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1. HACIIOPT PABOYEN ITPOI'PAMMbI YUEBHOM JUCIUITIIUHBI
OI1.13 AOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6sacTh NpUMEHEHHS POTrPAMMBbI

Pabouass mporpamma yuebHo# muctmmumnel OIN.13 JlokymeHTHannoHHOE oOecrmeyHHe
YPOABJICHUS SBISETCS YacCThIO MPOTPAMMBI MOJTOTOBKU CIICIUAIICTOB CPETHETO 3BEHA B
cootBerctBUM ¢ PI'OC CIIO mno cneumansHoctu 40.02.01 IlpaBo u opranuzanus
COIIMAJILBHOTO 00eCTIeUeHHS.

1.2. MecTo AWMCOMIUVIMHBI B CTPYKTYpe MNPOrpaMMbl MOATOTOBKH CHENHAJINCTOB
CpeaHero 3BeHa:
Jucnumimaa  BXOAMT B npodeccmoHanbHbi  1mwkn  (II) B ymcno
obmenpodeccuonanbubiXx aucuuruiad (OIT).

1.3. Hean u 3agauym JUCUMIUIMHBI — TpPe0OBaHMA K pe3yJbTaTaM OCBOCHHA
AUCHUTLIHHBI:
B pesynbrare ocBoeHUs y4eOHOM TUCIUIUIMHBI 00YUYaAIOIIUICS TOKEH YMETh.
— 0GOpMIIATh OPraHU3aLMOHHO-PACHIOPSAIUTENIbHbIE TOKYMEHTBI B COOTBETCTBUU C
nericteyromum 'OCTowm;
— OCYHIECTBIATH O0paOOTKY BXOISIIMX, BHYTPEHHUX M HCXOMSIINX JTOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHUEM;
— 0hOpMIATH JOKYMEHTHI 715 IEpPEJayy B ApXUB OpraHU3alUu.
B pesynbrate ocBoeHUs y4eOHOM MUCIUILIMHBI 00YYAIOIIUNICS T0HKEH 3HATh:
— TOHSTHE IOKYMEHTA, €T0 CBOWCTBA, CIOCOOBI JOKYMEHTUPOBAHUS;
— TpaBWiJa COCTaBlieHUS U O(OPMIIEHHS OpraHU3AIHMOHHO-PACIIOPSIAUTEIBHBIX
nokymeHToB (ganee — OPJI);
— CHUCTEMY M THUIIOBYIO TEXHOJOTHIO JOKYMEHTAIlMOHHOTO oOecreyeHus
ynpasieHus (aanee — 10Y);
— 0COOEHHOCTHU JIEJIONIPOU3BO/ICTBA 1o oOpaleHUsIM rpaxaaH U
KOH(UIEHIMAIBHOTO JIE€JI0NPOU3BOICTBA.
B pesynbrare ocBoeHHs y4EOHOW ITUCHUIUIMHBI OOYyYarOUIUHCA [TOJDKEH HMETh
NPAaKTHYEeCKHUH ONBIT:
— METOJUKOI cocTaBieHus], 0OPMIICHHUS U PEAAKTHPOBAHUS CIYKEOHOTO IOKYMEHTa,
opraHu3aiuu paboThl C HUM;
— cnocobaMu JOKYMEHTUPOBAHUS U KOHTPOJIS 3@ UCIIOJIHEHUEM Pa3IMYHbIX BUI0B
JIOKYMEHTOB,;
— coBpeMeHHbIMH TexHoJorusamu 10V,
— HaBbIKaMH paboTHI ¢ pecypcamu ceTu «HTepHeT», yueOHOM 1 HayqHOU TUTepaTypoit
o JI0Y;
— HaBbIKamu cocTaBieHus u opopmiierus OP/I.
MaxkcumanpsHas ydeOHast Harpy3ka oOydvaromerocs - 148 ac., B ToM 4ucIe:
oOsi3aTenbHas aynuTopHas ydeOHast Harpy3ka oOyyatomerocs - 100 gac.; camocTosiTenbHas
pabota obyuaromierocs - 48 gac.



1.4. IlepeyeHb IUIAHMPYEMBIX pe3yJbTaTOB 00y4eHusi mo aucuuivinHe (Ilepeuyenn
(popMupyeMbIX KOMIIETEHIIM)

VYyamuiica nommkeH o6iagaTh OOUIMMHU KOMIIETEHIIMSMHU, BKJIIOYAIOMIMMH B ce0s
CIIOCOOHOCTB:

OK 1. TlonumaTe CyIIHOCTH M COIMAJIBHYIO 3HAYMMOCTh CBOeH Oyayiien
npodeccuu, IposSBISITH K HEH YCTONYHBBIN HHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESATEIHHOCTh, BHIOUPATh TUIIOBBIE METOJIBI U
CHOCOOBI BBINOJIHEHHUS NPO(ECCUOHAIBHBIX 3aJa4, OLEHUBAaTh HX 3(PPEKTUBHOCTH U
KauecTBO

OK 3. IIpuHuMaTh pelieHusl B CTaHIapTHBIX U HECTAHAAPTHBIX CUTYalUsX U HECTHU
32 HUX OTBETCTBEHHOCTh

OK 4. OcymiecTBisaTh MOUCK M HMCHOJIb30BaHHWE WH(OpMalUMU, HEOOXOIUMOUM st
3¢(HEeKTUBHOTO  BBIMOJIHEHHUS] TMPOQPECCHOHANBHBIX  3a1a4, Mpo(eccCHOHANbHOTO U
JIMYHOCTHOTO Pa3BUTHUA.

OK 5. MHcnonb3oBaTh HMHPOPMAIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTHMH B
npodeccuoHanbHON AESTEIBHOCTH.

OK 8. CamocTosiTenbHO OIpenensaTh 3aladyu MpoQecCHOHATBLHOTO U JUYHOCTHOTO
pa3BUTHs, 3aHUMAThCS CaMOOOpa30BaHUEM, OCO3HAHHO IUIAHUPOBATH IOBBIIICHUE
KBaTMUKAIUH.

OK 9. OpueHTupoBaThCs B YCIOBUSIX TOCTOSIHHOTO U3MEHEHUS MTPaBOBOM 0a3bl

Yyammiics JOJIKEH o0nanath npodeccruoHaIbHBIMU KOMIIETEHIIUSIMH,
BKJIIOYAIOIIMMHU B ¢€051 CHOCOOHOCTB:

[IK 1.1. OcymectBiiarh npodecCHOHATIBHOE TOJKOBAHWE HOPMATHBHBIX MPABOBBIX
aKTOB JUIS pealu3alluu MpaB Tpaxaad B chepe MEHCHOHHOTO 00ecleueHus: U COIMaIbHON
3aIUTHI

[1K 1.2. OcyecTBasATh NpUeM TpaxkaH Mo BOMPOcaM MEHCUOHHOTO 0OecreyeHus u
COLMAJIbHOW 3aUTHI

IIK 1.3. PaccMarpuBaTh MakeT MOKYMEHTOB /IS Ha3HA4YCHHS IICHCUH, IMTOCOOMIA,
KOMIICHCAIIM{, JAPYTHMX BBHIIIAT, a TakKe MEp COLUUATBbHOW TOMJEPKKA OTACIbHBIM
KaTeTOpUsIM Ipak/iaH, HYKJIAI0LIUMCS B COLIMAIIbHOM 3aIIUTe

I[IK 1.4. OcymecTBisiTh YyCTaHOBJIEHUE (Ha3HAUeHUE, IIEpepacuer, IepeBox),
MHJEKCAlMI0O U KOPPEKTUPOBKY IMEHCUM, Ha3HAuY€HHE MOCOOMH, KOMIIEHCAUH M JPYyrux
COIMAIBHBIX BHITIIAT, UCTIOJIb3YsI HH(OPMAIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUN

[IK 1.6. KoHcynbTHpoOBaTh TpaxkJaH M MPEACTABUTENEH IOPUAMYECKUX JHI[ TI0
BOIPOCaM NIEHCUOHHOTO 00€CIIeYeHHs ¥ COIMAaIbHOM 3aIlUThI

B pesynbraTe n3ydeHus yaeOHON TUCIHUIUIMHBI 00yYaromuecs
No Wrexe Conepxanue ) IOJDKHBI
B Sy —— KOMIETeHINH (WIH e€ Hmernb 3
YacTH) 3HATh yMeTh NPaKTHYeCKH i
ONBIT
1. OK1 ITonuMaTh CyIHOCTB U cozepKaHue HCII0JIb30BaTh HaBbIKaMU
COLIMANIBHYIO HOPMAaTHBHO- MOJTyYCHHBIE 3HAHUSI | COCTaBJICHUS U
3HAYMMOCTb CBOEH IIPaBOBBIX AKTOB U B IPAaKTUYECKOH odopmiennst OP[]
Oynyuiei mpodeccun, METOJUUYECKUX paborte no
HPOSBISATE K HEH JOKYMEHTOB, CO3/IaHUIO U
YCTOWYMBBIA HHTEPEC pernamenTupyonmx | opopmuenuto OPJ]
BOTIPOCHI CO3TaHUS
OPJI u paboTsI €
HUMH




B pesynprare m3ydeHns yaeOHON IUCIUITINHEI 00ydJalomuecs

No iexc Copnepxanne ) JIOJIKHBI
N Sy — KOMITCTEHIINH (MU e& Hmetsp 3
JaCTH) 3HATH yMeThb MPaKTHYeCKHii
ONBIT
2. OK 2 OpraHn3oBHIBATH TpeOOBaHUS K paboTarts c THUTIOBBIMH
COOCTBEHHYIO COCTaBJICHUIO U 3aKOHOJIATEIbHBIME | METOAAMH U
JIeITeNIbHOCTh, BEIOMpath | odopmiuenuro OPJ] | u uHBIMHK criocobamu
THUIIOBBIE METOJIBI U HOPMaTHBHBIMH pemeHus
CIIOCOOBI BBITIOJIHEHHS MPaBOBBIMHU aKTaMH | MTPOECCUOHATBHBIX
npodeccroHaNbHBIX 3aja4, OLlCHUBATh
3a/1a4, OLEHUBATh MX UX MOTEHINAT
3¢ (HeKTUBHOCTD U
Ka4ecTBO.
3. OK 3 [IpuHUMAaTE pemieHns B CrpykTypy U OpuentupoBathscs B | HaBbikamu oOmeHns
CTaHIAPTHBIX U ¢yukuornposanue | nponecce JOY B 10 BOIIPOCaM
HECTaHIAPTHBIX cuctemsl JIOY u CTaHJapTHBIX U npogecCHOHATBHOM
CUTYaIUsIX U HECTH 32 TIOPSIZIOK PabOTHI © HECTaHJAPTHBIX JIESITEIIEHOCTH C
HUX OTBETCTBEHHOCTDH OPJ1 CUTyalusX, JeIaTh rpaxJaHaMu U
HEOOXO/IUMBIC KOJUIETaMH
BBIBOJIB,
00001IeHUS,
NPUBOSIIHE K
panroHaIbHBIM
peIeHsIM
4. OK 4 OcCyIecTBIATh MOUCK U | CTPYKTYPY CHCTEMBI | paboTaTh CO IIpaBMJIaMH TIOMCKa
HCIIOJIb30BaHNE HaI[MOHAJIBHOTO CIPaBOYHHKAMH, U UCTIONIb30BaHUA
uHdopmanuu, poccuiickoro npaBa | METOAWYECKOI nHpopmanuu,
HEOoOX0AUMOH st U MECTO B HEM JIUTEPATypoOi, HEOOXOANMOH st
3¢ HEeKTUBHOTO KOHCTUTYLIMOHHOTO | CIIPaBOYHBIMU 3¢ peKTUBHOTO
BBITTOJIHEHHSA mpaBa MIPaBOBBIMU BBITTOJTHEHHS
npodeccHOHaTBHBIX CUCTEMAMHU, po¢eCCUOHATBHBIX
3ajad, KaTaJoraMmu 3ajad,
npodeccHoHaIBHOTO 1 JUTEPATyPHI podecCHOHAIBEHOTO
JIMYHOCTHOT'O Pa3BHUTHSL. 1 IMYHOCTHOTO
pasBUTHSL.
5. OK 5 Hcnons3oBaTh KOMITBIOTEPHBIE OPHEHTHPOBATHCS B | HABBIKAMH PaOOTHI €
nH(popManmoHHO- MIPOTPaMMBl, cetu MHTeEpHeT, pecypcamu ceTr
KOMMYHHUKaIMOHHBIE OPHEHTHPOBAaHHbIE UCTIONIb30BATh €¢ «HTEpHETY,
TEXHOJIOTHH B Ha Ka4eCTBEHHOE pecypchl B yueOHOH 1 HayYHOMH
npodeccrnoHabHOM OCYIIECTBIICHHE npodeccHoHAIBHON | IUTEpaTypoi o
JIeSITETTbHOCTH. npo(ecCHOHANBHON | JeSTeIbHOCTH KOHCTUTYLIHOHHOMY
JeATeTbHOCTH paBy
6. OK 8 CamMocTosATeIhHO My TH BHJIETh HaBBIKOM
OTIpeNIeNATh 3a0a4H MpOo(ECCHOHATBHOT | HANPABJICHHUS CBOETO | ITAHUPOBAHUS U
npodeccHoHaIBHOTO U 0 pocTau podecCHOHAIBHOTO | peain3aliy IaHa
JUYHOCTHOTO Pa3BUTHUS, | JUYHOCTHOTO COBEpIIEHCTBOBAHUS | MPOECCHOHATHHOTO
3aHUMAaThCs pas3BuTHS, U JINYHOCTHOTO
camMo00pa3oBaHUEM, MOBBIIICHUS pasBuTHS,
OCO3HAHHO IUITAHUPOBATh | KBAIH(UKAINU camMo00pa3oBaHus,
MOBBIIIEHUE TOBBILIEHUS
KBTI (DUKATTAH. KB (UK
7. OK9 OpHUEeHTHPOBATHCS B OCHOBHBIE aHaJM3UPOBATH HaBBIKOM
YCIOBHSAX ITOCTOSTHHOTO TEH/ICHINH JIeHCTBYIOIINE po(heCCHOHATHHOTO

7




B pesynprare m3ydeHns yaeOHON IUCIUITINHEI 00ydJalomuecs

No iexc Copnepxanne ) JIOJIKHBI
N Sy — KOMIIeTCHIINH (WIH e€ Hmets 3
4acTH) 3HATH yMeTh NpaKkTHYeCKHuii
ONBIT
W3MEHEHHUS TIPaBOBOM Ppa3BUTHA HOPMATHBHBIC aKTHl | MCIIOJIB30BAHMUS
6a3bI KOHCTUTYLIMOHHOT'O HOBOTO B
TpaBa, HOBEJLJIbI KOHCTUTYLMOHHOM
KOHCTUTYLIMOHHOT'O 3aKOHOAATENHCTBE
3aKOHOJATENHCTBA
8 K 1.1 OcymecTBIsITh COJZlepKaHue OCYLIECTBIIATh IIpUEMaMHU
npodeCCUOHATBHOE HOPMAaTHBHBIX aHanu3 po¢heCCHOHATBHOTO
TOJIKOBaHHE MPaBOBBIX AKTOB U | JEHCTBYIOLIETO pa3bsACHEHUS BOJIU
HOPMATHBHBIX IIPABOBHIX | METOAMYECCKIX 3aKOHOJATEJbCTBA, 3aKOHOJATeII,
aKTOB JUIS peaTn3alui JOKYMEHTOB, HaIpaBJIEHHOTO Ha OTpa’keHHOH B
mpaB TpakJaH B cdepe AMEIOIINX 3HAYCHHUE | perynpoBaHHe IIPaBOBOW HOpME
TICHCHOHHOTO mr 10Y B chepe | JOY IUTA peaTn3anun
obecrieueHUs U TIEHCHOHHOTO MpaB TpakJIaH B
COIMATIbHOM 3alUTHI obecriedeHUs u cepe IeHCHOHHOTO
COIMAJIbHON 3alUThHI oOecricueHus U
CcoLManbHOMN
3aIIUTHI
9 K 1.2 OcCyIIeCTBISITh IPUEM coJiep>KaHue WCIIOJIb30BaTh croco0amu u
TpaXKJaH 1Mo BOMPOCaM MPaBOBBIX HOPM O | IPABOBBIE HOPMBI B | MpHUEMaMu
TIEHCUOHHOTO colManbHONW pPaboTe | couuanbHOW paboTe | OpraHU3alud U
obecrieyeHUs U c OTICTHHBIMH | C OTIENBHBIMHU | KOOPIUHUPOBAHUS
COLMAIIEHON 3aIIHUTHI JUIAMH, JUIIaMH, COLMANBEHOM PabOTHI
KaTeroOpusMHu KaTerOpusIMHI C HYKIAIOIIIMUCS B
TpaXIaH ¥ CEMbSMH, | TPOKIAH M CEMBSIMH, | COIMAITBEHOM
HY)KTAOUMACA B | HY)KJAIOIIUMHUCST B | MOJACPIKKE U
COLMAITBHOU COLMATEHOM 3amuTe, MprueMaMu
MOITICPIKKE U | MOJICPIKKE U | paboTHI C Kamobamu
3aIUTe, a TaKXKe | 3aluTe, a TakXke | U OOpameHUus MU
nepeyeHb U IopsaoK | opopmiaTh rpaXKaaH mo
odopmieHHS HE0OXOTUMBIE BOMpOcCam
HEOOXOTUMBIX JIOKYMEHTBI B | IEHCHOHHOTO
JIOKyMEHTOB JIaHHOM 00JIacTH obecrieueHust u
COLIMAJIbHOM
3alIATHI
10 K 1.3 PaccmarpuBath naket HopmarusHo- TosikoBath HaBbikamu
JIOKyMEHTOB JIJISI MPaBOBBIE  OCHOBBI | COJIEPIKaHUE odopmIIeHHS
Ha3HA4YeHUS MIEHCUH, paccMoTpeHus JIOKYMEHTOB JUISL | JOKYMEHTOB JIJIsI
MocoOuii, KOMIIEHCAINH, | JOKYMEHTOB JUISL | HA3HAYEHUS MEHCUM, | HA3HAUYEeHUS TIEHCUH,
JPYTUX BBHIIUIAT, @ TAKXKE | Ha3HAYCHUS IIEHCHH, | TOCOOHii, mocoout,
Mep COLHAIIbHOM OCOOHiA, KOMIICHCAIUH, KOMIIEHCAIUH,
MOAJEP>KKU OTIEIbHBIM | KOMIIEHCALIUA, JIPYTHX BBILUIAT, a | APYTUX BBIILIAT, a
KaTerOpHUsIM Tpax/iaH, JIPYTUX BBHIIDIAT, a | TaKKe Mep | Takxe Mep
HYXJIAIOUIUMCSI B TaKXKe Mep | colMaIbHOU COLIMATIbHOM
COIIMAJIbHOM 3a1uTe COLIMATILHOM MOAJIEPKKH MOAJIEPIKKHI
TIOIJIEPIKKH OTNIETHHBIM OTIETHHBIM
OTJIETbHBIM KaTeropusiMm KaTeropusiM
KaTeropusiM rpaXkaaH, rpaXKaaH,
TpaKIaH, HYXJAIONUMCST B | HY)KIAIOIIMMCS B
HYKJIAIOIITUMCSI B | COLMANbHOM 3alIUTE | COLMAJIBHON 3aIlUTe
COLIMAJIbHOM 3aluTe
11 IIK 1.4 Ocy1ecTBIATh Heo6xonumoe ITons3oBaTeCs HaBrikamu
YCTaHOBJICHUE KOMITBIOTEPHOE COOTBETCTBYIOIIMM | IPUMEHEHUS
(Ha3HaueHue, MIPOrpaMMHOE KOMITBIOTEPHBIM HHPOPMAIMOHHO-




B pesynbTate nzydenus yueOHOH JUCIUIIMHBI 00ydaromuecs
No iexc Copnepxanne ) JIOJIKHBI
N Sy — KOMITCTEHIINH (MU e& Hmetsp 3
JaCTH) 3HATH yMeTh MPaKTHYeCKHii
ONBIT
nepepacyer, epeBox), obecrieueHne MPOTPaMMHBIM KOMITBIOTEPHBIX
UH/IEKCAIUIO U obecrnieueHIEM TEXHOJIOTHH Juis
KOPPEKTUPOBKY MEHCHI], YCTaHOBJICHUS,
Ha3Ha4YeHHe 1ocoouii, WHJICKCALIUH,
KOMIICHCAIIMH U APYTUX Ha3HA4YeHUsI TICHCHH,
COLIMAJIbHBIX BBITLIAT, nocooud wm  ap.
UCTIONB3YS COIMATBHBIX BBIIUIAT
HHPOPMAMOHHO-
KOMITBIOTEPHBIC
TEXHOJIOTUH
12 [IK 1.6 Koncynptuposats IIpaBoBrle  OCHOBHI | Boiaensate rnaBHoe, | HaBbikamu ycTHOTO
rpakaaH TICHCHOHHOTO CTPYKTYpHPYS WIN  THCbMEHHOTO
IpeACTaBUTENCH obecrieueHUs U | TOJDKHBIM  00pa3oM | KOHCYJIbTHPOBAHHSA
IOPpUANYCCKUX JIUI 11O COHHaHLHOﬁ 3alIUThI | YCTHYIO i | rpaxiaH u
BOIIPOCaM IEHCHOHHOTO | HaCeJCHHUS MUICBMEHHYIO peub C | IMpeAcTaBUTeNeH
obecrieyeHus U LEJIBIO IOPUIUYECKUX  JIUIT
COLIMAJIbHOU 3alUThI KOHCYJIIbTUPOBAHHUS | IO BOIIpOcam
3aUHTEPECOBAHHBIX | IIEHCHOHHOIO
CyOBEKTOB obecrieueHus u
COLIMAJIbHOU
3alIMThI

2.CTPYKTYPA U COIEP)KAHUE YYEBHOM JUCIUILIVHBI

2.1. O0beM y4eOHOM TMCUMILVINHBI M BH/ABI Y4e0HO# padoThl

Bun yuedHoii padoTbl Oobvem uacos
MaxkcumaibHast ydeOHasi Harpy3ka (Bcero) 148
Oobs3aTenbHas ayIuTOPHAs yueOHas Harpy3ka (Bcero) 100
B TOM YHUCIJIC:
3aHATHA JICKITUOHHOI'O THUIIA 48
MPaKTUYECKHE 3aHITUS 52
1a60paTOPHBIE 3aHSITHS
CamocTosiTe/ibHasi padoTa o0yuarouierocs (Bcero) 48
B TOM YHUCIJIC:
pedepar 12
CcaMOCTOsATeNIbHAsl BHEayIUTOpHas pabota (8 6ude OomawiHux NpaAKMuyeckux 3a0aHull, 36
UHOUBUOYATLHBIX 3A0AHUL, CAMOCMOAMENbHO20 NO0OOpA U U3YUEeHUsT OONOIHUMENbHO2O
meopemu1ecko20 Mamepuand u op.)
Buo npomescymounoti ammecmayuu JuddepeHunpoBaHHbIH
3a4er
2.2. CTpyKTYpa AMCUMILIHHBI:
KoJinuecTBO ayITOPHBIX YaCOB
CamocrosiTe1bHast
HaumeHnoBaHue Tem Teopernueck IIpakTHyeckue u
Bcero padora cTyaeHTa (4ac)
oe o0ydyeHue | JabopaTopHbIe 3aHATUS
1.1.1.I1lonsTHe 4 4
JIOKyMEHTaI[HOHHOT'O
obecrieueHns yrpaBIeHHS
1.1.2.JIokyMeHTHI 1 10 4 4 2

JIOKYMEHTUPOBAHUE




1.1.3.Yaudukanus n
CTaHAapTU3aIMs TOKYMEHTOB.
YHupUIEPOBAHHBIE CUCTEMBI
JIOKYMEHTAIHH

12

1.1.4.YanpunupoBanHast
cUcTeMa OpraHu3alMOHHO-
pacropsIuTeIbHON
nokymenrtanuu (YCOPJ).
®opmynsp-obpazen; OP/I.
PeKkBH3UTHI 1 OJIaHKH

14

1.2.1.IlpaBuna odopmiieHns
OCHOBHBIX BUJIOB
OpTaHHU3aIIOHHO-
PpacIopsIIUTENbHBIX
JIOKyMeHTOB. [IpaBuna
oopmIIeHHS B BBIIAYH KOTIHH
JIOKYMEHTOB

24

10

10

2.1.1.Ciyx0a
JOKYMEHTALHOHHOTO
o0ecrieueH s ynpaBJIeHHs

12

2.1.2.0pranusanus npruema,
paccMOTpEHHUs!, pErHCTpauu
W MCHOJIHEHHUS IOKYMEHTOB

12

2.1.3.MudopmanmoHHo-
crpaBoyHas padora.
KoHTponb ucnonnenus
JIOKYMEHTOB.
OpraHu3annoHHas OTIpaBKa
UCXOSIIHNX JOKYMEHTOB

12

2.2.1pranuzanus
OTIePaTUBHOTO XPaHCHUS
nmokymeHToB. HomeHknarypa
nen

13

2.2.2.9kcnepTu3a UEHHOCTU
nokyMeHTtoB. [logroroBka nen
K apXUBHOMY XpaHEHHUIO

13

2.3.1.0Opranusanus paboTsl ¢
00paneHuIMHU TpakKAaH

10

2.3.2.0pranu3anus paboTsl ¢
JOKYMEHTaMU, UMCIOIITNMHU
rpud orpaHUYEHUs! JOCTYyIa K
HUM

12

Bcero mo qucuuninHe

148

48

52

48

2.3. TemaTnuyeckuii IVIAH U COAEPKaAHHUE Y4eOHOM JUCHMILINHBI
OIl1.13 lokyMeHTALMOHHOE o0ecneYeHue YIIPABJICHUSA

Haunmeno
BaHHe
pa3aesioB
M TEM

Copep:xanue y4eO0HOro MaTepuaJia, NMPaKTHYecKHe padoThl, CAMOCTOATEIbHASA
padora o0y4arommuxcs.

