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1. IlepeyeHb MJIAHHPYEMBIX Pe3yJILTATOB 00y4eHMS M0 JUCHUIUINHE, COOTHECEHHBIX C
TUIAHMPYEMBIMH pe3yJIbTaTAMM 0CBOCHHS 00P30BaTeIbHOI MPOrpaMMbl

1.1 JucuummHa b1.5.26 JlokyMeHTalIMOHHOE 00ECIIEUeHUE U JETIONMPOU3BOACTBO B TOCYIAPCTBEHHOM
U MYHHIMIIAIBHOM yIpaBieHHd OOECIICUMBACT OBJIAJCHHE CICAYIOIIMMH KOMIICTCHIMSIMU C

Y4YCTOM STalla:

TEXHOJIOTUHA U C YYETOM
OCHOBHBIX TpeOOBaHUI
nH(pOpMaAITMOHHOM
0e301acHOCTH

Kon HanmenoBanme Kon HaunmeHoBanme JTana
KOMIETEHIIMH | KOMIIETEHIINU JTamna OCBOEHHSI | OCBOCHHUSI KOMIIETEHIINH
KOMIICTECHITHH

OIIK-6 Cnocobnocts  pemats | OIIK-6.3 CrniocoO6HOCTD MPUMEHSITD
CTaHJApTHBIE  3a/a4u OCHOBBI MH()OPMAIIMIOHHON U
npodeccHoHaTbHON 6ubimorpaduieckoit
JeSTeNbHOCTH Ha KyJIbTYpbl, MH()OPMaIMOHHO-
OCHOBE KOMMYHUKAIIHOHHBIX
nH(OpMaAITMOHHOM u TEXHOJOTUM ISl pelIeHUus
o6ubmorpagpuieckoit 3aja4  MpoecCHOHANIbHOM
KYJIbTYpPbI c NESITeNbHOCTH
PUMEHEHHUEM
nH(}OpMaITMOHHO-
KOMMYHUKAIIHOHHBIX

1.2 B pe3ynbTare 0CBOCHHSI JUCIUIUIMHBI Y CTYICHTOB JOJKHBI ObITh C(HOPMUPOBAHBI:

OTO/TD Kon Jramna Pe3ynpTatel 00yueHus

(pu HANMUYUU OCBOCHHUS

npodcrangapra)/ KOMIIETEHITUH

TPY/AOBBIE WIH

npodecCHOHATBHBI

€ nelcTBUA

CO3/1aBaTh U OIIK-6.3 Ha ypOBHE 3HAHUU: ONpeNeNaTh HH(OPMALUOHHO-

AKTYyaJIN3UpPOBaTh KOMMYHUKAI[IOHHBIE ~ TEXHOJIOTHH,  TpeOOoBaHMS

H(OPMALOHHBIE nH(popMaIMOHHONW U OMOIMOTpadUIECKON KyIbTYpPhI

0a3bl JaHHBIX IS 1 uHQOPMALMOHHOW 0€30MacCHOCTH TPHU PELICHUN

[IPUHSTHS 33124 Ipo(eCcCHOHAIBHOM NeATeIbHOCTH

YIIPaBICHUCCKHX Ha ypOBHE YMEHMH: OCYLIECTBIATH 3(PPEKTUBHBIH

perenuit BBIOOp MH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIX|
TEXHOJIOTHH TPHU PEIIeHUH 3a]1a4 NpodeccruoHaIbHON
JESITEIbBHOCTH
Ha YpPOBHE HAaBBIKOB: YYHMTHIBATH TpPEOOBAHUS
nHOpMaAITMOHHONW U OMOIMOTpadUIECKON KYIbTYPHI
¥ MH(POPMALMOHHON 0€30MacHOCTH TPU PEIICHUH
3a]1a4 IpoheCcCHOHAIBHOM I TENbHOCTH




2. O0beM 1 MecTO AUCHUILIUHBI B cTpyKType OII BO

O0beM TUCHHUILIHHEI

O6mas tpynoemkocts b1.5.26 JlokymeHTarimonHoe oOecreueHre 1 JeIOMpON3BOICTBO B
rOCyJapCTBEHHOM U MYHHUIIMTNIAJILHOM YIIPABIECHUH COCTABIAET 3 3au€THbIC eaquHullbl, 108 yacos.
KomuyecTBo akageMHUeCKMX 4YacoOB, BBIJCICHHBIX HA KOHTaKTHYI paboTy
MIPENOIaBaTENIEM COCTABIAET 54 yaca: JEKUNOHHBIE 3aHATHS — 18 4yacoB, MPaKTUYECKUE 3aHITHUS
— 36 yacoB. CamocTosiTenbHast pabota cocraniser 18 yacos.

Mecro aucuuniunsl B crpykrype OIl BO

Jucuumnmaa B1.6.26

ILOKYMCHTaLII/IOHHOC obecrieueHne n

ACIONPOU3BOACTBO B

roCyJIapCTBEHHOM M MYHHIIUITATBHOM yIIpaBJIeHHH ITPEAYCMOTPEHA Ha 2 Kypce B 3 cEMeCTpeE.

Jucuumnuaa B1.6.26

ILOKYMCHTaLII/IOHHOC obecrieueHne n

ACIOPOU3BOACTBO B

rOCYJapCTBEHHOM M MYHHIMIIATFHOM yIpaBieHun BXOIUT B biiok 1 «lucuurnianasl (MOAYIIN)»

B copepxatenbHOM IulaHE AMCLUUIUIMHA ONUPAETCS HA MPEAbLAYIIMNA TUCHMIUIMHBI
b1.b.11 Undopmarmonnsie Texnomoruu (1,2 cemectpax).
dopma NPOMEKYTOUHOW aTTECTallUd B COOTBETCTBUU C Y4YEOHBIM IUIAHOM IO OYHOM
dhopme o0ydueHust — sk3aMeH (3 cemecTp).

3. Copep:xaHne M CTPYKTYpPa AMCIHUIITHHBI

Ounasa ¢hopma odyuenusn

Ne i/ HaunMmeHnoBaHue Tem O0beM TMCUUIIHHBI, YAaC. dopma TeKyumero
(pasneJios), Bcero | Konrakrnas pa6ora o0y4yarommuxes | CP KOHTPOJIA
¢ mpenogaBaTeieM ycrmeBaeMocTu™*,
10 BUAAM y4eOHBbIX 3aHATHI MPOMEKYTOYHOH
arrecramuu”***
J JIP n3/ |KCP
Pazmen | JlenmompousBoacTBo 54 9 18 9 |O;P
1
Pazgen | JlokymMeHTOOGOpOT 54 9 18 9 |O,P,T
2
ITpomexyTouHas arTecTanus 36 D
Beero: | 108 [ 18 | | 36 [36 18

Ipumeuanue:

** — dhopmul mexyweeo konmpons ycnesaemocmu: onpoc (O, mecmuposanue (T), pepepam (P)
*A% - hopmel npomescymounoli ammecmayuu: dxk3amer (9).

Paznen 1 Jen1onpon3BoacTBoO

Conep:xaHue TUCHHUIIMHBI

JlokyMeHTaIlmoOHHOE 00ecTIedeHre U IETOMPON3BOICTBO KaK yaeOHast M HaydHas AUCIUTUIMHA: IPEMET U
00BEKT HAYJIHOTO HCCIICOBAHHS, OCHOBHBIC dTambl pasputws JIOY; B3aummocBsazp JOY ¢ apyrumu
Haykamu. HopmatuBHO-meToamueckas 0a3a  JCIIONPOW3BOACTBA; BHIOBI NTOKYMEHTOB H WX
KJIacCH(MKAIHS: CYIIIHOCTh MOHATUS «IOKYMEHT», COOTHOIICHUE MOHATUH "JIOKYMEHT", «COOOIICHHEeY,
"undopmanma" ¥ "MarepuaabHbId HOcHTENb"; _(DYHKIIMHM ¥ BUJABI JOKYMEHTa; BUABI KiacCH(HUKAUN
JOKYMEHTOB: 110 OTPa)KaeMbIM B HHX BUAAM JESITEIHHOCTH, 10 HANMEHOBAHUSM, 10 CIIOCO0Y (hUKCAIiH
nHpOpMAIMKA, IO MECTy COCTAaBIIEHHS, IO CTENEHH CJIOKHOCTH, TIO CTETIEHH TJIACHOCTH,
10 FOPUANYECKON CHJIe, TI0 CPOKaM HWCIOJHEHHWS, 10 CTagusM MOATOTOBKH, IO MIPOHCXOXKIECHHIO,
[0 CPOKaM XPaHEHHUsS , II0 CTEICHU OO0S3aTEIbHOCTH , IO CTENECHH YHHU(DUKAIMK, II0 XapakTepy
COJICp>KaHUSI.

MexayHaponHbie TpeOOBaHUs K O(QOPMIICHUIO JIOKYMEHTOB: TpeOOBaHUS K OJIaHKY, K O(QOPMIICHUIO
PEKBU3UTOB.



http://cde.osu.ru/demoversion/course123/3_1.html#class3
http://cde.osu.ru/demoversion/course123/3_1.html#class2
http://cde.osu.ru/demoversion/course123/3_1.html#class2
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Oco0eHHOCTH COCTaBIICHHSI OTAEIBHBIX BUJOB JOKYMEHTOB: OPTaHN3allHOHHO-TIPABOBBIX,
pacnopsaUTENbHBIX 1 HHPOPMATHOHHO-CIPABOYHBIX

Paznen 2 lokymeHTO060pPOT

Opranunzanusi paboThl ¢ JOKYMEHTaMH: HOHATHE «IOKyMEHTOOOOPOT», €0 aHajJu3 U OCHOBHBIC 3Tallbl,
MpHeM U TiepBUYHAs 00paboTKa JOKYMEHTOB, paclpe/esieHrne OCTYIUBIINX TOKYMEHTOB, KOHTPOJb 3a
WCTIOJIHEHHEM JOKYMEHTOB, HH()OPMAIMOHHO-CIIPaBOYHAs paboTa, OTIPaBKa JOKYMEHTOB.

O/l u apxuBHOE XpaHEHHE JOKYMEHTOB; HOMEHKIIATypa Je

JIoOKyMEHTallMOHHOE CONPOBOXKAECHHNE COBELIaHUI U BCTped

4. MaTtepuaJibl TEKYLIEro KOHTPOJISA yCIeBAeMOCTH 00yYAOIUXcs U (POHI OLEHOYHBIX
CPe/ACTB MPOMEKYTOYHOM aTTeCTAIMY MO AUCHUIIHHE

4.1. ®opMbI 1 METOBI TEKYIIIETO KOHTPOJISI YCTIEBAEMOCTH U IIPOMEKYTOYHON aTTECTAIUU.
4.1.1. B xome peanuszanuu JgucuMIUIMHBL B1.5.26 JlokymeHTannoHHOe OOEClCUYeHHEe U

JIEJIONPOU3BOJICTBO B TOCYNaPCTBEHHOM U MYHUILMIIAJIBLHOM YIPABICHUU HUCIOIB3YIOTCS CIEAYIOILINE
MECTOJbI TEKYIIETO KOHTPOJIA YCIIEBAEMOCTH o6yqa}0mnxc;1 .

Tema n/wnu pazmen Metoapl TEKYIIETO KOHTPOJIA
YCIIEBAEMOCTHU
Pazpen 1 Jenonpon3BoacTBo ornpoc; pedepar
Paznen 2 JIoKyMeHT0000pOT omnpoc; pedepart, TECTUPOBAHKE

4.1.2. DK3aMeH NPOBOAMTCS C MPUMEHEHHUEM CIIEIYIOIINX METONOB (CPEACTB): B YCTHOU (hopme
II0 BOIIPOCAM.
4.2. Marepuaibl TEKYILETO KOHTPOJISl yCIIEBAEMOCTH.

