0BOe 6 2 4
IINCBMO

8 Cocrasienue u 5 2 3
odopmieHme

ZIOKyMeHTaHI/II/I 110
JINYHOMY COCTaBY

9 Opraau3anus u 12 2 4 6
TEXHOJIOTHUS pabOTHI C 0, KC
JIOKyMEHTaMHU

10 | Opranwusaius 10 2 2 6
3JICKTPOHHOTO O,B
JIOKYMEHT0000pOoTa

11 | Opranusaiius XxpaHeHHs 12 2 4 6
JIOKyMEHTOB U
obecrieueHne ux
COXPaHHOCTH.

12 | Jlenonpou3BoOACTBO 1O 4 2 2
YCTHBIM ¥ MUCHhbMEHHBIM
oOparieHusIM TpakIaH B
OpraHU3aIHIO

IIpomexyTouHasi aTTeCTALUS 3a4€T

Beero 108 [16 |  [32 | | 60

Tpumeuanue: opmol mexyuwezo konmpons ycnesaemocmu: onpoc (0), evicmynnenue (B), mecmuposanue (T), ketic-3adanue (K-
3), epynnosoe 3adanue (I'3), kpyenviti cmon (KC).

Conep:xanue TUCHUNIMHBI

Tema 1. [IpeameT, coep:kaHue H 321a4H U CHUTITHHBI

«JlokymeHTanmoHHoe obecreueHre W JAETOMPOM3BOACTBO B TOCYJAapCTBEHHOM U
MYHHIIMIIATIFHOM YIIpaBJICHHUI» Kak yueOHas aucuurinHa. Lens u 3a1aun AUCIUTITHBL.

Ponp moxymeHTta u uH@oOpMalMu B KU3HM uYeroBeka U obmectBa. JJokyMeHTH B cdepe
IpaB U ynpasieHUud. JJOKyMEHT KaK MHCTPYMEHT YIIpaBJIeHUsA. BIusHUE HAay4YHO-TEXHUYECKOTO
nporpecca Ha pa3Butue JokymeHTa. COBpeMeHHBIe BUJIbI U TPEOOBAHUS K TOKYMEHTAM.

OcHOBHBIE TIOHATUS U ONpENENCHUS: JOKYMEHT (ero cBoiictBa U (YHKIIHH),
JeTOTIPOU3BOACTBO (IIENH, 33a4U U TIPUHIIUIIBI), TOKYMEHTOBEACHHE, TOKYyMEHTO000pOoT. Buibt
JOKYMEHTOB M WX Kiaccuukanus. YHUDUKAIMS ¥ CTaHJApTU3ALUS YIIPABICHUECKUX
JIOKYMEHTOB.

HopmaruBnas 06a3a JOKYMEHTAIIMOHHOTO OOECIeYeHHsI YIpaBieHUS U €€ YpPOBHH
(3aKOHOJAaTENbHBIE  AKThl, IMOJ3aKOHHBIE HOPMATHBHO-TIPABOBBIE  AKThl, HOPMAaTHBHO-
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METOIUYECKUE JOKYMEHTHI) B OpraHU3allsIX U B OpraHax rocyJapCTBEHHOMN BJIAacTH U OopraHax
MECTHOTO  caMoymnpaBiieHus.  l'ocymapcTBeHHble M OTpacieBble  CTAHIApThl  Ha
YHU(DUIIUPOBAHHBIE CUCTEMbI IOKYMEHTAIUH.

Jluteparypa: MoHOTrpaduu, MEPUOINIECKUE, CTIPABOYHBIC H METOJMUECKUE U3/IaHUSL.

Tema 2. OcHOBHbBIE CBOHCTBA, QYHKIHMHM M MPU3HAKH TOKYMEHTA

CooTHolleHHEe NOHATUH «WHpOpPMaLUA» U «IOKyMeHT». CBsA3b uHOpMaLUU U
noKyMmeHTa. Poiib nH(GOpManny B COIMATIBHBIX M SKOHOMUYECKUX mporeccax. MHpopmanms kak
OCHOBA IPUHATUS YIpaBJIE€HYECKOro peweHus. Ponb mHpOpManuum B aBTOMAaTU3HPOBAHHBIX
CUCTEMAX.

Bo3HuKkHOBEHHE JTOKyMEHTa, €ro 3HaueHue. TpaHchopMamus MOHATHS <«JOKYMEHT.
Omnpenenenne TOKyMEHTa B rOCyAapCTBEHHBIX cTaHaapTax. CBoiicTBa M (DYHKIMM JOKYMEHTA.
ConuanbHplii, MpaBOBOW U MCTOPUYECKUN XapakTep JokyMeHTa. IlloHstue opurunana.
YMHOKEHHbIE OpUTHHajiAbl. YEepHOBUKM U OENOBUKHM TEKCTOBBIX JOKYMEHTOB. ABTOrpadsl.
Penakiuu. Ilonstue «nomMHHUK». OCHOBHBIE NpPHU3HAKU NOJUIMHHMKA. [lomnuHHBIE W
MOJJIOKHBIE TOKyMEHTHl. Bunpl ganbcudukanuu noxkymeHToB. DanbcuuKanus colepiKaHusl.
Nurtepnionsius. @anbcuduxaius cocraBa yaoCTOBepeHHs, Oyianka. Ouiurpanu (OyMakHbIE
BOJIsIHbIE 3HAKM). [TeuaTn.

[Tonarne «xomms». Hcropuueckoe pa3zBuTHE KONMWA. Buabl komui, ompenenseMbIx
crocoboM ux BocnpousBeAeHus. Komuu, pasnmmyaemble Mo crnoco0y HX YIOCTOBEPEHUS.
[lonaTe W WCTOPUYECKUN XapaKTep CIOCOO0B IOKYMEHTUPOBAHHS. 3BYKOBas pedb, €&
BO3MOHOCTH U HEIOCTaTKH B 3aKpeIuleHHH U nepenade umHpopmauuu. Passutne rpaduku
pycckoro ucbma. Crkopomnuck. CteHorpadusi.

[IpumeHeHne TEKCTOBOTO JOKYMEHTHUPOBaHUs. TexHuueckoe JokyMeHTupoBanue. Poto-,
KHHO-, ¢oHo-, TENEeIOKYMEHTUPOBAHNUE. H3roroBnenue MAaIllMHOYUTAEMBIX u
YEJIOBEKOMAIIMHOYUTAEMBIX JTOKYMEHTOB. MaTtepuansl Al TEXHHYECKOTO NTOKYMEHTHUPOBAHMSL.
MamuHHble HOocuTenu HMH(popMmanuu. BrnusHue HocuTens mHboOpMaluu Ha JOJITOBEYHOCTh U
CTOMMOCTb IOKyMEHTA.

Tema 3. O61He HOPMBI U TIpaBuJIa 0QopMIIeHHs YIIPABJIEHYECKUX IOKYMEHTOB

[Tonsitre «pekBU3UT». [loCTOSHHBIC M TIEpEeMEHHBbIC PEKBH3HUTHI. [loHSATHE «hOPMYIISp
nokyMeHTay. OCcOOCHHOCTH (POPMYIISIPOB JOKYMEHTOB, IMOJIYYCHHBIX Pa3IMYHBIMH CIIOCOOaAMHU
JOKYMEHTUPOBaHUS. MHIMBHIyadbHBIH W THUIOBOW GopMyiasp AokymeHTa. Dopmymsap —
oOpaserr.

Bompockl  IOKyMEHTHPOBAaHHs, COCTaBJIICHUS M  O(OPMJICHHS JIOKyMEHTOB B
3aKOHOJATENbHBIX W HOPMATHUBHBIX aKTaX. YHUUKalUsi JOKYMEHTOB. BHyTpuBHIOBas
yHuGukanus. Pa3Buthe yHH(UKAlMU W CTaHIApTH3AllMM JTOKYMEHTOB. [ ocymapcTBEHHbIE
crannaptel Ha AokymeHThl. ['OCT P 7.0.97-2016 «Cucrema cranmaptoB mo uHpopmamuu,
OMOIMOTEeYHOMY M M3JAaTeNbCKOMY JAeny. OpraHu3alMOHHO-PACTIOPSIAUTENbHAS TOKYMEHTAIUA.
TpeGoBanus kK 0(OPMIICHUIO TOKYMEHTOBY». PEKBU3UTHI, perilaMEHTHPYEMbIE TOCYIapCTBEHHBIM
CTaHIapToM. ABTOp nOokyMeHTa. Ponbp Omanka B odopmienun nokymeHTta. CoctaB OmaHka,
MOPSIIOK  PACTONIOKEHUSI PEKBU3UTOB B OnaHke. biaHkuM ¢ yriaoBeIM H  IEHTpaJIbHBIM
pacmoNio’)keHueM peKBU3UTOB. [IpaBuina KOHCTpyHpoBaHus OmaHka. ABTOpBl  JTUYHBIX
nokymenToB. lloamuce, medars Kak TpHU3HAKU aBTopa. Bunm mokymenTta. PaszButue BHIIOB
JOKYMEHTOB. Bubl JOKYMEHTOB, OnpeeNsieMble 3aKOHOJATEbHBIMA U HOPMAaTHBHBIMH aKTaMHU.
CBsi3p BUIOB JOKYMEHTOB U (YHKIMH yIpaBieHHs. YKa3aHHe BUIA JTOKYMEHTAa, €r0 MECTO U
HazHaueHue B (opMynsipe MTOKyMEHTa. 3aBUCUMOCTh (OpPMBI JOKYMEHTa OT €ro BHJA.
O6o3nauenue anpecata. [lpaBuia HamwcaHus aapecata W MECTO yKa3aHHUS ajpecaTa B
dbopmymnsipe nokymenTta. OtpaxkeHue cdepsl ASHCTBHS TOKyMEHTa B ero aapecate. [lopsmox
opopmiIeHHS JOKYMEHTa C HECKOJBKUMH ajapecataMu. llopsaok odopMeHHs] MMOYTOBOTO
aapeca. Jlara  ngokymeHTa. 3HaueHWE  JATUPOBaHHWS  JOKyMeHTa. TOYHBIE  JaThl,
XapaKTepHU3YIOIIHe dIeMEHTHI PopMyIsipa. ABTOPCKHE JaThl (COCTaBJICHUE, MO CAHNE), AATHI,
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OTHOCSIIMECS K coaepkaHuto. JlaTel oOpaboTku nokymMeHTOB. I[lopsnok odopmieHus Aar.
CocraB ynocroBepeHust JokyMeHTa. COCTaB yI0CTOBEPEHUS TEKCTOBBIX JOKYMEHTOB Pa3INYHbIX
Kateropuil. Mecto noanucanus B popMyssipe T0KyMeHTa.

IMevatu w wx HazHaueHwe. Bunel mewareir. ['ocynmapcTBeHHass repOoOBasi IeYaTh.
3aKOHOIATENBCTBO OO0 M3TOTOBJICHUM M HCHOJb30BaHMM meyatd. llopsiiok mpocTaBieHUs
neyarel Ha JOKyMEHTax. YTBepxkaeHue JokyMmeHToB. CocraB rpuda yrBepkKaeHus, NOPSI0K €ro
opopmiieHus, MecT B (Qopmynspe jgokymeHTa. OTMETKM Ha JOKyMeHTax. MXx pois B
MPOUCXOKACHUM W HCIIOJHEHUU JTOKYMEHTOB, MecTo B ¢opmyisipe aokymenta. Ocoboe
HazHaueHWe pe3oironuu. TpeboBaHme Kk e€ coaepkanuio u odopmwiieHuro. OTMETKH O
IIOCTAHOBKE TOKYMEHTa Ha KOHTPOJIb, UCIIOJIHEHUU JOKYMEHTA U JIp.

[loHsiTHE «TEKCT JOKYMEHTa» MpU PA3JIUYHBIX croco0ax JOKYMEHTUPOBAHMSL.
CopepxaHue MPOCTBIX M CIOXKHBIX JTOKYMEHTOB. [lopsnok H310KEHHsS] TEKCTa JIOKYMEHTOB.
Jlormueckast CTpyKTypa TekcTta. B3aumocBs3p comepxkaHuss M (GOpMBI  JIOKyMEHTA.
dopmanuzaius TEKCTOB JOKYMEHTOB. AHKera, Tabmuua. OcoOEHHOCTH CTPYKTYphl TEKCTa
OpraHU3al[MOHHO-PACHIOPSAIUTENBHBIX JTIOKYMEHTOB. JJIeMeHThl TekcTa. [loHsTHe «3arojioBok
nokyMeHTa». HasHaueHue 3arosoBka, ero Mecto B (opmynsape aokymeHTa. [IpunoxeHus x
TEKCTY U TMOpsSAoK ux odopmienus. [lpaBomucanue Ha3BaHUM YyUpexACHHM, OpraHu3alui,
npeanpusatuil. [IpaBonrcanue HazBaHWil TOKyMEHTOB. IIpaBommcanme AODKHOCTEM M 3BAaHUU.
[IpaBonucanune pgar, uucen, 3HakoB. CHHTaKCHMYeCKHE€ OCOOEHHOCTH  JIOKyMEHTOB.
CuHTaKcHYeCKHne KOHCTPYKIIHH.

VHubukanus [TOKyMEHTa Kak OJHO W3 HAaNpaBJICHUH €ro COBEPUICHCTBOBAHMUS.
[Ipennmoceinky W MeroJ yHUPUKAIMK. YHUQUKALMUS CTPYKTYpbl TEKCTa. OJIEMEHTHI
dopmanuzanuu. Gopman30BaHHBIM XapaKTep TEKCTOB IJIAHOBOM M yYETHOW JOKYMEHTAIUH.
Yuudukaius s361k0BbIX cpeacTB. DopmMbl yHUGDUKAIIUN: TUTIOBOH, TpadapeTHBIN TEKCTHI.

Tema 4. CucTemMa OpraHu3alMOHHO-PACTIOPSAAUTEIbHON JOKYMEHTAIIUH

Cucrema OpraHu3allMOHHO-TIPABOBOM JTOKyMEHTallMu, €€ Ha3HAYeHHEe U COCTaB.
CocraBinenne u odopmieHHE OTAEIbHBIX BHUAOB OPraHU3AIMOHHO-TPABOBBIX JIOKYMEHTOB.
OcHoBHbBIE BHUJIIBI M TpeOOBaHHSA K COCTaBJIEHUIO U OGOPMIICHHIO OpPraHU3allMOHHO-TIPABOBBIX
JOKYMEHTOB.

Cucrema pacrnopsIMTeNbHON AOKyMEHTaluu, €€ Ha3HaueHue M coctaB. [Ipomemypa
U3JIaHUSl PACTIOPSIAUTENbHBIX JIOKYMEHTOB B YCIOBUSX enuHOHauanus. Haznauenue u BUIBI
pactopsAMTEeIbHOW JOoKyMeHTanuu. TpeboBanmst k e€ odopmienuto cormacHo ['OCT.
CocraBinenne u odopmiieHHE MPOEKTOB PACHOPSIAUTEIBHBIX JOKYMEHTOB (IIOCTaHOBIICHUH,
pelieHui, IPUKa30B, PaCIOPSHKCHUM, YKa3aHHMH ).

Hasnauenue pacnopsiiuTeNnbHONM JOKYMEHTAlMM B YIPAaBJICHYECKOH JAeATeIbHOCTU
opraHa BiacTH. CocTaB pacnopsIUTENbHON NOKyMeHTauuu: PacnopsauTenbHble JOKYMEHTHI,
W3/laBaeMble MpPU  KOJUIETHMAbHOM TPUHSATHM  pelieHuid (NMOCTaHOBJIGHHWE, pPEUICHHE).
PacniopsiniutenbHble JOKYMEHTHI, H3[aBaeMble TIPU €AMHOJIMYHOM MPUHSATUU pelIeHui (IpHKas,
pacnopsbkeHue, yka3zanue). llpomenypa TOATOTOBKM — pacHOPSAMTENBHBIX JIOKYMEHTOB
(npukazoB, pacnopsbkeHuit). [lopsaok u3naHus COBMECTHBIX PaCHOPSAIUTENBHBIX JTOKYMEHTOB.
Odopmnenue pacnopsSAUTETBHBIX JOKYMEHTOB. DOpMymsp paclmopsAUTEILHOTO TOKYMEHTA,
COCTaB PEKBU3UTOB, MpaBuia ux odopmieHus. TpeGoBaHHMs K TeKCTaM pacHOPSAUTEIBHBIX
nokymeHnToB. IIpaBunma coctaBieHusi mpeamOynabl (KOHCTaTHPYIOLIEH 4YacTH) TeKcTa
pacnopsauTensHoro gokymeHta. [IpaBuma coctaBneHuss U OGOpPMIICHHS PacIOPSIAUTEIHHON
4acTU TeKcTa. THUMOBBIE S3BIKOBBIE OOOPOTHI, UCIOIB3yeMble B TEKCTaX PaCHOPSIUTEIHHBIX
JOKYMEHTOB.

Oco0OeHHOCTH COCTaBIICHUSI PACHOPSAUTEIBHBIX JTOKYMEHTOB B PA3JIMYHBIX CHUTYaIUs
YIPABICHUYECKOU 1€ATENbHOCTH.

Tema 5. JlokymeHTanMOHHOE o0ecneYyeHHEe KOJLUIErHATbHBIX OPraHOB YINPaBJICHUS,
OpraHu3anus cOBelaHuil, KoH(epeHuunii, codpaHuii
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[Ipouenypa w3maHus pacHOPSAUTEIBHBIX JOKYMEHTOB B YCIOBHUSX KOJUICTHAIHLHOTO
ymnpaBieHus. BapuanTel momnmucaHus mpotokoyna. OQopmieHHE BBIMHCKKM W3 IMPOTOKOJIA
KOJUIETHAIBHOTO OpPTaHa yIPaBJICHUS.

KowMrieke  OpraHM3alnioHHO-TEXHHYECKUX  MEpPONPUATHH TIO0  OpraHW3aluil |
MIPOBEJICHUIO COBEIIaHMA, KOH(DepeHIHii, coOpaHuil (1anee - coBeIIanuii): BEIpaOOTKA MOBECTKH
THS ¥ OIpeAeiCHHE Kpyra IMpearojiaracMblX YYacTHHUKOB; O3HAKOMIIGHHE C ITOBECTKOU JIHS
MIPEIIOJIATaeMbIX YYaCTHHUKOB; BBIPA0OTKA pErjIaMeHTa COBCIIAHMS; IMOATOTOBKA MaTEpPHAJIOB,
HaMEYaeMbIX JUII PACCMOTPEHHS Ha COBCIIAHWUW (IOKJIama, COAOKIAaa, CIpPaBOYHO-
WH()OPMAIIMOHHBIX MaTePUAIOB, IPOCKTAa PEIICHHs ), OpraHu3anus paboOThl CEeKpeTapuara;
TeXHUYECKOe oOecreueHrne IMPOBEACHMs COBEIIaHWs (ayauo- W BUJEoanmaparypa u [p.);
JOKYMEHTUPOBAaHWE pPAa0OTHl  COoBeHIaHWs; OQOPMIICHHE JOKYMEHTAJIBHBIX MAaTEPHAJIOB
COBeIIaHus (M3rOTOBJICHUE MPOTOKOJIA, UTOTOBBIX MaTEPHAJIOB, pa3MHOXEHUE W oOecreueHne
MMM YYaCTHUKOB COBEIIAHU).

Tema 6. Cucrema cipaBo4HO-UHGOPMALMOHHON U AHAJIUTHYECKOH JOKYMEHTAlluU

Haznauenne HHQPOPMAIIMOHHO-CIIPABOYHON M aHAJIMTUYECKOM JOKYMEHTaluu B
yhnpaBieH4Yeckod  gearenbHoctd.  Kiaccudukanmus — MHQOPMAIMOHHO-CIPABOYHBIX U
AHAJIUTUYECKUX JOKYMEHTOB (TI0 Ha3HAYeHMIO, 110 ajJipecaTy u Ap. MpU3HaKaM). XapakTepuCcTUKa
OCHOBHBIX BHJIOB MH(OPMAIIMOHHO-CIIPABOYHBIX U AHAJUTHYECKUX JOKYMEHTOB (IOKIJIAIHbIE,
ClIy’keOHble, aHAIUTUYECKUE, TOSICHUTENbHbIE, OOBSCHUTENbHbIE 3alHUCKH, aKThl, CIPAaBKH,
MpeI0KEHNs, IPeACTaBICHU).

[Ipouenypa mOATOTOBKHM, COCTaBICHHS M OQOPMIIEHHS 3amUCOK  (JIOKJIAJHBIX,
CIIY’)K€OHBIX, OOBSICHUTEIbHBIX, aHAIUTUUYECKHUX), CIPABOK, aKTOB, 3asBJIEHUH, NIPEICTaBICHUH,
CITUCKOB, MEPEYHEN U JIp.

Tema 7. CoBpeMeHHOe /1eJ10BO€ MUCHMO

JlenoBas (cimy>xkeOHas ) iepenucka. Posib 1 Ha3HAYCHHE J1€JI0BOM MEPENHMCKU KaK CPEJICTBA
U croco6a nHGOPMAITMOHHOTO 00OMEHa MEXK/Ty OpraHaMH BJIACTH, OPraHU3alMsIMH, TPaXKIaHAMH.
Buabl 1OKyMEHTOB, COCTaBJISIONIMX TEPENUCKY (I€T0BOE MHUCHMO, TelerpamMma (TeNeKc),
TenegoHorpamma, Qaxcorpamma, 3JIEKTPOHHOE MHCbMO), OCOOEHHOCTH HX HCIOJb30BAaHUS B
YIpaBIEHYECKOU JeSTEIbHOCTH.