(01138
eM

qac
0B

Ypos
€Hb
ocBoe
HUA

1

2

Pa3nen 1.

HOKyMEHTMI)OBaHI/le

64

Tema 1.1.
Jdokymen
TAIHOHHO
e
odecneue
HHE

Copep:xanue yueOHOI0 MaTepuaJa

30

Jleknun

16

1

TlonsTue JOKYMCHTAIMOHHOT O obecreueHus YIpaBJICHUA

N

2

JIOKYMEHTBI U JOKYMEHTUPOBAaHUE

1,2

3

YHuduxanus u cTaHIapTU3ANII JOKYMEHTOB. Y HUPHINPOBAHHBIE CHCTEMBI
JIOKYMEHTalluu

10




ynpasJieH
u:
MOHATHE,
co/iepKaH
e u
JTANBI
pa3BuTus

4 YuuuurpoBaHHas CUCTeMa OPraHU3allMOHHO-PACTIOPSANTEIBHON JOKYMEHTAIUI
(YCOPJ). ®opmynsip-oopasernr OPJ]. PexBU3uUTHI 1 O1aHKH

IIpakTnyeckue 3aHATHSA

14

1 JIOKyMEHTBI ¥ JOKyMEHTHPOBAHHE

2 YHnpuKanus u cTaHIapTH3aLUs JOKyMEHTOB. Y HU(HIUPOBAHHbBIC CHCTEMBI
JOKyMEHTAIHU

2,3

3 YHUHUIHPOBaHHAS CHCTEMa OPraHU3aLHOHHO-PACIOPSAAUTEIEHON JOKYMEHTALH
(YCOPJ). @opmymnsip-o6pazens OPJI. PekBU3NTHI 1 OJTaHKH

2,3

CamocTosiTeIbHasi padoTa 00y4alouXCs

1. Nzyuuts HopmaTtuBHO-1ipaBoBbie akThl: [OCT P 51141-98. /lenonpon3BoacTso u
apxuBHoe Jieso. Tepmunsl u onpenenenus; denepanbHelil 3akoH ot 27.07.2006 Ne 149-
®3 «O6 napopmaryu, HHGOPMALMOHHBIX TEXHOJOTHAX U O 3alIUTe HHOOPMALIUY,
DenepanbHbli 3ak0H 0T 27.12.2002 Nel184-D3 «O TeXHUUECKOM PeryIUpPOBAHUN
T'OCT 17914-72. O610XKH e [UITSIFHBIX CPOKOB XpaHEHHs. TeXHIUECKNE YCIOBHSI.

T'OCT P UCO 9000-2008. HarmonansHsIi crannapt Poccuiickoit @eneparmm. CHCTEMBI
MeHeKMeHTa kadecTBa. OcHOBHEIE moNokeHus U cioBaps . 'OCT P 6.30-2003
YHu(pUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(DUIIMPOBaHHAS CHCTEMA
OpraHHU3alIOHHO-PACTIOPSAUTENBHON JoKyMeHTauuu. TpedoBanus k oopMIIeHHIO
JIOKYMEHTOB.

2. IlpunymaTs HAMMEHOBAHHME CBOCH OpraHM3aluu, YMOIeMy OpraHu3anH, KO
OpraHU3aliK, OCHOBHOM rOCYJapCTBEHHOM PErNCTPallMOHHBIN HOMEP FOPUINIECKOTO
nuua (OpraHu3alyu), ISHTU(PHUKAIMOHHBIH HOMEpP HaJOTrOTIaTEIbILNKA/KO IPUYHHEI
MOCTaHOBKHU Ha y4eT, CIIPaBOYHBIE JAaHHBIE 00 OpraHn3aluy; BCe JaHHbIe 3aHECTH Ha
3NIEKTPOHHBIH HocuTens B hopmare Word.

10

Tema 1.2.
Odopmie
nue OPJ]

Coaep:xanue yue0HOro MaTepuaja

Jlexknuu

1 [TpaBuna odopmiieHHsT OCHOBHBIX BHJOB OPraHU3aIlMOHHO-PACTIOPSANTEIbHBIX
JokyMeHToB. [IpaBuia ohopMIICHNS M BbLAAYH KOITMH JOKYMECHTOB

1,2

IIpakTHyeckue 3aHATHS

1 [paBuia opopmIIeHHS OCHOBHBIX BUIOB OPTraHH3alMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB.

1,2

2 [TpaBuia opopmiIeHHs U BBLIAYH KONHH JOKYMEHTOB

CamocrosTebHasi padoTa o0yyalomuxcs
1. 3y4uTh HOPMAaTUBHO-IIPaBOBEIC aKThI: 1) OOmIepoCcCHiicKnil KiTacCuPUKaToOp

ynpasieHueckoit nokymenranun OKOII-93. 2)[[OCT P MCO 15489-1-2007.
Harmonanwusiii ctanaapt Poccuiickoit @enepannu. Cuctema CTaHAAPTOB IO
nHpopManru, OUOIMOTEUHOMY U U3JATENLCKOMY JeNy. YTIpaBieHHe JOKyMEeHTaMu. 3)
locynapcTBeHHas cuctemMa JOKyMEHTAIMOHHOTO obecrieuenus ynpasieHus. OCHOBHBIC
nonoxenus. O6mue Tpedoanus ['maBapxusa CCCP ot 23 mas 1988 . N 33 4. 4) Anp0om
YHU(DUIIUPOBAHHBIX GOPM MEPBUYHON YUETHOH TOKYMEHTALUH 110 YUETy TPYya U ero
omuiaTel. YTBepkAeH nocranopiaeHueM ['ockomcrata PO ot 5 ssuBapst 2004 r. Ne 1

2. OopmiteHne mpakTHYECKUX paboT: 1) MPOBEPUTH MPABUIBHOCTH OPOPMIICHHS
OpraHHU3al[IOHHBIX JJOKYMEHTOB CBOEH OpraHU3alliy, IPUKa30B 10 OCHOBHOMN
JIEITEIIbHOCTH M 110 IMYHOMY COCTaBY, LITATHOTO PACIHCaHMs, rpauiKa OTITyCKOB,
JIMYHBIX KapTOUEK, KOMaH/INPOBOYHBIX yIOCTOBEPEHHUH, CIIyKEOHOTO 3aIaHusl IS
HarpaBjeH!Usl B KOMaHIMPOBKY U OTYETa O €r0 BBHIIIOJIHEHNH, 3asBICHUS, CIIPABKH,
MPOTOKOJIA, CITY>KEOHBIX IHCEM; 2) TIPOBEPUTH HAJTMYHE IOKYMEHTOB Ha 3JI€KTPOHOM
HocuTtese B popmare Word.

3. IIpoBepuTh NPaBUIBHOCTH OPOPMIIEHHST KOTTUH O(UIIMAIBEHOTO IOKYMEHTA, BBITUCKH
nX 0(HUIHAIBEHOTO JJOKYMEHTA, KOIMU-OTITyCKa CBOEH OpraHn3aliiu; IPOBEPUTH HaJIMUYKE
JOKYMEHTOB Ha 3JIeKTPOHOM HocuTene B popmare Word.

10

Pa3nen 2.

Opranusanus padoThl ¢ TOKYMeHTaAMH

84

11




Tema 2.1.
Jdoxymen
TO00OpPOT

ConeprxaHue y4eGHOro MaTepuaja

26

Jlexknuu

12

1 Caiyx0a TOKyMEHTallMOHHOTO 00eCTIeYeHHS YIIPABICHHS

~

2 Opranuszanus IpreMa, pacCMOTPEHHMS], PETHCTPAIIMN M UCIIOTHEHHS JOKYMEHTOB

1,2

3 WudopmannonHo-crpaBodHast pabota. KOHTpOIb NCTIONHEHNS TOKYMEHTOB.
OpraHu3aunoHHas OTIPaBKa HCXOAAIINX JOKYMEHTOB

IIpakTnyeckue 3aHATHSA

1 Caiyx0a TOKyMEHTallHOHHOTO 00eCTIeYeHHS YIIPABICHHS

2 Opranuszanus IpreMa, pacCMOTPEHHMS], PETHCTPAIMY M UCIIOTHEHHS JOKYMEHTOB

1,2

3 HudopmannonHo-crpaBouHas padota. KOHTpOIJI UCTIONHEHHS TOKYMECHTOB.
OpraHu3aunoHHas OTIPaBKa HCXOAAIINX JOKYMEHTOB

CamocTosiTeIbHasi padoTa 00y4alouXCs
1. Uzyuuts MeTonuueckre peKoMeH Ialuy 1o pa3padoTKe HHCTPYKIUH 10

JIETIONPOU3BOJICTBY B (he/iepabHbIX OpraHax UCIOTHUTENIbHOM BIacTH. Y TBEPIKACHBI
npukasoM PocapxuBa ot 23 nexadbps 2009 r. Ne76

2. OdopmiteHHE TPAKTHIECKUX PadOT:

1) npoBepuUTH MPABHILHOCTH MPOCTABIICHUS PE3OITIOIIUH, BXOISIIETO PETHCTPAIHOHHOTO
MHJIEKCa, 3aII0JIHEHHsI PErHCTPallMOHHOM (hOPMBI CBOEH OpraHU3alniy;

2) MpOBEPUTH HATMYKE TOKYMEHTOB Ha 3JIEKTPOHOM Hocutene B popmate Word.

3. Hammmcats acce o teme «MH(OpMamoHHO-CIIpaBOYHast padoTa B YCIOBHAX
MPUMEHEHHUS KOMITBIOTEPHBIX TEXHOJIOT I

4. Uzyuutp Oenepanbhbiii 3akoH oT 10.01.2002 Nel-d3 «O0 351eKTpOHHOM TUPPOBOI
IOAITUCH )

10

Tema 2.2.
XpaHeHu
e
AOKYMEHT
OB

Coaep:xanue yueOHOro MaTepuaja

Jlexknuu

1 Opranuzanyst onepaTHBHOTO XpaHEeHHUs JOKyMeHToB. HoMeHKIaTypa gen

2 9KCHepTI/IBa IEHHOCTH JOKYMCHTOB. HO,I[FOTOBKEI JACJ K apXUBHOMY XPAHCHUIO

1,2

IIpakTHyeckue 3aHATHSA

1 Opranuzanyst onepaTHBHOTO XpaHeHUs JoKyMeHToB. HoMeHkaTypa nen

2 9KCHCpTI/IBa HEHHOCTHU JOKYMCHTOB. HO,I[FOTOBI(EI JACJI K apXUBHOMY XPAHCHUIO

A0~

1,2

CamocrosiTesibHasi padoTa 00y4arouuxcs

1. M3yuute: 1) OcHOBHBIC paBmIiIa padOTHl apXUBOB Opranu3anuid. O1oOpeHsl pelIeHHeM
Komnernu Pocapxusa ot 06.02.2002; 2) [TepedeHb THITIOBBIX YIPABICHISCKUX aPXUBHBIX
JOKYMEHTOB, 00pa3yIOIIUXCS B IIPOLIECCE AESTEIbHOCTH TOCYIapCTBEHHBIX OPraHOB,
OPTaHOB MECTHOT'O CaMOYTIPABJIECHUS U OpraHU3alnii, C yKa3aHUEM CPOKOB XpaHEHHS.
VYTBepkeH nprukazoM MuHucTeperBa KynbTypbl Poccuiickoit denepaunu ot 25 aprycra
2010 r. Ne558

2.0¢dopmiieHre mpakTUIecKuX paboT: 1) mpoBepuTh MPAaBUIBHOCTH COCTABICHHS
KOHKPETHOH HOMEHKJIATyphl CBOEH OpraHM3aliiy; MPOBEPUTh HAJIMYKE JOKYMEHTOB Ha
DIIEKTPOHOM HocuTese B popmare Word; 2) mpoBepHuTh MPaBUIILHOCTb COCTABIEHHS aKTa O
BBIJICJICHUH K YHUUTOXKEHHIO JJOKYMEHTOB, HE MOJUICKAIINX XPAHEHUIO CBOCH
OpraHM3aliy; POBEPUTH HAJMYHE TOKYMEHTOB Ha 3JISKTPOHOM HocuTele B hopmare
Word.

10

Tema 2.3.
Ocobenn
0CTH
padoTHI ¢
o0paieH
HSIMH
rpaxiaaH
/|
KOH(puae

Coaep:xanue yueOHOro MaTepuasa

Jlexknun

1 Opranuzanus paboThl ¢ 00paleHUSIMH TPAXKIaH

2 OpFaHI/ISaHI/Iﬂ pa60TLI C JOKYMCHTaMu, UMCHOIIUMU l"pI/I(l) OrpaHUYCHUSA J0CTYyIa K
HUM

1,2

IIpakTHyeckue 3aHATHS

1 Opranuzaiyst padoThl ¢ 00palIeHUsIMU TPaXKJIaH

2 OpFaHI/ISaHI/Iﬂ pa60TLI C JOKYMCHTaMU, UMCHOIIUMU l"pI/I(l) OrpaHUYCHUSA J0CTYyIa K
HUM

A (MO b~ [0

1,2

12




HIMAJIbH
bIMHU
JOKYMEHT
amMu

CamocTosiTeJibHasi padoTa 00yJarouuXcst

1. OpopmieHue MpakTHYECKUX paboT: 1) MPOBEPUTH MPABUILHOCTH MOATOTOBKH JENIa K
nepenaye B apXUB CBOCH OpraHU3aIMu, COCTABIICHUE CIATOYHOM OMUCH; 2) TPOBEPHUTH
HaJIM4YKe JOKYMEHTOB Ha 3JIEKTPOHOM Hocutene B popmare Word.

2. I3y4nTh HOpMAaTUBHO-TIPaBOBBIE akThl: 3akoH P® ot 21 mroms 1993 r. Ne5485-1
«["ocynapcTBeHHOi1 TaitHe»; @enepanbHbiid 3ak0H 0T 27.07.2006 Nel152-03 «O
MIEPCOHANBHBIX TaHHBIX»; DexepansHblil 3akoH oT 02 Mast 2006 . Ne59-D3 «O nopsinke
paccMoTpeHus obparieHuit rpaxaan Poccuiickoit @enepanuny; Ykas [Ipesunenra PO ot
06 mapra 1997 r. Ne188 «IlepedyeHs cBeeHMH KOHGUICHINAIBHOTO XapaKkTepay

Yposenwv oceoenus: 1 -neekuii, 2 - omnocumenvho neekuti, 3 — Cl0IHCHbILL.

2.4. Conepxanue pa3aesoB JUCIHUILTHHbBI

2.4.1. 3aHATHA JEeKIMOHHOT'0 THIIA

[oHsATHE «TOKyMEHTAIIMOHHOE 00CCIICUCHHE YITPABICHUS.
JlokyMeHTaIOHHOE 0OecIieueHIe YIIpaBIeHU KaK QYHKIUS YIpaBICHHUS,
B3aMMOCBSI3b C APYTUMH QYHKIMAMH YIpaBIcHHA. JJOKyMEHTallMOHHOE
obecriedeHre YIpaBICHUS KaK cucTeMa paboThl ¢ JOKyMEHTaMH.
CoBpeMeHHBIE TpeOOBaHUS K €0 OpraHU3aliY, K IPUMEHEHHIO
COBPEMEHHOW 0(PHCHON M BEIYUCIUTENFHON TEXHUKH. VICTOYHUKH U
JUTEpaTypa Mo JUCIUILINHE: 3aKOHOIaTENbHbIE aKThl, HOPMATHBHO-
METOJIMYECKHE IOKYMEHTHI, TOCYAapCTBEHHbIE CTAHAapPThl, OCHOBHAS U
JIOTIOTHUTEJIbHASI TUTEPATypa.

®dopma
No HaumenoBanue p
Copneprkanue pasfena, TeMBbI TEKYILETro
pasznena pasznena, TeMbl
KOHTPOJISI
1 2 3 4
1 Tema. 1.1.1 Coaep:xanue yueOHOro MaTepuaJa: T,Y,
IousTHe ConeprkaHue AUCIUILTUHBI M €€ POJIb B MOATOTOBKE crienuanucta. CBs3b ¢
JAOKYMCHTAaIlMOHHOT'O | APYIr'UMU O6I]_[er0¢)eCCI/IOHaJ'H)HI)IMI/I U crielMaJIbHbIMU JUCHUIIIIMHAMU.
o6ecnequI/m OCHOBHI)IG OTalbl BOSHUKHOBCHUA U PA3BUTUA OTCYECCTBECHHOI'O
yIpaBJICHUS JIOKYMCHTAI[HOHHOTO 00CCIICUCHUS YIIPaBJICHHUS (IEIOIPOU3BOICTBA).

13




Ne
paszena

HanmenoBanue
pasznena, TeMbl

Conepxanue paszerna, TeMbl

dopma
TEKYILETro
KOHTPOJIS

1

2

3

4

1

Tema 1.1.2
JIOKyMeHTHI U
JIOKYMEHTUPOBaHHE

IMonsTus «uHbGOpMALUS» U «TOKyMEHT». Ponb nH(pOpMaIy B connaabHO-
9KOHOMHYECKHX Ipoueccax. IlonmmndyHKIMOHATEHOCTh JOKYMEHTA.
WudopmannonHas, KOMMYHHKaTHBHAs, COLHaIbHAas, KyJIbTypHas,
yIpaBJeHYecKasl, IpaBoBasi, UICTOpHYECKas U Apyrue pyHKINUU JOKyMEHTa.
[MonsiTre o nokymeHTHpoBanuu. O0sA3aTENBHOCTD JOKYMEHTUPOBAHHS
nHpopmanuy. 3aKOHOJATENBHBIE aKThI, PETJIAMEHTHUPYIONINE OPraHU3aIHI0
paboTsl ¢ ToKyMeHTUpoBaHHOI nHpopmanueii (Penepanpublii 3akoH PO
«0O06 nndopmanuu, HHGOPMAITMOHHBIX TEXHOJIOTHUSIX U O 3aIlUTe
nHpopMmanuny, Tpynosoit kogekc PO u ap.).

OcHOBHBIE cITOCOOBI TOKYMEHTHPOBaHKA. MaTepuanbHble HOCUTEIN
nH(pOpManNN 1 UX BIUSHUE Ha JOJITOBEYHOCTh M COXPAHHOCTh JOKYMEHTA.
Biusaue Hay4HO - TEXHUYECKOTO NPOrpecca Ha JOKYMEHT H
JOKYMEHTHPOBaHHE.

TekcroBble, rpadueckre, MalIMHOYNTAEMbIE TOKYMEHTHI, (DOHOIOKYMEHTEHI.
OmnpeneneHue MOHATHH «IOKYMEHTY, «aBTOP TOKYMEHTa», «O(pUIHaTbHBIN
JOKYMEHT», «JIM4YHBIH 1okymeHT» o [OCTP. 51141-98.

Pacmupenune NoHATHSA «JOKYMEHT» C Pa3BUTHEM HayKH U TeXHUKU. [loHsATHE
«ONEKTPOHHBIN TOKYMEHT». 3aKOHOIaTeNIbHBIC AKThI, pETJIAMEHTHPYIOIIHE
OpraHM3aIHI0 PAOOTHI C ANEKTPOHHBIME AOKyMeHTaMHu (DenepalibHbli 3aKOH
P® «O06 amexTpoHHOI IH(POBOH TOIIICHY).

IIpu3Haku OKyMEHTa: OPUTHHAIBHOCTD, TTIOAJIUHHOCTD, KOMMUHHOCTD.
[onATne «opuruHam», €ro NPU3HAKU, XapaKTEPUCTHKA OPUTHHAIOB

JAOKYMCHTOB Ha pPa3HbIX HOCUTCIIAX I/IH(I)OpMa]_II/II/I. VMHOXEHHBIC OpUTUHAJIBI.

TMousiTHe «MOUTUHHUKY. [T0STHHHBIC U ITOJIOKHBIE TOKYMEHTEL.
DanbcuduKays JOKyMCHTOB.

IMousitue «korwus». Bumpl konuit. FOpunuueckas cuna koruii. CTpykTypa
nokymeHTa. [TOHSATHE «PEeKBH3UTY, BUABI peKBU3UTOB. [loHsTHE «dopMystsp
JOKyMEHTa», 0COOCHHOCTH cOCTaBa (POPMYIIsipa TOKYMEHTOB Ha Pa3sIHIHBIX
HocuTeNsIX HHpopMayu. MHAMBUyanbHBIN, TUIOBOH (HopMyIIsip, GopMystsip-
obpasel, UX XapaKTepHCTHKA U Ha3HAYCHHE.

TV,

Tema 1.1.3
Yuudukamms u
CTaH/IapTU3aLUs
JIOKYMEHTOB.
YHupuurpoBaHHblie
CHCTEMBI
JOKYMEHTalH!

Yauduxanus u cragnaprusanus. [IoHaTHe «cucTeMa TOKyMEHTAINy, e
npu3Haku. OyHKIMOHATIBHBIE U OTPACIEBbIE CUCTEMBI JOKYMEHTAIUH.
[Tonarue «yHupuUIMpoBaHHAs cUCTeMa JOKyMeHTauum». Kpatkas
XapaKTepUCTHKA AEUCTBYIONINX YHUDHUIIMPOBAHHBIX CUCTEM JTOKYMEHTAIUN:
OpraHU3alMOHHO-PACIIOPSIAUTENIbHOM, OTYETHO-CTATUCTUYECKON, IEPBUYHOM
y4eTHOH (pHHAHCOBOM U IIp.

lNocynapcTBeHHBIE CTaHAAPTH HA YHU(DHUIIMPOBAHHBIE CHCTEMBI
JOKYMEHTAIMH, PErJIaMEHTHPYIOIHE O0IIe NpaBmiIa X pa3padoTKH 1
moctpoeHus hopMyIsipa-oopasma.

[NonsTre «yHUpUIIPOBAaHHBIE POPMBI JOKYMEHTOB.

Oo0miepoccuiickue 1 OTpacieBble YHUPHUIMPOBAHHBIE (JOPMBI JOKYMEHTOB;
yHUHULIUPOBaHHbBIE (OPMBI JOKyMeHTOB npeanpusitus (YD), nopsaaok ux
BBEZICHUS B JielicTBHE. ATTbOOMBI (hOpM YHH(DUITMPOBAHHBIX TOKYMEHTOB.
Pacnpenenenue coctaBa BUAOB M Pa3HOBUIAHOCTEN TOKYMEHTOB
OTIpeIeIeHHOT0 KOMIUIEKCa 0 3a7ayaM ynpasieHus. Tabens popm
JIOKYMEHTOB.

T.Y,

Tema 1.1.4
YHaudunupoBaHHas
cucTemMa
OpraHU3aI[MOHHO-
pacropsIuTeIbHOMN
JIOKYMCHTAIIH
(YCOPL).
Dopmysap-obpasen
OP/I. PexBU3UTHI U
OaHKH

XapaxkTepucTuka, cocras u coaepxanue 'OCTa P 6.30-2003
«YHH(UIMPOBAHHBIE CUCTEMBI IOKYMEHTAIMH. Y HUQUIIMPOBAHHAS CUCTEMA
OpraHM3aIMOHHO-PACTIOPSANTEIBHON ToKyMeHTauuu. TpeGoBaHus K
0(hOpMIICHHIO IOKYMEHTOBY.

Dopmyisip - oopazery OP/I. CoctaB u cxema paciooXKeHUs PEKBIU3UTOB Ha
(bopmysipe-oopasie, cnocoObl 0QOPMIICHHUS.

[paBuna odopmiteHns: peKBU3UTOB, periaameHTupoBaHHbIX [[OCTom P 6.30-
2003.

ITonsTHe «O6mank qOKyMeHTay. Bumbl O1aHKOB: 00mui OJaHK, OJIaHK
nUchbMa, OJJaHK KOHKPETHOTO BUjIa JIOKYMEHTa. BapraHThI pacioioxeHus
PEKBH3HUTOB 3ar0JIOBOYHO YacTH OJaHKa.

