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1. MACIIOPT PABOYEM MPOIrPAMMBbI YYEBHOM JUCIHUIJINHBI
OIl.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 ObsacTh NpuMeHEeHNsI TPOTPAMMbI

PaGouas mporpamma yueOHoi guctmmmmabel  OIL13  JlokymeHTarmMoHHOE
obecrieueHre yMpaBJICHHUs SBJAETCS YacThl0 MPOTPaMMbl TMOATOTOBKU CIIEIMATHUCTOB
cpennero 3BeHa B cootBeTcTBUM ¢ PI'OC CIIO mo crnemmansrocty 40.02.01 IIpaBo u
OpraHmalys COLMAIHLHOTO O0OecTieueHus.

1.2 MecTO AMCHUNIMHBI B CTPYKTYpPe MPOrpaMMbl MOJATOTOBKHU CHENHAINCTOB
CpeJlHero 3BeHa:

Hucimmmmaa  Bxoaur B mpodeccmoHambHed mukan  (II) B 4mcro
ob6menpodeccuonanbupix aucimminHa (OIT).

1.3. Heau u 32124 AMCUMILUIMHBI — TPeO0OBaHUA K pe3yabTaraM OCBOCHMS
AMCHUIINHBI:
B pe3ynpTare ocBOeHMs yueOHON AUCIMIUIMHBI OOYYAIOMIMHCS JTOJDKEH YMETh.
— 0(QOpPMIISITh OPraHU3aALMOHHO-PACIIOPSAUTENbHBIE JIOKYMEHTBI B COOTBETCTBUM
¢ neyictByromum ["OCTowm;
— OCYHIECTBJIATh 00paOOTKy BXOSIINX, BHYTPEHHHX M UCXOJSIIUX JOKYMEHTOB,
KOHTPOJIb 32 UX MCIIOJIHEHUEM ;
— 0QOpMISITh TOKYMEHTHI I TIepeiaull B apxXvB OpraHu3alluu.
B pesynbrare ocBoeHus ydeOHOU AUCIMIUTUHBI OOYYArOIIMICS JOJDKSH 3HATh:
— TIOHATHE JOKYMEHTa, €ro CBOICTBA, CMOCOOBI JOKYMEHTUPOBAHMUS ;
— TMpaBWIa COCTaBICHUMI U OG(OPMIICHHS OPraHU3aI}MOHHO-PACTIOPSAUTEIbHBIX
nokymenroB (nanee — OP/l);
— CHCTEeMY U THIOBYIO TEXHOJOTHIO JIOKYMEHTAIMOHHOTO  OOecredyeHus
ynpasienust (nanee — J10Y);
— oco0eHHOCTH JEJIOTIPOM3BOICTBA o oOparieHusIM rpaxaaH 51
KOH(HICHIINALHOTO JEJOTPOU3BOACTBA.
B pesynpTate ocCBOGHHS y4e€OHOW NWCIMIUIMHBI OOYYAIOIIMICS JOJDKCH HMeTh
NMPAKTHYECKUM ONBIT:
— METOJUKOM coCTaBieHMs, 0(hOPMIICHUSI M PEIAKTUPOBAHUSA CIIy’)KEOHOTO
JIOKyMEHTa, OpraHm3aiud padoThI C HUM;
— cnocobaMu TOKYMEHTUPOBAHUSI U KOHTPOJS 32 UCTIOJHEHUEM pa3JIMdHBbIX BUIIOB
JIOKYMEHTOB,;
— coBpeMeHHbIMU TexHojoruamu OV,
— HaBbIKaMH paloTHI ¢ pecypcamu cetu «/HTepHeT», yueOHOU U HaydHOU
mureparypoid no 1OV,
— HaBbIKamMH cocTaBlieHust u oopmiernus OP/I.
MakcumarnbHas ydeOHas Harpy3ka oOydaromierocsi - 148 gac., B ToM 4yucie:
oOsi3areyibHAsl  ayIUTOpHas ydyeOHas Harpy3ka 0OydJaromierocs - 100 yac.;
caMocTosITeNbHAs paboTa oOyuaromerocs - 48 gac (B TOM YHCIIE KOHCYIbTAMU 8 4acOB).



14. IlepeyeHb TMUIAHMPYEMBIX Ppe3yJabTATOB OOy4eHHMsl 0O JUCHUIIMHE
(Ilepeyennb popMmupyeMbIX KOMIIETEHIHI)

Vuanmiics A0JDKeH 00aJarh OOIMMMM KOMIICTEHIMSIMY, BKJIIOYAIONUMU B CeOs
CMOCOOHOCTH:

OK 1. TIloHuMarh CYIIHOCTh M COIMAIbHYIO 3HAYUMOCTH CBOEH Oymymieit
npodeccur, TPOSIBIATh K HEW YCTOMYMBBIA HMHTEPEC.

OK 2. Opranm3oBbIBaTh COOCTBEHHYIO IESTEIBHOCTh, BHIOUPATh THIIOBHIE METO]IBI
M CcriocoObl BBINIOJHEHU TPO(PECCHOHATIBHBIX 3a7ad, OICHMBATh HX 3(PGEKTHBHOCTh U
Ka4eCTBO.

OK 3.IIpunumatrs pemeHus B CTaHAAPTHBIX W HECTAHIAPTHBIX CHUTYalMsIX U HECTU
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisATh MOUCK W HCTIOJb30BaHWEC HWHPOPMAIMH, HEOOXOIUMOMW ISt
3p(PEKTUBHOTO  BBIIOJHEHWS  TNPO(PECCHOHANBHBIX 33134, MNPOPECCHOHATLHOTO U
JIMYHOCTHOTO Pa3BUTHSI.

OK 5. Hcnonp3oBare HMHPOPMAIMOHHO-KOMMYHHKAIMOHHBIE  TEXHOJIOTHH B
npoeCCHOHATLHO W JIESATEIbHOCTH.

OK 8. CamocToATelIbHO OTpeessiTh 3a7adyM Mpo(EeCcCHOHATHHOTO W JIMUHOCTHOTO
pa3BUTHS, 3aHUMAThCS  CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATH  TOBBIIICHUE

KBaJTM(D UK ATINH.
OK 9. OpueHTHpOBaTHCS B YCJIOBHSX MOCTOSHHOTO M3MEHCHHUs TPaBOBOW Oa3bl
Yyuamnmiics MOJDKEH 00J1a/1aTh 1po e CCUOHATLHBIMH KOMIICTCHIISIMH,

BKJTIOYAIOIIUMU B c€0s1 CIOCOOHOCTB:

[IK 1.1. OcymectBisaTh NpodeccuoHaIbHOE TOJIKOBAHWE HOPMATUBHBIX IPABOBBIX
aKTOB IS peaM3alli MpaB T'paxaaH B cepe MeHCHOHHOTO 00ECIedeHUss U COLUAIbHOM
3aIlNAThI

[IK 1.2.0cymiecTBiasTh NpUeM TpakaaH M0 BOINPOCAaM IMEHCHOHHOTO OOecleyeHus
Y COLMAIBHOW 3alllUThI

[IK 1.3.PaccmarpuBarh mnakeT JOKYMEHTOB I Ha3HAU€HUS TICHCHH, TOCOOWIA,
KOMIICHCAIWi, JApPYyruxX BBILIAT, a TaKXKe MEP COLUMAIBHON TMOAJEPKKHA OTAEIbHBIM
KaTeTOpUsIM TpaKIaH, Hy>KIAlOIIUMCSl B COLMAIbHOM 3amure

[IK 1.4.0cymiecTBisTh yCTaHOBIEHHE (HAa3HAYEHHWE, TMepepacueT, MepeBo),
WHICKCAIMIO W KOPPEKTHPOBKY TEHCHI, HAa3HAUYCHWE TMOCOOMI, KOMIICHCAIMA W JIPYTUX
COIMATBHBIX BHIIUIAT, WCTOJB3Ysl MHPOPMAIIMOHHO-KOMIIBIOTEPHBIC TEXHOJIOTHI

[IK 1.6. KoncynbTupoBarh rpaxigaH U TpeIcTaBUTENCH IOPUIMYECKUX JIHI[ IO
BOIPOCAM TIEHCHOHHOTO 00€CTieueHUs W COIMATBHOW 3alllUThI

B pesynpraTe m3ydueHHs yueOHOMN MUCIUIUIMHEI 00ydaromuecs
Ne MHexe CopneprxaHue ) JIOJDKHBI
KOMIIETCHIIUU (Wn e HNmeTs
ILI. | KOMIIETEHIUN .
9acTH) 3HATh yMeThb npaKkTH4ec KA i
ONBIT
1 OK 1 IlonumaTte cynHoCTb coJep>KaHue HCIOJIb30BaTh HaBbIKAMU
U COIHATBHYIO HOPMATHBHO- MIOJIyYCHHbIE 3HAHUS | COCTAaBICHUS H
3HaYUMOCTb CBOEH IIPaBOBBIX AKTOB U B NIPAKTUYECKOI odpopmierus OPJ]
Oynmymeit mpodeccun, | METOANYECKHX paboTe o
TIPOSIBIATE K HEl JIOKyMEHTOB, CO3J]AaHHIO U
yCTOMYUBBIN HHTEpEC | perIaMeHTHpYIomuX | odopmienuto OPJ]
BOIIPOCHI CO3/IaHUS
OPJI u paGoTsl C




B pesynbpTaTe m3ydeHus yueOHON MUCIUTUIMHEI 00yYaromuecs

No I — ConepxaHue ) JIOJDKHBI
. | xommerermm KOMIICTCHIIUU (Wn e HmeTtnb 3
4acTh) 3HATH yMeThb npaKkTH4ec Kuif
ONbIT
HUMH
2. OK 2 OpraHH30BbEIBaTh TpeOOoBaHuUs K pabotats C TUIIOBBIMU
COOCTBEHHYIO COCTaBIICHUIO U 3aKOHOJATENBHBIMU | METOJAMU U
JIeSITeIbHOCTD, opopmueruto OP/] U UHBIMU crocobaMu
BBIOMPATH TUIOBEIE HOPMAaTHBHBIMHU pelieHus
METO/Ibl ¥ CLIOCOOBI MPaBOBBIMH aKTaMH | PO ecCHOHAIBHBIX
BBITIOJITHEHUS 3a/lau, OLEHUBATH
npodeccrnoHaIbHBIX UX TNOTCHIHAI
3a]a4, OLCHUBATh UX
3¢ dextnBHOCTH U
Ka4eCTBO.
3. OK 3 IIpunumarts pemenuss | Crpykrypy u OpuentupoBatbcst B | HaBblkamu oOmieHuUs
B CTAHJAPTHBHIX U ¢yskunonuposanue | nponecce JOY B 1O BOIIPOCaM
HECTaHIAPTHBIX cuctemsl JJOY u CTAaHIAPTHBIX U npodeccuoHaIbHOU
CUTyallUsIX M HECTU 32 | MOPSIOK paboThl ¢ HECTaHJaPTHBIX JICATEILHOCTH C
HUX OTBETCTBEHHOCTb OP/] CUTyalMsIX, JeJaTh rpakiaHaMu U
HeoOXoMMBIe KOJUICTaMH
BBIBO/JIBI,
0000111eHNS,
MIPUBOIAIINE K
paIoHaIbHBIM
pelIeHusIM
4. OK 4 OcymecTBISATh MOHUCK | CTPYKTypYy CHCTEMBI | paboTaTh CO HpaBUIAMHU HOUCKA
U MCIIOJIb30BaHKE HAIMOHAIBHOTO CIPaBOYHUKAMH, U UCIIOJIb30BAHUS
uHpopManum, poccuiickoro mpaBa | METOAMYECKOM uHpOpMaluHy,
HEOOX0MMOM st 1 MECTO B HEM JUTEPaATy PO, HEOOXOUMOM JUIs
3¢ pexTHBHOTO KOHCTHTYL[HOHHOTO | CHPaBOYHBIMHU 3 peKTHBHOTO
BBITTOJTHEHUS npasa MIPaBOBBIMH BBITTOJIHCHUS
npodeccrnoHaIbHBIX cCHUCTeMaMH, npo(hecCHOHATBHBIX
3ajad, KaTajgoraMu 3amad,
npo ¢ ecCHOHAIBHOTO U JUTEPaTyPBI npohecCuoHaIFHOTO
JIMYHOCTHOTO U JJMIHOCTHOTO
pa3BUTHS. Pa3BUTHS.
5. OK 5 Hcnonp3oBats KOMIIBIOTEpPHBIE OPHEHTHPOBATHCSA B | HABBIKAMHU PaOOTHI C
HHPOPMAIMOHHO- IIPOTpaMMEI, cetu MHTepHET, pecypcaMu ceTH
KOMMYHHUKAaIlNOHHBIE OPHUEHTUPOBAHHEIE HCIOJB30BATh €€ «HaTepHE™,
TEXHOJIOTUH B Ha KAa4ECTBEHHOE pecypchl B y4eOHOW U Hay4YHOU
npodeccrnoHampHON OCYILECTBICHUE npodeccHoOHaNBHOW | JIUTEPaTypo 1o
JICSATEIILHOCTH. npodecCHoHaIbHON | ACSTEIBHOCTH KOHCTUTY [IHOHHOM Y
JeSTEIIbHOCTH npaBy
6. OK 8 CaMOCTOSTEIBHO Iy T! BUJIETh HaBBIKOM
OTIpEZCIIATh 3a1auu npodeccrnoHaNbHOT | HaNpaBJIeHHS CBOETO | IUIAHMPOBAHUS U
podecCHOHaIBEHOTO M | O POCTa U mpodeccHOHaNBEHOTO | peannu3aliiy IIaHa
JIMYHOCTHOTO JIMYHOCTHOTO COBEPIIICHCTBOBAHMS | TPO(eCCHOHAIBHOTO

7




B pesynbpTaTe m3ydeHus yueOHON MUCIUTUIMHEI 00yYaromuecs

No I — ConepxaHue ) JIOJDKHBI
. | xommerermm KOMIICTCHIIUU (Wn e HmeTtnb 3
4acTh) 3HATH yMeTb MpaKTH4ec KU it
ONbIT
pa3BUTHS, 3aHUMATBHCS | pPa3BHTHA, Y IMYHOCTHOTO
caMoo0pa3zoBaHHEM, MO BBIIICHAS pasBuTHs,
OCO3HaHHO KBaJM () MKaIUu caMmoo0pa3oBaHus,
MJIAHUPOBATH MOBBILICHUS
MHOBLIIIEHUE KBaJM( UKALUH
KBaJM() MKALIUH.
7. OK 9 OpueHTupoBaThCs B OCHOBHBIE aHAJIM3UPOBAThH HaBBIKOM
YCIOBHUSX TeH/ICHLIUH JeHCTBYOLIHE npodhecCHoHaIbHOTO
MOCTOSIHHOTO pa3BUTHSA HOPMATHBHBIC aKThl | HCIIOJB30BAHUS
HU3MEHEHHS MPABOBO | KOHCTUTYLHOHHOTO HOBOTO B
6a3bl IpaBa, HOBEJUIBI KOHCTUTY [ITHOHHOM
KOHCTHTYIIHOHHOTO 3aKOHOJIATEIILCTBE
3aKOHOJIATEIIbCTBA
8 IK 1.1 Ocy1iecTBiATh CoJIepKaHue OCYUIIECTBIIATh npueMamMu
npoheccuoHaIbHOe HOPMAaTHBHBIX aHaIm3 npohecCuoHaIbHOTO
TOJIKOBaHHUE NIPaBOBBIX aKTOB W | AeiicTByromiero pa3bsCHEHHS BOJU
HOPMAaTHBHBIX METOIMYECKUX 3aKOHOJATEJIBCTBA, 3aKOHOJaTeJs,
NPaBOBBIX aKTOB IS JOKYMCHTOB, HAIpaBJICHHOTO Ha OTpa)KCHHO B
peay3anuy npas UMEIOMNX 3HaYeHHE | perympoBaHUe IpaBOBOM HOpMeE
rpaxaaH B chepe s JJOYB chepe | OY UL peann3alnuu
TIEHCHOHHOTO MIEHCUOHHOTO MpaB rpa)ciaH B
obecTicueHUs H obecrnieueHUs u chepe NeHCHOHHOTO
COLIMAJIbHOW 3aIUTHI COLIMaJbHOU obecTicueHUs 1
3aIUThI COLMAJIbHOU
3aIUTHI
9 MK 1.2 OcymecTBisiTh MpUEM | COJAEpKaHUE HCTIOJIH30BaTh crocobaMu u
rpakJaH MO BOIIPOCAM | MPaBOBBIX MpaBOBBIE HOPMBI B | MMpUEMaMU
TIEHCUOHHOIO HOPMOCOLUAIBHOI COoIMaNbHON paboTe | opraHU3amMU U
obecrieueHus U paborte clec OTACJBHBIMY | KOOPIMHHUPOBAHUSL
COTMANIbHOHN 3aIUTHI OTIETbHBIMU TATIAMH, COMANLHON pabOoThI
JHMLaMH, KaTeropUsIMH C HYXIAIOIIMMHUCS B
KaTeropusIMH TpaXKIaH U CEMBbSIMHU, | COLUANBHOM
Tpa<IaH ¥ CEMbSIMH, | HyKIAIOIIUMHUCA B | TMOIACPIKKE H
HYXKJQIOIIUMHUCS B | COLMANbHOMN 3aluTe, NpUeMamMu
COLUAIBHOM IO AICPIKKE u | paboTsl ¢ xkanobamu
O IIePIKKE U | 3ammre, a TaKKe | U 0OpameHUsIMU
3alUTe, a TaKKe | 0pOopMILITh rpaxkJaH mo
nepeyeHb ¥ NOPSAIOK | HEOOXoaMMBbIe BOIIpOCaM
o opMIICHHS JOKYMEHTBI B | MEHCHOHHOTO
HEOOX0UMBIX JIaHHO# 00JlacTH obOecrieueHus u
JOKYMCHTOB COLIMANBHOM
3aIIUTHI
10 | TIK 13 PaccmartpuBats naker | HopmartuBHO- TonxoBath Hasbixamu
JOKYMEHTOB I IIPaBOBBIE  OCHOBHI | COJEpXKAaHUE odopMIeHHS
Ha3Ha4YeHHS ITECHCHH, paccMOTpeHus JOKYMEHTOB I | TOKyMEHTOB JUIT
TOCOOHiA, JOKYMEHTOB JUIs | Ha3HAYEeHUs TICHCHUH, | Ha3HAYSHUS TICHCHIA,

KOMIIEHCALU, Ipyrux

Ha3HAYCHUs NEHCUH,

mocoouii,

mocooui,

BBIILJIAT, & TaKKE MEp mocooui, KOMITCHCAIIUH, KOMIICHCAIIHA,
COIMANILHOI KOMIICHCAIIUH, JpyTUX BBIIUIAT, a | APYTUX BBIILIAT, a
10 JIEPIKKU JpyruX BBIILIAT, a | TaKke Mep | TaKke Mep
OTIECIbHBIM TaKKe Mep | couuanbHOU COIMaJIbHOM
KaTeTOpUsM IpakJaH, | COLHUaJIbHOU 10 UIEPIKKU 0 AJEPKKU
HY>KJAIOIUMCS B 10 AEPKKU OTACIbHBIM OTICIbHBIM




B pesynbpTaTe m3ydeHus yueOHON MUCIUTUIMHEI 00yYaromuecs

No I — ConepxaHue ) JIOJDKHBI
. | xommerermm KOMIICTCHIIUU (Wn e HmeTtnb 3
4acTh) 3HATH yMeThb npaKkTH4ec Kuif
ONbIT
CONMANBHOH 3aIInTe OTACIBHBIM KaTerOpHsIM KaTeTOpHAM
KaTerOpHsIM Tpax<ia, TpaXKiaH,
rpax<ia, HYXIAIOIIUMCS B | HyXZaroIIuMcs B
HYKJIAIOIIHAM CSI B | conMalbHOU 3alUTe | COLUAILHOMN 3alUTEe
COILIMAJILHON 3alluTe
11 IIK 1.4 Ocy1iecTBiATh HeoGxomumoe TTonp30BaThCst HaBrikamu
YCTaHOBJICHHE KOMIIBIOTEPHOE COOTBETCTBYIOLIM NPUMEHEHUS
(Ha3HayeHue, IIporpaMMHOE KOMIIBIOTEPHBIM UH(OPMaUOHHO-
mepepacyer, mepeBo), | odecrnedycHne NIpOTpaMMHBIM KOMIIBIOTEPHBIX
UHJEKCALUIO U obecrnieueHueM TEXHOJIOTUH U1t
KOPPEKTHPOBKY YCTaHOBJICHHUS,
MICHCHH, Ha3HaUYCHHUE WHJICKCAIHH,
TTOCOOUIA, Ha3HA4YCHHS INCHCHH,
KOMTICHCAIIUH U nocobut  wm  mp.
JIPYTHX COIMATBHBIX COIIMANBHBIX BBIIUIAT
BBITUIAT, HCTIOJB3YS
HHPOPMAINOHHO-
KOMITBIOTCPHEIC
TEXHOJIOTHI
12 IK 1.6 Koncynbtposats IIpaBoBbie oOcHOBHI | Beizemats rmiaBHoe, | HaBeikamu ycTHOTO
TpaxkJaH U MICHCHOHHOTO CTPYKTypHUpYS WIH  THCEMEHHOTO
NpeAcTaBUTeIeH obecreueHns U | JOJKHBIM 00pa3oM | KOHCYIbTUPOBAHUS
IOPUIMIECKUX JUI 0 | CONMaIBHOM YCTHYIO WM | TpakIaH u
BOIIPOCAM 3aIIUTEl HACEJICHUs | MHCBMEHHYIO Peub C | ImpeicTaBUTenei
TIEHCHOHHOTO LEJIBIO IOPUIUYCCKUX  JIHIL
obecredyeHus u KOHCYJBTUPOBaHHUSA | MO BOTIpOCaM
COIIMANBHOM 3aIIUTHI 3aMHTEPECOBAHHBIX | MEHCHOHHOTO
CyOBbeKTOB obecnieueHus u
coLaJIbLHOMN
3aLIUTHI

2. CTPYKTYPA U COAEPXKAHUE YUYEBHOW JUCHHUILINHBI

2.1 O6beM yuyeOHOM TUCHUTJIMHBI M BUABI Y4e0HOI padoThI

Bun y4eOHoil padoThI

O0beM 4acoB

MakcumanbHasg y4deOHasi Harpyska (Bcero) 148
Qo0s3aTesibHAsl ayJAMTOpPHAsi y4ueOHasi Harpy3ka (Bcero) 100
B TOM 4YHCJE!

3aHATHUSL JIEKIIHOHHOTO THUIA 48
MPAKTHYCCKHUE 3aHATHS 52
71a00PaTOPHBIE 3aHATHS

CamMocTosiTelbHasi pafoTa ofyuaiouierocsi (Bcero) 40
B TOM YHCIE!

pedepat 4
caMOCTOSITeNIbHasl BHEAayAHTOpHass paboTa (B BHAE JOMAIIHUX NPAKTHYCCKAX 3aJaHUM, 36
MHIMBUAYaIbHBIX 3aJaHUH, CaMOCTOSTEIbHOTO IOA0Opa U WU3YUEHHUs JONOJHHUTEIFHOTO
TEOPETUYECKOTO MaTepuaa H Jap.)

