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1. MACIIOPT PABOYEN ITPOI'PAMMbBI YYEBHOM JUCHHUILJIUHBI
OI1.13 AOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 O6aacTh NpUMEHEHHsI MPOrPaMMBbI

PabGouas mporpamma yueOHOW aucuumuinabl  OIL.13  JlokymMeHTallMOHHOE
obOecrieueHre YIpaBICHUS SBISIETCS YacThl0 MPOrpamMMbl MOJATOTOBKU CHEI[MATMCTOB
cpennero 3BeHa B cooTBercTBUU ¢ PI'OC CIIO no cnenuanbHoctu 40.02.01 IlpaBo u
OpraHu3aIys COIMaIbHOTO 00ECTICUCHMS.

1.2 MecTo 1MCUMIUIMHBI B CTPYKTYpPe MPOrpaMMbl MOATOTOBKHU CHENHATUCTOB
Cpe/lHero 3BeHa:

JucuumivHa  BXoauT B npodeccuoHanbHbld  mukin  (IT) B uwmcno
obmenpodeccrnonanbubIx quctutuind (OI1).

1.3. Hean u 3aga4u AUCHMILUIMHBI — TPe0OBAHUSl K Pe3yJbTAaTAM OCBOCHUS
AUCHHUILINHBI:
B pesynbrare ocBoeHHS Yy4eOHON AUCIMUILTUHBI 00YYaIOUTUIICS T0KEH YMeTh!
— 0pOpMIIATH OPraHU3aALMOHHO-PACIIOPAIUTENbHBIE TOKYMEHTHI B COOTBETCTBUU
¢ nerctByromum 'OCTowm;
—  OCYHIECTBIISITH 00paOOTKY BXOISIINX, BHYTPEHHUX M UCXOJAIIUX IOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHUEM;
— 0OopMIIATH JOKYMEHTHI JIJIsl Iepe/lauyl B apXUB OPraHU3aIUH.
B pesynbrate ocBoeHUs yueOHOM NUCIUIUIMHBI 00YUYaIOIIHUICS TOKEH 3HATD:
— TOHSTHE TIOKYyMEHTa, €ro CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHMUS,
— TpaBuia COCTaBJICHUS U O(GOPMIIECHHS OpPTraHU3aLMOHHO-PACHOPSAUTEIBHBIX
nokymMeHToB (aanee — OPJ]);
— CHUCTEMY U THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO OO0ecne4yeHus
ynpasienus (nanee — J10Y);
— O0COOEHHOCTM  JICNIONPOM3BOJACTBA IO  OOpalleHusIM  TpaxaaH U
KOH(HICHIIHAIBHOTO JIEJIONPOU3BO/ICTBA.
B pesynbrate ocBoeHHs y4eOHOW TUCIUILIMHBI OOYYarOMIUKCS JOHKEH HMMeTh
NMPAKTHYECKHH ONbIT:
— METOJIMKOI cocTaBlieHUs, 0QOPMIICHHUS U PEAAKTHPOBAHUS CIYKEOHOTO
JOKYMEHTa, OpraHu3aluy padoThl ¢ HUM,
— crnocobaMu JOKYMEHTHUPOBAHUS U KOHTPOJIS 32 UCTIOJTHEHUEM Pa3InYHbIX BUJOB
JIOKYMEHTOB,;
— coBpeMeHHbIMHU TexHosorusMu [JOVY;
— HaBbIKaMU paboTHI ¢ pecypcamu ceTu «IHTepHeT», yueOHOI 1 HaydyHOU
mutepatypoit o 10V,
— HaBblKamu cocTaBjeHus u opopmierus OP/I.
MaxkcumanbsHasi yueOHasi Harpy3ka odoydvaromierocsi - 148 vac., B ToMm uucne:
oOsi3aTenbHas ayauTOpHass ydeOHas Harpy3ka oOydaromerocs - 100 4ac.;
camocTosiTenbHas pabota oOydaromierocs - 48 Jac (B TOM 4HCIie KOHCYJIbTAIlUU 8 YaCOB).



1.4. IlepeyeHb IUIAHHUPYEMbIX Pe3yJdbTATOB OOyYeHHUSI MO IMCHHUIINHE
(ITepeyens popmupyeMbIX KOMIIETEHLU)

VYyamuiics nokeH o01anaTh OOMMMH KOMIETEHIUSMH, BKIIOYAIOIIUMH B ce0s
CIIOCOOHOCTb:

OK 1. IloHumaTh CYHIIHOCTh M COIMAJIbHYIO 3HAYMMOCTH CBOEHM Oymymiei
npodeccuu, IPOSBIATh K HEW YCTOWYMBBIN HHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTD, BHIOMPATH TUIIOBBIE METObI
U CIOCOOBI BBITIOTHEHUSI MPOGECCUOHATBHBIX 3aJ1a4, OLIEHUBATh UX 3()PEKTUBHOCTH U
KaueCTBO.

OK 3.IIpuHuMaTh pelieHus B CTAaHAAPTHBIX U HECTaHJAPTHBIX CUTYalUsIX U HECTH
32 HUX OTBETCTBEHHOCT.

OK 4. OcyiecTBiaTh MOUCK U UCIOJIb30BaHUE UHGOPMAIIUU, HEOOXOTUMOMN ISt
3¢ (GEeKTUBHOTO  BBIMOJHEHUS MPOQPECCHOHANBHBIX 3a/ady, MNpo(ecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHS.

OK 5. Hcnonws3oBarh HWH(POPMAIIMOHHO-KOMMYHHKAIIUOHHBIE TEXHOJIOTUU B
npodeccuoHAIbHON AESITeIbHOCTH.

OK 8. CaMocTOATENHHO ONPEEATh 3a/1a4u MPOPECCUOHATBEHOTO U JIMYHOCTHOTO
pa3BUTHUS, 3aHUMAThCA CaMOOOpPa30BAaHHUEM, OCO3HAHHO IUIAHUPOBATH IOBBIIICHUE
KBTI (pUKAITIH.