[IpenonaBarens OLIGHWBACT YpPOBEHb MOATOTOBIEHHOCTH OOYYarOIUXCS K 3aHATUIO IO
CJIEYIOIIUM NOKa3aTesAM:

- YCTHBIE OTBETHI Ha BOIPOCHI IIPETIOAABATEINS 110 TEME 3aHATHSA,

- BBICTYIIJIEHHUE C JJOKJIaJJaMH,

- yyacTHe B 00CYXJI€HUH JOKJIaJI0B,

- KOJIMYECTBO MPaBUWIIbHBIX OTBETOB MPU TECTUPOBAHUH.

Kputepun oneHnBanus qokiaja:

- CTETIEHb YCBOCHMS MIOHATHM U KaTETOpUH 110 TEME;

- yMeHUe paboTaTh C JOKYMEHTAIbHBIMU U JIUTEPATyPHBIMU UCTOUYHUKAMU;

- TPAMOTHOCTb U3JIOKEHHSI MaTepuara;

- CaMOCTOSITEIbHOCTb pabO0Thl, HAJIMYME COOCTBEHHOW 00OCHOBAHHOM MO3UIIHH.

Onenka 3HaHWN, YMEHWH, HABBIKOB MPOBOIMTCS HAa OCHOBE OayIbHO-PEHTHHIOBOM
cucrembl 70% u3 100% (70 6amnoB u3 100) - BkIaa mo pe3yabTaraM MOCEIIAEMOCTH 3aHSTH,
AKTUBHOCTH Ha 3aHATHUAX, BBICTYIUICHUS C JIOKJIaJaMH, y4yacTHUs B OOCYXKIEHHUSAX JOKJIAIOB
ApYrux oOy4aroluxcsi, OTBETOB Ha BOIPOCHI MPENoAaBaTessl B XOI€ 3aHATHS, O pe3ylbTaTaM
MIPOXOKACHUS TECTUPOBAHUSI.

Heranuzanust OanjoB M KPUTEPUM OLEHKH TEKYIIErOo KOHTPOJIi YCIIEBAeMOCTH
yTBEp)KJIaeTcs Ha 3aceJaHuU Kadeapbl.

Bonpocet memwvi 015 nodcomosku k onpocam (Ouckyccusim) (memvi 00K1A008).

Pa3nen 1 [le10npou3BoacTBO

1. JIOKyMEHTHUPOBAHUE YIPABIECHYECKOW ACSITEIBHOCTU: OCHOBHBIE IOHATHSA, THUIIOJIOTHA
JOKYMEHTOB, 001IHe TPeOOBaHMS K MX COCTABICHHUIO U OOPMIICHHIO.
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2. CoBpeMEHHOE TOCYIapCTBEHHOE pPETYIUPOBAaHUE JIEIOMPOU3BOACTBA: HOPMAaTHUBHO-
MeToiu4eckas 0a3a; TOCYJapCTBEHHBIC CTaHAAPTHI HA JOKYMEHTBI W HX XapaKTePHCTHKA,
TOCYJapCTBEHHas] CHUCTeMa JOKYMEHTAIIMOHHOTO OOecIieueHUsl ympaBieHus — e€ Ieldb U OCHOBHEIC
TTOJIOKEHUSI.

3. bBrnaHku TOKYMEHTOB: MOHATHE; BUbI; (HOPMATHI; H3TOTOBICHHUE;, pa3MEIICHHE PEKBU3UTOBR HA
MoJie  YIJIOBOTO W MPOJOdbHOTO mTammnoB (repOsr, smoOmemsr, OKIIO, OI'PH, MHH/KIIK, OKVY/,
HANMMCHOBAHUC OpFaHI/ISaHI/II/I, CHpaBO‘IHBIe JaHHBIC, peFHCTpaHHOHHBIfI HOMep, Jara, CCbhbIJIKA Ha
pETrUCTPaLMOHHBIH HOMEP U IaTy JOKYMEHTa); TpeOOBaHUS K YUETY, HCTIOJIL30BAHUIO H XPAHEHHIO.

4. Odopmienue u pasmericare pekBu3uToB OPJ] B 3aroiioBoYHON WacTW JOKyMEHTA: BHT
JOKYMEHTa; MECTO COCTaBJICHUs, ajapecaT; Tpu(] YTBEpKICHHUS; 3arolIOBOK; PE30NIOLUS; OTMETKa O
KOHTpOJIE.

5. TpeboBaHUSI K COCTABICHHIO TEKCTOB YIPABIEHYECKHX JOKYMEHTOB: OCOOCHHOCTH
o(pUIManbHOTO JAENOBOTO CTHJIS;, YMOTpeOJICHHE MPONHCHBIX W CTPOYHBIX OYKB, COKpAallleHHE CJIOB,
YHH(UIMPOBAaHHBIE TEKCTHI;, CBA3HBIC; TEKCThl B BUAE AHKET, TaOJNHUI WIM COCAMHEHHS 3THX (QOpM;
oopmiieHrE TPUITOKEHUH.

6. Odopmiienue u pasmenienue pexu3utoB OPJ] Ha cimyeOHOM TOJNE JOKYMEHTA: MOJIUCH;
rpu¢ CcormacoBaHMs, BU3a COTIIACOBAHUS; I1€YaTh; 3aBEPEHUE KOMHMH;, OTMETKA 00 MCIIOJHHUTENE; OTMETKA
00 WCTIONHEHWH JOKYMEHTa W HAlpaBIIEHHH €ro B JENI0; OTMETKa O MOCTYIUIEHHH [OKyMEHTa B
OpTaHU3aInio; HICHTU(HUKATOP IICKTPOHHON KOITHH.

7. YcraB oprammsanuu u l[lonoxkenwme o0 opraHW3alyd: TIOHATHE; IpaBoBas Gopma;
coJiepKaHue; TTpaBmiIa 0OPMIICHHUS YTBEPKICHHS; CPOKU XPaHCHUS.

8. [lomoxxeHne 0 CTPYKTYpHOM TOApa3esieHHH: MOHATHE; MpaBoBas (opMma; COIepKaHIE;
TIOPSIIOK COCTaBJICHUS ¥ 0(hOPMIICHUS; CPOKH XPAHCHIS, BHCCCHUE U3MEHEHUH 1 IOTIOJTHEHUH.

9. JlomkHOCTHAs MHCTPYKIHUS: MTOHATHE; ITPaBoBas popMa; coiepkaHue; MOPSA0K COCTaBICHUS
1 0OPMIICHWSI; CPOKU XPAHCHUS, BHECEHUE N3MEHEHUH 1 TIOTIOTHEHUIA.

10. PaCHOpﬂI[I/ITCJ'IBHLIC JOKYMEHTBI B CHUCTEMEC YIIPABJICHHUA: INOHATHUEC, BUJAbl W HA3HAYCHUE,
IopAa0K pa3pa60T1<H B YCJIOBHUAX €ANHOJINYHOTO IIPUHATUA pemeHHﬁ 1 B YCJIOBUAX KOJUICTHAJIBHOCTH.

10. [TocTanoBnmenue: BHUI JOKYMEHTa;, IIpaBoBas ¢opMa H Ha3HAUYCHHE, OPraHbl €ro
MIPUHUMAIOIINE,; HOPpUANYECKOC OCHOBAHUE, PCKBHU3WUTHI IMOCTAHOBJICHUA, IpaBUjIa UX COCTABJICHHA H
oopmiteHus1.

12. Pemenune: BU JOKYMEHTA M Ha3HAYEHUE; KEM IIPUHUMAETCS; OCHOBAHUE ISl MPUHATHUS
peteHnii; TpeboBaHuUs K TEKCTY U 0(OPMIICHUIO; KOHTPOJIb UCTIOTHEHHSI.

13. IIpuka3: BuJ AOKYMEHTa; KTO HM3JAeT W LeNb W3JaHUs; PETyIUPYEMBbIE BOIPOCHI IO
OpPraHM3allHOHHOW M OCHOBHOW AEATEeNBbHOCTH; COCTaB PEKBU3UTOB M MpaBWiIa UX OQOPMIICHUS;
MOJArOTOBKA M 0(OPMIICHHE BBITTUCKH; KOHTPOJIb MUCIIOJTHEHHS.

14. PacriopspkeHne: TOHSTHE; TOPSAIOK COCTaBleHHMS W OMOPMIICHHUS; OTIMYUTENIbHbIC
0COOEHHOCTH; BBIITUCKA U3 PACTIOPSIKCHUSI:

15. VYka3zaHue: TIOHATHE JOKYMEHTA; LeJb H3JaHus; MOPAJOK COCTAaBIECHUS U
oopmiteHns; TpeOOBaHUS K TEKCTY; pacchllKa yKa3aHHH.

16. JlokymMeHTHpOBaHHE pPabOThl C IMEPCOHAJIOM: IMEPCOHANbHBIE JaHHBIE U HUX
JIOKyMEHTHUPOBAHKE; XapaKTEPUCTHUKA KOMILIEKCOB KaJpOBOI JOKYMEHTAIIHH.

17. [Mopsinok 1 npaBuia ohopMIICHUS TOKYMEHTOB IIPH ITpUeMe Ha padoTy.

18. [lonroroBka m odopmieHre MPUKA30B MO JTUYHOMY COCTaBY: OCHOBAaHHE; TPeOOBaHUS K
TEKCTY; TIPHKAa3 MPOCTOW M CBOAHBIN; BU3bI 03HAKOMIICHHST; PErUCTpanust; oGopmiieHue.
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19. TpeboBanusi K 0POPMIICHUIO TOKYMEHTOB MPH YBOJIBHEHHU PabOTHUKA IMpEI- MPUSTHS,
OpTaHHU3aLuH, yUPEKICHHS.

20. JlokyMeHTHpOBaHUE JABHMKCHUS KaipoB: (OPMHPOBAHHE W XpaHEHHE IJUYHBIX JIEJ;
MepeBOA Ha JPYrylo padoTy; MpeAcTaBICHHE OTIIYCKOB; O(GOpPMIIEHHE MOOMIPEHUH AUCHUIUTMHAPHBIX
B3BICKaHUi; 0(hopMIIEHHE KOMaHIUPOBOK; H3MEHEHNE (PaMUIINH, IMEHU, OTYECTBA.

21. HNudbopmanmoHHO-cIIpaBOYHBIE JOKYMEHTHI: MMOHSTHE, BHUIBI, XapaKTEPUCTHKA KaXKOTO
BHUJIA.

22. HpOTOKOJ'I: MOHATHEC; BUABI MPOTOKOJIA; IIpaBUJia Oq)OpMHeHI/ISI; INOoAroToOBKa H
Oq)OpMJ'IeHPIe BBINIMCKH U3 IPOTOKOJIA.

23. AKT: TIOHSITHE; BUABI aKTOB, OCOOCHHOCTH COACP)KaHHS pPAa3HBIX BUAOB; INpaBHIa
oopmnenus u hpopmMUpoBaHUs B ea.

24, CJ'Iy>K€6Ha$I 3alcCKa: BUIbI CJ'Iy>K€6HBIX 3alMUCOK, UX MOHATHA; XapaKTCPUCTHUKA KaKAO0TO
BHUJA; IpaBHJia COCTABJICHUSA U O(l)OpMJ'IGHI/ISI.

25. JlenoBoe MHUCHMO: MOHATHE M (YHKUUH; Pa3HOBHUAHOCTU [EJIOBOTO MHUCHMa; oOmIas
CTPYKTYypa; crieu(uKa JeI0BOT0 CTHIIS; STUKET B JEJIOBOI MepenucKke; 0COOCHHOCTH 0QOpMIICHUS.