Knaccudukanus nenoBeix mucem (o cdepe NpUMEHEHUs, 10 Ha3HAYEHUIO, 110 MECTY B
nHpopMalMOHHOM OoOMeHe U Jp. mpu3Hakam). CocTaB pEeKBH3UTOB JEJIOBOrO MuchMa. biaHk
nenoBoro mucbMa. OOmme TpeOoBaHUS K OG(OPMIIEHHIO JIEIOBBIX IHCEM, OCOOCHHOCTH
opopMIICHHST JENOBBIX TMHCEM OTIEIbHBIX PA3HOBUAHOCTEH (COMPOBOJIUTENBHOE MHCHMO,
MUCBEMO-TIPOCh0a, 3aIpoc, MPeATIoKeHre, TpeboBaHue, TapaHTUWHOE U Ap.).

CocraBieHue TeKCcTa JeJI0Boro nucbma. KoMmno3uinoHHas CTpykTypa JeI0BOTr0O MUChMa,
SI3BIK M CTUJIB JIEJIOBOTO MHChbMa. [IMCbMEHHBIN eT0BOM STUKET BEACHUS JICIOBOI MEPEIUCKHU.

Oco0eHHOCTH BeJICHHS STIEKTPOHHOM MEPEMUCKH.

Tema 8. CocraBJjienne u opopmiieHHEe JOKYMEHTALUH 110 JUYHOMY COCTABY

JlokymeHTalMsi 1O  JUYHOMY COCTaBy KakK  IIOJICHCTEMa  OpraHU3allMOHHO-
pacnopsiAMTENIbHONM JTOKYMEHTAIlMU. 3aJaud YIOpaBJEHUs, peliaeMble MpH MOMOLIM KaJIpPOBBIX
JOKYMEHTOB  (JIOKYMEHTHpPOBaHHE TPYIOBBIX MpaBooTHomieHui). CocTaB JIOKYMEHTOB,
odopMIISIEMBIX B KaJpOBOH Ciy:k0e: NMEpBUUYHBIX, YUETHBIX, PACTIOPSAUTEIBHBIX, JIUYHBIX, MO
COIIMANTEHOMY O0€CTIeUeHHUIO.

[Mopsimox odopmileHHs U COCTaB JTOKYMEHTOB Npu MpuéMe, YBOJIbHEHHH, TIEpPEeBOJE Ha
JIpyrylo paboTy, MPEAOCTaBICHHE OTIYCKa, OGOPMIIECHUE TMOOUIPEHUH, AUCHUTUTMHAPHBIX
B3BICKAHU.

Tema 9. Opranu3anusi 1 TEXHOJOTUsl padOTHI ¢ JOKYMEHTAMH



TexHonoruu TOKYMEHTOOOOpOTa: co3iaHue, 00paboTKa, XpaHEHHE M HCIOJIb30BaHUE
JOKYMEHTOB B TEKYILICH JEATEILHOCTH OPTaHU3aIM1, YIPEXKIeHUs, mpeanpustus. OpraHu3anus
JOBUOKEHHUSI JOKYMEHTOB, IIOCTYNAMOLIUX B YUYPEKIACHHE: OKCIEAUIMOHHAs o00pabdoTka W
COPTUPOBKA JIOKYMEHTOB, IIPEIBAPUTEILHOE pAaCCMOTPEHHE JIOKYMEHTOB, BKJIIOUCHHE
nokymeHToB B COJIO (ckaHMpOBaHUE JOKYMEHTOB, PETUCTpaLUs M JIp.), PAaCCMOTPEHHUE
JOKYMEHTOB PYKOBOJICTBOM UM BBIHECEHHE PE30JIIOLINHU, IIEpejadya JOKYMEHTOB Ha UCIIOJHEHUE.

Opranu3anus ABWKEHHS OTIIPABIISIEMBIX TOKYMEHTOB: MOATOTOBKA IMPOEKTa JOKyMEHTA,
corjacoBaHue (BU3UpOBAHHE) TPOEKTAa C 3aUHTEPECOBAHHBIMU  MOJpA3ACICHUSAMU U
JIOJDKHOCTHBIMH ~ JIMLIAMH, JOpa0OTKa TPOEKTa JOKYMEHTa, OQOpMIICHHE TOKYMEHTa,
MOJIMTUCAHNE W/WIIN YTBEPXKJIECHUE TOKYMEHTa, BKIIOYEHHE OpHUIHaIbHOTO JoKymMeHTa B COJ1O
(peructpanusi JOKyMEHTa, CKaHUPOBAHUE U JIp.), OTIpaBKa JOKyMEHTa ajJpecaraM, Ilepeaaya
JOKYMEHTa Ha XpaHEHUE.

Opranu3anus ABWKEHHUSI BHYTPEHHUX JOKYMEHTOB.

Pernamenranus JeSTENbHOCTH  CIYKObl  JE€TONPOM3BOACTBA Ha BCEX YPOBHSX
ynpasneHus. [lonoxenue o cimyx0Oe AeT0NpOU3BOACTBA, MHCTPYKLMS IO JEIONPOU3BOJACTBY;
JOJKHOCTHBIE MHCTPYKIMM, opraHu3anus padounx mecT. COBpeMEHHbIE OpraHu3allOHHbIE
(dbopMbl cIyKObl JEeTONpPOU3BOACTBA. PermameHranus OCHOBHBIX 3amad U ¢QyHkuui J1OVY.
Pa3znenenue Tpyna Mexay noapa3aesieHus MU U UCTIOJTHUTEISIMU.

[IpaBoBas 6a3a AeNONPOU3BOACTBA KaK COBOKYIMHOCTh 3aKOHOB, HOPMAaTHBHO-IIPaBOBBIX
aKTOB, OPTaHM3AIMOHHBIX M METOAMYECKHX JIOKYyMEHTOB, TOCYAApPCTBEHHBIX CTAHIAPTOB,
periIaMeHTHPYIOITIX

HNHCTpyKIIMa 1O JEI0NMPOU3BOJACTBY — OCHOBHOM HOPMATHMBHBIM aKT OpPraHu3alfu
JETONPON3BOACTBA. THWIOBBIE W WHAWBHIyaJIbHbIE WHCTpYKIHA. [lopsaok pa3paboTkw,
coJiep)kaHue, MpaBWiIa yTBEPXKIEHUS M BHeIpeHus. [lnaHnupoBanue, opraHusanus U METOAUKA
koHTpossi coctostHUs JIOY m obecrnedeHusi COXpaHHOCTH JOKYMEHTAIIMH B YUPEXKIACHUH H
CTPYKTYPHBIX ToApazaeneHusx. O0padoTKa MOCTYMANINX JOKYMEHTOB (OJI0K-cxema paboThI ¢
BXOSIIUMHU JTOKyMeHTaMu). OOpaboTka OTMpaBIsIeMbIX JTOKYMEHTOB (OJIOK-cxeMa paboThI C
UCXOSIIMMH JOKyMEeHTaMu). Perucrpamusi u KOHTPOJb MCIIOJHEHHUS TOKyMeHTOB. JKypHan
perucTpanyy BXOAAIIUX U HCXOISAIIMX JOKYMEHTOB. TexHojorusi paboThl C HMCXOISLUIUMH
JOKYMEHTaMU (MHULIMATUBHBIMHU U OTBETHBIMHU).

Texnonornueckoe oOecreyeHre KOHTPOJS HCHOJHEHHS IOKYMEHTOB, IMOCTAaHOBKa Ha
KOHTPOJIb, pabOTa C KOHTPOJHHOM KapTOTEKONM Ha JOKYMEHThl M Ha YCTHBIE 3aJaHUs U
MOPYYEHUs PYKOBOJUTEINSA, MPOJUICHHE CPOKOB MCIIOJHEHUS, CHATHE C KOHTpois. Bunsl
KOHTPOJISL.

CucremaTu3zaiusi JOKyYMEHTOB (COCTaBJ€HHE HOMEHKIATYphl Aen). PopMupoBaHue Aei
M0 KJacCHU(UKAIMOHHBIM MPU3HAaKaM, TpeboBaHus K (pOpMHPOBaHHUIO A€, OPOpMIICHUE JIeN B
Mankax.

NudopmanronHo-cripaBoyHas  padora. KayectBeHHble =~ M KOJUYECTBEHHBIE
XapaKTEePUCTUKH TOKYMEHTO000pOTa.

Opranuzanus JeNONPOU3BOJCTBA B OpraHax BIACTH. TuIOBas WHCTPYKIUS IO
JeIOTIPOU3BOCTBY B (heiepaIbHBIX OpraHax MCIOJIHUTEIbHON BIACTH.

Tema 10. Opranusanus 3JIeKTPOHHOT0 JOKYMEHT0000poTa

OcobeHHocTH  pabOTBI C  DJEKTPOHHBIM JOKYMEHTOM B TOCYIApCTBEHHOM U
MYHUIUNAIBHOM yIpaBieHMH. HopMaTHBHO-TIpaBOBbIE aKThl U T'OCYAAPCTBEHHBbIE CTaHAAPTHI,
periaMeHTHPYIOLIMEe OpraHu3alMio JOKYMEHTOO0OpoTa ¢ 3JIEKTPOHHBIMH JOKYMEHTaMHU.
IOpunuyeckass 3HAUMMOCTh JIEKTPOHHOIO JOKyMeHTa. Ha3zHaueHue, BHJbI 3IIEKTPOHHOM
MOJIMTUCH U MX MCIIOJIb30BaHHE B TOCYAAPCTBEHHOM M MYHUIIMIIAJIHHOM YIPABJICHUU.

[lonsiTne cucremMsl 37EeKTpoHHOrO AokyMeHToobopoTa (CO/10), Haznauenme CO/I,
¢bynkuuu CO. TpeboBanus k CO/I.

Me>KBeJJOMCTBEHHBII 2JEKTPOHHBIA JTOKYMEHTO000poT. CucremMa MeXBEIOMCTBEHHOTO
ANIEKTPOHHOTrO J0KyMeHTooOopota (M3J/I0O), nHaznauenue u ¢ynkuun MO0, crpykrypa
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M3/J10. Buasl nokymeHnTosB, nepecbuiaeMbix 1o MO/10. CTpyKkTypa 3J€KTpOHHOIO COOOIIEHUs
M3 JIO.

Cucrema MeKBEIOMCTBEHHOIO AJIEKTPOHHOTO B3aumoeictust (CMOB). Pois CM32B B
peanu3anuu QyHKIUNA 3IEKTPOHHOTO npaBuTenscrBa. Ctpykrypa CMOB. Ilpumeneane CMOB
IIpU IIPENOCTABIECHUN ITOCY1apCTBEHHOU yeiyru B ML,

Ucnonb3oanne C3/10 a5 aBTOMaTU3alMKU MAPIIPYTHBIX KapT ABUKEHMSI JIEKTPOHHBIX
nokymeHToB B opranuzanuu (Workflow). ApxuBHOE XpaHEHHE AJICKTPOHHBIX JTOKYMECHTOB B
opranuzanuu. OcoOeHHOCTH Tepefauyu BJIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHUE B
BEJIOMCTBEHHBIE U TOCY/IaPCTBEHHBIC APXUBBHI.

HopmaTuBHO-TIpaBOBbIE  aKTBl, OPraHU3AlMOHHBIE W METOJUYECKHE JTOKYMEHTHI,
rOCYJapCTBEHHBIE CTaHIApPTE, PErJaMEHTUPYIOIIUX TEXHOJIOTHIO PAa0OTHl C 3JIEKTPOHHBIMU
JOKYMEHTaMH B TOCYJapCTBEHHOM M MYHUITUTIAIGHOM YITPABIICHHH.

Tema 11. Opranu3anusi XpaHeHHsl JOKYMEHTOB U o0ecriedeHHe UX COXPAHHOCTH

CI/ICTCMaTI/ISaHI/ISI AOKYMCHTOB KaK OCHOBa OpraHu3alii UX MOCICAYIOIICTIO XpaHCHUA.
Homenknarypa nen opranu3anuu Kak cxema CUCTeMaTH3alui JOKyMEHTOB. Buibl HOMEHKIATyp
nen (TUIIOBBIE, NMPUMEPHbIE, WHAMBUYaJIbHbIC), MPUHIMIIBI MOCTPOCHHUS] HOMEHKJIATYpPhl JIE.
Cpok geiicTBUsT HOMEHKJIATypbl Jien. OCHOBHbBIE JTambl pa3pabOTKM HOMEHKIJIATYphl Jel
opranuzaruu. [lopsmok oopmieHus, cormacoBaHusl, YTBEPKICHUS U BEIECHUS HOMEHKIATYPHI
nen. OgopmMiteHne UTOTOBOM 3aMcH B HOMEHKIAType niei. KoppeKTrupoBKa HOMEHKIIATYPHI J1e.

[Tonsarue «menoy». [puanmner hopmupoBanus aen. OcobeHHOCTH GOPMHUPOBAHUS B Jiea
pa3IMYHBIX KaTeropuid JOKyMeHTOB. [IpaBwia TOCTpO€HUA 3arojOBKOB J€d1 H  UX
CHUCTEMaTH3aIlii B HOMEHKIatype jaen. OmnpeneneHue CpPOKOB XpaHEHHUS JTOKYMEHTOB W Jied.
Otmetka «OIIK». Munekcanus nen. IloaroroBka gen Ui mepenayv B apXUB OpTaHU3AIUU.
[Tonsatue omucu aen. IlpaBuna cocrabnenus omucedd. OdopmiieHHE ONMUCH T CTPYKTYPHOTO
noapazaenenus. HopmatuBHO-MeTommueckue matepuayibl denepanbHOM apXUBHOU CITYKOBI
Poccun mo odopmnenuto aen. OcHoBHBIE TpeOoBaHUs K (opmupoBanuio nen. [lomHoe wmum
gacTUyHOe OQOpMIIEHHE Jel B 3aBUCUMOCTH OT CpPOKOB XpaHeHus. Hymepauus JTHCTOB.
3aBepiuTenbHas Noanuch. BHyTpeHHsis omuch. OgopmieHrne OONIO0XKKU /el MOCTOSHHOTO U
BpeMeHHOoro xpaneHus. OdopmiieHue aena: BHYTPEHHsS ONUCH Jefa, JINCT-3aBEpUTENb Jiena,
obnoxka nena. CocTaBlieHHe ONMKCEN Ha Jena, mepeiaBaeMble B apxuB opranuzanuu. [lopsmox
nepenayd JOKYMEHTOB M el Ha apXuBHOe XpaHeHHe. [lopsnok yHHUTOXXEHHS AOKYMEHTOB U
JIeJ ¢ UCTEKIIUMH CPOKAMU XpaHEHUSI.

XpaHeHHe  JOKYMEHTOB B  CTPYKTYPHBIX  IMOJpAa3/ElCHHUSIX  OpraHHU3alii.
OTBETCTBEHHOCTh 32 COXPAaHHOCTh JOKYMEHTOB. 3aKOHOJATelIbCTBO M HOPMATHBBI IO
00ecnevYeHnI0 COXpaHHOCTU JOKYMEHTOB. EMUHCTBO TpeOOBaHMII K XpaHEHHIO JOKYMEHTOB B
nenonpousBojcTse. [lopsiiok BbIIauM JOKYMEHTOB BO BPEMEHHOE TOJIb30BaHUE TIPU XPAaHEHUU B
CTPYKTYPHBIX MOJIpa3AeieHUsIX. XpaHEHUE U OpraHHU3als JI0CTyNa K JOKYMEHTaM B YCIOBUSIX
(YHKIIMOHUPOBAHUS aBTOMATH3WPOBAHHBIX MH(GOPMAIMOHHBIX cUcTeM. [loHsTHE «IKCcmepTh3a
eHHOCTU». HopMaTHBHO-METOAMYECKUE U TEOPETUYECKHE OCHOBBI MPOBEICHUS SKCIEPTHU3BL
TpebGoBaHusi K TMPOBENEHUIO SKCIEPTH3bl IEHHOCTH JOKYMEHTOB B «OCHOBHBIX MpaBuiax
paboThl BEIOMCTBEHHBIX apXuBOB». OpraHuzaius SKCIEPTH3bl I[IEHHOCTH JOKYMEHTOB,
HeHTpanbHBIX SKcrepTHhIX Komuccuil (LIDK) u skcmeptHpix komuccuit (OK) yupexaeHwus.
[IpaBa u QyHKIIMKU KOMHUCCHI, OpraHu3anus UX padOThl U JOKYMEHTHUPOBAHUE AESATEIHLHOCTH.
DTansl MPOBEIEHUS IKCIIEPTU3BI IICHHOCTH JOKyMEeHTOB. OdopMiieHHE pe3yabTaTOB KCIIEPTU3bI
LIEHHOCTU JOKYMEHTOB.

[lepenaua nen B apxuB opraHu3aniu (BeAOMCTBA). YHHU(HKAIUS TpeOOBaHUI K JenaM,
cnaBaeMbiM B apxuB. B3aumopeiictBue ciayx6 JOY © BEIOMCTBEHHOTO apxuBa IMpHU
(hopMHUpPOBaHUH OCHOBHI JIJIs1 TIOCTIEAYIOIIETO XPaHEHUS U UCTIONB30BaHUS TOKYMEHTOB.

Tema 12. [le1onpon3BOACTBO MO0 YCTHBIM M MHCbMEHHBIM O00pallleHUsIM IPakIaH B
OpraHu3anuio
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OcHoBHBIC BUABI OOpaIllEHUN: TPEUIOKCHNUE, 3asABICHUS, JKanoda, XO0JaTalCTBO,
netunusa. HopMmaTtuBHBIE JOKYMEHTHI, PETYIHMPYIOIIME pPadoTy ¢ OOpameHHsAMH TpakIaH.
JInunplil npuéM TpaxIaH B oOpraHu3anuu. Buaesl oOpamieHuid IpaxaaH: IpeaIoKeHus,
3asBNEHMS, >KajdoObl. OpraHuzanuss padOThl C NHUCBMEHHBIMH OOpAIICHUSMHU TPaXKaaH:
perucrpanusi, KOHTPOJb, OTBETHI (CPOKM OTBETOB), aHAIW3 OOpalICHWH TpaXIaH, CPOK
xpaHeHus. HampaBnenue no nojaBeaoMcTBeHHOCTH. OOkanoBaHME TpakJaHAMH OTBETOB,
IIOJIyYE€HHBIX OT OpraHU3aIUH.

4. MaTepuaJibl TEKYILIEr0 KOHTPOJIA YCIIeBAeMOCTH 00yualomuxcs U (POH/I OLeHOYHBIX
CpPeACTB MPOMEKYTOYHOM aTTeCTAMU M0 TUCHUIJIMHE

4.1. ®opMbl U METOJBI TEKYILIEro KOHTPOJIS YCIIEBAEMOCTH OOyJaromMXCs M MPOMEXKYTOUHOU
arTecTaluu.

4.1.1.B xome peamusanuu guctuiuinael  b1.5.21  JlokymeHTanoHHoe oOecrieueHue |
JIEIONPOU3BOACTBO B TOCYAAPCTBEHHOM U MYHMIMIIAJBLHOM YIPAaBICHUM HCIIOJIBb3YIOTCS

CJIEAYIOLME METObI TEKYIIIETO KOHTPOJISI yCIIEBAEMOCTH O0Y4aIOIIUXCS:

®opmbl (METO/IbI)
Tema (pazaen) TeKYIIero
KOHTPOJISI
YCIIEBAEMOCTH
Tema 1. IIpenmer, conepkanue U 3aa41d JUCHUILIMHBI O, T
Tema 2. OcHOBHBIE CBOWCTBa, DYHKIIMU W IPU3HAKH JOKYMEHTA O,T
Tema 3. OO6mme HOpMBI U TIpaBMIIa OPOPMIICHHS YITPaBIECHISCKUX TOKYMEHTOB T,13
Tema 4. CucreMa opraHU3aIOHHO-PACIIOPSIIUTEIHPHON TOKYMEHTAITHH O, T,K-3
Tema 5 JIOKyMEHTalMOHHOE 00ecTIedeHIEe KOIIerHa bHBIX OPTaHOB 0. K3
yIpaBJICHHsI, OpPraHU3alIMs COBEIIAHMM, KOH(EPEHIIMIA, COOpaHuit ’
Tema 0. Cucrema CripaBOYHO-MH(POPMALIMOHHON ¥ aHATMTHYCCKON 0. K3
JIOKYMEHTAIUH >
Tema 7. CoBpeMeHHOE JeJI0BOE IMHCHMO T, K-3
Tewma 8. Cocrasnenue 1 0popMIeHHE TOKYMEHTALMH 110 TUYHOMY COCTaBY O, T, K-3
Tema 9. OpranHusanyst ¥ TEXHOIOTUS pabOThl C JOKYMEHTaMH. O, KC
Tema 10. | Opranuzanus IEKTPOHHOTO JOKYMEHTOO0OpOTa O,B
Tema 11. | Opranuzamnus XpaHeHUsI JOKyMEHTOB H 0OecTiedeHIe UX COXPAaHHOCTH. O, T, K-3
Tema 12. | Jlenonpon3BoaCcTBO MO YCTHBIM 1 IIHCHMEHHBIM OOPAIIEHNSAM IpakJaH B 0.B
OpraHu3alHI0 ’
Ipumeuanue: @opmer  mexkywezo kowmpona ycnegaemocmu: onpoc (0), evicmynienue (B),

mecmuposanue (1), kelic-3aoanue (K-3), epynnogoe 3adanue (1'3), kpyenviti cmon (KC).

