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1. HACIIOPT PABOYEN ITPOI'PAMMbI YUEBHOM JUCIHHUILJIAHBI
OI1.13 AOKYMEHTAIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1. O6aacTh NpUMeHEHHsI POTPAMMbI

Pabouast mporpamma yuebHON aucuuuimHbl OI1.13  JlokyMeHTHanMOHHOE obOecreyHue
YPOABJIEHUS SIBJIAETCS YaCThIO MPOTrpaMMbl MOATOTOBKU CHELMATIMCTOB CPEIHErO 3BEHA B
cootBerctBUU ¢ PI'OC CIIO no cneumansHoctu 40.02.01 IlpaBo u opranuszanus
COLIMAJIBHOTO 00eCTIeUeHMS.

1.2. MecTo AMCUMIUIMHBI B CTPYKType NPOrpaMMbl MOATOTOBKH CIHEHHAJIHUCTOB
CpeJHero 3BeHa:
Huctumnraa  BXoguT B mnpodeccuoHanbHbii 1mukia  (II) B uwmcnmo
obmenpodeccuonanbubix aucturuiuH (OIT).

1.3. Ieau wm 3amayd JAUCHMIUVIMHBI — TpPe0OBaHUSI K Ppe3yJdbTaTaM OCBOEHHS
AUCHUILINHBI:
B pe3ynbpTraTte ocBOoeHUs y4eOHOM TUCIUILTUHBI 00yJaIOIHICS JODKEH YMeTh:
— 0hOpPMIISTh OPTaHU3AMMOHHO-PACTIOPSTUTEIIPHBIE TOKYMEHTHI B COOTBETCTBUU C
nerictBytomum ['OCTowm;
— OCYHIECTBJIATh 00pabOTKY BXOISIINX, BHYTPEHHHX U HCXOISIIMX JOKYMEHTOB,
KOHTPOJIb 32 UX UCTIOJHEHHUEM;
— 0hOpMIIATH JOKYMEHTHI JIJIsl TIEpelaurl B ApXUB OPraHU3AIUH.
B pesynbrare ocBoeHUS y4eOHON AUCIIUIUIMHBI O0yUJaIONIUNACS JOIKEH 3HATh:
— TMOHSTHE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;
— TIMpaBWia COCTaBlieHUS U O(OpPMIIEHHS OpraHU3alMOHHO-PACTIOPIUTEIBHBIX
nokymeHToB (ganee — OPJ]);
— CHCTEMY M THUIIOBYIO TEXHOJOTHIO JOKYMEHTAallMOHHOrO  OOecleueHus
yrnpasiienus (nainee — JI0OY);
— 0COOeHHOCTH JEJONPOU3BOJICTBA o oOpalleHusIM rpakJ1aH U
KOH(UIEHITUATHHOTO JIEJIOPOU3BOICTBA.
B pesynbrare ocBO€HHsS Y4YEOHOW IUCHUUILUIMHBI OOYYAIOIIUWCS MOKEH HMeTh
NPaKTH4eCKHUil ONBIT:
— METOAMKOI cocTaBieHus, 0pOPMIICHUS U PEAAKTUPOBAHUS CIY>KEOHOTO IOKYMEHTAa,
OpraHu3aiuu paboThl C HUM;
— cmocobaMu JOKYMEHTHPOBAHUS U KOHTPOJISI 32 UCTIOJTHEHUEM Pa3JINYHBIX BUJIOB
TOKYMEHTOB;
— coBpeMeHHbIMU TexHoJorusamu [0V
— HaBBIKaMH pabOTHI ¢ pecypcamu ceTu «MHTepHeT», ydeOHOM 1 HAyYHOH JTUTepaTypoid
o JI0VY;
— HaBbIKamu coctaBieHus u opopmiienus OP/I.
MaxkcumanpHast yueOHasi Harpy3ka odydvaromierocsi - 148 gac., B TOM 4ucIe:
oOsi3aTenbHas ayAUTOpHas yuyeOHas Harpy3ka oOyuatomerocs - 100 gac.; camocTosiTenbHas
pabota oOydarorerocs - 48 gac.



1.4. TlepeyeHb IMIaHUPYEMBIX pe3yJbTaToB 00yueHuss no aucuumniauHe (Ilepedenn
(opMupyeMbIX KOMIIETEHIIHI)

VYyamuiica nomkeH o6iagaTh OOUIMMHU KOMIIETEHIUSIMH, BKJIIOYAIOMIMMH B ce0s
CIIOCOOHOCTB:

OK 1. TIlonumaTh CyHIHOCTh U COLHMAJIBHYIO 3HAYUMOCTh CBOEHM Oynyiieit
npodeccuu, MPOSIBIATh K HEW YCTOWYUBBIN HHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO J€SATEIbHOCTb, BBIOUPATh TUIIOBBIE METOIBI U
CHOCOOBI BBITIOJIHEHHUST TPO(ECCHOHANBHBIX 3a7a4, OIEHWBaTh HX 3()PEKTUBHOCTH U
Ka4ecTBO

OK 3. [IpuHuMaTh pelieHusl B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTyalUsIX U HECTH
3a HUX OTBETCTBEHHOCTh

OK 4. OcymecTBisaTh TOWCK W HWCIOJIb30BaHWE WH(MOpMAIu, HEOOXOIUMOMN s
3G(}EeKTUBHOTO  BBIMOJIHEHUS] NMPOPECCHOHANBHBIX  3aja4, Mpo(ecCHOHANbHOTO U
JIMYHOCTHOTO Pa3BUTHUA.

OK 5. MHcmomp3oBaTh HH(OPMAMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJOTHH B
npodeccuoHanbHON AeSTEIBHOCTH.

OK 8. CamocTosiTeIbHO OIpEeAeNsaTh 3aJaud MPOPECCUOHATBLHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMAThCA CcaMOOOpa30BaHWEM, OCO3HAHHO IUIAHUPOBATH TIOBHIIICHHE
KB (pUKaIum.

OK 9. OpueHTupoBaThCs B YCIOBHIX MOCTOSHHOT'O M3MEHEHHUSI PABOBOIT 0a3bl

Yyanmiics JOJKEH o0nanath npodeccruoHanbHBIMU KOMIIETEHIUSIMH,
BKJTIOYAIOIINMU B ce0s CTOCOOHOCTD:

[IK 1.1. OcymectBiarh npodecCHOHATbHOE TOJKOBAaHWE HOPMATHBHBIX IMPABOBBIX
aKTOB JUIS peaju3aluu IMpaB IpaxaaH B cdepe MEHCHOHHOTO 00eCreueHus U COlMaIbHOU
3aIIUThI

[IK 1.2. OcymecTBasTh MpueM IrpaskIaH MO BOMPOCAM MEHCHOHHOTO 00€CIeYeHUs U
COLIMAJIbHOM 3aIUTHI

[IK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB /JiI HA3HAYCHHS IEHCHUH, MOCOOHIA,
KOMIIGHCAIlMi, JApPYrMX BBHIIJIAT, a TaKXXe€ Mep COLMAIbHOW TMOAACPKKH OTACIbHBIM
KAaTeTOPUSM IPpaK/iaH, HyKAAIOIUMCS B COLIMAIBHOM 3a11UTe

I[IK 1.4. OcyuiectBisiTb yCTaHOBJEHHE (Ha3HAYCHHE, TI€pepacuer, IMepeBon),
MHJEKCALlMI0O U KOPPEKTUPOBKY IEHCUM, Ha3HAYEHHE MOCOOMI, KOMIIEHCAUUW U JIPYrux
COIMANILHBIX BBITUIAT, UCTIONB3Ys MH()OPMAIIMOHHO-KOMIIBIOTEPHBIC TEXHOJIOTHU

[IK 1.6. KoHcynpTupoBaTh TrpakJaH M NPEACTaBUTEICH IOPUAMYECKUX JIMI[ TI0
BOIIPOCAM NIEHCUOHHOT'0 00eCIeYeHs M COLMaIbHOM 3allUThI

B pe3ynbrare u3y4eHus y4eOHON TUCIUILINHEI 00 yYaIOIHecs
No UHexe Cognepxanue i JOJDKHBI
Sy — KOMITETEeHIINH (WK e HNmernb 3
9acTH) 3HATH yMeTh NpaKTHYeCcKui
ONbIT
1. OK 1 TloHuMaTh CyIIHOCTH U cojiepKaHue WCII0JIb30BaTh HaBBIKAMU
COLMATEHYTO HOPMATHBHO- MOJTy9CHHBIC 3HAHUSA | COCTABIICHUS U
3HAYMMOCTh CBOEH MPaBOBBIX AKTOB U B NMPAKTHYECKOM opopmnenus OPJ]
Oynymieit mpodeccun, METOINIECKUX paborte 1o
TIPOSIBIIATE K HEH JTOKYMEHTOB, CO3/IaHUIO U
YCTOWYUBBIN HHTEPEC pernamenTupytoux | opopmieruo OPJ]
BOIPOCHI CO3JJaHUS
OP/] 1 paboTsI ¢
HUMH




B pesynprare m3ydeHns yaeOHON IUCIUITIINHEI 00ydJalomuecs

o iiexc Copnepxanne ) JIOJIKHBI
LI | KoMmeTeHIH® KOMITETCHITUN (U €€ Hmers 3
4acTH) 3HATh yMeTh NpaKTHYeCcKui
ONBIT
2. OK 2 OpraHu30BbIBaTh TpeboBaHUs K paboTaTh ¢ THTIOBBIMH
COOCTBEHHYIO COCTaBJICHUIO U 3aKOHOJIATCIILHBIMU | METOJaMH H
JeSITENBHOCTD, BBIOMpaTh | opopmiieHuto OPJI | u uHBIMU criocobamu
TUTIOBBIC METOBI U HOPMATHUBHBIMU penieHust
CIIOCOOBI BHITIOJTHEHHS MPaBOBBIMHU aKTaMU | MTPOPECCHOHATBHBIX
npo¢heCCHOHATBHBIX 3a/a4, OlCHUBATh
3a51a4, OLECHUBAThH MX WX TOTCHITHAT
3¢ dexTuBHOCTL U
Ka4ecTBO.
3. OK 3 [IpuHUMAaTH penieHus B CTpyKTYypy H OpuentupoBatbes B | HaBbikamu oOIIeHUs
CTaHIAPTHBIX U ¢yakunonnpoBanue | mporecce JJOY B 10 BOTIPOCaM
HECTaHJAPTHBIX cuctemsl IOV u CTaHJAPTHBIX U npodeccrnoHaTbEHOM
CUTyallusAX W HECTH 32 MOPSAOK PabOTHI C HECTaHAAPTHBIX JeSITETTHHOCTH C
HUX OTBETCTBEHHOCTh OPQ CUTYyAllUsX, JeNIaTh | TpaKIaHAMH U
HEOOXOTUMBIC KOJIIETaMH
BBIBOJIBI,
00001IeHu,
MPUBOISIINE K
panroHaIHHBIM
pelICHUSIM
4. OK 4 OCyIIECTBIATh MIOUCK U | CTPYKTYPY CUCTEMBI | paboTaTh CO MpaBUJIaMHU TIOMCKA
UCIIOJIb30BaHUC HAI[MOHAIEHOTO CIPaBOYHHKAMH, Y WCIIOJIb30BAHHUS
uHpOpMAaLUH, POCCHIICKOTO TpaBa | METOANYECKO uHpOpMALUH,
HEOOXOIUMOM JIIIst U MECTO B HEM JUTEPATYPOH, HEOOXOTUMOM JIIIst
3¢ PEeKTUBHOTO KOHCTUTYHUOHHOTO | CIIPABOYHBIMH 3¢ PEeKTUBHOTO
BBIMTOJTHCHHUS mpaBa MPaBOBBIMHU BBIMTOJTHCHHUS
npoQeCCHOHATBHBIX CUCTEMaMH, npo¢heCCHOHATBHBIX
3amad, KaTaJioraMu 3amad,
po¢eCCHOHANTBHOTO U JTUTEPaTyphI po¢eCCHOHATHHOTO
JIMYHOCTHOTO Pa3BUTHSL. ¥ JIMIHOCTHOTO
pa3BUTHSL.
5. OK 5 Hcnonb3oBath KOMITEIOTEPHBIC OPHUEHTUPOBATLCSA B | HABBIKAMH PaOOTHI C
UHPOPMATHOHHO- MIPOTPaMMEI, cetn UHTEpHET, pecypcamu ceTH
KOMMYHHUKAIIHOHHEIE OpUEHTHPOBAHHEIC HCIIONIB30BaTh € «HTEepHET>,
TEXHOJIOTHH B Ha KaueCTBEHHOE pecypchl B yaeOHOI 1 HayIHOU
npodeccnoHaTbEHOM OCYILIECTBJICHHE nmpodeccCHoHaTLHOM | JIUTEpaTypoi 1o
JICSITETTBHOCTH. podeCCHOHANBHON | IeITeNIbHOCTH KOHCTHTYLTHOHHOMY
e TeTFHOCTH npaBy
6. OK 8 CaMoCTOSITENBHO myTu BUJETH HaBBIKOM
OTPENeNIATh 3a1aYu Mpo(eCCHOHATBHOT | HANpPaBIICHHS CBOCTO | IUTAHUPOBAHHS U
po¢eCCHOHANTEHOTO U 0 pocra po¢eCCHOHATBHOTO | pealn3aIiy IIaHa
JMYHOCTHOTO Pa3BUTHS, | JMYHOCTHOTO COBEPIIECHCTBOBAHMA | MPO(EeCcCHOHATEHOTO
3aHUMAThCA pa3BUTHA, Y IMIHOCTHOTO
camoo0pa3oBaHUEM, TTOBBIIIICHUS pa3BUTHIA,
OCO3HAHHO TUIAHUPOBATh | KBaJTU(pUKAIN caM000pa3oBaHuUs,
TIOBEIIIICHUE TIOBBIIICHUS
KBaJTH(pUKALINH. KBaTH(pUKAIIN
7. OK9 OpHeHTHPOBATHCA B OCHOBHbBIE aHaJU3HpOBaTh HaBBIKOM
YCIIOBHSIX MIOCTOSTHHOTO TEH/ICHIIUHN JICHCTBYIOINE npoheCCHOHATBHOTO
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B pesynprare m3ydeHns yaeOHON IUCIUITIINHEI 00ydJalomuecs

o iiexc Copnepxanne ) JIOJIKHBI
LI | KoMmeTeHIH® KOMITETCHITUN (U €€ Hmers 3
4acTH) 3HATH yMeTh NpaKTHYeCcKui
ONBIT
W3MEHEHHUS IPaBOBOM Pa3BUTHA HOPMAaTHBHBIC aKTHl | MCIIOJIE30BAHUS
6a3sl KOHCTUTYLIMOHHOT'O HOBOTO B
IpaBa, HOBEJLIBI KOHCTUTYLUOHHOM
KOHCTUTYLIMOHHOT'O 3aKOHOJIATEJILCTBE
3aKOHOATENbCTBA
8 MK 1.1 OcymecTBasITh cozep KaHue OCYULIECTBIIATh IpUEeMaMHU
npogeCCHOHATBHOE HOPMAaTUBHBIX aHaIu3 npoQeCCHOHATIBHOTO
TOJIKOBAHHE [IPaBOBBIX AKTOB M | JACMCTBYIOLIETO pa3bsCHEHUS BOJIU
HOPMATHBHBIX IIPABOBBIX | METOAWIECKHUX 3aKOHOJATENbCTBA, | 3aKOHOJATEIS,
aKTOB JUIS peaTn3alui JIOKYMEHTOB, HAIpaBJICHHOTO Ha OTpa’KeHHOI B
npaB TpakaaH B cdepe MMEIOIINX 3HAYCHHUE | perylupOoBaHHE MIPaBOBOH HOpME
TIEHCUOHHOTO s JIOY B chepe | AOY JUTSI peaTi3aIiii
obecrieueHns U MIEHCHOHHOTO TpaB TPaKIaH B
COLMANILHOW 3aIIHUTHI obecrnieueHHs u cdepe IeHCHOHHOTO
COLIMAJIbHOM 3aIlUThI obecrieyeHUs U
COLIMAJIbHOU
3aIUTHI
9 K 1.2 OcymecTBIATh IprUeM cozep KaHue UCII0JIb30BaTh criocobamu 1
rpaxKIiaH 1Mo BOIpPOCcaM MPAaBOBBIX HOPM O | MPABOBBIC HOPMBI B | IPUEMaMH
TIEHCUOHHOTO COLIMANEHOW paboTe | COIMaIbHON padoTe | OpraHU3aINH U
obecrieueHns U c OTIENBHBIMH | C OTIENBHBIMHU | KOOPIMHUPOBAHUS
COLMAIIEHON 3aIIHUTHI JUIAMH, JIUIIaMH, COLMAIEHON PabOTHI
KaTeTOpUsIMHU KaTerOpusIMHI C Hy)KIaIOIINMHUCS B
TpaXkIaH M CEMbSMH, | TPaXKAaH M CEMBSIMH, | COIMAIBHON
HY)KJTAOUIMHACA B | HY)KJAIOIIUMUCS B | MOJ/ICPIKKE U
COLMAJIbHOM COIIMaJIbHOU 3alUTe, MpUeMamMu
MOJJIEPIKKE U | MOANEPKKE U | paboTHI C xamobamu
3amMTe, a TakXKe | 3allUTe, a TaKXkKe | U OOpalleHUsIMH
MEPEYCHb U MOPSIOK | 0hopMIITH rpaxIaH 1o
odopmIIeHHS HEOOXOTUMBIC BOIIpOCam
HEOOXOIUMBIX JIOKYMEHTBI B | IEHCHOHHOTO
JTOKYMEHTOB JTAHHOH 00yacTu obecrieyeHUs U
COLIMAJIbHOU
3aIUTHI
10 K 1.3 PaccmarpuBath nmaker HopmatusHo- TonkoBats Hageixamu
JIOKYMEHTOB JAJIs1 [IpaBOBBIE  OCHOBHI | COJEp)KaHUE odopmicHUs
Ha3HA4YEeHUS MIEHCUI, paccMoTpeHus JIOKyMEHTOB JUISL | JOKYMEHTOB ISt
nocoOuil, KOMIICHCAIHA, | JOKYMCHTOB IUTs | HA3HAYCHUS MCHCHI, | HA3HAYCHHS NICHCHH,
JIPYTUX BBITIIAT, & TAK)KE | HA3HAYCHHsI MEHCHH, | TOCOOUH, IMOCOOHH,
Mep COIMaIbHON OCO0OHH, KOMIIEHCAIUH, KOMIIEHCALUH,
MOJICPKKA OTACTHHBIM | KOMIICHCAIINH, IpYTUX BBIIUIAT, a | APYTHX BBIIUIAT, a
KaTeTOPUsIM TpaXIaH, IpPYTHX BBIIUIAT, a | TaKkKe Mep | Takke Mep
HYXIaIOIIIMCS B TaKxKe Mep | COlMaTIbHOU CoIManbHOM
COIIMAJIbHOM 3aIlIUTE COLIMAJIbHOM MOAICPKKU MOAJICPKKU
MOAJIEPIKKHI OTJCITEHBIM OTJICITEHBIM
OTJICNIEHBIM KaTerOpusiM KaTeropusiM
KaTeropusM TpaxiaH, TpaxJaH,
rpaxIaH, HYXJAIOOMMCA B | HY)KJArOIIUMCS B
HYKJAIOLUMCS B | COIMANBHOM 3aIlINTe | COLUANILHOI 3aIuTe
COLIMAJIbHOM 3aIIUTE
11 K 1.4 OcymmecTBIsITh Heob6xonnmoe [Toms30BatbCs Haseixkamu
yCTaHOBJICHHE KOMIBIOTEPHOE COOTBETCTBYIOITUM | IPUMEHEHUS
(Ha3HayeHue, MIPOrpaMMHOE KOMITBIOTEPHBIM MHPOPMAITMOHHO-




B pesynprare m3ydeHns yaeOHON IUCIUITIINHEI 00ydJalomuecs
o iiexc Copnepxanne ) JIOJIKHBI
T Sy —— KOMITETCHIINH (FUTH €€ Hmetnb 3
4acTH) 3HATH yMeTh NpaKTHYeCcKui
ONBIT
repepacyeT, IepeBo), oOecrieucHHe MIPOTPaMMHBIM KOMIBIOTEPHBIX
HUHJEKCALUIO U obecrieueHrEM TEXHOJIOTHH Ui
KOPPEKTUPOBKY MEHCUI, YCTaHOBJICHHUS,
Ha3HAYCHUE MOCOOUH, HUHJEKCAIUH,
KOMIICHCAIUH U APYTUX HA3HAYCHUS MICHCHIA,
COLMATLHBIX BBITLIAT, mocooud W Jp.
HCIIOJIB3YS COLIMAJIBHBIX BBITIIAT
HH(OPMAITMOHHO-
KOMIBIOTEPHEBIE
TEXHOJIOTHH
12 IIK 1.6 KoncynstupoBath IIpaBoBbie  OcHOBHI | Beigenare rnaBHoe, | HaBbikamu ycTHOTO
TpaxIaH u MIEHCHOHHOTO CTPYKTYPHPYS WIH  THCEMEHHOTO
MIpeCTaBUTENEH obecrnieueHHs U | JOJDKHBIM 00pa3oM | KOHCYJIBTHPOBAHUS
IOPUINYECKHX JIULL TIO COLIMABEHOM 3alUTHI | YCTHYIO WIH | TPaXIaH u
BOIIPOCaM MEHCHOHHOTO | HACEJCHHUS MHUCBMEHHYIO Peyb C | MpelcTaBuTeNeh
obecrieueHUs U LIETIbIO IOPUINYECKUX  JIUI]
COLIMAJIbHOM 3aIUTHI KOHCYJIbTUPOBAHUS | 11O BOIpOCaM
3aMHTEPECOBAHHBIX | IEHCUOHHOTO
CyOBEKTOB obecrieueHus u
COLIMAJIbHOU
3aIUTHI

2.CTPYKTYPA U COJEPXKAHUE YUEBHOM JUCHUILJIUHBI

2.1. O0bem y4eOHO JIMCUMIIMHBI U BBl Y4e0HOI padoThl

Bup yyeOHoli padoThl

Obvem uacos

MaxkcumajbHasi yde0Hasi Harpy3ka (Bcero) 148
O0s3aTeabHas ayANTOPHAsi yueOHAsA HArPy3Ka (Bcero) 100
B TOM YHCIIE:
3aHATHS JICKIMOHHOI'O TUIIA 48
MPAKTUYECKUE 3aHITUS 52
71a00PaTOPHBIE 3aHSTHSI
CamocTosiTesibHasi padoTa o0yyarouierocs (Bcero) 48
B TOM YHCIIE:
pedepar 12
CaMOCTOSTENIbHASL BHEAYAUTOPHAsT paboTa (8 6ude OOMAWHUX NPAKMUYECKUX 3a0aHUll, 36
UHOUBUOYANILHBIX 3A0AHUL, CAMOCMOAMENbH020 N0000pa U U3YYeHUs. OONOJIHUMETbHO2O
meopemuueckKo20 Mamepuaid u op.)
Buo npomesicymounoii ammecmayuu JduddepenunpoBanHblii
3a4er

2.2. CTpyKTYypa IMCUUIIHHBI:

OcBoenne yueOnoit gucuumiuabel  OI1.13  JlokymeHTanmoHHOe oOecreueHue

YHOpaBJICHHA BKIKOYACT U3YYCHUC CICAYIONUX TEM:

Ne ‘ Tema




1 2

1 [MoHsiTHE TOKYMEHTAIMOHHOTO 00eCIeueHNs YIpaBIeHUs

2 JIOKyMEHTBI U TOKYMEHTHPOBaHHE

3 YHudukanus u craHIapTU3anus TOKYMEHTOB. Y HU(PUIIMPOBAHHBIC CHCTEMBI IOKYMCHTALUU
YHUuGUIMpOBaHHAS CUCTEMA OPTaHU3allnOHHO-pacopsaauTebHol nokymentamuu (Y COP/I).

