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ABTOpP—COCTABHUTEJIb:

Crapmuii mpenoiaBarenb Kageapbl TOCy1apCTBEHHOTO0 U MYHHUITUIIAILHOTO YIIPABICHUS
HUBanos B.I'..

3aBeyrOIIMi BeITycKaromel kadeapoii:
ITpodeccop ¢ BoznoxkeHreM 0053aHHOCTEH 3aBeyoLero kaeapoil rocy1apcTBEHHOIO U
MYHHUIUIIAJIBHOTO YIIPABIEHUs, JOKTOP Iopuanyeckux Hayk borHes B.K.



1.1. JImcrurmHa

1. IlepeyeHs NIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 JUCHMILIMHE (MOLYJII0),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATAMH OCBOCHHUS NPOrPaMMbI

«Z[OKYMCHTaHI/IOHHoe

obecrieueHue

TOCYyAapCTBEHHOM M MYHHUIIUIIAJIBHOM YIIPABJIICHHUU ) o0OecreunBaeT OBJIAACHUEC CICAYIOIIUMU
KOMIICTCHIHUAMUA C YUETOM 3TallOB:

Kon Haumenosanue Kon HauMmenoBanue »3Tama OCBOEHUS

komrieTeH | KommereHiuu JTana KOMIIETCHITNH

002078 OCBOEHUS

KOMIIETEHI]
208

OIIK-6 CIIOCOOHOCTBIO ~ peIIaTh OIIK-6.3 CrocoOHOCTh MPUMEHSATHh OCHOBBI
CTaHJapTHBIE  3aJa4yu JIOKYMEHTOBEICHHUS u
npodeccuoHaTHLHON JIeIIOTIPOU3BO/ICTBA,
NeSITEIbHOCTH Ha OCHOBE UH(OPMATMOHHON "
WHpOpPMAITMOHHON | oubnnorpadguyeckoil  KyabTyphl,
oubmmorpaduueckon UH(POPMAIIMOHHO-
KYJIBTYpPBI C IPUMEHEHHEM KOMMYHHKAITMOHHBIX TEXHOJIOTUH C
UH(GOPMaIMOHHO- Y4E€TOM OCHOBHBIX TpeOOBaHUMN
KOMMYHUKAIMOHHBIX nH(OPMAIMOHHOK 0€30MacHOCTH
TEXHOJIOTHI U C y4eTOM
OCHOBHBIX TpeOOBaHUI
uH(pOpMaITMOHHOM
0e30MacHOCTH

[1K-8 cniocoOHocTh ocymiecTBiATh | [1K-8.1 3Hate BUABI M (OPMBI
KOMMYHHKATHBHYIO WH(OPMAITMOHHO-

JeSITeIbHOCTH, OCHOBAHHYIO
Ha BJIa/ICHUU HaBbIKAMH
OCYIIIECTBIICHUS
B3aMMOJEICTBUS MEXIY
rOCy/1apCTBEHHbIMU U
MYHUIUTTATBHBIMH
opranamMMm H“ HX
CTPYKTYpPHBIMH
NOJIPa3ICIICHUsIMH, a TAKKe
c rpaXxxaaHaMu,
UHCTUTYTaMH
roCy/1apCTBEHHOMN BIAacTH U
yIpaBiIeHUs,, HHCTUTyTaMu
IpaXkJJaHCKOT'O OOIIECTBa B
LEISIX  OCYIIECTBIICHUS
rOCy1apCTBEHHOTO U
MYHUIIUTIATBHOTO
yIpaBJICHUS U 00eCTIeueHUs
ero  3p¢PeKTUBHOCTH;
dbopmupoBaHus
MO3UTUBHOTO  MMHJIKA
roCyJapCTBEHHOMN 5
MYHUIUTIAIBHON CITyKOBbI;
y4acTusl B yCTaHOBJIEHUU
JIEJIOBBIX CBSI3€H U

KOMMYHHKAITUOHHBIX TEXHOJIOTHH,
UCIIONB3YEMBIX ISl  00pabOTKH
JIOKyMEHTOB | JISIIONPOU3BOJICTBA

H  JCI0IPOU3BOACTBO B




OpraHu3auu

COTpYAHHUYECTBA c
pa3IMYHbIMH
rOCy/IapCTBEHHBIMH,
OOIIECTBCHHBIMH,
PEIIMTHO3HBIMH,
HETOCYIapCTBEHHBIMHA u
WHBIMH OpTaHU3aIUsIMU, a
TaKXKe JUISt OKa3aHHs
rOCYIapCTBCHHBIX u
MYHHIIHITATEHBIX YCIYT,

obecrieueHust X BHICOKOTO
KadecTBa U 3OPEKTUBHOCTH
JESTEIIbHOCTH 110 OKAa3aHHIO

roCy1apCTBEHHBIX u
MYHHULIMIIAJIBHBIX yCIIyT
HAaCEJICHUIO u
OpraHu3ausIM c
IIPUMEHEHUEM B
npodeccuoHaIbHON
JESATEIIBHOCTH
UH(POPMALIMOHHO-
KOMMYHHKAI[MOHHBIX
TEXHOJIOTHM C y4ETOM UX
B3aUMOCBS3EN u
MEPCIIEKTUB
WCITOJIb30BaHUs.

1.2. B pe3ynbrare 0cBOEHUS AUCHUILINHBI y CTYJIEHTOB JIOJIKHBI OBITH C(HOPMUPOBAHBI:

ITpodeccuonansusie | Kox sTama ocBoeHus
o PesynbpTaThl 00y4eHus
nefcTBus KOMIIETEHIIUU
Pemenne  crangaptHbix| OI1K-6.3 Ha ypOBHE 3HAHUM:
3amay OCHOBHBIE KOMITJIEKChI JOKYMEHTAIlUU U METO/IbI
npodeccnOHATBLHON OpraHu3ayy padoThl ¢ JOKYMEHTaMM B OpraHax
1eATEIIbHOCTH HA OCHOBE rOCYJapCTBEHHON M MYHUIIMITAIIBHON BIIACTH;
MH(OPMAaLIMOHHOM 15| Ha YPOBHE YMEHMIA:
ouborpaduueckon oopMIATH JIOKaJIbHBIE HOPMAaTUBHO-
KYJIbTYpPbI C METOANYECKUE JOKYMEHTHI 10 IETONPONU3BOJICTBY
[IPUMEHEHUEM B CUCTEME rOCYAApCTBEHHON U MyHULIUIIAIbHON
nH(OpMaIOHHO- CITY>KOBI,
KOMMYHHUKaIIMOHHBIX Ha YPOBHE HaBBIKOB:
TEXHOJIOTHI U C y4ETOM [IPUMEHEHNE 3HAaHUU B obsacTH
OCHOBHBIX  TpeOoBaHUM ITOKYMEHTAIlMOHHOTO o0ecrnieueHus n
MH(OPMALIMOHHOM IEJIONPOU3BOACTBA B TOCYAAPCTBEHHOM U
0€30M1aCHOCTH. MYHUIIUTIATBHOM YIIPABJICHUU.




[ I[puMeHeHne
H(pOPMAIIMOHHO-
KOMMYHHKAI[MOHHBIX
TEXHOJIOTUI }
podecCHoHABLHOM
NesITeIbHOCTH r
BUICHUEM HX
B3alMOCBS3Ei I
MEPCICKTHB
MCTIOJIb30BAHUS 03HAYACT
YMEHHE  OCYUIECTBIIATH
MH(POPMALIMOHHOE
oOecrieueHue
rOCy1apCTBEHHBIX
(MyHUIIMIIAJIBHBIX )
OpTraHoB,
HETOCY/1apCTBEHHBIX
OpraHu3arui C
MCIIOJIb30BaHUEM
H(POPMAIIMOHHO-
KOMMYHUKAIIHOHHBIE
TEXHOJIOTHUH B
podeccuoHanbHOM

e TeNIbHOCTH, HABBIK
y4aCTBOBATh B
1H(OPMALIOHHBIX
poreccax npu
B3aUMOJICHCTBUU MEXTY
roCy1apCTBEHHBIMU u

MYHUIUTTATBHBIMH
OpraHamu U uX
CTPYKTYpHBIMH
[10/Ipa3/IeIeHUSIMH, a
TaKkke ¢ TpaxJaHaMHu,
MHCTUTYTaMH
rOCyIapCTBEHHOM BIIACTH
12§ yIIpaBJICHUS,
MHCTUTYTaMH
Fpa’kIaHCKOTO
00I11eCTBA, HCIIOIL30BaTh
MH(pOPMAaIMOHHO-
TEIeKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH TUTst
OKa3aHMs
rOCyIapCTBEHHBIX u

MYHHUIIUTTATBHBIX YCIIYT,
C TIeNTbI0 00eCTIeUeHUS
BBICOKOM

b (HeKTUBHOCTH
podecCHOHATbHON
eI TEIIbHOCTH

TOCYTapCTBCHHBIX Hu

[1K-8.1
3HaTh
dhopmbl
UH(POPMAIIMOHHO-
KOMMYHUKAITUOHHBIX
TEXHOJIOTHH,
UCTIOJIb3YEMBIX JIJISI
00paboTku
JIOKyMEHTOB I
JIEIONPOU3BOICTBA

BUJIBI i

Ha ypOBHE 3HAHUU:
H()OPMAIIMOHHO-KOMMYHHUKAITHOHHBIE
TEXHOJIOTHH, CIIEUAIbHbBIE CPEICTBA U METOIbI
cOopa 1 epBUYHOM 00padboTKH nH(pOpManUH, eé
QHaN3a, CUCTEeMaTU3alluK U IpeoOpa3oBaHus,
MCIIOJIb3yeMble I 00pabOTKU JOKYMEHTAIH U
1eTONPON3BOICTBA;

Ha YPOBHE YMECHMIA:

QHATTN3UPOBATH PE3YIIBTATHI PUMCHCHUS
MH()OPMAIIMOHHO-KOMMYHHKAITHOHHBIX
TEXHOJIOTHH, CIICIIUAIbHBIX CPEJICTB U METO/I0B
cOopa u epBUYHOM 00paboTku nHpOpMarmH, e
aHaJIM3a, CUCTEeMaTH3alluK U TPeo0pa30BaHus,
MCIIOJIb3yeMble JJis1 00pabOTKU JOKYMEHTAIH U
I1eTTONIPON3BOICTBA;

Ha YPOBHE HaBBIKOB:

BJIa/ICTh IPAKTUYCCKUMH HAaBBIKaMU cOopa 1
NepBUYHON 00paboTku nHPOpMaIuu, e€ aHaIu3a,
CUCTeMAaTH3alNH u npeodpazoBaHus ,
MCTIOJIb3YeMbIe I 00pabOTKH JOKYMEHTAIH 1
eJIONPOU3BOICTBA.




MYHHIIUITATEHBIX
CITy>KaluXx.

2. O0beM U MecTO TUCHUILTUHBI (MoayJisi) B ctpykrype OI1 BO

O0beM THCHUILINHBI

OO6mias TpyA0€MKOCTh IUCIMILIUHBI cocTaBisieT 3 3.e. (108 a.u.).

KonnuecTBO akageMHuecKMX 4YacoB, BBIICTICHHBIX Ha KOHTAKTHYIO paboTy cC
npernojaBaresnieM (1o BUAaM y4eOHBIX 3aHATUI) U HAa CAMOCTOSTEIbHYIO paboTy 00yJaromuxcs:
ouHas hopmMa oOydeHus:

- neknun — 18 a.u.,

- IpaKTU4ecKue 3aHsaTus — 36 a.u.,

- caMocCTosATeNbHas paboTa — 54 4.

- KOHTpOJb — 0 4.

OYHO-3a04Hast popma 0OyUYeHHUs:

- nekuyu — 18 a.u.,

- IpaKTU4eckue 3ausaTus — 18 a.u.,

- caMocTosATeNbHas paboTa — 72 4.

- KOHTpOosb — 0 4.
304Hast popma 0OydeHus:

- Jekumu — 4 a.u.,

- PAKTUYECKUE 3aHATHS — § a.4.,

- camocTosTeNbHas padoTta — 89 u.

- KOHTPOJIb — 4 4.

Mecrto qucuuninnsl B ctpykrype OII BO
Hucnumnmua  «JlokymeHTallMoHHOe ~— oOecriedyeHHMe W JeJONPOU3BOJCTBO B
roCyJapCTBEHHOM M MYHULIMTIAILHOM YIIPABICHUM» OTHOCUTCS K JTUCIMITIIMHAM 0a30BOM 4acTu
1 B COOTBETCTBUU C yUYECOHBIM IJIAHOM OCBAaMBAETCS B 3 ceMeCTpe OYHOM U 3a09HON (hopm
oOydeHus (B 4 0uHO-3a04HON (HOPMBI OOyUEHHUS).
VYuebHasa qucuuiuiiHa «JloKkyMeHTalMoHHOe 00ecriedeHre U Je0oNPOr3BOACTBO B
roCcyJapCTBEHHOM U MYHULMIIAILHOM YIIPAaBJIEHUM» OTHOCATCS K 0a30BOM 4acTH JUCLUIUIMH



OCHOBHOM 00pa3oBaTeIbHOM MporpaMMbl OATOTOBKY OakaiaBpoB 1o HarpasieHuo 38.03.04
«I"ocyaapcTBEHHOE U MyHMIIMIIAJILHOE YIIPABICHUEY.
Ee ocBoeHme onupaercs Ha 3HaHUS, IOJIY4YEHHbBIE B IPOLIECCE OCBOCHMSI JUCLIUIUINH!
ouHas (opma

b1.5.10 Maremaruka (2 cemectp)
b1.b.11 MadopmanrioHHble TEXHOJIOTHU B yrpaBieHuu (1 u 2 cemectp)

04YHO-3a04Has dhopMa

b1.5.10 Maremaruka (3 cemectp)
b1.b.11 UndopmanoHHbIe TEXHOJIOTHUH B yIpaBieHuu (2 u 3 cemectp)

3a04Hasg hopMa

b1.5.10 Marematuka (2 cemectp)
b1.b.11 UndopmanroHHbie TEXHOJIOTUH B yrpasieHuu (1 u 2 cemectp)
B conepxarenbHOM Mi1aHe JUCLUIUIMHA SIBJISETCS. OCHOBOM U1 U3yUCHMUSI

ouHas popma
b1.B.0O/1.4 T'ocynapcTBEHHOE PEryJIMPOBAHUE MUTPAITMOHHBIX U IEMOTPaPUUECKUX
nporieccoB (7 cemecTp)
b1.B.JIB.1.1 DnexkrpoHHOE NpaBUTENBLCTBO (8 cemecTp)
b1.B.JIB.1.2 DnekTpoHHbIE TEXHOJIOTUHU MPEJOCTABICHHS TOCYAaPCTBEHHBIX yCayT (8
ceMecTp)

OYHO-3a04Has popma

b1.B.O/1.4 T'ocynapcTBeHHOE PETYIUPOBAHUE MUTPALIMOHHBIX U JeMOTrpadUuecKux
nporeccos (8 cemecTp)
b1.B.JIB.1.1 DnekrponHoe npaBUTenIbCTBO (9 cemecTp)
b1.B./IB.1.2 DnexTpoHHbBIE TEXHOJIOTUH MPEJOCTABICHUS TOCYIapCTBEHHBIX YCIyT (9
ceMecTp)

3aouHas popma

b1.B.0O/1.4 T'ocynapcTBeHHOE PETyIMPOBAHUE MUTPAITMOHHBIX U IEMOTpapUuIECKUX
npoiieccos (7 cemecTp)
b1.B.JIB.1.1 DnexkrponHoe npaBUTENbLCTBO (9 cemecTp)
b1.B.JIB.1.2 DnekTpoHHbIE TEXHOJOTUHU NPEJOCTABICHHS IrOCYAapCTBEHHBIX yCayT (9
ceMecTp)

d)opMa HpOMe)KyTO‘-IHOI\/’I aTTeCTallui B COOTBCTCTBHHU C y‘Ie6HLIM IIJIAaHOM — 3a4CT.

3. Conep:kanue ¥ CTPYKTYpa JMCHHUILIMHBI (MOLYJIA)

3.1 CTpyKkTypa IHCHUILJIMHBI

Ne

o\l

HanmenoBanue Tem/pa3aesioB

Bce
ro

O0BbeM TUCHUTLINHBI
(Mopy.Jst), yac.

KonTakTHast padora
00y4arouuxcs ¢
npemnoaasarejaeM Mo BUAaM
Y4eOHbIX 3aHATHI

JI JIP 113 KCP

Cp

Dopm

TeKy
1ero
KOHT
poast
ycneB
aeMoc
™,
npom
eXKYT
O04HO

! [Ipumeuanue: popmsl TeKyIero KOHTpoJst ycnesaemocTu: onpoc (O), rectupoBanue (T), kelic-3anaua
(KP), nuckyccus (/).

