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1 ]_Ie.]'ll/l H 3aJa4Y1 U3YUYCHUSA TUCHUIIJINHDBI

1.1 Heablo oCBOEHUS IUCHMIUIMHBI  «JlOKyMEHTAllMOHHOE oOO0ecleYeHue YIpaBieHHE
TOCTUHUYHBIMU TIPEANPUSATUAMU» SABISETCS (OPMUPOBAHHME Y CTYACHTOB 0a30BbIX MOHATUHA H
IIPUHLUIIOB COBPEMEHHOM CHUCTEMBI JOKYMEHTALlMOHHOTO YIIPABICHUS TOCTUHUYHOIO INPEIIPUATHUSA,
3HAKOMCTBO C OCHOBHBIMHU MpaBmwiamu U 3akoHamu JIOY B cepe TOCTUHHYHBIX YCIYT, CHELH(PUKOM
JOKYMEHTO000POTa TOCTUHHYHOTO TPEATIPHSTHS.

1.2 3agauu AMCUMILINHBI:

— ¢opMHpOBaHKUE y CTYACHTOB 3HaHUU 1O uctopuu JJOY u CTpyKType COBpEMEHHOH CIIyKObI
HOVY;

— monyyeHue 6akaJaBpoM 3HAHUU MO METOI0JIOTUH OpraHu3anuu coppementoro J10Y;

— mony4yeHue OakajgaBpoM 3HaHUH 00 OCHOBaX M METOJHMKAX COCTABIICHUS JOKYMEHTOB
TOCTUHUYHOTO TIPEITPUSTHUS;

— TIOJIy4eHHE 3HAHUU 00 00BbEKTaX, CYObEKTaX, CPEACTBAX ACITEIbHOCTH Cyx0bl IOV

— TOJIyueHHUE 3HAHUH O MpaBHIaX JJOKYMEHTOOOOpOTa TOCTUHUYHOTO MPEANPUITHS;
MoJIyueHus: OaKanaBpoM 3HAHHUM O BEACHUHU JEIOBOM MEPEMHCKHY;
nojrydeHre O6akagaBpoM 3HaHUH 00 OpraHU3alnuy U yrnpasieHus ciayxosr JJOY.

1.3 MecTo AUCHMILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM NPOrpaMMbl.

Jucnumimza «/lokyMeHTaunoHHOe oOecrieueHre yrpaBieHHe TOCTUHUYHBIMUA NPEAIPUITUIMU»
OTHOCHTCS K BApUAaTUBHOM 4acTH OCHOBHOW 00pa3oBaTeIbHON MPOTrpaMMBbl U SIBISIETCS AUCHUIIIMHON 1O
BBIOOpPY. AKTYallbHOCTh Kypca «JloOKyMeHTamoHHOE O0OecredueHue YIpaBIeHHEe TOCTHHHYHBIMHU
MPEeANpUATHAMIY) CBSI3aHA C BOMNPOCOM TOTEPH BpPEMEHHM U MaTepHAbHBIX CpPEICTB MpU HE
OpraHU30BaHHOM OOpallleHuH C JOKyMEeHTaMHu. B coBpeMeHHOM mMupe MeHemkephl TpatiaT ot 50 10 90 %
cBoero pabodero BpeMEHHM Ha KOMMYHUKAIIMH, CBSI3YIOLIUE IPOILIECCHI, COMPSIKEHHBbIE C 00pabOTKOM
uHpopmanuu. boree TOro, MHOTHME aBTOpBI, OTEYECTBEHHBIE W 3apyOEXKHBIC, MPEICTABISIIOT
pyKOBOIUTENsI Kak cucreMy o0pabotku uHpopmanuu. TpymaHO MNpPeACTaBUTH KakoOM-IuOO BHI
JESITEeIbHOCTH MEHEIKepa, He CBSI3aHHBIA C IMOJIydeHHEM, XpaHCHHWEM WM TeHepalueid nHpopManuu.
YMeHue HaiexammM o0pa3oM MpenoJHecTH HH(POpMAlMI0 B MUCbMEHHOM BHJE, T.. MPaBUIBHO
COCTaBUTh U O(OPMHUTH JOKYMEHT, — 3TO OJAMH U3 (PAKTOPOB, OT KOTOPBHIX 3aBHCHUT YCIIEX JIIOOOTO
HauMHAHUS B Kakoi-mubo cdepe nesTenbHOCTH (NOJIUTHKA, Hayka, OHM3HEC, B T.4. TOCTUHUYHAsS
NESITETHLHOCTD ).

N3yueHune IUCHMIUIMHBI Oa3MpyeTcsi Ha OCBOCHUHU CIENyIOIUX KypcoB: «CTaHmapTuzauus U
yIpaBlI€HUE KAa4eCTBOM T'OCTUHUYHBIX YCIyr», «OpraHusanuss TOCTUHUYHOIO Jena», «[ OCTUHUYHBIN
MEHEKMEHT», «MapKeTHHI TOCTMHUYHOTO Mpeanpustus», «bu3Hec-TIaHMpoBaHHE B TOCTHHUYHOM
npennpustun». Kypc paccunran Ha 40,2 yacoB ayIMTOPHBIX 3aHIATUN, IPOBOJUTCS B / CEMECTDE.

1.4 Ilepeyenb MJIAHMPYEMBbIX pe3y/JbTATOB 00y4eHHUs MO JMCHHILINHE «/loKymMeHTaluoOHHOE
o0ecrneyeHue ynpasjeHne TOCTHHHYHBIMH NPeANPUATHAMM.

N3yuenne nanHON ydeOHOW IUCIUIUIMHBI HAMpaBlieHO Ha (OPMUPOBAHHE y OOYUAIOMIMXCS
crnenytouien oowenpogheccuonanvroti komnemenyuu (OIIK):

— TOTOBHOCTh TPUMEHATh HOPMATUBHO-TIPABOBYIO U TEXHOJOTHMYECKYI JOKYMEHTAIIHUIO,
pErIaMEHTHPYIONIYI0 TOCTHHHYHYIO aesTenbHocTh (OITK-3).

W3ydyenune naHHOW ydeOHOW MUCIUIUIMHBI HAMpaBICHO Ha (OPMUPOBAHUE y OOYYAIOIIMXCS

cnenyromen oowexkyromyprou komnemenyuu (OK):

— CIOCOOHOCTBIO  HWCIOJIB30BAaTh  OCHOBBI  MPABOBBIX 3HAHWM B  Pa3IUYHBIX  cdepax
xu3HenesTenpHocTH (OK-4).

N3yuenne naHHOW ydeOHOW IUCIUIUIMHBI HAMpaBlieHO Ha (HOPMUPOBAHHE y OOYUAIOIIMXCS
cienymwoien npogeccuonanvroi komnemenyuu (11K):



— CIIOCOOHOCTBIO KOHTPOJIMPOBATH BBHIMOJIHEHUE TEXHOJIOTHYECKUX IPOLECCOB M JOKHOCTHBIX
MHCTPYKIMH B TOCTUHUYHOW JESITEIbHOCTH, TOTOBHOCTh K OpraHU3alMd pabOT IO MHOATBEPKICHHIO
COOTBETCTBUSI CUCTEME KIIaCCU(HKALIMY TOCTHHUIL U Ipyrux cpencts pa3merienus (I1K-5).



Ta@mua 1- Pe3yanaTbI OCBOCHUA AUCHUITIIHUHBI «I[OKYMCHTaHI/IOHHOC obecrieuenue YIIpaBJICHUEC I'OCTUHUYHBIMHA IPCAIIPUATUAMM)

No HNupexc Conepxanue B pesynbpTaTe nzydeHus yaeOHOW MUCIUIUIMHBI O0yJarOIIHeCs] TOKHbBI
KOMIIEe- KOMIIETEHIUU
ILIIL. . 3HATh yMeThb BJIAJIETh
TEHIINH (vt €€ gacTH)
1. OIIK-3 | roTOBHOCTb — CYILIHOCTb, HAIIPaBJICHUS U BUIbI — 0(hOpMIIITh PEKBU3HTHI — HaBBIKAMU CO3JIaHUS
[IPUMEHATH JIOKYMEHTAIIHOHHOTO 00eCTIeYeHHUSI OTJICTIbHBIX BUJIOB YIIPABICHUYECKUX | YIPABICHYECKUX IOKYMEHTOB U
HOPMAaTHBHO- VIIPABJICHHUS, €70 POJIb B JEATCIILHOCTH JIOKyMEHTOB B COOTBETCTBHH C OpraHu3aIy paboThl ¢ HUMH;
MPaBOBYIO U TOCTHHHUYHOTO TPEANPUATHSA; MpaBUJIaMH, YCTAaHOBJIEHHBIMU — HaBBIKAMU BEJACHHUS JE€TOBOM
TCXHOJIOTUYECKYIO | — cTaHAapTHBIE TEPMUHBI HOPpMaTUBHBIMU JOKYMCHTAMU, U IIEPENMCKU C JECITOBBIMU
JIOKYMEHTAITHIO, JIOKyMEHTALMOHHOTO 00eCIeUEHUs SI3LIKOBBIMH TPEOOBAaHUSMH K napTHEpaMH M KJIMEHTaMU
perJaMeHTUpyo- yIpaBJICHUS; 0(OPMIICHHUIO PEKBH3UTOB TOCTUHHYHOTO TIPEATNPUSTHS;
LIYy¥0 FOCTUHUYHYIO | — cynIHOCTh, CBOWCTBA, YHKIIMH U YIPABICHYECKUX NOKYMEHTOB — HaBBIKaMU PabOTHI C
JIeITEIIbHOCTD 0hOPMIISTH TOKYMECHTAIUIO B OPI'TEXHUKOH MPH CO3JaHUHU U

CTPYKTYpY YIIPaBIEHYECKOTO JJOKYMEHTA,
KJIacCU(UKAIMIO YIPABICHYECKHX
JOKYMEHTOB TOCTHHUYHOTO
HOpEANpUATHS;

— pob YHU(UKAITUH U CTaHJapTH3AIHA
JIOKYMEHTOB B COBPEMEHHOM
JIOKYMEHTAI[MIOHHOM 00ecre4eHnu
yIIpaBIIEHUS, COCTaB U Ha3HAYCHUE
YHU(DUIUPOBAHHBIX CHCTEM
JOKYMEHTAIIHH;

— HOPMBI CTUJISI YIIPaBJIEHYECKUX
JOKyMEHTOB U OCOOEHHOCTH
o(opMIICHHS MX TEKCTOB B aHKETHOI,
TpadapeTHoii u TabnuuHOM Gopme;

— COCTaB ¥ Ha3HAUYCHHE OPTaHN3aI[OHHO-
NIPaBOBBIX, PACTIOPSAUTEIHHBIX U
UH(OPMAITMOHHO-CIIPABOYHBIX

COOTBETCTBUU C HOPMATHUBHOM
6a30i1, HICTIONB3YS
WH(POPMAIMOHHBIC TEXHOJIOTHH U
Cpe/ICTBa OPTTEXHUKH;

— UCITOJIB30BAaTh
YHUDUIIMPOBAHHBIE CUCTEMBI
JIOKYMCHTAITUH,

— OCYIICCTBJISATh XpaHEHHE, TIOUCK
JIOKYMEHTOB;

— UCITONIB30BaTh
TEJIEKOMMYHHUKAI[HOHHBIE
TCXHOJIOTUU B BJ'IGKTpOHHOM
JIOKyMEHTO000pOoTE.

UCTIOJIb30BAaHUM JIEJIOBBIX
JIOKYMEHTOB B paboTe
TOCTMHUYHOTO MPEANPUATHS.




JIOKYMEHTOB, COCTaB, PACTIOJIOKEHHE U
npaBuiIa 0POPMIICHUSI PEKBH3UTOB
OT/ICIbHBIX BUJIOB 3TUX JIOKYMEHTOB;

— ¢opMBbI OpraHu3anuu padboThI C
JIOKyMEHTaMH;

— MOPSIOK JBMOKEHHSI YIIPABICHYECKUX
JIOKYMEHTOB TOCTHHUYHOT'O
HPEANPUATHS, POJIb U OPraHU3AIHIO
KOHTPOJISL UX UCTIOJIHEHHSI, TIOPSIIOK
paboThI ¢ OOpaIIEHUSIMU TPaK]IaH,
0COOCHHOCTH OpraHu3aIlyi PadOThI C
KOH(HICHIUATbHBIMH JOKYMCHTAMH;
— COBpEMEHHbIC HH(OPMALIMOHHBIC
TEXHOJIOTHH B JJOKYMEHTAIIHOHHOM
o0ecIe4yeHn ToCcy/1apCTBEHHOTO
yIIpaBJICHUS;

— CHCTEMBbI JOKYMEHTAI[HOHHOTO
oOecriedeHus yrpaBiIeHUs;

— OpraHU3anuio paboThI C AMEKTPOHHBIMH
JOKyMEHTaMH;

— BUJIbI OPITEXHHUKH U CITOCOOBI e€
UCIIOJIb30BaHHS B JIOKYMEHTAIIMOHHOM
00eCreYeHnn ypaBieHus.




OK-4

CIIOCOOHOCTBIO
HCIOJIb30BATh
OCHOBBI IPABOBBIX
3HAHUM B
pa3IUYHBIX cdepax
JKU3HEAEATEND-
HOCTH

— OCHOBHBIC HAIPABJICHHUS
rOCYAapCTBEHHOTO PETYITHPOBAHUS
COBPEMEHHOTO JJOKYMEHTAI[HOHHOTO
oOecrieueHus yrnpaBieHHsl, COCTaB U
HA3HA4YCHUE 3aKOHO/IATEeIIbHBIX aKTOB
Poccuiickoit @eaepaiuu, HOPMATUBHBIX
MIPABOBBIX aKTOB (heIepabHBIX OPTraHOB
UCIIOJTHUTENbHOM BIIACTH U
00111erocy1apCTBEHHBIX HOPMAaTHBHO-
METOAMYECKHUX JOKYMEHTOB,
PEryIupyIOMIHNX JOKYMEHTAIIMOHHOE
oOecrieueHre yrpaBieHuUs;

— TpeboBaHUs K JOKYMEHTHPOBAHHUIO
VIIPaBICHYECKOH IeATEITHHOCTH,
0(OPMIICHHUIO PEKBU3UTOB
VIIPaBICHYCCKUX JOKYMEHTOB U
OpraHu3aIy paboThl C JOKYMEHTAMU,
YCTaHOBJICHHBIC HOPMATHBHBIMHU
MIPABOBBIMU aKTaMH U HOPMaTHBHO-
METOAMYECKIUMH JOKYMEHTAMU;

— MOPSIIOK ABMXKEHUS YIIPABICHUECKHUX
JIOKYMEHTOB TOCTUHUYHOTO
MPEIIPHUSITHS, POJTb U OPTaHH3AITHIO
KOHTPOJISl UX UCTIOTHEHHUSI, TOPSTIOK
paboThI C OOpAIICHUSIMU TPaXKIaH,
0COOEHHOCTH OpTaHHU3AINH PadOTHI C
KOH(HICHITUATBHBIMU JIOKYMECHTAMHU;

— UCIIOJIB30BaTh 3aKOHOJATCIIbHEIC
akThl Poccuiickoit @eneparnuu,
HOPMAaTHBHBIE MPABOBBIC AKTHI U
HOPMAaTHBHO-METOINYECKHE
JIOKYMEHTHI (peiepalibHbIX OpraHOB
WCIIOTHUTEIIBHOW BJIACTH TIPH
COCTaBJICHUH U OPOPMIICHUH
yIpaBIeHYECKUX JOKYMEHTOB;

— HaBBIKAMH MPUMEHEHUS
JIeTIOTIPOU3BOICTBEHHOM
TEPMUHOJIOTUU, HOPMATHUBHBIX U
METOJAMYECKUX JIOKYMEHTOB IIPU
CO3/IJaHUU TJOKYMEHTOB U
opraHu3aiuu paboThl ¢ HUMH.




ITK-5

CIIOCOOHOCTBIO
KOHTPOJIMPOBATh
BBINIOJTHEHHE
TEXHOJIOTHYECKHX
MPOLIECCOB U
JOJIPKHOCTHBIX
WHCTPYKLUH B
TOCTUHUYHOM
JIeSTCIIEHOCTH,
TOTOBHOCTD K
OpraHu3aIu
pabor 1o
MOITBEPKICHUTIO
COOTBETCTBUSA
CHCTEME
KJ1acCU(pUKaLUN
TOCTHUHUI] ¥ IPYTHX
CpEenCTB
pa3MeIIeHus

— IPUHIMIBI 3aLIUTHI IEPCOHAIBHBIX
JTAHHBIX COTPYAHUKOB FTOCTUHHUYHOTO
MPEANPUSITHS;

— XapaKTEePUCTUKY KOMIUJIEKCOB KaJpOBOU
JIOKYMEHTAI[UU TOCTUHUYHOTO
MPEANPUSITHS;

— UCTOYHUKHU TI0A00pa MepcoHana Jyis
HY>K/Jl TOCTUHUYHOTO IPEIIPUATHUS;

— TOKYMEHTHUPOBATh MEPCOHATBHBIE
JTAHHBIE COTPYIHHUKOB
TOCTHHUYHOTO TIPEATPHUSITUS;

— 00pabaTkIBaTh U XpPaHUTH
NIEPCOHAIBHBIX JaHHBIX
COTPYIHUKOB TOCTUHUYIHOTO
TPEIIPUSTHS,

— 0OpMUTH TIEPCOHAT Ha padoTYy;
— IIePEBECTH COTPYIHUKOB Ha
JIPYTYIO TOIDKHOCTD WIIH
CTPYKTYPHOE IOJIpa3/iciICHIE;

— TIPOBECTH MPOLEAYPY
YBOJILHEHUS COTPYTHUKOB
TOCTHHUYHOTO MPEAIIPUSITHSI.

— HaBbIKaMU CO3/IaHUS KaJApOBOU
JIOKYMEHTaIUU;

— HaBbIKaMU pa3padOTKU
JIOJ>KHOCTHBIX MHCTPYKIUI;
— HaBbIKaMU BEJICHUS U

0 OpMIICHUS TUYHBIX JelT
COTPYJIHUKOB;

— HaBbIKaMU OpraHU3aluu
XPaHEHUs KaJIpOBOM
JIOKYMEHTalUH;

— HaBbIKaMu Toj100pa
MepCOHAJIa TOCTUHUYHOIO
OpeanpUsATHS U 0)OPMIICHUS
ero Ha pabory.




2. CTpyKTYypa M coiepKaHHe JMCIUIIIHHbI
2.1 PacnpeaesjieHue TPYA0EMKOCTH JUCIUIJIMHBI 10 BUAAM padoT

OO0mas Tpym0oEMKOCTh TUCHUMILIMHBI COCTaBsieT 2 3ad. €. (72 dJaca), UX paclpeiesiCHHE I10
BUJaM paboOT MpeACTaBICHO B Tabmumax 2 u 3.

Tabnuna 2 — O61mas TpyJ0€MKOCTh AUCUUILINHBI (012 cmyodenmog 3D0)

Bun yaeOHO# paboThI Bcero Cemectp
4acoB (dachr)
7

KonrakTHas paGora, B TOM 4ncJje: 14,2 14,2
AyauTOpHBIE 3aHATHS (BCEro): 14 14
3aHsTHs TEKIMOHHOTO THIA 6 6
3aHATHS] CEMUHAPCKOr0 TUIIA 8 8
(ceMHHaphl, NPAKTUYECKUE 3aHATHSA)
HNHuas koHTaKTHas padoTa: 0,2 0,2
Kontpoisb camocrostenbHOM padotsl (KCP) — —
IIpomexyrounas atrectauus (MKP) 0,2 0,2
CamocrosiTejibHas padoTa, B TOM YHCJIE: o4 o4
IIpopaboTka yuebHOro (TEOPEeTUYECKOro) MaTepuaa 40 40
BrinosiHeHUE MHIUBUAYAIBHBIX 3aJaHUIM 10 10
(moaroToBKa Mpe3eHTAIINN )
[ToaroroBka K TEKymemy KOHTPOJIIO 4 4
KoHTpoJib: 3,8 3,8
[ToxroroBka K 3avery 3,8 3,8
OO0mas Tpy10eMKOCTh yac. 72 72

B TOM 4HCJIe KOHTAKTHAsA 14.2 14.2

pabora

3a4. e/l 2 2

2.2 CTpyKTypa AMCUMILIMHbI:

PaCHpeI[CJ'ICHI/IC BHU 0B yqe6H0171 pa60TBI " UX TPYAOCMKOCTH I10 pa3JaciyiaM AUCHUIIIINHBI.

Tabnuia 3 — Pa3ensl AUCHMIUTUHBL, H3ydaeMble B 7 ceMecTpe

o KosmyecTBo gacoB

= HanmMeHnoBanue pasnenos Bcero AynuropHas Bueaynuropnas

§ pabora pabora

S J I13 CPC

1 2 3 4 5 6

1 | Ucropus nemonpounsBojcTBa 8 2 — 6

2 | CymHOCTb U OCHOBHBIE MTOHATHUS 8 2 — 5
JIeJTOTIPON3BOICTBA

3 | OcHoBHBbIE MTpaBUiIa 0HOPMIICHUS 8 — 2 5
YIPABJIEHYECKON TOKYMEHTAIINH

4 | PekBU3UTHI JOKYMEHTA, UX 8 - 2 6
Ha3Ha4yeHHe U 0popMIICHHE

5 | Obmas xapakTepucThKa OCHOBHBIX 5 5
BUJIOB JJOKYMEHTOB —

6 | OdopmieHue IeTOBOI 8 — 2 5
JOKyMeHTaiuu. JlenoBas nepenucka

7 | Opranuzanus JOKyMEHTOO0OpOTa Ha 8 6




IPEANPUATHH TYPU3Ma, TOCTEIIPUUMCTBA U — 2

cepBuca

Opranuzanus ciry0bl
JIOKYMEHTAIIMOHHOTO 00ecreueHus 8 2 - 6

YIIPABJICHUS

ABTOMaTI/ISaHI/Iﬂ IIpoIeCCcoOB - -
ACJIOIPOU3BOJACTBA.

Hmoeo no oucyunaune: 6 8 54

2.3 Coaep:xanue pa3aesioB JMCHUILIMHBI:

2.3.1 3ausaTHA JeKIIMOHHOI0 THIIA

Tabnuna 4 — ConeprkaHue pa3aeoB AUCITUTIIMHBI

No paznenal

HaumenoBanue
pasnena

TemaTnka NTEKIIMOHHBIX 3aHITHI

®opmMma
TEKYLIETO
KOHTPOJIA

2

3

4

Pl

Hcropus
JEJIONPOU3BOJICTBA

Jenonpounssoactso B JlpeBHepycckoM rocynapcrse. Ha

paHHUX CTaAMSIX pa3BUTHUS J{peBHEPYCCKOTo rocyapcrsa u

B niepuo GpeonanbHol pazapodieHHocTH (10 koHa XV B.)
roCy/IapCTBEHHBIX YUPEXKACHUH elle He cyliecTBoBano. Mx
(YHKLMYU BBIOJHSUIN Yallle BCETrO OT/IEIbHbIE

JOJKHOCTHBIE JIMIIa WM OpraHbl. B aTuX ycnoBusix enquHas
cucTeMa JIeIONpOU3BOICTBA He Oblila BOCTpeOoBaHa caMoi
CHUCTEMOM YIIPABIICHUS.

[Tpukaznoe genonpounsBoacTeo XV—XVII BB.

CucremMa KOJIIEKCKOTo Jes10npou3BocTBa. Cucrema
rOCyIapCTBEHHOTO JEJIONPOU3BOJCTBA HAUMHAET CKJIAJbIBATHCS B
nepuoj GopMUPOBAHUS PYCCKOTO LIEHTPAIN30BAHHOTO
rocynapcrsa, ¢ cepeaunsl XV Beka. B rocynapcrse, COCTOALLEM U3
YIEIbHBIX KHSKECTB, PEIICHHE ONpEACIEHHBIX BOIIPOCOB
yIIpaBJIEHUS MOPYYAIOCh OTAEIBHBIM 00sipaM, TaK MOSBUINCH
pooOpa3bl OyIyIIUX aIMUHUCTPATUBHBIX BEJOMCTB.

Cucrema munHCTEpCcKOTO AenonpousBoactsa XIX — navana XX B.
Hogas cucrema ynpaBieHUs: — MUHUCTEPCKasl, OCHOBaHHAas Ha
IIPUHLINIIE EAMHOHAYAJIMS, 3apOANIIACH B HEIpaxX CTapoi
KOJUIEKCKOM cucTeMbl: B Koyuierusx koHna XVIII B. mpe3uneHTsl
umenu OoJiee MIMPOKUE MpaBa, ueM paHee. Co3aHne MUHUCTEPCTB
C €IUHOJIMYHO YIPABISIOUIMMA MUHUCTPAMHU ObLIO HEOOXOAUMO
Juist OoJiee THOKOM M ONepaTUBHOM CHCTEMBI yIIpaBIEHUS.
KounnernanbHplil NpUHIMIT He ObIIT UCKITIOYEH U3 HOBOW CUCTEMBI:
CHayaJja KOJUIETUHU BBEJIM B COCTaB BHOBb CO3/IaHHBIX MUHHCTEPCTB;
M03K€ NP MUHHUCTPaX CO3AAJIN COBETHI, UMEBILUE CTATYC
KOJUIETHAJIBHOTO

COBEILATEILHOTIO OpPIaHa.

Hcropus ympasneHus 1 aenonpousBojactea B 1917-1990

rr. Eciiu npencraBinenys yuyeHbIX 00 HICTOPUU CTaHOBIICHUS

U Pa3BUTHS YUPEXKICHUN yIIpaBIeHUs], JEIOPOU3BOICTBA

110 OKTSOpst 1917 r. UMEIOT JaBHIOK TPAJAULIUIO U

CJIOKHJINCH B JOCTATOYHO YETKYIO U CTPOHHYIO CUCTEMY

3HAHWM, TO COBETCKUI MEPUOJ HY)KIAETCS B
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NePEeOCMBICTICHUH (PAKTOB, COOBITHIA, KOHIICTIIIHI BBUIY
HEOJHO3HAYHOCTH B TPAKTOBKE MHOTHX BOIIPOCOB Pa3BUTHS
YIIPABJICHYECKOW MBICIH, HAYYHOM OpraHU3aluy Tpyaa U
JIEJIONIPOU3BOJICTBA B 3TOT nepuoy. Tspkenoe cocTosiHue
pa3pyIIeHHON BOWHON SKOHOMUKH U TIPOOJIEMBI
BOCCTAaHOBJIEHUSI HAPOJHOTO XO35MCTBA MTOCIIE OKOHYAHUS
BOWHBI OTTECHWIM Ha BTOPOW IJIAH BOIIPOCHI
JIOKYMEHTAIlMOHHOTO 00eCIeYeHUs yIpaBICHUSI.
[ToBbIIeHNE HHTEpECa K pa3padoTke mpobdiaem
panMoOHAIM3aMU TEXHOJOTUH YIPABJICHHS MOKHO OTHECTH K
Havany 1960-x rr.