4 Dopmysp-obpazer; OP/l. PekBu3uTsl 1 O1aHKH
[TpaBuna oopMIileHHs OCHOBHBIX BHOB OPTraHU3aI[MOHHO-PACTIOPSANTEIbHBIX JOKyMeHTOB. [IpaBina

5 odopMIIeHHS 1 BbIJAYH KOMHI TOKYMEHTOB

6 Cryx0a JOKyMEHTaIlHOHHOTO 00eCIIeUeHUs YIPaBICHUS

7 OpraHu3anys npuemMa, paCCMOTPEHUS, PETUCTPAIIMY U UCTIOJHECHUS TOKYMEHTOB
WudopmannonHo-crpaBoynas padora. KoHtponb ucrnonHeHus: [okyMeHToB. OpraHu3ainnoHHas OTIpaBKa

8 HCXOSIIUX JOKYMEHTOB

9 OpraHu3anus OrepaTHBHOTO XpaHeHHs JOKyMeHToB. HoMeHknaTypa nein

10 DKCIepTH3a IICHHOCTU TIOKYMEHTOB. [[0Ar0TOBKA JIe) K apXUBHOMY XPaHCHUIO

11 Opranuzanus padboThl ¢ 0OpaIEHUSIMU TPaKIaH

12 Opranusanus paboThl ¢ JOKyMEHTAMH, IMEIOIIUMHU Ipr() OrpaHUueHHs OCTYIA K HUM

2.3. TemaTuyeckuii NJIaH U coJiepKaHue y4eOHOH TUCUMILTHHBI
OIl1.13 lokymMeHTAIMOHHOE o0ecneyeHue YIIPaBJIeHUsA

Hanmeno O6b | Ypos
BaHHUe Copnep:xanue y4eO0HOro MaTepuaJa, NpakTHYecKue padoThl, CAMOCTOATEIbHAS eM €Hb
pasnesioB pabota o0y4arommuxcs. yac | ocBoe
H TeM OB HHSA
1 2 3 4
Paznen 1. 64
JlOKyMeHTHpOBaHHE
Tema 1.1. | Coaep:kaHne yueOHOro MaTepuajia 30
Joxkymen | Jlexuuu 16
TAIHOHHO | 1 [TonsiTve TOKYMEHTAIMOHHOr0 00eCIeUeHHUs YIIpaBICHUs 4 1
€ 2 JIOKYMEHTBI U JOKyMEHTHPOBAHUE 4 1,2
obecreve | 3 YHuguxauus u craHIapTH3auus JOKyMEHTOB. Y HU(QHUINPOBaHHBIE CUCTEMbI 4 2
HHE JIOKYMEHTalUK1
ynpaBJeH | 4 YHupuurupoBaHHas cucTeMa OpraHu3alMOHHO-PACTIOPSINTEIBHON JTOKYMEHTAUI 4 2
n (YCOPJI). ®opmynsip-o6paszen; OPJl. PekBU3UTHI 1 OJIaHKH
TOHSATHE, | [IpakTHUeCKHE 3AHATHS 14
conepakan | | JIOKYMEHTBI M JIOKYMEHTHPOBAHHUE 4 2
ueu 2 YHuguxauus u craHIapTH3anus JOKYMEHTOB. Y HU(QHUINPOBaHHBIE CUCTEMbI 4 23
dTambl JTIOKYMCHTAITUH ’
e E YHanunrpoBaHHas CHCTEMa OPTraHN3aIlMOHHO-PACTIOPSANTEIBHON JOKYMEHTAINT 6 23
)

(YCOPI). ®opmymnsip-obpasens OPJI. PexBu3uTh u O1aHKH
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CamocTosiTeJIbHasi padoTa 00y4arouuxcst

1. M3yuuth HOpMaTtuBHO-TIpaBoBbie akThl: [OCT P 51141-98. Jlenonponu3BoaCTBO U
apxuBHOe nienio. TepMmunsl u onpeaenenus; denepanbHeiii 3aKoH oT 27.07.2006 Ne 149-
D3 «O06 nabpopmanyu, THPOPMAITHOHHBIX TEXHOJIOTHSIX U O 3alUTe HHOOPMAITHH»;
®DenepanbHblif 3ak0H 0T 27.12.2002 Nel184-D3 «O TeXHUUECKOM PETyIHPOBAHUN»
T'OCT 17914-72. O6J105KKH 1] IUTUTEITHLHBIX CPOKOB XpaHeHHs. TeXHHUECKHE YCIOBHSL.

T'OCT P CO 9000-2008. HarmonansHslit cranaapt Poccuiickoit @eneparyy. CucteMsl
MeHeKMeHTa kauecTBa. OcHoBHbIE ToJ0KeHus U cinoBapb . [OCT P 6.30-2003
YHUQUIUPOBAHHBIC CUCTEMBI JOKYMCHTAIIUH. Y HU(DUIIUPOBAHHAS CHCTEMA
OPTraHU3AI[MOHHO-PACTIOPSTUTEIHLHON ToKyMeHTanuu. TpeboBaHus K 0(hOPMIICHHIO
JIOKYMCHTOB.

2. [lpuaymMaTh HAUMEHOBAHUE CBOCH OpraHU3aluy, SMOJIEMY OpraHU3aIuu, KO
OpraHU3aIiK, OCHOBHOM rOCYIapCTBCHHOM PETUCTPAIIMOHHBIN HOMEP OPUINICCKOTO
nuna (OpraHu3anum), UICHTU(PUKAIIMOHHBIA HOMEP HAIOTOTLIATEIBIIIIKA/KO T TPUIUHBI
MOCTAHOBKY Ha YYET, CIPAaBOYHbBIC TaHHBIC 00 OPraHU3aIUK; BCC TaHHBIC 3aHECTH HA
3JICKTPOHHBIA HOCHTENH B popmate Word.
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Tema 1.2.
Odopmae
nue OPJ1

Coaep:xkanue yueOHOro MaTepuaja

Jexuuu

1 [IpaBuia opopmIIeHHS OCHOBHBIX BUIOB OPTaHM3AIIMOHHO-PACTIOPIIUTEIHHBIX
nokyMeHTOB. [IpaBuia oopMireHNs U BBIJAYX KOMIHH TOKYMEHTOB

1,2

HpaKTﬂ'—leCKl/le S3AHATUSA

1 [IpaBuia opopmIICHHS OCHOBHBIX BHIOB OPTraHM3aIIMOHHO-PACTIOPIIUTEIHHBIX
JTOKYMEHTOB.

1,2

2 [TpaBma oopMIICHHS M BBITAYN KOTIHI IOKYMEHTOB

CamocTosiTeJIbHasi padoTa 00y4arouuXcst
1. U3y4ynTh HOpMaTHBHO-NIpaBOBbIE akThl: 1) O0mepoccuiickuii KitaccupuxaTop

ynpasneHueckoil foxkymenranun OKOII-93. 2)['OCT P UCO 15489-1-2007.
Hanuonanehstit cranaapt Poccuiickoit @eneparun. CuctemMa CTaHAapTOB MO
nHpopmanuy, ONOIMOTEUHOMY U M3JaTEJILCKOMY Aeily. YIpaBieHUe JOKyMEHTaMH. 3)
l'ocynapcTBeHHas cucTeMa JOKYMEHTALMOHHOTO oOectieueHus ynpasieHus. OCHOBHbIC
nonoxkenns. Oomue TpedoBanus [maBapxuBa CCCP ot 23 mas 1988 1. N 33 4. 4) Ans6om
YHAGHUINPOBAHHBIX (OPM MEPBUIHON yIETHOH JOKyMEHTAINH TI0 YUETy TPyZAa U €TO
oruiaThl. YTBEpKACH moctanoBieHrueM [ 'ockomcrata P® ot 5 saBapst 2004 . Ne 1

2. OopmiteHne MpakTHIECKUX padoT: 1) MPOBEPHUTH MPABMIBHOCTH 0(HOPMIICHUS
OpTraHU3AIIMOHHBIX JOKYMEHTOB CBOCH OpraHM3aINH, IPUKA30B TI0 OCHOBHOM
JEeSITEHPHOCTH U 110 TMYHOMY COCTaBY, IITATHOTO PaCIHCaHUs, TpadKa OTITyCKOB,
JMYHBIX KAPTOUYEK, KOMAHIMPOBOYHBIX YIOCTOBEPEHUH, CIyKeOHOTO 3aJaHus IS
HaIpaBJICHNS B KOMaHANPOBKY M OTYETa O €r0 BBHIIIOJIHEHNH, 3asiBICHHA, CIIPaBKHY,
IIPOTOKOJIA, CITY’)KEOHBIX IIHCEM; 2) IPOBEPUTH HAJIMYKE JJOKYMEHTOB Ha 3JICKTPOHOM
Hocuree B popmare Word.

3. IIpoBepuTh MPABUIBHOCTH OOPMIICHHS KOTIHH O(PHUIIHAITEHOTO JOKYMEHTA, BEITIUCKH
HX OQUIMATBHOTO JOKYMCHTA, KOMMUU-OTITYCKA CBOCH OPraHU3aI|H; IPOBEPUTH HATTHYHE
JIOKYMECHTOB Ha 3JICKTPOHOM Hocutene B popmare Word.
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Pa3nen 2.

Opranuszanus padoThl ¢ JOKYMEHTAMH

84

Tema 2.1.
Jdoxymen
T000OPOT

Coaep:xanue yueOHOro MaTepuaJja

26

Jexknun

12

1 Cny>K6a JOKYMCHTALIMOHHOT'O obecrneueHus YIpaBJICHUS

N

2 Opl"aHI/ISaHI/Iﬂ InpueMa, pacCCMOTPCHUSA, PErUCTpaAllMM U UCTTOJIHCHUS JOKYMCHTOB

1,2

3 NudopmannonHo-cipaBoyHas padbora. KOHTposb HCIIOTHEHUS JOKYMEHTOB.
Opranu3anroHHas OTHPaBKa UCXOSIIUX JOKYMEHTOB

IIpakTHyeckHne 3aHATHSA

14

1 | Cnyx6a I0KyMEHTALHOHHOTO 00ECTIeUeH s YIPABICHHs

11




2 Oprann3anys npueMa, pacCCMOTPEHHs], PETUCTPAIIMK M HCIIOJTHEHUS TOKYMEHTOB

1,2

3 HNudbopmanmonHo-cripaBoyHas padora. KOHTpOJIs UCTIOTHEHUS TIOKYMEHTOB.
OpraHu3alnnoHHasl OTIPaBKa UCXOSIIMX JOKYMEHTOB

CamocTosiTeJIbHasi padoTa 00y4aroIuXcst
1. U3yuute Metoandyeckune peKOMEHIAIMH IO Pa3pab0oTKe MHCTPYKIUN 110

JIETIONPOU3BOJICTBY B (he/iepabHbIX OpraHax UCIOJIHUTEIbHOM BIaCTH. Y TBEP)KACHBI
npukasoMm Pocapxusa ot 23 nexabpst 2009 r. Ne76

2. OdopmiteHne MpakTHIECKUX padoT:

1) mpoBepUTh MPaBHIBLHOCTh MPOCTABICHHS PE3OJIIOINH, BXO/SIIETO PETHCTPAIIMOHHOTO
WHJICKCA, 3aI0JIHCHHS PETUCTPAIIMOHHON (hOPMBI CBOCH OpTraHU3allHuU;

2) MPOBEPHUTH HATMIHE TOKYMEHTOB Ha DJICKTPOHOM HOcHuTelne B popmare Word.

3. Hammucatsb 3cce o Teme «MHDOpMamoHHO-CIIpaBoYHas paboTa B yCIOBHIX
MPUMEHEHHST KOMITBIOTEPHBIX TEXHOIOTHI»

4. Uzyuntp ®Oenepanpubiii 3akoH oT 10.01.2002 Nel-d3 «O0 31eKTpOHHOM UPPOBOT
TIOITIFICH »
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Tema 2.2.
XpaHenun
e
AOKYMEHT
0B

Coaep:xanue yuedOHOro MaTepuaja

Jexknuu

1 Oprann3anys onepaTHBHOTO XpaHeHUs ToKyMeHToB. HoMeHkaTypa gen

2 DKcrnepTu3a HEeHHOCTH JOKYMEHTOB. [IoAT0TOBKA 6N K apXUBHOMY XPaHEHHUIO

1,2

HpaKTH'—leCKl/le 3aHATHSA

1 Oprann3anys onepaTHBHOTO XpaHeHUs ToKyMeHToB. HoMeHkaTypa gen

2 JKcrnepTu3a IEeHHOCTH JOKYMEHTOB. [IoATroTOBKA JieN K apXMBHOMY XPaHEHHUIO

|0~ ||

1,2

CamocTosiTeJIbHasi padoTa 00y4arouuXcst

1. M3yunts: 1) OcCHOBHBIE paBHiia pabOTHl apXUBOB OpraHu3auii. O1oOpeHBI pemeHueM
Komrerun Pocapxusa ot 06.02.2002; 2) [TepedeHb THTIOBBIX YIPABIEHIECKUX aPXUBHBIX
JOKYMEHTOB, 00pa3yIOLINXCs B TPOIEcce ACATEIbHOCTH TOCYIapCTBEHHBIX OPTaHOB,
OpPraHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHU3allli, C yKa3aHHEM CPOKOB XPaHEHHUS.
YTBepxaeH npukazoM MuHucTepcTBa KynbTypsl Poccuiickoit deneparyu ot 25 aBrycra
2010 r. Ne558

2.0dbopmiieHUE MPaKTHICCKUX paboT: 1) MPOBEPUTH MPABIIBHOCTh COCTABICHUS
KOHKPETHOMH HOMEHKJIATyphl CBOEH OpraHu3allliy; MPOBEPUTH HAIMYKHE JOKYMEHTOB Ha
3IeKTpOHOM HocuTene B hopmate Word; 2) mpoBepHUTh NPaBUIILHOCTh COCTABIICHHS aKTa O
BBIICTICHUH K YHUUTOXEHUIO TOKYMEHTOB, He MOJIekKAIIUX XPAaHEHUIO CBOEH
OpraHU3aINK; MPOBEPUTHh HATHYKE JOKYMCHTOB Ha 3JICKTPOHOM HOCHTEIIE B JopMaTe
Word.
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Tema 2.3.
OcoOeHH
ocTH
padoTsI ¢
oOpaieH
HAMH
rpaskaaH
"
KOH(puIe
HIINAJIBH
BIMHU
AOKYMEHT
amMu

Coaep:xanue yuedOHOro MaTepuaja

Jexknuu

1 Opranuzanus paboThl ¢ 00pAIEHUSIMU TPaKIaH

2 Opranuzanus padboThl ¢ JOKYMEHTaMH, UMEIOIUMU TPUQ OTpaHUISHUS TOCTYyIa K
HUM

1,2

HpaKTH'—leCKl/le 3aHATHSA

1 Opranuzanus padboThl ¢ 0OpAIEHUSIMU TPaKIaH

2 Opranuzanus padboThl ¢ JOKYMEHTaMH, UMEIOIUMU TPUQ OTpaHUISHUS TOCTYIa K
HUM

H (DS][

1,2

CamocTosiTeJIbHasi padoTa 00yJarouuXcst

1. OpopmneHue npakTHYECKUX paboT: 1) MPOBEPUTH MPABHUILHOCTh MMOATOTOBKH JIEJIa K
nepeiaye B apxXuB CBOCH OpraHU3alliy, COCTABICHUE CIATOYHON OMHUCH; 2) IPOBEPUTH
HAJIMYKE JTOKYMEHTOB Ha 3JIEKTPOHOM HocuTene B popmate Word.

2. I3y4nTh HOpMAaTUBHO-TIPaBOBbIe akThl: 3akoH P® ot 21 uromnst 1993 r. Ne5485-1
«[ocymapcTBeHHOM TaitHe»; Deaepanbubiii 3akoH oT 27.07.2006 Nel152-®3 «O
NEepPCOHANBHBIX JaHHBIX»; DenepanbHbiil 3akoH 0T 02 Masg 2006 r. Ne59-D3 «O nopsinke
paccMmoTpenus oopamenuii rpaxxaan Poccuiickoii denepanun»; Yka3 [Ipesnaenta PO or
06 mapta 1997 r. Ne188 «IlepeueHs cBeJieHUI KOHOUACHIMAILHOTO XapaKTepay
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[ ]

Yposenv oceoenus: 1 -neekuii, 2 - omuocumenvHo neekutl, 3 — CI0HCHBILL.

2.4. Coneprxkanue pa3ieioB IUCHUNITIHHBI

2.4.1. 3auaTHA JEeKIUOHHOI0 THIIA

yIpaBieHIECKasi, IPaBOBasi, ICTOPHUECKas U APYrue (GyHKIHNH JOKYMEHTA.
[Monsitre o nokymenTrpoBanuu. O0sA3aTEIBHOCTh JOKYMEHTHPOBAHUS
nHpopmanny. 3aKOHOJATENBHBIC AKThI, PETJIAMEHTHPYIOINE OPTaHU3ALUIO
paboThl ¢ JOKyMeHTUpOBaHHOI nHpopManue (PexepanbHblii 3akoH PO
«006 nnpopmanuu, HHGOPMALMOHHBIX TEXHOJIOTHUSIX U O 3aIlIUTE
nadopmanumn», Tpynosoi konexc PO u np.).

OcHOBHBIE CTIOCOOBI JOKYMEHTHPOBaHHSA. MaTepuaibHble HOCUTENN
nH(pOpMaNNH 1 UX BIUSHUE Ha JOITOBEYHOCTh M COXPAHHOCTh JOKyMEHTA.
BrnusiHue HaydHO - TEXHUYECKOTO Iporpecca Ha JOKYMEHT U
JIOKyMEHTHPOBAHHE.

TekcroBele, rpaduuecKre, MaITHHOYUTAEMbIE TOKYMEHTBI, (DOHOIOKYMEHTBI.
OmnpeelicHHE MOHATHH «IOKYMEHT», «aBTOP JOKYMEHTa», «O(QHUIIHaIbHbIH
JIOKYMEHT», «JIHYHbIA JokyMeHT» o 'OCTP. 51141-98.

Pacmipenne NOHATHS «TOKYMEHT» C Pa3BUTHEM HAyKH U TeXHHUKH. [loHsTHE
«3JIEKTPOHHBII JOKyMEHT». 3aKOHOJATENbHBIE aKThI, PETJIAMEHTHPYIOIUE
OpraHHU3aIUIo0 PA0OTHI C JIEKTPOHHBIMU TOKyMeHTaMu (DenepalbHbIi 3aK0H
P® «O06 snexTpoHHO# IUPPOBOI NOATIHCH»).

IIpu3Haku JOKyMEHTa: OPUTHHATBHOCTD, TOAIUHHOCTD, KOITUHHOCTb.
ITonsiTue «opUrHHam», €r0 MPU3HAKH, XapaKTEPUCTHKA OPUTHHAIOB

JTOKYMEHTOB Ha Pa3HBIX HOCUTEIIX HHPOPMAIUH. Y MHO)KEHHBIE OPUTHHAJEI.

[TonsaTHE «1TONIMHHUK». [I0ATTMHHBIE U [TOJI0KHBIE JIOKYMEHTBHI.
danbcudukanys T0KyMEHTOB.

Ionstue «xonus». Bunpl konuit. FOpuauueckas cuna konuit. CTpykrypa
nokyMmeHTa. [ToHATHE «PEeKBU3UT», BUJbl pEKBU3UTOB. [loHsTHE «DOpMYIISp
JIOKyM€HTa», 0COOEHHOCTH cocTaBa (opMyJIsipa JOKyMEHTOB Ha Pa3IMUHbIX
HocuTensiX uHpopMauu. MHAMBUyanbHBINA, TUIOBOH (hopMyItsp, popMymsip-
oOpasell, UX XapaKTepUCTHKA 1 Ha3HAUEHHUE.

Ne HaumenoBanue Popma
CopeprxaHue pasjiena, TeMBbI TEKYIIETo
pazzmena paszena, TeMBI
KOHTPOJIA
1 2 3 4
1 Tema. 1.1.1 Coaep:xkaHue yueOHOr0 MaTepuaJja: TV,
Ionsrne CopeprkaHue QUCIUIUIMHBL ¥ €€ POJIb B TIOATOTOBKE crieruanucta. CBs3b ¢
JOKYMEHTAIIHOHHOTO | APYTUMH 00MmIenpodecCHOHaIBHBIME 1 CTIEIHAIBHBIMU TUCIUTDIHAMH.
obecrieueHns OCHOBHBIE 3TaITbl BOSHUKHOBEHUS W Pa3BUTHS OTCIECTBECHHOTO
yIpaBICHUSL JIOKYMEHTAIIMOHHOTO 00ECTIeYeHNS yIIPaBICHUS (IETOMPON3BOJICTBA).
[MonsiTre «10KyMEHTaMOHHOE O0ecTieueHHE YIPaBICHUS».
JIoKyMEHTAIMOHHOE 00CCIICUCHUE YIIPABICHUS KaK (QYHKIIHS YIIPABICHHUS,
B3aMMOCBSI3b C APYTrUMH (QYHKIMSIMU YIIpaBicHHs. JJOKyMEHTaIIMOHHOE
oOecricucHHe yIpaBlIcHHS KaK CUCTeMa pabOThI C TOKYMCHTaMHU.
CoBpeMeHHBIC TPEOOBAHUS K €r0 OPraHU3aIiH, K IPUMCHECHUIO
COBPEMCHHOM O(DMCHOW U BRIYHCIUTEIBHON TeXHUKU. VICTOYHHUKH U
JUTEpaTypa 1o TUCIUIDINHE: 3aKOHOAATENbHBIE aKThl, HOPMaTHBHO-
METOIMYECKHE JOKYMEHTHI, TOCYAapCTBEHHBIE CTAaHAAPTHI, OCHOBHASA U
JTOTIOJTHUTETIbHAS JINTEPATypa.
1 Tema 1.1.2 [MonsaTus «uHMOPMALUI» U «TOKYMEHT». POJIb MHPOpMAIIUU B COIUATBHO- T,V,
JlokyMeHTHI 1 SKOHOMMYECKHUX Iporeccax. [lommpyHKIHnOHaIBHOCTh JOKYMEHTA.
JOoKyMeHTHpoBaHue | MHpopmannoHHas, KOMMYHHUKATHBHAS, COIANIBHAS, KyIbTypHAs,
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dopma

Ne HaunmenoBanue
CopeprxaHue paszena, TeMBI TEKYIIETo

pazzmena paszena, TeMBI
KOHTPOJIS

1 2 3 4

1 Tema 1.1.3 YHaudukanus u ctagaapTuzanus. [IoHITHEe «CUCTeMa TOKyMEHTAIUN», € TV,
Yanduxanus u npu3Hakd. OyHKIIMOHATBHBIE H OTPACIIEBBIC CHCTEMBI TOKYMEHTAIINH.
CTaHIapTH3AIHS [NonsTHe «yHUPUIIMPOBAHHAS CUCTEMa JOKyMEHTAIMK». KpaTkas
JIOKYMCHTOB. XapaKTePUCTHKA JCHCTBYIONMINX YHUPUIIMPOBAHHBIX CUCTEM JOKYMCHTAIIHU:
YHUQUIHUPOBAHHBIC | OPraHU3AIMOHHO-PACTIOPIIUTECIBHOMN, OTYCTHO-CTATHCTUUCCKOM, TICPBUIHOM
CUCTEMBI Y4eTHOW (PMHAHCOBOII 1 1p.

JIOKYMCHTAIIH T'ocynapcTBeHHBIC CTaHIAPTH HA YHU(DHUITUPOBAHHBIC CUCTEMBI
JIOKYMEHTAIIUH, PETJIAMCHTHUPYIOIINE OOIIUE MpaBIiia UX pa3paboTKu U
noctpoenust popmymspa-odpasia.

[onsaTne «yHUGUIHPOBaHHBIE (GOPMBI TOKYMEHTOB.

O6nIepoccuiickue U 0TpaciieBble YHU(DUIIMPOBaHHBIE (POPMBI JOKYMEHTOB;
yHUHUIIUPOBaHHBIE (GOPMBI JOKYMEHTOB npeanpusTus (Y D), mopsmox ux
BBEJICHUS B JiciicTBHE. ATbOOMBI POpPM YHUPHUITUPOBAHHBIX JOKYMEHTOB.
Pacnpenenenue coctaBa BUJI0OB U Pa3HOBUIHOCTEN JOKYMEHTOB
OTIpE/ICIICHHOTO KOMILICKCa IO 3a/la4aM yrpasiaeHus. Tadems popm
JTOKYMCHTOB.

1 Tema 1.1.4 Xapakrtepuctuka, cocras u coaepxxanue 'OCTa P 6.30-2003 TV,
YuudunupoBanHas | «YHUPHUIMPOBAHHBIC CHCTEMBI IOKYMEHTAIIUH. Y HU(DHUIUPOBAHHAS CHCTEMA
cucrema OpraHU3aIUOHHO-PACTIOPSIUTEIFHON TOKyMeHTanuu. TpeOoBaHus K
OpTraHU3aI[OHHO- 0(OPMIICHHIO TOKYMEHTOB.
pacniopsiautensHoii | @opmyisip - oopazenr OP/I. CoctaB 1 cxeMa pacIoyioKeHHsI pEKBH3UTOB Ha
JIOKyMEHTaIH dhopmysipe-o06pasiie, crmocoosl 0GOPMIICHHS.

(YCOPL). [TpaBmia opopmieHHsS peKBU3UTOB, peritaMmeHTupoBanHbIX [OCToMm P 6.30-

dopmynsap-oopazernr | 2003.

OP/I. PexBU3UTHI U [TonsaTue «O6maHk MOKyMeHTa». Bumbl O1aHKoB: 00mMiA OJIaHK, OJIaHK

OmaHKH MUCHhMa, OJJaHK KOHKPETHOT'O BHAa JOKYMEHTa. BapHaHTHI pacnoiaoKeHus
PEKBU3UTOB 3ar0JIOBOYHOM YaCTH OJIaHKA.

[paBuia opopmiicHHS, H3TOTOBJICHUS, YIETa, UCTIONIB30BaHUS U XPAHCHUS
repOOBBIX OJIAHKOB OpraHHU3aINH.

1 Tema 1.2.1 OCHOBHBIE TPYIIIBI OPTaHU3ALMOHHO-PACIOPAJUTEIBHBIX JOKYMEHTOB. TV,
Ipasuna XapaKkTeprCTUKa M COCTAaB OPraHU3AIMOHHBIX JOKYMEHTOB, BXOISIINX B
odopmitenns YCOPJI (ycTaBa, HOJI0XKEHUS, HHCTPYKIUH, TOJKHOCTHOM HHCTPYKLIUY,

OCHOBHBIX BUJIOB MPABUJI MITATHOTO PACIUCAHUS, CTPYKTYPHI ¥ IITATHOW YHUCICHHOCTH),

OpraHU3aIMOHHO- TpeboBaHUsA K X 0QOPMIICHHIO.

pacTIOpSONTENBHEIX | XapaKTEPHUCTHKA U COCTAB PACIIOPAIUTEIBHBIX JOKYMEHTOB,

JIOKYMEHTOB. Bxomsamux B YCOP]I (mocTaHOBIICHNS, IPUKA30B 110 OCHOBHOM

[Ipasuna JESTETFHOCTH U TI0 INYHOMY COCTaBY, PEIICHHS, PACIOPSDKEHS, YKa3aHHS,

odopmieHHS 1 COBMECTHOTO PacHOpPSIIUTEIHLHOTO TOKYMEHTa), TPeOOBaHUS K HX

BBIJIa9X KOTIHH 0hOPMIICHHIO.

JIOKYMCHTOB XapaKTepHuCcTHKa M COCTAaB OPTraHU3aIMOHHO-PACTIOPSIUTEITBHBIX
JIOKyMEHTOB, Bxoasamux B YCIIY ]| (mpuka3oB o IMYHOMY COCTaBY,
IITATHOTO PacHUCaHus, TpaduKa OTIIYCKOB, TMYHBIX KaPTOUCK,
KOMaHIUPOBOYHBIX yIOCTOBEPCHHUH, CITYKEOHOTO 3aaHus s HANPABICHUS
B KOMaHJUPOBKY U OTYETA O €TO BHIMOJHCHIH), TPEOOBAHUS K X
0(hOPMIICHHIO.