Koncymsranmm 8
Bun npomMexyTouHOM aTTecTanuu Jud pepenimpoBanHbIi

3a4€CT




2.2. CTpykTypa AMCHUILIHHBI:

HanmeHnoBanue Ttem

Bcero

KonuuecTBo AyIUTOPHBIX YacoB

CamocTrosiTeIbHast
paGoTa cTyaeHTa
(4ac)

IlpakTnuyeckne u
J1a00paT o pHbIe
3aHATHSA

TeopeTnueckoe
o0ydeHue

1.1.1.IToasrTHE
JIOKYM EHTaIIHOHHOTO
00ecTICUCHHUS YIIPaBICHUS

4

1.1.2.lokyMeHTbI H
JOKYMECHTHPOBaHHUE

10

1.1.3.Yuudukanus u
CTaHIAPTU3ALIHSA
JIOKYMEHTOB.
YuuguupoBsaHHbe
CHUCTEMBI JIOKYMEHTAINH

12

1.1.4.YaudunupoBanHas
CHUCTeMa OPTaHU3aI[MOHHO-
pacrnopsMTeNLHO N
nokymentamuu (YCOPJ).
Dopmymsp-oopasen OP/I.
PexBu3MTHl U OJaHKH

14

1.2.1.IpaBunma odopMieHUS
OCHOBHBIX BHJIOB
OpTaHU3AIMOHHO-
PacHopsAANTEIbHBIX
JokyMeHToB. IlpaBuna
0(OpMIICHUS M BBIIAYN
KOIIMH TOKYMEHTOB

24

10

2.1.1.Cyx6a
JOKYMEHTAalUOHHOTO
obecIeuyeHns yIpaBIeHHs

12

2.1.2.0pranuzanus npuema,
paccMOTpeHus,
pEeruCTpanuy U UCIIOJIHEHUS
JOKYMEHTOB

12

2.1.3.MadopmanuoHHO-
crpaBoyHas paboTa.
Kontpons ucnonsenus
JOKYMEHTOB.
OpranuzanuoHHas
OTIpaBKa HUCXOJAMINX
JOKYMEHTOB

12

2.2.1pranuzanus
OTIEPATUBHOTO XpaHEHHUs
JOKYMEHTOB.
Homenknatypa nen

13

2.2.2.0kcnepTy3a 1LEHHOCTH
JnokyMmeHToB. [loarotoBka
JIe]l K apXUBHOMY
XpaHEHUIO

13

2.3.1.0pranuzanus paboThI
¢ 00palICHUSIMH IPakIaH

10

2.3.2.0pranuzanus paboThI
C TOKyMEHTaMH,

UM EOIUMH Tpud
OTPaHUYCHUS JAOCTyIa K
HUM

12

10




Bcero no aucuumimne 148 48 52 48
2.3. TemaTu4ecKknil IUIAH U cOAep:KaHUe Y4eOHOM QU CUMIIINHBI
OIl.13 JlokymMeHTALMOHHOE 00ecneYeHue yipaBJjieHUs
HanmenoBanue Conepikanne yyeOHOro Marepuasia, HNpakTHdeckue padorel, | O0bem | YpoBeHb
pa3aesioB M TeM CaMOCTOsITe/IbHAsAg paboTa o0y4yaroumxcs. 4acoB | OCBOCHHH
1 2 3 4
Pazgea 1. 64
JIoKyMeHTH pOB aHHe
Tema 1.1. Conepxanue y4eOHOro MaTepHana 30
JlokymeHTanoHHOE Jlexnuu 16
o0ecneueHune 1 | INonsATHE NOKYMEHTAMOHHOTO O0ECIIeYeHHNS YIIPABICHHS 4 1
YynpaBJi€eHU: TOHSTHE, 2 | JloKkyMeHTHI U TOKyMEHTHPOBaHHE 4 12
COLCP/KAHME U ITallbI 3| YHudwukamus v cTaHIapTU3AIUS JIOKYMEHTOB.
4 2
pasBuTHs. YHaudunmupoBaHHbIE CHCTEMBI JIOKYMCHTAIHH
4 | VHnbUIMpOBaHHAS CHCTEMa OPTaHU3aI[MOHHO -
pacnopsutensHoi nokymentanuu (YCOP). @opmyssip- 4 2
obOpaser; OP/]. PekBu3uThl U OiaHKU
IlpakTuyeckne 3aHATUSA 14
1| JloxyMeHTHI U JOKYMEHTHPOBaHNE 4 2
2 | Yaudukanus u CTaHIAPTH3ALUSA JIOKYMEHTOB. 4 23
YHU(HUIHpPOBaHHBIE CUCTEMbI JOKYMEHTAILIMU ’
3| YuudunupoBaHHas cuCTeMa OpPTaHU3alMOHHO -
pacnopsmutesibHol nokyMenTtanuu (YCOPJT). ®opmydsp - 6 23
obOpasern; OP/]. PexkBu3uThl U OiaHKU
CamocTosiTeIbHast padoTa 00y4aroLINXCs
1.V3yuuts HOpMaTHBHO-TIpaBoBhIie akTel:I'OCT P 51141-98.
Jlenonpon3BOICTBO U apXUBHOE JiesIo. TepMUHEI U OTIPEIICICHHAS;
@enepanpHblit 3ak0H OT 27.07.2006 Ne 149-03 «O6
nHpOpMannH, HH(POPMAIIMOHHBIX TEXHOJIOTUAX M O 3aIHTe
nHpopManmn»; OenepanbHbIi 3akoH 0T 27.12.2002 Nel84-03 «O
TEXHUYECKOM DPETYJIMPOBaHUM»
T'OCT 17914-72. O6MOXKH e ITUTEIBHEIX CPOKOB XpaHEHHS.
Texanueckue ycnosus. [OCT P ICO 9000-2008.
Hauunonaneneiit ctanmapt Poccuiickoit @eneparu. CucteMbl
MEHeDKMEHTa KauecTBa. OCHOBHBIE MOJIOKEHHUS U CJIOBAPh .
I'OCT P 6.30-2003 Yru}pHUIMpOBaHHBIE CHCTEMBI JOKYM CHTAIIHH. 6
YHUQUIUpoBaHHAs CHCTEMa OPTaHH3a[HOHHO -
pacnopsAAuTeNbHOM JoKyMeHTauuu. TpeOoBaHus K 0 OPMIICHHIO
JOKYMEHTOB.
2. Ilpunymate HaUMEHOBaHHE CBOEH OpraHu3anuu, sM0IeMy
OpraHu3alluy, KOJ OpraHU3allu, OCHOBHOU rOCyIap CTBEHHOH
PeTUCTPAalMOHHBIN HOMEp IOPUIMIECKOTO JHUIa (OpraHU3annm),
UJIEHTH()MKAIIMOHHBIA HOMep HaJIOTOIIIATEBILNKA/KOL MPUYHHBI
MIOCTAHOBKH Ha y4eT, CIIPaBOYHbIE JAaHHBIE 00 OpTraHU3aliy; BCe
JIAHHBIC 3aHECTH HA JJICKTPOHHBIN HOcuTenb B popmare Word.
Koncynpramumn 4
Tema 1.2. Conepxanne y4eGHOro Marepuaia 14
Od¢opmienne OPJ] Jlexnuu 4
1| IlpaBuna o¢opMIICHHS OCHOBHBIX BHJOB OPTaHU3AIIMOHHO -
pacHOpSAANTENEHEIX TOKYMEHTOB. [IpaBnma odopmieHus n 4 12
BBIJIAYM KONIHI JTOKyMEHTOB

11




KTHYCCKHUE 3aHATHUSA

10

1| IlpaBuna o¢opMICHHSI OCHOBHBIX BHIOB OPTaHU3AI[MOHHO -
pPaCHOPSAANTENEHBIX JOKYMEHTOB.

12

2 | IlpaBuma oopMIICHHS M BBIJAYH KONHH JOKYMEHTOB

CamocTonTe1bHast padoTa 00y4aroLINXCH
1. I3yunTh HOPMATHBHO-TIPABOBBIE aKThI: 1) OOmIEpOCCHICKuiA

KkmaccuukaTtop yrpasieHUIeckoi jokymeHTaruu OKOIT-93.
2)I'OCT P UCO 15489-1-2007. HanumoHanbHBIA cTaHIApT
Poccuiickoii®enepanuu. CucteMa CTaHAAPTOB MO HHPOPMALIUH,
OMOMOTEYHOMY M U3ATEICKOMY Jelly. YIpaBJIeHHe
noxkymeHtaMH. 3) ['ocynapcTBeHHast cucteMa
JOKYMEHTALIMOHHOTO o0ecredeHus yrpapiaeHus. OCHOBHEIC
nosioxeHus. Obuue tpebosanus ['maBapxuBa CCCP ot 23 mas
1988 1. N33 4. 4) Anmp60M yHHPUIUPOBAHHBIX (HOPM IIEPBHIHON
YYETHOH JOKYMCHTAIIUH T10 YYETy TpyJa U ero OIUIaTHl.
V1BepxkaeH nocraHoBieHueM ['ockomctata PO ot 5 suBaps 2004
r. Ne 1

2. Odpopmienne mpaktHaeckux pabot: 1) mpoBeputs
MIPaBUIFHOCTE 0(OPMIICHHS OPTaHU3AHOHHBIX JOKYMEHTOB
CBOEW OpTraHM3aIliy, IPHUKA30B II0 OCHOBHOM JAESATEIHHOCTH H IO
JUYHOMY COCTaBY, IITATHOTO pacIMcaHus, rpaduka oTIyCKOB,
JMYHBIX KapTOUYEK, KOMaHAMPOBOYHBIX y/IOCTOBEPEHHH,
CITy>keOHOTO 3a7aHMs U1 HAIIPaBICHHUS B KOMaHANPOBKY H
OTYETa O €TO BHINIOJHCHNH, 3asBICHHS, CIIPABKH, IPOTOKOJA,
CJlyKeOHBIX IMUCceM; 2) IPOBEPHUTh HAJIMYKE IOKyMEHTOB Ha
3MIeKTpOHOM Hocutene B popmare Word.

3. IlpoBepuTh MPaBUILHOCTD O(GOPMIICHHS KOTTMH O(QUIIHMATBHOTO
JOKYMEHTA, BBIICKA NX O(QHUINANBHOTO JIOKyMEHTa, KOTIHU-
OTITyCKa CBOCH OpTaHW3aLUK; IIPOBEPUTh HAJMYHE TOKYMEHTOB
HadJIEKTpOHOM HocuTene B popmate Word.

10

Paznen 2.

Opranmzanusi paGoTbl € JOKYMEHTAMHU

84

Tema 2.1.
JlokymeHnToo6opoT

Conepkanne y4eQOHOTo Marepuajia

26

Jlekuuu

12

1| Cnyx6a NOKyMeHTallMOHHOTO o0ecneyeHusl yIpaBleHHs

2 | Opranuszanusi IpueMa, pacCMOTPEHHS, PETHCTPALIA U
UCTIOJHEHHS JJOKYMECHTOB

12

3 | UudopmannonHo-cpaBoyHas pabota. Kotpon
HCTIOJHECHUS JOKYMeHTOB. OpraHu3alMoOHHas OTHpPaBKa
HCXOSIINX JIOKYMCHTOB

KTHYCCKHE 3aHATHA

14

1| Cnyx06a TOKyMEHTalIMOHHOTO o0ecneueHts yIpaBIeHus

2 | Opranusanus npuema, pacCMOTPEHUs,, pETHCTPALIUN U
HCHOJIHEHUS TOKYMEHTOB

12

3 | UudopmanuonHo-cipaBoyHas padota. Koutposs
UCTIONHEHHUS JOKyMeHTOB. OpraHu3aloHHas OTIpPaBKa
UCXOSIIIMX JIOKYMEHTOB

CamocTosiTeibHast padoTa 00y4aroLINXCSI
1.U1zyunts MeToamueckre peKoMeHIauu 1o pa3padoTke

MHCTPYKIMH MO AeNONPOU3BOJACTBY B (heliepalbHBIX OpraHax

HCIIOJIHUTENILHON BIACTH. YTBEpIKICHBI MpuKa3zoM Pocapxusa oT
23 nexabps 2009 r. Ne76

2. OdopmIreHHE TTPAKTHISCKUX PadoT:
1) mpoBepUTh MPABWILHOCTD MTPOCTABICHHS PE30JIFOLIUH,

10

12




BXOJIIIET0 PETHCTPALNOHHOTO MHIACKCA, 3aII0JHEHHS
perucTpannoHHON (GOPMEI CBOCH OpraHU3aINY;
2) IpoBepUTh HAIMYHE JOKYMEHTOB Ha3JIEKTPOHOM HOCHTEIE B

dbopmare Word.

3. Harmcats acce mo Teme «MHDOpMaIoHHO-CTIpaBOYHAS
paboTa B yCIOBHAX IPUMEHECHHS KOMITBIOTEPHBIX TEXHOJIOTHID)

4 Mzyunte@enepanpHeii 3akoH oT 10.01.2002 Nel-®3 «O0
3JIEKTPOHHOM 1M POBOH IO TUCH

Tema 2.2.
Xpanenue
JIOKYMEHTOB

Conepikanne y4eGHOr0 MaTepuasia

16

Jlexun

1| Opranuzauus onepaTUBHOTO XPAaHEHHs IOKYMEHTOB.
Homenknatypa nen

2 | DkcmepTr3a HEHHOCTH HOKyMeHTOB. [loarotoBka nen K
ApXUBHOMY XpaHEHHUIO

12

IlpakTyeckue 3aHATHSA

[

OpraHusanusi OnepaTHBHOTO XpaHEHHs JOKYMEHTOB.
Homenknatypa gen

2 | DxcnepTH3a HEHHOCTH AOKyMeHToB. [loarotoBka menm x
APXMBHOMY XpPaHEHHIO

12

CaMocTosiTelbHast pafoTa o0y4aromiuxcst

1.M3yuuts: 1) OcHOBHBIE MpaBuia pabOThl apXUBOB
opranuzanuii. Ogo6pens! pemenuem Komnernn PocapxuBa oT
06.02.2002; 2) IlepeueHb TUIOBBIX YIPABICHYECKUX aPXUBHBIX
JIOKyMEHTOB, 00pa3yIoluXcst B IPOLECCE ACATEIbHOCTH
rOCYJapCTBCHHBIX OPTaHOB,

OpPTraHOB MECTHOTO CaMOYIIPaBJICHHS U OpTaHU3aIHH, C

yYKa3aHUEM CPOKOB XpaHEHHs. YTBEPIKAECH IPHUKA30M
Munuctepctsa KyibTypsl Poccuiickoit enepanuu ot 25 aBrycra
2010 r. Ne558

2.0dopmireHHe MpakTHYECKUX padoT: 1) mpoBepuTh
MIPaBHIFHOCTE COCTABIICHUS KOHKPETHOI HOMEHKIATypHI CBOEH
OpTaHM3allNN; TPOBEPUTH HAIMYHE JOKYMEHTOB Ha3JIEKTPOHOM
Hocutene B popmare Word; 2) npoBeputs NpaBHUIbHOCT
COCTABJICHHsI aKTa O BBIICJCHUH K YHHYTOXKECHHUIO IOKYMEHTOB, HE
TIOUIeKAINX XPAaHEHUIO CBOEH OpTaHU3alNH; IPOBEPHUTH
HaJMuue JOKyMEHTOB Ha JJIEKTPOHOM HOcHuTele B hopmare
Word.

Koncynpraruu

Tema 2.3.
Oco0ennocTu padoThl
¢ oOpaile HUSI MU
rpaxaaH u
KOH(M/1eHIMAJIb HBIM 1
JOKyMEHTaMHU

Conep:kanne y4eOHOro MaTepuasia

JleKuun

1| Opranmsamus paGoTs! ¢ 00paIIeHISIMH TpaKaaH

2 | Opranm3anus paboTHI C JOKYMEHTAMH, IMEIOIINMH IpHUd
OTPaHWYCHHUS JOCTyTIa K HUM

12

KTHYCCKHUEC 3aHATUSA

1 | Opranmsamus paboTsl ¢ 00palIeHHIMH TPaXKIaH

2 | Opranusanusi paboTHl C JOKYMEHTAMH, HMEIOIIUMH TPU}
OTPAaHWYCHHUS JOCTYTIA K HUM

A INO] &~ ||

12

CamocTosiTe1bHast padoTa 00y4aroLINXCS
1.0 opmnenne npaktmaeckux padot: 1) mpoBepuTh

NPaBUILHOCTH MOATOTOBKHU Jiela K Iepesiaye B apXuB CBOEH
OpraHu3aluy, COCTAaBICHUE CIATOYHON OMHUCH; 2) IPOBEPUTH
HaJM4uue JOKyMEHTOB HadJIeKTpOHOM Hocutene B popmate Word.

2.VI3yuuth HOpMATUBHO-TIPABOBEIE akThl: 3ak0H PD o1 21 uroms
1993 r. Ne5485-1 «I'ocymapcTBeHHOI TaltHe» ; DenepanbHbIit
3aKkoH OoT 27.07.2006 Nel52-®3 «O mepcoHaNbHBIX JaHHBIXY;

13




®enepanbublii 3ak0H 0T 02 Mas 2006 1. No59-O3 «O nmopsaxe
paccMmoTtpenus obpaniennii rpaxkaal Poccuiickoit deneparumy;
Vxa3 IIpesunenta P® ot 06 mapta 1997 r. Nel88 «Ilepeuens
CBeJIeHUI KOH(UACHINATILHOTO XapaKTepay

Yposenv oceoenusa: I -neckuii, 2 - omnocumenbHo ne2kuil, 3 — CLOHCHbBIU.

2.4. Conep:xkanue pasaesioB JUCHUNIUHBI

2.4.1 3ausATHA JEeKIMOHHOIO0 THIIA

Dopma
Ne HaumenoBanue P
CopneprxaHue paszena, TeMbI TeKyILIeTo
pazzena paszena, TeMbI
KOHTpOJIS
1 2 3 4
1 Tema. 1.1.1 Conep:kanue y4yeOHOro Marepuasa: T,V,
INonstie CogeprxaHue OUCIMILUIMHBL U €€ POJIb B MOATOTOBKE CIELUANCTA.
JOKyMEHTanUOHHOTO | CBsI3b ¢ ApyrUMU 0OLIenpo(ecCHOHATBHBIMU U CIIEHUATbHBIMH
obecneveHus JUCIUIUIMHAMU.
yHpaBieHHs OcHOBHBIE 3Tanbl BO3HUKHOBEHHS U Pa3BUTHA OTEYECTBEHHOTO

JOKYMEHTALIUOHHOTO 00ECIeYeHHUs YIIPaBICHHS
(enonpou3BOACTBA).

INoHsATHE «IOKYMEHTAMOHHOE 00ECIICUeHHUE YIIPABICHUN .
JloKkyMeHTallHOHHOE 0OecIeYyeHHe YIpaBIeHUs KaK (yHKIUSL
yIOpaBJICHUS, B3aNMOCBS3b C IPYTUMHU QYHKIUAMHU YIPaBICHUS.

,Z[OKyMCHTaI_II/IOHHOC obecrieueHue YOpaBJICHHAA KaK CUCTEMA pa60T51

¢ nokymeHTaMu. CoBpeMeHHbIe TpeOOBaHMSA K €T0 OpTaHM3aIliH, K
MIPUMEHEHHIO COBPEM EHHOW O(pHCHOM M BEIYUCIHUTEIFHON
TeXHUKU.JICTOUHUKY U IuTepaTypa MO JUCLUILIMHE:
3aKOHOJATe/IbHbIE aKTbl, HOPMATHUBHO-METOJUYECKUE JJOKYMEHTBI,
TOCYIapCTBEHHBIE CTAHIAPTHI, OCHOBHAS U JOTIOJHHUTEIbHAsS

JMTepaTypa.
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Ne
pasnena

HaumenoBanue
paszena, TeMbl

ConepkxaHue paszeina, TeMBbI

dopma
TEKyILIETO
KOHTPOJIS

1

2

3

4

1

Tema 1.1.2
JlokyMeHTbI U
JIOKYMEHTHP OBaHUE

Monstust «uHGOpMAHI» U «AOKYMEHD. Ponb naopManmu B
CONMAILHO-3KOHOMHYECKHX nporneccax. [lom¢yHKInOHAIEHOCTD
nokyMmenta. MadopmanuonHas, KOMMYHHUKATHBHAS, COIMATbHAS,
KyJbTypHas, yIpaBleHUYECKasl, IPaBoBasi, HCTOpUUYECKAs U Ipyrue
(yHKIUHU TOKyMEHTa.

Ionstie o noxymeHTHpoBaHUU. OO3aTeIEHOCTD
JOKyMEHTUPOBaHUSI MHPOPMaLUHU. 3aKOHOJAATEIbHBIE aKThl,
periaMeHTUPYIOIIUe OpTaHU3aHI0 PA0OTHl C JOKYMEHTUPOBAaHHOK
unpopmanueii (Genepanbublii 3akoH PO «O06 nndopmanmu,
“H(POPMALMOHHBIX TEXHOJOTHAX U O 3aIluTe UH(GOPMAaLUN,
TpynoBoii kogexke P® u 1p.).

OCHOBHBIE CIIOCOOBI IOKYMECHTAPOBaHUs. MaTepualibHble HOCHTEIN
HHGOPMAIINHU U UX BIMSHUE Ha JOJITOBEYHOCTh M COXPaHHOCTB
JOKyMEeHTa. BisiHMe Hay4HO - TEXHUYECKOTO Mporpecca Ha
JOKyMEHT M JOKYMEHTUPOBAaHHUE.

TexcToBBIC, TpadUUEcKie, MAITHHOYUTAEMbBIE TOKYM CHTEI,
(doHOOKYMeHTBI. OnpeieeHie MOHATUHH «IOKyMEHT», «aBTOP
JOKYMEHTa», «0(HUIHATIBHBIN JOKYMEHT», «JIMYHBIA TOKyMEHD) II0
T'OCTP. 51141-98.

Pacmmpenue MOHATHS «JOKYMEHT» C pa3BUTHEM HAyKW W TCXHUKH.
IlonsiTHE «3NIEKTPOHHBIN JOKYMEHT». 3aKOHOJATeIIbHBIE aKThI,
periaMeHTHPYIOMNEe OPTaHN3AIHI0 PA0OTHI C JICKTPOHHBIMHI
nokyMeHtamu (Denepanbubiii 3ak0H PO «O06 amekTpoHHON

¢ POBOT MOMIHCH» ).

Ilpu3Haku NOKyMEHTa: OPUTHMHAIBHOCTb, IIOVIMHHOCTb, KOIMUIHOCTB.
INonsiTHe «OpUTHHAID, €TO PHU3HAKU, XapaKTEPUCTHKA OPUTHHAIIOB
JOKYMEHTOB Ha Pa3HbIX HOCUTEISIX MH(GOPMAIUU. YMHOKEHHEIC
OpPUTHHAJIBI.

[onsTtre «1omMHANK . [1o [IMHHBIE U 110 IT0KHBIE JOKY M €HTHI.
danbcuduKanys JOKyMEHTOB.

Ionstue «xonus» . Buapl konuii. Opuanueckas cuna Konui.
Crpyxktypa mokyMmeHTa. [loHsITHE «pEKBU3HUT», BU/IBI pEKBU3UTOB.
IonsTie «hOopMyIIIp TOKYMEHTa», 0CO0EHHOCTH COCTaBa Y OpMyIsipa
JOKyMEHTOB Ha P a3JIMdHBIX HOCUTEISIX MH( OpMaIUL.

WnmBuay aneHBIN, THIIOBOH hopMysip, hopMysip-oOpazerr, ux
XapaKTepUCTHKA M HA3HAUYCHHE.

T,V,

Tema 1.1.3
YHudukanus u
CTaHIAPTU3AIUS
JIOKYMEHTOB.
YuaudunupoBaHHbIe
CHCTEMBI

JIOKYM EHTAIHH

VYuudukanusa u ctanmaptusanusd. [loHaTHe «cucteMa
JOKYMEHTALUN», ee Mpu3Hakyu. DyHKIMOHAIBHBIE U OTPacIleBbIe
CHCTEMBI JOKyMEHTALIUH.

[onsatne «yHupUIUPOBaHHAS CUCTEMa IOKyMeHTauuny. KpaTkas
XapaKTepUCTUKA NEHCTBYIOMMX YHU(DUIMPOBAHHBIX CUCTEM
JOKYMEHTALUH: OPTaHU3AlMOHHO -PACIOPAAUTENLHOM, OTUETHO--
CTaTUCTUYECKOH, MEePBUUHON yueTHOH (HHHAHCOBOM U 1p.
I'ocynapcTBeHHBIE CTAaHIAPTHl HA YHU(UIUPOBAHHBIE CHCTEMBI
JIOKyMEHTALMH, PeTJIaM eHTHPYIolIKe o0Iue NpaBmila UX pa3padoTKu
u noctpoeHus popmyIsipa-oopasa.

IMonsitne «yHnpUINPOBaHHBIE ()OPMBI JOKYMEHTOBY.
O6mmepoccuiickne u oTpaciieBble YHUQHUIHNPOBaHHBIE (OPMBI
JIOKyMEHTOB; yHH(HUINPOBaHHBIE ()OPMBI JOKYMEHTOB NP EANPHUSITASL
(Y®), nopsiiok ux BBeJCHHS B JACHCTBHE. AJLOOMBI HOpM
YHU(DHUIHUPOBAHHBIX TOKyMEHTOB.

Pacnpenenenue coctaBa BUIOB U Pa3HOBHIHOCTEN TOKYMEHTOB
OTIPEZICJICHHOTO KOMIIIEKCa 10 3a/adaM yrpasieHus. Tabems popm
JIOKYMEHTOB.

T3y7
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dopma

Ne HaumenoBanue
ConeprxaHue paszesna, TeMBI TEKyILIETO

pasnena paszena, TeMBI
KOHTPOJIS

1 2 3 4

1 Tema 1.14 Xapaktepuctrka, coctaB u conepkanue 'OCTa P 6.30-2003 T,V,
VYaugpummposanHas | « YHHQHUIMPOBAaHHBIE CHCTEMBI JOKYMEHTAIUH. YHU(DHUIINPOBaHHAS
cucteMa CUCcTeMa OPTaHU3AIHMOHHO -PaCHOPSANTEIBHON JOKYMEHTALIUH.
OpTaHU3aIMOHHO- TpeboBanus Kk 0pOPMIECHUIO JOKYMEHTOBY.
pacnopsIUTeIbHO N Dopmymsap - o6pazery OPZl. CoctaB u cxeMa pacmoIoKESHHS
JIOKyM €HTaIluu PEKBHU3UTOB Ha GopMysipe-o0pasie, cnocoObl 0hOpMIICHHS.