[paBuna opopmieHus, U3TOTOBJICHUSI, YUeTa, HCIIOIb30BAHUS U XPAHEHHUS
repOOBbIX OJIAHKOB OpraHu3alyy.

1.y,
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dopma

Ne HaunmenoBanue
CogneprxaHue paszena, TeMbI TEKyILETro

pasnena paszena, TEMbI
KOHTPOJIS

1 2 3 4

1 Tema 1.2.1 OCHOBHBIE TPYTIIBI OPTaHU3AIMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB. T,V,
IIpaBuna XapaKTepUCTHKA H COCTaB OPraHU3allHOHHBIX JOKYMEHTOB, BXOIAIINX B
odopmieHUs YCOP/I (ycraBa, NOM0XKeHUs, HHCTPYKIHUH, JOHKHOCTHOW HHCTPYKIIUH,

OCHOBHBIX BUJIOB MPaBUII IITATHOTO PACIIUCAHUS, CTPYKTYPHI M IITATHON YHCICHHOCTH),

OpraHU3aIOHHO- TpeOOBaHUsI K X 0(OPMIICHUIO.

pacnopsaUTeNbHBIX | XapaKTepUCTHKA U COCTAB PACTIOPSAIUTENbHBIX JTOKYMEHTOB,

JIOKYMEHTOB. Bxogsmux B YCOP/I (mocraHOBIeHUS, TPUKA30B 110 OCHOBHOM

IIpaBuna JeSITeIBHOCTHU U 110 JTUYHOMY COCTaBY, PEIICHUS, pacTIOpsKEHUs, YKa3aHus,

odopmIeHHS 1 COBMECTHOTO PaCIOPIIUTEIHHOTO TOKYMEHTa), TpeOOBaHUS K MX

BBIIA4X KOTHI oopmiernIO.

JIOKYMEHTOB XapaKTepHUCTHKA H COCTAB OPraHU3allHOHHO-PACIOPSAUTEIBHBIX
JIOKyMeHTOB, Bxosmux B Y CITY [l (mprka3oB 110 TNIHOMY COCTaBY,
IITaTHOTO PAaCTMCAHUSL, TpahHKa OTITYCKOB, INYHBIX KapTOUEK,
KOMAaH/IMPOBOYHBIX yJOCTOBEPEHHUH, CITyKEOHOTO 3aAaHMs AJIsI HAlpaBICHUS
B KOMaHJUPOBKY U OTYETa O €T0 BBINOJHEHUHN), TPEOOBAaHUS K UX
0(OpPMIICHHIO.

2 Tema 2.1.1. OpraHu3anioHHbIe POPMBI TOKYMEHTAIIMOHHOTO obecniedeHus ymnpasinenus. | T,Y,
Cnyx0a Cnyx6a JIOY, ocHOBHBIE 3a/1a4H, (DYHKIUH, TUIIOBBIE CTPYKTYPBI,
JIOKYMEHTAI[HOHHOTO | JIOJDKHOCTHOM cocTaB. PernmamenTanus pabots ciy 061 JJOY.
oOecreyeHus [NonsiTHe «10KYMEHTOO00POT», 00IIME NPUHIIUIIBI OpraHU3aLUuH
yIpaBIECHUs JOKyMEHT0000pOTa, eT0 CTPYKTYpa, HEOOXOAUMOCTD ydeTa o0beMa

JOKyMeHTooOopoTa. HopMaTnBHBIE JOKYMEHTHI, pETJIAMEHTHPYIOIINE
OpraHM3aIyIo JOKyMeHToo0opoTa. KoMnbproTepusanus 10KyMEeHTO000poTa.

2 Tema 2.1.2 [TyTn noctynnenus TOKyMEHTOB B opranusanuto. [Ipuem u nepsonavansHas | KP, P
Oprannzanus o0pabotka nokymeHToB. [IpeaBapuTenbHOE PaCCMOTPEHHE JOKYMEHTOB.
nprema, PaccmoTpeHne 1OKyMEHTOB PYKOBOJICTBOM OpPTraHH3alHH.
paccMoTpeHus, Perucrparus 10KyMEHTOB KaK COCTaBHAs 4aCTh TEXHOJOTHH
perucTpanuu u JOKYMEHTAI[HOHHOTO 00eCIIeueHHUs YIPaBICHHUs, KaK MPOLECC CO3AAHUL
WCTIOJTHEHHUS 0aHKa JaHHBIX O JOKYMEHTax opraHu3anui. @opMbl perucTpanyuu
JIOKYMEHTOB (>xypHaspHasI, KapTOYHAasl, aBTOMAaTU3UPOBaHHAs ), UX JOCTOMHCTBA U

HejocTaTku. [lokazaTenu, BBOAUMBIE B PErUCTPALMOHHBIE (POPMBL.
TpebGoBaHus K cOCTaBy PETUCTPAIIMOHHBIX HHEKCOB.

JlocTaBka TOKyMEHTOB HCHIOJIHUTENSAM. PaboTa ncromHuTens ¢
JOKyMEHTaMH. DTamnbl HCHOJIHEHNsI. OCOOEHHOCTH TTOITOTOBKH
HOPMAaTHBHBIX IIPABOBBIX aKTOB.

OyHKIMH U npaBa mojapasaeieHuit ciayx0er 1OV, oCyecTBIIOmUX IpueM,
MIpeABapUTEIHHOE PACCMOTPEHHE, PETUCTPAIMIO U JOCTABKY JOKyMEHTOB B
OpTaHM3aINH.
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dopma

Ne HaunmenoBanue
CogneprxaHue paszena, TeMbI TEKYIIETo

paszena paszena, TEMBI
KOHTPOJIS

1 2 3 4

2 Tema 2.1.3 B3anmocBs3b perucTpanuy JOKYMEHTOB U HH(POPMAIIOHHOCTIPABOYHOM v
HudpopmannonHo- pabotel. Opranmsanys paboTHI C TOMOIIBIO CIIPABOYHBIX KapPTOTEK.
crnpaBoyHas paboTa. | MH(popmanuoHHo - cipaBo4Has paboTa B YCIOBHSIX MPUMEHEHHUS
Konrpoins KOMITBIOTEPHBIX TEXHOJIOTHI.

WCTIOJTHEHUSI ®dyHkuum u npasa nojapaseneHui cyxost IOV, ocymecTBIsSIOMmIX
JIOKyMEHTOB. nH(OpPMaMOHHO-CIIPaBOYHYIO PaboTy.
Opranu3anuoHHas OOmmue cBeieHus 00 yyeTe U CHCTEeMaTH3al[Mi HOPMaTHBHO-TIPABOBBIX aKTOB
OTHpaBKa (xoHCONMMaNMs, KoanpUKanus, HHKopropaius). OpraHusanus crpaBoYHO-
UCXOASAIINX WHPOPMAMOHHONW PabOTHI IO JEHCTBYIOMIEMY 3aKOHOIaTeIECTRY PO,
JOKyMEHTOB UCTIONB30BaHNE MH()OPMALOHHO-CIIPABOYHBIX IIPABOBBIX CHCTEM.
Ienn KOHTPOJIS HCIIOHEHUS TOKYMEHTOB, €r0o BUAbL. [IpHHIIIIED
OpraHM3anyuy KOHTPOJIA. [TOHATHS: «CPOK MCIONHEHUN, KTHIIOBOH CPOK».
HopmaTtuBHBIE TOKYMEHTHI, yCTaHABINBAOIIIE THIIOBBIE CPOKU HCIIOHEHHS.
PyuHO# 1 aBTOMaTH3MPOBAHHBIN KOHTPOJIb, MX JOCTOMHCTBA U HEOCTaTKH;
npuMeHsiemMasi TexHuka. TexHonorus BeJeHus: KoHTpouisi. OcoOeHHOCTH
KOHTPOJIA pacniopAAUTCIIbHBIX TOKYMCHTOB. AHann3 coCTOSHUS UCTIOTHEHUS
JOKYMCHTOB B OpraHU3alluu.
IMoapaznenenus ciayx6s1 JJOY, ocymiecTBISIONINE KOHTPOJIb UCTIOTHEHMSI,
uX (YHKIHH, paBa.
ITpouecc npueMa u 06pabOTKN HCXOIAIUX TOKYMEHTOB, COCTAB
BBINOJTHAEMBIX pa00T IPH TPAAUIIMOHHOM CIIOCO0E OTHPABKH (IIOUTOH):
MIPOBEPKa MPaBHILHOCTH OQOPMIICHHS, HATWYNS IPUII0KEHHS, agpecara,
COPTHPOBKA IO aJpecaTaM M BUAaM OTIIPABJICHUH, aJpecoBaHue,
(anbreBaHne, KOHBEPTOBAHNE, 3aKJICHBAHIE KOHBEPTOB, B3BEIINBAHNE,
MapKHUPOBKa, COCTABJICHHUE OMICH PACCHUIKH.
OTnpaBka TOKYMEHTOB C ITOMOIIBIO TeledoHa, hakca, 3JTEeKTPOHHON OYTOM.
TuMbl CUCTEM JIEKTPOHHOM MOYTHI (T7100aTbHBIe, KOPIIOPATUBHEIE).

2 Tema 2.2.1. [onsaTus: «aenoy», «popMUpPOBaHHE JCT», KHOMEHKJIATYpa ACi». 3HAYCHHE vV, T
OpFaHI/I?)aHI/IS[ HOMCHKJIATYPBI ACT JJId KHaCCI/Iq)I/IKaHI/II/I JOKYMCHTOB OpraHU3aluu.
OIEPaTHBHOTO Buapl Homenknatypst zen. [lopsinok cocrasienust, ohopmileHus,

XpaHCHUA YTBEPKIACHUA U IPUMCHCHUSA KOHerTHOﬁ HOMCHKJIATYPBI ACJT OpraHnu3anumn

JIOKYMEHTOB. ¥ HOMEHKJIATYpbI JIeJT CTPYKTYPHOTO TIOApa3AeICHUs OpTaHU3aIHH.

Howmenknarypa nen | OcHOBHBIE TpeOOBaHMUS K OpraHU3alliK ONlepaTHBHOTO XpaHenus. [lopsaok
(dbopMupoBaHus 1€l B AeI0Npon3BoacTBe. OTBETCTBEHHOCTH 32 COXPaHHOCTh
JOKyMEHTOB. XpaHEHHE JIOKYMEHTOB B JJIEKTPOHHOH (hopme.

4 Tema 2.2.2 [onATue «3KcnepTU3a HUEHHOCTU TOKYMEHTOBY. [IpUHIMIEI U KpUTEpUU vV, T
Okcnepruza OIIpeeIIeHNs HayYHOH, NCTOPHUUYECKOM 1 MPAKTHUECKON IEHHOCTH
LIEHHOCTH JIoKyMeHTOB. CpOKH XpaHeHHS JOKYMEHTOB. [lepeuHu JOKyMEHTOB ¢
JIOKyMEHTOB. yKa3aHHEM CPOKOB XpaHEHHS, UX BUbI, HA3HAUECHHUE, CXEMBbI IIOCTPOCHHUSL.
IMoaroroska men k OTarel ¥ NOPSIOK NPOBEACHHSI SKCTIEPTH3bI IEHHOCTH JJOKYMEHTOB B
ApXUBHOMY JIeTIONPON3BOJICTBE Opranu3anuu. [Iopsaok yHHUTOKEHHS TOKYMEHTOB 1
XpaHEHHUIO oopmileHns pe3ysbTaToB KCIEepTH3bl. TpedoBanus k 0hOpMIICHHIO aKTa O

BBIJICTICHUH K YHHYTOXKECHUIO JOKYMEHTOB, HE MOIEKAIUX XPAHEHHIO.
CucTeMa 3KCIIepPTHBIX OpPraHOB. DKCHEPTHBIE KOMHUCCHU OPTraHU3aIu1, HX

(¢ yHKIMH, TpaBa, OpraHU3ays PaboTHL.

IlepeueHb MepoONPUATHIL TIO MMOJATOTOBKE JIEJI K Nepejaue B apXHB.
TpeGoBanus K 0(OPMIICHHIO JEJT IIOCTOSTHHOTO, BDEMEHHOTO CPOKOB
XpaHeHHs ¥ 10 JINYHOMY cocTaBy. [IpaBnia opopmienus. [1pasuia
COCTaBJICHHsSI CAATOYHON OMUCH Je ¥ MOPSA0K Iepeiaul B apXUB
opranuzanuy. Buipl apXuBOB: BEZJOMCTBEHHBIE, 00bE TUHEHHbIE
BEJIOMCTBEHHbBIE, 00bEANHEHHBIE MEXXBEIOMCTBEHHBIE 10 JINYHOMY COCTaBY,
rocyaapcTBeHHbIE apxuBbl. CPOKU XpaHEHUsI JOKYMEHTOB B
BEJJOMCTBEHHBIX apxuBax. [lonsarus: «apXUBHBIN boumy,
«IOKYMEHTAIBHBIA (POHT», «TOCYTapCTBEHHBIN apXUBHBIN (GOHIY.
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dopma
Ne HaunmenoBanue
CogneprxaHue paszena, TeMbI TEKYIIETo
paszena paszena, TEMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.3.1 OOpammeHns rpakJad U MX pa3HOBHIHOCTH - TIPEATIOKCHHUS, 3asBICHUS, T,P, Y
Opraamnzanus KaoOBI, X0IaTaliCTBa, KOJJICKTHBHEIE oOpanieHus. [IpaBo rpaxxaan Ha
paboTsI C obpatuenus. [TogBeJOMCTBEHHOCTD JIEJT M aJipecaThbl O0paleHni rpakaaH.
oOpaleHusIMH OO0s13aHHOCTH OPraHU3ALUI 10 UX PACCMOTPEHUIO M IPUHSATHIO PELICHHUH.
rpaxaaH HopmaTuBHO-MeTOAMYECKHE JOKYMEHTBI, periaMeHTUPYIOIUe
JOKyMEHTAI[MOHHOE 00ecreyeHre paboThl ¢ 00paleHUsIMU TPakaH.
LenTpanu3zamus 1 co3jaHue CIeLUaTN3UPOBAHHBIX MOpa3IeIeHHI o
paborte ¢ oOpameHusIMU rpaxkJiad. Y CTHbIE M TUCbMEHHbBIE 00paleHus.
OcoOeHHOCTH TEXHOJIOTHH paboThI ¢ o0parmeHusIME rpaxaad. O0s3aHHOCTH
JOJDKHOCTHBIX JIMII IO pacCMOTPEHHI0 oOpateHnii. CpOKH NCTIOTHEHUS
oOpalleHnH 1 OCIEACTBUS IPUHSATHS PEIICHUI 110 00paICHNAM IPaskaaH.
OTBETCTBEHHOCTD 32 HAPYIICHNE 3aKOHOIATEIILCTBA 00 00PAIICHUIX
TpakaaH.
2 Tema 2.3.2 Buns! rpudoB orpaHndeHns JOCTyNA K JOKYMEHTAM. KP, P,V
Opranuzanus HopmaTuBHBIE aKThI, peryaupyIoIue padoTy ¢ JOKYMEHTaMH,
paboTEI C COJIPKALTUMHU CBEICHHs, COCTaBIIAIONINE TOCYJapCTBEHHYIO TaliHY.
JIOKYMEHTaMH, [Mopsinok oTHeceHMs1 HHPOPMAIMH K CBEAEHUSIM 0C000i BaXKHOCTH,
UMEIOIIUMHE TP COBEPILECHHO CEKPETHBIM, CEKPETHBIM.
OrpaHUYEHUs HopmaTuBHBIE aKThlI, peryaupyroiue padoTy ¢ JOKYMEHTaMH,
JOCTyNa K HAM COZIEpIKaIlIIMHU CBEACHHS, COCTaBIIAIOIINE KOMMepUecKyto TalHy. [Topsimok
OTHECEHUS CBEJEHUM K KOMMepUecKo Taitne. MepomnpusTus,
o0ecreynBaroIKe 3alIUTy KOMMep4ecKol TaifHel. OCOOCHHOCTH y4eTa,
peTUCTpaIi, UCIIOJIB30BaHMsL, O()OPMIICHUS, Pa3MHOXKEHHS, IEPEAAH,
(hopMHpOBaHU B JieNa, [IEpeiadyn B apXHUB WM yHUUTOXeHuUs. [lopsnok
CHATHS TPU(OB «KOMMepUecKas TalHa», «KOH(PHUICHIIMATEHOY.
HopmaTHBHBIE aKThI, peryaupyIoIue padoTy ¢ JOKYMEHTaMH,
COZIepIKAIMMU CITYXeOHYI0 HH()OPMALIMIO OTPaHUYEHHOT'0 PacpOCTpaHEeHHsI
(umeromue rpud «ist ciryxeGHOTOo Mojp30BaHus»). [lopsaaok oTHeCEHUs
CBE/IEHUH K city’keOHO# nH(OpMAIMK OTPaHHUEHHOTO PACTIPOCTPAHEHHS.
Mepomnpustus, o6ecrieunBaroye 3auTy JOKyMEeHTOB ¢ Tpudom «ICII».
OCOOCHHOCTH y4eTa, perUCTPaliy, HCIIOIb30BaHUs, ODOPMIICHUS,
pa3MHOeHus1, GOPMHUPOBAHUS B J€Na, IEPEAAYH B APXUB WIN YHHUTOKCHHUS.
[posepka Hanmumst JoKyMeHTOB ¢ Tpudom «JICID». [Topsmok caarus rpuda.
[Monpa3znenenus, opranusyiomue paboTy ¢ JOKyMEHTaMH, COJIeP KAIUMH
rpud orpaHUYEHUs JOCTYyINa K HUM, UX (pyHKINH, IpaBa, TOHKHOCTHON
COCTaB.
[pumeuanue: T — TecTupoBanue, P — Hammmcanne pedepata, Y — ycTHbI onpoc, KP — koHTpOIBpHAS paboTa
2.4.2. 3aHATHS CEMHMHAPCKOT0 THIIA
—HE IIPEAYCMOTPEHBI
2.4.3. IIpakTnyeckne 3aHATHS
HaunmeHnoBanue Popma
Ne HammeHoBaHne pakTHUECKUX PadoOT TEKYILEro
paszena, TEMBI
KOHTPOJIA
1 2 3 4
1. |Pa3men 1. J{OKyMEHTBI U JOKYMEHTUPOBAHUE
JloOKyMEeHTHpPOBaHHe Bompocst:
Tema 1.1. 1.TITomnyHKIHOHATEHOCTD JOKYMEHTA I1pP, JIP, ¥
JlOKyMeHTallMOHHOE 2.Coco0bl JOKyMEHTUPOBAHUS
olecneyeHue yNpaBaeHUs: 3.Biaussane HTII Ha oKyMeHTHpOBaHHUE
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MOHATHE, COACPIKAHUEC U
dTanbl pa3BuTUA.

YHu(UKanusa U CTaHIapTH3anUs JOKyMEHTOB.
YHU(UIMPOBaHHBIE CUCTEMBI IOKYMEHTALH

Bomnpocsr:

1. leticTBytomnire yHU(UIIMPOBAHHBIC CHCTEMBI
TOKyMEHTaIN

2.YHupUUMpoBaHHbIE ()OPMBI JOKYMEHTOB: TIOHSTHE, BUIIBI,
MOPSIOK BEICHUS

3.3anaun ynpaBieHus U BUABI JOKYMEHTOB

YHU(UINpOBaHHAs CHCTEMA OpraHU3aluOHHO-
pacniopsiautessHo# nokymenTtanuu (YCOP/). dopmyisp-
oOpazerr OPJI. PekBu3uTHI U O1aHKU

Bomnpocsr:

1.®opmyisip — obpazer; OP/]

2.IToHsATHE ¥ BUIBI OJIAHKOB JOKYMEHTA.

3CocraBiieHre o0mIero 6JaHKa OpraHU3aIlue C YTIIOBBIM H
[IPOJIOTBHBIM BapHAHTAMH PACIIOJIOKECHHUS PEKBU3UTOB

4 CocrapneHre 0J1aHKa CIy»eOHOTO IIICEMa OpPTraHU3aLNH C
YTJIOBBIM M IPOAOJBHBIMU BapUaHTAMU PACIIOJIOKCHUA
PEKBU3UTOB

Paznen 1.
JloOKyMEeHTHpPOBaHHE
Tema 1.2.
Odopmiaenune OPJ]

[TpaBuia opopMIiIeHHSI OCHOBHBIX BUIOB OpraHU3alMOHHO-
[pacTopsIUTENbHBIX TOKYMEHTOB.

Bompocsr:

1.0pra"u3anuoHHbIe JOKYMEHTHI OpraHU3alli, aHAIN3
CTPYKTYpPBI UX TEKCTa, IPaBHILHOCTH OQOPMIICHHA
MOJIO’KCHHH, YCTaBOB, JOJDKHOCTHBIX HHCTPYKIIMH

2. OdopmiteHre IPHUKa3a IO OCHOBHOM ESATEIHHOCTH
3.0dopmireHre IpUKa3a 10 JMYHOMY COCTaBY, ITATHOTO
pacmicanus, rpauKa OTIIYCKOB, IMYHBIX KapTOUeK,
KOMaH/IMPOBOYHBIX YIOCTOBEPEHHUMH, CIIy>KeOHOTO 3a/1aHHs
T HalpaBJICHUS] B KOMaHIUPOBKY, OTYETa O €€ BHIIOIHEHUH
4.0dopmicHue 3asiBICHUS, CIIPABKU, POTOKOJIA
SOdopmieHHE CITy)KeOHBIX TUCEM

np,y, T

[TpaBuia opopmileHHs ¥ BbIIAYH KON JIOKYyMEHTOB
Bormpocsr:

1.TpeGoBanus K pa3Iu4HbIM BHIaM KOIHH JJOKYMEHTOB,
BBIIABACMBIX B OPTaHU3AIMIX

2.0dopMIiteHHE MOTHON KO O(QUIIHATBHOTO JOKYMEHTA,
BBIITICKH M3 OHIINAIBHOTO TIOKYMEHTA, KOITMH-OTIYCKa.

Py, T

Pazgen 2.
Opranuszanus padoTsl ¢
HOKyMeHTaMH

Tema 2.1.
Jl0KyMeHT0000pOT

Ciry)x06a TOKyMEHTallMOHHOTO 00ecTieueH s yIpaBiIeHHs
Bomnpocsr:

1.OcHoBHBIE 3a/1a4H, (DYHKIMH, TUIIOBBIE CTPYKTYPHI CITYXKOBI
10y

2. IIpyHIUITEI OPraHU3aIiy TOKYMEHTO000pOTa
3.HopMmaTuBHBIE JOKYMEHTHI, pETIaMEeHTHPYIOIIHE
OpraHH3aIMI0 JOKYMEHTO000pOTa

OpraHuzainys nprueMa, pacCMOTPEHUS, pETUCTPAIIUH U
VCTIOJTHEHUS IOKYMEHTOB

Bomnpocsr:

1.IToHsATHE pETUCTPALNU TOKYMEHTOB U €€ (hOPMBI
2.Bxonsamuii TOKyMeHT (03HAKOMIICHHE C TEKCTOM,
[IPOCTaBJICHHUE PE3OJIIOLIMU, BXOISIIIETO PETUCTPALIMOHHOTO
WHJICKCA, 3aII0JIHCHHE PETHCTPALMOHHON (POPMBI)

3. .PaboTa UCTIONHUTENS C JOKYMEHTAMH

HudopmanmonHo-cripaBoyHas pabora. Konrpois
WCIIOJTHEHUSI JOKyMEeHTOB. OpraHu3aliioHHas OTIIPaBKa
VCXOASIINX TOKYMEHTOB

Bomnpocsr:

1.10VY u nnpopManimoHHO-CIIpaBOYHasI CITy»K0a: 3a1a4Hu,
(hyHKIIMH, OpTraHu3aIus

2. TexHoJI0THs BEJICHUS] KOHTPOJISI IOKYMEHTOB.

3 AHanM3 COCTOSIHHS KOHTPOJISI JOKYMEHTOB B OpTaHU3aIIH

Py, T

Paznen 2.

OpraHmam/m OIICPATUBHOI'O0 XpaHCHUA JOKYMCHTOB.

TPy, T
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Opraausanusi paéoTsl ¢
OKYMeHTaMH

Tema 2.2.

XpaHeHue 10KYMEHTOB

Homenknarypa aen

Bomnpocsr:

1.3Ha4eHNe HOMECHKIIATYPHI eI 7S KJIACCH(PUKAINH e
OpTraHU3aIIH

2. O3HAKOMJICHHE C TUTIOBBIMH U IPUMEPHBIMH
HOMEHKJIATYpaMH JeJT

3dDopMuUpOBaHUE JIeNIa B COOTBETCTBHH C KOHKPETHOM
HOMCHKJIATYPOU JIeT

DKcIepTr3a IEHHOCTH TOKyMeHTOB. [loaroroska aein k
ApPXUBHOMY XPaHEHUIO

Bompocsr:

1.IIpuHIMIBI ¥ KPUTEPUH OIIPENEICHHS LIEHHOCTH
TOKYMEHTOB

2. Ilopsimok NpoBeNeHNs SKCIIEPTHU3HI IEHHOCTH JOKYMEHTOB
B OpraHU3aI1H

3.CocraBieHHE aKTa O BBIJCICHUU K YHUYTOKEHHIO
TOKYMEHTOB, HE MOAJIEKAIINX XPAHEHHUIO.

