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1. IlepeueHb MUIAHUPYEMBIX Pe3y/IbTATOB 00yUeHHS MO JUCIUIVIMHE , COOTHECeHHBIX C
IJIaHMPYeMbIMH pe3y/IbTaTaMH 0CBOEHHUS POrpaMMbI

1.1 [ducumruivHa  bB1.5.21  [JoKyMeHTal[iOHHOe

obecrieueHue

W JIeJIONIPOM3BOACTBO B

rocygapCTBeHHOM W MYHHIHWIIQJIbHOM YIIpAB/JI€HUH obecrieurBaeT OBJ/Ia/ieHre C1eayrmrMnu
KOMIIEeTEHWAMM C YUETOM 3Tdlld:

Koz HanmeHoBaHue Koz HaumenoBanue Jrana
KOMITeTeHI|MY | KOMIIeTeHLIUU JTana OCBOEHMS KOMIIeTeHLIUU
OCBO€HUA
KOMITeTeHLIMU

OIlIK-4 CII0COOHOCTh ocymectsasats | OTIK-4.3 CriocobHOCTE ~ OCYILeCTBIIATh
JesioBoe oOIIeHre U MyOIMUHbIe JIeJIOBYIO TIePEeTHCKY u
BBICTYTUIEHUS, BECTH NOZIIeP)KUBATE  3JIEKTPOHHBIE
TeperoBopkl, COBeILaHws, KOMMYHHKAL[H
OCYLLeCTB/IST JIeJI0BYIO
Mepericky M TOJiepKUBaTh
3JIeKTPOHHbIE KOMMYHHUKALIUU

OIIK-6 CIOCOOHOCTH pemtate | OITK-6.3 Criocob6HOCTB [IPUMEHATh
CTaHJAPTHBIE 3azauun OCHOBBI MH(OPMALMOHHON |
rpodeccruoHabHOMN Oubmorpadguueckoil Ky/abTyphI,
JlesaTe/IbHOCTH Ha OCHOBe MH(OpMaIMOHHO-
nH(OpPMaIMOHHOH u KOMMYHHKALMOHHBIX
OoubmMorpadguuecko KynbTyphl C TeXHOJIOTUH ¥ C  y4eToM
npuMeHeHHeM WHQOPMaMOHHO- OCHOBHBIX TpeboBaHMI
KOMMYHHUKALMOHHBIX TEXHOJIOTHIA WHQOPMaLMOHHON
u c yueTom OCHOBHBIX Ge3omacHoCTH
TpeboBaHM  WH(POPMAIMOHHOM
0e30macHOCTH

1.2 B pe3ysbTaTe 0CBOEHHs AUCLMIUIMHBI Y CTYIEHTOB JIO/DKHBI ObITH CHOPMUPOBAHBbI:

OT®/T® Koz, sTana Pe3ynbraTel 00yueHus

(mpu HaMMUUK OCBOEHUA

nipodcrangapra)/ KOMITeTeHI[UU

TPY/ZIOBbIe WA

ripoeccroHabHbIE

JIeMCTBUS

OCYIL|eCTBJISITh [le/I0BOe OIlK-4.3 Ha YpOBHEe 3HAHUM: OCHOBHBIX MPHHLIUIIOB U ITPaBUJT

o0I1]eHre ¢ KO/IJIeramy, JIeJIOBOTO OOIIeHMSI

Tpe/iCTaBUTe/IAMHN Ha YPOBHe yMeHMI: pa3inyaTb 0COOEHHOCTH sI3bIKa

FOCyNapCTBEHHbIX CJTy>KeGHOTro J0OKyMeHTa

OpraHoB U OPraHoB :

MeCTHOIO Ha ypOBHE HABBIKOB: Je/I0BOr0 o0111eHust B cucTeMe
5/IeKTPOHHBIX KOMMYHUKALUI

caMoyTpaBJIeHus],

OopraHusarLuy,

yupeskJieHui, rpakjaHaMu

C UCIOJ/Ib30BaHUEM

Pas/IUUHBIX CPeJCTB U

TeXHOJIOTUH

1CIT0/Ib30BAaTh OIIK-6.3 Ha YPOBHe 3HAHUI: OCHOBHBIX KOMIUIEKCOB

MH(MOPMALIOHHO - JOKYMEeHTAL CUCTeM rOCyAapCTBEHHOIO U

KOMMYHUKaL[OHHbBIE MyHHLIWIATBHOTO YIIPaB/IeH!ss 1 MeTOJJ0B OpraHu3aL{in

TEXHOJIOTUU /IS PelleHws] paboThI € JOKyMeHTaMH B OpraHax rocy/japCTBeHHOU U

CTaH/apTHBIX 3a7a4 MYHHULMIATbHOM B/IaCTH

npoeccHOHaTbHOK Ha YPOBHE YMEHUI: 0)OPMJISTh JIOKAJIbHbIe

4




nesiTeIbHOCTH HOPMAaTHBHO — MeTOju4YeCcKre JOKYMEHTHI 110
[1eJIOTIPOU3BO/ICTBY B CUCTeMe rOCy/lapCTBEHHO! U
MYHULMIATBHON CTyKOBbI

Ha YPOBHE HABBLIKOB: TIpUMeHeHHe 3HaHUi B 00/1aCTH
JOKyMEHTAIMOHHOTO 00eCreueHns U Jie/IONPOU3BO/ICTBA
B rOCY/IapCTBEHHOM Y MYHUIMIIAJFHOM YTIPaB/IeHUU

2. O6beM 1 MeCTO AMCHUILIMHBI B cTpyKType OII BO

O0BeM JUCIUTUTHHBI

Ob6ast TpygoeMkocts b1.5.21 [lokymeHTal[MoHHOe o0ecrieueHre U [|eJIOTIPOU3BO/ICTBO B
roCcyZjapCTBEeHHOM M MYHHULIMIA/JBHOM YNpPaB/JeHUU COCTaB/sieT 3 3auéTHble eAuHULbl, 108
yacoB. KommuecTBO aka/[eMHMUeCKWX 4YacOB, BbIleJIEHHBIX Ha KOHTAaKTHYIHO paboTy c
rperiofiaBaresieM COCTaB/sieT 54 yaca: JeKUUU — 18 yacos, rpakThuyeckue 3aHATUS — 36 4acos.
CamocTosiTenibHast paboTa cocrasisieT 54 yaca.

Mecto pucoumineel B crpykrype OI1 BO
Mucuprmumaa  B1.6.21  [lokymeHTalMoHHOe  oOecrieyeHWe W /IeJIONIPOM3BOJCTBO B
rocyZilapCTBeHHOM W MYHULIUIA/ILHOM yTIpaBJIeHUH NpelyCMOTpeHa Ha 2 Kypce, B 3 cemecTpe.

Mucuynmaa  B1.6.21  [JokymeHTaluoHHOe obecrieueHWe U [IeJIOTIPOM3BOACTBO B
rOCyJapCTBEHHOM W MYHHIUIAIBHOM YIIPAaBAeHUM OTHOCHTCSA K AMCIUIUIMHAM 00si3aTe/bHOM
yactu boka 1. « IucuuriuHbl (MOAYIN)».

B copmepkaresbHOM T[ulaHe [UCLMIUIMHA peanu3yercss nocie wusyuvenus b1.5.09
WNudopmarmonsbie TexHonoruu B yrpaBneHud (1,2 cemectp), B1.5.07 Pycckuii s3bIK U
Kyserypa peur (1 cemectp), 51.5.20 [lenoBble KoMMyHHKaLny (2 ceMecTp).

dopmMa POMeXXyTOUHOM aTTeCTallii B COOTBETCTBUM C yueOHBIM TJIaHOM — 3aueT.

3. CopepxaHue M CTPYKTypa AUCLMILIUHbI
Ounas hopma o0yueHust

Ne | HaumeHoBaHMe Bcero | O0beM AHMCHMILIMHEI , Uac. dopMa TeKyLiero
n\n | TeM/pa3fiesioB KOHTPOJIA
KoHnTakTHasi padora ycreBaemocTH,
o6yuatompuxcs ¢ CP | npomexyTouHoii
npernojaBaTesjieM 10 BUAaM aTTeCTAIUH
y4eOHbIX 3aHATHH
JI JIP | II3 KCP
1 IIpenmer, conepxanue u | 8 2 2 4 0, 11, K-3
3a/1a4¥ JUCLUIJIUHEL. >
2 OCHOBHBIE CBOMCTBA, 8 2 2 4 0, 11, K-3
(QYHKIMY Y TTPU3HAKU. P
3 CTpyKTypa JOKyMeHTa. 12 2 4 6 O, I, K-3
4 Cucremsl foKyMeHTauuy. | 12 2 4 6 0O, 4, K-3
5 CocraBnenue u 12 2 4 6
odopmsieHue
JOKyMeHTaL1K 110 O, I, K-3
JIMUHOMY COCTaBY
IITaTHBIX COTPY/JHUKOB.
6 Opranusagus u 12 2 4 6
TeXHOJIOTUsI pabOoThI C 0, I, K-3
JIOKyMeHTaMH S
YIIPaBJ/IEHUS.
7 Opranusanus XxpaHeHus 12 2 4 6
JIOKYMEHTOB U 0, I, K-3
obecrnieueHue Ux v
COXPaHHOCTH.




8 Pabota c JoKyMeHTaMmH, 10 2 4 4
WMeIIMU O, I, K-3
OTrpaHWYeHHbIN TOCTYII.

9 Opranu3sagus 12 2 4 6
COBeLL[aHUH,
KOH(bepeHL[1H, COOpaHMH.
Odopmienue
JIOKyMeHTaIbHbIX
MaTeprasoB.

0, I, K-3

10 | Jenonpou3Bo/CTBO IO 10 4 6
YCTHBIM U TTUCbMEHHBIM
oOparieHusIM TPaXKjaH B
OpraHu3aLHIo.

o,A4rT

HPOMQ)KYTO'»IHHH aTTeCcTaluda 3a4ueT

Bcero 108 |18 | 136 | | 54

IpumeuaHue: popmbl mekyuje2o kKonmposs ycnegaemocmu: onpoc (O), doknaod (), mecmupoearue (T), ketic-3adaHue (K-3).
CopeprxaHue JMCLUIIIMHBI

Tema 1. IIpegmert, cofepkaHue M 3a/jauM AUCIUILIAHbI

IokymMeHT — OOBeKT [OKyMeHTOBeJileHUs. Posb JOKyMeHTa B JKM3HM 4YejioBeKa U
obmiectBa. [lokyMeHTbl B cdepe TIpaB U yIpaB/ieHUs. BiusiHue HayYHO-TeXHUUYECKOTOo
mporpecca Ha pa3BuTHe [JoKyMeHTa. CoBpeMeHHble BHbI W TpeOOBaHUS K [JOKyMeHTaM.
Metoponorust JokymeHToBeZieHUs1. CBsi3b [TOKYMEHTOBeJieHUs1 C TpaKTUKOW. Poiab M 3ajgaum
JIOKYMeHTOBe/IeH!sI B COBePLLIEeHCTBOBAHUHU TPOLIECCOB YIIPaB/IeHHSI.

3akoHO/jaTeNlbHble aKThl, HOPMAaTHMBHbIE JOKYMEHTbI, TOCy/lapCTBeHHbIE U OTpac/ieBbie
CTaHJapThl Ha YHUQULMPOBaHHbIE CHUCTEMbI JOKyMeHTaluu. JluTepaTypa: MoHOrpaguw,
repuoinuecKue, CripaBOYHble U MeTOAUUeCKre U3/JaHusl.

Tema 2. OCHOBHbIe CBOMCTBA, (YHKIMH ¥ MPU3HAKH

CooTHOIIEHHe TIOHATHM «WH(OpMaIsi» U «JOoKyMeHT». CBsi3b HHGOpPMalUd WU
JokyMmeHTa. Poib uH(popMaluu B COIfMa/IbHBIX U 9KOHOMHUUECKUX Tpolieccax. MHpopMalus Kak
OCHOBa TpPUHATUS yMpaB/ieHUeCcKoro peineHus. Posb MHQOpMalMM B aBTOMAaTHM3WPOBAHHBIX
cUcTeMax.

Bo3HUKHOBeHHe [OKyMeHTa, ero 3HaueHue. TpaHcopmaiusi MOHSTHSL «JOKyMeHT».
OmpefeneHre JOKyMeHTa B TOCy/JapCTBeHHbIX cTaHaapTax. CBoicTBa ¥ GYHKIMM JOKYMEHTa.
ConuanbHbli, TPaBOBOM M WCTOPUUYECKWM XapakTep [JoKymeHTa. [loHATHe opuWruHana.
YMHO)XeHHbIe OpUTHHa/bl. YepHOBHKH W O€OBUKU TEKCTOBBIX JOKYMEHTOB. ABTOrpadsbl.
Pepakiun. TloHsaTve «MNOMMUHHUK». (OCHOBHBIE TIpU3HAKU TOA/IMHHUKA. [loJ/MHHBIE U
TIO/I/IO)KHBIe JIOKYMeHThl. Bujsl danbcudukaiyy AokyMeHToB. PanbcuduKaiys cofeprkaHusl.
Wutepnionsiiys. Panbcudukaiys cocTtaBa ygocToBepeHus, OsaHka. dunurpanu (OymakHble
BO/JsiHbIe 3HaKK). [TeuaT.

[Tonsitne «komusi». VicTopuueckoe pa3BUTHe KOIWN. Bubl Komuii, ompejensieMbIX
crocoboM uX Bocripou3BefieHds. Kormuu, pasiudaeMble 10 CIOCO0Y WX Y/JOCTOBEPEHUs.
[ToHATHE W WCTOPUYECKWM XapakTep Croco0OB [JIOKYMEHTHPOBaHUs. 3BYKOBas pedb, ee
BO3MOXXHOCTM W HeJJOCTaTKU B 3aKpervieHWu U mepefiaue uHbopMalyu. Pa3Butve rpaduku
pycckoro nucbma. Ckoponuck. CteHorpadusi.

[IpMeHeHHe TeKCTOBOIO JOKYMeHTHPOBaHUs1. TexHuueckoe JOKyMeHTHpoBaHue. PoTo-,
KUHO-, ¢doHo-, TeleJOKYyMeHTUpPOBaHKe. N3rorosnenue MallMHOYUTaeMbIX v
YyeI0BeKOMAIIMHOYMTaeMbIX JOKyMeHTOB. MaTepuasbl [/ TEXHUUeCKOr0 JOKYMeHTHPOBaHUSI.
MaiiviHHble HocuTenu WHbopMaluu. BrusHue HocuTenss UHQOPMALMU Ha [JOJTOBEYHOCTh U
CTOUMOCTD JJOKyMeHTa.



Tema 3. CTpyKTypa JJOKyMeHTa

[TousiTne «pekBU3UT». IloCTOsIHHBIE K TepeMeHHble peKBU3UTHL. [loHATHE «popmyssp
JokyMeHTa». OcobeHHOCTH (HOPMYJISIPOB JOKYMEHTOB, TOTyUYeHHbIX pa3/UYHbIMM Criocobamu
JOKYMeHTHpOBaHus. VHAuBUAyanbHbId W TUNOBOM (opMyssip JoKymeHTa. Dopmyssip —
obpa3ert].