4.1.2. 3a4€T HpOBOIUTCS C MPUMEHEHHUEM CIIEAYIOUIUX METOJIOB (cpeacTB): B (hopMe YCTHBIX
OTBETOB Ha BOIPOCHI U PEIICHUS 3aJaHUil K 3a4ETY.

4.2. Marepuainsl TEKyLLEro KOHTPOJIS YCIIEBAEMOCTH.

CJICAYIOIIHUM ITOKAa3aTCIIsIM:

— OTBETHI Ha BOIIPOCHI K OTIPOCAM I10 TEME 3aHSTHS,

— BBICTYIUIEHUE C NIPE3ECHTALMEN,

— ydacTtHe B paboTe Kpyrjioro croja,

— BBICTYIUIEHUE HA KPYTJIOM CTOJIE,

— BBINOJIHEHNE TPYNIIOBOTO 334aHHUS,

— KOJINYECTBO ITPABUJIBHBIX OTBETOB IIPU TECTUPOBAHUU.
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Omnpoc oOygarormxcsi:

— OIpOC — YCTHbIE OTBETHI Ha BOIPOCHI IIpernojaBaTeNsi 10 TEME 3aHATHS,
OLICHMBAETCS B COOTBETCTBUM C IIPABOBHIMM M HOPMAaTUBHBIMM aKTaMHU B COLMAJIbHOIO
3aKoHoJarenbcTBa. [IpenogaBaTens yuuThIBa€T CTENEHb OCBEAOMIIEHHOCTH CTYIEHTA, a TaKkKe
aKTyaJIbHOCTb UCIIOJIb3yEMbIX HCTOYHUKOB U MaTEPHUAJIOB.

OneHka 3HaHUHN, YMEHH, HABBIKOB IIPOBOJAUTCS HA OCHOBE MITH-0aIbHON CHUCTEME.

Anroput™ HOpMUPOBAHHS OIICHKH TAaKOB:

« Bec nHuuaTuBHoct W = 0,1

. Bec akryansHOCTH W = 0,3

« Bec yoegurenpHocTu W = 0,4

o Bec Haimmuus npumepo W = 0,2

PesynbTupyromas oueHka B nsaTu-0anbHOM mikane (Ope3) ecTb cymMMa YeThIPEX OLICHOK
3a uHUIMaTUBHOCTH (OMn.), aktyansHocTh (Oa), yoeaurensHocTh (Oy), Hanuuus npumepos (Om):

Ope3 = (Wu x On) + (WaxOa)+ (WyxOy)+ (Wnx On)

OreHKa 3a4UTBHIBAETCS, €CJIM CTYyIeHT HaOpas He menee 30% 6amoB (Ope3 > 3)

OneHka 3HaHUM, yMEHUH, HaBBIKOB IPOBOJUTCS HAa OCHOBE OaJlIbHO-PEHTHHIOBOM
cuctembl: 30% u3 100% (umu 30 OawwioB u3 100) coorBerctBenHO 3 (30%-50%), 4(51%-
80%),5(81%-100%) — omeHka WMeeT BKJIAJ B WTOTOBYIO OIEHKY [0 pe3yjibTaTaM
MPOMEKYTOYHOM aTTECTaIIHH.

— BBICTYIIJIEHUE C TIPE3CHTAIUEH 110 TEME 3aHSTHSI,
Kputepun orieHUBaHUS BBICTYIIICHUS:
o CTEIEHb YCBOCHUS IOHATHN U KATETOPUH IO TEME;
« yMeHHe paboTaTh ¢ JOKYyMEHTAJIbHBIMA M HAYYHBIMUA UCTOYHHKAMU;
« TPaMOTHOCTbH M3JIOKEHUS MaTepHaa,
« CaMOCTOSITEIILHOCTH Pa0OTHI, HATMYME COOCTBEHHOW 000CHOBAHHOM MO3UIIHH;
« KyJbTypa IPEICTaBIICHUs MPE3CHTANNH (JEKCUYECKUN 3arac, TpaMMaTHIYeCKUe
KOHCTPYKITUH, PEUEBOM CTHIIb, YETKOCTH PEUYH, TEMII);
« COOMIOICHHE perIaMeHTa.

— BBICTYIUICHUE Ha KPYTJIOM CTOJIE:
Kputepuu ornieHuBaHus Ha KPYIJIOM CTOJIE!
+ 0Oyuaroluiics BBICTYMAET ¢ IPOOIEMHBIM BOIIPOCOM;
+ BBICKa3bIBAa€T COOCTBEHHOE CYXK/ICHUE;
+ OTBEYAET apryMEHTHUPOBAHO HA BOIPOCHI;
« JEMOHCTpHpYeT HH(OPMAIIMOHHYIO TOTOBHOCTh K 00CYK/ICHUIO;
o TPaMOTHO U YETKO (GOPMYIUPYET BOMPOCHI K BHICTYMAIOIIEMY.

— BBIIIOJIHEHUE TPYIIIOBOTO 3a/IaHMsL:
« BBINOJIHEHHE 33J]aHUs IO YKa3aHHOU (opme;
o KOJUIETHAJILHOCTh B  BBINOJIHEHUM  3aJaHUsA, YMEHHME  BBICTPauBaTh
KOMMYHHKAIIHIO;
¢ YMEHHE BBICIYIIMBATh HHbIE TOUKH 3pEHHsI U (OPMYIUPOBATH CBOIO;
« YMEHHE MPEUIOKUTh YT PeLIeHUs TPOOIEeMHON CUTYaIH.
« coOJt0JIeHHe paBUJ IPYIIOBON pabOTHI;
« TPAaBWIBHOCTb U3JIOXKEHUS MaTepHaa, JOTUKa, YETKOCTb;
¢ YMEHHE JOTIOJIHATH BBICTYAIOLIETO.

— TECTUPOBAHUE —
OreHka 3HaHUH, yMEHUH, HABBIKOB ITPOBOJIUTCS HA OCHOBE MATH-0AIbHON CHCTEME.
Anroput™ (POpMUPOBAHUS OLICHKU TaKOB:
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Onenka 3HaHWM, yMEHUI, HAaBBIKOB MPOBOJUTCS HAa OCHOBE OaNIbHO-PEHTHHTOBOW B
COOTBETCTBUU C KOJIMYECTBOM BEPHBIX 0TBETOB cUcTeMbI: 30% mu3 100% (umu 30 6amios u3 100)
cootBercTBeHHO 3 (30%-50%), 4(51%-80%),5(81%-100%) - orieHKa UMEET BKJIaJ B UTOTOBYIO
OLICHKY IO pe3yJbTaTaM MPOMEXYTOYHOM aTTeCTaIUH.

OneHka 3HaHUM, yYMEHUH, HaBBIKOB IMPOBOJUTCS HAa OCHOBE OaJlIbHO-PEHTHHIOBOM
cucteMbl 70% u3 100% (70 6amnos u3 100) - Bkiag mo pe3yiabTaTaM MOCEHIAEMOCTH 3aHSTHH,
AKTUBHOCTH Ha 3aHATHUSX, OTBETOB HA BOIPOCHI MPEMOIABATENSI B X0OJI€ 3aHATHUS, BHICTYIUIEHHUS C
[Ipe3eHTale, y4acTHsl B KPYIJIOM CTOJIE, BBIIIOJIHEHHUS IPYNIIOBOIO 3aJlaHus, 0 pe3yjbTaTaM
IIPOXOXKICHUS TECTUPOBAHUSL.

Heranu3zanus OauloB M KPUTEPHM OLEHKHA TEKYIIETO KOHTPOJISI YCHEBAaCMOCTH
YTBEP)KIAeTCs Ha 3aCeaHUU Kadepbl.

TuUnoBbIe OLIEHOYHbIE MaTepualibl 10 TEMaM

Tema 1. IIpeamer, coaepxxanue u 3a1a4M IUCHHUILINHbBI

1. Ponp nokymeHTa B KM3HH YEJIOBEKa U 0OIIECTBA.

2. CoBpeMeHHBIC BUBI U TPEOOBAHUS K JOKYMEHTaM.

3. MeTtoosiorust TOKYMEHTOBEICHUSI.

4. Pousb 11 3a/1a4u JOKyMEHTOBE/ICHHS B COBEPIICHCTBOBAHUH MPOIIECCOB YIIPABICHUS.

5. 3aKoHOJATeNbHBIC aKThl, HOPMATHUBHBIE IOKYMEHTHI, TOCY/IapCTBEHHBIE M OTPaCJICBBIC
CTaHJApTHl HA YHU(PHUITUPOBAHHBIE CUCTEMBI JJOKYMEHTAIIHH.

6. JlurepaTypa: MOHOTpauH, IEPUOTNICCKIE, CITIPABOYHBIC U METOIUICCKHE U3/IaHUs.

Tema 2. OcHOBHbBIE CBOIICTBA, PYHKIMH M MPU3HAKHA JOKYMEHTA
1. Cs3p uHpOPMALINK U TIOKYMEHTA.

2. BO3HMKHOBEHHE JOKYMEHTA, €ro 3HaUCHUE.

3. I[loustre v BUIBI KO,

4. [IpumeHeHHe TEKCTOBOTO IOKyMEHTUPOBAHMUSL.

Tema 3. O01Me HOPMBI U TPaBUJIA 0(POPMIIEHUSA YIIPABIEHYECKHX JOKYMEHTOB

1. Tonstue «pekBU3UT». [IoCTOSHHBIC U IEPEMEHHBIC PEKBU3UTHI.

2. Borpockl  OKYMEHTHpPOBAHHS, COCTAaBICHHS ¥ O(QOPMIICHHS JIOKyMEHTOB B
3aKOHOJIATEeIIbHBIX U HOPMATUBHBIX aKTaX.

3. l'ocynapcrBennbie cranmaptel Ha JokymeHThl. ['OCT P 7.0.97-2016 «Cucrema
CTaHIapTOB MO uH(pOpManuu, OHOIMOTEYHOMY M H3JaTeNnbCcKoMy neny. OpraHu3aluoHHO-
pacropsauTenbHas JoOKyMeHTalus. TpedoBaHus K 0(hOPMIICHUIO JOKYMEHTOBY.

4. TlevaTn 1 uX Ha3Ha4YeHUe. Bupl mevyarei.

5. OTMeTKHU Ha TOKyMEHTaX.

6. TloHsATHE «TEKCT JOKYMEHTa» MPU PA3IUYHBIX CIIOCO0AaX TOKYMEHTUPOBAHUSI.

7. Yaudukanus J0KyMEHTA.

Tema 4. Cucrema opraHu3aniiOHHO-PACIOPSAIUTEIbHON JOKYMEHTAIINU

1. OcHOBHBIE BUABI M TPeOOBAHUS K COCTABICHHIO U OGOPMIICHHIO OpPraHU3aIlMOHHO-
MIPaBOBBIX IOKYMEHTOB.

2. HazHauyeHue 1 BUJIbI pACHIOPSAUTEIBHON TOKYMEHTAIIUU

3. [pouenypa u3ganus pacnopsAUTEIbHBIX TOKYMEHTOB B YCIOBHIX €MHOHAYAIHS.

4. Tlopsimok u3IaHUSI COBMECTHBIX PACHOPAIUTENbHBIX TOKYMEHTOB.

5. TunoBble s3BIKOBBIE OOOpPOTHI, UCHOJB3yeMbIE B TEKCTaX PaCHOPSIUTEIBHBIX
JIOKYMEHTOB.
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Teme 5. JlIokyMeHTalMOHHOE o0eclevYeHHe KOIerHaJIbHBIX OPraHoB YyNpaBJIeHM,
OpraHu3anus coBellaHuii, KoH$epeHunii, codpaHuil

1. Opranu3anMOHHO-TEXHHUYECKHE MEPONPUATUS [0 OpraHu3allid W  IPOBEICHHIO
COBEIIaHNH, KOH(EpeHIUH, cOOpaHuil.

2. TpeGoBanust K O(GOPMIICHHIO TNPOTOKOJOB KOJJIETHAIBHBIX OPraHOB YIpPAaBJICHHUSA,
CIIOCOOBI UX HOMNCAHUS.

3. BrInucka U3 mMpoTOKOJIa KOJUIETHATBHBIX OPTaHOB YIIPABIICHHS.

4. Paznuuusi MEXIy IPOTOKOJIOM KOJIIETHAILHOTO OpraHa yIpaBJeHHS U MPOTOKOJIOM 00
aJIMUHUCTPATUBHOM IIPaBOHAPYIICHUH.

Tema 6. Cucrema cipaBo4HO-HH(OPMAIMOHHOI M AHAJTUTHYECKOI JOKYMEHTAIUN

1. Ha3nauenue wuHQPOPMALMOHHO-CIPABOYHOM U AHAIUTUYECKOM JIOKyMEHTaluu B
YIPABJIEHYECKOU EATEIBHOCTH.

2. Knaccudukanus wHOOPMAITMOHHO-CIPABOYHBIX M AHAJTUTHYECKHX IOKYMEHTOB (IO
Ha3HAYEHUIO, TI0 aJpecaTy | Jp. IPU3HAKaM).

3. Tlpouemypa TOATOTOBKH, COCTaBIeHHS U O(GOPMIICHHS 3amuCOK (JOKIaTHBIX,
CITY’)K€OHBIX, OOBSICHUTEIbHBIX, AHATTUTUUECKUX).

4. Ilpouenypa MOArOTOBKM, COCTaBJIEHUS W OGOPMIIEHMSI CHPAaBOK, aKTOB, 3asBIICHUH,
MPEJICTaBICHUH, CIIUCKOB, IEPEYHEH.

Tema 7. CoBpeMeHHOe /1€J10BO€ MUCHMO

1. Ponp v Ha3HAYEHUE IETTOBOM TIEPETIHCKHU.

2. BHIBI TOKyMEHTOB, COCTABJISIOIINX JCTOBYIO MTEPEITHCKY.

3. IluchbMeHHBIN 1eTTOBOM TUKET BEJACHUS JCIOBON NIEPETTHCKHU.

4. CocTaB peKBH3UTOB JCIIOBOTO NMUCHhMa. bilaHk AemoBOro nmucerMa.

Tema 8. CocraBiienue u opopmiieHre JOKYMEHTALMH 110 JUYHOMY COCTABY
1. JloxymeHTalus 1o JUYHOMY COCTaBY.

2. CocTaB JOKYMEHTOB, 0(hOpPMIIIEMBIX B KaJIpOBOH CITy»KOe€.

3. Iopsok oopmiieHus: U cOCTaB JOKYMEHTOB IIPH paboTe C MEPCOHATIOM.

Tema 9. Opranusanusi ¥ TEXHOJOTHs PadOTHI C JOKYMEHTAMM

1. HopmaTuBHO-IIpaBOBOE pEryIMpOBaHUE Mpoliecca JOKYMEHTO000poTa.
2. MHCcTpyKIus 1o JIeI0MPOU3BO/ICTBY.

3. Texnonoruueckoe obecreyeHue KOHTPOJISL UCIIOTHEHUS TOKYMEHTOB.

Tema 10. Opranuzanust 3JJeKTPOHHOI0 JOKYMEHT0000poTa

1. TloHaTHE 3NIEKTPOHHBIN TOKYMEHT.

2. Buppl 271€KTPOHHOM MOITUCH.

3. [lepemaua >MEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B  BEJAOMCTBEHHBIE H
rOCyJAapCTBEHHbIE APXUBHI.

4. MexXBeIOMCTBEHHBIH 3JEKTPOHHBIN JoKyMeHTooOopoT (MD/10).

5. OcHOBHBIE (DYHKIIUHM CUCTEM 3JIEKTPOHHOTO JOKyMeHTooOopoTa (CI/10).

Tema 11. Oprann3zanus XxpaHeHHsl JOKYMEHTOB M o0ecrie4YeHne UX COXPAHHOCTH.

1. XpaHeHue NOKyMEHTOB B CTPYKTYPHBIX TOJIpa3AeICHUSX OpraHu3aluu

2. HazHaueHne W HCMOJb30BaHHE TNEpeYHEl B KaueCTBE OCHOBHBIX HMCTOYHHMKOB IIO
H3YyYECHUIO COCTABA U COAEPKaHUS IOKYMEHTOB.

3. Ionstre onucu nen. [IpaBuna cocTaBneHUs OMUCEH.

Tema 12. /lesjonpou3BOACTBO MO YCTHHIM M NMCBMEHHBIM O0pallleHUsIM IPakKIaH B
OpraHu3anuio
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1. 3akoHomaTenpHas perJaMeHTalysi padoThl C MMCHbMEHHBIMUA U YCTHBIMU OOpaIIeHUsIMHI
rpakJiaH.

2. OcHOBHBIC BUJIBI 0OpaIICHUH.

3. JInuHbIi npuéM TpaskJaH B OpraHU3aIIH.

4. Opranuzanus paboThl ¢ MUCbMEHHBIMH 0OpaIeHUSIMU TPaXKIaH.

Ipumepnvie memol golcmynieHulL:

1. AxryanbpHble po0aeMbl JOKYMEHTALIMOHHOTO 00ECTIEYEHUS! YIIPaBICHUS.

2. OcCHOBHBIC TOHATHS JOKyMEHTAIMOHHOTO oOecrmedyeHus ynpasieHus. OyHKIUU ©
THUIIOJIOTHSI CIY>KEOHOTO JOKYMEHTA.

3. HopmaTtuBHO-MeTOIMUECKOE OOECTIeYeHrE IENIOTIPOU3BOICTBA B TOCYAAPCTBEHHON 1
MYHHUIMIIATIBHON ci1yx0e.

4. KynpTypa [1€710BOM MHMCbMEHHON peun M Npo(decCHOHATU3M TOCYJapCTBEHHOTO U
MYHHUIMIIAIBHOTO CITYXAaIlETo.

5. CoBpeMeHHas CTaHAapTU3aIKs TpeOOBAaHUN B CUCTEME JIEJIOTIPOU3BO/ICTBA.

6. SI3BIK CiTy’keOHOTO JOKYMEHTA KaK 4acTh O(QHIINATbHO-/IEIOBOTO CTHIIS PEUH.

7. DKCTpalMHTBUCTHYECKHE TPeOOBaHUS, TIPEIBSBISIEMbIE K CIY)KEOHOMY TOKYMEHTY.
S3p1KOBBIE 0COOEHHOCTH 0()OPMIIEHUS] PEKBU3UTOB.

8. JIMHrBUCTHYECKHE OCOOCHHOCTH CIY)KEOHOTO ITOKYMEHTa: TOYHOCTh W SI3BIKOBOM
CTaHaapT.

9. CoBpemeHHBIC HHPOPMAITHOHHBIE TEXHOJIOTHHU B JICTIOMTPOU3BOJICTBE.

10. Cosznanue MOKyMEHTOB cTaHIapTHbIMU cpeacTBamu Microsoft Office.

11. I3bikoBble TpaBuUiia OQOPMIIEHHS PEKBU3UTOB. TPYIHOCTH HAMUCaHUS OTIENbHBIX
HaVMEHOBaHUI.

12. TunuuHblE JOTUKO-CMBICIOBBIE H  CTHJIMCTHUYECKHE OIIUOKH, CIIOCOOBI HX
ycTpaHeHus. PyOpuininpoBaHHbIE IepeUHCICHUS.

13. TpyaHOCTH JIEKCHYECKOTO U TpaMMaTHUECKOTo XapakTepa. Jlekcuueckue H
rpagu4ecKue COKpamieHus.

14. CocraBnenue U 0GOpMICHHE OPTAHU3AIMOHHO-PACTIOPSAUTEIIFHOW U CIIPaBOYHO-
nH(OPMALMOHHON JOKYMEHTALIUH.

15. CocraB u coaepkaHue KaJpoBOH JOoKyMeHTaluu. TunuyHble omuOKd B padoTe ¢
KaJIpOBBIMU JIOKYMEHTAMH.

16. Opranuzamus pabOThI ¢ JOKyMEHTAMH.

17. TIpaBka u peTakTUPOBAHHUE CIIY’KEOHBIX TOKYMEHTOB.

18. Tpynnubie crydan opdorpaduu U MyHKTYaIHUH.

19. OcobeHHOCTH PEUEBOT0 ATHKETA MPH COCTABICHHUHU CIYKEOHBIX TOKYMEHTOB.

20. Cnenuanu3upoBaHHbIE  CHUCTEMbl  aBTOMAaTH3allMd  JESITENBHOCTH  CIY)KOBI
JOKYMEHTAI[MOHHOTO 00ecrieueHus yIpaBiIeHHUs.