2 Tema 2.1.1. Opranm3annoHHbIe (OPMBI JOKYMEHTAIIHOHHOTO obecneueHus ynpasinenus. | T,Y,
Cnyx6a Cnryx6a JIOY, ocHOBHBIE 3a/1a4H, DYHKIINU, THIIOBBIE CTPYKTYPHI,
JIOKyMEHTallMOHHOTO | TOJKHOCTHOM cocTaB. PerimamenTtanus paboTsl ciryx0s1 JJOVY.
obecrieueHus [TonsTHE «IOKYMEHTOOOOPOT», OOIITHE TPUHITUTIHI OPTAHU3AITTH
YIpaBIICHUS JIOKyMEHTO000pOTa, €ro CTPYKTypa, HEOOXOAMMOCTh ydeTa 00beMa

IoKyMeHTooOopoTa. HopMaTuBHBIE JOKYMEHTHI, peTIaMeHTHPYIOIIIE
OpraHu3aIuio ToKyMeHToo00poTa. KoMnbroTepusanus JOKYMEHTO000pOTa.
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dopma

Ne HaunmenoBanue
CopeprxaHue paszena, TeMBI TEKYIIETo

pazzmena paszena, TeMBI
KOHTPOJIS

1 2 3 4

2 Tema 2.1.2 Ilyt noctyruienust JOKyMeHTOB B opranusanuto. [Ipuem u nepsonavansHas | KP, P
Opranuzanus 00paboTka qokyMeHTOB. [IpeaBapuTebHOE pacCCMOTPEHUE TOKYMEHTOB.
npuema, PaccMmoTpeHue JOKyMEHTOB PYKOBOJICTBOM OpPTraHHU3AIIHU.
paccMoOTpeHus, Perucrparus TOKyMEHTOB KaK COCTaBHAs YaCTh TCXHOJIOTHH
peTHUCTpaIiH U JIOKYMEHTAIUOHHOTO 00CSCIIEUCHHUS YIIPABICHHUS, KaK MPOIECC CO3aHUS
UCTIOJTHCHHUS 0aHKa JaHHBIX O TOKYMEHTAX OpraHu3anud. GOpMBI perucTpauu
JIOKYMCHTOB (xypHaspHasI, KaPTOYHAs, ABTOMATU3UPOBAHHAS), UX JOCTOMHCTBA U

HemocTaTky. [loka3zaTenu, BBOAUMBIC B PETHCTPAITHOHHBIC (JOPMEI.
TpebGoBaHUs K COCTaBy PETUCTPAIIMOHHBIX HHCKCOB.

JlocTaBka TOKyMEHTOB HCTIOIHUTENSIM. PaboTa nenoaHuTENS ©
JIOKyMEHTaMH. DTambl ucrioHeHns.. OCOOCHHOCTH MTOATOTOBKH
HOPMATHBHBIX IIPABOBBIX aKTOB.

DyHKITUY | TIpaBa moapasaeiaeHuit ciayx0obl JJIOY, ocylmecTBISIONUX MpHUEM,
MIpeaBapUTEIFHOE PACCMOTPEHHE, PETHCTPALINIO M JOCTABKY JOKYMEHTOB B
OpTraHU3aIUH.

2 Tema 2.1.3 B3anmocBs3b perucTpanuy JOKYMEHTOB U HH(OPMAITHOHHOCIIPAaBOYHOH v
HNudopmanmonHo- paboTel. Opranu3anys padoThI C TOMOIIBIO CIIPABOYHBIX KAPTOTEK.
cnpaBoyHas padora. | MHpopManuoHHO - cripaBoyHas paboTa B YCIOBUSAX MPUMEHCHUS
KonTtpons KOMIBIOTEPHBIX TEXHOJIOTHA.

UCIIOJIHEHUS OyHKIMY ¥ TpaBa noapasaeneHnit cayx0osl 10V, ocymecTBIsOmux
JIOKyMEHTOB. nH(OPMAMOHHO-CIIPABOYHYIO PaboTYy.
OpraHu3anroHHast O6mwme cBeneHus 00 ydeTe U CUCTEeMAaTH3aIMA HOPMAaTHBHO-TIPABOBBIX aKTOB
OTIIpaBKa (xoHCONHM AN, KoANPUKAIH, HHKopHopanus). Opranuszanys cpaBoYHO-
HCXOISIIINAX nHOPMAMOHHON PabOTHI IO JEHCTBYIOMEMY 3aKOHOATENECTBY PD,
JOKYMEHTOB HCTIOJIb30BaHUE HH(OPMAIIMOHHO-CITPABOYHBIX IIPABOBBIX CHCTEM.
Lenn KOHTPOIS UCTIOHEHUS TOKYMEHTOB, €ro BUABL. [TpuHITIIIEI
OpraHu3aiuu KOHTPoJsl. [IOHATHS: «CPOK UCTIOHCHUS», «THIIOBON CPOK».
HopMmaTHBHBIC JOKYMEHTBI, YCTAHABIHBAIOIIUE TUTIOBBIC CPOKU HCITOTHCHHS.
PyuHoli 1 aBTOMAaTU3MPOBAHHEII KOHTPOITh, UX JOCTOWHCTBA U HEJOCTATKH;
MpUMeHsieMast TeXHUKA. TeXHoNIorus BeJeHus KOHTposs. OCOOCHHOCTH
KOHTPOJIS pacIOPSIUTEIBHBIX JOKYMEHTOB. AHAJIH3 COCTOSHHS UCTIOTHECHUS
JIOKYMEHTOB B OpTraHH3aIlHH.
IMoapaznenenus cayx0661 JJOY, ocylmecTBISIONNE KOHTPOIIb UCTIOTHEHYS,
X QyHKIWH, TIpaBa.
[Ipomecc nmpreMa u 006pabOTKH UCXOMANIUX TOKYMEHTOB, COCTaB
BBITIONTHAEMBIX padOT MPH TPAJAUIIMOHHOM CIIOCO0€ OTIPABKH (ITOYTOMH):
MIpOBEpKa MPaBWIBHOCTU O()OPMIICHNUS, HATHYHS MIPUIIOKEHHUS, afpecaTa,
COpPTHPOBKA 110 ajjpecaTtaM M BHIaM OTIIPABICHUM, aIpecOBaHNE,
(anblieBaHNe, KOHBEPTOBAHNE, 3aKICUBaHUEC KOHBEPTOB, B3BCIIMBAHNE,
MapKHPOBKA, COCTABIICHUE OTHCH PACCHUIKH.
OTtnpaBka JOKyMEHTOB C IIOMOIIBIO TeehoHa, (akca, JMEKTPOHHOH MOYTOMH.
THUIBI CHCTEM AJIEKTPOHHOM MOYTHI (TI00aTbHEBIC, KOPITOPATHBHEIE).

2 Tema 2.2.1. [MonsTus: «aeno», «popMupoBaHue 1ei», «<HOMEHKIATYpa Jei». 3HaueHHE v, T
Opranuzanus HOMEHKJIATYPBI JCI sl KIaCCH(DHUKALMU TOKYMCHTOB OpraHH3allHu.
OTIePATUBHOTO Bunst HomenkmaTypsl gen. [lopsamok cocraBnerns, ohopMieHus,

XpaHeHHS YTBEP KICHISI U IPUMEHEHUS! KOHKPETHONH HOMEHKIIATYPHI 1€ OpraHn3aIllui
JOKYMEHTOB. 1 HOMEHKJIATYPHI Ie] CTPYKTYPHOTO MOIpa3IeIeHUs] OpraHu3alny.

Howmenknatypa aen

OcHoBHbIE TpeOOBaHMS K OPraHU3alMy OIIEPaTUBHOTO XpaHeHHus. [Tlopsimok
(bopMupOBaHUs 1€ B A€I0Npon3BoacTBE. OTBETCTBEHHOCTh 32 COXPAaHHOCTD
JIOKYMEHTOB. XpaHEeHHE JOKYMEHTOB B 3JIEKTPOHHOH (opMe.
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dopma

Ne HaunmenoBanue
CopeprxaHue paszena, TeMBI TEKYIIETo
pazzmena paszena, TeMBI
KOHTPOJIS
1 2 3 4
4 Tema 2.2.2 [lonsTHE «3KCNEPTH3a LIEHHOCTU JOKYMEHTOB». I[pMHLIMIIBI U KpUTEPUU v, T
DKcnepTu3a OIpe/iesIeHUsI HAy4HOM, HICTOPUYECKON U MPAKTUYECKONU LIEHHOCTH
LUCHHOCTHU JIoKyMeHTOB. CpOKH XpaHCHHS JOKYMECHTOB. [IepeyHr JOKYMEHTOB C
JIOKYMCHTOB. YKa3aHUEM CPOKOB XPaHCHHS, UX BUJIbI, HA3HAYCHHE, CXEMBI TIOCTPOCHUSI.
IoxroroBka aen k DTanbl ¥ MOPSAA0K MPOBEICHUS SKCIICPTU3BI IICHHOCTH JTIOKYMEHTOB B
aApXUBHOMY JIEJIOTIPOU3BOICTBE OpraHu3aiu. [1opsIoK YHHYTOKECHUS TOKYMEHTOB U
XPaHCHHUIO opOopMIICHHS PE3yIbTaTOB IKCIEPTH3BI. TpeOoBaHus K 0()OPMIICHUIO aKTa O
BBIJICIICHUH K YHHUYTOXKCHHUIO JOKYMEHTOB, HE MOJUICKANUX XPAHCHHUIO.
CucTtema SKCHEePTHBIX OPTaHOB. DKCIEPTHBIE KOMUCCHH OPTaHU3AIIH, X
(hyHKITMY, TTpaBa, OpraHu3amus padboThI.
[lepeyeHp MepoPHUATHIA TIO TOATOTOBKE JIEN K IIepeade B apXUB.
TpeboBanus kK 0POPMIICHUIO JE]T TIOCTOSTHHOTO, BPEMEHHOTO CPOKOB
XpaHEeHHUs U 10 THYHOMY cocTaBy. [IpaBuia opopmienns. [Ipasuna
COCTaBJICHUS CIATOYHOM OMHCH JIeN U MOPAJOK Iepeadn B apXuB
opraHu3aiuy. Buabl apXuBOB: BETOMCTBCHHEIC, 00 TUHCHHBIC
BEJIOMCTBCHHBIC, 00bCAMHECHHBIC MEKBEIOMCTBEHHBIC 110 TMYHOMY COCTaBY,
TOCyIapCTBCHHEIC apXUBBl. CPOKH XpaHCHUS JOKYMEHTOB B
BEJIOMCTBCHHBIX apxuBax. [IoHATHS: «apXHUBHBIT houI»,
«IOKYMEHTAIBHBIA (OHIT», «[OCYTaPCTBCHHBIN apXUBHBIN QOH/I».
2 Tema 2.3.1 OO6parteHus rpakiaH ¥ UX pa3HOBUIHOCTH - MPEIIOKEHNUS, 3asBICHUS, T,P,V
Opranuzanus JKaI0O0BI, X01aTaliCTBa, KOJUIEKTUBHBIC oOpatmienus. [IpaBo rpaxman Ha
paboTsI ¢ obOparmmenus. [ToBeIOMCTBEHHOCTh 1€ M ajpecaThl OOpaIICHHIA TpaXIaH.
obparnieHusIMu OO053aHHOCTH OpraHU3aIMi 10 UX PACCMOTPEHHIO M IPUHATHIO PEIICHUH.
rpaxaaH HopmaTtnBHO-MeTOAMYECKIE TOKYMEHTHI, PEriIaMeHTHPYIOIINE

JIOKyMEHTaILMOHHOE o0ecrieyeHne paboThl ¢ OOpaICHUAME IPasK/IaH.
LlenTpanu3amnys 1 co3JaHne CIeNNaTN3UPOBAaHHBIX MTOPa3AeIeHUH 10
paborte ¢ oOpameHusIMU TpaXkiad. Y CTHBIE ¥ TUCEMEHHBIE 00paleHus..
OCO0EHHOCTH TEXHOJIOTHUH Pa0OTHI ¢ 0OpaneHus MU rpaxaad. OOs3aHHOCTH
JIOJDKHOCTHBIX JIMI] TI0 PACCMOTPEHHI0 oOparieHnii. CpOKH HCHONTHEHUS
oOparieHnii ¥ HOCNeICTBHS IPHHATHS PEIICHUH 110 00paIieHusIM IpaxJaH.
OTBETCTBEHHOCTD 33 HApYIICHUE 3aKOHOAATEIHLCTBA 00 0OpaIIeHUIX
rpaxcIaH.
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dopma
Ne HaunmenoBanue
CopeprxaHue paszena, TeMBI TEKYIIETo
pazzmena paszena, TeMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.3.2 Buns! rpudoB orpaHmueHIS JOCTYTA K TOKYMEHTaM. KP,P, ¥
Opraanzanus HopmaTuBHBIE aKTHI, peryiupyiomue padoTy ¢ JOKyMEHTaMH,
paboThI ¢ COJICpIKaIMMHU CBEJICHUSI, COCTABIISIONINE rOCYIaPCTBEHHYIO TalHYy.
JOKyMEHTaMH, IMopsinok oTHeceHMs1 MHPOPMALIMH K CBEJICHUSIM 0COO0H Ba)KHOCTH,
UMEIOIIUMHE TpUd COBEpIICHHO CEKPETHBIM, CEKPETHBIM.
OTpaHUYEHUS HopmaTuBHBIE aKThI, pETYIMPYIOIIUE PadOTy ¢ TOKYMEHTaMH,
JOCTyNa K HAM COJICpIKaIllIMHU CBEJICHUSI, COCTABIISIONINE KOMMEpUecKyto Taiiny. Ilopsaok
OTHECEHHM CBECHUI K KOMMepUecKol TaliHe. Mepomnpusrus,
obecrieunBaroniye 3amuTy KoMMepdeckoi TaitHpl. OCOOEHHOCTH yUeTa,
pEeTuCTpanuy, UCIOIH30BaHNSA, 0(OPMIICHHS, Pa3MHOXKEHUS, TIepeaadn,
(hopMHUpOBaHKA B JieNa, IepeIaur B apXyB WK YHUUTOKeHH. [lopsimox
CHATHA TPUPOB «KOMMepUecKast TaifHa», «KOHOUIACHIIHATIEHOY.
HopmaTuBHBIE aKTHI, peryimpyiomue padoTy ¢ JOKyMEHTaMH,
COZIEPIKAITUMH CITY>KEOHYI0 HH(POPMAITHIO OTPAaHUICHHOTO PACTIPOCTPAHCHHUS
(umeromue Tpud «ist ciryskeOHOTO MoIB30BaHMs»). [Topsiiok oTHECEHHS
CBEJICHHH K CITy>keOHON MH(pOpMaIMN OrpaHUuEHHOTO PACIIPOCTPAHEHHSI.
Meponpusitusi, o0ecrieunBaoNIye 3aKTy J0KyMeHTOB ¢ rpudom «J[CIT».
OCo0eHHOCTH yueTa, perucTpalii, NCII0JIb30BaHusL, 0()OPMIICHUS,
pa3MHOKeHus, GOPMHUPOBAHUS B J€ia, IEPEAadr B apXHUB WM YHHUTOKCHHUS.
ITpoBepka Hammuus JokyMeHTOB ¢ rpudom «ICII». [Topsgok cHaTHS Tprda.
[onpasnenenus, opranu3yromye padoTy ¢ JOKYMEHTaMH, COIEPKAITUMHU
rpud orpaHUYEHHS JOCTYIA K HUM, UX (QYHKITNH, TIpaBa, JOHKHOCTHON
COCTaB.
[Ipumedanue: T — TectupoBanwme, P — Harmucanume pedepara, Y — ycTHbIi onpoc, KP — koHTponbpHas padoTa
2.4.2. 3aHATHS CEMHUHAPCKOT0 THIIA
—HE NIPEyCMOTPEHBI
2.4.3. IlpakTuyeckue 3aHATHSI
®opma
Ne Haumenoane HanmeHoBaHME MpakTHYECKUX PaboOT TEKYIIEro
paszena, TeMBbl
KOHTPOJIS
1 2 3 4
1. [Pa3mex 1. JIOKYMEHTBI U JOKyMEHTHPOBAHUE
JloKyMeHTHpPOBaHMe Bompocst:
Tema 1.1. 1.IonupyHKIMOHATBHOCTh JOKYMEHTa
JloKyMeHTalHOHHOE 2.Croco0bl JOKyMEHTHPOBAaHUS
o0ecrieyeHue yrpaBJieHus: 3.Bmustane HTII Ha JoKyMeHTHpOBaHHE
MOHSATHE, CO/lePKaHHe H YHIpUKaINA 1 cTaHIAPTH3ANS TOKYMEHTOB.
Tanbl pa3BUTHS. Y HIQHUIHPOBAaHHBIC CHCTEMBI IOKYMEHTALINH
Bomnpocsr:
1.JleticTByromue YHUPUITUPOBAHHBIC CUCTEMBI
TOKYMEHTAIIH 1P, JIP, V

2.YHuunupoBaHHbie GOPMBI JOKYMEHTOB: TIOHSATHE, BUJIBI,
MOPSJIOK BEJICHUS

3.3aaun yrpaBiIcHHS U BUJIbI JOKYMCHTOB
YHu(UIUpOBaHHAS CUCTEMA OPraHU3alMOHHO-
pacnopsaurensHoit nokymentanuu (Y COPJL). ®opmynsp-
oOpazer; OPJI. PexkBu3uThI 1 O1aHKU

Bompocsr:

1.®opmyssip — obpazery OP/]

2.IloHsATHE ¥ BUIBI OJJAHKOB TOKYMEHTA.

3CocraBneHue o01Iero OJlaHka OpraHu3alyy C YIJIOBBIM U
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[PO/I0JIbHBIM BAPHAHTAMH PACIIOJNIOKEHUST PEKBH3UTOB
4 CocraprieHue O6JaHKa CIIy)KeOHOTO MIChbMa OPTaHU3AIUH C
YIJIOBBIM M MIPOIOJIbHBIMA BAPHAHTAMH PACIIONIOKEHHUS
[PEKBH3HTOB

Pazgen 1.
JlokyMeHTHpOBaHHe
Tema 1.2.
Odopmaenne OPJ]

[IpaBuia opopMIICHISI OCHOBHBIX BUIOB OPTaHU3AIOHHO-
[PACTIOPSITUTEIHHBIX JOKYMCHTOB.

Bompocsr:

1.0Opranu3airioHHBIC TOKYMEHTHI OpTaHU3aIliH, aHAITN3
CTPYKTYPBI X TEKCTA, MPABUWIBHOCTU 0()OPMIICHUS
MOJIOXKCHUH, YCTaBOB, OKHOCTHBIX HHCTPYKIIMN

2. OdopmiieHIE IPUKa3a 0 OCHOBHOM JIEATEILHOCTH
3.0dopmiieHre nprkasza 1o JHIHOMY COCTaBY, ITATHOTO
pacniicanus, rpaduka OTITyCKOB, IMIHBIX KApTOUCK,
KOMaHIMPOBOYHBIX yYJOCTOBEPEHHUH, CIYKEOHOTO 3aTaHuUs
TS HAaTIpaBJICHUS B KOMaHIUPOBKY, OTYETA O €€ BHIIOTHEHIH
4.0dopMieHre 3asBICHUS, CIIPABKH, TPOTOKOJIA
5OdopMeHHE CITYKEOHBIX MTHCEM

Py, T

[TpaBrna oopMIICHHS W BBIAAYN KOTIHI TOKYMEHTOB
Bompocsr:

1.TpeboBaHus K pa3IMYHBIM BHJIAM KOIUI TOKYMEHTOB,
BBIIaBAEMbIX B OpraHU3aLUsiX

2.0dhopMIiteHUE MOTHON KOMUHU O(UIHMATHHOTO TOKYMEHTA,
BBIIMMKUCKY 13 OQUIMATIBHOTO TOKYMEHTA, KOTIMU-OTITYCKA.

Py, T

Paznen 2.
Opranusanus padoTsl ¢
MOKyMeHTaMH

Tema 2.1.
JlokyMeHT0060poT

Cnyx0a JOKyMEHTAIIHOHHOTO 00ECIICUCHUSI YIIPaBICHUS
Bonpocsr:

1.0cHoBHBIE 3a1a4H, QYHKIMH, THTIOBBIE CTPYKTYPBI CITYKOBI
10y

2. [TpuHIMITBEI OpTaHU3aAHHA JOKYMEHTO000pOTa
3.HopMaTHBHBIE JOKYMEHTBI, PErJaMeHTUPYIOIIHE
OpraHu3aIHio JOKYMEHT0000pOoTa

OpraHu3anys mprueMa, pacCMOTPEHUS, PETUCTPAIIUN U
VCIIOJTHEHUS TOKYMEHTOB

Bompocsr:

1.IToHsITHE perucTpanuu JOKYMCHTOB U ¢¢ (DOPMEI
2.Bxonsmuii JOKyMeHT (03HAaKOMJICHHE C TEKCTOM,
[IPOCTaBJICHHUE PE3OJIIOLIMH, BXOISIIETO PErHCTPALIIOHHOTO
WHJICKCA, 3aII0JIHCHUE PETHCTPAMOHHON (hOPMBI)

3. .PaboTa HCTIOTHUTENS C TOKYMEHTAMH

MudopmanmonHo-cripaBoyHas pabora. Kontpoin
WCIIOJTHEHHS TOKYMEeHTOB. OpraHu3anioHHas OTIPaBKa
MCXOIAMINX JOKYMEHTOB

Bonpocsr:

1.10Y u uadopmaIioHHO-CIIpaBOYHas CITyk0a: 3a1aum,
(hyHKIIMH, OpraHu3anus

2. TexHONOTHS BEeICHUS KOHTPOJIS JOKYMEHTOB.

3 AHaJIH3 COCTOSIHHSL KOHTPOJISI JOKYMEHTOB B OpTaHU3aIUU

Py, T

Paznen 2.
Opranuszanus padoTsl ¢
MOKyMeHTaMH

Tema 2.2.

XpaHeHHe JOKYMEHTOB

OpraHu3anus ONepaTHBHOTO XPAHCHUS JOKYMCHTOB.
Homenknatypa aen

Bompocsr:

1.3HaueHMe HOMEHKIATYPBI ACT TS KiacCU(UKAIIUH JCIT
OpTraHU3aIIH

2. O3HaKOMJIEHHUE C TUTTOBBIMH U TIPUMEPHBIMU
HOMEHKJIATypaMHu Jell

3dopMHupoBaHUE JIeTa B COOTBETCTBUU C KOHKPETHOM
HOMEHKJIATYPOU nien

Py, T

JKkcrepTr3a HEeHHOCTH JOKyMeHTOB. [loaroToBka e K
ApPXMBHOMY XPaHEHHUIO

Bompocsr:

1.IIpuHIMIBI ¥ KPUTSPUH OTIPEACICHUS IICHHOCTH
TOKYMCHTOB

2. [TopsiioK MPOBECHUS IKCIIEPTH3HI IIGHHOCTH TOKYMCHTOB

B OpraHu3anumn

Py, T
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3.CocTaBieHne akTa O BBIJCICHUN K YHUUTOXKEHHUIO
TOKyMEHTOB, HE MOIJISKANUX XPAHESHHUIO.

4. TTogroToBka Jeia K nepeaade B apxXuB OpraHU3aIliH,
COCTaBJIEHHE CIATOYHOM OMUCH

Paznen 2.

Opranusanus padoTsl ¢
MOKyMeHTaMH

Tema 2.3.

OcodeHHOCTH PadOTHI €
o0palIeHUsIMH T'PAKIAH U
KOH(pUIeHIHATBLHBIMH
TOKYMeHTaMHu

Opranuzanys paboTsl ¢ 00paEHUSIMH TPaKIaH

Bompocsr:

1.06pauieHust rpakaaH: pa3sHOBHIHOCTH M X OCOOCHHOCTH

2.0CcO0EHHOCTH TEXHOJIOTHUH PA0OTHI C 00paeHUSIMA

rpaxIan

3.CpOKH UCTIOJTHEHNUS 0OpaIeHUH 1 MTOCIEACTBHIS NPUHITHUS
CIICHUH 110 00paICHMSIM IrpaKaaH

Opranuzanus padoThl C JOKYMEHTaMU, UMCIOIIUMU rpu
OTpaHNYEHUS TOCTYTa K HIM

Bonpocsr:

1.Bunst rpudoB orpaHNYEHUs 10CTyNa K JOKyMEHTaM,
MOPSIOK CHATHS rpuda

2. OcCOOEHHOCTH C JOKYMEHTaMH, COCTABIISIOIIUMHU
rOCYIapCTBEHHYIO TallHYy

3 OcoOeHHOCTH PabOTHI C TOKYMEHTAMH, COCTABIISIFOIUMHU
KOMMEPUYECKYIO TaliHy

4 Ocobennoctu paboTsl ¢ nokyMeHTamu ¢ rpudom «JICIT»

Py, T
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2.4.4. Conep:xxanue camocTosiTeJibHOM padoTsl (IlpumepHasi TemaTuka pedepaToB)

BrnusiHue HayKu ¥ TEXHUKH Ha Pa3BUTHE JOKYMEHTOO00OpOTa B OpraHU3aIlH
CoBpemeHHbIE c110CO0bI TOKYMEHTUPOBAHHUS

3HayeHne yHU(UKALUY U CTaHJapTU3aLUHU IOKYMEHTOB

[TonsTre yHuUIUPOBAHHBIX (POPM TOKYMEHTOB

CoBpemMenHbIe TpeOOBaHHS K 0(OPMIICHUIO JOKYMEHTOB

PexBu3utsl u 6s1aHKH

dopmyrsip — obpazer; OP/I.