Bonpockl  JIOKyMeHTHMpOBaHMS, COCTaB/leHUs] W  0GOpM/IEHUS [OKYMEHTOB B
3aKOHO/IaTeNbHbIX M HOPMAaTMBHBIX akKTax. YHU(UKaLUs [OKYMeHTOB. BHyTpuBHoOBas
yHu(uvKaius. Pa3BuTve yHM(UKALMU W CTaHAApPTU3alMM [JOKYMeHTOB. ['ocy/apcTBeHHble
cra"gaptbl Ha AokyMeHTbl. ['OCT P 6.30-2003 «TpeboBaHuss K 0pOpPMI/IEHHIO [OKYMEHTOB».
PekBu3uTEl, persiaMeHTHMpyeMble TOCyJapCTBEHHBIM CTaHJApTOM. ABTOp JOKyMeHTa. Posb
6saHka B odopmieHuu JokymeHTa. CocTaB OsiaHKa, TMOPSZIOK PacrosioXKeHHs PeKBU3UTOB B
O6naHke. bnaHKM C yIJIOBBIM M ILeHTPa/JbHBIM DPACIONO)KeHWeM peKBU3WTOB. IIpaBuia
KOHCTPyUpOBaHUs OaHKa. ABTOpBI JMUHBIX JOKYMeHTOB. [lofmuch, reuaTh Kak TPU3HAKU
aBTOopa. Bus fnokymeHra. PasBuTve BUZIOB [JOKYMEHTOB. Buzbl JOKyMeHTOB, orpefiessieMble
3aKOHO/IaTe/lbHbIMA KM HOPMAaTMBHbIMU akTaMHU. CBfi3b BH/0B [JOKYMEHTOB M (YHKLMU
yrpaB/ieHusl. YKa3aHWe BUJa JOKYMEHTa, ero MecTo U HasHaueHue B (opMmyssipe JOKyMeHTa.
3aBUCUMOCTL (OpPMBI JIOKyMeHTa OT ero Buja. O6o3HaueHue azipecara. [IpaBusia HarvcaHUs
ajipecata U MeCTO yKasaHus ajipecara B ¢opmyJsipe okymeHTa. OTpakeHHe cepbl AelCTBUS
JIOKyMeHTa B ero azpecate. Ilopsiziok odopmiieHHs1 JOKyMeHTa C HECKOJbKUMHU aJpecaTaMu.
[Topsinok odopmieHus: TIOYTOBOro ajpeca. [lata JoOKymeHTa. 3HauyeHWe [aTHPOBaHUS
JoOKyMeHTa. TouHble [aTbl, XapakKTepu3ylolUe 3jeMeHThl (opMyssipa. ABTOPCKHUE JaTbl
(coctaBneHue, TOANMCaHWEe), JaThl, OTHOCAINMeCS K cofepkaHutoo. [latel oOpaboTku
JokymeHToB. Ilopsimok odopmnenus pat. CocraB yjAocTOoBepeHMsl JoKymeHTa. (CocTaB
yAOCTOBEpEHUs] TEeKCTOBBIX [OKYMEHTOB pa3/MYHbIX Kareropui. MecTto mnoanucaHuss B
(bopMmysisipe JOKyMeHTa.

[levatn ¥ wux Ha3HayeHWe. Bugel meuvarteil. ['ocyzapcTBeHHasi repboBasi Teyarth.
3aKoHOJATeNbCTBO 00 W3rOTOB/IEHMM W UCIOJIb30BaHUM TedaTH. [lopsiZioK TpocTaB/ieHUs
revaTeil Ha IOKyMeHTax. Y TBepsKZeHre 10KyMeHTOB. CocTaB rpuda yTBep>KeHHs], OPsI0K ero
oopmiieHusi, MecT B QopMmyJsipe JAoKymeHTa. OTMeTKM Ha [JOKyMeHTax. Mx posib B
TIPOUCXOXKAEHUH W WCIIOJHEHHUW [OKyMEHTOB, MecTo B (opmyssipe nokymeHTta. Ocoboe
HasHaueHWe pe3omolud. TpeboBaHue K ee cojepKaHuo U odopmieHH0. OTMeTKH O
NIOCTaHOBKE JJOKYMEeHTa Ha KOHTPOJIb, UCIIOJIHEHUY JJOKYMeHTa U Jp.

[ToHsITHE «TEKCT [OKYMeHTa» TIpPU pa3/IMyHbIX Crocobax [JOKYMeHTUPOBaHUSI.
Copep>xaHue TPOCTBIX M CJIOKHBIX [JOKYMEHTOB. [IOpSilOK W3/I0)KeHUsl TeKCTa JOKYMEHTOB.
Jlornueckass CTpyKTypa TekcTa. B3aMMocBsi3b cozepkaHusi UM (OpPMBI  [JOKYMEHTa.
dopmanu3anysi TEKCTOB JOKyMeHTOB. AHKeTa, Tabsmua. OcoOeHHOCTH CTPYKTYpPhI TeKCTa
OpraHM3alOHHO-PAaCopSAUTeNbHBIX JOKYMEHTOB. JJjleMeHTbl TeKcTa. [loHsiTMe «3aro/oBoK
JOKyMeHTa». HasHaueHue 3arosioBka, ero mMecto B (opmyJ/sipe AoKyMmeHTa. [IpunoxeHus K
TEKCTY W TMOPsAJOK UX odopmieHus. [lpaBonmcaHue Ha3BaHWM yupeX/eHWH, OpraHu3aLui,
npegnpuaTuid. IIpaBonvcanue HasBaHMM JOKyMeHTOB. IIpaBomuvcaHue [O/DKHOCTeN M 3BaHUM.
[MpaBonucanue pgar, uyucen, 3HakoB. CHHTakKCMUyecKhe OCOOEHHOCTH  [JOKYMEHTOB.
CurHTakcryeckue KOHCTPYKLUH.

YHugukaiusi JOKyMeHTa KakK OJHO M3 HamlpaB/eHUWM ero COBepLIeHCTBOBaHMS.
[lpeanocelnKu W MeTOJ, YHU(PUKALMWA. YHUQPUKALMA CTPYKTYpbl TeKCTa. O/IeMeHTbI
¢dopmanuzanuu. dopmanu3oBaHHbIM XapakTep TEKCTOB IJIAHOBOM M YUETHOM [OKyMeHTaL[uH.
YHuduvkanus s3bIK0BbIX cpeficTB. PopMbl yHHU(YKALMU: TUTIOBOM, Tpad)apeTHbIN TEKCTHI.

Tema 4. CucreMsbl JOKYMeHTaLMu



OG61iepoccuiickue KJ1acCU(UKaTOphbI COLIa/IbHOU MH(pOopMaL1u. Cucrema
OpraHy3aljMOHHO-TIPAaBOBOM [JOKyMeHTal[uM, ee Ha3HaueHMe u cocTtaB. CocTaBjeHue U
oopmiieHre  OTJe/NbHBIX BHZOB  OPraHM3al[MOHHO-TIPABOBBIX  JOKyMeHTOB. Cucrema
pacnopsiiuTesIbHOM  [JOKyMeHTallMM, ee Ha3HaueHMe M cocTaB. [lpouenypa u3zaHus
pacropsiiuTe/IbHbIX JOKYMEHTOB B YC/IOBUSIX €JUHOHAuaaus U KoJierasbHocTh. Cucrema
MH(POPMALIMOHHO-CITPABOYHOM ~ IOKyMeHTallud, ee Ha3HaueHWe, COCTaB, COCTaBJeHUEe U
oopmienre. OpraHu3alMOHHO-PACIIOPSiAUTE/bHAS JOKYMEHTalUs FpUAUUecKuX JauL, chepbl
COLMabHO-KY/IbTYPHOI'O CepBUca U Typr3Ma.

Tema 5. CocraB/ieHue U odopm/ieHHe [JOKyYMEHTAlUM IO JIMYHOMY COCTaBYy
IITaTHBIX COTPYAHUKOB

JokymeHTal[usi TI0 JMYHOMY COCTaBy KaK T[OJCUCTeMa OpraHU3allMOHHO-
pacrnopsiiuTeIbHOU AOKYMeHTalMKu. 3a/laud yrnpaB/eHus], pellaeMble MPU MOMOIIM KaJpOBbIX
JIOKYMeHTOB  (JJOKyMeHTHUpDOBaHWe TPY/[OBbIX TIpaBOOTHOIIeHU). (CocTaB JOKYMEHTOB,
oopMsieMbIX B KaJpOBOW Cy>X0Oe: TepBUYHBIX, YUETHBIX, PACTOPSAUTENbHBIX, JTHUUHBIX, T10
colanbHOMY 00ecTieueHHro.

[Mopsinok odopmsieHUs U COCTaB JOKYMEHTOB TMpU MpreMe, YBOJIbHEHUH, MepeBojie Ha
Ipyryto paboTy, mpeaocTaBieHWe OTMyCKa, oQopmiieHHe TOOIPeHuH, AUCLUTTMHAPHBIX
B3bICKAaHWH

Tema 6. OpraHu3sanys ¥ TEXHOJIOTHsA PadOTHI C JOKYMEHTaMH yNIPaB/IeHHUs

HopMaTuBHO-TIpaBOBOe peryJjMpoBaHHe TIpoliecca AoKymeHToobopora. CoBpeMeHHbIe
opraHu3alioHHble (HopMbl C/Ty)KOBI Jie/1onpon3BoACTBa. PersamMeHTaljsi OCHOBHBIX 3a7lad U
¢ynkumii [JOY. Pa3genenue Tpyia Mexay nojpaszeneHus MU U UCTIOJTHUTE/ISIMU.

VHCTpyKUMSl TIO /[leJIONIPOM3BO/ICTBY — OCHOBHOM HOPMAaTHMBHBIM akKT OpraHu3aluu
JIeJIONpOr3BO/ICTBAa. TUIMOBbIe W WHAMBUAYalbHble MHCTPYKUUM. Ilopsgok pa3paboTku,
cofiep>kKaHue, TIpaBU/a YTBEP)KJeHHs1 U BHejpeHUs. [lnaHWpoBaHuWe, opraHusalys U MeTOJMKa
KoHTpossi coctosinusi [IOY u obecrieueHHss COXPAaHHOCTH [JJOKYMEHTAL[UM B YUpeXAeHUH U
CTPYKTYPHBIX rofipa3gesienrsix. O6paboTka MocTymnarumx JoKyMeHToB (6/10K-cxeMa paboThI ¢
BXOZSIUMU JioKymMeHTamH). OOpaboTka oOTmpaB/sieMbIX JOKYMeHTOB (O/10K-cxema paboThl C
UCXOJAMMH JJOKyMeHTaMH). Pervcrpauusi ¥ KOHTPO/b MCIIOJIHEHUs [OKYMeHTOB. JKypHan
perucTpaLyy BXOASIIMX U UCXOASIINX JOKYMEHTOB.

TexHosoruueckoe obecrieueHre KOHTPOJIS WCIIOJNHEHUs] I0KYMEHTOB, IMOCTAHOBKA Ha
KOHTpO/b, paboTa C KOHTPOJILHOW KapTOTeKOW Ha JOKyMEeHTbl M Ha YCTHble 3aJaHus U
TOpYYeHUs1 DYKOBOJUTess, TMpOAJieHWe CPOKOB MWCIIOJIHEHUsl, CHSTHe C  KOHTPOJISL.
Cucremarusalysi IOKyMeHTOB (COCTaBlieHHMe HOMeHK/IaTypel fen). dopmupoBaHue [en T0
K/acCU(UKAI[MOHHBIM TPU3HAaKaM, TpeboBaHUs K (HDOpMHUpPOBaHMIO /e, OdopMyIeHHe /el B
rankax.

Tema 7. OpraHu3anus XpaHeHHs JOKYMEHTOB U o0ecrieyeHHe UX COXPaHHOCTH.

XpaHeHHWe ~ [IOKYMEHTOB B  CTPYKTYPHbIX  [OZpasfie/IeHHsIX  OpraHv3alyu.
OTBeTCTBEHHOCTh 3a COXPaHHOCTb [OKYMEHTOB. 3aKOHO/|aTeJIbCTBO K HOPMAaTHBBLI I10
obecrieueHHI0 COXPAHHOCTH [JOKyMeHTOB. OpraHu3alusi CIIpaBOYHON paboThl ¥ TIOPSZOK
BbllauM JIOKYMEHTOB BO BpEMEHHOe I10/Ib30BaHHWe TIpU XpaHEHWM B CTPYKTYDHBIX
nojpasfiesieHusix. XpaHeHMe U OpraHusanusl JoCTyrna K JOKyMeHTaM B  YCIOBHUSIX
(yHKLMOHMPOBAHUSI aBTOMAaTU3UPOBaHHBIX MH(OPMALMOHHBbIX cuUcTeM. [IoHSTHe «3KcmepTr3a
LleHHOCTW». HOopMaTMBHO-MeTo/iMYecKre U TeOpeTUYecKre OCHOBbI MPOBe/IeHUs] SKCIepPTU3bI.
TpeboBaHusi K TIPOBe/IEHUI0 SKCIIEPTH3bl LIeHHOCTH [JOKYMeHTOB B «(OCHOBHBIX TpaBU/Iax
paboThl BeJOMCTBEHHBIX apxWBOB». OpraHW3anusi SKCIEepTU3bl LIeHHOCTH [JOKYMEHTOB,
LleHTpa/bHbIX 3KcrepTHbIX Komuccuid (LIOK) u skcnepTHeix kKomuccuit (IDK) yupexzeHus.
[TpaBa ¥ (QyHKIMKM KOMHCCHI, OpraHv3aiys ux paboTel U JOKYMEHTUPOBaHUE [esTe/TbHOCTH.



OTaribl IPOBe/IeHNs SKCTIePTU3bl LIEeHHOCTH I0KyMeHTOB. OopmiieHNe pe3y/bTaToB SKCIepTU3bl
LIEHHOCTH JIOKYMEHTOB.

Ha3snaueHne u uCrnosb30BaHMe IlepeyHer B KayeCTBe OCHOBHBIX HCTOYHUKOB I10
WM3yUeHUI0 COCTaBa M COJepKaHUs [IOKYMEHTOB, YCTaHOBJIEHWsI CpPOKOB XpaHeHusi U
obecrieueHysi eJMHCTBA OTNEPATUBHOTO XpaHEHUs W apXuBa. YHU(UKaLMs TpeOOBaHUM K JiesaM,
c/laBaemMbIM B apxuB. HopMaTuBHO-MeToAMUYeCcKre MaTepuarbl PeieparbHON apXUBHOM CTyKObI
Poccuu mo odopmiennto zen. OcHoBHble TpeboBaHUsI K (opMupoBaHuio fesn. IlonmHoe wmm
yacTUYHOe 0(opMJIeHHe Jiesl B 3aBUCUMOCTH OT CPOKOB xpaHeHwusi. [logroroska zaen. Hymepauys
JUCTOB. 3aBepiInTeNbHAs TOAMUCh. BHyTpeHHsis omuck. OdopmiaeHrne 00IOKKH e
TIOCTOSIHHOT'O U BpPeMeHHOI'0 XpaHeHUsl.

[Tousite ommucu pen. IlpaBuna cocraBneHusi omnuceil. OdopmieHre onucH e
CTPYKTypHOro nmnogpasfiesieHus. Ilepejaua Jen B apxuB oOpraHusanuu  (BeJOMCTBO).
B3aumogetictBue ciyx6 JOY ¥ BeOMCTBEHHOTO apXvBa INpW (OPMHPOBAHWU OCHOBBI JIJIst
TIOC/IeIyOLLer0 XPaHeHUs1 U UCI0JIb30BaHUsl JOKYMeHTOB. EJMHCTBO TpeboBaHMM K XpaHEHUIO
JIOKYMEHTOB B [1e/I0NPOU3BO/CTBO.

Tema 8. PaGoTa ¢ J0OKyMeHTaMH, HMMEIOIIMH OTPaHUYeHHbBIH JOCTYII

JloKyMeHTBbI, Hecyllie UH(QOPMAaLMI0 OTKPLITYI0 U C OrpaHWYeHHbIM JocTynoM. Cxema
KjJaccupuKalu JOKyMEHTOB 10 rpudy orpaHuueHus JocTyna. HopmaTuBHbIE —aKThl,
peryivpyolye orpaHiueHue J0CTymna K JoKyMeHTy. [lepeyeHb cBesieHMI KOH(WEHIIMATBHOTO
xapakTepa. Llenb 3auuTsl KoHUAeHMansHoW nHGopmauyu (KIN). Opranusaiysi MeponpuysTHiA,
obecrieunBaroiux 3amuty KU. Tlopsijok paboThl HCMONHUTeNeN € KOH(UeHIMaTbHbIMU
JOKYMeHTaMH.