7




i

arrec

Tauu

"
Ounas popma obyuenus

1 [Ipeamer, conepkanue u 8 2 6 O, 1,
3a4a4M JUCLUIIINHBL. T, K-

3

2 OCHOBHBIE CBOMCTBA, 12 |2 4 6 O, 1,

(GYHKINU ¥ IPU3HAKH. T, K-

3
3 CTpyKTypa TOKYMEHTA. 12 | 2 4 6 o, 1,
T, K-

3
4 Cucrtembl JOKyMEHTAIUU. 12 |2 4 6 o, 1,
T, K-

3

5 CocraBnenue u opopmiieHue 12 |2 4 6 o, I,
JIOKYMEHTAIUHU 110 TUYHOMY T, K-
COCTaBY IITATHBIX COTPYTHUKOB. 3

6 Opranuzanus 1 TEXHOJOTUs 12 |2 4 4 o, 1,
paboThI ¢ TOKYMEHTaMH T, K-
yIpaBJeHUsI. 3

7 Opranu3zanus XpaHeHus 12 |2 4 6 o, I,
JIOKYMEHTOB M 00CCIICUCHUE MX T, K-
COXPAaHHOCTH. 3

8 Pabora ¢ nokymeHTamu, 12 |2 4 4 o, 1,
MMEIOIUMHU OTPaHUYECHHBIN T, K-
JTIOCTYII. 3

9 Opranu3anus COBEIaHuM, 10 |2 4 4 0, 11
KoH(DepeHIHi, coOpaHuii. T ’ K-’
Odopmienne 1OKyMEHTaIbHBIX 3’
MaTepUasoB.

10 | HenompousBoacTBo 1o ycTHeiM 1 | 10 4 6 o, [,
MUCHhMEHHBIM 00palieHusIM T, K-
rpaX<JaH B OpraHU3aIuIo. 3

IIpome:xyTOUHASI ATTEeCTALMSA 3auer

Bcero 108 [ 18 | 36 |54 |2

Ouno-3aounas ¢hopma obyuenus

1 [Ipeamer, conepxanuie u 12 |2 8 o, 1,

3a/1a4¥ TUCIUTUIAHBI. T, K-
3

2 OCHOBHEIE CBOMCTBA, 8 2 2 7 O, 1,

(GYHKIIMHM U IPU3HAKH. T, K-

3
3 CtpyKTypa TOKyMEHTA. 12 |2 2 7 o, 1,
T, K-

3
4 CucTemMbl TOKyMEHTAIUH. 10 |2 2 7 O, 1,
T, K-

3




5 CocraBnenue u 0)opMIICHHE 12 | 2 2 7 o, 1,
JIOKYMEHTAIUU 110 TUYHOMY T, K-
COCTaBY IITATHBIX COTPYTHUKOB. 3

6 Opraau3anus 1 TEXHOJIOTHS 12 |2 2 7 O, 1,
paboThI C TIOKYMEHTaMU T, K-
yIpaBJIeHUs. 3

7 Opranu3zanus XpaHeHus 8 2 2 7 o, 1,
JIOKYMEHTOB M 00ECIICUCHUE HX T, K-
COXPaHHOCTH. 3

8 Pabota ¢ moxymeHTamu, 10 | 2 2 7 O, 1,
MMEIOIIMMU OrPAHUYECHHBIN T, K-
JIOCTYII. 3

9 Opranu3anus CoBelaHuu, 12 |2 2 7 0, 11
KOH(EPEeHIHH, COOpaHuii. T ’ K-’
Odopmnenne 1OKyMEeHTabHbBIX 3 ’
MaTepuasoB.

10 | JenompousBoacTBo no yctHeiM 1 | 10 2 8 O, 1,
[UMCbMEHHBIM 00pallleHUsIM T, K-
IpaXKaH B OpraHU3aluIo. 3

IIpome:xyTouHasi aTTeCTALMSA 3auer

Bcero 108 [ 18 | 18 |73 |2

3aounasn popma obyuenus

1 [Ipeamer, conepkanue u 9 1 8 o, 1,
3a[ja4y JUCIUTLINHBI. T, K-

3

2 OCHOBHBIC CBOMCTBA, 9 1 8 O, I,

GYHKIIMY 1 IPU3HAKU JOKYMEHTA T, K-

3
3 CrpyKTypa TOKyMEHTA. 10 |1 9 o, [,
T, K-

3
4 Cucrtembl JOKyMEHTAIUU. 10 |1 9 o, 1,
T, K-

3

5 CocraBnenue 1 opopmiieHIE 10 1 9 o, [,
JIOKYMEHTAIUHU 110 TUYHOMY T, K-
COCTaBY IITATHBIX COTPYJIHUKOB. 3

6 Opranu3zanus U TEXHOJIOTHS 10 1 9 o, 1,
paboThI C TOKYMEHTaMH T, K-
YIPABJICHMUS. 3

7 Opranuzanys XxpaHeHus 1- 1 9 o, /1,
JIOKYMEHTOB U 00ecIieueHne ux T, K-
COXPAaHHOCTH. 3

8 PaGora ¢ nokymenTamu, 10 1 9 o, 1,
MMEIOLUMHU OTPaHUYECHHBIN T, K-
JIOCTYTI. 3

9 Opranuzanys coBellaHui, 9 9 0, 11
KOH(epeHIHiA, COOpaHHiA. T ’ K:
Odopmienne TOKyMEHTaTbHBIX 3’
MaTepUaIOB.

10 | Henompon3BoacTBO Mo yCTHBIM 1 | 10 10 O, 11,




MACbMEHHBIM 00paIEHUSIM T, K-
rpakJaH B OpraHu3aIuio. 3
IIpomeskyTOUHAS aTTecTALMS 4 3auer

Bcero 108 | 4 | 4 |4 (89 |2

3.2 Conepxxanue JMCUMILTHHBI (MOTYJIA)

Tema 1. [Ipeamer, coaeprkanue v 3a1a4M JUCUMUIIIIMHBI.

JIOKyMEHT — 00BEKT JOKYMEHTOBeieHUs1. Posib JOKyMEHTa B )KU3HU YeJIOBEKa U
obmectBa. JIokyMeHTHI B cepe IpaB U ynpasieHus. BiusHrue HaydHO-TEXHUYECKOTO
nporpecca Ha pa3BUTHE J0KyMeHTa. COBpeMeHHbIE BU/IbI U TPEOOBAHMS K JOKYMEHTaM.
Metononorus JOKyMEHTOBEICHUS.

CBs13b JOKYMEHTOBEJICHUS C MPAKTUKOU. PoJIb M 3a1au TOKYMEHTOBEICHUS B
COBEPLICHCTBOBAHNUH IIPOLIECCOB YIPABIECHUS.

3aKOHOJAaTENbHbIE aKThl, HOPMATHUBHBIE IOKYMEHTHI, TOCYAApPCTBEHHBIE U OTPACIIEBbIE
CTaH/apThl HA YHU(ULUPOBAHHBIE CUCTEMBI JOKYMEHTAIIH.

Tema 2. OcHOBHbBIE CBOMCTBA, PyHKIIUM U NMPU3HAKHU JOKYMEHTA.

CooTHolIeHne TOHATHIA «MHGOPMAHS U «TOKyMeHT». CBsi3b HHPOpMALIUU U
JOoKyMeHTa. Posib nH(popManyy B COMAIbHBIX U SKOHOMHUYECKUX Iporeccax. MHpopmarus kak
OCHOBA IIPUHATHUS YIPaBIEHYECKOr0 peulieHus. Poiab nHpopmanyu B aBTOMaTU3UPOBaHHbIX
CHUCTEMAX.

Bo3HukHOBEHUE T0KyMEHTa, ero 3HaueHue. TpaHchopMarus NOHATUS «JOKYMEHT.
Omnpenenenne JOKyMEHTa B TOCYIapCTBEHHBIX cTaHnaprax. CBoMCTBa U QyHKIIUHM TOKYMEHTA.
ConuanbHbli, IPaBOBOK U UCTOPUYECKHUN XapaKTep TOKYMEHTA.

[TonaTue opuruHaza. Y MHOXKEHHbIE OpUTHHAIIBL. YepHOBUKHU U OETOBUKH TEKCTOBBIX
nokymMeHTOB. ABtorpadsl. Penakumu. IloHstue «mnogiuHHUK». OCHOBHBIE IPU3HAKU
no/uIMHHUKA. [ToI7IMHHBIE U TOATIOKHBIE TOKYMEHTHI. Bunbl panscudukannm 10KyMeHTOB.
Qanbcuduxanus cogepxanus. Marepnomsanus. danbcudukanus coctaBa y10CTOBEPEHMS,
6nanka. @uurpanu (OymakHble BOJsSHbIE 3HaKH). [leuaT.

ITonsatue «xonusay». Mcropudyeckoe pasBuTre KONun. Buabl KOonui, onpeaensieMblx
crocoboM ux BocrpousseneHus. Konuu, pazianuaembie 0 COCO0Y UX YAOCTOBEPEHUSI.
[ToHsiTHE M UCTOPUYECKUI XapaKTep CIOCOOOB JOKYMEHTHPOBaHUA. 3ByKOBasl peub, ee
BO3MO>KHOCTH M HEJIOCTAaTKU B 3aKpEIVICHUH U nepenade nHpopmanuu. Pazsutue rpapuku
pycckoro nucbma. Ckoponuck. CTeHorpagusi.

IIpuMeHeHne TEKCTOBOTO JOKYMEHTUPOBaHUA. TexHnueckoe nokyMeHTuposanue. ®oro-,
KHHO-, ¢oHo-, TENEeIOKYMEHTUPOBAHHE. H3zrorosnenue MAaIIMHOYUTAEMBIX U
YeJIOBEKOMAIIMHOYUTAEMbIX JOKYMEHTOB.

Marepuansl Il TEXHUYECKOTO  JIOKYMEHTHpOBaHMsS. MallluHHBIE  HOCUTENN
uHpopmanuu. BrusHue HocuTenns HHPOPMALIUU HA JOITOBEYHOCTh U CTOUMOCTD JIOKYMEHTA.

Tema 3. CTpyKTYypa 10KYMEHTA.

[Tonsatue «pexBu3uT». [locTosiHHBIE U IepeMeHHbIe PeKBU3UTHI. [loHsTHE «DOpMYIISIp
nokyMmeHTa». Oco0eHHOCTH (POPMYIISIPOB TOKYMEHTOB, MOJIYY€HHBIX Pa3IMYHBIMU CIIOCOOaMHU
JOKYMEHTHpOBaHUs. IHANBUyaNbHBIH U TUITOBOK (OpMYIISIp TOKyMeHTa. DopmyIisp —
oOpaserr.

Bonpocel  1OKyMEHTHpOBaHMsS, COCTaBJI€HUS U  O(OpMIIeHHS JOKYMEHTOB B
3aKOHOJIATENIbHBIX U HOPMAaTUBHBIX aKTaxX. YHHU(UKALKS JOKYyMEHTOB. BHyTpHuBHI0Bas
yauukanus. Pazpurre yHudukanuy v cTaHAapTH3aLUU T0KYMEHTOB. ['ocy1apcTBEHHbIE
crangaptsl Ha JokyMeHThL. [OCT P 6.30-2003 «TpeOoBanus kK 0pOpPMICHHIO JOKYMEHTOB.
PexBu3NTHI, periaaMeHTHpyeMble TOCYAapCTBEHHBIM CTaHAAPTOM. ABTOpP JOKYMEHTA.
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Ponp 6nanka B opopmiennn fokymenTta. CoctaB OaHKa, MOPSIOK paCTIONOKEHUS
PEKBU3UTOB B OJaHKe. BIaHKM ¢ yrIIOBBIM M LIEHTPAIBHBIM PACIIOIOKEHHEM PEKBHU3UTOB.
[TpaBuia KoHCTpYUpOBaHUs ONaHKA.

ABTOpBI JINYHBIX TOKYMEHTOB. [Tonuce, neuaTs Kak Npu3Haku aBTopa. Bua nokymeHra.
Pa3BuTHe BUIOB TOKYMEHTOB.

Bunbl 10KyMEHTOB, OIIpeneIsieMble 3aKOHOAATEIbHBIMA U HOPMAaTUBHBIMU aKTaMHU.
CBs13b BHJIOB IOKYMEHTOB M (DYHKIIMI yripaBlieHHUs. YKa3aHue BUA JOKYMEHTA, €ro MeCTO U
Ha3zHaueHue B (hopMyJssipe JOKyMEHTa. 3aBUCUMOCTb ()OPMBI JOKYMEHTA OT €ro BUAA.

O6o3nauenue aapecara. [IpaBuia HanucaHus ajpecaTa ¥ MECTO yKa3aHHs ajpecara B
dopmymsipe nokymenTa. OTpaxkenue cepsl 1eHCTBUS TOKYMEHTa B ero aapecate. Ilopsiiok
o(opMIIeHHs JOKYMEHTa C HECKOJIbKUMU ajpecaTamu. [lopsiok oopmiieHUs 1OYTOBOIO
azpeca.

Jlata noKyMeHTa. 3Ha4eHHEe JaTUPOBaHUs NOKYMEHTA. TOUHBIE JAaThl, XapaKTEPU3YIOLIUE
aJIeMeHTHI (hopmyIsipa. ABTOPCKHE AaThl (COCTABJICHUE, TIOIUCAHKE), 1aThl, OTHOCSIIHECS K
conepkanuto. Jlatel 00paboTKH TOKyMEHTOB. [lopsaok odopMiIeHHS 1aT.

CocraB ygpocrosBepeHus 1okyMeHTa. CocTaB yI0CTOBEPEHHS TEKCTOBBIX JJOKYMEHTOB
pa3MyHbIX KaTteropuii. Mecto noanvcanus B GopMyssipe TOKyMEHTa.

[ledatn u ux HazHaueHue. Buapl nevareil. ['ocynapctBeHHas repOoBas eyaTh.
3aKOHOAATEILCTBO 00 U3rOTOBJIEHUH U UCII0JIb30BaHUU niedatu. [lopsaok nmpocraBieHus
reyaTei Ha JIOKyMEHTax.

VY1BepxkaeHue JokyMeHToB. CocTaB rpuga yTBepKAeHus, MOpsJ0K ero
oQopMmIIeHHs, MECT B POPMYJISIpE JOKYMEHTA.

OtmeTkn Ha ToOKyMeHTax. VX poJib B IPOUCXOKIACHUM U UCIIOJHEHUH JOKYMEHTOB,
MecTo B hopmysipe 1okyMeHTa. Ocoboe Ha3HAaUCHUE PE30JIIOIIH.

TpeboBanue k ee copepkaHuio U opopmiieHHI0. OTMETKH O MOCTAaHOBKE IOKYMEHTa Ha
KOHTPOJIb, UCIIOJIHEHUH IOKYMEHTA U JIp.

[lonsiTHe «TEKCT JOKyMEHTa» IMpH Pa3IMYHBIX CrIoco0ax JTOKYMEHTHPOBAHMSL.
CopepxaHue MPOCTHIX U CIOKHBIX JOKYMEHTOB. [10psIIoK N31105KE€HUS TEKCTa JOKYMEHTOB.
Jlormueckast CcTpyKTypa Tekcra. BzauMocBsizb coaepkaHuss U (GOpPMBI  JOKYMEHTA.
dopmanuzalnys TEKCTOB JOKYMEHTOB. AHKeTa, Tabauia. OcoOEHHOCTH CTPYKTYpPHI TEKCTa
OpraHU3alMOHHO-PACIIOPSAUTEIBHBIX JOKYMEHTOB. DJIEMEHTHI TeKCTa. [IoHATHE «3aronoBoK
noKkyMeHTa». HazHaueHue 3aronoBka, ero Mecto B hopmysisipe fokymeHnTa. [Ipunoxenns k
TEKCTY M MOPSAJOK UX OPOPMIICHHSL.

IIpaBonucanue Ha3BaHUU yUpEXKACHUHN, OpraHu3anui, npeanpuarui. [Ipasonucanue
Ha3BaHUU JOKyMeHTOB. [IpaBonncanne noypkHOCTEN M 3Banmil. [IpaBonncanue nart, yncen,
3HaKkoB. CHHTaKcH4Yeckre 0COOEHHOCTH JOKYMEHTOB. CUHTaKCHYECKHUE KOHCTPYKIIHH.