Cy1mHocTb U
OCHOBHBIE
MTOHSTHS
JIEJIONPOU3BOICTBA

OCHOBHBIE TIOHATHS J1EIONPOU3BOJICTBA
(1e10pon3BOACTBO, TOKYMEHTUPOBAHUE,
JIOKYMEHTOO0O0POT, CUCTEMA TOKYMEHTALUH,
YHHPUITMPOBAHHAS CHCTEMa JOKYMEHTAIIHH ).
Jlenornpon3BoACTBOM Ha3bIBAIOT OTPACIb 1EATEIbHOCTH
4eJI0BeKa M0 pa3paboTKe 1 OPOPMIICHHIO TOKYMEHTOB,
OpraHu3alK UX JBM)KEHUS, yueTa U XpaHEeHusl.
JlokyMeHTHpOBaHNE — HayYHas TUCIHUILINHA,
pa3pabaTbIBaroOIas ClIOCOOb! M MPUHLUIIBI CO3/IaHUS
JOKYMEHTOB. JIOKyMEHTOOOOPOT — ABI)KEHHE JOKYMEHTOB
B OpraHU3alMM1 ¢ MOMEHTA UX CO3/IaHUs UJIH MOJTyYSHHS 110
3aBEpILEHUS UCIIOTHEHUS WK OTIPABKH; KOJIUYECTBO
BXOJISIIUX, BHYTPEHHUX U UCXOISIIUX JOKYMEHTOB
YUPEXKIICHUS 3a ONpeACIICHHBIN nepro. JIro0oi JOKyMeHT
(GYHKLMOHUPYET COBMECTHO C APYTUMH JJOKYMEHTaMHU.
COBOKYITHOCTh B3aMIMOCBSI3aHHBIX IOKYMEHTOB,
UCIIOJIb3YEMBIX B ONPE/IETICHHON cepe ueraoBeuecKoi
NeSITeTbHOCTH, Ha3bIBACTCSI CUCTEMOM TOKYMEHTALIUH.
ParyonanbsHO OpraHn30BaHHbIN KOMIUIEKC
B3aMMOCBSI3aHHBIX JJOKYMEHTOB, CO3JIAaHHBIH 110 €JMHBIM
IpaBUiIaM U TpeOOBaHUAM U IPUMEHSEMBIN B
OTIpeNIeIeHHON 00TaCTH I TETbHOCTH, HAa3bIBAIOT
yHU(UImpoBaHHOM cuctemoil tokymentauuu (Y C/).
Knaccudukanus, GpyHKIuu 1 BUJIbl JOKyMeHTOB. Bee
JIOKYMEHTBI KJIacCU(pULUPYIOT 10 14 mpu3HaKaM.
CymecTByYIOT CIIEAYIOIINE BUABI IOKYMEHTOB:
OpraHU3alMOHHO-TIPABOBBIE; PACIIOPSIUTEIIbHBIE;
UH(POPMAIMOHHO-CITPABOYHBIC; JOKYMEHTHI TTO0 THYHOMY
coctaBy. K BaxHeHIIUM QYHKIUAM TOKYMEHTA

OTHOCSATCSI MHPOPMAIIMOHHAS, OpPTaHU3aIMOHHAS,
IOpUJINYECcKasi, BOCIUTATENIbHAS.

Opraau3anus AeJI0MPOU3BOJICTBA HA TIPEATIPUSATHH.
CymectByeT TpH (OpMbI OpraHU3aLUU 1ETOIPOU3BO/ICTBA
Ha MPEINPUATHH: [IEHTPATH30BaHHasl,
JICIIeHTPAIN30BaHHAas U CMEIIaHHAas.
HopmatusHo-metoanyeckas 6aza JIOY. HopmartusHo-
METOAMYECKYIO 0a3y AETONPOU3BOACTBA COCTABIISAET
COBOKYITHOCTh 3aKOHOB, HOPMAaTHUBHBIX ITPABOBBIX aKTOB U
METOAMYECKHX JOKYMEHTOB, PETJIaMEHTUPYIOLITIX
TEXHOJIOTHIO CO3/1aHus, 00pabOTKH, XpaHEHUS U
UCIIOJIb30BAaHUS IOKYMEHTOB B TEKYIIEH AEATEIbHOCTH
YUpEXKJIEHUS, a TAK)Ke paboTy ciy:KObl 1€JI0NPOU3BOJICTBA,
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€€ CTPYKTYpY, QYHKIIUH, IITAThl, TEXHUIECKOE

obecrnieveHue.

Yuudukanus u cTaHaapTH3anus 10KyMeHToB. OCHOBHBIC
HAIpPAaBJIEHUS! COBEPIICHCTBOBAHUS PA0OTHI C TOKYMEHTAMHU —
yHIpUKaUs U crangaptuzamnus. [lon yaudukanueit moHumaercs
IpUBE/ICHNE Yero-110o0 K eIMHOH cucteMe, popMme, eTUHO00pa3HIo.
Cranaapt npeacTaBiisieT co00i HOpPMAaTUBHO-TEXHUYECKUI
JIOKYMEHT, KOTOPBIH yCTaHABIMBAECT KOMILJIEKC HOPM, MPaBuI,
TpeOoBaHUH K 00BEKTY CTAHAAPTU3ALNU U YTBEPKIACTCS
KOMIIETEHTHBIM OPTaHOM.

['ocynapcTBeHHas cucteMa JOKYMEHTAI[MOHHOTO
obecnieuenus ynpasienus (I'CHOY). Enqunas
rocyaapcrBeHHas cucreMa aenornpousBojactsa (EI'CJ).
Ocuoeusbie nonoxkenuss EI'CJ] cocrost u3 obmieit gactu, 9
TEMAaTUYECKUX pa3leoB U NpuioxeHuii. ['ocygapcrBennas
CUCTEMa JOKYMEHTAIlMOHHOTO 00eCIIeUeH s YIIPaBICHUS
(I'CAOY) — coBOoKynHOCTh IPUHLIUIIOB U MIPaBUJI,
YCTaHABIIMBAIOIIUX €IMHBbIC TPEOOBAHUS K
JIOKYMEHTHUPOBAHUIO YIIPABICHUECKOU JIEATETLHOCTH U
OpraHu3anuy paboThl ¢ JOKYMEHTaMH B OpraHax
rOCYJapCTBEHHOTO YIPABIICHUS, HA IPEANPUITHSIX, B
YUPEXKJIECHUSX U OOIIECTBEHHBIX OPraHU3aALUAX

OcHoBHbIE
IIpaBuJIa
odopmiteHHS
YIIPaBIECHYECKON
JOKYMEHTaluu

Odopmnenue nokymenToB. @opmMartel Oymaru, moJs,

HyMepaIus cTpaHull, ohopMiIeHHE JaT, COKpAILlEHUs CIOB

B JIOKyMEHTaX, HaIMCaHUE YHCell, PU3NICCKUX BEITHUUH,
MaTeMaTuueckux ¢popmyi, ohopmieHue TadIuIl U

BBIBOJIOB, 3HAKH npenuHanus u cuMmBoiibl. OCT 9327
YCTaHaBIMBAET TPU Psijia MOTPEOUTENHCKUX POPMATOB

(I'OCT 9327). bymara notpedurensckas. @opmar: A, B, C. Psg A
ABIISIETCS. OCHOBHBIM; psifibl B u C —

JOTIOJTHUTEIBHBIMA. Psii A nenuTcest Ha KI1acchl,

ob6o3navgaemble udpamu ot 0 10 13; oTAenpHBIE HOpMATHI
0003HavaroTCst OyKBOM psana u nudpoit kimacca. CoracHo

I'OCTy P 7.0.97-2016 oopmisitoTcs Apyrue peKBU3UTHI.

bnanku nokymenToB. TpeGoBanus k pa3padorke. bnank
JIOKYMEHTa — 3TO Ha0Op pEeKBU3UTOB, UACHTHPHUIMPYIOIINUN aBTOpa
o(HUIMaNTBEHOTO MMCHMEHHOTO JJOKYMeHTa. biiaHkoM okymMeHTa
HA3BIBAIOT JINCT OyMaru pa3pemeHHoro opmara ¢ HaHECEHHBIMU
Ha HEM ITOCTOSIHHBIMH PEKBH3UTAMH. bIIaHKM KOHCTPYHPYIOTCS Ha
OCHOBE KaK YTJIOBOT0, TaK ¥ MPOJOJIbHOTO PACIIONI0KEHUS
MOCTOSTHHBIX PEKBU3UTOB.

PexBU3UTHI
JIOKYMEHTA, X
HazHaYeHHE U
oopmieHne

[TocranoBnenuem 'occrannapra Poccun npuHAT U BBeleH

B aeiicteue [[OCT P 7.0.97-2016 «YuudunupoBanHas

cucTeMa OpraHu3allMOHHO-PACTIOPSIIUTEIbHON JOKYMEHTAIIUNY.
Hacrosmmii ctanaapT onpenesieT cocTan

PEKBU3UTOB OPraHU3aAMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, IpaBuia UX opopmiieHus, MECTO

pacIoyioKeHHsI Ha IOKyMEHTax, TpeOoBaHUS K

M3TOTOBJICHHUIO OJJAaHKOB, TPEOOBAHUS K yUeTy OJIaHKOB ¢
BocripousBeeHreM I 'ocynapcTBenHoro repda Poccuiickoii
®denepannn, repboB cyobekToB Deepannm.

O06was
XapaKTePUCTHKA

OpranuzanoHHO-TIPaBOBEIE TOKYMEHTHI. OO0Iast
XapaKkTEePUCTUKA TOKyMeHTOB. OCHOBHOE Ha3HAYEHUE U
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OCHOBHBIX XapaKTEPUCTUKA PACIOPSIUTEIIbHON JOKYMEHTALINH.

BUJIOB IOKyMeHTOB | Onpezenienne 1 CTpyKTypa KakJIoro Buaa J0KyMeHToB. B
IIPOLIECCE OPraHU3aLNOHHON AESITEIbHOCTH YUPEKICHUS
dbopMupyeTcsi KOMILIEKC OpraHU3allMOHHO-TIPABOBBIX
JIOKYMEHTOB, COZIEpKAILUX OJIO0KEHUS, OIIPEIEISIOIINE
CTaTyC OpraHU3alllU, €€ KOMIIETEHIUIO, CTPYKTYpY,
MITATHYIO YUCIEHHOCTh M JOJDKHOCTHOW COCTaB, (DYHKIIMOHAIBHOE
coJiep)KaHue IeATeIbHOCTH OpraHU3alliy, e
NOJpa3/ieieHuil 1 paOOTHUKOB, UX MPaBa, 00sI3aHHOCTH,
OTBETCTBEHHOCTb U IPYTHE ACHEKTHI.

PacniopsinutenbHble TOKYMEHTHI. AKTBI, U3/1aBaEMbIe
[Ipesunentom PO u [IpaButensctBoM PD. O6mme
TpeOOBaHUS K OPOPMIICHHIO U OCHOBHBIC PEKBU3UTHI.
PacniopsimuTenbHble JOKYMEHTbl UMEIOT HOPMATHBHBII
xapakrep. [Ipesunent PO B coorBerctBuu ¢ Koncruryuueit PO
U3JIaeT yKa3bl U pacnopsbkeHus. [IpaButensctBo PO uzgaer
IIOCTAHOBJIEHUSI U PACTIOPSIKEHUS.

PacniopsimutenbHble JOKyMEHTBI. AKTBI, H3[aBaeMble
(benepanbHbIMU OpraHaMU UCTIOJHUTEIbHOM BIIACTH.
O6mmue TpeboBanus K 0HOPMICHUIO U OCHOBHBIE
pekBu3uTHL. DeepaabHble OPraHbl UCIIOJHUTEIBHON BIIACTH
U3JIAaI0T HOPMATUBHBIE MTPABOBBIE aKThI B (hopme
IIOCTaHOBJICHM, IPUKA30B, PACIIOPSKEHUH, IPABUIL,
WHCTPYKLMH U ITOJOKECHUH.

PacniopsimutensHbie TOKyMEHTHI npeanpusatuid. Oomue
TpeOoBaHUS K OOPMIICHUIO U OCHOBHBIE PEKBU3UTHI.
PykoBoauTenu npeanpusaTuil BCeX OpraHu3aliOHHO-
MPABOBBIX (POPM U3AAIOT CIENYIOIINE BUBI TOKYMEHTOB:
MIPUKA3bl, PACTIOPSHKEHUS U YKa3aHUSL.
HupopmaninoHHO-CIpaBOYHbIE TOKYMEHTHI. [Iporiece
NPUHSTHS YIPAaBICHUYECKUX PELIEHUI OCHOBaH Ha coope u
o0paboTke nHpopMaIuu o HaKTUIYECKOM COCTOSHUU JIeIT B
CUCTEME YIPaBIEHUS, KOTOPast COAEPKUTCS B Pa3IMUHbIX
ncrtouHrkax. Ho BaxkHOE MECTO cpeiu HUX 3aHUMAIOT
CIIPaBOYHO-UH(OPMAIIMOHHBIC JOKYMEHTHI: aKThI, CIIPABKH,
CBOJIKU, OKJIQIHbIE 3aIUCKH, IPEJIJIOKEHHUS], TEPENuCKa.

Odopmnenue HenoBas nepenucka. [lepenucka — 00001eHHOE Ha3BaHUE

JIeTT0BOM Pa3IMYHBIX MO COJAEPKAHUIO JJOKYMEHTOB (ClIy:keOHOe

JTOKYMEHTAITHH. MUCHMO, TEJIErpaMMa, TeJleKC, TenedoHorpamma,

JlenoBast (akcorpamma, 3JI€KTpOHHOE COOOIIEHUE U T.]1.),

repenucka o0ecrneunBaroIIUX ONepaTUBHbIA HHPOPMAIIMOHHBIN 0OMEH MEXAY
opranuzaiusmu. CyiecTByeT 15 BUOB OCHOBHBIX JETIOBBIX
MUCEM.

DTHKa JIeN0BOT0 00IIeHus. JTuka hopmynupyer
HpI/IHI_[I/IHI)I, TIO3BOJIAOIINEC OTACIIUTH HpaBI/IJ'H)HOC
MOBEJICHNE OT HEMPABUILHOTO. DTHYECKHE HOPMBI (PUPMBI

— 3TO CHCTeMa OOIUX IEHHOCTEH U TIPAaBHJI 3TUKETA,
coOI0ZICHIE KOTOPBIX 00s3aTeNBHO TSI IepCoHaa,
paboTaromiero B JaHHOU pupme.

SA3bik fokymeHTa. HopMbl ouiinanbHO-IeI0BOTO CTUIIS.
TeKCT TOKYyMEHTa COCTABJITIOT Ha PYCCKOM HITH
HAIIMOHAJILHOM SI3bIKE€ B COOTBETCTBHH C 3aKOHOJATEIHLCTBOM
Poccutickoit deneparuu (3akoH
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Poccuiickoit @enepannu ot 25 okTs16ps 1991 r. Ne 1807-1
«O s3p1Kax Hapos0B Poccutickoit denepamumy (C U3M. OT
24 wions 1998 r.) u cyonsexToB Poccuiickoii denepamnmu o
rOCY/IapCTBEHHBIX SI3bIKAX.

OdunmanbHO-1€7I0BOMY CTHIIIO MPHUCYILE HCIIOJIB30BaHHIE
CJIOB TOJIbKO B 3HAYEHMSIX, IPU3HAHHBIX HOPMOIA
OO0IIETUTEPATypHOTO CIIOBOYIOTPEOICHHS, a TAKKE B
3HAYEHUSIX, TPATUIIMOHHBIX UMEHHO IS JIEJIOBBIX
JIOKYMEHTOB, KOTOpPbIE HE HAPYIIAIOT UX CTUIIMCTUYECKOTO
eAMHOo00pa3us U COOTBETCTBYIOT OOIIEH TeHICHIINH
CTaH/IapTU3aLUU JIEJIOBOTO SA3bIKA.

TpeGoBanus kK TEKCTaM TOKyMEHTOB. [IpaBka /1e10BbIX
JOKYMEHTOB. TEKCT O(HUIMATBLHOTO TOKYMEHTA Ha JINCTE
dbopmara A4, xak npaBuio, opopmisiercs yepes 1,52
MEKCTPOUHBIX HHTEpBaja, hopmaTta AS — uepes 1
MEXCTpOUHBI nHTepBall. [Ipu opopmiennu Texcra
nokymeHnTa Ha [IK ucnonp3yroT onpeaeneHHbli pa3mep
mpudra. TekcT qoKyMeHTa J0JKEH ObITh JIAKOHUYHBIM,
UCKJII0YaTh BO3MOXHOCTh HEOJTHO3HAYHOI'O TOJIKOBAHUS U
HE COJIepKaTh SMOIIMOHATILHOM OKPACKH.

Opranuzanus
JIOKYMEHTO0000-
porta Ha
HPEAPUATHH
Typu3Ma,
TOCTECIPUHUMCTBA U
cepBHca

[TonsiTe TOKYMEHTOOOOPOTA U €r0 XapaKTEPUCTHUKA.
[Toacuet u onTuMU3aLMsL JOKYMEHTOO00POTA.
JIoKyMeHTOOOOpOT — 3TO IBUYKEHUE TOKYMEHTOB C
MOMEHTA UX CO3JaHMs WU IOJYyYEHHS 10 3aBEPILICHUS
VCIIOJIHEHUS: OTIIPaBKU WJIM HAIIPABJIEHUS B JEJI0.

Ilenu moacuyera JOKYMEHTOOOOPOTA COCTOST B
onpezeieHuu: o0bemMa 00padbaThIBaeMO JOKYMEHTAIUY;
UHTEHCUBHOCTH TPYZAa COTPYAHUKOB; COCTaBJICHUS Ta0es
JIOKYMEHTOB; TUIAaHUPOBAHUSI MEPOTIPUATHI 110
COBEpILEHCTBOBAHUIO IOKYMEHTALIMOHHOTO 00ecreyeHus
yIpaBJeHUS; TEXHOJIOTUYECKOW OCHAILIEHHOCTH MIPOLECCOB PaOOTHI
C IOKyMEHTaMH; CE30HHOM 3arpy3ku ciyx6s1 JJOVY.
TexHomoruun 06padoTku JoKyMeHTOB. [lopsimok
HOCTYIUIEHUs T0KyMeHTOB. [lepBuynas oOpaboTka.
BuyTpeHHuU JOKYMEHTOOO0POT: MpeIBAPUTENBLHOE
paccMOTpEHHE, PACCMOTPEHNE PYKOBOIUTENEM, NIEpPEIada B
noJjipaszzesieHue. DKCIeauIMoHHas o0padoTka
OTIIPABJISAEMON JOKYMEHTALUH.

Peructpanus nokymenTos. Mecta u (hopMbl peructpanuu
JOKYMeHTOB. Perucrpanus — pukcanus gaxkra co3naHus
WJIM MTOCTYIUIEHUS JOKYMEHTA IIyTeM IPOCTAaBJICHUs Ha HEM J1aThl U
PETUCTPALIMOHHOTO HHJEKCA C MOCIENYIOIEN

3aMKuCchio HEOOXOAUMBIX CBEJCHUM O TOKYMEHTE B
perucTpanoHHON Gopme WK BXOAHOM (hopmate.

®opMBbl perucTpanuu J0KkyMeHToB. KapToreku u MmeToauku
ux cozganus. KoMnproTepHble TEXHOIOTMH PETUCTPALIMH
JIOKYMEHTOB.

KoHTpob 3a UCTIONIHEHNEM TOKYMEHTOB U MIPUHSTHIX
pemeHnii. KoHTposb criocoOCTBYET CBOEBPEMEHHOMY U
KaueCTBEHHOMY HMCIIOJIHEHHIO IOKYMEHTOB. Y POBHU
KOHTpoJIs. 3a1aul KOHTPOJsl. CpOKH MCTIOTHEHUS
nokyMeHTOB. [loctanoBka Ha KOHTpoJb. [IpoBepka xona
ucnojHeHus. CHATHE TOKYMEHTa C KOHTPOJIs. AHaAIIN3
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UCTIOJTHUTENIbCKOM TUCIIUIUIMHBL.

ApxuBHoe xpaneHue aein. CucremaTusanus 10KyMEHTOB.
OO6ue mpuHIUIBI (POPMHUPOBAHUS JIEN: TPYIIIHPOBKA
JIOKYMEHTOB B JIeJI€, 10CJIe0BAaTEIbHOCTh PACIIOI0KEHUS
JIOKYMEHTOB B JIEJIE, COCTaBJIEHNUE 3ar0JIOBKOB JIEI.
Homenknatypa z1en: TUIIOBBIE U IPUMEpPHbIE HOMEHKIATYphI A€,
o OopMIICHHE U BEICHUE

HOMEHKJIaTyphbl Jell.

OrneHka 3HAYMMOCTH JJOKYMEHTOB U CPOKOB UX XPaHEHHUS.
OKcInepTHble KOMUCCUU OpraHu3alui.

ApXHMBHOE XpaHEHHE J€]1. DIEKTPOHHBIE TOKYMEHTHI B

apXmuBe.
Opranuzanus Haznauenwue, 3agaun, CTpyKTypa U COCTAB CIIYXKObI
CITYKOBI JIOKYMEHTAIIMOHHOTO o0ecIieueHus ynpapieHus. B
JOKYMEHTAOH- cootBeTcTBUU ¢ TpeboBanusmu ['CJIOY
HOTO 0O€ecIeueHus | TOKYMEHTaIIMOHHOE 00eCIieueHre yIpaBlIeHUs Ha
yIpPaBICHUS NPEANPUITHUIX TOJKHO OCYIIECTBISITHCS CIIEIUATBHOMN

ciyx00i1 — ciry)00i1 TOKyMEHTallUOHHOTO 00eCTIeYeHHS
ynpasieHusi. OHa QYHKIMOHUPYET Ha MPEATIPUITAN B
Ka4eCTBE CAMOCTOSITEIIbHOI'O CTPYKTYPHOTO
N0JIpa3/iesIeHus1, BO3IJIABISIEMOIO PYKOBOJAUTEIIEM CITYKOBI
U MIOAYUHEHHOT'O HEMOCPECTBEHHO PYKOBOIUTEIIO
NPEINPUATHIO.

Opranu3anroHHO-pacopAIUTEIbHbIE TOKYMEHTHI CIYKObI
JIOKYMEHTAllMOHHOT 0 o0ecrnieueHus ynpasieHus. K
OpraHU3alMOHHO-PACHOPSAUTENBHBIM JOKYMEHTaM
cyx0b1 [IOY oTHOCATCS: MITaTHOE paclUCaHueE,
nojoxenue o ciyxoe 10V, nojaoxeHne o CTpyKTypHOM
MOJIOKEHUHU IpeanpusTus, uHCTpyKuus no 10V,
MHCTPYKLIMU 10 BUJIaM JIeATEIbHOCTHU ClIyk0b1 JJOY,
MHCTPYKIMU IO OpraHu3aiiy paboynx MecT IepcoHaia
ciyx0561 JIOY, HOpMBI BpeMEHU Ha BBINOJIHEHHE PadoT 1O
JOVY, noKyMeHThI JIaHUPOBAHUS U OTYETHOCTH CITY>KOBI
JIOY, nOKyMEHTBI 110 COBEPILIEHCTBOBAHUIO ACSITEILHOCTH
ciyx0s1 JIOY, 10MKHOCTHBIE MHCTPYKIIMHU TIEPCOHATIA

ciyx0b1 JIOVY.
ABTOMaTH3anus ONEKTPOHHBIM JOKYMEHT. DIEeKTPOHHBIN
IIPOLIECCOB JOKYMeHT0000poT. KoMnbroTepHbIE CpeicTBa MOATOTOBKU
JEIIOIPOU3BO/- JIOKYMEHTOB: OCHOBHBIE 3Tamnbl. [logroroska Tadiuil B
CTBa JOKyMeHTax. TexHuueckue cpeicTBa O(pUCHOM 1A TeIbHOCTH.

Kputepuu Bbi0Opa 0puCHON TEXHUKH.
[TpaBuia 6e3omacHoOi pabOThl C TEXHUYECKHMMHU CPEICTBAMHU.
ITporpamMHOe oOecrieueHHe JeI0NPOU3BOACTBA HA IPEIPUATHH.

IIpumeyanue: JI — nexuusa-quckyccus, ¥ — YCTHBIN OIPOC
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2.3.2. 3aHATHA CEMHHAPCKOI0 THNA

Tabnuma 5 — ConeprkaHue pa3aenoB AUCITUTUINHBI

. dopma
No HaumenoBanue Temaruka NpakTUYECKUX 3aHATHH TeKyIIero
paszneia (cemmHapoB)
KOHTPOJISI
1 2 3 4
1 |HUcropus 1. ITpukaznoro aenonpousoactea XV—XVII Ba.
JIEJI0NPOU3BOJICTBA 2. Cucrema KOJIEKCKOro JIEI0IPOU3BOJICTBA.
3. CucreMa MUHUCTEPCKOTO IETONPOU3BO/ICTRA. —
4. Ucropus yrpaBieHUs U JeJI0Npou3BoAcTBa B 1917—
1990 rr.
2 |Cymuocts 1 ocHOBHBIE |1. TOCTsI ¢ ocHOBHBIMU TIOHSTHSIME JJOY
MOHSTUS 2. Knaccudukanust TOKyMEHTOB
JIEJI0NPOU3BOJICTBA 3. @YHKIMH J1E€70IPOU3BOJCTBA -
3 |OcHoBHBIE MpaBUia 1. HopmaTuBHo-mipaBoBas 6a3za JJOY
oopMmIIeHHUS 2. 'OCTpl 0 0opMIICHHIO YIIPABJIEHYECKOM C.T
YIPABJIEHYECKOU JOKyMEHTaluU ’
JIOKYMEHTalluu 3. YHudukauus nenoBoil JOKyMEHTaluu
4 |PexBusutel nokymenta, (1. [OCT P 7.0.97-2016: ctpykrypa
UX Ha3HA4YCHUE U 2. [Ipumeps! opopMiIeHUS] pEKBU3UTOB
odopmieHue 3. Odopmnenue OIaHKOB MPEANPUATHUS I, C
5 |O6mas xapakrepuctuka |l. OpraHu3zalOHHO-TIPABOBBIE TOKYMEHTHI
OCHOBHBIX 2. Opranu3alOHHO-PaclopsIAUTEIbHbIE JOKYMEHTBI
BUJIOB IOKYMEHTOB 3. UndopmaninoHHO-CIIPaBOYHbBIE TOKYMEHTBI
4. Kagposast TOKyMEHTaIUs B
5. Kon¢wuaenumansHoe 1€100POU3BOJICTBO U
3alMIIEHHBIN 3JIEKTPOHHBIM TOKYMEHTOO00pOT
6 |Odopmuenue nenoBoit  |1. PeKBU3HUTHI 1€710BOr0 MUChbMa
nokymenTtanuu. [lenosas (2. Kiaccugukanust 1e10BbIX TUCEM U MTPaBUIIbHBII
nepenucka BBIOOp
3. JlemoBoO# CTHIIH TUCHMa v, 11
4. DNEeKTPOHHOE JEI0BOE MUCHMO
7 |Opranuzanus 1. JIokyMeHTOO0OpOT BXOAAMIUX, UCXOAAIINX U
JOKYMEHTOO0OpOTa Ha  |[BHYTPEHHHUX JIOKYMEHTOB
OpeNpUsTHH Typu3Ma, |2. JIoJKHOCTHAs MHCTPYKIMS CHEeHaIncTa 001ero
rocTenpurMCTBA U oTnena v, 1
cepBHca 3. KonuuecTBEeHHBIE U KAYECTBEHHBIE IT0KA3aTEIN
JIOKYMEHT0000poTa
8 |Opranuzanus ciyx0bl 1. Bug cnyx661 JIOY u macimiTald BBITIOTHIEMBIX

JTOKYMEHTAIMOHHOTO
o0ecrieueHus
yIpaBIeHUS

byHKIHII
2. Opranu3aioHHasi CTpyKTypa ciayx0s1 JJOY
3. HoxymenTanus ciyx6s1 I0Y

17




ABTOMaTu3anusa
MIPOIIECCOB
JIeTI0NPOU3BO/ICTBA.