4. [lonroToBka gena K nepeaaye B apXuB OpraHU3aluy,
COCTaBJICHUE CIATOYHOI OIIUCU

np,y, T

Paznen 2.

Opranuszanust padoTsl ¢
HOKYMeHTaMH

Tema 2.3.

OcobenHocTu padoThl €
o0paleHUusIMU FPaKIaH U
KOH(HUIeHIHAIbLHBIMH
MOKyMEeHTaMu

Opranuzanus padoThl ¢ OOpaIEHUSIMU TPaXKJIaH

Bormpocsr:

1.06pareHust rpa)xaaH: pa3HOBUIHOCTH U UX OCOOCHHOCTH
2.0CcO0EHHOCTH TEXHOJIOTHH PabOThI ¢ 00paLeHUSIMU
rpakaaH

3.CpoKH NCTIONTHEHNUS 0OpaIeHNH 1 TTOCIEACTBIUS IPUHITHS
penieHni no oOpaneHusIM TpaXxIaH

Opranuzanus paboThl ¢ JOKYMEHTaMH, HMEIOIIMU Irpud
OTrpaHUYICHUS IOCTYTa K HUIM

Bomnpocsr:

1.Buns! rpuhoB OrpaHUUIEHUS JOCTYNA K JOKyMEHTaM,
MOPSIIOK CHATHA Tpuda

2. OCOOCHHOCTH ¢ JJOKYMEHTaMH, COCTABIIIOITUMHU
rOCYIapCTBEHHYIO TallHy

3 OcoOeHHOCTH pabOThI ¢ JOKYMEHTaMU, COCTABJISIOIIUMU
KOMMEPUYECKYIO TallHy

4 OcobenHoctu paboTsl ¢ JokyMeHTamu ¢ rpudom «ICIT»

np,y, T
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2.4.4. Conep:xxanmne camocrtosiTesbHoOM padoTsl (IlpumepHas temaTuka pedeparoB)

e A o

9

BnusiHue HayKu ¥ TEXHUKH Ha Pa3BUTHE JOKYMEHTOOOOPOTa B OpraHu3aluu
CoBpeMeHHbIE CLIOCOOBI JOKYMEHTUPOBAHUS

3HayeHne yHU(UKALUY U CTaHAApTU3ALUH JTOKYMEHTOB

[Tonsitne yHupuuupoBaHHbIX GOPM JOKYMEHTOB

CoBpemenHble TpeOOBaHUS K 0(OPMIIEHUIO JOKYMEHTOB

PexBu3uthl u 611aHKU

dopmysap — odpazer; OP/I.

XapakTepuCTHKa U COCTaB PACIIOPSIAUTENBHBIX JOKYMEHTOB, BXOJAUINX B
YCOP/J

I'ocynapctBennas cucrema J10Y

10. OcobeHHOCTH 3aBEpEHUs KOMUK HOTapUaIbHBIMU KOHTOPAMHU

11. Tlogpaznenenus cinyx6s1 JIOY 1 ux B3auMopaeicTue

12. Opranuzarnuonssie popmsl JJOY

13. Oco0eHHOCTH OTHPAaBKH JOKYMEHTOB C IOMOIIIBIO TEXHUUECKUX CPEJICTB.
14. Opranusanys paboThl ¢ UCXOASIIUMHU JOKYMEHTaMU

15. OcobenHoctu paboThl ¢ BXOIALUIMMU JOKYMEHTaMU

16. Opranu3zanus paboThl ¢ BHYTpEHHEHN JTOKyMEHTaluel opraHu3anim

2.4.5. IlepeyeHb y4eOHO-METOAMYECKOT0 0O0ecTieYeH s AJI51 CAMOCTOSITEIbHON PadoThI

00y4arIMXCs M0 IMCHUIIINHE

CamocrosaTenpHass paboTa CTYJIEHTOB SBIseTCS BaxHeimend ¢opmoit ydebOHo-

IMO3HAaBATCJIBLHOI'O MMpo1ccca.

OcHOBHas 1IeJIb CAMOCTOSITENIbHON PabOThl CTY/ICHTA MIPU U3YYCHUU TUCIUTUTHHBI —

3aKpENUTh TEOPETUUYECKUE 3HAHMS, MOJYUYECHHBIE B XOJ JICKUMOHHBIX 3aHATHH, a TaKXKe
chopmMupoBaTh MPaKTUUECKUE HABBIKK MOJATOTOBKHU B oOnactu JJOVY.

CamocrosiTenpHast paboTa CTy/I€HTa B IPOLIECCE OCBOCHMS TUCIMITIMHBI BKIIOYAET:
-U3yYEHHE OCHOBHOM U JIOITOJIHUTEIIBHOM JINTEPATYPHI 110 KYpCY;
-CaMOCTOSITENIbHOE U3YYEHHE HEKOTOPBIX BOMPOCOB (KOHCIEKTUPOBAHUE);
-paboTy C 3IEKTPOHHBIMU YYEOHBIMU PECYpPCAMU;
-U3y4EHUE MAaTEPHUAIIOB IEPUOANUYECKON NIEYaTH, UHTEPHET PECYPCOB;
-IIOJrOTOBKY K TECTUPOBAHUIO;
-MIOJrOTOBKY K MPAaKTHUYECKUM 3aHSATHUSM,
-CaMOCTOSITEJIbHOE BBINOJHEHUE IOMAIIHHUX 3a]JaHUH,
-MIOJrOTOBKY pedepaTa (10KIama, dcce) 1Mo OTHOM 13 MpobdiieM Kypca.
Ha caMmocTosiTe/IbHYI0 paGoTy CTYAeHTOB OTBOANTCS 48 yac. y4eOHOro BpeMeHH.

No HaumenoBanue IepeyeHsb y4eOHO-METOAMICCKOTO 0OCCIICUCHHUS TUCIIUITIMHBI 10
- pasnena, Temsl, Buga CPC BBITIOJTHEHHUIO CAMOCTOSATEIHLHONU PaboThI
1 2 3
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Pasnen 1.

J[OKyMeHTHpPOBaHHe

Tema 1.1.
JlokyMeHTAIINOHHOE
o0ecmeyeHne
yIpaBJieHUs: TIOHSITHE,
cojlep:KaHUE U ITANBI
pa3BuTHS

Inanuii, E. B. JlokyMmeHTannoHHOE oOOecmeueHHe yIpaBiieHUs :@ ydeOHOe
nocobue / I'manuii E. B. - M. : U11 PUOP, HUL] UHDPA-M, 2016. - 249 c. -
(ITlpod. obpazoBanme). - ISBN 978-5-369-01042-6; bacakos, M.U.
JlokyMeHTallMOHHOe ~ obOecriedenue  ympasineHus:  (/lemonponsBoncTso)
[DnexTponnsii pecypc] : yuebnnk / M.U. Bacakos. - 2-e u3a., ucn. U JOII. -
PoctoB-8#//] : ®ennke, 2013. - 352 c. : wn. - (CpenHee mpodeccrnoHaTbHOE
00pazoBaHue). - ISBN 978-5-222-20053-7. - URL:
http://biblioclub.ru/index.php?page=book&id=271490; [lynreposa, O. M.
3HaueHWe [OKYMEHTAI[HOHHOTO OOeCIedYeHHs B pEIIeHWH 3a7ad 1o
COBEpPLICHCTBOBAHUIO yIpaBieHHs [DiekTpoHHbId pecypc] / O. M.
JlynrepoBa // [loxxapHast 6e30macHOCTh: Mpodiemsl U nepcnekTuBsl. — 2013,
— Ne 1 (4). - C. 189-192. URL: http://elibrary.ru/item.asp?id=26341657;
duonoBa, JI. P. OcBoeHue mnpodeccnoHaNbHBIX KOMIIETEHIMH B cdepe

TOKYMEHTAI[UOHHOTO0 o0ecIleueHus YyIOpaBieHHs : yueOHoe mocobue
[OnexTponnsnit pecypc] / JI. P. ®uonoa. — Ilemsa: IleHzeHckuit
rocynapcTBeHHBIH  yHmBepcureT, 2016. — 200 c¢. URL: URL:

http://elibrary.ru/item.asp?id=26492419

Pazgen 1.
JlokymeHTHpOBaHME
Tema 1.2.
Od¢opmaenue OPJ]

Imanuii, E. B. JlokymMeHTannoHHOe oOecmedeHue yIpaBieHUs :@ ydeOHOe
nocobue / I'manuii E. B. - M. : 11 PUOP, HUIL] UHDPA-M, 2016. - 249 c. -
(ITlpod. obpazoBanme). - ISBN 978-5-369-01042-6; Bbacakos, M.U.
JlokyMeHTaIllMOHHOe ~ obecreueHne  ympasineHus:  (/lemonpon3BoacTBo)
[DnexTponnsii pecype] : yuebnnk / M.U. Bacakos. - 2-e u3a., ucH. U JOII. -
PocroB-w/]l : ®enukc, 2013. - 352 c. : wn. - (Cpennee npodeccrHoHanIbHOES
oOpazoBaHue). - ISBN 978-5-222-20053-7. - URL:
http://biblioclub.ru/index.php?page=book&id=271490; ®wuonosa, JI. P.
OcBoeHue NMpogecCHOHAIBHBIX KOMIIETEHIMH B chepe JOKYMEHTAlMOHHOTO
obecrieueHus ynpasieHus : ydeoHoe mocobue [DnexTpoHHslii pecype] / JI. P.
®uonoBa. — [lensa: IleHseHckuil rocynapcTBeHHbI yHuBepcuter, 2016. —
200 c¢. URL: URL.: http://elibrary.ru/item.asp?id=26492419

Pa3gen 2.
Opranusanus paéoTsl ¢
MOKyMeHTaMu

Tema 2.1.
JlokymeHT0000pOT

Imanuit, E. B. JlokymeHTannoHHOe oOecmeueHue yIpaBieHUs :@ ydeOHOe
nmocooue / I'manuii E. B. - M. : U11 PUOP, HUL] UH®PA-M, 2016. - 249 c. -
(ITlpod. obOpazosanme). - ISBN 978-5-369-01042-6; bwa, M. T.
ONTUMH3AIMOHHBIE  TEXHOJOTMH  (OPMHUPOBAHUS  JTOKYMEHTAI[HOHHOTO
oOecriedeHHs YIIpaBIeHU KOMITaHUH [ IneKTpoHHBIH pecypc] / M. T'. buu //
besonacuocts nHpopmarnmonHbix Texuomoruit. — 2009. - Ne 4, — C. 134-140.
URL: URL: http://elibrary.ru/item.asp?id=27025350; [dymmmii, E. B. O
HEKOTOPBIX Mpo0ieMax B JEATEIbHOCTH CIIYKObl JOKYMEHTAIl[HOHHOTO
oOecrieueHHst ynpaBieHHs JelaMd MMHHCTEpCTBa HWHOCTPAHHBIX —JIel
[DnexTponnsiii pecype] / E. B. ymnwuii / Matepuainsl IBAHOBCKUX YTCHHUH.
- 2016. - Ne 2 (6). - C. 34-39. URL: URL:
http://elibrary.ru/item.asp?id=26323527

Pazgen 2.
Opranusanus padoTsl ¢
MOKyMEeHTAMHU

Tema 2.2.

XpaHeHHE TOKYMEHTOB

['magwii, E. B. JlokymMeHTalimoHHOe OOecCIeYeHne YIpaBlIeHUs : ydeOHOe
nocooue / I'manuii E. B. - M. : U11 PUOP, HUL] UHDPA-M, 2016. - 249 c. -
(ITpod. obpazosanue). - ISBN 978-5-369-01042-6; F0p06u013a, JI 1L,
[pirankoB, M. C. JIoKyMEHTHpOBaHWE YIPABIECHUYCCKONW IEATEIHHOCTH
MPEeANPHUATHIA POMBIITUIEHHOCTH : Y4eOHOe TTocodue [DIeKTPOHHBIHN pecypc]
/ JI. II. Topobuora, M. C. LlprankoB. — CII6.: Cankt-IletepOyprckuit
rOCYZapCTBEHHBIH OSKOHOMHYecknid yHuBepcurer, 2016. URL: URL:
http://elibrary.ru/item.asp?id=26669652;  ®uonosa, JI. P. OcBoeHue
npodeccHOHANBHBIX ~ KOMIETEHIMH B cdepe  TOKYMEHTAIlMOHHOTO

oOecrieueHns yrpasieHus : ydyeoHoe rmocobue [DnexTpoHHslii pecype] / JI. P.
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http://biblioclub.ru/index.php?page=book&id=271490
http://elibrary.ru/item.asp?id=26341657
http://biblioclub.ru/index.php?page=book&id=271490
http://elibrary.ru/item.asp?id=27025350
http://elibrary.ru/contents.asp?issueid=1590467
http://elibrary.ru/contents.asp?issueid=1590467&selid=26323527

®uoHoBa. — Ilensa: Ilen3zeHnckuil rocynapcTBeHHbI yHUBepcureT, 2016. —
200 c. URL: URL: http://elibrary.ru/item.asp?id=26492419

5. 'manuii, E. B. JlokymeHTaunoHHOe OOecriedeHUe yNpaBieHUs : ydeOHoe
Pasnen 2. mocobue / I'maguii E. B. - M. : U] PUOP, HUL] UH®PA-M, 2016. - 249 c. -
Opranuzauus paboTsI ¢ (Ipodp.  obpasosanme). - ISBN 978-5-369-01042-6; bacakos, M.H.
JOKYMEHTAMH JlokyMeHTAllMOHHOE ~ obecrieyeHune  ympaBieHus::  ([lenompou3BoacTBo)

T 2.3.
Oil\(:geHHOCTl/l paGoTHi ¢ [Onexrponnslit pecype] : yueonuk / M.U. bacakos. - 2-e u3z., ucm. u Jom. -

00paLeHNSIMH TPAKIAH 1 PoctoB-v/]] : ®enunkc, 2013. - 352 c. : mn. - (Cpennee mpodeccruoHansHOE
KOH(l)l/l}]eHHl/laJ]belMl’l 06p330BaHI/IC). - ISBN 978-5-222-20053-7. - URL:
TI0KyMEHTaMH http://biblioclub.ru/index.php?page=book&id=271490.

Kpome nepeurcieHHbIX UCTOYHUKOB CTYJIEHT MOXET BOCIOJIb30BAThCS MMOMCKOBBIMU
cuctemMamu cetu IHTEpHET 10 TeMe CaMOCTOSITENbHON PadOTHI.

Jlnst ocBOGHMSI MAHHOW TUCIUIUIMHBI M BBITIOJHEHUS MPETYyCMOTPEHHBIX Y4eOHOM
MpOrpaMMoOi Kypca 3aJaHuil 10 CaMOCTOSITENIbHOM paboTe CTYJEHT MOXET HCIOJIb30BaTh
cienyroniee yueOHO-METOJUIECKOe oOecreueHue:

-METOIMYECKUE PEKOMEH AN TIPENoaaBaTeNsl K JEKIIMOHHOMY MaTepuany;

Havanom opranuzanuu 11000l caMOCTOSTENbHONU pabOThl TOJKHO OBITH MPUBUTHE
HaBBIKOB M YMEHUHN IPaMOTHOU pabOThI ¢ YIEOHOM M HAYYHOH JIUTEPATypOil. DTOT MpoIlece,
B MEPBYIO OYEpElb, CBSA3aH C HAXOXKICHHEM HEOOXOAMMOW Ui YCIEIIHOTO OBJIAJICHUS
yueOHBIM MaTepHuaioM nuTeparypoil. CTyIeHT MOJDKEH YMETh MOJb30BaThCs (OHIAMU
OMOIMOTEK U CIIPAaBOYHO-OMOIMOrpaPUUECKUMU U3JaHUSIMU.

CtyaeHTsl i TIOJIHOLIGHHOTO OCBOCHHUSI Y4YEOHOTO Kypca JOJKHBI COCTaBJISATH
KOHCIIEKThI KaK MpHU MPOCIYIIMBAHUM €r0 TEOPETUYECKOW (JIEKIIMOHHOM) YacTH, TaK U MpHU
MOATOTOBKE K TMPAKTHUUECKUM 3aHATUsAM. JKemarenpbHO, YTOOBI KOHCHEKTHI JICKIIUM
3aMUCHIBATIMCh B JIOTUUECKOW TOCIIEIOBATEIbHOCTH HM3Y4YEHHUS Kypca U COJEPKAIHNCh B
OIHOM TETpaIu.

Jlnst ocBOGHMSI JAHHOW TUCIUIUIMHBI M BBITIOJHEHUS MPETYyCMOTPEHHBIX Y4eOHOM
mporpaMMoi Kypca 3aJaHuil 10 CaMOCTOSATENIbHON paboTe CTYIEHT MOXET HMCIOJIb30BaTh
cienyrolee yaeOHO-MEeTOIMYECKoe 0OecrieueHue:

-METOIMYECKUE PEKOMEHIALIMU MTPENoAaBaTeNsl K JIEKIIMOHHOMY MaTepHaly;

-METO/IMYECKUE PEKOMEHJAlUM TperojaBaTesis K MPAaKTUYECKUM (J1a0OpaTOPHBIM)
3aHATHUSM;

-METO/IMYECKUE PEKOMEHJAIMK MPENnoaaBaTeisl K BBIIOJIHEHUIO CaMOCTOSTEIbHBIX
JIOMAITHUX 3aJaHuM.

Hauanom opranuzanuu j1t000# caMOCTOSTEIBHONH pabOTHl TOMKHO OBITH MPUBUTHE
HaBBIKOB U YMEHHI TPaMOTHON pabOTHI ¢ Y4eOHOM M HAYYHOU JUTEpaTypol. DTOT MpoIece,
B TEPBYIO OYEpElb, CBA3aH C HAXOXKJIECHUEM HEOOXOAUMOM AJisi YCHEIIHOTO OBJIAJICHUS
y4eOHBIM MarepuagoM juteparypoid. CTyIeHT OODKEH yMETh IOJIb30BaThes (hoHmaMu
OMONIMOTEK U CIIPABOYHO-OMOIMOrpadUUeCcKUMU U3JaHUSIMU.

CTyneHTbl Ui TIOJHOLIEHHOTO OCBOEHHUS Y4eOHOro Kypca JOJKHBI COCTaBISITh
KOHCIIEKTBI KaK IpU MPOCIYIINBAHUN €r0 TEOPETUUECKOM (JIEKIIMOHHOM) YacTH, TaK U MpHU
MOJArOTOBKE K MpPAaKTUYECKUM 3aHATUAM. JKenarenbHO, 4YTOOBI KOHCIEKTHI JIEKLUN
3aMUCHIBATINCh B JIOTMUECKOM MOCJIEeI0BaTeIbHOCTH M3Y4YEHHUS Kypca U COAEpkKalucCh B
OJTHOU TETPAIH.
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HCIIOJIB3YIOTCA

3. OBPA3OBATEJIbBHBIE TEXHOJIOI'HHA

JUis peanu3anuy KOMIIETEHTHOCTHOI'O MOAX0/1a MPEeAyCMaTpUBACTCs UCIIOIb30BaHHE
B y4eOHOM IIpoLleCCe AKTUBHBIX M HHTEPAKTUBHBIX (OPM NpPOBEAEHUS ayIAUTOPHBIX U
BHEAYJMUTOPHBIX 3aHATHH C LEIbI0 (OPMUPOBAHUS U PaA3BUTHS MPOQPECCHOHATBHBIX
HaBBIKOB 00YYaIOIINXCS.
B npouecce npenonaBanusi NpUMEHSIOTCS 00pa30BaTebHbIE TEXHOJIOIMU Pa3BUTHUS
KPUTHUYECKOTO MBILUICHHS.
B yueOHOM mpoliecce Hapsay ¢ TPAaJUIIMOHHBIMU 00pa30BaTEIbHBIMHU TEXHOJIOTHSIMU

KOMIIBXOTCPHOC

HHTCPAKTUBHBIC TCXHOJIOTUU.

TCCTUPOBAHUC,

TEMATHYCCKHUC

3.1.00pa3oBaTe/ibHbIEe TEXHOJOTMH NPU NMPOBEACHUM JIEKIU

IIpC3CHTAlINH,

Buzpl npuMeHsieMbIX 00pa3oBaTenbHbIX

Ne Tema . Kom.
TEXHOJIOTH
Jac
1 2 3 4
1 [loHATHE NOKyMEHTAIIMOHHOTO OOeCIedeHusl yIpaBIeHHUs Ay/IMOBU3yalIbHAs TEXHOIOTHS, 4
MPOOIIEMHOE U3TIOKCHHE
JIOKYMEHTBI U JOKYMEHTUPOBAaHUE
2 AynuoBH3yalbHas TEXHOJIOTHUS, aKTUBHOE 4
oOyueHue
YHIpUKAINA ¥ cCTaHIAPTU3AIMS JOKYMEHTOB. *
3 TexHoDOTHA Pa3BUTHSA KPUTHIECKOTO 4
YHIpUIHpOBaHHBIE CHCTEMBI JOKYMCHTAIIH
MBIIICHUS Yepe3 UTCHUE U MUChMO
YHupuIupoBaHHas ccTeMa OpraHU3alMOHHO- .
4 pacropsuTensHoi tokymenTau (YCOP). TexHOJOTHSA Pa3BUTHSA KPUTHYECKOTO 4
®@opmyisip-o0paser; OPT. PexBuU3MTHI U GJIaHKK MBIIUICHAS 9EPE3 YTEHNE U TUCHMO
5 IpaBuna opopmIIeHHS OCHOBHBIX BHI0B OpPTraHU3aIllMOHHO- 4
pacnopsAUTeNbHBIX JOKyMeHTOB. [IpaBuia opopmiienus u Ipobnemuoe U3N0KEHUE
BBIIAYU KOIMM JOKYMEHTOB
6 Cryx0a TOKyMEHTallMOHHOTO 00ECTIeYCHHS YIIPABICHHS 4%
Jlexuusi-guckyccus
Opranuzauus npueMa, pacCMOTPEHUS], pETUCTPALIUU U
7 HCIONHEHHS JOKYMEHTOB TexHoorus pasBUTHA KPUTHIECKOTO 4*
MBIIUICHHUS Yepe3 YTCHUE U MHCHMO
8 WudopmannonHo-cripaBoyHas padora. Kontposs 4
WCTIONTHEHUS TOKYMEeHTOB. OpraHu3alMoHHas OTIIPaBKa JIMYHOCTHO- I TETFHOCTHOE 00yUeHHe
MCXOAIINX TOKYMEHTOB
Opranuzanus ONepaTUBHOTO XPaHEHHs JOKYMEHTOB.
9 4%
Homenxknatypa aen JleK1Hs - MCKyccHst
JKcIepTH3a EeHHOCTH JOKyMEeHTOB. [lonroToBKa e K
10 |[apXMBHOMY XPaHEHUIO 4*
PaszBuBatomee o0yueHme
1 OpFaHH?:aHI/Iﬂ paGOTBI C O6paH_IeHI/I5lMI/I TpaxaaH AyI[I/IOBI/I3yaJ'H)HaH TE€XHOJIOT U, 4%

MPOOJIEMHOE U3JIOKECHUE C ITPUBICUCHHEM
crnenuaimucra*
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Opranuzanus paboThl C TOKyMEHTaMH, UMEIOIIMMHE TpHd
12 orpannuenus noctyna Kk HUM AynnoBH3yasbHask TEXHOJIOTHS, 4
poOIeMHOE U3TIOKECHHE
Hroro no xypcey 48
B TOM UYHCIJIC MHTEpaKTHBHOE oOyueHne™®|  28*
3.2.00pa3oBaTesibHbIE TEXHOJIOTMH NIPH NIPOBEICHUH NPAKTHYECKUX 3aHATHI
Ne | Tewma 3anarus Buzpl npuMeHsieMbIX 00pa3oBaTeNbHBIX Konm.
TEXHOJIOIUil yac
1 | JIOKyMEHTHI U JOKYMEHTHPOBaHNE Juckyccust o TeOpeTUYEeCKUM BOIIPOCaM. 4
2 | YHudwuKanys 1 cTaHAapTU3AHA JOKYMEHTOB. Juckyccust o TeopeTHuecKuM BomnpocaM. Pabora ¢ 4
YHu(UIMPOBaHHBIE CUCTEMBI JIOKYMEHTALNH JIOKYMEHTaMH
3 | YHudunupoBaHHas cucreMa opraHu3alMoHHO- Kpyrmetii cTOM 10 TEOPETHIECKUM BOIIPOCAM 6*
paCHOpHHHTeHLHOﬁ JOKYMEHTaAlluU (YCOPI[) Pabora ¢ JIOKYMEHTaMu
Dopmyisip-odpazen OPl. PexBu3nuTh 1 OnaHKA
4 |IlpaBuna oopMIICHHSI OCHOBHBIX BHIOB [pecc-koH(pepeHIus [0 TEOPETUIECKUM BOIIPOCaM. 6*
OpraHN3alMOHHO-PACHIOPSAUTENIBHBIX JOKYMEHTOB. | PaGoTa ¢ JOKYMEHTaMH
5 |IIpaBuna ohopmiIeHNS U BBIAAYH KOTTUH OOcyxaeHue TeopeTHYeckux Borpocos. Pabora ¢ 4
HAOKYMCHTOB JOKYMEHTaMu
6 |Cayx6a 1OKyMEHTallMOHHOTO 0OecreueHus OO6cyxaeHne TeopeTHYeCKIX BOIpocoB. Padora ¢ 4
yIpaBIeHUs JOKyMEHTaMH
7 | Opranuzanys npueMa, pacCMOTpeHusl, peructpanut | O0cykKaeHHE TEOPETHIECKUX BOIpocoB. PaboTa ¢ 6
1 UCTIOJIHCHUA JOKYMCHTOB JIOKYMEHTaMu
8 |Uudopmanmonno-cipaBouHas padota. Kontpons | JIucnyT Mo TEOPETHYECKUM BOMIPOCAM, 4*
HMCTIOTTHEHHS IOKyMEHTOB. OpraHu3alHoOHHas C TPYIIIOBBIM 0OCYXIeHHeM UToroB. Pabora ¢
OTIIPaBKa UCXOMASIINX TOKyMEHTOB JIOKyMeHTaMH
9 Opranu3anust OnepaTHBHOIO XPaHEHHs Ob6cyxaeHne TeopeTHIecKuX BopocoB. Pabora ¢ 4
JnokymeHToB. HoMeHKIaTypa nen JOKYMEHTAMHU
10 |OxcrepTH3a HEHHOCTH AOKYMeHTOB. [Tonroroska Ob6cyxneHne TeopeTHIecKux Bopocos. Pabora ¢ 4
JIeT K apXMBHOMY XPaHEHHUIO JIOKYMEHTaMH
11 |Opraauzanus paboTsl ¢ 00pALCHUIMH IPaXKIaH OO0cyxIeHne TeOPETHYECKIX BOIIPOCOB. MacTep- 2
KJIacC CIeHalncTa
12 |Opraruzanus paboTsl C JOKyMEHTaMH, uMeromumMu | O0CyKAeHHEe TEOPETHISCKIX BOIIPOCOB. MacTep- 4
FpI/I(i) OTpaHUYCHUA JOCTYyIla K HUM KJacc CIeluaanucTa
Hroro no kypcy 52
B TOM YHCJI€ HHTEPAKTHBHOE 00yueHne™ 16*
4. YCJIOBUS PEAJIMZALIUU ITPOTI'PAMMBI TUCIHIUTIJIMHBI
4.1. MarepuajbHo-TeXHH4YecKass 0a3a, HeoOXxoaumasi JA  OCYLIECTBJIEHHS

o0pa3oBaTeJILHOI0 MPoIecca Mo THCIHILTHHE

Peanu3anus yueOHON NUCHIUILIUHBI OCYIIECTBIISICTCS B CIICIIHATIEHO 000Dy I0BAHHOM
kaOuHeTe mpohecCHOHAIBHBIX TUCITUTUINH.