Teme 9. OpranHu3anusi coBemjaHuii, KoHpepeHumii, co0panuii. OdopmieHue
AOKYMEeHTa/IbHbIX MaTepHUaIoB

Komrsiekc  OpraHM3al[iOHHO-TEXHUYECKUX  MEPOTIPUSITMA 110  OpraHM3alid |
TIPOBE/IEHUI0 COBeIllaHKi, KOoH(hepeHIIUi, cobpaHuii (1anee - cOBelljaHUi): BbIpabOTKa MOBECTKH
JHS U OTpejie/ieHHe Kpyra TMpe/roJiaraéMblX YYaCTHUKOB; O3HAKOMJ/IEHHE C TIOBECTKOM [THS
Tipe/riosiaraeMbIX yUaCTHUKOB; BbIpaDOTKa persiaMeHTa COBeLl[aHUs; IMOJrOTOBKA MaTepHasoB,
HamMeuaeMbIX /IJI1 PAacCMOTPeHUsT Ha COBeIlaHWW (JOK/Iazla, CO/OK/IaZia, CIpaBOYHO-
MH(POPMALIMOHHBIX MaTepuasioB, TPOeKTa pellleHus); OpraHu3alusi paboThl CeKpeTapuara;
TeXHUUeCKOoe obecrieueHuWe TPOBeJeHUs COBeIllaHusl (ayJuo- W BHjeoarmapaTypa W [p.);
JOKyMeHTHpOBaHWe paboThl coBelllaHusi; odOpM/IeHHe [OKyMeHTalbHbIX MaTepuanoB
coBelllaHUsl (M3rOTOBJ/IEHWE TIPOTOKOJIA, UTOTOBBIX MaTepPHAJIOB, Pa3MHOXKEHHe U obecrieueHue
VMU YUYaCTHUKOB COBeL[aHMs).

Tema 10. [les1onpoU3BOACTBO MO YCTHBIM M MUCbMEHHBIM 00pall[eHUsIM rpak/jlaH B
OpraHu3anuIo

OcHOBHbIe BH/IbI OOpalljeHUii: TIpeJio)KeHue, 3asiBjieHUs, anoba. HopmaTuBHbIe
JOKYMEeHTBI, peryiupyroie paboty c obpameHusMu TrpakAaH. JIMUHBIA MpUeM Tpak[aH B
opranuzaiuu. OpraHu3auysi paboThl C MHUCbMEHHbIMUA OOpalljeHUssMU Tpak[aH: perucrparus,
KOHTDOJIb, OTBETHI, aHa/TN3 00palljeHuni rpakjaH, CPOK XpaHeHUsI

4. Marepuasibl TeKyI[ero KOHTPOJIsA YCIIeBaeMOCTH 00ydyarmumxcs U ()OH/| OL{eHOUHBIX
CpeACTB MPOME)XXYTOUHOM aTTeCcTaluM Mo JUCLUIUIHHE

4.1. ®opMbl U METObI TEKYI|ero KOHTPOJISI YCIeBaeMOCTH OOYJaroI[UXCsl W TIPOMEXKYTOUHOM
aTTecTaLuu.

4.1.1. B xoge peamu3auuu aucuuruiiHbl B1.6.21 [lokymeHTaroHHOe obecrieueHue U
JleJIOTIPOU3BOJCTBO B TOCYJAapCTBEHHOM UM MYHULMIAJBHOM YMPABAE€HWUA MCIIO/Ib3YIOTCS
CJIe/IyIOIIMe MeTO/Ibl TEKYIIIEr0 KOHTPOJIS YCTIeBaeMOCTH 00y YarOLuXCs:
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Tema (pa3gen) ®opmbl (MeTO/IbI)
TEeKYILlero
KOHTPOJIS
yCrieBaeMOCTH
Tewma 1. [Ipegmert, cogepykaHve U 3a/jaY AUCLIUIIUHBL. O, I, K-3
Tema 2. OcHOBHBIe CBOMCTBA, (DYHKIIMY 1 TIPU3HAKMU. 0O, I, K-3
Tewma 3. CTpyKTypa [JOKYMEeHTa. O, 1, K-3
Tema 4. Cucremsbl JOKyYMeHTaLlUU. O, 11, K-3
Tema 5 CocraBnenue u opopm/ieHre JOKyMeHTaly 110 TMYHOMY COCTaBy 0, I K-3
LITATHbIX COTPYJHUKOB. >
Tema 6. OpraHu3anusi ¥ TeXHOoJIorHsi paboThl C JOKYMeHTaMH YIIpaB/ieHusl. O, I, K-3
Tema 7. OpraHu3aiusi XxpaHeHus! JOKYMEHTOB U 00ecrieueHre Uux 0, 1T, K-3
COXPaHHOCTH. >
Tema 8. PaboTa C IOKyMeHTaMH, UMEIOIUMH OTPAaHUYEHHBIA JIOCTYII. O, 11, K-3
Tema 9. OpraHu3alfys coBelljaHui, KoHhepeHIMH, COOpaHH. 0, I K-3
OdopmsieHNe JOKyMeHTalIbHbIX MaTepUasoB. Ty
Tema 10. | [Jemonpou3Bo/CTBO O YCTHBIM M IMUCHbMEHHBIM 00palljeHusM O, T
rPaXkJjaH B OpraHU3al[HIo. T

4.1.2. 3aueT NpOBOJUTCS C TIPUMEHEHHEM CJ/Ie[lYIOLMX MeTOJ0B (CpefCTB): B YCTHOM (popMme IO
BOHPOCHM U pelieHre TUIMMOBBIX BHAaHI/H‘/JI.

4.2. Marepuasbl TeKylLero KOHTPOJIs yCIieBaeMOCTH.
I[MperofiaBaresib OIleHHWBaeT YPOBeHb TOATOTOBJIEHHOCTH OOYYarIUXCsl K 3aHSTHIO TI0
C/Ie[yIOLMM TT0Ka3aresisiM:

- YCTHBIE OTBEThI Ha BOTIPOCHI TIPETIofiaBaTe/isl [0 TeMe 3aHsTHS,
- BBICTYTI/IEHHe C [IOK/IaZlaMU T10 TIpeZijlaraeMbIM TeMaM,

- yuacTHie B 00CY>X/[eHUU JIOK/Ia/I0B,

- KOJIMYEeCTBO TPaBU/IbHBIX OTBETOB MPU TECTUPOBaHUH,

- pellleHue Kelc-3aZlaHUi.

OHEHKa 3HaHHﬁ, YMEHHﬁ, HaBBIKOB TIPpOBOAUTCA Ha OCHOBe 6aﬂﬂbHO—p6ﬁTHHFOBOﬁ

cucrembl 70% u3 100% (70 6annoB u3 100) - BK/Iaj 1Mo pe3yJsbTaTaM TOCEIaeMOCTH 3aHSTHH,
aKTUBHOCTU Ha 3aHATHUSX, BBICTYIUIEHUSI C [JOK/IaJlaMH, yuyaCTUsi B OOCYXKAEHHUsX JOK/IafioB
JIpyrUX O0OydarolMxcsi M Kelica, OTBETOB Ha BOIPOCHI TIpeTojiaBaTesiss B X0 3aHATHsA, TI0
pe3y/bTaTaM TeCTUPOBAHUSI.

Heranmu3aiyst 0a/yioB W KPUTEPUM OLIEHKW TeKYIero KOHTPOJIS yCIIeBaeMOCTH
yTBep>KJjaeTcCsl Ha 3aceZlaHu Kade/phl.

BOTlpOCbl 07151 N0020MOBKU K onpocam:

Tema 1. IIpegmer, cosepkaHue M 3a/jaUuM AUCLUIIUHBI.

1. Posb TOKyMeHTa B )KM3HU UesloBeKa 1 00I1lecTBa.

2. CoBpeMeHHbIe BU/Ibl U TpeOOBaHUs K JOKyMeHTaM.

3. Metopoorust JOKyMeHTOBe|eHUs.

4. Poneb ¥ 3asaud  [OKyYMEHTOBe[eHUsI B COBEpIIEHCTBOBAaHUM IIPOLIECCOB
yTpaBJieHus!.

5. 3akoHOJaTe/lbHble aKTbl, HOPMAaTWBHble [OKYMEHTBbI, TI'OCYJapCTBeHHble U
oTpac/eBble CTaH/AapThl HA YHU(ULIMPOBAHHbIE CUCTEMBI JOKyMeHTaL|uH.

6. Jlutepatypa: MoOHOrpaduu, TIepuoildYeckKre, CIpaBOYHble U MeETOAUYeCKUe
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W3/laHusl.

Tema 2. OCHOBHBIe CBOMCTBA, GYHKIUHM M NPU3HAKH

1. Casi3b UH(OpMALIUU U JOKyMeHTa.

2. Bo3HUKHOBeHUe [JOKyMeHTa, ero 3HaueHue.

3. [ToHsiTHe ¥ BU/IbI KOTTUHA.

4. IIprMeHeHre TeKCTOBOrO JOKYMEHTHPOBAHUS.

Tema 3. CTpyKTypa JOKyMeHTa

1. [TonsitTve «pekBU3UT». [I0CTOSIHHBIE U ITepeMeHHbIe PeKBU3UTHI.

2. Bonpockl /10KyMeHTHMpPOBaHHUsl, COCTaBlIeHUsI KW O(QOpPMJIEHUS [OKYMEHTOB B
3aKOHO/|aTe/IbHbIX U HOPMaTUBHBIX aKTax.

3. T'ocynapcrBenHble ctadgapThl Ha ZoKyMeHTHL. ['OCT P 6.30-2003 «TpebGoBanus K
0(OpMJIEHUIO IOKYMEHTOB.

4. [TeuaTn u ux Ha3HaueHue. Buzbl neuarei.

5. OTMeTKH Ha JOKyMeHTax.

6. [ToHsiTHE «TeKCT JOKyMeHTa» TIPH Pa3/IMuHbIX CIIOC00ax JOKYMeHTHPOBaHMSI.

7. YHupuKanus JoKyMeHTa.

Tema 4. CucreMbl JOKyMeHTaIUU

1. OO1epoccuiickye KnacCu(pUKaTOpbl COIMATLHON MH(MOPMALIUH.

2. [Tpouieaypa u3naHvs pacnopsiiuTe/bHbIX JOKYMEHTOB B YC/IOBUSIX eJMHOHAUA/ s
Y KOJUIerMaTbHOCTH.

3. Cucrema MHPOPMAIIMOHHO-CITPABOYHOU JOKYMEeHTal[1H.

4. Opranu3ariOHHO-pacopsAuTebHas JOKYyMeHTaLus.

Tema 5. CocraByieHue ¥ 0)opMJIeHHEe JOKYMEHTAIUH 110 IMYHOMY COCTaBY INTaTHbBIX

COTPY/AHUKOB
1. JOoKyMeHTaLys 110 IMYHOMY COCTaBy.
2. CocTaB JOKyMeHTOB, o(hopm/isieMbIX B KaJ[pOBO#i CTy>k0e.
3. [Mopsimok oopmMiieHHst M COCTaB IOKYMEHTOB IPH paboTe ¢ MepcoHaIOM.

Tema 6. OpraHu3anus U TeXHO/IOTUsI PabOThI € JOKyMeHTaMH1 ynpaB/IeHUsA

1. HopmatrBHO-TIpaBOBO€e peryMpoBaHue mporiecca JOKyMeHToo0opoTa.
2. MHCcTpyKLys 10 [e/101pOU3BO/CTBY.
3. TexHonoruueckoe obecrieueHre KOHTPOJISI UCTIOTHEHUsI JOKYMEHTOB.

Tema 7. Opranmauvm XpdHeHHUA JOKYMEHTOB U odecrneueHue ux COXPAHHOCTH.

1. XpaHeHHe JJOKYMEHTOB B CTPYKTYPHBIX MO/pa3/ie/ieHusIX OpraHu3aLiuu

2. HasHaueHue ¥ McCIonb30BaHUe TepeuHeld B KaueCTBe OCHOBHBIX MCTOYHMKOB IO
M3y4eHHI0 COCTaBa U COZlep>KaHUsl JOKYMEHTOB.

3. [Tonsitue onmcu pes. I1paBuia cocTaB/ieHust OTNKCEH.

Tema 8. PaGoTa ¢ J0KyMeHTaMH, HMEIOIIMMH OTPaHNYeHHbIH JOCTYII

1. [JoKyMeHTbI, Hecylije UH(POPMAaL|I0 OTKPBITYIO U C OFPaHUYeHHBIM I0CTYIIOM.
2. Cxema KnaccupuKalui JOKYMEHTOB 110 TpUdy orpaHUueHHs JOCTYTIa.
3. [Mopsimok paboTkI UCTIOHUTE/IEHN C KOH(PUIeHIIMAaTbHBIMU JOKYMEHTaMHU.

Teme 9. OpraHuzanusi coBeljaHuii, KoH(pepeHumii, coOpanuii. OdopmieHue
AOKyMeHTa/IbHbIX MaTepHa/IoB
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1. OpraHu3alMOHHO-TeXHUYeCKUe MepOTpUSTUS TI0 OpraHu3alui U TIPOBeJeHUI0
CoBelljaHUM, KOH(DepeHIHM, cCobpaHUiA.

Tema 10. /le/10npoU3BOACTBO MO YCTHBIM U MUCbMEHHBIM 00pallleHUsIM rpakJjaH B

OpraHu3aL|Io
1. OcHoBHbIe BUIBI OOpall[eHu.
2. JIN4HBIN NpUeM rpak/jaH B OpraHy3alyu.
3. Opranu3anusi paboThl € MMCbMeHHbIMU 00palljeHUs MU TPaK/aH.

IpumepHble membl 00KAAO08:

1. AkrtyanbHble MPOOIEMBI JOKYMEHTAI[MOHHOTO 00ecTieueHyst yripaBIeHuUsT

2. OcHOBHBIE TIOHSITHSI [JOKYMEHTAl[MOHHOTO obecrieueHusi yripaBieHus. DyHKIUA U
THUIIOJIOTHS CJTy>KeOHOTO JOKYMeHTa

3. HopmartuBHO-MeToiMuecKoe obecrieueHre /[ieJIONPOM3BO/CTBA B TOCYZAAPCTBEHHOU U
MYHUILUTATBEHON CITy>KOe

4. KynbTypa Ae/ioBOM TMChbMEHHOW peur W Tpo(deCcCHOHATM3M TOCYJapCTBEHHOTO U
MYHUIUTATBHOTO CJTy>Kalllero

5. CoBpemeHHasi CTaHAapTU3alysl TpeOOBaHUi B CUCTeMe /Ie/I0NIPOU3BO/ICTBA

6. SI3bIK C/Ty>KeOHOTO JOKyMeHTa KakK 4acTh O(UI[Ha/TbHO-ZIe/I0BOTO CTUJIS PeUr

7. OKCTpPa/IMHTBUCTUUECKWEe TpeOOBaHUS, TpeAbsB/isieMble K C/Ty>KeOHOMY JOKYMEHTY.
$13pIKOBBIE 0COOEHHOCTH 0(hOPMIIEHUS] PEKBU3UTOB

8. JIMHrBUCTHYEeCKHe OCOOEHHOCTH CJ/Iy>KeOHOr0 /OKyMeHTa: TOYHOCTb U S3BIKOBOM

CTaHzapT

9. CoBpemeHHble MH(OPMaLMOHHbIE TEXHOJIOTHH B [1e/I0NIPOM3BO/CTBE

10.  Co3paHue 1OKyMeHTOB CTaHAapTHbIMU cpefcTBamu Microsoft Office

11.  fI3bikoBble TmpaBwia O(OPMJIEHUS PEKBU3UTOB. TpyJHOCTH  HaNWCaHUS
OTJe/IbHbIX HaUMEeHOBaHUN

12. TunuuHble JIOTUKO-CMBICIIOBbIE U CTUMCTHUECKHEe OMIMOKH, CroCco0bl UX
ycTpaHeHusi. PyOpuijipoBaHHbIe TiepeunciieHnst

13. TpyAHOCTH JIeKCUUeCKOro M TIpaMMaTHuyecKoro xapakrepa. Jlekcuueckue u
rpaduueckye CoKpaleHus

14. CocraBsieHre ¥ oopm/ieHHe OpraHU3alMOHHO-PACIIOPSIAUTE/ILHON U CIIPaBOYHO-
MH(POPMAaLIMOHHON JOKYMeHTaL[u1

15. CocTaB ¥ cofiep)kaHve KaJpOBOM JOKyMeHTal[ui. TUnMuHble omroKy B paboTe
Ka/IpOBBIMU IOKyMEHTaMU

16.  Opranusanus paboTbl C JOKyMeHTaMH

17. [TpaBKa 1 peflAKTUPOBAHUE CITy>KeOHBIX JOKYMEHTOB.