VYHu¢ukanus Jo0KyMeHTa Kak 0/1HO U3 HalpaBJICHHUI ero COBEpIICHCTBOBAHMUS.
[lpeanoceiikd ¥ MeToA yHUGUKAUUU. YHUPUKALMS CTPYKTYpbl TEKCTa. JIEMEHTHI
dopmanuzanun. @opMaIM30BaHHBINA XapaKTep TEKCTOB IJIAHOBOW U YUE€THON JTOKYMEHTAIIUH.
VYHuuukanus sa3pIKoBbIX cpencTB. @opMbl yHUPHUKAIIUU: THUIIOBOM, TpadapeTHbI TEKCTHI.

Tema 4. CucreMbl JOKYyMEHTALMH.

Ob6mepoccuiickue Ki1accupuKaTOpbl COIUATBLHON HHGOPMAITHH.

Cucrema OpraHn3allMOHHO-IIPABOBOM JOKYMEHTALMH, €€ HA3HAYE€HUE U COCTaB.

CocraBienne u  odopMmileHHME  OTICIBHBIX BHAOB  OPraHU3allMOHHO-TIPABOBBIX
JTOoKyMeHTOB. CucTeMa pacnopsAMTEIbHON JOKYMEHTAIH, €€ Ha3HaYeHHUE U COCTaB.

IIpouenypa u3nanus pacopsSAUTEIbHBIX TOKYMEHTOB B YCIOBHX €MHOHAYAIUSA U
KojuternanbHocTU. CrucrtemMa HHPOPMAIIMOHHO-CIIPAaBOYHOM TOKYMEHTAlluH, €€ Ha3HaYeHHe,
COCTaB, COCTaBJICHUE U 0(OpPMIICHHE.

OpraHu3anvoOHHO-pacTIOpAUTENbHAS  JOKYMEHTAlMs  IOPUIUYECKUX JHUI  chepbl
COLIMATILHO-KYJIBTYPHOI'O CEPBHCA U TypU3MA.

Tema 5. CocTaBienne u opopmiieHHEe JOKYMEHTANMH 110 JTUYHOMY COCTABY IITATHBIX
COTPYAHHMKOB.
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JlokyMeHTanuss 10  JIMYHOMY COCTaBy Kak  IIOJCHUCTEMA  OPraHU3alMOHHO-
pacopsiANTENbHON JOKYMEHTAIUH.

3ajaun  ympaBieHMs, ~ pellaeMble  IpU  TOMOIIM  KaJpPOBBIX  JOKYMEHTOB
(TOKYMEHTHPOBaHUE TPYAOBBIX MPaBOOTHOMIEHUH). COCTaB JOKYMEHTOB, OpOPMIISIEMBIX B
KaJIpOBOH CITy>k0€: MepBUYHBIX, YUETHBIX, PACTIOPAIUTENbHbBIX, TUUYHBIX, IO COLIMATILHOMY
00ecre4eHuIo.

[Mopsimok opopmieHHs U COCTaB JOKYMEHTOB IIPH MPHEME, YBOJIbHEHNH, IIEPEBOIE HA
Ipyryto paboTy, mpeaocTaBieHre OTIycKa, 0(pOPMIICHHE MTOOLIPEHUH, TUCIUTUTMHAPHBIX
B3bICKAHUU.

Tema 6. Opranu3anusi 1 TeXHOJIOTHsSI padOTHI ¢ JOKYMEHTAMH YIIPaBJICHHUS.

HopMmaTtuBHO-1paBoBO€ peryivpoBaHue Mpoliecca J0KyMeHTO000poTa.

CoBpeMeHHBIE OpraHU3alMOHHbIE (DOPMBI CITYKOBI AETOMPOU3BOICTBA.

PernamenTanus ocHOBHBIX 3a1a4 ¥ ¢pyHkuui [JOY. Paznenenue tpyaa Mexmy
NOJIpa3/IeJICHUsIMU U UCTIOJIHUTEIISIMU.

NHcTpykuus 1o Ae10npon3BOACTBY — OCHOBHOM HOPMATUBHBIN aKT OpraHU3auu
JIEJIONPOU3BO/ICTBA. THUIIOBBIC M HHIMBHUYaTbHbIE HHCTPYKIIUU.

[Topsanox pa3paboTkH, coliep:KaHue, paBuiia YTBEPKICHUS U BHEIPEHMUSL.

[TnanupoBaHue, opraHu3anus U MeToanka KoHTpois coctosHus JJOY u obecnieueHus
COXPaHHOCTH JIOKYMEHTALIUU B YUPEKICHUHN U CTPYKTYPHBIX [10IPa3/ICICHUSX.

OOpaboTka TIOCTYMAIIUX JTOKYMEHTOB (OJOK-cxemMa pabOTBI C  BXOMISIIUMHU
nokymeHTamu). O6paboTKa OTIPaBIIAEMbIX JOKYMEHTOB (0JI0K-cxema paboThl ¢ UCXOASIIUMU
JIOKyMEHTaMHu ).

Peructparnust 1 KOHTPOJIb UCTIOTHEHUSI TOKYMEHTOB. JKypHal perucTpanuu BXOASIINUX |
UCXOJSIINX TOKYMEHTOB.

TexHonornueckoe odbecrieyeHue KOHTPOJISL UCIIOTHEHMSI IOKYMEHTOB, [IOCTAaHOBKA Ha
KOHTPOJIb, pab0Ta ¢ KOHTPOJIBHON KapTOTEKOM HAa JOKYMEHTHI U HA YCTHBIC 3a/IaHUS U
NOpPYUYEHUSI PYKOBOJUTENS, IPOJITIEHHE CPOKOB UCIOJHEHUS, CHATHE C KOHTPOJIS.

CucrtemaTtu3anus JOKYMEHTOB (COCTaBICHNE HOMEHKIIATYpPHI J1€1).

dopmupoBaHue el MO0  KJIAacCU(UKAIMOHHBIM  MpHU3HAaKaM, TpeOOBaHUS K
dbopmupoBaHuio A€, 0opopMIIEHUE eI B MaIKax.

Tema 7. Opranusanusi XxpaHeHHs JOKYMEHTOB H o0eclie4eHHe UX COXPAHHOCTH.
XpaHeHHEe JJOKYMEHTOB B CTPYKTYPHBIX MOJAPA3/I€ICHHUSIX OpraHU3aliy.
OTBETCTBEHHOCTD 32 COXPAHHOCTH IOKYMEHTOB. 3aKOHOATEIBCTBO U HOPMATHUBBI 110

00€CTeYeHNI0 COXPAHHOCTH JIOKYMEHTOB.

Opranu3zanys cupaBoYHON pabOTHI U MOPSIIOK BbIIaYM JOKYMEHTOB BO BPEMEHHOE
MI0JIb30BAHNE IIPU XPAHEHUU B CTPYKTYPHBIX MOAPA3IEICHUSIX.

XpaHeHHEe U OpraHu3alMsl JOoCTyNa K JIOKYMEHTaM B YCIOBUSIX (YHKIIMOHUPOBAHUS
ABTOMATU3MPOBAHHBIX MHPOPMAITMOHHBIX CUCTEM.

[TonsaTtue «3kcnepTusa HeHHOCTH». HopMaTHBHO-METOAUYECKUE U TEOPETHUECKHE
OCHOBBI NPOBEICHUs IKCIIepTU3bl. TpedoBaHUs K TPOBEIEHUIO 9KCIIEPTU3BI IEHHOCTU
JOKYMEHTOB B «OCHOBHBIX NpaBHJIaX pabOThl BEOMCTBEHHBIX apXHBOBY.

Opranu3zanus SKCrepTU3bl HEHHOCTH JOKYMEHTOB, HEHTPaIbHBIX SKCIIEPTHBIX KOMUCCUN
(I2K) u sxcniepthbix komuccuit (OK) yupexxaenus. [IpaBa u pyHKIuM KOMUCCHH, OpraHu3anus
uX pabOoThI U TOKYMEHTHPOBAHUE JIEATEIILHOCTH. DTaIbl IPOBEIEHUS SKCIIEPTU3HI LIEGHHOCTH
ToKyMeHTOB. OdopmileHre pe3yabTaTOB SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

HaznaueHue u ncnosip30BaHue NEPEYHEN B KAUECTBE OCHOBHBIX UCTOYHHUKOB I10
M3YYEHHUIO COCTaBa U COJIEPKaHUSI TOKYMEHTOB, YCTAaHOBIIEHUS CPOKOB XpaHEHUS U
o0ecrieyeHHs eIMHCTBA ONIEPATUBHOIO XPAHEHUS U apXuBa. Y HU(UKanus TpeOOBaHHM K Jenam,
claBaeMbIM B apxuB. HopmaTtuBHO-MeTOqMueckue MaTepuaiisl OenepaabHON apXUBHOM C1yKObI
Poccuu o opopminenuto aen. OcHoBHBIE TpeOoBaHMs K hopMupoBanwuto Aei. [lomHoe nmm
4acTHYHOE OPOpPMIICHHE e B 3aBHCHUMOCTH OT CpOKOB XpaHeHus. [loaroroska nen. Hymepanus

12



JMCTOB. 3aBepIlnTeNbHAs MOANUCH. BHyTpeHHsst onrch. OgopmiieHre 00I0KKH el
MIOCTOSIHHOTO ¥ BPEMEHHOI'O XpaHEHHUS.

[Tonstue onucu aen. [lpaBuia cocraBienus onuceid. OhopmiIeHHE ONTUCH T
CTpYKTypHOro mnonpasaeneHus. [lepemaua npen B apXuB  OpraHum3aluu  (BEJOMCTBO).
Baumopeiicteue cimyx6 JIOY u BenoMcTBEHHOT0 apxuBa Mnmpu (GOPMUPOBAHUHM OCHOBBI JIJIS
MOCIEAYIOLIET0 XpaHeHHsI M UCII0JIb30BaHUS JOKYMEHTOB. EqMHCTBO TpeOoBaHM K XpaHEHUIO
JIOKYMEHTOB B JIEJIOTIPOU3BOJICTBO.

Tema 8. PaGora ¢ 10KyMeHTaAMM, UMEIOIIUMH OrPAHUYEHHbIH JOCTYII.

JIOKyMEHTBI, Hecylue HH(GOPMAIUIO OTKPBITYIO ¥ ¢ OTPaHUYSHHBIM JocTynoM. Cxema
KJIaccu(UKauy JOKYMEHTOB 110 TPU]Y OrpaHUUEHHS JOCTYTIA.

HopMmaTtuBHbIe aKkTbl, peryIupyromnme orpaHiueHre J0CTyIa K JOKYMEHTY.

[lepeuens cBeneHUi KOHMUACHIIMAIBEHOTO XapaKTepa.

Lens 3amuTthl KoHGUaeHIHaTEHON nHGopMaruu (K1), Opranuzamus MEpOnpUsITHIA,
obecneunBaromux 3amury K. Tlopsgok paboTsl HCTIOTHUTENEH ¢ KOHPHUICHITUATBHBIMU
JIOKyMEHTaMH.

Tema 9. Opranmnsanusi copemianni, KoHgepenumnii, coopanuii. Ogpopmienue
JOKYMEHTAJIbHBIX MATEPHAJIOB.

Komriekc  opraHu3alMOHHO-TEXHUYECKMX  MEPONPUATUH MO  OpraHu3alud |
MIPOBEJICHUIO COBEMIaHUH, KOH(DepeH M, coOpaHMii (Haiee - COBEIIaHMN):

- BBIpaOOTKA MIOBECTKH JTHS M OTIPE/ICTICHNUE KpyTa MPEAoIaraéMbIX Y4aCTHUKOB,;

- 03HaKOMJICHHE C TTIOBECTKOM JHS MPEANoaraéMbiX y4aCTHHKOB;

- BEIpAaOOTKa perjJaMeHTa COBEIAHMS;

- IOATOTOBKA MaTEepPHAaIOB, HAMEYAEMbIX JIJIsl pACCMOTPEHUS Ha COBEIIAHUU (JI0KIa/a,
COJIOKJIa/1a, CIIPaBOYHO-MH(POPMALIMOHHBIX MaTEpUaIOB, IPOEKTa PELICHUS);

- opranu3zauus paboThl CEKpeTapuara;

- TEXHHUYECKoe o0ecrieueHre MpoBeIeHHs COBEIaHus (ayIno- U BUEOAaInaparypa u
zp.);

- TOKyMEHTHUPOBaHUE PabOTHI COBEIAHUS;

- oopMJICHHE TOKYMEHTAJIbHBIX MaTepUAIOB COBELIAHUS (M3TOTOBIIEHUE MPOTOKOJIA,
UTOTOBBIX MaTepUAJIOB, pa3MHOXKEHHE U o0ecrieueHne

MMU YYaCTHUKOB COBEIIAHMUS).

Tema 10. [Ie1onpou3BOACTBO 10 YCTHHIM M IUCbMEHHBIM 00paLlICHUSIM I'PAKAAH B
OPraHMU3anMIo.

OcHoBHbIE BUIBI OOpaIlleHUH: peUIoKeHHe, 3asBlIeHus, kanoba. HopmaruBHbie
JIOKYMEHTBI, peryJupyrolire padoTy ¢ oOpaiieHusiMu rpaxkiaat. JIMUHbI npuem rpakaad B
opraamu3anuu. Opranuzanus paboTsl ¢ TUCHbMEHHBIMHU O0palIEHUSIMU TPaKIaH: perucTparus,
KOHTPOJIb, OTBETHI, AaHAJIU3 00pallleHni Tpaxk/iaH, CPOK XpaHEHHUSI.

4. MarepuaJjibl TEKyLIEro KOHTPOJISI YCIIEBAEMOCTH 00y4arommxcs U GOoHA OLEHOYHbIX
CpeICTB NMPOMEKYTOYHOM ATTECTALUM 10 JUCHUILIMHE (MOIYJII0)
4.1. ®opMBI 1 METOIbI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH 00yYaromuxcs U
IIPOMEKYTOUYHOM aTTECTALUN.

41.1.B X0[4€ peajindaliu AUCHUILIINHBL ((I[OKYMCHTaI_II/IOHHOC obecrneueHue U
ACJIOIMPOU3BOJACTBO B roCyaAapCTBEHHOM U MYHUIIUIIAJIBHOM YIIPAaBJICHUN) UCITIOJIB3YIOTCA
CIICAYIOMUC MCTOABI TCKYIIECTO KOHTPOJIA YCIICBACMOCTH o6yqa101u1/1xc;1:

Tema u/unu paznen MeTtonasl
TEKYIIETO
KOHTPOJIA
YCIIEBAEMOCTH
Tema 1 ‘ [Ipenmer, conepkaHue u OIIpoc,
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3aJa4d JACHUITIAHEL JIOKJIaJ,
TECTUPOBAHHUE,
Kelc-3agauu

Tema 2 | OCHOBHBIE CBOMCTBA, ompoc,

(GYHKINU ¥ IPU3HAKH. JIOKJIaJ,

TECTUPOBAHHUE,
Kelc-3agauu

Tema 3 | CTpykTypa JOKYMEHTA. ompoc,
JIOKJIaJ,
TECTUPOBAHHUE,
Kelc-3agauu

Tema 4 | Cuctembl TOKyMEHTALIUH. ompoc,
JIOKJIaJ,
TECTUPOBAHHUE,
Kelc-3a1aun

Tema 5 | CocraBnenue u 0ohoOpMIICHUE TOKYMEHTAIIUH 110 THYHOMY COCTaBY ompoc,

MITaTHBIX COTPYIHUKOB. JIOKJIaS,

TECTUPOBAHHUE,
Kelc-3agaun

Tema 6 | Opranu3zanusi 1 TEXHOJIOTUS pabOThI C JOKYMEHTaMU YIIPaBJICHHUS. ompoc,
JOKJIa,
TECTUPOBAHUE,
Kelc-3agaun

Tema 7 | Opranu3anus XpaHeHUs! TOKyMEHTOB U 00€CIIeUeHUE X o1poc,

COXPAaHHOCTH. JOKJIaJ,

TECTUPOBAHUE,
Kelc-3aa4u

Tema 8 | Pabora ¢ JoKyMeHTaMH, HUMEIONUMU OTPAHUYEHHBIN TOCTYII. onpoc,
JIOKJIaJI,
TECTUPOBAHUE,
Keic-3a1aun

Tema 9 | Opranuzaius coBenianuii, konpepeHuii, coopanuii. OdopmiieHue ompoc,

JIOKYMEHTATbHBIX MaTEPHAJIOB. JIOKJIaJ,

TECTUPOBAHUE,
KEeNc-3a/1auu

Tema Jlenonpon3BoICTBO IO YCTHBIM M MUCbMEHHBIM OOpaIIeHUSIM onpoc,

10 rpakJaH B OpraHu3auio. JIOKJIaI,

TECTUPOBAHUE,
Keic-3a1aun

4.1.2. 3aueT NpPOBOAUTCH C MIPMMEHEHUEM CJICAYIOIIUX METO0B (CPEACTB):

I/ICHOHB3yCTC${ MCETO/] YCTHOT'O OTBE€TA Ha BOIIPOCHI ouiera u JalbHEHIen 6CCCI[LI 10
HpO6JICMaM IMCUXOJIOTHH YIIPABJIICHUS, @ TAKIKC YCTHOI'O PCIICHUA CUTYAallUOHHBIX 3a/1a4.