(YCOPL). [paBuna odopmieHus pekBU3NTOB, periaMmeHTup oBaHHBIX ["OCTom
Dopmysip-oopazen | P 6.30-2003.
OP/I. PexBusutel u Ionsatne «6aaHK JOKyMeHTa». Bumpl 6naHkoB: oOmmuii O1aHK, OMaHK
6naHKu mucbMa, 6JaHK KOHKPETHOTO BHJa JOKyMeHTa. BapuaHTel
PacHoJI0KeHHUs] PEeKBU3UTOB 3ar0JI0BOYHON YyacTu OJIaHKA.
IpaBuna oopMIIeHNS, U3TOTOBIICHHS, y4eTa, UCIIOIb30BaHUS U
XpaHEHMs! TepOOBBIX OJIAHKOB OPraHHU3aIHH.

1 Tema 1.2.1 OCHOBHBIE TPYIIITBI OPTAHU3AIMOHHO -PACTIOPSIIUTEIbHBIX TV,
IpaBuna JOKYMEHTOB. XapaKTepUCTHKa U COCTAB OPTaHU3aI[MOHHBIX
odopmIieHns JokyMeHToB, Bxomamux B YCOP]] (ycrtaBa, mon0KeHHs,

OCHOBHBIX BUJIOB HHCTPYKIHH, JODKHOCTHON MHCTPYKLMH, MPAaBUII MITATHOTO

OpraHU3alMOHHO- pacnucaHus, CTPYKTypBl U INTATHON YMCIEHHOCTH), Tp€OOBaHUA K UX

PACHOPSAANTENEHEIX | 0(OPMIICHHIO.

JIOKYMEHTOB. XapakTepHCTHKa ¥ COCTAaB PACHOPSAUTEILHBIX JOKYMEHTOB,

IIpaBuna Bxomamux B YCOP]I (mocTaHOBIEHUS, TIPUKA30B IT0 OCHOBHOM

ohopMIICHHS U

BBIJJAYH KOITHH JeATENFHOCTH | T10 JMYHOMY COCTaBY, PEIICHHS, PACIIOPSIKESHUS,

JOKyMEHTOB yKa3aHHSA, COBMECTHOTO PacCHOPSAUTEIHFHOTO IOKyMEHTa),
TpebOoBaHM K MX 0(opMIIeHHIO.
XapakTepHuCTHKa ¥ COCTaB OPTaHHU3AI[OHHO -PaCIIOPSIMTEIBHBIX
JIOKyMeHTOB, Bxomamux B YCIIY]] (nmpuka3oB IO JMYHOMY COCTaBY,
IITATHOTO PACHUCAHUs, rpaduka OTIYCKOB, TNYHBIX KAPTOUCK,
KOMaHIUPOBOYHBIX yA0CTOBEPEHHUH, CITy’KEOHOTO 3aaHUs I
HaTpaBICHNS B KOMAaHANPOBKY M OTYETA O €TI0 BHINOJHECHUH),
TpeboBaHUs K UX 0()OpMICHHIO.

2 Tema 2.1.1. OpraHu3anuoHHBIE ()OPMBI JOKYMEHTAIOHHOTO 00ecIedeHns T,V,
Ciyx0a ynpasienus. Cioyx6a JJOY, ocHOBHBIE 3a1auu, (PyHKIHH, THTIOBBIE
JOKyMEHTAIIMOHHOTO | CTPYKTYpHI, JOJDKHOCTHOH cocTaB. PermameHTanust paboTsl CIyKOBI
obecrieueHus JOV.
yHpaBleHus IonsATHE «IOKYMEHTOOO0POT», 00IIHE IPUHIUIIEI OPraHU3ALUN

JOKyMEHTO000pOTa, €ro CTPYKTypa, HEOOXOAUMOCTh yueTa o0bemMa
JoKyMeHToo0opoTa. HopmaTuBHBIE TOKYMEHTEI,
perIaMeHTHPYOLIME OPraHU3ALMIO JOKYMEHTO000pOTa.
KoMmnbroTepusanus JOKyMEHTO000pOTa.

2 Tema 2.1.2 [lymn moctymieHust JOKyMeHTOB B opranuzauuio. [Ilpuem u KP, P
Opranusanus nepBoHayvabHas 00paboTka noKyMeHToB. [IpenBaputensHoe
npuema, paccMOTpeHue JOKyMEHTOB.
paccMOTpeHus, PaccMoTpenne 10KyMeHTOB PyKOBOJCTBOM OpTaHH3alUH.
peruCTpanuy u Peructparust ToKyMeHTOB KaK COCTaBHAs 9acTh TCXHOJIOTHH
UCTIOJHEHUS JOKYMEHTALHOHHOTO oOecredeHns ypaBiIeHus, Kak Ipolecc
JIOKyMEHTOB co3/aHus 0aHKa JaHHBIX O JOKyMEHTaX opraHusanui. Popmel

peructpanuu (KypHalbHas, KapTOYHAs, aBTOMATH3UPOBaHHAs), MX
JOCTOMHCTBA ¥ HEJOCTaTKH. [lokas3atenm, BBOJMMEIEC B
peructpannoHubie Gopmbl. TpeGoBaHUS K COCTABY
pETHCTPaMOHHBIX WHIICKCOB.

JlocTaBka JJOKyMEHTOB HCIOJHHTEISIM. PaboTa MCIoMHUTENS C
JMOKyMEHTaMH. DTarbl UcTodHeHUsI. OCOOCHHOCTH MOATOTOBKH
HOPMATHBHBIX TIPABOBBIX aKTOB.

OyHKIMK ¥ TipaBa noapaszaeneHnii ¢y k061 IOV, ocymiecTBIsIIommx
MpueM, MpeABAPUTENIbHOE PaCCMOTPEHHE, PETHCTPAILIUIO U IOCTABKY
JOKYMEHTOB B OpTaHM3alHH.

16




dopma

No HaumenoBanue
ConeprxaHue paszesna, TeMBI TEKyILIETO

pasnena pasnena, TeMbl
KOHTPOJIS

1 2 3 4

2 Tema 2.1.3 B3anMoCBs3b perucIpanuy JOKyMEHTOB U HH(OPMAIHOHHO - v
HupopmarmonHo- crpaBoYHO paboTel. Opranu3anus paboTs C HOMOIIBIO
crpaBoyYHas paboTa. | CIpaBOUYHBIX KapToTeK. MH(pOpMAIMOHHO - cipaBoYHas paboTa B
Kontpons YCJIOBUSX MPUMEHEHHSI KOMITBIOTEPHBIX TEXHOJIOTHH.

HCIIOJHEHNUS @OyHKIUHN ¥ Ipasa nojpaszaencHuii ciayx0s1 JJOY, oCymecTBIIOnmxX

JIOKYMEHTOB. “H(POPMAMOHHO-CIIPABOYHY0 paboTy.

OpranuzauroHHast OOume cBepeHust 00 ydyeTe U cucTeMaTU3alid HOpMaTUBHO-

OTIIpaBKa MIPaBOBBIX AKTOB (KOHCOJHMIALHNS, KOMU(HUKALNS, HHKOPIOPALIUS).

UCXOJAIINX Opranuzanusi CrpaBOYHO-MH(GOPMATMOHHOHN pabOTHI O

JIOKyMEHTOB JIEeHCTBYIOLIEMY 3aKOHOJATeNbCcTBY Pd, nucnonb3oBanue
“H(POPMaLMOHHO-CIIPABOYHBIX IPABOBBIX CHCTEM.
ey KOHTPOJIA UCTIONHEHUsI IOKYMEHTOB, €ro Bupl. [IpHHIUIBL
opraHu3aluy KOHTPoJIsl. [IOHATHS: «CPOK MCIOJHEHUS», «TUIIOBOM
cpox». HopmaTuBHBIE TOKYMEHTHI, yCTaHABIMBAIOIINUE TUIIOBBIE
CPOKH UCIOJHEHUS.
PyuHo#i 1 aBTOMaTH3UPOBAHHBIA KOHTPOJIb, X JOCTOMHCTBA U
HEJOCTATKU; NMpUMEHseMas TeXHUKa. TeXHOJIOoTusl BeACHUs
KOHTpOJsl. OCOOCHHOCTH KOHTPOJS PACTIOPSAUTEIEHBIX JOKYMEHTOB.
AHaM3 COCTOSHUS HCIOJHEHNS TOKyMEHTOB B OPTaHHM3AIIHH.
Tonpaznenenus ciayx0b1 IOV, ocyniecTBISIFONIAE KOHTPOIh
WCTIOJIHEHHUS, UX ()YHKIIUH, TIPaBa.
Iponecc mpuema u 06pabOTKH UCXOIAMNX JTOKyMEHTOB, COCTAB
BBITTOJTHIEMBIX PaboT MPH TPaMITHOHHOM CII0C00€ OTIPaBKH
(mouTO¥1): MpoOBEpKa MPABWIILHOCTH O(OPMIICHUS, HAMYUS
MIPWIOKEHUS, aJipecata, COPTUPOBKA 110 apecataM M BUAAM
OTIpABIICHHUH, aipecoBaHue, (aiblieBaHue, KOHBEPTOBaHHE,
3aK/ieMBaHNue KOHBEPTOB, B3BEIIMBAHUE, MaPKUPOBKA, COCTABICHHE
OTIMICH PaCCBUIKH.
OtnpaBka TOKyYMEHTOB C MOMOIIBIO TenedoHa, (akca, 3JIeKTpOHHO T
no4Toi. TUMBI cUCTEM SJIEKTPOHHOU MOYTHI (TNI0OAaJbHEIE,
KOPIIOpPATUBHEIE).

2 Tema 2.2.1. IonsTust: «zeno», « GopMUPOBaHHUE JeD, «KHOMEHKIATypa Ae». v, T
Opranuzanus 3HaueHre HOMEHKIATY bl e i KIacCU(PUKAMKN JTOKYMEHTOB
ONEPATUBHOTO OpraHHU3alHy.

XpaHEHUs Bugpl HoMeHKatypsl e [lopsinok cocTtaBineHus, opopMICHuUS,
JIOKYMEHTOB. YTBEPKICHUSA U MPUMEHEHUS! KOHKPETHOW HOMEHKIATYPhI AeI

Homenxnatypa nen

OpraHM3alii ¥ HOMEHKIATYPHI Je]l CTPYKTYPHOTO MOJpa3IeicHusI
OpraHu3aluu.

OcHoBHbIe TpeOOBAHUS K OPTAHU3AIUH OTIEPATHBHOTO XPAHCHHUSL.
Mopstaox popMHUPOBAHUSI IET B [ENOMPOU3BOICTBE.
OTBETCTBEHHOCTh 33 COXPAHHOCTH JOKYMEHTOB. XpaHEHHUE
JOKyMEHTOB B DJISKTPOHHOU (popme.
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dopma

Ne HaumenoBanue
ConeprxaHue paszesna, TeMBI TEKyILIETO
pasnena paszena, TeMBI
KOHTPOJIS
1 2 3 4
4 Tema 2.2.2 IlonAte «3KcnepTU3a LEHHOCTU JOKYMEHTOBY. IIpuHIunel u v, T
Oxkcneptusa KpPUTEpUH ONPEICICHUS HAyUYHOU, HCTOPUUYECKOMN U MPAKTUIECKOIL
LEHHOCTH LEHHOCTH JAOKyMeHTOB. CpOKHU XpaHEHHs JOKyMEHTOB. Ilepeunu
JIOKyMEHTOB. JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUs, UX BUIBI, Ha3HAUCHUE,
INonroToBka nex k CXEeMBI TIOCTPOCHUSI.
apXUBHOMY OTamsl ¥ NOPSIOK IPOBEACHHS SKCHEPTHU3bl IIEHHOCTH JOKYMEHTOB B
XpaHEHUIO JIeNOTIPOM3BOACTBE opraHu3anuu. [lopsanok yHUYTOKEHHS
JOKyMEHTOB B 0()OpMJIEHUS pe3ybTaTOB dKCepTU3bl. TpeboBaHus
K O()OPMIICHHIO aKTa O BBIACICHUH K YHHUYTOKECHHUIO JIOKYMEHTOB, HE
MOUIeXkKALUX XPAHEHUIO.
CucteMa 3KCHEPTHBIX OPTaHOB. DKCIEPTHbIE KOMUCCHU
OpraHM3aluy, UX (pYHKINH, IpaBa, OpraHU3alus PaboThI.
Ilepedyenp MeponpHUATUI MO NOATOTOBKE J€ K Iepeiaue B apXuB.
TpeboBanus kK 0pOPMIICHUIO e TTIOCTOSTHHOTO, BpEMEHHOTO CPOKOB
XpaHEHHs ¥ 110 JUYHOMY cocTaBy. [IpaBuna odopmienus. [Ipasuna
COCTABJICHUS CIATOYHOI OIIMCH JeN M MOPSIOK ITepeiadn B apXuB
opraHu3anuy. Buipl apxuBOB: BEJOMCTBEHHBIE, 0ObEIMHEHHbIC
BEZIOMCTBCHHBIC, OO BEIMHEHHBIC MEKBEIOMCTBCHHBIC 110 INTHOMY
COCTaBY, TOCYyIapCTBEHHBIE apXiBbl. CpPOKU XpaHEHHS JOKYMEHTOB B
BEJIOMCTBCHHBIX apxuBax. [loHATHS: «apXUBHBII bonm,
«JIOKyMEHTAJIHBIA (DOHD),«TOCYyAapCTBEHHBIN apXUBHBIN (GOH.
2 Tema 2.3.1 O6pameHns rpakaaH ¥ UX Pa3HOBHIAHOCTH - MIPEIUIOKEHU, T,P, ¥V
Opranu3anus 3asBJICHHS, JKANOO0BI, X0JaTaiicTBa, KOJUICKTHBHBIC OOpaIleHHS.
paboTel ¢ IpaBo rpaxxaan Ha oOpamienus. [loBeJOMCTBEHHOCTD 1€ U
oOpaleHusIM U aapecaTsl oOpaniennii rpakaad. O0sS3aHHOCTH OpTraHU3aIUi 1O UX
TpaKIaH PacCMOTPEHHUIO U IPUHATUIO perieHuil. HopmaTuBHO -MeTo 4y ecKkue

JOKYMEHTHI, perIaMeHTHPYIOIHe JOKyMEHTA[HOHHOE o0ecneueHue
paboTsl ¢ 0OpameHUAMHU TPaXK/aH.

Hentpam3anys 1 co3JaHue CIELUAIU3UPOBAHHBIX M10Jpa3eieHuil
o paboTe ¢ 0OpaneHUIMU Ipax/JaH. YCTHbIC U MHCHMEHHBIE
obpamenna. OcoOEHHOCTH TEXHONIOTHH PabOTHI ¢ OOpalCHUAMU
rpaxiaH. O0A3aHHOCTH JOJDKHOCTHBIX JIHI[ ITO PACCM OTPEHHUIO
obpamenuii. Cpoku HCIIONHEHHs OOpaleHUi U MOCIeICTBUS
MPUHATHS peleHuii o oOpaeHusam rpaxaad. OTBETCTBEHHOCTh 3a
HapylLIeHHe 3aKOHOJATeNIbcTBa 00 0OpaleHUsAX TPaXJaH.

18




dopma

Ne HaumenoBanue
ConepkxaHue paszeina, TeMBbI TEKYLLETO
paszena paszena, TeMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.3.2 Bup!l TpuoB orpaHHYeHHS JOCTYTA K JOKyMEHTaM. KP, P, ¥V
Opranuzanus HopmaTtuBHBIE aKThI, perympyomue paboTy ¢ JOKyMeHTaMH,
paboTsl ¢ COJIEPKalIMMU CBEJECHUS, COCTABILIOIUE TOCY JAPCTBECHHYIO TaiiHy.
JOKyMEHTaMH, Iopsmox oTHeceHHss HHGOPMALUH K CBEACHUSAM 0CO00M BaXXHOCTH,
UM EIOMHMH Ipuc COBEPILEHHO CEKPETHBIM, CEKPETHBIM .
OTPaHUYCHUS HopmaTuBHBIE aKTsl, peryIupyomue paboTy ¢ JOKyMeHTaMU,
JOCTyNa K HUM COJIep KAIUMHU CBEJEHHs, COCTABIIONINE KOMMEPUECKyo TalHy.

Ilopsaok oTHECEHUs cBelEHUI K KOMMeEPYECKO! TaliHe.
Meponpusartus, o6ecrieunBaloye 3alUTy KOMMepUyecKoi TaiiHbI.
Oco0OeHHOCTH y4eTa, pErUCTPALUH, UCIIOIB30BaHIS, 0(QOPMIICHUS,
pa3MHOKeHUs, nepetauu, GopMHUPOBaHU B Jiefla, IEpeauu B apXuB
W yHuuToX)KeHUs. [lopsaok cHaThs rpudoB «kKoMMepUecKas
TallHa», KKOH(UACHINATBHOY .

HopmaTuBHBIE aKThl, peryMpyomue padoTy ¢ JOKyMEHTAMH,
CoJIep KaIMMH CITyKeOHY 0 HH()OPMAIHIO OTPAHUICHHOT O
pacnpocTpaHenus (uMmeromue rpud «Jlns ciyxeOHOro
OJIb30BaHU» ). [IopsIOK OTHECEHUs CBEICHUH K CITy)KeOHOU
HHGOPMAaNUT OTPAHUICHHOTO PACIpOCTpaHeHUs. MeponpusTus,
obecrieunBaroNye 3anmTy JOKyMeHTOB ¢ rpudom «1CID».
Oco0OeHHOCTH yUeTa, pEerUCTPaIliH, UCTIOIB30BaHuUs, 00 pMIICHUS,
pa3MHOXeHH, QOPMUPOBAHUA B JIeNa, Nepejadil B apXHB I
yHI4YTOXeHHA. [IpoBepka Haym4aus fokyMeHToB ¢ Tpudom «ICID».
Hopsmox castus rpuda. [oapaspenenus, opraHusyoomme paboTy ¢
JOKYMEHTAMH, COJIP KAIIMMH TpH( OrpaHIUICHHS TOCTyIa K HAM,
ux (yHKINH, IpaBa, TOJDKHOCTHOH COCTaB.

Ipumeuanue: T — TectupoBanne, P — Hanmcanue pedepara, Y — yctasiid onpoc, KP — koHTposbHAS paboTa |

2.4.2 3aHsiTHSA CEeMHHAPCKOI0 TUIA

- He TIPEeyCMOTPEHBI

2.4.3 TlpakTHYecKHe 3aHATHUS

2.YaudumupoBasHsle (OPMBI JOKYMEHTOB: ITOHSITHE, BB,
HOPAJOK BEICHHS
3.3amaum ynpapieHHs W BUIBI TOKYMEHTOB

YHuUIMPOBaHHAS CHCTEMa OPTaHU3aIMOHHO -
pacnopsymtenbHON nokyMenTtanuu (YCOPIT). ®opmyisip--
o6Opazer; OP/]. PekBH3HUTHI U OaHKH

Bomnpocsr:

1.@opmysip — o6paszer; OPJ]

2.TloHsiTie ¥ BUIBI OJAHKOB JOKYMEHTA.

®opma
HanmenoBanue
Ne HanMmeHoBaHue mpakTH4ecKux padboT TEKyILETo
paszena, TeMbI
KOHTPOJIS
1 2 3 4
1. |Pazpmea 1. JIOKyMeHTBI ¥ JOKYMEHTUPOBaHNE
JloKymMeHTH pOB aHUE Bompocsr:
Tema 1.1. 1.IMommdpyHKINOHATPHOCT JOKYMEHTA
JloxyMeHTanu 0 HHOe 2.Cnoco0bI JOKYMEHTHPOBaHUS
obecrnieyeHne YNpaBJIeHUS: 3.Bmusuue HTII Ha MOKyMEHTHpOBaHHE
TIOHSITHE, COJdCpIKAHHE W YHuUKaMs U CTaHAAPTH3AIMS JOKYMCHTOB.
JTanbl pa3sBUTHUSA. YHUQUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIIUN
Bomnpocsr:
1.[lefictByomme yHUPUIMPOBAHHBIE CUCTEMBI
JIOKyMEHTAL[UU IIP, JIP, ¥V
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3CocraBneHne o0Omiero OJaHKa OpTaHW3ALNH C YTIIOBEIM 1
HPOJIOJIBHBIM BapHAHTAMH PACIIOJIOKEHUS PEKBU3UTOB

4 CoctaBneHue 0naHKa CIy»KeOHOTO MUChMa OPTaHU3AIUH C
YIJIOBBIM M IPOJIOJIEHBIMU BapUAHTAMH PACIIOJIOKECHUS
PEKBU3UTOB

Pazpen 1.
JloKymMeHTH pOB aHUE
Tema 1.2.
Odopmirenne OPJL

[IpaBuma ogopMIeHUsI OCHOBHBIX BUIOB OPTaHU3AI[HOHHO -
pacIOpSAUTENbHBIX JOKYMEHTOB.

Bompocsr:

1.Opranu3anuoHHBIE JOKYMEHTHI OPTaHU3AINH, aHAJIH3
CTPYKTYPBI UX TEKCTA, NPABHILHOCTH O(OpPMIICHHS
MOJIOKEHUH, YCTABOB, JODKHOCTHBIX HMHCTPYKLUMH

2. OdopmieHne npuKasa o0 OCHOBHOM ASSITEILHOCTH
3.0opmiieHne npuKaza MO JMYHOMY COCTaBY, IITATHOTO
pacnucanus, rpaduKa OTITyCKOB, JITYHBIX KapTOUeK,
KOMaHIMPOBOYHBIX yJIOCTOBEPEHHH, CIy>)KEOHOTO 3aJaHus
Il HANpaBJICHUS B KOMaHAMPOBKY, OTYETA O €€ BHIIOJIHEHHU
4.0dopmieHne 3asiBICHUS, CIPABKH, IPOTOKOIA
50¢opmaeHue ciayKeOHbIX THCEM

IIpaBuna oopMIIeHHS 1 BBIIAYHN KON IOKYMEHTOB
Bomnpocsr:

1.TpeGoBaHus K pa3nMuHBIM BUIAM KONHH JOKyMEHTOB,
BBIJIABAEMBIX B OpraHHU3aIHsAX

2.0dopmMIteHre TOTHOI KONMUH 0(QHIHAIBHOTO JOKYMEHTA,
BBIIHCKH M3 O UIHAILHOTO JIOKYMEHTA, KOTIHH-OTITY CKA.

Py, T

Paznea 2.

Opranmzanusi paGoTbl €
10KyMeHTaM U

Tema 2.1.
JlokymeHnToodopoT

Ciyx0a TOKyMEHTAIMOHHOTO O0eCIedeHHs YIIpaBIeHUS
Bomnpocsr:

1.0cHOBHBIE 33129, (QYHKIINH, THIIOBEIE CTPYKTYPHI CITyKOBI
J0Y

2. IIpuHIMITEI OpTaHU3AINH JOKyMEHTO000poTa
3.HopMmaTuBHBIE NOKYMEHTHI, PErTaMEHTHPYOLIHIE
OPTaHMU3AIHIO JOKYMEHTO000pOTa

Opranuzanus npueMa, pacCMOTPEHUS, PETUCTPALIUU U
UCIIOJIHEHUS JOKYMEHTOB

Bonpocsr:

1.TloHATHE perucTpanuy JOKyMEHTOB U €€ (hOpPMEI
2.Bxomsimuii  JOKyMeHT (03HAaKOMJIEHUE C TeKCTOM,
IPOCTABICHHUE PE30JIONNH, BXOJAIIETO PErUCTPAllMOHHOTO
MHJIEKCA, 3aMI0JIHEHHE PETHCTPAMOHHON (hOpPMBI)

3. .PaboTa MCHOJHUTENS C JOKYMEHTAMH

HNudopmannonno-cnpaBoyHas pabota. Kontposns
WCHOJHEHUsI JOKyMeHTOB. OpraHn3allMOHHAas OTIPaBKa
UCXOIINX JOKYMEHTOB

Bompocsr:

1.JOY u uHpOpMAIMOHHO-CIIPABOYHAI CITy>K0a: 3aJauH,

(G yHKIMH, OpTaHU3aLUsL

2. TexHonorus BeJEHUSI KOHTPOJSI IOKYMEHTOB.

3AHanu3 COCTOSIHUS KOHTPOJISI JOKYMEHTOB B OpraHU3alul

Paznen 2.