1. OprrexHuka Juist BoimonHeHus pyHkuuit J10Y
2. Ilporpammuoe obecnieuenue JJOY: mitocs u
MUHYCBI _
3. Opranu3zanus TeXHOJIOTHYECKOro Impolecca
aBromMaTtuzaiuu padotsl JOY

[Ipumeuanue: ¥V — yctHblil onpoc, I — npakruueckas pabdora, C — ceMunap-nuckyccusi, T — TecToBoe

3aJaHue

Tabmuma 6

2.3.3 JlabopaTopHbIe 3aHATHSI.
JlaGopaTopHble 3aHATHS — HE IPEAYCMOTPEHBI.

2.3.4 IlpuMepHasi TeMATHKAa KYpPCOBBIX padoT.
KypcoBbie paboThI 110 TUCHUIUIMHE HE TPETyCMOTPEHBI.

2.4 IlepeyeHb Y4eOHO-METOAMYECKOr0 oOecledeHUsi IJIA CaMOCTOSATEbLHON pPadoThI
o0yyamomuxcss nmo AucuuiuinHe «/JlokyMeHTanuoOHHOe o0ecneyeHUe yNpaBjieHHEe TOCTHHUYHBIMH
npeanpusaTHSIMID)

— Ilepeuenn

y4eOHO-METOUYECKOro 00ecreueHuss i1 CaMOCTOSITEIbHOW padoThl

00y4arouxcs Mo AUCHUIUIMHE

No HaumenoBanue [TepeueHs yueOHO-METOANMYECKOTO 00ECIICUCHUS JUCITUILINHBI
- paszznena T10 BBITIOJIHEHUIO CAMOCTOSITEILHON padOThI
1 2 3
1 |Uctopus 1. KysmenoB M. H. JlokymeHTanmoHHOE oOO€cCIeUeHHUE YIPaBICHUS.
JIEJIOTIPOU3BOICTBA JIoKyMEeHTOOOOPOT U JIETOMPOU3BOJICTBO [ DIEKTPOHHBIN pecypc|: yueOHUK
U TPaKTHKYyM Jid OpHUKIagHoro OakanmaBpuara. — M.: M3gatenscTBO
IOpaiit, 2018. — 461 c.
2. Kopuee U.K., ITmenko A.B., Mamypues B.A. JlokyMeHTHpOBaHuUE
YIIPaBICHYECKON JACSITeNbHOCTH + TecThl B 30c [Tekcr]: y4eOHUK wH
MPaKTUKYM Ui akageMudeckoro OakamaBpuata. — M.: M3gatenscTBo
HOpaiit, 2018. — 384 c.
2 |Cymuoctb 1 ocHOBHBIE (1. Ky3nemoB WM. H. JlokymeHTannmoHHOe oOOecleYeHHe YIPaBICHHUS.

IIOHATHUA
ACIIOIMPOU3BOJACTBA

JIOKyMEHTOOOO0POT U JIEIOMPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: ydeOHUK
U TPaKTHKyM Mg TpHUKIagHOro OakamaBpuara. — M.: M3gatenscTBO
IOpaiiT, 2018. — 461 c.

2. Kopnees UK., ITmenko A.B., Mamypues B.A. JlokymeHTHpOBaHUE
YIPABICHUYECKON AEATEIbHOCTH + TEeCThl B 20C [DJEKTpOHHBIA pecypc]:

y4eOHMK U TPaKTUKyM JUId aKaJeMHYecKoro OakamaBpuata. — M.:
MznarensctBo IOpaiit, 2018. — 384 c.
3. TIpunbepr A.C., Topb6aués H.H., Myxamermmna O.A.

JlokymMeHTaImoHHOEe OOecTieueHre YIpaBieHUs [DJIEKTPOHHBIN pecypc]:
yaeOHuK. — M.: FOnuTn-/lana, 2015. — 391 c.

4. Poroxun M.IO. JloxymMeHTalmoHHOE OOecleYeHre YIpaBIeHUs
[DnexkTpoHHBIN pecypc]: mpakTuyeckoe mocooue. — M.; bepnun: dupekt-
Menua, 2014. — 398 c.

5. I'ymuua WM.A., 3aiiueBa H.A. JlokymeHTalnmoHHOE oOecreueHne
YIpaBJICHUS B COIMATBLHO-KYJIBTYPHOM CEPBUCE U Typu3Me [ DIEKTPOHHBIN
pecypc]: ydeOHOe mmocoOue s CTYAEHTOB BYy30B. — M.: Anbda-M:
NH®PA-M, 2010. - 239 c.

OcHoBHbIE TIpaBUIIa
oopMIIeHUS

1. Kyzneno W. H. JlokymMeHTallMOHHOE OOECIEeUYeHHE YIPABICHHUS.
JI0oKyMeHTOOOO0POT U JIEIOMPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: yueOHUK
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YIPABJIEHYECKOU
JTOKYMEHTalu!

U TPaKTHKYyM Jid TPHUKIagHOrO OakanmaBpwara. — M.: M3gatenscTBO
FOpaiir, 2018. — 461 c.

2. Kopuees UK., TTmenko A.B., Mamypues B.A. JlokymeHTHpOBaHUE
YIPABJICHUYECKOW JEATEILHOCTH + TEeCThl B 30C [DIEKTpOHHBIA pecypc:

y4eOHUK U TMPAKTUKyM JUIS aKaJeMHUYeCKOro OakamaBpuata. — M.:
NznarensctBo FOpaiit, 2018. — 384 c.
3. TIpunbepr A.C., Topbaués H.H., Myxamermmua O.A.

JlokyMeHTaIlmOHHOE OOECTICUeHHE YIpaBJieHUsl [DJIEKTPOHHBIN pecypc]:
yuebHuk. — M.: FOuuTn-/lana, 2015. — 391 c.

4. Poroxun M.IO. JlokyMeHTalMOHHOE OOCCIICYCHHE YIPABICHUS
[DnmexTpoHHEI pecype]: mpakTuyeckoe mocodbue. — M.; bepnun: Jupekt-
Menma, 2014. — 398 c.

PexBu3uTHI TOKYMEHTA,
WX Ha3HAYEHUe U
oopmrnenue

1. KyznenoB W. H. JlokymMeHTaMOHHOE OOECIICUCHHE YIIPABICHHUS.
JIOKyMEHTOOOOPOT U JIETOMPOU3BOJICTBO [ DIEKTPOHHBIN pecypc]: yueOHUK
W TPaKTHKyM I TPHUKIaIHOrO OakanmaBpmara. — M.: M3gatenscTBO
Opaiit, 2018. — 461 c.

2. Poroxwn M.IO. JloKyMEHTallMOHHOE OOECIICUCHHE YIIPABJICHUS
[DnexkTpoHHBIN pecypce]: mpakTuyeckoe nocodue. — M.; bepnun: dupekt-
Menua, 2014. — 398 c.

OO01mas xapakTepucTHKa
OCHOBHBIX
BUJIOB JIOKYMEHTOB

1. KysmenoB M. H. JlokymeHTanmoHHOE oOO€cleUeHUE YIpaBICHUS.
JIoKyMEHTOOOOPOT U JIETOMPOU3BOJICTBO [ DIEKTPOHHBIN pecypc|: yueOHUK
W TIPaKTUKyM Ui TpHKIagHoro OakamaBpuata. — M.: M3marenbcTBo
IOpaiit, 2018. — 461 c.

2. Poroxun M.IO. [lokymeHTallmoHHOE OOECIIeUeHUE YIpaBICHUS
[DnexTpoHHbIN pecypc]: mpakTudeckoe rnocodue. — M.; bepnun: Jupekt-
Menma, 2014. — 398 c.

Odopmienue nenoBoi
JOKYMEHTAIIH.
Jlenosast nepenucka

1. KysnenoB M. H. JlokymeHTanmmoHHOE oOOecCHeYeHHUE YIIPABICHUS.
JIOKyMeHTOOOO0POT U JIEIOMPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: ydeOHUK
W TPaKTHKYyM I TPHKIaIHOTO OakanmaBpmara. — M.: M3garenscTBO
HOpaiiT, 2018. — 461 c.

2. Kopueer UK., Tlmenko A.B., MamypueB B.A. JlokymeHTHpOBaHHE
yIpaBICHUYECKON NEATEIbHOCTH + TECThl B 30C [DIEeKTpOHHBIN pecypc]:
y4eOHMK U TPaKTUKyM JUId akaJeMuyeckoro OakamaBpuata. — M.:
NznarensctBo FOpaiit, 2018. — 384 c.

3. IllyBanoBa H.H., NBanoBa A.KO. OCHOBBI JeIONPOU3BOJCTBA. SI3BIK
CIIy’)keOHOTO JOKYMEHTa [DJeKTpOHHBIA pecypc]: Y4eOHHK M TPaKTHUKYM
JUTsL akaieMuueckoro 6akamaspuara. — M.: M3natensctBo FOpaiit, 2018. —
375 c.

Opranuzanus
JOKYMEHTO0000pOTa Ha
NPEAIPUATUH TypU3Ma,
TOCTENPUUMCTBA U
cepBuca

1. Kysuenos U. H. JlokyMeHTanlMOHHOE OOECIIEYCHHE YIPABJICHHUS.
JIOKyMeHTOOOOPOT U JIEITOMPOU3BOJICTBO [DNEKTPOHHBIN pecypc]: ydeOHUK
U TPaKTHUKyM JJid OpuUKiIagHoro OakanmaBpuara. — M.: M3garenscTBo
FOpaiir, 2018. — 461 c.

2. Kopuees U.K., Ilmenko A.B., Mamypues B.A. JlokymeHTHpOBaHUE
yIIpaBJIEHYECKOH JesITeIbHOCTH + TecThl B 30C [DIEKTpOHHBIM pecypc]:
y4eOHUK M TMPaKTUKYM [UIsl akajeMuueckoro OakanaBpuara. — M.:
W3narensctBo FOpaiit, 2018. — 384 c.

3. I'ymmuaa W.A., 3aiimeBa H.A. JlokyMmMeHTanmoOHHOE oOecTeueHUE
YIPABJIEHUS B COLIMAIBHO-KYJIBTYPHOM CEPBUCE U TYpHU3ME [ DIEKTPOHHBIN
pecypc]: ydueOHOe mocoOue sl CTYIAeHTOB By30B. — M.: Anbda-M:
NH®PA-M, 2010. - 239 c.

Opranu3anus ciyKObI
JOKYMEHTAIMOHHOTO
oOecrieueHns

1. Ky3neno W. H. JlokymeHTalunOHHOE oOOecleyeHne YIpaBICHUS.
JIoKyMeHTOOOO0POT U JIEITONPOU3BOICTBO [DNEKTPOHHBIN pecypc]: ydeOHUK
U TPaKTHKYyM JJid OpuKiIagHoro OakanmaBpuara. — M.: l3garenscTBO
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YIIPABJICHUS

Opaiit, 2018. — 461 c.

2. Kopueer M.K., ITmenko A.B., Mamypues B.A. JlokyMeHTHpOBaHuUE
YIIPaBICHUYECKON NEATEeIHbHOCTH + TECThl B 30C [DIEKTpOHHBIN pecypc]:
y4eOHMK U TMPaKTUKyM JUId aKaJeMHYecKoro OakamaBpuata. — M.:
WzparensctBo KOpaiit, 2018. — 384 c.

3. Poroxxun M.IO. Opranuzamus IeI0MpOU3BOJCTBA MpeanpusiTus: (Ha
ocaoBe ['OCT P6.30-2003) [DnekTpoHHBII pecypc]: yueOHO-TPaKTHUYECKOE
nocobue. — M.; bepnun: upext-Menua, 2014. — 209 c.

9 |ABroMaruszauusg
IIPOIIECCOB
JICJIOTIPOU3BO/ICTBA.

1. KyznenoB W. H. JlokymMeHTaMOHHOE OOECIICUCHHE YITPABICHHUS.
JIOKyMEHTOOOOPOT U JIEIOMPOU3BOICTBO [ DIEKTPOHHBIN pecypc]: yueOHUK
W TPaKTHKyM Ui TPHUKIagHOTO OakanmaBpmara. — M.: M3gatenscTBO
Opaiit, 2018. — 461 c.

2. Unpucoa A.P., AxmeroBa A.D. TexHONOTMH JAOKYMEHTAIIMOHHOTO M
MHHOBAIIMOHHOTO OOECTICUYCHHs yIpaBleHUs [DJIEKTPOHHBIH pecypc:
yuebHoe nocooue. — Kazans: KI'TVY, 2010. — 180 c.

3. CamaxBanioB E.B. ABTOMarusupoBaHHasi CUCTEMA JOKYMEHTAIMOHHOTO

oOecrieyeHust yrpaBiieHus: [DnekTpoHHBIH pecypc]. — M.: JlaGoparopus
kaury, 2010. — 99 c.

Y4eOHO-MeTONYEeCKHe MaTepHalbl Ui CaMOCTOATENBHOW paboThl OOyYarommxcs W3 4YHcia
MHBAJINJIOB U JIMI] C OFPaHUYEHHBIMH BO3MOXXHOCTSAMH 370poBbsi (OB3) mpenocrasisitores B dopmax,
aIalTHPOBAHHBIX K OTPAaHUYEHHSIM UX 3/I0POBBs U BOCIIPHTHS HHPOPMAITUH:

Jist U1 ¢ HapyIIEHUSIMH 3pSHHS

— B 11€4aTHOM (hopMe yBEIMUYEHHBIM HIPUDTOM,

— B popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B ¢hopMe aynuodaiina,

— B meyatHoi (hopme Ha si3bIke bpaiins.

JUist a1 ¢ HapyIIeHUsIMU CiTyXa:

— B [Ie4aTHOM dopme,

— B (popMe 3JIEKTPOHHOIO IOKYMEHTA.

Jist U1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnapara:

— B 1e4atHo opme,

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B opme ayauodaiina.

3. Oopa3oBaTe/bHbIE TEXHOJIOTHH

B mpouecce mnpenogaBaHus AMCHUIUIMHBI TPUMEHSIOTCS TpPaJULMOHHBIE 00pa30BaTENIbHbBIE
TeXHOJIOTUH (MH(pOpMalMOHHAA JIEKIINS, YCTHBII ONpoc, HanucaHue peepaTuBHbBIX padoT).

Jns  obecnieueHus

YCHICUIHOT' O OCBOCHUs JUCHHUITIINHBI IIPUMCHSAIOTCA CJICOAYIOIIUEC

HHTCPAKTUBHLIC CITOCOOBI AKTUBHU3AlUU IMO3HABATCIIBHBIX IIPOLECCOB — JICKIUA-AUCKYCCUS, CCMUHApP-

JTUCKYCCHSI.
Tabmuma 7 — Vicnonp3yeMble HHTEPaKTUBHBIE 00pa3oBareiibHbIe TexHoIoruu, 300
Bun KosmuecTro
CemecTp | 3aHATHA Hcnoab3yemble HHTEPAKTHBHBbIE 00pa30BaTe/IbHbIE 4acoB
L, O) TEeXHOJIOTUH
390
CeMuHap-auckyccus™
7 C 1. OcHoBHbIe MpaBuia 0HOPMIICHUS YITPABICHUECKOM 4
JIOKyMEHTAITU!
2. PekBU3NTHI TOKYMEHTA, MX Ha3HAYeHHE U 0OpMIICHHE
Hmoeo: 4
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*CeMuHap-AUCKYyccUsi (TpynmoBas JHUCKYCCHsI) — OTO TEXHOJOTUS OOYYeHHUs, KOTopas
o0Opa3yeTcss Ha TMpollecce AMATOTUYECKOro OOIIEHUS YYaCTHMKOB, B XOJ€ KOTOPOTO MPOHCXOAUT
(dhopMUpOBaHHE TPAKTHYECKOTO OMBITA COBMECTHOTO Yy4YacTHsl B OOCYKICHHM U pa3pelieHun
TEOPETUYECKNX U MpakTH4ecKux mpobieMm. Ha cemuHape-aMcKyccHU ydaTCsi TOYHO BBIpaKaTh CBOU
MBICJIM B JOKJQJaX WU BBICTYIJICHUSX, aKTMBHO OTCTAaWBaTh CBOIO TOYKY 3pPEHHUS, apryMEHTHUPOBAHO
BO3paXkaTh, ONPOBEPraTh OMIMOOYHYIO MO3UIMIO OJHOKIACCHUKA. B Takoil pabore yuyammiics moiaydaer
BO3MOXXHOCTh TIOCTPOCHHUS COOCTBEHHOH JIESATEILHOCTH, YTO U OOYCIIOBIMBACT BBICOKUN YPOBEHB €O
MHTEJUIEKTYaIbHOM U JTMYHOCTHON aKTUBHOCTH, BKIIFOUEHHOCTH B MPOLIECC Y4EOHOTO MO3HAHMUS.

Hnst v ¢ OrpaHMYEHHBIMM  BO3MOXKHOCTSIMH  3/I0POBBSI  NPEAYCMOTpPEHA OpraHu3alus
KOHCYJIbTAIMi C UCIIOJIb30BAHUEM AJIEKTPOHHON MOYTHI.

4. OueHouyHble CpeACTBA VISl TEKYIIero KOHTPOJIA YCIEeBA€MOCTH W NPOMEKYTOYHOM
aTTecTalMu.

4.1 ®oH OLIEHOYHBIX CPECTB /ISl MPOBeAeHNsI TeKYIIel aTTecTaluu.

Hpumep 80NRpPOCO6 onsa yCcmHO20 onpoca K 3aHAMUAM JIEKUUOHHO020 muna:

Jleknusi Ne 2. Tema: «CyIiHOCTb U OCHOBHbIEC IOHSITHS A€JIONPOU3BOACTBA)
1. ®dyHKIMU TOKyMEHTa

2. Bujibl TOKYMEHTOB M UX KJIACCH(HUKAIIHS

3. HopmaTtuBHO-1IpaBoBas 6a3a J1eI0MpPOU3BOJICTBA

4. bnanku 1okyMeHTOB. TpeOoBaHUS K U3TOTOBJICHUIO U OOPMIICHHIO OJaHKa.
5.TOCT P 7.0.97-2016. CocraB pexkBu3uTOB. CxeMa pacrojOKEHHUS PEKBU3UTOB

Ilpumep mamepuana 013 npoeepKu 3HAHUI YMEHUIL, HAGLIKOG U ONLIMA 0€AMENbHOCIU CHYOeHma
HA 3AHAMUAX CEMUHAPCKO20 MUnA:

Mamepuan 0nsa ycmnozo onpoca

Paznen 2: «CymHOCTh U OCHOBHbIE MIOHSITHS [1€JI0MPOU3BOACTBA)

CrTyneHT JOoKeH J1aTh XapaKTEePUCTHKY OCHOBHBIM MOHATHUAM JAEJIONPOU3BOICTBA TOCTUHUYHOTO
TPEIIPUSTHSL.

CoBpeMeHHOE J1eONPOU3BOJICTBO BKIKOYALT:

1) obecnieueHre CBOEBPEMEHHOTO U MPABUIIBLHOTO CO3AaHMsI IOKYMEHTOB (JJOKYMEHTHPOBAHUE);

2) opraHu3anuio paboThl C JOKyMEHTaMH (IoJyuyeHHe, rnepegada, oopaboTka, yueT, perucTparus,
KOHTPOJITb, XpaHEHHE, CHCTEMATU3aIls, TOATOTOBKA TOKYMEHTOB JIJIsl CZJaYd B ApXUB, YHUUTOXKEHHE).

[TapannensHO € TEPMUHOM <«JIENONPOU3BOJCTBO» B IOCIEAHHUE JECATHIETHS HUCIONb3YyeTCs
TEPMUH OJokymenmayuonHoe obecneuenue ynpasienus (JJOY). Ero nosiBnenue cBs3aHO ¢ BHEAPEHHUEM B
yIIpaBJIeHUE KOMIIBIOTEPHBIX CHCTEM M HMX OPraHU3alMOHHBIM, MPOTPAMMHBIM U HH(OPMALMOHHBIM
oOecriedeHrneM Jisi MPHOIIKEHHUST K TEPMUHOJIOTHH, YIIOTPEOIsieMOl B KOMITBIOTEPHBIX MPOTpamMMax U
nuTeparype. B Hacrosimiee BpeMsi TEpPMUHBI «JI€JIONPOU3BOJICTBO» U «IOKYMEHTAIIMOHHOE oOecredeHne
VIIPaBJICHUS SBISIOTCS CAHOHIMAaMH U TIPUMEHSFOTCS JUII 0003HAUYEHUS OJTHOM M TOH )K€ eI TeITbHOCTH.
U tot, u Apyroif TEPMUH MOXKHO BCTPETUTH, HAIPUMEP, B Ha3BAHUAX JOKYMEHTOB, PErilaMeHTUPYIOIIUX
OpTaHU3aIMi0 JOKYMEHTAIlMOHHBIX TporeccoB: «locymapcTBeHHass CHUCTeMa JOKYMEHTAIMOHHOTO
obecriedeHus: ynpaBieHUs» U «TunoBas HMHCTPYKIHUS IO JAEJIONPOM3BOJCTBY B MHHHMCTEPCTBAX H
BenoMcTBax Poccuiickoit denepaum.

Hoxymenmuposanue — smo npoyecc co30anus u ogopmienHus ookymenma. 1'ocyaapCTBEHHBIN
CTaHIApPT OIpENeNsIeT JOKYMEHTHPOBAaHHE KaK «3amich WHMOpMAIMH Ha PA3IUYHBIX HOCHUTEISX 10
ycraHoBieHHbIM npaBuiam» (I'OCT P 7.0.8-2013 Jlenonpou3BOJACTBO M apXHMBHOE J1eJ0. TepMUHBI U
onpenenenus. - M.: 'occranmapt Poccun, 2014, c.2.)

Heo6xoaumocTts (ukcupoBaTh MH(MOPMAIMIO MOSBUIIACH Y JI0oJeH B TiyOokoil npeBHoctu. Jlo
HAIIIEro BPEeMEHH JIONLIH «IOKYMEHTBI» Pa3InYHbBIX dI0X, CO3J[aHHbIC Ha TIIMHSIHBIX Ta0JIM4Kax, oepecrte,
KaMeHHBIX cTenax U T.1. CriocoObl HaHeceHus MHGPOpPMAalUU Takke ObLUTH pa3HBIMU: PUCYHOK, rpaduka,
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nuchbMo. B Hacrosimiee BpeMs B yHpaBiIeHYECKON MPAKTHUKE UCHOJB3YIOT TIaBHBIM 00pa3oM TOKYMEHTHI,
CO3JIaHHBIE KAaKHM-JTHOO CIIOCOOOM TMHUChMa — PYKONHMCHBIM, MAaIIMHONMHCHBIM, THIIOTPAa(CKuM,
KOMIIBIOTEPHBIM, a TaKXXe C MCIOJIb30BaHUEM TpauKH, pucyHka, (hoTorpaduu, 3ByKO- U BHJICO3ANUCH U
Ha CrielMaibHOM MaTepuaiie (Oymare, KHHO- U (DOTOTUICHKE, MATHUTHOMW JICHTE, TUCKE | 1p.). M3yueHnem
pa3BUTHs CIOCOOOB JOKYMEHTHPOBAHUSA M HOCUTENCH MHPOPMALUU 3aHUMAETCs HaydyHas AUCLUIUIMHA
— 0OKyMeHmoseoeHue.

Opeanuzayus padbomsl ¢ OOKyMmeHmamy — 3T0 00ecleYeHNe ABUKEHNUS JOKYMEHTOB B amlmapare
VIpaBJICHUS, WX HWCIOIB30BAHUS B CHOPABOYHBIX IENAX H XpaHEHHWS. TEepMUH OIpeneNseTcs
TOCYJapCTBEHHBIM CTAaHIAPTOM KaK «OpraHM3alds JOKYMEHTOOOOpOTa, XpPaHEHUS U HCIIOIb30BaHUS
JOKYMEHTOB B TEKYILEH JIEATSILHOCTH YUPESIKICHUS

Hoxymenmoobopomom CTaHAAPT HA3bIBAET JBM)KEHUE JTOKYMEHTOB B OPTaHU3AIIMH C MOMEHTA UX
CO3JIaHMsI WJTM TIOJYYCHHUsS JI0 3aBEpIICHHS HMCIIOJHEHHS WM OTHpaBIeHHsA. B TexHOJOrHIO paboThl C
JTOKYMEHTaMH BXOJIUT:

* [IPHEM U MEePBUYHAsT 00pabOTKa IOKYMEHTOB;

* UX MPeJIBapUTEIBHOE PACCMOTPEHHE U paclpeieieHuE;

* peructpaims JOKyMEHTOB;

* KOHTPOJIb UCTIOJIHEHHS JOKYMEHTOB;

* nH(MOPMAIIMOHHO-CIIPAaBOYHAS Pa0dOTa;

* HCIIOJTHEHUE JIOKYMEHTOB;

* UX OTIPABKA;

* cuctematu3anys ((GopMUpOBaHHE J€T) U TEKYIIee XpaHEeHHE JOKYMEHTOB.

Packpoem HEKOTOpbIE U3 MIEPEUNCIICHHBIX MOHATUH. Tak, pecucmpayus 03Ha4aeT 3aUCh YICTHBIX
JaHHBIX O TOKYMEHTE 10 YCTaHOBIICHHOH (opme, pukcupyromas ¢GakT ero co3qaHus, OTIPABICHUS HITH
MOJTYYCHUS, KOHMPOIb UCHOIHEHUs: OOKYMEHMO8 — COBOKYITHOCTh JICHCTBHIA, OOCCIICUMBAIOIINX HX
CBOEBPEMEHHOE UCTIOIHEHUE, (hopmuposanue deia — TPYNIHPOBAHNE HUCIIOTHEHHBIX JOKYMEHTOB B JIENIO
B COOTBETCTBHH C HOMEHKAamypou Oei (CUCTEMATH3MPOBAHHBIM IIEPEUYHEM HAMMEHOBAHUU eI,
3aBOJIMMBIX B OpraHM3allid, C yKa3aHHEM CPOKOB WX XpaHEHUs, OPOPMIICHHBIM B YCTaHOBICHHOM
MOPSI/IKE) M CUCTEMATU3AIUs IOKYyMEHTOB BHYTpPH JeTa.

«HUnugopmayus — cBeeHUS O JHLAX, MpeAMeTax, QakTax, COOBITHUSX, SBICHHUSIX U IpoIEeccax
HE3aBUCHMO OT ()OPMBI HX TPEICTABICHUS

Hoxymenm — 310 3apUKCHpOBaHHAsE HA MaTepUAbLHOM HOCHUTENe UH(pOpMalUs ¢ PEKBU3UTAMU,
MO3BOJISIOMIMMH €€ MICHTH(PHUIUPOBATh. DTO Ke ONpeeTICHHe JaHO U B TOCYJapCTBEHHOM CTaHIapTe Ha
TEPMUHBI U onpezeneHus «/lenonpon3BoAcTBO U apXUBHOE Jieno». [ 6osee MOIHON XapaKTepUCTHKU
TIOHATHS «IOKYMEHT» CIIEyeT PACKPHITh U TIOHSATHE «PEKBH3HUTY.