4.2. MartepuaJjibl TeKyIero KOHTPOJIs1 YCIIeBaeMOCTH 00y4YaloMXcst

Tunossle OLCHOYHBIC MaTCpHaJIbl IPHU IMPOBECACHUHN JICKIITMOHHBIX 1 CCMHHAPCKUX 3aHATHI
Tema 1. IIpeamer, conep:kanue M 321244 JUCHUILINHBI.
1. JIokyMeHT — 00BEKT JOKYMEHTOBEICHHSL.
2. BiusiHME HayYHO-TEXHUYECKOTO MPOTpecca Ha Pa3BUTHE TOKYMEHTA.
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3. Metononorusi JOKyMEHTOBEICHUS.

4. 3akoHOJAaTENbHbIE aKThl, HOPMATHUBHBIE IOKYMEHTBI, TOCYAAPCTBEHHBIE U OTPACIIEBHIE
CTaHAapThl HAa YHU(DUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIHH.

Tema 2. OcHOBHBIE CBOMCTBA, (YHKIMHU U PU3HAKHU JOKYMEHTA.

. CooTHONIEHNE TOHATUN «UH(DOPMALIHSI» U «TOKYMEHT.
. Ponb nnopmanivy B aBTOMaTU3MpOBAHHBIX CHCTEMAX.
. Bo3HUKHOBEHUE JOKYMEHTA, €0 3HaYCHHE.
. CBoiicTBa 1 QYHKIIUM JOKYMEHTA.
. [lonsiTue opurunana.
. [lonsiTHE «KOTIHSY.
. [loHsiTvie ¥ UCTOPUYECKUIA XapaKTep CIOCO00B TOKYMEHTHUPOBAHHUSI.
. Matepuainsl 111 TEXHUYECKOTO TOKYMEHTUPOBAHMUSL.
. MamuHHbIe HOCUTENU HHPOPMAIUH.

10.  BnusgHue HOcUTEINs MHPOPMALIMU HA JOJITOBEYHOCTh U CTOUMOCTH IOKYMEHTA.

Tema 3. CTpyKTypa 10KyMeHTA.

1. ITonsitue «pexkBu3uT». [locTOSTHHBIE U IEpEMEHHBIE PEKBU3UTHI.

2. [TonsTHE «POPMYIAP TOKYMEHTAY.

3. Bonpocsl TOKyMEHTHPOBAHHUS, COCTABICHUS U 0(OPMIICHUS IOKYMEHTOB B
3aKOHOJATEJbHBIX 1 HOPMATHUBHBIX aKTaX.

4. 'ocynapcTBEeHHbIE CTaHIAPTHI HA IOKYMEHTHI.

5. Ponb Granka B 0opopMII€HHH JOKYMEHTA.

6. ABTOpBI IMYHBIX TOKYMEHTOB.

7. Bunsl TOKyMEHTOB, Onpe/ieNsieMble 3aKOHOIaTEIbHBIMU 1 HOPMAaTUBHBIMH aKTaMH.

8. Obo3HaueHue aapecara.

9. laTa 1OKyMEHTA.

10. CocTaB ynocToBepeHuUs: JOKYMEHTA.

11. Ileyatn 1 uxX Ha3HAYECHUE.

12. YTBepxkaeHne JOKYMEHTOB.

13. OT™MeTKH Ha JOKYMEHTAaX.

14. TpeboBaHUE K €€ COAEPKAHUIO U OPOPMIICHUIO.

15. TloHsATHE «TEKCT JOKYMEHTa» MPH pa3IMYHBIX C0CO0aX JOKYMEHTHPOBAHHUS.

16. Jlornyeckas CTpyKTypa TEKCTa.

17. IlpaBonucanue Ha3BaHUI yUpEKICHUN, OPraHU3ALNN, IPEIPUITHH.

18. YHudukanus 1oKyMeHTa Kak 0JIHO U3 HalpaBJIEHUH ero COBEpIIEHCTBOBAHUS.

Tema 4. CucreMbl JOKYMeHTALMU.

1. Obmepoccuiickue kiaccuPpUKaTopbl COLUATBHON HH(POPMAILIHH.

2. CucreMa opraHM3alMOHHO-TIPABOBOM TOKYMEHTAIUH, €€ Ha3HAYEHUE U COCTaB.

3. CocraBinenue u o¢GOpMIIEHHE OTAEIbHBIX BHJIOB OPraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB.

4. Cucrema pacropsInTeIbHON JOKYMEHTAIlUH, €€ Ha3Hau€HUe U COCTaB.

5. IIpouenypa u3nanus pacopsiAUTEIbHBIX TOKYMEHTOB B YCIOBUAX €AUHOHAYAIINS U
KOJUJIETHaJIbHOCTH.

6. Cucrema HHPOPMALIMOHHO-CITPABOYHOM JOKYMEHTAIUH, €€ Ha3HaYeHUe, COCTaB,
COCTaBJIEHUE U OPOPMIICHHE.

7. OpranuzalroOHHO-PACTIOPSIIUTENbHAS JOKYMEHTAIUS I0OPUINYECKUX JIHUI] chephl
COLIMAJIbHO-KYJIbTYPHOI'O CEPBHCA U TypU3Ma.

Tema S. CocTaBiieHue u opopMJIeHHE JOKYMEHTAIIUM 10 JUYHOMY COCTABY IITATHBIX
COTPYAHHMKOB.

1. lokyMeHTanMss 1O JMYHOMY COCTaBy KakK IIOJCHUCTEMa OpraHM3alOHHO-
pacnopsiANTEIbHON JOKYMEHTAIIHH.

2.3amaun  ympaBi€HMs, peEIIaeMble P  [OMOIUM  KaJpOBBIX  JOKYMEHTOB
(TOKYMEHTHPOBaHUE TPYIOBBIX MTPABOOTHOIIECHUH).
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3. CocraB 10KyMEHTOB, O(OPMIISIEMBIX B KaJPOBOH CITy>KO€: NEPBUYHBIX, YUETHBIX,
pacropsAUTENbHbIX, IMYHBIX, 10 COLIMATILHOMY 00ECTIE€YECHHUIO.

4. ITopsinok opopMiIeHHs M COCTaB JOKYMEHTOB IIpH IIpHUEME, YBOJIbHEHUH, IEPEBOE HA
JIpYTyIo paboTy, mpeaocTaBlIeHUE OTIyCKa, OPOPMIICHHE MTOOIIPEHUH, TUCITUTUTMHAPHBIX
B3bICKaHUM.

Tema 6. Opranu3anusi ¥ TeXHOJIOTHsi pad0oThI C JIOKYMEHTAMU YIIPaBJIEeHHS.

1. HopMaTuBHO-1IpaBOBOE PETYINPOBAHUE MIPOLIECCa JOKYMEHTOO00POTA.

2. CoBpeMeHHbIE OpraHU3alMOHHbIE (YOPMBI CITY>KOBI AETIONPOU3BOACTBA.

3. PernamenTanus ocHOBHBIX 33124 U QpyHKImil JIOY.

4. NHCTpyKLHMSA IO 1E0IPOU3BOJICTBY — OCHOBHOM HOPMATUBHBIN aKT OpraHu3aluu
JIeNI0Npon3BoACTBA. THIIOBBIE U UHANBUAYaAJIbHBIE HHCTPYKLIUU.

5. Ilopsanok pa3paboTKH, CoJIepKaHue, IpaBuia YTBEPKACHUS U BHEIPEHMUSL.

6. [InanupoBaHue, opraHu3anus ¥ MeToauka KoHTpoutst coctosHus IOV u obecrieueHus
COXPaHHOCTH JIOKYMEHTALUU B YUPEKIECHUH U CTPYKTYPHBIX [1OPA3IEICHUSAX.

7. O0paboTKa MOCTYNAIONINX JOKYMEHTOB (0JIOK-cXemMa paboThI ¢ BXOSIIHMH
nokymeHTamu). O6paboTKa OTIPaBIIAEMbIX JOKYMEHTOB (OJI0K-cxema paboThl ¢ UCXOASIIUMU
JIOKyMEHTaMHu ).

8. Perucrpanus u KOHTPOJIb UCTIOJHEHUS IOKYMEHTOB.

9. TexHoNOrNYECKOE 0OECIIEUEHNE KOHTPOJISL UCIIOJHEHUS JIOKYMEHTOB.

10.  Cucremaru3aius JOKYMEHTOB (COCTaBICHHEC HOMEHKIIATYPHI JIET).

11.  ®opmupoBaHue e Mo KiacCUu(PUKALMOHHBIM IPU3HAKAM, TPEOOBaHUS K
dbopMupoBaHUIO A€, 0OPOPMIICHHE AET B MAIKaX.

Tema 7. Opranuzanusi XpaHeHHsl JOKYMEHTOB U o0ecnie4yeHue HX COXPAHHOCTH.

1. XpaHeHue JOKYMEHTOB B CTPYKTYPHBIX MOAPA3/IEICHUSIX OpraHU3aliH.

2. OTBETCTBEHHOCTD 3a COXPAHHOCTh JOKYMEHTOB.

3. 3aKOHOJATENbCTBO U HOPMATHUBBI 10 00ECIICUEHUIO COXPAHHOCTH JOKYMEHTOB.

4. Opranu3anusi cripaBO4YHOM pabOThI U MOPSAAOK BbIAAUU JOKYMEHTOB BO BpEMEHHOE
NOJIb30BaHKE MPU XPAHEHUH B CTPYKTYPHBIX MOJpa3IeIeHUIX.

5. XpaHeHHe U OpraHu3alys J0CTymna K JOKyMEHTaM B YCJIOBUSAX (PYHKIIMOHUPOBAHUS
ABTOMATHU3UPOBAHHBIX MHPOPMAIIMOHHBIX CUCTEM.

6. [lonsiTHE «OKCIIEPTU3A IEHHOCTH.

7. Yaudukauus tTpeOoBaHMi K 1e1aM, caBaeMbIM B apXUB.

8. ITonsTe onucH nein.

Tema 8. Padora ¢ noKyMeHTaMH, HMEIOIMMH OTPAHMYCHHBIN JOCTYII.
. JIOKyMeHTBI, Hecylre HH(POPMAaILHIO OTKPBITYIO U C OTPAaHUYEHHBIM JTOCTYIIOM.
. HopmaTuBHBI€ aKThl, peryJupyronye orpaHi4eHue JI0CTymna K JOKYMEHTY.
. [lepeuens cBeeHn KOHMUICHIIMATLHOTO XapaKTepa.
. lenp 3amuThl KoHQUIeHIMATBHON nHopMmarmu (KIH).
Tema 9. Opranusanus copemianuii, KOH(pepeHuuii, coopanuii. Opopmiaenue
AOKYMEHTAJIbHBIX MATEPHAJIOB.

1. Kommiekc  opraHu3allMOHHO-TEXHMYECKMX MEpONPHIATUH 10 OpraHu3alud |
MIPOBEICHUIO COBEIIaHUM, KOH(hepeHIni, cCOOpaHuii:

2. BeipaboTka MOBECTKH JHS U OIpeJIeJIeHUe Kpyra MpernojaraéMblX y4aCTHHKOB;

3. O3HaKOMJIEHHE C TOBECTKOW JHS MPEANOIaraéMblX y4aCTHUKOB;

4. BeipaOoTka perjJaMeHTa COBEIIaHUS;

5. IlogroroBka MaTepuaaoB, HAMEYAEMBIX JJIsl pACCMOTPEHHsI HAa COBEIAHUM (JOKJIaa,
COJIOKJIa/1a, CIIPaBOYHO-MH(POPMAIIMOHHBIX MaTepUasoB, MIPOEKTa PELICHUS);

6. Opranu3zanus paboThl CEeKpeTapuara;

7. Texuuueckoe o0ecriedeHre NpoBeIeHHs COBEIaHus (ayAno- U BUeoanaparypa u

AW N —

ap.);
8. JlokymeHTHpOBaHUE paOOTHI COBEIIAHNUS;

16



9. OpopmieHne JOKYMEHTAIbHBIX MaT€pPHUaIOB COBELIAHMUS (M3TOTOBICHUE MPOTOKOIA,

UTOTOBBIX MaTe€pHajoB, pa3MHOKEHHE U 00ECIIeUeHNE UMU YIaCTHUKOB COBEILIAHHS).
Tema 10. Ie10npou3BOACTBO MO0 YCTHBIM H MUCbMEHHBIM 00PAllIEeHUSAM ITPAKIaH B
OpraHu3anuio.

1. OcHOBHBIE BU/IbI OOpaIlleHUI: TpeI0KEHUE, 3asBICHUS, Kaa00a.

2. HopmaTuBHBIE JOKYMEHTBI, PETYIUPYIOLIHE paboTy ¢ 00pallleHUsIMHU TPaXKAaH.

3. JInuHBINi IpUEM rpa’kJaH B OpraHU3aLNN.

4. Opranu3anus padoThl C MUCbMEHHBIMH OOpALCHUSIMU T'pakJjaH: perucTpanus,
KOHTpOJIb, OTBETHI, AHAJIU3 00pallleHni TpaXk/iaH, CPOK XpaHEHHUS.

IIpumepHbIe TeCTOBbIE 32JaHUSA

1. 'ocypapcTBeHHbBIN CTAHAAPT HA TEPMHUHOJIOTHIO B 00J1aCTH 1€JIONPOU3BOACTBA U
apXHBHOIO J1eJia

DHI'OCT P 7.0.8-2013

2)I'OCT P 51511-2014

4)I'OCT P 6.30-2003

2. lokyMeHTOBeIeHrEe H3y4yaeT

1)I0KyMEHTHUPOBaHHE U OpPTraHU3AIMIO PAaOOTHI C JOKYMEHTAMH

2)cnocoObl CO3/1aHuUs IOKYMEHTOB U CTAaHOBJICHHUE, Pa3BUTHE CUCTEM JOKYMEHTALUU

3)npoaBukKeHHE JOKYMEHTOB OT CO3/1aHHUs JI0 [Iepelaul Ha XpaHEHUE B apXUB

4)opraHu3anuio JOKyMEHTO000poTa

3. IlepBblii 3aKOHOAATENBHBINA AKT CO3IAHHBIN JJIA perjiaMeHTAlU MPOoIeCcCOB
JAOKYMEHTHPOBAHUS

1)I'enepanbublii Pernmament

2)O01ee yupexaeHrne MUHUCTEPCTB

3)CobopHoe YnoxeHue

4)Cynebnuk 1550

4. ABTOpBI NIEPBbIX TeOPeTHYECKUX PadoT mo JoKyMeHTOBeAeHHIO (19 Bek)

1)Ky3nenoBa u Jlapun

2)Bapaagunos u BensOpext

3)Puxtep u Murses

5. MeToabl, HCIIO/Ib3yeMble IIPH MCCIEI0BAHUM JOKYMEHTOBEIYEeCKHX MPodJeM

1)MeTon1 yHU(DUKAIIUN U CTAaHAAPTU3ALUN JOKYMEHTOB

2)MeToA MPUKIATHOTO GopMyIisipa

3)meron GopMyISIPHOTo aHAIN3A

4)MeTos OTHOKPATHOCTHU B IOKYMEHTHPOBAHUU

5)MeTon sKCHepTH3bl IEHHOCTH JJOKYMEHTOB

6. OcHOBHOI1 3aKOHOJATEJILHBIN aKT, HCN0JIb3yeMblii B IOKYMEHTOBeIeHUH

1)D3 «O TexHuueckoM peryiaupoBanun» ot 27 nekadps 2002 r. Ne 184-03

2)P3 «O6 unpopmaru, THPOPMALMOHHBIX TEXHOJIOTUAX U O 3aIIUTe HH(POPMAIUI» OT
27 mrons 2006 r. N 149-03

3)®@3 «O6 apxuBHOM zene B Poccuiickoit @enepaunn» ot 27 oktsadps 2004 r. Ne125-03

7. Onpenenenue nouaTus '"'mokymeHt', koropoe coorsercreyer 'OCTy P 7.0.8-
2013

1)A0KYMEHT - 3TO MaTepHaIbHbIN 0OBEKT C 3apUKCUPOBaHHON Ha HEM MH(pOpMaIlel B
BU/JIE TEKCTA, 3BYKO3AMNUCH WM HU300paKeHUS

2)I0KYMEHT - 3TO 3a()MKCUPOBAaHHAsl HA MaTEpUATbHOM HOCHUTENE HH(POPMALIUS C
PEKBU3UTAMHU, TO3BOJIAIOIIMMU €€ UJIEHTUDHUIIUPOBATH