OK 9. OpueHTupoBaThCs B YCIOBUSX OCTOSHHOTO U3MEHEHHUS MTPaBOBOM 0a3bl

VYyamuiics  gomxkeH — o0jagath  MPOQPECCHOHATBHBIMH  KOMIICTCHIIMSIMH,
BKJIIOUYAIOIIMMU B €051 CHOCOOHOCTB:

[IK 1.1. OcymecTBisath mpodeCcCUOHATEHOE TOJIKOBAHUE HOPMATHUBHBIX MPABOBBIX
aKTOB JIJISl peasM3aliy MpaB TpaxaaH B cepe MeHCHOHHOTO 00ECTIeUeHUS U COIMAIbHOMN
3aIIUTHI

[IK 1.2.0cymiecTBasTh NpyueM TpaxkJaH o BOIPOCaM MEHCHOHHOTO 0OecreueHus
Y COLMAIIBHOM 3aILHTHI

[IK 1.3.PaccmaTpuBaTh MakeT JOKYMEHTOB JIJIi Ha3HAUYCHHUs TEHCHUI, OCOOUiA,
KOMIICHCAIIUH, APYrUX BBIIUIAT, @ TAaKXKE MEp COIUATBHOM TOMJECPKKU OTIACIHHBIM
KAaTerOpUsIM I'PpaXKJaH, HY>KIaIOIIUMCS B COLIMAJIBHOM 3alllUTe

I[IK 1.4.0cyuiecTBisiTh YyCTaHOBJEHUE (HA3HAUEHUE, IIepepacuer, MEepeBol),
MHJEKCAIlMI0 U KOPPEKTUPOBKY MEHCUM, Ha3HAYEHUE MOCOOMI, KOMIIEH AU U APYTUX
COITMABHBIX BBHITIIAT, UCIIOJIB3YsI HH()OPMAIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUN

[IK 1.6. KoHcynbTHpOBaTh TpakJaH U TPECTABUTENCH IOPUAMYECKUX JIHIl TIO
BOIIPOCAM MEHCUOHHOTO 00ECTICUCHHS ¥ COLIMATBHOM 3aIUThI

B pesynbrate u3yueHus: yaeOHON TUCIIUTUTMHBI 00y4YaronTuecs
No rexc Copnepxanne ) JIOJDKHBI
1. | KoMmeTermuH KOMITETeHITNH (WTH e€ Hmersb 3
YacTH) 3HATh yMeThb NMPaKTHYeCKUil
ONBIT
1. OK1 [Tonumars CymHoCTb | coaepkaHue HCIIOJIb30BATh HaBBIKaMHU
U COLMAJILHYIO HOPMAaTUBHO- MOJIyY€HHbIE 3HaHUSI | COCTABJIECHUS U
3HaYMMOCTb CBOEH IIPaBOBbIX aKTOB U B IPAKTUYECKOH odopmiiernst OP{
Oynayiei npodeccun, | METOTUIECKUX pabote o
MPOSIBIIATH K HEH JIOKyMEHTOB, CO3JIaHHIO U
YCTOWMYMBBINA HHTEpEC | perJaMeHTupyromux | odpopmiieHno OP/]
BOTIPOCHI CO3/IaHUS
OPJ1 u paboTsI ¢




B pesynbraTe n3ydenus yaeOHOH TUCIHIUIMHBI 00yJaromnecs

No UHexe Copneprxanne ) JIOJKHBI
. | xommerermm | KOMICTCHIHH (v eé HNmets 3
YJacTH) 3HATH yMeThb NpaKTHYecKuii
OnbIT
HUMU
2. OK 2 OpraHu3oBbIBaTh TpeOoBaHus K paboTarts ¢ TUIIOBBIMH
COOCTBEHHYIO COCTaBIICHUIO U 3aKOHOJATEIbHBIMU | METOJAMH 1
JEATEIBHOCTB, odopmiiennto OP/l | 1 uHBIMHU criocobamu
BBIOMPATh TUIIOBBIE HOPMAaTHBHBIMHU peLIeHUs
METOJBI M CIIOCOOBI MIPaBOBBIMHU aKTaMH | PO ECCHOHATIBHBIX
BBINTOJTHEHHSA 3ajJa4, OLICHNBATh
PO EeCCHOHANBHBIX MX TOTEHIHANT
3aja4, OLEHUBATh UX
3¢ GEKTHBHOCTD U
Ka4yecTBO.
3. OK 3 IIpunumarts peuienus | CTpyKTypy U OpuentupoBathes B | HaBbikamu oOmeHust
B CTaHJApTHBIX U ¢ynkmnonuposanue | npouecce JJOY B 0 BOTIpOCaM
HECTaHAapPTHBIX cuctemsl IOY u CTaHAApTHBIX U po¢eCCHOHATBHOMH
CHUTYaIMAX U HECTH 32 | MOPSIOK PabOTHI C HEeCTaHJapTHBIX JEATEIBHOCTH C
HHUX OTBETCTBEHHOCTH | OPJ] CHUTYaIlUsX, IeNaTh | TpaKIaHAMHU U
HEOOXOANMBIE KOJUIEraMH
BBIBOJIBI,
00001IeHN S,
NPUBOASLINE K
PpaIoHaIbHBIM
PpeLIeHUsIM
4. OK 4 OcymecTBIAT MOUCK | CTPYKTYPY CUCTEMBI | paboTaTh co MIpaBWJIaMH TIOMCKA
1 MCTIOJIb30BaHUE HallMOHAJILHOTO CIIpaBOYHHKAMH, 1 UCIIOJIb30BaHUS
nHdopmanny, POCCHICKOTO IIpaBa | METOJMIECKON nHpopManuy,
HEOOXOANMOH JUTs 1 MECTO B HEM JUTEpaTypoH, HEO0OX0ANMOH ISt
3¢ deKTHBHOTO KOHCTUTYITHOHHOTO | CIIPaBOYHBIMH 3¢ eKTHBHOTO
BBINTOJTHEHHS npaBa TIPaBOBBIMHU BBINOJTHEHUS
npodeccroHabHBIX CUCTEeMaMH, npodeccroHabHBIX
3amad, KaTaJoraMu 3amad,
npodeccuoHaNBLHOTO U JUTEPATYPHI npodeccroHaIBHOTO
JIMYHOCTHOTO ¥ IMYHOCTHOTO
pa3BUTHSL. pa3BUTHSL.
5. OK 5 Hcnonb3oBath KOMIIBIOTEPHBIE OpPHEHTUPOBATHCSA B | HABBIKAMH PaOOTHI C
nHpopMaInOHHO- MIPOTPaMMBEI, cetu UHTEpHET, pecypcamu ceTH
KOMMYHHUKAIIMOHHbIE | OPUEHTHPOBaHHBIC HCTIOJIb30BaTh €€ «aTepHETY,
TEXHOJIOTUH B Ha Ka4e€CTBEHHOE pecypchl B y4eOHOI 1 HaydIHOU
podecCHOHAIBLHOMN OCYILECTBIICHHE NpoQeCCHOHANBHON | INTEpaTypOH 10
JIeATeIbHOCTH. npodeCCHOHAIBHON | IeSITeNbHOCTH KOHCTUTYLIUOHHOMY
JIESITETTBHOCTH TIpaBy
6. OK 8 CaMocToATENHHO My TH BHJIETh HABBIKOM
OTIPENIeNIATH 3a/1a4H Mpo(eCCHOHATBHOT | HANPABJICHHUS CBOETO | ITIAHWPOBAHUS U
MpOo(ECCHOHATIBHOTO U | O pocTa 1 Mpo(eCCHOHATIFHOTO | Pean3aluy IJIaHa
JIMYHOCTHOTO JMYHOCTHOTO COBEPIIECHCTBOBAHMA | MPO(ECCHOHATLHOTO