Kaxnplii TOKyMEHT COCTOMT M3 psiJla COCTAaBIJISIOLIMX €ro 3JIEMEHTOB, KOTOpPbIE HAa3bIBAIOTCS
pekBu3NTaMH (HAaUMEHOBaHWE, aBTOp, ajpecaT, TeKcT, aara, moanuck U T.4.). [OCT 3akperuisier
clleiyIolIee OIpe/esieHue:

Pexeusum ooxymenma — 00s13aTeNbHBIN 37IEMEHT 0(OpMIIEHHS OQUIINATIBHOTO JOKYMEHTA.

Oguyuanvrvle 0oKymeHmsbl — 3TO JOKYMEHTBI, CO3JJaHHbIE IOPUIUYECKUMHU UM (PU3NYECKUMU
TUIaMu, OpOPMIIEHHBIE U YIOCTOBEPEHHBIE B YCTAaHOBJICHHOM Topsiike. Cper HUX 0COOYI0 KaTeTOPHUIO
COCTABIISIIOT CyXeOHble (yNpaBlIeHYECKHE) JOKYMEHTBI, KOTOpbIE OMPEAEISAIOTCS TIOCyIapCTBEHHBIM
CTaHJapTOM KakK O(pHIIMANBHBIE JOKYMEHTBI, HCIIOJIb3YEMbIE B TEKYIIEH e TeIbHOCTH OpraHU3aIlny.

FOpuouueckasa cuna dokymenma — 3TO CBOMCTBO O(UIIMAIBHOIO JIOKYMEHTA, COOOIIaeMoe eMy
JEWCTBYIOIIUM 3aKOHO/IaTEIbCTBOM, KOMITETEHIIMEH M3aBIIETO €r0 OPraHa M YCTAHOBJICHHBIM MOPSIKOM
opopminenus. M3 storo ompeneneHust cienyer, 4TO OpraH YHPaBJICHUsS WM JODKHOCTHBIE JIMILIA,
BBIITYCKAIOIINE JIOKyMEHT, OOSI3aHbI:

1) cobmroaaTh npu €ro MOAroTOBKE JEHCTBYIOIINE HOPMbI 3aKOHO/IaTEeNILCTBA,

2) U37aBaTh JOKYMEHTHI TOJBKO B TIpeJiesiaX CBOCH KOMITETEHIIHH;

3) coOmromaTh JEHCTBYIONIME B OINpPEICICHHOE BpeMs OOIIErocy/lapCTBEHHBIC —IpaBHIIa
COCTaBJICHHS ¥ ODOPMIICHUST JOKYMEHTOB.

B ynpaBneHueckolf MpakTHKe MPUHATO Pa3IUyaTh JOKYMEHTHI 10 CTENEHH MX MOJUIMHHOCTH Ha
4epHOBEIE, OEJI0BbIE, TOUTMHHUKH, KOITHH.
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YepHogoui  0oKyMeHm, W3TOTOBICHHBIH PYKOIMCHBIM, MAIIMHOMHCHBIM CHOCOOOM MM
pacrneyaTaHHBI C KOMIIBIOTEPA, OTpakaeT paboTy aBTOpa HaJl ero cojaepkannueM. OH MOXKET COoepKaTh
TOJIBKO TEKCT M HE 00J1a1aeT IOPUIUYECKON CHUITON.

benosoii dokymenm — 3TO PYKONUCHBIA WM MAIIMHOMHCHBIA JOKYMEHT, TEKCT KOTOPOTO
MEPEenuCcaH ¢ YePHOBOIO JOKYMEHTA UM HAalUCaH 0e3 MOMapoK U UCTIPABICHUIA.

JIOKyMeHT, B KOTOPOM CO/IepKaTCs CBEICHHUS, MOATBEPKAAIOIINE €ro TI0CTOBEPHOCTh (00 aBTOpE,
BPEMEHU W MECTE CO3JIaHUs) CUUTAETCS MOJUIMHHBIM. [l00MUHHUK OQUYUATbHO2O OOKYMEHMA — 3TO
MEePBBIH (MJIM STUHUYHBIN) SK3EMILISP TOKYMEHTa, 00Jadarolui IOpUINIECKON CHIION.

Konusa ookymenma — 3T0 JOKYMEHT, IMOJHOCTBIO BOCIIPOU3BOISIINN HH(POPMALINIO TTOUIMHHOTO
JOKYMEHTa U BCE €ro BHEIIHHE NMPU3HAKKU WK YacTh uX. Komus 1okymMeHTa MoXKeT ObITh (haKCUMUIBHOU
WA CBOOOTHOM.

Cucmema O0okymenmayuu — 3TO COBOKYIHOCTh JOKYMEHTOB, B3aMMOCBS3aHHBIX IO MpPH3HAKaM
MIPOUCXOXKACHUS, HA3HAYCHUS, BUJIOB, C(Epbl IEATETbHOCTH, EAMHBIX TPeOOBaHUN K MX 0()OPMIICHHUIO.

Ilpumep npakmuueckoii padomoi.

Kaxnplii cTyIeHT JODKEH COCTaBUTh OOIMHM OJaHK NPEANPUSTHS C YIJIOBBIM U IPOJOIbHBIM
BapHaHTaMH PACIIOJIOKEHHS PEKBU3NUTOB Ha popmate A4.

Llenp BBIMOJIHEHUS 3alaHUsl — U3Yy4uTh cocTaB pekBu3zuToB OPJl, mpaBuia ux odopmieHus,
dbopmyisip — obpazer; OP 1.

[TpuoOperaemble yMEHHsI NPH BBIIOJIHEHUH 3aJlaHUsl — HAYYHUTHCS KOHCTPYMPOBATH OJaHKU
KOHKPETHOTO MPEANPHUATHS B 3aBUCUMOCTH OT X Ha3HAYCHUSI.

Meroanyeckue ykazaHus. YToObl BBIIIOJHUTD 33JaHUE, HEOOXOIUMO:

— O3HAKOMMTHCS C TAKETOM JIOKYMEHTOB,;

— COCTaBUTh OJIaHKH.

3ananue 1:

1) cocraBuTh OOIMH OJaHK KOHKPETHOI'O MPEANPUATHS C HPOAOJIBHBIM PaclOIOKEHUEM
peKBU3UTOB Ha popMmate A4;

2) cocTaBUTh OOLIMI OJIaHK KOHKPETHOTO MPENPHUATHS C YIJIOBBIM PACHOJIOKEHUEM PEKBU3UTOB
Ha popmare A4;

3) cocTaBUTh OJaHK KOHKPETHOTO BUJIA JOKYMEHTa KpOMeE MHChMa;

4) cocTaBUTh OJIAHK CTPYKTYPHOIO MO/IPA3/IeIICHUs PEANPUATHS WIN JOKHOCTHOTO JIMIIA;

5) cocTaBUTh OJIaHK MUCHMA.

3ananue 2. M3rotoButh 00U OJaHK C YIIOBBIM U MPOJOJIBHBIM PACIONOKEHHUEM PEKBU3UTOB
TOCTMHUYHOTO MPEINpUSATHs, CTPYKTYPHOTO MOApa3feNeHuss U AOJDKHOCTHOTO JIMIA, JEJI0OBOr0 MUChMa
Ha KoMribioTepe. CaaTh paboTy Ha TPOBEPKY HA CIEAYIOIINI CEMUHAp.

Pe3ynbpTaThl mpakTHyeckoi paboThl OPOPMIISIOTCS B BHJIE pacliedaTaHHbIX JOKYMEHTOB Ha JIUCTE
¢dopmara A 4.

Ilpumepot mem 014 nposedenus ceMuHapo8-OUCKyccuil.

Pa3nes 3. O61mas XapakTepuCTHKA OCHOBHBIX BUJ0B JOKYMEHTOB
1. Opranu3annOHHO-TIPABOBBIE JOKYMEHTHI.

2. Opranu3aloOHHO-PacTIOPSIAUTENbHBIE TOKYMEHTHI

3. IHopMaIrmoHHO-CIIPaBOYHbIE TOKYMEHTHI

4. KanpoBas nokymeHTanus. Y HIGUIUPOBaHHBIE (YOPMBI.

5. KondunenuunansHas nokymentanus. Cxema paboThI.

Ilpumepvr mecmogozo 3a0anus.

1. 3akoHuuTe HayaToe NPEAJ0KECHUEC OMTHUM U3 TPEX BAPDUAHTOB 0TBETA:
HOKYMGHTOO6OPOT — ABMKCHUC NOKYMCHTOB B OpraHu3alii C MOMCHTA UX CO3JaHUs O0:
1. nepeaayn Ha UCIIOJIHCHUC
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2. HOJIINUBKYU B €TI0

3. 3aBeplICHUs UCIIOJIHEHHS WM OTIIPABKU

2. llonsaTHe «/leonpon3BoOACTBO» — ITO:

1. cucrema XpaHeHHsI JOKYMEHTOB

2. coCTaBJIEHUE IOKYMEHTOB

JOKYMEHTHPOBAaHUE U OpraHu3alus padboThl ¢ JOKYyMEHTaMH

3. llonsiTne «/l0KyMeHTUPOBaHUE» — ITO:

1. 3anuch HH(pOpPMALMK Ha Pa3IMYHBIX HOCUTEIISAX 110 YCTaHOBJICHHBIM IIpaBUIaM

2. Cucrema JOKyMEHTAallMW, COJepKamias WHQOpMAIM0, HEOOXOAMMYIO [UIsl YIpaBJICHHS B
OIIpeIeJIEHHON cepe e TeNbHOCTH

3. JlesiTensHOCTB 1O pa3paboTke U 0hOPMIICHUIO JOKYMEHTOB

4. JIokyMeHT npejacraBiisieT co00ii:

1. 3aduKcUpOBaHHYI0 Ha MaTepHAIBLHOM HOCUTENe HH(DOPMAIMIO C PEKBU3UTAMH, KOTOPHIC
YCTAHOBJIEHBI IOPSIIKOM JIOKYMEHTHPOBAHHUS

2. 3adUKCHpOBAaHHYIO Ha MaTepHabHOM HOCHTele UH(OpPMANMIO ¢  PEKBU3UTAMH,
onpeaeneHHbiMu Y CJ]

3. 3apUKCUPOBAaHHYI0 HAa MaTepUaTbHOM HOCUTeNe HH(OpPMAIMIO C PEKBU3UTAMH, KOTOpHIC
MO3BOJISIOT €€ UICHTU(PULIUPOBATD

5. Kakoii HOpMaTHBHBIH JOKYMEHT B OPraHM3allMM oOIpejesseT NOPSAAOK PpadoThl ¢
AOKYMeHTamu?

1. MHCTPYKLUS 1O JEIONPOU3BOICTBY

2. peryiaMeHT paboThl

6. PekBHU3UT 10KYMEHTa — 3TO:

1. ero oTAENbHBINA PJIEMEHT

2. 4acTh CIIY>K€OHOTO MUChMa

3. dupMeHHBIN OTaHK

7. B kakoM ciy4ae NpaBHIbHO 0(pOPMJIEH PEKBU3UT «Apecar»?

1. dupekropy mkoisl Ne 269

Margeesoii Tamape IleTpoBke

2. dupekropy mKoiasl Ne 269

Marseesoii T.I1.

3. 350040, Kpacuomap, yn. CraBpomnosibckas, 149

Jupektopy mxkosusl Ne 269

r-xe Marseesoit T.II.

4. Mupextopy KpacHonapckoii nkossl Ne 269

T.I1.MatBeeBoi

8. B pexkBu3uTe «Anpecar» MHMIHMAIbI CTABAT:

1. mepen dpamunueit agpecata

2. mocne paMuIny ajgpecaTta

9. B kakoMm ciyyae npaBWIbHO 0(popMiIeH PeKBU3UT «OTMeTKA 0 HATUYUM MPUIIOKEHHUS,
€CJIM B TEKCTe CONPOBOMTEIbHOI0 MUCHbMA He YIOMUHAJIOCH 0 NPHJI0KEHUHN ?

1. I[Tpunoxxenue: 1. CnpaBka 0 coriacoBaHuM MpoekTa Ha 4 1. B 1 3K3.

2. OT3bIB IO TPOEKTY Ha 2 JI. B | 3K3.

2. llpunoxenue: Ha 6 1. B 1 3K3.

10. B kakom ciy4ae npaBuiIbHO opopmiieH pexkBu3uT «Iloanucey» Ha O1aHKke JOKyMeHTa?

1. Jupexrop mkomnsl Ne 25 B.A.IlerpoBa

2. Mupekrop mkousl [lerpoBa B.A.

3. Hupexrop B.A.IlerpoBa

11. Inan pa6orbl mkoasl Ha 2016-2017 y4yeOHBIA roA YTBEpKIeH pelIeHHeM
NeJaroru4eckoro copera. B kakom ciaydae npaBuibHO ogopMieH peKBU3UT «I'pu( yrBepxieHus
AOKYMEHTa»?

1. VTBEPXIAIO

Pemenne negarornueckoro cosera
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ot 12.08.2017 r. Ne 14

2. YTBEPXJIEH

Pemiennem nenarornyeckoro coBera

ot 12.08.2017 Ne 14

3. YTBEPXIEH

Pemenue negaroruyeckoro coBera

ot 12.08.2017 r. Ne 14

12. PexkBU3HUT coryiacoBaHusi 0(popMJISIIOT CJIeYIOIUM 00pa3om:

1. COI'JTACOBAHO

[TpoToxonom 3acenanus

IIpaBnenus crpaxoBou

komnanuu «Ilnanera»

ot 21.06.2017 Ne 10

2. H.N. Opinos

nOONUCH

3. HavyasibHUK HOPUIUYECKOTO OT/IeIIa

nuyHas noanuck .M. Cugopos

21.12.2017

13. Jlois nokymMeHTa, NOJJIMHHUK KOTOPOT0 OCTA€TCsl B OPraHU3aluM, BU3bl MPOCTABJIAIOTCS:

1. HUXKe MOANUCH PYKOBOAUTEIS, MOAMKUCABIIETO JOKYMEHT

2. B HIDKHEH 4acTh 000POTHOM CTOPOHBI MOCTEAHETO JINCTA MOJUTMHHUKA JOKYMEHTa

3. Ha MEPBOM JIUCTE IOKYMEHTa Ha €ro 00OPOTHOM CTOpPOHE

14. Jlasm JQo0KkyMeHTa, MNOMJMHHUK KOTOPOr0 OTIPABJSAETCH M3 OPraHU3aniH, BH3bI
NPOCTABJISIIOTCS:

1. B HWKHEH YacTH JIMIEBOM CTOPOHBI MOCIIEIHEro JINCTa KOMHUHM JOKYMEHTA, HaXOIsIlencs B
OpraHu3aluu

2. B HIDKHEH 4acTU OOOPOTHOM CTOPOHBI MOCIEIHEro JUCTa KOMUU JOKYMEHTa, HaXOASIIEHCs B
OpraHu3aluu

3. Ha IepBOM JIUCTE OOOPOTHOM CTOPOHBI JOKYMEHTA

15. B orcyrcTBHe PpPYKOBOAUTE/SI MOANNCAHME [IOKYMEHTAa 3aMecTUTe]eM Wi
HCHOJHAIIIUM 00513aHHOCTH PYKOBOIUTEJIS:

1. 3a nupekTopa A.N. IlerpoB
(moamuch ero 3ama CumopoBa)

2. dupexTtop A.U. IlerpoB
(moamuch ero 3ama Cumoposa)

3. N.O. aupexTopa I'.B. Cunopos

(JTMYHAs TOATHUCH)
16. C noMoIbI0 KAKOT0 peKBU3UTA 0(hopMJIsieTcsl BHellIHee COrJIacoBaHue 10KyMeHTa?
1. BU3BI, cOryIacOBaHUs
2. rpuda corjaacoBaHUs
17. Ha kakom cJiayxe0HOM NHCbMe TNpocTaBjsieTcsi PpeKBH3UT «CcbliIka Ha
PerucTpalMOHHBII HOMEpP U AaTy JOKYMeHTa»?
1. mpocbbax
2. COMPOBOIUTETHHBIX
3. uHpOPMAITMOHHBIX
4. oTBeTax
18. Kakoii pekBM3MT He BXOAUT B cocTaB Gopmy.sipa-o0pasna npukasa?
. BUJl IOKyMEHTa
. laTa TOKyMEHTa
. azpecar
. HAUMEHOBAaHME OpraHU3aluu
. IOJINUCH
. TEKCT

AN DN B~ W —
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7. 3arOJI0BOK K TEKCTY

19. B kakoMm ciryyae npaBwiibHO 0opmiieH peKBU3UT «OTMeTKa 0 3aBePeHUH KONMM»?

1. Bepno

Nucnekrop otaena kaapos auyHas [lerposa U.1.

16.03.2017 moamuck

2. BepHo:

Nucnexrop otnena xanpos auuyHas M.M. Ilerposa

MOANNCH

3. Bepno

Nucnekrop otaena kaapos auyHas W.W. Tlerposa

16.03.2017 moamuck

20. JlokyMeHTBbI U3roTABJIMBAKTCA HA 0JIaHKAX cleayrmmux popMaros:

1. A4u A3

2. Adu AS

3.A5u A6

4. Tonbko A 4

5. IlpaBunbHBIX OTBETOB HET

21. I'ne mpocraBisieTcsi HOMepa CTPAHMIl HA JOKYMEHTAaX, COCTOSIIMX M3 ABYX M 0oJiee
CTPaHMIL:

1. mocepennHe BEpXHETo MO JIUCTA

2. B IpaBOM YTJIy BEPXHETO I0JIs JIUCTA

3. mocepeArHe HUYKHETO MOJIs JIMCTa

4. B I€BOM YIJly BEPXHETO MOJIs JIMCTA

5. IpaBUJIbHBIX OTBETOB HET

22. EciaM JOKyMeHT OTHpaBjsieTcsi B JBa ajpeca IO IOYTe, TO CKOJIbKO He00X0AMMO
NOArOTOBUTH IK3EMILISIPOB 3TOr0 JOKyMeHTa?

1. yeTbipe

2. nBa

3. Tpu

23. Eciiu ABe OpPraHM3aluy cOCTABJAIOT COBMECTHBIN JTOKYMEHT, TO OH 0(popMIIsieTCs:

1. Ha 6aHKe epBON OpraHU3aINH

2. Ha 6;aHKe BTOPOI OpraHu3aluu

3. Ha nucre Oymaru popmata A4

24. Kakoil rocyaapcTBeHHbIl CTaHAApPT omnpeaeiasier TpedGoBaHus M0 0GOPMIIEHHIO
AOKYMEHTOB 00111er0 aAMHHUCTPATUBHOrO ynpasjenus (OP/1)?

1.TOCT P 6.30-1997

2.TOCT P 51141-98

3.TOCT P 6.30-2003

4.TOCT 6.10.5-87

5.TOCT P 7.0.97-2016

25. Kakue Buabl 0JIAHKOB YCTAaHOBJICHbI YHH(pUUHPOBaHHOH cucremoil OP/l (HeckobKoO
BAPUAHTOB O0TBETA):

1. biiaHk JOKyMEHTa 10 JIMYHOMY COCTaBYy;

2. bnank nucpMa;

3. brank akrta U mpoTOKONa;

4. O6muii 61aHK;

5. briaHk KOHKpPETHOTO BU/Ia JOKYMEHTA.

26. K xakomy Buay 0J1aHKa OTHOCATCS AaHHbIe pekBu3uThi: 01 (02,03), 04, 05, 06, 08, 09.

1. biank nuceMa;

2. bnaHK KOHKPETHOTO BUa JOKYMEHTA;

3. OOmumii O11aHK;

4. bnank nocranosnenus llpasurenscrea PO;

5. bilaHk akTa ¥ IPOTOKOJIA.
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27. K kakomy Buay 0J1aHKa OTHOCATCH HaHHbIe pekBu3uthl: 01 (02,03), 08, 11, 14

1. OOmmii OaHK;

2. biaHk KOHKPETHOTO BUJIa JOKYMEHTA;

3. bnank nuceMa;

4. brnank nocranosnenus IIpaBurenscrea P®D;

5. bnank akTa ¥ MpOTOKOJA.

28. K kakomy Buay 0J1aHka oTHOCATCS HaHHbIe pekBu3uthl: 01 (02,03), 08, 10,14.

1. bnank nuceMa;

2. biiank JOKyMeHTa 10 JUYHOMY COCTaBY;

3. O0mmii OnaHK;

4. bnaHk KOHKPETHOTO BU/Ia IOKYMEHTA;

5. bnank akta ¥ MpOTOKOJA.

29. OTmeTbTe, 0 KAKOM BHJ€ JOKYMEHTa WAeT pedb: JOKYMEHTHI COCTaBIISIOT IPABOBYIO
OCHOBY JICSITEILHOCTH OPTaHU3aIlMN U YTBEPKIAIOTCS PACIIOPSAUTECIIBHBIM JJOKYMEHTOM PYKOBOIUTEIIS.

1. nH(bOPMAIIMOHHO-CIIPABOYHBIE IOKYMEHTHI;

3. TOKYMEHTHI 10 JIMYHOMY COCTaBY;

4. yupenuTenbHbIe JOKYMEHTHI;

5. opraHuM3aIOHHbIE JOKYMEHTHI,

6. paciopsAIUTEIbHBIC TOKYMEHTHI.

30. OTmMeThTE, 0 KAKOM BH/JE JOKYMEHTA HJaeT pedyb: OCHOBHOE HaA3HAYEHUE — PETyJIUPOBAHUE
U KOOpJIWHAIMS JCSITCIBLHOCTH, TMO3BOJIAIONIAS OpraHy YIpPaBJICHUS OOCCIICYUTh PEaTU3aIUIo
MOCTABIICHHBIX TEpe]] HUM 3a]1a4, MOJIy4aTh MaKCUMaJIbHBIX 3PHEKT OT CBOCH JIeATEIHHOCTH.

1. nH(pOpPMaLIMOHHO-CIIPABOYHBIE IOKYMEHTHI;

2. TOKYMEHTBI, TIepejaBaeMbIe [0 KaHallaM 3JIEKTPOHHOM CBSI3H;

3. TOKYMEHTHI 110 JIMYHOMY COCTaBY;

4. yapeaAuTenbHbIe JOKYMEHTHI,

5. opraHuM3aloHHbIE JOKYMEHTHI,

6. paciopsAIUTEIbHBIE TOKYMEHTHI.

31. OrmerbTe, 0 KaKOM BH/Je JOKYMEHTa HAeT pedb: J(OKYMEHTHl MCHOJB3YHOTCS s
CBOEBPEMEHHOTO MIPUHSATHUS YIIPABJICHUECKUX PEIICHUI.

1. nH(bOPMAIIMOHHO-CIIPABOYHBIE IOKYMEHTHI;

2. TOKYMEHTHI 110 JTUYHOMY COCTaBY;

3. pacopsAIUTENbHBIE TOKYMEHTHI;

4. opraHu3aloOHHBIC IOKYMEHTHI;

5. IpaBUIILHOTO OTBETA HET.

32. O kakoM BHJe JOKYMEHTAa HAeT pedb: IPaBOBOM aKkT, MPEICTaBISIIOMIMI cOOOW CBOJ
MpaBUJjl, YCTAHOBIIEHHBIX TOCYAapCTBOM WM NPEANPUATHEM, PETYIUPYIOIINX AESITEIbHOCTh 3THUX
OpraHu3aIyy.

1. ITpuxas

2. Vka3

3. IlocranoBieHue

4. AKT

5. Pacniopsikxenue

6. JlomKHOCTHAS MHCTPYKIIUS

7. Het nmpaBUIJIBHOTO OTBETA

33. O kakoM BHJe JOKYMEHTA HJAET peyb: MPABOBOM aKT, U3JAaBA€MbIN JUIs perjiaMeHTaluu
OpraHHU3aIOHHO-TIPABOBOTO MOJIOKEHUS PAOOTHHKA.

1. IIpukas

2. Vka3

3. IlocranoBneHue

4. mITaTHOE pacnrcaHue

5. Pacniopsixenue

6. JlomKHOCTHAs! HUHCTPYKIIUS
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7. XapakTepucruka

34. O kakoM BH/€ JOKYMEHTA MJeT pedb: JIOKYMEHT, COAEp KAl OMUCh U MOATBEPKICHUE
TeX WM UHBIX (DAKTOB MIIH COOBITHH.
. AKT
. 3aKJII0OueHHe
. IpeITI0’)KeHUe
. CBozka
. CripaBka
. O0OBsiCHUTENbHAS 3aITUCKA
. IIporokon

35. O kakoM BuJI€e JOKYMEHTA WAeT peub: MPaBOBOM aKT, U3aBAaEMbIil PyKOBOAMUTENIEM OpraHa
BJIACTM W YOPAaBIEHUS, B LENSIX pa3pelieHHus OpPraHU3alMOHHBIX, (PUHAHCOBBIX, KAJIPOBBIX U HHBIX
BOIIPOCOB JIEATEIHLHOCTH.

1. pacniopsbxeHue

2. Ilpuxas

3. Ilonoxenue

4. Va3

5. IlocraHnoBneHue

6. UncTpykuus

7. lpaBuno

36. O kakoMm BHjie JOKYMEHTA WAET peub: JOKYMEHT, COJIEpPKAIIUi MOCIIeIOBATEIbHYIO 3aITUCh
XxoJa OOCYXKJEHHSI BONPOCOB M MPUHATUSA PEHICHUH Ha COOpaHUsAX, COBEUIAHMIX, KOH(EpeHIMSIX U
3acelaHMsIX KOJIJIETUANIbHBIX OPTaHOB.

1. NoknagHast 3amucKa

2. CiryxeOHasl 3amicKa

3. OOBsiCHUTEIbHAS 3aITHCKA

4. AKT

5. Ilpennoxenue

6. CBoaka

7. IlpaBUIBHOrO OTBETA HET

37. Kakue opraHM3anMOHHbIE JOKYMEHTbI YTBEPKAAIOTCA PYKOBOANTEIeM Opranu3anumn’?

1. TOJKHOCTHBIE HHCTPYKIIMH

2. MOJIOKEHHUSI O CTPYKTYPHBIX MOAPA3ICIECHUAX
3. mITaTHOE pacnucaHue
4.
5.

NN AW

IIpaBUJIa BHYTPEHHETO paclopsika
BCE MIEPEUYMCIICHHBIE BbIIIE JJOKYMEHTBI

38. O kakoM BH/e JOKYMEHTA MJET pedb: LEIb JOKYMEHTAa — 3aCTaBUTh apecara BHIIIOJHUTH
B35ThIE Ha ce0sl 00s3aTeNbCTBA B YCIOBHSX, KOIJa UMEIOTCS CEphEe3HbIE HApYIICHUs paHee MPHUHSTHIX
JOTOBOPEHHOCTEN.

1. ConpoBoAUTEILHOE TTUCEMO
. IICbMO-HAaIIOMUHAHNE
. [Incemo-npeuioxkenne
. UTnpopmannoHHoe nucsMo
. [luceMo-coobmienne
. [Tucbmo-TpeboBanue
. Her nmpaBunbeHOrO OTBETA
39. Kakue pacnopsiauTe/bHbIe JOKYMEHTbI H3/1AI0TCA HA OCHOBE eIMHOHAYAINsA?
1. perenus
2. IpUKa3bl
40. KT0 HeceT 0TBETCTBEHHOCTD 32 U3/1aHUe NIpUKa3a?
1. 1OMKHOCTHOE JTHII0, MOATOTOBUBILIEE MPOEKT MpUKa3a
2. pyKOBOAMTEIb OPTaHU3aLUN
3. JOHKHOCTHOE JIMLIO, MOANKCABILIEE IIPUKa3

N N D AW
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«K»?