XapakTepuCTHKa U COCTaB PACIIOPSAUTENBHBIX JOKYMEHTOB, BXOISAIIUX B
YCOP/J

9. T'ocynapctBenHas cuctema [JOY

10. OcobGeHHOCTH 3aBEPEHMSI KOTIMI HOTapUaJIbHBIMH KOHTOPAMHU

11. IMoppaznenenus cnyx6s1 IOY u ux B3auMoielcTBUE

12. Opranuzanuonssie Gopmser JOY

13. OcoOeHHOCTH OTIIPABKHU TIOKYMEHTOB C ITIOMOIIbI0 TEXHUUYECKUX CPEACTB.
14. Opranu3zanust paboThl ¢ UCXOASAIIMMU JOKYMEHTaMU

15. OcobenHocTy paboThl ¢ BXOAAIMMU JOKYMEHTaMU

16. Opranu3zanus paboThl ¢ BHyTPEHHEN JOKYMEHTAalUel OpraHu3aluu

e A A i

2.4.5. IlepeyeHb y4ueOHO-METOANYECKOT0 00ecnieYeHUs /IJIsi CAMOCTOSITEIbHOM padoThI
o0y4yaromuXxcs Mo AUCIHUIJINHE

CamocTrosiTenpHas paboTa CTYICHTOB SBISETCA BaxkHeWmed Qopmoil ydeOHO-
MIO3HABATEJILHOIO MPOLECCa.

OcHOBHas 11eJIb CaMOCTOSITENIbHOW pabOThl CTYJEHTa IPU U3YYEHUU JUCLUILUIMHBI —
3aKpENUTh TEOPETUYECKUE 3HAHUA, IOJYYECHHBIE B XOJ JICKIMOHHBIX 3aHATUH, a TaKKe
copMHpPOBaATh MPAKTUIECKHE HABBIKH MOATOTOBKU B o0nactu JJOY.

CamocrosiTenpHas padoTa CTyIeHTa B IPOLIECCE OCBOEHUS TUCIUIIMHBI BKIIIOYAET:

-U3y4EHNE OCHOBHOM U JIONIOJHUTENBHON JIUTEPATYPHI 110 KYpCY;
-CaMOCTOSTEIIBHOE H3YYEHUE HEKOTOPBIX BOIIPOCOB (KOHCIIEKTUPOBAHHUE);
-paboTy C PIEKTPOHHBIMU y4EOHBIMH PECYPCAMU;
-U3y4EHNE MAaTEPUAIIOB IIEPUOANYECKON NI€YaTH, UHTEPHET PECYPCOB;
-IIOJrOTOBKY K TECTUPOBAHUIO;
-IIOATOTOBKY K ITPAKTHYECKUM 3aHATHUAM,
-CaMOCTOSITEJIBHOE BBINIOJHEHUE TOMAIIHKUX 3a/IaHUH,
-IOATOTOBKY pedepara (0KIaaa, 3cce) o oAHON U3 npodieM Kypcea.
Ha camocTosiTe/IbHYI0 pa00Ty CTYAeHTOB OTBOANTCS 48 yac. y4eOHOro BpeMeHH.

No Hanmenosanue IlepeueHp yueOHO-METOAMYECKOTO OOCCIICUCHHUS TUCIUILIHHEI 110
- paznena, Temsl, Buaa CPC BBITTOJIHCHHIO CAMOCTOSTEIEHOW PabOThI
1 2 3
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Pasnen 1.

JlokyMeHTHpOBaHHE

Tema 1.1.
JloKyMeHTallnoOHHOe
odecnmevyeHne
yIpaBJieHUs: IOHATHE,
cojiep:KaHUE U ITAMBI
pa3BuTHS

['manuii, E. B. JlokyMeHTanlMOHHOE OOECIICYCHUE YIpPAaBICHUSA @ y4eOHOE
nocobue / I'maguii E. B. - M. : U1] PUOP, HUL] UH®PA-M, 2016. - 249 c. -
(ITlpod. obpazoBanme). - ISBN 978-5-369-01042-6; bacakos, M.U.
JlokyMeHTalMOHHOE ~ obecriedeHue  ympasieHus:  (JlenonponsBonacTBo)
[DmexTponnsIii pecype] : yueonuk / M.U. bacakos. - 2-e u3M., UCII. U AOI. -
PocroB-#/]] : ®enunke, 2013. - 352 c. : un. - (Cpeanee npodecCHoHaIbHOES
oOpa3oBaHHE). - ISBN 978-5-222-20053-7. - URL:
http://biblioclub.ru/index.php?page=book&id=271490; [ynrepoBa, O. M.
3HaueHWe [OKYMEHTAI[MOHHOTO OOeCIedYeHHs B PEIICHHH 3agad o
COBEPILEHCTBOBAHUIO yTMpaBieHus [OnexTpoHHeli pecypc] / O. M.
JlynrepoBa // [loxxapHast 6e30macHOCTh: Mpo0IeMbl U nepcrekTuBbl. — 2013.
— Ne 1 (4). - C. 189-192. URL: http://elibrary.ru/item.asp?id=26341657;
®uonosa, JI. P. OcBoenue npodeccnoHalbHBIX KOMIeTeHUUH B cdepe

TOKYMCHTAIIMOHHOTO ~ OOCCIICUCHUsI yIpaBlcHHUs : Yyd4eOHOe mocoOue
[Omextponnsrii pecypc] / JI. P. ®uonoBa. — Ilensa: Ilensenckuit
roCcyldapCTBeHHBIM  yHUBepcureT, 2016. — 200 c¢. URL: URL:

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

Pasnen 1.
JloKyMeHTHpOBaHHe
Tema 1.2.
Odopmaenne OPJ]

[manuii, E. B. JlokymMeHTanmoHHOE oOOecrieueHue ympaBieHHus : ydeOHoe
nocobue / I'magmii E. B. - M. : U] PUOP, HUL] UH®PA-M, 2016. - 249 c. -
(ITpod. obpazomanme). - ISBN 978-5-369-01042-6; bacako, M.MN.
JlokyMeHTallmoHHOe  obecriedeHne  ympasieHus:  (Jlemonpou3BoacTBO)
[DmexTponnsIit pecype] : yueonuk / M.U. bacakos. - 2-e u31., UCII. U AOI. -
PoctoB-#/]] : ®enunke, 2013. - 352 c. : wn. - (CpenHee npodeccuoHaANbHOE
00pa3oBaHue). - ISBN 978-5-222-20053-7. - URL:
http://biblioclub.ru/index.php?page=book&id=271490; ®uonosa, JI. P.
OcBoeHune MpogecCHOHAIBHBIX KOMIIETCHIMH B chepe TOKyMEHTAI[HOHHOTO
obecrieueHus ynpasieHus : ydyeOHoe nocobue [DnexTponnstii pecype] / JI. P.
®duonosa. — [len3a: IleH3eHckuii TocymapcTBeHHbINH yHHBepcuTeT, 2016. —
200 c. URL: URL: http://elibrary.ru/item.asp?id=26492419

Pasnen 2.

Opranuzanus padoTsl ¢
TOKYMEeHTAMHU

Tema 2.1.
J[OKyMEeHT0060pOT

Imanuii, E. B. JlokymMeHTanmoHHOE oOOecrieueHue ympaBjicHHs : ydeOHoe
nocobue / I'magmii E. B. - M. : U] PUOP, HUL] UH®PA-M, 2016. - 249 c. -
(ITpod. obOpazoBanme). - ISBN 978-5-369-01042-6; bua, M. T.
OnTUMU3alMOHHBIE  TEXHOJOTHH  (OPMHPOBAaHUS  JOKYMEHTAIlMOHHOTO
obecriedeHusl yrpaBlieHUs KoMIanuu [InexkTpoHHbid pecypc] / M. I'. bua //
bezonacHocTs nHPpOpMaunoHHbIX TexHoorui. — 2009. - Ne 4. — C. 134-140.
URL: URL: http://elibrary.ru/item.asp?id=27025350; Hymmmii, E. B. O
HEKOTOPBIX IMpo0jieMax B JEATEIBHOCTH CIY)KObl JOKYMEHTAI[HOHHOTO
obecrieueHnsl ynpaBieHHus JeidaMd MUHHCTEpPCTBA HMHOCTPAHHBIX el
[Dnextponnsiii pecypce] / E. B. dynunuii // Martepuansl IBaHOBCKUX YTEHHIA.
- 2016. - Ne 2 (6). - C. 34-39. URL: URL:
http://elibrary.ru/item.asp?id=26323527

Paznen 2.

Opranuzanus paéoTsl ¢
TOKYMEeHTaAMHU

Tema 2.2.

XpaHeHHe TOKYMEHTOB

['magmii, E. B. JlokyMeHTanlMOHHOE OOECIICYEHUE YIpPAaBICHUSA @ yd4eOHOE
nocobue / I'mapuii E. B. - M. : W11 PUOP, HULl NH®PA-M, 2016. - 249 c. -
(ITpodh. obpasosanue). - ISBN 978-5-369-01042-6; 'opo61oBa, JI. I1.,
Leiranxos, M. C. JlokyMEHTHpOBaHHE YIPaBJIECHYECKOH [eSTEIbHOCTH
NpeANPUSTHH POMBIIIIEHHOCTH : y4eOHOoe rmocodue [DIeKTpoHHbIH pecypc]
/ JI. TI. Topobuosa, U. C. Lpirankos. — CII6.: Canxt-IletepOyprckuit
TOCYIapCTBEHHBIM dSKOHOMHUecknid yHuBepcuteT, 2016. URL: URL:
http://elibrary.ru/item.asp?id=26669652; ®uonosa, JI. P. OcBoenue
npodeccHOHANBPHBIX ~ KOMIETEHIMH B cdepe  IOKyMEHTAI[HOHHOTO

obecriedeHns yrpaBieHus : yaeOHoe mocobue [DnexTponusiit pecype] / JI. P.
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®uonoBa. — Ilensa: Ilen3enckuil rocynapcTBeHHblll yHuUBepcurer, 2016. —
200 c. URL: URL: http://elibrary.ru/item.asp?id=26492419

5. ['namuii, E. B. JlokymeHTaloHHOE OOecneyeHne ymnpaBlieHHs @ ydyeOHoe
Paznen 2. nocobue / I'maguii E. B. - M. : U1] PUOP, HUL] UH®PA-M, 2016. - 249 c. -
Opranusauus paboTel ¢ (ITpo¢. obpazoBanme). - ISBN 978-5-369-01042-6; bacako, M.U.
AOKYMEHTAMH JlokyMeHTalMOHHOE ~ obecrniedeHue  ympasieHus:  (JlenonponsBonacTBo)

T 2.3.
Oiﬁgeﬂﬂoan paGoTHI ¢ [Onexrponnslit pecype] : yueonuk / M.U. bacakos. - 2-e u3a., ucl. u JoMm. -

06paIeHHsIMHI FPAKIAH 1 PocroB-#/]] : ®enunke, 2013. - 352 c. : un. - (Cpeanee npodecCHoHaATbHOE
KOH(I)“I[eHuHaJ]])HLIM“ O6p330BaHI/IC). - ISBN 978-5-222-20053-7. - URL:
MOKYMeHTaMHu http://biblioclub.ru/index.php?page=book&id=271490.

Kpome nepeunciaeHHbIX HCTOUHUKOB CTYJEHT MOKET BOCIIOJIb30BATHCS IMOMCKOBBIMU
cucteMamu cetu IHTepHET 10 TeMe caMOCTOSTENbHON PaOOTHI.

Jlnst ocBOGHMSI JAHHOM TUCIUIUIMHBI M BBITIOJHEHUS MPEIyCMOTPEHHBIX Y4eOHOM
IIpOrpaMMOM Kypca 3aJJaHui 10 CaMOCTOSITENbHON paboTe CTYIEHT MOYKET MCIOJIb30BaTh
cienyroniee yueOHO-METOJUUeCKoe obecreueHue:

-METOAMYECKUE PEKOMEH AU IIPENoAaBaTesl K JIEKIIMOHHOMY MaTepuay;

Havanom opranmzanuu mo00l caMOCTOSATENBHON padOTHI JOHKHO OBITH MPUBUTHE
HABBIKOB U YMEHHI TPaMOTHON pabOThI ¢ y4eOHOM ¥ HAYIHOU JTUTEPATYpOr. DTOT mpoIiecc,
B MEPBYIO OYEpElb, CBSA3aH C HAXOXKICHHUEM HEOOXOAMMOW Ui YCHEIIHOIO OBJIAJIEHUS
yueOHBIM MaTepuanoM JnutTeparypoil. CTyIeHT [OJDKEH YMETh IMOJb30BaThCs (OHIAMU
OMOIHMOTEK U CITPABOYHO-OMOIHOTpadUIeCKUMU U3JaHUSIMH.

CryzaeHTbl JUisl TOJHOLIEHHOIO OCBOEHHUS Y4eOHOIro Kypca MJOJIKHBI COCTaBJISATh
KOHCIEKTBI KaK MPH MPOCIYIIUBAHUH €T0 TeOPETUYECKOM (JEKUMOHHOW) YacTH, TaK U MpHU
MOATOTOBKE K MPAaKTHUECKUM 3aHATHAM. JKenarenbHO, 4YTOOBI KOHCHEKTHI JIEKLIHUH
3aMMCHIBAJIUCh B JIOTMYECKOM I10CIIEI0BAaTENbHOCTH M3YyUEHHUS Kypca M COJIEp)KAJIUCh B
OIHOM TETPaIH.

Jlnst ocBOGHMSI JAHHOM TUCIUIUIMHBI M BBITIOJHEHUS MPEIyCMOTPEHHBIX Y4eOHOM
MpOrpaMMoOi Kypca 3aJJlaHui 10 CaMOCTOSITENIbHONW paloTe CTYIEHT MOXKET MCIOJIb30BaTh
cienyrliee y4eOHO-MEeTOJUYECKOe 00ecrieUeHue:

-METOAMYECKHE PEKOMEH AU TIPenoAaBaTels K JIGKIIMOHHOMY MaTepuay;

-METOINYECKHE PEKOMEHIAINH MPEToAaBaTesl K MPaKTHIeCKUM (J1abOpaTOpHBIM)
3aHATHUSM;

-METOJMYECKUE PEKOMEHJAIMU TpEenoiaBareyis K BBIIOJHEHUIO CaMOCTOSTEIbHBIX
JIOMAIIHUX 3aJaHu.

Hauanom opranuzanuu Jir000H caMOCTOSITENBHONW padOThl TOJKHO OBITh MPUBUTHE
HAaBBIKOB U YMEHHI IPaMOTHOM paboOThI ¢ yueOHOI M Hay4YHOU JIUTEpaTypoil. ITOT mpoliecc,
B IIEPBYIO OYepedb, CBS3aH C HAXOKICHHEM HEOOXOJMMOW I YCIEUIIHOTO OBIAICHUS
yueOHBIM MaTepHasioM Jureparypoil. CTyneHT IOKeH YMETh MOJb30BaThes (OHIAAMU
OuOIMOTEK M CIIPaBOYHO-OMOINOTpapueCKIMH N3JaHUSIMH.

CryneHTbl [UIsl TMOJIHOLIEHHOTO OCBOEHHS Y4e€OHOro Kypca JOJIKHBI COCTaBJISATh
KOHCIIEKThI KaK MpU MPOCITYIIMBAHUU €r0 TEOPETUUEeCKON (JIEKIIMOHHOMN) YacTH, TaK U MpU
MOJATOTOBKE K TMPaKTUYECKUM 3aHATUSAM. JKenmaTenbHO, 4YTOOBI KOHCHEKTHI JICKIIMM
3aMHUCHIBAIMCh B JIOTMUECKON IOCJEN0BAaTEIbHOCTH H3Y4YEHHMS] Kypca U COAEPKAIHNCh B
OJIHOM TeTpaau.
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HCIIOJIB3YIOTCA

3. OBPABOBATEJIBHBIE TEXHOJIOT'MHA

Jnis peanu3anyuyu KOMIIETEHTHOCTHOTO TIOX0/1a TPeAyCMaTPUBACTCS UCIIOIb30BaHUE
B Y4eOHOM TMpoliecce aKTUBHBIX M HMHTEPAKTHBHBIX (OPM TPOBEIACHHUS AYAUTOPHBIX H
BHEAYJMTOPHBIX 3aHATHH C MeTbi0 (OPMHUPOBAHUS W PA3BUTUSA TPOGECCUOHATBHBIX
HABBIKOB 00 yJarOIIHUXCSI.
B mporecce mpenomaBaHus MPUMEHSFOTCSI 00pa30BaTEbHBIEC TEXHOJIOTUU PA3BUTHS
KPUTHUYECKOTO MBIITUICHHUS.
B yuebHOM miporiecce HapsLy ¢ TPAIUIIMOHHBIMUA 00pa30BaTEILHBIMHI TEXHOJIOTHSIMHU

KOMIIBXOTCPHOC

HUHTCPAKTUBHBIC TCXHOJIOTHH.

TCCTUPOBAHUC,

TEMATHUYCCKUC

3.1.00pa3oBaTe/ibHbIe TEXHOJOIMH MPH MPOBEAEHUHU JIEKIU

MMpC3CHTAllNH,

BI/I,HI)I MMPUMCHACMBIX 06paSOBaTeHLHLIX

Ne Tema 8 Kom.
TEXHOJIOTUI
qac
1 2 3 4
1 [MoHsTHE TOKYMEHTAIUOHHOT'O 00CCIICUCHHUS YIIPABICHHUS Ay/IMOBH3yalIbHAs TEXHONOTHS, 4
MIPOOJIEMHOE M3JI0KCHHE
JIOKyMEHTBI ¥ TOKyMEHTUPOBAHHE
2 AyanoBusyaibHasi TEXHOJOTHS, aKTUBHOE 4
oOyueHue
YHubUKanus 1 CTaHaapTH3AIUI TOKYMEHTOB. "
3 TexHONMOTHS Pa3BUTHS KPUTHIECCKOTO 4
YHUGUIIUPOBaHHBIE CHCTEMBI TOKYMEHTAITUH
MBIIUICHUS Yepe3 YTCHUE U TTHCEMO
YHuuImpoBaHHas CUCTEMa OpPraHU3aIlMOHHO- y
4 pacropsMTebHON tokymenTatun (YCOPJT). TexHONOTHS Pa3BUTHSI KPUTHICCKOTO 4
Dopmyisip-o6pazer; OP/I. PekBH3UTHI 1 GlaHKH MBIIUICHHA 4CPE3 ITCHUC 1 ITNCHMO
5 IpaBuia opopMIICHHS OCHOBHBIX BUIOB OPraHH3aIllMOHHO- 4
[PaCTIOPSAUTEIBHBIX TOKyMEHTOB. [IpaBuia odopmiieHus u [TpobnemHoe U310XKEHUE
BBIIAYU KONHUM TOKYMEHTOB
6 Ciryx0a TOKyMEHTAIIMOHHOTO 00eCTIeYeHUS YITPABICHUS 4
Jleknus-auckyccus
OpraHu3anus rpruemMa, pacCMOTPEHHS, PETUCTPALIUN U
7 VICTIOJTHEHHS JOKYMEHTOB TexHoa0rus pa3BUTHSI KPUTUIECKOTO 4%
MBIIUICHUS Yepe3 YTCHUE U TTUCEMO
Q Hudopmanmonno-cripaBouHas padora. KoHTpos 4
MCTIOIHEHUS TOKYMEHTOB. OpraHu3alioOHHAast OTIIPaBKa JIMYHOCTHO-IEATENILHOCTHOE 00yYCHUE
MCXOISAIINX TOKYMEHTOB
Opranmu3anys orepaTHBHOTO XpaHEHUs TOKYMEHTOB.
9 4%
HomeHnknarypa nen Jlextmst - THCKYCCHS
DKCIepTr3a ICHHOCTH JTIOKyMEHTOB. [1oAroToBKka et k
10  lapXMBHOMY XpaHECHHIO 4%
PasBuBaromee o0yueHue
11 OpraHI/ISaHI/Iﬂ pa60TLI C O6paIHCHI/IﬂMI/I TrpaxaaH AyZ[PIOBHSyaHBHaH TEXHOJIOTHS, 4%

MPOOJIEMHOE U3JIOKCHUE C IPUBIICUCHUEM
crnenuaancTa®
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Opraamzanys paboTH C TOKYMEHTaMH, HMEIOIIUMH TPpH )
12 OrpaHUYEHUS JOCTYyIa K HUM AyI[I/IOBI/ByaHBHaH TEXHOJIOT'UA, 4
MIPOOJIEMHOE M3JI0KCHHE
Hroro no xypcey 48
B TOM UYHCJIC HHTEPAaKTUBHOE o0yueHmne™®|  28%*
3.2.00pa3oBaTebHbIC TEXHOJOTMH NIPH NPOBEICHNH NMPAKTHYECKUX 3AHATHH
Ne | Tema 3ausiTus Bupl npuMeHsIeMbIX 00pa30BaTeIbHBIX Kox.
TEXHOJIOTUH yac
1 JIOKyMEHTHI U TOKyMEHTHPOBAHNE JIucKyccus o TEOPETUIECKUM BOIIPOCAM. 4
2 | Yaudukanysg u cTaHIapTA3ANNSI TOKYMEHTOB. Jluckyccus mo TeopeTrndeckuM BorpocaMm. Pagora ¢ 4
YHUQUIAPOBAaHHBIE CHCTEMBI IOKYMEHTALINU JIOKYMEHTaMH
3 YHudunupoBaHHas CUCTEMa OpPraHU3alMOHHO- Kpyruslit cTo 110 TEOpETUYECKUM BOTIPOCAM 6%*
pacniopsautensHoil nokymentauuu (Y COPI). Pa6oTa ¢ 10KyMeHTaMu
dopmymsp-oopasernr OP/]. PexBu3uThl 1 O1aHKH
4  |IIpaBmna oopMIIEHUS] OCHOBHBIX BHIOB [pecc-koH(pepeHIUs 0 TCOPETHYCCKIM BOTIPOCAM. 6*
OpraHU3allMOHHO-PACTIOPAUTEIIBHBIX TOKYMEHTOB. |PagcoTa ¢ JIOKyMEHTaMU
5 [IpaBuna opopmIileHHS U BBIAAYN KOTTHI O0cyXIeHIE TEOPETHUECKUX BOTPOCOB. PagoTa ¢ 4
NOKYMEHTOB JNOKyMEHTaMU
6 Cnyx0a TOKyMEHTAIlMOHHOTO 00CCIICUCHHUS OO6CcyKaeHre TeOpEeTUIECKIX BOIpocoB. PaboTa ¢ 4
yIpaBJICHUS JIOKYMEHTaMHU
7 Opranuzanus NpueMa, pacCMOTpeHusl, peructpauuu | O0cykaeHne TeOPETHIECKIX BOIIPocoB. PaboTta ¢ 6
Y UCTIOJTHCHHS JOKYMCHTOB JIOKyMEHTaMH
8 WudopmanmonHo-cripaBoynas padora. Konrpons | JIMCIyT MO TEOPETHUECKHM BOMPOCaM, 4*
HCIIOJHEHHS IOKYMEHTOB. OpraHu3aoHHas C TpyNIIOBEIM 00CYy>KaeHHeM uToros. Pabora c
OTIIPAaBKa UCXOMAIINX TOKYMCHTOB JOKyMEHTAMH
9  |Opranm3anys oepaTHBHOTO XPaHESHUS O0cyXIeHHE TEOPETHUSCKUX BOPOCOoB. PagoTa ¢ 4
JOKYMEHTOB. HOMCHKHaTypa pi(SA) ¢ JIOKyMEHTaMu
10 |DxcnepTH3a HeHHOCTH AOKyMeHTOB. [loaroToBka O0cyXIeHHEe TEOPETHUECKUX BOPOCoB. PagoTa ¢ 4
JCJT K apXUBHOMY XPAaHCHUIO JIOKyMEHTaMu
11 | Opranusanus paboThI ¢ O0pAIICHUSIMH TPaXKIaH OO6CyKeHHe TEeOPETUIECKIX BOIPOCOB. MacTep- 2
KJIacC CHEIHAINCTa
12 |Opranuzanus paboThl ¢ JOKyMEHTaMH, UMeromMu | OOCyKIeHHE TEOPETHIECKUX BOMPOCOB. MacTep- 4
rpu¢) OrpaHUYCHUS JOCTYIIA K HUM KJIace CIElUaINCTa
Hroro no kypcy 52
B TOM YHCJIE HHTEPaKTHBHOE 00yueHne* 16*
4. YCJIOBUS PEAIN3ALIUUA ITPOT'PAMMBI JUCHUITJIINHBI
4.1. MarepuanbHo-TexHHYecKasi 0a3a, HeoOXogumash ISl  OCYIIEeCTBJIEHUS

Oﬁpa30BaTeHLHOFO nmpouecca mo TMCUUIJINHE

Peanuzanus yueOHON AUCIUIUIMHBI OCYIIECTBIISIETCS B CIIELIMAIBLHO 000PYI0BaHHOM
kabuHeTe Mpo(EeCCHOHABHBIX AUCITUTIINH.

O6opynoBanue yueOHOTO KaOWHeTa:
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NHTepakTHBHBINA 3KpaH; KOMIBIOTEP; MYJIbTUMEIHATIPOCKTOP; CTOJI KOMITBIOTEPHBI;
yaeOHast MeOelb; HarJIsqHbIe TTOCOOHsI; YIeOHO-METOAMYECKIEe MAaTEPHAIIbI; BHIXO] B
WHTEPHET.