O6opynoBanue yueOHOTo KaOMHeTa:
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MHTepakTUBHBIN 3KpaH; KOMIBIOTEP; MYJIbTUMEIUAIIPOEKTOP; CTOJI KOMIIbIOTEPHBIN;
ydyeOHasi MeOenb; HarIsAHble 0COOUs; yueOHO-METOANYECKIE MaTEpHalIbl; BHIXO/ B

VHTEpPHET.
4.2. IlepeyeHb HEOOXOAMMOT0 MPOTPAMMHOI0 00ecTeyeHus!

1. 7-zip; (nuuensus Ha anri. http://www.7-zip.org/license.txt)

2. Adobe Acrobat Reade; (aurensus -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player; (maumenswus -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

4. Apache OpenOffice; (tnuensus - http://www.openoffice.org/license.html)

5. FreeCommander; (aumeH3us -
https://freecommander.com/ru/%d0%bb%d0%hb8%d1%86%d0%b5%d0%bd%d0%b7%d0
%b8%d1%8f/)

6. Google Chrome;(sumeH3ust -
https://www.google.ru/chrome/browser/privacy/eula_text.html)

7. LibreOffice (B cBoOOaHOM 0OCTYIIC);

8. Mozilla Firefox.(mumensus - https://www.mozilla.org/en-US/MPL/2.0/)
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5. IEPEYEHb OCHOBHOM 1 l[pﬂO.JIHPITEJII;HOfI YUYEBHOU
JIUTEPATYPBI, HEOBXOAUMOM 151 OCBOEHUS JUCLUIIINHBI

5.1. OcHoBHas JuTEpaTypa
1. I'maguit, E. B. JlokymMmeHTalMOHHOE oOOecredeHue ympaBiieHUs : ydeOHoe mocoboue /

I'maguii E. B. - M. : U] PUOP, HUL] MH®PA-M, 2016. - 249 c. - (ITpod. obpazoBanue). -
ISBN 978-5-369-01042-6

5.2. JlonoiHuTE IbLHASA JJUTEPATYpPa

1.bacakoB, M.U. [lokyMeHTallMOHHOE oOecreueHue ympapieHus: (/lemonpon3BoacTBo)
[DnexTponnslii pecypce] : yuebnnk / M.U. bacakos. - 2-¢ u3a., ucm. u gom. - Poctos-H//] :
®enmnkc, 2013. - 352 c. : . - (Cpennee npodeccuonansaoe obpazosanue). - ISBN 978-5-
222-20053-7. - URL.: http://biblioclub.ru/index.php?page=book&id=271490.

2. buu, M. I'. OnTuMuU3aLMOHHBIE TEXHOJOTUU (OPMUPOBAHUS JTOKYMEHTAIIMOHHOIO
oOecrieyeHus ynpaBJIeHUsI KOMIIaHUU [ DnekTpoHHbIH pecypc] / M. I'. buu // bezonacHocTthb
nHpopMaMOHHBIX TexHojormit. — 2009. - Ne 4. — C. 134-140. URL: URL:
http://elibrary.ru/item.asp?id=27025350

3. Topobuosa, JI. II., Lprankos, M. C. JlokymMeHTHpOBaHUE YIpPaBJICHUYECKOMN
NEeSATETLHOCTH MPEINPUATHN MPOMBIIIIEHHOCTH : yuyeOHOe MmocoOue [DIeKTpOHHBIN
pecypc] / JI. II. T'opobmoa, U. C. IlpirankoB. — CII6.: Cankrt-IlerepOyprckuii
TOCYJAapCTBEHHBIH  DKOHOMHYECKMM  yHuBepcuteT,  2016. URL: URL:
http://elibrary.ru/item.asp?id=26669652

4. ynrepoBa, O. M. 3HaueHHe JOKYMEHTAIIMOHHOTO 00ECTICUCHHS B PEIICHUU 3a/1a4
M0 COBEPIIIEHCTBOBAHUIO YMpaBlieHUs [DnekTpoHHbI pecypc] / O. M. Jlynreposa //
[Toxxapuast 6e3omacHOCTh: TpoOiaemsl U niepenekTuBsl. — 2013, — Ne 1 (4). - C. 189-192.
URL: http://elibrary.ru/item.asp?id=26341657

5. Hdymmuii, E. B. O HeKoTOpbIX pobiieMax B JIEATEIBHOCTH CIYKObI IOKYMEHTAIIHOHHOTO
oOecrieyeHusl ympapieHus JeinamMu MUHHCTEpCTBa HMHOCTPAHHBIX JeN [DJIeKTPOHHBIN
pecype] / E. B. Jdymnuit / Martepuansl MBaHoBckux utenwmid. - 2016. - Ne 2 (6). - C. 34-39.
URL: URL: http://elibrary.ru/item.asp?id=26323527

6 @wuonoa, JI. P. OcBoenue mnpodeccnOHATBHBIX KOMIIETCHIMA B  cdepe
JOKYMEHTALIMOHHOTO 00eCTIeueH s YIpaBiIeHus : yaueOHOe mocobue [ DMeKTpOoHHBIH pecypc]
/ JI. P. ®uonoBa. — Ilen3a: Ilen3enckuit rocynapctBeHHsii yausepcurer, 2016. — 200 c.
URL: URL: http://elibrary.ru/item.asp?id=26492419

5.3. [lepuoaguueckune U3TAHUSA

1. ApxuB HOMepOB KypHaia «/JledompousBoacteo». URL: http://www.top-
personal.ru/officeworks.html
2. ApxuB HOMEpOB XypHana «Ympaenenue nepconanom». URL: http://www.top-
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http://elibrary.ru/contents.asp?issueid=1590467
http://elibrary.ru/contents.asp?issueid=1590467&selid=26323527
http://www.top-personal.ru/officeworks.html
http://www.top-personal.ru/officeworks.html
http://www.top-personal.ru/magazines.html

personal.ru/magazines.html

Cexkperapckoe neno. URL: http://www.sekretarskoe-delo.ru/

4. T'paxnanus u npaBo. URL:
http://biblioclub.ru/index.php?page=journal_red&jid=221879.

CoOpanue 3akoHomatenbeTBa Poccuiickoit @eneparun URL: http://www.szrf.ru/
Poccuiickas razera. Opunuansuoe uznanue [Ipasutensctea PO. URL: www.rg.ru
7. Ilapnamentckas raszera. URL: http://www.pnp.ru/

w

o o

5.4. [lepeuens pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHUKALMOHHOH CeTH
«HTepHET», HEOOXOAUMBIX /IJISl 0CBOEHMS IV CIUNINHBI

1. TocynapctBo u mpaBo. IOpuauueckue Hayku // EnuHoe OKHO JocTyma K
oOpasoBaTelbHBIM pecypcaM : (enepanpHas mHbOpMaIMoHHas cuctema : cabT. — URL:
http://window.edu.ru/catalog/?p _rubr=2.2.78.1.

2.9bC «YnuuBepcurerckas Oubmmoreka ONLINE» : caiit. — URL:
:/Ibiblioclub.ru/index.php?page=main_ub_red.

3.9BC UznarennctBa «Jlanby : caiit. - URL:http://e.lanbook.com.

4.9bC «¥Opaiit» : [pazgen «BAILIA TIOAITNCKA: ®umuan Kyol'V (r.
Cnapsinck-Ha-Ky0Oann)] : caiit. - URL:https://www.biblio-online.ru/catalog/E121B99F-
ESED-430E-A737-37D3A9EGDBFB.

5.9BC «BOOK.ru» : [mepeuens kaur 9bC BOOK.ru, goctymusix mist Kyol'yY u
¢unmanos] : cairt. — URL:http://sgpi.ru/?n=5624.

6.Hayunas onektponHas Oubnuoreka «eLibrary.ru» : caiir. — URL:
http://elibrary.ru/defaultx.asp.

7.ba3pl nannbix komnanuu «Mct Bero» [pasgen: Ilepuognueckue usganus (Ha
pycckoMm si3bike)] : cait. — URL:http://dlib.eastview.com.

8.0Onekrponnas oubanoreka «Grebennikony» [pasmen: XKypnansl (Ha pycckom
s3bike)]| : caiit. — URL: http://grebennikon.ru/journal.php.

9.®enepanbHass uHoOpManuoHHass cucrema «EmuHOe OKHO JocTyna K
oOpa3oBaTesbHBIM pecypcam» : caiT. — URL: .

10.®enepanbublit meHTp — MHGOPMAIMOHHO-00pPAa30BAaTEIBHBIX  PECYPCOB
(®LIMOP) : caiit. - URL: http://fcior.edu.ru.

11.Equnas komiekuus nu@poBbIX 00pa3oBaTelbHBIX pecypcoB : cait. — URL:
http://school-collection.edu.ru/.

12.®enepanbHblil IEHTP 00pa30BaTEIBLHOTO 3aKoHOAaTeNbCcTBA : caiT. — URL:
http://www.lexed.ru.

13.Ounuknoneauym :  Ounukionenuu. CrnoBapu. CnpaBounuku // OBC
«Yuusepcurerckas oubmmoreka ONLINEy : caiit. — URL: http://enc.biblioclub.ru/.

14.KoncynpranT [lmroc : caiit - URL: http://www.consultant.ru/law/

15.1leHTp KOMMNETEHIIMU IO BOIPOCAM JOKYMEHTAIIMOHHOTO OOecreueHus
yIpaBJIeHHs U apXUBHOTO jaena : cait - URL: http://www.edou.ru/enc/primeri.php
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6. METOANYECKHUE YKA3AHUA IS OBYYAIOLIUXCA
11O OCBOEHMUIO JUCIUIIJIMHbI

Huctumuinna  «/lokymeHTanimoHHOe oOecrieueHue YOpaBJICHUS» HaleleHa Ha
dopMupoBaHue  NpPOQPECCHOHATIBHBIX  KOMIIETEHLIMH, TAKUX  KaK  OCYIIECTBIICHUE
MpoeCCUOHATBHOTO TOJKOBAHMSI HOPMATUBHBIX IMPABOBBIX aKTOB JIJISl peaju3allli IpaB
rpaxaadH B cdepe MEeHCHOHHOTO OOECHEYEeHMs] M COIUAIbHOM 3aIlMThl; OCYIIECTBICHHE
IpueMa TrpaxkJaH MO BOINPOCAaM NEHCHOHHOIO OOECHedYeHHMs] M COLMAIbHOM 3allUThl;
paccMOTpeHHEe MakeTa JIOKYMEHTOB [IJIsi Ha3HAUYCHHsS MEHCUM, MOCOOWN, KOMIICHCAIIUH,
OpYTUX BBIILIAT, @ TAK)KE€ MEpP COLMAIBHOW MOJIIEPKKU OTACIbHBIM KaTErOPUsIM IPak/iaH,
HY>KJAIONUMCSl B COLIMAJBbHOM 3allUTe; OCYIIECTBICHHE YCTAHOBJICHMS (Ha3HAUYCHMS,
nepepacyeTa, NEPEeBOJa), MHACKCAMU U KOPPEKTHUPOBKHM NEHCHUI, Ha3HAUYEHHUs MOCOOUiA,
KOMITCHCAIIU{ U JPYTUX COLMAIBHBIX BBITLIAT, UCTIOJIb3YsI HH(OPMAIMOHHO-KOMITBIOTEPHBIE
TEXHOJIOTUHU; KOHCYJbTUPOBAHHUE Tpa)xJaH W MPEACTABUTENCH IOPUANYECKUX JHI[ IO
BOIIPOCaM IIEHCMOHHOT'O 00€CIeYeHHs M COLMAIbHOU 3alllUTHhI.

OOy4deHne CTYIAEHTOB OCYIIECTBISETCS IO TPATUIMOHHOW TEXHOJNOTUM (JIEKIIUH,
MIPAKTUKN) C BKIIOYEHUEM MHHOBAIIMOHHBIX JIEMEHTOB.

C TOYKkM 3peHUsl UCMOJIb3YEMbIX METOAOB JEKLUHMH MNOAPA3AEIAIOTCA CIEAYIOLUUM
oOpa3zomM: uH(MOPMAIMOHHO-O0BACHUTENIbHAS JICKIIHS, TOBECTBOBATE/IbHAS, JEKIUsI-0ecea,
npoOieMHast IEKIHUS U T. JI.

VYcTHOE u3NOKEeHHE y4yeOHOro MaTepuala Ha JICKIUU JIOJDKHO KOHCIIEKTHPOBATHCS.
Cnymarh JIEKIUI0 HY)XKHO YMETh — MOJJIEPKUBATh CBOE¢ BHHUMAaHUE, MOHSATh U 3alIOMHUTH
YCIIBIIIAHHOE, YJIOBUTH May3bl. B mpolecce U310KeHus MpenojiaBaTeneM JeKUUU CTYyAECHT
JOJKEH BBISICHUTh BCE HETIOHSTHBIE BOIPOCHI. 3alHCHIBATH COAECP)KAHHME JEKLIHMH HYXHO
00s13aTeNIbHO — 3alMCH TTOMOTAIOT MOJIeP)KHUBATh BHUMAaHKE, CIIOCOOCTBYIOT TOHUMAHUIO U
3alIOMUHAHUIO YCIIBIIIAHHOTO, IPUBOIUT 3HAHKUE B CUCTEMY, CIIYXaT OMOPOH AJis mepexoa
K OoJiee ri1y00KOMY CaMOCTOSITEIbBHOMY U3yYEHUIO MTPeIMETa.

Meroauueckre peKOMEHIANU 110 KOHCIIEKTUPOBAHUIO JICKIIHH:

— 3alMCh JOJKHA OBbITh CUCTEMHOM, MPEACTaBIsATh COOOW COKpaliéHHbIA BapUaHT
nekuuu npenojasarens. Heo6xoaumo ciymath, 00yMbIBaTh U 3alMCHIBATH OJTHOBPEMEHHO;

— 3amuch BeAETCA OYeHb OBICTPO, YETKO, TI0 BO3MOXXHOCTH KOPOTKHMH
BBIpaKCHUSIMU;

— HE IpeKpallas ciIyuaTh MpenojiaBaress, Hy>KHO 3aIlliChIBaTh TO, YTO HEOOXOIUMO
ycBOUTh. Henb3s 3anmuchIBaTh cpa3y k€ BbICKA3aHHYIO MBICIIb MPENOIAaBATENS, CIEAYET €€
MOHATh W TOCJIE 3TOTO KPATKO 3alucaTh CBOMMHU CJIOBAaMHU WJIM CIIOBAMH MPENOJABATENS.
BaxxHo, yToOBI B Hell He ObLT OTEPSIH OCHOBHOM CMBICI CKa3aHHOT'O;

—MMEHa, JIaThl, HA3BaHUs, BEIBObI, OTIPEICIICHUSI 3aMMCHIBAIOTCS TOYHO;

—clelyeT oOpaTuTh BHUMAaHUE Ha OQOpMIICHHE 3amuch JeKiuu. JlJis KaxIoro
mpeaMeTa 3aBouTcs o0rmiast TeTpaab. OTIMYHBIM OT OCTAIBLHOTO IBETA CIEAYET BHIICISATH
OTJIelIbHBIE MBICIM W 3aroJIOBKH, COKpAalllaTh OTJENbHbIE CJIOBA U MPEAJIOKEHUS,
UCIIOJIb30BaTh YCIIOBHbIE 3HAKH, OYKBBI JJATUHCKOTO M TPEYECKOTo al(aBUTOB, a TaKKe
HEKOTOPBIE MPUEMBI CTEHOTPA(UIECKOr0 COKPAIIECHHUS CIIOB.

[IpakTuyeckue 3aHATHA 1O AUCHUIUIMHE «JlOKyMeHTalmoHHOe obecreyeHue
yIpaBleHUs» MPOBOASTCS B OCHOBHOM I10 CXEME:

-YCTHBI OMPOC 1O TEOPUH B Havane 3aHiITHs (0OCYXKIEHHE TEOPEeTUUECKUX
POOJIEMHBIX BOIIPOCOB T10 TEME);

-paboTa B rpynmnax rno pa3peueHuio pa3InuHbIX CUTYalUi 110 TeMe 3aHATHUs;

-peleHre MPaKTHYEeCKUX 3a7a4 HHANBUIYAIbHO;
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-TI0/IBEJICHUE UTOTOB 3aHATH (WK pedrexcus);

-WHIUBUAYyQJIbHBIC 3aJaHUAS ISl TOJATOTOBKM K CIEAYIONIMM MNPAKTHUYECKUM
3aHATHUSM.

Ilenb MpPaKTUYECKOrO 3aHATHUA - HAYYUThb CTYAECHTOB HPUMEHATh TEOPETHUYECKUE
3HAHUS TPY PEUICHUN MPAKTHYECKUX 33]1a4 HAa OCHOBE PEaTbHBIX TaHHBIX.

Ha mpaktudeckux 3aHATHIX TPeo0IaIaloT CIIeTyIOIne METOIbL:

-BepOanbHbIe (TIpeobIa aoiM METOIOM JOJIKHO OBITh 0OBSICHEHNE);

-TpaKTHYecKue (MMCbMEHHBIC 3/IaHUS, TPYIIOBEIC 3a1aHuUs | T. 1I.).

BaxHbpIM 17151 CTyneHTa SBISIETCS YMEHHE PAallMOHAIBHO MOAOMPATh HEOOXOAUMYIO
yueOHy10 uTeparypy. OCHOBHBIMH JTUTEPATYPHBIMU HCTOUHUKAMU SIBJISIFOTCSI:

— oubmmoTteunsie oAbl prmana Kyol'V;

— JIEKTPOHHAst OMOTMOTEYHAS CUCTEMAa « Y HUBEPCUTETCKass OMOIMOTEKa OH-TaiH»;

— DJIEKTpOHHas OnbnuoTeyHas cucrema M3narenscTBa «Jlanby.

[Touck kHUT B OMONMOTEKE HEOOXOJUMO HAUMHATH C M3YYEHHUs] MPEIMETHOTO
Karajora W CO3JaHMsl CIMCKAa KHUT, TOCOOWH, METOAWYECKHMX MaTepHallOB IO TeMe
M3ydeHUSI.

[TpocMOTp KHHUTM HAUMHAETCSl ¢ TUTYJIBHOTO JIMCTA, CIEAYIOLIEro Mocje OOJIOXKKH.
Ha néM 00bIYHO MOMEIIal0TCsl BCE OCHOBHBIE JaHHBIE, XapaKTePU3YIOLUe KHUTY: Ha3BaHHeE,
aBTOD, BBIXOJHBIC JAaHHBIC, JAaHHBIE O MEperu3AaHuu U T.1. Ha o0opoTe THUTYIBHOTO JNHCTa
na€Tcsi aHHOTAIMS, B KOTOPOM YKa3bIBaeTCs TEeMaTHKa BOMPOCOB, OCBEHMIEHHBIX B KHUTE,
orpeneisieTcs Kpyr yuTareseil, Ha KOTOpbI OHa paccuuTaHa. boiblioe 3HaueHUEe HMeeT
MPEIUCIOBHE KHHUTH, KOTOPOE 3HAKOMHT YHUTATENsl C JUYHOCTBIO aBTOpa, HCTOpHEH
CO3JIaHUsI KHUTH, PaCKPBIBACT COJCPIKAHHE.

[IpounTaB mnpeaucioBHEe W MOIXY4UB OOIIEe MPEACTABIEHHUE O KHHUIE, CIEAYyeT
o0OpatuThCs K oriaBieHuo. OriaBieHNe KHUTH 3HAKOMHUT 00y4aeMoro ¢ COJEp)KaHuEeM U
JIOTUYECKOM CTPYKTYpPOIl KHUTH, TO3BOJISIET BBIOPATh HYKHBIA MaTepual A u3ydeHus. l'ox
W3JaHWsl KHUTH TI03BOJISIET CYOUTh O HOBU3HE Marepuaia. B KHHre MOryT OBITH
pUMEYaHus, KOTOPBIE COJIepXkKaT pa3IMyHble JOMOJHUTEIbHbIE CBeieHNs. OHM MevaTarTcs
BHE OCHOBHOTO TEKCTa M Pa3bSICHAIOT OTIENbHBIC BOMpOCHl. [IpenmeTHbie U andaBUTHBIC
yKa3zaTeNd 3HAYUTENBHO OOJIETYaloT MOBTOPEHHE H3JI0OKCHHOTO B KHHMTE MaTepuana. B
KOHIIE KHHMTM MOXET pacroyiaraTbcs BCIIOMOrareibHbl Marepuan. K Hemy 0OOBIYHO
OTHOCATCS HMHCTPYKIMM, NPUIOKEHUS, CXEMBl, CHTyallMOHHBIE 3aJayd, BOIPOCHI JJIs
CaMOKOHTPOJIS ¥ T. .

Jnis mydmiero mpeAcTaBiIeHUS W 3allOMHHAHUS MaTepHala IIeliecoo0pa3HO BECTH
3alMCU U KOHCIIEKTHI PAa3IMYHOTO COACPIKAHNSA, @ UMEHHO:

— MIOMETKH, 3aMEUaHusl, BEJICTICHHE TJIABHOTO;

— TUJTaH, T€3UCHI, BBIMUCKH, ITUTATHI,

— KOHCIIEKT, paboyast 3anuch, pedepar, JOKIad, JEKIH U T.1I.

Yurate y4eOHMK HEOOXOAMMO BJAYMYMBO, BHHMATEIbHO, HE MPOIYCKas TEKCTa,
CTapasch TMOHATh Kaxayro ¢pa3y, OJHOBPEMEHHO pa30mpasi MpUMEpbhI, CXEMBbI, TaOIHIIbI,
PHUCYHKH, IPUBEACHHBIC B YUCOHHKE.