7




B pesynbraTe n3ydenus yaeOHOH TUCIHIUIMHBI 00yJaromnecs

No UHexe Copneprxanne ) JIOJKHBI
. | xommerermm | KOMICTCHIHH (v eé HNmets 3
YJacTH) 3HATH yMeThb NpaKTHYecKuii
OnbIT
pa3BUTH, 3aHUMATbCSl | Pa3BUTHS, 1 TTYHOCTHOTO
camM000pa3oBaHUEM, MOBBIIICHUS pas3BuTHS,
OCO3HAHHO KBanuQpUKanuu camMo00pa3oBaHus,
IUIAHUPOBATh HOBBIIICHUS
TIOBBILIICHUE KBaJIN(UKALIIH
KBaTH(UKAINH.
7. OK9 OpueHTHpOBaTHCS B OCHOBHBIE aHAJIU3UPOBATh HAaBBIKOM
YCIIOBHSIX TEHICHIUH JEHCTBYIOIIHE PO EeCCHOHANTBEHOTO
MIOCTOSTHHOTO pas3BUTH HOPMAaTHBHBIC AKTHl | MCIOJIB30BAHUS
N3MCHEHHS IIPAaBOBOH | KOHCTHUTYLIHOHHOTO HOBOTO B
06a3bl IpaBa, HOBEIUIBI KOHCTHUTYLIHOHHOM
KOHCTHTYLIHOHHOTO 3aKOHO/IATEIbCTBE
3aKOHOJIATENIbCTBA
8 K 1.1 Ocy1ecTBusTh coJiepKaHue OCYLIECTBIISITh npueMaMu
npodeccrHoHaNIbHOE HOPMAaTHUBHBIX aHaIu3 npodeccroHaIBHOTO
TOJIKOBaHUE IIPaBOBBIX AaKTOB U | JAEHCTBYIOIIErO Pa3bsCHEHUS BOJIU
HOPMaTHBHBIX METOIUYECKUX 3aKOHOJATEIbCTBA, | 3aKOHOAATEJs,
IIPABOBBIX AKTOB IS JIOKYMEHTOB, HAalpaBJIEHHOTO Ha OTpa’KeHHOI! B
peanu3aiuy npas HUMEIOIIMX 3HA4YEHHUE | perylupoBaHHE IPaBOBOI HOpMeE
rpaxkIaH B cepe 11OV B coepe | AOY JUISL pealii3aluu
TICHCHOHHOTO MIEHCHOHHOTO IIpaB rpaXkJaH B
obecriedeHUs 1 obecrieueHUs u cdepe IeHCHOHHOTO
COIMAIbHOM 3alUThl | COLHATBHON obecrieueHus 1
3aIIUTHI COIMANBHON
3aIIUTHI
9 K 1.2 OCyIIeCTBIATE IPHEM | COZICpKaHHE HCTIOTb30BaTh criocobamu 1
rpaXkJaH 110 BOIPOCaM | IPaBOBBIX NpaBOBbIE HOPMBI B | IpUEMaMH
IIEHCUOHHOTO HOPMOCOLIMAIbHON colpanbHOH paboTe | OpraHu3aluy |
obecriedeHus 1 pabote clc OTJENBHBIMHU | KOOPJHHUPOBAHUS
COLIMAJIbHOMN 3aIIUTHl | OTAEIbHBIMH JMIaMH, COLMAIbHON paboThI
JUIaMH, KaTerOpUsIMH C HY)K/IAIOIUMHUCS B
KaTeropusiMu TpaXkJiaH ¥ CEMbSMH, | COIMATIBHOMN
TPaK/aH U CEMBSIMH, | Hy)KAAIOIIMMUCS B | IOAJEPIKKE
HYXJAONIMUCS B | COIMAILHOM 3amuTe, IpueMaMu
COLMATBHON TIOJIIEPKKE u | paboTsI ¢ xazobamu
MOJIJIEPIKKE W | 3amUre, a Takxke | M oOparieHHsIMHU
3ammuTe, a TaKke | 0hopMIATh TpakaaH 110
MEPEeYeHb U TOPSJIOK | HEOOXOIMMBbIe BOTIpOCaM
odopmieHus JOKYMEHTBI B | IEHCHOHHOTO
HEOOXOIUMBIX JAHHOW 00acTH obecriedeHus U
JIOKYMEHTOB COLIMANIbHON
3aIUTHI
10 | MK 1.3 PaccmarpuBate maker | HopmarusHO- TonkxoBats Haseixamu
JIOKyMEHTOB JIJIs NPAaBOBBIE  OCHOBBI | CO/IEpXKaHHE odopmtenns
Ha3HAYCHUS TIEHCHH, paccMOTpeHus JOKYMEHTOB JUIA | TOKYMEHTOB JJISt
mocooui, JIOKYMEHTOB JUIA | Ha3HAYCHUS NEHCHH, | Ha3HAYCHHS NEHCUH,

KOMIIEHCALUH, JpYruxX

Ha3HAYCHUS TICHCUH,

ocoOui,

IMOCO0OuH,

BBIILIAT, a TAKXKE MEp mocoOuid, KOMITICHCAIIH, KOMIIEHCAITUH,
COITMATbHOM KOMIICHCAITHH, JIpyTUX BBIIUIAT, a | APYTHX BBIILJIAT, a
TIOJICPKKH JIPYTUX BBIIIAT, a | TaKXke Mep | Takxke Mep
OTAEIbHBIM TaKxKe Mep | COLMATIBHOM COIMATIbHOM
KaTeropusiM rpaxiaH, | COUUaIbHOMN TOJAEPKKHU MOJAECPKKHU
HYXJA0IUMCs B MIOAJIEPKKH OTAEIbHBIM OTIEIbHBIM