3)I0KYMEHT - 3TO JI0Ka3aTeNbCTBO, JIeT0Bas Oymara, Ciry)Kamiasi JoKka3aTeabCTBOM Yero-
HUOYIb, MUCbMEHHOE CBUETEIHCTBO

8. AcnekT, KOTOPBI HOCHJI TEPMHH «10KYMeHT» B 18 Beke

1 )ipaBoBoit

2)ympaBieHYECKUN
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3)ucropuueckuit

4)10KYMEHTOBETYECKUI

9. ®yHKUMHU, ABJSAIONIAECH 00IIMMU PYHKIIUAMU JOKYMEHTA

1)3aneyatienus nHGOpPMAIIH

2)XpaHEeHUs CBEICHUIA

3)KOMMyHHUKaTHUBHAs

4)nonuTuyecKas

10. ®yHkumnu, ABJIAKIIMECH YACTHBIMUA QYHKIUAMHU JOKYMEHTA

1)ynpaBneHueckas

2)KOMMYHHKaTUBHAas

3)KyabTypHas

4)npaBoBas

S)uneonoruueckas

11. o pyHKIMOHATBHOCTD JOKYMEHTA — 3TO KOI1a JOKYMEHT 00/1ajaeT
byHkuusamu

1 )ITOUTUYECKON M MICOTOTHICCKOM

2)0THOBPEMEHHO MHOTUMU

3)rpaBoOBO¥ U UCTOPUUECKOM

12. ®ukcanust vHGOpPMALIMK HA MATEPUATBEHOM HOCHUTEIIE, T.€. TIPOIIECC CO3/IaHus
JIOKYMEHTa — 3TO

13. MarepuaJbHbIi HOCUTEIb HH(POPMAIIUU O COOLITHSIX U SIBJEHUAX 00beKTHBHOM
NAefiCTBUTEJbHOCTH U MBICJIMTEJIbHOM JesiTeJIbHOCTH YeJIOBeKAa - 3TO

1)nokymMeHT

2)bopmymsip

3)cuctema JOKyMEHTaLUU

4)01aHK JOKyMEHTa

14. ly6.1uKkaT, BHINKCKA, OTIYCK - 3TO

1)xonuu JOKyMeHTa

2)opUruHaJIbl TOKyMEHTa

3)BHYTpEeHHUE JOKYMEHTHI

4)BHENIHNE TOKYMEHTBI

15. CBoilicTBO 0pUIIHAIBLHOIO JOKYMEHTA, c00011aeMoe eMy /1eiiCTBYIOIIUM
3aKOHOAATEJIbCTBOM, KOMIIETCHIIMEH H3aBIICTr0 ero OpraHa u YCTAHOBJICHHBIM MOPSAAKOM
ero opopmiieHHS - 3TO

l)moamMHHOCTH

2)ropuandeckast cuia JT0KyMeHTa

3)OpUTrHHAIBHOCTH

4)KONUHHOCTh

16. AyTeHTHYHBbIE JOKYMEHTbI — 3TO JOKYMEHTBbI

1)cocTaBinsieMble B HECKOIBKUX 3K3EMILISIpax

2)uMerolue NoATBEPKACHUE TOAJTMHHOCTU

3)nepeneyaTaHHbIC

4)noAnvcaHHbIE

17. lIoKyMeHT, B KOTOPOM He COOTBETCTBYIOT NOJVINHHUKY HH €r0 COJAepKaHue, HU
MaTepHaJIbHbIIl HOCUTEJIb, HM BHEIIHNE NPU3HAKH: 0YePK, PUCYHKH U T.II. - ITO

l)gactuyHO (hambCUPUITUPOBAHHBIA JOKYMEHT

2)[IOJIHOCTBIO (anbcUPUIMPOBAHHBIN JOKYMEHT

3)0ATI0KHBIA JOKYMEHT

4)noanenbHbIA JOKYMEHT

18. IIpu 3aBepeHUU KONUM MPABUIBHO 0()OPMJIEH PEKBU3UT «OTMeETKA 0
3aBepeHUH KONMN» -

1)BepHo:
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WMHcniekTop oTaena KaapoB  JIMYHAs ITOJIUCH N.N. IlerpoBa

16.03.2015

2)Bepno

WNHcnekTop oTaena KagapoB  JIMYHAS MOAIUCH [Terposa 1.U.

3)BepHo

WNHcnekTop oTaena KaIpoB JUYHAs MOJAMKUCH N.N. IlerpoBa

16.03.2015

4)BepHo

WMHcniekTop oTAena KaIpoB  JIUYHAs IOANUCH N.N. ITerposa

19. OpunuanbHBIA JOKYMEHT apXHBa, BOCIPOU3BOASIINI TEKCT UM H300paKeHue
apPXMBHOI'0 IOKYMEHTA, HO C YKa3aHHEM ero MOUCKOBBIX JaHHBIX - HA3BAHUS apXUBAa,
HOMepa (oHaa, ONHCH, AeJ1a, JIUCTA — ITO KOIUH

1)pykonucHsbIe

2)(bakcuMIIIbHBIC

3)3aBepeHHbIE

4)apxXvBHbBIC

20. /TokyMeHT, MOJTHOCTHI0 BOCTIPOU3BOASA NI HH(POPMALHMIO IIOAJTHHHOIO
AOKYMEHTA M BCe ero BHEIIHNE MPU3HAKH UJIH YACTh UX, He MMEIOIIMH I0PUINYeCKON
CHJIBI — 3TO

1 )opurunan

2)xonus

3)bwuurpanu

4)nyOnukar

IIpumepHbIe Kelic-3a1a4u
3anaua 1. CocTaBiieHHe OPraHU3aMOHHO-PACTIOPAAMTEIbHBIX JOKYMEHTOB

Curyanus:

[TpencraBbTe cebe, uTo Brl paboTaere B KOMIIaHUM TOMOIIHUKOM pyKOBOAUTENA. Bam
HE00XO0IUMO MOATOTOBUTH MPOEKThHI OpPraHU3aMOHHO-PACIOPATUTENIbHON TIOKyMEHTalluN

CocraBbTe npuUKa3 1o pe3yiabTaTaM MIPOBEPKU B X0J1€ MHBEHTAPU3ALUN MaTepUaAIbHbBIX
LeHHocTel B cpefHeil mkone Ne  r. BnaauBocroka, nposeaenHoi ¢ 10.09.2015 no
20.09.2015. B pe3ynbTate mpoBepKH ObUIH BBISBIICHBI CYIIECTBEHHBIE HeOCTaTKU. Heobxoaumo
NOBBICUTh KOHTPOJIb MperojaBaTeNeil 3a COXPaHHOCTBIO IIKOJBHOTO  000pyIOBaHMA,
aKTUBU3UPOBATh padOTy ¢ yJalllMMUCS 110 BOCHUTAHUIO Y HUX OEPEKHOTO OTHOILIEHUS K
UMYILECTBY.

CocrtaBbTe pacnopspKeHHE PYKOBOJUTENS 00 OpraHU3aliy 1eXKypCTBa B Ipa3AHUYHbIE
nHU ¢ 31 nexabps 2015 roga no 10 saBapst 2016 rona. Ipemioxure 3am. aupexropa mo AXY
(aAMMHUCTPATUBHO-X03HCTBEHHAs YaCTh) OPraHu30BaTh cOTpyAHUKOB 31.12.2015 10 17-00 u
NPOBEPUTH U OTleYaTaTh Bce CIyXeOHbIe momenieHust. OOsKUTE MOArOTOBUThH Ha YTBEPKACHUE
rpaduk nexypcersa 10 31 gexadbps. Opranuzanuio U GaMUIHU JOHKHOCTHBIX JIUIT YKAKUTE
CaMOCTOSITENIBHO.

Odopmute BBIMKUCKY U3 MPHKa3a o WHBeHTapu3anuu. CoctaBbTe U 0pOpMUTE aKT O
IIPOBEPKE COXPAHHOCTH JTOKYMEHTOB B OPraHU3ALNH.

CocrtaBbTe 1 0OpPMHTE B COOTBETCTBUHU C TPEOOBaHUSAMHU IPOTOKOJI 3aCEeIaHUs COBETA
JTUPEKTOPOB aKIIMOHEPHOT0 OOIIECTBA O CO3bIBE TO0BOI0 00IIero codpanus akunoHepon. Ha
3aceaHnu ObUTH OIpeesieHbl MecTo, BpeMs, popMa (0uHast) MpoBeieHUs] COOpaHus, a TaKxKe
YTBEPKAEH CIUCOK KaHJM/IaTOB, BKJIOYAEMbIX B OIOJUIETEHU JJISl TOJIOCOBAHMS 110 TIOBOAY
u30paHus B WIEHBI COBETa TUPEeKTOpoB. HeoOxoaumyro napopmanuio (Ha3BaHHe aKIIHOHEPHOTO
o0riecTBa, (haMUIINK BBICTYIUBIINX JTOKJIAJYUKOB U T.J.) TOTIOJIHUTE CAaMOCTOSATENIbHO. Bee
PEKBU3UTBHl JTOKyMEHTa O(QOpMHUTE B COOTBETCTBUU C IOJOKEHUSIMH JIEHCTBYIOLIETO
3akononatenscTBa u 'OCT P 6.30—-2003.

Kpartkue metoguueckue ykazaHus
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Kelic-3amaua cOCTOUT U3 UeThIpeX 3aaHuil. MakcUMalbHO 3a Kelc-3a7a4y MOXKHO
NOJy4YHTh 7 6ayuioB. Bpems, oTBogMMOE Ha BBINOJIHEHHE KeHC-3a1a4l COCTABIISIET 35 MUHYT.
3anauya 2. CocraBiieHrne HHGPOPMANUOHHO-CIIPABOYHBIX IOKYMEHTOB.

Curyanus:

ITpencraBeTe cebe, uTo Bbl paboTaere B KOMIIaHUM TOMOILIHUKOM pyKOBOAUTENsA. Bam
HE00XO0IMMO MOJArOTOBUTH MPOEKThl HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB:

Cocrasbre B cootBeTcTBHU ¢ ['OCT P 6.30-2003 1 opopMuTE MONHBINA TPOTOKOI
3ace/laHus KoJUIerny o pabote otena MHGOpMaTH3aMK 10 00ECIIEYEHHIO JeSITEIbHOCTH
yUpexXJIeHUs (Ha3BaHUE YUPEKACHUS, MECTO U3JJaHUS JOKYMEHTA U Ap., PEKBU3UTHI yKa3aTh
camocTosTeNnbHO). Ha 3acenanuu peus 1mia 0 He0OXOUMOCTH JONOTHUTEIBHOTO BBIICICHHUS
KOMIIbIOTEPOB AJIs1 oTAena nHpopmaTuzanuu. CoodLianock Takke 0 TOM, YTO B OT/I€JI€ HOBBIX
pa3pabOTOK MPOBOAATCS MEPOIIPHUATHUS 110 YITYUIICHHIO OPraHU3aluy HHPOPMAITMOHHBIX
nporeccoB. Ha 3acenannu 0100peHO OCHOBHOE HarpaBiieHUe paboThl OT/Ea U IPUHATO
pelIeHre TOPYYHUTh aIMUHUCTPATUBHO-XO035MCTBEHHON CITy»KO€ MproOpecTH s OTAeIa
uH(popMaTu3aluuy 3 KOMIIbIOTEpa.

CocTtaBbTe NPOTOKOJ MPOU3BOACTBEHHOI'O COBEIIAHUS PAOOTHUKOB IOPHINYECKOTO
0TJeNa, KOTOpBIE 00CYK 1Al BOTIPOC OPTaHU3AIMH Pa0OTHI B OTJIENIE B CBSI3U C Pa3BUTHEM
KOMMEpUYECKOH JIeATeNTbHOCTH W TPHHSJIM  pelleHHe O HEOOXOJUMOCTH  yBEJIUYEHUs
YHUCJIEHHOCTH Pa0OTHUKOB FOPUINYECKOTO OT/I€a U 00 OCHAILIEHUH OT/IeJ1a HOBBIMU
KOMIIBIOTEpPaMH.

Hanuumre noknannyto 3anucky Ha uMms pykoBogutens OOO «[Ipum-Koncantuar» o
KOMaHAMPOBaHUHU B I'. XabapoBCK cTapllero HHxXeHepa rexuuueckoro ornaena Msanosa U.U.. ¢
06.10.2012 roga cpokoM Ha 5 1HEH 1S BBICTYIIEHUA C JOKIaJA0M Ha ceMuHape «CoBpeMEHHbIE
CHOCOOBI ONITUMU3AINH JOKYMEHTO000POTa B KOMMEPYECKOH OpraHu3amum.

CocraBbte rapantuiinoe nucbMo OAO «buznec-ABromatuka» kK OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHUU IIOMOLIM B YCTAHOBKE U HajlaJike 000pYyJOBaHUS BBIYMCIUTEIHHOIO
LEHTpA.

[ToaroroBbTe M 0OPOPMUTE MUCEMO € COOOIIEHUEM O MPOBEJCHUN T'OA0BOT0 OOIIET0o
coOpaHus aKIMOHEPOB aKIITMOHEPHOTO 0011eCcTBA (Ha3BaHWE U CITPABOYHBIE JaHHBIE 001IeCTBa
JIOTIOJTHATE CAMOCTOSITENIBHO). B cOOOIIEHNN yKaXUTE, UTO COOpaHUE CO3BIBACTCS B OUHOU
bopme, orpesenuTe cCaMOCTOSTEIbHO MTOBECTKY JHS, AaTy, BpeMsl U MECTO IIPOBEICHUS
rOJI0OBOTO 00111ero COOpaHusl, Ha4auI0 U OKOHYAHUE PErHCTpallii Y4aCTHUKOB COOpaHusl.
Heo6xonumo yka3aTb, Kakue JOKYMEHThI HY’KHO UMETh MpH cebe (IacropT, TOBEPeHHOCTh Ha
nepeaayy npasa Ha yyacTHe B COOpaHUHM U JIp.). Bce pekBU3UTHI J0KyMeHTa 0OopMHTE B
COOTBETCTBUHU C MOJIOKEHUSIMU JIEHCTBYIOILIET0 3aKoHoAaTenbCcTBa U TpedoBanusimu I'OCT P
6.30—-20083.

KpaTkue meToauueckue yKa3aHus

Kelic-3amada cOCTOUT U3 MSTH 3alaHUi. MaKkCUMalIbHO 3a Keic-3aauy MOXKHO IIOJTyYUTh
7 6amioB. Bpems, 0TBOAMMOE Ha BBIMOJHEHHE KeHC-3a/1a4l COCTaBIIAET 35 MUHYT.
3anaua 3. CocraBiieHHe KaIpOBOHl JOKYMEHTALMU

Curyanus:

[TpencraBbTe cebe, uTo Brl paboTaere B kOMIaHUU B OT/elNe KaJpoB. Bam HeoOX01umMo
MOATOTOBUTH MPOEKTHI KaIPOBBIX JOKYMEHTOB

Ha ocHOBaHuM 3aKIII0UEHHOTO TPYAOBOIO J0rOBOpa 0 npueMe Bac Ha TOIKHOCTD
MeHeKepa [0 TypU3My B TypucTuieckyro pupmy «boH-Bosk» opopmure npukas 1no JH4HOMY
cocTaBy o Impueme Ha paboty (mo ynudunupoannoit popme T Ne 1).

CocraBbTe 1 0OpPMHUTE XaPaKTEPUCTUKY HA COTPYIHUKA OT/EJa KaJApOB, MOANUCAHHYIO
PYKOBOJUTENEM JAaHHOTO CTPYKTYPHOTO nojpasaeneHus. Opranusanuio, paMuanu paboTHUKOB
YKaXXHUTE CAMOCTOSITENIBHO.

CocrtaBbTe 1 0OpPMHTE 3asIBIICHUE O MIEPEBOJIE HA APYTI'YIO PAOOTY, B KOTOPOM YKaXKUTE
CTPYKTYpPHOE MOJIpa3/ieleHne, TOHKHOCTD, P HEOOXOJMMOCTH — OCOOCHHOCTH B paboTe
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(HeToHbIN pabouuil 1eHk, moyacoBas omiata). Ha ocHoBaHUM 3asBICHHS COCTaBLTE MPUKA3 110
yaupunupoBanaoit popme T Ne 5.

Odopmure 3anuck B TPYAOBYIO KHIKKY O IpUeMe Ha paboTy U CIIPaBKy ¢ MecTa paboThI
C YKa3aHUEM JOJDKHOCTHU U CPEeTHEMECIYHOT0 3apaboTKa.