18.  Tpypnble ciyuar opdorpaduu U MyHKTyaLuu

19. OcobeHHOCTH peueBOro 3THKeTa P COCTaBJ/IEHWH CY>KeOHBIX JOKYMEHTOB

20.  CrerManu3upoBaHHble CHUCTeMbl aBTOMAaTH3al[UM  JIeATeNbHOCTH  CIyKOBbI

JOKyMEHTAL[MOHHOTO obecrieyeHusi yrpaB/ieHUst

ITpumepHbili mecm:

1. OO6muii nopsaaoK oopM/IeHHs] OPraHN3aliOHHO-PACIOPSAAUTE/ILHBIX JOKYMEHTOB
U COCTAaB PeKBHU3HUTOB /I BCeX OpPraHu3aLiii yCTaHOBJIeH:
1) 3axoHoM «O6 nHpopmaruH, UH(GOPMALIMOHHBIX TEXHOIOTHSIX U O 3alllyTe
vHopMaLn»
2) BepoMcTBeHHOM MHCTPYKLMEH M0 e/I0NPOr3BO/ICTBY OpraHM3alin
3) T'OCTom P 6.30-2003
4) 3aKOoHOM O [JOKyMeHTallMOHHOM obecrieueHrH yrpaBieHUst
5) I'OCTom P 51141-98
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6) TunoBoil MHCTPYKLIMEH M0 /1e/I0NPOU3BO/CTBY B (pefiepabHbIX OpraHax
VICTIOJTHUTE/IbHOU B/IaCTH

2. PexkomeH/jaTe/IbHBIM XapaKTep rocyAapCTBeHHbIX CTAaHAAPTOB YCTAaHOBJIEH:
1) 3akoHom «O cTaHAapTU3aLUN»
2) Tlocranosnenuem IlpaButensctBa Poccuiickoit @eneparymn
3) Toccranpaptom Poccum
4) 3akoHOM «O TeXHWYECKOM peryaupoBaHUN»

3.IlepeueHb TUMOBBIX yNPaB/IeHUYECKHUX J0KYMEHTOB, 00pa3yOIUXCA B AesITe/IbHOCTH
oOpraHu3anmii, C yKa3aHueM CPOKOB XpaHeHUs YTBep)KJeH:
1) PykoBogutenem ®eznepanbHol apXxuBHOM cy»x0b1 Poccrun
2) MUHHCTPOM KyJIbTYPbl U MaCCOBBIX KOMMYHHKaLWi Poccuiickoit Pezepaiiyum
3) MuHHCTEpCTBOM 3/]paBOOXPaHeHts U COLMaabHOro pasButusi Poccuiickoit @epnepaniumn
4) T'OCTom P-51141-98

4. PeKBU3HTHI aipeca Ha MOYTOBBIX OTNPAB/IeHUAX U O/IaHKAaX MOYTOBBIX ITEPEBO/IOB
NULIYTCA B MOPAAKE, YCTAHOB/IEHHOM:
1) TlpaBuiamu fjen0npou3BoO/CTBa B (efiepabHbIX OpraHax WCIOJHUTebHOU B/IaCTH
2) Tlocranosnenuem IlpaButensctBa Poccuiickoit @eneparyum
3) PernameHTOM OpraHu3alvd
4) WHCTpyKLMe No Ae/0npou3BO/ICTBY OpraHv3alyy

5. ITopsajok ucnob30Banus u3odpaxenus I'ocyjapcrBenHoro repba Poccuiickoi
®depepanuy Ha 6/1aHKAX JOKYMEHTOB YCTaHOBJIEH:

1) Tlonoxenuem o I'ocyzmapctBeHHOM repbe Poccuiickoii ®efepariuu

2) Toccranpaptom Poccum

3) ®depepanbHbIM KOHCTUTYLIMOHHBIM 3aKOHOM

4) PerysaMeHTOM OpraHu3aluu

6. [le/10poM3BOJCTBO — 3TO:
a) TO XKe, YTO U JJOKyMeHTO0000pOT
b) TO Ke, UTO U ZOKYMEHTAI[IOHHOe 00ecIieueHre yripaB/ieHust
C) TO e, YTO W [OKYMEHTHDOBaHHe
d) [gesTenbHOCTH MO (HOPMUPOBAHUIO IOKYMEHTOB B Jieia

7. IoOKyMeHT0000pOT — 3TO:
1) BO3BpaTHOe [BW)KEHUE IOKYMEHTa B MPOLIeCCe ero ABWKEHUsS B OpraHU3aLuu
2) TO e, UTO U JOKYMEHTOTIOTOK
3) ABWXKeHHWe JOKyMeHTa B OpraHM3aliyd C MOMEHTA ero TOZANMCAHUS 10 OTIIPABIEHUSI
4) [BWKeHUe JOKYMEeHTOB B OpraHM3allii C MOMEHTA UX CO3ZIaHUs WK TIOJTyUYeHHUs 10
3aBepIIeHUs] UCTIOTHEHHUS] WJTH OTITPaB/IeHUSI

8. loKkymeHT — 3T0:
1) wuHdopmarys, 3aKpervieHHasi B IPOCTPAHCTBE U BpEMeHH Ha JicTe Oymaru
2) cBefieHus 0 COOBITHUSIX, TIPOLIeCCaX, SIBJIEHUSIX, He3aBUCHMO OT criocoba ux
Tnipe/iCTaB/eHus
3) uHdopmaLys, 3adUKCUpOBaHHasl Ha OyMaXKHOM HOCUTere
4) 3adukcrpoBaHHas Ha MaTepUaJbHOM HOCHUTesle HHGOpMaLYs C peKBU3UTaMH,
MO3BOJISIOLLMMY ee UIeHTU(PHULIMPOBaTh

9. B cucreMy opraHM3alliOHHO-PaCOPAANTETbHON JOKYMEeHTAI[UM BXO/JUT:
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1)
2)
3)
4)

¢uHaHCOBas JOKyMeHTaLst

OaHKOBCKasi JOKyMeHTaLYsI
CrpaBOYHO-MH(OPMaLMOHHAs JOKYMeHTaLs
OTUYETHO-CTaTUCTUYeCKasi JOKyMeHTaLUs

10. Opranu3anus padoThI C JOKyMeHTaMH BK/IIOYAeT:

1)
2)
3)
4)

JOKYMEHTHPOBaHHUE
OpraHU3aL{I0 JOKyMeHTo0000opoTa
c6op uHpOp™MarUH

opraHu3aLuo pabouero Mecra

11. O6bemM AOKyMeHTO00OpOTA — 3TO:

1)
2)

3)

4)

KOJINYeCTBO BO3BPATHBIX /IBW)KEHUM I0KyMeHTa 3a rofj

00beM 0JHOTO Zlefsla, YMHOKeHHBIN Ha KOJIMYeCTBO [ieJl, 3aBe/IeHHbIX B OpraHM3al[uu B
TeueHue roja

KOJIMUEeCTBO [JOKYMEHTOB, MOCTYIMBLINX B OPraHU3aL1I0 U CO3/IaHHBIX €10 B
onpe/eneHHbIN Mepruos

Npou3Be/ieHue I7I011a/id OJHOTO JIMCTa loKyMeHTa opmaTa A4 Ha oblijee KOJIMUECTBO
JIUCTOB [JOKYMEHTOB, MMOCTYNUBILIMX B OPraHU3al1io 3a o/

12. PeKBH3HUT — 3TO:

TO >Ke, UTO U B/1aHK [JOKyMeHTa

o011jee KOJTMUECTBO CTPOK B ZIOKyMeHTe
00si3aTe/IbHBIN 3/IeMeHT JOKyMeHTa
CTereHb 3alUThI JOKYMEHTa OT MOA/e/KH

13. FOpunueckasi cuia JOKyMeHTa 00ecrneunBaeTcs:

HasimyieM Ha GsiaHKe u3o0paxeHus ['ocyzapcTBeHHoro repba Poccuu
KOMIIeTeHIIWel U3/IaBIlIero ero opraHa

HasimyreM rpuda yTBep>KJeHus

Ha/IMYreM OTMETKH 00 MCTIO/THEHUH JOKYMeHTa

14. HaumeHoBaHHe BH/Ia JOKYMEHTA , COCTaB/IEHHOT'0 WU U3/laHHOT0 OpraHu3aluei,
AO/DKHO OBITH OTIpe/ie/iIeHo:

1)
2)
3)
4)

JIOJDKHOCTHOU UHCTPYKLIEU
[MonoyxeHreM 06 opraHu3aLyu (yCTaBOM)
[IpoTokonom

WHcTpyKuyel 1o Je10npor3BO/CTBY

15. B cnpaBouHbIe JaHHbIE 00 OpraHM3aluy He BK/IIOUAeTCs:

1)
2)
3)
4)

MOYTOBBIY azipec
HOMep TesiehoHa
0aHKOBCKH cueT
HalMeHOBaHHe BBILIECTOSIIel OpraHu3aLyn

16. HennpaBuibHoe oopMiieHue AaThl «AeBsaToe Mas 2014 roga»:

1.
2.
3.
4.

9 mas 2014 roga
2014.05.09.

09 mas 2014 1.
09.05.2014

17. Ilopsifok odopm/ieHus AAThbl B peKBU3UTaX AOKYMEHTA onpeje/isieTcs:
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1) TlocranoBnenuem I[IpaBurtensctBa Poccuiickoit ®efepanm
2) T'OCTom

3) Pacnopsokenuem Ilpesugenta PO

4) WHCTpyKLMel N0 [e/10NpoU3BO/ICTBY

18. [lo/DKHOCTH /TUIIA, KOTOPOMY a/ipecoBaH A0KyMEHT, YKa3bIBalT B:
1) uMeHUTe/NIbHOM Tajiexxe
2) [aTelbHOM Majiexe
3) poAuTenbHOM Majexe
4) BUHUTE/ILHOM Majiexe

19. [IoKkyMeHT MOXXeT CO/iepKaTh:
1) opuH agpecar
2) pBa aapecara
3) He Oosiee MATH a/[pecaToB
4) He Gosiee ueThIpex a/ipecaToB

20. DyieMeHTHI IOUTOBOrO afipeca yKa3bIBalT B M0C/1e/J0BaTe/IbHOCTH:

1) cTpaHa
obmnacTe, Kpai, pecryOsiika
Hace/IeHHbIU MYHKT
y/ivlia, HOMep J/ioMa, HOMep KBapTUPhbI
HauMeHOBaHMe afipecara

2 ) HauMMeHOBaHMe ajpecara
Hace/IeHHbIU MYHKT
obsacTb, Kpai, pecrybmmka
yJIiIia , HOMep ZioMa, HOMep KBapTHPhI
CTpaHa

3) HauMeHOBaHMWe ajpecara
yJiu1ia, HOMep JoMa, HOMep KBapTHUPhI,
HacCe/IeHHbIU MyHKT
obsacTb, Kpai, pecrybmka
CTpaHa

21. Ilpu odopmiiennu rpucda yTBep)k/eHus CJIOBO YTBEP)K/al0 MMeeT C/IeAYIOLHil BUA:
1) ¥YTBepxpgaro
2) «YTBepxjar»
3) YTBEPXJAIO
4) «YTBEPXIARO»

22. laToii NpuKasa fAB/IAeTCA:
1) para ero mogmnucaHus
2) [JaTta ero BCTYTUIEHUS B CHITY
3) paTa ero pacChbIKU
4) [aTa ero MmoyiyueHusi CTPYKTYPHBIM TIOZpasziesieHueM

23. A6opeBuarypa pekBusura OKY/l pacumdpoBbiBaercs, Kak:
1) oTpacsieBoi Kogu(UKaTop YHU(ULIMPOBAHHOM JOKYMeHTaL[u1
2) o01epoccuickuii KiaccuukaTop YHUGDUIIMPOBAHHBIX JOKYMEHTOB
3) obmmepoccuiickuii KacCupUKaTop yrpaBieHuUeCKOM J0KyMeHTalun
4) otpac/ieBoit KoguhUKaTop yrpaB/ieHYeckon JOKYMeHTal[u1
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24. Ec/i Ha JOKyMeHTe 3aroToBJ/ieHa MOANMCh Haya/IbHUKA No/ipa3je/ieHus, a
MOMUCHIBAET JOKYMEHT ero 3aMeCcTUTe/b, TO C/IejyeT:
1) [pomeyaraTh MpejJIoOr «3a» Mepej JO/DKHOCTbIO Hada/lbHUKA
2) HamucaTbh OT PYKH TPeAJIor «3a» Tepej JO/PKHOCThI0 HauaTbHUKA
3) TOCTaBUTh KOCYIO UepTy Tepej JO/JKHOCTBIO0 HauabHUKA
4) WCIpaBUTh U yKa3aTh HACTOSILYIO [JO/DKHOCTh M (haMUJTUIO JTUL{a, TO/TTMCHIBAIOILIEr0
JIOKyMEHT

25. IIpu odopmiennu rpuda cor/iacOBaHHA CJIOBO «COT/IACOBAHO» HUMeeT CJIeAyIOIuil BUJ;:
1. COITACOBAHO

2. CorjlacoBaHo
3. «COI'JZTACOBAHO»
4. COI'JTIACOBAHO:

26. ITpaBuibHoe oopMmiieHHe paciiu(poOBKH MoANKcU B pekBu3uTe «I[logmucb»:
1) B.II. ViBaHOB
2) B./BanoB
3) VBaHoB
4) Weanos B.II.

27. 3aro/I0BOK K TEKCTY /I0/DKeH ObITh COr/IacOBaH C:
1) HaumeHOBaHHEM BHJA IOKyMeHTa
2) C HaMMEeHOBaHWEeM OpraHu3aluu - aBTOpa JOKYMeHTa
3) c paroli JoKymeHTa
4) € HaMMEeHOBAaHWEM BBILLECTOSIIEN OpraHu3aLu

28. OT™MeTKa 00 UCIO/THUTe/Ie 0/DKHA BK/IIOUATh B Cels:
1) ®amwunuio ¥ HoMep TesiehoHa UCTIOTHUTEIS
2) damMuauio U UHULMA/IbI UCTIOTHUTES
3) Wuunmansl 1 paMuinio UCTIOMHUATEIS
4) Wuunumansl, GaMuIvio U HoMep Tesed)oHa UCTIOTHUTEJIS

29. ITpu HanpaB/IeHUH MHUCbMa J0/DKHOCTHOMY JIMIY ero JO/DKHOCTh U (hamMusiis B
peKBH3HTe «A/ipecaT» yKa3bIBalOTCA:

1) B poauTe/NLHOM Majiexe

2) B MMEHUTEe/IbHOM TiafieXxe

3) B JaTe/IbHOM Mafiexe

4) B TBOPUTE/JILHOM Tajiexe

30. PekBH3HT «3aro/10BOK K TEKCTy» He HUCII0/Ib3yeTCs:
1) B npukaszax
2) B MIOCTaHOBJIEHUSIX
3) B COTPOBO/WTE/BHBIX MHCbMaX
4) B pacropsKeHUsIX

31. Kakas pgesioBasi 0ymara HauMHaeTcs1 C MecTouMeHus 1-ro impa?
1) npukas
2) 3asBieHUe
3) [1OBepeHHOCThb

4) pestome
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32.B KaKkoM W3 Ha3BaHHH /IOMYIIeHa OIIH0Ka B HCII0/Ib30BaHUH MPOMUCHOM H/IM CTPOYHOH

OyKBBI.
1) OpJI0BCKUM FOPUANYECKUIN KOJIeIK
2) OpJioBckas mkosa N 16
3) Poccuiickas akafieMusi roCy/1lapCTBEHHOM Cy>KObI rpu [1pe3uzeHTe Poccuiickoit
®depeparuu
4) TocyznapcTeenHast TpeThbSIKOBCKasi rasepest

33. Kakas u3 npuBe/ieHHbIX (haMH/IUH He CK/IOHSIeTCH.

1) [Taxpau

2) [Ilepba

3) Tkauyk

4) [[TambuHaro

34. Boi0epuTe NpaBUWIbLHBIH BAPHAHT 3aK/TI0UUTETbHOH (OpPMYJ/IbI BeK/IMBOCTH B /Ie/IOBOM
nucbsMe.

1) C yBaxxeHUem

2) Bcerga Baiu

3) C yBaxeHuewM,

4) C BBICOYANIIAM ITOUTEHHEM,

35. OT™MeTbTe, KaKoe C/I0BOCOYeTaHHe COOTBETCTBYeT A3BIKY /JOKYMEHTa.
1) 3aBOAUTH YrOJIOBHOE /1e710
2) BbICJIATb Ha paCCMOTpPEHUe
3) BbIIATH KPeJUT
4) BO3/IOXXUTH KOHTPOJIb

36. C KaKuM CJI0OBOM HeJib3s1 ynoTpedurs yactuny HE:
1) HesBKa
2) HeUMeHHe
3) HecobsomeHNe
4) Hempu3HaHUe

37. Kakoe 13 npuBe/JeHHBIX C/IOB MO)KHO YIIOTPeO/IATH B A3bIKE JOKYMeHTa:
1) meHCHOHepKa
2) [vpeKTpuca
3) cekpeTapiia
4) CTyJeHTKa

38. OT™MeTBbTe HeyAQUHBIN BHIOOP ()OPMBI MHO)XECTBEHHOT'0 YH(J/Ia CyIIeCTBUTE/THHOI0:
1) pekTopa
2) mpodeccopa
3) AOroBOpHBI
4) nupexropa.