B pesynbraTe n3ydenus yaeOHOH TUCIHIUIMHBI 00yJaromnecs

No UHexe Copneprxanne ) JIOJKHBI
. | xommerermm | KOMICTCHIHH (v eé HNmets 3
YJacTH) 3HATH yMeTh NpaKTHYecKuii
OnbIT
COIIMATBHON 3aIuTe OTAEIbHBIM KaTEeTropusIM KaTEeTOpHsAM
KaTeropusim rpakaaH, rpakaaH,
rpak/iaH, HYXJIAIOIMMCS B | HY)KAAIOIINAMCS B
HYXKJAIOUMMCS B | COI[MANIbHOM 3aIIUTe | COLMANBHOM 3aIuTe
COLIMAJIbHOM 3aIlIUTE
11 |IIK14 OcymecTBIATh Heobxonnmoe TTone30BaThCs Hassikamn
YCTaHOBJICHHE KOMITBIOTEPHOE COOTBETCTBYIOIIUM | IPUMECHEHHSA
(na3zHaueHne, MPOTrpaMMHOE KOMITBIOTEPHBIM nH(pOPMAINOHHO-
nepepacuer, epesoy), | obecrneueHune TIPOTPaMMHBIM KOMITBIOTEPHBIX
MHJIEKCALUIO U obecrieueHreM TEXHOJIOTHH TSt
KOPPEKTHUPOBKY YCTaHOBIICHHS,
NeHCUH, Ha3HAYEeHUE WHJIEKCALIH,
oCcoOwHiA, Ha3HAYCHMS TCHCHH,
KOMIICHCAITHH U mocobuiéi  u  gp.
JPYTHX COLUATIBHBIX COIMABHBIX BBITLIAT
BBIIIJIAT, UCTIONB3YS
HHPOPMALNOHHO-
KOMITBIOTEPHBIE
TEXHOJIOTHH
12 |IIK 1.6 KoucyneTupoBats [IpaBoBrle OCHOBHI | Boigensates rnaBHoe, | HaBeikamu ycTHOrO
rpakaaH u MIEHCHOHHOTO CTPYKTYPHPYS WIN  THCBMEHHOTO
MIPeACTaBUTENCH obecrieueHus U | TOJDKHBIM 00pa3oM | KOHCYJIBTHPOBAHHS
IOPUIANYECKUX JIUII [0 | COLMAIbHON YCTHYIO WIN | TpaXkJaH u
BOIIpOCaM 3alIUTHI HACETICHUA | IMMCBMEHHYIO pedb C | MpeICTaBUTeNeH
TIEHCUOHHOTO IEIIBI0 IOPUIUYECKUX  JIUI]
obecrieueHus u KOHCYJIFTUPOBAHUS | 11O BOIIpOCaM
COLIMAJIbHOM 3aIUTHI 3aMHTEPECOBAHHBIX | IEHCHOHHOTO
CyOBEKTOB obecriedeHus U
COIMAIbHON
3aIUTHI

2. CTPYKTYPA U COJIEPXKAHUE YUEBHOM JUCIUILINHBI

2.1 O0beM y4eOHOI JMCUMIIJIMHBI U BUbI y4e0HO0Il padoThl

Bup yueOHoii paGoTbl

O0beM yacoB

MaxkcumajibHasi ydaeOHAsi HATPYy3Ka (BCero) 148
Oo0s3aTenbHasi ayIMTOpPHas yueOHasi Harpy3Ka (Bcero) 100
B TOM YHUCIJIC:

3aHATHA JICKIITUOHHOI'O THUIIA 48
MPAaKTUYECKHE 3aHATHS 52
1ab0paToOpHBIE 3aHATHUS

CamocTosiTeJibHasi padoTa o0yuarouierocs (Bcero) 40
B TOM YHUCIJIC:

pedepar 4
CaMOCTOsITeNIbHAsT BHeayIWTOpHas paboTa (B BHAE IOMAIIHWX MPAKTHYECKUX 3aJaHUH, 36
MHJMBHYalIbHBIX 3alaHUH, CAMOCTOSITEJIbHOTO IMOJ00pa M W3Y4EHUs JOIOJHHUTEIBHOIO
TEOPETHYECKOro MaTepuaa u Jip.)

Koncynpranuu 8
Bun npoMexyTo4HOH aTTecTalu JuddepenunpoBaHHbIH

3a4€T




2.2. CTpyKTYypa JTUCUMIJIMHBI:

HaumeHnoBaHue TeM

Bcero

KoauuecTBo AYAUTOPHBIX YaCOB

CamocrosiTeJbHast
padoTa cTy/eHTa
(uac)

Teopernueckoe
o0yueHnue

IIpakTuyeckue u
J1a6opaTopHbIe
3aHATHS

1.1.1.IlonsTHe
JIOKyMEHTaI[IOHHOTO
obecrieueHns yIpaBICHUS

4

1.1.2.1oKyMeHTHI U
JOKYMEHTHPOBAHHUE

10

1.1.3.Yaudukanus u
CTaH/IapTU3ALNS
JIOKYMEHTOB.
YuupuuupoBanHbie
CHUCTEMBI JOKYMCHTAIHH

12

1.1.4.YaudpuuupoBaHHas
crcTeMa OpraHu3alMOHHO-
pacnopsaAuTeIbHOU
noxymenraruu (YCOPJ).
Dopmynap-obpaszen OP /L.
PexBU3HUTHI M OJIaHKH

14

1.2.1.IIpaBuna opopmireHuUs
OCHOBHBIX BUJIOB
OpraHU3aIlOHHO-
pacnopsauTenbHbIX
JokymeHToB. [IpaBuna
odopmieHHs U BBIAAYH
KOIIUH IOKYMEHTOB

24

10

10

2.1.1.Cityx6a
JOKYMEHTAaIUOHHOT'O
o0ecrieyeHns yrpaBIeHHs

12

2.1.2.0pranuszanus npuema,
paccMOTpeHus,
perucTpanuy 1 UCIIOTHEHHS
JIOKYMEHTOB

12

2.1.3.MadopmarionHo-
cripaBo4Has padora.
KoHTpoubs HeoHeHMs
JOKYMEHTOB.
OpraHu3anoHHas
OTIpPaBKa MCXOASAIINX
JIOKYMEHTOB

12

2.2.1praanzamnus
OIICPATUBHOI'O0 XpaHCHUA
JOKYMEHTOB.
Howmenknarypa aen

13

2.2.2.DxcnepTu3a eHHOCTH
nokyMeHToB. [loaroroska
JIeNT K apXUBHOMY
XPaHEHHUIO

13

2.3.1.0pranuzanust paboThI
¢ 00palIeHNsIMHU rpaXIaH

10

2.3.2.0pranuzanust paboTh
C IOKYMEHTaMH,
MMEIOIIUMHE TpHd
OTpaHWYEHUs! OCTYTIa K
HUM

12

10




Bcero nmo apucuunianHe

148 48 52

48

2.3. TeMmaTn4ecKkuii MJIAH U COAePKAHNE YUEOHOM TN CIUTIHHBI
OI1.13 loxymeHTaliMOHHOE O0ecnedeHre YIIPpaBJIeHUs

HaumenoBanue
pa3iesioB U TeEM

Copaep:xanue yueOHOI0 MaTepuaJia, MpaKTH4YecKue padoThl,
CaMOCTOfITEJIbHAS patoTa 00yYalOIIUXCs.