Kpartkue metonnueckue ykazaHus

Keiic-3amaua cocTout U3 4eThipex 3agaHuii. MakcuMaabHO 3a Keic-3a/1a4y MOKHO
noJy4uTh 7 OayioB. Bpemsi, oTBoAMMOE Ha BBITIOJIHEHUE KEHC-3a7]aui COCTABISET 35 MUHYT.
3anaya 4. UHCTPYKIMSA 110 1€JI0NIPOU3BOJACTBY

Kp ATKUC MCTOANYCCKUC YKa3aHUA

CyTb 3a1aHUS COCTOUT B (POPMHUPOBAHUHU OPTraHU3ALMOHHOTO TOKYMEeHTa «HCTPYKIUs
0 JIeJIONIPOU3BO/ICTBY», B KOTOPOM OyZIeT OTpa)keHbl TPeOOBAHUS U ITPaBHJIa BEICHHS
JIeNTOTIPOU3BOICTBA, MPABIIIA IOKYMEHTHPOBAHUS MHPOPMALIMU B OpPraHU3aLIUH.

MaxkcuMasnbHO 3a BBIIIOJHEHNE MHIUBUAYAIbHOIO 33aHNs MOXKHO HOJIY4UTh 7 OaslIoB.
Bpemsi, oTBoAMMOE Ha BBIIOJIHEHNE 3aJaHUS COCTABIISIET 15 MUHYT.

4.3. OueHo4HbIe CpeACTBA /sl IPOMEKYTOYHOH aTTeCTAlMH.

4.3.1. ®opMupyemMble KOMIIETEHIIUM C YKa3aHHEM 3TanoB uxX popMupoBaHus B
npouecce 0CBOeHUsI 00pa30BaTeIbHOI IPOrPaMMBblI.

Kon HaumenoBanue Kon HaumeHnoBaHue »3Tama OCBOEHUS
KOMIIETEH | KOMIIETEHLIUU JTamna KOMIIETEHIH
UH OCBOCHMS
KOMIIETEHI]
uu
OIIK-6 CHOCOOHOCTBIO ~ pelIaTh OIIK-6.3 CrnocoOHOCTh IPUMEHSTH OCHOBBI
CTaHJApTHBIE  3aJauu JIOKYMEHTOBE/ICHUS "
npodeccuoHaTHLHON JIeNTOTIPOU3BO/ICTBA,
NeSITeIbHOCTH HAa OCHOBE MH(POPMALMOHHOM u
UH(OPMALIMOHHONH U oubnnorpadguyeckoil  KyabTyphl,
o6ubnuorpaduueckont UH(pOPMAaIMOHHO-
KYJIBTYpPBI C IPUMEHEHHEM KOMMYHHUKAI[MOHHBIX TEXHOJIOTHII ¢
MH(OPMaLMOHHO- Y4E€TOM OCHOBHBIX TpeOOBaHUM
KOMMYHHKaIIMOHHBIX MH(POPMALIMOHHOM 6€30MacHOCTH
TEXHOJIOTHI U C y4ETOM
OCHOBHBIX TpeOOBaHUI
UH(POPMALIMOHHOM
0€e30I1aCHOCTH
[1K-8 cnocoOHocTh ocymiecTBiATh | [1K-8.1 3Hate BUABI U (QOPMBEI
KOMMYHHUKATHBHYIO WH(POPMAIIMOHHO-
NesITeIbHOCTH, OCHOBAHHYIO KOMMYHHUKAIIUOHHBIX TEXHOJOTHH,
Ha BIIA/ICHUU HaBBIKAMH UCTIONB3yeMBIX IS  00paboTKH
OCYILIECTBIICHUS JIOKYMEHTOB M JIeJIONIPOU3BOICTBA
B3aUMOJICUCTBUSI MEXITY
TOCYJapCTBEHHBIMH U
MYHUIUTAIbHBIMU
opranamMM H© HX
CTPYKTYPHBIMU
MOJIPa3/ICIICHUSIMH, a TAKKe
c rpakJaHaMH,
UHCTUTYTaMH
roCyIapCTBEHHOMW BJIACTH U
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yIpaBIeHUS, HHCTUTYTaMHU
TpaXKTAHCKOTO 0OIIECTBA B

HEISIX OCYIIECTBIICHHSI
roCyJapCTBEHHOTO u
MYHUIIUTIATBHOTO
yIpaBJICHUS] 1 00ECTICUCHHS
ero 3¢ HEKTUBHOCTH;
dhopMHUpOBaHHS
MO3UTHUBHOTO UMUIKA
roCy1apCTBEHHOU u
MYHUIIUTIAIBHONW ~ CITyXOBI,
y4acTHs B yCTAaHOBJICHUU
JIEITOBBIX cBsi3ei u
OpraHU3aIu
COTPY/ZHUYECTBA c
Pa3InYHBIMU
rOCyIapCTBEHHBIMH,
00IIIeCTBEHHBIMH,
PEIUTHO3HBIMH,
HETOCY/1apCTBEHHBIMHU u
WHBIMU OpraHU3aIMsIMU, a
TaKKe UL OKa3aHMs
rOCyIapCTBEHHBIX u
MYHUIUITATBHBIX yCIIyT,

o0ecrieueHns: X BBICOKOTO
KayecTBa 1 3((HEeKTUBHOCTH
JIeATEIbHOCTH 10 OKa3aHHIO

roCyJapCTBEHHBIX u
MYHHUITUTIATBHBIX yCIIyr
HAaCEJIECHUIO u
OpraHu3aIusIM c
MpUMEHEHUEM B
npodeccuoHaNbHOM
JIEATEITbHOCTH
MH(OPMaLMOHHO-
KOMMYHUKAI[MOHHBIX
TEXHOJIOTHH C y4ETOM UX
B3aMMOCBS3EN 51
MEePCTIEKTUB
WCITOJIb30BaHUS.

IToxa3aTenn U KPpUTEepPHH OLCHNBAHUS KOMIIETEHIIMI C Y4eTOM 3Tana ux ()opMHUpPOBAHUSA

Orar ocBOeHUs IToka3arens Kpurepuit onennBanus
KOMITIETEHIIUH OILICHUBAaHUS
OIIK-6.3 Ymeer  oQopMIISATH OdopmieHbt
Crioco6HOCTD opunmanbHele U opunManbHbe U
MPUMEHSTh OCHOBBI JICJIOBbIE  MHCHMA, JIeNIOBblEe  MHCHMA,
JIOKYMEHTOBEICHHUS U JIOTOBOPBI,  ApyTue JIOTOBOPBL,  IpyTue
JIeJIONPOU3BO/ICTBA, pacrpoCTpaHEHHbIE pacrpoCTpaHEHHbIE
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1.

UHPOPMALIMOHHON |
oubmmorpaduueckon
KYJbTYPBI,
UH(POPMALIMOHHO-
KOMMYHHUKAIIHOHHBIX
TEXHOJIOTUH C y4eTOM
OCHOBHBIX TPeOOBaHUIA

JIOKYMEHTHI,
OCYILIECTBIIATh
JOKYMEHTOO0O0pOT U
JIEJIONPOU3BOJICTBO B
OpraHu3aluu

JIOKYMEHTHI,
OCYIIIECTBJIEHO
JIEJIONPOU3BOJICTBO B
OpraHu3aluu

nH(pOpMaITMOHHOM

0€30MacHOCTH

[1K-8.1 Ormpenenser BUIBI, Ornpenenenbl BUABL,
3HaTh BUJIBI U (DOPMBI | THIIBI THUIIBI
nH(pOpMaIMOHHO- nH(pOpMaIMOHHO- nH(pOpMaIMOHHO-
KOMMYHHUKAITHOHHBIX KOMMYHHKAITUOHHBIX | KOMMYHHUKAI[MOHHBIX
TEXHOJIOTUH, TEXHOJIOTHUH, TEXHOJIOTHUH,
UCIIONB3YEMBIX IS CHeIMalIbHbIE CPE/ICTBA | CIICIUABHBIE CPEACTBA
00paboTKH ¥ METOJIbI cOOpa 1 ¥ METOJIbI cOOpa U
JIOKYMEHTOB u MIePBUYHON 00pabOTKK | MEpBHYHON 00pabOTKH
JIEJIONIPOU3BOICTBA undopmaruu,  eé undopmaruu,  eé

aHanm3a,
CUCTEMAaTH3allud |
npeoOpa3oBaHusl,
UCTIOJIB3YEMBIX  JUISI
00paboTku
JIOKyMEHTOB "
JICIIOTIPOU3BOICTBA

aHajm3a,
CUCTeMaTH3allud |
npeoOpa3oBaHus,
UCTIOB3YEMbIX  JUISI
00paboTku
JIOKyMEHTOB u
JICITOTIPOU3BOICTBA

4.3.1. IlpumepHbIe BONPOCHI /1JI51 324€Ta MO JUCIHUIINHE

O0acte

NPUMCHCHUSA

I'OCT P 6.30-2003

OPraHU3ALMOHHO-PACTIOPAIUTENBHON JOKYMEHTALII.

O 00 1 O\ D K WIN

«YHUpUIMPOBaHHAS

. CocraB pexBu3uToB gokymeHnTos o 'OCT P 6.30-2003.

. Ponb ¥ 3HaueHne JOKyMEHTHON MH(OPMAIIUK U AETONPOU3BO/ICTBA.
. TpeboBanus Kk 0OpMIIEHUIO PEeKBU3UTOB C 15 1o 18.

. TpeboBanust k 0opMIIEHUIO PeKBU3UTOB ¢ 1 10 7.

. TpeboBanus Kk 0OpMIICHUIO PEKBU3UTOB € § 110 14.

. TpeboBanus k opopmiienuto 19 pexBuzura.

. TpeboBaHus kK 0(OpMIIEHUIO PEKBU3UTOB 22 1 23.
. TpeboBanus xk odopmiieHnto pekBu3uToB 20 u 21.

10. TpeboBanus k G1aHKaM TOKYyMEHTOB U O()OPMIIEHHUIO TOKYMEHTOB.

11. TpeboBaHus K U3rOTOBJIEHUIO, YUETY, UCIIOJIb30BAHUIO U XPAHEHUIO OJIaHKOB C
BocnpousseaeHueM ['ocynapctenHoro ['ep6a PO u I'epba CyonexTos PO.

12. TpeboBanus k ohopMIIEHUIO peKBU3HUTOB ¢ 24 110 30.

13. Cxema pacnooXkeHusl peKBU3UTOB IOKYMEHTOB yIJIOBOTo OjaHKa Ha popmaTe A-4
cornacHo 'OCT P 6.30-2003.

14. AaropuT™ cocTaBlI€HUS TOKYMEHTOB.

15. Cxema pacnonoxeHusl peKBU3UTOB IOKYMEHTOB IIPOAOILHOTO OiiaHKa Ha hopMare
A-4 cornacuo 'OCT P 6.30-2003.

16. lnpopmaimoHHO-CIIpaBOYHbIE JOKYMEHTHI.

17. Opranu3aliuOHHbIE TOKYMEHTHI.

18. PacniopsiauTenbHble JOKYMEHTBHI.

19. IoKyMEHTBI 110 TUYHOMY COCTaBY.

20. 3aHeceHue B TPYIOBYIO KHIXKKY CBEACHUH 0 paboTe, HarpaKACHUAX U MOOIPEHUSX.

21. Ilpukassl MO JIUYHOMY COCTaBY.
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22. Bkiaaplll B TPYJIOBYIO KHUXKKY.

23. TpynoBble KHUXKKH: 0OpMIIEHHE, BEACHUE, BbI1avya MIPHU YBOJIbHEHUH, yUeT.

24. ly0nuKkat TpyI0BOM KHIKKH.

25. Opranuszanus JOKyMEHTO000pOTa Ha MPEANIPUSATHH.

26. Jluungple nena.

27. Jlnanble kapTouku 1o popme T-2.

28. Perucrpanuusi 1 KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

29. O6paboTKa NOCTYNAIOIIUX B OPraHU3ALUIO JOKYMEHTOB.

30. O6paboTKa OTHPABISIEMbIX U3 OPraHU3AIMH JOKYMEHTOB.

31. CocraBineHre HOMEHKIIATYPbI A€.

32. ApXuB OpraHu3alu.

33. ®opMupoBaHue Jel.

34. JIOKyMEHTBI ¢ OrpaHMYEHHEM JO0CTyNa: KiacCu(pUKanus 1o rpudy orpaHu4eHHOro
JOCTyma, Ieb  3allUThl  KOH(QHUIEHIHMAIbHOH  HMH(pOpManuu, TepedyeHb  CBEACHUH
KOH(UICHIIMAILHOTO XapaKTepa, 00ecIieueHUe 3aIHThI.

35. IloaroToBka JOKYMEHTOB K apXUBHOMY XPAaHEHHUIO.

36. Opranusanus coBeliaHuii, KoHpepeHuii, coopaHuii.

37. Benenue 1e10npon3BoICTBA, 00ECIIEUNBAIOIIETO YUET U COXPAHHOCTh JOKYMEHTOB,
coJiepKalX KOH(PHICHINATbHYIO HH()OPMAIIHIO.

38. Jlenonpou3BoJCTBO yUpEKIACHUS.

39. IIpumepHas HOMEHKJIATypa J1e]1 YUpeKACHUs

TunosBele 3aga4u 11 3a49eTa

BBIOMpAIOTCS U3 33]a4, IPEeIHA3HAYCHHBIX JUIsl CAMOCTOATEIbHONU PabOThI (KOHTPOJIbHBIE
paboThl).

IIIxana oneHNBaHUA

OneHka 3HaHUM, YMEHHI, HABBIKOB IPOBOIUTCS HA OCHOBE OaJNIbHO-PEUTHHTOBOM
cuctemsl: 30% u3 100% (umu 30 6amtoB u3 100) - BKiIaJ B UTOTOBYIO OLIEHKY IO pe3yjbTaTam
IIPOMEKYTOYHOM aTTECTALUN.

[Ipu oneHMBaHUM OTBETa OOYYAIOLIETOCs B X0/1€ IPOMEKYTOUHOM aTTeCTallii MOXKHO
ONMPATHCS Ha CIEAYIOIINE KPUTEPHUH:

baubl Kpurepuii oieHKH

6-30 OOyuaronuiics TOKa3bIBAaCT JOCTATOUHBIM YPOBEHb KOMIIETEHTHOCTH, 3HAHUS
MaTepHaioB 3aHATUH, yueOHOM U METOANYECKOH JINTepaTyphl, 3aKOHOIATEIbCTBA U
MIPAKTUKH €r0o MPUMEHEHUs. Y BEPEHHO U MPO(eCcCHOHANBHO, TPAMOTHBIM SI3BIKOM,
SICHO, YETKO U MOHSATHO U3JIaraeT COCTOSIHUE U CYTh BOIIPOCA. 3HAET HOPMATHUBHO-
3aKOHOJATEIbHYIO M MPAKTHUECKYI0 0a3y, HO IPU OTBETE JIOMYCKaeT
HECYIIECTBEHHBIE MOTpemHOCTH. O0yJaromuics MOKa3bIBAET JOCTATOYHBINA YPOBEHD
npo¢ecCHOHATBHBIX 3HaHUI, CBOOOIHO ONEPUPYET MOHATHIMHU, METOJIAMH OLICHKH
IIPUHATHSL PEIICHNHN, UMEET IPEJICTaBICHNUE: O MEKIUCIUILUIMHAPHBIX CBA3SX,
YBSI3bIBAET 3HAHUS, TIOJTYyYEHHbIE IPU U3YUEHUU PA3IMUHBIX JUCLIUILINH, YMEET
aHAJIN3UPOBATh MPAKTUYECKUE CUTYALMH, HO JIOITYCKAaeT HEKOTOPBIE IIOTPELIHOCTH.
OTBeT MOCTPOEH JIOTUYHO, MaTepUall U3JIaraeTCs XOPOILIUM SI3bIKOM, IIPUBIIEKAETCS
MH(GOPMATHUBHBINA U MIUTIOCTPUPOBAHHBIA MaTepHai, HO IPU OTBETE JOMYCKAET
HEKOTOpBIE MOTPEMIHOCTH. BONPOCH! HE BBI3BIBAIOT CYIIECTBEHHBIX 3aTPYAHEHUM.
0-5 OOyuaronuiics TOKa3bIBaeT ci1adble 3HAHHUSI MAaTepUAIOB 3aHATUH, yUeOHOMH
JUTEePaTyphl, 3aKOHOAATEIHCTBA U MIPAKTUKU €r0 IPUMEHEHUs, HU3KUN YPOBEHb
KOMIIETEHTHOCTH, HEYBEPEHHOE U3JI0KeHHe Borpoca. O0yuaromuiicss moKa3blBaeT
cnabblil ypoBeHb MPO(heCCHOHATBHBIX 3HAHUH, 3aTPYAHSIETCS MPU aHAIH3e
MPAKTUYECKUX CUTyalui. He MOXeT NpUBECTH MPUMEPHI U3 peaIbHON MTPAKTUKH.
HeyBepeHHO 1 T0rn4ecKky HENoCIeq0BaTeIbHO n3araeT Mmarepuan. HenpaBuibHO
OTBEYAECT HAa BOIPOCHI MU 3aTPYAHSAETCS C OTBETOM.
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[IIkana nepeBoaa U3 MHOTOOAIITBHOM CUCTEMBI B TPATUITUOHHYIO:

- 00yyJaromeMycs BBICTaBIISIETCS OLIEHKA «HE3a4TeHO» eClIM 00yyJaroluiics Habpan MeHee
50 6aoB,

- OIICHKA «3aUTEHO» BBICTABIISICTCS MPHU YCIOBUH, €CIH o0ydaronuiics Habpain ot 50 1o
100 6amos;

100 GanyoB BRICTABISICTCS TIPU YCIOBHUH BBITIOJIHEHUS BCEX TPEOOBAHUM, a TAaKXKeE MPH
0053aTeNTbHOM MPOSIBIICHUU TBOPYECKOTO OTHOILICHHUS K MPEAMETY, YMEHUH HaXOJUTh
OpUTMHAJIbHBIC, HE COZIepIKaIIUecs B yUeOHUKAX OTBETHI, YMEHUH padOTaTh C ICTOYHUKAMH,
KOTOpbIE COJIEPKATCS AOMOTHUTEIBHOU TUTEPATYPE K KYPCY, YMEHUU COCIUHSAThH 3HAHUS,
MOJIyYEHHBIE B JAHHOM KYpPCE CO 3HAHUSMU JPYIUX JTUCLHUILIUH.