Paznen 2 JlokymeHT00G0POT

1. Opranmzamust paboTel ¢ OOpamieHUSMH TpaxKJdaH: 3aKOHOAATEIHFHO-HOPMATUBHBIC AaKTHI,
KJacCU(pUKaIus OOpaleHU;, JEIONPOU3BOACTBO IO OOpPAILIECHUSIM TpakJIaH; OpraHu3anus
MpreMa; OpraHu3aIus paboThl ¢ 0OpaIeHUsIMU JICITYTaTOB.

2. OpraHuzanysi JOKYMEHTOOOOpOTa B ammapaTe YIpaBleHHS: MOHSATHE «IOKYMEHTOO0O0pOT» H
pa3BuTHE ero HOPMaTHBHO-METOANYECKON pernamMeHTanumy; XapaKTepPUCTHKA
JOKYMEHTOO0OpOTA; 3TAlbl ABMKEHUS U MOPSAOK 00paOOTKH TOKYMEHTOB.

3. HudopmaunoHHO-TIOMCKOBas  CHCTEMa MO  JOKyMEHTaM  OpraHu3aliH:  perucTpanus
JOKYMEHTOB; OpraHu3alus HHPOPMALIMOHHO-CIIPAaBOYHOH PadOTHI.

4, KOHTpOJ'IB 3a CpOKaMHU HMCHOJJHCHUA NOKYMCHTOB: LCJIHU U 3aJa4u KOHTPOJIA; CPOKH UCIIOJIHCHU
AOKYMCHTOB; YPOBHU KOHTPOJIA; BBI60p JOKYMCHTOB AJIsI ITIOCTAHOBKH HAa KOHTPOJIb; IPOBCpPKa
X0oIa UCTIOJIHEHUA; CHATUE JOKYMEHTOB C KOHTPOJIA; aHAIN3 HCTIOTHUTEIIFCKOU JUCIHMITITIHHBI.

5. Cucremartusanusi W OOCCICUCHHE COXPAHHOCTH JOKYMCHTOB: OpraHM3alds XpaHCHHS
JOKYMEHTOB; HOMEHKJIATypa JieJl; COCTABJICHUE 3arolloBKOB; (opMHUpOBaHUE Jjiei; odopmieHue
0OJIOKKH; YCTAHOBIIEHHE CPOKOB XPAHEHHS; IKCIIEPTH3a IIEHHOCTH JIOKYMEHTOB.

Ilepeuyens Tem pedepaToB MO Kypcy
CoBpeMeHHbBIE CITOCOObI JOKYMEHTHPOBAHHUS M XpaHEHUS! HH(OPMAIIH.
Cranpaptsl MCO u ux ncnosns3oBanue B cucreme JJOY PO.
MupOBOii ONBIT YHU(DHUKALINT JOKYMEHTOB.
WcTopust mosiBIEHNS ¥ COBEPIICHCTBOBAHNS OCHOBHBIX PEKBH3HUTOB TIOKYMEHTA.
IlepBble peKBH3UTHI B JOKYMEHTAX.
Ocobennoctu odopmiIeHHs OTAETBHBIX PEKBU3UTOB B PD 1 3a pyOexoM.

Texkct JAOKYMCHTA KaK OCHOBHOH PCKBU3UT. OcobeHHocTH O(bHLIH&HI:HO-I[CHOBOFO CTHUIJIA.
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Buel mucemM 1 0COOCHHOCTH BEJICHHS JICIOBOM TICPEITHCKH.
OcCoOCHHOCTH BeJICHHs JCJI0BOM Mepenucku B Poccuu u Apyrux crpaHax Mupa.
OTtukeTHbIe POPMYIBI 1 0COOEHHOCTH MX O(POPMIICHHSL.

AKCHOMBI JIEIIOBOTO MIChMa: KYJbTypa IEI0BOT0 OOIIeHNS U O(YUITHAITBHOMN ITePETHCKH.

IIpuMepHble BApMAHTHI TECTOB IO TUCHUILINHE
1. Iloanucanue sBIsIETCA:
a.Cnoco6om coriacoBaHus JOKYMEHTa
6. CriocoOoM BeIpakKeHHUsI OTBETCTBEHHOCTH 3a COJIEpKaHNE JOKYMEHTa
B.CriocoOOM yTBEepXKIECHHUS JOKYMEHTA
r.CriocoO0oM 03HaKOMIJIEHHS C COEPKAHUEM JOKYMEHTa

Z[.E,Z[I/IHCTBGHHLIM CII0COO0M YAOCTOBCPCHHUA JOKYMCHTA

2. 3aroj0BOK K TEKCTY MPOTOKOJIA TOJIKEH (hOPMYIUPOBATHCS B ...
a.BUHUTEIIBHOM Tajieke (Koro, 9To?)

0.1aTeIbHOM Majexe (KoMmy, uemy?)

B.IIPEUIOKHOM Tajiexe (0 yem?)

T.POJUTEBHOM Tajieke (KOro, 4ero?)

3. PexBuzur “Buza” ucnons3yercs

a.llpu BHyTpeHHEM COTTIaCOBAaHUH JOKYMEHTa

0.IIpu coracoBaHMM TOKYMEHTA C BHEITHEH opraHu3aIiiei
B.Jl111 GPMHAHCOBBIX ¥ 0COOO OTBETCTBEHHBIX JOKYMEHTOB

r.Bo Bcex cirydasx

4. Yxa3aHus 10 UCTIOTHCHUIO TOKYMEHTA COACPKATCS B pEKBU3UTE (PEKBE3UTAX). ..
a.pe30ITFOLINS
0.TeKCT TOKyMEHTa

B.IpU(] yTBEPKACHUS
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I.3aroJIOBOK K TCKCTY

J.H1 B KaKOM

5. 3aromnoBoxk k tekcty [lomoxenns (IIpaBuin) gomker nMeTs GOPMYITHPOBKY B ...
1 .BUHUTEIIEHOM Iajziexe (Koro, 94ro?)

2.1aTeTbHOM Tajiexe (Komy, uemy?)

3.mpeyIokHOM Tajiexe (0 yem?)

4. IMEHUTEITLHOM Majiexke (KTO, 9T0?)

6. CornmacoBanue ObIBaeT:

a.BHYTpeHHUM M BHEITHUM

0.IToaHBIM U KpaTKUM

B.CII0HBIM U IIPOCTHIM

.C pyKOBOAWTENEM YUPEXKACHUS U C PYKOBOJUTENIEM MOAPa3ACICHUS

ZI.C BBIIICCTOAIINMHU PYKOBOAUTEIIAMUA WU OpraHUu3alusIMu

7. Jaty ” 9 mas 2000 roga” B JOKyMEHTax CJI€AyeT IPOCTABIATh KaK ...
a.09.05.2015

0.9 mas 2015

B.09/05/15

r.09-05-15

8. PexBu3uThI “OMOnemMa npennpusatus” U “HaumeHoBaHMe MpenpuaTys” pactoIararTcs
a.B BepxHeli yacTu nucTa — cieBa B yIily WM B LIEHTPE
0.B BepxHeii yacTu nucra

B.B nenrpe BepxHero noss
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r.B npaBom BepxHeM yriry

A Apyr mox apyrom

9. I'pud yTBEp K ICHHUS — 3TO PEKBU3HT ...

a.O(l)I/I]_II/IaJ'ILHOI‘O AOKYMCHTA, BBIpa)KaIOI]_II/Iﬁ COTJIaCHUC YYPCIKACHHUA NN €TI0 OpraHa, HE ABJIAIOMICTOCS
aBTOPOM IOKYMEHTA, C €T0 COACPIKAaHNEM

0.0pHUIIATFHOTO JOKYMEHTA, CBHETENLCTBYIONIHIA 00 0cO00M Xapaktepe WH(GOpMAaIIHH,
OrpaHUYMBAIOIIMKA KPYT [IOJIB30BATEIEH TOKYMEHTA

B.0()MIINATIBHOTO JOKYMEHTA, MPUIAIOIINI HOPMAaTUBHBIA HIIH IPABOBOM XapaKTep €ro COAep KaHHUIO

I.JOKYMCHTA, HpCI[CTaBJ'IHIOH.[I/If/i coboit CO6CTB€HHOpy‘IHy10 noAIMMUCh ITOJTHOMOYHOI'O JOJPKHOCTHOTI'O JIMIT

10. B npuioskeHHH K pacriopsIMTeNbHOMY TOKyMEHTY Ha IIEPBOM €T0 JINCTE B IPAaBOM BEPXHEM YIIIy
MULIYT:

a.“Ilpunoxxenue”
0.“IIpunoxenne” ¢ ykazaHuEM HaMMEHOBaHUS PaCIOPSAUTEIHHOTO TOKyMEHTa

B.“IIpunoxeHnne” ¢ ykazaHHEeM HaMMEHOBAHUS PACIOPSAUTEIBLHOrO JOKYMEHTA, €r0 1aThl U
PETUCTPAIIMOHHOTO HOMEpa

11. KpaTkoe U3/10)KeHHE CMBICIIA TJOKYMEHTA COJACPKUTCS B PEKBH3HUTE ...
a.pe3OIoIHs

0.TeKCT TOKyMEHTa

B.OTMETKA O KOHTPOJIE

T.3arOJIOBOK K TEKCTY

12. TlpaBunbHOE 0hOpMIICHUE IATHI B TIOKyMEHTE:
a.B | momyromum 2015 r.

0.8 mepBom nonyroauu 2015 .

B.B I mon. 2015 1.

r.B iepBoMm mioit. 2015 1.
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13. IToamuck oTAEAsAETCS OT TEKCTA. ..
a.MHTEPBAJIOM
0.2 mHTEpBaIaMU

B.3 UHTEpBajJaMu

14. Tleyats Ha JOKYMEHTE IPOCTABIISETCS HA ...
a.TIOATUCH U JOJKHOCTH TOMHUCABIIETO
6.pexBuzute “YTBEPX]/IALO”

B.KOIMSIX JOKYMEHTa

r.pexkBusute “Jlata”

Z[.J'IPI"IHOﬁ noAIucCH JOJLDKHOCTHOTO JIMIIa

15. AnpecatoB B OHOM JIOKyMEHTE MOKET OBITb ...
a.TOJIBKO OJTUH

0.He Ooree Tpex

B.He 0oJiee YeThIpex

I.CKOJILKO HEOOXOIMMO

16. IlpaBunbHas gomycTUMas HyMepalys pa3aesioB, MOApa3esioB, TYHKTOB U MOAMYHKTOB JOKYMEHTA ...
a.l, I1, 111
6.1,2,3

B.a, 0, B

17. Ilpu cocTaBieHUH OTMETKH O MPHIOKEHUH K TEKCTY CIIyKEOHOTO IMMChbMa HE YKa3bIBAeTCs
KOJIMYECTBO JIUCTOB, €CIIU. ..

a.IpujiaraéMblii JOKYMEHT Ha OHOM JIMCTE
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0.[prIaraeMbliii JOKYMEHT CJIMIIIKOM OOBEMHBIN
B.IIPHUJIAraeMbIi JIOKYMEHT Ha OJTHOM JIUCTE ¢ 000POTOM

T.IIPIIOKEHUE COPOITIOPOBAHO

18. Crioco6 nmpeaBapuTeIbHOTO PACCMOTPEHHSI M OLICHKH MPOEKTa JOKYMEHTa peann3yeTcs B hopme:
a.BusupoBanus nokymeHra

0.Pe3onronnu Ha foKymeHTe

B.I'pucha cornmacosanus

r.OTMETKH O KOHTPOJIE

1.0OT™MeTKN 00 UCIIOJIHUTEIE

19. OT™meTky 00 HCIIOTHUTENE JOKYMEHTA MIPABUIBHO PACTIOIOXKHUTD B ...
a.JIEBOM HIDKHEM YTITy JIMIEBON MM 00OPOTHOM CTOPOHBI IEPBOTO JIUCTA JOKYMEHTA
0.11paBOM HIKHEM YTy JIMLEBOH MM 000POTHON CTOPOHBI IOCJIETHETO JUCTA JOKYMEHTA