39. OT™MeTBTe C/10BO, KOTOPOe HallMCaHO NPAaBU/ILHO:
1) OGe3UHUIMATUBHBIN
2) mnpeAbIHCYJIbTHBIN
3) B3bIMaTh
4) MeXbIHCTUTYTCKHIA

17



40.

41.

42.

43.

44.

45.

46.

47.

OTMeTbTe C/10BO, B KOTOPOM /IOMYII[eHa omHoKa:
1) GecrpeljeieHTHBII

2) KOH(UeHLMATbHOCTb

3) KOHBIOHKTYPILMK

4) IOpPUCTKOHCY/bT

OTMeThTe CJI0BO, B KOTOPOM /IOMYIIeHa OIIH0Ka:
1) anennsigusi

2) punep

3) Yepkeccus

4) Tanmux

OTMeThTe, B KAKOM COKpAIeHHH /JoMyIeHa omuoKa:

1) JIOJI.

2) MJIDZ,.

3) 3arc

4) IT.

OtMmeThbTe ab0peBHATYPy MY)KCKOT0 poja:
1) OUK

2) TCXK

3) IOHECKO

4) CHIN

Bbi0epuTe npaBU/ILHBINA BapHaHT 0()opMJIeHHs JaThl B TeKCTe:
1) 2008 no 2010 rop

2) B 2008/ 2009 rogmax

3) ¢ 2008 o 2010 roast

4) ¢ 2008 o 2010 rog,

OTMeThTe HeNMPaBWIHHO 00pa30BaHHYK (JOPMY YHC/TUTETHHOTO:
1) Oonee JBYXCOT ABA/IaTH YUaCTHUKOB

2) C AByMsICTaMH [IBaZilIaThI0 yUaCTHUKAMH

3) 0 AByXCTax ABaJLaTH yUyaCTHUKAX

4) K JaByCTaM [JBaillaTH y4aCTHUKAM

Kakas u3 si3bIK0BbIX ()opMYyJI He COOTBETCTBYeT CTPOro o(hMI{iaILHOU Nepenucke:
1) CraBuM Bac B U3BeCTHOCTb, UTO...

2) YbegutenbHO MpocuM Bac pemuTs BOmpoC...

3) Ecmu Bawm He TpyHO, COOOIIMTE, MOXKAIYHCTA, ...

4) Ilpurnamaem Bac npunaTh yuactue...

Kakue u3 K/i1104eBbIX C/I0B COnMpoBOAMTE/IbHOI'O IMMCbMA d/ipeCOBdHbI B CTODOHHIOKO

OpraHu3aluio:

48.

1) TlpepacraBnsiem Bam...
2) Hanpasnsiem Bawm...
3) Ilockinaem Bam...

4) Bsicbuiaem Bawm...

OTMETLTE, KdKoe CJI0BOCOY€TdHHE MO)KHO HMCII0/Ib30BaThb B A3BIKE JOKYMEHTA:
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1) 3amencTBOBaTh COTPYAHUKA
2) 03BYUYMTb TOUKY 3peHUsI

3) mpomnucaTtb B JOKYMeHTe

4) BBINOJHUATD NTOpyYeHUe

49. B kakoM psjy Bce C/I0Ba COYETAKTCA C I/1are/iaMu NpaBU/IbHO:
1) moBbIcUTh (TpebOBaHUS, YCIIEBAEMOCTD, TIOKA3aTeln)
2) okasatb (1oJJep)KKy, BHUMaHue, Bpesl)
3) yperieBUTh (MPOAYKTHI, Ce6€CTOUMOCTh, TOBAPHI)
4) npyHUMaTh (K UCIIOIHEHHIO, K CBEeJIEHUI0, Mephbl)

50. OT™MeTBbTe, B KAKOM C/IOBOCOUYETAHUH CO/IEP>KUTCS rPaMMaTHYeCKas oIMoOKa:
1) 3amaTuTh 3a Mpoe3y
2) OIIaTUTh IO CUeTy
3) 3annaaTUThb J0ATU

4) yniaTUTh 3a MOKYIIKY

51. OT™MeThTe IJIE0OHA3M, KOTOPBIH MO)XXHO YIIOTPe0/IATH B Ae/I0BOH peun:
1) KOHCeHCyC MHeHUU
2) aAMUHHUCTpPATUBHOE yIpaBJieHHe
3) TOp>KecTBeHHasl LiepeMOHUSs

4) namsaTHBLIA CyBEHHUD

52.0T™MeThTe, KAKOH M3 MPOU3BOAHBIX MPE/J/IOroB C/ieAyeT 3aMeHHUTh:
1) B coOTBeTCTBUM C I0rOBOPEHHOCTHIO. ..
2) Ha ocHOBaHMM BbILLIECKA3aHHOTO. ..
3) BcneacTBHe NpeACTOSIIMX BEIOOPOB. ..

4) Bnaronaps yKa3saHHbIM 0OCTOSATE/ILCTBAM. . .

53. B KakoM C/10Be jonylIeHa oIHM0Ka B HANMMCAaHUM OKOHYAHUS:
1) Tlo okOHYaHUM CpOKa...
2) TIlo npenbsiBeHUH JOKYMEHTA. ..
3) Ilo npunete B a3porMopr...
4) TIlo npue3ny B MockBy...

54. OT™MeTbTe, KaKoe C/I0BOCOUETaHHE He YIOTpeO/iseTcs B 1e/I0BOM peun:
1) wucnomHUTeNbCKast B1aCTb
2) mnpeACcTaBUTETbCKHE PACXO/bI
3) KapAuHaIbHbBIM BOMPOC
4) KUNMUIIHBINA HOH/

55. IToHsiITHE «3/IEKTPOHHBIHA JOKYMEHT» OIpe/e/eHo:

1) ®enepasbHBIM 3aK0HOM «O6 MHbOpMalLy, UTHPOPMAIIMOHHBIX TEXHOJIOTHSX U O
3aiuTe UH(POpMaLUN»
2) denepanbHbIM 3aK0HOM "O6 3/1eKTPOHHOM 1[UdpoBoi Toamucy") (+)
3) denepanbHbIM 3aKOHOM «O0 3/1IEKTPOHHOM JJOKYMEHTe»

56. IlepeueHn 005A3aTe/TLHBIX CBe/JEHUH 0 JOKYMEHTAaX, HCI0/Ib3yeMbIX B CHCTeMax
3/IeKTPOHHOI'0 JOKYMeHT0000poTa e/ jepa/ibHBIX OPraHOB MCIO/THUTE/IBHOM B/IACTH,
omnpe/esieH:
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1) TwunoBol UHCTPYKIMEH M0 /1e/I0NPOU3BO/ICTBY B (hefiepabHbIX OpraHax
VICTIOJTHUTE/IbHOU B/1aCTH

2) ®epepanbHBIM 3aKOHOM "O JOKYMEHTAI[MOHHOM 0bOecrieueHnH yrpaBieHYeCKOM
JesiTeTIbHOCTH "

3) TIlocraHoBnenueM IlpaButensctBa Poccuiickont @enepanyu «O6 yTBepxxaeHnn [TpaBus
JlelIoNpOM3BO/CTBA B (pe/lepasibHbIX OpraHax UCHOJTHUTETbHOU B1acTh» (+)

4) IlocranoBnenuem IlpaButensctBa Poccuiickor ®@eneparmu «IlonokeHue o cucreme
Me>KBeJOMCTBEHHOT'O 3/IEKTPOHHOTO JJOKYMeHTO000poTa»

57

OpraHu3aTopoM Me)XBe/JOMCTBEeHHOI'0 3/IeKTPOHHOI'0 I0KyMeHT0000p0Ta fAB/ISIeTC:
1) ®depnepanbHas ciiy>k0a oxpanbl Poccutickont @epepanyu (+)

2) Apmunuctpauus [pesugenTta Poccuiickoii @epepaiiyu

3) Amnnapart IIpaButensctBa Poccuiickou @eneparyu.

4) T'naBHOe ynpaBsieHHe crieljManbHbIX porpamm [Ipesugenta Poccuiickoit @eneparyn

58.CepTuduKaT K/IH0Ua 3/1eKTPOHHOM 1{U(POBOIH MO/NNCH He BK/IIOYAeT:

1) perucTpalrOHHbIN HOMep cepTUdUKaTa Karoua MOoAMUCH,

2) CpOK JlelCTBUS cepTU(UKaTa Kiiroua MoJIIUCH

3) cBegieHus O Bajenblia cepTU(UKaTa Karoua MoANUCH

4) OTKpBITbIN KJItOU 3/7IeKTPOHHOM 1[M(POBOI MO/IHCH;

5) 3aKpbIThIN KJTHOU 3/1IeKTPOHHOU LMdpoBoi moAnucH (+)

6) cBezeHusi 00 yZOCTOBEPSIOLLEM LIEHTPe, BbiiaBllieM cepTU(UKAT K/roua MOoATMCH;

7) cBefeHusi 00 yC/IOBHS MIPHU3HAHMUS FOPUANYECKOTO 3HAUEHHUST 3/IEKTPOHHOTO JOKYMEHTa C
3/IeKTPOHHOM LIU(PPOBOU MOANHCHIO

59. MeTtaaHHbIe — 3TO:
1) obsi3aTesTbHBIN KOMITOHEHT PETUCTPAl[MOHHON KapThl JOKYMeHTa
2) 0/lHa M3 COCTaBJISIOIIUX 3/IEKTPOHHON LIM(POBOM MOATUCH
3) ugeHTUUKaTOp MHGOPMAL[MOHHOTO PeCcypca, MO3BOJISIOLUI YIIPABISTh UM,
OCYILIeCTBJ/ISITh [IOMCK Y XpaHEHHe
4) paHHbIe, OTIpe/iesisoLIYe FOPUAUUECKY0 CUTY 3JIEKTPOHHOTO JJOKyMeHTa

ITpumepHble Kelic-3a0aHus:

3apanue 1. CocraB/ieHHe OpraHu3aniOHHO-PaCIIOPAAUTE/ILHBIX JOKYMEHTOB

Curyayusi:

[TpexncraBbTe cebe, uto Bel paboTaeTe B KOMIAaHUM MMOMOIJHUKOM pyKoBofuTens. Bam
HeoOX0/IUMO TO/ITOTOBUTH MPOEKThI OPraHK3al[MOHHO-PACIIOPSAUTEIbHOM JOKYyMeHTal[|uu

CocraBbTe TIpUKa3s 0 pe3ysbTaTaM IIPOBEPKU B XOJle MHBEHTapu3aliu MaTepHhabHbIX
LleHHOCTell B cpenHeit 1mkone Ne _ 1. BnaauBoctoka, mpoBeseHHoid c 10.09.2015 mo
20.09.2015. B pe3ynbTraTe mpoBepKH ObUIN BBISIB/IEHBI CYIL{eCTBEHHbIE HejocTaTKi. Heobxoamumo
TOBLICUTh  KOHTPO/Ib  TperiofiaBaresieli 3a COXPAaHHOCTBIO IIKOJBLHOTO  000pyJ0BaHUs,
aKTWBU3UPOBaTh pabOTy C ydal[UMUCS TI0 BOCIIUTAHUID y HUX OepeKHOro OTHOIIEeHHs K
VIMYILIeCTBY.

CocraBbTe pacriopsbkeHre pyKOBOAWTessi 00 OpraHu3alyy [IeKypCcTBa B Tpa3/iHUYHBIE
muu ¢ 31 pekabpst 2015 rozga o 10 saBapst 2016 roga. IIpeasiokure 3aM. AupekTopa o AXY
(aAMUHUCTPAaTUBHO-X035IMCTBEHHAsT YaCTb) OpraHu3oBaTh COTPYAHUKOB 31.12.2015 go 17-00 u
TIPOBEPUTh U OreyataTh Bce CayxeOHble nomeleHUs. OOsKUTe TOATOTOBUThL Ha YTBEPKIeHHe
rpaduk fexxypctBa Ao 31 mekabpsi. OpraHm3anuio ¥ (aMUIMU TO/DKHOCTHBIX JIML] YKaKUTe
CaMOCTOSITe/IBHO.

OdopmuTe BBIMKMCKY U3 MpHKasa M0 WHBeHTapu3aluu. CocTaBbTe M O(OpPMHUTE aKT O
TpoBepKe COXPAaHHOCTU [JOKYMEHTOB B OpraHv3aLjuu.
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CocraBbTe U 0opMHUTE B COOTBETCTBUM C TPeOOBaHMSIMH TIPOTOKOJI 3ace/laHUsi COBeTa
JIUPEKTOPOB aKIIMOHepHOro o0I1jecTBa O CO3bIBe ro/joBOro obiriero cobpaHust akijroHepoB. Ha
3acefjaHy ObUTM OTIpejiesieHbl MecTo, BpeMsi, (hoopma (OuHast) MpoBefieHHsi cOOpaHus, a Takxke
YTBEepP)KJEeH CIMCOK KaH/AWZATOB, BK/IHOUaeMbIX B OroJleTeHU [jisi TOJIOCOBAHUsSI T0 TIOBOAY
n30paHus B WieHbl cOBeTa AMpeKTopoB. Heobxoanumyto nHpopMaryio (Ha3BaHHe aKLIMOHEPHOTO
ob1iecTBa, (aMWIMK BBICTYIIUBILKX [JOK/IAJAUMKOB U T.[.) ZOTIOJHUTE CAMOCTOsITesbHO. Bce
PEeKBU3UTHI JIOKyMeHTa O(OpMHUTE B COOTBETCTBUM C TIOJOXKEHUSIMU [IeCTBYIOLLETO
3akoHogaTenscTBa U ['OCT P 6.30-2003.

KpaTkue meToguueckue yka3aHus

Kelic-3ajanie cocTOMT M3 ueTbipex 3ajlaHui. MakcuManbHO 3a KelC-3aZjlaHue MOJKHO
NoyunTh 7 6asioB. Bpemsi, 0TBOIMMOe Ha BBHITIO/IHEHNE KelC-3a/laHusl, COCTaB/IsIeT 35 MUHYT.
3aganue 2. CocraBieHue HH(OpPMaIHOHHO-CTIPABOYHbBIX JOKYMEHTOB.

Curyauus:

[pencraBbTe cebe, uto Bbl paboTaeTe B KOMIIAaHUM TIOMOLHUKOM PYKOBOJuUTessi. Bam
HeoOX0ZMMO TIOATOTOBUTH MPOEKThI MH(POPMAIJMOHHO-CTIPABOYHBIX JOKYMEHTOB!