4.2. [lepeyeHb HEOOXOAUMOT0 MPOrPAMMHOI0 OOecneYeHUus

. 7-zip; (nuueH3us Ha aHri. http://www.7-zip.org/license.txt)
. Adobe Acrobat Reade; (JimiieH3ms - )

. Adobe Flash Player; (n1unen3us - )

. Apache OpenOffice; (JiurieH3us - )

. FreeCommander; (auneH3us - )

. Google Chrome;(nunieH3us - )

. LibreOffice (B cBOO0IHOM J0CTYyTIE);

. MozillaFirefox.(numens3us - )

01NNk W~
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5. IEPEYEHb OCHOBHOM U I[pHOJIHPITEJIbHOfI YYEBHOM
JIUTEPATYPBI, HEOBXOAUMOM JJ1s1 OCBOEHUS JUCLUIIJIAHBI

S.1. OcHoBHas1 JIUTEpaTypa
1. I'maguit, E. B. [lokymeHTanmoHHOEe OoOecnedyeHne ympaBlieHus : ydeOHoe mocobwe /

I'maguit E. B. - M. : U1l PUOP, HULl MTHDPA-M, 2016. - 249 c. - (Ilpod. oOpazoBanue). -
ISBN 978-5-369-01042-6

5.2. lonojiHUTEIbHAS JTUTEPATYPA

1.bacakoB, M.U. [lokyMeHTallMOHHOE oOecreueHue ympaBieHus: (Jlemonpon3BoacTBO)
[DnexTpoHHbIi pecypce] : yueOnuk / M.W. bacakos. - 2-e u3n., ucm. u gom. - Poctos-u/]] :
®denmnkc, 2013. - 352 c. : un. - (Cpennee npodeccuonanbHoe oopazoBanue). - ISBN 978-5-
222-20053-7. - URL: http://biblioclub.ru/index.php?page=book&id=271490.

2. buu, M. I'. OntuMu3anuoOHHBIE TEXHOJIOTUH (OPMHPOBAHHS IJOKYMEHTALMOHHOTO
obecrieueHusl yrpaBieHUss KoMnaHuu [nexkTpoHHbIi pecypc] / M. I'. buu // besonacHocTh
uHbopMaMOHHBIX TexHojoruit. — 2009. - Ne 4. — C. 134-140. URL: URL:
http://elibrary.ru/item.asp?1d=27025350

3. Topobuosa, JI. II., IlpirankoB, U. C. JlokyMeHTHpOBaHHE YyIpaBIECHYECKOU
AESITEILHOCTH TPEINPHUIATAN TPOMBIIIICHHOCTH @ y4eOHOe mocoOue [DIeKTpOHHBIN
pecype] / JI. II. Topo6rioBa, U. C. IpirankoB. — CII6.: Cankt-IletepOyprckumii
TFOCYJApCTBEHHbIH  JKOHOMHUYECKMH  YHUBEPCHUTET, 2016. URL.: URL.:
http://elibrary.ru/item.asp?id=26669652

4. ynrepoBa, O. M. 3HaueHue JOKYMEHTAIIMOHHOTO 0OECIICUeHHs] B PEUICHUU 3a/1a4
10 COBEPLICHCTBOBAHUIO YIpaBiieHUs [DnekTpoHHbI pecypc] / O. M. lynreposa //
[Toxxapuast 6e3omacHOCTh: TpoOieMbl U epeneKTuBbl. — 2013. — Ne 1 (4). - C. 189-192.
URL.: http://elibrary.ru/item.asp?id=26341657

5. Aymuii, E. B. O HekoTOpbIX mpobiieMax B I€ATEIbHOCTU CIIYKObl TOKYMEHTAI[MOHHOTO
oOecriedeHusl ympaBlieHUs JenamMu MUHUCTEpCTBA HWHOCTPAHHBIX JeNl [DIEeKTPOHHBIN
pecypc] / E. B. Aynnuii // Marepuansl UBanoBckux utenuit. - 2016. - Ne 2 (6). - C. 34-39.
URL: URL: http://elibrary.ru/item.asp?id=26323527

6 @wuonoBa, JI. P. OcBoenne mpodecCHOHANBHBIX KOMIIETEHIIMH B  cdepe
JOKYMEHTALIMOHHOTO 00eCcCnieYeHnsl yIpaBieHus : yaeOHoe nocobue [DneKTpoHHbIN pecypc]
/ JI. P. ®uonoBa. — Ilen3a: [len3enckuit rocynapctBeHuslii yuusepcuret, 2016. — 200 c.
URL: URL: http://elibrary.ru/item.asp?1d=26492419

5.3. llepuoanyeckue u31aHust

1. ApxuB HOMepoB xypHana «Jlemonpoussoacto». URL: http://www.top-
personal.ru/officeworks.html
2. ApxuB HOMEpPOB KypHaja «YmpaieHue nepconaiom». URL: http://www.top-
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personal.ru/magazines.html

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

4. T'paxnanud u nmpaBo. URL:

http://biblioclub.ru/index.php?page=journal _red&;jid=221879.

Cobpanue 3akonogarenbcTBa Poccutickoit @eneparuu URL: http://www.szrf.ru/
Poccwuiickas razera. Odunmansaoe uznanue [Ipasurenscrea PO. URL: www.rg.ru
7. Tlapnamentckas razera. URL: http://www.pnp.ru/

W

SN

5.4. Ilepeyens pecypcoB HH(POPMALNOHHO-TEJIEKOMMYHUKAIIMOHHOM CeTH
«HTepHET», HEOOXOAUMBIX [IJISl 0CBOCHHS TN CHUIIMHBI

1. TocynapctBo u mpaBo. FOpuauueckue Hayku // EnuHoe OKHO aocTyma K
oOpa3oBaTelIbHBIM pecypcaM : deaepanbHas uHopmalonHas cuctema : cabt. — URL:
http://window.edu.ru/catalog/?p_rubr=2.2.78.1.

290BC «VYuuBepcuterckas Oubmmoreka ONLINE» : caiit. — URL:
://biblioclub.ru/index.php?page=main_ub_red.

3.9bC UznarenbcTBa «Jlaub» : caiT. - URL:http://e.lanbook.com.

4.9bC «IOpaitt» : [pasmen «BAIIA TIOAIINCKA: ®umman Kyol'V (r.
CnaBsinck-Ha-KyOanm)] : caift. - URL:https://www.biblio-online.ru/catalog/E121B99F-
ESED-430E-A737-37D3A9E6DBFB.

5.9bC «BOOK.ru» : [mepeuensr kaur O96C BOOK.ru, noctymubeix mis Kyol'yY u
bunmanos] : caiit. — URL:http://sgpi.ru/7n=5624.

6.Hayunas onexktpoHHas OubOmmoreka «eLibrary.ru» : caiit. — URL:
http://elibrary.ru/defaultx.asp.

7.ba3pl manHbix komranuu «Mct Bero» [paspen: Ilepmoanveckue mznanus (Ha
pycckoM si3bike)] : caitt. — URL:http://dlib.eastview.com.

8.OnextponHas Oubnuoreka «Grebennikon» [pazmen: XKypuansl (Ha pycckom
s3bike)] : caitt. — URL: http://grebennikon.ru/journal.php.

9.®enepanvHas wHGOpMANMOHHAS cucTeMa «EIWHOE OKHO JOCTyma K
oOpasoBaTebHBIM pecypcam» : cailT. — URL: .

10.@enepanbHblii  1EHTp  UHPOPMAIMOHHO-00PA30BATENbHBIX  PECYpCOB
(®UUOP) : caiit. - URL: http://fcior.edu.ru.

11.Equnas komnekuusi mudpoBbIx oOpa3oBaTenbHBIX pecypcoB : caiit. — URL:
http://school-collection.edu.ru/.

12.®enepanbHblii HEHTP 00pa30BATEIBLHOrO 3aKoHOAaTenbcTBa : caT. — URL:
http://www.lexed.ru.

13.Ouuuknoneauym :  OHuukioneauu. Crosapu. ChnpaBounuku // ObC
«YuuBepcuterckas oubmmoreka ONLINE» : caiit. — URL: http://enc.biblioclub.ru/.

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

15.1lenTp KOMMNETEHIMU IO BONPOCAM JOKYMEHTAIIMOHHOTO oOOecreueHus
yIpaBJiieHUs! U apxuBHOTO Aena : cat - URL: http://www.edou.ru/enc/primeri.php
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6. METOAUYECKHUE YKA3AHUSA JJISd OBYUYAIOIUXCSA
ITO OCBOEHMHIO JUCIUIIJIMHBI

HucnumnHa «JlokyMeHTallmoHHOEe oOOecreueHne yIpaBJICHUS» HalleJeHa Ha
dbopMupoBaHue  MPOPECCHOHATBHBIX  KOMIICTCHIIMM, TAKUX  KaK  OCYIIECTBIICHHE
mpo(hecCHOHANTBHOTO TOJKOBAHUS HOPMATHBHBIX IMPABOBBIX AaKTOB IS peaju3allid IpaB
rpaxJaH B cdepe MEHCHOHHOTO OOECIeUeHUsS W COIMAIBHOM 3allUThI; OCYIIECTBICHHE
mpreMa TPakIaH 1O BONPOCAaM NEHCHOHHOTO OOECIeYeHUs ¥ COIUAIBHOW 3allUThI;
paccMOTpeHUE MakeTa JTOKYMEHTOB [jIsi Ha3HAUYE€HHs] MEHCUM, MOCOOWH, KOMIICHCAIlUH,
JIPYTrUX BBIILJIAT, a TAKXKE MEp COLMAIbHOM MOMAJIEPKKU OTIAEIbHBIM KAaTErOpUsiIM Tpa)KJaH,
HYXJAIOMMMCST B COLMAJIBHOM 3alMTe; OCYIIECTBICHUE YCTAaHOBJCHHS (HA3HAYCHUS,
nepepacyeTa, NepeBoja), WHACKCAIIUU U KOPPEKTHUPOBKH TIEHCHH, Ha3HAUEHUsS TOCOOWiA,
KOMIIEHCAITUH U APYTUX COMMUATBHBIX BHITUIAT, UCTIONB3Ysl HH(DOPMAITMOHHO-KOMIIBIOTEPHBIC
TEXHOJIOTUH; KOHCYJIbTHUPOBAHUE TPAXKJIaH W MPEACTABUTENCH IOPUIUYECKUX JUI[ IO
BOIIPOCAM MEHCUOHHOTO 00ECTIEUeHHS U COLIMATbHOM 3aIUTHI.

OOy4eHne CTYIAEHTOB OCYIIECTBISETCS IO TPAJULMOHHONW TEXHOJOTUM (JIEKLIUH,
MPAKTUKHN) C BKIIOUCHUEM MHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKM 3pEHHsS HCHOJIb3YEMbIX METOJOB JIEKIIMU MOAPA3ACISAIOTCA CIEAYIOUUM
oOpa3om: nH(GHOPMAIIMOHHO-00BSICHUTENIbHAS JISKIIHSI, TIOBECTBOBATENbHAS, JICKIUA-Oecena,
poOIeMHast ISKIHsSI U T. 1.

YcTHOE M3NM0KEeHHE Yy4eOHOro mMaTepualia Ha JICKIIUU JOJIKHO KOHCIEKTHUPOBATHCS.
Cnymars JIEKIUI0O HYXXKHO YMETh — MOJJIEPKUBATh CBOE BHUMAaHUE, MOHSATh U 3allOMHUTH
yCIBIIIaHHOE, YJIOBUTH Iay3bl. B mponecce W310KeHUs MPENnoJaBaTeaeM JIEKIHU CTYJIECHT
JIOJKEH BBISICHUTH BCE HEIMOHATHBIE BOMPOCHI. 3alUCHIBATh COJIEP)KAHUE JICKIMH HYXKHO
00s13aTeIbHO — 3aIIMCH TIOMOTAIOT MOJIEPKMBATh BHUMaHKE, CIIOCOOCTBYIOT TOHUMAHUIO U
3alIOMUHAHUIO YCJIBIIIAHHOTO, IIPUBOJIUT 3HAHHUE B CUCTEMY, CIIYXKAaT OMOPOM JJIsl IEpexoa
K OoJiee TITy00OKOMY CaMOCTOSITEIBHOMY H3yUEHHUIO MPEAMETA.

Mertoauueckre peKOMEHIAIUHU 110 KOHCTIEKTUPOBAHUIO JICKIUIA:

— 3aluCh JOJDKHA OBITh CHCTEMHOM, MPENCTaBISATh COOON COKpAIIEHHBIN BapuaHT
JeKnuu npenogaBatens. Heo0xoaumo cinymartsk, 00 JyMbIBaTh U 3alHCHIBATH OJTHOBPEMEHHO;

— 3amuch BeAETCS OYeHb OBICTPO, YETKO, IO BO3MOXXHOCTH KOPOTKHMH
BBIPAKCHUSIMU;

— He MpeKpalas caylarh NpernojgaBaresis, Hy>KHO 3alUChIBaTh TO, YTO HEOOXOAUMO
ycBouTh. Henb3s 3anuchiBaTh cpasy K€ BBICKa3aHHYIO MBICIb IPENOAABATEINS, CIEAYET €€
MOHSATh M TOCJE 3TOTO KPAaTKO 3alucaTh CBOMMM CJIOBaAaMM WJIM CJIOBaMHU MPETOIaBaTENs.
Baxxno, yToObI B Hel He ObLIT MOTEPSIH OCHOBHOM CMBICIT CKQ3aHHOTO;

—HMMEHA, JaThl, HA3BaHUS, BBIBOJIbI, ONIPEAECICHHUS 3aAMUCHIBAKOTCS TOYHO;

—ciaeAyeT oOpaTUTh BHUMaHue Ha OGOPMIICHHE 3amucH JeKuuu. JJIs KaXaoro
npeaMeTa 3aBOUTCS o01as TeTpaab. OTIUYHBIM OT OCTAJbHOTO IIBETAa CJICIYET BHIACIATH
OTACJIBHBIE MBICIA M 3arojIOBKM, COKpallaTh OTJEIbHBIE CJIOBA W NPEIIOKECHUS,
WCIIOJIb30BAaTh YCIIOBHBIE 3HAKH, OYKBBI JIATHHCKOTO M TPEUYECKOro al(aBUTOB, a TaKXKe
HEKOTOPBIEC MPUEMBI CTEHOTPAPUIECKOTO COKPAIICHUS CIIOB.

[IpakTryeckue 3aHATUS 1O AUCHUIUIMHE «J[OKyMEHTalMOHHOE oObOecreueHne
YIPABICHUS» MIPOBOJIATCS B OCHOBHOM I10 CXEME:

-YCTHBI OMpPOC TI0O TEOpMHU B Hayaje 3aHiATHS (OOCYXJICHHE TEOPEeTUUECKHUX
MpOoOJEMHBIX BOTIPOCOB T10 TEME);

-paboTa B Tpynmax no pa3peiieHuio pa3InyHbIX CUTyallui 0 TEME 3aHITHS;

-pelIeHUE MPAKTUYECKUX 3a1a4 HHAUBUAYAIbHO;
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-TIO/IBEZICHHE UTOTOB 3aHATHS (MU pediekcusi);

-UHAUBUIyAIbHBIE 3aJaHUsl JJi1 TOATOTOBKM K CIEAYIOIIMM MPAKTHUYECKUM
3aHATHSIM.

[leqb MPaKTUUECKOIO 3aHATHUS - HAYYUTh CTYJICHTOB NPUMEHSTHh TEOPETUUECKHUE
3HaHUS [IPU PEIICHUH MPAKTUYECKUX 33/1a4 Ha OCHOBE PEAIbHBIX JaHHBIX.

Ha mpakTudeckux 3aHATUSAX MPE0OTATAOT CICTYIOIINE METO/IbI:

-BepOanbHbIe (TTpeo0IagaroM METOIOM JOJIKHO OBITh 0OBSICHEHHUE);

-MpaKTUYeCKHe (MUCbMEHHBIE 3/IaHUs], TPYNIOBBIC 3aJaHus U T. 11.).

BaxxupiM 11151 CTyneHTa SIBASIETCS YMEHUE PallMOHAIBHO MOAOUPATH HEOOXOAUMYIO
yaeOHyto nurepatypy. OCHOBHBIMU JIUTEPATYPHBIMU UCTOUYHUKAMU SIBJISTFOTCS:

— oubnmoTteunsie poHaAbl Prummana Kyol'V;

— 3JIEKTPOHHAS OMONIMOTEYHAs CHCTeMa « Y HUBEPCUTETCKasi OMOIMOTEeKa OH-JIAH»

— 3NeKTpoHHas OnbnmoreyHas cucrema M3marenscrBa «JlaHb».

[Touck kHUT B OHOIMOTEKE HEOOXOJMMO HAYWHATH C HW3YYEHUs] MPEIMETHOTO
Karajora M CO3/IaHUS CIHACKA KHUT, TMOCOOWH, METOJUYECKHMX MAaTEepHAIIOB IO TEMe
W3yYECHUS.

[IpocMOTp KHWTM HAYMHAETCS C TUTYJIBHOTO JIMCTA, CISAYIOIIETO IMOCIE OOJOKKH.
Ha HéM 00BIYHO MOMeEIIat0TCs BCE OCHOBHBIC JJAHHBIE, XapaKTEPHU3YIOIINe KHUTY: Ha3BaHHE,
aBTOP, BBIXOJHBIE JaHHBIEC, JaHHbIE O mepeu3gaHuu u T.1. Ha o0opoTe TUTYIBHOTO JMCTa
NA€Tcsl aHHOTAIMsA, B KOTOPOW YKa3bIBA€TCS TEMaTHMKa BOIPOCOB, OCBEIIEHHBIX B KHUTE,
ONpeAeNsieTcsl Kpyr uMTaTeseld, Ha KOTOPbIM OHa paccyuTaHa. bonblioe 3HaYeHUE UMEET
MPEAUCIOBUE KHHUTH, KOTOPOE 3HAKOMUT YWTATENs C JHMYHOCTBIO aBTOpa, HCTOpHUEH
CO3/IaHUSI KHUTH, PACKPBIBAET COAEPKAHUE.

[IpounTaB mpeauciIoOBUE€ U TOJIYYHMB OOINEe NPEACTABICHHE O KHUTE, CIEAyeT
oOpaTuThes K orjaBieHuto. OrjaBieHWe KHUTH 3HAKOMHUT 00y4aeMoro ¢ COJAep)KaHHUEM H
JIOTHYECKOM CTPYKTYpPOH KHHUTH, TIO3BOJISIET BEIOPATh HY>KHBIM MaTepuan Uit u3ydenus. ['ox
W3JIaHWs KHUTH TIO3BOJIIET CYAWTh O HOBH3HE MaTepuaia. B kHure Moryt ObITh
MpUMEYaHus1, KOTOPbIE€ COJIEPKAT pa3IUYHbIE JOMOJIHUTEIbHbIEC CBeeH . OHU MeYaTaroTCs
BHE OCHOBHOTO TEKCTa M PAa3bSCHSIOT OTIEIbHBIC BOMPOCHL. [IpenMerHbie n andaBuTHBIC
yKa3aTeau 3HAYUTENIbHO OOJIEr4aroT MOBTOPEHUE H3JI0KEHHOTO B KHUTe Marepuaina. B
KOHIIE KHHUTH MOXET paclojiaraTbCs BCIIOMOTATeNbHBIM Matepuas. K HeMy 0OBIYHO
OTHOCSITCSI MHCTPYKIIMU, TPUIIOKEHHS, CXEMbl, CHUTYAIIMOHHBIE 3a7a4yd, BOIPOCHI IS
CaMOKOHTPOJIA H T.J.

Jlist mydinero MpeicTaBIICHUs W 3allOMHHAHMSI MaTepuaja IiesiecooOpa3HO BECTH
3allMCH WM KOHCIEKTHI PA3JIMYHOTO COAECPKaHUsI, 2 UMEHHO:

— IIOMETKH, 3aMEUaHMusl, BEIJICJICHHUE TJIaBHOTO;

— IJIaH, T€3UCHI, BBIITUCKU, [IUTATHI,

— KOHCIICKT, paboyas 3amuch, pedepar, 10KIai, JSKIUs U T.1.

Yutath ydyeOHUK HEOOXOAMMO BIYMYMBO, BHUMATEIBHO, HE IPOITyCKas TEKCTa,
CTapasch MOHATHh KaXIyr (pasy, OJMHOBPEMEHHO pazOupas mMpUMEphI, CXEMBbI, TaOIHUIIbI,
PUCYHKH, IPUBEIEHHBIC B YICOHUKE.

OaHUM U3 BaXKHEHIIMX CPECTB, CIOCOOCTBYIOIIMX 3aKPEIVICHUIO 3HAHUHU, SBISCTCS
KpaTKasi 3aluch MPOYUTAHHOIO MaTepHalia — COCTaBJIEHUE KOHCIEKTa. KOHCmeKT — 3To
KpaTKO€ CBSI3HOE U3JIOKEHUE COJEpXKaHUA TEMbl, Y4eOHUKA WM €ro 4actv, 0e3
MoAPOOHOCTEN W BTOPOCTENEHHBIX AeTaneil. [Io cBoeil CTpyKType M MOCIeA0BATEIbHOCTH
KOHCIIEKT JOJKEH COOTBETCTBOBATH IIaHy y4ueOHHMKA. [103TOMY BakHO CHadasia COCTaBUTh
IJIaH, a MOTOM MKCaTh KOHCIEKT B BHJE OTBeTa Ha Bompochl IutaHa. Ecnu yueOHUK
pa3nenéH Ha HeOOBIINE O3arjaBICHHBIC YaCTH, TO 3ar0JOBKH MOXKHO pacCMaTpUBaTh Kak
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MyHKTHI TUTAHA, a M3 TEKCTa KaXJOW YacTh CIleAyeT 3amucaTh T€ MBICIH, KOTOPBIC
PaCKpBIBAIOT CMBICT 3ar0JIOBKA.

TpeboBaHMs K KOHCTIEKTY:

— KpaTKOCTh, CXKATOCTh, 11eTIECO00PA3HOCTh KaX0T0 3alMUCHIBAEMOTO CJIOBA;

— COIEpPXKATENbHOCTh 3alMCH- 3aMUCBIBAEMBIC MBICIH ClIeayeT (HOPMYIUPOBATH
KpaTKo, HO 0e3 ymep6a mist cmbiciia. O0bEM KOHCTIEKTA, KaK MPABUJIO, MEHBIIE U3Y4aeMOr0
TekcTa B 7-15 pa3;

—KOHCIIEKT MOXET OBITh KaK IMPOCTBIM, TaK U CIIOKHBIM I10 CTPYKTYPE — 3TO 3aBUCUT
OT COJICPKaHMS KHUTH | [N €€ N3yueHUsl.

Metoandeckrne peKOMEHIAINH 0 KOHCTIEKTUPOBAHHUIO:

— TpeXJe YeM HayaTh COCTaBJISATh KOHCIIEKT, HY)KHO O3HAKOMHUTHCA C KHHUTOH,
MPOYUTATh €€ CHavYaya 10 KOHIIA, TOHSTh MPOYUTAHHOE;

— Ha OO0JIOKKE TETpaJd 3alKCHIBAIOTCS HA3BAHWE KOHCIEKTHPYEMOW KHUTU U UMS
aBTOpPA, COCTABIIETCS TIaH KOHCIIEKTUPYEMOT'O TEeCTa;

— 3amMcH Jydmie JAeliaTh MpH TPOYTCHHH HE OJHOTO-IBYX ab3aleB, a IIeJIoro
naparpada Hiu TIaBbl;

— KOHCIIEKTUPOBaHUE BEJETCA HE C ICJIbI0 MUMETh ONPEACIEHHBIA 3amucH, a st
OoJjiee TOJHOTO OBIAJACHHUS COJEPKAHUEM H3Yy4aeMOro TEKCTa, IO3TOMY B 3alHCIX
OTMEUAETCS U BBIJIEISAETCS BCE TO HOBOE, MHTEPECHOE M HYKHOE, YTO OCOOCHHO MPUBJIEKIIO
BHUMAaHHE;

— TIOCIIe TOTO, KakK CcJellaHa 3aluch COJepXKaHus Tmaparpada, TIaBbl, CIEIyeT
nepeunTaTh €€, 3aTeM CHOBa OOpamiaThCs K TEKCTY W IMPOBEPUTH ce0s, MPABHIBHO JIH
U3JI0KEHO COJIEpKaHue.

TexHuKa KOHCTIEKTUPOBAHMUSI:

— KOHCIIEKTUPYSI KHUTY OOJIBIIIOr0 00hEMA, 3aITUCh CIAEAYET BECTH B 00IIIEH TeTpaau;

— Ha KaXJIOM CTpaHMIIE CJEBAa OCTABIISIOT MOJIS IUpuHOM 25-30 MM and 3amucu
KOPOTKHX TI0/I3ar0JIOBKOB, KPATKHX 3aME€UaHUM, BOTIPOCOB;

— KaXKJias CTaHUIIA TETPAId HyMEpPYyeTCs;

— JUTSL TIOBBIIIICHUS] YUTAEMOCTH 3alMCH OCTaBIISIOT HWHTEPBAJIBI MEXKIY CTPOKAMH,
a03aramMu, HOBYIO MBICJIb HAYMHAIOT C «KPACHON» CTPOKH;

— TMpU KOHCIEKTUPOBAHWU IIMPOKO MCIOJB3YIOT PAa3IUYHBIC COKpaIeHUsS |
YCIIOBHBIC 3HAaKH, HO HE B yIIepOd CMBICIY 3amucaHHOro. PexoMeHayeTcss NMPUMEHSTh
o0mIeynoTpeOuTeNbHBIE COKpAIIeHUs, Hampumep: M.0. — MoXeT ObITh; TroC. —
TOCYapCTBEHHBIN; 1.0. — JOHKHO OBITh U T.1I.

— He CcJIeIyeT COKpaliaTh MMEHA M Ha3BaHUs, KPOME OUYCHb YaCTO TTOBTOPSIIOLTUXCS;

— B KOHCTEKTE HE JOJDKHO OBITh MEXaHWYECKOTO TMEPENHCHIBAHHUS TEKCTa 0e3
MPOYMBIBAHUS €TO COACPKAHUS U CMBICJIOBOTO aHAJIN3a.