4.4. MeToauyeckue MaTepuabl

OneHnBaHue 00y4aIOLIMXCS B IPOLIECCE NOITAITHOTO OCBOEHUSI UMU KOMIIETEHIIHH,
dopMHUpyeMBIX JaHHOM JUCUMIUIMHOM  ocyllecTBisercss B ¢opMme 3adera, KOTOPBIH
IpeArnonaraeT OLEHUBaHUE 3HAHUH € TIOMOIIBIO YCTHOTO cOOECEeI0BaHMsI 110 Y3JI0BBIM BOIIPOCaM
3HAHUH U OLlEHMBaHWE YMEHHUM U HaBBIKOB 110 pe3yJIbTaTaM pelleHus Keiic-3aiauu,

3HaHMS U YMEHHUs 00y4aroIIerocs Ha 3a4eTa OLEHUBAETCS 10 IIKaJIe «3a4TEHO-HEe
3aYTEHO.

5. MeToauyeckne yKazaHus il 00y4AIOUIUXCS 110 OCBOCHUIO TUCHUILIMHBI (MOIYJIS)

VYcnenHoe ocBoeHue Kypcea «/lokyMeHTalnoHHoe obecrieueHue 1 AeI0IPOU3BOICTBO B
roCyJapCTBEHHOM M MYHMIIMIIAIBHOM YIIPABICHUMN» IIPEATIONAracT akTUBHOE, TBOPYECKOE
ydyacTue o0yyaromuxcs Bo Bcex popMax yueOHbIX 3aHATHH, ONpeleleHHbIX Ul JaHHOM
JTUCIUIUINHBI.

CamocrodrenbHas paboTa 00yJaroLUMXcsl IpeArnoiaraeT u3y4eHne B COOTBETCTBUHU C
JAHHBIMU METOJMYECKUMH PEKOMEHAANSIMH YUeOHBIX MaTepUaIoB, HHTEPHET-PECYPCOB;
BBITNIOJTHEHHUE JOMAIITHUX KOHTPOJIbHBIX 33/1aHUH, TOJrOTOBKA pedepaTa 1o OJHON U3 TEM Kypca,
MOJrOTOBKA JI0KJIa/1a B pOpMe yCTHOTO COOOIIeHUs o TeMe pedepara.

Jlj1g ycTienHoro yCBOSHMSI JaHHOW JUCIMILIMHBI 00y4atoIUiCs JOKEH:

® [IPOCIYLIATh KypC JEKIMH 110 JaHHOW TUCHHUILINHE;

BBITNIOJIHUTH BCE 3a/1aHNUs, PACCMaTPUBAEMBIE HA MPAKTUYECKUX 3aHATUSAX;
BBIITOJIHUTH BCE JIOMAILIHUE 33/IaHHUs], [TOy4aeMble OT IIPETOIaBATENS;
ITOATOTOBUTH JOKIIAT;

MOArOTOBUTH pedepar.

MeToanyeckue peKOMEeHAALMH 110 OCBOCHHUIO JICKIIMOHHOI'0 MaTepHuaJia

Jlexuus siBIseTCS Al 00y4daroLerocs BaXXHON GOpMOIl TEOPETHUECKOTO OCBOSHHS
KOHKPETHON TeMbl WJIM BOIIpOca NUCHUIUIMHBL. Ha nekiusax odydaromuecs mojay4daroT camble
aKTyaJibHble U He0OXOIUMbIE JaHHbIE M0 KOHKPETHBIM TEMaM W3y4aeMOMN AUCLUMILIUHBI, BO
MHOTOM JIOTIOJTHSIOIINE YICOHUKY U ydeOHBIEC MOCOOMS, a MHOT/IA TaXKe UX 3aMEHSIOIIIHE.

PaboTa Ha JIeKIIUY SBIISETCS OYE€Hb BAKHBIM BUIOM CTYI€HUECKOM JesITeIbHOCTH IS
W3Yy4YEHUS JUCLUIUIMHBL. Y MEHHE CTYACHTAa COCPEAOTOYEHHO CIYIIATh JEKIINH, aKTUBHO,
TBOPUYECKU BOCIIPUHUMATh U3J1araéMble CBEICHMUS SIBJISIETCS HEIPEMEHHBIM YCIIOBUEM UX
rJ1yOOKOIr0 ¥ MMPOYHOTO YCBOCHUS OOIEKYJIBTYPHBIX U MPO(PECCHOHATBHBIX KOMIIETEHIIUN, Ha
KOTOpBIE HalleJIeHa TUCIMIUIAHA.

BHuMarenpHOE CilylllaHue U KOHCIIEKTUPOBAHUE JIEKIIMH [TPEAIONIAracT UHTEHCUBHYIO
YMCTBEHHYIO JI€ATEIBbHOCTD CTY/IeHTa. KOHCIIEKT SBISETCS NMOJIE3HBIM TOI' /1A, KOT/A 3allMCaHO
caMoe CYIECTBEHHOE, OCHOBHOE. DTO JIOJDKHO OBITH C/IeJIaHO caMuM cTyneHToM. He Hao
CTPEMUTHCS 3aMUCATh JOCIOBHO BCIO JIEKIMIO. 3aIIUCh JIEKIIMHA PEKOMEHIyEeTCS BECTHU T10
BO3MOXHOCTH COOCTBEHHBIMU (hopMyarpoBKamMu. KoOHCIIEKT sydlie moapa3AeisaTh Ha MyHKTHI,
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naparpadsl, codroaas KpacHyto cTpoky. [IpuHIKIHaNbHBIE MecTa, OnpeaAeIeHNs, (OPMYIIbI
CJIEZIyeT COTMPOBOXKIATH 3aMEUaHUAMU: "BakHO", ""0c000 BaXKHO", "XOPOIIO 3aIIOMHUTE" U T.II.
WX TIOJJYEpKUBaTh KpacHOH pyukoi. LlenecooOpa3Ho pazpaboraTs COOCTBEHHYIO CUMBOJIMKY,
COKpAILIEHUS CJIOB, YTO MO3BOJUT CKOHIICHTPUPOBATh BHUMAHUE CTYCHTA HA BaKHBIX CBEICHUS.

[IpocnymuBaHue U 3aKCh JEKIMU MOKHO IPOM3BOIUTH ITPH TOMOIIN COBPEMEHHBIX
yCTpOHCTB (AUKTO(OH, HOYTOYK, CMapT(OH U T.I1.).

Jnst ynoO6cTBa BOCTIPUATHS TEOPETUUECKOTO MaTepraia Kax/as JISKIUs COMTPOBOXKIAAETCS
3JIEKTPOHHON Ipe3eHTalKel, KOTopasi 10 OKOHYaHUU 3aHATHS IIepeChlIaeTCs 00yJaromuMcs B
AIIEKTPOHHOU (opMme.

PaboTast HaJ KOHCIIEKTOM JICKIMH, BCETJa CIeyeT UCIOIb30BaTh HE TOIBKO Y4eOHUK, HO
U Ty JUTEPaTypy, KOTOPYIO JONOJHUTEIBHO PEKOMEHI0BAJI JIEKTOP, B TOM YHUCJIE HOPMAaTHUBHO-
IIPaBOBBIE aKTHl COOTBETCTBYIOIICH HampaBieHHOCTH. IMEHHO Takas cepbe3Has paboTa Ha
JEKIMSIX U € JIGKLIMOHHBIM MaTepHaIOM IO3BOJIMT INTyOOKO OBJIa/IeTh 3HAHUAMU U
chopmupoBaTh NpoecCHOHATHHBIE KOMIETECHIIUH.

[Tpu mpopaboTKe JIEKIMOHHOTO MaTepHalia CJIelyeT UMETh B BUAY, UTO B JIEKIIUIX
pacKphIBalOTCs HauboJiee 3HAYMMBbIE MTOJIOKEHUS U WU AUCHUIUINHBI, KOMIUIEKCHOE
(dopmupoBaHUE HEOOXOJMMBIX KOMITIETEHIIMNA IPOUCXOJUT B X0/1€ IPAKTUICCKUX 3aHATUH
CaMOCTOSITENIbHON PabOThl Ha/l yYeOHBIM MaTEPHATIOM.

MeTtoanyeckue YKa3aHUsi 1O NOArOTOBKE K CEMHHAPCKMM 3aHATUAM 10
aucuumInHe «/JlokyMeHTalmoOHHOE 00ecneyeHHe U /1eJIONPOU3BOICTBO B rOCY1apCTBEHHOM
U MYHHIUNIATbHOM YNIPABJICHUM)

JUJ1st yCHenrHOro yCBOCHHS AUCIUIUIAHBI «Jl0OKyMeHTalmoHHOE 00ecTIeYeHnE 1
JIeJIONIPOU3BOICTBO B FOCYJaPCTBEHHOM M MyHULIUIIAJILHOM YIIPaBJICHUM» 00ydaromuiics
JIOJKEH CHUCTEMATUYEeCKHA TOTOBUTHCS K CEMUHAPCKUM 3aHATHAM. J[i1st 5TOro He0oO0X01umo:

1. ITo3HaKOMUTBCS C TITAHOM CEMHUHAPCKOTO 3aHSATHUS;

2. I3yuuTh COOTBETCTBYIOIINE BOIPOCHI B KOHCIIEKTE JIEKLUH U Pa31aTOYHOM
Marepua’e;

3. OTBeTUTH HA BONPOCHI, BEIHECEHHbIE HA 00CYK/IEHHE;

4. CucreMaTHYeCKd BBHIMONHATh 3aJaHHUS  TPETOJaBaTells, MpeJiaraeMbie IS
BBITTOJIHEHHS BO BHEAYIUTOPHOE BpEMSI.

B xoze ceMMHapCKUX 3aHATHIA CTYAECHTHI [10]] pyKOBOACTBOM IPETNO1aBaTellsi MOT'yT
paccMOTPETh Pa3IMYHbIE TOUYKH 3PEHHS CIEIIHAIMCTOB MO0 00CYKAaeMbIM MTPOOIEMaM.
[Tpo0KUTETHLHOCTD MOJITOTOBKH K CEMUHAPCKOMY 3aHATHUIO JOJKHA COCTABIIATh HE MEHEe
TOro 00BbeMa, YTO ONPEETICHO TEMAaTUYECKUM IIJIAaHUPOBAaHUEM B pabouei mporpaMmme, TO €cTh
npuMepHo 3-4 gaca B Hepemro. CeMUHapCKue 3aHATHS 10 TUCIUTUTHHE «J{OKyMEeHTaIlmOHHOe
o0ecrieyeHre 1 JIeJI0NPOU3BOJICTBO B TOCYIaPCTBEHHOM U MYHHMILIUIIAIBHOM YIIPaBJIEHUM» MOTYT
MPOBOJUTHCS B PA3ITUYHBIX (POpPMaX:

o YCTHBIE OTBETHI Ha BOIPOCHI MIPEToaBaTess 10 TeMe CEMHUHAPCKOTO 3aHATHUS;
J IIMCBMEHHBIE OTBETHI Ha BOIIPOCHI NIPENIOaBATENS;

. BBINOJIHEHUE MTPAKTHUYECKUX 33aHUI B MOATPYIIIax

. TpYIIOBOE 00CYXJIeHHE TOW MIIM UHOM MPOOJIEMBI IT0]T PYKOBOJICTBOM U

KOHTPOJIEM IPETo1aBaTes;
® 3acHyUIMBaHUA U 00CYKIEHHE JOKJIAJ0B;

® BBINIOJHEHHUE TECTOBBIX 33 JaHHA.

ITonroToBka K CEMHHAPCKUM 3aHATUSAM JI0JKHA HOCUTh CUCTEMAaTUYECKUN XapakTep. ITo
MO3BOJIHUT 00yYaroIeMycs B IOJTHOM 00beMe BBITIOJIHUTD Bce TpeOoBaHus npenoaaBarens. s
noJryueHus 6osee rIyoOKHX 3HaHUN 00y4JarOUIMMCs pEeKOMEHAYETCSl U3y4aTh Kak OCHOBHYIO,
TaK ¥ JIOTIOJIHUTEIbHYIO JINTEPATYPY, a TAK)KE 3HAKOMHUTHCA C HCTOUHMKamMH B VIHTepHeTe
(crivcok mpuBesieH B paboueil mporpaMme Mo AUCHUILTUHE).

MeTtoanyeckue ykazaHusi 10 MOATOTOBKeE JOK/Ia/10B:
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[TonroroBka 00y4aromMXCs K ONPOCY MpeanoaraeT u3y4eHue B COOTBETCTBUU
TEMAaTUKOHN TUCIMITIIMHBI OCHOBHOW/ JONOJHUTENBHOM JIUTEPaTyphl, HOPMATUBHBIX TOKYMEHTOB,
MHTEPHET-PECYPCOB.

OOyuaromuiics TOTOBUT JIOKJIa B (hOpME YCTHOTO COOOIIEHUS 10 TEME TUCITUTUTHHEI.

[Ipennaraercs cienyromas CTpyKTypa AOKJIaja:

1. Beenenue:

— YKa3bIBaeTCs TEMaA U LIEJb J0KIAa;

— o0o3HayvaeTcs MpobIeMHOE M0JIe, TEMAaTUYECKUE pa3iesbl JOKIaa.

2. OCHOBHOE coZepKaHue JOKIaaa:

— M0CJIEI0BATENILHO PACKPBIBAIOTCS TEMAaTUYECKUE pa3/ieibl JOKIAAA.

3. 3akiroueHue:

— IPUBOJSATCSI OCHOBHBIE PE3YJIbTATHI U CYKJIEHUS aBTOpa 110 IOBOJY IIyT€H BO3ZMOKHOIO
pelIeHus: PAaCCMOTPEHHOM MPOoOIeMbl, KOTOPbIE MOTYT ObITH O(POPMIIEHBI B BUJIE PEKOMEHJAIIHIA.

MeTtoanyeckue peKOMEeHIAMH 110 PelIeHUI0 Kelc-3a1a4

Keiic-3amaua, keiic (case) — 3TO KOHKPETHAs MPAKTUYECKasl CUTYyaIlUsl, paCCKa3bIBAIOIIast
0 TOI WJIM MHOW TIPaBOBOI CUTYyAIlMH, B KOTOPOM 3a4acTylo 3aJI0)KeHa HeKas Mpooiema.