Opranmsanust padoTsl C
TOKyMeHTaM 1

Tema 2.2.

XpaHeHHe JOKYMEHTOB

OpraHuzanusi ONepaTUBHOIO XpaHEHHs JIOKYMEHTOB.
Howmenknatypa nen

Bompocsr:

1.3HaueHUe HOMEHKIATYPHI JIe) IS KIacCUPUKAIU IS
OpraHu3aluu

2. O3HaKOMJIEHHE C TUIIOBBIMHM M NIPUMEPHBIMHU
HOMEHKJIATy paMH JeJT

3®opmupoBaHue fejla B COOTBETCTBHH C KOHKPETHOM
HOMEHKJIATYypOH JieJ

Ip,y, T

OKcnepTH3a HEHHOCTH NOKyMeHToB. IloaroToBka nen k
apXMBHOMY XPaHEHUIO

Bomnpocsr:

1.IIpyHUMIBEL ¥ KPUTEPUU OLPEACIICHHS LIEHHOCTU
JIOKyMEHTOB

2. Ilopsinox DpOBEJCHUs] SKCIIEPTU3bl IEHHOCTH JOKYMEHTOB
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B OpTaHU3aINH
3.CocTaBieHHE aKTa O BBIJCJICHUU K YHUUTOXKEHHIO
JOKYMEHTOB, HE MMOJIEKAINX XPaHEHHIO.

4. [loaroToBka Nena K mepenade B apXuB OpTaHU3AINH,
COCTABJICHUE CIATOYHOM OIMCH

Paznen 2.

Opranm3anusi pagoTbl ¢
TOKyMEHTaM U

Tema 2.3.

OcobGennocTu padoThl €
o0palieHUsIMM TPAXKAAH U
KOH( W eHIINA b HBIM 1
TOKyMeHTaM U

Opraums3anust paboTsl ¢ 00paIeHUAMH TpakKaaH

Bompocsr:

1.O6pamenus TpakaaH: pa3HOBUAHOCTH U UX OCOOCHHOCTH
2.0co0eHHOCTH TEXHOJIOTHH PabOThI C 0OpaIeHHIMH
rpaxkJaH

3.Cpoxu UCHOJHEHUs] 0OpalieHui U TOCIEeCTBHIS MPUHATUSL
peleHni Mo oOpalieHusIM rpaxJaH

Opranuzanust paboThl ¢ JOKYMEHTAMU, HMCIOLIAMHU rpud
OTPaHUYCHUS JOCTyIa K HUM

Bomnpocsr:

1.Bumpr rpuoB orpaHHYeHHs JOCTYIa K TOKyMEHTaM,
HOPSAOK CHATUS Tpuda

2. OcoGeHHOCTH C JOKYMEHTaMH, COCTABILIIOIUMH
rOCyIapCTBEHHYIO TalHY

3 OcoOeHHOCTH pabOoThI C JOKYMEHTAMH, COCTABISTFOIIUM H
KOMMEPYCCKYI0 TaiiHy

4 OcobeHHocTr paboThl ¢ JokyMeHTamu ¢ Tpudom «JICIT»

21




2.4.4 Conep:xxkanue camocTosiTe/IbHOM padoTel ([IpuMepHas TemaTnka
pedeparoB)

Bnusnue Haykyd M TEXHMKHM Ha pa3BUTHE JTOKYMEHTOOOOPOTa B OpraHM3alliu
CoBpemeHHbIE CTIOCOOBI TOKYMEHTUPOBAHHUS

3HaueHre YHUPUKALUK U CTaHAAPTH3AINU JTOKYMEHTOB

[Tonsitre yHudummpoBaHHbIX (HOPM TOKYMEHTOB

CoBpemeHnHble TpeOOBaHHs K 0(OPMIICHUIO JTOKYMEHTOB

PexBm3uthl 1 61aHKM

®opmymsip — obpazer; OP /1.

XapakTepucTHKa ¥ COCTaB PACTOPSIUTEIbHBIX JOKYMEHTOB, BXOJSIINX B
YCOP/

9. T'ocynapctBenHas cuctema J[OY

10. Ocob6eHHOCTH 3aBepeHHs] KOIM HOTapHajlbHbBIMU KOHTOpaMH

11. Monpaznenenus ciyxos1 JOY 1 ux B3anmMojencTBHE

12. Opranmzamuonnasie  popmer JJOY

13. OcoOEHHOCTH OTIPaBKUA JTOKYMEHTOB C MOMOIIBIO TEXHUUYECKHX CPEJICTB.
14. Opranmzaiusi paboThl ¢ UCXOSIIMMU JTOKYMEHTaMU

15. OcobenHocTH pabOTHI C BXOAAIIMMHU JOKyMEHTaAMH

16. Opranmzaiusi pabOThI ¢ BHyTPEHHE W TOKYMEHTAIlMe OpraHm3aliiu

XN R W=

2.4.5 IlepevyeHb y4eOHO-METOAUIECKOTO 00ecedeHUs IS CAMOCTOSATEJILHOM
PabdoTHI 00YYAIOIMXCH MO TUCIUNJINHE

CamocTosiTennbHass pa0oTa CTYIEHTOB SBISIETCS BakHeumed Qopmoit ydeOHO-
MO3HABATEJILHOTO Tpolecca.
OcHOBHasl 1IeJIb CaMOCTOSITEJILHOW pabOThl CTyACHTA TPU WM3YYCHHH UCIIMIUTHHBI
— 3aKpeNUTh TEOPETUUECKUE 3HaHMS, IMOJIYYEHHbIE B XOJ| JICKIMOHHBIX 3aHITHH, a TaKke
copMHpoBaTh MPAKTUUECKHE HABBIKM MOJATOTOBKU B 00iactu J[OVY.
CamocTosiTennpHass paboTa CTyJe€HTa B TMpPOIECCE OCBOCHHS  JIUCIMILIUHBI
BKJIFOYAET:
-M3YYCHHE OCHOBHOM W JIOTIOJIHUTEIIbHOM JIMTEPATYPHI IO KYpCY;
-CaMOCTOATEJILHOE M3YUYE€HHUE HEKOTOPBIX BOIMPOCOB (KOHCIIEKTUPOBAHUE);
-paboTy C ANEKTPOHHBIMH YYEOHBIMU pPECypCaMu;
-M3y4YE€HUE MATEPUATIOB MEPUOIMYECKOMN IMeYaTH, UHTEPHET PECYPCOB;
-TIOJATOTOBKY K TECTUPOBAHUIO;
-TIOJITOTOBKY K MPaKTUYECKUM 3aHITHSM,
-CaMOCTOATENILHOE BBITIOJHEHUE JOMAITHUX 3a/IaHHH,
-TIOATOTOBKY pedepara (mokiama, 3cce) 1Mo oJHON M3 TpobIeM Kypca.
Ha camocTrosiTeJibHYI0 PadoTy CTYyIeHTOB OTBOAUTCH 48 yac. yueOGHOro BpeMeHH (B
1.4. KoHcyabTanmuu — 8 yacos).

No HaumenoBanue IepedeHb yueOHO-METOMYESCKOTO 00eCedeHIsI AUCITUIIAHEI 110
- paszena, temsl, Buga CPC BBITIOJITHEHUIO CAMOCTOSITEILHOW pabOoThI
1 2 3
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Od¢opmiienne OPJ]

Paznea 1. OcBoeHue po ¢ ecCHOHAIBHBIX KOMITETCHIINH B chepe
JIoKyMeHTH OB aHue NOKYMEHTAIIMOHHOTO OOECIeUCHHs  YIPaBICHHS y4eOHOEe TocoOune
Tema 1.1. [Dnextponnsii pecypc] / JI. P. ®uonosa. — Ilensza: IleHseHckuii
AoKyMeHTAUNOHHOE TrOCyJapCTBeHHBIH  yHuBepcurer, 2016. — 200 c. URLURL:
obecneueHue . . .
VIpABJICHHSI: MOHATHE, http://elibrary.ru/item.asp?id=26492419
COle[rKaHue M ITAMbI
pazBUTHS
Paznea 1. I'mamnii, E. B. JloxymeHTanmoHHoe oOecreyeHue ympasjieHus : yueOHoe
IlOKyMleleTHPOBaﬂﬂe nocobue / I'mamuit E. B. - M. : U1 PUOP, HULl UHDPA-M, 2016. - 249
Tema 1.2.

c. - (TIpod. o6pazosanue). - ISBN 978-5-369-01042-6; bacakos, ®uoHOBa,
JI. P. chepe
JTOKYMEHTALIMOHHOTO 00CCIICYCHUS  YIIPaBICHUS y4eOHOEe mocoOue
[Onextponnsiit pecypc] / JI. P. ®uonoma. — Ilenza:

rocyJapcTBeHHbIl  yHuBepcurer, 2016, — 200 c.
http://elibrary.ru/item.asp?id=26492419

OcBoeHne TPO(ECCUOHANBHBIX  KOMIIETCHIMA B

Ilen3enckuit

URL:URL:

Paznen 2. I'mamuit, E. B. JlokyMeHTaIl[MOHHOE OOecleYeHne yNpaBieHUs @ yducOHOe
Opranmauusi paGorsr ¢ noco6ue / Tmamuit E. B. - M. : VI PUOP, HUL| UH®PA-M, 2016. - 249
AOKyMEHTaMH c. - (Tlpod. ob6pasosanue). - ISBN 978-5-369-01042-6; buu, Jyrumii, E. B.
Tema 2.1. O HEKOTOPBIX MpobJieMax B AEATEILHOCTH CIIYKOBI JOKYMEHTAIIMOHHOTO
JlokymMeHT0000pOT
obOecrieyeHUs] yOpapieHHUs JelaMd MUHHCTEpCTBA HHOCTPAHHBIX JIeI
[Onextponnsbiit pecypc] / E. B. Hdymmii // Marepuansl MBaHOBCKUX
greanid. - 2016, - Ne2(6). - C. 34-39. URL: URL:
http://elibrary.ru/item.asp?id=26323527
I'mammit, E. B. JlokyMmeHTanmoHHOE OOecrieyeHne yrmpaBieHUs : ydaecOHoe
mocobue / I'mamuit E. B. - M. : U1l PUOP, HUL UHDPA-M, 2016. - 249
c. - (Tlpod. oGpasosanue). - ISBN 978-5-369-01042-6; ["'opoO1I0Ba, JI.
I1., Ipirankos, Y. C. JJokyMeHTHpOBaHHE YIPABIEHY €CKOH JeSATENLHOCTH
Pasnen 2. OPeMIPUATANH  NPOMBIIUICHHOCTH: y4deOHOoe mocobue [DIeKTpOHHBIH
Oprammamisi paoTsl ¢ pecypc] / JI. IL. TopobuoBa, W. C. IprankoB. — CII6.: CaHkT-
JOKYMEHTaMH [eTepOyprckuit roCcyaapCTBEHHBIH JKOHOMHWYECKHH yHuBepcuret, 2016.
Tema 2.2. URL: URL: http://elibrary.ru/item.asp?id=26669652; ®uonosa, JI. P.
XpaHeHHe 10KYMEeHTOB OcBoenue npodeccunoHalIbHbBIX KOMIIETCHIINHA B chepe

JOKYMEHTAllUOHHOTO OO0EeCHeUYeHHs YIpaBICHHs y4yeOHOe mocobue
Ilensza: Ilen3eHckuii
rocyJapCTBeHHBIH  yHmBepcureT, 2016, — 200 c¢. URLURL:

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

[Onextponnsrii pecypc] / JI. P. ®uonoma. —

Paszmea 2.

Opranmanus padoTsl ¢
TOKYyMeHTAMH

Tema 2.3.

OcobOennocTu padoThl €
oOpalIeHUSIMHM TPAKAAH U
KOH( W eHINA b HBIM 1
TOKyMEeHTAMU

I'mamnii, E. B. JoxymeHTanmonHoe oOecreyeHue ymnpasjieHUs : yueOHoe
nocobue / I'mammit E. B. - M. : HI] PUOP, HUL] UHDPA-M, 2016. - 249
c. - (lIpod. obpazosanue). - ISBN 978-5-369-01042-6;

Kpome

MCPCUHNCIICHHBIX

HCTOYHHKOB CTYACHT MOXET BOCIIOJIb30BaTbCAa

MOMCKOBBIMH CHUCTEMaMH ceTH VIHTEpHET Mo TeMe CaMOCTOSITEIbHOU pabOTBhI.
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Jns ocBOGHMA MAHHOW JUCIMIUIMHBI U BBIIOJHEHUA MPEYCMOTPEHHBIX y4ueOHOMU
nporpaMMOi Kypca 3aJjaHuil M0 CaMOCTOATEJbHOM paboTe CTYyJEHT MOXKET HCIOJIb30BaTh
cleayromee y4eOHO-METOIMIeCKOe 00ecTieYeHNE:

-METOJJUYECKHE PEKOMEHIALMM TPENOIaBaress K JIEKIMOHHOMY MaTepuaiy;

Hauanom oprammammm mo0OolW  caMOCTOSITeNbHOW pabOThl  JTOJDKHO — OBITh
NPUBUTHE HAaBBIKOB M YMEHUM IpaMOTHOM pa0OThl ¢ y4eOHOW M HAy4YHOM JMTEpaTypoOu.
OTOT Tmpolecc, B TMEPBYI0 OuYEpe/lb, CBSI3aH C HAXOXKACHHEM HEOOXOJAMMOM s
YCTEUTHOTO OBJaJIeHs y4eOHbIM MarepuarioM mureparypoil. CTyneHT AODKEH yMeTb
TN0JIb30BaThCsl (POHTAMH OMOIMOTEK U CTIPABOYHO-OHMOJMOTpad MIECKUMH H3IaHHSIM 1.

CtyaeHTsl Ui TIOJIHOLIEHHOTO OCBOCHHS YYEOHOTO Kypca JOJDKHBI COCTaBIISITh
KOHCIEKThl Kak NpHU NPOCIYUIMBAHWM €r0 TEOPeTUYECKON (JEKUMOHHOM) YacTH, Tak W
Opy TOATOTOBKE K TMPAaKTHYECKUM 3aHATHAM. JKenareapbHO, YTOOBI KOHCTIEKTHI JICKIUN
3aIUCHIBAINCH B JIOTMYECKOM MOCEN0BAaTeIbHOCTH HM3Y4€HUs Kypca U COJIEpXKAIUCh B
OJTHOM TeTpaju.

Jns ocBOEHMs MAHHOW JUCIMIUIMHBI U BBITIOJHEHUS TMPETYCMOTPEHHBIX y4ueOHOMU
MpoTpaMMOi Kypca 3aJaHuid TI0 CaMOCTOSATENILHON padoTe CTYIEHT MOXKET WCTIOJh30BaTh
cieayoniee yueOHo-MeToAmIeckoe o0ecTeueHue:

-METOJIUYECKHE PEKOMEHIAIMK TIPETo1aBaTesisl K JIEKIMOHHOMY MaTepuaiy;

-METOJJMYECKIE PEKOMEHIAlMK TpeTioJiaBaTesisi K NPaKTUIeCKM (J1abOpaTOpPHBIM)
3aHATHAM;

-METOJJMYECKHE PEKOMEHAAIMUA TPEIoJIaBaTessi K BBINOJIHEHUIO CAMOCTOSITEIbHbBIX
JOMAIITHUX 3aJaHHil.

Hawanom opranmaimm mo00i caMOCTOSITEIbHON pabOThl JOJDKHO OBITH TPHBUTHE
HaBbIKOB M YMEHHMI TpaMOTHOM paboThl C Yy4eOHOW W HaydyHOM JmTepaTypoi. ITOT
npolecc, B TEPBYIO OYepellb, CBsI3aH C HAXOXKACHUEM HEOOXOIMMOW Ui YCHELIHOTO
OBJaZieHUs] y4eOHbIM MaTepuanioM Jjureparypoid. CTyAeHT AOJDKEH YMETh MOJIb30BaThCA
dboHTamMu OMOIMOTEK U CMPABOYHO-OMOIHOTPad MIECKUMHU  M3JIaHUS ML

CtyneHTbl [J1s1 TIOJIHOLIEHHOTO OCBOCHHS YYEOHOTO Kypca JOJDKHBI COCTaBIISITh
KOHCTICKTBI KaK TMpH MPOCIYIIMBAHMM €T0 TEOPEeTUUECKOW (JISKIMOHHOW) 4YacTH, TaKk W
Opy TOJATOTOBKE K MPAaKTHIECKUMM 3aHATHsAM. JKenaTelbHO, YTOOBI KOHCHIEKTHI JICKIUH
3alUCHIBATICH B JIOTUYECKOM TMOCJEI0BaTeIbHOCTH M3YYEHUS Kypca M COJEp)KaIuCh B
OJTHOW TETpaau.

3. OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

Jnst peanm3amm KOMIIETEHTHOCTHOTO MoIX0/1a npeTyCMaTpUBAETCS
UCTIOJIb30BaHUE B y4E€OHOM TPOIECCE AKTHBHBIX W HMHTEPAKTUBHBIX (OpPM TMPOBEICHUS
aAyUTOPHBIX W BHEAYJWTOPHBIX 3aHATHA C [EeJbI0  (GOPMHUPOBAHUS U Pa3BUTHUS
npoeCCHOHATL HBIX HABBIKOB OOYYarOIINXCS.

B mpomecce mpemnogaBaHuWsi —NPUMEHAIOTCS  00pa3oBaTeNIbHBIE  TEXHOJIOTHU
Pa3BUTHSL KPUTHYECKOTO MBIIUICHHUS.

B  yueGHOM mporecce Hapsay € TPaAUIMOHHBIMH  00pa30BaTeIbHBIMU
TEXHOJIOTUSIMU UCTIOJIE3YIOTCS KOMITbIOTEPHOE TECTUPOBAHKE, TEMaTHYECKHE
NPE3EHTAllNN, WHTEPAKTUBHBIE TEXHOJIOTHH.

3.1 O6pa3oBaTe ibHbIe TEXHOJIOTHH NPH NMPOBEIeHUHU JI€ KU
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Buzmb! npuMensieMbIX 00pa3oBaTeIbHBIX
Ne Tema . Ko
TEXHOJIOTHI
qac
1 2 3 4
1 [[omstHe IOKYMEHTAIMOHHOTO 0OECIICUCHHS YIPABICHHS | Ay mioBu3yabHAS TEXHOJOTHS, 4
npo6eMHOE U3N0KEHUE
JIOKyMEHTHI 1 IOKyMEHTHPOBAHHUE
2 AyImoBH3yallbHAS TEXHOJIOTHS, 4
aKTHBHOE 00yueHue
YHn¢ukanusa u cTaHmapTa3anys TOKyMEHTOB. -
3 TexHonorus pasBUTUS KPUTUUECKOTO 4
YHHGUIPOBaHHBIE CHCTEMBI JOKYM SHTAIIH
MBIIUICHAS Yepe3 YTCHHE U MICBMO
YHnunupoBanHas cucTeMa OpTraHH3aIlMOHHO - N
4 pacriopsmTenbHoit nokyMentauu (YCOP). TexHosoruss pa3BUTUS KPUTHUECKOTO 4
Dopmyap-o6pasen; OP/l. Pexsusutel u OiaHKH MBIIICHHIS 1EPE3 UTCHAE U MTUCHMO
5 [[IpaBuna oopMICHHS OCHOBHBIX BHIOB 4
0praHN3aIMOHHO -PaCHOPAAUTEIBHEIX JOKYMEHTOB. [Ipo6nemHoe U3nO)KEHUE
papuna 0hoDMIICHHS M BEUIAYH KONHH TOKVMEHTOB
5 Cry>x06a JOKyMEHTALMOHHOTO 00ecreueHus ynpaBieHus a*
Jlexuusi-gucKy ccus
OpraHu3anus npueMa, pacCMOTPEHHS, PETHCTPAIN 1
7 |lucrionHeHHs JOKYMEHTOB TexHonmorus pas3BUTUS KPUTUUYECKOTO 4*
MBIIUICHAS Yepe3 YTCHUEe U MUCHMO
5 1HpopManroHHO-cipaBo4Has padoTa. KoHTpous 4
ncronHeHHs JOKyMeHTOB. OpraHn3alMoHHas OTHpaBKa JINYHOCTHO-AESITEILHOCTHOE 00ydEHHE
MCXOLIITUX JTOKYMEHTOB
OpraHusanus OnepaTUBHOTO XpPaHEHHs JOKYMEHTOB.
9 |Homen 4*
OMCHKIIATypa Je] Jlexuus - muckyccus
(DxcrepTH3a HeHHOCTH HOKyMeHTOB. [loaroToBka nen k
10 japxuBHOM AHCHUIO 4*
P y® PasBuBatomee odyuenue
11 Opranuzanusi paboThl ¢ 00paIIEHUsIMHU TPaXKIaH Ay IHOBH3YyaJbHAS TEXHOJOTHS, m
npoOJaeMHOE U3TI0KEHHE C
HpUBJICUCHUEM CIIeIHaIiucTa™
OpraHu3anus padoTsI ¢ JOKyMEHTaMH, UM EIOIIMH TP
12 OTpaHUYEeHUsS JOCTYIIa K HUM AyuoBusyanbHas TeXHOJIOTHS, 4
npoOJaeMHOE U3I0KEHNE
HWroro no kypcy| 48
B TOM YHCJIC HHTCpAKTUBHOE oOyueHue*|  28*
3.2 O0pa3oBaTeJ/ibHbIe TEXHOJIOTHH NPH NMPOBeIeHUU MPAKTHYECKHUX 3aHATHI
Ne [Tema 3anarus Busl mpuMeHseMbIX 00pa30BaTeIbHBIX Ko
TEXHOJIOTUH 4ac
1 | JoKyMeHTHI U IOKyMEHTHPOBaHHUE JenoBas urpa, pa30op KOHKPETHBIX CHTYAIHH, 4
TPYTNIOBBIE JUCKYCCUH.
2 | YHuduxanus u CTaHAAPTU3ALUS JOKyMEHTOB. HenoBas urpa, pa3dop KOHKPETHBIX CHTYaIHiH, 4
yHI/I(bI/II_H/IpOBaHHbIe CHUCTEMBI JOKYMCHTAalluN IPYNIOBBIE TUCKYCCUU.
3 | YaudunupoBaHHas cucTeMa OpraHH3alMOHHO- | JleroBas urpa, pa3dop KOHKPETHBIX CUTYaIlHi, 6*

pacnopsautensHoil nokyMenTanuu (YCOPL). IPYNIOBBIE AUCKYCCHH.
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®opmynsap-oopaszen OP/l. PexBusutsl u O6aHKH

4 [TIpaBuna o¢opMICHUS OCHOBHBIX BHJIOB JlenoBast urpa, pa3doop KOHKPETHBIX CHTYaIUH, 6*
OPraHM3aIMOHHO -PaCHIOPSANTCIBHBIX IPYIITIOBBIE JUCKYCCHH.
JIOKYMCHTOB.
5 |IlpaBmna o¢opMIICHHS M BBIJAYH KOIIHH JenoBas urpa, pa3dop KOHKPETHBIX CHTY I, 4
AOKyMCHTOB TPYNIOBBIE JUCKY CCHH.
6 |Ciyx0a JOKyMEHTALIMOHHOIO OOecredeHus JenoBast urpa, pa3dop KOHKPETHBIX CHTYallUH, 4
yIpaBICHHA IPYIIOBBIE JUCKYCCUU.
7 |OpraHm3amus mpueMa, pacCMOTPEHNS, JenoBas urpa, pa3dop KOHKPETHBIX CHTYaIlHi, 6
PETUCTPANNH ¥ UCIIOJIHEHHS IOKyMEHTOB IPYIIOBbIE AUCKYCCHH.
8 |HudpopmanuoHHO-cripaBOYHas padoTa. JenoBast urpa, pa3dop KOHKPETHBIX CHTyaluH, 4*
KoHTpoJb MCHOJHEHHS JOKYMEHTOB. IPYIIIOBbIE UCKYCCHIL.
OpraHu3aluOHHAsT OTIIPABKa MCXOIAIINX
JOKYMCHTOB
9 |OpraHu3anus ONepaTHBHOTO XPaHCHHS JenoBas urpa, pa3d00op KOHKPETHBIX CHTYallHid, 4
JOKyMeHTOB. HoMeHKIaTypa nen IPYIIIOBBIE UCKYCCHIL.
10 [OxcmepTi3a EHHOCTH JOKYMEHTOB. HenoBas urpa, pa3dop KOHKPETHEIX CHTyallHi, 4
IoaroToBKa 1€l K apXMBHOMY XpaHEHUIO IPYIIIOBbIE UCKYCCHIL.
11 |Opranu3anus paboTsl ¢ oOpalieHusIMu rpaxkian | Jlenosast urpa, pa3doop KOHKPETHBIX CHTYaIlUH, 2
IPYIIOBBIC JUCKYCCHH.
12 |Oprammsamnus paboThI ¢ TOKyMEHTaMH, M 4
HUMEIOIMMHU rpU OrpaHUYEHUsI JOCTyTa K HAM
Hroro mmo Kypcy 52
B TOM YHCJIe HHTCPAaKTHBHOE 00y4yeHme™ 16*

4. YCJIOBUS PEAJIM3AIIMUA I1POI'PAMMBI JUCIHUITIJIMHBI

4.1 MarepuajJbHO-TeXHHUYECKasi 0a3a, HeoOXoauMasi sl OCYIIECTBJIEHUSI
00pa3zoBaTeJIbHOTO MPoOLECcCa MO JUCHHUILIHHE

Peammsarms yueOHOMI

000pYyTIOBaHHOM KaOHWHETE.