O0bem
4acoB

Yposens
OCBOEHMS

1

2

4

Paznen 1.
JoKymMeHTHpOBaHUE

64

Tema 1.1.
JlokyMeHTallMOHHOE
o0ecrneyeHne
yIpaBJIeHH: MOHSTHE,
cojep:KaHHEe U ITANBI
pa3BuTHSL.

Coaep:xkanue yueOHOT0 MaTepuasia

30

Jlexkuuu

1 | ITousTue JOKYMCHTAlJTUOHHOT'O obecreueHus YIpaBJICHU

2 | JIoKyMeHTbI U TOKYMEHTHPOBaHHE

[y
Rl o

1,2

3 | Yuudukanus v cTanaapTU3anms J0KyMEHTOB.
YHUUINPOBAHHBIE CHCTEMbI JJOKyMEHTAIIMN

4 | YHuduuupoBaHHas CUCTEMa OpPraHU3aluOHHO-
pacnopsautensHoit qokyMmenTanuu (Y COP/I). ®opmysisip-
o6pazent OPJI. PexkBu3uTHI 1 OJ1aHKU

IlpakTHyeckue 3aHATUHS

14

1 | JIokyMeHTHI ¥ JOKYMEHTHPOBaHHE

2 | Yuudukanys v cTaHAapTU3alKs TOKYMEHTOB.
YHupuUUUpoBaHHbIE CHCTEMbI JOKYMEHTAIMN

2,3

3 | YauduiupoBaHHas cucTeMa OpraHU3aIMOHHO-
pacniopsinurensHOi qokymentarun (Y COPJI). @opmyrsip-
obpazenr OPJI. PexkBu3nTHI 11 ONaHKH

2,3

CamocrosiTejibHast padoTa 00y4aroUIuxcs

1.M3yunts HopMaTtuBHO-TIpaBoBhIe akTe: [ OCT P 51141-98.
Jleonpon3BOACTBO U apXUBHOE A€N0. TepMUHBI U ONPEICIICHHUS;
OenepanbHEI 3ak0H 0T 27.07.2006 Ne 149-03 «O06
nHpopmanny, HHOOPMAITMOHHBIX TEXHOJIOTHIX H O 3aIUTe
unpopmarumn»; OenepanbHblii 3akoH oT 27.12.2002 Nel84-D3 «O
TEXHUYECKOM PETYITUPOBAHUN

T'OCT 17914-72. O6m0XKKH e JITATSITHHBIX CPOKOB XPAHCHHS.

Texunuaeckue ycmosus. TOCT P CO 9000-2008.
Hauunonanehslii cranaapt Poccuiickoit ®@enepaunn. Cuctemsl
MEHePKMEeHTa KadecTBa. OCHOBHBIE MOJIOXKEHHS U CIOBaPhb .
T'OCT P 6.30-2003 YuuuiupoBaHHbIE CHCTEMbBI JOKYMEHTAIINH.
YHuduimpoBaHHas CUCTEMa OPraHU3aIMOHHO-
pacropsiIuTeNbHON JoKyMeHTalu. TpedoBanus kK oopMIIeHHIO
JIOKyMEHTOB.

2. [lpunymaTh HAaUMEHOBaHHE CBOEH OpraHM3aluy, YMOIeMy
OpraHu3aluy, KO OpraHu3aluKi, OCHOBHOM TrOCyAapCTBEHHOM
PETHCTPAIIMOHHBI HOMED IOPUIMYECKOTO JInIa (OpraHu3aInm),
UACHTU(DUKAIIMOHHBIA HOMEP HAIOTOILIATEIBIIIKA/KOJ] TIPUINHBI
ITOCTAHOBKH Ha YYET, CIIPAaBOYHBIC JaHHBIC 00 OpTaHU3aI[UH; BCE
JIAHHbBIE 3aHECTH HA AJIEKTPOHHBIN HocuTeb B hopmare Word.

Koncynpranuu

Tema 1.2.
Od¢opmiaenune OPJ]

Coaep:xkanue yueOHOro MaTepuajia

14

Jleknun

1 | IIpaBuiia opopMIIEHHS OCHOBHBIX BHJIOB OpPTraHW3aI[MOHHO-
pacnopsIUTeNbHBIX ToKyMeHTOB. [IpaBuia opopmiieHus 1
BBIJIaYM KOMUI JOKyMEHTOB

1,2

11




IlpakTnyeckne 3aHSITHS

10

1 | IpaBwta opopMIIeHHS OCHOBHBIX BUJIOB OPTraHU3alMOHHO-
pachopsIUTENIbHBIX JIOKYMEHTOB.

1,2

2 | IlpaBmia oopmIIeHHS M BBIaYH KOIMH JOKYMEHTOB

CamocTosiTe1bHAsI padoTa 00y4Yarouxcs
1. 3y4nTh HOpMaTHBHO-TIpaBOBbIE akThl: 1) O0mEepoccHiicKuii

kiaccudukaTop yrpasneHueckoi qokymenTauu OKOIT-93.
2)I'OCT P UCO 15489-1-2007. HarmoHaneHbI# cTanaapT
Poccuiickoii®enepanunu. CrucremMa cTaHIapToOB 110 HHPOPMAINH,
OMOIMOTEYHOMY M M3JATEIBCKOMY JeTTy. YTIpaBIICHHE
nokymernTtamiu. 3) I'ocymapcTBeHHas cucteMa
JOKyMEHTAI[MOHHOTO 00ecredeH st ynpaBieHus. OCHOBHbIE
nonoxerns. O6mue TpedoBanmsa ['maBapxua CCCP ot 23 mas
1988 r. N33 4. 4) Anp00oM yHU(HUIIIPOBAHHBIX (hOPM EPBUIHOM
YUYETHOW TIOKYMEHTALUH N0 YUYETy TPYAa U €ro OIIaThl.
YTBepxkaeH noctaHoBienueM ['ockomcrara PO ot 5 suBaps 2004
r.Ne 1

2. OdopmiieHne npakTuueckux pador: 1) npoBepuTh
MIPaBUIILHOCTH O(OPMIICHUS OPraHU3aLMOHHBIX TOKYMEHTOB
CBOEI1 OpraHM3aIyy, MPUKa3oB M0 OCHOBHOI J€ATEILHOCTH U 110
JIMYHOMY COCTaBY, LITATHOTO PacUCaHusl, TpaduKka OTITyCKOB,
JIMYHBIX KApTOYEK, KOMaHANPOBOYHBIX yIOCTOBEPEHHUH,
CIy’keOHOTO 3alaHus 1JIsl HAIIPABJICHUS B KOMaHIHUPOBKY H
OTYETA O ero BBHIIOJHEHNH, 3asBJICHHS, CIIPaBKU, IPOTOKOIA,
CIy’keOHBIX MUCEeM; 2) MPOBEPUTH HATTMYNE JTOKYMEHTOB Ha
3NEKTPOHOM HOcuTene B popmare Word.