Ilpumepnwviii mecm:

1. OO6uuii nopsok opopMIeHHs OPraHU3AIHOHHO-PACTIOPSIANTETbHBIX IOKYMEHTOB U
COCTAB PEKBU3HMTOB /UIS1 BCEX OPraHM3alNii YCTAHOBJIEH:

1) 3akonoM «O6 nHpopManun, HHPOPMAIUOHHBIX TEXHOJIOTUAX H O 3aAIUTE
uHpOpMaLUN»

2) BenoMCTBEHHON MHCTPYKIUEH 110 JETOIPOU3BOICTBY OpraHU3aI[N

3) TOCTowm P 7.0.97-2016

4) 3aKOHOM O TOKyMEHTAIIMOHHOM 00ECIIeUEeHHHU YIIPAaBICHUSI

5) T'OCTowm P 7.0.8-2013

6) TumnoBoif MHCTPYKIHKEH 1O JETONMPOU3BOACTBY B (peaepaibHBIX OpraHax
WCTIOJIHUTEJIBHON BIaCTH

2. PexoMeHaaTebHBIIi XapaKTep rocy1apCTBEHHbIX CTAHAAPTOB YCTAHOBJIEH:
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1) 3akoHoM «O cTaHIAPTH3ALUI

2) INocranosnenuem IpaButenscTBa Poccutickoit denepariiu
3) T'occrangaprom Poccun

4) 3akoHOM «O TEXHUYECKOM PETrYJIUPOBAHUNY

3. IlepeyeHb THNOBBIX YIPABJIEHYECKHX IOKYMEHTOB, 00pa3yIOLIUXCS B /IeSITeJILHOCTH
OpPraHM3aluii, C yKa3aHHeM CPOKOB XPaHEHHS YTBEPKICH:
1) PyxoBoautenem DenepanbHoil apxuBHOI Ciryk0bl Poccuu
2) MuUHUCTPOM KyJIBTYPbI U MacCOBBIX KOMMYHHKaIi Poccuiickoit ®enepanuun
3) MuHHCTEPCTBOM 3/IpaBOOXPAaHEHHS U COIMAILHOTO pa3sBUTUs Poccuiickoit deneparuu
4) TOCTom P 7.0.8-2013

4. PekBM3HMTHI aipeca HA MOYTOBBIX OTNPABJIEHUSAX U 0JIAHKAX IOYTOBBIX N1ePeBO/10B
NHUIIYTCH B MOPSIAKe, YCTAHOBJIECHHOM:
1) TlpaBuiaMu JeNONPOU3BOJACTBA B (pefepaIbHBIX OpraHaxX UCIOJHUTEILHON BIACTH
2) Tlocranosnenuem [IpaButenbcrBa Poccuiickoit denepanuu
3) PeriameHTOM OpraHu3anuu
4) WHCTpyKIHEH 1o JeT0MPOU3BOICTBY OpraHU3aiuu

5. Ilopsipok ucnoab3oBanus u3sodpakenus I'ocynapcreennoro repoda Poccuiickoi
®enepanum Ha 0JIAHKAX JOKYMEHTOB YCTAHOBJICH:
1) Tlonoxenuem o I'ocymapctBenHoM repoe Poccuiickoit deneparim
2) Toccranmaptom Poccun
3) denepanbHBIM KOHCTUTYIIMOHHBIM 3aKOHOM
4) PernamMeHTOM OpraHU3aIuu

6. Jle1onpou3BoOACTBO — 3TO:
1) TO ke, 9TO U JOKYyMEHTOOOOPOT
2) TO e, YTO M JOKYMEHTAI[HOHHOE 00CCIIeYeHNE YIIPaBICHHS
3) TO ke, YTO U JOKYMEHTUPOBAHUE
4) nmesTenbHOCTH M0 (OPMHPOBAHUIO JOKYMEHTOB B Jeja

7. JOKyMeHT0000pOT — 3T0:
1) BO3BpaTHOE ABMKCHHE JOKYMEHTA B MPOIIECCE €r0 JABUKCHUS B OPraHU3alluH
2) TO e, YTO U JJOKYMEHTOIOTOK
3) ABWXKCHHE TOKYMEHTa B OPraHU3aIlK C MOMEHTA €r0 MOIUCAHHUS 10 OTIIPABJICHHSI
4) JBWKEHHE TOKYMEHTOB B OpPraHM3aI[Mi C MOMEHTA MX CO3/IaHHsI UK MOJYICHHS 710
3aBepUICHUS UCIIOTHEHUS UM OTIPaBICHUS

8. lokyMeHT — 3TO:
1) wunbopMmarus, 3aKperuIéHHas B IPOCTPAHCTBE U BPEMEHHU Ha JINCTE Oymaru
2) CBeIeHHUsS O COOBITUSAX, MPOIECcCax, SIBICHUAX, HE3aBUCHMO OT CII0Cc00a ux
MIPECTABICHHS
3) wundopmarus, 3apukcupoBaHHas Ha OYMaXKHOM HOCHUTEC
4) 3aduKcHpoOBaHHAs HA MATEPUATLHOM HOCHTENIC HH(POPMAITUS C PEKBU3UTAMH,
MO3BOJISIFOIIMMHU €€ UACHTU(DUIIUPOBATH

9. B cucreMy oprann3auMOHHO-PACIOPSAUTETbHOI TOKYMEHTAMU BXOIHT:
1) ¢dunHaHCOBaAs JOKYMEHTAIIHS
2) 0OaHKOBCKas JOKYMEHTAIIHsS
3) crnpaBoOYHO-HH(POPMAIIMOHHAS TOKYMEHTAITHSI
4) OTYETHO-CTATUCTHYECKAs TOKYMCHTAIUS

10. Opranusanusi padéoThl ¢ JOKYMEHTAMHU BKJIIOYACT:
1) IOKyMEHTHpOBaHUE
2) OopraHM3aiuio JOKyMEHTO000poTa
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3)
4)

cbop uHpOpMAaIHH
OpraHu3anuio paboyero Mecra

11. O6beM 10KYyMeHT0000pOTA — 3TO!

1)
2)

3)

4)

KOJINYCCTBO BOBBp&THHX ,HBI/I)KGHI/Iﬁ I[OKYMGHTa 3a 104

00bEM OJTHOTO JIeTIa, YMHOKEHHBIN Ha KOJIMYECTBO JIeTl, 3aBEIEHHBIX B OpPraHU3allNH B
TEUYSHHE roaa

KOJINYCCTBO [[OKyMeHTOB, HOCTyHI/IBIHI/IX B opraHmam/Ho 1 CO31aHHBIX €O B
ONpENENEHHBIN TEPUO

MIPOU3BEACHHE TUIOMIAIN OJTHOTO JIUCTA TOKyMeHTa opmara A4 Ha 00IIee KOJTMIEeCTBO
JINCTOB [[OKYMGHTOB, HOCTyHI/IBHII/IX B opraHmaumo 3a 104

12. PexkBU3UT — ITO:

1)
2)
3)
4)

TO K€, UTO U OJIaHK JOKyMEHTa

o011ee KOJMYECTBO CTPOK B IOKYMEHTE
00s3aTeNbHBIN AEMEHT JOKYMEHTA
CTETIeHb 3aIIUTHI JJOKyMEHTA OT IOIICTIKH

13. FOpuauyeckas cujia JOKyMeHTa o0ecleYnBaeTCs:

1)
2)
3)
4)

Hajmu4yreM Ha O6ianke n3o0paxenus ['ocynapcrBerHoro repba Poccun
KOMITIETEHIIMEN U3AaBIIETO €ro OpraHa

HajuuueM rpuda yTBepKIeHus

HaJIMYHEM OTMETKH 00 WCIIOJTHEHUN JOKYMCHTA

14. HaumeHoBaHue BU/Ia JOKYMEHTA, COCTABJIECHHOI0 MJIM U3IAHHOI0 OPraHu3anuei,
JOJIKHO OBITH ONpe/IesIeHo:

1)
2)
3)
4)

JIOJ>KHOCTHOM MHCTPYKLIMEH
[Tonoxxennem 06 opranu3anuu (yCTaBOM)
[IpoTokosiom

HNHCcTpyKIMen no 1ea0nponu3BOACTBY

15. B cipaBo4HbIe JaHHbIE 00 OPraHU3alMU He BKJIIOYAETC:

1)
2)
3)
4)

MOYTOBBIH ajpec

HOMep TenedoHa

OaHKOBCKHI CUET

HAaMCHOBAHKE BBILIECTOSIIEH OpraHu3auu

16. HempaBuiibHoe opopmiieHHe AaThI «1eBsiToe Masi 2018 rogax»:

1.
2.
3.
4.

9 mas 2018 rona
2018.05.09.

09 mas 2018 r.
09.05.2018

17. Ilopsinok opopMiieHHs JATHI B PEKBU3UTAX JOKYMEHTA ONpeessieTcs:

1)
2)
3)
4)

[TocranoBnenuem IlpaBurenbctBa Poccuiickoit denepannu
I'OCTom

PacnopsbxenueM Ilpesunenra PO

HNHcTpykuuen 1o AeIonpou3BoACTBY

18. 10/12KHOCTD J1HIIa, KOTOPOMY a/IpeCOBAH JOKYMEHT, YKa3bIBAIOT B:

1)
2)
3)
4)

HUMCHHUTCIIbHOM ITaACKC
JaTCJIIBHOM ITaacCiKe
POAUTCIILHOM IMAZICIKE
BUHHUTCIIbHOM IaJJCXKE

19. /IoKyMeHT MO:KeT COAepKaTh:

1)

OJIVH aJipecaT
18



2) 1Ba aapecara
3) He Oosiee MATH aPECaTOB
4) He Oojee 4eThIPEX apecaToB

20. D1eMeHTHI IOYTOBOIO aJpeca YKa3bIBalOT B MOC/1€10BATEILHOCTH:
1) crpana

001acTh, Kpai, peciyoymka
HACEIEHHBIN IIYHKT
yJIHIIa, HOMEp JOMa, HOMep KBapTUPHI
HauMEHOBaHME aJpecaTa

2 ) HauMMEHOBaHME aJpecaTa
HAaCENEHHBIN MYHKT
001acTh, Kpai, peciyoymka
yJIHIIa , HOMEp A0Ma, HOMEpP KBapTHPHI
CTpaHa

3) HauMeHOBaHHE aJpecaTa
yJIHIIa, HOMEp JJ0Ma, HOMEp KBapTHUPHI,
HAaCENEHHBIN MYHKT
00J1acTh, Kpai, pecimyomKa
CTpaHa

21. IIpu opopmiennu rpuda yreepkaeHus CJ10BO YTBEPKAA0 HMeeT CJAeAYIUH BUI:
1) Vr1Bepkmaro
2) «YTBepKaa»
3) YTBEPXJAIO
4) «YTBEPXJIAIO»

22. JlaToii npuka3a siBJIsIeTCA:
1) nmara ero moaMUCaHUS
2) jdata ero BCTYIUICHHSI B CHITY
3) nara ero pacChUIKH
4) nara ero MoJIydeHHUs CTPYKTYPHBIM HOpa3ieieHHEM

23. A6oOpeBuarypa pexkBuznuta OKY/l pacumdpoBbiBaercs, Kak:
1) otpacneBoii kKoaupuKaTop yHH(PUIIUPOBAHHON TOKYMEHTAIIUH
2) obmepoccuiickuil KaccuukaTop yHU(PHUIIMPOBAHHBIX JOKYMEHTOB
3) obmepoccuiickuii Ki1accu(pUKaTop yrnpaBIeHUSCKONW JOKyMEHTAIIMN
4) oTtpacieBoil KOMUPHUKATOP YIPABICHUSCKON TOKYMEHTAIIUN

24. Ecii Ha JOKYMeHTe 3aroToBJIeHa MOANUCH HAYAIbHUKA MoApa3/ieJIeHus, a
NOANMUCHIBAET JOKYMEHT €ro 3aMecTHTe/Ib, TO CJIeAyeT:
1) momedaTarh IMPEIOT «3a» MEPE] T0KHOCTHIO HaYaIbHHKA
2) Hamucarth OT PYKH MPEIOT «3a» Mepe]l T0HKHOCThIO HadyalbHUKa
3) moCTaBUTH KOCYIO YEPTY Mepe] JODKHOCTHIO HauallbHUKA
4) WCTpaBWUTh M yKa3aTh HACTOSIIYIO JOJKHOCTh M (DaMUJIHIO JINIIA, TIOAMUCHIBAIONIETO
JOKYMEHT

25. Ilpu odopmiennu rpuda coraiacoBaHus CJIOBO «COTJIACOBAHO» HUMeeT CJeYIOIUil BUI

1) COTJIACOBAHO
2) CormacoBaHo

3) «COI'-TACOBAHO»
4) COI'JTACOBAHO:

26. IIpaBuibHoOe opopmiieHne paci(ppoBKHu noanucu B pekpusnre «lloanucoby»:
1) B.IL MBanoB
2) B.UBanoB

19



3) Hmanos
4) Hsanos B.II.

27. 3aro/ioBOK K TEKCTY J0JIKeH ObITH COTJIACOBAH C:
1) HauMeHOBaHWEM BUJA IOKYMEHTA
2) C HauMEHOBAaHHEM OPraHHM3alliH - aBTOPA JOKYMEHTa
3) ¢ maroit JOKyMeHTa
4) ¢ HAaMMCHOBAHUEM BBIIICCTOSIICH OpraHU3aUU

28. OT™MeTKA 00 HCIIOJIHUTEJIE T0/I3KHA BKJIIYATH B ce0s:
1) damwunuro U HOMEp TelieOHA UCTIOTHUTEIIS
2) daMHINIO ¥ HHUIMAIBI UCTIOJTHUTEIIS
3) HWuuruansl ¥ GaMUAIAIO UCTIOTHATEIS
4) HWuunuainsl, GaMuIn0 1 HOMep Telae(oHa HCIIOTHUTEIS

29. IMpu HanpaBJIeHUH MUCHMA IOJZKHOCTHOMY JIMIY €ro JI0JKHOCTh U (paMuJiusi B
PEKBHU3HTE «AJpecaTy yKa3bIBalOTCH:
1) B pOIMTENILHOM MaJEKe
2) B UMEHHUTEIHHOM IaJICIKe
3) B JaTETBHOM Ma/IeKe
4) B TBOPHUTEIILHOM MAJICKE

30. PexkBU3HUT «3aroj10BOK K TEKCTY)» He HCIOJIb3YeTCs:
1) B mpuKazax
2) B IIOCTaHOBJICHHUSX
3) B COIPOBOAUTENBHBIX MUCbMaX
4) B pacropsHKEHHSIX

31. Kakas gesioBasi 0ymara Ha4MHaeTcs1 ¢ MecTouMeHus 1-ro quma?
1) npukas
2) 3asBIICHHE
3) IOBEPEHHOCTH
4) pesome

32.B KakOM U3 HA3BAHW JONYLIEHA OIIMOKA B UCNOJIb30BAHUY MPONMCHON MJIM CTPOYHOM
OYKBbBI.
1) OpJ0BCKHIA FOPHINYECKUI KOITEIK
2) Opmosckas mkosa N 16
3) Poccuiickast akageMusi FOCYIapCTBEHHOM Ciryx0bl tipu [Ipesunente Poccuiickoit
®enepanun
4) TocynmapctBeHHast TpeThsIKOBCKas rajaepest

33. Kakasi u3 npuBeaéHHBIX GaMUIUii He CKIOHSETCS.
1) Ilaxpaii
2) Illepb6a
3) Txauyk
4) Illambunaro

34. Boi0epuTe NpaBUIbHBINA BADHAHT 3aKJII0YATEIBbHON (DOPMYJIBI BEKJINBOCTH B 1€710BOM
nucbMe.
1) C yBaxkeHuem
2) Bcerma Bam
3) C yBaxeHwueM,
4) C BBICOYANIINM ITOYTCHUEM,

35. OTMeTbTE, KaKOE CJI0BOCOYETAHHE COOTBETCTBYET A3BIKY JOKYMEHTA.
1) 3aBOJMTH YrOJOBHOE JICNIO
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36.

37.

38.

39.

40.

41.

42.

43.

44.

2) BBICIIaTh HAa PACCMOTPEHHUE
3) BbBLIATH KPEIUT
4) BO3JIOKUTH KOHTPOJIb

C KaKuM CJI0BOM HeJIb3sl ynoTpeouTts yactuny HE:
1) HesiBKa

2) HEWMEHHE

3) HecoOmoacHNE

4) Henmpu3HAHUE

Kakoe 13 npuBeIéHHBIX CJIOB MOKHO YNOTPEOJISTH B AI3bIKe TOKYMEHTA:
1) meHcuoHepka

2) npupekTpuca

3) cekperapiia

4) cTyneHTKa

OTMeThTE HEyAa4YHBbIH BHIOOP (POPMBI MHOKECTBEHHOI'0 YHCJIA CYLIECTBUTEILHOIO:
1) pexTopa

2) mpodeccopa

3) moroBOpbI

4) nmpexropa.

OTMeTbTe CJ10BO, KOTOPOE HANMCAHO NMPABUJIbLHO:
1) Oe3MHHUIMATHBHBIHI

2) TPeAbIHCYIbTHBIN

3) B3BIMAThH

4) MeKBIHCTUTYTCKHI

OT1MmeTbTe CJI0BO, B KOTOPOM JIONYIIEHA OIIHOKA:
1) OecnperieIeHTHBII

2) KOH(HUAECHIHATLHOCTh

3) KOHBIOHKTYPIIHK

4) OPUCTKOHCYIIBT

OTMmeTbTe CJIOBO, B KOTOPOM JIONYyIIEHA OIIMOKA:
1) anemrsnus

2) nunep

3) Uepkeccus

4) Tammuu

OTrMeThTE, B KAKOM COKPAILIEHHH JONMYIIEHA OIIHMOKA!
1) momn.

2) Mipa.

3) 3arc

4) rr.

OtmerbTe a00peBHATYPy MY’KCKOI0 poaa:
1) LUK

2) TCX

3) IOHECKO

4) CHI'

Bri0epuTte npaBuJIbHBIH BAPHAHT 0(popMJICHHS 1aThI B TEKCTeE:
1) ¢2008 10 2010 rox

2) B2008/2009 romax

3) ¢ 2008 mo 2010 romapt

21



4) ¢ 2008 o 2010 rox

45. OT™MeThTe HENMPABHJIBHO 00PAa30BaHHYI0 (hOPMY YHCIUTEIHHOIO:
1) OGousee ABYXCOT ABAAATH YIACTHUKOB
2) ¢ OByMsICTaMH JBaJaThIO yYaCTHUKAMHU
3) o aByxcrax JABajallaTH YYaCTHHKAX
4) X AByCTaM JBaJIaTH YYaCTHHKAM

46. Kakasi u3 si3bIKOBBIX ()OPMYJI HE COOTBETCTBYET CTPOro o(pUIINAILHOI MepenucKe:
1) CraBum Bac B M3BeCTHOCTB, UTO...
2) YO6emutenbHO npocuM Bac pemmts Bompoc...
3) Ecnu Bawm He TpynHO, COOOIIUTE, MOKAITYHCTA, ...
4) Tlpurnamaem Bac npuHSTE ydacTue...

47. Kakue U3 KJII0Y€eBBIX CJIOB COMPOBOIUTEIHHOIO MMChbMA a/IPECOBAHBI B CTOPOHHIOK0
OpraHM3alUIo:

1) Tlpencrasnsem Bawm...

2) Hampagnsiem Bawm...

3) Ilockutaem Bawm...

4) Beicbutaem Bawm...

48. OTMeTbTE, KAKOE CJI0BOCOYETAHNE MOKHO MCII0JIb30BATH B fI3bIKE IOKYMEHTA:
1) 3amelicTBOBATh COTPYAHUKA
2) O03BYYUTH TOUKY 3PCHUS
3) mpomucarh B JOKYMEHTE
4) BBIMOJIHUTH TIOPYICHUE

49. B kakoM psi1y Bce CJIOBA COYETAIOTCSH € IJIaroJiaMmu NPpaBUJIbHO:
1) noBbICHTH (TpeOOBaHMUS, YCIIEBAEMOCTD, TIOKA3aTEIIN )
2) oxa3ath (MoaIep:KKy, BHUMaHUE, BPE])
3) ynerieBUTH (MMPOIYKTHI, CEOECTOUMOCTD, TOBAPHI)
4) npuHMMATh (K UCHIOJIHEHHUIO, K CBEJCHUIO, MEPHI)

50. OT™MeTBhTE, B KAKOM CJIOBOCOYETAHUM COMEPKUTCH FPaMMaTHYeCKasi OIIUOKA:
1) 3amIaTtuTh 3a MPOe3[T
2) OILIaTUTh IO CUETY
3) 3amiaTUTh J0JTH
4) yIIaTUTh 32 TIOKYIIKY

51. OTmMeThTE IICOHA3M, KOTOPBIH MOKHO YIIOTPEOJIATH B 1€J10BOI pedn:
1) KOHCEHCYC MHEHHIA
2) aJIMUHHUCTPATUBHOE YIIPABICHHUE
3) TOp)KECTBEHHAs [IEPEMOHUS
4) namsTHBINA CyBEHHUP

52.0TMeTbTE, KAKOI U3 NPOM3BOAHBIX NPEIJIOrOB CJIeAYeT 3AMECHHUTh:
1) B COOTBETCTBUU C IOTOBOPEHHOCTHIO. ..
2) Ha ocHOBaHHH BBINIECKA3aHHOTO. . .
3) BcrencTBre npeacTOSIIMX BBIOOPOB. ..

4) Bnaromaps yKa3aHHBIM 0OCTOSATEIBCTBAM. . .

53. B kakoM cJj10Be 0NYIIeHA OIIMOKA B HANMMCAHUM OKOHYAHUS:
1) Ilo oxoHYaHWH CpOKA...
2) Ilo npenbsiBICHUU TOKYMEHTA. . .
3) Ilo mpunére B adpoIOPT. ..
4) Tlo npue3ay B MoCKkBy...