O6opynoBanue y4eOHOTO KaOHHETa:
KOMIIBIOTED;

WHurepakTUBHBIN JKpaH;

Marcpualibl, BBIXOJ B UHTCPHCT.

JIUCIMIUINHEI

OCYHICCTBILCTCA B

MYJIbTUME TUAIPO EKTOP;

4.2 TlepevyeHb HE0OXO0IMMOT0 IPOTPAMMHOT0 00ecriedeHus

1.7-zip;
2. Adobe Acrobat Reade; (imnem3ust

(mmensus Ha adri. http://www.7-zip.org/license.txt)

https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player; (mmemsust -

https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

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

CIELMAIILHO

CTOJ
KOMIBIOTEPHBIN; ydeOHas MeOellb; HarsiIHble MocoOus; y4eOHO-METOaUYECKUe
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5. FreeCommander; (numeH3us -
https://freecommander.com/ru/%d0%bb%d0%hb8%d1%86%d0%hb5% d0%bd%d0%b7%d
0%b8%d1%8f/)

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

7. LibreOffice (B cBo601HOM J0CTYTIC);

8. MozillaFirefox.(munen3us - https://www.mozilla.org/en-US/MPL/2.0/)
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5. MEPEYEHb OCHOBHOW M JONOJHHUTEJIBHOM YUEBHOM
JUTEPATYPbI, HEOBXOAUMOM AJIs1 OCBOEHUS JUCIUILIAHBI

5.1 OcHoBHas JuTeparypa

1. Kopuees, U. K. JlokymeHraimonHoe o6ecnedyenue ynpasienus + tectsl B ObBC
: yaeOonuk u npaktukym st CITO / U. K. Koprees, A. B. [Tmenko, B. A. MamryprieB. —
2-¢ mwa., nep. u gorn. — M. : UsmarensctBo FOpaiir, 2018. — 384 ¢. — (Cepus :
[IpodeccuonamsHoe oOpazoBanme). — ISBN 978-5-534-05022-6. — Pexxum moctyma :
www. biblio-online.ru/book/5E6B838B-E208-4360-84ED-33406B23FDD9

5.2 lonoJiHMTe/JIbHAS JIUTEPATypa

1. Jloponuna, JI. A. JlokyMeHTalMOHHOE OOECTIeUYE€HHE YTpaBJICHUA : y4eOHUK |
npaktukym g CIIO / JI. A. Jloponuna, B. C. UpurukoBa. — M. : UznarenbcTBO
FOpaiit, 2018. — 233 c¢. — (IIpodeccuonanproe oOpazosanme). — ISBN 978-5-534-
05783-6. — Pexum poctynma : www.biblio-online.ru/book/D9DA38D8-226D-4EC9-
876C-F47D53A990C9

2. Abymanze, 1. I'. JlokyMeHTaIMOHHOE OOECICUYCHHUE YIPABJICHUSI TIEPCOHAIIOM :
yaeOnuk u npaktukym s CITIO / 1. I'. Abynanze, 1. b. Bempskkuna, B. M. Macioga.
— M. : UznarensctBo [Opaiir, 2018. — 299 c¢. — (Ilpodeccuonansroe 06pazoBaHue).
— ISBN 978-5-534-01543-0. — Pexum JOCTyTa : www.biblio-
online.ru/book/FOB93350-F4ABA-44E3-9EE7-D8EFF609E7D3

3. lllyBanosa, H. H. JloxymeHTaimoHHOE oOOecrieueHue YNpaBieHMsl : Y4eOHUK U
npaktukyM i CIIO / H. H. Ulysanosa. — M. : UznarensctBo FOpaiir, 2018. — 221 c.
— (ITpodeccronansHoe oOpazoBanme). — ISBN 978-5-534-00088-7. — Pexxum nocrtyma
: www. biblio-online.ru/book/012C672A-DD8 A-4082-B4E7-380217EE5CO7

4. KyzwemoB, W. H.  JlokymeHtaimoHHoe  oOecrmieuyeHHe  YIpaBJICHUS.
JlokyMeHTOO00pOT M AEJONpPOM3BOACTBO : yueOnuk u mpaktukym s CIIO / WM. H.
Ky3nenoB. — 3-e mw3a., mep. u non. — M. : MU3narensctBo FOpaiir, 2018. — 462 ¢. —
(ITpoeccronanproe ob6pazosanme). — ISBN 978-5-534-04604-5. — Pexxum nmoctyma :
www.biblio-online.ru/book/ A7E915F2-DB9B-406C-9ABB-2405EC3 AD7E1

5.3. [lepuoauveckue U31aHUS

1. ApxuB HOMepoB kypHama «JlemompomsBoacteo». URL:  http://www.top-
personal.ru/officeworks.html

2. ApxvB HOMEpoB KypHama «Ympaenenwe mnepconamom».URL: http://wwww.top-
personal.ru/magazines. html

3. Cekperapckoe aeno. URL: http://www.sekretarskoe-delo.ru/

4. I'paxxnanuH u npaBo.URL:
http://biblioclub.ru/index.php?page=journal_red&jid=221879.
5. CoOpanme 3aKOHOJATEJIFCTBA Poccuiickoii ®deneparmmn URL:

http://mwww.szrf.ru/

6. Poccmiickass razera. Odwmmmansroe w3nanne [IpaBurensctBa P®. URL:
WMAW.Fg.ru

7. INapnamenrckas raszeta. URL: http://wmw.pnp.ru/
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5.4. [Ilepeuenb pecypcoB HH(GOPMALNMOHHO-KOMMYHUKAUMOHHON CeTH
«/HTepHET?», HEOOXOAMMBIX J1JIS OCBOCHUSA AUCIUIIIHHBI

1. OBbC «YnuBepcuretckas Oubmoreka ONLINE» [yueOHble, Hay4HbIe
3/1aHusd, TEPBOMCTOYHMKH, XyIOXXECTBEHHbIE NPOM3BEICHMS Ppa3IMUHbIX H3aTeIbCTB;
KypHAJIbI, MYJIbTUMEIUMHAS  KOJUICKIMA:  ayJUMOKHWTH, ayauo(aiibl, BUIEOKYPCHI,
MHTEPaKTUBHBIE KypChl, JKCIPECC-NOATOTOBKAa K SK3aMEHaM, Npe3eHTallH, TeCThl,
KapThl, OHJIalH- YHIMKJIOTIE TUH, CJIOBapH] : CaWT. — URL:
http://biblioclub.ru/index.php?page=main_ub_red.

2. OBC w3parenbctBa «Jlanp» [yueOHble, Hay4yHbIE W3JAHUS, TEPBOUCTOYHUKH,
XY/IOKECTBEHHbIE TPOM3BEJCHUS PA3JIMYHbIX M3JaTeNIbCTB; KypHausl] : caifr. — URL:
http://e.lanbook.com.

3. DBC «Opaitry [pazmen «BAIIA TIOAIMMCKA: dwman Kyol'Y (r.
CnaBsinck-Ha-KyOann): yueOHMKHM M yueOHble mocoOus m3aarenscTBa «FOpailt»] : caifr.
- URL: https://www.biblio-online.ru/catalog/E121B99F-E5ED-430E-A737-
37D3A9E6DBFB.

4. DOBC «Znanium.com» [yueOHbIC, HAay4YHbIE, HAYYHO-TIOMYyJSIPHBIE MAaTEpHAIIBI
Pa3IMYHBIX M31aTeJbCTB, KypHaubl] : cair. — URL: http://znanium.com/.

5. OBC «BOOK.ru» [yueOnbie m3nanus — xosviekims st CIIO] : caiit. — URL:
https://www.book.ru/cat/576.

6. Hayunas snextponHas OuOmmoTexka. MoHoTpaduy, W3JaHHBIE B HM3/1aTEIIbCTBE
Poccuiickoii  Akamemun EcTecTBO3HaHWS  [MOJIHOTEKCTOBBIM pecypc  CBOOOIHOTO
noctyma] : cair. — URL: https://www.monographies.ru/.

7. HayuHnas onexTponHas OuOnvoreka crtareid W myOnukammii  «eLibrary.ru»
[poccuiicknii MHDOPMAIMOHHO -aHATMTHIECKA TOpTal B OOJACTH HAYKH, TEXHOJIOTHH,
MeJULMHBI, 00pa3oBaHusi; OOJbIIAs YacTh M3/aHMA — CBOOOJHOIO JOCTYyMa] : Cair. —
URL.: http://elibrary.ru.

8. ba3pr mannpix kommanmu «Mct Bero» [pazgen: Ilepuonnueckuwe u3nanus (Ha
PYCCKOM s3bIKE) BKJIIOYAeT KoJUleKimu: M3naHus mo OoOIIECTBEHHBIM W I'yMaHUTapHBIM
Haykam; W3nmanms mo memaroruke u oOpasoBanmio; M3mammsi mo wH(GOpPMAIMOHHBIM
texHostorusiM; Craructmdeckue mnanuss Poccum um ctpan CHIT] : caitr. — URL:
http://dlib.eastview.com.

9. KubGepJlennnka : Hay4Has SJIEKTpPOHHas OHWOJIMOTEKAa [HAYYHBIE KYpHAJIbI B
HOJTHOTEKCTOBOM (popmare cBoOoiHOTO aocTyma] : cair. — URL: http://cyberleninka.ru.

10. Equroe oxHO gmocTyma K oOpa3oBarelbHBIM pecypcam . (enepambHas
uHpOpMaIMOHHAasT  cHUcTeMa CBOOOJHOTO  JOCTya K  HMHTETpaJbHOMY  KaTajlory
00pa3oBaTeIbHBIX ~ MHTEPHET-PECYPCOB W K  JJIEKTPOHHOW OuWOIMoTEeKe  y4eOHO-
METOJIMYECKUX MaTepualioB [JI1 BCEX YpOBHEW 00pa3oBaHus: JOUIKOJILHOE, obIiee,
cpenqHee  mpodecCHOHAILHOE,  BBICIIEE,  JomojHWMTeNsHOe : caWr. —  URL:
http://window.edu.ru.

11. ®enepanbHplii  HEHTP HMHPOPMAIMOHHO-O00Pa30BATEBLHBIX  PECYPCOB  [IIst
obero, CpeIHEeTO 1poheCCUOHATLHOTO, JIOTIOJTHUTEJILHOTO 00pazoBaHus;
TIOJTHOTEKCTOBBI pecypc cBoOoaHOTO fnoctyma] : caitr. — URL: http://fcior.edu.ru.

12. O¢vimaneHplii MHTEpPHET-TIOPTAT MpaBoBoM uHpopmarmu. [ocygapcTBeHHas
cucTeMa NpaBOBOI MHPOpMAIMK [MIOJTHOTEKCTOBBIA pecypc CBOOOJHOTO AOCTYIA] : CaiT.
— URL: http://publication.pravo.gov.ru.
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13. DHipknoneauym [DHIMKITO TIE TUH. CnoBapm. CnpaBoYHHKH
HOJIHOTEKCTOBBIN pecypc cBobogHoro npoctynal // ObC «YnuBepcureTckas OHOIMOTEKA
ONLINE» : caiir. — URL: http://enc.biblioclub.ru/.
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6. METOAUMYECKHUE YKA3AHUMSA IS OBYYAIO U XCA
ITO OCBOEHUIO JUCHHUIIVINHbI

JuctmiHa — «JloKkyMeHTaiMoHHOE  OO€CTieueHHe  YMpaBliCHWs»  HalleJieHa Ha
dbopmupoBanue Mpo(eCCUOHATBHBIX ~ KOMIICTCHIW, TAKUX  KaK  OCYIIECTBIICHHES
npoeCCHOHATLHOTO TOJKOBAaHMS HOPMATHBHBIX TPABOBBIX aKTOB JJISI pealn3aliy TMpaB
rpaxaaH B c(epe MEeHCHOHHOTrO oOecneueHus W COLMAIbHOM 3allIMThI, O CYIIECTBICHHE
npreMa TPaKAaH 10 BOMPOCaM TEHCMOHHOTO OOECTeueHUss W COIMATIHHOUW  3alllWThI,
pacCMOTpEeHHE TIaKeTa JOKYMEHTOB ISl Ha3HAUCHWS TICHCHH, TOCOOWH, KOMIICHCAIHH,
JIPYTUX BBHIUIAT, a TaKke Mep COIMAILHOW TOIJICPKKA OTICJIHHBIM KaTerOpUsSIM
TpaXAaH, HYXKIAOIMKUMCS B COIMAILHOW 3alllUTe; OCYIIECTBJICHHE YCTAHOBICHUS
(Ha3HaueHus, TIepepacueTa, IEepeBOJa), MHIAEKCAlMd U  KOPPEKTUPOBKU  IIEHCUH,
HA3HAYCHUS TIOCOOWI, KOMIICHCAIM W JPYrHMX COLMATIBHBIX BBIUIAT, HCTIONb3YS
MH(POPMaIMOHHO-KOMITbIOTE PHBIE TEXHOJIOT UM, KOHCYJIbTUPOBaHHE TpaxaaH U
npeJCTaBUTENICH IOPUAMYECKUMX JIMI[ 1O BOMPOCaM TIGHCHOHHOTO oOOecredyeHus u
COLIMAJIHOW 3alllUTEL

OOydeHre CTYJAEHTOB OCYIIECTBIISICTCS TIO TPAAMIMOHHON TEXHOJOTHH (JICKIWH,
NPAKTUKHK) C BKIIOYEHHEM WHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKM 3peHHs HCTIOJBb3YeMBIX METOJOB JICKIMH TOAPA3ACISIOTCS CJIETYIOIIIM
o6pazoM: MHDOPMAIMOHHO-OOBSCHUTEIbHAS ~ JIEKIMS, [OBECTBOBATENIbHASA,  JICKIMA-
Oecena, mpoOieMHast JISKIUSA | T. .

YcTtHOE M3JI0KECHUE yueOHOTO Matepuaia Ha R (01517 JTOJKHO
KOHcTeKTupoBarbesi. Cllylmiarte JIEKIMIO Hy>KHO YMEThb — IOJJIepKUBaTh CBOE BHUMAHME,
MOHSATh W 3allOMHUTh YCJBIIIAHHOE, VYJIOBUTh Tay3bl. B mpoliecce  U3JI0KEeHUS
nperiofaBarejeM JIeKIMU CTYAEHT JOJDKEH BBUICHUTb BCE HEINOHSTHBIE BOTPOCHI.
3amichiBaTh  COJACP)KaHME JICKIMM HYXHO  0053aTebHO —  3alliCH  TMOMOTAloT
NOJJICP)KMBAaTh BHUMAHKME, CTIOCOOCTBYIOT TNOHMMAHMIO U 3allOMHUHAHMUIO YCJIBIIIAHHOTO,
NPUBOJUT 3HAHWE B CHUCTEMY, CIyXaT OTOPOW i mepexona K Oosiee riyOoOKoMy
CaMOCTOSITEJIbHOMY HM3Y4€HHUIO TpeaMeTa.

MeToamdeckre peKOMEHIAIMU 0 KOHCTICKTHPOBAHUIO JICKIIUIA:

— 3aICh JIOJDKHA OBITh CUCTEMHOM, MPEJCTaBISATh COOON COKpAII€HHbIM BapuaHT
JeKimM  mpenojgaBaressi.  HeoOxoammo — ciymark, 0OAyMBIBaTh U 3alMCHIBAThH
OJTHOBPEMEHHO;

— 3amich BEAETCA OYEHb OBICTPO, YETKO, IO BO3MOMXHOCTH KOPOTKHUMH
BBIPOKCHUSIM 1

— HEe TMpeKkpamias CciyliaTh MperojiaBaTelisi, HyXHO 3aluchiBaTb TO, YTO
HEOOXOIMMO  yCBOWTh. Henb3st 3amichiBaTh Ccpa3y k€  BBICKA3aHHYIO  MBICIIb
npeniofaBaressi, ciaeayeT e€ MOHATh M MOCJe 3TOT0 KpaTKO 3amMcarb CBOMMHU CIIOBAaMU
WIM CJIOBaMU TperiojiaBatelisi. BakHo, 4TOOBI B HE¥l HE OBLI MOTEPSH OCHOBHOM CMBICI
CKa3aHHOTO;

—HMMEHa, JIaThl, HA3BaHWS, BBIBOJIBI, OTIPEJICJICHHS 3alMCHIBAIOTCS TOYHO,

—clenyeT oOpaTuTh BHUMaHME Ha OQOPMIICHHE 3amucu JeKIud. J{msd Kakmgoro
npeaMmeTa 3aBoaurcs oOmas TeTpaab. OTIMYHBIM OT OCTAIbHOTO LBETa CJEAYET
BBIICISITh  OT/ACJbHBIE MBICIM M 3arojiOBKHM, COKpamiarb OTHAEJbHBIE CJOBa U
NPEIJIOKEHHS, WCTOJIb30BaTh YCIIOBHBIE 3HAKW, OYKBBI JIATMHCKOTO U TI'PEYECKOTO
anaBUTOB, a TAK)KE€ HEKOTOPbIE NMPUEMBI CTEHOTPAPUUIECKOTO COKPAIICHUS CJIOB.

[IpakTiueckue 3aHATHA 1O JUCIMIUIMHE «J{OKyMeHTalMoHHOE oOecredeHue
YTIPaBJICHUS» TPOBOJATCS B OCHOBHOM TIO CXEME:
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-YCTHBII ONpOC 1O TeOpuH B Hayane 3aHATusi (0OCYXKIEHHE TEOPEeTUIECKUX
NpoOJIEMHBIX BOIPOCOB TI0 TEME);

-paboTa B rpymmax Mo pa3pellieHHI0 Pa3IMYHbIX CHUTyalud IO TeMe 3aHATHS;

-peleHre MPaKTHMEeCKUX 3a/1a4 WHAMBUIY aJlb HO;

-TIOJIBEICHIE WTOTOB 3aHATHSA (WM peduiercus);

-VHIVBUAYaIbHbIE 3aJaHusl Ui TMOJATOTOBKM K CICAYIOIUM TPAKTHIECKUM
3aHATHSIM.

[leap TPaKTUIECKOTO 3aHATHS - HAYYWUTh CTYJCHTOB TPHMEHITh TEOPETUUECKHUE
3HAHWS TIPU PEIICHWM MPAaKTHYECKUX 3a/1a4 HA OCHOBE PEaNIbHBIX JAHHBIX.

Ha mpakTrdeckux 3aHATHAX NPeoOIagaroT CJCAYIONHEe METOMIBL:

-BepOabHBIE (TPEOOIaaI0MKUM METOIOM JIOJDKHO OBITh 00BSICHEHHE);

-TpakTHieckue (MMMChbMEHHBIC 3/1aHKs, TPYIINOBBIC 3aaHusl U T. IL.).

BaxHbM 11 CTyAeHTa SIBISIETCS YMEHHE PalMOHAIBLHO MOAOHpaTh HEOOXOIUMYIO
yueOHyto yureparypy. OCHOBHBIMU JIMTEPATYPHBIMH HMCTOUYHHKAMH SIBJISFOTCS:

— oubmoreunpie GoHabl puwmana Kyol'Y;

— DJIGKTpOHHasi OWONMOTEeYHass cucTeMa «YHHMBEpCUTETCKas OHOJMOTEKa OH-
JIann»;

— JJIEKTpOHHass OmoOymoTeuHas cucteMa M3narenbcTBa «JIaHby.

[Touck kuur B OMOIMOTEKE HEOOXOAMMO HAYMHATH C W3YYEHHS TPEIMETHOTO
KaTajora W CO3JIaHMs CIMCKa KHWT, MOCOOMH, METOJMYECKHX MarepHaioB IO TeMme
V3YYEHUS.

[IpocMOTp KHWUTM HAYMHAECTCS C TUTYJIBHOTO JIMCTA, CICAYIOIIETO MOCie OOJIOKKH.
Ha HEM 0O0BMHO mMOMEMIAIOTCS BCE OCHOBHBIE JaHHbIC, XAPAKTEPU3YIOUIME KHUTY:
Ha3BaHWE, aBTOP, BBIXOJHBIC [aHHBIC, JaHHbIE O mepem3fanmd U T.J. Ha oGopoTte
TUTYJIbHOTO JIMCTAa JA€TCsl AaHHOTAIWs, B KOTOPOW YKa3bIBaeTCsl TEMaTuKa BOIPOCOB,
OCBCIIEHHBIX B KHUIE, OMpEENseTCs Kpyr 4YuTareliel, Ha KOTOpbI OHAa pacCUWTaHa.
bonpioe 3HaueHMe WMEET TMPEJUCIOBUE KHMTH, KOTOpPOE€ 3HAKOMUT YMTaTeNs C
JMIHOCTBIO aBTOpa, WCTOPUEH CO3/IaHWsI KHWTH, PACKPBIBACT COJICpKaHHUe.

[IpoyuraB mnpeauciIoBHE M TOIy4YHMB OOIee MpPEJCTaBICHHE O KHHUI€, CIEIYET
oOpaturbesi K oriaBieHur0. OTrjaBiieHHE KHUTM 3HAKOMHT 00y4aeMOTO C COJEPKaHWEM U
JIOTUYECKON CTPYKTYpOW KHHI'M, TO3BOJIIET BbIOpATh HY)KHbIM Martepuan il W3y4YeHHS.
['on w3naHusi KHATH TIO3BOJIICT CYAWTh O HOBM3HE MaTepuaia. B KHATE MOTYT OBITh
npyUMEeYaHus, KOTOpble COJEpXkaT pa3jiduHble JIONOJHUTEIbHbIE cBeaeHusi. OnHu
[IEYaTal0TCsl BHE OCHOBHOTO TEKCTa M Pa3bsICHAIOT OTAENbHbIE Bompochl. [IpenmeTHsie u
andaBUTHBIC yKa3aTelM 3HAYUTEIHHO OOJIETYAIOT TMOBTOPEHHE W3JIOKECHHOTO B KHUTE
Marepuaia. B KOHIE KHMUI'M MOJKET pacroJiararbCs BCIOMOTraTesbHbI mMarepuan. K Hemy
OOBIYHO OTHOCSTCS HMHCTPYKIMH, TPWIOXKEHHS, CXEMBbI, CHUTYyallIOHHBIC 3a7aud, BOTPOCHI
JUISL CAMOKOHTPOJISL U T.J.

Jlns Jrydimiero TMpejCcTaBliCHWS W 3allOMUHAHMS Marepuaia IeJecooOpa3HO BeCTd
3alMCU ¥ KOHCTIEKTHI PA3NIMYHOTO COJACP)KaHMs, a MMEHHO:

— TIOMETKH, 3aMeuaHus, BbIJICJICHUE TJIABHOTO;

— IUTaH, TE3WCHI, BBIMCKU, LMTATHI;

— KOHCIIEKT, paboyas 3anuch, pedepar, AOKIa, JCKIMI | T..I.

Yurath y4eOHMK HEOOXOJMMO BIYMYHMBO, BHHMATelIbHO, HE TPOIyCKas TEKCTa,
CTapasich TOHATh KaXIylo (pazy, OJHOBPEMEHHO pa3z0upasi MPUMEPHI, CXEMbI, TaOJIHIIbI,
PHUCYHKH, TIPUBEIEHHBIC B yueOHHKE.

OmganM W3 B@OKHEHMIIUX CPEJICTB, CIOCOOCTBYIONIMX 3aKPEIUICHHIO 3HAHW,
SABIISIETCS KpaTKas 3aliCh MPOYUTAHHOTO MaTepualia — COCTaBJICHHE KOHCIIEKTA.
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KoHcnekT — 3T0 KpaTKoe CBSI3HOE M3JIOKEHHE COJEpPXKaHWsl TeMbl, y4eOHMKAa WIM €ro
yacTH, 0Oe3 TOoApoOHOCTE u BTOpOCTEeTeHHbIX paetaneil. [lo cBoed cTpykType U
NOCJIeJOBATEIbHOCTH KOHCIEKT JOJDKEH COOTBETCTBOBATh IUIaHy yueOnuka. [lostomy
Ba)XHO CHAayala COCTABHUTH IUIaH, a MOTOM IHMCaThb KOHCTIEKT B BUJE OTBETAa HAa BOTPOCHI
wiaHa. Ecim ydyeOHuK pasnenéH Ha HeOOJbIIME O3arjiaBlICHHbIE YacTH, TO 3aroJIOBKU
MOYHO pacCMaTpuBaTh KaK IMyHKTHI IUIaHA, a M3 TEKCTa KAKIOW YacTH CJIEyeT 3alucarb
T€ MBICJIH, KOTOPBIE PACKPHIBAIOT CMBICI 3ar0JIOBKA.