Jns  wHamumcanus pedepata HEOOXOOMMO BHIOpaTH TEMY, COIIacoBaTh €€ C
mpernojaBaresaeM, Moa00paTh HECKOJBKO HMCTOYHHMKOB TIO TEME, BBHITIOJIHUTH aHAJIN3
WUCTOYHMKOB TIO0 PEHICHUIO0 MpoOiemMbl, 000CHOBaTh CBOIO TOUYKY 3PCHHsI Ha pEIICHUE
pOoOIEMBI.
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7. OHEHOYHBIE CPEACTBA IJIs1 KOHTPOJIA YCIIEBAEMOCTH

7.1. IlacnopT (poHIQ OLIEHOYHBIX CPECTB

Kon konTponupyemoit
KonTtpommpyembie TeMbl TUCIUITITHHBL KOMIIETCHITNN
(Wy ee 9acTh)

Ne
/o

HaunmMmeHoBaHHe O1I€HOYHOTO
cpencTBa

JlokyMeHTallMOHHOe o0ecneyeHUue YIpaBJeHus: OK 1, 0K 2, OK 3,
TOHSITHE, COEPKAHUE U ITANbI PA3BUTHSA OK 4; OK 5; OK §;
OK 9; TIK 1.1: TIK 1.2;

MK 1.3; TIK 1.4, TIK 1.6

Pedepar, Tect

Odopmaenne OPJ] OK 1, 0K 2, OK 3,

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

TIK 1.3; 11K 1.4, TIK 1.6

JloxymeHT0060pOT OK 1, 0K 2, OK 3,

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

TIK 1.3; TIK 1.4, TIK 1.6

OK1,0K2,0K3,

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

TIK 1.3; 1IK 1.4, TIK 1.6

4. XpaHeHue JOKYMEHTOB

OK 1,0K 2, OK 3,
OcodeHHOCTH PadOTHI C 0OpalleHUSIMU TPAXKIAH OK 4; OK 5; OK 8;
H KOH(PUIEHIIHATBHBIMHI J0OKYMEHTAMU OK 9; 1K 1.1: TIK 1.2;
MK 1.3; TIK 1.4, TIK 1.6

IIpakTudeckas pabora, TecT

7.2. Kputepuu oueHKU 3HAHU I

KoHTponb u oOLiEHKa pe3yJbTaTOB OCBOEHUSA AUCUUIUIMHBI OCYILECTBIISETCS
npernojaBaTesieM B Mpoliecce MPOBEACHUS MPAKTUUECKUX 3aHSATUH, J1JaOOpaTOpPHBIX padoT,
TECTUPOBAHUS, a TAK)KE BBIIIOJIHEHUS! 00yUYaIOIIMMUCS UHAUBUIYAIbHBIX CAMOCTOSATEIbHBIX
3a]aHni.

Pedepat. [Ipoaykt caMocTOsSTEIbHON PabOTHI CTYJEHTA, MPEICTABIISIIONIUNA CO00M
KpAaTKO€ M3JIO)KEHUE B NUCbMEHHOM BHJE IOJYYEHHBIX PE3YJIbTATOB TEOPETUUYECKOTO
aHaNM3a OMPENCICHHOW Hay4YHOW (y4eOHO-HCCIEIOBAaTEeILCKONH) TEMBI, TIE aBTOP
pacKpbIBaeT CyTh UCCIEAYEMOIl MpoOJieMbl, TPUBOIUT Pa3IMUHbIE TOUYKHU 3PEHHSI, a TaKXKe
coOCTBEeHHbIE B3MIsIIbI Ha Hee. Pedepar oneHuBaeTcss Mo KOJIUYECTBY 00pabOTaHHBIX
UCTOYHHUKOB, TIIyOMHE aHajan3a MpoOJIeMbl, KauecTBE OOOCHOBAaHHUS ABTOPCKOW IMO3UIIHH,
rJ1yOUHE PacKPBITUSI TEMBI.

Tect. CucrteMa cTaHAapTU3NPOBAHHBIX 33/1aHUI, TO3BOJISAIOIAS aBTOMATU3HPOBATH
IpoIenypy M3MEpPEHHsI YPOBHS 3HAHMW M YMEHHMH oOydaromierocs. TecT oneHHBaeTcs Io
KOJIMYECTBY NPAaBUIIbHBIX OTBETOB (He MeHee S0%).

Kpurepnu oneHKH 3HAHUN CTYJACHTOB B LIEJIOM IO JHCHHILIMHE:

«OTJIMYHO» -  BBICTABIAETCS  CTYIEHTY, IIOKAa3aBLIEMY  BCECTOPOHHHE,
CHUCTEMAaTU3WPOBaHHBIE, TIYOOKHWE 3HAHHUA Y4eOHOW MpOrpaMMbl JUCHHUIUIMHBI U YMEHHE
YBEPEHHO MPHUMEHATh WX HA MPAKTUKE MPH PEIICHUH KOHKPETHBIX 3a/1ad, CBOOOJHOE H
IPaBUIbHOE 0OOCHOBaHHE MPUHSTHIX PELICHMI;

«XOPOLIO0» - BBICTABJIAETCSA CTYIEHTY, €CIIM OH TBEPJAO 3HAET MATEPHUAJI, TPAMOTHO U
II0 CYLIECTBY H3JIAraeT €ro, yMeeT IPUMEHATHh IOJIYyYEHHBIC 3HAHHUS Ha IPAKTUKE, HO
JIOITYCKAeT B OTBETE WJIM B PELICHUU 3a]a4 HEKOTOPbIE HETOYHOCTH;
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«Y/10BJIETBOPUTEIbHO» - BBICTABIISIETCSA CTYACHTY, MTOKa3aBUIeMy (parMEeHTapHBIH,
pa3pO3HEHHBIN XapakTep 3HaHWI, HEAOCTATOYHO MpaBUJIbHBbIE (POPMYIUPOBKU Oa30BBIX
MOHATUN, HAPYLIEHUS JIOTMYECKON ITOCJIEN0BATEIbBHOCTH B M3JI0KEHUM ITPOrPaMMHOIO
MaTepuaga, HO NpPU 3TOM OH BIJIAJICET OCHOBHBIMU pa3lelaMH Y4YeOHOH IpOorpamMmbl,
HEOOXOIMMBIMH JUIsl AAJIbHEUIIET0 00YyYEHUSI U MOKET PUMEHSAThH MOJIYyYEHHbIE 3HAHUS 110
o0pa3lly B CTaHIapTHOW CUTYaIIHH;

«HEeY/10BJIETBOPUTEJIbHO» - BBICTABIISECTCS CTYACHTY, KOTOPbII HE 3HaeT Ooblien
9acTH OCHOBHOTO COJIEp)KaHUsl y4eOHOH MpOrpaMMbl TUCIUIUIMHBI, JOMYCKaeT TpyObIe
omnOKK B (hOPMYTUPOBKAX OCHOBHBIX MOHATHM JUCIUIUIMHBI U HE YMEET HMCIOJIb30BaTh
MIOJIyYEHHBIE 3HaHUSI IPU PELICHUN TUIIOBBIX PAKTUYECKHUX 3a/1a4.

7.3. OueHo4HbIe CPeCTBA AJIsl MPOBeJAeHNUs TeKYIIel aTTecTalUU

Texymmii KOHTPOJIbL MOXKET MPOBOJAUTHCS B hopMe:

-(bpOHTANBHBIN OMPOC
-UHIUBULYAJIbHBINA YCTHBIA OIIPOC
-MIUCbMEHHBIN KOHTPOJIb
-TECTUPOBAHUE TI0 TEOPETUUECKOMY MaTepHuaty
-IIpaKTHYecKas padbora

-3ammra pedepara, scce

-3aIlMTa BLIITOJIHEHHOI'O 3aaHHUsl,

-pa3zpaboTka mpobiemMsl Kypca (JToKIaz).

dopma Brnapenus Jlnunbie KaudecTBa Tpuvepsr
aTTeCTalUU 3uanus Ymenms (HaBBIKN) CTyJEHTa OCHOMHEIX
CPEICTB
VYcrHbIi KonTtpons 3HaHuit Onenka ymMeHus Onenka HaBeIKOB | OneHka KonTponsHsie
(IUCHMEHHBIN) | MO ONpPEAEIEeHHBIM pa3nu4ath paboTHI ¢ CIOCOOHOCTH BOIIPOCHI I10
omnpoc no | nmpobiemam KOHKpPETHBIE JUTEPATypPHBIMU ONEepaTUBHO U TeMaM
TeMaM MOHATHUS UCTOYHUKAMU KaueCTBEHHO HpUIararTCcs
OTBEYaTh Ha
MIOCTABIICHHBIC
BOIIPOCHI
Pedepatnr KoHnTpons 3nanuit OrneHka yMeHHS Ornenka HaBbIKOB | OrneHKa Tembr
10 OTPEJICIICHHBIM pasnuyaTth paboTsI ¢ CITOCOOHOCTH K pedeparon
npobiiemam KOHKPETHBIE JIUTEPATYPHBIMH CaMOCTOSTENFHOM | MpHIaratoTcs
MOHATHSA HUCTOYHHKAMHU paboTe U aHAIH3Y
JIUTEPATYPHBIX
HUCTOYHUKOB
IIpaxktuyeckue | KonTpons 3HaHUA OneHka ymMeHus Onenka HaBeIKOB | OneHka Temsr paboT
paboTsI TEOPETUYECKHUX paborats ¢ paboTHI ¢ CIOCOOHOCTH IpUIararTCcs
OCHOB COBpPEMEHHOU BBIUUCIIUTENIBHON | ONEPaTUBHO U
uHpopMaTUKH 1 KOMIBIOTEPHOMI TEXHUKOI, KauyeCTBEHHO
MH()OPMALMOHHBIX | TEXHHKOH, TPUKJITHBIMH pemars
TEXHOJIOTHH, UCTIONb30BaTh IpOrpaMMHBIMU MOCTaBJICHHBIC HA
BO3MOXKHOCTEH H BO3MOXKHOCTH CpeAcTBaMu MPaKTHYECKUX
TPUHIUIIOB BBIUHCIIUTETLHON paboTax 3amadu U
HCIIONIb30BaHUS TEXHHUKH U apryMEeHTHPOBATh
COBPEMEHHOU MIPOTrPaMMHOTO pe3yJIbTaThI
KOMITBIOTEPHOH obecrieueHns Ipu
TEXHUKHU. peleHnu
MPAKTUIECKUX
3ajau.
TectupoBanue | Konrpons 3HaHU Onenka ymMeHus Onenka HaBeIKOB | OneHka Bompocst
1O ONPENENEHHBIM pa3nu4arth JIOTHYECKOT0 CHOCOOHOCTH IpUIararTCcs
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npobiaemMam KOHKpPETHBIE aHau3a u OTIepPaTUBHO U

TIOHATHA CHUHTE3a ITpHu Ka4C€CTBCHHO
COIIOCTABJICHUH OTBCYATh Ha
KOHKPETHBIX IIOCTaBJICHHBIC
MOHATUI BONPOCHI

IIpumepHbIe TeCTOBBIE 3aJaHNsI JAJIs1 TeKYlIell aTTecTalMu:
1. HomeHnkiaTypa J1eJ1 COCTABJIAAETCS B KOJIHYECTBE ... IK3eMILISIPOB:

1) 2

2) 3

3) 4

4) 5

2. Pa0oTHMKH, OCylIeCTBJSIONIHE MpeIBAPUTE]bHOE PACCMOTPeHHEe T0KYMEHTOB,
MOJIY4aI0T J0CTYI

1) ko Bcelt mHGOpMaLIMK, TOCTYMAIOIIEH B OpraHU3alnIo

2) UCKITIOYUTENBHO K KOHPHUICHIINATLHOU HHPOPMAIUH, TOCTYMAIOIIEH B OpraHu3aIiio

3) K 1oroBopam

4) TONBKO K TMHUCbMaM O(UIMATBHOTO W JMYHOTO XapakTepa, MOCTYMAIIUM B
OpraHU3aIuIo

3. B opraHu3anusix NpHeM ¥ NepBOHAYAIBHYI0 00Pa0OTKY MOCTYNAIOUIMX J0KYMEHTOB MOT'YT
OCYLIECTBJISITh:

1) skcnenuuusi, UTHCIEKTOP O MPUEMY U OTIPAaBKE IOKYMEHTOB, CEKpETapb pyKOBOIUTENS
2) 3aMeCTUTENb PYKOBOAUTEIS

3) pyKOBOAMTEIHU MOAPa3ACICHUN

4) UCKIIIOYUTEIIBHO CEKPETAPh

4. lenenTpajn3zoBaHHasi ¢popma 1eJ10NPOU3BOACTBA NMPUMEHSETCs, KOra

1) cTpykTypHBIE TIOIpa3IeICHIs OPTaHU3AINH TEPPUTOPHATEHO Pa300IICHBI

2) Bce paboThI ¢ JOKYMEHTAMU MTPOBOJISITCS B OJTHOM MECTE

3) pYKOBOAMTENb YACTO MUCAMEHHO 00paIaeTcsl K CTPYKTYPHBIM MOApa3ICACHUSIM

4) moapasneneHus MoaydaroT OOJBIIOE KOJTUIECTBO JACIIOBOM KOPPECTIOHICHIINN

S. /IBusKeHHe JOKYMEHTOB B OPraHU3alMU ¢ MOMEHTA MX CO3aHHUA WJIH MOJYyYeHHS 10
3aBeplIeHUs UCIIOJTHEHHUS WIN OTIPABJIEHUS HA3bIBaETCS

1) ToKyMeHTO000POTOM;

2) TpaHCIIOPTUPOBKON JOKYMEHTOB;

3) peanuzauueil JOKYMEHTOB;

4) NOKYMEHTOBpPAIIEHUEM.

6. TesedonorpaMmmy NpuMeHsSIIOT:

1) s nmepepavn CpOYHBIX PACTIOPSHKCHUH, H3BEIICHUH, CBEICHHN;

2) nJig nepeaadu Telaerpamu;

3) UCKIIFOUUTENBHO JIJISl Iepeaur pacTopsKEHUN PYKOBOIUTENS;

4) MO yCMOTPEHHUIO CITYXKAIIEro KaHUEISIPUH.

7. JokyMeHT, COCTABJICHHBbII IPyNNoi Jul (KoMHUccHel) 1 MoATBepKIaIuil GaKThbl,
coObITHSI, HA3bIBAETCH

1) akToMm;

2) npuKazom;

3) pacnopsKeHUEM;

4) 1O0roBOpOM.

8. TekeT ci1y:ke0HOr0 NUCbMa, KAK NPaBUJIO, COCTOUT U3:
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1) nByx wacreit — BBOJHOW U OCHOBHOI;

2) IBYX 4YacTeil - TMIOTE3bl, JUCIIO3UIIUH;

3) MHOKECTBA YacTeH, 110 YCMOTPEHHUIO aBTOPA;

4) yeTbIpex yacTel — BBOJHOM, TOBECTBOBATEIbHON, PE30JIIOTUBHOM, 3aKIIIOUUTEbHON
9. CnoBecHo-ungpoBoii cnocod odopmiieHust aatbl (Hanpumep, 23 uwHs 2016 r.) B
OCHOBHOM NPUMEHSKOT B

1) moxymeHTax, colepk aliux cBeAcHusT ((GMHAHCOBOTO XapaKTepa;

2) cnyXeOHbBIX TUChMAX;

3) npukazax;

4) pacniopsiKEHHUSIX.

10. CroabuoBasi popma 1eJONPOU3BOACTBA OTMEHEHA:

1) ITerpom I;

2) Anexkcanapowm |

3) Exarepunoii 11

4) Hukomaewm 11

7.4. OueHoYHbIE CPEACTB JJI5l IPOBEJCHUSI IPOMEKYTOUHOM ATTeCTAMU
[IpomexxyTouHas aTrecranus

dopma JInunble IIpumepsr

3HaHus YmMenus Bnanenuie (HaBbIKH) | KadecTBa OLIEHOYHBIX
aTTecTaluu

CTyJEHTa CPEICTB

Kontponbnas | Kontpons Onenka yMeHus OrneHka HaBBIKOB Onenka Bompocst:
pabora 3HaHMA 0A30BBIX | MOHUMATh JIOTHYECKOTO CIOCOOHOCTH IpUIararTCs

MIOJIO>KEHHH B CHEHUATBHYTO COIOCTABIICHUS U TPaMOTHO U

obmactn TEPMHHOJIOTHIO XapaKTEePUCTHKU YETKO U3/1araTh

nH)OPMATHKH 00BEKTOB MaTepuan

7.4.1. IllpumepHbIe BONPOCHI /1Jisl IPOBeAEHNUs MPOMEKYTOUHOI aTTeCTAllUN
(muddepeHuMpoOBaHHBIN 3a4eT)
1. TexHomorus pabOThI ¢ JOKYMEHTAMH, COJICPKAIMUMHU KOH(DUICHITUATHHBIC

CBEJICHUSI.
Opranuzanus paboThl ¢ 00paleHUsIMU TPpaXk/1aH

Texnuueckue cpencTBa 0(OUCHOM 1€ATETbHOCTH.

®dopmupoBanue u 0hOpPMIICHUE JE.

JloroBopHO-I1paBoBasi JOKyMEHTAUs

Opranuzanusi OTIPABKUA UCXOIAIINX JOKYMEHTOB

Opranuzanusi perucTpaluy U KOHTPOJISI UCTIOTHEHHS IOKYMEHTOB

S A o

JloKkyMeHTO00O0POT.

9. Opranuzanus npueMa BXOIAIIUX JOKYMEHTOB

10. Ob6mue TpeboBaHus K OPOPMIICHUIO JOKYMEHTORB

11. UudopmanmoHHO-CipaBOYHbIE JOKYMEHThI

12. PacniopsiautenbHble JOKYMEHTBI

13.TloHsATHE O JOKYMEHTAX U CIIOCO0AaX JOKYMEHTUPOBAHUS, HOCUTENSIX
uHpopmanuu. OCHOBHBbIE PYHKIIMH TOKYMEHTOB
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14. JIokyMeHTHI IO IMYHOMY COCTaBY: IIPUKa3, PE3IOME, XapaKTEPUCTUKA,
aBToOHMOrpadus, INIHOE €TI0, TPYIOBOU JOTOBOP, TPYIOBas KHIKKA

15. Ucropus pazButus 1eaonpou3BoAcTBa B Poccun

16. JlenoBas nepemnucka

17. PexBusursl: ['ocynapctBennsiii ['ep6 PO, rep6 cyOnsekra PO, smbnema nmu
TOBapHbIN 3HAK OpPraHU3alii, HAMMEHOBAaHUE OpraHU3alluy, CIIPABOYHbIE
JaHHBIE OpraHU3allii, HAUMEHOBAHKME BU/Ia JOKYMEHTA, JjaTa JOKyYMEHTa,
PETMCTPALIMOHHBIA HOMEP, MECTO COCTABIICHUS U U3/IaHUsI TOKYMEHTA,
agpecar

18. PekBu3UTHI: TpUd YTBEPXKACHUS TOKYMEHTA, PE30JIFOLINS, 3aT0JI0BOK K TEKCTY
JIOKYMEHTA, OTMETKA O HAJIMYUH NPUIOKEHUS, OANKUCH, TPU( COITIaCOBAHMUS,
rpu¢ orpaHUYeHHS JOCTYIa, OTMETKA O KOHTPOJIE, OTMETKA O TOCTYIUICHUH
JOKYMEHTa B OpTaHU3aIHI0, OTMETKA 00 MCIIOJTHEHHUH, PE30TIOIHS, OTMETKA O
HaIPABJICHUU JOKYMEHTA B JIEJIO.

19. JlokyMeHTBI, epeaBaeMbI€ 110 KaHajaaM 3JIEKTPOCBS3H.

20. IToToku KOHPUACHITMATBHBIX TOKYMEHTOB.

21. biiaHKM TOKyYMEHTOB.

22. Cucrema OpraHu3allMOHHON JOKYMEHTALIUH.

23. TIpoxoxkaeHue UCXOIAUINX U BHYTPEHHUX JTOKYMEHTOB.
24.Cucrema pacnopsIuTeIbHON JOKYMEHTALIUH.

25. Cucrema nH()OPMALMOHHO-CIIPABOYHON JOKYMEHTAIIHH.
26.PaboTta ¢ nmucbMaMu U OOpaIEHUSIMU TPaXKIaH.

27. CoctaBiaeHre HOMEHKJIATYPbI e

28. Konuu 10OKyMEHTOB

29. Cnyxe0OHasl mepenucka B OpraHu3aium

30.IToaroToBka u nepegaya Jiei Ha apXUBHOE XpaHEHHUE.

7.4.2. IlpumepHbIe 3aJaHUs JAJs NPOBEAeHUS IPOMEKYTOYHOMH aTTecTaluu
(KOHTPOJILHOI padoThI)

CocTaBbTe IPOEKT MUCHMA-COOOIICHHUS.
CocrtaBbTe IPOEKT MUCHMA-TIPUTIIAIICHHUS.
CocraBbTe IpOEKT TeaehOHOTPAMMBI.
CocTaBbTe IPOEKT BBHIITUCKU U3 MMPOTOKOJIA.
CocTaBbTe IPOEKT PacHOpSKEHUS.

CocraBbTe IPOEKT MUCHbMA - OJIarOJapHOCTH.
CocTaBbTe IPOEKT peKIaMaIiu.

CocTaBbTe IPOEKT MPHUKa3a M0 OCHOBHOM JESITEIbHOCTH.
CocTaBbTe IPOEKT CIYKEOHOW 3aMCKU.

10 CocTtaBbTe IPOEKT OOBICHUTEIHHOM 3aITUCKH.
11. CocTtaBbTe IPOEKT OKJIATHOMN 3aMMUCKH.

12. CocTaBbTe MPOEKT MpUKa3a O MpUeMe Ha padoTy
13. CocTaBpTe MPOEKT IMpHKa3a 00 YBOJIbHECHUH

14. CocTtaBbTE MPOEKT CIPABKHU

15. CocTaBbTE MPOEKT AKTA.

VN U AW =
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8. JONOJIHUTEJIBHOE OBECIIEYHEHUE JUCHUIIJINHBI

Jlexmst Nel.
Tewma: [loHATHE TOKYMEHTAIIMOHHOTO OOECTICUCHUS YITPABJICHUS
Jlenmonpou3BOJCTBO — OTpaciib JEATEIHHOCTH 4YeJOBeKa TI0 pa3paboTke U

O(QOpMJICHHIO  JTOKYMEHTOB, OpraHM3alid HX JBIDKEHHUS, Yy4eTa U  XPaHCHHUS.
[lepBoHayaibHO TEPMUH MOSIBWICS B yCTHOW peur (mpeamnosnoxkutenbHo B XVII B.) u
03Ha4aJl IpoLecc pelleHns (IPOU3BOJICTBA) A€Ja, «JeI0 MPOU3BOAUTE» — PEIIATh BOIIPOC.
B xome pemeHuss BO3HHMKIA HEOOXOJMMOCTh 3aKpEIUICHHs] pe3ylibTara, HampuMmep,
JOCTUTHYTOM JIOTOBOPEHHOCTU. JlJIT 3TOTO M3IPEBIE W CO3/aBaIM JOKYMEHTBI, TaK Kak
YCTHOE CIIOBO KPAaTKOBPEMEHHO, MOXKET OBITh 3a0BITO, HCKa)KEHO MPU Mepeade Miu He Tak
noHsAiTHO. Yxe B XVI B. ymnorpebisieTcss CIIOBO Jie10 Kak coOpaHue JIOKYMEHTOB,
OTHOCSIIIMXCA K Kakomy-i1u0o feny, Bompocy. BrepBbie B 3TOM MOHSITUU CJIOBO «JEIO0»
3aUKCUPOBaHO B ToKyMeHTaxX B 1584 r. CoBpeMeHHOE JeI0MPOU3BOICTBO BKIIIOUACT:

1.00ecnieueHre CBOEBPEMEHHOTO U MTPaBUIIBHOTO CO3/JaHUS JOKYMEHTOB;

2.opraHuzanuio paboThl C TOKyMEHTaMH (MOJy4YeHHe, nepeaada, oOpaboTka, ydyer,
perucTpanus, KOHTPOJIb, XpaHEHUE, CUCTEMATU3AlIMs, IOATOTOBKA JOKYMEHTOB ISl CJaYH B
apXHB, YHUUTOXKECHUE).

[TapayienbHO € TEPMHMHOM  «JEJIONPOU3BOJACTBO» B IOCIEIHEE NECATUICTHS
UCIIOJIb3YETCSl TEPMHUH JOKyMEHTalnuoHHoe oOecneyenue ympasieHus (JOVY). Ero
MOSIBJICHUE CBSI3aHO C BHEAPEHHEM B YIPABICHHWE KOMIIBIOTEPHBIX CHUCTEM U UX
OpPraHM3alMOHHBIM, TPOTPaMMHBIM ¥  HMH()OPMAIMOHHBIM  OOEcleYeHHeM  JJis
npuOIMKeHUsT K TEPMUHOJIOTMM, YHOTPeOJsseMON B KOMIBIOTEPHBIX MporpamMmax Hu
auTepatype. B HacTosiee BpeMs TEPMHHBI «JIEJIOMPOU3BOJCTBO» M «IOKYMEHTAIIMOHHOE
oOecrieueHNe YIPaBICHUS» SBISIOTCS CHHOHUMAMH WM TPUMEHSIOTCS A 0003HAYeHUs
OJIHOM M TOM e NeATeNbHOCTH. JIOKYMEHTallMOHHOE OOECIeYEeHUE YIPABICHHUS MOXKHO
MOHUMATh KaK y4eOHYIO AUCHUIUINHY, KaKk HayKy. OHO SIBJISIETCSt OCHOBOM /JIsi OpraHu3aluu
JNEATEIbHOCTH MPEANPUATHI YUpPEKIEHUW, opraHu3anuid. TecHO CBA3aHO C IIPaBOM,
JMHTBUCTUKOM, apXUBHBIM JIEJIOM U JIp. HAYKAMH.

JIOKyMEHTHpOBaHHE —3TO TPOLECC Cco3AaHus U OGOpMIICHUS JOKYMEHTA.
I'ocynapctBennbiii ctangapt ['OCT 51141-98 «/lenonpou3BoAcTBO M apXHWBHOE JIETIO.
€pPMUHBI U OIPENEICHUS» OMpPEeNieT JOKYMEHTHPOBAHNE KaK «3amuch WH(OpMAIMU Ha
pa3IMYHbIX HOCUTEISAX MO YCTAHOBJIEHHBIM IPAaBUIIAM.