22



94. OT™MeThTE, KaKoe CJIOBOCOYETAHUE He YNOTPedsieTcs B /1eJI0BOM peun:

1)
2)
3)
4)

HCTIOJIHUTENIBCKAs BJIACTh
MPEACTABUTEIBCKUE PACXO/IBI
KapAUHaJIbHBII BOIPOC
KWTHITHBIA (HOH

5S. IlousiTHE «3J1EKTPOHHBINH JOKYMEHT) OIpede/IeHO:

1)

2)
3)

®enepanbHbIM 3ak0HOM «O0 MHPOpPMaIH, HHHOPMAIMOHHBIX TEXHOJIOTHSX H O 3aIIUTE
nHGOpMAIAN

denepanbHbM 3ak0HOM "O0 31eKTPOHHOH U(POBOIL moamucu")

®denepalibHbIM 3aKOHOM «O0 JIEKTPOHHOM JOKYMEHTE

56. Ilepeuennb 00s13aTeJILHBIX CBE€HHI 0 JOKYMEHTAX, HCI0JIb3yeMbIX B CHCTEMAX
3JIEKTPOHHOI'0 JOKYMEHT0000poTa (heepaibHbIX OPraHOB HCIOJHUTEJbHOM BJIACTH,
onpeesiéH:

1)
2)
3)

4)

TunoBoi UHCTPYKIMEH 1O AETONPOU3BOJICTBY B (pellepaIbHBIX OpraHax
HCIIOJTHUTENBHON BJIACTU

®enepaiibHbIM 3aKOHOM "O TOKYMEHTAllMOHHOM OOECIIEUEHUH YIIpaBICHYECKON
nesTenbHOCTH "

[Noctanosnenuem IlpaButensctBa Poccuiickoit @enepannu «O06 yreepxaenun lpasun
JIeNIONPOU3BOJICTBA B (pe/iepalibHBIX OpraHaxX UCHOJTHUTEILHON BIACTH
[TocranoBnenuem IlpaBurensbctBa Poccuiickoit denepannu «Ilostoxkenue o cucreme
MEXBEJJOMCTBEHHOTO 3JIEKTPOHHOTO IOKyMEHTOO0OPOTa»

57. Opranu3zaTopoM Me:XKBeIOMCTBEHHOI'0 3JIEKTPOHHOI'0 JOKYMEHTO000pOTA SABJISIETCH:

1)
2)
3)
4)

®denepanpHas ciayk6a oxpansl Poccuiickoit deneparun

Anvmunuctpanus [Ipesuaenrta Poccuiickoin denepannu

Anmnapart [IpaButensctBa Poccuiickoit @enepanuu.

I'maBHOE ynpaBneHue cnenuanbHbIX porpamm [pesunenta Poccuiickoit denepaunn

58.Ceprudukar Kiro4a 3J1eKTPOHHOI HMPPOBOI MOANMUCH He BKJIKOYALT:

1)
2)
3)
4)
5)
6)
7)

perucTpaloHHbIi HOMEp cepTuduKara Kiitoya NOAMKUCH,

CPOK JieiicTBUS cepTU(UKaTa KI04a MOAMUCH

CBECHHUS O BJajeiblla cepTUdHUKaTa KIro4a MoAMUCH

OTKPBITHIN KJTIOU AJICKTPOHHOU 1T (DPOBOM MOMKCH;

3aKPBITHIN KITFOU AJIEKTPOHHOU IU(PPOBOH TOAIMHUCH

CBeZIeHHsI 00 YIOCTOBEPSIOIIEM LIEHTPE, BhIIABIIEM CEPTHU(PHUKAT KITH04a MOANUCH;
CBeZIeHHsI 00 YCIIOBUS MIPU3HAHUS IOPUIUYECKOTO 3HAYEHUS JIEKTPOHHOTO TOKYMEHTA C
ANEKTPOHHOU TU(PPOBOY TOAMHUCHIO

59. MeragaHubie — 3TO:

1)
2)
3)

4)

00s3aTeNbHBI KOMIIOHEHT PETUCTPALIMOHHON KapThl JOKYMEHTa

OJIHA U3 COCTAaBIISAIOLINX AIIEKTPOHHON ITUPPOBOI MOAMKICH

uaeHTUGUKaATOp HHPOPMAITHOHHOTO pecypca, MO3BOJISIONINI YIIPaBIATh UM,
OCYHIIECTBJISITh MOUCK U XpPaHEHHE

JaHHBIE, ONPEACIIAIONINE IOPUANYECKYIO CUITY 3JIEKTPOHHOTO TJOKYyMEHTA

Ilpumepnvie ketic-3a0aHusL:

3aganue 1. CocraBiieHHE OPraHM3AHOHHO-PACTIOPSAANTEIbHBIX IOKYMEHTOB

Curyanus:
IIpencraBbre cebe, uto Bbl paboTaeTe B KOMIAHWU MOMOIIHMKOM PyKOBOJHTENS. Bam

HCO6XO,Z[I/IMO MNOATOTOBUTD MPOCKTHI OpI’ aHI/I3aLII/IOHHO-paCHOP}IIlI/ITeJIBHOﬁ AOKYMCHTAaIlUU

CocraBbTe IpUKa3 Mo pe3yyibTaTaM IMPOBCPKU B XOAC MHBCHTAPU3ALIMKN MATCPUAIIBHBIX

LIEHHOCTEeH B cpeaHeil mkoie No r. BmaguBocroka, mpoenénnoit ¢ 10.09.2015 mo
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20.09.2015. B pe3ynbTaTe MpOBEPKHU OBLIU BBISBJICHBI CYIIIECTBEHHbIE He0CTaTKU. Heobxoaumo
MIOBBICUTH KOHTPOJb IHpENnojaBaTeiell 3a COXpPaHHOCTBIO IIKOJBHOIO 00O0pyIOBaHMS,
aKTUBU3UPOBATh pabdOTy € y4yallMMHUCS 10 BOCIIMTAHUIO y HUX OEpPEeKHOr0 OTHONIEHUS K
HUMYIIECTBY.

CocraBbTe pacrnopsHKeHHE PYKOBOAMTENS 00 OpraHM3aluu JIKYpCTBA B IpPa3THUYHBIC
aau ¢ 31 nexadpst 2015 roga mo 10 ssuBapst 2016 roga. Ilpennoxure 3am. aupektopa nmo AXY
(aIMHUHUCTPATUBHO-XO3AWCTBEHHAsl YacTh) OpraHu3oBaTh coTpyaHUKOB 31.12.2015 no 17-00 u
IIPOBEPUTH U OI€YaTaTh BCe CllyKeOHble oMelieHusl. OOsKUTE MOArOTOBUTh HA YTBEPKICHHE
rpaduk nexypcrBa A0 31 nmexabps. OpraHum3zanuio u (GaMuiInd JTOJDKHOCTHBIX JIMII YKAKHUTE
CaMOCTOSITENIBHO.

OdopmuTte BBIMHCKY M3 MpUKaza 1Mo wHBEeHTapu3anuu. CoctaBbTe W OPOPMHUTE aKT O
MIPOBEPKE COXPAHHOCTH JIOKYMEHTOB B OpraHMU3al1H.

CocraBbTe U 0OpPMUTE B COOTBETCTBHM C TPEOOBAaHMSIMH IMPOTOKOJ 3acE€JaHHsl COBETA
JUPEKTOPOB aKLMOHEPHOTO OOIIecTBa O CO3bIBE T'OJOBOT0O 001Iero codpanus akuuoHepos. Ha
3acejaHuM ObLIM ONpPENENIEHbl MecTo, Bpems, ¢opMa (o4yHasl) MpoBEACHUsI cOOpaHUs, a TaKxke
YTBEPKIAEH CHUCOK KaHIWAATOB, BKIIOYAEMBIX B OIOJUIETEHU ISl TOJOCOBAaHHUS IO IOBOIY
n30paHus B YICHBI COBETa TUPEKTOpoB. HeoOxomumyro nuapopmaluio (Ha3BaHUE aKIIMOHEPHOTO
obmecTBa, (GpaMuIMKM BBICTYNUBIIUX JAOKJIAJMYUKOB WM T.J.) JOIOJHHUTE CaMOCTOSITENhHO. Bce
PEKBU3UTHl JIOKYMEHTa O(OpMHTE B COOTBETCTBUU C TIOJOXKEHUSMHU JEHCTBYIOLIErO
3akoHomatensctBa 1 'OCT P 7.0.97-2016.

KpaTkue meTonnyeckue ykazaHus

Keiic-3aganue coCcTOMT M3 4YETHIPEX 3aAaHui. MakCHUMaiabHO 3a Keic-3aJaHue MOKHO
noTy4uTh 7 0amioB. Bpemsi, 0TBOMMOE Ha BBITIOJTHEHUE KeHC-3aaHusl, COCTABIISICT 35 MUHYT.

3ananue 2. CocraBiieHue MH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Curyanus:

[IpencraBeTe cebe, uro Brl paboTaeTe B KOMIAHUU IMOMOIITHHUKOM PYKOBOAUTENS. Bam
HE00X0IMMO MOATOTOBUTH MPOEKTHl HUH()OPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB:

CocraBpte B cootBerctBuu ¢ ['OCT P 7.0.97-2016 u odopmuTe MOIHBIN MPOTOKOJI
3acelaHusl KOJUIETUM O paboTe otTnaena WH(OpMaTH3alMH 10 OO0ECIICUCHUIO ICATEIHHOCTH
yupexJieHus: (Ha3BaHHE YYPEXKJCHUS, MECTO M3/aHUs JIOKyMEHTa U JIp., PEKBU3UTHI yKa3aTb
camocTosTesnbHO). Ha 3acemanuu pedp miia 0 HEOOXOAMMOCTH JOTMOJHUTEIBHOTO BbIICICHHUS
KOMITIBIOTEPOB JJisi oTnena unopmaruzanuu. Coob1anocs Takke 0 TOM, UTO B OT/AEIE HOBBIX
pa3paboTOK MPOBOAATCA MEPOINPUSATHS MO YAYUYIICHHIO OpraHu3aluy HHPOPMAIMOHHBIX
npoueccoB. Ha 3acenanuu o100peHO OCHOBHOE HampaBiieHHE pabOThl OTAeNa W IPUHATO
pelieHre MOPYYUTh aIMHUHUCTPATUBHO-XO3SWCTBEHHOW chyx0Oe mnpuobpectu s oOTHeNa
uH(popMaTU3auu 3 KOMIBIOTEpA.

CocTaBbTe MPOTOKOJ MPOU3BOJCTBEHHOIO COBEUIAHUS PAOOTHUKOB HOPUIUUYECKOTO
oTIena, KOTOpble OOCYXJIalnu BOIPOC OpraHu3aluu paboThl B OTIENE B CBSI3U C Pa3BUTHEM
KOMMEPYECKON JeATeIbHOCTH M TMPHUHSUIM pelleHHe O HEOOXOJWMOCTH  YBEIUYCHHUS
YUCIEHHOCTH pa0OTHUKOB IOPUAMYECKOTO OTAeNa U 00 OCHAalleHWH OTAeNa HOBBIMU
KOMITIBIOTEpaMHU.

Hanummure noxmamuyro 3anmucky Ha ums pykoBoautens OOO «IIpum-Koncantunry o
KOMaHJUPOBaHUH B T'. Xa0apoBCK CTapIIero MHKeHepa TexHuyeckoro otaena Meanosa W... ¢
06.10.2012 rona cpokom Ha 5 JHEH A7 BBICTYIUIEHHUS C IOKJIAJOM Ha ceMHHape «COBpEMEHHbIE
CHOCOOBI ONITUMHU3ALNU JOKYMEHTO000POTa B KOMMEPYECKOM OpraHu3aIluim.

CocraBbTe rapantuitHoe nucekMo OAQO «busnec-ABromarukay k OAO «LPT-
TEXHOJIOTUU» 00 OKa3aHHM MOMOIIY B YCTAaHOBKE W HalaJke 00OPYIOBAaHMS BBIYUCIUTEIHEHOTO
LEHTpa.

ITonroroBbTe U O(POpMUTE MUCHMO C COOOIIEHHWEM O IMPOBEAECHUU T'OJOBOTO OOIIETo
coOpaHHs aKIIMOHEPOB aKIMOHEPHOTO oOIecTBa (Ha3BaHHWE M CIPABOYHBIC JaHHBIE OOIIECTBA
JIOTIOJTHUTE CaMOCTOATENbHO). B cooOmiennn ykaxurte, 4To coOpaHHE CO3bIBAaeTCs B OYHOU
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dopme, ompenenuTe CaMOCTOSTEIBHO TIOBECTKY [IHS, JaTy, BpeMsl U MECTO IpOBEACHUS
roJI0BOr0 00mero coOpaHusi, Hadyajlo M OKOHYAHUE PETUCTPAIMH YYaCTHUKOB COOpaHHS.
Heo0xoaumMo yka3aTh, Kakue JOKYMEHTBI HY)XHO MUMETh MpH cede (macnopT, JOBEPEHHOCTh Ha
nepefayy mIpaBa Ha ydacTHe B coOpaHuu W 1p.). Bce pekBU3uTHl AOKyMeHTa o(popMHUTE B
COOTBETCTBUH C TOJIOKEHUSIMH JICHCTBYIOIIEro 3akoHojarenbcTBa U TtpedoBanusimu ['OCT P
7.0.97-2016.

KpaTkue meTonnyeckue ykazaHus

Keiic-3amanue cocrouT M3 MATH 3alaHui. MakCHMalbHO 3a KEHC-3aJaHuE MOXKHO
noy4yuTh 7 0amioB. Bpemsi, 0TBOaMMOE HA BBITIOJIHEHUE KEeHUC-3aaHusl, COCTABIISAET 35 MUHYT.

3aganue 3. CocTaBjieHHe KaPOBOil JOKYMEHTAIlUH

Curyanus:

[IpencraBbre cebe, uto Bel paboTaere B KOMIaHWU B OT/AeNE KaapoB. Bam HeoO6xonnmo
MOJITOTOBUTH TIPOEKTHI KaIPOBBIX IOKYMEHTOB

Ha ocHoBanmm 3aKkiO4€HHOTO TPYHOBOTO JOTOBOpa o mpuéme Bac Ha HOKHOCTH
MeHeKepa 10 TYpU3My B TypucTHueckyro ¢pupmy «boH-Bosix» odopmuTe mpukas mo JIHIHOMY
cocTaBy 0 Ipuéme Ha padboty (1o yHuuipoBanHoil popme T Ne 1).

CocraBbTe 1 0(pOpMHUTE XapaKTEPUCTUKY Ha COTPYTHHKA OT/ENa KaJApOB, TIOJITHCAHHYIO
PYKOBOJIUTENIEM JTAHHOTO CTPYKTYPHOTO Tozpasaeneaus. Oprannzanuio, paMuimy pabOTHHKOB
YKQKUTE CaMOCTOSITEIIHHO.

CocraBpTe 1 0(popMHUTE 3asBICHHE O TEPEBOJIC HA APYI'yIO pabOTy, B KOTOPOM YKaKHUTE
CTPYKTYpHOE MOJApa3JelieHne, JOJKHOCTb, MpU HEOOXOJAUMOCTH — OCOOEHHOCTH B paboTe
(HemonHbBIN pabouuii AeHb, MOYacoBas oruiata). Ha ocHoBaHMM 3asiBIIEHHS] COCTaBbTE MPHUKA3 IO
yaupunupoBannon popme T Ne 5.

Odopmute 3amuch B TPYIOBYIO KHHXKKY O TIpuEME Ha paboOTy U CIIPaBKy ¢ MecTa paboThI
C YKa3aHUEM JOJDKHOCTU U CPEITHEMECSIYHOI0 3apaboTKa.

Kparkue meToauueckue ykazaHus

Kelic-3aganue cocTOMT M3 4YETHIPEX 3adaHUi. MakcHUMalabHO 3a Keic-3aJaHue MOKHO
moTy4uTh 7 6amioB. BpeMsi, 0TBOaMMOE Ha BBHITTOJIHEHUE KeHC-3aaHusl, COCTABIISIET 35 MUHYT.

3ananue 4. UHCTPpYKUMS 10 J€JIONPOU3BOJACTBY

Kpartkue meToanueckue yKazaHus

CyTb 3aaHusi COCTOUT B (DOPMHUPOBAHMH OPraHU3AIMOHHOTO JOKyMeHTa «MHCTpyKIus
M0 JIEIOMPOU3BOJICTBY», B KOTOPOM OYAET OTPaKCHbI TpeOOBaHUS M TIpaBWiIa BEICHUS
JIEJIOTIPOU3BO/ICTBA, TIPaBUjIa JOKYMEHTHPOBAaHMS HH(POPMAIIMK B OPraHU3aIUH.

MakcuManbHO 3a BBITIOJIHEHHE WHIUBHIYAIBHOTO 33JIJaHUS MOYKHO TIOJYYUTh 7 OajlioB.
Bpewmsi, 0TBOMIMOE Ha BBIMIOJIHEHUE 33aHUsI, COCTABIACT 15 MUHYT.

4.3. OueHo4HbIe CPEACTBA IS POMEKYTOYHOM ATTECTAlUM.

4.3.1. ®opmupyemblie KOMIIETEHIIUH C YKA3aHUEM 3TANOB UX ()OPMHUPOBAHUS B
npouecce 0cBOeHHs1 00pa3oBaTe/ibHOI mporpamMmel. [loka3zaresin U KpUTEepUHU OLeHUBAHUS
KOMIIETEHIHIi ¢ y4eToM 3Tana ux GopMupoBaHus

Kon HaumenoBanue Kon HaumenoBanue JTana
KOMIIETEHLIUH | KOMIIETEHIIUH JTana OCBOEHUS KOMIIETEHIIUU
OCBOEHUS
KOMIETEHIIUH
OIIK-4 CnocobHocts  ocymectBiATs | OIIK-4.2 CriocoOHOCTh OCYILECTBIIATh
JIETI0BOE oO1eHue u JIETI0BOE oO1ieHue,
nyOJInYHbIE BBICTYIIJICHUS, nyOMUYHbIE  BBICTYIUICHHMS,
BECTH NIEPEroBOPHI, BECTH NIEPEroBOPHI,
COBELIaHU4, OCYLIECTBIIATh COBELIaHMUA.
IS 0:3% MEPENUCKY u
MOJIJIEP)KUBATh  DIIEKTPOHHbIE
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KOMMYHHKAITIH
OIIK-6 CrniocoOHOCTB pemars | OIIK-6.3 CrnocoOHOCTb IPUMEHSITh
CTaHJapTHBIE 3aa9u OCHOBBI MH()OPMAIIMOHHOW U
npoeccuoHaTbHON oubnuorpaduueckoit
NeITeTbHOCTH  Ha  OCHOBE KYJIBTYpPbI, WH()OPMAIMOHHO-
nH()OPMATMOHHOK " KOMMYHHKAIIHOHHBIX
oubmuorpaduueckoit TEXHOJIOTHH Il PEIICHUS
KYJIBTYPBl C TPUMCHCHUEM 3a7ad  MPOQEeCcCHOHATHHON
nH(HOPMAITHOHHO- JeSITeTbHOCTH
KOMMYHHKAITHOHHBIX
TEXHOJOTHM M € Y4YETOM
OCHOBHBIX TpeOoBaHUit
nH(pOpMaLMOHHON
6e30MacHOCTH
Jran ocBoeHus | Iloxkasaresib OLlCHUBAHUA Kpurepuii ouennBanus
KOMIETEHIIHH
OIIK-4.2 OmnpeneneHbl METOIBI u | OmnpenensieT METOIbI U
CrocoOHOCTh  OCYIIECTBIIATH | CIIOCOOBI JIEIOBOTO OOIICHHS | CIOCOOBI IETTOBOTO OOIIEHUS
JIeJI0BOE oOlieHue, | HA OCHOBE YCTAaHOBJIEHHBIX | Ha OCHOBE YCTaHOBJIEHHBIX
MyOJTUYHBIC BBICTYIUICHHUSI, | TpeOOBaHUIT K CIy)XKeOHOMY | TpeOOBaHUU K CITyKEOHOMY
BECTHU MIEPETOBOPHL, | MOBEACHUIO U C  YYETOM | MOBEICHUIO U C YUETOM
COBEILlaHUS. cnenupuKu KOHKpETHOH | cnenuuKkd KOHKPETHON
dbopMBI U cuTyanuu O0IIeHUsT | (HOPMBI U CUTYaIH
0oOIeHNUS.
BricTynaer ¢ noknagamu u
COOOIIIEHUAMU C YUETOM
TpeOOBaHUH S3BIKOBOU U
JIEJIOBOM KYJIbTYPBHI.
Omnpenensier NIPUHIUIBI 1
TEXHOJIOTUH BEeICHUS
MIEPETOBOPOB U MPOBEICHUS
COBEILIaHUN
OIIK-6.3 Onpenenser OcyiecTBisieT
Croco6HOCTh NPUMEHSATH | WH(pOpPMAIMOHHO- 3¢ pexTUBHBIH BBIOOD
OCHOBBI HMH(OPMAIIMOHHON H | KOMMYHUKAIMOHHBIE uH(GOPMAITMOHHO-
oubnuorpaduueckoi TEXHOJIOTHH, TpeOOBaHUS | KOMMYHHKAI[MOHHBIX
KYJIbTYpbl, WH(OpPMAIMOHHO- | MHPOPMAITMOHHOMN U | TEXHOJOTHUU TIPH pPElICHUN
KOMMYHHKAIIMOHHBIX 6ubnuorpaduueckoi 3aga4  npodeccruoHanbHOM
TEXHOJIOTUH ANl PEIIeHUs | KyIbTypbl U | JIeSTeNbHOCTH
3a1au npodeccnoHanbHON | MHPOPMAITMOHHOM YuurteiBaet TpeOoBaHUS
JEeATeNbHOCTH 0€30MacHOCTH NP pelieHnH | WHPOPMAIMOHHON u
3agady  npodeccuoHanbHONW | OGuONIMorpaduueckoit
JEeSITEeIbHOCTH KYIIbTYpbI u
UH(POPMALMOHHOM
0€3011aCHOCTH NPU PELICHUU
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3amad  mpodeccrnoHaNIbHOM
ACATCIIBHOCTU

4.3.2. TumnoBble OLlEHOYHBIE CPEICTBA

BOl'lpOCbl K 3a49€Ty

No ok~ whPE

10.