TpeGoBaHus K KOHCIIEKTY:

— KPaTKOCTh, CXKaTOCTh, LIEIECOO0PA3HOCTh KAKIOTO 3alChIBAEMOTO CJIOBA;

— COJIepKaTelIbHOCTh 3allCH- 3alMChIBACMbIC MBICIH CJIEyeT (OPMYIUPOBATH
Kpatko, HO ©0e3 ymepba s cwmbicia. OO0BEM KOHCHEKTa, KaK TMPAaBWIO, MEHBIIE
M3y4aeMoro Texcta B 7-15 pasz;

—KOHCTIEKT MOET OBITh KaK MPOCTHIM, TaK W CJOXKHBIM MO CTPYKType — 9TO
3aBHCUT OT COJICPXKaHUsI KHUTH U 1eJH €€ M3ydeHus.

MeToamieckre peKOMEHIAIMK TI0 KOHCTICKTUPOBAHUIO:

— MpeXne YeM HauaThb COCTaBJIATh KOHCIEKT, HYXHO O3HAKOMUTHCS C KHHIOW,
npouuTaTh €€ CHavajia JO0 KOHIA, MOHATh MPOYUTAHHOEC;

— Ha OOJIOXKKE TETpaau 3aliChIBAIOTCS Ha3BaHME KOHCTIEKTUPYEMOW KHUTHU M UMS
aBTOpa, COCTABISIETCS IUIAH KOHCTIEKTUPYEMOTO TECTa;

— 3amicy Jydlle JejiaTh NpH NPOYTEHHH HE OJHOTO-ABYX al3aleB, a IeJioTo
naparpada WM TJaBbI,

— KOHCIIEKTHPOBAHUE BENETCSA HE C LEJNbI0 MMETh ONPEACIIEHHBIA 3allMCH, a I
0oJiee TOJHOTO OBJIAJICHUS COJEpPKAaHUEM W3Yy4aeMOIro TEKCTa, IO3TOMY B 3amucsX
OTMEYaeTCs] M BBIIEIACTCS BCE TO HOBOE, HMHTEPECHOE M HYXHOE, YTO OCOOCHHO
NPUBJICKJIO BHUMAaHUE;

— TOCJe TOro, Kak CJejaHa 3allich CoJepkaHus mnaparpada, IiaBbl, CcIeayeT
nepeyurath €€, 3aTeM CHOBa 00pamiatbCs K TEKCTY M NPOBEPUTH CeOsl, MPaBWIbHO JIU
MBJIOKEHO COJIeprKaHue.

TexHMKa KOHCHEKTUPOBAHMA:

— KOHCIIEKTHPYSl KHUTY OOJNbIIOTo 00bEMa, 3amich CJeyeT BECTH B OOIIeH
TETpaaL;

— HA KaXIOW CTpaHULIC CJIEBa OCTAaBJSIOT MMOJIA MIMpUHOW 25-30 MM 1js 3amvcu
KOPOTKHX TOJ3ar0JIOBKOB, KPaTKUX 3aMEyaHuii, BOMPOCOB;

— KaXJasi CTaHWlla TEeTpaau HyMepyeTcs;

— 7Sl TIOBBIICHUS] YUTAEMOCTH 3alMCH OCTABISIIOT WHTEPBAIBI MEXKIY CTPOKAMHU,
a03aramMy, HOBYIO MBICIIb HAYMHAIOT C «KPACHOID» CTPOKY;

— TpU KOHCTCKTHPOBAaHMM IIHPOKO WCIOJB3YIOT pa3jiMuHble COKpAIlleHHsS U
YCIIOBHBIE 3HAaK{d, HO He B yHIep0 CMBICIy 3alucaHHOro.PekoMeHayeTcs NpUMEeHSTh
o0mIeynoTpeOUTeIbHBIC  COKpAIlleHUs, Hampumep: M.0. — MoXkeT ObITh; TOC. —
rOCYJIapCTBEHHBIN; 1.0. — TOJDKHO OBITH U T.J.

— He CIeAyeT COKpamarbh UWMEHa U Ha3BaHWi, KpOME OYeHb 4acTo
MOBTOPSAIOIINXCS,

— B KOHCIIEKTE HE JOJDKHO OBIThb MEXaHMYECKOro MeperuChIBaHUs TeKcTa 0e3
NPOJIYMBIBAHUSL €0 COJIEPKaHUS U CMBICIOBOTO aHAJIM3A.

Hdns  nHarmcanmsa pedepata HEOOXOAMMO BBIOpaTh TEMY, COIVIacCOBaTh €€ C
nperofaBarejeM, MoJ00paTh HECKOJIbKO HWCTOYHHKOB IO TEME, BBHINOJHUATH AaHAIN3
UCTOYHUKOB 0 pEUICHUIO MpoOJieMbl, 00OCHOBAaTh CBOIO TOYKY 3pEHUS] Ha pEILCHHE
NPOOJIEMBI.
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7. OUEHOYHBIE CPEJICTBA IJIs1 KOHTPOJISA YCIIEBAEMOCTH

7.1 MacnopT ¢oHIa OIEHOYHBIX CPEACTB

Koxa xonTpommpyemoit
KoHTpomipyeMble TeMbl JUCTIATUIMHEL KOMIIETCHIIUH
(nm _ee gacTn)

Ne
/1t

HanmeHoBaHKe OLIEHOYHOTO
cpelncTsa

JlokyMeHTalMOHHOe ofecledeHue YNpaBJIeHHUs: OK 1, OK 2, OK 3,

MOHATHE, CONCPKAHUE M ITANBI Pa3BUTHUS OK 4; OK 5; OK 8&;

1. OK 9; IIK 1.1: TIK 1.2; Pegepar, Tect

TIK 1.3; TIK 1.4; TIK
16

Odopmienne OP/] OK 1, OK 2, OK 3,

OK 4; OK 5; OK 8,

2. OK 9; TIK 1.1: TIK 1.2;

TIK 1.3; TIK 1.4; IIK
1.6

Pedepart, npakTiaeckas
paboTa, TecT

JoxkymeHnToodopoT OK 1, OK 2, OK 3,

OK 4; OK 5; OK 8;

3. OK 9; TIK 1.1: TIK 1.2;

TIK 1.3; TIK 1.4; IIK
16

Pedepart, npakTiaeckas
paborTa, TecT

OK I, OK 2, OK 3,

OK 4; OK 5; OK 8;

4. XpaHeHue [10KyMEHTOB OK 9; TIK 1.1: TIK 1.2;

IK 1.3; IIK 1.4; TIK
1.6

Pedepar, npaktuaeckas
paboTa, TecT

OK 1, OK 2, OK 3,
OcoGeHHocTH PadOTHI € 0OpAILIEH UAM U OK 4; OK 5; OK 8§;
5. rpask/iaH U KOH(QUIEHIH ATIb HBIM U OK 9; TIK 1.1: TIK 1.2; | IIpaktnueckas paboTa, TeCT
JOKyMEHTaMH IIK 1.3; TIK 1.4; TIK
1.6

7.2 Kputepuu OleHKHU 3HAHMI

KoHTponeb W oOLEHKAa pe3ylnbTaTOB OCBOCHHS JUCLMIUIMHBI  OCYIIECTBISACTCS
nperiofiaBareyieM B MPOLECCE TPOBEACHUS MPAaKTHUECKHUX 3aHATHH, Ja0OpaTOpHBIX padoT,
TECTUPOBAHMS, a TaKKe BBITOJTHCHUS 00yJaroMucs WHIMBUTYaJIbHBIX
CaMOCTOSITEILHBIX 3aJIaHUN.

Pedepar. Ilponykr camocTosATenbHOM pabOThl CTyAEHTa, MPEeICTaBIIAIOIIMIA
coboll KpaTKoe M3JIOKEHME B IIMCHbMEHHOM BHUIE TOJYYECHHBIX pe3yJbTaToOB
TEOPETHIECKOTO AaHAIM3a OTPEJCIICHHON HaydHOUW (y4eOHO-UCCIIeI0BaTeIbCKON) TEMBI,
[JIe aBTOP pacKphIBaeT CyTh HCCIEAYyeMOUW MpoOJIeMbl, MPUBOIUT Pa3IMYHbIE TOYKH
3peHusi, a TaKkke COOCTBEHHbIe B3TJsIAbI Ha Hee.Pedepar oneHuBaeTcss MO KOJIMUECTBY
00paboOTaHHBIX HWCTOYHUKOB, TJIyOWHEe aHaum3a MpoOJeMbl, KauyecTBE OO0OCHOBaHUS
ABTOPCKOM MO3MIMH, TIyOMHE PACKPHITHS TEMBI.

TecT. Cuctema CTaHIAPTU3UPOBAHHBIX 3a/1aHuI, TI03BOJISFOIIIAs
AaBTOMATIBUPOBATh MPOLEAYPY H3MEpPEHHs] YPOBHS 3HAHMH W yMEHWH OOydarolierocs.
TecT oleHMBAETCS MO KOJMYECTBY MPAaBWIbHBIX OTBETOB (He MeHee 50%).

Kputepun oneHKH 3HAHUH CTYACHTOB B L€JIOM 110 JHUCHHMIIMHE |
«OTJHYHO» -  BBICTABIIETCA  CTYACHTY, IIOKa3aBIIEMy  BCECTOPOHHHE,
CUCTEMaTHU3UPOBaHHbIEC, TIIyOOKHE 3HaHHMS y4eOHOM MNpOoTpaMMBbl AMCIMIUIMHBI M yYMEHHE
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YBEPEHHO NPUMEHATh MX HA MPAaKTHKE IPU PEIEHHMM KOHKPETHBIX 3ajad, CBOOOJHOE U
NpaBWILHOE OOOCHOBAHME TMPUHITHIX PEILICHUI;

«XOPOILIO0» - BBICTABIISIETCA CTYJAEHTY, €CJIM OH TBEPAO 3HAET MaTepuall, IPaMOTHO
U M0 CYIIECTBY M3JIaraeT €ro, yMEeT NPUMEHATh MOJyYECHHbIE 3HAHUS HA TPAKTHUKE, HO
JOTyCKaeT B OTBETE WIM B PEIICHUU 337a4 HEKOTOPblE HETOYHOCTH;

«yAOBJIETBOPUTEIbHOY - BBICTaBJIACTCS CTYJICHTY, MOKa3aBLIEMY
(dbparMeHTapHbpll,  pa3poO3HEHHBIA  XapakTep  3HaHWI, HEJOCTAaTOYHO  IPaBIIbHBIE
GbopMymMpoOBKH 0a30BBIX TOHATHN, HAPYIIEHUS JIOTHYECKOW TOCIIeI0BaTeIbHOCTH B
VB3JIOKEHUU TPOTPAaMMHOI0 MaTepHuaa, HO NPU 3TOM OH BJIaJ€eT OCHOBHBIMH pa3jeiiaMu
y4eOHOU MporpaMMbl, HEOOXOIUMBIMU NJISl NaJbHEUIIETr0 OOyUeHUsS U MOXKET TMPUMEHATH
MOJIy4€HHbIE 3HAHMS TO 00pa3ily B CTAHIAPTHOW CUTYallUu;

«HEYIOBJIEeTBOPUTEJbHO» - BBICTABISICTCS CTYACHTY, KOTOpPbIM HE 3HAeT
OOJbIIIEN YacTH OCHOBHOTO COJEpXaHWsI Y4eOHOW MpoTrpaMMbl AUCLMIUIMHBI, JOIMYCKaeT

rpyObie OMMOKH B (QOPMYJIHUPOBKAX OCHOBHBIX TOHSITHI
UCTIOJIb30BaTh TOJYYEHHbIE 3HAHUS NPU PEUICHHM TUIOBBIX MPAKTHYECKUX 3a/1ad.

AUCHAIUIMHBI W HE YMCCT

7.3 OueHo4HbIE CPeICTBA ISl IPOBeAeHUs TeKYIIeil aTTecTalnu

Texynmii KOHTPOJIb MOXKET MPOBOIUTECS B popme:
-(bpOHTANBHBIN OMPOC
-WHAUBUIyAJIbHBIN YCTHBIN OIPOC
-IIMCbMEHHBIN KOHTPOJIb
-TECTUPOBAHME 10 TEOPETUUECKOMY MaTepHay
-IIpaKkTHyecKas pabora
-3anmTa pedepara, 3cce
-3alTa BBIITOJIHEHHOTO 3a/1aHuUs,
-pazpaboTka mpoOiIeMbl Kypca (IOKIam).

dopma 3 Brnanenus JInunble kauecTBa Tpmmeper
ATTCCTALHH HaHUS YMmenus (HapbIH) cTyenTa OLIEHOYHBIX
CpeICcTB
YcTHbIR KonTpospe 3HaHmit Onenka ymenusi | OneHka HaBbikOB | OrneHka KoHnTponbHbie
(nMCBEMEHHBIN) | MO ONmpeneneHHbIM | pa3auyaTh paboTsl € CHOCOOHOCTH BOIIPOCHI 110
onpoc no | mpobiemam KOHKPETHBIE JUTEPATyPHBIMU | OIEPATUBHO U TEMaM
TeMaM MIOHATUS HUCTOYHUKAMU Ka4eCTBEHHO IIpuIararoTcs
oTBEYaTh Ha
TIOCTABJICHHEIC
BOIIPOCHI
Pedepate KonTposnp 3HaHmit Onenka ymenusi | OneHka HaBbikOB | OneHka Tembr
TI0 OTIPENICNICHHBIM | pa3nm4aTh paboTsl ¢ CHOCOOHOCTH K pedepatos
npobremMam KOHKpETHBIE JMTEPaTypPHBIMU | CaMOCTOSTETIbHOW | MpHiIaraiorcs
TTOHATAS HCTOYHUKAMH paboTe u aHAIN3Y
JMTEPaTypHBIX
HCTOYHHUKOB
IIpaxmnueckue | KonTpoisb 3HaHMA Ouenka ymenus | OueHka HaBelkOB | OneHka Tewmsl paboT
paboTsI TEOPETHIECKUX paboTath ¢ paboTel ¢ CrocoOHOCTH MIPUJIATAOTCS
OCHOB COBPEMEHHOU BBIYMCIMUTEIBHON | OIEPATUBHO U
MHGOPMATHKH U KOMIBIOTCPHOU TEXHUKOH, Ka4yeCTBEHHO
WHGOPMANMOHHBIX | TEXHHKOH, TIPUKIIa THBIM A pemartb
TEXHOJIOTHH, HCTIOJB30BAThH NPOTPAMMHBIMU | TIOCTaBIICHHBIE Ha
BO3MOXKHOCTEH 1 BO3MOYKHOCTH cpelacTBaMu MPaKTUIECKUX
MPUHLIUTOB BBIYHCIIUTENLHO I paboTax 3amauu u
WCTOJIb30BAHUS TeXHUKA U apTyMEeHTHPOBaTh
COBPEMEHHO MIPOTPaAaMMHOTO pe3ybTaThl
KOMIBIOTEPHOM obecneueHus
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TEXHUKH. IIpU peUICHUU

MIPAKTHIECKIX
3ajad.
Tectupopanue | Kontpous 3HaHmit Onenka ymenust | Omenxa HaBbIkOB | OmeHka Bomnpocsl
IO OTIPECNICHHBIM | pa3In4aTh JOTHYECKOTO CHOCOOHOCTH MPHUIATal0TCs
npobnemam KOHKpETHBIE aHamm3a u OTIEPaTUBHO U
MOHATUS CHHTe3a IPH Ka4eCTBEHHO
COTIOCTaBJICHUU OTBEUATh Ha
KOHKPETHBIX MOCTABJICHHbIE
TIOHATUI BOIIPOCHI

l'[pnMeprle TECTOBbIC 3aJaHUA IJIA TeKleIeﬁ aTreCcTallum.

1. HOMEHKJIaTypa H€J COCTABIACTCH B KOJTUHYECTBE ... IK3CMILJIIAPOB:

1) 2
2) 3

3) 4
4) 5

2. PaGoTHUKHU, OCYHIECTBJISIONINE TpeIBAPUTE/IbHOE PACCMOTPEeHHE TOKYMEHTOB,
NOJIY4aKT J0CTYI

1) xo Bcelt mHDOpMAIUY, TOCTYNAIOIIEH B OpPraHM3aIUio

2) UCKITIIOYUTEIBHO K KOHPUICHIMATbHONW HHPOpMAIMK, MOCTYMAIOIIEH B OpPraHM3aluio
3) K JoroBopam

4) TOJBKO K THMCbMaM O(HIMATHHOTO ¥ JMYHOTO XapakTepa, MOCTYMAIOIIUM B
OpraH13aIIo

3. B opraHu3anusix NpHeM H IMEPBOHAYAJIBHYI0 00pPaGOTKY MOCTYNAIIIMX JOKYMEHTOB
MOTYT OCYLI€eCTBJISATh:

1) oskcnenuws, WHCTIGKTOp MO TpHueMy ¢ OTIpaBKEe JOKYMEHTOB, CEKpeTaphb
PYKOBOIUTEJIS

2) 3aMeCTUTENb PYKOBOIUTEIIS

3) pyKOBOJUTENHN TIOpa3/ieJICHAN

4) UCKITIOYUTEIILHO CEKpeTaphb

4. leneHTpaJn30BaHHasi (popMa /1eJIONPOU3BOICTBA NMPHMEHSAETCH, KOIa

1) cTpyKTypHBIC TIOApa3/ACJICHUs] OPraHM3AIMH TEPPUTOPUATIBHO Pa30OIICHBI

2) Bce pabOThI C TOKYMEHTAMHU TPOBOJSATCSA B OJTHOM MECTE

3) pyKOBOIUTEh YacTO MMCHhbMEHHO OOpaIaeTcsi K CTPYKTYPHBIM TOApa3eICHUIM

4) noapazaeneHusi MoJy4aroT OOJBIIOE KOJMYECTBO JEJI0BOM KOPPECTIOHACHIIUN

5. /IBM:KeHHe JOKYMEHTOB B OPraHH3alMi ¢ MOMEHTA UX CO3/IaHUs HJIN MOJydeHUs
10 3aBeplIeHNs] UCTIOJTHEHHUS UM OTIPABJIEHUS HA3bIBAETCS

1) TOKyMeHTO000POTOM;

2) TPaHCTIOPTUPOBKO ¥ JTOKYMEHTOB;

3) peaymsanuei JOKyMEHTOB,;

4) TOKYMEHTOBpAIICHHUEM.

6. TearedpoHorpaMMy NMpPUMEHSIIOT:

1) 11 mepenaun CpoOUHBIX paCHOPSHKEH M, U3BEIICHUN, CBEICHHIA

2) /U1 iepeiadn TeJierpaMM;

3) MCKIIIOYUTENIBHO IS TIepelaud PACTIOPSIKCHUN PYKOBOTUTEIIA,

4) 1Mo YCMOTPEHHUIO CIY)KAIleTO KaHIICIISIPHH.

7. JIOKYMEHT, COCTaBJICHHbIIi TIpynmoil Jul (KoMHcCHeill) M MOATBePKIAILINMA
(akThl, COOBITUS, HA3BIBACTCS
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1) aktowm;

2) TpUKa3oMm;

3) pacriopspKkeHHEM;

4) 1OTOBOPOM.

8. TekeT cJIy:KeOHOT0 MUCHbMA, KAK MPABUJIO, COCTOUT H3:

1) nByX yacreii — BBOJHOW ¥ OCHOBHOM;

2) IBYX YacTei - TUIOTE3bl, AUCTIO3UIIUH;

3) MHOECTBa YacTeil, M0 YCMOTPEHHIO aBTOPA;

4) yeThIpeX YacTei — BBOJHOM, MOBECTBOBATEIILHOM, PE30IOTHBHOM, 3aKIIOUHTEIbHOM
9. CaoBecHo-uu(ppoBoii ciocod odopmiieHus aarsl (Hanpumep, 23 uonsa 2016 r.) B
OCHOBHOM IPUMEHSIOT B

1) nokyMeHTax, CoJepKalluX CBEACHHSI (PMHAHCOBOTO XapaKTepa;

2) Cay:KeOHBIX MHChMaX;

3) mprkazax;

4) pacTiopsKSHHUSIX .

10. Croa6uoBasi (popma 1e/10NPOM3BOACTBA OTMEHEHA |

1) ITetpowm I,

2) Anexcannpom |

3) Exarepunoii |l

4) Huxomaem |l

7.4 OueHo4YHbIe CPeACTB /sl IPOBeIeHUs] IPOMEKYTOYHOM aTTecTauuu
[IpomexyTouHast arrecTanus

® Jluunsie TIpumepst
opma 3HaHug YMenus Brnanenvie (HaBbIKM) | KauecTBa OILICHOYHBIX
aTTeCcTalluu
CTyJ€HTa CpEeACTB

Kontponbnas | Kontpois OueHka yMeHus OrneHKa HaBBIKOB OueHka Bonpocsr:
pabota 3HaHWUA 0a30BBIX | MOHMUMATh JIOTUYECKOTO CIIOCOOHOCTH MpUJIATAIOTCS

MIOJIO’KEHUH B CIEIHATBHY IO COTIOCTAaBJICHUS H TPaMOTHO U

obmacti TEPMHUHOJIOTHIO XapaKTepUCTUKU YETKO M3JIaraTh

“HGOPMATHKH 00BEKTOB MaTepuall

7.4.1 TlpumepHble BONPOCHI /sl IPOBeIEHUs MPOMEKYTOUHOI aTTeCTALMH
(nudPepeHuupoBaHHBII 3a4eT)
. TexHosorust pabOTHI C TOKYMEHTaMH, COJACPKAIMMH KOH(PIICHINAILHbIE CBEICHHS.

. Oprammanust paboThl ¢ O0palICHUIMH  TPaKAaH

. Texnmyeckue cpeacTBa OPUCHON MESATEIHbHOCTH.

. @opmupoBaHue u 0popMIICHHE el

. Opram&:%auml OTIIPAaBKHU HCXOOAIINX JOKYMCHTOB

. Opranmzanysi perucTpauuy W KOHTPOJII UCHOJHEHUS JTOKYMEHTOB

. J1IokyMeHTOO00O0POT.

1
2
3
4
5. JoroBopHo-npaBoBasi JOKyMEHTAIIHs
6
7
8
9

. OpFaI—H/BaL[I/ISI npueMa BXOIAIIUX HTOKYMCHTOB

10. OO6mwme TpeGoBaHus K OPOPMIICHHIO JOKYMEHTOB

11. Hudopmaino HHO-CTIPaBOUHbIE JJOKYMEHTBI
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12. PacnopsaurenbHble JOKYMEHTHI

13. TlonaTre O MOKyMEHTaxX W Croco0ax JOKyMEHTHPOBAHHMS, HOCHTEIIIX
uapopmar. OCHOBHbIC (YHKIIMH JOKYMEHTOB

14. JloxyMeHTHI TIO JIMYHOMY COCTaBY: MpPHUKa3, PE3IOMeE, XapaKTepPHCTHUKA,
aBToOworpadusi, JUIHOE JIEJI0, TPYJAOBON JOTOBOP, TPYIOBasi KHIDKKA

15. MUcropust pa3Butus nenonpomsBojctBa B Poccun

16. Jlenomas mepemmcka

17. PexBmwursl: ['ocynapctBennsiii ['epd P®D, repbd cyobekra PD, smOnema wim
TOBApHbI 3HAK OPraHM3alli¥, HAUMEHOBAHMWE OPraHM3alMM, CIIPABOYHBIC J[aHHbBIC
OpraHM3ailii, HaUMEHOBAaHUE BHIA JIOKYMEHTa, Jara JOKYMEHTa, PErHCTPaIllHOHHBIM
HOMEp, MECTO COCTABIICHUS W M3[aHUsi JIOKYMEHTa, ajJpecar

18. PexBm3urhl: rpud yTBEpP)KACHUS TOKYMEHTA, PE30JIFOIMS, 3aroj0BOK K TEKCTY
JIOKYMEHTa, OTMETKA O HAIMYWU TPUIOKEHHUs, TOJNUCH, TpUd coriiacoBaHus, rpud
OTpPaHMYEHUsI JOCTYIA, OTMETKA O KOHTPOJIE, OTMETKA O MOCTYIUICHUH JOKyMEHTa B
OpraHM3aIfio, OTMETKa 00 WCTIOJHEHUH, PE30JIIOIHS, OTMETKA O HANpaBJie HUU
JIOKyMEHTa B JIEJIO.