3. IIpoBepuTh MPaBUIBHOCTH OPOPMIICHHS KOITHH O()UIIHAIBEHOTO
JOKyMEHTA, BBIITUCKH UX O(HUINAIBLHOTO JOKYMEHTA, KOTINH-
OTITyCKa CBOEIl OpraHU3aliK; POBEPUTH HAIMYNE TOKYMEHTOB
HadIeKTPOHOM Hocutele B popmare Word.

10

Pazgen 2.
Opranuszanus padoTsl ¢

AOKYMEHTaAMHU

84

Tema 2.1.
JloxyMeHT0000poT

Coaep:xkanue yue0HOT0 MaTepuasa

26

Jlekuuu

12

1 | Cnyx06a TOKYMEHTAIIMOHHOTO 00ECTIEYCHHUS YIIPABICHUS

2 | OpraHu3zaiys npueMa, pacCMOTPEHUsI, PEruCTpaluy U
HCIIOJIHEHUS IOKYMEHTOB

1,2

3 | MudopmannonHo-cpaBouHas padora. Koutposs
UCTIOHEHUsI JOKyMeHTOB. OpraHu3aloHHas OTIIPABKa
UCXOJSIIUX JOKYyMEHTOB

IIpakTHueckue 3aHATHS

14

-

Cny>1<6a JAOKYMCHTAIMOHHOT'O obecneueHus YIpaBJICHUS

2 | Opranuzanys npueMa, pacCMOTPEHUS, PETUCTpaluy 1
UCTIOJIHEHUS JOKYMEHTOB

1,2

3 | UudpopmarnmonHo-cnipaBodHast pabota. KoHrposs
WCTIOJIHEHUsI JOKyMEeHTOB. OpraHu3aioHHas OTIIPaBKa
MCXOASIINX JTOKYMEHTOB

CamocrosiTe1bHast padoTa 00y4YaromuXcs
1.13yunts MeToauyeckne peKOMEHIALUH 10 pa3paboTke

WHCTPYKIIMH TI0 JIEONIPOU3BOJICTBY B (heiepambHBIX OpraHax
HCTIOHUTENBHOM BacTH. Y TBEpKeHbI pukazoM Pocapxusa oT

23 nexabps 2009 r. Ne76

2. OdopmireHHe TPAKTUUECKUX PadoT:
1) mpoBepuTh NPaBUIHHOCTH MPOCTABJICHUS PE3OJIOLINH,

10

12




BXOJISIIIIETO PETUCTPAIIIOHHOTO HHICKCA, 3aTI0THEHUS
pETHCTPAIIMOHHON (DOPMBI CBOCH OpraHU3aIiH;
2) NpoBEpUTH HATMYKE TOKYMEHTOB Ha3JIEKTPOHOM HOCHUTEIIE B

¢dopmare Word.

3. Hanmcats 3cce mo teme «I/IH(l)OpMaIII/IOHHO-CHpaBO‘IHaH

pa60Ta B YCJIOBUAX NPUMCHCHUS KOMIIBIOTCPHBIX TEXHOJIOT I

4 Mzyante@enepanpHerii 3akoH oT 10.01.2002 Nel-®3 «O06
AIEKTPOHHOHN H(POBOH MOIIHCH»

Tema 2.2.
XpaHeHue
JAOKYMEHTOB

Coaep:xkanue yueOHOT0 MaTepuasia

16

Jlexkuuu

1

Opranuzanus onepaTuBHOIO XpaHEHUs IOKYMEHTOB.
HowmeHnknatypa nen

OKcnepTu3a IeHHOCTH TOKyMeHTOB. [loaroroska e k
APXUBHOMY XPaHEHUIO

1,2

AKTHYCCKHEC 3aHATUA

[EN

OpFaHI/I3aHI/IH OICPATUBHOI'O0 XpaHCHUA JOKYMCHTOB.
Howmenknarypa nen

OKcnepTr3a IeHHOCTH T0KyMeHTOB. [loaroroBka nen k
ApXHUBHOMY XpaHECHHUIO

1,2

CamocrosiTesibHast padoTa 00y4aroUIuxcs

1.M3yunuts: 1) OcHOBHBIEC MpaBuiia pabOTH APXUBOB
opranm3anmii. OmoOpens! pemenneM Konmernn PocapxuBa ot
06.02.2002; 2) TlepeueHb THUIIOBBIX YIPABICHICCKUX aPXUBHBIX
JOKyMEHTOB, 00pa3yIOIINXCS B IIPOLECCE AESTENBHOCTH
TOCYAapCTBEHHBIX OPTaHoOB,

OPTaHOB MECTHOTO CaMOYIIPABJICHHS U OpraHU3aLHH, C

yKa3aHHEM CPOKOB XpaHEHUs. Y TBEPKICH MPUKA30M

MunuctepcTBa KylIbTypsl Poccuiickoit @enepariiu ot 25 aBrycra
2010 r. Ne558

2.0dopmienue npakTHIecKux padbot: 1) nposeputsh
IIPABUJIBHOCTh COCTABJICHUSI KOHKPETHOM HOMEHKJIATYphl CBOEH
OpraHM3alliy; MPOBEPHUTH HAINYUE JOKYMEHTOB HAdJIEKTPOHOM
HocuTene B popmare Word; 2) mpoBepuTh PaBUILHOCTD
COCTAaBJICHHSI aKTa O BBIZCJICHUH K YHUUTOXKEHHIO JOKYMEHTOB, HE
HOJISKALUX XPAHEHHIO CBOEH OpraHu3aliy; IPOBEPUTh
HaJlMgie JOKyMEHTOB Ha 3JISKTPOHOM HOcuTeNe B opmare
Word.