41. Kakasi 4acTh TeKCTa IPUKa3a sIBJsIeTCHA 00513aTeJIbHOM ?

1. KoHCTaTUpyromast

2. pacriopsiiuTeNbHAs

42. 3aBepsieTcsi JIM NOANMUCH PYKOBOAMTEJISI HA NPUKAa3e Me4aTbio?

1. na 2. Her

43. Uto siBasieTcsi 1aTO# MPOTOKOJIA?

1. nara noanucaHus NpOTOKOJIA

2. maTa 3acelaHus

3. mara perucTpanuy IpoToKosa

44. CtaBuTCA JIM HA OAINKUCH B IIPOTOKOJIE MeYaTh?

1. na 2. Her

45. CoBMecTHOE NMCHLMO IBYX Opranu3amnuii opopmisiercs:

1. Ha GyiaHKe OJJHOM OpraHu3aIuu

2. Ha OjaHKe OPYTroi OpraHu3aIuu

3. Ha nucre Oymaru popmarta A4 unm AS

46. KeM ycTaHaB/JIMBAKOTCS MHANBUAYAJIbHbIE CPOKU MCIIOJTHEHUS JOKYMEHTOB?
1. pykoBOAUTENIEM CTPYKTYPHOIO MTOAPA3EIECHHUS, T 1€ UCTIOTHAETCS TOKYMEHT
2. KaHIenspuen

3. pyKOBOJIUTENIEM OpraHU3aIU

47. Kakue ¢popmbl perucrpanum 10KymMmeHToB B Poccun?

1. xypHanbHas

2. KapTo4yHas

3. aBTOMaTHU3UpPOBaHHAS

4. Bce BhIIIETIEPEUNCIICHHbBIE

48. B kakuX JOKYMEHTAX PSIIOM € PerucTPAllMOHHBIM HOMEPOM YKa3biBaeTcsi OykBa «JI» u

. AKThI

. TOKJIaJAHBIE 3aIIUCKU

. IIPUKA3bI 10 OCHOBHOMU JIEATEIIbHOCTH

. IPUKA3BbI 110 JTUYHOMY COCTaBY

. CIIPABKH

49. [Ipu perucTpanum KakKoro J0KYMeHTa ATy perucTpaluu YKa3bIBalOT He B J€Hb €ro

DN AW~

noanucanus?

1. mpukas

2. IPOTOKOJI

3. pemieHune

4. mocTaHOBIIEHUE

50. sIBasiercss 1M 00A3aTEJBHBIM AJISl PErMCTPALMH OPraHU3ALUM, YUPe:KIeHUs HAJIUYHe

Ycrasa?

1. ma 2. HeT

51. Kakoii Mo:keT ObITh HOMEHKJIATYpa J1eJ1?

1. koHKpeTHas

2. mpuMepHas

3. TunoBas

4. Bce BBIIIETIEPEUNCIICHHbBIE

52. Kem yTBep:KkIaeTcsi CBOAHASI HOMEHKJIATYpa JAeJl Opranu3anum?
1. pykoBOAMUTENEM CTPYKTYPHOTO MTOAPA3AEIECHNS OpraHu3aluu

2. pyKOBOAMTEISIMU CITY>KObI JI€IIOMPOU3BOJICTBA

3. PYKOBOAUTEISAMH OpPTraHU3alun

4. 3aMecTUTENEeM PYKOBOJUTENS OPraHU3allii, OTBEUAIOIINM 32 CIIYKOY 1€JI0IPOU3BOICTBA
53. Cpox ncno/iHeHust AOKYMEHTa HCYHCIIACTCH:

1. co nHA moCTyIUIEHUs! JOKYMEHTA

2. cO IHS HaIlMCAaHMsI PyKOBOJUTENIEM PE30TIOLUN
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54

. PemnTe, BC€ JIM ITanbl Iponecca MOATOTOBKU MHMCHOJHHUTEJIbHBIX JTOKYMEHTOB K

XPAaHEHHUIO H UCIT0JIB30BAHUIO BKIIIOYCHBI:

1.
1.
IIOCTOSIHH

O 00 1IN DN W B

WWWWWWWWNDNNMNMNDNMNDNNNERERER A
~NO OO PN WNPEPOOONOUIRWNRPFPOOOLOIO NP WN —O

38.

Ja 2. Her
DKcnepTu3a IIEHHOCTH JOKyMeHTa; 2. odopmiieHHe JOKYMEHTa;, 3. OINHCaHHE JOKyMEHTa
Oro U JIOJITOBPEMEHHOTO XpaHeHus; 4. o0ecrieueHrne uX COXpaHHOCTH; 5. iepeiaya Jiesl B apXuB.

4.2 DoHJ OLIEHOYHBIX CpeACTB 1Jisl IPOBEACHUA HpOMe)I(yTO'{HOﬁ aTrrecranmmu.

Bomnpocsl 1J1s1 MOATOTOBKH K 3a4eTy

. OcHoBHbIE NOHATHUSA U TepMuHoorus 10Y

. OYHKIUHU TOKyMEHTa

. Buipl 1OKyMeHTOB U MX KIacCUpUKAIUSL

. enonpoun3BoacTBO B JIpeBHEPYCCKOM roCcy1apCcTBe

. Ilpuxaznoe nenonpounssoctBo XV-XVII BB. Cucrema KOIEKCKOro JI€I0IPOU3BOJICTBA
. Cucrema MUHHCTEPCKOTO Jesionpoun3BoacTBa XIX — Havana XX B

. Uctopus ynpasnenus u aenonpounsBoactsa B 1917-1990 rr

. HopmatuBHo-11paBoBas 6a3a 1enonpou3BoAcTBa

. bnanku noxymenToB. TpeGoBaHuUs K M3TOTOBJICHUIO U O()OPMIICHHUIO OJIaHKa.

.'OCT P 7.0.97-2016. CoctaB pexkBu3uToB. CxemMa pacroyioKeHUs PEKBU3UTOB

. Opranu3amnroHHO-TIPABOBEIE IOKYMEHTHI TOCTHHUYHOTO MPEATIPUSTHS

. OpranuzanoHHO-pacopsIAUTENbHbBIC JOKYMEHTHl TOCTUHHYHOTO MPEANPUATUS

. NlHpopManinoHHO-CITPaBOYHBIE JOKYMEHTHI

. [lonsiTre u kmaccuuKaus CiIy>KeOHbIX THCEM.

. Criermupuika J1e10BOTO CTHIIS MUChMA. DTUKET B CIYKEeOHOW MEpenucKe.

. Odbopmrnenue cnykeOHOro MucrMa

. Pa3HOBUTHOCTD Ci1yKEOHBIX ITUCEM

. Ocobennoctu odopMiIeHHS MUCEM, TIepeAaBacMbIX JIEKTPOHHOI MOYTOMN

. CTpyKTypa JOKYMEHTAILIUH 110 INYHOMY COCTaBY

. CoctaB nporneaypsl 1 TOKyMEHTUPOBAHHE MTpHEMa IpakKaaH Ha paboTy

. CoctaB mporierypsl ¥ IOKyMEHTHPOBAaHHUE TIEPEBOA COTPYAHUKOB Ha paboTy

. JJokyMeHTHpOBaHUE MOOIIPEHUS paOOTHUKOB

. JJoKkyMeHTHUpOBaHWE TPOIEAYPHI IPUMEHEHUS TUCIUTITHHAPHOTO B3BICKAHUS

. JlJokyMeHTHUpOBaHUE MPOIEAYPHl YBOIbHEHHS pabOTHUKA

. Odopmrenue ciryxeOHOM KOMaHAUPOBKHI

. Odopmiienne ormycka

. Ucrounnku noadopa nepcoHaa Jjisi OpraHu3auu

. KondunennuansHas 1o0KkyMeHTaIHs

. OCHOBHBIE HaINpaBJICHUS] COBEPIICHCTBOBAHUS COCTaBa U (hOPM JIOKYMEHTOB

. [ToHSATHS ¥ IPUHIMITEI OPTaHU3AIUU JOKYMEHTO000pOoTa

. O6paboTKa BXOISIINX, HCXOSAIINX U BHYTPCHHUX JTOKYMEHTOB TOCTHHUIHOTO TIPEIITPHSITHS
. Peructparnus nokymenToB. Haekcaus J0KyMEHTOB

. KoHTpomns ucromHeHns JOKyMEHTOB

. OnepatuBHOE XpaHEHHE JIENT

. OdopmiteHre TOKYMEHTOB | JIe]l K YHUYTOKEHHUIO M Ha JUTUTEIbHOE (TOCTOSTHHOE) XpaHEHUE
. ApXHUBHOE XpaHEeHHE el

. [ToxcueT u omTUMU3aIHS TOKYyMEHTOOOOpOTA

KOpuanueckre GhopManbHOCTH U JOKYMEHTBI MPU OTKPBITUU U PETHUCTPAIIUU TOCTUHUYHOTO

MPEANPUATHS

39
40
41
42
43

. JoKkyMeHTO000POT FOCTUHUYHOTO MPEATIPHUSTUS

. ABTOMaTH3aIUs JOKyMEHTO000pOTa TOCTUHUYHOTO MPEANPUATHS

. Haznauenwue, 3aauu, cTpyKkTypa u coctaB ciayxos1 JIOY

. Opranu3anoHHO-pacnopaIuTeabHas JoOKyMeHTanus ciyxosl I0Y

. TexHuueckue cpecTBa, UCHOIb3yeMble IPU CO3/IaHUH U 00PaOOTKU TOKYMEHTOB
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44. Kputepuu BbIOOpa OQUCHOM TEXHUKU

45. IIpaBuna 6€30MaCHOCTH pabOTHI C TEXHUYECKUMHU CPEICTBAMH

46. ABTOMaTH3alus JEI0NPOU3BO/ICTBA: OCHOBHBIC MOHATHS U MPUHLIUAIIBI

47. 3anagHbie CUCTEMBI JAeI0Mponu3BoicTBa B Poccun

48. ABTOMAaTHU3MPOBAHHE JCIOMPOM3BOJACTBA, JEIOBBIX MPOLEAYp U JOKYMEHTOOOOpOTa Ha
npeanpusTHi. OCHOBHBIE KaTETOPUM TIOJB30BaTENIed CHCTEM aBTOMAaTH3AIlMH JCJIONPOM3BOACTBA U
JOKYMEHTO000pOTA.

49. [lepcieKTUBBI POCCHMCKON MHAYCTPUH aBTOMATHU3AIMH JISJIOTPOU3BOJICTBA

50. ABromaTu3aius npolecca ynpaBJIeHHs 10TOBOPHBIMH MIPOLIECCAMU HA MIPEATPUSITHI

MeToanyeckue peKOMeHIAUMH /sl MOATOTOBKH K 3a4eTy.

Jna 5hdexTuBHON MOArOTOBKM K 3a4eTy MpOLECC M3yueHUs Marepuaia Kypca MpeArojaraet
JIOCTaTOYHO WHTEHCUBHYIO pabOTy HE TOJBKO HA JICKIUAX U CEMHHApaX, HO M C Pa3IMYHBIMU TEKCTAMH,
HOPMAaTUBHBIMH JOKYyMEHTaMU M WH(OPMALMOHHBIMU pecypcaMu. B kauecTBe OCHOBHBIX 3JIEMEHTOB
y4eOHOTro Tmpolecca BBICTYHAIOT MPOOJIEeMHO-OPUEHTHPOBAHHBIE JIEKIMH C OOBSCHEHHEM U
WUTIOCTPUPOBAHUEM KITIOUEBBIX MOHATHM M B oOjacTu TpaHcmopTa. Takke Ha ceMuHapax OyayT
00CYXKIaThCsl Pe3yabTaThl OTAETBHBIX pedepaTroB. Ocoboe BHUMAHWE HAJAO OOpaTUTh Ha TO, YTO
MOITOTOBKA K 3a4eTy TpeOyeT oOpalieHus He TOJbKO K ydeOHHKaM, HO U K HH(GOpMaluu, coaepKamiecs
B CMU, a Taxxke B cetu Untepuet. B paznene «Cnucok peKoMeHyeMOr JTUTEPATyPhD» MPUBEACH CITUCOK
y4eOHHUKOB, MEPUOANUECKUX WU3/IaHUN, HOPMATUBHBIX JOKYMEHTOB U pecypcoB ceTu MHTepHeT, KOTOophIe
MOTYT OKa3aThCsl MOJIE3HBIMU NPU U3YYEHUU Kypca.

Kpumepuu oyenxu omeema cmyoenma na 3aueme.

3auer siBnsieTcs (OPMOM OIEHKH KaueCTBa OCBOCHUS CTYJACHTOM 0Opa30BaTEIbHONW IIPOrPaMMBbI IO
mucuumuHe. [To pe3yiapTaraM 3aueTa CTyACHTY BBICTABIISETCS OLEHKA «3aUTEHO» WIIH «HE 3aYTCHOM.

3aueT MpoOBOAUTHCA B (hOpME YCTHOrO Ompoca IO BOIPOCaM HM3YyYCHHBIX TEM Ha JICKIMOHHBIX U
MPAKTUYECKHUX 3aHATHUSAX, & TAKXKE 110 BOPOCAM TEM JJIsi CAMOCTOSTENIbHOM padoThl cTy1eHTOB. CTYIeHTY
3amaeTcs 1 Bompoc U3 3apaHee YCTaHOBIEHHOTro criucka. Ha moarorosky naercs 20 MUHyT. DK3aMeHATOP
MOJKET MPOCTaBUThH 3a4eT 0€3 Ompoca TeM CTYyJSHTaM, KOTOPhIE aKTUBHO pa0OoTalM Ha MPAKTUYECKUX
(ceMUHAPCKUX ) 3aHATHSX.

[IpenonaBaTenpy MpUHUMAET 3a4eT TOJIBKO NPHU HAJUYMH BEIOMOCTH M HAJICXKANIMM 00pa3zom
odopMIIeHHOI 3a4eTHOM KHIKKU. Pe3ynpTar 3auera 0OBbsBISETCS CTYJECHTY HEMOCPEACTBEHHO MOCIIE €ro
claud, 3aTe€M BBICTABIISIETCS B DK3aMEHAIMOHHYIO BEJIOMOCTh M 3aU€THYIO KHWKKY cTyneHTa. Ecnu
B IIPOIIECCE 3a4€Ta CTYJECHT MCIOJIb30BaJI HEAOIYCTUMBIE JOTOJHUTENbHBIE MaTepUabl, TO SK3aMEHATOP
HMMEET MPaBO U3BATH MITIAPTATIKY U TTOCTABUTH «HE 3aYTCHOY.

[Ipy BBICTaBIEHWU OIEHKM YYHUTHIBACTCS 3HAHHE (PAKTUUECKOTO0 MaTepuana IIo Mporpamme,
CTENEHb AaKTUBHOCTU CTYyJIEHTa Ha CEMUHAPCKUX 3aHATHSX, JIOTHKY, CTPYKTYpY, CTHIIb OTBETA;
apryMEHTUPOBAaHHOCTh OTBETA; YPOBEHb CAMOCTOSATEIBHOIO MBIIUICHHS, HAJIMYUE MPOIMYCKOB
CEMUHAPCKUX U JICKIIMOHHBIX 3aHATHI MO0 HEYBAKUTEIbHBIM IIPUUMHAM.

OneHka «3aumeHo» CTaBUTCS CTyJEHTaM, OTBET KOTOPBIX CBUIETEIHCTBYET O TNIyOOKOM 3HAHUU
Marepuasa 1o nmporpamme Kypca, 3HaHUHM KOHIIENTYaIbHO-TIOHSITHITHOTO armapara Kypca, JIuTepaTyphl 1Mo
KYpCy, COAEpPKUT B ILIEJIOM MpPaBUIBHOE, HO HE BCErJa TOYHOE U apryMEHTHPOBAHHOE H3JI0KEHUE
MaTepuaa.

OneHka «He 3aumeno» CTaBUTCS CTyJIEHTaM, HMEIOIIUM CYIIECTBEHHbIE MPOOENbl B 3HAHUU
OCHOBHOTO MaTepHajia 0 MporpamMme, AOMYCTHUBIIMM NPUHIMIHAIBHBIE OIIMOKKA TMPU H3JI0KEHUU
Marepuania, a Takke He JaBIIMM OTBETa Ha BOMPOC.

OreHOYHBIC CpEACTBA Il WHBAIMIOB M JIMI] C OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 30POBBS
BBIOMPAIOTCS C YIETOM UX UHIUBUAYAIBHBIX MCUXO(PU3NIECKIX OCOOCHHOCTEMH.

— mpu HEOOXOJAMMOCTH HWHBAJIUIAM M JHIAM C OTPAaHUYCHHBIMH BO3MOKHOCTSIMHU 3JI0POBbBS
MPEAOCTABIIAETCS IONOJHUTENIbHOE BPEMS ISl IOJrTOTOBKM OTBETA HA K3aMEHE;

— MpU TPOBEJACHUHU TMPOIEAYPHl OIECHUBAHUS PE3YJIHTATOB OOYYCHHS WHBAIMJIOB W JIAI[ C
OrpaHUYEHHBIMH BO3MOKHOCTSIMU 3/I0POBbS MPEAYyCMATPUBAETCS UCTIOIb30BAHNE TEXHUUECKUX CPEICTB,
HEOOXOJMMBIX UM B CBSI3U C UX UHIUBUIYaTbHBIMH OCOOCHHOCTSIMU;
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— IIpu HGO6XOI[I/IMOCTI/I JJIsL 06yqafoumxc;1 C OrpaHUYCHHBIMU BO3MOKHOCTAMH 3J0POBbA U
HHBAJIUJOB Iponcaypa OUCHHWBAHUA PE3YIbTATOB 06y‘I€HI/I$I M0 JUCHHUINNIIMHE MOXCET IPOBOJUTLCA B
HCCKOJIBKO OTaIlOB.

[Iponienypa oOIEHWBaHUS PE3Y/IBTATOB OOYYCHHS WHBAJIUIAOB W JIMIl C OTrPAHUYCHHBIMU
BO3MOXXHOCTSIMU 3/I0POBbSI TIO JUCIHUILIIMHE MPEIyCMAaTPUBACT MPEIOCTaBICHNE HHPOpMAIK B popMax,
aIalTHPOBAHHBIX K OTPAaHUYCHHSIM UX 3JI0POBbSI U BOCIIPHUSITUS HHPOPMAIUH:

Jist 11 ¢ HApYIICHUSIMHA 3PEHUS:

— B I1€YaTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JUJist JTU1I ¢ HApYIISHHUSIMH CITyXa!

— B mieyaTHoM hopme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

Jist 11 ¢ HapyIICHUSIMHA OTIOPHO-IBUTATEIILHOTO arlapara;

— B IIeYaTHOM ¢opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

5. IlepeyeHb OCHOBHOW M JONMOJHHMTEJbHOH Yy4eOHOH JMTEepaTypbl, HEOOXOAUMON 1Jsi
OCBOEHMS THCHMIIIMHBI.

5.1 OcHoBHas auTEpaTypa:

1. Kysumemor W.H. JlokymeHTanmmoHHOE oOecredeHnue yrpapieHus. JloKyMeHTOOOOpOT u
JENIONPOU3BOICTBO [DIEKTPOHHBIN pecypc]: y4eOHHMK M MPaKTUKYM Ui MPUKIAAHOTO OakanaBpuarta. —
M.: WsparenbctBo FOpaiit, 2018. — 461 c¢. — Pexum mgocryma: http:// https://biblio-
online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A

2. Kopuees WN.K., ITmenko A.B., Mamypues B.A. JlokymeHTHpOBaHHE YIpPaBICHUYECKOMN
NESTeNIbHOCTH + TeCThl B 30C [DNEKTPOHHBIN pecypc]: YUeOHHK M MPaKTUKYM JUIsl aKaJleMHUYECKOTO
OakanaBpuata. — M.: UsmatensctBo IOpaiit, 2018. — 384 ¢. — Pexxum pocryma: http:// https://biblio-
online.ru/viewer/04FOAO0D5-BF41-47D1-9AA9-FA622A3FEA49

3. I'punbepr A.C., T'opbaués H.H., Myxamermuna O.A. JlOKyMEHTAaIlMOHHOE OOECICUCHUE
ynpaBieHus [DneKTpoHHbIN pecypc]: yueoHuk. — M.: FOuutu-/ana, 2015. — 391 ¢. — Pexxum nocrtyma:
http://biblioclub.ru/index.php?page=book&id=115031

4. Poroxun M.IO. JlokymeHTalMOHHOE oOOecreueHne ympaBieHHs [DIeKTpOHHBIA pecypc]:
npaktuueckoe mocobue. — M.; bepmun: Hupexr-Meama, 2014. — 398 c¢. — Pexum nocryma:
http://biblioclub.ru/index.php?page=book&id=253705

Jlist ocBOeHUWS JUCIHMIUIMHBI WHBAIMIAMH W JIMIIAMA C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3JI0pPOBbSI UMEIOTCS U3JJaHUS B JIEKTPOHHOM BHUJIE B AJIEKTPOHHO-OMOTUOTEUHBIX cUcTeME «JIaHby.

Y4yeonuku n3 IbC «Jlanb»:

1. TumodeeBa E.C. JlokymMeHTallMOHHOE OOECIEUEHHE YIPABIICHUS COLHAIBbHO-KYJIbTYPHBIM
CEpBHUCOM U TypU3MOM [DJIEeKTpOHHBIN pecypc]: yued. mocobue. — Cankr-Ilerepoypr: D0 CII6YTYuD,
2009. — 175 ¢. — Pexxum nocryma: https://e.lanbook.com/book/63809.

2. I'ymuna U.A., 3aiineBa H.A. JlokymeHTallnoOHHOE OOecreyeHue YIpaBiIeHHUsS B COLUAIbHO-
KYJIbTYPHOM CEpBUCE U Typu3Me [DIeKTpOHHBIN pecypc]: yueOHoe mocodue s CTyJJ€HTOB By30B. — M.:
Anbda-M: MTHOPA-M, 2010. - 239 c. — Pexxum nocryna: https://e.lanbook.com/book/69308

5.2 JlonmosiHMTEIbHASI JINTEPATypa:

1. Illysanosa H.H., UBanoBa A.KO. OCHOBBI J€TOMPON3BOACTBA. SI3BIK CIYKEOHOTO JTOKYMEHTa
[DnexTpoHHBIHN pecypc]: YIEOHUK U TPAKTUKYM JIJIs aKaJleMUdecKoro OakaiaBpuara. — M.: M3naTenbCcTBO
IOpaiir, 2018. — 375 ¢. — Pexxum nocryma: http:// https://biblio-online.ru/viewer/E472872E-07FD-4FDA-
AT714-897DACSE36DA
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2. NnpucoBa A.P., AxmeroBa A.D. TexXHOJOrMHM JOKYMEHTAIIMOHHOIO W HWHHOBAIMOHHOTO
obecrieueHuns yrpasieHus [ DIeKTpOHHBIN pecypc]: yaeoHoe mocodue. — Kazans: KI'TY, 2010. — 180 c. —
Pexxum noctyna: http://biblioclub.ru/index.php?page=book&id=258929

3. CamaxBanoB E.B. ApromarusupoBaHHas cHuCT€Ma JIOKYMEHTAIIMOHHOTO 00ecredYeHus
yrpapieHus: [DIeKTpoHHbI pecypc]. — M.: JlaGopatopust kauru, 2010. — 99 c. — Pexum pgocryma:
http://biblioclub.ru/index.php?page=book&id=97300

4. llemun FO.M. Jlenonpou3BoacTBO. JJOKYMEHTAlMOHHBIN MEHEKMEHT [ DJIEKTPOHHBIN pecypc]:
yaebnoe mocobue. — M.; bepaun: Hupexr-Meama, 2014. — 205 c. — Pexum npocryna:
http://biblioclub.ru/index.php?page=book&id=253657

5. Poroxun M.IO. Opranuszanus aenonpousBojacTtBa npeanpustus: (Ha ocHoBe 'OCT P6.30-
2003) [DnekTpoHHBIN pecypc]: yueOHO-IpakTHdeckoe mocooue. — M.; bepnun: upexkr-Menua, 2014. —
209 c. — Pesxum mocryma: http://biblioclub.ru/index.php?page=book&id=253709

6. KazakeBnu T.A., Tkamuu A.M. [lokymeHntoBeneHue. JIOKYMEHTAI[MOHHBI CEpBHC
[DnekTpoHHBIN pecypc]: YIeOHHK M TMPAKTUKYM IS pUKIagHOro OakanaBpuata. — M.: M3naTenbcTBO
IOpaiir, 2018. — 177 c. — Pexxum goctyna: http:// https://biblio-online.ru/viewer/98462230-A63D-402F-
A36A-24C2D22B5BC5

7. HekpacoBa M.JI. JlokyMeHTaIlMOHHOE OOECIICUCHIE YIIPABICHUS HA TPEANPUITHIX TypU3Ma U
cepBuca [Tekcr]: yueObHoe mocodbue / M. JI. HekpacoBa; M-Bo obpa3oBanus u Hayku Poc. denepanuu,
Ky6anckuii roc. yH-T. - KpacHomap: [KybaHnckuii rocympapcTBennusiidi yHuBepeuteT], 2009. - 656 ¢. — 52
a13.

5.3 llepuoauyeckue U3TaHUA:

1. lenonpou3BoACTBO // TMpPaKkTUYECKHI >KypHaT o0 OpraHu3alud JOKyMEHTO00OopoTa,
peructpan ¥ 0pOPMIIEHUH JOKYMEHTOB, KOHTPOJb MX HCIONHEeHUs. DopMUpOBaHHE /€, apXHUBHOE
neno. Kommbrotepuzanusi.

2. Jlenonpou3BOACTBO U JIOKYMEHTOOOOPOT Ha MPEeINpUATHH // TPAKTUYECKUH >KypHaJ, Te
OTpPaXEHbI CIOCOOBI pEHICHHS KOHKPETHBIX 3a7ad, JEMOHCTPUPYS MPU STOM IMpaBuiia 0opOpMIICHUS
MOJIHOTO KOMILIEKTa HEOOXOJUMBIX JOKYMEHTOB. A JIOMOJHUTENbHbIE IOPUINYECKHE KOMMEHTapHUU
IIOMOT'YT YY€CTh BCE HIOAHCHI. [IyOInKy0TCs pa3bsiCHEHHUS] K HOBBIM HOPMATHUBHBIM JOKYMEHTaM. ToJIbKO
TaKOHW MOAXO0/ MO3BOJISIET U3/1aBaTh JKypHaJ O MPAKTUKE COBPEMEHHOI'O JIEJIONPOU3BOJICTBA U ApXUBHOTO
nena.

3. Cekperapckoe Jeno // TNpakTHUYECKMH KypHal 00 OpraHu3allid  yIOpaBlIeHUS U
AKHU3HE00eCIeueHNs U 3KCIUTyaTauun KoMnaHuu. OObeKTUBHBIN 0030p MPEVIOKEHUIH TOBApOB U YCIIYT,
BOMPOCHI KH3HeoOecreueHus, U MojepHu3amuu oduca. [lenonpousBoactso. HopmaTuBHbBIE aKThI.
OprrexHuKa — COBEThI, TEXHUUECKOE 0003peHue.