Opranuzanust paboThl ¢ TOKYMEHTaMHU — 3TO 00ecreYeHHe JBUKEHUS TOKYMEHTOB B
amnmnapaTe yHpaBJi€HHUsS, WX HUCIIOJIb30BAHMS B CIPABOYHBIX LENISIX M XpaHEHUs. TepMUH
OlpenessieTcss TOCYAApCTBEHHBIM CTaHIAPTOM KaK OpraHu3anus JOKYMEHTO00OopoTa,
XPAaHEHUS U UCIIOIb30BAHUS JOKYMEHTOB B TEKYILEH NEATEIbHOCTU YUPEKICHUS.

OO01mas xapakTepucTHKa JTOKYMEHTAIIMOHHOTO OOECIeUYeHHsI YIPaBIECHUS BKIIOYAET
XapaKTEPUCTUKY PA3JIMYHBIX OTAIIOB €r0 CTAHOBJICHUS.

IIpukasnoe nenonpounsBoactso XV — XVII BB.

Cucrema rocy1apCTBEHHOTO JE€JIONPOU3BOICTBA HAUNHAET CKJIAJbIBATHCS B NEPHOJ
dbopMUpOBaHUS PYCCKOTO IIEHTPATU30BAaHHOIO TOCYJapcTBa, C cepeauHsl XV  B.
[IpoucxokaeHne NpPUKA30B CBA3AHHO C IPAKTUKOM JIMYHBIX IOPYYEHHM (IIPUKA30B)
BEJIMKOTO KHA3S ONukKallieMy OKPYXKEHUI0O — KHS3bsIM M 0osipaM IO pa3pelieHuto
OTJIEIBHBIX BOMPOCOB TOCYIAPCTBEHHOrO YyrpaBieHus. VX AesITeNbHOCTh O0bEAMHSIIACH
BBICIIMM IIPABUTEILCTBEHHBIM Y4pekIeHHeM — bospckont [[ymoii. MOCKOBCKMM BENMKUM
KHS3bSIM YJAJI0Ch CO3/1aTh CHJIBHYIO LICHTPAJIN30BAaHHYK) CHUCTEMY YIIPaBIEHUs, B KOTOPOU
BCE BaKHEWIME (PYHKIIMM aAMUHUCTPATUBHOTO YIpaBieHUs BhIMOIHSUIM bosipckas {yma u
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npukasbl. VMIMEHHO mNO3TOMY NI€pUOJ CTAaHOBJIEHUS M PA3BUTHS T'OCYIAPCTBEHHOTO
JIEJIONPOU3BOJICTBA MPUHATO Ha3bIBaTh NPHUKA3HBIM IEPUOJOM — IO HA3BAHUIO IEPBBIX
rOCYJapCTBEHHBIX YUPEKIECHUW — MPUKA30B. DTOT MEPHUOJ OXBaThIBA€T BpeMs ¢ XV 1o
XVII BB.

OTOT nepuo yupaBieHUs: HE COCTAaBJISI CTPOMHOM CUCTEMBI U CTPOUJICS HA CUCTEME
«TIOPYYEHHUI», ITIEpEeaBAIICA B BEACHUN OJHOTO JIMIA IO CTENEHU JOBEPUS K HEMY BEIMKOIO
kHs3s. OO1iee KOJIMYECTBO MPHUKA30B, CYIIECTBOBaBUIMX Ha Pycu, TOYHO HEM3BECTHO, B
XVII B. pa3Hble uccienoBarenu Ha3biBalOT ux uuciao oT 40 go 70. Bo rinaBe oTAeNbHOTO
IpHKa3a CTOsUI MPUKA3HBIN Cy/ibs (B HEKOTOPBIX MPHUKa3ax Ccyjael OblIo Mo JBa U 6ojee; OHU
Ha3bIBAJIMCh TOBAPUILIAMHU IJIaBHOTO CYJbHU). B €ro BeA€HUU COCTOSUIN IbSIKA — OT OAHOTO OT
TpEX, a kK koHy X VII Beka B KpynHbIX npukazax — ot 6 1o 10 yenoBek. B BeieHun abpskoB
HaXOAWIUCh MOJbSYME, KOTOPbIE B COOTBETCTBUHM CTaXEM JCIWINCh HAa «CTapbIX»
(cTapiux), «CepeaHUuX» U «MOJIOIIBIX>» (MIJIAJIIINX).

Jlis mpuBeAeHHUs] B HUCIOJHEHUE Pa3HBIX PACHOPSIKEHUN CYIIECTBOBAIM 0COObIE
JOJKHOCTU — TOJIMA4d, TPYOHUKHU, HEACHBITUKA U Jp. B X 0013aHHOCTH BXOJMUIIO TAKKE
JIOCTABJIATh MEPENUCKY IPUKA30B N0 NPUHAJIECKHOCTH, BBI3IBATh TSKYIIUXCSA HA CYI U JIp.
Yepes ux pykd B MPUKA3 MOCTYNaTd YETOOUTHBIC, OKIAbl, JOHOUIEHUS MECTHBIX
MpaBUTENICH; OHU XPaHWIH JIeJla U BEIH MUCHBMOBOJCTBO. CTapmM MOAbSYAM, Haubolee
ONBITHBIM M YBaXaeMbIM U MOAbSYMM «CPEIHEH pYyKU» JOBEpsAach CIOKHas padora,
CBSI3aHHAsI C NOATOTOBKOW PELIEHUH 0 JejaM, XpaHEHUEM JI€]1, OTI€YaThIBAHUEM apXUBHBIX
CYHIYKOB. Mnajiive moJpsiyie He MOJIb30BaJUCh OCOObIM JoBepueM. MHOrue uapckue
ykasbl XVII B., oOpamiaroT BHUMaHHe HA HEOOXOAMMOCTh CTPOTO KOHTPOJIUPOBATH PabOTYy.
3a ommOKH, JoMycKaeMmble B O(PUIMATBHBIX JOKYMEHTAaX, MOAbSIYMX CTPOrO HaKa3bIBAJIU:
Ouin 6GaToramu, JTUIIANN KAJTOBAHBS.

JlokyMeHTbl OOBIYHO pa3MeIaIUCh Ha CTOJIaX, Ha CKaMbiX, 0CO00O IIEHHbIE — B
CyHAYKax — JapsiX B Te€X JX€ TMOMEIICHHUSIX, TJe Bejach TeKyllas padoTra U MNpUEM
nocetutenet. B XV B. goporocrosimuii mepramMeHT BBITECHHJIA Oymara, KOTOPYIO
NEPBOHAYAIBHO TAK)KE MPUBO3WIM U3 3aM1aJHOEBPOINEICKUX CTPaH, & CO BTOPOU MOJIOBUHBI
XVII B. wucnone3yercs Oymara, oTeuecTBeHHasd. llepByr0 OyMakHYIO «MEJIbHULLY»
(pabpuky) noctpomsu Ha peke [laxpe no npuka3y natpuapxa Hukona, 3atem B Mockse Ha
peke Syze. Ognako Tonpko B XVIII B. mocie cTpouTenbcTBa HECKOJBKUX OyMa)KHBIX
MaHy(paKTyp YAQJIOCh VYIOBIETBOPUTh BHYTPEHHHH cmpoc Ha Oymary B Poccum.
[TepBoHauanpHO OyMara U3roTaBlIMBANIACh U3 TPSAIbS, a YEPHUIIA JAEIAINCHh U3 COJeil KKee3a
U TyOUJIBHBIX BEIIECTB, JOOBIBAEMBIX M3 YEPHHUIIBHBIX OPEIIKOB — HAPOCTOB Ha JyOOBBIX
mucTbsax. CodeTaHue Kele3UCThIX YEPHUI M TPSMUYHOM OymMaru Jenano TEKCT 0COOEHHO
CTOMKMM, OH NOYTH HE BbIIBETaN. [I03TOMY ITOKYMEHTBI 3TOr0 NMEpPUOJA, XPAHAIIMECS B
apxMBax, JOCTAaTOYHO XOpOWIO 4YHUTarTcs. VHCTpyMEHTaMHM NUCbMa CIY)KWIH TyCHHbBIE
nepbsi, 3aTayuBaeMble OCOObIM 00pa3oM MEPOYMHHBIM HOXKOM. JlydlMM, Kak OTMEYaroT
UCTOPUKH, CUYUTAJIUCh TMEpbsi U3 JIEBOTO Kpblda Tycs, a caMa OYMHKa TpeboBaia
3HAQYUTEJIBHOTO YMEHbS. | yCHHBIE NIephsl MPUMEHSUIMCH BIUIOTH 10 BTOPOW MOiI0BUHBI XIX
B., XOTSl METAJUINYECKUE MEpbsl MOSBWINCH YK€ B Haudaje Beka. HamucaHHBIM T'yCHHBIM
NEPOM TEKCT TMOCHINAJICA MEJIKUM KBapUEBBIM NECKOM. MOCKOBCKHME IPHUKAa3bl
MOJIb30BAJIUCh MECKOM, MPUBO3UMBIM ¢ BOpOOBEBBIX rOp, KOTOPHIA CUUTAICS OCOOEHHO
CBETIIBIM U YKCTHIM. C MOSIBIICHHEM, TaK Ha3bIBAEMOW CKOPONMMCH (HAYEPTAHUE OKPYTJIbIX
OYKB U UCIOJIb30BaHHE TpadUYeCKUX COKPAILIEHUHN CJIOB M YacTel CIIOB C BHIHECEHUEM — HX
HaJl CTPOKOW MHChMa) CBOOOJHO YHUTaTh TaKUE€ TEKCThl CTajl0 JIOBOJIBHO CIIOXKHO,
TpeOOBAIMCH 3HAHUS U HABBIKH.
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B penompou3BOACTBE  NPUKA30B  IPONOJDKAIA  MCIOJB30BAaThCA  BEChbMa
cneruduyeckas Gopma T0KyMEHTOB — cTos0e1 (CTOJI, CTOJIMNHK), HHa4Ye TOBOPS, CBUTOK U3
MOJIKJIEEHHBIX IPYT K APYTY Y3KHUX JUCTOB Oymaru. BakHble rocyiapcTBEHHbIE aKThl MOTJIN
uMeTh ocobeHHO Oospmme pasmepsl. Hampumep, rpamora maps Anekces MuxaitnoBuua
[IpicKOpCKOMY MOHACTBIPIO HA 3€MJIM MMEET JUIHy Oosee meTpa, a CobopHOE yiIOXKeHHE
1949 r. nacuutsiBaeT 309 meTpoB!CocTaBHBIE YAaCTU CTOJNA HA3BIBAJIUCHh «IIOCTABAMU».
Cronbuoas ¢popma nenornponsBoacTsa otMeHeHa [letpom 1.

B nemoM, B puKa3HbIi NEPHOJ MOCTENEHHO CO3MAETCS CUCTEMA AEJIONPOU3BOICTBA
LHEHTPAJIbHBIX M MECTHBIX YUYPEXKACHUH, CKIIaJbIBAIOTCS KaJpbl JEJIONPOU3BOJICTBEHHBIX
CIIyXalllUuX, CO3JAl0TCS YCTOWYMBBIE (HOPMBI JOKYMEHTOB M MPUEMBI UX COCTABIICHUS.
OpHako ToCyIapcTBO, ACMCTBYS OTPHIBOYHBIMUA M YAaCTHBIMH MEpaMH, HE CO3HaBas OOIIMX
aIMUHUCTPAaTUBHBIX NIPaBUJ, HE MOIVIO €H€ BBECTHM CHCTEMAaTHYECKOIO IOpSAKa B
OpraHU3alUI0 YUPEKICHUN U UX JEIOIPOU3BOICTBO.

Konnexckoe nenonpon3BoacTBO

AJIMMUHUCTPATUBHBIA XaoC, BBI3BAHHBIA OTCYTCTBUEM B IMPEKHHUX YUPEKIACHUSIX
YCTaHOBJIEHHOTO 3aKOHOM MOPSAKa, OOMIMX MUCBMEHHBIX (POPM TOKYMEHTOB, MOCTOSHHBIX
CPOKOB [UIsl TPOU3BOJCTBA JeJ, MOOYAMJI TMpaBUTEIbCTBO HCKaTh HOBBIE (HOPMBI
roCyJapCTBEHHOr0 ycTpoucTa. Hagamo 3Toro nepuoma B HCTOPUM OTEYECTBEHHOTO
JEJIONPOU3BOJICTBA COOTHOCAT ¢ pedopmamu Ilerpa . CxmanmpiBaeTcsi HOBBIM THII
rocynapcTBa — abCOJIOTHAsE MOHAPXUsl, KOTOpas MOApa3yMeBaeT COCPEIOTOUCHHUE B OJHHUX
pyKax 3aKOHOJATENbHOM W ucnonHutenbHOW Bracthu. Baawane XVIII Beka B Poccum
OpOXOAUT pedopMa NPUKAZHOTO JAEJONMPOU3BOJACTBA. B3amMeH ycTapeBHIed CHCTEMBI
npuka3oB B 1717 — 1718 rr. Obuto co3gano 12 xosteruid, Kakaas W3 KOTOPBIX Bejaia
oTpeeIEHHON 0Tpaciibio Win chepoil ynpaBiieHus U noauuHsiach CeHary.

Komnernn cranoBarcss B PoccunM LEHTpallbHBIMU — OTpaciieBbIMU  OpraHaMu
ynpasienus. B 1720 rony Obul moarorosneH u noamnucad Ilerpom [ «I'eHepanbHblii
periiaMeHT», KOTOpBIM ompenemnsi 3aaayd, (QYHKIUH, CTPYKTYpPY U TOPSIAOK pabOThI
Koyeruii. B 3TOM [OKyMmMeHTe [aBajuch OOIIME MpaBUJia COCTABICHUS JOKYMEHTOB,
YCTaHABJIMBAJINCHh TPeOOBaHUS K HANMCAHUIO OTHENbHBIX pPEKBU3UTOB. M3 Tekcra
JOKYMEHTa BBICJIWIINCH AaTa, MOANKUCH, MOABIISIETCS B TOKYMEHTAX 3aroyioBok. [losBuinch
HOBBIE BHJIbI JOKYMEHTOB: MHCbMA, PEJSIUU, LUPKYJISAPBI, NOHOIIEHUs. M3meHunach u
¢dopma 1OKyMEHTOB. bbuTn OTMEHEHBI CTONOIBI, MX CMEHWIN TeTpaau. [losBuIoCcs moHATHE
«repboBasi Oymara», Ha KOTOPOM H3rOTOBJSUIMCh JOKYMEHTBHI J/Ji BBICIIMX OpPraHOB
YIpaBJIECHUS.

Komnnexckoe nenonpou3BoACTBO ObLIO 00Jiee MPOTPEeCCHUBHBIM MO CPaBHEHHUIO C
IIPUKA3HBIM JACJIONPOU3BOACTBOM. [lOABMINCE yHOpPANXOYEHHBIE CUCTEMBI PETHCTPALUM
JNOKYMEHTOB. TakuMm o0pa3oM, «[eHepalbHBII periamMeHT» 3aKpenusl 3aKOHOJATeIbHO
NOPSAZIOK pabOThl C JOKYMEHTaMM C MOMEHTa HUX CO3JaHHUs /10 apXUBHOTO XPAHEHHS.
NMeHHO B 3TOT mepHOJ TMOSBWIOCH HA3BaHHWE «apxuB». B 1meiroM pedopMsl
rocynapcTseHHoro amnmnapara nepBo uerBepru XVIII Bexke ycranoBumm B Poccum
€AMHOOOpa3HYI0 CHCTEMY OpraHH3allMOHHOTO  YCTPOMCTBA U  JEJONPOU3BOJICTBA
rOCY/IapCTBEHHBIX YUPEKJIECHUN Ha OCHOBE OIOpOKpaTHUeCKOro neHTpanu3ma. Cieayromui
sTanm peOPMUPOBAHUS POCCHICKOTO TOCYAAPCTBEHHOTO AENONPOU3BOJCTBA HACTYMAET
BHavasie XIX Beka npu Anekcanape I.

Munucrepckoe aenonpon3BoactBo XIX — Hayama XX BB.

Hawano XIX Beka 03HaMeHOBAJIOCh HOBOW peQoOpMON TOCYIapCTBEHHOTO
yIpaBJIEHUs U AETONPOU3BOJCTBA, KOTOPAs 3aTPOHYJIA [NIaBHBIM 00pa30M BEpXHUU YPOBEHb
yIOpaBJI€HUsT — BBICIIME M ILEHTpaJbHbIE YyupexkaeHus. HoBas cucrema ymnpaBieHUd —
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MUHUCTEpPCKasi, OCHOBAHHAsI Ha NPHUHLMIIE €IMHOHAYalus, 3apOoAWiiach B HEApax CTapou
KoJiexKCKkol  cuctembl. Co3gaHue MHUHHUCTEPCTB C  €AMHOJMYHO  YIPABISIOMIUMU
MUHUCTpaMH ObLIIO HEOOXOAMMO 1t OoJiee THOKOM U OMepaTUBHON CUCTEMBI YIPABIICHUS.

[lepBeIMU MHUHUCTEPCTBAMH, CO3IaHHBIMA MaHH(ecToM OT 8 ceHTs0ps 1802 roxa,
OBLTH: BOGHHO-MOPCKUX CHJI, MHOCTPAHHBIX JIeJl, BHYTPEHHHX JIel, KOMMEpIUH, (PHHAHCOB,
HapOJHOTO MPOCBELIEHUs, IOCTHIHMH. KaXJoMy MHMHHUCTPY NpPEANUCHIBAIOCH CO3/1aTh
kKaHuensapuro. OaHoBpeMeHHO ¢ wmuHuUcTepcTtBamu B 1802 roma yupexnaén Komwurer
MUHHUCTPOB —  BBICIIEE AJMUHUCTPATUBHOE  YyUpeXICHUE, JIeWCTBOBaBIIEE Ha
KOJUIETHAJIbHBIX Hayajlax W paccMaTpHUBaBLIEE Jiea, BBIXOASIINE 32 paMKH KOMIIETEHIIUU
OTJIEJIbHOTO MUHHUCTPA M TPeOYIOIMe COBMECTHOTO COTJIACOBAaHHOTO pemieHus. Heckonbko
nozxke, 1 suBaps 1810 roma co3man ['ocynmapcTBEHHBIM  COBET,  BBICIIEE
3aKOHOCOBEUIATENIbHOE YUPEKICHUE.

MuHUCTpPBI Ha3HAYATIUCh CAMUM MMIIEPATOPOM U ObLIA OTBETCTBEHHBI TOJIBKO Mepe]
HUM. MUHUCTEpCTBA ACNWINCH Ha JAENapTaMEHThI, KOTOpbIe BO3TJIABJSUIMCH MpPaBUTENIEM
KaHIEJISIpUM JieflapTaMEeHTa U HMMENHM IITaT YMHOBHUKOB — >KYPHAJIHMCTA, HK3EKYyTOpa,
Ka3Haues, MUCIOB U Jp., UX JOJDKHOCTEN M KOJIMUYECTBEHHBIN COCTaB 3aBHUCEN OT 00bEMa U
coJlep KaHusI JIe.

B ostor mepmon HaOmooganoch e€AMHOOOpa3He B CUCTEME JIEJIONMPOM3BOACTBA
MUHUCTEPCTB: OT CO3[aHUS JOKYMEHTOB M JO MX apXMBHOIO XpaHeHus. i cosnanus
JOKYMEHTOB  BIIEPBbI€ HAYMHAIOT MHCIONB30BaTh OJaHKH, KOTOpbIE CO3/1aBAIUChH
pyKONMHMCHBIM WM  Tunorpapckum crnocobom. CamMo TMOHATHE AEIOMPOU3BOJCTBO
0003Haya0 JesATENbHOCTh, KOTOPOM 3aHMMAalach HE TOJBKO M HE CTOJIBKO KaHLESpHUs,
CKOJIbKO BECh ammapaTr Y4YpexAeHHs B IeJIOM. TepMHUH «JIeJIO0MPOU3BOACTBO» MPOUCXOIUT
OT COYCTAHHS CJIOB «IIPOM3BOJICTBO JCNIa», a MOJ «ICIIOM» B TO BpPeMs NMOHHMMAJlach HE
nankKa ¢ JOKYMEHTaMHM, KaK B COBPEMEHHOM JEJIONPOU3BOJCTBEHHOM 3HAUYE€HHUU 3TOIO
CJIOBa, @ pacCMaTPUBAEMBI U PelIaeMblil BONPOC: MPOU3BOACTBO J€JIa — 3TO HE YTO MHOE,
KaK pelieHue jena.

Jlena, HampaBiIeHHbIE B MHUHHCTEPCTBO, MOTJIHM MOMACTh B KAHIEJISAPUI0O MHHHCTpA
WIM HENOCPEACTBEHHO B JieNapTaMeHThl. HemocpeacTBEHHO B JAemapTaMEeHThl MOCTymala
Nepenucka ¢ IpYyruMu yUpeKJIeHUSIMU U JIMIIAMH, PABHOTO MOJIOKEHUS U MOJIYUHEHHBIMH,
NpEJICTABICHUS OT MOJYUHEHHBIX YUYPEKIEHUH, MPEANUCAHUs MUHUCTpA U JieJa U3 €ro
KaHLEJSIPUM C pe3oJIrolel MuHUCTpa. Bee mocrynatoniye B MUHUCTEPCTBO J1€J1a JEIUIIUCH
Ha TPU KaTETOPUU:

I)Tekymiue nena — AOHECEHHUs, BEJOMOCTH, MPEICTaBICHHUSI, IEpENUCcKa U JIp.;
2)upe3BblUaiiHbIe Jlefa — JAJI1 UX pelIeHHs] TPeOOBaOCh MPUHSATHE HOBBIX MOCTAHOBJICHUIH,
WIN IeTia 10 OOHApy>KEHHBIM 37I0YTOTPEOTICHUSAM;

3)nena, «He TepHSIINE BPEMEHU», UIIU CPOUYHBIE.

Jlena 4ype3BblUaliHbIE M CpPOYHBIE pAcCMATPUBAIUChL B TEPBYID  OYepelb.
Oco00€HHOCTBIO OpraHU3alMK JENONPOU3BOICTBA B 3TOT MEPUOJ SIBISUIACH HE TOJIBKO €€
yéTKas  3aKOHOJATeJIbHAs  perjaMeHTauus, HO M JOCTaTOYHO  OOIIMPHOU
JIEJIONPOU3BOJICTBEHHON JIMTEpaTyphbl, B TOM 4YUCIE U PabOT TEOPETUUECKOro XapakTepa.
Opnako paboTa 1Mo COBEPILIEHCTBOBAHHUIO JIETONPOU3BOACTBA ObLTa MpepBaHa B 1917 roxy
cHayana  DeBpanbckas  OypKya3HO-IeMOKpaTHdeckas, a  3areM  OKTs0pbckas
COLIMAJIUCTUYECKAST PEBOJIOLMHU. DTO MPHUBEJIO K IOJHOMY CIOMY TOCYJapCTBEHHOIO
anmapara U CO3[aHUI0 HOBOTO, KOTOPBIM, XOTSI M YCBOMJI MHOTHE CTapble Tpaaulluu, HO
3ap0o>KJ1aJIcsl Ha MPUHIUIIMATBHO HOBBIX OCHOBAX.

Henonpoussoactso nocie 1917 roga
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Jlenonpou3BoJICTBEHHAas:  JOKYMEHTalus  MEpUoJa  CTAHOBJIEHUS  COBETCKOM
rOCy/IapCTBEHHOCTH OTpa3wiia cnenuduKy 3Tana BbIpaOOTKHM HOBBIX (OPM U METO/IOB

TrOCYIapCTBEHHOTO  YIPABJIECHMs,  HA4aJbHOIO  JTalma  CO3JaHUsl  COBETCKOIO
rOCyJapCTBEHHOI'0  almapara, €ro CpalluBaHUs C IApTUHHBIMU  CTPYKTypamy,
OTrOCYIapCTBIICHUS 00IIeCTBEHHBIX OpraHu3anuu. Hcropus POCCHUICKOTO

nenonpousBojictBa 1920-X rr. M3ydeHa HEJOCTATOYHO, B YACTHOCTH, CIa00 OCBELIEHBI
BOITPOCHI IOKYMEHTUPOBAHUS JAESITEIbHOCTH MECTHBIX OPTaHOB I'OCYAAPCTBEHHOM BJIACTH U
yIpaBJ€HUs, BIIPOUYEM, KaK U B I[€JIOM, UCTOPUSI MECTHBIX TOCYAAPCTBEHHBIX YUPEKICHUMN.

Tsokenoe  cocTossHME — pa3pylIEeHHOW  BOWHOM  SKOHOMHMKHM W MPOOJIEMBI
BOCCTAHOBJIEHUS] HApPOJIHOTO XO3SMCTBa IMOCJI€ OKOHYaHWs BOMHBI 1941 — 1945 rr.
OTTECHWJIM Ha BTOPOHM IUIAH BOIPOCH JTOKYMEHTAI[MOHHOTO OOECIEYCHUS YIIPABIICHUS.
[ToBbimieHne wHTEpPEca K pa3paboTke MpoOeM paluOHAIM3AINN TEXHOJOTHH U TEXHUKU
YIPaBJIEHUSI MOXKHO OTHECTH KO BTOpoM nosioBuHe XX Beka. Haunnas ¢ 1960-x rr. B Haieit
CTpaHe YCHENIHO pa3pabaTblBaJUCh MpOOJeMbl CTaHAApPTU3ALMU U YHU(PUKALUU
JIOKYMEHTOB, pallMOHAIN3alUH JIETONPOU3BOACTBA B COBETCKUX YUPEKIACHUSIX.