B.JIEBOM HIDKHEM YTIy JIUIIEBON MIJIM OOOPOTHOW CTOPOHBI MOCIIEAHETO JINCTAa TOKyMEHTa

20. YcnoBHOE 0003HaUYeHNE TOKYMEHTA, IPUCBAaUBAaeMOE €My IIPU PEeTrHUCTPAIliH, Ha3bIBACTCH ...
a.PeructpanuoHHbIii HHACKC

0.[lopsiikoBEI HOMEP

B.Y4eTHBIN UHIECKC

r.PeructpanroHHbII HOMED

21. Hymepanuus cTpaHul] TOKYMEHTA IPOU3BOAUTCA:
a.110 LIEHTPY HWYKHETO OIS
0.110 LIEHTPY BEPXHETO MOJIS

B.B IIPaBOM BEPXHEM YIIIy JOKYMEHTA
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I.B [IPaBOM HIKHEM YLy JOKYMEHTA

22. PexBusuta “Ha3Banme Buma JOKyMeHTa  HET
a.Bo BHyTpeHHHX HOKyMeHTax

0.Bo BHEmHUX qOKyMEHTax

B.B mucemax, daxkcax, TexerpamMmax

I.B HEKOTOpBIX JOKYMEHTax

23. AnpecHple TaHHBIE TPEATNPHUATHSI YKa3bIBAIOT
a.B m1ro0p1x

0.Bo BHemHUX

B.B nucemax, dakcax, Tenerpammax

r.I'me aTo HEOOXOAUMO

4.3. OneHO4HbIE CpeCTBa AJI1 IPOMEKYTOUHOM aTTeCTalllu.

4.3.1. ®opmupyeMble KOMIIETEHIIMH C YKa3aHHEM 3TaroB X (GOPMHUPOBAHUS B MPOIECCE
OCBOEHUSI 00pa30BaTesIbHON TIporpamMmbl. [lokazarenn U KpUTEpUH OIEHHUBAHMS KOMIIETEHIIUHN C

y4eToM 3Tana ux GopMHUpOBaAHHS

Kon HanmenoBanme Kon HaunmeHnoBanme JTana
KOMIIETEHIIMM | KOMIIETEHIIUU JTana OCBOEHHMSI | OCBOCHHUS KOMIIETEHIINU
KOMIICTCHITHH
OIIK-6 Cnocobnocts pemats | OIIK-6.3 CrniocobHOCTb HIPUMEHSTD
CTaHJApTHBIE  3a/1a4u OCHOBBI MH(DOPMAIIMOHHON H
npogeccuoHaTbHON 6ubsmorpaduieckoit
JESTeTbHOCTH Ha KyJIbTYpBbl, HH()OpMAIMOHHO-
OCHOBE KOMMYHUKAI[HOHHBIX
nH()OpMAITMOHHON 51 TEXHOJOTUM ISl  pElIeHUs
6ubnmorpaduueckoit 3ajay  Mpo(hecCUOHANIBHOM
KYJBTYPBI c JeSITeTbHOCTH
PUMEHEHUEM
MH(pOpPMaIMOHHO-
KOMMYHUKAI[HOHHBIX
TEXHOJIOTUNA U C YYETOM
OCHOBHBIX TpeOOBaHUI
MH(GOPMaITMOHHON
0e301macHOCTH
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JTan 0CBOEHHS Iloka3are/ib OLeHUBAHUSA Kpurepuii ouennBanus
KOMIeTeHIMI
OI1K-6.3 Onpenensier OcymiecTBisieT 3¢ HEKTUBHBII
CriocoOHOCTB NPUMEHSITHIH()OPMALIHOHHO- BbIOOp MH(POPMALMOHHO-
OCHOBBI MH(OPMALMOHHON HKOMMYHUKALUOHHBIE KOMMYHHUKAIIMOHHBIX  TEXHOJIOTUU
brbmorpapuieckoit TEXHOJIOTUH,  TpeOoBaHUs| IIpH pelieHnn 3a/1a4
[KyJIbTYpBI, MH(OPMaNMOHHO{UH(OPMAIIMOHHOM ¥ npodeccHOHaATEHON AEATEIbHOCTH
KOMM YHUKAITMOHHBIX oubmorpaduieckoi YuuteiBaeT TpeOOBaHMS
TEXHOIOTUN NI PEIICHUSKYIBTYPhI y| nHGOpMAITMOHHOM 51
Bajad  npodeccuoHaIbHOWUH(OPMAILIMOHHOM oubmorpaduyeckoil  KyIbTypbl U
1esITEIIbHOCTH €30I1aCHOCTH npy| “HPOpMalMoOHHONH  Ge30macHOCTU
eIIeHNUN 3asay [IpH peleHun 3a1a4
podeccroHanbHON npodeccuoHaNbHON 1eATeIbHOCTH
€STEIIBHOCTH

4.3.2 TunoBble OLIEHOYHBIE CPEICTBA

1.

IIpuMepHbIe BONIPOCHI K IK3aMEHY
JIOKyMEHTUPOBaHUE  YIPABICHYECKOW  JESTENbHOCTU: OCHOBHBIC IIOHATHUS, THUIIOJIOTHS
JOKYMEHTOB, 001I1e TpeOOBaHUS K MX COCTABICHUIO H O(POPMIICHHUIO.

CoBpeMEHHOE  TOCYJapCTBEHHOE  PEryJIMpOBaHHE  JICIONPOU3BOJICTBA:  HOPMATHBHO-
MeToauyeckass 0a3a; TOCYAApCTBCHHBIC CTaHIAPTHI HA JIOKYMEHTBI W WX XapaKTepUCTHKA;
TOCYIapCTBEHHAsT CHUCTEMa JOKYMEHTAIIHOHHOTO OO0ECTIeYeHHsl yImpaBlieHHs — e€ [enb WU

OCHOBHBIC ITOJIOKCHH .

brnaHku JOKYMEHTOB: MOHSATHE; BHIbIL, (hOpMAThl, U3TOTOBJICHUE, pPa3MEICHHE PEKBHU3UTOB Ha
ToJIe YIJIOBOTO M MPOJIOIbHOTO mTamioB (reposl, amoiemsr, OKI1O, OI'PH, MHH/KIIK, OKVY/],
HAaUMCHOBAHHE OpPTaHM3alllY, CIIPAaBOYHBIC JJAHHBIC, PETUCTPAIMOHHEIA HOMEp, JlaTa, CChUIKAa Ha
pPETUCTPAIMOHHBI HOMEpP M Jary JOKYMEHTa); TpeOOBaHHS K YUYETy, HCIOJb30BAHHIO U
XPaHCHHIO.

Odopmiienne u pasmenienne pekBu3uToB OPJ] B 3aronoBOYHON dYacTW JOKYMEHTa: BHI
JOKYMEHTa; MECTO COCTaBJIECHUS; aapecar; rpud yTBEpKAEHHS; 3ar0JI0BOK; PE30JIIOLMS; OTMETKA
0 KOHTpOIJIE.

TpeOoBaHusI K COCTaBJICHHIO TEKCTOB  YHPABICHYECKUX  JOKYMEHTOB:  OCOOCHHOCTH
O(hUIHATBFHOTO JIEIOBOTO CTHJISI, YHOTpPEOICHHE MPONMUCHBIX M CTPOYHBIX OYKB, COKpAICHHE
CJIOB, yHI/I(i)I/IHI/IpOBaHHLIe TCKCThI, CBA3HBIC, TCKCTBI B BUIC aHKCT, T36JH/IH WIN COCAUHCHUA DTUX
¢dopm; oopmiieHNE TPUITOKEHUH.

Odopmienue u pa3menienue pekeu3utoB OPJl Ha cnykeOHOM TIOJIe TOKYMEHTA: MOIUCH; TPUP
COTJIacOBaHMs;, BU3a COIVIACOBAHU; IevyaTh; 3aBEpPEHUE KONHMH; OTMETKa 00 HCIOIHUTEIE;
OTMETKa 00 HCIOJHEHHHM AOKYMEHTa W HalpaBICHHUHM €ro B JEJI0; OTMETKa O MOCTYIUICHUH
JTOKYMEHTa B OpTaHH3aLHI0; UICHTU(PHKATOP HIEKTPOHHOM KOIHH.

VYcraB opranmzaunu u [lonoxkeHne o0 opraHuzaluu: NOHSATHE; MpaBoBas (opMa; coAepiKaHHe;
npaBuiia 0oQOPMIICHHS YTBEPKICHHS; CPOKH XPaHEHHUSL.

Ilonoxxenue o CTPYKTYPHOM MOAPA3ACJICHUN: TIOHATHUC,; IIpaBOBasd (bopMa; COACPIKaHUC,; MOPAAOK
COCTaBJICHUA U O(I)OpMJ'IeHI/IH; CPOKH XpaHCHUs, BHCCCHUC W3MCHCHUM 1 HOHOHHQHHﬁ.

I[OJ'DKHOCTHaFI HWHCTPYKIUSA: IIOHATHUC; IPpaBOBasg (1)0pMa; COACPpKaHUC,; TMMOPAAOK COCTABJIICHUA U
0(1)0pMJ'I€HI/IH; CPOKH XpaHCHHs; BHCCCHUC W3MCHEHUH U I[OHOJ'IHeHPIfI.



10.

I1.

12.

13.

14.
15.
16.

17.

18.

19.
20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

16

PaCHOpHILI/ITeJH)HI)IC JOKYMCHTELI B CUCTEMC YIIPABJICHUA: IIOHATUEC, BUABI U HA3HAYCHUC; TOPAIO0K
pa3pa60TKH B YCJIOBUAX CAUHOJIUYIHOTO MPUHATUSA peH.IeHI/Iﬁ " B YCJIOBHUAX KOJUICTHAJIBHOCTH.

[locTanoBieHue: BUA JOKYMEHTa; MpaBoBas ¢opMa M Ha3HAYCHUE, OPraHbl €ro MPUHUMAIOIINCE;
IOPUINYECKOEe OCHOBAHKE; PEKBU3HUTHI TOCTAHOBJICHHUS, IPABMIIA MX COCTABICHHUS U OQOPMIICHHS.

Pemienue: BUJ OOKYMCHTAa U HA3HAYCHUC, KCM IMIPUHUMACTCA; OCHOBAHUC [JId TIPUHATHA
pemeHI/Iﬁ; Tpe6OBaHI/I$I K TCKCTY U Oq)OpMJ'IeHI/II-O; KOHTPOJIb UCIIOJTHCHUA.

HpI/IKa3Z BUA JOKYMCHTA, KTO HU3JAaCT W LCJIb HU3AAaHHA; PCrYIUPYEMBIC BOIPOCHI 110
OpFaHI/I3aHHOHHOﬁ 1 OCHOBHOH ACATCIIBHOCTU,; COCTAaB PCKBU3HUTOB U

npaBuiIa ux opopmIIeHUS; MOATOTOBKA H 0()OPMIICHHE BBHITTUCKH; KOHTPOJIb
HCIIOJIHEHUS.

Pacnop;mceHHe: MOHATUEC, TTOPAAOK COCTABJICHUA N 0(1)0pMHCHH$I; OTJIIMYUTCIIBHBIC OCO6CHHOCTI/I;
BBITTUCKA U3 PACIIOPAKCHUA:

VYkazaHve: MOHSATHE NOKYMEHTA; ILENb H3JaHHs; MOPSAJOK COCTABICHHS W OQOPMIICHUS;
TpeOOBaHMS K TEKCTY; PACChIJIKa YKa3aHUH.