6. IlepeueHb pecypcoB HH(POPMANUMOHHO-TEJIEKOMMYHUKAIUOHHON ceTH «MHTepHeT»,
HEe00XOAUMBIX /ISl OCBOCHHUS AUCHHUIINHBI:

1. EnuHOe OKHO JT0CTyMa K 00pa3oBaTenbHbIM pecypcam. — http://window.edu.ru;

2. Poccuiickas ['ocynapctBennas bubnuoreka — http://rsl.ru

3. Poccwuiickoe odpazoBanue. OenepanbHblit moprain. — http://www.edu.ru;

4. YuusepcureTckas oubmmoteka Online. — http://www.biblioclub.ru.

5. @enepanbHblii 00pa3zoBaTelbHbI TOpTal — OKOHOMHKA, COLMOJOTHS, MEHEIKMEHT —
http://ecsocman.edu.ru/.

6. OOpasoBarenbHblii moptan — «KopHnopaTHBHBIM MEHEIKMEHT» — 3TO MHTEPHET-TIPOEKT IS
BCEX, KTO Pa3BHBACTCS CAMOCTOSATENILHO U pa3BuBaeT ousnec. — http://www.cfin.ru.

7. VHTepHeT-cTpaHuLa Bcepoccuiickoro HAy4YHO-HCCJIEI0BATEIBCKOIO MHCTUTYTa
JOKYMEHTOBEICHHS M apXHUBHOTO Jieima — WWw.vniidad.ru, www.rusarchives.ru

8. NurepHer-ctpanuna ['occrangapra — Www.gost.ru

9. Unreprer-ctpannna «JloOKyMeHTOOOOPOT ¥ JIOKyMEHTOBEACHHWE Ha TMPENNPHATHNY —
www.docrev.ru

10. Cneumanu3upoBaHHBIA HHPOPMAITMOHHBINA TTOpTaT — JJOKyMeHT.IU

11. Cneunanu3upoBaHHBIN HH(DOPMALIMOHHBIN TTOpTal — brankep.ru

12. Cucrema «I"apaHT», IpaBoOBBIE 0a3bl POCCUIICKOTO 3aKOHOATEIhCTBA — WWW.garant.ru
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13. OGOmepoccuiickas ceTb pacHpoCTpaHEHUs MpaBoBo MHPOpManuu KOHCYIbTaHT IUIIOC —
www.consultant.ru
7. MeroauvecKkue yKa3aHus sl 00y4alOIUXCH 110 OCBOCHUIO JUCHMILIIMHbI.
DopMbI CAMOCTOSTEIbHOMH PA0OTHI CTYAEHTA 10 OCBOCHHU IO M CIUIIMHBI:
1. VcBoeHue Tekymiero yueoOHoro Marepuarna.
2. KoncnektupoBaHue NepBOMCTOYHUKOB.
3. Pabora ¢ KoHCTIEKTaMH JICKIIUH.
4. CaMOCTOATENbHOE N3YUCHHS MaTepHara.
5. M3ydeHue cnenuanabHOM TUTEPATypHI.
6. BrImoaHeHUE TPAKTUIECKON pabOTHI.
7. IloaroroBka K 3K3aMeHy.
Bomnpocsl 1J11 caMOCTOATEIHHOI0 H3y4YeHHs MO pa3ieiaM IUCUUILINHbI
Tabnua 8 — Borpocs! 110 pa3aenaM JTuCIUTTHHBI
Ne HanmenoBanue | IlepedeHb BOIPOCOB /ISl BBIIIOJIHEHUS dopma
B pasznena CaMOCTOSITENTbHOM pabOThI KOHT-
pouist
1 2 3 4
1. | Uctopus 1. Kakme »3Tampl OpoUUIO  pa3BUTHE  OTEUECTBEHHOIO
JIeJIONPOU3BO/- JIeJIONPOU3BOJICTBA?
CTBa 2. B yem 3akmodaloTcs ~ OCOOCHHOCTHM  MPUKA3HOTO
JIEJIONPON3BOICTBA?
3. KakoBel 0COOEHHOCTH KOJUIEKCKOTO  JENOMpPOM3BOACTBA
(XVIII B.)?
4. Ha3zoBHUTE OCHOBHBIC 3aKOHOAATEIbHBIC AKTHI, OINpEACISABIINE
MOPSIIOK COCTABJICHUS U OOPMIICHUS IOKYMEHTOB B YUPEKICHUIX
XVIII B.
5. B ueM cocTosT 0cOOEHHOCTH OpTaHU3aIMH JICTOIPOU3BOJICTBA B
XIX B.? a
6. KakumMu myTsMd IIJI0 PETyJIUpPOBAaHUE JIETOMPOU3BOJICTBA B
MepBbIE TOAbl COBETCKOW BIIacTU?
7. UYem 3anumanica Mucturyr texHuku ynpasinenus (UTY) B
o0acTu Jenonpou3BoCTBa?
8. Ilouemy apxuBHOE BEIOMCTBO OepeT Ha ceOsl MHMIMATUBY IO
METOANYECKOMY PYKOBOJCTBY J€IONPOU3BOJICTBOM B CTpaHe?
9. B yem 3nauenue EI'CJ1?
10. B uem otiiune I'CIIOY ot EI'C/1?
11. Korga naunnaercs paspaborka [OCTos na OP/]?
2. | CymHocTs 1 OcnosHble noHAmMuUs 0e10npouU3800Ccmea
OCHOBHBIE 1. KakumM HOpPMATHUBHBIM JOKYMEHTOM PETJIaMEHTHUPYIOTCS
MOHATHUS OCHOBHBIE MTOHATHS U TEPMHUHBI B 00J1aCTH ASTOMPOU3BOACTBA?
JIEJOTIPOU3BO/I- 2. Yto moHMMAaeTCs Mo/ ACJIONPOU3BOIACTBOM?
CTBa 3. Uro Takoe cucreMa JOKYMEHTAallMd U yHU(DUIIUPOBAHHAS

cucTeMa JOKyMeHTanuu?

4. Yro Takoe JOKyMEHTUPOBaHUE?

5. Kakue cyiiecTBYyIOT SI3bIKH U CIIOCOObI IOKYMEHTUPOBAHUS?
Knaccugpurayus, pynkyuu u 6udvt 00KyMeHmMo8

1. UTo BKJIIOYAET MOHSITHE «IOKYMEHT»?

2. Yem orauyaercs JOKYMEHT JIMYHOTO IIPOMCXOXAECHUS OT
0opUIIMATHLHOTO JOKYMEHTa?
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3. UYro o0OycloBIMBaeT IOPUAMYECKYIO CHIY OQHUIHAIBEHOTO
JTIOKyMeHTa?

4. Yto moHMMaeTcs Mo Mo yHKIIMOHATILHOCTBIO TOKyMeHTa?

5. HazoBute ocHOBHBIE 0;10KH (Tpymmbl) GyHKIHHI Jo0KyMeHTa. Yem
XapaKTepU3yeTcst KaxkIblid OJI0K?

6. Kak Mensietrcs neiictBue GyHKIIUNA BO BpeMeHU?

7. Ilepeuncnute OCHOBAHUS JUIsl KJIAaCCH(PUKALIMU TOKYMEHTOB.

8. Kakue BUIbI TOKYMEHTOB O0pAaIalOTCs Ha MPEATNPUATUSIX?

9. Uem xapakTepu3yloTCsi OCHOBHbBIC BUJIbI IOKYMEHTOB?
Hopmamusno-npasosas 6aza denonpouzsoocmea

1. Yro mnpexacraBisier co0oil HOpPMaTUBHO-MeTOoAMYecKas 0aza
JIeJIONPOU3BOJICTBA?

2. OnuimuTe HOPMATUBHO-METOIMUYECKYIO 0a3y IeJI0MpPOU3BOJICTBA.
3. Kakyio 3agauy npus3BaHa  pemiaTh — CHCTEMaTH3alUs
3aKOHOAATEIbCTBA?

4. Kakue CylmecTBYIOT BHAbl CHCTEMaTH3alMd HOPMATHUBHO-
IIPaBOBBIX AKTOB?

5. Urto mpencraBisitoT coboit Obiepoccuiickue kinaccuuraTopsl
TEXHUKO-3KOHOMUYECKON U COlMaIbHOW HH(pOopManuun?
Yuugpuxayus u cmanoapmuzayus 00OKymeHmos

1. KakoBbI OCHOBHBIE 11€TH YHU(DUKALIUN TOKYyMEHTOB?

2. Yto yuuThIBa€TCS MpU MPOBEACHUU YHUDUKALIUYA JOKYMEHTOB?
3. Yto noHUMaeTcs 1oj CUCTEMON JJOKYMEHTAIUH?

4. Kakue ObIBAIOT CUCTEMBI JIOKYMEHTAIMH?

5. B uem ocobennocts YCOP/I?

6. Uto mpencraBisger co0oil CTaHAAPT U KaKue BHJIbI CTAaHAAPTOB
npumessitorest B Poccun?

OcHOBHBIE T'ocyoapcmeennas cucmema OOKYMEHMAYUOHHO20 0ObecneueHus
npaBuiia ynpasnenus (I'CHOY)
oopmienus 1. Yro mpencrasnsier coboit Eaunas rocynapcTBeHHas cucreMa
ynpasineHueckor | aenonpousBoactBa (EI'C/) u kakue HOpMBI, TMpaBuwia U
JOKYMEHTaluu PEKOMEHALMU MOXHO HCIIOJIb30BaTh MU padoTe ¢ TOKyMEHTaMu
B Hacrosee Bpems?
2. Kakoii kommiiekc npobiaeM OTpa)keH B TeMaTHUECKUX pa3zesax
CT
ErCa? ’
3. UYro Takoe I'ocymapcTBeHHass cucremMa JIOKYMEHTAllHOHHOTO
oOecrnieueHus yrnpaBiaeHUs?
4. B xakom rony Obina mnpuHsTta [ocynapcTBeHHas cucTteMa
JOKYMEHTAI[MOHHOT 0 O0eCrieueHus yrpaBieHUs ?
5. CkonpKo TeMaTHueCcKux pasnenos BkiouvaeT ['CAOVY?
6. Uto orpaxaet npunoxenue [ CAOY?
PexBU3UTHI 1. Kakoit ¢opmar Oymarum pekoMeHAOBaH s O(OpMIIECHUsS
JIOKYMEHTa, UX CITYyEOHBIX JJOKYMEHTOB?
Ha3HAYEHUE U 2. Ha3zoBuTe OCHOBHBIE BHIBl OJIAaHKOB, MpPUMEHSEMbIE B
odopmiieHne YUpEXKICHUSX.
3. Ilepeuncnure pEeKBU3UTHI, BXOMAIIME B COCTaB ONaHKa s
MUChMa. I, C

4. Yem otangaercst oOLIMi OJaHK OT OJIaHKa IS MUchMa?

5. Kakue TpeOoBaHUS MPenbsABIAIOTCA K 0GOPMIICHUIO PEKBU3HTA
«HaMEHOBaHHE OpraHu3alun»?

6. UTo BXOJWUT B COCTaB PEKBU3WUTA «CIPABOYHBIC JTAaHHBIE 00
OpraHu3aIm»?

7. KakoBbI IOPSZIOK TATUPOBAHUS JOKYMEHTA M BHJIBI JIaT?
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8. KakoBbl cocTaBHBIE YacTH PETUCTPAIMOHHOIO HOMeEpa
JOKYMEHTA U MOPSII0K €ro MpOoCTaBIeHUsA?

9. KakoB nops1/10K aApecoBaHUs JOKyMeHTa?

10. Kakumu criocobamu ohopmitsieTcsi yTBepKIAeHUE JOKyMEHTAa?
11. Kakume TpeOoBaHUS TPEABABISIOTCS K PE3OJIONHH, KaKOB
MOpAIOK ee 0hopMIICHUS?

12. Kakue TpeOoBaHMs NPEABABIIAIOTCS K 3aT0JIOBKY?

13. KakoB nopsiiok ohopMIIeHHs PUIIOKSHUH K JOKYMEHTY?

14. KakoB mopsaok OQOpPMICHHS PEKBU3UTOB «IIOAMHUCH» U
«OTMETKH O 3aBEPEHUU KOITHM»?

15. Kak odopmiisieTcs coriacoBaHue JOKyMEHTa?

16. KakoB mopsiJ0K MPOCTaBICHUS HA JJOKYMEHTAX mevareii?

17. Tlepeuucaure OTMETKH, TIPOCTABIsIEMbIE HAa BXOJSIIEM
JOKYMEHTE, YKaXKUTE MOPSI0K UX 0hOpMIICHHSI.

OO6mias
XapaKTEePUCTHKA
OCHOBHBIX
BHJIOB
JIOKYMEHTOB

OpeanuzayuoHno-npasosvie 00KyMeHmbl NPeoOnpusmusl

1. Kakue MAOKyMEHTHI BXOJSIT B CHUCTEMY OpraHHM3aIl[MOHHO-
[IpaBOBOM JOKyMEHTALUU?

2. KakoBa ocHOBHas (yHKIUS OpraHU3alMOHHO-TIPABOBBIX
JOKYMEHTOB B YIIPABJIEHYECKOU 1€ATEIBHOCTH?

3. Kakue HOKyMEHTBI OTHOCATCSA K YYPEIUTEIbHBIM JOKYMEHTaM
opraHu3anuu?

4. KakumMy HOPMAaTUBHBIMH JOKYMEHTAaMHU periaMeHTHPYeTCS
CO3/IaHUE YUPEIUTEIbHBIX JOKYMEHTOB?

5. KakoBbl  crocoObl  mpuUAaHUS ~— IOPUIAWYECKOM  CHIIBI
OpraHMU3alMIOHHO-TIPABOBBIM JJOKYMEHTaM?

6. KakoB cpok aeicTBUSsL OpraHn3allMOHHO-TIPABOBBIX IOKYMEHTOB?
7. Kak MOXXHO OTMEHMTbH ICHCTBHE OPraHU3aLUOHHO-IIPABOBOIO
JNOKyMeHTa?

8. KakuM cTaHZapTOM pErIaMEeHTHpPOBAH MOPSAIOK OGOpPMIICHUS
OpraHU3aIlMIOHHO-TIPABOBBIX JTOKYMEHTOB?

9. Kaxue OpTraHMU3aIIOHHO-TIPAaBOBBIE JTIOKYMEHTBI
PETTIaMEHTUPYIOT JESATEIBHOCTh CTPYKTYPHOTO IOAPA3IEICHUS U
pabOTHUKOB OpraHu3anuu’?

10. Ha ocHOBe KakuX HOPMAaTHBHBIX JOKYMEHTOB pa3pabaThIBaeTCs
JOJKHOCTHAS! MHCTPYKITUS?

11. Kakue opraHu3allMOHHO-TIPABOBBIE JTOKYMEHTHI HMMEIOT
yHUDUIIMPOBAHHYIO (OpMY, YTBEPXKICHHYI0 Ha (deaepalbHOM
ypOBHE?

12. Jlna yero HEOOX0IMMa TPOLIelypa BHYTPEHHETO COTIIaCOBaHUS
(BM3MpOBaHMA) OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB?

13. B yem 3akmrouaercss 0COOEHHOCTh O(POPMIICHHUS 3arojioBKa K
TEKCTY B OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTaX?

14. Kak cTpouTcsi TEKCT B  OPraHU3ALMOHHO-TIPaBOBBIX
JOKYMEHTax?

15. B 4eM COCTOMT pasznuyue TaKuX JOKYMEHTOB, KaK IITATHOE
pacnucaHue, CTPyKTypa U IITaTHas YUCIEHHOCTh?
Pacnopsoumenvhvie doxymenmoi npeonpusmust

1. KakoBO OCHOBHO€E Ha3HAUEHUE PACHIOPSAIUTENBHBIX JOKYMEHTOB?
2. TloueMy pacnopsauTeNbHbIE C FOPUANYECKOW TOYKH 3PEHUS
JOKYMEHTBI OTHOCSTCSI K IIPABOBBIM aKTam?

3. Uem oT/iIMUalOTCS MPAaBOBbIE aKThl OT HOPMATHUBHBIX IMPABOBBIX
aKToB?

4. Kakue BuHIBI pacnopsAMTENBHBIX JIOKYMEHTOB  HM3JAIOT

36




PYKOBOJUTENN YUPEKIEHUM, OpraHu3anuil, IpearnpusTHii?

5. KakumMu HOpMaTHBHBIMH JOKYMEHTAMHM pErJIaMEHTHPYeTCs
MIOATOTOBKA PacIOPSIAUTENbHBIX TOKYMEHTOB?

6. KTo TroTOBUT MPOEKTHl PACHOPSIUTENbHBIX JOKYMEHTOB,
U31aBAaEMbIX  PYKOBOJAUTEISIMU  YUYPEKICHHUM, OpraHu3aiui,
NPEINPUATHIT?

7. Kakue pekBU3UTHI 00E€CIECUNBAIOT IOPUAMYECKYIO CHITYy TIPUKa3a,
pacmopspKeHHs,  M3/aBaeMOr0  PYKOBOACTBOM  OpraHU3allUu,
YUpEXKIEHUS, NPEANpUITUs?

8. g yero HeoOxouMa MpoLEeAypa COrjiacoBaHus (BUSUPOBAHMUS)
IIPOEKTOB PACIIOPSIUTENBHBIX JOKYMEHTOB?

9. Kakoil pekBU3UT uUMeEETCd TOJBKO Ha JBYX BHIAX
pacnopsAMTENbHBIX JOKYMEHTOB — YKAa3aHUSIX U PACIIOPSIKEHUAX?
HUnghopmayuonno-cnpagounvie 0okymenmol

1. KakoBo HazHaueHue WHPOPMALMOHHO-CIIPABOYHBIX TOKYMEHTOB
B YIIPABJICHYECKOM JIEATEIHLHOCTH?

2. Kakue JOKyMEHTBHI OTHOCATCS K MH(OPMALMOHHO-CIIPABOYHBIM
JOKyMeHTam?

3. KakumMu HOpPMATHBHBIMH JIOKYMEHTAMU pPETIAMEHTHUPYIOTCS
cocraBieHne U  odopmieHHe HUHGOPMALKUOHHO-CIIPABOYHBIX
JIOKYMEHTOB?

4. KakoBO Ha3HauY€HHE NMPOTOKOJIA 3aCeIaHUs?

5. Kakwe GopMbl TNPOTOKOIOB UCHOJB3YIOTCS B IPAKTUKE
yIpaBIICHUS?

6. KTo noanuceiBaeT NpoTOKOJIbI 3aceJaHu?

7. Kakumu JOKyMEHTaMU JIOBOJUTCS O CBEICHHUS PYKOBOJCTBA
uHbOpMaNHA O TIOJOKEHUN Je]l B OpPraHU3aluH, YUpeKICHUH, Ha
NPEINPUIATHI?

8. KTo mmeer mpaBo cOCTaBiTh U MOANMCHIBATH JIOKJIAJHBIE
3aMMCKH, CIIPABKU, MPEUI0KEHUS?

9. Ha xakux GaHkax opopMIISIIOTCSI CPaBOYHO-UH(GOPMAILIMOHHbIE
JIOKYMEHTBI?

10. Umeet nu cBoiKA yHUPUITUPOBAHHYIO hopmy?

11. Ckonpko DOK3EMIUIPOB aKTa COCTAaBJISIETCS U CKOJIBKO
MOIIUCKHIBAECTCS?

12. KakoBbl npaBuiia 0o(popMIIEHUS TeJIerpaMMbl?

13. B uem ocobeHHOCTh 0opmileHUs Tene(OoHOrpaMMbl?

Odopmiienue
pi () (0):10)

AOKYMCHTAIUH.

Henoas
nepenucka

enosas nepenucka

1. KakoBo Ha3zHauyeHue ciy’eOHOM nepenucku’?

2. Kakue BuAbl JOKYMEHTOB OTHOCATCS K MEpenucKe?

3. Ha xakux O61aHKax COCTaBIISIFOTCS CITy>K€OHbIEe TUChMa?

4. Kakue peKBU3UTHI SIBISIOTCS 00s3aTE€IbHBIMU IS CIYKEOHOTO
nucbpma?

5. HazoBute Bujpl ciy*’eOHBIX MUCEM, UCTIOJIBb3YEMBIX B MPAKTHKE
yIpaBiIeHUS.

6. IlepeunciauTe AOKYMEHTBI, NPUMEHSEMBIE JUISI ONEPATUBHOU
nepenayy nHpGopMaluu.

7. B Kakux ciaydasx UCHOIb3YIOTCS Tene(OHOrpaMMBbl?

8. Kakue cyiecTByr0T KOppEKTYpHbIEC 3HAKH JIJIS MPABKH JIEITOBBIX
JOKYMEHTOB?

9. VkaxuTe OCHOBHbIE M BTOPOCTENEHHbIE HMH()OPMAIOHHBIE
KOMITOHEHTHI YIIPABJIEHYECKOTO JOKYMEHTA.

10. B xakoM HOpPMAaTHBHO-METOAMYECKOM JIOKYMEHTE H3JI0KEHBI
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OCHOBOIIOJIAralonIfe TpeOOBaHUS K COJACPKAHUIO YIPABICHYECKUX
JIOKYMEHTOB?

11. B ueM coCTOUT CyTh KaXKJOT0 U3 JBYX BApUAHTOB COCTaBICHUS
IIPOEKTa COJepKaHUsI JOKyMeHTa?

12. TlepeuucinuTe OCHOBHBIE CIIOCOOBI CTPYKTYPU3ALUU TEKCTOB
YIPaBIEHYECKUX TOKYMEHTOB.

13. HazoBute Hambomee XapakTEepHbBIE YEPThI CIY:KEOHO-IEIOBOTO
CTHJIA.

14. Kakux OCHOBHBIX TNpaBWJI CJEIyeT MpPUICPKHUBATHCA IPH
U3JI0KEHUHN YIIPABICHUECKUX JJOKYMEHTOB?

15. B kakux ciaydasXx TEKCTbl JTOKYMEHTOB IUIIYT TOJBKO Ha
PYCCKOM si3bIKE?

Opranuzanus
JOKYMEHTO000PO-
Ta Ha
MPEIIPUSTHH
TypU3Ma,
TOCTECIIPUUMCTBA U
cepBuca

Ilonamue  Ooxymenmoobopoma. Texnonocuu  obpabomku
OOKYMEHMO8

1. Ilouemy neHTpanu3anys NpueMa U OTIPaBKU KOPPECTIOHACHIIH
— BaKHeM1Iee ycloBUe ONTUMU3AIMH JOKYMEHTooOopoTa?

2. Kakue BuIbl pabOT BBHIMOTHSIOTCSA MPU O0O0pabOTKE BXOISIICH
KOPPECIOHIEHIUU?

3. Kakue oTMeTKM U I/i€ MOTYT U JIOJDKHBI NPOCTaBIATHCS Ha
IIOCTYIAIOLIEM JOKyMEHTe?

4. Tlouemy He BCE€ KOHBEPTHI MOJIEKAT YHUUTOXKEHHUIO IOCIE
BCKpBITHUSA?

5. Kro oOCymecTBIgeT  NPEeABApUTEIBHOE  PacCMOTPEHHUE
JIOKYMEHTOB?

6. Uto Takoe pe30JoLus U IJ1€ OHA IPOCTaBIIsIeTCs?

7. Uro HeoO0XO0AMMO MPOBEPUTH NpPU IPHEME JOKYMEHTOB Ha
OTIIpaBKY?

8. Kakas coprupoBKa NPOM3BOIAUTCS IEpel  OTIPABKOU
JIOKYMEHTOB?

9. KT0, KaKk 1 3aueM OCylLIeCTBIsEeT NOJCUeT JOKYMEHToo0opoTa?
10. YTo Takoe cxeMbl JOKYyMEHTOO0OpOTa, 3a4eM OHU HYKHbI?
Pecucmpayus ookymenmog

1. C kakoil 1eJIbI0 PETUCTPUPYIOTCS JOKYMEHTHI?

2. Kakue camocTosATeNnbHbIe (JIOKaJlbHbIE) HH(POPMALUMOHHbIE
MAacCHBBI CO3/1ar0TCA?

3. Kakoe cMBICI0BOE 3HaYEHHE NMEET MHIEKC Ha JOKYMEHTE?

4. [loueMy Ha pa3HbIX JOKYMEHTaX pa3Hasi CTPYKTypa UHJIEKCOB?

5. OxapakrepusylWTe HEIOCTAaTKM M JOCTOMHCTBA >KYPHAJIBHOU
(opMBbI perucTparui.

6. B uemM 0COOEHHOCTM KapTOYHOM perucTpanuu, Kakou
BCIIOMOTaTENIbHbII MEXaHU3M UCIIOJIB3YETCS?

7. KakoBel [OCTOMHCTBA W  HEJOCTAaTKH  KOMIIBIOTEPHOU
perucTpanuu JOKyMEeHTOB?

8. Uro Takoe eAMHBIA COCTaB PEKBU3UTOB PETUCTPALIMOHHON
CUCTEMBI?

Konmponv 3a ucnonnenuem 0okymenmos

1. KakoBa oCHOBHasl L1€JIb KOHTPOJIS 32 UCIIOJHEHUEM TIOKYMEHTOB?
2. Kakue 10KyMeHTBI HE MOTYT OBbITh IIOCTaBJIEHbI HA KOHTPOJIb?

3. KakoBbl OCHOBHBIE 3Tallbl IOCTAHOBKM JOKYMEHTOB Ha
KOHTpPOJIb?

4. Kak u rae opopmisieTcss OTMETKA O MOCTaHOBKE JJOKYMEHTOB Ha
KOHTPOJIb?

5. Uro Takoe THNOBOM CPOK HMCHONHEHHs AoKymMeHTOB? KTo ero
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yCTaHaBIIMBAET?

6. KTo nMeet npaBo CHUMATh JOKYMEHTHI C KOHTPOJIsA?

7. YTO Takoe HallOMUHAHUE U KaK OHO UCIOJIb3yeTCsi?

8. Kak HarmsiiHo Ha KapTO4YKe OTMEUYAETCs] KOHTPOJIbHBINA CPOK?
Paboma c konguoenyuanvuvimu 0okymenmamu

1. I'te u xak perucTpupyroTcsi KOHPHUISHIUAIbHbBIE IOKYMEHTHI?

2. KakoBbl  0COOCHHOCTH  HKCHENUIIMOHHOW  00pabOTKU
KOH(UIEHIMATBHBIX JOKYMEHTOB?

3. Kakue ¢opMmbl perucrpanuu KOHQHUIACHIUATHHBIX JOKYMEHTOB
MpearnovTuTeNbHee, mouemy?

Homenknamypa oen. @opmuposanue oein. Apxusnoe xpanenue oe
1. Uto BXOAWT B MOHATHE «(HOPMHUPOBAHKE J1€T»?

2. Kto 3annmaercs (opMUpOBaHHUEM /1€ B OpraHU3aLUU?

3. Urto yka3blBaeTCs B 3arojioBKE Jiela: MOJUIMHHOCTh WM
KOMUMHOCTD, TOUeMy?

4. B kakux ciy4asix UCIOJIb3YeTCsl TEPMUH «MaTepHaIIbI»?

5. B kakux ciaydasix B 3arojIOBK€ UCIOJIb3YETCSI TEPMUH «IEII0»?7

6. KakoBbl ocobeHHOCTH (popMHUpOBaHUS /I€TIa TEPETUCKU?

7. B kakux ciaydasx NPUMEHSETCS TEPMUH «EIMHUIIA XPAHEHUS»?
8. MoXHO 1M OpraHuM3oBaTh XpaHEHUE JIOKYMEHTOB 0e3
HOMEHKJIATyphI Aei?