19. [okymeHTHI, TiepeJiaBacMble IO KaHAJlaM 3JIeKTPOCBS3H.

20. Tlotoxu KOHPHUACHINATLHBIX JOKYMEHTOB.

21. bnaHku TOKYMEHTOB.

22. CucteMa OpraHM3alMOHHOM JTOKYMEHTAIUU.

23. TIpoxoxIeHre WCXOSAIUX M BHYTPSHHUX JOKYMEHTOB.
24. Cuctema pacmiopsiANTEILHOM JOKYMEHTALMH.

25. Cucrema uH(pOpMAIHO HHO-CTIPAaBOYHO W JTOKYMEHTAITHHL.
26. PaboTta ¢ nucbMaMu U OOpaIIEHUSIMU TPaXKIaH.

27. CocTaBieHHe HOMEHKJIATYpPHI JIeJT

28. Komm noxymeHTOB

29. Cayxe0OHasi mepernucka B OpraHuM3alyu

30. TloaroToBka W mepeaava Jei HA apXMBHOE XpaHCHHE.

7.4.2 TlpumepHble 3a7aHus 1JIs1 IPOBeIeHNUs MPOMEKYTOUHOI aTTecTaluu
(KOHTPOJIBLHOI PadoTHI)

CocTaBbTe MPOEKT MUCHMa-COOOIICHMS.
CocTaBbTe MPOEKT NMHChMa-TPHUTIAIICHUS.
CocTaBbTe NPOEKT Tese(POHOTPAMMBI.
CocTaBbTe MPOEKT BBHIMICKH M3 MPOTOKOJIA.
CocTaBbTe NPOEKT PACIIOPSIKECHHS .

CocTaBbTe MPOEKT MMChMa - 0JIaroIapHOCTH.
CocTaBbTe NPOEKT peKIIAMALU.

CocTaBbpTe NPOGKT TpHKa3a IO OCHOBHOM JESATEIHHOCTH.
CocTaBbTe MPOEKT CIYyKEOHOW 3aIMCKHU.

10 CocTtaBbTe MPOEKT OOBSICHUTEILHON 3alMCKU.
11.CocTtaBbTe MPOCKT MOKIATHON 3aIMCKU.
12.CocTaBbTE MPOEKT MpHKa3a O NMpHeMe Ha paboTty

©CoOoNOGTWNE
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13.CocTaBbTe MPOEKT MpHKa3a 00 YBOJbHESHHUH
14.CocTaBbTe MPOEKT CIPABKH
15.CocTaBbTe MPOEKT aKTa.

8. IONOJIHUTEJIBHOE OBECHEYEHUME JUCHUIIJINHbI

Jlexmmst Nel.
Tema: [loHsATHE TOKYMEHTAIIO HHOTO OOECIeUeHUs YIpaBlIeHUs
JlenonpousBOACTBO — OTpacib JEATEbHOCTH YeJIOBEKa IO pa3padoTKe W

0hOpPMIICHHIO  JOKYMEHTOB, OpraHM3allid WX JBIKCHUsA, YydeTa U  XpaHCHHS.
[lepBoHayanbHO TEPMHUH TOSIBWICS B YCTHOW peun (mpenmosioxurenbHo B XVII B.) m
O3Hauajl mporecc peueHus (MPOM3BOACTBA) J€Jla, «AEJ0 MPOU3BOJAUTH» — pellarh
Bompoc. B Xome pemieHuss BO3HHKIA HEOOXOIMMOCTh 3aKpEIUICHHS Ppe3yNbTara,
HarpuMep, JOCTUTHYTOM JOTOBOpeHHOCTH. Jyis  3Toro u3ApeBie U CO3/1aBaIH
JIOKYMEHTBI, TaK KaK YCTHO€ CIIOBO KpPaTKOBPEMEHHO, MOYET OBITh 3a0BITO, HMCKAKEHO
npy Tiepelade WiM He Tak TOHATHO. Yke B XVI B. ymorpeOisieTcst CIOBO JENo Kak
coOpaHre NTOKYMEHTOB, OTHOCSIIIMXCS K KaKoMy-JHOO Jeiy, Bompocy. BrepBbie B 3TOM
MOHSATHM CJIOBO «JIelio» 3adukcupoBaHo B JokymeHrax B 1584 1. CoBpeMeHHOE
JEeJIONPOM3BOJCTBO BKJIIOYAET:

1.06ecneyeHre CBOEBPEMEHHOTO U MPABWIHHOTO CO3/1aHUsI TOKYMEHTOB;

2.opranmaimio paboTel ¢ JOKyMeHTamMH (MOJy4eHue, Tepeaada, oOpaboTka, yderT,
perucTpaiysi, KOHTpPOJIb, XpaHEHWE, CHUCTeMaTu3allls, TMOJATOTOBKA JIOKYMEHTOB IS
CJlayu B apXUB, YHUYTOXKEHUE).

[lapamnenbHO C TEPMHUHOM <JIECJIONPOM3BOJCTBO» B MOCJIEIHEE JECATUICTHA
UCTIOJIL3YeTCS TEePMHUH JIOKyMeHTalmoHHOe obecrnieuenne ympasienws (JJOY). Ero
MOSIBJICHAE CBA3aHO C BHEJPEHHEM B YIPABICHUME KOMIIBIOTEPHBIX CHUCTEM U HX
OpraHM3alOHHBIM,  TPOTPAMMHBIM U WHPOpMAIMOHHBIM  OOecredeHuneM  JIJIsl
NpUOJIIKEHUST K TEPMUHOJIOTHM, YNOTPeOJIieMO B KOMIBIOTEPHBIX MPOTpaMMax U
JauTeparype. B HacToOsIIIEe BpeMs TEPMHHBI «1€JI0TIPOU3BOICTBO u
«IOKyMEHTAllMOHHOE  oOecrieueHue  YNpaBICHUS»  SBISIOTCS ~ CHHOHMMAaMH U
NPUMEHAIOTCA 1T 00O3HA4YEeHHs OJHOW M TOW K€ JAeATEeNIbHOCTH. J|oKyMeHTalmoHHOE
obecrievueHrUe YNpaBICHUST MOXKHO MOHMMAaTh Kak y4eOHyHO IUCIMIUIMHY, Kak Hayky. OHO
ABJSIETCST OCHOBOW JUII  OpraHM3ali  JESTEJbHOCTH NPEANPUITHA  YUPEHKIICHUH,
oprammaimii. TecHO CBSi3aHO C TMPaBOM, JIMHTBUCTUKOW, AapXWBHBIM JEJIIOM U Ap.
HayKaMU.

JloKyMeHTUpOBaHME — 3TO TMpOLeCC CO3JaHusi U OQOpPMIICHUS JOKYMEHTA.
I'ocynapctBennbiit  ctanmapt ['OCT 51141-98  «J/lenonpou3BOACTBO U apXUBHOE
J€JI0.epMUHBI M ONpEJAEJICHUs»  ONpEAeNsieT  JOKYMEHTUPOBaHME KaKk  «3aluch
MHPOpMAIMH HA PA3JIMYHBIX HOCUTENAX MO YCTAHOBJICHHBIM TPaBUIaM .

Oprammaipsi padoThl C TOKYMEHTaMHU — 3TO oOeclieueHue ABWKEHUS JTOKYMEHTOB
B ammapare ympaBJieHWs, WX MCIOJIb30BAHMS B CIPABOYHBIX LEJSIX M XpaHeHus. TepMuH
ONpe/IeNIIeTCsl TOCYAApCTBEHHBIM CTAHIApTOM Kak oOpraHmaiysi JOKyMeHTOOO00poTa,
XpaHEeHUS! W WUCIOJIb30BaHUS JOKYMEHTOB B TEKYILIEH NIEATEIbHOCTU YUPEKICHUS.

OO6miast ~ XapakTepuCTHUKa  JOKYMEHTAIIOHHOTO  OOECTeYeHHs  YIpaBJICHHS
BKJIFOYAET XapaKTEPUCTUKY PA3JIMUIHBIX ITAllOB €Tr0 CTAHOBJIE HUS.

[Ipukaznoe nenonpomsBocTBo XV — XVII BB.

CuctemMa TOCYIapCTBEHHOTO JEJIOTPOM3BOJCTBA HAYMHACT CKJIAJIBIBaThCA B
nepro;, GOpMHUPOBaHUS PYCCKOTO MEHTPATM30BAHHOTO TOCYJApCTBa, C cepeluHbl XV B.
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[IpoucxosxaeHre TMPUKa30B CBA3aHHO C TMPAKTHKOW JIMUHBIX TMOPYy4YEeHHH (MPUKA30B)
BEJIMKOTO KHS3S OJImKalllieMy OKPYKEHMIO — KHSA3BSIM M 00sipaM M0 pa3pelieHUIO
OTJIEJIbHBIX BOTMPOCOB TOCYIAapCTBEHHOTO ympaBieHus. VX AesTenbHOCTh 00beauHsIIach
BBICIIMM  MPABUTEIILCTBEHHBIM  yupexnaeHuem — bospckor [ymoil. MoCKOBCKUM
BEJIMKUM KHA3BSAM YAAJIOCh CO3/aTh CWIbHYIO LEHTPAIM30BaHHYIO CHUCTEMY YIIPaBJICHUS,
B KOTOpOW BCE€ BaXHEWIIME (PYHKIMM aIMHUHHCTPATUBHOTO VYIPABJICHHUS BBIOIHSIIN
bosipckas [lyma wu mnpukaspl. VMEHHO NO3TOMY II€pHOJ CTAaHOBJIEHWA U Pa3BUTHA
rOCYIapCTBEHHOTO JEJOMNPOU3BOICTBA NPHUHATO HA3bIBaTh MPUKA3HbIM MEPHOJOM — IO
HA3BAaHMIO MEPBBIX TOCYJAPCTBEHHBIX  YUPEKAECHHM  — MPUKA30B. OTOT  MEPHOL
oxsarbiBacT BpeMsa ¢ XV mo XVII BB.

OTOT mNepuoj YIpaBJICHUS HE COCTaBIsI CTPOMHOM CHCTEMBI W CTPOWICS Ha
CHUCTEME «IIOPYYEHUID, NEepelaBajiCs B BEJCHUM OJHOTO JMIA 10 CTENEHH IOBEepus K
HEMY BeJMKOro Kusi3s. OOlee KOJMYEeCTBO NMPUKA30B, CYIIECTBOBABIIMX HA Pycu, TouHO
HemBecTHO, B XVII B. pasHele uccienoBaresM HasbBaroT ux uucio oT 40 mo 70. Bo
[JIaB€ OTMAEJLHOTO TpHUKa3a CTOSUT TPUKAa3HBIM Cyabs (B HEKOTOPBIX TMpHKa3zax cyaeu
ObUIO TIO /1Ba W 00Jiee; OHM HA3BIBAINMCH TOBAPUIIIAMH TJIABHOTO CynbH). B ero Bemenun
COCTOSIIM IbSIKM — OT OJIHOTO OT TpEX, a K KoHIy XVII Beka B KpyIHbIX IpHKa3ax — OT 6
no 10 denoBek. B BeaeHMM IbSKOB HAaXOJWIMCh NOJbSYUE, KOTOPBIE B COOTBETCTBUU
CT@XEM JICWINCh Ha «CTapbIX» (CTapIINX), «CEPEIHHX» M «MOJIOAIIBIX» (MJIAIIINX).

Jns mpuBeneHHs B HCIOJNHEHHWE pPa3HBIX PACTIOPSIKEHUM CYIIECTBOBAIM OCOOBIE
JIOJDKHOCTH — TOJIMAa4yH, TPYOHMKH, HENEJbIIMKH U JAp. B MX 0043aHHOCTH BXOIWIO
TaKKe JOCTAaBJATh MNEPENHUCKY NPHKA30B IO IPUHAIJICKHOCTH, BbI3bIBATh TSIKYIIHMXCS Ha
cynl u ap. Yepe3 ux pykd B INpHKa3 MOCTYNaJM 4YeJOOWUTHbIE, AOKIAAbl, JOHOIICHUS
MECTHBIX TPABUTENECH; OHM XPaHWIM JI€Jla U BEJM MUCbMOBOJACTBO. CTapliuM MOJbSYNM,
HanOoJIee OIBITHBIM W YBOKAEMBIM U TOJBSYUM «CPEHEH PYKI» JOBEpSsIIaCh CIIOXKHAS
paboTa, CBsI3aHHAs C TOJATOTOBKOW pEIICHHH MO JefiaM, XpaHSeHUEM JIeJI, OTNeYaThIBaHUEM
apXMBHBIX CYHAYKOB. Miajiue noJpsurie He TOJIb30BAIMCH 0COOBIM J10BepueM. MHorue
mapckue  yka3el  XVII B, oOpam@amT BHUMaHHE HAa HEOOXOJUMOCTH  CTPOTO
KOHTPOJIMPOBaTh pPadOTy. 3a OIMMOKH, [OMyCKaeMble B O(DMIMATBHBIX JTOKYMEHTaX,
MOJBSYMX CTPOTO HAaKa3bIBaJ W OwWiM OaroraMu, JMIIATA KaJOBAHBS.

JIoKyMeHTBI OOBIMHO pa3MEIIAINCh HA CTOJIAX, Ha CKaMbsIX, 0CO0O IICHHBIE — B
CYHIyKax — JapsiX B TeX XK€ TNOMEIICHUsIX, IJe BeJlach TeKyias pabdoTa U MpuUeéM
nocetureneii. B XV B. moporocrosimuii mepramMeHT BBITECHWIA OyMara, KOTOPYIO
NEpBOHAYAIBHO TAaKKe TMPUBO3WIM U3 3allaJHOEBPOIEWCKUX CTpaH, a CO BTOPOH
nojoBuHel  XVII B. wucrnonp3yeTcss Oymara, oTeuecTBeHHasd. [lepByro OyMaxHyrO
«venpHuy» ((adpuky) moctpowm Ha peke [laxpe mo mnpuka3zy mnarpuapxa Hukowna,
3areM B MockBe Ha peke Syse. Onmnako Tonpko B XVIII B. mociie cTpourenbcTBa
HECKOJIbKMX OyMaKHbIX MaHy(pakTyp yaaloch YAOBJICTBOPUTh BHYTPEHHMI CHpPOC Ha
oymary B Poccum. IlepBoHauanpbHO OyMara W3TOTaBIMBAIaCh W3 TpAMbS, a YEPHWIA
JNeNanch W3 COJiel jkeje3a M JOyOWIbHBIX BEHIECTB, JOOBIBAEMBIX M3 YEPHWIbHBIX
OpeIIKOB — HApOCTOB Ha JyOOBBIX JHCThsX. CodeTaHWe KENEe3WCThIX YEPHWI U
TPAMMYHON Oymaru Jenajio TeKCT OCOOEHHO CTOMKHMM, OH MOYTH He BblBeTal. [loatomy
JIOKYMEHTBI 3TOTO TIEpUOJIa, XpaHAIIMECs B apXuBax, JOCTATOYHO XOPOIIO YMTAIOTCS.
WucTpymMeHTaMH MHCbMa CIY)XWIM TYCHHBIE TEpbsi, 3aTayuBaeMble OCOOBIM 00pazom
NEPOUYMHHBIM HOKOM. JIydlimM, Kak OTMEYaroT HCTOPUKH, CUMTAIUCH NEphbsi U3 JIEBOTO
KpbUla Tycs, a caMa O4YHMHKa TpeOoBajia 3HAYUTEILHOTO YMEHbs. [yCuHbIE TMephbs
NPUMEHSINCh BIUIOTH A0 BTOPOM mMoJOBUHBI XIX B., XOTd METAUIMYECKHE TMEPbs
NOSIBWINCHh YK€ B Hadaje Beka. HammcaHHbIM T'yCHHBIM NEPOM TEKCT MOCHINAICS MEJKUM
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KBApLEBbIM TIeCKOM. MOCKOBCKHE TMpUKa3bl MOJb30BAINCh MECKOM, NPUBO3UMBIM C
BopoObEBbIX Trop, KOTOPBIA CUHUTAICS OCOOCHHO CBETIBIM U YUCTHIM. C TMOSBICHHEM, TaK
Ha3bIBAEMOM CKOPOIMMMCH (HAYepTaHWE OKPYTJIbIX OYKB W UCTOJb30BaHME TpauyecKux
COKpAII[EHU CIIOB W 4YacTel CJIOB C BBIHECEHMEM — HX HaJl CTPOKOHW MMchMa) CBOOOJIHO
YUTaTh TaKHE TEKCTHI CTAJO JTIOBOJBLHO CJIOKHO, TPeOOBAINCH 3HAHMS U HABBIKU.

B ngenompou3BoACTBE — NPHKAa30B  MPOJOJDKala  MCMOJIb30BAaThCSl  BEChbMa
crieimmpraeckas GpopMa JOKYMEHTOB — CTOJIOEIT (CTOMM, CTOJIMK), NHAYE€ TOBOPS, CBHTOK
3 TIOAKJICCHHBIX APYr K APYry Y3KHX JHCTOB Oymaru. BakHble TOCyJapCTBEHHBIE AKTHI
MOIJIM MMETh OCOOEHHO Oousbliue pasmepbl. Hampumep, rpamora wmaps Asekces
MuxaitnoBuya IIbICKOPCKOMY MOHACTBIPIO Ha 3€MJIM HMMeEeT [JMHy Oojiee MeTpa, a
CoGopHoe ymoxenue 1949 1. HacumreiBaeT 309 wmetpoB!CocTaBHBIE YacTH CTOJIIA
Ha3BIBATUCH «miocTaBamMm». CTosOoBas ¢dopma nenonpom3BoAcTBa oTMeHeHa [letpowm L

B wmenom, B  DpuKasHeIM = NEPHOJ ~ TOCTENEHHO  CO3JAaETCA  CHCTEMA
JEJIOTNPOM3BOJICTBA ICHTPAIBHBIX W MECTHBIX YYPSIKICHUM, CKIAJABIBAIOTCS KaJphl
JETIOTPOM3BOJACTBEHHBIX ~CIIYXKAIIMX, CO3JAI0TCS YCTOWYMBBIE (POPMBI JTOKYMEHTOB U
npuéMbl X cocTtaBieHuss. OJIHAKO TOCYHapCcTBO, AEHUCTBYS OTPHIBOYHBIMM M YaCTHBIMHU
MepaMH, HE CO3HaBas OONIMX AaJMUHHCTPATUBHBIX TIPaBWI, HE MOTJIO €I BBECTH
CHUCTEeMAaTUYECKOTO TOPSIIKA B OPraHM3aIMI0 YUPEKICHUHA U UX JIEJIOTPOU3BOJICTBO.

Komnexckoe aenonpou3BoACTBO

AIIMMHUCTPATUBHBII Xa0C, BBI3BAHHBI OTCYTCTBUEM B TMPEKHHUX YUPEIKICHUAX
YCTAaHOBJICHHOTO  3aKOHOM  TOpsJKa, OOMMX TMHMCHMEHHBIX (OPM  JOKYMEHTOB,
MOCTOSIHHBIX CPOKOB [JIsi TPOM3BOJICTBA J€J, MOOYAWT MpPaBUTEIbCTBO HCKATh HOBBIE
GbOpMBI  TOCYTAapCTBEHHOTO  ycTpodcTBa. Hawano 3toro mepwoga B HCTOPHH
OTEUYECTBEHHOTO JIEJIOMPOM3BOJICTBA COOTHOCAT ¢ pedopmamu Iletpa 1. CxianpiBaeTcs
HOBBII TWN TOCyaapcTBa — aOCOJIIOTHAasT MOHApXWs, KOTOpas TOApa3yMeBacT
COCPEJOTOYEHUE B OJHHMX pyKaxX 3aKOHOJATEIbHOM M MCTOJHUTEJIBHOW BiacTU. BHauane
XVill Beka B Poccum mpoxomur pedopmMa MNpuKazHOTO JIEJIONMPOM3BOJICTBA. B3ameH
ycTapeBuiei cuctemsl npukaszoB B 1717 — 1718 rr. Obuio co3nano 12 xoJuierui, Kaxias
U3 KOTOPBIX BeJajla OMNpeeN€HHOW OTpacibio WM chepoil ympaBlieHHs U TOJYUHSIIACH
Cemnary.

Komnernm cranoBatcs B Poccum IeHTpaibHBIMU  OTpAaClIEBBIMU  OpraHaMu
ynpasienwsi. B 1720 ronqy 01 moaroroBieH um monamicaH lletpom [ «['eHepanbHbIi
periaMeHT», KOTOpbId OmMpeAessyl 3adadyd, (QYHKIMH, CTPYKTypy H TOpSA0K paboTh
Koiernii. B sTomM pokymeHre naBaiuch OOIIME TpaBWiIa COCTaBJICHUS JIOKYMEHTOB,
YCTaHABJIMBAINCH TpeOOBaHMS K HANMCAHMIO OTACJIBbHBIX pEKBM3HTOB. M3 Tekcrta
JOKyMEHTa BBLACIWINCH JlaTa, TMOANUCH, MOSBISIETCS B JOKYMEHTaX 3arojoBOK.
[losiBiwiMch HOBBIE BHUIABI JTOKYMEHTOB: TIMChbMA, PEJAIMH, LMPKYJISPBL, TOHOIIEHHUS.
N3menwiach U ¢popMa JTOKYMEHTOB. BbUIM OTMEHEHbI CTOJIOIBI, MX CMEHWIA TETpPaJH.
[losiBmwiock moHsTHE «repOoBasi Oymara», Ha KOTOPOW M3TOTOBISUINCH JOKYMEHTBI ISt
BBICIIIUX OPraHOB YIIPaBIICHUS.

Komnexckoe 1eonpou3BOICTBO ObUIO 00Jiee MPOTPEeCCHMBHBIM IO CPaBHEHHIO C
NPHUKA3HBIM  JIEJIOTPOM3BOACTBOM. [lOSBWINMCH yIMOPSAOYEHHBIE CHUCTEMBl PETHCTpAIN
JTOKyMeHTOB. Takum o00pa3zoM, «['eHepallbHBI pEriaMeHT» 3aKpeIwl 3aKOHOJATeJILHO
MOPSIIOK PaboThl C JOKYMEHTaMHM C MOMEHTa UX CO3JaHusi JO0 apXUBHOTO XpaHEHUS.
NMeHHo B OTOT TepuoJ TOSBWIOCH HAa3BaHWE <«apxuB». B 1enmoMm  pedopmbl
rocyfaapcTBeHHoro ammapara nepBod uerBepru XVIII Beke ycraHoBwm B Poccun
€IMHOOOpa3Hyl0 CHUCTEMY  OpraHM3aliOHHOTO  YCTpOiicTBAa U JEJIONpPOM3BOJACTBA
TOCYJapCTBEHHBIX  YUPEXKICHMA HA  OCHOBE  OIOPOKPAaTHUECKOTO  ICHTpa3Ma.
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Crnenyrouuii sTan pedopMUpoBaHUs POCCHICKOTO roCyJapCTBEHHOTO
JEeJIONPOM3BOACTBA HacTymaeT BHadane XIX Beka npu Anekcanape I

Munuctepckoe nenonpomBoicTBO XIX — Havama XX BB.

Hauano XIX Beka 03HaMEHOBAIOCh HOBOW pedopMOl TOCYAapCTBEHHOTO
VIpaBJICHUs W JEJIONPOU3BOJACTBA, KOTOpas 3aTpoHyJa TIJIaBHBIM O0O0pa3oM BEpXHUI
YpPOBEHb YIpaBJ€HUs — BBICIIME M LEHTpadbHble yupexxaeHus. HoBas cuctema
VIOPaBJIEHUA — MHHUCTEPCKAsi, OCHOBAHHAS Ha MPUHIMIE €IWHOHAYaMs, 3apOJWIach B
HeJpax CTapod KOJUIeKCKOM cucteMbl. (Co3JaHMe MHUHUCTEPCTB € €JUHOJIMYHO
VIOPABISIOMMMA MHUHHCTPaMH OBLIO HEOOXOoAMMO it Oojiee THOKOW W OTepaTHBHOM
CHUCTEMBI YIIPaBJICHUYS .