AHanu3 IpaBoBOM  CHUTYyalMH LiejaecooOpa3HO HAYMHATh C BBISIBJICHMSI IPU3HAKOB
3aKOHHOCTH U IIPABOHAPYIICHUI B ITOCTABIEHHOU Mpolieme;

KoppekTHas mpaBoBasi IOCTaHOBKA MPOOIEMBI TPeOYyeT ICHOCTH, YETKOCTH, a TTIaBHOE
YETKOCTH IIPaBOBOM (POPMYJINPOBKHU;

VYcnex B pelieHrny npooeMbl 3aBUCHT OT BBIPAOOTKU Pa3IMYHBIX MPABOBBIX CLIOCOOOB
JICHCTBHM B IAaHHOM CUTYyallMu — IIPABOBBIX AJIbTEPHATUB;

HeoOxomumpiM ~ ycioBHEM [UIsl TPHUHATHS ~OKOHYATEIBbHOTO PpEHICHHs  SIBJISETCS
BBISIBJIEHHE HOPM IIpaBa pelieHus npodsieMbl — TpeOOBaHUM K COAEPKAHUIO MPABOBBIX
albTEpHATUB U UX OOOCHOBAHUE;

[Ipu BBIOOpE TPABOBOrO HYKHO ONUPAThCS KaK Ha HCTOPUYECKHHM aHaIu3
MOJIO’KUTEIBHBIX U OTPULATENIbHBIX MOCIEACTBUM KaKI0T0, TaK U Ha MPAaBOBOM aHAIN3
HE00XO0/IMMOCTH OCYIIECTBJICHHUS PELICHUH;

[Tpu cocTaBiieHnN IPABOBOM MPOLEAYPHI PEIICHUS HY>KHO OPHEHTUPOBATHCSI Ha
NepBOHAYAJIbHBIE LIEJN U PEAIbHOCTH €€ BOIIOIIEHUSI.

Ha nanHoM 3Tamne mociue npe3eHTauy peeHnid Bo BpeMst 0011ei JUCKYCCUN MOYKHO
PEKOMEHI0BaTh 00CYIUTh 4 BOMpoca:

[ToueMy cutyarys BBIMISAINAT Kak quiemMma’?
Kto npunuman pemennsa?
Kaxue BapuaHThI pelieHus uMenu Mecto?
Yro Hano ObUIO AenaTh?
MeTtoauyeckue peKOMeH/IallM U 110 BbINIOJHEHHUIO TECTOBBIX 3aJaHUI

J1711 BBIIOJTHEHUS TECTOBOTO 3a/1aHHUs, IPEXKIE BCETO, CIENYET BHUMATEIBHO TPOYUTATD
nocTaBJIeHHBIN Bonpoc. [lociie 03HaKOMIIEHNs ¢ BOIIPOCOM CIIEYET IPUCTYNATh K IPOYTEHUIO
npeJiaraéMbIX BapuaHToB oTBeTa. Heo0XoauMo mpoynTaTh Bce BApUAHTHI U B KAUECTBE OTBETA
clieflyeT BbIOpaTh JMIIb OMH UHAEKC (1MdpoBoe 0603HAUEHUE), COOTBETCTBYIOLIHIA
IIPaBUJIBHOMY OTBETY.

TecTsl cocTaBieHbl TAKUM 00pa30M, UTO B KaXKAOM M3 HUX NMPaBUJIbHBIM SBJISIETCS KaK
OJIMH, TaK M HECKOJIbKO BapHaHTOB. BbIOOp H0IKeH OBITH ClieNaH B MOJIb3y Hauboee
MPABUJIBHOTO WJIM MPAaBUIBHBIX OTBETOB.

Ha BeImonHeHne TecTa OTBOAUTCS OrpaHUUEHHOE BpeMsi. OHO MOXET BapbUpPOBATHCS B
3aBHCHUMOCTH OT YPOBHSI TECTUPYEMBIX, CIIO)KHOCTH U 00beMa TecTa. Kak npasuiio, Bpems
BBITIOJTHEHMS TECTOBOTO 3aJlaHus onpeaensaercs u3 pacyera 30-45 cexyHa Ha OJIMH BONPOC.

Kputepnn o1leHKH BBIITOJHEHHBIX CTYAEHTaMU TECTOB ONPEAEIIAIOTCS PENOJaBaTeIEM
CaMOCTOSITeNIbHO. PEKOMEHTyIOTCSI CIIEAYIONINE KPUTEPUH OLEHKH |

1.85% — 100% mpaBUIIbHBIX OTBETOB — «OTIUYHOY;

2.66% — 84% npaBUIBLHBIX OTBETOB — «XOPOILIOY;
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3.50% — 65% mpaBUIIBHBIX OTBETOB — «YAOBJIETBOPUTEIBLHOY;

4.menee 50% IpaBUIbHBIX OTBETOB — «HEYIOBIETBOPUTEIBHOY.

[Tpu noBeieHUN UTOTOB IO BHIMOJIHEHHON PabOTe pEKOMEHAYETCS IPOaHATU3UPOBATh
JIOIYLIICHHbIE OINOKH, TPOKOMMEHTHPOBATH UMEIOIIUECS B TECTAX HENPABUIBHBIC OTBETHI.

6. YueOHasi iuTepaTypa u pecypcbl HHPOPMANUOHHO-TEJIEKOMMYHHUKAIIMOHHOM CeTH
"UHTepHeT", BK/II0OYasi lepeYeHb y4eO0HO-MeTOAHYeCKOro odecrevyeHust As
CaAaMOCTOSITEJIbHOM PA00THI 00y4AIOIIUXCH 0 JUCHUITIMHE (MOTYJIIO)

6.1 OcHoBHas 1uTEpaTypa

1. [ysanosa H.H., IBanoBa A.FO. OCHOBBI A€TONTPOU3BOICTBA. SA3BIK CIYKEOHOTO
JOKYMEHTa. Y4eOHUK U MPAKTHUKYM JJIS aKaJleMU4ecKoro 0akanaspuara M.:M3naTenbcTBoO
FOpaiit 2015 http://urait.ru/catalog/pechatnye izdaniya/29636/

2. Hemun, FO. M. [lenonpounsBoactso. [Toaroroska ciyxeOHbIX qokyMmeHToB / FO.
M. JlemuH. - 3-e usn., nom. u nepepad. CIIO. : [Turep 2013 5

3. Ky3znenon N.H. JloKyMeHTaIlMOHHOE obecrieueHue yIpaBIeHUS.
JIOKyMEHTOO00O0pOT U JAEONPOU3BOACTBO 2-€ U3/L., II€P. U J0I. YUEOHUK U MPAKTUKYM JJIs
HPUKJIAJTHOTO OakanaBpuaTa M.: IOpaiir 2015 http://www.biblio-
online.ru/thematic/?13&id=urait.content. 1LEB1230C-A9AA-4919-8E51-
C4B5CC0728D9&type=c_pub

6.2. JlonmostHUTEIbHAS JIUTEpPaTypa:

1. Jlenonpou3BoACTBO : 00pa3iibl, JOKYMEHTbI, OpraHU3alUsl U TEXHOJIOTHS paOOoThI :
¢ yaerom HOBOro 'OCT P 6.30-2003 "YHUPHUIHPOBAaHHBIE CUCTEMBI IOKYMEHTAIIHH.
YHuduuupoBaHHas cUCTeMa OpraHU3allMOHHO-PACIOPSINTENbHON JoKyMeHTauuu. TpeboBanus
K opopmierHuio 1okymeHToB" / B. B. 'anmaxoB [u np.]. - 3-¢ u3nanue, nepepaboTaHHOE U
nononHeHHoe. M. : IIpocnekt 2011 5

2. I'ymuna, Y. A. JlokyMeHTaimoHHOE 0OecIieueHue yIpaBieHUs B COIIMAIbHO-
KYJIbTYPHOM CEpBHCE U TypHu3Me : ydeOHoe 1nocoOue ais By30B : pekoMeH10BaHo YMO PO nns
CTYAEHTOB 00y4arOIIMXCs Mo crenuanbHocTH "ColnanbHO-KYAbTYPHBIN cepBuc U TypusMm" / 1.
A. TI'ymuna, H. A. 3aiiuesa. M. : Ansdpa-M : UHOPA-M 2011 5

3. [Tpobnembl TOKyMEHTOBEICHUS U IOKYMEHTAllMOHHOTO 00ecreueH s yIpaBIeHus

B CBETE COBPEMEHHBIX CTaHAapTOB: yueOHoe nocodue. BI'TIY umenn M. Akmyiuist 2015
http://e.lanbook.com/book/72536

6.3. YueOHO-MeTOIMYECKOE 00ecTiedeHHe CAaMOCTOSITeTbHOI padoThI.

1. [Ilysanosa H.H., iBanoBa A.}O. OCHOBBI J€IONIPON3BOJICTBA. S3BIK CIIYKEOHOTO
JIOKYMEHTa. YUeOHMK M NMPaKTUKYM JJIs akajeMuueckoro Oakanaspuata M.:M3narenscTBo
FOpaiit 2015 http://urait.ru/catalog/pechatnye izdaniya/29636/

2. Hewmumn, 0. M. JlenonpousBoactso. [loaroroska cimyxeOHbIX 10kyMeHTOB / 1O.
M. JlemuH. - 3-e uzn., nom. u nepepad. CIIO. : TTurep 2013 5

3. Ky3nenon W.H. JIOKyMEHTaI[MOHHOE obecrieyeHne yIIpaBIICHHS.
JIOKYMEHTOOOOPOT U JICTONPOU3BOACTBO 2-€ U3/, IeP. U JOM. YUSOHUK U MPAKTUKYM JJIS
MPUKJIIAJHOTO OakanmaBpuaTa M.: IOpaiir 2015 http://www.biblio-
online.ru/thematic/?13&id=urait.content. 1EB1230C-A9AA-4919-8E51-
C4B5CC0728D9&type=c_pub

4. Jlenonpou3BoACTBO : 00pa3ibl, JOKYMEHTHI, OpraHU3aLus U TEXHOJIOTUS paboTHI :
¢ yueroM HoBoro ['OCT P 6.30-2003 "YHuduurpoBaHHbIE CUCTEMBI JOKYMEHTALIUH.
YHUHUIMpPOBaHHAs CUCTEMa OPraHU3aI[MOHHO-PACIOPSAUTEIbHON JOKyMEeHTauu. TpeboBaHus
K opopmiernro nokymentoB" / B. B. 'anaxos [u nap.]. - 3-e u3nanue, nepepadoTaHHOE H
nononHeHHoe. M. : IIpocnekt 2011 5
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d. I'ymuna, U. A. JlokyMeHTallMOHHOE 0OecrieueHre YIpaBIeHUs B COIIMATIBHO-
KyJBTYPHOM CEpPBHUCE U TypuU3Me : yueOHoe mocoOue st By30B : pekoMeHa0BaHOo YMO PO s
CTYJICHTOB 00YyYalomuxcs 1Mo creruanbHocTh "ConuaabHO-KYJIbTYPHBIN cepBHC U Typu3Mm" / U.
A. T'ymuna, H. A. 3aiinesa. M. : Ansdpa-M : UTHOPA-M 2011 5

6. [IpoGieMbl TOKyMEHTOBEICHUS U IOKYMEHTALIMOHHOTO 00eCIieYeH sl YIIpaBIICHUs
B CBETE COBPEMEHHBIX CTaHIapTOB: yueOHoe mocooue. BI'TTY umenun M. Axkmyier 2015
http://e.lanbook.com/book/72536

7.

6.4. UnTepHeT-pecypchbl.

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

2. ApxuBsl HayuHbIx kypHaioB NEICON. URL:_http://archive.neicon.ru/xmlui/

3. Kypnan «Couunonoruueckue uccienopanus» / OenepanbHblii 00pa3oBaTeIbHbINA
nopTain «IKOHOMHKA. Cornonorus. MeHeKMEHT. URL:
http://ecsocman.hse.ru/socis/volumes.html

4. Hayunas 6ubnmorexka PAHXul'C. URL:_http://lib.ranepa.ru/

5. Hayunas snextponHas 6ubnuoreka eLibrary.ru. URL: http://elibrary.ru/defaultx.asp

6. HaunonanbHas snekrpoHHast 6ndmmorexa. URL: www.nns.ru

7. Poccuiickas rocynapctBennas 6ubnnoreka. URL: www.rsl.ru

8. Poccwmiickas HanmoHanpHas Oubmuorexa. URL: www.nnir.ru

9. Dnexrponnas oubnmoreka Grebennikon. URL: http://grebennikon.ru/

10. DnekTpoHHO-OMOIMOTeYHAS cucremMa W3nmarenscTBa «Jlaupy. URL:
http://e.lanbook.com

11. DiexTponHO-GuGIMOTEuHas cuctema FOPAUT. URL: http://www.biblio-online.ru/

12. Koncrurynus Poccuiickoit @eneparu:_http://www.constitution.ru/

13. ConmanbHoe yrpasieHue kak cucrema:_http://vasilievaa.narod.ru/ptpu/20 2 97.htm

14. denepanbHblii 00pa3zoBaTelbHbIN mopTai:_http://ecsocman.hse.ru/

15. Hoserit MeHempxMenT:_http://www.new-management.info/

16. CunepreTHka, HeJIMHEHHAs AMHAMUKA U MEXIUCIIMITIIMHAPHbBIE UCCIIEIOBAHUS:
http://nonlin.ru/

17. Heuaes B.J1. [IpoekT no pa3paboTke KOMIIETEHTHOCTHOW Mosenu Menemxepa 2011 //
IIpecc-penussl HHU «BrIcmIas IKOJIa YIIPaBICHUS». Pexxum JlocTyna:
http://www.vshu.ru/news.php?a=info&id=2984

18. Icuxomnorus n 6usnec. Pexxum gocrymna:_http://www.this-business.ru/upravi14.php

19. llakyn FO.A. IIpodeccuonanbHble KOMIETEHIIMH COTPYAHUKOB KaK HHCTPYMEHT

KOHKYPEHTOCIIOCOOHOCTH OpTaHu3aINH. Pexum JOCTyTA: http://www.b-
seminar.ru/article/show/93.htm. www.uptp.ru / — caiit xypHaina «[Ipo0GieMsl Teopun u

MPAKTUKHU YIIPABICHUS.
20._www.top-personal.ru / — caiit sxypHana «YnpaBieHUe IEePCOHATIOM.

6.5. Uubie HCTOYHUKH

1. Opranuzanus qenonpou3BoAcTBa U JokyMmeHToobopora JIOY [Tekct]: MmeTon. pek. /
JI. N. JIykuna. - M. : Coepa, 2010. - 128 c.

2. Meroanyeckre peKOMEHIAIMK 0 BeJIeHUIO0 Jenonpoun3Boactsa B JIOY [Tekcr] / aBT.-
coct. U. H. CaBuna, B. H. Cunopenxo. - M. : Alipuc-nipecc, 2010. - 64 c. . - 128 c.

3. Augapeesa, B.W. [lenonpousBoactso [ TekcT]: mpaktudeckoe mocodue / B.U.
Annpeesa. — M.: Uadpa - M, 2004. — 336 c.

4. Jlenonpou3BOICTBO B CUCTEME rocy1apcTBeHHOU ciryk0b! [ Tekct]: yueOHo-
npaktudeckoe nocodue / noxg pen. P.J.I'yrrapi. - M.: UHOPA-M, 2006. - 416 c.

5. denomponu3BoacTBO: OOpa3Iiel, TOKyMeHThI. OpraHu3aiys U TEXHOJIOTHS padOTHI.
[Tekct]: 6onee 120 moxymentoB / o pen. U.K.Kopneera. - M.: UH®OPA -M, 2006. - 511 c. 19.
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7. MaTepunaibHO-TeXHH4YecKas 0a3a, MHPOPMALMOHHbIE TEXHOJIOTHH, IPOrPAMMHOE
obecrieyeHne 1 MHPOPMAHMOHHbIE CITPABOYHBIE CHCTEMBI

Jnst mpoBeieHNs 3aHATHH 110 JUCHUILIMHE HE00XO0IMMO CIIeIyIoIIee MaTepHaIbHO-
TEXHUYECKoe obecrieueHue: yaeOHble ayIMTOPUH I IPOBEICHUS 3aHIATUH JIEKIIMOHHOTO U
CEeMUHAPCKOT0 TUIA, TPYIIIOBBIX U MHANBUAYAIbHBIX KOHCYJIBTAlUH, TEKYIIEro KOHTPOJIS U
IPOMEXYTOYHOH aTTeCTalllH, TOMEIIECHHS JJIsl CAMOCTOSITEIIbHONU PaOOTBHI.

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

WNudopmannonnsie cupaBounsie cucremMbl: Hayunas 6ubmmorexka PAHXul'C. URL:
http://lib.ranepa.ru/; Hayunas AJICKTPOHHASI oubnuoreka eLibrary.ru. URL:
http://elibrary.ru/defaultx.asp; HantmonansHas snektponHas oubnunoreka. URL: www.nns.ru;
Poccwuiickas rocynapcrBennas 6ubmuoreka. URL: www.rsl.ru; Poccuiickast HanimoHaIbHAS
oubmmoreka. URL:  www.nnir.ru; Dnekrponnas  6ubmmorexka  Grebennikon.  URL:
http://grebennikon.ru/; DnexTpoHHO-6nbIMOTEeUHAs cucTeMa M3natenscTBa «Jlanb». URL:
http://e.lanbook.com; DnekTponno-6uGnuoreunas cucrema FOPAWT. URL: http://www.biblio-
online.ru/.
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