OpHMM M3 BaXXHEHIINX CPENICTB, CMIOCOOCTBYIOUINX 3aKPEIUICHUIO 3HAHWUM, SIBIISIETCS
KpaTKas 3aluch MPOYUTAHHOTO MaTephaja — COCTaBJICeHHWE KOHcmekTa. KoHCmekT — 3To
KpaTKO€ CBSI3HOE W3JIOKCHHUE COJACP)KaHUS TEMbl, Y4YeOHWKAa WM €ro 4Yactu, 0e3
MOJIPOOHOCTEH M BTOpPOCTENEeHHbIX JeTaneil. [lo cBoelt cTpyKType U mociaenoBaTelbHOCTH
KOHCIIEKT JIOJDKEH COOTBETCTBOBATH IUIaHY yueOHHMKA. [103TOMy BakHO CHavajia COCTaBHUTH
TUTaH, a TIOTOM THCaTh KOHCIEKT B BUAEC OTBETa Ha BOIPOCHI IulaHa. Eciu yd4eOHUK
pa3nenéH Ha HEOONBIINE 03aryIaBJICHHBIC YaCTH, TO 3ar0JIOBKM MOXHO pPaccMaTpUBaTh Kak
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MYHKTHl IUTaHA, a W3 TEKCTa KAaXIOW YacTH CIEAyeT 3amucarb T€ MBICIH, KOTOPHIE
PaCKpBIBAIOT CMBICIT 3aTr0JIOBKA.

TpeboBaHus K KOHCIIEKTY:

— KPaTKOCTb, CXKATOCTb, LIEIECO00Pa3HOCTh KaXkJOT0 3alMChIBAEMOTO CIIOBA;

— COJEP)KaTeNbHOCTh 3alMCH- 3alMCBIBAEMBIE MBICTH CIEAyeT (OpPMYyIUPOBATH
KpaTKo, HO 0e3 ymiep6a aist cmbiciia. O0bEM KOHCIEKTA, KaK MPaBUII0, MEHBIIE N3y4aeMOI0
TekcTa B 7-15 pa3;

—KOHCTIEKT MOXET OBITh KaK MPOCTHIM, TaK M CIIOXHBIM IO CTPYKTYpPE — 3TO 3aBUCUT
OT COJCPKAHMSI KHUTHU M LIETH € N3yUCHHSI.

Metoanueckue peKOMEeHIalUH 110 KOHCIIEKTHPOBAHUIO:

— MpEeXJe YeM HayaTh COCTAaBJIATH KOHCIEKT, HY)KHO O3HAaKOMHUTBCS C KHHIOM,
MPOYHTATh €€ CHavajIa 0 KOHIA, MOHITh MPOYUTAHHOE;

— Ha 00JIOKKE TETPaJM 3alKCHIBAIOTCS HAa3BaHME KOHCIEKTHPYEMOW KHUTU U HMS
aBTOpa, COCTABJISIETCS IUIaH KOHCIIEKTUPYEMOTO TECTa;

— 3amMUCH JIy4lle JelaTh NpU MPOYTEHWH HE OIHOTO-ABYX ab3ameB, a IeNIoro
naparpadga WId IJ1aBbl;

— KOHCHEKTHUpPOBaHHE BEAETCS HE C LIEIbI0 MMEThb OIpEeNeNEHHBIM 3alucH, a Ui
Ooyiee TOJIHOTO OBJIAZICHUS COJAEpPKAHMEM M3Yy4aeMOIo TEKCTa, IOITOMY B 3alMCcax
OTMEYAeTCs U BBIACIAETCS BCE TO HOBOE, MHTEPECHOE U HY)KHOE, 9TO 0COOEHHO MPUBIICKIIO
BHUMAaHMHE,;

— Ioclie TOro, Kak CjejaHa 3aluch CoJep)KaHus maparpada, TIJaBbl, CIEAyeT
nepeynTarh €€, 3aTeM CHOBa OOpamaTrhcsi K TEKCTY W MPOBEPUTH ceOs, MPaBUIBHO JIH
U3JI0)KEHO COJIepIKAHUE.

TexHuKa KOHCIIEKTUPOBAHUS:

— KOHCIIEKTUPYS KHUTY O0sb1IOro 00bEMa, 3a1uch ClIeyeT BECTU B 00LIel TeTpauy;

— HAa KaXJOM CTPaHHUIIE CJIEBA OCTABIISIOT NOJI MMpHHOW 25-30 MM myid 3amucu
KOPOTKHUX TO/I3ar0JIOBKOB, KPATKUX 3aMEUYaHH, BOIIPOCOB;

— KaXXJ1asl CTaHUIA TeTPpaiu HyMepyeTcs;

— IS TIOBBIIIICHUST YUTAEMOCTH 3alMCH OCTABIISIOT WHTEPBAJBl MEXKIY CTPOKAMH,
a03amaMu, HOBYIO MBICJIb HAYMHAIOT C «KPACHOW» CTPOKH;

— TpU KOHCHEKTUPOBAHUHU IIHPOKO HCHOJB3YIOT PA3JIMYHBIE COKpALICHHUS M|
YCIIOBHBIE 3HAKH, HO HE B YIIEpO CMBICIY 3alMcaHHOro. PekoMeHayeTcss NMpUMEHATH
o0IIeyNOTPEOUTENFHBIE COKpAIICHUs, HampuMmep: M.0. — MOXeT ObITh; TOC. —
rOCY/AapCTBEHHBIH; 1.0. — JOHKHO OBITh U T.1I.

— HE CJIeyeT COKpaIlaTh UMEHA U Ha3BaHUs, KPOME OUEHb YacTO MOBTOPSIOLIMXCS;

— B KOHCIIEKTE HE JOJDKHO OBITh MEXaHMYECKOTO TEpENHCHIBaHUS TeKcTa 0e3
MIPOAYMBIBAHUS €T0 COJCPKAHUS U CMBICIIOBOTO aHAJIH3a.

Jns wHanucanus pedepara HeoOXOAMMO BBIOpaTb TeMy, COINIAcOBaTh €€ C
mpernojaBareyeM, IMon00paTb HECKOJbKO HMCTOYHHKOB 110 TEMe, BBIOJHUTH AaHalu3
WUCTOYHUKOB TI0 PEIICHUIO MpoOIeMbl, 000CHOBAaTh CBOIO TOUKY 3pEHHS Ha pEIICHHE
pOOIEMBI.
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7. OHEHOYHBIE CPEJACTBA J1JISI KOHTPOJIA YCIIEBAEMOCTHU

7.1. llacmopT (pOHAA OLIEHOYHBIX CPEACTB

Ko xonTponupyemoit
KonTponupyemble TeMbI AUCIUILUINHBI KOMITCTEHITHU
(wn ee JacTh)

Ne
n/n

HaumMmeHoBaHHE OIIEHOYHOTO
cpencTBa

JlokyMeHTanoHHOe o0ecrneyeHne ynpaBJIeHus: OK 1,0K 2, OK 3,
MOHATHE, COiep:KaHUe U ITANBI PA3BUTHUS OK 4; OK 5; OK 8;
OK 9; IIK 1.1: TIK 1.2;

MK 1.3; 11K 1.4; TIK 1.6

Pedepar, Tect

Odopmaenue OP/] OK1,0K2,0K 3,

OK 4; OK 5; OK §; Pedepar, mpakTryeckas
OK9; TIK 1.1: TIK 1.2; pabota, TecT

IK 1.3; TIK 1.4; T[IK 1.6

JokymMeHT0000pOT OK 1,0K 2, OK 3,

OK 4; OK 5; OK 8; Pedepar, mpakTrueckas
OK9;IIK 1.1: TIK 1.2; paborta, TecT

MK 1.3; 11K 1.4;TIK 1.6

OK 1,0K 2, OK 3,
OK 4; OK 5; OK &; Pedepar, npakruueckas
OK9; TIK 1.1: TIK 1.2; pabota, TecT
MK 1.3; 11K 1.4, 1IK 1.6

4, XpaHeHHe JOKYMEHTOB

OK 1,0K 2, OK 3,
Oco0enHocTn padoThI ¢ 00paLLleHUSIMU TPAKIAH OK 4; OK 5; OK &;
M KOH(PUIEHIHAIbHBIMHI 10KYMEHTAMH OK 9;IIK 1.1: [TIK 1.2;
MK 1.3; IK1.4;TIK 1.6

[MpakTryeckas padora, TecT

7.2. Kputepum olleHKH 3HAHUI

KoHnTponb u oOlleHKa pe3yabTaToOB OCBOEHUS JAUCIUIUIMHBI OCYLIECTBISAETCS
nperojaBaTesieM B Mpoliecce MPOBEACHUS MPAKTUUECKUX 3aHATUHN, JTaOOpaTOPHBIX padoT,
TECTUPOBAHUS, a TAK)KE BBITIOJHEHHS 00YUYaIOIUMUCS UHIUBUAYATbHBIX CAMOCTOSTEIbHBIX
3aJlaHUM.

Pedepar. [IpoaykT camocTosiTenbHON pabOTHI CTyJIEHTa, PEICTABISIOMUNA cOO0M
KpaTKOE€ H3JI0)KEHHE B MHCbMEHHOM BHJE IOJYYEHHBIX PE3yJbTAaTOB TEOPETUYECKOTO
aHajgu3a OMpelNeNeHHOW Hay4yHOU (y4eOHO-HMCCIeIOBATEIbCKOM) TEMBI, TJ€ aBTOP
PacKpbIBae€T CyTh MCCIIENYEeMOU MPOOIEMBbI, MPUBOAUT PAa3IMYHbIC TOYKU 3PEHUs, a TAKKE
coOCTBEHHbIE B3MISIIBI Ha Hee. Pedepar oleHMBaeTCs MO KOJIUYECTBY 0OpabOTaHHBIX
HMCTOYHHKOB, TTyOWHE aHaln3a MpoOJieMbl, KauyecTBe OOOCHOBAaHMSI aBTOPCKOW MO3UIIHH,
TIyOUHE PaCKPBITUSI TEMBI.

Tect. CucrteMa cTaHAapPTU3MPOBAHHBIX 33JIaHHI, TO3BOJISAIONIAsT ABTOMATHU3UPOBATh
NpoLEypy M3MEpPEHUs YpOBHS 3HAHUM M yMeHu# oOyuwaromerocs. TecT olleHHBaeTcs IO
KOJIMYECTBY MPaBUIbHBIX OTBETOB (He MeHee 50%).

Kpurepnu oneHkH 3HAHUH CTYAEHTOB B LIeJIOM IO JMCHMILJIMHE:

«OTJIMYHO» -  BBICTABISETCS  CTYJIEHTY, IIOKa3aBUIEMY  BCECTOPOHHHUE,
CUCTEeMaTU3UPOBAHHbIE, INIYOOKHE 3HAaHUA y4yeOHOW MpOorpaMMbl AUCIUIUIMHBI U yYMEHUE
YBEPEHHO NPHUMEHITh MX Ha MPAKTUKE MPH pEUICHUH KOHKPETHBIX 3ajad, CBOOOJHOE U
NpaBUIbHOE 00OCHOBaHME MPUHATHIX PEUICHMUIA;

«XOPpOIIO0)» - BHICTABIISACTCS CTYACHTY, €CJIM OH TBEPJIO 3HAET MaTepua, rPaMOTHO U
M0 CYLIECTBY H3JIaraeT €ro, ymeeT NPUMEHSTh IOJyYEeHHble 3HAHMUS Ha MpaKTUKE, HO
JIOITYCKaeT B OTBETE WJIM B PELIECHUU 3a]a4 HEKOTOPbIE HETOYHOCTH;
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«Y/1OBJIETBOPUTEJIbHO» - BHICTABISIETCA CTYACHTY, MTOKa3aBUIeMy (parMeHTapHBIi,
Pa3pO3HEHHBIM XapakTep 3HAHUN, HEJAOCTATOYHO NpPaBUIIbHBIE (DOPMYIHPOBKH 0a30BBIX
NOHATUM, HAPYLIEHWs JIOTMYECKON MOCIEA0BAaTEIIbHOCTH B M3JIOXKEHUU HPOrPaMMHOI0
MaTepuajga, HO TpPU 3TOM OH BIAJ€ET OCHOBHBIMU pa3lelaMH Y4YeOHOM MpOrpamMbl,
HEOOXOIMMBIMH JUIsl JAJIbHEUIIET0 00YyYEHUS! U MOKET MPUMEHSTH MOTYyYEHHbIE 3HAHUS 110
o0pasily B CTAHJApPTHOM CUTyaluy;

«HEYJI0BJIETBOPUTEIbHO» - BBICTABIISICTCS CTYACHTY, KOTOPBIM HEe 3HAaeT OoJiblei
YacTH OCHOBHOI'O COJEp)KaHUs Y4YeOHOW MporpaMMbl AMCHMIUIMHBI, JONYCKaeT rpyOble
oMOKH B (OPMYIUPOBKAX OCHOBHBIX MOHSATHM JUCLMIUIMHBI U HE YMEET HCII0JIb30BaTh
HOJyYCHHbIE 3HAHUS [IPH PEILIEHUH TUIIOBBIX MPAKTHUYECKUX 3a/1a4.

7.3. OueHOYHBbIE CpeaCcTBA I POBEIeHHUs TeKyIlel aTTecTalul

Texymmii KOHTPOIIbL MOXKET IIPOBOAMUTHCS B (hOopMe:

-(ppOHTATILHBII OMPOC
-UHJMBHUAYaJbHBIA YCTHBIA OIPOC
-IIUCbMEHHBIA KOHTPOJIb
-TECTUPOBAHHE MO0 TEOPETUUECKOMY MaTepray
-pakTU4ecKas padbora

-3ammra pedepara, scce

-3alllMTa BBIIIOJIHCHHOI'O 3a1aHU,

-pa3paboTka mpoOJIeMbl Kypca (JOKIIa).

dopma Bnanenus Jlnunbple kayecTBa Tpnvepst
aTTecTaluu SHAHMA YmeHns (HaBBIKH) CTy/IeHTa OHCHOMHBIX
CpEICTB
VYcrHblit KonTpons 3HaHwmii OrneHka yMEeHHUS Ornenka HaBbIKOB | OrieHka KonTponbHbie
(MMCBMEHHBIH) | MO ONpeeNeHHBIM pasauyarh paboThI ¢ CIIOCOOHOCTH BOIIPOCHI 110
ompoc no | mpobiemam KOHKpETHBIE JUTEPATypHBIMHU OTIEPATUBHO U TeMaM
TeMaM HOHATHS HUCTOYHUKAMHU Ka4eCTBEHHO MIPUJIArarTCs
OTBEYaTh HA
MIOCTaBJICHHBIE
BOIPOCHI
Pedeparsr Kountpons 3nanuit OueHka yMeHHs Ouenka HaBbIKOB | OLeHka Tembl
O ONPENEIEHHBIM pasnu4artb paboThI ¢ CIIOCOOHOCTH K pedeparos
npobiiemam KOHKpPETHbIE JIUTEPATyPHBIMU CaMOCTOSITENIbHOM | MPUIIArarTCs
MOHATHUSA HUCTOYHUKAMU pabore n aHanu3y
JIUTEPATYPHBIX
HCTOYHHUKOB
IIpaxktnueckue | KonTposus 3HaHUA OreHKa yMEHUs Orenka HaBBIKOB | OreHKa Tewmsl paboT
paboThI TEOPETUIECKUX paborats ¢ paboTsI ¢ CIOCOOHOCTH MIPIJIATA0TCSI
OCHOB COBPEMEHHOI BBIYHMCIIUTEIBHON | ONEPaTUBHO U
MHPOPMATHKH H KOMITIBIOTEPHOU TEXHUKOI, Ka4eCTBEHHO
MHQOPMALMOHHBIX | TEXHHUKOM, MIPUKIIaTHBIMA pemarsb
TEXHOJIOTHH, HCTIOTb30BaTh MIPOTPaMMHBIMH MOCTaBJICHHBIC HA
BO3MOXKHOCTEH U BO3MOKHOCTH cpeacTBaMu MPAKTUYECKUX
MPUHIUIOB BBIUUCIIUTENLHON paborax 3amauu 1
UCIIOJIb30BaHUs TEXHUKU U apryMeHTHPOBaTh
COBPEMEHHOU IIPOrpaMMHOTO pe3yabTaThl
KOMIBIOTEPHOI obecrieyeHus pu
TEXHUKH. pemeHnn
MIPAKTHIECKUX
3a7ad.
TectupoBanue | KoHTposb 3HaHUM OreHKa yMEHUs Orenka HaBBIKOB | OrmeHKa Bormpocst
TI0 OTIPEIeIEHHBIM pa3nn4aTth JIOTHYECKOT0 CHOCOOHOCTH MIPHAJIATAI0TCS
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npobaemam KOHKpPETHBIE aHaM3a u OTIEpPATUBHO U

TIOHATHUA CHUHTE3a IIpHu Ka4CCTBCHHO
COIIOCTaBJICHUH OTBCYATh Ha
KOHKPETHBIX IMOCTaBJICHHBIC
MOHSATUI BOIIPOCHI

IIpumMepHbIe TeCTOBBIE 3aJaHNsI AJIsl TeKYlIel aTTecTaAlMuU:

1. HomeHkIaTypa e cOCTaBJSIETCS B KOJTHYECTBE ... IK3eMILISIPOB:

1) 2

2) 3

3) 4

4) 5

2. PaboTHMKH, OCYIIeCTBJISIIOIINE NpeABApPUTEeIbHOE PACCMOTPEHHE JIOKYMEHTOB,
MOJIy4YaloT J0CTYI

1) ko Bcelt mHpOpPMALINHY, TIOCTYTAIONICH B OpTaHU3AIHIO

2) UCKITIOYUTENBHO K KOH(PHUICHIINATFHOW HHPOPMAIUH, TIOCTYIAIOIIEH B OpraHU3aIHI0

3) K 1oroBopam

4) TONBKO K TMHUCbMaM O(UIMATBFHOTO U JIMYHOTO XapakTepa, NOCTYNAaIolIUM B
OpraHu3aInio

3. B opranu3anusix npueM u MepBOHAYAIbHYIO 00PadoTKY MOCTYNAKIINX TOKYMEHTOB MOTYT
OCYLIECTBJISITh:

1) skcneaMIvs, WHCIEKTOP MO MPHEMY M OTIIPaBKE JOKYMEHTOB, CEKpeTaph PYKOBOIUTEIIS
2) 3aMeCTUTENb PYKOBOAUTEIIS

3) pyKOBOAMTENHN MOpa3IeTICHUN

4) UCKITIOUUTEIBHO CEKPETaAPh

4. leneHTpaIu30BaHHAsA (pOpMa 1eJIONPOM3BOJACTBA NPHUMEHACTCS, KOI/Aa

1) cTpyKTypHBIC TIOJIpa3/ICIICHHS OPTaHU3AIMU TEPPUTOPHATIHLHO Pa300IICHBI

2) Bce pabOTHI C IOKyMEHTAaMH MPOBOSATCS B OJTHOM MECTE

3) PyKOBOJIUTENH YaCTO MUCHMEHHO 00paIIaeTcsi K CTPYKTYPHBIM MOpa3IelICHHSIM

4) noapaznenaeHus Noay4yaroT OOJIBIIOE KOJIUYECTBO JAETOBOM KOPPECTTIOHACHIIUN

5. /IBMKeHHE JOKYMEHTOB B OPraHM3alUM ¢ MOMEHTA UX CO3JAHUS WM MOJyYeHUs 10
3aBepuIeHHUs MCTIOJHEeHHUS UJIH OTIIPABJIEHNUSI HA3BIBAETCS

1) TOKyMEHTO000POTOM;

2) TPaHCTIOPTUPOBKOM JOKYMEHTOB;

3) peanuzanue JOKYMEHTOB,;

4) TOKYMEHTOBPAILICHHEM.

6. Teaedonorpammy nNpuMeHsIIOT:

1) ISt mepeiauM CPOUHBIX PACTIOPSIKEHHHN, M3BELIECHHUI, CBEICHUIA;

2) Iy epeiayr TeerpaMM;

3) HCKIIFOUUTENBHO JIJIsl Iepeau PacopsKCHUN PYKOBOIUTEIIS;

4) 1Mo YCMOTPCHHUIO CITY)KAIIErO KaHIICIISPHH.

7. IoKyMeHT, coCTaBJIEHHbIN I'PyNNoi Jul (KoMHuccHeil) 1 noATBep:kIaluil GakTsbl,
cOOBITHS, HA3bIBAETCS

1) akrom;

2) MpHUKa3oM;

3) pacropsiKeHUEM;

4) TOTOBOPOM.

8. TekeT ci1ye0HOr0 NUchbMa, KaK MPaBUJIO, COCTOUT M3:
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1) nByx yacteil — BBOAHON U OCHOBHOI;

2) IBYX YacTei - TMIIOTE3bl, JUCIIO3HIINY;

3) MHOKECTBa YacTe, M0 YCMOTPEHUIO aBTOPa,;

4) yeTpIpex YacTell — BBOJAHOM, IOBECTBOBATEIBLHOM, PE30JIIOTUBHOM, 3aKITFOUNTEIIbHOM
9. CaoBecHo-un(ppoBoii ciocod ogopmiieHus aatbl (Hampumep, 23 uions 2016 r.) B
OCHOBHOM NPUMEHSOT B

1) mokymMmeHTax, coleprKalux cBeIeHus (PUHAHCOBOTO XapaKTepa;

2) cy)KeOHBIX TUChbMaX;

3) npukasax;

4) pacriopsKCHUSX.

10. Croun6uoBasi popma eJ0ONPOU3BOACTBA OTMEHEHA

1) [erpowm I;

2) Anexcauapowm |

3) Exarepunoii ||

4) Huxomnaem |1

7.4. OueHOYHBbIE CPEICTB AJIs IPOBEACHHUS MPOMEKYTOYHOM aTTeCTALNH
[IpoMexxyTouHas arTecTanms

Dopua JInunbie ITpumepsl

3HaHUA YMmenus Brnanenue (HaBbIKH) | KadecTBa OLICHOYHBIX
aTTecTaluu

CTyJleHTa CpeACTB

Kontponsnas | Kontpons OreHKa yMeHUs Or1ieHKa HaBBIKOB Orenka Bompocsr:
pabota 3HaHUS 0a30BBIX | MOHHMATb JIOTHYECKOTO CIIOCOOHOCTH HpUIIArarTCcs

TIOJIO>KECHHH B CHEHUATBHYTO COIIOCTABJICHUS U TPaMOTHO U

obmactn TEPMHUHOJIOTHIO XapaKTEePUCTHKU YETKO M3J1araTh

HHPOPMATHKH 00BEKTOB MaTepHran

7.4.1. IlIpuMepHBIe BONPOCHI IVISl IPOBEIeHHUs POMEKYTOYHOM aTTeCTAlNH
(muddepeHnmpoBaHHBII 3a4eT)
1. Texuonorusi paboThI C JOKYyMEHTaMH, COACPKANTUMU KOHPUICHIIUATbHbBIE

CBEJICHUS.
Opranuzanust paboThl ¢ 0OpallleHUSIMU Tpak/1aH
TexHuueckue cpencTBa 0UCHOMN IeITeTbHOCTH.
dopmupoBanre U 0QPopMIIEHHE el

2
3
4
5. JloroBopHO-ipaBOBasi JOKYMEHTAIIUS
6. Opranuzamus OTHPaBKH UCXOISAIINX JOKYMEHTOB

7. OpraHuzaiys perucTpauuy 1 KOHTPOJISI UCIIOJHEHHS IOKyMEHTOB

8. oxymMeHTO00O0pOT.

9. Opranuzanus npueMa BXoIAIuX JOKYMEHTOB

10. O6mue TpeboBaHus K 0HOPMIICHUIO TOKYMEHTOB

11. MadopmanmoHHO-CIPaBOYHBIE JOKYMEHTHI

12. PacniopsnuTenbHble JOKYMEHTHI

13.TlonsaTHE O JOKYMEHTax U Coco0ax JOKYMEHTUPOBAHUS, HOCUTESIX

uHpopmaru. OCHOBHBIE (DYHKIIUH TOKYMEHTOB
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14. JIoKyMeHTHI 110 JINYHOMY COCTaBY: IIPUKa3, pE3IOME, XapaKTEpPUCTHKA,
aBToOuorpadusi, TIMYHOE /110, TPYAOBOM JI0TOBOP, TPYA0Bas KHUKKA

15. WcTopus pa3BuTHUs AenonpousBoicTsa B Poccun

16. JlemoBas mepernucka

17. PexBusutsl: I'ocynapcrBenssiii 'epo PO, repb cyobsexkra PO, smOnema miu
TOBapHBIN 3HAK OpraHu3ally, HAMMEHOBAaHUE OPTaHU3AIUH, CTIPABOYHbBIC
JaHHbIE OpraHU3alliy, HAUMEHOBAaHHUE BUIA TJOKYMEHTA, JaTa IOKYMEHTa,
PETUCTPAIIMOHHBI HOMEP, MECTO COCTABJICHHS U U3JJaHHSI TOKYMEHTA,
aapecar

18. PexBu3uThl: Tpud yTBEP>KIACHUS JOKYMEHTA, P300S, 3ar0JIOBOK K TEKCTY
JIOKYMEHTa, OTMETKA O HAJTMYUU MPUIIOKESHHUSI, TOANHICH, TPU(Q COTIIaCOBaHUS,
rpu¢ orpaHUYCHUS JOCTYIA, OTMETKA O KOHTPOJIE, OTMETKA O MOCTYIICHUN
JOKYMEHTA B OpTaHHU3AIHI0, OTMETKA 00 UCTIOJTHEHNUH, PE30IOIHS, OTMETKA O
HAIPAaBJICHUU JOKYMEHTa B JIEJIO.