CocraBbTe B cootBerctBUU ¢ ['OCT P 6.30-2003 u odopmuTe MNOMHBINA MPOTOKOJ
3ace/jaHysl KOJ/UIeTUM O paboTe oTAena WHPOpPMaTU3aLUM IO 00EeCIIeueHHI0 [esiTelTbHOCTH
yupexxJeHusi (Ha3BaHHe YUpeXJeHHUs, MecTO W3[jaHusl JOKYMeHTa U Jp., PeKBU3WThI yKa3aTh
camocTosiTesibHO). Ha 3acesjaHnu peus 1ia 0 HeOOXOAWMOCTU AOTIONHUTEBHOTO BhIZE/IeHHs
KOMIBbIOTEPOB [yisi 0TJesia MHpopmarusaluu. Coo0lI1anock Takke 0 TOM, UTO B OT/ie/le HOBBIX
pa3paboTOK TPOBOASATCS MEPOTIPUSATHS 110 YJIYYLIEeHHI0 OpraHv3alyd WH(OPMAaLMOHHBIX
nporjeccoB. Ha 3acesaHuu 07006peHO OCHOBHOe HaripaBjieHWe paboThl OT[esia U TPUHATO
pellleHre TIOPYYWTh aJMHUHUCTPAaTUBHO-XO35MCTBEHHOW Ciy>kOe TipuobpecTtu [ OTAena
vH(popMaTr3aLyy 3 KOMIIbIOTepa.

CocraBbTe TIPOTOKO/ TIPOM3BO/JCTBEHHOTO COBeIaHWs PabOTHUKOB HOPUANYECKOTO
OTZesia, KOTOpble 0OCYX/anyd BOTPOC OpraHu3aluv paboThl B OT/e/ie B CBSI3W C pa3BUTHEM
KOMMEDYEeCKOW /IesiTeIbHOCTH W TIPUHSUIM  pellleHre O HeoOXOAWMOCTH — YBeJTUYeHUs
YKUC/IEHHOCTH DPabOTHUKOB OPUMYECKOTO OTZesa U 00 OCHallleHWH OT/Aena HOBBIMU
KOMIIbIOTEPaMH.

Hanummre pgoknagHyro 3anucky Ha umsi pykoBoautens OOO «IIpum-KoHcanTuHr» o
KOMaH/IMPOBaHMH B I'. XabapOBCK CTapiIero MHXeHepa TexXHuueckoro otjena Vieanosa V.M. ¢
06.10.2012 roga cpokoM Ha 5 JiHel Jj1s1 BLICTYILIeHHs C I0K/1aZiloM Ha cemuHape «CoBpeMeHHbIe
C11oCco0BI ONTUMH3aLY JOKYMEHTO000poTa B KOMMEPUEeCKO OpraHu3aLyin».

CocraBbTe rapaHTuiiHoe mucbMo OAQO «busHec-ABTtomatuka» kK OAO «LPT-
TEXHOJIOTMM» 00 OKa3aHWMW TIOMOIIM B YCTaHOBKE W Hajajke 000pY/[0BaHHUSI BHIUHC/IUTETHHOTO
L|eHTpa.

[MoaroroBbTe ¥ 0odopMuUTe MUCBMO C COOOIIEHHEM O TPOBeJeHWH T'OJ0BOrO 00IIero
cobpaHusi aKL[MOHEPOB aKLMOHepHOro o01jecTBa (Ha3BaHWe U CIpaBOYHbIE JaHHbIe OO0IecTBa
JIOTIOJTHATE CaMOCTOSTeNIbHO). B coobmenny ykaxkurte, uro coOpaHWe CO3bIBA€TCS B OUYHOM
(dopme, oripesieUTe CaMOCTOSITE/ILHO TIOBECTKY [Hs, ATy, BpeMsi U MeCTO NpOBeJeHUs
rozioBoro obOmiero coOpaHusi, Hauajl0 ¥ OKOHYAHWe PEeTrMCTPALMM Y4YaCTHUKOB COOpaHwusl.
Heo6xoiuMo yKasaTh, Kakue J0KYMeHTbl HY)KHO WMeTb Mpu cebe (IacropT, JOBePeHHOCTh Ha
riepesjauy TpaBa Ha ydacTue B cobOpaHuu u [1p.). Bce pekBHM3WTHI /OKyMeHTa OogopMuTe B
COOTBETCTBUU C TIOJIOKEHUSIMUA [IeMCTBYIOILer0 3aKoHogaTenbcTBa U TpeboBanusmu ['OCT P
6.30-2003.

KpaTkue meToguueckue yKa3aHus

Keiic-3afjanme cocTouT W3 NATU 3aJaHdid. MakchMalbHO 3a KelcC-3a/laHhe MOXKHO
nosiyuuThb 7 6annoB. Bpemsi, oTBoguMOe Ha BhITIOJIHEHUEe KelC-3a/laHusl, COCTaBsieT 35 MUHYT.
3aganue 3. CocraB/ieHHe KaJpOBOH JOKYMeHTaLHU

Curyayusi:

ITpencraBbTe cebe, uro Bbl paboTaeTe B KOMITaHUM B OTZe/e KaJpoB. BaM HeoOXxoqumo
MO/IFOTOBUTh MPOEKTHI Ka/[POBbIX JOKYMEHTOB
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Ha ocHOBaHMM 3ak/IHOYeHHOTO TPYZOBOrO [OroBopa O npueMe Bac Ha [JO/DKHOCTB
MeHe/l)Kepa Mo Typu3My B TypuCTUUecKyto GupMy «boH-Bosbk» odopmuTe rpukas no JMUHOMY
cocTaBy o0 rpremMe Ha paboty (o yHuduuypoBanHoi ¢opme T Ne 1).

CocraBbTe 1 0(hopMUTe XapaKTEPUCTHKY Ha COTPY/HMKA OT/era KaJpoB, MOAMUCAHHYIO
PYKOBOZIMTE/IEM JIaHHOTO CTPYKTYPHOTO Tofpa3zenenus. Opranuszauuio, hamumiy paboTHUKOB
YKa)KUTe CaMOCTOSITE/IbHO.

CocraBbTe 1 oopMHUTe 3asiB/ieHHE O TIepeBOfie Ha JPYryl0 paboTy, B KOTOPOM YKaXKUTe
CTPYKTYpHOe TIOfpasjiesieHne, [JO/DKHOCTb, MPU HeoOXOJUMOCTH — 0COo0eHHOCTH B pabore
(HerosTHBIN paboumii ieHb, TIoUacoBasi oryiata). Ha ocCHOBaHWY 3asiB/IeHHsI COCTaBbTe MPHUKA3 I10
yau@uipoanHoi ¢popme T Ne 5.

Odopmute 3anuch B TPYJOBYIO KHIDKKY O IpreMe Ha paboTy | CIipaBKy C MecTa paboThI
C yKa3aHWeM JJO/DKHOCTH U CpeJJHeMeCsTYHOTo 3apaboTKa.

KpaTkue meToguueckue yka3aHus

Kelic-3ajanie cocTOMT M3 ueTbipex 3ajlaHuMi. MakcuManbHO 3a KelC-3aZjlaHhe MOJKHO
NoyunTh 7 6asioB. Bpemsi, 0TBOIMMOe Ha BBITIO/IHEHNE KeiC-3a/laHusl, COCTaB/IsIeT 35 MUHYT.
3aganue 4. IHCTpyKIus N0 Ae/10POU3BO/ICTBY

KpaTkue meToguueckue yka3aHus

CyTb 337laH1s COCTOUT B (JOPMUPOBAHMM OPraHU3ALMOHHOrO J0KymeHTa «VIHCTpyKLus
10 /Ie/IONpPOM3BO/ICTBY», B KOTOPOM Oyner oTpakeHbl TpeOOBaHMSI W TIpaBWIa BeJeHUs
JlelI0NpOM3BO/ICTBA, MpaBuia JOKYMEeHTUPOBaHusl MH(OpMaL[My B OpraHM3aLyu.

MakcrmasbHO 3a BBITO/IHEHHE WHAVBUYaIbHOTO 3aZIaHUsl MOYKHO TIOMy4YUTb 7 0asioB.
Bpemsi, oTBoAMMOE Ha BbINOJIHEHUE 33a/laHusl, COCTaB/IsieT 15 MUHYT.

4.3. OueHouHbIe CPeACTBa AAJis MPOME)XXYTOYHOM aTTeCTaLUM.

4.3.1. ®opmupyemMble KOMIIETEHI[UH C YKa3aHHEM 3TanoB UX ()opMHUPOBaHUs B
nporecce 0CBOeHUs 00pa3oBarTe/ibHOU nMporpamMmbl. [ToKa3aTe/ i 1 KpUTEPUH OL[eHUBAHUSA
KOMIIETEHI[HI C y4eTOM 3Tana ux ()opMHpPOBaHHUSA

Kopg HavimeHOBaHue Kog HavmeHoBaHue JTarna
KOMITeTeHLIMU | KOMIIeTeHLIUU JTarna OCBOEHUS KOMITeTeHLIUU
OCBOEHMSs
KOMITIeTeHL[UH
OIIK-4 CTIIOCOOHOCTh ocymectsasts | OTIK-4.3 Crioco6HOCTb  OCYIIECTBISTh
JenoBoe oOIjeHHe W IyO/IMUHbIe JIeJIOBYIO TIePerCKy u
BBICTYIIVIEHHS, BeCTHU noaaep>KMBarb 3JIEKTPOHHbIE
eperoBopael, COoBelllaHu, KOMMYHHKalMH1
OCYILeCTBJIATh JleJIOBYHO

Mepenucky U NOAJAep)KUBaTh
3/IeKTPOHHbIE KOMMYHHUKALIUU

OIIK-6 CIOCOOHOCTh pemats | OITK-6.3 CriocobHOCTh TIPUMEHSTh
CTaH/|apTHbIE 3a/1aun OCHOBBI HMH(OPMAL[MOHHOW U
npode cCHOHATBHON Oubnuorpaduueckoil KynbTypsbl,
JleaTeTbHOCTH Ha OCHOBe HMH(OPMaLOHHO-
MH(OpMaLMOHHOMN u KOMMYHUKAL{MOHHBIX
O6ubmorpaduueckoil KynbTyphl C TEXHOJOTUA W C  y4eToM
rpyMeHeHneM HWH()OPMaI[MOHHO- OCHOBHBIX TpeboBaHMI
KOMMYHMKALIMUOHHBIX TeXHOJIOTH vHGOpPMaLIMOHHOMN
u c YUeToM OCHOBHBIX Oe3omacHOCTH
TpeboBaHMK  WH(OPMALMOHHOM
Ge3omacHoCTH
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CriocoOHOCTB OCYIIeCTBIISAT
JIeTIOBYIO TIEPEMUCKY U
TIO/IIEP>)KUBATH /IEKTPOHHBIE

TpeOOBaHUM K [1e/I0BOM
TiepenyckKe, MpaBuI BeleHUs
3/IEKTPOHHBIX KOMMYHHUKAI[UH

JTaln 0CBOeHUA IToka3zaTenn KpuTepuii onjeHMBaHus
KOMIIeTeHI[UH OLleHMBAHMSA
OIIK-4.3 Onpepensier copep>xaHue [ToHOCTEIO COOMI0AAET

TpebOBaHUS K /Ie/I0BOM
TiepermckKe, MpaBusia BeJleHUs
3/IEKTPOHHBIX KOMMYHUKaI[UH

KOMMYHUKaLUU

OIIK-6.3 Ymeer odopmsisATh | [IpaBUIbHO o opmIIeHBI
Crnioco6HOCTB NPUMEHATh | oduLManbHble U JlefloBble | opULMabHble U [ieJIOBble
OCHOBBbI MH(OPMALIMOHHOM U | MMCbMa, [IOTOBOPLI, ApyTrHe | MMCbMa,  /IOTOBOPbI,  JIpyrue
bubmorpaduueckoit pacripocTpaHeHHbIe pacripocTpaHeHHble JJOKYMEHThI
KyJ/IbTYpbl, UHPOPMAL[MOHHO- | JOKYMEHThI

KOMMYHUKaLJMOHHbIX

TEXHOJIOTMMA U C yueToMm

OCHOBHBIX TpeOoBaHMIA

VMH(OpMaLMOHHOW

Ge3omacHoOCTH

4.3.2. TunoBble OLleHOUHbIE Cpe/CTBa

Bomnpock! K 3aueTy

1. O6nacts npumenennst 'OCT P 6.30-2003 «YHuduLImpoBaHHas cuctema
OpraHu3alMOHHO-PaCHOpPsSAUTe/IbHON JOKYMeHTaLuh».

OO UTA, WN

. CocraB pekBusuToB foKyMeHTOB 110 ['OCT P 6.30-2003.

. Ponb 1 3HaueHMe OKYMeHTHOU WH(OPMAaLIMY U J1e/I0TIPOU3BO/ICTBA.
. TpeGoBanwus K oopmIIeHHIO peKBU3UTOB C 15 1o 18.
. TpeboBanus K ohopmM/IeHHIO PEKBHU3UTOB C 1 110 7.

. TpeGoBanust K 0(OpMIIEHHIO PEKBU3UTOB C 8 110 14.

. TpeboBanus kK odopmsieHHI0 19 peKBU3UTA.

. TpeboBanust K 0popMIEHHIO PEKBU3UTOB 22 1 23.

. TpeboBanus K opopmieHHI0 pekBU3UTOB 20 1 21.

10. TpeboBanus K 671aHKaM JOKyMEHTOB ¥ 0()OPMIIEHHIO IOKYMEHTOB.
11. TpeboBaHus K U3rOTOBJIEHHIO, YUETY, MCTI0/Ib30BAHUIO U XpaHeHUIO 6/1aHKOB C
Bocripon3BegenreM ['ocyzapcrBerHoro 'epba PO u I'epba CybnekToB PO.

12. TpeboBanus K ohopmieHHIO PeKBU3UTOR C 24 110 30.

13. Cxema pacriosioykeHusi peKBU3UTOB [JOKYMEHTOB YTJIOBOTO OsiaHKa Ha (opmare A-4

corstacHo I'OCT P 6.30-2003.

14. Aropyut™ COCTaB/IeHUS JOKYMEHTOB.
15. CxeMma pacriosio;keHrsl peKBU3UTOB [JOKYMEeHTOB NPo/j0/bHOrO 6/1aHKa Ha hopmare
A-4 cornacso I'OCT P 6.30-2003.

16.

VHpopMaLMOHHO-CIIPaBOUHbIE JIOKYMEHTHI.

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

OpraHu3aloHHble JOKYMEeHThI.
PacriopsiauTenibHble JOKYMEHTBI.
[JOKyMeHTBI I10 JIMUHOMY COCTaBY.
3aHeceHHe B TPY/JIOBYIO KHIKKY CBe/leHU 0 paboTe, Harpak/IeHUSIX U MOOLIPeHUsIX.
I1purKas3sbl 110 TMYHOMY COCTaBY.
BkrnazpI B TpyZI0OBYIO KHHXKKY.
TpynoBble KHWKKU: 0opmIieHre, BeJleHre, Bbi/jaua MPU YBOJIbHEHWH, YUeT.
[yb6nvkaT TpyZ0BOM KHUKKH.
Opranu3anus JOKyMeHT0000pOTa Ha MPeATIPUSTHH.
JInuHble fena.
JInuHble KapTOuku 110 opme T-2.
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28. Peructpauys U KOHTPOJIb UCTIO/THEHUSA JOKYMEHTOB.

29. O6paboTKa MOCTYMAaIHUX B OPraHU3alllio JOKYMEHTOB.

30. O6paboTKa OTIpaBIsIeMbIX U3 OPraHW3aly JOKYMEHTOB.

31. CocTaB/ieHre HOMEHKJIATYPhbI Jel.

32. ApXuB OpraHusarjiu.

33. ®opmMurpoBaHUe JIel.

34. IoKyMeHThbI C OrpaHUUeHHeM JI0CTyIa: KlacCU(UKaLys 1o rpudy orpaHuYeHHOro
Jl0CTyMa, Lie/b 3alUThl KOH(PU/eH[MaIbHON UH(POpMaLUY, NlepeueHb CBeleHuH
KOH(HeHIIMaTbHOTO XapakKTepa, obecrieyeHue 3aIiyThl.