B 1970 r. co3nan npoekt ocHOBHbIX noJioxkenuit EI'CJl — Enqunoii rocyiapcTBEHHOM
cuctembl naenonpou3BojicTBa. [locne oOcyxnenus u gopabotku B ceHtsadpe 1973 r.
«OcHosubie monoxkeHust EI'CJ]» omoOpun I'ockomuter Coera MununctpoB CCCP mo
Hayke u TexHuke. ABTop EI'CJ[ 0000mmnm mnepesoBoil OMBIT CBOETO BPEMEHU U
NPEAJIOKUIN ONTUMAJIBHYIO TEXHOJOTHUIO BBINOJHEHHUS YINPABICHUECKUX ONEpaluil U MX
nokymentupoBanus. EI'CJ] Hocuna KOMIUIEKCHBIM XapakTep, T.€. BKIKOYaAla HE TOJBKO
BOIIPOCHI JIEJIONPOU3BOJICTBA, HO W PEKOMEHJALMM [0 HAy4YHOM OpraHu3alud Tpyjaa
CIIyXalllUX, CTPYKTYpe JAETONPOU3BOACTBEHHBIX CIYXO M MX TEXHUYECKOMY OCHAIEHUIO.
Peanuzanus ee mosiokKeHWI TMOBBICKIA OOIIYIO KYJIBTYpY YIpaBi€HHS M KadecTBO
MPUHUMAEMBbIX PEIICHH, TO3BOJIMIIa ONTUMU3UPOBATH CTPYKTYPY U IITATHYIO YHCIEHHOCTD
ympaBlieHdecKoro ammapara. OJIHAaKO 3JIEeMEHThl HOBBIX WH(OPMAIIMOHHBIX TEXHOJIOTHH,
YaCTHYHO peaju30BaBIIMECs B MpakTUKe paboThl Beaymux 3apyoexsbix ¢upm, B EI'CJI
Npe/ICTaBICHbl HE ObUIM M3-3a MOJHOTO OTCYTCTBUSI JIUTEPATYpPhl MO ATHUM BOIPOCAM HU
(dbuHAHCUPOBAaHNE HA UX NMPAKTUYECKOE U3yUCHHUE.

3aMeTHBIM SBJIEHHEM B HUCTOpUHU aenonpousBojctBa 1970 — 1980-x rr. crano
uznanve [ocynapctBeHHbix cranaaproB — ['OCToB Ha ymnpaBieHYeCKHE JOKYMEHTHI,
obmecoro3ubix  kinaccudpukaropoB (OKVY], OKIIO, OKOHX wu np.) TeXHHKO-
SKOHOMHYECKOW M COIMAIbHON MH(OpMAIuy, YHU(PUITUPOBAHHBIX CUCTEM JOKYMECHTAIIMH
(YCII) u cepuu rocyaapCTBEHHBIX CTaHAAPTOB Ha A3TH YHU(PUIUPOBAHHBIE CUCTEMBI.
BHeapenne yka3zaHHBIX MaTEpUAIOB B IPAKTUKY YIOPABICHUS 3HAUMUTEIBHO YIIYYIIAIIO
oopMIICHHE TOKYMEHTAINH, PAIMOHATU3UPOBAIO POIEAYPhI MIOUCKA, yUeTa U XpaHEHUS
pazHooOpa3Hoil MH(pOpMAIMK, MOATOTOBUIIO MOYBY JJIi aBTOMATH3allUU YIPaBIEHYECKUX
G yHKIHA.

B 1993 r. u3nan O6mepoccuiickuii Ki1acCu(puKaTop yrnpaBIeHIeCKOW JOKYMEHTAINN
(OKY /), B KOTOpBIil BKJIIOYEHHl HAMMEHOBAaHHUS (PUPM MOKYMEHTOB YHH(PHIIMPOBAHHBIX
cucrteM (YC), ananTUpOBaHHBIX K COBPEMEHHBIM YCJIOBHUSM, U OCHOBHBIE IMOJOXKEHHUS IO
BeneHuto cucteM kiaccudpukatopoB YCJ. K coxanenuto, ¢ Hayana 1980-x IT. HU oaHA
YHU(UIIUPOBAHHAS CHCTEMa JOKYMECHTAIIMM HE OblIa M3/1aHa MAacCOBBIM THPaXXOM, UYTO
3HAUYMUTENIBHO 3aTPYAHSET UX BHeApeHue. [lonyunBuine BecbMa IUPOKOE PaCIPOCTPAHEHHE
KOMITBIOTEPHBIE MPOrPAMMBI MOJATOTOBKM JOKYMEHTOB HMEIOT, KaK IMPaBWIO, B CBOEM
COCTaB€ KOMILUIEKThl IMA0JIOHOB JOKYMEHTOB, aJanTUPOBAHHBIE HA PYCCKHUHM S3BIK, U
MOJIHOCTbIO UTHOPHUPYIOT OTEUECTBEHHBIE HOPMATUBBI U TPAAUIIMU B 00JIACTU CO3JAaHUS U
o(opMIIeHHSI TOKYMEHTOB.
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Bo wMHoOrmx ciy4yasix ceroiHsi JOKYMEHTHPOBAHHE SIBJISIETCS O0s3aTEIbHBIM,
NPEANUCHIBAETCS 3aKOHAMM M HOPMATHBHBIMHU IIPaBOBBIMU akTaMu. DenepanbHblil 3aKOH
Poccuiickoit @enepaunn ot 20 despans 1995 r. Ne 24-03 «O6 unpopmanuu U 3amure
uH(popManuu» (C U3M.) YCTAHABIMBAET, YTO MHPOPMAIIMOHHBIE PECYPCHI, T.€. TOKYMEHTHI U
MACCHUBBI IOKYMEHTOB SIBJISIFOTCSI OOBEKTAMU OTHOIICHUN (HPU3MUECKUX, IOPUANUECKHUX JIHII,
rocygapcTBa M 3alMLIAIOTCS 3aKOHOM Hapsay C JPYTMMHU pecypcaMh. 3aKOHOM
YCTaHABIIMBAETCS  IMPABOBOM  PEXUM  CO3/IaHMs, XPAHEHHs] U  HUCIOJIb30BAHMS
UH(POPMAIIMOHHBIX PECYPCOB, B YaCTHOCTU: MOPSAIOK TOKYMEHTHPOBAHUS HH(OPMAIINU;
paBo COOCTBEHHOCTH Ha OTHEJbHBIE JOKYMEHTHl W OTHAEIbHBIE MAaCCHUBBI JOKYMEHTOB,
JOKYMEHTBI M MAacCCHUBBl JIOKYMEHTOB B MH(DOPMAIMOHHBIX CHUCTEMaxX; KaTerOpHUH
uHpOpMAIIMM TIO YPOBHIO JOCTyNa K HEH; MOPAJOK IMPAaBOBOM 3aIlUThl HMH(POPMAIIHH.
JlaHHBIM 3aKOHOM (CT.5) TaKXKe YCTaHOBJEHO, YTO <«JIOKYMEHTHpPOBaHHWE HWH(OpMAIUH
ABIIAETCA O0OSI3aTENbHBIM YCIOBUEM BKIIOYEHHUS HH(oOpManuu B UHGOPMALMOHHBIE
pecypcesl. JloKkyMeHTHpOBaHNE uH(pOopMaLIH OCYILECTBIIAETCS B NOpsIIKE,
YCTaHABIMBAEMOM OpraHaMH I'OCYAapPCTBEHHOM BJIACTH, OTBETCTBEHHBIMU 332 OPTraHU3ALUIO
JIEJIONPOU3BOJICTBA, CTaHAAPTU3ALMIO JIOKYMEHTOB M HUX MAacCHBOB, 0€30MacHOCTb
Poccuiickont ®epepaumn». B Hacrosimiee BpeMs PE3KO BO3POCIM KOMMYHHUKATHUBHBIE
BO3MOKHOCTH JOKYMEHTA, TaK KaK Pe3KO YBEIHMUMINCH CKOPOCTH Mepeaadyu HHPOPMAIUU U
Kpyr ee moJib3oBareneil ¢ nomounpto MHtepHera, E-mail (3;mekTpoHHON moutsl) u ap. B
NanbHEWIIeM poJib KOMMYHUKATHUBHOW (YyHKUMM OyIeT TOJBKO BO3pacTaTh, TaK Kak
€XKEroJIHO YBEJIMYMBAIOTCS 00BeMbl HMHGOpPMAlLlMK, YHCIO TMOJIb30BaTeNel, MeHseTcs
TEXHOJIOTUS JOKYMEHTAaLMOHHOTO 00eCIeueHusl yIpaBIEHUsI.

VYHuduuupoBaHHas CUCTeMa OPraHU3ALMOHHO-PACTIOPSIAUTENBLHON JOKYMEHTAIluU
(YCOP/I) sBnsieTcss CHUCTEMOM IOKyMEHTAllMHM, TPUMEHsSEeMOW B JIO00H OpraHu3alivu,
yupexaenuu, npeanpudatuu. [Ipumenenune Y COPJl pernamentupyercs I'OCT P 6.30-2003.
I'OCT pacmpocTpansieTcsi Ha  OpraHU3AlMOHHO-PACIIOPSAUTEIbHBIE  JIOKYMEHTHI,
npeaycmorpeHHble YCOPJI (manmee — AOKYMEHTBI), — IOCTAHOBIICHMS, PACHOPSIKEHUS,
NpUKa3bl, pEHIeHHs, MPOTOKOJbI, aKTbl, MHCbMa, KOTOpble (UKCUPYIOT pELIeHUs
aIMUHUCTPATUBHBIX M OPraHU3alMOHHBIX BOIIPOCOB, a TAKXKE BOIPOCOB YIIPABIICHUS,
B3aMMO/JICHCTBUS, 00eCTIeYeHUs U PeryIupoOBaHUs 1eATeIbHOCTH:
1)dpenepanbHBIX OpPTaHOB T'OCYJAPCTBEHHOW BiacTh cyOBekToB Poccuiickoit denepanmu,
BKJItoUasi cyobekThl Poccuiickoit @enepanuu, UMEIOIUE HapsAy C PYCCKHM SI3bIKOM B
Ka4eCTBE rOCYAAPCTBEHHOTO HALIMOHAIBHBIN A3bIK, OPTAHOB MECTHOTO CAMOYIIPABJICHUS;
2)ipeAnpusATANA, OpraHu3alMii U WX OObEAMHEHHUH HE3aBHCHMO OT OpraHU3allMOHHO-
npaBoBoOi (HOPMBI BUJA AESITETLHOCTH.

Hacrosimuii ctangapT ycTaHaBIMBACT:

-COCTaB PEKBU3UTOB;

-TpeboBaHUs K O(POPMIIEHHIO PEKBU3UTOB;

-TpeOoBaHMs K O1aHKaM U 0pOPMIICHUIO TOKYMEHTOB;

-TpeOOBaHMsI K W3TOTOBJICHUIO, YUYETy, HCIOJIB30BAHUIO M XPAaHEHHIO OJAHKOB C
BocnpousBenenueM ['ocynapcrBennoro repba Poccuiickoit @enepanuu, repboB cyObEeKTOB
Poccuiickoit ®@enepaiuu,BapuaHTaMd  pPacIoOJIOKEHHs] PEKBU3UTOB, 00pa3lbl OJIaHKOB
JIOKYMEHTOB.

HopmaTtuBHo-MeToanyeckas 6aza JIOY

PernameHTanus nenonpon3BOJACTBA BEAETCS Cpa3y B HECKOJIbKUX HAIPABICHUAX:

-3aKOHOJATEIBHOE U MPABOE PEryJIUPOBAHUE EIONPOU3BOACTBA;

-HOPMAaTUBHO-METONYECKOE PErYJINPOBAHUE EIONPONU3BOACTBA;

VYHudukamms 1 crangapTu3anus J0KyMeHTOB:
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-rocynapctBeHHbie cranaaptel (I'OCT);

-otpaciieBblie ctanaaptsl (OCT);

-KJ1accu(puKaTopsl.

K 3akoHOomartensHBIM W TPaBOBBIM akTaM B chepe uHbOpMANMK W JOKYMEHTAIlUU
OTHOCSITCSI:

-3aKkoHbI Poccuiickon denepannu;

-yKa3bl U pacnopsbkerus [pesuaenra;

-MIOCTaHOBIICHUS U pacniopsikeHus [IpaBuTenbCcTBa;

-paBOBbI€ aKThl (e/epalibHbIX OPraHOB MCIOJHUTENIHON BIACTH (MUHHUCTEPCTB,
KOMUTETOB, CIyX 0, areHTCTB W Jip.) KakK OOIIECTBEHHOTO, TaK W BEIOMCTBEHHOI'O
xXapaxrepa.

3aKOHBI ¥ IOCTAHOBIICHHUSL:

Koucturynus Poccuiickoit @eneparuu. [Ipunsrta 12 nexabps 1993 r.

TpynoBoit kogekc Poccuiickoit @eaepanuu ot 30.12.2001 r. Ne 197-®3.

3akon Poccuiickoit ®@enepaunn ot 21.07.1993 r. Ne 5485-1 «O rocymapcTBEHHOMN
TaifHe» (B MOCI. pell.)

Oenepanbhblii 3akoH Poccutickoit @eaeparuu ot 27 utons 2006 r. Ne 149-03 «O06
uHpopMay, HTHPOPMAIIMOHHBIX TEXHOJIOTHIX U O 3alIUTE HHPOPMAIIII».

®enepanbabiii 3ak0oH 0T 10.01.2002 1. Ne 1-D3 «O06 31eKTpOHHOM ITUGPPOBOI TOMTUCH .

®enepanbhblii 3akoH Poccuiickoit @enepanuun ot 29 urons 2004 r. Ne 98-®3 «O
KOMMEPYECKON TalHE».

[TocranoBnenue IlpaBurensctBa Poccuiickoit @eneparuu ot 16.04.2003 1. Ne 225 «O
TPYIOBBIX KHHXKKAX» U JIP.

CraHgapThl M MHBIE PYKOBOSIINE TOKYMEHTBI

I'OCT P 6.30-2003. «YHUGUIMPOBAHHBIE CHCTEMBI JOKYMEHTAIMH. Y HU(PUIIMPOBAHHAS
CHCTEMA  OPraHU3aALMOHHO-PACIOPSAUTEIBHON  JTOKYMEHTALUU. TpeboBanuss K
O0(OPMIICHHIO JOKYMEHTOB>.

I'OCT 51141-98. «/lenonpous3BoACTBO U apXUBHOE J1€710. Te€pMUHBI U ONpENeIICHUusI» U
zp.

B mnacrosimee Bpemst paboTa MO ONTUMHU3ALMHM JOKYMEHTAllMOHHOTO oOecreyeHus
yIpaBIIEHUs TPOIOJIKAETCSI.
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JIMCT

M3MEHEHMI padouell yueOHOM nmporpaMMebl 110 1UCHUTIIMHE
OLL.13 JlokyMeHTalMOHHOE 00ECIIEUeHHE YIPABICHUS

I[OHOHHGHI/UI M UBMCHEHUS, BHOCUMEBIC B pa60qy}0 [IporpamMmy JUCLIMITIIUHBI

Ocrosanus BHecenus | Paszmen PITJ1, B koTOpBIi ConeprkaHue BHOCUMBIX
JIOTIOJIHEHU I 1 BHOCSTCS UBMEHCHHMS JOTIOJIHEHUH, U3MEHEHUIA
U3MEHEHU I
[Ipepnoxenne - -
 pabotojares
[pennoxenne - -
COCTaBUTES
IIPOIPAMMbI N - ‘
Hpyrue ocHoBaHus 5.1 OcHoBHas quTeparypa Bxmouensl uznanust 2016 r.
5.2 JlononHUTEILHAS
- anteparypa
CocraBurelib: npenopaBaTesib e D2t — T.JI. FOxkakoBa
NnoAnMcChb

YTBepKICHa Ha 3aCelaHUM IPEIMETHO-LUKIOBOM KOMMCCHM [PABOBEIX JUCLIAIUIMH U
CHELMAIBHBIX ~ JIMCHMIUIMH  crnieumanbHocTy  [lpaBo  w  opraHmsanms — COLMAIBHOTO
obecnieyenus rpotoxon Ne 1 ot «29» asrycra 2016 1.

Hpeﬂceﬂa'l‘enb HpeﬂM@THO—HHKHOBOﬁ KOMHUCCHUU ITPABOBBIX JUCHUIIJIMH U CICLUAIbHBIX
AUCLHHUITIMH CIICHUaIbHOCTH HpaBo 1 OpraHM3aliysa COLMaJIbHOIO obecTeueHust

B % A. C. JlemueHko

«29» aprycra 2016 .

Havansnuk YMO ¢uinana - ﬂ/;f* A.B. Bapanos

e «30» aBrycra 2016 1.

3a3€,z1ymﬁ1a>1 Oubnuorexko uauana M.B. ®ydanbko
«30» aBrycra 2016 1.

Havansnuk MBI (nporpamMmHo-uHpOpMaimoHHOE
oOecrieyeHre 00Pa30BATEIBLHON IPOrPaMMBbl) ~ B.A. Tkauenko

«30» aBrycrta 2016 r.
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PELEH3SI

Ha pabouyio nporpammy yuednoit gucuprmiunn OI1.13 Hoxymenranuonnoe obecrieuctiye
ynpagiietust ciienmansnoctu 40.02.01 TpaBo u opranmsanus Conmaibuoro o6ecneyer s

’abovass  nporpamma  yueOHoM  jmcumiumnel OI1.13 Hokymenraunonnoe
obecricueHue  ypaBiICHUsE  COAEPIKUT nacriopr paboueil nporpammnl  yueGHoit
AUCHMIUIAHBL, TIC JlaHa XapaKTepUCTUKA 00J1acTH NPUMCHCHUS MPOrPAMMbL, OKA3AHbI
MECTO JMCHMINIMHEL B CTPYKTYPE HPOrPaMMBbl TOJFOTOBKH CHELHAIUCTOB CPEHEro
3BeHa, €C LCIM M 3a)1a4M, [CPCUEHD MUIAHUPYEMBIX Pe3y/bTaToB 00yuetus. B pabouyio
POrpamMmmy  BIJIOYCHLL - PA3JICIIBL,  OTPAXKAIOLIME CTPYKTYPY W COAEPIKAHMC Y4eOHOI
JMCHHIVIMEEL, - HCHOJIB3YCMBIC B y4eOHOM mpouecce 00pasoBaTeNblble TeXHOIOIMH,
YCIOBIA pCalM3alii IPOIPAMMDI, IIEPEYCHB OCHOBHON M JONOIHUTEILHON JINTEpaTyphi,
HEOOXOMMOM UL OCBOCHMS JIMCHHIUIMHBL, OLEHOYHBIC cpeacTsa Juist  obecrecyenus
KOHTPOJISL yCIEBACMOCTH CTYICHTOB, JIOIOJIHUTEIIBHOE 00ECIICUEHNE JIUCLIUILIMIDL.

Pabouas mporpamma  yuebmoit jmcuwrumminr OIT.13 Jokymenranuonnoe
obecrieuenne ynpapienust coorsercteyer ®I'OC CIIO o chenmansuocru 40.02.01
Ilpao u  opranusanust coumanbHoro  obecriedeHus, YTBCPIKICHHOIO  [PUKA30M
Munnerepersa obpasosanus u naykn Poceniickoit deneparun or «12» mas 2014 1. No
508, yueOnomy miany crienmansHoCTd 1 pabodeit IpOrpaMme JUCHU LD,

Cojeprkarue pabouell MporpaMmMsl COOTBETCTBYET YPOBHIO 00YYEHHUS!, [103BOJISET
copmupoBar, Bee HEOOXOAUMBIC O0IME W IPOPECCHOHANBHBIE KOMIETEHIHN y
CTYICHTOB, CO3JACT OCHOBY U1 (QOPMUPOBAHKS y OOYUAIOUMXCS MHTEpEca K JIAHHOMN
YHCOHOM JIMCHUIIIMHE U B NEoM K yueGHol estrensnoctu. [porpaMma npeanonaraer
oprauuzamio  paGoTsl  o6yqaIomUXes KK ¢ YUACTHEM [MPEIOJNaBatTessi, Tak M ¢
IPUBJICHCHUEM  CHELMAIMCTOB-IIPAKTUKOB.  JlocTaTouHoe — BHUMAHue  YJ(EJICHO
Oprafu3alny camMmocTosTeIbHoNn pabornl cryjentos. PaGouas yueGuas nporpamma j@er
BO3MOXKHOCTE OOCCIEUUTDL CBSI3L TCOPMU € HpakTUKOH. Kakux-nu6o s3amedanuil me
BBISIBJICHO.

Pabouas nporpamma jucnurmiunner OI113 JlokyMeHTaLMonHoe o6eceuenme
yupapiennst 1o cnenuansnocru  40.02.01 Ilpaso u  oprammsanust coLUaibHOTO
obecrieuenust, paspaGoraunnas IO0xakosoit  TJL, coorsercrsyer rpeGosanmsim
Crapjapra, a raKkKe TpeOOBaHUIM COBPEMEHHOIO PLIHKA TPYJIA.

C.J. Kyxuiipnas

26.08.2016 r.




Penensus

Ha paGouyro mnporpammy mo yueGHoW muctmmmmae OIT.13JJoKkyMeHTAIMOHHOE
obecrieuenue ynpasieHus 1o crnenuanbHocTd: 40.02.01 TlpaBo M opraHu3amys COLUATBHOTO

obecrieyeHus, BBIOJIHEHHYIO KaHI. WCT. HayK, KaHI. IOpUI. Hayk, noueHToM HOjkakoBoii
TatpsgHol JIeOHNTOBHOIA.

Pabouas mporpamma ydeOHO#M mucummiuabl OII.13J[0KyMEHTAIIMOHHOE OOeCIeucHe
ynpaBieHuspa3padboTtana Ha OcHOBe DelepalbHOIO IOCYIapCTBEHHOrO 0GPa3oBATEHHOTO
CTaHIAapTa CpPeIHEro MpodecCHMOHaNbHOro obpasoBaHus (manee - OIOC CIIO),
YTBEPXKJEHHOTO nprkazoM MunucTepcTBa 00pa3oBanus 1 Hayku Poccuiickoit ®enepanun ot

«12» mas 2014 r. Ne 508, 3apeructpupoBan B Munucrepcrse roctunun 29.07.2014 r. (per. Ne
33324)

PaGouas mnporpaMMa ydeOHON AMCHMIUIMHEL «J[OKyMEHTallMOHHOE oOOecIeueHue
yIpaBleHUs» MpEeAHA3HAayeHa U1 U3YyYCHHUS OCHOB IMpaBa COLMAJIBHOIO OOECIEUeHUs B
YUPEXKACHUAX CPEIHETO MPOPECCHOHATBEHOTO 00pa30BaHUs, PEATU3YIOINX 00pa30BaTeIbHYIO

IporpaMMmy CpeaHero o0Ouiero o6pa3oBaHus, IPpY NMOATOTOBKE KBATU(PUIMPOBAHHEIX pabodmx
¥ CIICIIUAIMCTOB CPEIHETO 3BCHA.

Crieru¢uKoii npeanaraeMoil yueGHOM IPorpaMMEl SBISETCS € OPUEHTHPOBAHHOCTE HE
TOJIBKO Ha (OPMUPOBAHME y CTYJEHTOB CIEKTpa 0a30BEIX HOHATHN B XOJ€ ayIUTOPHBIX
3aHATHH, HO M Ha OpPraHW3allMi0 aKTUBHOIO HUX BKIIOYEHHS B pPa3sHOOOpa3HbBIE BUJILI
CaMOCTOATEJIEHON y4eOHO-TI03HABATEIbHOM eI TEIEHOCTH.

KoHTponeb W  OIIEHKAa pe3yJbTaTOB OCBOCHUS  JHUCHUMIUIMHBI  OCYINECTBIISIOTCS
IpernojaBaTejieM B IPOIECCE IPOBENCHMS IIPAKTUYECKUX, TECTHPOBAHUA, a TaKKe
BBHITIOJIHEHHS O0YyYarOINMUCS UHAUBUAYAJTBHBIX 3aJaHUi, COOOIIEHNM, HCCIIeIOBAaHMUIA.

CTpyKTypa IpOrpaMMBl COJIEPKUT TPH pa3fienia, B KOTOPBIX PACCMATPUBAIOTCS BOIPOCHL:
BBEJICHHE B OOIIyI0 4YacTh IIpaBa COIMAIBHOTO OOECIICYCHHWS; IOHATHE M BHIBI CTaXa.
[TonaTue u BUIBI IEHCUIT; KOMIICHCAIIMOHHBIEC BHITLIATHI U JIBFOTHI.

3axmouenne: PaGogas nporpaMMa 1o npaBy COLUAIBHOTO O0ECIIEYCHUS COOTBETCTBYET
COBPEMEHHOMY YPOBHIO pa3BUTHA Hayku U PenepanbHOMY roCyJapCTBEHHOMY CTaHIApTy K
YPOBHIO IIOATOTOBKH BBITYCKHUKOB I0 crneruanbHocT 40.02.01 IlpaBo u opranmzarus
COLMAJIBHOIO0 O0€eCnedYeHnss U MOXET OBbITh HCIOJIB30BaHA Il OOECHEUEHHs IMPOrpaMMEI
IIOJITOTOBKYU CIIEIUAIMCTOB CPEIHETO 3BEHA.

SI3BIK U CTUJIb U3JI0KECHUS, TCPMHUHOJIOTUA COOTBCTCTBYIOT Tpe6OBaHI/ISIM Ha3HAa4YCHHUA
yq€6HOf/'I JUCHUILINHBI, ICSJIAM M 3aJa4daM B IIOATOTOBKE CIICIHMAINCTA IS pa6OTI>I B OTpacjiun
npaBa M OpraHM3allid COIHUAJIBHOTO O6CCH€‘I€HI/ISI, a TaKiKe Tp€6OBaHI/I7[M K 3HaHUAM H
YMCHUAM CTYACHTOB 110 JUCHUILJINHC ((I[OK}’M@HT&HHOHHO@ obecricueHue YIIPABJICHUA .

DKCHepT:

Kanpunar uctopryeckux Hayk,

JOLEHT KadeIpbl COUUATbHO-3KOHOMUYECKHX AUCLUIUIUH -
¢dwmana ®I'BOY BO «Ky6aHcKuii rocy1apCcTBEHHbIH YHUBEPCUTET) Vs
B I. CnaBsiHCKe-Ha-Kyb6anu
.E. ®enopun
B LA TaTa