19. JlokyMeHTHI, TiepeiaBaeMbie IO KaHaJIaM 3JIEKTPOCBS3H.

20. IToToku KOH(PUIACHIINATBEHBIX JOKYMEHTOB.

21. braHKH TOKYMEHTOB.

22. CucteMa OpraHu3aluOHHON TOKYMEHTAIIHH.

23. IIpoxoxIeHne UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB.
24. Cuctema pactopsIuTeIbHON JOKYMEHTAIIHH.

25. Cucrema nH()OPMAITMOHHO-CTIPABOYHON JOKYMEHTAIINH.
26.PaboTa ¢ muchMaMu U 0OpaIlieHUSIMU TPaXKIaH.

27. CocTaBjeHrnE HOMEHKIATYPHI JIeTT

28. Konuu JOKyMEHTOB

29. CnyxeOHasl mepenucka B OpraHu3aium

30.ToaroToBka u mepeaaya /el Ha apXUBHOE XpaHEHUE.

7.4.2. llpuMepHbIe 321aHUS 1JIS IPOBEICeHUS MPOMEKYTOYHOMH aTTecTaluu
(KOHTPOJIBLHOIT PaboTHI)

CocTaBbTe NPOEKT MUCHhMA-COOOIICHHUS.
CocTaBbTe NPOEKT NUChMa-TIPUTIAIICHHUS.
CocTaBbTe MPOEKT TENEPOHOTPAMMBI.
CocTaBbTe MPOEKT BBHITUCKU U3 MPOTOKOJIA.
CocTaBbTe NPOEKT PaCTIOPSKEHHUS.

CocTaBbTe NPOEKT MUChMa - OJIar0JJapHOCTH.
CocTaBbpTe NPOEKT peKIamMaliH.

CocTtaBbTe MPOEKT NMPUKA3a IO OCHOBHOM JESITENILHOCTH.
CocTaBbTe MPOEKT CITYKEOHON 3aMUCKH.

10 CocTaBbTe MPOEKT 00BICHUTEIHHON 3aIICKH.
11. CocTaBbTe MPOEKT JOKIAAHOU 3aITUCKH.

12. CocTaBbTe MPOEKT MpHUKa3a o0 MpueMe Ha paboTy
13. CocTaBbTe MpOEKT MpHUKa3a 00 YBOJIbHEHUH

14. CocTaBbTe IPOEKT CIIPaBKU

15. CocTaBbTE IPOEKT aKTa.

©CoNOGORWNE
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8. JOINOJHUTEJBbHOE OBECIIEYHEHHUE JUCHUITJINHbI

Jlextms Nel.
Tema: [loHATHE TOKYMEHTAIIMOHHOTO O0ECIIEUEHHUS YIIPABICHUS
Jlenonpou3BoJICTBO — OTpacib JIEATEIbHOCTH YeloBeKa IO pa3paboTke H

OpOpPMJICHHIO  JTOKYMEHTOB, OpraHM3allid WX JBUXKCHHUS, YydeTa ¢  XpaHEHUS.
[lepBoHayaTbHO TEPMHUH MOSBWICS B YCTHOM peun (mpeamosioxureasHo B XVII B.) nu
O3HaYaJl mpoLecc pemeHus (IpOu3BOJCTBA) JA€Na, «JIEJI0 IPOU3BOJIUTE» — PEIIaTh BOIPOC.
B xome pemieHus BO3HHMKIA HEOOXOAUMOCTH 3aKpelUieHHs pe3yibTaTa, Hampumep,
JOCTUTHYTOM JTOTOBOPEHHOCTU. J[JI1 3TOr0 M3ApeBJE W CO3/aBaM JTOKYMEHTBI, TaK Kak
YCTHOE CJIOBO KPAaTKOBPEMEHHO, MOXKET OBITh 3a0BITO, UICKAXKEHO MPHU MEepeaade Wik He TakK
noHsaTHo. Yxe B XVI B. ynorpebnsercs cloBO JAel0 Kak coOpaHuE JOKYMEHTOB,
OTHOCSIIINXCA K KakoMmy-i1u0o Jeiy, BOmpocy. BrepBbie B 3TOM MOHSITHH CIIOBO «JIETIO0»
3aukcupoBaHo B JokyMeHTax B 1584 r. CoBpeMeHHOe JIeT0NPOU3BOACTBO BKIIFOYALT:

1.00ecnieyeHrie CBOEBPEMEHHOTO M MPABUIILHOTO CO3/1aHUs JOKYMEHTOB;

2.0praHuzanuio paboThl ¢ TOKyMEeHTaMH (MOJIy4YeHHe, nepeaada, o0paboTka, yd4er,
perucTpanusi, KOHTPOJb, XpaHEHUE, CUCTEMATH3allKs, IOArOTOBKA JOKYMEHTOB AJIA C/Iauu B
apXuB, YHUUTOKEHUE).

[TapamienbHO € TEPMHHOM <«JIEIIONPOU3BOACTBO» B IOCIEAHEE JECATHIICTUSA
UCIIONIb3YeTCSl TEPMUH JOKyMEHTalnuoHHoe oOecneuenue ympasienus (JJOY). Ero
MOSIBJICHUE CBSI3aHO C BHEAPEHHEM B YIPaBICHUE KOMIIBIOTEPHBIX CHUCTEM U UX
OpraHU3allMOHHBIM, MPOrPAMMHBIM W HMH(OPMALMOHHBIM  OOECHeYeHHEeM s
npuOIMKeHUsT K TEPMHUHOJIOTUM, YIOTPEOIsieMOil B KOMIIBIOTEPHBIX IporpaMmax |
auTepatype. B HacTosiee BpeMsi TEpMUHBI «JI€TONPOU3BOACTBO» U «JIOKYMEHTAIMOHHOE
oOecrieyeHre yMpaBiIeHUsS» SBIAIOTCS CMHOHMMAMHM M TPUMEHSIIOTCS JUisl 0003HAaYeHUS
OJIHOW W TOW XK€ JEeATEeIHbHOCTH. JOKyMEHTAIlMOHHOE OOECreYeHUEe YMIPABICHUS MOXKHO
NOHMMATh KaK y4eOHYIO JUCHUIUIMHY, KaK HayKy. OHO SBJISIETCSI OCHOBOH /JIs1 OpraHu3aluu
JEATENbHOCTA TPEANPUATHI YUPEKICHHUM, OpraHu3auuii. TecHO CBA3aHO C IIPaBOM,
JIMHTBUCTHUKOW, apXUBHBIM JIEJIOM U JIp. HAYKaMHU.

JIOKyMEHTUpPOBaHHE —3TO TMpPOLECC CO3JaHUus U O(GOpPMIICHHUS JOKYMEHTA.
I'ocynpapctBennsbiit ctangapt ['OCT 51141-98 «/lenonpou3BoacTBO M apXUBHOE JENO.
EepPMUHBI U ONpENETCHUs» ONpeneseT TOKYMEHTUPOBAHUE KaK «3amuch MHGOpMaluu Ha
PAa3JIMYHBIX HOCUTEIISAX IO YCTAHOBIICHHBIM ITPABUJIAM.

Opranuzanust paboThl ¢ TOKYMEHTaMH — 3TO 00eCIeYeHre IBHKEHHS JOKYMEHTOB B
anmapare yIpaBJICHUs, UX HMCIOJIb30BAHUsS B CIPABOYHBIX LEIAX U XpaHEHUsA. TepMuH
onpefensercs TOCYJapCTBEHHBIM CTaHIApTOM KaK oOpraHu3aius J0KyMEHT0o00OopoTa,
XPaHEHUS U UCIIOJIb30BAHUS JOKYMEHTOB B TEKYIICH ACITEIBHOCTH YUPEIKICHHUS.

OOmras XxapakTepuCcTUKa JTOKYMEHTAI[MOHHOTO OOECTeUeHHs yIpaBiICHUs BKIIOYAET
XapaKTEPUCTUKY PA3JINUHBIX ITAIIOB €r0 CTAHOBJICHUSI.

ITpuxasnoe aenonponssoacrso XV — XVII BB.

CucreMa rocyjapcTBEHHOIO JIEJIONPOU3BOCTBA HAYMHAET CKJIAAbIBATHCS B IEPUOJL
dopMHUpOBaHHS PYCCKOTO LEHTPATM30BAHHOTO TOCYAapcTBa, € cepeauHbl XV  B.
[TpoucxoxaeHne MPUKAa30B CBA3AHHO C MPAKTUKOW JIMYHBIX TMOPYYEHUHl (IPHUKa30B)
BEJIMKOTO KHA3SI OirKaillieMy OKPYXKEHHIO — KHS3bAM M 0o0sipaM MO pa3perieHuto
OTJEJIBHBIX BOIMPOCOB TOCYJApCTBEHHOrO yrmpaBieHusa. MX nesTensHOCTh 00benuHSIACH
BBICIIMM IMPABUTEIILCTBEHHBIM yupexxJaeHueM — bospckon [[ymMoi. MOCKOBCKUM BEIMKUM
KHS3bSIM YJAJI0Ch CO3/1aTh CUJIBbHYIO LIEHTPAJIM30BAHHYK) CUCTEMY YIPaBIEHHUS, B KOTOPOU
BCE BaKHEHIIMe QYyHKIUHN aJIMUHUCTPATUBHOTO yIpaBieHus BbIMONHsM bosipckas yma u
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npukassl. VMIMEHHO 1O3TOMY TIEpUOJ CTAHOBJIEHUS M PA3BUTHS T'OCYIAPCTBEHHOTO
JIEJIONPOU3BO/ICTBA MPUHATO HAa3bIBaTh MNPHUKA3HBIM IEPUOAOM — [0 HA3BaHUIO IEPBBIX
rOCYJapCTBEHHBIX YUPEXKJIECHUM — MPUKA30B. DTOT MEPHOJI OXBATHIBAET BpeMs ¢ XV 1o
XVII BB.

DTOT nepuo yIpaBiIeHUsI HE COCTAaBJISI CTPOMHOM CUCTEMBI U CTPOMJICS HA CUCTEME
«TOpPYYEHUIT», IepeaBalICS B BEACHUH OJHOTO JIUIA IO CTENEHU JOBEPHUS K HEMY BEJIMKOIO
kHs3s. OOI1ee KOJIMYECTBO MPHUKA30B, CYIIECTBOBABIIMX HAa PycH, TOYHO HEW3BECTHO, B
XVII B. pa3Hble uccienoBarenn Ha3pBalOT ux yuciao oT 40 no 70. Bo riaBe oTAenbHOrO
IpHKa3a CTOsUT MPUKA3HBIN Cy/ibs (B HEKOTOPBIX MPHUKa3ax cyael ObUIOo 1Mo ABa U Oosiee; OHU
Ha3bIBAJIMCh TOBAPUIIIAMHU IJIABHOTO CYbH). B ero BeieHHH cOCTOSITN AbSIKA — OT OJTHOTO OT
TpéX, a k koHy XVII Beka B kpymnHbIX npukazax — ot 6 1o 10 yenosek. B Benenun npsikoB
HaXOAWIUCh MOJAbSYME, KOTOPHIE B COOTBETCTBHHM CTa)XXEM JACIWINCh HAa «CTaphIX»
(cTapmux), «CepeaHuX» U «MOJIOIIBIX) (MIIAIIINX ).

Jlis mpuBeleHHUsT B HUCIOJIHEHWE Pa3HBIX PACHOPSKEHUH CYyIIeCTBOBAIU 0OCOObIE
JIOJDKHOCTH — TOJIMAau, TPYOHUKH, HEACHBIINKA U JIp. B UX 00S3aHHOCTH BXOAWIO TaKXKe
JIOCTABJIATh MEPENUCKY MPUKA30B O MPUHATIEKHOCTH, BbI3BIBATH TSKYIUXCS HA CYI U Op.
Uepe3 ux pyKd B MpUKA3 TMOCTYyNAId YEJIOOWTHBIE, NTOKJIAJAbl, JIOHOIIEHUS MECTHBIX
MpaBUTeNeH; OHM XPaHWIM Jejia U BEJIM MUChbMOBOJICTBO. CTapiiuM MoJabS4YuM, Haubolee
OTNBITHBIM W YBA)XKAEMBIM W TOJBSYMM «CpPEAHEH PYKW» JOBEpssiach CJIOXKHas padora,
CBSI3aHHAsI C TOATOTOBKOW PEUIEHUH M0 JieiaM, XpaHEeHUEM JI€1, OTI€UYaThIBAHUEM apXUBHBIX
CYHIIYKOB. Mnajiime mojpsidie HEe IMOJb30BaJIUCh OCOOBIM J0BepreM. MHOTHe IapcKue
yka3el XVII B., 00paiiaroT BHUMaHUE Ha HEOOXOAMMOCTh CTPOTO KOHTPOJIUPOBATH paldoOTYy.
3a ommOKH, JOMycKaeMble B O(UIMATBHBIX JOKYMEHTAaX, MOAbSYUX CTPOTO HAaKa3bIBAJIM:
Ounm 6aToramu, JTUIIAIN KATOBAHBS.

JlokymMeHTbl OOBIYHO pa3MelIaINCh Ha CTOJaX, Ha CKambsiX, 0CO00 IIEHHBIE — B
CyHAYKaxX — JapsiX B TeX JX€ TOMEIICHHUSIX, TJe Bejach TEKylIas padoTra U MpPUEM
nocetutenei. B XV B. goporocrosmuii rmepramMeHT BBITECHHJIA Oymara, KOTOPYIO
IIEPBOHAYAIBHO TAKXKE MPUBO3UIIN U3 3aMIAJHOCBPONEHUCKUX CTPaH, a CO BTOPOM MOJIOBUHBI
XVII B. wucnomnn3yercs Oymara, oTedecTBeHHas. [lepByro OyMaKHYI0 «MEIbHUILY»
(padbpuky) moctpomiu Ha peke [laxpe nmo npuka3y natpuapxa Hukona, 3arem B Mockse Ha
pexe Syse. Omnako tonbko B XVIII B. mocie cTpouTensCcTBa HECKONBKHX OyMasKHBIX
MaHy(QakTyp YyAaJOoCh YIOBJIETBOPUTh BHYTpPEHHMH cmpoc Ha Oymary B Poccumn.
[lepBonayanpbHO OyMara U3roTaBIMBaIACh U3 TPSAIbA, a YSPHIIIA JIETATTUCh U3 COJIeH xKeme3a
U TyOUITBHBIX BEIIECTB, JOOBIBAEMBIX W3 YEPHUIBHBIX OPEIIKOB — HAPOCTOB Ha JTyOOBBIX
mucThsaX. CodeTaHue KeJe3UCThIX YePHUI U TPSIMUYHON Oymaru jAenano TEKCT OCOOCHHO
CTOMKUM, OH NOYTH HE€ BbIIBETaN. [[0ATOMY OKYMEHTBI 3TOro NMEpUOa, XpaHAIIHECS B
apXWBax, JOCTATOYHO XOpPOILIO YHUTAKTCA. MHCTpyMEHTaMHM MNHCbMA CIYKWUIU TYCHHBIE
nephsi, 3aTayuBaeMble OCOOBIM 00pa30M MEPOYMHHBIM HOXKOM. JlydmimM, Kak OTMEUaroT
WUCTOPUKHW, CUYUTAJIUCh TMEpbs M3 JIEBOTO KpbUla Tycsi, a camMa OYMHKa TpeboBaia
3HAYUTEIBHOTO YMEHbS. | 'yCHHBIE TIEpbsi IPUMEHSJIMCH BIUIOTh 10 BTOPOU MOJMOBUHBI XX
B., XOTSI METAJUIMYECKUE NEPhs IMOSBUINCH YK€ B Hayaje Beka. HammcaHHBI T'yCUHBIM
IEPOM  TEKCT TIOCBHINAJICA MEJKHM KBaplUEBBIM IMECKOM. MOCKOBCKHE MPHUKA3bI
MOJIb30BAJIUCh TIECKOM, MPUBO3UMBIM ¢ BOpOOBEBBIX TOp, KOTOPBIN cUMTalCS OCOOCHHO
CBETJIbIM U 4UCTHIM. C MOSIBIICHHEM, TaK Ha3bIBAEMOW CKOPOMHCH (HAYEPTAHUE OKPYTIIBIX
OYKB M UCTIOJIb30BaHHE rpadUIeCKUX COKpPAIIEHUH CIIOB M YaCTEH CIOB C BBIHECEHHEM — HX
HaJ CTPOKOM MHChMa) CBOOOJHO YHTaTh TaKHE€ TEKCThl CTaJO JOBOJIBHO CJIOXKHO,
TpeOOBANKCH 3HAHMS U HABBIKH.
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B penompou3BOACTBE  NPHMKA30B  IPOJOJDKAJIA  MCIOJB30BAaThCA  BEChbMa
cneruduyeckas Gopma T0KyMEHTOB — cToyOeI (CTOJI, CTOJIINHK), HHAY€ TOBOPS, CBUTOK U3
MOJIKJIEEHHBIX IPYT K APYTY Y3KHUX JUCTOB Oymaru. BaskHble rocynapcTBEHHbIE aKThl MOTIIN
uMeTh ocoOeHHO Oonpuive pasmepsl. Hampumep, rpamora naps Anekces MuxainoBuua
[IbICKOPCKOMY MOHACTBIPIO Ha 3€MJIM UMEET JUIMHY Oojiee MeTpa, a CobopHOE yIOKeHHE
1949 r. nacuuteiBaeT 309 MerpoB!CocTaBHBIE YACTH CTOJINA HA3BIBAIUCH «IIOCTABAMM.
CronbuoBas ¢popma nenomnpousBoacTsa oTMeHeHa [lerpom L.

B nenoMm, B puKa3HbIi EpUOJ MOCTEIIEHHO CO31AaETCs CHUCTEMA JIEJIONIPOU3BOACTBA
LHEHTPAIbHBIX M MECTHBIX YUYPEXKACHUH, CKIIaJIbIBAlOTCS KaJpbl IEIONPOU3BOJICTBEHHBIX
CIIyXalllUX, CO3JAI0TCS YCTOWYHMBBIE (HOPMBI JTOKYMEHTOB U TPHUEMBI MX COCTABIICHUS.
OpHako rocynapcTBo, AEMCTBYs OTPHIBOUYHBIMU M YAaCTHBIMH MEpaMH, HE CO3HaBas OOIIMX
aAMUHUCTPAaTUBHBIX IPAaBWJI, HE MOINIO €m€ BBECTH CHCTEMAaTHYECKOIO IOpSAKa B
OpraHU3alUI0 YUPEKICHUN U UX JEIOMPOU3BOJICTBO.

Komnnexckoe nenonpon3BoacTBO

AJIMUHHUCTPATUBHBIM Xa0C, BBI3BAHHBIM OTCYTCTBHEM B MPEKHUX YUPEKICHUSIIX
YCTAaHOBJIEHHOTO 3aKOHOM IOPSIIKA, OOMMX MUChMEHHBIX ()OPM JTOKYMEHTOB, MTOCTOSIHHBIX
CPOKOB [UIsl TPOW3BOJCTBA JeJ, MOOYAMJ TMPaBUTEIbCTBO HCKATh HOBBIE (HOPMBI
roCyJapCTBEHHOr0 ycTporcTBa. Hagamo 3Toro mnepuoma B HCTOPUM OTEYECTBEHHOTO
Jeonpou3BoacTBa cooTHocAT ¢ pedopmamu llerpa [. CxmaapiBaeTcsi HOBBIM THIT
rocy/napcTBa — a0COJIOTHAS MOHAPXUsl, KOTOpask MOJIpa3yMeBaeT COCPEAOTOUCHHUE B OJHHX
pyKax 3aKOHOJATEIbHOM M HCHOJHUTENbHOU Biacth. Baauvanme XVII Beka B Poccun
IPOXOJUT pedopMa MPUKA3HOIO JEJIONPOU3BOACTBA. B3ameH ycrapeBlleil cUCTEMbl
npuka3oB B 1717 — 1718 rr. Obuto co3mano 12 xoyuteruid, Kakaas W3 KOTOPBIX Bejaia
oTpeIeNIEHHON 0Tpaciibio WK chepoil ynpapiieHus U noauuHsuiach CeHary.

Komnernn cranoBsAiTca B Poccum LEHTpanbHBIMH — OTPAcIEBBIMH  OpraHaMH
ynpasnenus. B 1720 rony Obu1 moxarotroBneH u mnoamnucad Ilerpom [ «['enepanbHblit
permamMeHT», KOTOPBIM Ompenessul 3anadyu, (QYHKIUU, CTPYKTYpY H TOPAIOK pPaOOTHI
KoJuleruii. B 3TOM JOKyMeHTe JaBaiuch OOIME MpaBUjia COCTABJICHHS JOKYMEHTOB,
YCTaHABIMBAJINCH TpeOOBaHUS K HANUCAaHUIO OTAENbHbIX peKBU3UTOB. W3 Tekcra
JIOKYMEHTa BBIICJIUIINCH AaTa, MOANKUCH, MOABJISIETCS B IOKYMEHTAxX 3aroyioBok. [losBunuch
HOBBIE BHJIbI JOKYMEHTOB: NMHCbMa, PEJSLUU, LUUPKYJSPHL, JOHOIIeHUs. M3MeHunach u
dbopMa TOKyMEHTOB. Bl OTMEHEHBI CTONIOIBI, X CMEHUIIN TeTpaau. [losBunock noHstue
«repOoBasi Oymara», Ha KOTOPOH H3rOTOBISUIMCH JTOKYMEHTBI JUIsl BBICIIMX OPraHoB
yIpaBICHUS.

Konnexxckoe nenonpon3BoAcTBO ObUIO 0ojiee MPOrPECCUBHBIM IO CPAaBHEHHIO C
IIPUKA3HBIM JACJIONPOU3BOACTBOM. [lOABMIMCH yHOpSAIOYEHHBIE CUCTEMBI PETUCTPALIUU
JTOKYMEHTOB. TakuMm oOpa3om, «leHepanbHBII periIamMeHT» 3aKpensl 3aKOHOJATEITHHO
MOPSZIOK pabOThl ¢ JOKYMEHTaMH C MOMEHTa WX CO3JaHHs [0 apXUBHOTO XpaHEHUS.
NMenHo B OTOT mepwoj] TMOSBUIOCH Ha3BaHUE «apxuB». B 1menom pedopmbl
rocygapcTBeHHoro anmapara nepBon derBeptu XVIII Beke ycranoBunu B Poccum
eIMHOOOpPAa3HYI0 CHCTEMY OpPraHHM3allMOHHOTO  YCTPOWMCTBA M JEJIONPOHM3BOJICTBA
rOCYJIapCTBEHHBIX YUPEKJIEHUI HAa OCHOBE OIOPOKPATHUECKOTO LeHTpanu3Ma. Creayronuii
Tan peOpMUPOBAHUSI POCCUHCKOIO TOCYAApPCTBEHHOIO JIEJOMPOU3BOACTBA HACTYIAET
BHayasie XIX Beka npu Anekcanape I.

Munucrepckoe nenonpons3Boactso XIX — Hagama XX BB.

Havano XIX Beka o03HaMeHOBajJOoCh HOBOM pedopMOil TOCYIapCTBEHHOTO
yIpaBIIEHUS U AETONPOU3BOJICTBA, KOTOpAas 3aTPOHYJIA INIaBHBIM 00pa30M BEpXHUN YPOBEHb
yOpaBJi€HUsi — BBICHIME M ILEHTpalibHble yupexkaeHus. HoBas cuctema ymnpaBieHud —

38



MUHUCTEpPCKasi, OCHOBAHHAsI Ha NPHUHLMIIE €IMHOHAYaIus, 3apOAMJIach B HEApax cTapou
KOJUIeKCKOM cuctempl. Co3gaHMEe MHMHHUCTEPCTB C  €IMHOJMYHO  YNPABISAIOIIKAMHA
MHUHHCTpaMH OBLJI0 HEOOX0AUMO i1 OoJiee THOKOM U ONEepaTUBHOM CUCTEMBI YIIPaBJICHUS.