11.
12.
13.
14.

15.

16.
17.

18.
19.
20.
21.
22.
23.

24,
25.
26.

217.
28.

29.
30.

ConepxaHue U Ha3HAYEHHUE JIEJI0NPOU3BO/ICTBA.

OpranuzannoHHble (OpMBbI 1€I0IIPOU3BOICTBA.

Caiyx0a 1enonpou3BOICTBA, LENIU U 33/1a4H, (YHKIIMOHATIHHOE COACPIKaHUE eI TEIHHOCTH.
3akononatenscTBO Poccuiickoii @eneparuu B chepe HHPOPMAIIUU U JOKYMEHTAIIHUH.
3aKOHOIATENBCTBO 00 JIEKTPOHHOM MO ITHCH.

Buibl 271€KTpOHHOM MOANNCH U MOPSIOK UX TPUMEHEHHUS.

Hopmartuubiii  nokyment «llpaBunma pgemompousBoicTBa B (eAepalbHBIX OpraHax
WCIIOJIHUTENBHOM BIIaCTU», €r0 Ha3HAYECHHUE.

HanmonanpHble cTaHAapTHI M0 YIPABICHUIO JOKYMEHTaMHU.

HopmartuBHbIe npaBoBbIE aKThl OpraHa BJIACTH, PETIAMEHTHUPYIOLINE OPraHU3alui0 paboTh
C IOKyMEHTaMHU.

HNHCTpyKIMsS 1O JeMONpOW3BOJCTBY, HOPMATHBHAsT M MeETOAWYecKas Oa3a pa3paboTKu
MHCTPYKILHUU O JIEIOMPOU3BO/ICTBY.

brnank noxymeHnTa, BUbl OJaHKOB COCTaB PEKBU3UTOB OJaHKA.

CocTaB peKBU3UTOB YI0CTOBEPEHHUS, TOPATOK UX 0opMIIeHUSI.

CnyxeOHble OTMETKH Ha JOKYMEHTE, NOPAA0K UX OPOPMIICHHUSI.

CucrteMa OpraHu3alMOHHO-TIPABOBOM JOKYMEHTAIlMM, HA3HAYEHWE M BHUIOBOM COCTaB
JOKYMEHTOB.

IlonsiTue HOPMAaTHBHOTO IPABOBOTO aKTa, BHUIbl HOPMATUBHBIX IPABOBBIX AaKTOB
(benepanabHbIX OPraHOB MCIOJHUTEIBHON BJIACTH.

JIOKHOCTHAs! MHCTPYKIIMS, Ha3HAUY€HUE JOKYMEHTA, COCTaBJIeHUE U 0(hOpMIIEHHE.
IIpouenypa corjacoBaHMs JOKYMEHTOB, €€ Ha3HAay€HHWE, BHEIIHEE W BHYTPEHHEE
COIJIacOBaHUeE.

BusupoBanue 10KyMEHTOB, 0COOEHHOCTH BU3HPOBAHMSI PaCIIOPAUTEIbHBIX JOKYMEHTOB.
Cucrema pacnopsauTeIbHON JOKYMEHTAIMY, Ha3HAUYeHHE U BUI0BOH COCTaB IOKYMEHTOB.
Cocrapnenue 1 o(opMIIeHHE NTPHKa3a 10 OCHOBHOW J€ATEIbHOCTH.

ITopsinok JOKYMEHTHUPOBAHUSI KOJJIETHAIbHOM (COBEIATEeNIbHOM) 1€ TEbHOCTH.

[IpoTokoun 3acenanusi, BUJbl IPOTOKOJIOB, COCTABIEHUE U 0(OPMIICHHE.

Cucrema MH(OPMAIIMOHHO-CIPABOYHON NOKYMEHTAI[MM, Ha3HAYeHHWE W BUJOBOM COCTaB
JOKYMEHTOB.

JlenoBoe NUCbMO, Pa3HOBUIHOCTH JIEJIOBBIX ITHCEM.

Cocrapnenue 1 o(popMIIEHHE ETOBOI0 MHCHhMa.

Tekct ynpaBieHYECKOro JIOKYMEHTa, oOuue TpeOoBaHMs K COCTaBJICHUIO TEKCTa
JOKYMEHTA.

AKT KaK BUJ JOKYMEHTa, pa3HOBHIHOCTH aKTOB, OCOOEHHOCTH COCTAaBJIEHUS U O(POPMIICHHUS.
[lonsitTne  NOKYMEHTOOOOPOTa,  KAueCTBEHHbIE M  KOJHYECTBEHHBIE  IapaMeTpbl
JTOKYMEHTO0000pOTAa.

[TpuHIMTOBI pallMOHANBHOM OpraHU3aluu JOKYMEHTO000poTa.

OcCHOBHBIE ATaIbl IBUKEHUS MOCTYNAIOIUX JOKYMEHTOB.
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31.
32.
33.
34.

35.
36.
37.
38.
39.

40.

41.

42.

43.

44,

45.
46.

47.
48.

49,
50.
51,
52.

53.
54,

55.
56.
S7.
58.

59.

OcHOBHBIE ATalbl IBUKEHUS OTIIPABIISIEMBIX JOKYMEHTOB.

@DopMBI 1 METOBI COBEPUICHCTBOBAHUS JJOKYMEHTOO00POTA.

Haznauenue u nenu perucrpauyv JOKyMEHTOB, IIPUHIUIIBI PETUCTPALIUY.

CrpykTypa perucTpaliMOHHOIO HOMEpa IOCTYHAIOLIUX, OTIPABISEMbIX U BHYTPEHHUX
JOKYMEHTOB.

OCHOBHBIE PEKBHU3HUTHI PETUCTPAIIHOHHBIX (POPM.

OCOOEHHOCTH PErHCTPALNU OTACTBHBIX BUAOB JOKYMEHTOB (IIPHUKa3, I€JI0BOE IMHUCHMO).
Opranu3anuoOHHbIE OCHOBBI KOHTPOJIS UCTIOJHEHUS TOKYMEHTOB (TIOpyYEHU).

TexHos10THsI KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB (IOPYUYEHHUI).

CpoKu HMCIIOJNIHEHUS IOKYMEHTOB, BUbl CPOKOB, MOPSAJIOK UCUUCIEHUSI CPOKOB MCIIOJIHEHUS
JOKYMEHTOB, MOPSIIOK EPEHOCA CPOKA UCIIOTHEHNS TOKYMEHTA.

OcHOBHBIE ATarbl KOHTPOJISI UCTIOTHEHUS JOKYMEHTOB (ITOPYICHUH).

Opranu3zanys paOboTbl UCIIOTHUTENS C TOKYMEHTaMU.

HopmartuBHble OCHOBBI M 0O0IIME NPUHLMUIIBI OpraHu3alnuud padoThl ¢ oOpalleHusIMHU
rpaxaaH

Buner  oOpamenuit rpaxkmaH, OCOOEHHOCTH pAacCMOTPEHHUs OOpalleHWil TpakaaH
Poccuiickoit @enepanuu.

[loHsiTHE 1EHHOCTUM JOKYMEHTa, KpPUTEPUM IIEHHOCTH JOKYMEHTOB, CpPOKH XpaHEHUs
JOKYMEHTOB.

Opranuzanys u NOpsSA0K IPOBEIEHUS IKCIEPTU3bI LICHHOCTH TOKYyMEHTOB OpraHa BIAacTH.
Cpoxu xpaHeHHs JOKYMEHTOB, KaTETOPUU IOKYMEHTOB, BBIIEISEMBIX TI0 CPOKAM XpaHEHMUS,
CPOKH XpaHEHUSs AJIEKTPOHHBIX JIeJl.

[lepeunu JOKYMEHTOB CO CpOKaMU XpaHEHHUs, UX IPUMEHEHHE B JICJIONIPOU3BOICTBE.
Homenknarypa nen opraHa BiacTH, (QYHKIMM HOMEHKJIATYphl Jel, MPUHIUIBI €€
MIOCTPOCHHS.

dopma HOMEHKJIATYphI /i€, OCHOBHBIE dTanbl €€ pa3paboTKU HOMEHKIATYPHI JIe.

[IpaBuna cocraBiieHuUs 3ar0JIOBKOB J1eJI HOMEHKJIATYPHhI JIe.

CornacoBaHue U YTBEpKIACHHE HOMEHKIATYPHI JeJl, CPOK JIEHCTBUS HOMEHKIIATYpPhI /e, e
BEJICHUE U KOPPEKTUPOBKA.

dopmupoBaHue JeN B JEIOMPOU3BOJICTBE, 0COOCHHOCTH ()OPMUPOBAHHMS B JIeia OTJCIIbHBIX
KaTeropuii JOKyMEHTOB.

Buner onuceil nen, OCHOBHbIE MPUHITUIIBI U MOPSIIOK COCTABIICHUS OMKUCEH JeT.

JIndHOEe JEN0 TroCyIapCTBEHHOTO TPa)KJAHCKOTO CIYXAIlero, COCTaB JOKYMEHTOB [Ielna,
0COOEHHOCTH ero (POPMHUPOBAHHSL.

Opranuzanus paboThl IO YHUYTOKEHUIO JOKYMEHTOB C HCTEKIIMMH CPOKAMH XpaHEHHUS.
Odopmiienue en npu UX repejadye Ha apXUBHOE XpaHEHHeE.

[lonstne «uHPOpPMALMOHHAS CHCTEMa 3JIEKTPOHHOIO JOKyMmMeHToobopoTta»y (C3/0),
¢ynkuuun C30.

HopmaTtuBHble ~ TpebGoBaHMS K  MH(POPMAIMOHHBIM  CHCTEMaM  3JIEKTPOHHOTO
JTOKYMEHTO000pOTa.

[loHsITHE «IIEKTPOHHBIA JOKYMEHT», OCHOBHBIC IPHUHIMUIBI OpPraHU3aluud padoThl C
IEKTPOHHBIMU JJOKYMEHTAMM B JI€JIONPOU3BO/ICTBE.
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60. Ha3naueHune CHCTEMBI MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO IToKyMeHToobOopoTa (MD/10),
ctpykrypa M3J10.

IIpakTuyeckune 3aganus (Keichbl) K 3a4€Ty:

3aoanue: ompedakmupyiime npeocmasieHHulll OOKYMEHM:
1) ecmasvme nedocmaiowue pekguzumul,
2) eHecume UCHPABLEHUS 8 PACNONOICEHUE PEKGUIUNOE HA NOJle OOKYMEHMA,
3) ucnpasvme owubOKU 6 0OPOpMACHUU PEKEUUMOE OOKYMEHMA,
4) ucnpasbme s36IK08blE OWUOKU 6 MEKCMe OOKYMeHMA.

MHUHUCTEPCTBO KYJbTYPbI H MACCOBBIX KOMMYHHUKAIIUI PO
®EJTEPAJIBHOE APXUBHOE ATEHTCTBO
(POCAPXMUB)
Ne 536 8 nos6pst 2015 rona

TunoBasi HHCTPYKUMS 1O 1eJONPOU3BOACTBY
B (eepasbHBIX OPraHax MCHOJHUTEJIbHON BJIACTH.

B cBa3u ¢ m.1l.1 TumoBoro periameHTa B3aUMOJAEWUCTBUS (elepalIbHbIX OpPraHoB
HCTOJIHUTENBHOM BJIACTH, YTBEPKAEHHOTO TOCTAHOBIEHNEM MpPaBUTENbCTBA PD,

MIPUKA3bIBAIO:

1) yTBepAUTh MOpUIIATaeMyi0 THIIOBYIO HMHCTPYKIMIO TI0  JEJONPOM3BOJICTBY B
(denepanbHbIX OpraHax UCIOJHUTEIbHON BIACTH;

2) npuka3 (QenepanbHO apxXxuBHOW CiyKObl PD «OO0 yIBEpKICHMHM THIIOBOM
MHCTPYKIMU TIO JEJONpPOU3BOJACTBY B (elepaibHBIX OpraHax HCHOJHUTEIbHON BIACTH»
MIPU3HATh MOTEPSABIIUM CHUITY.

[Tpunoxenue: Ha 5 cTp. B 1 BapuaHTe.

MUHUCTP KyJIbTYpHI
Y MacCOBBIX KOMMYHUKaUil P® CoxoJoB A.

CnupugoHoBa

[Ikana olleHUBaHMUSL.

OneHka 3HaHWM, yMEHUI, HaBBIKOB IPOBOJUTCS Ha OCHOBE OalJIbHO-PEHTHHIOBON
cucremsbl: 30% u3 100% (uum 30 6amnos u3 100) - BKIax B UTOTOBYIO OLIEHKY 11O pe3yJbTaTaM
IIPOMEKYTOUHOM aTTeCTalUH.

IIpu oueHuBaHMM OTBETa OOYYAIOIIETOCS B XOJA€ MPOMEXYTOUHON aTTECTallMd MOKHO
ONMPATHCS Ha CIEYIONINE KPUTEPHH:

bansl Kpurepuii onenku
26-30 OOyuaromuiicss TOKa3bIBaeT BBICOKUMI  ypOBEHb  KOMIIETEHTHOCTH, 3HAHUSA
IPOrpaMMHOTO MaTepuaya, y4eOHOW, TMepHoANYecKOH U  MOHOrpadHuuecKoi
JUTEpaTyphl, 3aKOHOJATENIbCTBA M TNPAKTUKUA €ro NPUMEHEHHs, PACKPBIBAET HE
TOJILKO OCHOBHBIE MOHATHUS, HO M aHAIM3UPYET MX C TOYKH 3PEHHUS PA3TUYHBIX
aBTOpoB. OOyuaromuiics MOKa3pIBae€T HE TOJBKO BBHICOKUH YPOBEHb TEOPETHUYECKHX
3HaHUH, HO U BUAUT MEXIUCHMIUIMHApHbIE cBs3U. lIpodeccruonanbHo, rpaMoTHO,
MOCIIEIOBATEIbHO, XOPOIIUM SI3bIKOM YETKO M3JIaraeT MaTepual, apryMeHTHPOBAHHO
¢opmynupyeT BbIBOJBL. 3HAeT B paMKax TpeOOBaHMH K HANpPaBICHUIO M MPOHIIIO
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MOJATOTOBKH 3aKOHOJATEIbHO-HOPMATUBHYIO M IpakTHyeckyto 0a3y. Ha Bompocs
OTBEYAET KPATKO, APTYMEHTHPOBAHO, YBEPEHHO, 110 CYLECTBY.

16-25 |OOyuaromuiicss TOKa3bIBaeT JOCTaTOYHBIH YpPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHAJIOB 3aHATHH, y4eOHOM M METOJIUYECKOH JUTEepaTyphl, 3aKOHOIATEIbCTBA H
MPAKTUKHA €ro MPUMEHEHHsS. YBEPEHHO M NMPOo(ecCHOHAIBLHO, TPAMOTHBIM SI3BIKOM,
SICHO, YETKO U TMOHSATHO M3JIaraeT COCTOSIHME U CYTh BONpoca. 3HaeT HOPMAaTHBHO-
3aKOHOJATEJIbHYI0 U  IPAKTHYECKyld ©0a3y, HO I1pU OTBETE€ JIOIYCKAeT
HECYLIECTBEHHbIE NMOrpemHocTH. OOyuaronuiics MOKa3bIBaeT JOCTaTOYHBIH YPOBEHb
npodecCHOHANBHBIX 3HAHHUH, CBOOOJHO ONEPUPYET MOHSATHIMU, METOJAMH OIICHKU
NPUHATHS PELICHUH, HMEET IMpEeICTaBICHHE: O MEXKIUCIUIUIMHAPHBIX CBS3X,
YBSI3bIBAET 3HAHUS, IOJIyYEHHBIE NPH HU3YYEHUU PA3JIMUYHBIX JUCLUIUIMH, YMEET
aHAJIM3UPOBATh NMPAKTUYECKHE CUTYallMU, HO JOIMYCKAeT HEKOTOPBIE MOTPELIHOCTH.
OTBeT MOCTPOEH JIOTUYHO, MaTepuall U3JIaraeTcsl XOPOUIUM SI3bIKOM, HPUBJIEKAETCS
MH(OPMATUBHBI W WJUIIOCTPUPOBAHHBIM MaTepuall, HO IpPH OTBETE JOIYCKaeT
HEKOTOpbI€ MOTPEIIHOCTH. BOMPOCkI He BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYJHEHHIH.

6-15 OOyyaromuiics MOKa3bIBa€T JOCTATOYHbIE 3HAHUS MAaTE€pPHAJIOB 3aHATUN, HO NpHU
OTBETE OTCYTCTBYET JIOJDKHAS CBSI3b MEX]y aHAIIM30M, apIyMEHTAIEel U BBIBOJAMH.
Ha mocraBieHHbIe YieHaMH KOMHCCHH BOTIPOCHI OTBEYAET HEYBEPEHHO, JIOIYCKaeT
norpenrHocTd. OOydJaronIuiicss BIIAJAEET MPAKTUYECKUMH HABBIKAMH, IPHUBIICKACT
WUTIOCTPATHBHBIA MaTepHall, HO UYyBCTBYET ce0s HEYBEPEHHO TIPH aHaJIH3e
MEXIUCIMIUIMHAPHBIX CBs3eld. B oTBeTe He Bcerma MNPHUCYTCTBYET JIOTHKA,
apryMEHTHI TPHUBIIEKAIOTCS HEJAOCTATOYHO Beckue. Ha mocTaBieHHBIE BOIMPOCHI
3aTPYAHSETCS C OTBETaMH, MTOKA3bIBACT HEJJOCTATOYHO IITyOOKHE 3HAHUS.

0-5 OOyuaromuiicsi TIOKa3bIBaeT Ciadble 3HAHWS MaTEepPHANIOB 3aHATHH, Y4eOHOU
JUTEPaTyphl, 3aKOHOJATEIbCTBA M MPAKTHUKU €ro NPUMEHEHHs, HU3KUH YPOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE H3J0keHHe Bompoca. OOyuaromiuiicss moka3bIBaeT
cnabblii  YpOBEHb MPO(PECCHOHANbHBIX 3HAHMW, 3aTpyOHSETCS TpU  aHalIHu3e
MPAaKTUYECKUX cuTyanuid. He MokeT mpuBeCTH NMpUMEpbl U3 peajbHOM MPAKTUKH.
HeyBepenHno u joruuecku HemocieAoBaTeIbHO M3Jaraer Marepuai. HempaBuiibHO
OTBEYAET Ha BOMPOCHI UJIH 3aTPYIHSAETCS C OTBETOM.

[Ikana nmepeBoaa U3 MHOTOOAIBHOW CUCTEMBI B TPAJIUIIMOHHYIO:

- 00yJaroIeMycsi BBICTABIISICTCS OIICHKA «HE 3a4TCHO», ©CJIM OOydJaroIuiics HaOpas
Menee 50 0aIoB,

- OIICHKA «3a4TEHOY» BBICTABIISICTCS MPH YCIOBUH, €CIIM OOydJaromuiics Haopai ot 50 1o
100 G6amos.

100 Ga/1oB BBICTABISICTCS TPHU YCIOBHH BBINOJHEHUS BCEX TPEOOBAHMM, a TAKXKe IMPH
0053aTEILHOM TPOSIBICHUM TBOPYECKOTO OTHONIICHUS K TMPEIMETy, YMCHHUU HaXOJUTh
OpUTHMHAJIbHBIC, HE COJCpKalIMecs B y4eOHUKax OTBEThl, YMEHHH pabOTaTh C MCTOYHHKAMH,
KOTOPBIC COJCPIKATCS JIOTIOJIHUTEILHOU JIMTEpaType K KypCy, YMEHUU COCIAMHATH 3HAHMS,
MOJIyYCHHBIC B JAHHOM KypC€ CO 3HAHHSIMHU JAPYTHX JTUCIHILIHH.

4.4. Meronnueckue MaTepuasbl

CryzneHT JOoIyCKaeTcsl K 3a4eTy 10 JUCLUIUIMHE B CIy4ae BBIOJIHEHHUS UM BCEX 3aaHUN
U MEpOTIPUATUH, IPEyCMOTPEHHBIX MPOTrPAMMON JUCHUTUINHBL.

3a4€T BBICTABISETCS CTYJIEHTY IO pE3yJIbTaTaM BBIIOJHEHHBIX pabOT B TeueHHE
ceMecTpa, IpU YCIOBHM, YTO OLIEHKHM CTyAEHTa 3a padoTy B TeueHHE cemecTpa (110 BCEM
pe3yspTaTaM TEKYIEro KOHTPOJI 3HaHWI) COCTaBIIsAIOT HE MeHee ueM Ha 70 % «otimuHo» u 30
% «XOpOII0», IPOITYCKH 3aHATHUI OTCYTCTBYIOT.
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3auer npoBoAuTCs B (hopMe MyOIMYHON 3alIUTHI MPAKTHYECKOW paboThl. ['OTOBUTHCS K
3a4€Ty HEOO0XOJMMO CaMOCTOSTENIBHO, IOCIIEAOBATENFHO, HAa MPOTSHKEHWH BCErO IEpHoja
W3Y4YEHHUS TUCIUIUINHBI.