35. IloaroToBka JOKyMEeHTOB K apXMBHOMY XPaHEHUIO.

36. Opranu3auysi coBelljaHni, KOH(epeHI i, COOpaHHiA.

37. BeneHue fenonpon3Bo/ICTBa, 006ecrieunBaroIlero yuetT U COXpaHHOCTb JIOKYMEHTOB,
coiep>Kalx KoH(pUeHMaNnbHY0 UH(OpMaLUIO.

38. enonpou3BOACTBO YUPEXAEHUS.

39. IIpumepHas HOMeHK/IaTypa /el yupexieHus

TunoBoe 3aanue

3adaHue: ompedakmupyiime npe0CmaesneHHblll OOKyMeHm:
1) scmasbme Hedocmaioujue pekgu3uUmbl;
2) eHecume ucnpaeneHusi 8 pacnono}iceHue peKkeu3umos Ha nojie O0OKymMeHma;
3) ucnpasbme owubku 8 opopmaeHuU peksu3umos 0OKyMeHma;
4) ucnpasbme 53bIKO8ble OWUOKU 8 mekcme 0OKyMeHmd.

MUHUNCTEPCTBO KYJIBTYPBI 1 MACCOBBIX KOMMYHPIKAHHI?'I PO
OEJEPAJIBHOE APXUBHOE ATEHTCTBO
(POCAPXUB)
Ne 536 8 Hosa6psg 2015 roxa

TunoBas HHCTPYKI{HA IO /1e/IONPOU3BO/[CTBY
B (pefiepa/IbHBIX OpraHax MCIO/JIHUTE/ILHON B/IaCTH.

B cBsisu c m.11.1 TUMoOBOro persiamMeHTa B3auUMOJENCTBUS (esepaibHbIX OpPraHOB
VICTIOJTHUTE/IbHOU BJIaCTH, YTBEP)KJ€EHHOTO [TOCTAHOB/IEHUEM TpaBUTe/IbCTBa PO,

TIPUKas3bIBalO:

1) yTBepauTb mpuWIaraeMyr TUIIOBYK0 MHCTPYKLMIO 1O [IeJIONPOU3BOJICTBY B
(esepasbHbIX OpraHax UCIOIHUTEIbHOW B/aCTH;

2) mnpuka3 ¢ezepasbHONM apxuBHOM CiayXkbbl P® «OO6 yTBepKJeHUM TUIIOBOU
VHCTPYKLIMK 10 /[leJIOTIPOM3BO/ICTBY B (pefiepalbHbIX OpraHax WCIOJHUTE/IBHONW B/IaCTU»
IIPU3HATH [TOTEPSBLIUM CUTTY.

[IpunoxkeHue: Ha 5 cTp. B 1 BapuaHre.

MUHUCTP KY/IbTYPbI
Y MacCOBBbIX KOMMYyHUKauii PO Coxkosnos A.

CniprgoHOBa

[ITkasa orjeHUBaHUS.
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OrleHKa 3HAHWM, yMEHWH, HABBIKOB TIPOBOJUTCS HAa OCHOBe Oa/lyTbHO-PEHTUHTOBOU
cuctembl: 30% u3 100% (wtu 30 6annoB 13 100) - BK/IaJ B UTOTOBYIO OL[EHKY T10 pe3yJibTaTamM
MPOMe)KYTOUHOM aTTecTaljui.

[lpu oueHuBaHMK OTBeTa OOyuarolierocsi B Xo/e MPOMEeXYTOUHON aTTecTaliid MOXXHO
OMUPaThCS Ha C/e/IyIOIe KPUTePUH:

Bannbl Kpurepuii o1jeHKH

26-30 OOyuvaroluiicsi  TOKa3bIBaeT BLICOKMI  YPOBEHb  KOMIIETEHTHOCTH,  3HaHUS
MPOrpaMMHOT0  Marepuasa, y4eOHOMW, TIepUOAMUYECKOM U  MOHOrpaduyecKou
JIUTepaTyphl, 3aKOHOJATeAbCTBA UM TMPAKTUKU €ro NpUMeHeHUsi, pacKpbiBaeT He
TOJIbKO OCHOBHBbIE TIOHSITHSI, HO W aHaJU3UPYyeT UX C TOUKU 3PEeHUs pa3/TUyHbIX
aBTOpoB. OOyYaroIMiiCs MOKa3bIBaeT He TOMBLKO BBICOKUN YPOBEHb TEOPETUUECKHX
3HaHWM, HO W BUJUT MeXAWUCLMIUIMHapHbIe CBsi3W. [IpodeccroHanbHO, TPaMOTHO,
1oc/ie/j0BaTeIbHO, XOPOLLIMM SI3bIKOM YeTKO M37araeT MaTepuas, apryMeHTUPOBAaHHO
dbopMy/MpyeT BBIBOZBL. 3HaeT B paMKaxX TpeOOBaHMM K HarpaB/IeHWIO W TPOMUIIIO
TIOATOTOBKUA 3aKOHO/|aTe/TbHO-HOPMAaTHBHYI0 W TpaKTH4ecKyto 0a3y. Ha Bompochi
OTBeuaeT KpPaTKO, apr'YMeHTHUPOBaHO, YBEPEHHO, 10 CYLIEeCTBY.
16-25 OOyuaronuiicsi TOKa3bIBaeT JOCTaTOUHBIA YPOBE€Hb KOMIIETEHTHOCTH, 3HAHMUS
MaTepHuasioB 3aHATHH, yueOHOW M MeTOAMUECKOW JIUTePATyphl, 3aKOHO/[aTe/TbCTBA U
NPaKTUKW €ero NpUMeHeHUs. YBepeHHO U MpodecCMOHa/NbHO, TPAMOTHBIM SI3bIKOM,
SICHO, YeTKO M TOHSITHO U3/1araeT COCTOSIHME W CyTh BOIpoOca. 3HaeT HOPMAaTHMBHO-
3aKOHO/]aTe/IbHYH0 M TpPaKTUYeCcKyr 0a3y, HO TpW OTBeTe JOMycCKaeT
HecyIecTBeHHbIe TIorpemHoCcTH. OOyyaronuiics oKa3biBaeT JOCTAaTOUHBIA YPOBEHb
npoeCcCHOHABbHBIX 3HaHWM, CBOOOJHO OMEpUpyeT TOHSTHUSIMUA, METOZAAMHU OLIEHKU
TIDUHATHSL peLleHrl, uMeeT TIpe/iCTaB/AeHUe: O MEXIUCLUIUIMHADHBIX CBS3fIX,
YBSI3bIBAeT 3HAHUS, TOyYeHHble TMPU M3yUeHUM Ppa3/JWUHbIX JUCLUIUIAH, yMeeT
aHa/lM3UpOBaTh MpaKTUUYeCKHe CUTYyallid, HO /I0MyCKaeT HEeKOTOpble MOrPelIHOCTH.
OTBeT MOCTPOeH JIOTUYHO, MaTepuasl M3/araeTcss XOPOLIMM SI3bIKOM, TpUBJIEKaeTCst
VH(GOPMAaTUBHBIM M W/UIIOCTPUPOBAHHBIA MaTepuaa, HO TPU OTBETe [OIMyCcKaeT
HEKOTOpbIe TIOrPeIIHOCTH. Borpockl He BbI3bIBAIOT CYLeCTBEHHbBIX 3aTPYJHEHHUH.
6-15 OO6yuaronuiicsi MoKa3bIBaeT AOCTaTOUHbIe 3HAHUS MaTepPHAasOB 3aHSTHMN, HO TIpU
OTBeTe OTCYTCTBYET JOJDKHAsl CBSI3b MEXX/Y aHa/lIM30M, apryMeHTaljleid U BbIBOJJaMH.
Ha mocTaB/ieHHbIe 4jleHaMU KOMHCCHUM BOIIPOCHI OTBeuaeT HeyBEPEeHHO, JOIyCKaeT
norpetHocTA. OOyuvaroOUMiACS BIaZieeT TPAKTUYeCKUMHM HaBbIKAMH, TIPUBJIEKAeT
WITFOCTPAaTUBHBIM MaTepuan, HO UYBCTByeT ce0si HeyBepeHHO TIpHM aHaju3e
MEXJUCLIMIUIMHAPHBIX CBsizeli. B oTBeTe He Bcerja TMpUCYTCTBYeT JIOTHKa,
aprymMeHTbl TPUB/EKAIOTCS HEJOCTaTOYHO Beckve. Ha mMocTaBieHHble BOIPOCHI
3aTPYJHSIETCSI C OTBETaMH, TIOKa3bIBaeT HEJOCTaTOUHO TJTyOOKHe 3HAHMSI.
0-5 OOyuaronuiicsi TIOKa3biBaeT cjabble 3HAaHWUS MaTepuasoB 3aHATHH, yueOHOU
JIUTepaTyphl, 3aKOHO/ATeNbCTBA W TPAKTUKU €ro TpUMeHeHUs, HHU3KUW YPOBeHb
KOMIIETeHTHOCTH, HeyBepeHHOe H3/I0KeHHe Borpoca. OOydJaroluiics ToKa3biBaeT
c/1abblii  ypoBeHb MpodecCMOHa/NbHBIX 3HAHWM, 3aTPyJHSETCS TIpU  aHa/lv3e
MpaKTUUeCKUX cuTyalui. He MokeT MpuBecTH TMPUMepPhbl U3 peasibHOM MpPaKTHUKU.
HeyBepeHHO M /l0rvuecky Hemoc/jefoBaTeqbHO H3/araeT Marepuasn. HempaBuibHO
OTBeuaeT Ha BOMPOChKI WM 3aTPY/IHSIETCSI C OTBETOM.

[IIkana mepeBoja U3 MHOT00A/I/TbHOW CUCTEMBI B TPAJULIMOHHYO:

- oOyuyarolemMycsi BBICTaBJISIeTCS OLleHKa «He 3auTeHO», ecyid oOyuaromuiicss Habparn
MeHee 50 baios,

- OLIEHKA «3auTeHO» BBICTaB/IsIeTCsl TIPU YCJIOBUM, ecii obydaroluiicss Habpan ot 50 7o
100 6asnoB.

100 6anoB BBICTAB/ISIETCS TIPYU YCIOBUM BBITIOJIHEHUS BCeX TpebOOBaHM, a TakXe TpHU
00si3aTe/lbHOM TIPOSIBJIEHWM TBOPUECKOTO OTHOILEHWsT K TIpeIMeTy, yMeHHU HaXOJWTh
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OpUTMHAJ/IbHBIE, He COfepiKaliecss B yuyeOHMKAax OTBeTbl, yMeHUH paboTaTh C MCTOYHUKAMU,
KOTOpble COZlep)KaTcsl [JOIMOJHUTeNbHOM JUTepaType K KypCy, YMEHUM COeJUHSTh 3HaHUS,
TIOJTyYeHHbIe B ZJAHHOM KypcCe CO 3HaHUSIMH IPYTUX JAUCLIUIIUH.

4.4. MeToanueckKue MaTepHuasibl

YCTHBIN OmpoC SIB/ISIETCS OHMM U3 OCHOBHBIX CIOCOOOB TIPOBEPKHM YCBOEHHSI 3HAHUMA
oOyuatromiumucs. Pa3BepHyTbIi OTBeT CTyJeHTa /[O/DKeH TIpe/CTaBisATh €000l CBs3HOe,
JIOTUYeCKU TIOC/Ie/[oBaTe/IbHOe COOOIieHre Ha Ompe/ie/IeHHYI0 TeMy, MOKa3biBaTb €r0 yMeHHe
MPUMEHATb ONpe/ie/ieHnsl, MpaBWUia B KOHKDETHBIX cyydasix. OCHOBHble KDUTEPHUH OLIEHKU
YCTHOTO OTBETa: TMPAaBU/IBHOCTH OTBeTa IO CO/IePKaHHIO; TMOJHOTA W TIyOWHa OTBETa; JIOTWKA
W3J/I0’KeHUs1 Marepuana (y4YuTbIBaeTCsi yMEeHHe CTPOUThb LIeJIOCTHBIM, T0C/e/0BaTelbHbIN
paccka3, TpaMOTHO TOJIb30BaTbCSl  CIMELMAJbHOM  TEePMHUHOJIOTWEN);  MCIO0JIb30BaHUE
JIOTIOJIHUTE/IbHOTO MaTepuaria.

5. MeToguuecKue yKa3aHusi AJis 00yJarIUXCs M0 0CBOEHU) JUCHUTUTHHBI

Memoduueckue ykazaHusi no camocmosimeabHoll N0020moeKe K 3aHMusIM 1eKYUOHHOZ20,
nNpakmuuecko2o (CeMuHapcko20) muna:

[ToaroToBka K 3aHSATUAM [JO/DKHA HOCHUTh CHUCTeMaTHUeCKUi XapakTep. OTO TO3BOJIUT
o0yuaroiemMycsi B 1oJiHoM 00bemMe BBITIOJTHUTEL BCe TpeboBaHMs rperofaBaresis. O0yJaroupmcs
peKoMeH/lyeTcsi M3yuaTb KaK OCHOBHYIO, TaK U JOMOJHUTE/NbHYHO JIUTepaTypy, a Takke
3HAaKOMHUTLCS C VIHTepHeT-UCTOYHWKaMU (CMUCOK TpHBeseH B pabouell mporpamMme 10
JUCLIUTLTMHE).

Bonpocbl 015 camocmosime/ibHOU N0020MOeKU (CamonpogepKu):

1. Perucrtpaiiyisi ¥ KOHTPOJ/Ib UCTIOTHEHUST I0KYMEHTOB.
O6paboTKa MOCTYMAIIINX B OPraHU3aliio JOKYMEHTOB.
O6paboTKa OTIpaB/sIeMbIX U3 OPraHU3alU JOKYMEHTOB.
CocraBneHre HOMEHK/IATyPhI feJl.

ApXUB opraHu3saryu.

@opMUpOBaHUE Jiefl.

. [JJOKyMeHTBI C orpaHUUeHueM JI0CTyTa: Kaaccuukaius no rpudy
OTPaHUUEHHOT0 [JOCTYTA, Lie/b 3allUThl KOH(U/eHI[MaTbHON UHPOPMaLUH,
repeyeHb CBefleHUI KOH(WEeHI[Ma/IbHOTO XapaKTepa, obecrieueHue 3aljUThI.

8. TloaroToBKa JOKYMEHTOB K apXMBHOMY XpaHEHHUIO.

9. Opranu3anus CoBelljaHuH, KOH(DepeH Ui, COOpaHMiA.

10. Bezienue fe0mpou3Bo/CTBa, 00eCIIeUNBAIOIIET0 YUeT U COXPAHHOCTh

JIOKYMEHTOB, CO/ieprKalllix KOH(UAeH[MaTbHY0 HHPOPMALIUIO.

11. /lesiorpon3BOACTBO yUpPeKJeHUs .

12. IlpuMepHasi HOMeHKJ/IaTypa [ie/l YUpeXKJeHusl

NO T A WN

Memoouueckue yka3zaHusi no no02omoeke 00K/1a008:

[TogroToBKa o0OydYarolMXCsi K OMPOCY TMpeArosiaraeT W3yueHWe B COOTBETCTBUM
TeMaTUKOU UCILUTUIMHBI OCHOBHOW/ IOTIOJTHUTE/TLHOU JINTepaTyphbl, HOPMAaTUBHBIX JOKYMEHTOB,
VHTEepHeT-peCcypCoB.

OOyuaroIuiicsi TOTOBUT JOK/az B (hOpMe YCTHOTO COOOIIEHUS 110 TeMe TUCLIATIIUHEI.

[IpennaraeTcs ciefyroiiasi CTPyKTypa AOK/aaza:

1. Begenue:

— YKa3bIBaeTcsl TeMa U Liefib J0K/1a/a;

— obo3HauaeTcst IpobyieMHOe T0J1e, TeMaTUUeCKre paszesibl JoK/Iaja.

2. OCcHOBHOEe cofiep>KaHue [0KJ1a/ia:

— ToC/Ie/IoBaTe/IbHO PACKPBIBAIOTCS TeMaTHUecKre pasjienbl JoK/aza.
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3. 3aK/roueHue:

— TIPUBO/ISITCSI OCHOBHBIE Pe3y/IbTaThl U CY)K/I€HUsT aBTOPA T10 MOBOJY IyTei BO3MOXXHOTO
pereHust pACCMOTPEHHOU TIPo0JIeMbl, KOTOPbIe MOTYT ObITh 0hOpMIIEHBI B BUZIe PEKOMEeH/Ial[Hi.