Koncynbranuun

Tema 2.3.
OcobenHocTu padoThl
¢ o0paleHusIMHu
TPaKIaH H
KOH(UIeHIINATbHBIMH
JAOKYMEHTAMHU

Coaep:xkanue yue0HOro MaTepuaJia

Jlexkuuu

1

Opranuzanus paboThl ¢ 00paIICHUSIMH TPAXKIAH

2

Opranuszanus paboThl ¢ JOKYMEHTaMH, HMEIOIIMU Irpud
OTpaHUYEHUsI OCTYyIa K HUM

1,2

AKTHYECCKHEC 3aHATHSA

Opranuzanus padoTsl ¢ 00pallleHUSIMU TPAXKJIaH

l\)l—‘:

Opranuzanus paboTsl ¢ JOKYMEHTaMH, UMEIOIMMU Irpud
OTpaHMYEHUsI JOCTYIa K HUM

&~ IN|O| B~ [0

1,2

CamocrosiTe1bHast padoTa 00y4alomuXCs
1.0dopmienne npakTuaeckux padot: 1) mpoBepuTh

TPaBUIIBHOCTH MMOATOTOBKHU JI€JIa K IEPEIayuC B apXnUB CBOCH

OpraHU3aIliH, COCTABIICHHE CTaTOYHOM OMICH; 2) IPOBEPHUTH

HaJM9re JOKYMEHTOB HadJIeKTpOHOM Hocutene B popmare Word.

2.M3y4nTh HOPMATHBHO-TIPABOBEIE aKkThl: 3akoH P®d ot 21 mrons
1993 1. Ne5485-1 «"ocynapcTBeHHOH TaliHey; DenepanbHbIi
3aKoH 0T 27.07.2006 Nel152-®3 «O nepcoHaIbHBIX TaHHBIXY;

13




®denepanbHblil 3aK0H oT 02 Mast 2006 r. Ne59-D3 «O mopsinke
paccMoTpenus obparieHuii rpaxaan Poccuiickoin denepanumny;
Va3 [Ipesunenra PO ot 06 mapta 1997 r. Nel188 «Ilepeuens
CBE/ICHUH KOHQHICHIIMATHHOTO XapaKTepay

Yposenwv oceoenus: 1 -neekuii, 2 - omnocumenvuo neckuil, 3 — CA0MHCHbI.

2.4. Conepxxanme pa3aeoB IMCUUILTHHbBI

2.4.1 3augaTHA JeKIUOHHOI0 THIIA

dopma
Ne HanmenoBanue p
CojeprkaHue pasjiena, TeMbl TEKYIIEro
pasnena pasena, TeMbl
KOHTPOJIS
1 2 3 4
1 Tema. 1.1.1 Conep:xanue yueGHOT0 MaTepuaa: TV,
ITousarue ConeprkaHue TUCHUILTUHBI U €€ POJib B IIOJATOTOBKE CHEIIHAUCTA.
Z[OKyMeHTaL[I/IOHHOFO CBSI3I> C leyFI/IMI/I O6HICHpO(beCCI/IOHaJ'ILHI)IMI/I U CliequaJIbHBIMHU
obecrieueHus JIACLIMILUIAHAMM.
praBﬂeHI/IH OCHOBHI)Ie ASTaIllbl BOSBHUKHOBCHUS U paSBI/ITI/IH OTCYCCTBCHHOI'O

JIOKYMCHTAITHOHHOT'O 00CCTICUCHHUS YITPABICHUS
(memonpou3BOACTBRA).

[ToHsTHE «IOKYMEHTAIIMOHHOE 0OECTIEUeHNE YIIPABICHUS.
JlokyMeHTaIllMOHHOE 00ECIIeUCHUE YIPABICHHUS KaK (YHKIIHS
YIPaBICHUSI, B3AUMOCBSI3b C JPYTUMHU (QYHKIUSAMH YIPABICHHUS.

I[OKyMeHTaL[I/IOHHoe obecrnieucHue YIIpaBJICHUA KaK CUCTEMaA pa6OTBI

¢ nokymeHTamu. CoBpeMeHHbIE TPEOOBaHHMS K €r0 OpraHu3anny, K
MPUMEHEHUIO COBPEMEHHOI 0(HCHOM 1 BHIYNCIUTEIBHON
TeXHHUKH.VICTOUYHNKN M TuTEepaTypa 1o JUCIUILIIHE:
3aKOHOJIaTeJIbHbIE aKThl, HOPMATUBHO-METOANIECKHIE JOKYMEHTHI,
TOCYJapCTBEHHBIE CTAHIAPTHI, OCHOBHAS U JOIOIHUTENIbHAS
JauTeparypa.

14




Ne
pasnena

HanmenoBanue
pa3zena, TeMbI

Conepxanue paszerna, TeMbl

®opma
TEKYyIIETo
KOHTPOJIA

1

2

3

4

1

Tema 1.1.2
JIOKyMEHTHI U
JIOKYMEHTUPOBaHUE

[MonsTus «uHGOPMALUI» U «TOKYMEHT». Ponb nHbOpMaIiy B
COILIMATBHO-3KOHOMHYECKHX npoueccax. [lonmudyHknnonantsHOCTE
JnokyMmeHTa. VHpopManoHHast, KOMMYHHKAaTHBHAs, COLUAIbHA,
KyJIbTypHas, yIIpaBjIeHUECKas, IPaBOBasi, UICTOPUYECKas U Apyrue
(yHKIIMH TOKYMEHTA.

[MTonstue o nokymeHTupoBanuu. O0s3aTENBEHOCTD
JIOKyMEHTHPOBaHUs HHPOpMaIKHU. 3aKOHOIAaTEIbHBIE aKTHl,
periIaMeHTHPYIOLe OpraHUu3aliio paboThl ¢ JOKYMEHTUPOBAHHOM
napopmanueil (OenepansHeiii 3akoH PO «O6 napOpManny,
MH()OPMAIMOHHBIX TEXHOJIOTUAX U O 3alnuTe HH(QOpMALHI»,
Tpynosoit kogexc P® u ap.).

OcHOBHBIE cTIOCOOBI TOKYMEHTHPOBaHMs. MaTepuanbHble HOCHTEIN
nH(pOpMaLUK U UX BIUSHHE HA JOITOBEYHOCTh M COXPAHHOCTh
JIOKyMEHTa. BimsiHre HayqHO - TEXHUYECKOTO Mporpecca Ha
JIOKYMEHT U JOKyMEHTHPOBaHHE.

TekcroBble, rpaduyeckue, MaTMHOYUTACMbIE TOKYMEHTBHI,
(oHoOKYMeHTHL. OTpeiesIeHne MOHATHI «IOKYMEHTY, «aBTOP
JIOKyMEHTa», «0(UIHANBHBII JOKYMEHT», «JIMYHBIA JTOKYMEHT) I10
'OCTP. 51141-98.

Pacmmpenne noHATHS «IOKYMEHT» C Pa3BUTUEM HAYKH U TEXHHUKH.
IoHsATHE «INEKTPOHHBIH JOKYMEHT». 3aKOHOAATENBHBIE aKTHI,
peryIaMeHTHPYIOIIIE OPTaHU3ALMIO PAOOTHI C 3JIEKTPOHHBIMHU
nmokymeHTamu (DenepanbHelii 3ak0H PO «O0 3mekTpoHHON
IUPPOBON TOIIIHCHY).