[lepBpIMM MUHHCTEpPCTBaMH, CO3JaHHBIMH MaHH(pecToM oT 8 ceHTs0psa 1802 roxa,
ObUIM: BOEHHO-MOPCKHUX CHJI, UHOCTPAHHBIX 1€, BHYTPEHHHUX JI€]1, KOMMEPIMH, (PUHAHCOB,
HapoOJHOTO NPOCBELIEHUS, IOCTHIMHU. KaXIOoMy MHMHHCTPY HpPEIIUCBIBAIOCH CO3/aTh
KaHuensaputo. OaHoBpeMeHHO ¢ MuHUcTepcTBamMM B 1802 roma yupexacH Komuret
MUHUCTPOB —  BBICIIEE aJMUHUCTPAaTHUBHOE  YUpEXKIECHHE, JIeHCTBOBaBIEE  Ha
KOJUIETMAJIBHBIX HAa4ajlax U pacCMaTpHUBaBLIEE J€J1a, BBIXOASIINAE 32 PaMKH KOMIIETEHLUU
OTJEJIBHOTO MUHUCTpPa U TPeOyroIiie COBMECTHOTO COIIAaCOBAaHHOIO pemeHus. Heckonpko
nozxke, 1 sauBaps 1810 roma cosman ['ocymapCTBEHHBIM  COBET,  BBICIIEE
3aKOHOCOBEIATEIbHOE YUPEXKICHHUE.

MuHMCTpBI Ha3HAYAJIMCh CAMUM UMIIEPATOPOM U OB OTBETCTBEHHBI TOJIBKO MEpe
HUM. MUHUCTEpCTBA AENWINCH Ha AENapTaMEHThl, KOTOPbIE BO3IJIABJISUIMNCH IPAaBUTEIEM
KaHLEISIpUM JenapTaMEeHTa M HMMENM IITaT YUHOBHUKOB — JKYPHAJIHMCTA, 3K3EKyTOpa,
Ka3Hayesi, MUCIIOB U Jp., UX JIOJUKHOCTEH M KOJMYECTBEHHBIN COCTAaB 3aBHCEN OT 00bEMaA U
COJZIEp>KaHUSI JIE.

B »tOoT mepuon Habmonanmock enuHooOpazue B CHCTEME JIETONPOM3BOICTBA
MUHHUCTEPCTB: OT CO3[IaHUS JOKYMEHTOB M JO UX apXWMBHOIO XpaHeHus. [[ns cosnanus
JIOKYMEHTOB ~ BIEpBble HAUMHAIOT HCIOJB30BaTh OJIaHKH, KOTOpBIE CO3/IaBaIMCh
PYKONHMCHBIM MJM Tunorpadckum crnocobom. CaMo MOHSATHE JEIONPOU3BOJACTBO
0003Hayao JesATeNbHOCTh, KOTOPOM 3aHMMalach HE TOJbKO M HE CTOJBKO KaHUEISpUs,
CKOJIBKO BECh ammapar y4pexAcHHs B LEJIOM. TEepMHH «JI€IOIMPOU3BOACTBO» IIPOUCXOIUT
OT COYETAHMSI CIIOB «IIPOU3BOJCTBO JENIa», a MOJ «AEJIOM» B TO BpEMsS IOHMMAaJach HE
nankKa ¢ JOKYMEHTaMH, KaK B COBPEMEHHOM JIEJIONPOM3BOACTBEHHOM 3HAYEHUU 3TOTO
CJIOBa, @ pacCMaTPUBAEMBI U pelIaeMblil BOIPOC: MPOU3BOJACTBO Jejia — 3TO HE YTO MHOE,
KaK pelieHue Jena.

Jlena, HampaBJIeHHbIE B MHUHHCTEPCTBO, MOIJIM IONACTh B KaHLEISPUIO MHUHHCTpA
WIM HENOCPEJCTBEHHO B JienapTaMeHThl. HemocpeacTBEHHO B JAemapTaMeHThl MOCTymala
NepenucKa ¢ IpyruMu yUpeKICHUSIMHU U JIMIIAMH, PAaBHOTO MOJIOKEHUS U NOJIYNHEHHBIMH,
NPEICTAaBICHUS OT MOJAYMHEHHBIX YUYPEKICHUH, MPEANHUCAHUS MUHUCTPA M JelNa U3 €ro
KaHLEJSIPUH C Pe30JItoleil MuHuCTpa. Bee moctynarone B MUHUCTEPCTBO Jiefia JeIHINCh
Ha TPU KaTEeropuu:
1)rexymue nena — JOHECEHHsI, BEIOMOCTH, TIPEICTaBICHHS, IEPEHCKA U JIp.;
2)dpe3BBIYaiiHbIC JleNa — IS UX PeUIeHUs] TpeOoBaloCh MPUHATHE HOBBIX NMOCTAHOBIICHHMH,
WIH Jiesa 110 OOHApYKEHHBIM 3JI0yIOTPEOIECHUAM;
3)mena, «He TepIIe BpEeMEHI», WA CPOYHBIE.

Jlena uype3BblYaliHbIE M CPOYHBIE pAacCMaTpUBAIUCHL B IEPBYID  OYEpElb.
Oco0eHHOCTBIO OpraHU3alUU JENOMPOU3BOJICTBA B 3TOT MEPUOJ SBISIACH HE TOJBKO €€
yéTkash ~ 3aKOHOJATeNbHash  perjaMeHTalus, HO W JIOCTaTOYHO  OOLIMpHOU
JICTIOTIPOU3BOJICTBEHHON JIMTEPATYpPhl, B TOM 4YHCJIE€ U pabOT TEOPETUUYECKOTO XapakTepa.
Opnako paboTa MO COBEPIICHCTBOBAHUIO JICJIIONPOU3BOICTBA ObuTa mpepBana B 1917 roxy
cHayana  @eBpanbckas  OypiKya3Ho-IeMoKpaTuueckas, a  3areM  Okra0pbckas
COLIMAJIUCTUYECKAST PEBOJIOLMHM. OTO NPHUBEJIO K IOJHOMY CIOMY TI'OCYAApCTBEHHOI'O
anmnapara M CO3JaHUI0 HOBOI'O, KOTOPBIM, XOTS M YCBOWJI MHOTHME CTapble TPaAULIMH, HO
3apo’kJ1ajicsl Ha MPUHIUMITHAIBHO HOBBIX OCHOBAX.

Henonpouspoactso nocie 1917 rona
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Jlenonpou3BoICTBEHHAsT  JOKYMEHTalusi MEepuojJa  CTAHOBJEHUS  COBETCKOM
rOCy/IapCTBEHHOCTH OTpa3miia crHenuduKy sTarna BbIPaOOTKH HOBBIX (OPM U METOJIOB

rOCyJapCTBEHHOTO  yIpaBJIEHUS, HayaJpHOTO  JTama  CO3JIaHus COBETCKOTO
FOCyJapCTBEHHOrO  ammapara, €ro CpalldBaHhs C TNapTUUHBIMU  CTPYKTypamHu,
OroCyAapCTBIICHUS OOIIIECTBEHHBIX OpraHHu3aIum. Uctopus POCCHIICKOTO

nenonpousBojicTBa 1920-X IT. M3ydeHa HEJOCTaTOYHO, B YACTHOCTH, CIa00 OCBEUICHBI
BOIIPOCHI JOKYMEHTHUPOBAHUS JAESITEIbHOCTH MECTHBIX OPTAaHOB IOCYJApCTBEHHOMN BJIACTH H
yIpaBJeHUs, BIIPOUYEM, KaK U B IIEJIOM, UCTOPHUS MECTHBIX TOCYIapPCTBEHHBIX YUPEKICHUM.

Tsokenoe  cOCTOsTHME — pa3pyIIeHHOW  BOMHOM  SKOHOMHKH W MPOOJIEMBI
BOCCTAaHOBJICHHUSI HApPOJIHOTO XO3sIiiCTBa IOCie OKOHYaHus BouHbI 1941 — 1945 rr.
OTTECHWIM Ha BTOPOM IUIaH BOMPOCHI JOKYMEHTAIMOHHOTO OOECIEUEHMs YIPaBICHUS.
[loBbIIeHNE MHTEpeca K pa3paboTke MpoOjeM palMOHATU3AIlMU TEXHOJOTMH U TEXHUKH
yIpaBJICHUSI MOKHO OTHECTH KO BTOpoi nojoBuHe XX Beka. Haunnas ¢ 1960-x rr. B Hale
CTpaHE YCHENIHO pa3padaTbiBajJUCh MPOOJEMBbl CTaHAAPTU3AIMH U yHUDHUKAIIUU
JIOKYMEHTOB, palliOHAIN3alUN JISJTOMPOU3BOICTBA B COBETCKUX YUPEIKICHUSIX.

B 1970 r. co3nan mpoekt ocHOBHBIX nojioxkenunit EI'CJ] — Enunoit rocyiapcTBEHHOM
cuctembl naenonpou3BojacTBa. [locie oOcyxnenus u gopabotku B ceHtsaOpe 1973 .
«OcHoBuble mnonoxenuss EI'CI» onoOpun 'ockomuter CoBera Munuctpos CCCP 1o
Hayke u TexHuke. ABrop EI'CJ] 0000mmiM mnepesoBoil OMBIT CBOEr0 BPEMEHH U
MPEAJIOKUIN ONTUMAJIbHYIO TEXHOJOTHUIO BBIIIOJIHEHUS YIPABICHUECKUX OMNEpaluil U HUX
nokymentupoBanus. EI'CJ] Hocuna KOMIUIEKCHBIM XapakTep, T.€. BKIIOYala HE TOJBKO
BOIIPOCHI JICJIONIPOM3BOJICTBA, HO W PEKOMEHJAIMU [0 HAy4YHOW OpraHu3aluu TpyJa
CIIyXalllUX, CTPYKType NETONPOU3BOACTBEHHBIX CIYKO M UX TEXHUYECKOMY OCHAIIEHUIO.
Peanuzanuss ee mONOKEHWI TMOBBICHIIA OOIIYI0 KYJIbTYPY VYIPaBJICHUS M KadeCTBO
MPUHUMAEMBIX PEIICHHH, TO3BOJIMIIa ONTUMU3UPOBATH CTPYKTYPY U IITATHYIO YUCICHHOCTD
yropaBieH4Yeckoro ammapara. OJHaKO 3JE€MEHThl HOBBIX HH(OPMAIMOHHBIX TEXHOJIOTHH,
YaCTUYHO peaM30BaBIINECS B MpakTHKe paboThl Benymux 3apyOexHbix ¢upm, B ET'CJ]
Mpe/ICTaBICHbl HE OBUIM M3-3a TOJHOTO OTCYTCTBUS JIUTEPATyphl MO 3THM BOIIpOCaM U
(brHaHCHPOBAHKE HA X MPAKTHYECKOE U3YUCHUE.

3aMeTHBIM SIBIIGHHEM B HCTOpHH jaenonpousBoiactBa 1970 — 1980-x rr. crano
u3nanve [ocynmapctBeHHbix cranaaptoB — ['OCToB Ha ymnpaBieHYeCKHE JOKYMEHTHI,
obmiecoro3nbix  kiaccudpukatropoB (OKV]J, OKIIO, OKOHX wu np.) TexHUKO-
YKOHOMHUYECKOW M COLMAIbHON MHGOpMAIUU, YHUPUIIUPOBAHHBIX CUCTEM JOKYMEHTAIUU
(YC) u cepuu TOCYyIapCTBEHHBIX CTaHAAPTOB Ha OTH YHU(DHUIIMPOBAHHBIC CHCTEMBI.
BHeapenne yka3zaHHBIX MaTepHAIOB B MPAKTUKY YIPABICHUS 3HAYUTEIBHO YIYUIIUIIO
odopmIIeHHE TOKYMEHTAIMH, PAIIMOHATIM3UPOBAJIO TIPOILIEAYPHI MOKCKA, yUeTa U XpaHCHUs
pa3zHooOpa3Hoil MH(OpMAIK, MOATOTOBIIIO TIOYBY JIJIsi aBTOMATH3AIlMU YIPaBICHUECKHX
(byHKIMIA.

B 1993 r. uznan OGuiepoccuiickuii kiaccuukaTop yrnpaBieHY€CKOW TOKyMEHTAIH
(OKVY/l), B KOTOpBIN BKIIOYECHHl HAUMEHOBaHUA (DUPM TOKYMEHTOB YHUMDUIIMPOBAHHBIX
cucrteM (YC), aganTUPOBAaHHBIX K COBPEMEHHBIM YCIIOBHUSIM, U OCHOBHBIE MOJOXKEHHUS IO
BeneHuto cucteM kiaccudukaropoB YCJ[. K coxanenuto, ¢ Havana 1980-x rr. HU O/HA
yHU(DUIIMPOBAHHAS CHUCTEMa JOKYMEHTAIlMM He ObUIa HM3J]JaHa MAacCOBBIM THPAXKOM, YTO
3HAUUTENIbHO 3aTPYyIHAET UX BHeApeHue. [lonyyuBiiue BecbMa MIUPOKOE pacpOCTpaHEHUE
KOMITBIOTEPHBIE MPOrPAMMBI MOJATOTOBKM JOKYMEHTOB HMEIOT, KaK IMpPaBWIO, B CBOEM
COCTaBE KOMIUICKTHI IMA0JIOHOB JOKYMEHTOB, aJalNTHPOBAaHHBIE HAa PYCCKHHM SI3bIK, U
MOJITHOCTBIO UTHOPHUPYIOT OTEUECTBEHHBIC HOPMATUBHI U TPAIUIIMKM B OOJACTH CO3JaHHS U
o(opMIICHHSI TOKYMEHTOB.
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Bo wmHOrmx ciy4asx cerogHs JOKYMEHTHPOBAaHHE SBISIETCS OO0s3aTENbHBIM,
MPEANUCHIBAETCSA 3aKOHAMH M HOPMAaTUBHBIMU IPaBOBBIMU akTaMu. DenepalibHbId 3aKOH
Poccutickoit ®enepanun ot 20 deBpans 1995 r. Ne 24-03 «O06 uHbopMmanuu 1 3aiiuTe
uH(popMauu» (C U3M.) YCTaHABIUBAET, YTO HHPOPMALIMOHHBIE PECYPCHI, T.€. TOKYMEHTHI U
MacCHUBBI IOKYMEHTOB SBJIAIOTCSI OOBEKTAMU OTHOIIECHUN (PU3MUECKUX, IOPUAUYECKUX JIULL,
rocygapcTBa M 3alIUMUIAIOTCS 3aKOHOM Hapsay C JpPYTMMH pecypcaMu. 3aKOHOM
YCTaHABIIMBAETCS  IMPAaBOBOM  PEXUM  CO3JIaHUs, XPAHEHHA M  HMCIOJIb30BAHUSA
MH(OPMALIMOHHBIX PECYPCOB, B YACTHOCTH: MOPSAJOK JOKYMEHTHUPOBAHHS HH(POpPMAaLUU;
paBoO COOCTBEHHOCTH HA OTHEIbHBIE JTOKYMEHTHI U OTHAEIbHBIE MAaCCHUBBI JOKYMEHTOB,
JOKYMEHTBI M MAacCCHUBBI JIOKYMEHTOB B HH(OPMAIIMOHHBIX CHCTEMaX; KaTeroOpuu
MH(OpPMALlUM IO YPOBHIO JIOCTyNa K HEH; NOPAJOK MpPaBOBOM 3alIUThl HMH(OpMAaIMH.
JlaHHBIM 3aKOHOM (CT.5) TakKkKe YCTaHOBJEHO, YTO «IOKYMEHTHpPOBaHHE HH(pOpMaLUu
ABIIAETCA O0OSI3aTENIbHBIM  YCIOBUEM BKIIIOUEHUs HWHGOpMalMK B HHPOPMAIMOHHbBIE
pECYpCHL. JlokyMeHTHpOBaHHe  HH(pOpMAIUU OCYIIECTBIIAETCS B MOpSIIKE,
YCTaHABIMBAEMOM OpraHaMH T'OCYAAPCTBEHHOM BJIACTH, OTBETCTBEHHBIMU 332 OPTraHU3ALUIO
JIEJIONPOU3BOJICTBA, CTaHAAPTU3alMI0 JOKYMEHTOB W WX MAacCHBOB, 0€30MacHOCTh
Poccuiickoit ®enepaunn». B HacTosimiee Bpems PE3KO BO3POCIUM KOMMYHUKATHUBHBIE
BO3MOYXHOCTH JJOKYMEHTA, TaK KaK pe3KO YBEJIMYWINCHh CKOPOCTH Mepeaul MHPOPMaLUU U
Kpyr ee moJib3oBaTesei ¢ momoiibio MaTepHera, E-mail (amekTponHo#M mouTsl) U 1p. B
JMaNbHEWIIEM pOJIb KOMMYHUKATUBHOW (QYHKIMU OyIEeT TOJBKO BO3pacTaTh, TaK Kak
€XKETO/IHO YBEJIMYUBAIOTCS OOBEMBI HMH(POpPMAIIUU, YHUCIO TIOJIb30BaTeei, MEHSETCS
TEXHOJIOTUSI JOKYMEHTAMOHHOTO 00ecTieueH s YIPaBIICHNUS.

YHudunupoBanHas CUCTeMa OPTraHU3AIMOHHO-PACTIOPSAUTENLHON JTOKYMEHTAIlUU
(YCOPH) sBnsieTcss cucTeMoil JTOKyMEHTAIlMM, TMpPUMEHSeMOW B I000H opraHu3aiuu,
yupexaennu, npennpustad. [Ipumenenune Y COP/ permamentupyetcs 'OCT P 6.30-2003.
I'OCT  pacmpocTpaHse€Tcss Ha  OpPraHU3alMOHHO-PACHOPSAUTEIbHBIE  JTOKYMEHTHI,
npeaycmorpeHHble YCOPJI (mamee — AOKYMEHTBI), — IOCTAHOBJICHHS, PACHOPSKEHUS,
NpUKa3bl, pEIICHUs, IMPOTOKOJIbI, aKThl, MHUCbMA, KOTOpbIE (PUKCUPYIOT pEIICHUs
aIMUHHCTPAaTUBHBIX M OPraHU3alMOHHBIX BOIPOCOB, a TAaKXXe BOMNPOCOB YIIPABIICHUS,
B3aUMOJICHCTBUS, 00ECTIEUeHNS U PETYIMPOBAHUS JESTEIbHOCTH:
1)penepanbHbIX OpraHOB TOCYAAPCTBEHHON BiacTH CyOBeKTOB Poccwuiickoit deneparum,
BKJItOUasi cyobekThl Poccuiickoit @exnepanuu, UMEOUIME HapAly C PYCCKUM SI3bIKOM B
KaueCTBE IOCYAAPCTBEHHOTO HALIMOHAJIBHBIN S3bIK, OPTAHOB MECTHOTO CaMOYTIPABIICHMUS;
2)UpenpusATUii, OpraHM3aluidi ¥ WX OOBCAMHEHWUH HE3aBHCUMO OT OpPTraHMU3aIMOHHO-
paBoBOM (OpMBI BIIa AESITEIHLHOCTH.

Hacrosimuii cranaapt ycTaHaBIUBAET:

-COCTaB PEKBU3UTOB,;

-TpeOoBaHus K 0QOPMIICHUIO PEKBU3HUTOB;

-TpeboBaHUs K OJJaHKaM U O(POPMIICHUIO JOKYMEHTOB;

-TpeOOBaHMS K M3TOTOBJIICHUIO, YYeTy, HCIOJb30BAaHUIO M XPaHEHUIO OJaHKOB C
BocnpousBeneHueM ['ocynapctBenHnoro repba Poccuiickoit deneparuu, repooB CyOBEKTOB
Poccuiickoit denepanuu,BapuaHTaMu PACIONIOKEHUS PEKBU3UTOB, 00pasibl OJAHKOB
JIOKYMEHTOB.

HopmatuBHo-mMeToanueckas 6aza I0Y

PersiiameHTanus nenonpons3BoICTBA BEIETCS CPa3y B HECKOJIBKUX HAIPABIICHUAX:

-3aKOHOJATEIbHOE U MPABOE PEryJINPOBAHUE JEIONPOU3BOICTBA;

-HOPMAaTUBHO-METOINYECKOE PEryJIUPOBAHUE JEIONPOU3BOICTBA;

YHuuKanums u craHiapTH3aus J0KyMEHTOB:
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-rocynapctBeHHsbie cranaaptel (I'OCT);

-otpacieBbie ctanaaptel (OCT);

-KJ1acCu(PUKATOPHI.

K 3akoHOmaTenbHBIM M TPABOBBIM akTaMm B cdepe HHPOpMaluu U JTOKYMEHTAlUH
OTHOCSITCSI:

-3aKoHbI Poccuiickon denepannu;

-yKa3bl U pacnopsbkenus [pe3unenra;

-MIOCTaHOBIICHUS U pacniopsikeHus [IpaBuTenbcTBa;

-paBOBbI€ aKThl (helepaibHbIX OPTraHOB HCIOJIHUTENBbHON BIACTH (MUHHUCTEPCTB,
KOMUTETOB, CIYXO0, areHTCTB W [p.) Kak OOIIECTBEHHOTO0, TaK U BEJOMCTBEHHOI'O
Xapaxrepa.

3aKOHBI ¥ IOCTAHOBJICHHUS:

Koncturynus Poccuiickoit @eneparnuu. [Ipunasata 12 nexadbps 1993 r.

TpynoBoit kogekc Poccuiickoit @eaeparuu ot 30.12.2001 r. Ne 197-D3.

3akoH Poccuiickonn @enepanuu ot 21.07.1993 r. Ne 5485-1 «O rocymapcTBeHHOMN
TaiiHe» (B MOCIL. Pe/l.)

®denepanbHblii 3akoH Poccuiickoit denepamuu ot 27 urons 2006 r. Ne 149-d3 «O6
uH(popMauy, UHHOPMALIMOHHBIX TEXHOJIOTHUSAX U O 3aIIUTE UH(DOpMAITN.

®enepanbubiii 3akoH 0T 10.01.2002 r. Ne 1-D3 «O0 351eKTpoHHOM HUPPOBOM MOAITUCH.

®denepanbHplii 3akoH Poccuiickoit ®Deneparuu ot 29 utons 2004 r. Ne 98-d3 «O
KOMMEPYECKOMN TalHE.

IToctranoBnenue [IpaBurensctBa Poccuiickoit ®@enepannu ot 16.04.2003 r. Ne 225 «O
TPYIOBBIX KHUXKKAX» U JIP.

CraHgapThl U UHBIE PYKOBOJSIINE JJOKYMEHTHI

['OCT P 6.30-2003. «YHU(PUIIUPOBAHHBIE CUCTEMbI JOKYMEHTALUU. Y HUUIUPOBAHHAS
CHCTEMa  OPraHU3aALMOHHO-PACIOPSIUTEIBHON  JIOKYMEHTAILIUH. TpebGoBanus K
0(OPMIICHHIO JJOKYMEHTOBY.

I'OCT 51141-98. «/lenonpou3BOACTBO U apXUBHOE eyi0. TepMHUHBI U ONpPEAEIeHUs» U
zp.

B macrosimee Bpemsi paboTa MO ONTUMHU3AIMHM JOKYMEHTAIMOHHOTO OOECredYeHUs
yIpaBJIEHUs MPOJOIKAETCS.
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JIMCT

u3MeHeHu paboueil yueOHOM MporpaMMBl 10 AUCHUILITUHE

OI1.13 JlokymMeHTamOHHOE 00eCTIeYeHNE yIPABICHUS

I[OHOJ'IHGHI/IH N U3MCHCHU, BHOCUMBIC B pa60qy}0 IIporpaMmy JUCHHUIIIIMHBI

OCHOBaHUS BHECCHUS
JOMOJIHEHWH 1
N3MEHECHUN

Pasnen PII/I, B koTOpBII
BHOCSITCS U3MEHEHUS

CopeprxaHrie BHOCUMBIX
JIOTIOJTHEHU M, U3MEHECHHUMN

[Ipennoxenue
paboronarens

[Ipensioxenne
COCTaBUTEIIS
MIPOTPAMMBI

Jpyrue ocHOBaHUS

5. IlepeueHb OCHOBHOM U
JIOTIOJTHUTEIILHON ydeOHOM
JIUTEPATYPBI

BKJIIOUeHbI n3ganusa 2017 .

CocraBuTelnb: MpenoiaBaTelib =

IIOIIACH

P~

- T.JIL IOxakoBa

yTBep)KI[CHa Ha 3aCCaaHHHn HpC,Z[MeTHO-HI/IKJIOBOﬁ KOMHCCHHU IIPABOBLIX OHUCHOUILIMH H
U opranusanuda COOUaJIbHOTO

CHEMATbHBIX  JUCIUTUTHH
obecrnieuenust npoTokoit Ne 1 ot «29» aBrycra 2017 1.

criennansHoct  [IpaBo

Hpe,Z[CCIIaTeHB HpG,Z[MCTHO-HHKJIOBOfI KOMHCCHHU IIPABOBBIX JUCHUILINH U CIICIIMAJIbHBIX
JUCHUIIIIMH CIICIUAJIbHOCTHU HpaBo " opranusanusa CONUaJIbHOTO obecrieueHus

Havansnuk YMO ¢dunuana

3aBenytomias oubnmuorekor punuana

—=" _ A.C.JleMucHKO

«29» aBrycra 2017 r.

ﬁ%&ﬁ __ A.B. bapanos

«30» aBrycta 2017 1.

M.B. ®ypdanpko

«30» aBrycra 2017 1.
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