CryneHty He0oOXOOMMO BBIOpaTh OJHY M3 TEM, INpeACTaBIeHHBIX B Pazmene 4.3.2.
BHuUMaTEenpHO M3Yy4YHTh U OCMBICIHUTH BBIOPAHHYIO TEMY B PEKOMEHJOBAaHHBIX y4eOHUKaX M
apyrux uctouHukax (MHTepHeT-pecypchl, HaydyHO-METOAUYECKHE JKypHAJIbl H©  IIp.).
CrpykTypupoBaThb TEOPETHYECKMH MaTepuan, COCTaBUTh IUIAH €ro  IMPEeJCTaBIICHUS.
Hccnenyemblit Bopoc u3jaraTh ¢ HO3ULMM 3HAYEHHS JUIsl TPO(HECCUOHATBHON AESTEIbHOCTH.
[Ipy >TOM BaXHO IMOKa3aTh 3HAHME HE TOJBKO TEOPUU BOIPOCA, HO U MPAKTUYECKOE
npuMmeHeHne. HeoO0XoaumMo MOAroTOBUTH NMPAKTUYECKYIO YacTh OTBETA, BKIIIOYAIOUIYIO THUIIBI U
BHJIBI JJOKYMEHTOB, JIEJIOBBIX mNuceM (He MeHee 7-10 mpumepoB), OTpa)karomux CHEu(UKy
Bonpoca. [Ipumepsl TEKCTOB JENOBBIX JOKYMEHTOB JOJKHBI OBITh MMOJ00paHbl U3 pa3IUYHBIX
HMCTOYHUKOB MH(POpPMAIMH, B TOM YHUCIIE C OQUIMATIBHBIX CaliTOB opraHu3auuil. B gokymenrte
JOJIKHBI OBITH J1aHbl yKa3aHus (MOSCHEHHUs1) 0COOEHHOCTEW MPUMEHEHUs MpaBWJI U TpeOOBaHUM
JOKYMEHTHOM JIMHIBUCTUKM IO ucciexyeMoMy Bompocy. Kpome Toro, Heob6xoaumo
MPEICTaBUTh JOKYMEHTbl C THUIMYHBIMM OIIMOKAaMH, JOMYCKAEMBIMU IO HCCIEIyEMOMY
BOIIPOCY, U BAPUAHTHI UX UCIPABIICHUS.

[ToaroroBuTk Mpe3eHTanuio K 3amure (He meHee 10-15 cnaitnos).

3amuTy NpaKkTUYeCKOW paboThl HEOOXOAMMO MOCTPOUTH Ha OCHOBE TpPeOOBAHUN K
MyOJIMYHOMY BBICTYIJICHHIO (BCTYIJIEHHE, OCHOBHAs 4acTb, 3aKioueHue). Pekomenmauuu 1o
MOATOTOBKE K MyOJIMYHOMY BBICTYIUIEHHIO U 0(OPMIICHHIO MPE3EHTALUN HE00X0IMMO CMOTPETh
B METOOMYECKUX PEKOMEHJIAIUsAX IO TMOATOTOBKE COOOLIEHUH U Mpe3eHTauuid s
OOLIECTBEHHBIX TUCIUIUIMH. Pe3ynpTaT no caaue 3a4€ra 0ObABISIETCSA CTYJEHTAM MOCIE 3alllUThI
IIPAKTUYECKON pabOThl, BHOCUTCSA B SK3aMEHAIMOHHYIO BEJOMOCTh M 3a4€THYIO KHMXKKy. He
3aYTE€HO MPOCTABIISAETCS B BEJOMOCTH.

5. MeToguveckue yKa3zaHus 1Jisl 00y4al0IUXCsl 0 OCBOCHUIO TUCIUIIUHBI

VYcTHBIN ompoc SBISETCS OJHUM M3 OCHOBHBIX CHOCOOOB MPOBEPKH YCBOCHHS 3HAHHI
oOyvarormumucs. Pa3BEpHYTBHIM OTBET CTyACHTa JOJDKEH TPEICTaBIATH COOOW CBS3HOE,
JIOTUYECKH TOCIIEI0BAaTENIbHOE COOOIIEHUE HAa OMPENENEHHYI0 TEeMY, MOKa3bIBaTh €ro yMEHUE
MPUMEHSITh ONpENEeNICHUs, NpaBUjia B KOHKPETHHIX ciydasix. OCHOBHbBIE KPUTEPHUH OLEHKU
YCTHOTO OTBETa: MPABHJIBHOCTh OTBETA IO COJIEP’KAaHHUIO; MOJIHOTA U IIyOMHA OTBETA; JIOTHKA
U3JIOKEeHUA MaTepuana (Y4UThIBAeTCSl YMEHHE CTPOUTH IIeJIOCTHBIM, MOCIeA0BaTEIbHBIN
paccka3z, TIpaMOTHO  IIOJIb30BAaThCA  CHEIUAIBHOM  TEPMHUHOJIOTHEH);  MCIOJIb30BaHUE
JOTIOTHUTEIBHOTO MaTepHara.

[IpakTideckue 3aaHus SBJSIOTCS HEOOXOJIUM 3BEHOM Ui OIICHKHM YMEHUU M HABBHIKOB
oOyuaronuxca. OCHOBHbIE KPUTEPUU OILIEHKH MPAKTUYECKOro 3ajaHus (Keiica): KauecTBO
MPeJIOKEHUI U PEKOMEH AU 10 pelieHuIo MpoOIeMbl (BBIXOTY U3 CUTYaIlMH), OTMCAHHON B
MPaKTUYECKOM 3aJaHuu (Kelce), KauecTBO OOOCHOBAaHHWS aHamu3a MpoOJieM U MOCIEICTBUI
BHEJPEHUS CQOPMYIMPOBAHHBIX MPEUIOKEHUH U PEKOMEHIAIUl 1O PEeHIeHHI0 MpoOIeMbl
(BBIXOMly U3 CUTYAllMH), OTIHCaH

OM B MPAKTUYECKOM 3a/IaHuU (Keiice).

[ToaroroBka K 3aHATHSAM JOJDKHA HOCUTh CUCTEMATHYECKUN XapakTep. DTO MO3BOJUT
oOyuaroliemMycs B OJIHOM 00bEMe BBITIOJHUTH Bce TpeboBaHus npernoaaBarens. OOyuaromumces
PEKOMEHyeTCsl M3y4yaThb KAaK OCHOBHYIO, TaK W JIOTIOJHUTEIbHYIO JIMTEPaTypy, a TaKke
3HAKOMHUTbCA ¢ VIHTepHEeT-UCTOYHUKaMU (CIHMCOK MpHBEAEH B pabodeil mporpamMme o
JTUCITUTIIINHE).

[ToarotoBka oOyuaromuxcs K OMNPOCYy TMpeanojaraeT HW3y4eHHe B COOTBETCTBHU
TEMATUKOHN JUCHUIIIMHBI OCHOBHOW/ JOTIONHUTENLHOM INTEPATyphl, HOPMATUBHBIX TIOKYMEHTOB,
WHTEPHET-PECYPCOB.

OOyyaromuiics TOTOBUT J0KJIa B (POpME YCTHOTO COOOIIEHUS TTO TEME TUCITUTUINHEL.

[Ipennaraercs cnepyromias CTpyKTypa J0KIaaa:
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1. Beepnenue:

— YKa3bIBaeTCs TEMa U IeJb JOKIIAa;

— 0003HaYaeTcs MPOOJIEMHOE MOJIe, TEMAaTHYECKUE pa3/ieibl JOKIIaa.

2. OCHOBHOE COJEp>KaHUE JIOKIIaa:

— TIOCTIEIOBATEIBHO PACKPHIBAIOTCS TEMATUUYECKUE Pa3Ieibl JOKIAa.

3. 3akioueHue:

— OPUBOAATCA OCHOBHBIC PC3YJILTAThI U CYXXKACHUA aBTOPaA 110 IIOBOAY HyTCﬁ BO3MOXHOI'O
peleHusi pacCCMOTPEHHOM MPOOIIEMBI, KOTOPBIE MOT'YT OBITH O(POPMIICHBI B BUJIE PEKOMEHIALINH.

MeToanyeckue peKOMeHIAIUH M0 MOATOTOBKE BHICTYIJIEHNS U MPe3eHTAIUH

BricTyrienne — 310 odunmansHoe coo0IeHne, OCBAMEHHOE 3aJaHHON TeMe, KOTOPOe
MOJKET COJICPIKATh OIMMMCAHNE COCTOSHUS JIe] B KaKOH-IN00 chepe MesTSIIbHOCTH WITH CHTYAIlHH;
B3IJIS,]] aBTOPA Ha CUTYAIUIO WK MPOOJIeMy, aHaJIu3 U BO3MOJKHBIE ITyTH PElIeHUs] IPOOIEMBI.
Jloxmaa moJpKeH ObITh MpecTaBieH B yeTHOU popme. CTpyKTypa TOKIIaaa BKIIOYAECT:

1. Beenenue:

— YKa3bIBaACTCA TEMA U LCJIb BBICTYIIJICHUSA

— 0003Ha4vaeTcs HpO6J'ICMHOC oJi€ U BBOJATCA OCHOBHBLIC TCPMHHBI BBICTYIUICHUSA, a
TAKXC TCMATHYCCKUEC pa3aCiibl COACPKaHWA BBICTYIIJICHUSA

— HaMe4YaroTCcsl METOJbl pEIIeHUs TMPEeACTAaBICHHOW B BBICTYIJICHUH MPOOJIEMbl H
MIpeIoIaracMple Pe3yIbTaThI.

2. OCHOBHOE€ COJIEpKAHHE:

— TIOCJICIOBATEIbHO PACKPBIBAIOTCS TEMATHYCCKUE Pa3JIeiTbl BRICTYILICHUS.

3. 3aKIIOYCHHE:!

— MPUBOJIATCS OCHOBHBIEC PE3yJAbTaThl U CY)KJEHHS aBTOPa M0 MOBOAY IyTel BO3MOMXHOTO
pelIeHNs pacCCMOTPEHHOM MpoOIeMbl, KOTOPbIE MOT'YT OBITH OPOPMIIEHBI B BHI€ PEKOMEHIAIUH.

TekcT BBICTYIUIGHMSI JOJDKEH OBITh TOCTPOEH B COOTBETCTBUHM C PETJIAMEHTOM
MIPEJICTOSIIETO BBICTYIUICHHUS: HE 00Jiee MATU—CEMU MUHYT.

MeToanyeckue peKOMeHIAIUH 110 NPOBEJAEHUI0 IPYNIIOBOr0 3aJaHUA

['pynnoBbie 3amaHus — 3TO0 MeToA OO0y4eHHUs, TPEOYIOIIMII COBMECTHON NesTeNbHOCTH
oOyuaronuxcs, KOrja Kax[Ibplii B Tpylme pemaer o0y 3agady, oOCykJaeT ee u rpymnmna
BBIHOCUT eMHOoe pemieHue. ['pynmna cocrout u3 3-4 oOyuaromuxca. Ha BblmosiHeHue 3aiaHus
oTBoaUTCS 40 MUHYT, Ha MIPEACTABIICHUE PE3yIbTaTOB PaOOTHI IpymHIbl OTBOAUTCS 10-12 MUHYT.

PexoMeHIalNHU 10 MOATOTOBKE K KPYIJIOMY CTONY:

[ToaroTtoBka K KpyrJIoMy CTOJIy MpPEICTaBIseT COOOW MPOCKTUPOBAHHE CTYACHTOM
oOcyxieHus B rpyriie B GopMe TUCKYCCHU. B 3THX 1ENsIX CTYACHTY HE00X0AUMO:
CaMOCTOSITENILHO BBIOpATh TeMy (IIpobiieMy) KPYyrjioro CToia;
pa3paboTaTh BOIPOCHI, MPOIyMaTh MPOOIEMHBIC CUTYAIMHU (C HCIIOJIBL30BAaHHEM MIEPUOIUIECKOM,
HAYYHOH JINTEPATYPhI, a TAK)KE HHTEPHET-CANTOB);,
pa3paboTaTh IUIAH-KOHCIEKT OOCYXICHHS C YKa3aHHEM BPEMEHH OOCYXKJEHHS, BOIPOCOB,
BapUAHTOB OTBETOB.

HMHcTpyKnus 1o BbINOJTHEHUIO TECTOBOIO 3a/IaHUS

TectupoBanue mnpexacTaBiseT co0O  BBINOJHEHHWE TECTOBOTO 3aJaHus  (TecTa),
cocTosIero u3 45 BONpOCOB U BapUaHTOB OTBETOB Ha HUX. Bompockl mpeaycMaTpuBaroT OJMH
NPaBUIBHBIN BapuaHT oTBeTa. Bpems mpoxokaenuss tecta 50 muHyr. HampoTuB kaxjaoro
BONpoca OOYYaIOUIUIiCS CTaBUT OTMETKY (HampuMep, «TajouKy» WIH «KpecTuk»). s
MIPOXOXKCHHSI TeCTa OOyJaroIuiics ToJpKeH HabpaTh He 6onee S0 6amnoB. MakcuManbHBIH Oai
cocranisgeT 90 6ayioB. 3a Kax/Iblii MPaBUIbHBIA OTBET MpHCBanBaeTcs /Ba (2) 6aia.

Ecnu oOywaromuiicss He 3HaeT NMPABWIBHOTO OTBETa HA BOMPOC TECTa, OH MOXKET €ro
MPOMYCTUTh, HO B 3TOM CiIydae OyJieT 3aCUUTaH HEBEPHBIH OTBET.

32



KoHnTpoJab camocTosATe/IbHOM padoThl 0CYyHIECTBJISCTCS B PAMKAX ONPOCA M0 TeMaM.
JInst  caMOCTOSITENIbHOM TOATOTOBKM K 3aHATUSAM CTYIACHTaM IPEUIaraeTcs U3y4HThb
CIICAYIOIINE TEMBI M MTOATOTOBUTH 110 OJHOM M3 HUX pedepar.

Bonpocsl U151 caMOCTOATEIbHOI0 U3YYeHHUS:
1. VYmnpaBneHdeckas TOKYMCHTAIHS: IOHSATUE, HA3HAYCHHE, 00Ias XapaKTePUCTHKA.
JIOKyMEHTHUpOBAaHUE YIPABICHYECKON NEATETBbHOCTH: TOHITHE, COBPEMEHHBIE
KOHIICTIITUH.
OO6urme mpasuiia 0(hOpMIICHUS TOKYMEHTOB.
bnaHky TOKyMEHTOB: BUIBI, 0COOEHHOCTH O(OPMIICHHSL.
PexBusute nokymenta. [IpaBuna opopmieHus.
[Ipnnanue nOKyMeHTaM FOPUIAYECKOU CHIIBI.
CrpykTypa ynpaBieH4YE€CKOr0 JOKYMEHTA.
Opranu3anuoHHbIC JOKYMEHTHI.
PacriopsiinTenbHbIE TOKYMEHTHI.
0. JlokyMeHTHpOBaHUE ACATSILHOCTH KOJIJICTHATBHBIX OPTaHOB.
11. NudopmannoHHO-CIIPAaBOYHbIE JOKYMEHTHI.
12. TlpaBwiia BeJIcHUS CITYy)KEOHOU TIEPETTHCKH.
13. SI3BIK ¥ CTHIIH CITYEOHBIX JOKYMEHTOR.
14. Opranuzauus u y4€t TOKyMEHTOO00pOTA.
15. ®opMebI perucTparyu J0KyMEHTOB. PerucTpanuoHHbIe HHICKCHI.
16. Opranuzanust KOHTPOJIS HCIIOJTHEHUS JOKYMEHTOB.
17. TlpusHaku 3aBeEeHUS JCII.
18. HomenknaTypa e, mpaBuia COCTaBICHUS.
19. ®opmupoBaHHUe JOKYMEHTOB B JIea.
20. ITpoBeaeHue SKCIEPTU3HI IICHHOCTH IOKYMEHTORB M O(pOpMIICHUE €€ pe3yIbTaTOB.
21. TloaroToBka JOKYMEHTOB K CJla4€ B apXUB OPTraHU3AIIHH.
22. TlopsiAOK YHUUYTOKEHUS JOKYMEHTOB C HCTEKITUMH CPOKAMHU XpPaHEHHUS.

N

RoOoo~NoOA~®

MeTtoanyeckne peKOMeHIAIUN 10 3a10UTe KeliCcoB:

Keiicer — »3T0 HpO6J'I€MHBIe cutyanuu, CICOUalbHO p83pa60TaHHBIe Ha OCHOBC
(baKTI/ILIeCKOFO Marcpuaia ajsd OUCHKU YMCHI/Iﬁ N HaBBIKOB o6yqaloumxc;{.
]_IeJ'IB MCTOda IIPHUMCHCHUA KEHCOB - HAay4YUTb 06yqa}om1/1xc;1, AHAJIM3UPOBATDH

MpOOJIEMHYIO CHUTYaIlMI0, BO3HUKIIYI IPH KOHKPETHOM TIOJIOKCHHH JieJ, W BBIpabOTaTh
HauOoJee palroHalIbHOE pelIeHHe; HayYuTh paboTaTh ¢ MH(POPMAIMOHHBIMH HCTOYHHKAMHU,
nepepabaThIiBaTh U aHAJTM3UPOBATH UX.

Ha 3nakomcTBO M pemienue keiica oOyuaromiemycs orBogutcs 30 munH. OOyuarouiuiics
3HAKOMHUTCA C MaTepuaioMm keiica. OcmbicnuBaeT cutyauut. Eciu Heobxomumo, coOupaer
HeoOxo MMy HH(OPMALIKIO TIO CUTyalluu. PaccMarpuBaeT ajgbTepHATUBBI PELICHUS TPOOIEMbI
Y HaxOJUT €€ BEpHOE WU ONTHUMajbHOE perieHue. OOyyarouuiics npe3eHTHpyeT (3aluiiaeT)
cBo€ pemenue. [IpenonaBarenb OLIEHUBAET KAYECTBO BBHIMOJHEHMS 3aJaHUS 10 KPUTEPUSIM:
JMArHOCTUKH TMPOOJEeMbl, KauecTBa MPEAJOKEHUH M PEKOMEHJAIMi 10 pEIIeHUI0 Kelica,
KauecTBa U3JI0KEHUS MaTepuara.

6.YueOHasi iuTepaTypa U pecypcbl HH(POPMALMOHHO-TEJEKOMMYHHKALIMOHHOM ceTH
"UHTepHeT", yueOHO-MeTOANYECKOE 00ecreyeHre CaMOCTOATeIbHOM PadoThl
o0yyarommxcs N0 JMCHHUILJIMHE

6.1 OcHoBHas IUTEpaTypa

1. Ky3nenos U.H. JlokymeHTanimoHHOE OOECIIeYeHHE yIpaBiIeHHs. TOKYMEHTO000POT |
JeONPOU3BOACTBO 3-€ W3M., Mep. W JON. YUeOHHK W TMPAKTUKyM Ui TMPUKIATHOTO
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OakanaBpuata - M.: MHzmarensctBo IOpaiit, 2015. - DBC "HOpaitt" https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. lllyBamoBa H.H. Opranuzanys W TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOECIeUeHUS
yIrpaBlieHUs. YUeOHUK M MPaKTUKyM JUIsl akagemudeckoro OakamaBpuara / Illysamosa H.H., -
M.: UznarenbctBo HOpaiit, 2018. - 3BC "IOpaiir" 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 JOCTyTIA:
http://www.sciencedirect.com/science/article/pii/S0747563214007407

6.2. [lonoTHUTEeILHAS JIUTEPATypa:

1. JlokymMeHTOBeeHUe: YUeOHUK JUIS CTYACHTOB YUPESKICHUN BBICIIET0 0Opa3oBaHus /
M.B. Jlapumn, E.A. IInemxkeBnuy, B.®. SlakoBas, B.C. Mumnranes, E.B. Tepentnena,
MLUJIL. T'aBnuH; monx pen. a-pa HWCT. Hayk, npod. M.B. Jlapuna. M.: U3znatenbckuil mEHTP
«Axamemusa», 2016. — 320 c. — 800 »ks.

2. Kyzuernos N.H. JlenoBoe mucbMo : yaeOHO-crpaBoYHOE TTocoome. - M. : JlankoB u K,
2012 — 288 c.

3. HemnompousBonactBo / mon pen.: M.K. Kopueera, B.A. Kynpsiea - M. : Ilpocnekr,
2011. - 479 c.

4. JlokyMeHTOBeieHHEe. YUYeOHUK M NpPaKTHKyM JJIs akaJeMHuueckoro OakanaBpuara /
Hoponuna JILA. - OtB. pen. - M.:. UzmarenbctBo HOpaiitr, 2015. - DbC "IOpait"
http://www.biblio-online.ru/thematic/?id=urait.content. SAED6A08-1A40-4245-9965-
A93821931223&type=c_pub

5. Paznopoxnsiii, A. A. JIOKyMeHTUpOBAaHHUE YIPABJICHUYECKOW NEATEILHOCTH : YIEOHOE
nocobue: momymieHo Coserom YMO By30B Poccunm... mo crnenuanbHOCTH "MeEHEIKMEHT
opranuzamuu’. - M. : UHOPA-M, 2011. - 302 c.

6.3. YueOHO-MeTOANYECKOE o0eclieYeHre CAaMOCTOSITeIbHOIH PadoThl.

1. Moaenb MO3UIIMOHHOTO 00YYEHHS CTYICHTOB [ DJIEKTPOHHBIN pecypc]: TEOpEeTHUYECKUE
OCHOBBI U MeToaudeckue pekomenanuu/ U.b. usuH [u ap.].- DIEeKTpoH. TEKCTOBBIC TaHHBIC.—
M.: MOCKOBCKHI TOpPOJCKOHN Teaaroruvyeckuii yauBepcuteT, 2012.- 152 .- Pexxum moctyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 95C «IPRbooks»

2. O6pazoBarenbHble WHHOBAIIMM M MPAKTUKA Kapbepbl : COOPHUK METOIUYECKHX
matepuanos u crateit / PAHXul'C npu IIpesunente PO®. - M. : Jleno, 2015. - 192 c.