Memoduueckue pekomeHOayuu no peleHuro Kelic-3a0aHutl

Ketic-3amanue, KeMc (case) — 3TO KOHKpeTHast MpakTAYecKas CUTyaLus,
paccKasbIBaroIllasi O TOW WM MHOM CUTYal[uM, B KOTOPOM 3auacTyto 3a/i0’KeHa HeKast Tipobiema.

AHamu3 cuTyauuu 1enecoobpa3HO HAuMHATh C BBISBJEHUS TPHU3HAKOB 3aKOHHOCTU U
HapylleHU B TIOCTaB/IeHHOM npobieme;

KoppekTHasi octaHoBKa NpobseMbl TpeOyeT SICHOCTH, YeTKOCTH, a TJIaBHOE UYeTKOCTU
(hopMyIMpOBKY;

Ycriex B pelieHuH Tpob/ieMbl 3aBUCHT OT BbIPAOOTKM Pa3/IMUHBIX CIIOCOOOB [IeMCTBUI B
JTAHHOM CUTYal|uM —a/ibTepHaTHB;

HeoOxoguMbIM ~ yCrioBHeM [/ii  TIPUHATHS ~OKOHUATE/IbHOTO — DEIIeHHs — SIBJISIeTCS
BbISIB/IEHHe BapUaHTOB pellleHusi 1pobsieMbl — TpebOBaHUM K CO/lep)KaHUIO0 albTePHAaTUB U UX
000CHOBaHUE;

[pu BbIOOpE pellieHusT HYKHO OMUPAThCs KaK Ha UCTOPUUECKUH aHaIU3 TI0I0XKUTEeIbHBIX
Y OTpHLIATeNbHBIX TOC/IeCTBUN Ka)K[OT0, TaK U Ha aHaan3 HeoOXOAMMOCTH OCYIIeCTBJIEHHS
pellieHnH;

[Ipu coctaBneHry TpoLieypbl pellieHUss HY>KHO OPUEeHTHPOBAThCsl Ha NepBOHAua/bHble
1[eJId U peasibHOCTh ee BOTLIOIIeHHSI.

Ha ganHOM 3Tare mocse mipe3eHTal[y pelleHWH BO Bpems 00Iieil AMCKYyCCHH MOYKHO
peKoMeH/I0BaTb 00CyIuTh 4 BOTpoca:

[Touemy cuTyaLys BBITVISAUT Kak AuaeMMa?

Kro npuHumarn perieHusi?

Kakue BapuaHTHI pellieHus: UMed MeCTo?

Yro Hazo ObLIO AenaTh?

Memoduueckue pekomeHOQyuUU NO 8bINO/AHEHUIO MeCcmos8blX 3a0aHull

17151 BBITIOJTHEHUsI TECTOBOTO 3a/laHusl, TIPeXKJe BCero, ciefyeT BHUMaTe/lbHO TIPOUMTaTh
NocTaB/IeHHbIN Borpoc. ITocne 03HaKOM/IeHHs C BOMPOCOM CJleflyeT MPUCTYNaTh K MPOUYTEHUIO
Tipe/ijlaraeMbIX BapUaHTOB OoTBeTa. HeoO6X0/[MMO MpouYnTaTh BCe BApPHMAHTHI U B KaueCTBe OTBeTa
clepyeT BbIOpaTh JMIb  OAWH WHZAEKC (1dpoBoe 0003HaUeHHE), COOTBETCTBYIOIUMA
TNIPaBUILHOMY OTBETY.

TecTbl CcOCTaB/eHBI TaKUM 00pa30M, UTO B KaXK/IOM W3 HUX TMPaBWIbHBIM SIB/ISETCS Kak
OJWH, TaK W HECKOJIbKO BapHaHTOB. BbIOOp [o/mKeH OBITH clelaH B T0/b3y Hauboiiee
NIPaBU/IBHOTO U/ NPABUIbHBIX OTBETOB.

Ha BbINosiHeHWe TecTa OTBOJUTCS OrpaHuueHHoe BpeMsi. OHO MOXKeT BapbUPOBAaThCs B
3aBUCHMOCTH OT YPOBHSI TeCTUPYeMbIX, CJIOXKHOCTH U oObeMa Tecta. Kak mpaBumo, Bpemst
BBITTOJIHEHUSI TeCTOBOTO 3a/jaHus orpeiensieTcsi U3 pacueta 30-45 ceKyH/ Ha OZIUH BOTIPOC.

Kputepuu OLieHKM BBIMO/IHEHHBIX CTYZE€HTaMHU TeCTOB OINpe/eNsioTCsl Mperno/aBareneM
CaMOCTOSITeJTIbHO. PeKOMeH/YIOTCSI Cie/lytolliye KpUTeprH OL[eHKH:

1. 85% — 100% mnpaBUIBHBIX OTBETOB — «OTJIUYHOY;

2. 66% — 84% npaBU/IBHBIX OTBETOB — «XOPOLLIO»;

3. 50% — 65% MNpaBUILHBIX OTBETOB — «Y/0BJIETBOPUTE/ILHO»;
4. MeHee 50% mnpaBU/IbHBIX OTBETOB — «HEY/IOB/I€TBOPUTE/ILHOY.

[Tpu mozBeileHNN UTOTOB TI0 BBIMOJTHEHHOW paboTe peKOMeHIyeTCsl MPOaHaIn3UpOBaTh
JIOTTy11[eHHbIe OIKMOKH, TPOKOMMEHTHUPOBATh UMEIOIIecs B TeCTax HellpaBU/IbHbIE OTBETHI.
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6.YueOHasi 1uTepaTypa u pecypcbl HH(OPMaLMOHHO-Te/IEKOMMYHUKAIJHOHHOW CEeTH
"HTepHeT", yueOHO-MeTOJUYEeCKOe 00ecreueHne CaMOCTOSITe/TbHOM PadoThI
00yYarOIUXCS MO0 AUCIUTUINHE

6.1 OcHoBHas /;MTEepaTrypa

1. OlyBanoBa H.H., MBanoBa A.FO. OCHOBBI [€/IOTIPOM3BOJCTBA. $3bIK CITy>KeOHOTO
JOKyMeHTa. YueOHUK W TpaKTUKyM JJisi akajeMuueckoro OakanaBpuata M.:M3pmaTenbcTBO
FOpaiit 2015 http://urait.ru/catalog/pechatnye_izdaniya/29636/

2. Jemun, FO. M. [lenonpousBo/cTBo. [ToaroroBka ciyxeGHbIX AOKymeHTOB / FO. M.
HemuH. - 3-e u3f., gom. u riepepab. CII6. : [Tutep 2013

3. Kysnenos .H. [JokymeHTallOHHOe obecrieueHye yrpaB/ieHHs. J0KYMeHT0000pOT U
JIeJIONIPOU3BOAICTBO  2-€ W3[., Tep. U [AOM. YueOHMK M TIPaKTHUKyM /s TIPUKIaJHOTO
bakasaBpuaTa M.: FOpaiut 2015 http://www.biblio-online.ru/thematic/?
13&id=urait.content. 1IEB1230C-A9A A-4919-8E51-C4B5CC0728D9&type=c_pub

6.2. lonoHUTe/IbHAA JIMTEparTypa:

1. denomnpon3BoACTBO : 00pasijbl, JOKYMEHTbI, OPraHU3aLisi ¥ TeXHOJIOTHsI PaboTHI : C
yuetoM HoBoro ['OCT P 6.30-2003 "YHuduuMpoBaHHbIE CHUCTEMbl [JOKyMeHTal[WH.
YHubUIMpoBaHHasE CUCTeMa OpPTraHU3al[MOHHO-PACTIOPSIUTe/ILHON JOKyMeHTauu. TpeboBaHus
K odopmienuto JokymeHToB" / B. B. TamaxoB [u ap.]. - 3-e u3maHue, repepaboTaHHOe U
ponosiHeHHoe. M. : IIpocniekt 2011 5

2. T'yumnHa, U. A. JloKyMmeHTallMOHHOe obecrieueHue yrpaB/eHUs] B COLIMA/bHO-
Ky/IbTYPHOM CepBHCe U Typu3Me : yuebHoe mocobue Asisi By30B : peKoMeHzZoBaHO YMO P® nnist
CTYZeHTOB 00yuaroluxcs 1o creruanbHocTy "CollanbHO-KyIbTYPHBIN cepBUC U Typusm' / .
A. T'ymmHa, H. A. 3aiiteBa. M. : Anbpa-M : UHOPA-M 2011 5

3. TIpobneMbl JOKyMeHTOBe/leHUs] U JIOKyMeHTal[MOHHOro o0ecrieueHusl yrpaB/ieHUs B
CBeTe COBpEMEHHBIX CTaH[apToB: ydyeOHOe mocobwe. BITIY umenu M. Axmymisr 2015
http://e.lanbook.com/book/72536

6.3. YueOHO-MeTOAMUYECKOE 00eciieueHne CaMOCTOSATe/TbHOM padoThl.

1. IllyBamoea H.H., MiBaHoBa A.HO. OCHOBBI [Ie/IONIPOM3BO/ICTBA. SI3BIK CJTy>KeOHOT0
JOKyMeHTa. YueOHMK W TIPaKTHKyM JJisi akaZieMuueckoro OakamaBpuaTta M.:M3garenscTBo
FOpaiit 2015 http://urait.ru/catalog/pechatnye_izdaniya/29636/

2. Nemun, FO. M. enonpousBozctBo. [ToaroroBka ciykebHbIX gokymeHToB / FO. M.
HemuH. - 3-e u3g., gor. u nepepab. CII6. : [Tutep 2013 5

3. KysnenoB 1.H. [JokymeHTaroHHOe o0ecrieueHre yIipaBieHHs. JOKYMeHT0000poT u
JIeJIOTIPOM3BO/ICTBO  2-  W3[., Tep. U [J0M. YueOHUK W TIPAaKTUKYM [i/Isi TIPUK/IaHOTO
OakanaBpuara M.: FOpaut 2015 http://www.biblio-online.ru/thematic/?
13&id=urait.content. 1IEB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub

4. Jlenonpou3BoACTBO : 00pasIibl, JOKYMEHTbI, OPraHi3alis U TeXHOIOTUsl paboThI : C
yuetoM HoBoro ['OCT P 6.30-2003 "YHuduuMpoBaHHbIE CHUCTEMbl [JOKyMeHTal[WH.
YHubUIMpoBaHHasi CUCTeMa OpPTraHU3al[MOHHO-PACTIOPSIIUTe/ILHON JOKyMeHTauu. TpeboBaHus
K odopmnenuto JokymeHToB" / B. B. TamaxoB [u ap.]. - 3-e u3maHue, repepaboTtaHHOe U
ponosiHeHHoe. M. : IIpocniekt 2011 5

5. 'yumnHa, U. A. JloKyMmeHTallMOHHOe obecrieueHHe yripaB/eHUs] B COLIMA/bHO-
Ky/IbTYPHOM CepBHCe U Typu3Me : yuebHoe mocobue Asisi By30B : peKoMeHzZoBaHO YMO P® anist
CTYZeHTOB 00yuaroluxcs 1o creruanbHocTy "CollanbHO-KYIbTYPHBIN cepBUC U Typusm' / .
A. TI'ymuHa, H. A. 3aiiteBa. M. : Anbpa-M : UHOPA-M 2011 5

6. TIpobneMbl JOKyMeHTOBe/leHUs] U JIOKyMeHTal[MOHHOro o0ecrieueHusl yripaB/ieHUs B
CBeTe COBpEMEHHBIX CTaH[apToB: ydyeOHOe mocobwe. BITIY umenu M. Axmymisr 2015
http://e.lanbook.com/book/72536
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6.4. HopmaTHBHbIe NPaBOBbIe JOKYMEHTbI
1. I'ocynapcTBeHHasi cCcTeMa JJOKYMEHTAl[MOHHOTO 0becrieueHust yripaB/IeHusl.
OcHoBHble nonoxkeHuss. O61e TpeboBaHUS K JOKYMEHTaM U CTy»KO0aM JOKYMeHTal[MOHHOTO
obecrieuenust (I'CAOY). M., 1991.
2. [TpaBusa menonpou3BoACTBa B (heJjepa/ibHbIX OpraHaxX UCIOHUTE/IbHOM B/IacTH. /
Poccwuiickas raseta . 24 nronst 2009 r.

3. I'OCT P 51141-98. [1enonpou3BOACTBO U apXMBHOe fiei0. TepMuHbI U
ornpepesnenus. /docload.ru » Basesdoc/37/37688/index.htm
4, I'OCT P 6.30-2003. YHudUIMpOBaHHbIe CUCTEMBbI JOKYMEHTAaLUM.

YHuUHULMPOBaHHAs CUCTeMa OPraHU3aLMOHHO-PaCTIOPSAUTETbHON JOKyMeHTaun. TpeboBaHus
K ohopmsieHHIO oKyMeHTOB. /nalog.consultant.ru > doc44595.html

6.5. HHTepHeT-pecypChI

1. ApxuBbl HayuHbIx >XypHanoB NEICON. URL: http:/archive.neicon.ru/xmlui/
(mata obparenust: 28.04.2016).

2. Kypnan «Coruonornueckre ucciefioBaHusi» / denepanbHbiii 00pa3oBaTe/IbHBIM
roprasn «ODKOHOMMUKA. Couumosorus. MeHe)KMeHT». URL:
http://ecsocman.hse.ru/socis/volumes.html (gara obpartenus: 28.04.2016).

3. HayuHnas 3/1eKTPOHHAs bubnmoreka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp (mata obpamjenus: 28.04.2016).

4. HarmionaneHast snekTpoHHass 6ubmmoreka. URL: www.nns.ru (zata obparieHus:
28.04.2016).

5. [Topran Harvard Business Review. Poccus. URL: http:/hbr-russia.ru/ pmara
obpaiienusi: 28.04.2016).

6. Poccutickas rocygapctBeHHast 6ubmoreka. URL: www.rsl.ru (mata obparieHust:
28.04.2016).

7. OnektpoHHast 6Oubmioreka Grebennikon. URL: http:/grebennikon.ru/ (zata
obpaiienusi: 28.04.2016).

6.6. IlHble UCTOUHMKU

1. Hynvua .A. [Jenossle neperosopsl. MIckyccTBo U pemecsio. — M.: M3aarensCTBO:
®enukc+, 2010. — 440c.

2. Thompson Leigh L. The Mind and Heart of the Negotiator. — 5th ed. Prentice Hall
(2011). URL:
http://www.academia.edu/28257171/ Textbook Leigh Thompson The Mind and Heart of th
e_Negotiator 5th Edition Prentice Hall 2011 (mara obpaienus: 24.04.2016).

7. MarepuanbHO-TexHHYecKas 0a3a, HHGOpMaIMOHHBIE TEXHO/IOTHH, POrPaMMHOe
obecrieueHne u HHGOpPMaILIOHHBIE CIIPABOYHBIE CHCTEMbI

[insi mpoBefieHUsT 3aHATHN 10 AMCLUITIMHE HeOoOXOJUMO Cjedylollee MaTepuaabHO-
TexHU4Yeckoe obecrieueHue: yueOHble ayJUTOPUM [is TIPOBEJEHUs] 3aHATHM JIEKLIMOHHOTO U
CeMUHApPCKOTO THWIIA, TPYMIOBBIX M WH/WBH/YaJbHBIX KOHCY/BTAllUM, TEKYIIero KOHTPOJS U
TIPOMEXKYTOYHOM aTTeCTal|y, TIOMeLeH s /sl CAaMOCTOsITe/TbHOM paboThI.

[Tporpammuoe obecrieuerue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

WudopmarLmoHHbie cripaBouHble cucteMbl: Hayunasi 6ubmuoreka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas 3/IeKTPOHHas 6ubmoTeka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HarpioHasmpHast 3mekTpoHHass O6ubmoreka. URL: www.nns.ru;
Poccutickasi rocymapctBeHHasi 6ubmoreka. URL: www.rsl.ru; Poccuiickass HaljpioHasibHast
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