9. KakoBa 1ienb pa3paboTKu HOMEHKJIATYpHI J1en?

10. Kakyro posjp UTrparOT TUNOBBIE U MPUMEPHBIE HOMEHKJIATYPHI
nen?

11. C kem corjacoBbIBacTCS HOMEHKJIATypa aei?

12. KakoB CpOK HCIIOJIb30BaHUS KOHKPETHOM HOMEHKJIATyphl B
OpraHu3anuu?

13. Kak nmoaBoaTcs UTOru (pOpMUPOBAHUS JIE] 32 TOA?

Opranuzanus Opeanuzayus cuyoucovt JJOY
CITYKObI 1. Kak Ha3bIBaeTcs city:k0a, OCYIIECTBIISIONIAs JOKYMEHTallMOHHOE
JOKYMEHTAI[MOHH | OOECIIeYeHrEe YIpaBJICHUS, B 3aBUCUMOCTH OT TPUHAIEKHOCTH K
oro o0ecrieyeHus | OnmpeeseHHOM rpymie opraHu3anuii?
yIpaBiIeHUs 2. KakoBbl (hyHKIIUU U CTPYKTYpa CIYKObI A€TONPOU3BOACTBA?
3. KakoBbl BO3MOXHBIE HEIOCTaTKM paboOTBl M  MYyTH
COBEPILIEHCTBOBAHUS CITYXKOBI JIEITOMPON3BOICTBA?
4. KakyMu paBOBBIMU aKTaMH perjaMeHTUpPYyeTcs: paboTa CiIyKObl
JHOV?
5. Uro ycraHaBIMBaeT MHCTPYKLHUSA IO JENONPOU3BOACTBY, Kakue
pa3esibl TEKCTa MOTYT ObITh BKJIFOUEHBI B Hee?
6. Ha xakue BHJBI AEIONPOU3BOACTBEHHBIX PabOT pa3paboTaHbI
HOPMBI BpeMeHu?
7. Kak ocymiecTBisieTcss mojacder odbema JTIOKyMEHTooOOpoTa Ha
MpEeANPUATHH?
8. KakoBa cTpykTypa oTuera o0 paboTe C NHCHhMEHHBIMHU
oOpanieHusMu?
ABTOMaTH3aIA PeanbHO 1M cO3aHUE TOJIHOCTBIO «3JIEKTPOHHOTO Ouca»?
MIPOIIECCOB Omnpenenute NEPCIEKTHBHI PA3BUTHS CPEIICTB OPTTEXHUKHU?
JIeTOTIPOU3BO/I- Ha kakume  XapakTepucTuku  0OOpyJOBaHUS  HEOOXOIUMO
CTBa OPHEHTHUPOBATHCS MIPH €€ MPHOOPETCHUH?

Kakue cpemctBa OprreXHUKH MO CBOMM BO3MOXKHOCTSIM MOKHO
CpaBHHUTH C NIEPCOHATIbHBIM KOMHBIOTQpOM?

Oxapakrepu3yiiTe pEUTHHTOBBIE MPOTPAMMBI  ABTOMATH3AINH
COBPEMEHHOTO0 o(rca 1Mo JeIOMPON3BOJICTBY?
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MeToauuecKkue peKoOMeH/ a1 M0 MPOBEIEHHI0 YCTHOIO OMpoca.

Kaxnoe ceMuHapckoe 3aHATHE IO COOTBETCTBYIOIIEH TeMaTHKE TEOPETHUYECKOTO0 Kypca COCTOHT
U3 BONPOCOB ISl MOATOTOBKH, Ha OCHOBE KOTOPBIX IPOBOAUTCS YCTHBIH ONPOC KaXKJOTO CTYJICHTA.
Taxxxe nocine u3ydeHus KaXka0ro paszena CTYACHTHI AT 3aKpeIUIeHUs [IPOeICHHOr0 MaTepHuaia petaT
TECTHI U JINIAIOT pe)epaTUBHbBIE PAOOTHI 110 JONOJIHUTEIBHBIM MaTepraliaM Kypca.

[IpenonaBaTens 3apaHee 0OBABIAET BOIPOCH, KOTOPBIE OyayT pacCMaTPUBATLCS HA CEMUHAPCKOM
3aHATHU. CTYIEHT JOJDKEH BHUMATEIBHO O3HAKOMHTBHCS C MaTEPHAIOM, HCIONB3Ys INPEIOKCHHBIC
IperoiaBaTeNieM MCTOYHUKU JIUTEPATyphl M COOCTBEHHBIE MH(pOpPMAIMOHHBIE pecypchl. CTyaeHT mpu
IOJI'OTOBKE K CEMUHAPY MOXET KOHCYJIBTHPOBAThCS C MPENOAaBaTeNeM U MOJIydaTh OT HETO HABOSIIUE
pasbsicHeHus. Ilocie OKOHYaHUs YCTHOTO OMPOCa CTYACHTaM BBICTABIISIOTCS OLIEHKU:

— OIICHKA «3aYTEHO» BBICTABIISIETCS CTYJICHTY, €CIIM BOIIPOCHI PACKPBITHI, H3JI0KEHBI JIOTHYHO, 0€3
CYIIECTBEHHBIX ~ OMIMOOK, IOKa3aHO YyMeHHe paboTraTh C KapTOrpaQuuecKuM MaTepuajoM,
IPOJIEMOHCTPHUPOBAHO YCBOCHHE paHee U3YYEHHBIX BOIIPOCOB. JlOMyCcKar0TCsl He3HAUYNTEIbHbIE OLIHOKHY;

— OIIGHKA «HE 3aYTCHO» BBICTABIIAETCA, €CIM HE PACKPBITO OCHOBHOE COJEpXKAHUE y4eOHOro
Marepuaa; oOHapy)KeHO He3HaHUE WINM HEMOHMMaHKe OOJIbIIeH, i Hanbosee BayKHOI yacTu y4eOHOTo
MaTepHaa; JOMyIIeHbl OIIUOKH B ONPENEICHNUH MOHITUH, KOTOPhIE HE MCIPABJICHBI MOCIE HECKOJIBKUX
HaBOJALIMX BOIIPOCOB; HE YMEHHE pab0TaTh ¢ KapTOrpapuuecKUM MaTepUATIOM.

MeTtoauyecKkue peKOMeH/AAIMHU 110 BHINOJIHEHHIO MPAKTHYeCKOi padoThl
(npe3entanus B Microsoft PowerPoint)

[IpeseHTanusi JaeT BO3MOXKHOCTh HATJISIIHO IPEICTAaBUTh MHHOBAIMOHHBIE WUJEH, Pa3pabOTKu U
IUIaHbl. YueOHas Mpe3eHTalus Ipe/ICTaBIsieT co00M pe3yabTaT CaMOCTOATEIbHOW paboThl CTYIEHTOB, C
MOMOIIBI0 KOTOPOH OHM HAIJISIIHO JAEMOHCTPUPYIOT MaTepHalibl MyOJIMYHOTO BBICTYIUICHUS IEpe
aynuropueil. OqHOM U3 OCHOBHBIX MPOTpaMM JUIsl CO3JaHUs IPE3CHTALIMI B MUPOBOM MPAKTUKE SBIISICTCS
nporpamma PowerPoint kommnanuu Microsoft.

KomneroTepHas npeseHTanus — 3To ¢aill ¢ HeoOXOAUMBIMU MaTepUaiaMy, KOTOPBIA COCTOUT U3
[IOCJIE0BATEIBHOCTH Ci1aiioB. Kakplil cnaiin cofepKUT 3aKOHUEHHYIO 110 CMBICIY MH(OPMALINIO, TaK
KaK OHA HE MEPEHOCUTCS Ha CIEIYIOIIMHA claiii aBTOMAaTUYECKH B OTIMYHE OT TEKCTOBOTO JOKYMEHTA.
CryneHTy — aBTOpY IPE3EHTALUU, HEOOXOIUMO YMETh PACIPENEIATh MaTepHall B IIpe/ieiax CTpaHUIlbl U
rpaMOTHO pa3MellaTh OTAEIbHbIE OOBEKThl. B 3TOM emy momMoxeT Habop TOTOBBIX OOBEKTOB
(MMKTOTrpaMM, TEOMETPUUYECKUX PUTYP, TEKCTOBBIX OKOH U T.1.).

beccriopHbIM TOCTOMHCTBOM IPE3EHTALUH SIBJISETCSI BO3MOXKHOCTb MIPU HEOOXOAUMOCTH OBICTPO
BEpHYThCA K JIOOOMY M3 paHee MPOCMOTpPEHHBIX criaiiioB Ilpe3eHTanuss moMoraer caMomy
BBICTYTAIOLIEMY HE 3a0bITh IJ1ABHOE U TOYHEE PACCTABUTH aKICHTHI.

Cmpyxkmypa npezenmayuu

VY aepxuBaTh aKTHBHOE BHHUMAaHUE CIyIIaTeslel MOXXKHO He Oojee 15 MUHYT, a, CleJOBaTENbHO,
IIpU CPEJHEM pacyeTe BPEMEHU MPOCMOTpa — | MUHYTa Ha CiaiiJl, KOJIMYECTBO CJANHIOB HE JIOJKHO
npeBbIlaTh 15-Tu.

[lepBbIil cimaiin mpe3eHTalu JOKEH ColepkaTh TeMy paloThl, (HaMIIMIO, UM U OTYECTBO
UCTIOJHUTEINSA, HOMEp y4eOHOM rpymmbl, a Takke (aMHIUI0, MUMs, OTYECTBO, JOJDKHOCTh M YYEHYIO
CTETEHb MpernojaBaTels.

Ha BropoMm cnaiife 1enecoo0pa3Ho MpeICTaBUTh 1IeTb U KPAaTKOE COJiep KaHue MPEe3eHTALUH.

[Tocnenyromue ciaitapl HEOOXOAMMO pa3OUTh HA pa3/eibl COTJIACHO MyHKTaM IIaHa paboTHhl.

Ha 3axitounTenbHbli ciaii BBIHOCUTCSA CaMO€ OCHOBHOE, IJIaBHOE U3 COJEP)KaHUA NPE3ECHTAIUH.

Pexomenoayuu no ogpopmnenuro npezenmayuii ¢ Microsoft Power Point:

Jlis BU3yalibHOTO BOCHIPHSITHS TEKCT Ha Cllaiiiax Mpe3eHTaluu J0JDKeH ObITh He MeHee 24 1T, a
IUTSL 3aTOJIOBKOB — He MeHee 32 TT.

MakeT npe3eHTalMu J10JKeH ObITh 0(hOpMIIEH B €AMHOM 1[BETOBOM ramme. DoH He JOKEH OBITh
CIIMIIKOM SIPKUM MJIU MeCTpbIM. TeKCT TOJIKEeH XOpoIlo ynuTaThesl. OJTHU U T€ Ke 3JEMEHThl Ha pa3HbIX
craiiiax 10JKeH ObITh OJTHOTO I[BETA.

[TpocTpancTBO cnaiiaa (3KpaHa) AOJKHO ObITh MaKCHUMAaJIbHO HCIOJIb30BAaHO, 3 CUET, HApUMep,
yBenuueHus: Maciutaba pucyHka. Kpome Toro, mo BO3MOXKHOCTHM HEOOXOAMMO 3aHUMAaTh BEpXHHUE V4
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IJIomaau ciuaiga (dKpaHa), MOCKOJIbBKY HWXKHSISL YacTh 3KpaHa IUIOXO MPOCMATPUBAETCA C MOCIEIHUX
PSIOB.

Kaxxnpiii cnaiin 1OMKEeH cojaepKaTh 3arojoBOK. B KOHIIE 3arojoBKOB TOYKa HE cTaBUTCA. B
3aroJIOBKax JOJDKEH OBITh OTPa)XE€H BBIBOJ M3 MPEICTaBICHHON Ha ciaiae nHdopmanuu. OdopmieHue
3aroJIOBKOB 3arJIaBHBIMU OYKBaMU MOKHO HCIIOJIB30BATh TOJBKO B CIy4ae MX KPAaTKOCTH.

Ha cnaiine ciemyer nomemniate He Oojiee 5—6 cTpok u He Oosee 5—7 ClIOB B mpeajioKeHuu. TekcT
Ha craiiiax JOJKEH XOPOIlO YUTATHCS.

[Ipu nmoGaBieHHMM PUCYHKOB, CXEM, JIUMarpaMM, CHHMKOB SKpaHa (CKPHHIIOTOB) HEOOXOIMMO
MPOBEPUTH TEKCT JTHX JJEMEHTOB Ha Hanwuue omubok. HeoOXxoamMo mnpoBepsATh NPaBHILHOCTH
HaIMCaHMs Ha3BaHUK YIIHII, PaMUIHI aBTOPOB METOJIMK U T.I.

Henp3s meperpyxarh claifpl aHUMallMOHHBIMU d(QeKTaMu — 3TO OTBIEKAeT CiymaTtenel oT
CMBICIIOBOTO COJIepXaHus ciaiaa. st cMeHbl clailoB MCHOJB3yHTE OJMH M TOT K€ aHWMAIIMOHHBIN
addekr.

Tlops0ok u npunyunsvl GLINOJIHEHUSL KOMNLIOMEPHOU NPEe3eHMAYUU.

[lepen co3maHueM Mpe3eHTAlMM HEOOXOJUMO YETKO OIPEACNIUTHCS C 1LENbl0, CO37aBaeMoi
MPE3CHTAINK, TOCTPOUTh BCTYIUIEHWE U CHOPMYIHpOBATH 3aKIIOUEHHUE, MPHUACPKUBATHCS OCHOBHBIX
ATANoB U PEKOMEHAYEMbIX MPUHIIMIIOB €€ CO3/IaHuUS.

OcHosHbIe NPUHYUNBL BLINOTHEHUS U NPEOCMABICHUS KOMNLIOMEPHOU NPe3eHMAayuu.

— KOMIIBIOTEpHAsl TPE3CHTAlMs HE IMpeAHa3HaueHa i aBTOHOMHOTO MCIOJb30BaHUs, OHA
JTOJKHA JIUIIIH IIOMOTaTh JIOKJIAYUKY BO BPEMsI €r0 BBICTYILJICHUS, TPABUIILHO PACCTaBIIATh aKI[EHTHI;

— HE YCJIOXHSNTE MPE3CHTAIUIO U HE MeperpykaiTe ee TeKCTOM, CTATUCTUYECKUMU JTAHHBIMU U
rpaguIecKuMU N300paKCHHUSIMU;

— HE YMTalTe TeKCT Ha claijax. YCTHas peyb AOKIATIUKa JOJDKHA JOMOIHATh, OMUCHIBAThH, HO
HE TIepECKa3bIBaTh, MPEICTABICHHYIO Ha Claiiiax nH(opmaIuio;

— JaiiTe BpeMs ayIUTOPUU O3HAKOMUTHCS ¢ MH(OpMalnen KaKJ0ro HOBOTO claiijia, a yxKe mocie
3TOrO JIaBaTh CBOM KOMMEHTApUH MOKa3aHHOMY Ha 3KpaHe. B mpoTUBHOM cilydae BHUMaHHE CIylIaTenen
OyZeT paccenBaThCs;

— JlenaiiTe mepepwiBbl. He crieyer TOpOmHMTbCS € JEMOHCTpalMel MMOCIEAYIONIero ciaija.
[To3BoNbTE CiTymIaTessiM NOAyMaTh U YCBOUTH HH(POPMAIIHIO;

— TPEIJIOKUTE pPa3JaTOUYHBIA MaTepual B KOHIIE BBICTYIUICHHUS, €CliM 3TO Heooxomumo. He
JieNaiTe 3TOTO B Hauase Uil B CeperHe JOKIaa, T.K. Bce BHUMaHUE JIOJDKHO ObITh MPUKOBAHO K BaM U K
JKpaHy;

— 00s13aTeNbHO OTPEJAKTUPYITE MPE3CHTAUIO MEePe BBICTYIIICHUEM TOCTIE TPEIBAPUTEIHLHOTO
MPOCMOTpa (PENETHUIIHH).

B npunoswcenuu momemaroTcs 1Mo HEOOXOIUMOCTH WJUTIOCTPUPOBAHHBIE MaTepUalbl, UMEIOIINE
BCIIOMOTaTeNbHOE 3HaUYeHUE (TaOIHIIbl, CXEMBI, AUATPAMMBI H T.I1.).

Kpumepuu oyenxu npezenmayuu:

MaxkcumanbHOe Onenka
Odhopmnenue npezenmayuu KOJIMYECTBO 0aJIIOB MIPEMNo/1aBaTess
TutynbHbIN cnaiin (OpuruHaIbHOE 0(OPMIIEHHUE) 5
Hcnonp3oBanue gononHuTeNnbHbIX 3ddextoB PowerPoint )
(cMmeHa cnaiifioB, rpaduka, aHUMaIrs)
Cooepoicanue npezenmayuu
CooTBeTcTBHE YUeOHBIM IENSIM U 33]ja4aM 10
OTpaxkeHre 0CHOBOIIOJIAraroIIero BOnpoca 10
Haymame »11eMeHTOB HCCIIeTOBAHUS TI0 TEME 10
BbIBO/1bI, 000CHOBaHHBIE C HAYYHON TOUKH 3pEHUS, 10
OCHOBAHHBIC Ha TAHHBIX UCCIICTOBAHHUS
Ogopmnenue mexcma
Tekct mpenacraBineH rpaMOTHO, MOCIIETOBATEIHLHO, HIMEET 10
JIOTHYECKYIO 3aBEPIIEHHOCTh
TexcT xopomio untaem (noadop mpudra u pona) S
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OdopmieHne caaiiioB B €AHHOM CTHIIC 5)
CooTBeTCTBHE U3aiiHa COACPIKAHHUIO TTPE3CHTAIIUN 10
Tpebosanus k blcmMynieHuio
CryzmeHT CBOOOJHO BIJIAJICET COJCPIKAHUEM, SICHO M 5
IPaMOTHO U3JIaraeT MaTepual
CryneHT cBOOOHO M KOPPEKTHO OTBEYACT Ha BOIPOCHI H 5
3aMeuyaHus ayJUTOPUHI
CTyZIeHT TOYHO YKIAJbIBACTCA B paMKH periaMeHTa 5
noknaaa (15 Munyr)

Obwuii bann/oyenxa 100*

*[TepeBoy 6aJIOB B OLICHKU MTPUBEICH HUXKE.

OreHka «omauyHo» CTaBUTCS eclii cymMma OaiioB coctasisiet ot 80 go 100.

OrneHka «xopouio» CTaBUTCS €Clid cymMMa 0aiiioB coctarisieT ot 60 mo 79.

OreHka «yodogremsopumenibHoy CTAaBUTCS eclii cyMMa 6aiuioB cocrasisieT ot 40 go 59.
O1ieHKa «He Y00s1emeopumeibHo» CTaBUTCA €CIIM CyMMa OaJIJIOB COCTaBsieT MeHee 39.

MeTtoauyeckue peKOMEeH/AalMH 110 POBEICHUI0 CEMUHAPA-THCKYCCHH.
CeMuHap-IucKyccusi — IHAJOTHYECKOE OOIIEHHE YYaCTHHKOB, B IPOIECCE KOTOPOTO dYepe3
COBMECTHOE ydacTHe OOCYXIal0TCsl M PeLIatoTcs TEOPETUYECKUE U MIPpaKTUYeckue npobiaemsl kypca. Ha
00CyXJIeHUE BBIHOCATCS HanOoJiee akTyaJbHbIE MPOOIIEMHBIE BOMPOCH YY€OHOW AUCHUILTHHBI. Kaxbrii
U3 YYaCTHUKOB JUCKYCCHHM JOJDKEH: HAYYMTbCA TOYHO BBIPAXKaTb CBOM MBICIM B JIOKJIAAE WIH
BBICTYIUICHHH II0 BOIIPOCY; AKTMBHO OTCTaMBaTh CBOI0 TOUYKY 3pPEHUS; apryMEHTHPOBAHO BO3PaAXKaTh,
OIpPOBEPraTh OMNOOYHYIO TO3ULHIO.

VYcnoBue pa3BepThIBaHMs MPOIYKTUBHOW JAMCKYCCUM — JIMYHBIE 3HAHUS, KOTOpbIE MPUOOpETaIOT
CTY/IEHTHI Ha JIEKLUAX U CAaMOCTOSTeNIbHON paboTe. HacThio ceMUHapa-TUCKyCCUN MOTYT OBITh JIEMEHTHI
«MO3TOBOI0 IITYPMa», «JI€JIOBOU UIPBD».

Ocobast ponp B ceMuHape OTBoauTcs menarory. OH JOJDKEH: ONpeNieluTh Kpyr mHpolieM U
BOIIPOCOB, MOJIEKAIIUX 00CYKIEHUIO; 110100paTh OCHOBHYIO M JIOIOJHUTEIbHYIO JIUTEPATYPY IO TEME
CeMHHapa Ui JOKJIaJYUKOB U BBICTYNAIOIIUX; PAacHpeAesaTh GopMbl ydyacTHs U (QYHKIHMU CTYJICHTA B
KOJIJIEKTUBHOHM paboTe; FOTOBUTh CTY/IEHTOB K BHIOPAHHOMY POJIEBOMY Y4YaCTHIO; HOJBOIUTH OOLIMI HTOT
JUCKYCCHU.

Kpumepuu oyenxu kxavecmea cemunapa-ouckyccuu:

1. IlenenanpaBlieHHOCTb — ITOCTAHOBKA MPOOJIEMBI, CTPEMJIEHUE CBSI3aTh TEOPUIO C MPAKTUKOH, C
UCIOJIb30BaHUEM MaTepuaia B Oynyuieil npodeccuoHanbHOM AesITeIbHOCTH.

2. IlmanupoBaHne — BBIJCNIEHUE TJABHBIX BOIPOCOB, CBA3aHHBIX C MPOGQWIMPYIOIIMMA
JUCLUIUIMHAMU, HAJIMYHE HOBUHOK B CIIUCKE JIUTEPATYPHI.

3. Opranm3anus ceMHHapa — YMEHHE BBI3BATh M MOJJICPKATH IUCKYCCHIO, KOHCTPYKTHBHBIN
aHaJM3 BCEX OTBETOB M BBHICTYIUICHHH, HAMOJHEHHOCTh Y4eOHOIO BpEMEHHM OOCYXKJIEHHUS Mpobdiem,
ITOBEJICHUE CaMOr0 Ilefarora.

4. Ctunp TpOBENEHUs CEMHMHapa — OXHBJIEHHBIH, C TIOCTAHOBKOW OCTPBIX BOIPOCOB,
BO3HHUKAIOIIEH TUCKYCCUEN UITH BSUIBIN, HE BO30OYX A0 HU MBICIIEH, HU MHTEpEca.

5. OTHOIIEHUE «IIeJaror-CTyACHT» — YBaKUTENbHbIE, B Mepy TpeOOoBaTelbHbIE, PaBHOIYIIHbIE,
Oe3pa3uyHbIe.

6. Ynpasienue rpynmnoil — ObICTPBIM KOHTAKT CO CTYJIE€HTaMM, YBEPEHHOE MOBEACHUE B TPYIIIE.
PazymMHoOe u cripaBeasinBoe B3aMMOJICHCTBHE CO CTYJIEHTaMH WM Ha00OpOT, MOBBILIEHHBIN TOH, OTIOpa B
pabore Ha suaepoB. OCTaBnsisi MACCUBHBIMU JIDYTMX CTYJEHTOB. 3aMeyaHMs Nelarory —
KBaJ(ULIMpoBaHHbIE, 00oOIIatomMe UM HeT 3aMedaHuil. CTyIeHThl BeAyT 3allUCH Ha CEMHHapax —
pEryispHoO, PEAKO, HE BENYT.

MeToanyecKue PEKOMEHAAIUH 10 ITPOBECIACHUIO TECTUPOBAHMA.

Tecmuposanue - onguH u3 HaubOosnee >(PPEKTUBHBIX METOAOB OIEHKH 3HAaHMK CTyaeHToB. K
JOCTOMHCTBAM METO/1a OTHOCHUTCSI:
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— 0OBEKTHUBHOCTH OIICHKH TECTUPOBAHUS;

— OIEepaTUBHOCTb, OBICTPOTA OLICHKH;

— MpPOCTOTa U AOCTYIHOCTb;

— MPUTOJHOCTH PE3yJIbTATOB TECTUPOBAHHS JUISI KOMIBIOTEpPHOW O0OpaOOTKH M HCIONb30BAHUS
CTaTUCTHYECKUX METOOB OLICHKH.

TectupoBaHue sIBIIAETCS BaXKHENUIIMM JIOTIOJIHEHUEM K TPAJUIIMOHHON CUCTeME KOHTPOJIS YPOBHS
oOy4yeHus. J{isi OLEHKHM YPOBHS IOATOTOBIEHHOCTH CTYACHTOB METOAOM TECTHPOBAHUS CO3JAIOTCS
CIeLIUAJIbHBIE TECTHI.

Tecm - 3TO cTaHIAPTU30BAaHHOE 33JaHKE, [10 PE3YJIbTaTaM BBIIIOJIHEHUS KOTOPOIrO JAeTCs OLEHKa
YPOBHSI 3HAHUM, YMEHUH M HaBBIKOB UCIBITYEMOTO.

Tect cocTOUT U3 TECTOBBIX (KOHTPOJBHBIX) 3aJaHUM M IPAaBWIBHBIX (0Opa3LOBBIX) OTBETOB K
HUM.

OcHosHble smanvl cCOCMAGIeHUs mecma:

1. Jlna oOnerdyeHuss mpouenypbl COCTABJICHHMsS TECTOB Y4YeOHBbIH MaTepuan J0JIKEeH ObITh
JIOCTaTO4YHO (POPMAJIM30BaH, T.e. KAXKIBIA pasfen, TeMy Y4eOHOW JUCHUIUIMHBL  (JUCIMILIMH)
HEOO0XOAMMO TMpEJICTaBUTh B BHMJE TaKUX 3a7ad M (WIM) BONPOCOB, KOTOpble HauOojee IOJIHO
oTOOpaXKaroT coAep)KaHWe AUCUUIUIMHBI (aucuuiuinH). [Ipy 3TOM BaKHO BBIACTHUTH TJIABHBIC
(mpoGJieMHBIE) BOIPOCHI, HE YBJIEKasiCh BTOPOCTEIIEHHBIMH.

2. Ha BropoM 5Tame, B 3aBHCHMOCTH OT IIeNIM TECTUPOBAaHUS (TEKYyIIMH KOHTPOJb 3HAHUM,
UTOTOBBIM KOHTPOJIb 3HAHUH, OLIEHKA OCTaTOYHBIX 3HAHUU U Jp.) U (GOpMBI TeCTa pazpadaThIBacTCs IJIaH
pacKJIaJIKi 3a7jad U BOIIPOCOB B TE€CTOBbIE 3aiaHus. DopManu3anus yueOHOro MaTepuaia U COCTaBICHUE
TECTOBBIX 3a/1aHUi - HanboJee OTBETCTBEHHBIE U CIIO’KHBIE 3TAIlbl COCTABIICHUS TECTOB.

3. Ilocne cocTaBieHus TECTOBBIX 33JJaHUN TIPENOaBaTelb 0(OPMIIET MPABIIIbHBIA OTBET.

Dopmel cocmagneHus mecmogulx 3a0aHuUl.