JlokymeHTHpOBaHHE pabOTHI C TIEPCOHAIOM: TEPCOHAIBHBIE TaHHBIE M MX OKYMEHTHPOBAaHUE;
XapaKTepUCTHKa KOMITJIEKCOB KaJpOBON JOKYMEHTAIHH.

[Nopsinok u mpaBuia oopMIIeHUS TOKYMEHTOB IIPH IIpreMe Ha padoTy.

[lonroroBka u odopmMieHne MPUKA30B MO JTMIHOMY COCTaBY: OCHOBaHHUE; TpPEOOBaHUS K TEKCTY;
TIPUKa3 IPOCTOM U CBOJHBIN; BU3BI O3HAKOMIICHHS, PETUCTPAITHS; OPOPMIICHHE.

TpeboBannss K oOGOpPMIICHHIO TOKYMEHTOB TIPH YBOJBHEHHH pPa0OTHUKA TIpEeA-TPUATHS,
OpTaHW3allNH, YIPEIKICHHSL.

JloKyMEHTHpOBaHUE ABMKECHUS KagpoB: (JOPMHUPOBAHUE M XPaHEHHUE JINYHBIX IEJ; IEepPEeBO Ha
Ipyryio paboTy, TpencTaBleHHE OTIYCKOB; O(OpMIEHHE TOOMPEHUA TUCIUILTHHAPHBIX
B3BICKaHUI; 0OopMIIEHHE KOMaHIUPOBOK; N3MEHEHHE aMUIINH, IMEHH, OTYECTBA.

I/IH(bOpMaHI/IOHHO-CHpaBOT-IHBIe JOKYMCHTEI: ITIOHATUEC, BUJBI, XapaKTCPUCTUKA KaXXI0TO BHU/JIA.

[IpoTokom: moOHATHE; BHUIBI MPOTOKONA; MpaBwia O(QOpPMIIEHHUS; MOATOTOBKA W O(GOpMIICHHE
BBITIMCKH U3 TIPOTOKOJIA.

AKT: OHATHE; BUABI aKTOB; OCOOCHHOCTH COJEPXaHUS pa3HbIX BUIOB; IPaBuiIa 0(GOPMIICHUS U
(hopMupoBaHUs B eia.

CrnyxeOHasl 3almucKa: BUIBI CIY)KEOHBIX 3alACOK, X TOHSATHS; XapaKTepHUCTHKA KaXXIOTO BHIIA;
MpaBHJIa COCTABIICHUS U O(DOPMIICHHS.

JlenoBoe MHUCHhMO: MOHATHE M QYHKIMH; PA3HOBUIAHOCTH JIEIOBOTO MHChMa; 00Mas CTPYKTYypa;
crienu(uKa TeTOBOTO CTHIIS, STUKET B ICJIOBOM MEPEIHCKE; 0COOCHHOCTH 0POpMIICHHUS.

Opranmzanusi paboTbl C OOpalieHHAMH TpPaXXJAaH: 3aKOHOJAATEIHbHO-HOPMATHUBHEBIE —AaKThI;
Kiaccuukanus oOpaleHnui; IETONPON3BOACTBO IO OOpaIieHUSM TpaKIaH; OpTaHU3AIIMI
MpreMa; opraHu3aIus paboThl ¢ 00OpaIlEHUsIMU JICITYTaTOB.

Opranmu3anust JOKyMEHTOOOOPOTa B ammapare YHpPaBICHHS: IOHATHE «JOKyMEHTOOOOpOT» H
pasBuTHE ero HOPMAaTHBHO-METOIMYECKOM peraMeHTaluy; XapaKTepUCTUKA
JOKYMEHTO00O0pOTA; 3Talbl ABMKECHHUS U MOPSAOK 00paOOTKH TOKYMEHTOB.

WHpopMaMOHHO-TIONCKOBasl ~ CUCTEMa [0  JOKYMEHTaM  OpraHM3allid:  PEeTUCTpaIys
JOKYMEHTOB; OpTaHu3alus HHPOPMATHOHHO-CIIPABOYHOH PaOOTHI.
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31. KoHTpoiap 3a cpoKaMH MCTIOIHEHHS JOKYMEHTOB: IIEJIM M 33J1a4d KOHTPOJISL; CPOKH MCIIOTHEHUS
JOKYMEHTOB; YPOBHH KOHTPOJISI; BBIOOP JOKYMEHTOB AJISl TOCTAHOBKH Ha KOHTPOJb; MPOBEPKa
XOJla UCTIOJHEHUS]; CHATHE JOKYMEHTOB C KOHTPOJISI; aHAJIN3 UCTIONHUTEIBCKON TUCIUTUIHBL.

32. CI/ICTeMaTI/I3aLII/I$I u obecreueHue COXpAaHHOCTU OOKYMCHTOB: OpraHuv3anus XpaHCHUSA
AOKYMCHTOB; HOMCHKIJIATypa ACJ; COCTABJICHUC 3aroJIOBKOB; (I)OpMI/IpOBaHI/Ie p1(SAI 8 O(l)OpMJ'ICHI/Ie
06HO)I(I(I/I; YCTAHOBJICHHUE CPOKOB XpaHCHUSA,; OKCIEPTH3a HEHHOCTU JOKYMCHTOB.

Tunosblie NpaKTUIeCKUue 3aaHusA

PABPABOTATH JOKYMEHT

B 3aganusix ompeznenéH Bompoc, MO0 KOTOPOMY HEOOXOAMMO HPUHATH YIPaBIEHYECKOE
pemieHue. Yka3zaH BUJ JIOKYMEHTa U MyTU pelieHus Bompoca. Heobxomumo pa3paboTarh TEKCT
pacmnopsAIUTEIbHOTO JIOKYMEHTA, COCTOSIUIMA W3 BBOJHOM W PACHOPSOUTEIBbHOW 4YacTH,
o(opMuUTH €ro Ha COOTBETCTBYIOIIEM OJIaHKE C yKa3aHHeM JaThl U HoMepa. OPOpMUTE PEKBU3UT
«Bwusa cornacoBaHus», a npu HeoOxoaumoctu U «I'pud cornmacoBanus». [loanucats TOKyMEHT.
OOpatuTh BHUMaHUE — €CThb JIM K JOKYMEHTY MpPUJIOXKEHUs, €ClIM €CTh, TO O(QOPMUTH HUX
COOTBETCTBYIOLIUM 00pa3oM.

K mpeioskeHHbIM BapHaHTaM peIeHus! BOIpoca MOXKHO JJ0OaBUTh CBOU.

Ilocmanoenenue znasvi 2opoda Ceemnozopcka

B nokymente ormeruTh, uTO HacTynaer H-s romoBiimHa OCBOOOXKIEHHMS TopoAa OT
HeMeIKO-(alIMCTCKUX 3aXBaTYUKOB, YTO HEOOX0IUMO (hOpMHUPOBATH T'€POUKO-NIATPUOTHYECKOE
CO3HAHUE MOJIOAEKHU, TOPAOCTh 3a IEPOMUYECKOE IPOLUIOE CBOUX COTpa)K[aH, 3aKpeIuieHUE
3HaHUN UCTOPUU. YCTAaHOBUTH BpeMsl MPOBeJIeHUs (pecTuBas UCTOPUKO-NATPUOTUYECKON MTECHU
«Conmarckuii KOHBEPT» CPEOU YYALUXCS CPEJHUX UIKOJ, YUYPEKICHHH IONOJIHUTENBHOIO U
HAyaJIbHOIO MPOQPECCHOHATIBLHOTO O0pa30BaHUS TOpoja. YTBEPAUTH IMOJOKEHHUE O TOPOJICKOM
¢decTuBane, COCTaB JKIOPH, OPIKOMHUTET, CMETYy pacxofoB. llopyuuTs: oTaeny mno jgenam
MOJIOZIEKHM — OPTraHU3alUI0 U MPOBEJACHUE JAHHOTO (heCTUBANS; YNPABICHUIO SKOHOMHYECKOrO
pa3BUTHS ropojia — ero ((MHAHCHPOBAHHE HA OCHOBAHUU YTBEPKIEHHON CMETHI.

KoHTponupyeT BBINOIHEHUE MOCTAHOBIEHHUS 3aM. IJIABBI, TOTOBUT IIPOEKT HadaJIbHUK
ylpaBiieHHsl 00pa3oBaHMsA, COIVIACOBBIBAIOT C HAYAIbHUKOM (DMHAHCOBOTO YIpaBIECHUS U
3aBEAYIOIIHUM OTAEIIOM IO JEIaM MOJIOIEKHU.

Cayxe0HOoe MHCBMO

[TuceMO cocTaBUTH Ha COOTBETCTBYIOLIEM OJIaHKE OpraHu3aluu, OPOPMUTH PEKBUZUTHI
«/lara nokymenTa», «CcbUika Ha 1aTy ¥ HOMEp JOKyMEHTa» (IIpU HeoOXOAUMOCTH), «Aapecary,
«IToamucey, «@aMuUIHs UCIOITHUTEIIS.

Jig TekcTta MCIONIb30BaTh IPEUIOKEHHBIM MaTepuall, W3J0KUB €ro B IPaBUIbHOU
MIOCJIEZIOBATEIBHOCTU M YCTAHOBJIEHHOW HOPMAaTUBHBIMU JIOKYMEHTaMU (hopme.

I'apanTHiiHOE I CHMO

[TpousBoacTBeHHoe oObeanHeHne «CTpoWTeXHMH(POPMATUKa» OTIPABISIET TapaHTUHHOE
IIUCBbMO B ajjpec yueOHO-METOAMYECKOro IIEHTpa IOKYMEHTOBeIeHus U ynpasieHus (Mocksa, 2-
i CmomneHckuil mepeynok 1/4, ctp.l) ¢ mpock00il BKJIIOUMTH B YHCIIO YYaCTHHKOB CEMHUHApa
«/1emonponu3BOACTBO U apXWB», KOTOPBIM COCTOUTCA C ....... o ........ , COTPYIHHMKOB
MIPEANPUATHS: 3aMECTUTENSI HadaJbHUKA OTIENA AeJIonponu3BoacTBa ApxumnoBy M.b., rmaBHOTO
CIIelIMaJIucTa TOro e oraena bopucosy K.M.

[amee oHM yBepsAOT pykoBoAcTBO YMI] He3ameIUTENbHO OIUIATUTh CTOMMOCTH
00y4eHUs 10 NPEIbABICHUIO UMU CUETa-(haKTyphl

Iucsmo-noarBepxkaeHHE

[Ipesunenty Ganka «Omera-lOpom» Yunbsimy @. J[XKOHCY-BTOPOMY, 3CKBAalpy MPUILLIO
MOJATBEP)KICHUE OT NEPBOr0 BULE-NPE3UACHTa KOMIaHuu «HTepHAIIHA OONIUHT cocaiieTn»
Puuapna II. XsmunroHa, kaBanepa oOpaeHa bpuTaHCkoM uMIEpUu, IA€ OH HMMEET YeCTb
MOJATBEPIUTH JOCTOYTHUMOMY CAOPY HaMEpEHUE PYKOBOJCTBA CBOEW KOMIIAHUU NPUOBITH Ha
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IIEPETOBOPHI 110 BONPOCY KPEIAUTOBAHUS NPOEKTa CTPOUTENBCTBA JIE€JI0BOro lLieHTpa «busnec-
cutu-XXI» B panee cormacoBaHHble cpoku. lIpemnaraer nmpuHATE CBOM yBEpEHHUs B BeCbMa U
BECbMa BBICOKOM K HeMy noureHuu. C NHCBMOM OH OTIPABISET CIIUCOK COCTaBa JEJNEralyy,
YIOJIHOMOUYEHHOMU MPEJICTaBISTh KOMIIAHUIO Ha TIEPErOBOpax U MPOEKT IPOrpaMMbl IIEPErOBOPOB
(TonbKO anpecary, KOHQHUICHIMAIBHO).