3. Ilcuxonorus agantanuu u connansHas cpefa. CoBpeMeHHbIE OIX0bI, TPOOIEMBI,
nepcnekTuBsl [ DaexTponHsbii pecype]/ JLI. dukas [u ap.].- D1eKTpoH. TEKCTOBbIE JaHHbBIE.- M.:
ITep Ca, 2007.- 624 c.- Pexxum nocryma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 95C «IPRbooks»

4. CounanbHO-TICUXOJIOTHUECKUE aCTIeKThl (POPMHUPOBAHUS KYIbTYPHI
camooOyyaromerics opranu3anuu / A. SI. Hukonaes [u np.] // Bonpocs! ncuxonoruu. - 2014, -
Ne 6. - C. 44-52.

6.4. HopmaTuBHbIe IPaBOBbIe JOKYMEHTbI

1. Koncrutyuus Poccuiickoit ®enepauuu (MpUHATa BCEHAPOJIHBIM TOJIOCOBAaHHEM
12.12.1993) (¢ yuérom mompaBok, BHeCEHHbIX 3akoHamMu PD o mompaskax k Koncrutyuu PO
ot 30.12.2008 Ne 6-@K3, ot 30.12.2008 Ne 7-OK3, ot 05.02.2014 Ne 2-®K3, ot 21.07.2014 Ne
11-®K3) // Cobpanue 3akoHogarensctBa PO. 2014, Ne 31, ct. 4398.

2. VYxa3 Ilpesunenra Poccuiickoit @eneparuu ot 07.05.2012 Ne 601 «O6 0CHOBHBIX
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HaIpPaBJICHUSAX COBEPIICHCTBOBAHUS CUCTEMBI TOCYIaPCTBEHHOTO YIIPABICHUSY.

3. @enepanbublii 3ak0H OT 26.12.1995 No 208-D3 «O06 akunoHEpHBIX 00IIECTBAX» (C
u3M. Ha 19.07.2018)

4. ®@enepanpubiii 3akoH PD o1 02.05.2006 Ne 59-d3 «O mopsiake paccMOTPECHHUS
obpamenuii rpaxaan POy (penakius aeiicts. ¢ 01.01. 2011).

5. ®enepanpubiii 3ak0H PD o1 29.07.2004 Ne 98-D3 «O koMMepUecKOi TaliHe» (C U3M.
Ha 11.07.2011).

6. ®Denepanbubliii 3akoH 0T 27.07.2010 Ne 210-03 «OO6 opranuzanuu MnperoCcTaBICHUs
roCy/lapCTBEHHbIX U MYHULIMIIAJIBHBIX YCIIyr» (¢ u3M. Ha 19.07.2018).

7. Tlocranosnenue [IpaBurensctBa Poccuiickoit @eneparmm ot 15.06.2009 Ne 477 «O6
yTBepkIeHnH [IpaBui nenonpou3BoaCTBa B (heAepabHBIX OpraHax MCIOJHHUTEIHHON BIACTH
(c u3Mm. Ha 26.04.2016).

8. Ilpuka3 PocapxmBa ot 23.12.2009 Ne76 «OO06 yTBepKIeHUH MeTOINIECKUX
peKOMEHIaui 1Mo pa3paboTKe WHCTPYKUUH IO JEIONMPOU3BOJCTBY B (elepalbHBIX OpraHax
WCTIOJTHUTEIBHOM BIACTH.

9. Tlocranosienue IlpaBurensctBa Poccuiickoit ®@enepamuu ot 27.12.1995 Ne 1268
«O0 ymopsIOYeHUH H3TOTOBJICHUS, WCIIONB30BaHMs, XPAHEHUS W YHUYTOXKCHHUS TedaTedl W
6maHkOB ¢ BocrpousBeaeHueM ['ocynapcrsenHoro repba Poccuiickoit @enepaunnu» (¢ U3M. Ha
17.03.2018).

10. TlocranoBnenne Muntpyna Poccum ot 26.03.2002 Ne 23 «OO6 yTBEepKICHHH HOPM
BpEeMEHH Ha pabOThl TO JOKYMEHTAI[MOHHOMY OOECHEUEHHIO YIPABICHUYECKUX CTPYKTYP
(benepanbHBIX OPraHOB UCIIOIHUTEIHLHOU BIACTH.

11. TocranoBnenue IIpaButenbcrBa Poccmiickoit ®enepanmu ot 13.08.1997 Ne 1009
«O0 yrBepxkaenun [IpaBuit moaroTOBKM HOPMATUBHBIX MTPABOBBIX aKTOB (penepaabHbIX OpPraHOB
WCTIOJTHUTEIHHON BJIACTH W UX TOCYJIaPCTBEHHOMN peructparum» (¢ u3m. Ha 25.09.2018)

12. ®denepasibHBIA  KOHCTUTYNIMOHHBIA  3akoH  oT  25.12.2000 Ne 2-®K3  «O
I'ocynapcrBennom repbe Poccwuiickoit @emepanun» (¢ u3m. Ha 20.12.2017).

13. Pacnopspkenne Anmunuctpaiuu [Ipesunenta Poccuiickoit denepanuu u Amnmapara
[IpaBurensctBa Poccuiickori @eneparuu ot 16.07.2008 Ne 943/788 «O HanmucaHWU TOJHBIX U
COKpAIIEHHBIX HAUMEHOBaHUH (eiepalibHbIX OPraHOB UCIIOJHUTENIBHOM BIIACTH».

14, ®enepanbubiii 3akoH PO o1 01.06.2005 No 53-®3 «O rocynapcTBEHHOM SI3bIKE
Poccuiickoit deneparun» (¢ u3m. Ha 05.05.2014).

15. 3akon PCOCP ot 25.10.1991 Ne 1807-1 «O s3wikax HapogaoB PCOCP».

16. Tlpukaz MuHuctepcTBa 00pa3oBaHuss W Hayku Poccuiickoir ®Denepanuu OT
08.06.2009 Ne 195 «OO06 yTBEepKIACHHHM CIHCKa TI'paMMaTHK, CJIOBape M CIPABOYHUKOB,
COJIep>KalIuX HOPMBI COBPEMEHHOTO PYCCKOIO JINTEPATYPHOTO S3bIKA MPU €T0 HCIOIb30BAaHUH B
KauyeCcTBE TOCYIapCTBEHHOTO si3bika Poccuiickoit denepanum.

17. VYuudukanus  TEKCTOB  YIOPaBIEHYECKUX  JOKYMEHTOB. Metoauueckue
pekomenianuu. — M.: I'maBapxus CCCP, 1982.

18. denepanbubiii 3akoH 0T 29.06.2015 Ne 162-D3 «O crangapru3anuu B Poccuiickoi
denepanuny» (B pea. ot 03.07.2016).

19. TOCT P 7.0.97-2016 «Cucrtema cTaHgapToB Mo HHpOpManuu, OMOIMOTEUHOMY U
u3garenabckoMy Jeny. OpraHu3allMOHHO-paclopsiuTeNnbHas JoKyMeHTauus. TpeOoBaHus K
oGopMIIEHHIO JOKYMEHTOB» (yTB. mpukazoM @DelepaabHOr0 areHTCTBa IO TEXHUYECKOMY
peryaupoBanuio U Metposoruu ot 08.12.2016 Ne 2004-cr).

20. TOCT P HCO 15489-1-2007 «CHUBUA. VYmpasnenue pokymeHTamu. OOuue
TpeboBanusa» (yrB. Ilpukazom PenepaabHOro areHTCTBA MO TEXHUYECKOMY PEryIHPOBAHUIO U
merposoruu ot 12.03.2007 Ne 28-cr).

21. TOCT P UCO 23081-1-2008 «CHUBUJ. VYmpanenue goxkymeHTamu. lIporeccsl
yIpaBlieHUs] JTOKyMeHTaMu. MeTagaHHble Ui J0KyMeHTOB» (yTB. IIpmkazom ®PenepanabHOro
areHTCTBA [0 TEXHUUYECKOMY PETyIUpOoBaHuI0 U MeTposoruu oT 13.11.2008 Ne 310-c1).

22. TOCT P 7.0.8-2013 «Cuctema cTtaHgapToB no HH(pOpMaLUH, OUOINOTEYHOMY H
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U3/1aTeNIbCKOMY Jeny. Jlenonpon3BoACTBO U apXUBHOE A€i0. TepMuHbl U onpeaencHus» (yTB.
[Ipukazom denepasibHOrO areHTCTBAa MO TEXHUYECKOMY PETYIUPOBAHUIO U METPOJIOTHU OT
17.10.2013 Ne 1185-cr).

23. DenepanpHblii 3ak0H PO ot 22.10.2004 Ne 125-®3 «OO6 apxuBHOM jejie B
Poccuiickoit @eneparun» (¢ uzm. Ha 27.07. 2010)

24. OcHOBHBIE IpaBwiia pabOTHl APXHBOB OpraHU3anui (040OpEHBI PEIICHHEM KOJIIETHH
Pocapxusa 06.02.2002) / Pocapxus, BHUMJIA/L. M., 2002. - 152 c..

25. IMucemo PocapxuBa ot 02.03.2006 Ne 2/407-K «O6 HNupopmaiiioHHO-CIIPpaBOYHOMK
cucreme apxuBHoi orpaciu (MICCAO)»

26. TIpuka3 MunkyasTypsl Poccun ot 25.08.2010 Ne 558 «O06 yrBepxkaeHuu [lepeuns
TUTIOBBIX YIIPABICHYCCKUX APXHUBHBIX JOKYMEHTOB, 0Opa3yOMIUXCS B MPOIECCE ACITCIbHOCTH
roCy/IlapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPABJIEHUS U OpraHu3alli, ¢ yKa3aHHEM
cpokoB xpaneHus» (¢ u3M. Ha 16.02.2016).

27. Tlpuka3z Munkynetypsl Poccun ot 31.07.2007 Ne 1182 «O6 yrBepxkaenuu Ilepeuns
THUTIOBBIX aPXUBHBIX JIOKYMEHTOB, 00Pa3yIOIIMXCS B HAYYHO-TEXHHUECKON U MPOU3BOJICTBEHHOM
NEeSITEeIbHOCTH OpraHu3alui, ¢ yKa3aHuEM CPOKOB XpaHEeHUs» (¢ u3M. Ha 28.04.2011).

28. TMucemo PocapxmBa ot 07.04.2003 Ne 6/464-x «O TPHUCBOCHHH TEMaTHUYECKOMY
komruiekTy «MHbopmarmonHo-cipaBouHasi cuctema apxuBHo otpaciu (MCCAO)» craryca
«o¢unmanbHoi 6a3el qaHHbIX DenepanbHON apXUBHOM c1ykObl Poccuny.

29. Tlocranoiienne depepabHON KOMHCCHU IO PBIHKY IIeHHBIX Oymar ot 16.07.2003
Ne 03-33/mc «O6 yrBepknernn [loyokeHHMsI O TOPSIKE M CpPOKAaX XpaHEHHs JTOKYMEHTOB
AKIIMOHEPHBIX OOIIECTBY

30. ®enmepanpubii  3akoH ot 27.07.2006  Ne 149-®3  «O6  wmHpOpmanmH,
HHGOPMAIIMOHHBIX TEXHOJIOTHSIX M O 3aiuTe nHpopmanun» (¢ u3M. Ha 19.07.2018).

31. denepanbhblit 3akoH 0T 06.04.2011 Ne 63-D3 «OO6 271eKTPOHHON TOATUCHY (C U3M.
Ha 23.06.2016).

32. Ilocranosnenwue I[IpaButennscTBa Poccuiickoit denepanmu ot 09.02.2012 Ne 111 «O6
AIIEKTPOHHOW TOJNUCH, HUCHOJIB3YeMOW OpraHaMy MCHOJHUTENBHOW BIACTM W OpraHaMu
MECTHOTO CaMOYMpAaBJIEHUS MPU OpraHU3alMK JIEKTPOHHOTO B3aUMOJIEHCTBUS MEXTy co00H, 0
nopsiike €€ WCIOJIb30BaHUA, a Takke 00 YCTAaHOBJIEHHWU TpeOOBaHUI K OOeCHeueHuto
COBMECTUMOCTH CPECTB 3JIEKTPOHHOU MOAMNCH».

33. TOCT P 53898-2010 Cucremsl 2JIEKTPOHHOTO JOKYMEHTOOOOopoTa. B3anmonerictBue
CUCTEM YIpaBJeHHs TOKyMeHTaMu. TpeboBaHus K 3JIEKTPOHHOMY coobuieHus. (yrB. [Ipukazom
®denepalbHOrO areHTCTBA MO TEXHUYECKOMY peryiaupoBaHui0 U merpoJsioruud ot 26.10.2010
No 327-cT).

34. Tlocranosnenwue IIpaButenscrBa Poccuiickoit denepamuu ot 06.09.2012 Ne 890 «O
Mepax IO COBEPIICHCTBOBAHUIO 3JIEKTPOHHOTO JOKYMEHTOOO0OPOTa B OpraHax rocyaapcTBEHHON
Bractu» (¢ u3M. Ha 21.07.2014).

35. Ilocranosnenwue IIpaButenbcrBa Poccuiickoit denepanuu ot 08.09.2010 Ne 697 «O
€AMHON CHCTEME MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMoaecTBus» (¢ u3M. Ha 30.06.2018).

36. ITocranosnenwue IlpaButennscTBa Poccuiickoit @enepanmu ot 22.09.2009 Ne 754 «O6
yTBepkJeHnn [1onokeHus o cucreMe MEeXBEJOMCTBEHHOTO AJIEKTPOHHOTO JJOKYMEHTO000pOoTa»
(c m3m. Ha 17.10.2017).

37. Pacnopsoxenue IlpaBurensctBa Poccuiickoit ®enepaunn ot 12.02.2011 Ne 176-p
«O0 yTBep)K/IEHUU TJIaHA MEPOTIPUATHH 1O mepexoay (enepanbHbIX OPraHOB UCHIOTHUTENBHOM
BIIACTH Ha 6e30yMakHBIH JOKYMEHTOOOOPOT IPH OpraHU3aIUH BHYTPEHHEH 1eATeIbHOCTH».

38. Ilpukaz MunkomcBsazu Poccunm ot 02.09.2011 Ne 221 «OO6 yTBepxkaeHUH
TpeOoBaHU K MH(DOPMAIMOHHBIM CHCTEMaM JJIEKTPOHHOTO JOKyMEHT0000poTa (eaepambHbIX
OpPraHOB HUCIOJHUTEIHLHON BIIACTH, YYUTHIBAIOIIUX B TOM YHCIE HEOOXOIUMOCTH 00pabOTKH
MOCPEJICTBOM JJAHHBIX CUCTEM CIIY>K€OHOU MH(OPMAIIMK OTPAaHUYEHHOTO PaCTIPOCTPAHEHHSD.

39. IIpuka3 PocapxuBa ot 29.04.2011 Ne 32 «O06 yrtBepxaeHun PexomeHnanuii 1mo
MOATOTOBKE (hefiepalbHBIMUA OpraHaMU BJIACTU TEpPEYHel JOKYMEHTOB, CO3JaHHEe, XpaHEHHE U
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MCIOJIb30BAHNE KOTOPBIX JOJDKHO OCYIIECTBIATHCA B (OPME DJIEKTPOHHBIX JOKYMEHTOB IpHU
OpraHU3aluy BHYTPEHHEN NEATEIbHOCTU.

40. TlpaBuna oka3zaHWs YyCIYr TIOYTOBOW CBSI3M, YTBEPKIAEHHBIE TOCTAHOBJICHUEM
[IpaBurensctBa Poccuiickoit @eneparym ot 15.04. 2005 Ne 221.

41. TlpaBuna okazaHHs YCHyr TeserpadHON CBS3H, YTBEPKIEHHBIE IOCTAHOBJICHUEM
[IpaBurensctBa Poccuiickoit @eneparmm ot 15.04. 2005 Ne 222.

6.5. UnTepHeT-pecypcsbl

1. Od¢ununanbublii cailt @enepanbHOro apXMBHOTO areHTCTBA
(PocapxuBa) —http://archives.ru/

2. Od¢ununanbublii cait @eepaibHOr0 Ka3¢HHOTO YUPEKACHUS
«[ocynapcTBennslii apxuB Poccuiickoii denepanum» — http://statearchive.ru/

3. Od¢unuansublii caiit Becepoccuiickoro HayyHo-
HCCIIEIOBATENIbCKOIO HHCTUTYTA TOKYMEHTOBEICHHS U apXUBHOTO Jefa
(BHUMJA) — www.vniidad.ru

4. Iunpaust Yrpasistomux JlokymenTanueit — www.gdm.ru

5. [Moptan Apxussl Poccuu — http://rusarchives.ru/

6. [Topran «PRO-genonpounsBoictBo: JXKypHai Jyisi pyKOBOIUTEIIEH
ciryx6 JIOY u cekperapeit Bcex ypoBHEi» — Www.sekretariat.ru

7. [Moptan Cekperapb-Pedepent — www.profiz.ru/sr/

8. HHTEepHET MPOEKT 0 CHCTEeMax IEKTPOHHOTO JOKYMEHTOO0OpOoTa
DOCFLOW —www.docflow.ru

9. CaiiT o KaJipoBOMY JIEIOTPOM3BOICTBY — WWW.Pro-personal.ru

10.  HHTepHeT-)KypHaJ O CHCTeMaX 3JIEKTPOHHOTO IOKYMEHTO000pOTa
(C3)D) -

https://ecm-journal.ru

11. bror skcnepra I'mnpaun Ynpasnsrommx Jlokymentamueit H.A.
Xpamrosckoi —http://rusrim.blogspot.com/

12. Cucrema 3J€KTPOHHOTO JOKyMeHTOOOopoTa DocsVision —
https://docsvision.com/

13.  Cucrema 3J€KTPOHHOrO JOKyMeHTooOopoTa Directum —
www.directum.ru

14.  Cucrema 31eKTpOHHOTO JTOKyMeHTooO0poTa «JIEJIO» —
WWW.€e0S.ru

15. Caiitr Hantmonanbueix Apxusos CIHIA —
https://www.archives.gov/preservation/electronic-records.html

6.6. Unble ncTOYHNKU

1. beikoBa T.A. O HekoTOpPBIX MIpoOIeMax cepbl YyIpaBlieHUus JOKYMEHTaMH B
Poccuiickoit ®enepanuu // Bectauk PITY. Cepus: JlokymeHTOBeieHHE U apXUBOBEICHHE.
Nudopmaruka. 3amura nHbopmamu u uapopmanronHas 6ezonacHoctb. 2014. Ne 2 (124). C.
40-45. - OBC elibrary http://elibrary.ru/item.asp?id=21653208

2. JHenomnpoussoactso / mox pea.: N.K. Kopueesa, B.A. Kynpsiera - M. : IIpocnexr,
2011.-479 c.

3. TlouckoBas cuctema WWw.yandex.ru

4. WudopmarmonHo-crpaBouHas cucreMa «Texakcmepr» Www.cntd.ru

5. CnpaBouHo-mpaBoBas ciuctemMa «KoHCYIbTaHT MIrOC» WWW.Cconsultant.ru

6. CmpaBouHo-nipaBoBas cuctema «I apanT» Www.garant.ru
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1. MaTepI/IaJIbHO-TeXHI/I‘leCKaH 6333, HH(])OpMaIII/IOHHbIe TEXHOJIOTUMH, IPOIrPaMMHO€
o0ecneyeHue u HH(])OpMaIII/IOHHLIe CIIPaBOYHBIC CHCTEMbI

Jns mpoBeneHusl 3aHATHN 1O AUCHUIUIMHE HEOOXOAMMO CJEYyIoIee MaTepuabHO-
TEXHHYECKOE oOecreueHune: ydeOHbIe ayIuTOPHU Ui MPOBEACHUS 3aHATHH JIEKIIMOHHOTO M
CCMHHAPCKOTO TUIIA, I'PYIIIOBBIX W HHIAWBUAYAJIBbHBIX KOHchII)TaIII/II;'I, TCKYIICTO KOHTPOJA U
MIPOMEKYTOYHOHN aTTeCTalH, TOMEIICHUS JJIsl CAMOCTOSITEIbHOM pabOoTHI.

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

WNudopmanmoHHbIe CLIPaBOYHBIE CUCTEMBI:

— Hayunas 6ubmmorexa PAHXul'C http://lib.ranepa.ru/;

— Hayunas anexrponnas oubnuoteka eLibrary.ru. http://elibrary.ru/defaultx.asp;

— HanmonanbHas snekTpoHHas OMOIMOTEKa WWW.NNS.TU;

— Poccuiickas rocygapcTBeHHas OMOIMOTEKa WWW.Isl.ru;

— Poccuiickas HanuoHanbpHasg OMOIMOTEKAa WWW.NNIT.IU;

— DnexrpoHHas 6ubnnoreka Grebennikon http://grebennikon.ru/;

— DnexTpoHHO-OMbNMoTeyHas cucrtema M3narenscrsa «Jlanp» http://e.lanbook.com;

DnekTpoHHO-6nGMHoTeuHas cuctema FOPAWT http://www.biblio-online.ru/.
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