CymecTByIOT pa3Hble (HOPMBI TECTOBBIX 3a/IaHUI:

—3a/1aHUs 3aKpPbITOM (POPMBI, B KOTOPBIX CTYAEHTHI BBIOMPAIOT MPaBUJIbHBIA OTBET U3 JTAHHOI'O
Habopa OTBETOB K TEKCTY 3a/1aHUS;

—3aJaHusl  OTKpBITOM  (opmbl, TpeOyroomue TpU  BBINOJIHEHUM  CaMOCTOSITEIbHOIO
(bopMynHpOBaHUs OTBETA;

—3a/laHue Ha COOTBETCTBHUE, BBIMOJHEHUE KOTOPBIX CBA3aHO C YCTAHOBJICHMEM COOTBETCTBHS
MEXy DJIEMEHTaMH JIByX MHOXKECTB;

—3a/laHusl 1A YCTAHOBJICHME TMPaBWJIBHOW IOCIENOBATEIbHOCTH, B KOTOPBIX OT CTYZAEHTa
TpeOyeTcst yKka3aTh MOPsIOK AEMCTBUI MM MTPOLIECCOB, IEPEUNCICHHBIX MPENOJaBATEIIEM.

Hekoropeie (opMbl MOXKHO pa3ienuTs Ha BuAbl. Hampumep, Ui 3akpbIToil (GOpMBI MOKHO
BBIIETIUTH 33/1aHUS C IByMsI, TpEMs U OOJIBIIMM YHUCIOM BBIOOPOYHBIX OTBETOB. BbIOOpP (hopMbI 3a1aHus
3aBUCUT OT IeJiell TECTUPOBaHMS M OT COJAEP)KAaHUS KOHTpoJMpyeMoro Matepuana. llpeanmoxkeHHble
9eThIpe (OPMBI TECTOBBIX 3a/IaHUI SIBJISIOTCS OCHOBHBIMH, HO TPH 3TOM HE WCKJIIOYAETCS NMPUMEHEHUE
JPYTUX, HOBBIX (OPM.

MOHO BBIIEIUTH PAT 00wux mpebosanuil, IPEIbIBISIEMbIX K TECTOBBIM 3a/IaHUSIM:

— KaXJ0€ 3aJjJaHie MMeeT CBOW IMOPAIKOBBIH HOMEpP, YCTAHOBJIEHHBIH COTJIAaCHO OOBEKTHBHOMN
OLIEHKE TPYJHOCTH 3aJIaHMsI ¥ BEIOPAaHHOW CTPATETHH TECTHPOBAHUS;

— 3a71aHue GOpMYIHPYETCs B JIOTHYECKOH (opMe BBICKa3bIBAHUS, KOTOPOE CTAHOBUTCSI HICTUHHBIM
WM JIO)KHBIM B 3aBUCUMOCTH OT OTBETa CTY/ICHTA;

— K pa3pa00TaHHOMY 33aJJaHHIO MTPHUJIAraeTCsl IPABUIIbHBIN OTBET;

— IS KQXKIOTO 3aJaHusl MPUBOJUTCS MPABUJIO OLIEHUBAHMS, MO3BOJISIONIEE HHTEPIPETUPOBATH
OTBET CTYJIEHTA KaK MMPaBWJIbHBINA HIIM HETIPaBUIIbHBIN;

— Ha BBINOJIHEHHE OJHOW 3a7jauul (BOIPOCA) TECTOBOTO 3aJaHMsl y CTYJCHTa JOJDKHO YXOIUTh HE
Oonee 2-5 MUHYT.

B nomosHeHre K OCHOBHBIM OOIIIUM TPEOOBAHMM CYIIECTBYET €IIe PSIIl PYTUX, 00YCIOBIEHHBIX
crieun(uKoil BHIOpaHHOI TeCTOBOM (POPMBI.

3adanus 3axkpeimoti ¢opmel. B 3amaHUM MOXHO BBIJEIUTH OCHOBHYIO YacTh YTBEPKICHMUS,
COZIep>KalIYI0 TIOCTAaHOBKY MPOOJIEMBI, U TOTOBBIE OTBETHI, CPOPMYIHPOBAaHHBIE MpenoaaBaTenem. Cpeau
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OTBETOB MPABUIHHBIM OOBIYHO OBIBACT TOJIBKO OJMH, XOTSI HE UCKIIOYAIOTCS U JIPYTHe BapuaHThl. Uncio
HEMPaBUIbHBIX OTBETOB ONPEAEIAETCS BUAOM 3aJaHUsl, OOBIYHO OHO HE MPEBBIILIALT MATH.

B nomonHenue k 00muM uMeeTcs erie psig TpeOOBaHU K 3aIJaHUSM 3aKPBITON (POPMBI:

— B TEKCT€ 3aJlaHusl JOJDKHAa ObITh YCTpaHEHa BCSKas JBYCMBICICHHOCTh WIIM HESICHOCTh
(bopMyYITHPOBOK;

— B OCHOBHYIO 4YacTbh 3aJJaHUs CJelyeT BKII0YaTh Kak MO>KHO OOJIbIIE CJIOB, OCTABJIAS AJIsi OTBETA
He Ooiee IBYX-TpeX HanOoJee BaXKHBIX, KITFOUEBBIX CJIOB IS JAHHON MPOOIEMBL;

— 4YacTtoTa BbIOOpa OJHOTO W TO K€ HOMEpa MecTa AJis MPaBWJIBHOTO OTBETa B PA3IUYHBIX
3aJJaHUAX TeCTa JOJDKHA OBITh NMPUMEPHO OJMHAKOBA, JIMOO HOMEpP MecTa sl MPaBHIBHOIO OTBETa
BBIOMpAETCS B CITy4alfHOM IMOPSIJIKE;

— U3 4KCia HEMPABUIIbHBIX UCKIIIOUAIOTCS OTBETHI, BHITEKAIOLINE OJJUH U3 APYrOro.

3anaHusi 3aKpbITOM (OpPMBI MUMEIOT KaK JIOCTOMHCTBA, TaK M HeAOCTaTKu. VX mpeumyiiectBa
CBSI3aHBI C OBICTPOTON TECTUPOBAHUS M C MPOCTOTOM mojcueTa OamioB. Cpenu HETOCTAaTKOB OOBIYHO
oTMevaroT 3QdeKT yraaplBaHusl, XapaKTepHBIA [Tl c1ab0 MOATOTOBICHHBIX CTYACHTOB IIPU OTBETaxX Ha
HaunOosiee TpyAHbIEC 3aJaHHsI TECTA.

3amanus 3aKpbITON (HOPMBI COMPOBOXKIAIOTCS MHCTpyKIuen: "OOBemuTe HOMEp IPaBUIBLHOTO
orBera". B cimyyae KOMIBIOTEPHOH BBIJAYM 3aJaHHM HMCIONB3YIOT MHCTpyKuuio: "HaOGepute HOMEp
MPaBWIBLHOTO OTBETA".

3a0anus omkpwimoui ¢opmei. Ilpu oTBeTe Ha OTKPBHITOE 33JaHUE CTYICHT JOIMHCHIBACT
MPOMYILIEHHOE CIIOBO, (POPMYITy MM YUCIIO HA MECTE MpoYepKa. 3aJaHue COCTaBIsIeTCs TakK, 4TO TpeOyeT
YEeTKOr0 M OJIHO3HAYHOI'O OTBETa M HE JIOIYCKaeT JBOSKOIO TOJKOBaHUA. B ToM ciydae, eciu 3TO
BO3MOJKHO, TIOCJIE MPOUYEPKa YKa3bIBAIOTCS €IUHUIIBI U3MEPEHUSI.

[Ipoyepk cTaBUTCS Ha MECTE KJIIOYEBOI'O TEPMHHA, 3HAHUE KOTOPOIO SIBJISETCS CYIIECTBEHHBIM
Ul KOHTPOJIUpPYeMOro wmarepuana. Bce mpodepkd B OTKPBITHIX 3aJaHUSIX [UIsI OJHOTO TecTa
PEKOMEHIYETCA JIeTIaTh PABHOM JJIMHBI.

B mpomecce pa3zpaboTku 3amaHus HEOOXOAWMO YIPOILIATh YCIOKHEHHBIE CHHTAKCHYECKUE
KOHCTPYKIHUU.

Jns 3amaHus OTKPHITOM (POPMBI PEKOMEHIYETCSl HCIIOJIb30BaTh HMHCTPYKIHIO, COCTOSIIYIO H3
oguoro ciosa: "Jlomomaute".

3adanus na coomeemcmeue. B 3TuX 3a1aHuAX MpenojaBaTellb IPOBEPSIET 3HAHNUE CBSI3EU MEXKIY
JJIeMEHTaMU JIByX MHOKeCTB. CiieBa OOBIUHO MPHUBOMAATCSA DJIEMEHTHI JaHHOTO MHOXECTBa, CIpaBa -
AJIEMEHTHI, MOoJJIeXale BbIOOpY. UHCIIO 37€MEHTOB BTOPOTO MHOXECTBA MOXKET IPEBBIMIATH YHCIIO
TAHHBIX.

K 3amanusam npeanaraercs cTaHAapTHash MHCTPYKIUS, COCTOSIAs M3 JIByX CJOB: "YCTaHOBUTE
COOTBETCTBHE".

Kak m B 3amaHusx 3akpbIToil (opMbl, HaMOONbIINE TPYAHOCTU INpHU pa3pabOTKE CBSI3aHbI C
oJI00POM IMPABIONOAOOHBIX U30BITOUHBIX 3JEMEHTOB BO BTOPOM MHOKECTBE. D((HEeKTUBHOCTD 3a/1aHUS
OyZeT CyIeCTBEHHO CHUKEHA, €CJIM HEMPaBI0I0100HbIE 3JIEMEHTHI JIETKO Pa3In4aloTCs CTyI€HTaMU.

3adanus ma ycmanognenue npasuibHoU nociedosamenvHocmu. TecToBble 3aJaHUS YETBEPTON
dbopMbl TpeaHa3HAUYEHbI JJS OLIGHWBAHMUS YPOBHS BIAJACHUS IOCIEI0BATEIbHOCTbIO JEUCTBUH,
MIPOLIECCOB, BBIYUCICHUH U T.1I.

B 3amanum npuBOIATCS B IPOU3BOJBHOM CIIy4alHOM TOpSAKE JACWCTBUS WM TMPOLECCHI,
CBA3aHHbIE C omnpeaeleHHOW 3agadei. CTyAeHT JOKEH YCTAaHOBUTh NPABWIBHBIM MOPSAIOK
MIPEJIOKEHHBIX JIEUCTBUH M yKa3aTh €ro ¢ MOMOIIbI0 HU(P B CHEIHAIBHO ONpPENEICHHOM JJIs 3TOr0
MECTE.

CrangapTHas MHCTPYKIUS K 33JaHUSIM 4eTBepToi opmbl nMeeT Bu Y CTaHOBUTE NMPABUIBHYIO
MOCJIEI0BATEIbHOCTB".

3amaHnsi HAa  YCTAHOBJIGHWE TPABUJIBHOM  TOCIEOBATEIBHOCTH  JACHCTBUU  00JagaroT
OTpeeNICHHBIMUA TIPEUMYIIECTBAMU TPH Pa3pad0TKe KOMILJIEKCHBIX TECTOB, TaK KaK OHU YIOOHBI ISt
OLIGHKH YpOBHS MNpO(EeCCHOHATBHON TOJArOTOBKM CTYIEHTOB, HEMOCPEICTBEHHO CBSA3aHHOM C HX
OymyIieH nesTeNbHOCTBIO.

[Tpu BbIOOPE (HOPMBI TECTOBOIO 3aJaHUSI HEOOXOIUMO MOMHHUTH O TOM, YTO Ka)KJOW AUCUHUILIMHE
IPUCYIIIE CBOE COOCTBEHHOE COZIEpPIKaHUEe, OTIMYHOE OT ApYyrux. [I03TOMy HET U He MOXKET OBITh €AUHBIX
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pEeKOMEHAIi TSl IPaBUIBLHOTO BBIOOpa (popmbl. MHOTOE 3716Ch 3aBUCUT OT MCKYCCTBA MPENO1aBaTes,
OT €0 OIbITa M YMEHHUS pa3pabaThiBaTh 3aJIaHUS TECTA.

[Ipotiecc TecTOBBIX U3MEPEHUN NTPEAETBbHO CTaHAAPTUIUPYETCS:

— BCE MHCTPYKIIUHU K OAHOU (popMe AArOTCS OJHUMHU M TEMH JKE CJIOBAMU;

— 3apaHee pa3paboTaHHas CHCTeMa IojcYeTa OajuloB MPHUMEHSETCS KO BCEM HCIHBITYEMbBIM
CTyJICHTaM OJIMHAKOBO;

— BCE UCHBITYEMbIE OTBEYAIOT HA 33JIaHUSI OJMHAKOBOM CIIOKHOCTH.

UTOoOBI MCKIIIOYUTH BO3MOKHOCTH CIHCHIBAHUS, TOJCKA3KHW W JPYTUX HAPYIICHUH, B 3aIaHUSX
CJIeIyeT BBOJUTH IEPEMEHHBIE TTapaMeTpPhl, U3MEHEHUE KOTOPHIX B JOIYCTUMBIX Mpe/enax 00ecneynBaeT
MHOT'OBapUAHTHOCTb KaXKJI0TO 3a/1aHus TecTa. [Ipu 3TOM BCe CTYIEHTHI TPYIIIbI BBIMOIHSAIOT OJJHOTUITHBIE
3aJaHusd, HO C pa3HbIMU 3HAYEHUSMH IapaMeTpa M, COOTBETCTBEHHO, C Pa3HbIMU OTBETaMHU. TaKuM
o0pa3oM, pemaroTcs OJHOBPEMEHHO JBE 3a/Jayd: YCTPaHSAETCS BO3MOXKHOCTh CITUCBIBAHHS U
oOecrieunBaeTcs MapauieIbHOCTh BAPUAHTOB 33/ IaHHH, PEJTIaraéMbIX pa3InYHbIM CTYJICHTaM.

OcobenHo > ¢eKTUBHBI 3alaHUsl B OTKPBHITOW (OpME C MEpPEeMEHHBIM MapaMeTpoM Npu
KOMITHIOTEPHOM BBIJIaye, KOTJa 3HAYCHUS ITapaMeTpa BEIOMPAIOTCS B CIIYYallHOM MOPSIKE, TO3TOMY MpHU
pa3paboTKe KOMITBIOTEPHOTO BapHaHTa TECTa ITHUM 3aJaHUSIM CJEeIyeT OTAaTh NPEANOYTEHHE, XOTS
OKOHYATeNIbHOE pelIeHne Bompoca BbhIOOpa (GOPMBI 3aBUCUT OT COJEpKaHUS KOHTPOIUPYEMOTO
npeamera.

Buvibop memoouku oyenusanus omeemos cmyoeHmos Ha 3a0aHus mecma.

Mertoaunka OlleHUBaHUS OTBETOB CTYACHTOB JIOJKHA OBITH MpPOCTa, OOBEKTUBHA M yHOOHA s
KOMITBIOTEPHOU OOpabOTKH pe3ynbTaToOB TecTHpoBaHUSA. Jlyig mpuMepa MOXKHO MPEAJIOKUTH JIBE
METOJIMKY OLICHUBaHMs OTBETOB. [10 mepBOM METOIMKE 3a KaXK/IbIi MPABUIILHBIA OTBET CTYICHT MOJIYYaeT
onuH 0ay1, 3a HENpaBWIbHBIN -HOJb 0amuioB. Bo3MOXXHBI BapHaHTBl OTBETOB C ONpPEICICHHON moJei
MIPABIJIBHOTO PEIICHUsI BOIIpOoca. B 3TOM ciiydae OTBETY MOXKET OBITh MPUCBOCHO JPOOHOE YHCIIO 0AJIIOB
(ot 0 mo 1). a cTyneHTy mpejuiaraeTcs BoIOpaTh U3 BCEH CyMMBbI OTBETOB HECKOJIBKO, HAIpUMep, TpH (U3
MATU-IIECTH), KOTOpPbIE, MO €ro MHEHUIO, COJEPKAT NPABWIbHBIC pEUICHUs. 3aJaHue CUYUTACTCS
BBITIOJTHEHHBIM, €CJIM CYMMapHOE YHCII0 HaOpaHHBIX CTyJAeHTOM OaiioB coctasiseT ot 0.7 mo 1.

[To BTOpOI METOIMKE YCTAHABIMBAIOTCS YETHIPE YPOBHS YCBOCHHUS Y4eOHOr0 MaTepuara:

— IIEPBBII YPOBEHb — 3alIOMUHAHUE;

— BTOPO YPOBEHb — IOHUMAHUE;

— TPETHI YPOBEHb — HABBIKU;

— YETBEPTHIA YPOBEHb — IPUMEHEHUE.

COOTBETCTBEHHO YETHIPEM YPOBHSIM YCBOEHHUsS y4eOHOTO MaTepuaina yCTaHAaBIMBAETCS YEThIpe
YPOBHS CIIOKHOCTH T€CTOBBIX 3aJaHU.

TecToBble 3aaHUs PA3IUYHOTO YPOBHS CIIOXKHOCTH OLEHUBAIOTCA No-pa3HoMy. Hampumep,
nepBbiii ypoBeHb — 1.0 6amn, BTopoit — 1,5, Tpetuit — 2 u derBeptThii — 2,5 Oaymia. B tabmumax 1-4
npuBeACHb (GOPMYyIBl U MPUMEP pacuera pe3ylbTaTOB TECTUPOBAHUS IO TecTOBbIM 3amanusiMm (T3)
YETBIPEX YPOBHEH CIIOKHOCTH.

8. UndopmanuoHHble TEXHOJOTHH NMPH OCYLIECTBJIEHHH 00pa30BaTeJbHOr0 Mpouecca Mo
AUCIHUTIIIHHE.

8.1 Ilepevyenb HEOOXOAMMOTI0 MPOrPAMMHOIO O0eCIICYCHUSI.

Hnst  ocBoeHus y4eOHOW JMCHUIUIMHBI «JlOKyMEHTallMOHHOE oOOecredeHue YIpaBieHue
TOCTUHUYHBIMH TIPEANPUATUAMU» HEOOXOIMMO MPOTrpaMMHOE oOecreueHHue: OIepaldoOHHas CUCTeMa
Windows, Microsoft Office (MS Word, MS PowerPoint, MS Excell), Internet Explorer.

8.2 Ilepeyennb HEOOXOAMMBIX HH(OPMAIIMOHHBIX CIPABOYHBIX CHCTEM:

Kaxnplii oOywaromuiicss B TeueHHE BCEro Iepuoaa oO0ydeHus oOecredeH HHIMBUAYaTbHBIM
HEOTPaHNYEHHBIM JIOCTYTIOM K 3JIEKTPOHHO-ONOIMOTEYHBIM CUCTEMaM:

1. OnextponHass  OubnmoTeuHass cucremMa «YHuBepcurerckas  Oubimmoreka  ONLINE»
(www.biblioclub.ru)

2. DnexTpoHHas OubnuoredyHas cucrtemMa u3narenscTa «Jlauwy (http://e.lanbook.com)
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3. DnekrponHas oudauoreunas cucrtema «tOpaiit» (http://www.biblio-online.ru)
4. Onextponnas oubauoreunas cucrema «BOOK.ruy» (https://www.book.ru)
5. DnexrponHas 6ubnuoreunas cuctema «ZNANIUM.COM» (www.znanium.com).

Jnist oOywarormmxcst obecriedeH MOoCTyn (yOAJICHHBIH JOCTYI) K CIEAYIOIIUM COBPEMEHHBIM
npodeccnoHanbHbIM 0a3aM JaHHBIX, HH()OPMALMOHHBIM CIPABOYHBIM U IIOMCKOBBIM CUCTEMAaM:

N NN BRWDN—

. KoncynwranT [Imtoc — cipaBounast mpaBoBas cuctema (http://consultant.ru)
. Web of Science (WoS) (http://apps.webofknowledge.com)

. Hayunas snexrponnas 6uoaroreka (HOB) (http://www.elibrary.ru)

. Dnektponnas bubmmoreka uccepramnuii (https://dvs.rsl.ru)

. KubepJlenunka (http://cyberleninka.ru)

. «JIekropuym TB» (http://www.lektorium.tv)

. HarmonanweHas anexkrponnas 6udnuoreka (http://H36.pd)

9. MarepuajibHO-TeXHUYecKas 0a3a, HeoOXoaMMasi JJI1 OCYLIECTBJIEHHs 00pa30BaTeIbHOI0
npoirecca mo JUCHUIINHE.

Jis  ocBoeHust y4eOHOW  JUCIUIUIAHBI

«JloKyMEHTaIlMOHHOE 00ECIICUCHHE YyIPaBICHHE

TOCTMHUYHBIMH MPEANPHUIATUAMU» B Ipolecce o0ydyeHHss HeoOXoauMa MaTepuaibHO-TEXHUUYEeCcKas 0a3a,
COOTBETCTBYIOIAS IEUCTBYIOIIMM CAaHUTAPHBIM U ITPOTUBOIIOKAPHBIM IIPABHJIAM U HOPMAM:

Ne Bun pador MaTtepuranbHO-TEXHHYECKOE 00ecrieueHrne TUCITUILUINHBI M OCHAIIEHHOCTh
1. | Jlexuuonusie Jlekumonnsie aymuropuu (M207, U211, U218, N219) ocHaiieHbl HEOOXOIUMBIMH
3aHATHS TEXHUYECKUMH  CpEACTBAaMH  OOYYEHHUS: KOMIBIOTEPOM, CTEpPEOCHCTEMOM,
WHTEPAKTUBHOW TPUOYHOW, MyJIbTUMEAUHHBIM IIPOCKTOPOM M COOTBETCTBYIOLIMM
nporpammubiM oOectiedeHneM (I10) (Windows Media Player, Microsoft Office
2010), ¢ Berxoznom B UHTEpHET.
Bce aymutopun ocHameHs! ya4eOHBIMH JOCKaMH, KOMITIEKTOM y9e0HOH MeOemnn
2. | lIpakTuuaeckue YueOHbIe ayqUTOPHH IS IPOBESHUS 3aHATHH ceMuHapckoro tumna (1200, 1201,
(cemuHapckue) N205, N208) ocHaieHbl y4eOHOM JOCKOW, TPOEKTOPOM, SKPaHOM
3aHATHS
3. | I'pynmoBeie Kabunetrsl mns rpynmoBbIX (MHAMBHIYalnbHBIX) KoHCynbramuii (206, K214,
(MHIUBUYaTbHBIE) N217) ocHameHpl IepCOHATBHBIMU KOMITBIOTEPaMH C BbIX010M B MHTEpHET, MDY,
KOHCYJIbTAINN yueOHUKaMH, y4eOHBIMU M y4eOHO-METOIUYECKUMH MTOCOOUSIMH, TIPOSKTOPOM JIJIsI
JIEMOHCTPAIIMU CIali0B, MOOWJIEHBIM 3KPaHOM JUIsl IPOEKTOpa
4. | Texyummii KOHTPOJIb, | YueOHble ayAMTOPUM Uil NMPOBEACHUS 3aHATUH JIEKIMOHHOTO U CEMUHApCKOIO
MPOMEKYTOUHAs tama (200, K201 K205, K207, K208, K211, K218, KM219) ocHameHsI
aTTecTanus HEOOXOIMMBIMH TEXHUUECKHMH CPEICTBAMH O0YUICHUS
5. | CamocrostensHas Kabuner mns camocrosTenvHOW  paborel  crymenta (M205a), ocHamieH
pabora cTyneHTa KOMITBIOTEPHONW TEXHUKOW C BO3MOMKHOCTBIO TMOAKIIOUYEHHUS K cetu «MHTepHET»,
MPOTrPaMMOii IKPAHHOTO YBEIUYEHHsI U 00eCIIeYeHHBI JOCTYIOM B 3JEKTPOHHYIO
MHGOPMAITMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

MaTepHaﬂbHO'TeXHI/I‘leCKOC o0ecreuenue I[HCIII’IHJ'[I/IHLI*

YyeOHast aynuTopus Ass
MIPOBEJICHUS 3aHATUI
JEKIIMOHHOI'O TUIIA

(r. Kpacuonap,

yi1. CraBponosbckasi, 149)

aya. 1211

MynbsTumMenyitHas ayIuTopus
¢ BerxogoMm B MHTEPHET:
KOMIUIEKT y4eOHOH Mebenn —
24 crona + 24 cryna; qocka
yueOHast; mpoekTop ViewSonic
PJD5134; skpaH;
IpernoiaBaTeNnbcKas TpuoyHa;
HOYyTOYK Lenovo B570 13-
2370M/4G500/nVV410M/1G/D
VDRW/Cam/W7HB/15,6 HD

Windows 10 Kopnopatusnas,
Microsoft Office
npodeccroHanbHbIH mroc 2016.
AHTUBHpYCHAas 3alIUTa (PUINIECKUX
pabouux CTaHIMN U CEPBEPOB:
Kaspersky Endpoint Security as
6usHeca - CrannaptHelii Russian
Edition. 1500-2499 Node 1 year
Education Renewal License.
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VYuebHas ay1uTopus 1is
MIPOBEJICHUS 3aHATUN
CEMHUHAPCKOTO THIA

(r. Kpacuonap, yi.
Craspornonbcekas, 149)
aya. 1200

MynbTuMenuitHas ayIuTopys
¢ BeixogoM B UHTEPHET:
KOMILIEKT y4eOHOH MebenH -
31 mT.; nocka y4ueOHas,
MarHUTHO-MapKepHas JOCKa;
npoekTop Epson EB-X31,;
npenoaBaTelibcKkast TpHOyHa;
HoyTOYK Lenovo B570 13-
2370M/4G500/nV410M/1G/D
VDRW/Cam/W7HB/15,6 HD

Windows 10 Kopniopatusnas,
Microsoft Office
npodeccroHanbHbIi moc 2016.
AHTHBHpYCHAs 3a1uTa (PU3HIECKUX
pabouux CTaHIUN U CEPBEPOB:
Kaspersky Endpoint Security mms
6usneca - CrannaptHelii Russian
Edition. 1500-2499 Node 1 year
Education Renewal License.

Kabuner nis
CaMOCTOSITENIbHOM pabOTHhI
o0yyJaroumxcs

(r. Kpacuonap,

yi1. CraBpornonbckas, 149)
aya. M1205a

MynbTumMenuitHas ayIuTopys
¢ BeixogqoM B UHTEPHET:
KOMILIEKT y4eOHOH Mebenn —
3 crona + 3 cryna mt.; 2 —
KomIbloTepa Linovo
ThinkCentre M53 Tiny B
KOMIUICKTE, HOyTOyK Lenovo
B570 i3-2370M/4G500/
nV410M/1G/DVDRW/Cam/W
7HB/15,6HD

Windows 10 KopnoparusHas,
Microsoft Office
npodeccuoHanbHbIH roc 2016.
AHTHBHUpYCHAs 3a1uTa (PU3HIECKUX
pabouux CTaHIUN U CEPBEPOB:
Kaspersky Endpoint Security mms
6usneca - CrannaptHelii Russian
Edition. 1500-2499 Node 1 year
Education Renewal License

* COracHoO CrpaBKe O MaTepHalbHO-TeXHUYeCKOM obecriedennn ocHoBHoU OOIT BO xadenps
MEXIYHApOJAHOTO TypU3Ma U MEHeIKMeHTa, MHcTuTyTa reorpaduu, reojJoruu, TypusmMa U cepBuca, 1o
HanpasiieHuto 1oarotoBku 43.03.03 «[ocTHHUYHOE JeI0» HampaBleHHOCTh (mpodwib) «CaHATOPHO-
KypOpTHas JesATeIbHOCThY, 2018 T.
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