3aKaH4YMBAETCs MUCHbMO YBEPEHHUEM YPE3BBIYAIHOIO IOUYTEHUS.

[[Tkana oueHUBaHUA.

OueHka 3HaHWW, YMEHWH, HABBHIKOB TPOBOJUTCS Ha OCHOBE OalIbHO-PEHTHHTOBOM
cucrembl: 30% u3 100% (wmm 30 6amwtoB u3 100) - BKiIag B UTOTOBYIO OLIEHKY IO pe3yabTaTaM
MPOMEKYTOUYHOM aTTECTALNH.

[Ipu oneHnBaHMM OTBEeTa OOYYAIOLIETOCS B XO/A€ MPOMEXYTOYHOM aTTecTallid MOXKHO
ONMPATHCS HA CIEAYIOIINE KPUTECPUU:

bauel Kpurepuii onieHku

26-30 OOyyaromuiicss  TOKa3bIBa€T BBICOKMH  ypOBEHb  KOMIIETCHTHOCTH, 3HAHHUS
OpOTPpaMMHOTO  Marepuana, Y4eOHOW, TepHOAMYEeCKO U  MOHOTrpaduIecKon
JUTEPATYPbl, 3aKOHOJIATENICTBA U MPAKTUKHU €TI0 IPUMEHEHUS, PACKPBIBAET HE TOJIBKO
OCHOBHBIE MOHSTHS, HO M aHAJIM3UPYET UX C TOUKU 3PEHUS PA3INYHBIX aBTOPOB.
OO0yuaromuiicsi MOKa3bIBaeT HE TOIBKO BHICOKUN YPOBEHb TEOPETHUUECKHUX 3HAHUH, HO
U BHOUT  MEKIUCUUIUIMHApHBIE  CBsi3u.  [IpodeccrmoHanbHO,  TPaMOTHO,
MIOCJIEI0BATENBHO, XOPOUIUM SI3bIKOM YETKO M3JIaraeT Marepuai, apryMEHTHPOBAHHO
dopmymupyeT BBIBOIBI. 3HAET B paMKax TpeOOBaHMI K HANpaBICHHIO W MPOQUII0
MOJITOTOBKHM 3aKOHO/IATEIbHO-HOPMATUBHYIO U TMpakThdeckyro 0a3zy. Ha Bompocsl
OTBEYAET KPAaTKO, ApI'YMEHTHUPOBAHO, YBEPEHHO, IO CYLIECTBY.

16-25 OOyuyaromuiicss TMOKa3bIBa€T JOCTATOYHBIM YpOBEHb KOMIIETEHTHOCTH, 3HAHUSA
MaTepUaJIOB 3aHATUH, yUeOHOW M METOIUYECKON JIUTEpaTypbl, 3aKOHOJATEIbCTBA U
NPAaKTUKU €ro NMPUMEHEHHs. YBEPEHHO U MpOo(eCCHOHAIBHO, TPAMOTHBIM S3BIKOM,
SCHO, YETKO U MOHATHO H3JIaraeT COCTOSHHE U CYTh BOIpPOCa. 3HaeT HOPMATUBHO-
3aKOHOJATEIbHYI0 M  MpakTUYeCKylo 0a3y, HO Tpd OTBETE€ JOIYCKaeT
HEeCYIEeCTBEHHbIE norpemHocTi. O0yJaromuiics MOKa3bIBaeT JOCTATOUYHBIH YPOBEHb
npogecCHOHANBHBIX 3HaHUHM, CBOOOJHO ONEpUPYET MOHATHUAMM, METOJAMH OLIEHKU
NPUHATUS PEUICHUH, HMEEeT NPEACTABICHHE: O MEKIUCLHUIIMHAPHBIX CBA3SX,
YBSI3BIBAET 3HAHMS, IOJIyYEHHBIE IPU HM3YYCHHM pPa3iIM4YHBIX JUCLMILINH, YMEET
AQHAJM3UPOBATh MPAKTUYECKUE CUTYallMH, HO JOIYCKAE€T HEKOTOPHIE MOTPEIIHOCTH.
OTBeT NOCTPOEH JIOTUYHO, MaTEpUaj MU3JIaracTcs XOPOIUMUM SI3bIKOM, ITPHUBIIEKAETCS
WH(QOPMATHBHBI W WUIIOCTPUPOBAHHBIM Marepuan, HO TPH OTBETE JOITYCKaeT
HEKOTOpBIE MOTPEIIHOCTH. BOIPOCHI HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYAHEHUN.

6-15 OOyuaromuiicss MOKa3bIBaeT JOCTATOYHbIE 3HAHMS MAaTEpUAIOB 3aHATHI, HO MpuU
OTBETE OTCYTCTBYET JIOJDKHASL CBSI3b MEXKIY aHAIM30M, apryMEHTAle U BbIBOJAMH.
Ha mocrtaBieHHbIC YIeHaAMHU KOMHCCHH BOIIPOCHI OTBEYAET HEYBEPEHHO, TOITyCKAeT
norpemHocTd. OOydarouuiics BiajeeT NPAaKTUYECKMMU HaBbIKAMH, IPUBJIEKAET
WITIOCTPATUBHBI Marepuai, HO YyBCTBYeT ce0s HEYBEpEeHHO TIIpH aHAIIN3e
MEXIUCUMIUIMHAPHBIX CBsizel. B oTBeTe He Bcerna NPUCYTCTBYET JIOTHKA,
apryMEHTHl TPHUBIEKAIOTCS HEIOCTaTOYHO Beckwe. Ha mocTaBieHHBIE BOMPOCHI
3aTPYAHSAETCS C OTBETaMH, TOKa3bIBACT HEJAOCTATOYHO NIyOOKHE 3HAHMSL.

0-5 OOyuaromuiicss MOKa3bIBaeT clladble 3HAHMS MaTepualioB 3aHATUH, YyueOHOM
JUTEPATypbl, 3aKOHOJIATEIbCTBA M NPAKTUKU €ro NPHUMEHEHUs, HU3KUH YPOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE MW3JIOKeHHE Bompoca. OOydaromMicsi NMOKa3bIBaeT
ciabblii  ypoBeHb TNPO(PECCHOHATBHBIX 3HAHUHM, 3aTpyIHseTCs TMpU aHAIN3e
MIPaKTUYECKUX cUTyauuid. He MoXeTr nmpuBeCTH NpuUMeEphl U3 peaJbHOM IMPaKTHUKH.
HeyBepeHHO M JIOTHYECKH HEINOCIENOBATENbHO M3Jaraer marepuain. HempaBuiabHO
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| I OTBCYACT HA BOIMMPOCHI WX 3aTPYAHACTCS C OTBCTOM.

[IIkana nepeBoa U3 MHOTOOALTLHOW CUCTEMBI B TPAJAUIIMOHHYIO:

- o0yuaroleMycsi BBICTABJISIETCS] OLIEHKA «HEYIOBJIETBOPUTEIBHO» €clu 00yJaromuiics
Habpan menee 50 Gamos,

- OIIGHKAa «Y/JOBJIIETBOPUTEIHHO» BBICTABISIETCSI MPH YCIOBUHU, €CIM OO0ydaroluiics
Habpai ot 50 1o 65 Gaos;

- OLICHKA «XOPOIIIO» BBICTABJISIETCS MPHU YCIOBHH, €CIM OOydaromuiics Habpan oT 66 1o
75 Gamnos;

- OIICHKa «OTJIMYHO» BBICTABJISIETCS TP YCIOBUU, €CIU oOyuaroluiicss Habpai ot 76 1o
100 6annos.

100 GanoB BBICTaBISETCS MPU YCIOBUH BBINIOJHEHHS] BCEX TPEOOBaHUM, a Takxke MpH
00s13aTeIbHOM ~ TPOSIBICHMM TBOPYECKOTO OTHOIIEHHWSI K TPEAMETY, YMEHHUU HaXOIUTh
OpUTHHAJIbHBIE, HE COJEp)KaIlUecss B y4eOHMKaX OTBEThbl, YMEHHUU pabOTaTh C MCTOYHHUKAMH,
KOTOpBIE COJEpXkKarcs JAONOJHUTENIBHOM JuTeparype K Kypcy, YMEHUU COEIMHATH 3HAHUS,
MOJTy4YEHHBIE B JAHHOM KypCe CO 3HAHUSAMHU JAPYTUX JTUCHUIUINH.

4.4. Meronnueckne MaTeprabl

VYcTHBIN onpoc SBISETCS OJAHUM W3 OCHOBHBIX CIHOCOOOB NMPOBEPKH YCBOCHHS 3HAHUI
oOydaromumucs. Pa3BepHYyTBHIE OTBET CTyAEHTa JOJKEH IMPEJCTaBIsATh COOON CBSA3HOE,
JIOTMYECKU IOCIIEI0BATENIBHOE COOOIEHNE HA ONPEAEICHHYIO TEMY, IIOKa3blBaThb €ro yMEHHE
IIPUMEHATH ONPEICIICHUs, MpaBuUila B KOHKPETHBIX ciay4asX. OCHOBHBIE KPUTEPUU OLIEHKH
YCTHOTO OTBETA: MPABUIBHOCTh OTBETA IO COAEP’KAHMIO; MOJHOTAa M I'TyOMHA OTBETA; JIOTHKA
U3JI0KEHMSI MaTepuasa (YYUThIBAETCSl YMEHUE CTPOUTH LIETIOCTHBIH, OCIIE10BaTEIbHBIN paccKas,
IPaMOTHO TI0JIb30BaThCsl CHEIHAIBHON TEPMHUHOJIOTHEN); HCIOJb30BAaHUE JOMOJIHUTEIBHOTO
MaTepuaa.

5. Meroauueckue yKazaHus JJis 00y4AIOLIUXCH MO0 OCBOEHUIO U CHUILIUHBI

Memoouueckue ykasanusi no camocmosmenbHou N0020MOBKe K 3AHAMUAM JTeKYUOHHOZ2O0,
NPAKMUYecKo2o (CeMUnapcKo2o) muna.:

[loaroroBka K 3aHATHSAM JOJDKHA HOCUTH CUCTEMATMYECKUM Xapakrep. JTO IMO3BOJIUT
o0ydaroliemMycs B II0JIHOM 00beMe BBIIIOJIHUTE Bce TpeOoBaHUs npenoaaBaress. OOydaromumcst
pEKOMEHAYETCSl M3ydaThb KaK OCHOBHYIO, TaK U JONOJHUTEIbHYIO JIUTEPATYpy, a TaKkKe
3HAaKOMUTbCA ¢ VIHTepHeT-UCTOUHMKaMM (CHMCOK HpUBEAEH B paboueil mporpamme 1o
JTUCIUTUINHE).

Bomnpocs! 11151 caMOCTOATENBbHOM TOATOTOBKH (CaMOIIPOBEPKH):

Oransl pazsutus 10Y

B3anmocssa3p JJOY ¢ qpyrumu Haykamu.

HopmaruBHo-MeToauueckas 6a3a Aeaonponu3BOICTBa

MexayHapoanbsle TpeOoBaHHA K O(OPMIIEHUIO JOKYMEHTOB: TpeOOBaHHUS K OJaHKY, K
o(hopMIIEHHIO PEKBU3HUTOB

5 DU/ u apxuBHOE XpaHEHUE JOKYMEHTOB

AW N —

Memoouueckue yxazanus no no02omoske 0oxk1add

[MogroroBka oOyYarOmmMXcsi K ONPOCY MpeanoiaraeT HW3y4eHHe B COOTBETCTBUHU
TEMaTUKON JUCUUIUIMHBI OCHOBHOM/ JJOMIOJHUTENBHOM JIUTEpaTyphbl, HOPMAaTUBHBIX JOKYMEHTOB,
WHTEPHET-PECYPCOB.