[lepBpIMU MUHHCTEpPCTBaMH, CO3[aHHBIMU MaHupecToM OT 8 cenrsaOps 1802 rona,
ObUIM: BOCHHO-MOPCKMX CWI, WHOCTPAaHHBIX JI€J, BHYTPEHHHMX [, KOMMEPLHH,
(uHAHCOB, HAPOJHOTO TPOCBEIICHWS, IOCTHIMHU. KakmoMy MHMHUCTPY NpeANUCHIBAIOCH
co3narh Kaanensputo. OnHoBpeMeHHO ¢ MuHHCTepcTBaMu B 1802 roma yupexacH
Komurer MHMHHUCTpOB — BBICIIEE AJIMUHUCTPATUBHOE YUYPEKICHUE, IEHCTBOBABLIEE Ha
KOJUIETHAJIbHBIX HauajdaXx M paccMaTpuBaBIlEe J€J1a, BBIXOJSIINE 3a paMKH KOMIIETEHIMU
OTIIEILHOTO MUHHCTpa U TpeOyrole COBMECTHOTO COTJIACOBAHHOTO  PEIICHUS.
Heckosnbko mo3xe, 1 sHBaps 1810 roma coszgan ['ocymapCTBEHHBIM COBET, BBICIIEE
3aKOHOCOBEIIATENIbHOE YUPEKICHHUE.

MuHHUCTpBl Ha3HAYATMCh CaMUM HMMIEPAaTOpOM M OBUIM OTBETCTBEHHBI TOJBKO
nepel HuUM. MUHHCTEpPCTBA JEIWIMCh HAa JIeTApTaMEHThI, KOTOpbIE BO3IJIABILINCH
NpaBUTENIEM KaHIEJSIPUM JIeTiapTaMeHTa M WMENM IUTaT YMHOBHMKOB — JKypHAJIHCTA,
HK3EKyTOpa, Ka3zHauesi, IHCLOB M Jp., HMX JOJDKHOCTEH U KOJMYECTBEHHBI COCTaB
3aBHCEN OT 00BEMA U COJEPKaHus el

B »stor mepuon HaOmOOANOCh €AMHOOOpa3We B CHCTEME JEJIONPOM3BOJICTBA
MHHUCTEPCTB: OT CO3JaHusl JOKYMEHTOB M J0 WX apXMBHOTO XpaHeHws. s co3paHus
JOKYMEHTOB  BIEPBbIE HAYMHAIOT MWCIOJb30BAaTh OJaHKM, KOTOpbIE CO3JaBAUCh
pYKOTMCHBIM Wi  Tunorpagckmm  criocobom. CaMo TOHITHE AEJIOMPOM3BOJICTBO
0003HaYaNI0 J1eSATEIbHOCTh, KOTOPOW 3aHMMalach HE TOJbKO U HE CTOJBKO KaHLEISAPUs,
CKOJIbLKO BECh armapar Yy4ypexIeHus B I1eJoM. TepMHH «IeJOTpPOU3BOJACTBO»
NPOUCXOAUT OT COYETAHHS CJIOB «IIPOM3BOACTBO JEda», a MOJ «IEJIOM» B TO BpEMS
MOHMMAJIACh HE TManka ¢ JOKYMEHTaMM, Kak B COBPEMEHHOM JEJOTPOU3BOACTBEHHOM
3HAYEHHU ATOrO CJIOBA, @ PACCMATPUBAEMBI M PEIIAEMBbIl BOIPOC: MPOU3BOJICTBO Ji€ja —
3TO HE YTO MHOE, KaK pellieHHe Jela.

[ena, HampaBiieHHbIE B MUHUCTEPCTBO, MOTJIM NOMNACTh B KAHLEJSIPUIO MHUHHUCTpA
WIM HENOCPEJCTBEHHO B JemnapTaMeHTbl. HemocpencTBeHHO B JemapTaMeHThl MOCTymajia
nepernicka ¢ JAPYTUMHU  YYPEXKICHUIMU W JIMIAMH, PAaBHOTO  TIOJIOKEHUS U
NOJYMHEHHbIMY,  TPEACTAaBJICHUS  OT  MOJUYMHEHHBIX  YUPEXKICHUM,  IMpeJIMcaHus
MUHHCTpAa U J€jla U3 €ro KaHIESIpUM C Pe30rolMeil MuHucTpa. Bce mocTynaroniye B
MUHHCTEPCTBO JeJia IeNWINCh Ha TPU KaTerOpHH:
1)texymye aena — JOHECEHHsI, BEJJOMOCTH, NPEJACTABICHUs, TIEPETMCKA | JIp.;
2)upe3BbluaiiHple  Jejda — Ui MX  pelICHMS TPeOOBAIOCH  MNPUHIATHE  HOBBIX
NOCTAHOBJICHUM, WIM JieJla 10 OOHAPYKEHHBIM 3JI0YNOTPEOICHUSAM ;
3)nena, «He TEpIMIIKe BPEMEHW», WIH CPOYHBIE.

Jlena upe3BbMailHble U CpOYHBIE pacCcMaTpUBAIMCh B IEPBYI0 OYE€penb.
OC00EHHOCTBIO OpraHM3aluy JEJIONPOM3BOICTBA B ATOT MEPHOJ SBISIIACH HE TOJBKO €&
yéTKkas  3aKoHOJaTesbHas  perjaMeHralys, HO W JOCTarOYHO  OOILIMPHOM
JETOTPOU3BOACTBEHHOM JIUTEPATYphl, B TOM YHUCIE U PabOT TEOPETUUECKOTO XapakTepa.
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Opnako paboTa TO COBEPIICHCTBOBAHMIO JICJIOMPOM3BOJCTBA OblUIa TpepBaHa B 1917
rony cHayana @eBpaibckas OypiKyasHO-IeMOKpaTmdeckas, a 3areM OKTsaOpbckas
COLMATIMCTHYECKAas PEBOJIIOLMU. OTO TPUBEJIO K TOJHOMY CIIOMY TOCYJapCTBEHHOTO
armmapara ¥ CO3JIaHMI0 HOBOTO, KOTOPBIM, XOTS M YCBOWJI MHOTHE CTapble TPaIUWIIH, HO
3apoKNajics HAa MPUHIUIHUATLHO HOBBIX OCHOBAX.

HenonpomBoacteo nocie 1917 rona

Jenonpom3BOACTBEHHAs ~ JOKyMEHTAlMsl  [€pHOJa  CTAHOBJICHUS ~ COBETCKOMU
TrOCYJapCTBEHHOCTH OTpa3wia crelmduKky sTama BBIPadOTKM HOBBIX (OPM U METOJIOB

roCyJapCTBEHHOTO yIpaBJICHUS, HAYaJIbHOTO JTana CO3/1aHus COBETCKOTO
FOCYJapCTBEHHOIO  ammapara, €ro CpallMBaHusi C  IAPTUMHBIMU  CTPYKTYpaMH,
OrOCYIapCTBIICHUSA 00IIIECTBEHHBIX OPraHy3 AL HcTtopust POCCHICKOTO

nenonpomsBoAcTBa 1920-x IT. M3ydeHa HEAOCTATOYHO, B YAaCTHOCTH, CJ1a00 OCBEIICHBI
BOMPOCHI JOKYMEHTHPOBAHUS JIESTEIHHOCTH MECTHBIX OPraHOB TOCYAapCTBEHHOM BIACTHU
U YOpaBlICHWS, BMpOYEeM, KaK W B [EJIOM, HCTOPHUS MECTHBIX TOCYIapCTBEHHBIX

YUPEKICHUM.
Tsokemoe  COCTOSIHME — pa3pylIeHHOM  BOMHOW  DKOHOMHKA M TMPOOJIEMBI
BOCCTAHOBJICHUSI HApOJHOTO XO35WCTBAa TNOCJE OKOHYaHWs BoWHbI 1941 — 1945 rr.

OTTECHWIM HA BTOPOW IUIAH BOMIPOCHI JTOKYMEHTAIMOHHOTO OOECTeUeHHs YIpaBJICHUS.
[loBbimieHne uHTEpECa K pa3zpadoTKe MpoOJieM palMOHAIIM3AIMK TEXHOJOTHH W TEXHHKU
VIPaBJIEHUS MOYKHO OTHECTHM KO BTOpo# moJsioBuHe XX Beka. Hauwmnaa ¢ 1960-x rr. B
Hallleld CTpaHe YCMEIIHO pa3padaThlBAINCh MPOOJIEMbl CTAHAAPTH3AIMUA W YHU(PHUKAIN
JIOKYMEHTOB, palMOHATIM3AIMH JIEIOTPOMU3BO/ICTBA B COBETCKUX YUPEIKICHUSIX.

B 1970 r. co3man mpoekr ocHoBHbIX Tnonoxkenmid EICH — EnpunHoi
rOCyJapCTBEHHON cucTeMbl Jenonpom3BoicTBa. [locie oOCyxkneHus u 1OpabOTKU B
cerrsope 1973 1. «OcHoBuble monoxennss EI'CJl» omobpwn I'ockomurer Coeta
MunnctpoB CCCP mno Hayke u texnuke. ABrop EI'CJI 0600munmm mepenoBOW OMBIT
CBOETO  BpPEMEHM M  MPEJJIOKIWIM  ONTUMAIbHYI0  TEXHOJIOTHMIO  BBITNOJIHEHUS
VIOpaBIEHUYECKUX oOmnepaimii W ux JokyMeHtupoBanus. EI'CJ] Hocwina KOMIUIEKCHBII
XapakTep, T.€. BKJIIOYaJa HE TOJIbKO BOTMPOCHI JIEJIONPOM3BOJICTBA, HO M PEKOMEHIAIMU
N0 HAay4YHOH OpraHm3aliy TpyAa CIYXKalluX, CTPYKType IeJIONPOU3BOACTBEHHBIX CITyKO
U UX TEXHHAYECKOMY OCHAUleHWI0. Peammzaims ee TOJOXEeHMH TMOBBICWIA OOIIYIO
KyJbTypy  VyOpaBJI€HMS M  KA4eCTBO  MPHHUMAEMBbIX  PELICHW,  TO3BOJIIA
ONTUMU3UPOBATh CTPYKTYpPY U INTAaTHYI0 YHCJCHHOCTh YIPABICHYECKOrO ammapara.
OpHako »I€eMEHThl HOBBIX HH(POPMAIMOHHBIX TEXHOJIOTMM, YaCTUYHO peaM30BaBILIMECS
B MpakTUKe paboThl Beaymux 3apyOexsbix Gupm, B EI'CJl mpenctaBnenbl He ObUM M3-3a
MOJHOTO OTCYTCTBHSL JIMTEpaTypbl IO OTUM BONpOcaM U (PUHAHCHPOBAaHME HA UX
NPaKTHYECKOE H3YYEHHE.

3aMeTHBIM SIBJICHHEM B HCTOpuH jAejonpomsBoiactBa 1970 — 1980-x rr. cramo

mnaanne ['ocynapctBeHHbix crTaHnaptoB — ['OCToB Ha ynpaBieHYECKHE JIOKYMEHTHI,
obmecoto3nbix  kiaccupukaropoB (OKY], OKIIO, OKOHX wu g1p.) TexHuKo-
DKOHOMUYECKOH U colMaIbHOM  MHPOPMAIWH, YHUQUIMPOBAHHBIX ~ CHUCTEM

nokymentaim  (YCI) w®  cepum  TrOCylapCcTBEHHbIX  CTaHIApTOB  HA  OTH
YHUQHUIMPOBAHHBIE  CHCTEMBL. BHeapeHuWe  yKa3aHHBIX  MarTepuaioB B NPAKTUKY
YIPaBJICHUS 3HAYUTEIHHO YIy4IIWIO O(OopMIIeHHE JOKYMEHTAlLMH, palMOHATA3UPOBAIIO
NpoLEeAYypbl MOKCKA, Y4eTa M XpaHeHus pa3HooOpa3HOM wuHpOpMAalMH, NOATrOTOBWIO
MOYBY ISl aBTOMATU3AIMK YIPABICHIECKUX (DYHKIMIA.

B 1993 r. mwpan OOmepoccHilCKui  KiacCU(PUKATOP  YIpaBICHIECKON
nokymentaim (OKY]l), B KOTOphIi BKIIOYEHBHI HAUMEHOBaHUA (UPM JTOKYMEHTOB
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yaupuimpoBansbix  cucteM (YC), apanTUpoBaHHBIX K COBPEMEHHBIM YCJIOBHSIM, U
OCHOBHBIC TIOJIOKEHHMS 10 BeacHMo cucTteM KiaccudukaropoB YCJI. K coxanenmo, ¢
Hadana 1980-x rr. HM OJHa YHUPHUIMPOBAHHAS CHCTEMa JOKYMEHTAIMM HE ObUla W3J1aHa
MAacCOBBIM THPQXOM, YTO 3HAYUTENIHHO 3aTpyAHseT ux BHeapenwe. [losyuuBiive BecbhMma
HIMPOKOE  PACMPOCTPAHEHHE KOMIIBIOTEPHBIE MNPOTPaMMBbl  MOJATOTOBKM JIOKYMEHTOB
UMEIOT, Kak TpaBWIO, B CBOEM COCTaBE KOMIUIGKTH MIA0JOHOB JOKYMEHTOB,
aalITUPOBAHHBIE HA PYCCKUM SI3bIK, M TMOJIHOCTHIO HIHOPUPYIOT OTEUYECTBEHHBIC
HOPMATUBBI W TPAIUIIMKA B 00JIACTH CO3/aHUsI U OPOPMIICHUS JTOKYMEHTOB.

Bo wMHOrux ciydasx CceroaHs [AOKYMEHTHpOBaHME SIBJIIETCS OO0s3aTesbHbIM,
NPEATNMCHIBACTCS 3aKOHAMH W HOPMATHBHBIMHU TIPaBOBBIMH akTamMu. DelepaibHbIi 3aKOH
Poccwuiickoit ®enepamm ot 20 despamst 1995 1. Ne 24-D3 «O6 mHDOpMaIimm U 3amure
unpopmaimm» (C  M3M.) YCTaHaBIMBaeT, 4YTO HWHPOPMAIMOHHBIE PECYpPCHI, T.€.
JIOKYMEHTBl U MAaCCHBBI JOKYMEHTOB SIBISIIOTCS OOBEKTaMU OTHOIICHHH (DU3UUECKUX,
IOPUIMYECKUX JIMI, TOCYJapcTBa U 3alllUIIAIOTCS 3aKOHOM HapsAAy ¢ JAPyrUMH
pecypcamu. 3aKOHOM YCTAHABIMBAETCS TMPABOBOW pEXWUM CO3JaHMS, XpaHCHUS W
UCTIOJIb30 BaHUs MHQOPMAaIMOHHBIX pecypcos, B YaCTHOCTH: MOPSIAOK
JIOKYMEHTUPOBaHKU WH(OpMAIMK, TPaBO COOCTBEHHOCTH HA OTIENBHBIC JOKYMEHTHI U
OT/IEJIbHBIE ~ MAacCHUBBl  JTOKYMEHTOB, JOKYMEHTHl M MAacCHBbl JIOKYMEHTOB B
MHPOPMAIMOHHBIX CHCTEMaX; Kareropud HHpOpMaIMM IO YpPOBHIO JOCTyma K Hew;
MOPSIIOK TMPaBOBOM 3amuThl MHPpOpMaImu.JlaHHEIM 3aKOHOM (CT.5) TaKkXKe YCTaHOBIICHO,
9TO «IOKYMEHTHpOBaHWEC WH(POpMaImy SBISICTCS OO0S3aTeJIbHBIM YCJIOBHEM BKIFOYCHHS
uHpopmaimu B uHpoOpmammoHHble  pecypchl.  JlokymeHTupoBaHue — MH(pOpMAaIMK
OCYIIECTBISIETCS. B TIOPSJKE, YCTaHABJIMBAEMOM OpraHaMH TOCYJapCTBCHHOW BJIACTH,
OTBETCTBEHHBIMU 32 OPraHM3AIMIO JIEJIOTPOM3BOJCTBA, CTAHIAPTU3ALMIO JIOKYMEHTOB M
MX MAacCuBOB, Oe3omacHocTh Poccuiickoit ®eneparmm».B  HacTosiiiee Bpems pe3Ko
BO3POCIM KOMMYHHKATHBHBIE BO3MOKHOCTH JOKYMEHTAa, TaK KaK pPE3KO YBEIHUYIINCH
CKOpPOCTH Tiepesayu MHpOpMalmu M Kpyr €€ MoJib3oBaresiel ¢ momorisio Matepreta, E-
mail (snexkTpoHHON TOUTH) M Ap. B nambHedeM pojb KOMMYHUKATHBHOM (DyHKIMH
OyneTr TOJMbKO BO3pacTarb, TaK KaK €KETOJHO YBEJIMYMBAIOTCS OO0BEMBbI WHDOPMAIH,
YUCIIO  TIOJIb30BaTeliel, MEHAETCS TEXHOJIOTHS JIOKYMEHTAIMOHHOTO oOecredeHus
YIIPABJICHMUS .

VYauduimpoBanHas cucTeMa OPraHM3aLMOHHO-PACTIOPSAUTEIIHHON  JIOKyMEHTAIU
(YCOP/l) sBisieTcss CHCTEMOW JOKYMEHTAlMM, TNPUMEHAEMOW B JFO0OW OpraHM3aIiH,
yupexxnenny, npeanpusitud. [lpumenenme YCOPJl permamentupyercs ['OCT P 6.30-
2003. T'OCT pacnpocTpaHsieTcsi Ha OpraHU3alMOHHO-PaCTIOPSAUTEIIBHBIE JTOKYMEHTHI,
npeaycmotpernbie YCOPJ[ (mamee — MOKyMEHTBI), — TOCTAHOBJICHHUS, PACTIOPSIKEHIS,
NPHUKAa3bl, PEIICHHs, TPOTOKOJbI, AaKThl, TMChbMa, KOTOPblE (UKCUPYIOT PpEIICHUS
aJIMMHUCTPATUBHBIX U OPraHM3ALMOHHBIX BOIPOCOB, a TAKXKE BOIMPOCOB YIPABIICHUS,
B3aMMOJICHCTBUS, OOECTICUCHHSI U PETYJIMPOBAHUS JESITeIbHOCTH:
1)(enepanbHpIX OpraHoB TOCYIAPCTBEHHOW BIAacTH CyOBbekTOB Poccuiickoit Mdeeparmm,
BKIItOuasi cyowbektel Poccuiickoit denepaimy, MMErOUIME HApALY C PYCCKUM SI3BIKOM B
Ka4eCTBE TOCYAaPCTBEHHOTO HAIMOHAJbHBIM SI3bIK, OPraHOB MECTHOTO CaMOYIPAaBJIe HUS ;
2)peANPUATHN, OpraHm3almii M WX OOBEIUHCHMH HE3aBHCUMO OT OPraHM3alMOHHO -
npaBoBOM (HOpPMBI BUA AEATEIHHOCTH.

Hacrosimmii ctaHmapT ycTaHaBIMBAET:

-COCTaB PEKBU3HUTOB;

-TpeOoBaHusi K 0(OPMIICHHIO PEKBU3UTOB;
-TpeboBaHusl K O1aHKaM ¥ 0(DOPMIICHHIO JTOKYMEHTOB;
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-TpeOOBaHMs K W3TOTOBJICHUIO, YYETYy, WCIIOJb30BAaHUI0 W XpPAHCHHIO OJIAHKOB C
BocTpom3BesieHneM  ['ocynmapctBenHoro repba  Poccwuiickoit  ®denepaimm, TepOoB
cyobektoB Poccuiickoit ®eneparyn,BapuaHTaMi  PacTiOJIOKEHHs PEKBH3UTOB, OOpa3Iibl
OJIaHKOB JTOKYMEHTOB.

HopmaruBHo-mMeToauueckas 6aza JJOY

Pernamenranust 1e10MpoU3BOJICTBA BEAETCS CPa3y B HECKOJBKUX HANPaBJIC HUSX:

-3aKOHO/IaTeJIbHOE U MPABOE PETYIUPOBAHHE JIE€JIONPOU3BOJICTBA;

-HOPMAaTHBHO-METOIUYECKOE PETYIMPOBAHUE JEJIOTPOU3BOJICTBA;

VHudukanus ¥ cTaHnapTU3anus JOKYMEHTOB:

-rocyaapctBeHnble cTaHnaptel (I'OCT);

-otpacneBble ctaHnaptel (OCT);

-KJ1ac CU(HUKATO PBI.

K 3akoHonatensHBIM M TPaBOBBIM akTaM B cdepe wuHbDOpMAIMH U AOKYyMEHTALMH
OTHOCSITCS:

-3ak0Hbl Poccuiickoin Denepaimu;

-yKka3bl U pacniopsbkeHust [lpesunenra;

-TIOCTAHOBJICHUSI | pacniopsokeHus [IpaBurenncTBa;

-TIpaBOBbIE aKThl (peJepalbHBIX OPraHoB MHCIIOJHUTEILHOM BIACTH (MHHUCTEPCTB,
KOMUTETOB, CIIy)O, areHTCTB H Jp.) Kak OOIIECTBEHHOTO, TaK W BEJIOMCTBEHHOIO
Xapakrepa.

3aKOHbI U MOCTAHOBJICHMUS :

Koncturynusa Poccuiickoit @enepaimm. [punsta 12 nexabps 1993 r.

Tpynosoii konekc Poccuiickoit @eaepamm ot 30.12.2001 r. Ne 197-D3.

3akoH Poccuiickoit @enepammm ot 21.07.1993 r. Ne 5485-1 «O rocynapcTBeHHOMN
TaiHe» (B MOCJ. pen.)

®denepanpHpiii 3akoH Poccuiickoit denepamrm ot 27 wmrons 2006 r. Ne 149-d3 «O6
uHbopManuy, UHOOPMAITMO HHBIX TEXHOJIOTHAX U O 3alluTe MHPOpMaIUm.

@®enepanphpiii 3akoH 0T 10.01.2002 1. Ne 1-®3 «OO6 »nekTpoHHOW 1HGPOBOIA
TIO JITIUC D).

®enepanpHpiii 3akoH Poccuiickoit @enepamm ot 29 mons 2004 r. Ne 98-d3 «O
KOMMEPUYECKOU TalHe.

[loctanosnenue IlpaBurenbctBa Poccuiickoin @eneparmu ot 16.04.2003 1. Ne 225 «O
TPYJIOBBIX KHIDKKax» M JIp.

CraHnapTsl ¥ UHBIE PYKOBOJSILINE TOKYMEHTBI

Irocr P 6.30-2003. «Y HUpUIPO BaHHBIC CHUCTEMBbI JIOKYMEHTALUH.
Y HupumpoBaHHas cCUCTeMa  OPraHM3alMOHHO-PACHIOPSAUTENIbHOM  JTOKYMEHTALWH.
TpeGoBanusi K 0(POPMIICHHIO JTOKYMEHTOBY.

I'OCT 51141-98. «/lenonpon3BOACTBO U apXUBHOE J1€J0. TepMHUHBI U OMpPEAEIICHUS)
u Jp.

B mHactosimmee Bpemsi paboTa Mo ONTHMU3ALMM JOKYMEHTAlIOHHOTO oOecreueHus
YIPaBJICHUS  TPO0JDKACTCSI.
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JINCT

MBMEHEeHMI paboueil yueOHOM MpOrpaMMbl MO JHCIMTLTHHE

OIN.13 JlokymeHTaimMo HHOE OOecTeYeHre YIpaBlIeHUS

I[OHO.HHGHI/IH 1 UIBMCHCHISI, BHOCHUMBIC B pa60qy10 nporpamMmy JHUCHUIUIN HbI

OcHOBaHU BHECEHU Paznen PII/I, B koTOpHIii Conepxkanre BHOCHUMBIX
JNOTIOJIHEHUHN U BHOCSTCS W3MEHEHUS JIOTIOJIHCHUM, M3MEHCHUI
M3MCHCHHUMN
[Ipennoxenne Her HET
paboTonarens
[Ipennoxenne HET HET
COCTaBUTEIIS
pOTpamMMbl
Hpyrue ocHOBaHHS 5. Ilepeuenp OCHOBHOM U
JIOTIOJTHUTEJIbHO M yIeOHOM
JIUTEpaTypbl
ABTOp IpOrpaMMBbI: TpenojaBareb E.H. Mynap

PaGouas mporpamma mniepecMOTpeHa Ha 3ace€JdaHud TPEIMETHOW IHMKIOBOW KOMUCCHUH

IPaBOBLIX JHUCTHUIUINH u CIICIMAIbHBIX  JUCHHIUIMH

cremmanbHocTH  «IIpaBo  m

opranmanusi cormaibHoro obecrnedeHus» mpoTokoa Ne 10 ot 11 mons 2019 1.

[Ipencenarens [TIK

E.A. EMmenssaHoBa

Hau. YMO ¢wmmana

3aBenytomas OubimoTexkoit (Qrmana

Havanpauk mH(OpMAaImo HHO -BbIY HC TUTEIIH HOTO
neHTpa ¢wmana (mporpaMMHO-UHGOPM aITio HHOE
obecneueHre 00pazoBaTeNbHON MPOTPaMMBbI)

«11» mrong 2019 r..

A.C. lemueHKO

«13» mronag 2019 1.

M.B. ®ydansko

«13» mong 2019 .

B.A. TkaueHko

«13» mrong 2019 1.
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