OO6yuaromuiicsi TOTOBUT OKJIAJ B (pOpMe YCTHOTO COOOILEHHS 110 TeME TUCIUILIHHBI.

IIpennaraercs ciemyromas CTpyKTypa JOKIaaa:

1. BBenenue:

— YKa3bIBaeTCsl TeMa U LeJb JJOKIIA/1a;
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— o0o3HauaeTcs mpobiIeMHOe ToJie, TEeMaTUYECKUe pa3aesbl JOKIaa.

2. OCHOBHOE COJIep)KaHUE JIOKJIa1a:

— TOCIIEI0BATENLHO PACKPBIBAIOTCS TEMATUUECKHUE Pa3AeIbl JOKIA .

3. 3akirodyeHue:

— MPUBOJATCS OCHOBHBIE PE3YABTATHI U CY)KJIEHHUS aBTOpA IO MOBOIY ITyTeH BO3MOXKHOTO
pelIeHNs PAaCCMOTPEHHO MPo0IeMbI, KOTOPbIE MOTYT ObITH O(POPMIIEHBI B BUJIE PEKOMEH AL,

Memoouueckue ykazanus no no020moeke K mecmuposanuio:

IIpy moAroTOBKE K TECTUPOBAHUIO CIENYET YYUTBIBATH, UTO TECT IIPOBEPSET HE TOJIBKO 3HAHHE
MOHSTUH, KaTeropwii, COOBITHI, SBICHWUH, YMEHHs BBIIACIATH, AHAIMU3UPOBATH W 0000IIATH
HauOoJiee CYIIECTBCHHbIE CBSI3M, NMPHU3HAKM M TNPUHLMIBI Pa3HbIX SBICHUA M IPOLECCOB.
[ToaToMy mpu MOArOTOBKE K TECTY HE CIEAYET MPOCTO 3ay4YHBaTh, HEOOXOAUMO MOHSATH JIOTUKY
U3JI0KEHHOT0 Marepuana. DTOMY HEMajo CIIOCOOCTBYET COCTaBJICHHE Pa3BEPHYTOro IUIAHA,
Tabyul, cXxeM. bBoJblIyl0 MOMOIIL OKa3blBalOT HHTEPHET-TPEHAKEPhI, IO3BOJISIOLINE, BO-
NEPBbIX, 3aKPENUTh 3HAHHS, BO-BTOPBIX, MPHOOPECTH COOTBETCTBYIOLIUE IICUXOJOTHUYECKUE
HABbIKU CAaMOPETYJISIUU U CAMOKOHTPOJIS.

TecTupoBaHue uMeeT pa 0COOEHHOCTEH, 3HaHUE KOTOPBIX ITOMOTaeT YCIEIIHO BHIIOIHUTH TECT.
MoxHO JaTh ClEIyIIMe METOAMYECKHE PEKOMEHJALMU: CJeIyeT BHHUMATEIbHO W3Y4YHUTh
CTPYKTYpYy T€CTa, OLEHUTh 00bEM BPEMEHH, BBIIEISIEMOro Ha JaHHbIM TECT, YBUAETb, KAKOTO
THUIIA 3a/1aHUSI B HEM COJIEp>KaTCsl; OTBEYaTh Ha T€ BOMPOCHI, B IPABUIBHOCTH PELICHUS] KOTOPBIX
HET COMHEHMI, [TI0Ka HE OCTAaHABJIMBAsICh HA TEX, KOTOPbIE MOTYT BbI3BAaThb JOJITUE Pa3LyMbs;
OYEeHb BaYKHO BCETJa BHUMATEIbHO YMUTATh 33aJlaHUS 10 KOHLA, HE MbITAsICh MOHITH YCIOBUS «IIO
IIEPBBIM CIIOBAM).

Memoouueckue pexomenoayuu no Hanucanuio peghpepama.

Pedepar sBisercs caMOCTOATENBbHOM mpakTHYeckod paboroir oOywaromuxcs. OH
MIPU3BaH OIPEICIUTh CTENEHb OCBOCHMS CTYAEHTOM 3HAHUN M HABBIKOB, MOJYYEHHBIX UM B
IIPOLIECCE U3YUEHUS TUCLUIUIMHBI.

Texcr paboThl MOMKEH ObITH HamucaH B HaydHoM ctuiie. OgopmileHHEe TeKCTa TaKKe
JIOJDKHO OBITH BBINOJHEHO I'pamMoTHO. Crenyer u30eraTh MyCThIX MPOCTPAHCTB U, TeM Ooee,
cTpanull. Ha Bce TaGnuIipl, pUCYHKU U 1HarpaMMbl JIEIAa0TCs CChUIKH B TEKCTE.

Pabora Bemonusiercs B ¢opmare A4. Ulpupt — TimesNewRoman. OcHOBHOW TekcT
pabotsl HaOupaercs 14-m mpudpTom uepe3 1,5 uHTepBana, BbIpaBHUBAHUE IO UIMPUHE,
MEXOYKBEeHHbI HHTepBal «OObIUHBI», KpacHas cTpoka 1,25 cM. ABTOMaTHYeCKH
paccraBisitoTcst nepeHockl. [lons: Bepxuee 2,0 cm, HmwkHee 2,0 cM, jeBoe 3 cM, mpaBoe 1 cwm.
[IpomexxyTkn Mexay a03anaMu OTCYTCTBYIOT. BBeneHue, I71aBbl, 3aKIIOYEHHE, CIIMCOK
JUTEpaTypbl U MPUIOKEHUS (HOPMATUPYIOTCS KaK 3arojOBKM MEPBOIO YPOBHS M HAUYMHAIOTCS
KaXbli C HOBOM cTpaHuLbl. [logpasnesnsl riaB ¢ HOBOM CTpaHUIbl HE HAUMHAKOTCS.

CHOCKkM JienaloTcsi BHM3Y CTpaHMIbl. TabmuIl U PUCYHKH HYMEPYIOTCS OTIENbHO.
Howmep BkitouaeT HoMep IJIaBbl 1 HOMEP PUCYHKA/TaOMUIIbI B TAHHOH IJIaBe.

Crpanunbl paboThl JOJKHBI ObITH HpoHYMepoBaHbl. Hymepanuss HaumHaeTcs co
CTpaHMIIbI C OTJIaBIIEHUEM, Ha KOTOPOW cTaBUTCS Ludpa «2» u aanee — 1o nopsaxky. OkoHuaHue
HyMepaluy NPUXOAUTCA Ha IOCJIEIHUN JUCT cHHcka jureparypbl. Homep craBUTCS BHU3Y
cTpaHulpl cripaBa. Ha cTpaHunax ¢ NpuiIoKeHUSIMU HOMEDPA HE CTaBSTCS, U B OIVIABJICHUE OHU HE
BbIHOCSTCS. B oraBieHun yka3blBaeTCsl TOIBKO HOMED MEPBOTO JIMCTA MEPBOIO MPUIIOKEHHUS.
Oo6wem pedepara 7-15 crp.
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6. YueOHas uTepaTrypa U pecypchbl HH(POPMAIMOHHO-TETEKOMMYHUKAIIMOHHOI ceTn "UHTepHeT",
BKJIIOYASl NlepedeHb Y4eOHO-MeTOANYeCcKOro odecnedeHns 1JIsi CAMOCTOATEIHLHONH padoThI
00y4YaIoIMXCH MO AUCIHUIITHHE

6.1. OcHoBHas UTEpaTypa

1. [enonpousBOoACTBO : 00pa3Ibl, JOKYMEHThI, OPIraHU3aLUs U TEXHOJOTHs paboThI : C yUeTOM
Hoeoro [TOCT P 6.30-2003 "VHudunupoBaHHbIE  CHUCTEMBl  JOKYMCHTAITUH.
YHupunupoBanHas  CHUCTeMa  OPraHU3alMOHHO-PACIOPATUTENIBHON  JOKYMEHTAIIUU.
TpeboBanus k opopmienuro gokymeHToB"./ nmox pen.: M.K. KopneeBa, B.A. Kyapsesa - 3-e
u3aHue, nepepadoTaHHoe U gonojgHeHHoe. - M. : IIpocnekr, 2011. - 479 c.

2. Ky3nenor M.H. JlenoBoe muchmo : yueOHO-cripaBouHoe rmocooue. - M. : Jlamkos u K, 2012

—288c.
3. Mengenesa O.B. OcCHOBBI JOKYMEHTAallMOHHOTO OOECIIEUEHUS yINpaBiIEHUs. 2-€ U3,
[DnexTpoHHBI pecype] : yueOHOoe mocobue / O.B. MeaBeneBa. — DIEKTPOH. TEKCTOBBIE

nannbie. — KpacHogap: HOXHBIM MHCTUTYT MeHekMeHTa, 2012, — 175 ¢. — 2227-8397.
— Pexxum noctyna: http://www.iprbookshop.ru/9566.html

6.2.  JlomoiHUTeJBLHAs JIUTEPaTypa

1. beikoBa T.A. O Hexoropbix mpobmemax cdepsl ympaBieHHs IOKyMeHTamu B Poccuiickoit
Oenepannu // Bectauk PITY. Cepusi: JlokymeHToBeneHHe W apxuBoBeAeHue. MHdopmaruka.
SamuTa uHGopMalu U MHGOpMaIMoHHas Oe3onacHocTh. 2014, Ne 2 (124). C. 40-45. - DBBC
elibrary http://elibrary.ru/item.asp?id=21653208

2. JHenompousBonctso / mox pen.: M.K. Kopueesa, B.A. Kynpsiera - M. : Ilpocnekr, 2011. -
479 c.

3. JloxkymeHToBeneHue. Y4eOHHMK W TPAKTUKyM JUIsl akaJeMudeckoro OakanaBpuara /
Hoponuna JILA. - OtB. pen. - M.: MUzmarensctBo IOpaiit, 2015. - 3bC "HOpait"
http://www.biblio-online.ru/thematic/?id=urait.content. 3 AED6A08-1A40-4245-9965-

A93821931223 &type=c_pub

4. KyznenoB M.H. JlokymMeHTanmmoHHOE oOecleYeHue YIpaBiIeHUS. JTOKYMEHTOOOOpPOT U
JIEJIONPOU3BO/ICTBO 2-€ W31., MEep. U JOMN. YUEeOHUK U MPAKTUKYM JUIsl IMPHUKIATHOTO
OakanaBpuara - M.: M3patensctBo IOpaiit, 2015. - OBC "HOpaiit" http:/www.biblio-
online.ru/thematic/?id=urait.content. IEB1230C-A9AA-4919-8E51-
C4B5CC0728D9&type=c_pub

5. Iysamoa H.H. OcHOBBI 1€7I0MIPON3BOJCTBA. SI3BIK CIY)KEOHOTO JOKyMEHTa. YUeOHUK H
NPaKTUKYM JUIsl akajemuueckoro OaxanaBpuata / lllyBanmosa H.H., MBanoBa A.1IO. - M.:
WznarensctBo FOpaiit, 2015. - DBC "HOpaiit" http://www.biblio-online.ru/thematic/?
id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub

6. Paspmopoxubiii, A. A. JIoOKyMEHTHpOBaHHE YIPABIECHYECKOM MEATENbHOCTU : YydeOHOe
nocobue : gomymeHo CoBerom YMO By30B Poccum... mo cnenuanbHOCTH "MEHEHKMEHT
opranuzauuu". - M. : UHOPA-M, 2011. - 302 c.

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

6.3. YueOHO-MeTOOMYECKOE OOecIiedeHre CaMOCTOSITeIbHOI padoThI
1. Aranos, B. C. ConuajibHO-IICUXOIOTMYECKUE JETEPMUHAHTBl KPEaTUBHOW KOMIIETEHTHOCTH
CTyAEHTOB : MoHOTrpadus / Aramos, Banepuit Cepreesuy, JlaBnerosa, Paga Yenosna. - M. :
MakxkeeB Urops BsiuecnaBosuuy, 2016. - 163 c.


http://www.jstor.org.ezproxy.ranepa.ru:3561/stable/10.2979/eservicej.8.3.24
http://www.biblio-online.ru/thematic/?id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.96E0629C-73A9-4B12-9BCD-40C5A62EC89E&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.1EB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub
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http://www.biblio-online.ru/thematic/?id=urait.content.1EB1230C-A9AA-4919-8E51-C4B5CC0728D9&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://elibrary.ru/item.asp?id=21653208
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13.

14.

15.

16.
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2. Moznenb NO3MLIUMOHHOTO OOYYEHHUS CTYACHTOB [DJEKTPOHHBIA pecypc]: TeopeTHueckue
OCHOBBI M Meronudeckue pexomenmaruu/ M.b. usa [m ap.].— DIEKTpOH. TEKCTOBBIE
naHHble.— M.: MocKkoBckuil ropoJCKOM menarormueckuil yausepcurer, 2012.— 152 c.—
Pexxum nmoctyma: http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.— 3bC
«IPRbooks»

3. OOpa3zoBarenbHble THHOBALMU U MPAKTUKU Kapbepbl : COOPHUK METOINYECKUX MATEPUajIOB U
crareit / PAHXul'C npu [Ipe3unente PO. - M. : [leno, 2015. - 192 c.

4. llcuxonoruss ajantauMd W couuaibHas cpena. CoBpeMeHHbIE IOAXOAbl, MPOOJIEMBbI,
nepcnekTuBbl [nexTpoHHbli pecypce]/ JLI. Aukas [u ap.].— DneKTpoH. TEKCTOBbIE JaHHBIE.
— M.: Ilep Co, 2007 — 624 c— Pexum JocTyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/743 1.html.— 3BC «IPRbooks»

5. ConuanbHO-TICUXOJIOTUYECKUE AaCTEeKThl (OPMHPOBAHUSA KYJIBTYPHl CaMOOOyUYarOIIeHcst
opranuzanuu / A. 5. Hukonaes [u ap.] // Bonpocsl ncuxomnoruu. - 2014. - Ne 6. - C. 44-52.

6.4. HopmaTtnBHBIe IPaBOBbIE JOKYMEHTHI

®enepanbhblii 3akoH oT 27 utonst 2006 . N 149—®D3 «O06 unpopmarmu, nHGOpMAITHOHHBIX
TEXHOJIOTHSIX U O 3alUTe UH(DOpMALIUN»

®enepanbHblii 3ak0H OT 26 nexadps 1995 Ne 208—D3 «O06 akuuOHEpHBIX 00IIEecTBax» (B pel.
ot 27 utong 2006 Ne 146—®3) // C3 PO. 2006. Ne 19. Cr. 805.

®enepanbHbiii 3akoH OT 10 saBaps 2002 1. Ne [—®D3 «O06 s3nexkTpoHHOM TUPPOBOM ToamHCHY //
C3 P®. 2002. Ne 2. Cr. 127.

®enepanbuslii 3akoH PO ot 6 ampenst 2011 1. N 63—®D3  «O0 »>1eKTpoHHOM noamucu» (¢ u3M.
Ha 1 wromst 2011).

®enepanbhblii 3akoH PO ot 2 mas 2006 . N 59—®3 «O mnopsake paccMOTpeHus: oOparieHuit
rpaxaan POy (pemakius neiicts ¢ 1 saBaps 2011 r.).

®enepanbbiil 3akoH PO ot 1 utonst 2005 r. N 53—®d3 «O rocynapctBeHHOM si3bike Poccuiickoit
denepanum.

®enepanbhblii 3ak0H PO ot 22 okts16ps 2004 1. N 125—D3 «O6 apxusHOM aene B Poccuiickoit
®denepanun» (¢ u3m. Ha 27 uronst 2010 1.)

®enepanbHblil 3akoH PO ot 29 utons 2004 1. N 98—D3 «O kommepueckol TaitHe» (C U3M. Ha
11 mromns 2011).

IMucemo PocapxuBa ot 2 mapra 2006 roma Ne2/407—K «O6 HupopManmoHHO—CIPaBOYHOM
cucteme apxuHoiut otpaciu (MCCAO)»

[Toctanosnenune denepanbHON KOMUCCHU MO PHIHKY LEeHHBIX Oymar ot 16 utomst 2003 romga Ne03
—33/mc «O6 yrtBepkaeHuu IlomokeHUsT O TMOPSAKE M CPOKAX XpaHEHHUS TOKYMEHTOB
AKIIMOHEPHBIX OOIIECTBY

ITucemo PocapxuBa ot 7 ampens 2003 roma Ne6/464—x «O TPHCBOCHUH TEMaTHUYECKOMY
koMIuiekTy «MHpopmanmonHo—cnpaBoyHas cuctema apxuHoil otpaciu (MCCAO)» craryca
«ounmanpHON 0a3bl JaHHBIX DeaepaabHON apXUBHON CITy)ObI Poccum.

[Tocranosnenne Muntpyna Poccun ot 26 mapta 2002 roma Ne23 «OO yTBep:kKIeHHH HOPM
BpEMEHH Ha paboThl O JOKYMEHTAlMOHHOMY OOECIEYEHHIO YMPABICHUYECKHX CTPYKTYp
(benepaabHBIX OPraHOB MCIIOTHUTEIBHOM BIACTI.

[IpaBmia okazaHus ycCiayr MOYTOBOM CBs3M, YTBEpKIAEHHBbIE MocTaHoBiIeHHeM [IpaBurenbcTBa
Poccuiickoit ®enepanuu ot 15 anpens 2005 r. Ne 221.

[lepeuenn TUIOBBIX  YIPABIEHYECKUX JTOKYMEHTOB, OOpa3yloIUXcs B JESATEIbHOCTH
OpraHu3aluii, ¢ ykazaHueMm cpokoB xpaHeHus. — M.: Pocapxus, BHUNJIA/L, 2010.

[IpaBuiia okazanus ycnyr TenerpadHoi cBs3U, yTBepkAEHHbIE ocTaHoBiIeHneM [IpaButenscTBa
Poccuiickoit ®enepanuu ot 15 anpens 2005 r. Ne 222.

I'OCT P 6.30—2003 «YHudunupoBaHHBIE CHUCTEMBI JOKYMECHTAIIMU. YHU(PUIIMPOBAHHAS
crCcTeMa OpPraHM3alMOHHO—PACIOPAIUTEIbHON MOoKyMeHTauu. TpeGoBaHus K 0GOpPMICHHIO
TOoKyMeHTOB». — M.: U3np—Bo cranmaptos, 2003.



23

17. Oprann3zalmOHHO—pacnopsaIuTeabHas  JOKyMeHTauusi.  TpeboBaHuss K  0(hOPMIICHHIO
nokyMeHTOB: Metoauueckue pexomenaauuu no BHenapenuto 'OCT P 6.30—2003. Pocapxus;
BHUMUJAL, — M.: 2003. — 90 c.

18. TTOCT P 53898 — 2010 Cucremsl 3J€KTpOHHOIO J10KyMEHTO000poTa. B3anmoneiictBue cuctem
yIpaBJieHUs] JOKyMeHTaMu. TpeOoBaHUs K 3JIEKTPOHHOMY COOOIIECHUSI.

19. Yaudukanus TEKCTOB YIPABIEHYECKUX JOKYMEHTOB. Meroauueckue pekomeHpauuu. — M.:
I'maBapxus CCCP, 1982.

6.5. UnTepHeT-pecypcesl
1. LenTtpanbhas 6ubnuoTexa 0Opa3oBaTeNbHbIX pecypcoB. Pexxum nocryna: http:/www.edulib.ru/
2. Copanblit KaTajior 3JIEKTPOHHBIX OuOIMOTEK. Pexum JoCTymna:
http://www.lib.msu.ru/journal/Unilib/main.htm

bazbr nanaeix MHUOH. Pesxxum noctyna: http://www.inion.ru/product/db.htm

4. bubaunorexka 00pazoBaTENbHOrO MHOpTaya «IKOHOMHUKA, COLMOJIOTHS, MEHEKMEHT.
Pexxum noctyma: http://ecsocman.edu.ru/

5. bubnuoteka ¢enepanbHoro noprana «Poccuiickoe oOpasoBanue». Pexxum nocryna:
http://www.edu.ru/

6. bubnuoreka yuyeOHOW M Hay4yHOH JUTEpaTypbl PYCCKOTO T'YMAaHUTApHOI'O HMHTEPHET
yHuBepcuteTa. Pexxum nocryna: http:/www.i-u.ru/biblio/default.aspx

[99)

6.6. Uubie HCTOYHUKH

1. bopucoBa E.I. SI3bik 0OOIIECTBEHHO-TIOJIUTUYECKON KOMMYHHUKAIMKM [ DJIEKTPOHHBIN
pecypc]: yueOHOe mocobue A MarucTparypsl Mo crenuaibHOCTH «Pexiiama u CBs3U ¢
obmectBeHHocThio»/ E.I.  bBopucoBa— DnekTpoH. TEKCTOBBIE JaHHBIe.— M.:
MockoBckuii TopoAckoil mnemarorndeckuid yHusepcuteT, 2012.— 168 c.— Pexum
noctyna: http://www.iprbookshop.ru/26673.html.— 3BC «IPRbooks»

2. Kennemu I'. IleperoBopsl. IlomHblli Kypc : mepeBopa ¢ aHrimiickoro - M. : AnbnuHa
[Ta6mumeps, 2011. — 388 c.

3. Tlcuxomnorus u 3THKa AeI0BOro oOmieHus. YueOHUK U npakTukyM / JlaBpunenko B.H. -
OtB. pen., Yepnbimona JI.U. - OTB. pea. - M.: UznarensctBo IOpaiit , 2014. - ObC
"FOpait" [http://www.biblio-online.ru/thematic/?id=urait.content.F3167513-83D0-
463D-BFFB-BC6AE4BD8C2D&type=c_pub

7. MaTepuajibHO-TeXHHYecKasi 0a3a, UHPOPMALMOHHbIE TEXHOJIOTHHU, IPOrPaMMHOE
odecreyenne 1 HHGPOPMALNMOHHBbIE CIIPABOYHbIE CHCTEMBI

JInst TpoBENCHHs 3aHATHH 10 JUCHUIUIMHE HEOOXOIMMO CIEIyoliee MaTepHallbHO-
TEXHMYECKOE oOOecTieueHue: ydueOHbIe aymUTOPHH sl MPOBEACHUS 3aHATUN JIEKIIMOHHOTO U
CEMHHAPCKOTO THIIA, TPYIIOBBIX M WHAWBUIYAIBHBIX KOHCYJBTAIIUH, TEKYIIETO KOHTPOJS |
MIPOMEKYTOYHON aTTeCTaIliH, TIOMEIICHUS I CAMOCTOSTEILHON pabOTHI.

[TIporpammuoe obGecrieuenue: Microsoft Windows 10 LTSB 1607, Microsoft Office
Professional 2016.

Nudopmarmonnsie crnpaBounble cucteMbl: Haydynas Oumbmmoreka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AIIEKTPOHHAS 6ubnmoreka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; Hammonanenast anektponHas Oubmmoreka. URL: www.nns.ru;
Poccwuiickas rocymapcrBennas OubOmmoreka. URL: www.rsl.ru; Poccuiickas HanmoHanmbHas
oumbmuoreka. URL: www.nnirru; Onextponnas  OubGmuorexka  Grebennikon.  URL:
http://grebennikon.ru/; DnexTpoHHO-OMONMMOTEUHas cucrtema MW3narenbctBa «Jlamp». URL:
http://e.lanbook.com; Dnekrponno-6ubmnoreunas cucrema FOPAMT. URL: http://www.biblio-
online.ru/.
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