IIpyu3Haku JOKyMEHTa: OPUTHHAIBHOCTD, IOAJMHHOCTb, KOMMUHHOCTD.
ITonsaTHE «OpUrHHATY, €TO NPU3HAKHU, XapaKTEPUCTHKA OPUTHHAIOB
JIOKyMEHTOB Ha Pa3HBIX HOCUTENIAX HHPOpMaLUH. Y MHOXKEHHbIC
OpUTHHAIBL.

IMonsATHE «IIOATMHHNKY. [10TMHHbIE U TOI0KHbIE JOKYMEHTEL
Qanbcudukanys J0KyMEHTOB.

[onsTe «xonus». Buast konuit. FOpuanueckas cuia xonuii.
CrpyKTypa H0KyMeHTa. [IoHATHE «PEKBU3UTY, BUABI PEKBU3UTOB.
IMonsaTHe «HOPMYIApP TOKYMEHTa», 0COOEHHOCTH COCTaBa (hopMyIspa
JAOKYMCEHTOB Ha pa3jIMYHbIX HOCUTCIISAX I/IH(i)OpMaL[I/II/I.
WHanBUIYyaNbHBIH, THIIOBOH (opMyIsp, hopMymsp-obpaser, HxX
XapaKkTepHCTHKA U Ha3HAUYCHHE.

TV,

Tema 1.1.3
Yuudukanus u
CTaHJapTH3AIHA
JIOKYMEHTOB.
YHupuupoBaHHbIe
CHCTEMBI
JOKyMEHTAaINN

Yuudukauus u crannapruzanus. [lonstue «cucrema
JIOKYMEHTAIU», ee Ipu3Haku. OYHKIMOHANBHBIE U OTPACIIeBbIC
CHCTEMBI JOKYMEHTAIIHH.

[MonsiTue «yHUUIMPOBaHHAS cUCTEMa JOKyMeHTauuny. Kparkas
XapakTepUCTHUKA ASHCTBYIONINX YHH(PHUINPOBAHHBIX CHCTEM
JIOKyMEHTAIMH: OpPraHu3allMOHHO-PACTIOPSINTEIbHON, OTYETHO--
CTaTUCTHYECKOM, MEPBUYHON YIeTHOW (PMHAHCOBOH H Jp.
I'ocynapcTBeHHbIE CTaHAAPTH HA YHU(DUIIUPOBAHHBIE CHCTEMBI
JIOKyMEHTAIlH, perJIaMeHTHPYIOIIHe 00IIMe MpaBHiIa UX pa3padoTKH
U roctpoenust popmyisipa-odpasua.

[MonsiTne «yHUUIUPOBAaHHBIE POPMBI JOKYMEHTOB.
Obmepoccuiickie 1 0TpaciIeBble YHU(DUITUPOBAHHBIE (POPMBI
JIOKYMEHTOB; YHU(PHUINPOBAaHHBIE (POPMBI JOKYMEHTOB MPEAIPUATHS
(Y®), nopsiiok ux BBeJACHUA B JeiicTBUE. ATbO00MBI hopm
YHU(DHUIINPOBAHHBIX TOKYMEHTOB.

Pacnipenenenne coctaBa BUIOB M pa3HOBHIHOCTEH JOKYMEHTOB
OTIpeIelIeHHOT0 KOMITIIEKCa 10 3ajadaM ypasieHus. Tabens Gpopm
JIOKYMEHTOB.

T.Y,
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®opma

Ne HaunmenoBanne
Copneprkanue pasfena, TeMBI TEKYyIIETo

pa3zena pa3zena, TeMbI
KOHTPOJIA

1 2 3 4

1 Tema 1.1.4 XapakTepucTuka, cocras u coaepxanue 'OCTa P 6.30-2003 T,Y,
VYaudunupoBanaas | «YHUQHUIHPOBAHHBIE CHCTEMBI JOKYMEHTAIH. Y HUDUIINPOBAHHAS
cucrema crcTeMa OpraHu3allMOHHO-PACTIOPSANTEIbHON TIOKYMEHTALINH.
OpraHU3aIOHHO- TpeboBanus kK 0HOPMIICHUIO JOKYMEHTOBY.
pacriopsimurensHON | @opmynsap - o6paser; OPJl. CocTaB 1 cxema pacioyioxKeHust
JOKyMEHTaINU PEKBH3HMTOB Ha opMyJsipe-o0pasiie, criocoObl oGopmIIeHHUSI.

(YCOPL). [MpaBuna odopmiteHHs: peKBU3UTOB, periaaMmeHTupoBanHbXx ['OCTom
dopmynsap-oopazenr | P 6.30-2003.
OP/I. PekBU3HUTHI U [NonsTHe «ONMaHK MOKyMEeHTay. Bupl O1aHKOB: 00muil OnaHk, OJaHK
OaHKU michMa, OJJaHK KOHKPETHOTO BU/Ia JOKyMeHTa. BapuaHTsl
PAacIIONIOKEHHS PEKBU3UTOB 3aT0JIOBOYHOM YacTh OJaHKa.
[IpaBmina opopmieHHs, H3TOTOBJICHUS, YUETa, UCTIONb30BAHMS U
XpaHEeHHs TepOOBBIX OJIAHKOB OpTaHM3aINH.

1 Tema 1.2.1 OCHOBHBIE TPYNIIBI OPTaHU3ALMOHHO-PACTIOPAIUTEIBHBIX T,Y,
[paBuna JIOKYMEHTOB. XapaKTEPHUCTUKA H COCTaB OPTaHU3alMOHHBIX
odopmIIeHHS JIOKyMeHTOB, Bxoasmux B Y COPJI (ycraBa, mosoxxeHus,

OCHOBHBIX BUJIOB MHCTPYKIUH, JOJHKHOCTHOM MHCTPYKIWH, TPaBHJI LITATHOTO

OpraHU3aIOHHO- pacmucaHusi, CTpyKTyphl M IITaTHOW YUCICHHOCTH), TPEOOBAaHUS K UX

pactopsiIuTeNbHBIX | 0hOpMIICHUIO.

JIOKyMEHTOB. XapakTepucTHKa ¥ COCTAaB PACIOPSAUTENbHBIX JOKYMEHTOB,

[IpaBuna Bxozmsmux B Y COPJI (mocTaHOBIICHHS, TPUKA30B 110 OCHOBHON

odopMIICHHAS U

BBIIaYH KOTIHA JIESTETFHOCTH U 110 TMIHOMY COCTaBY, PEUICHHUS, PACTIOPSKCHHUS,

JOKYMCHTOB yKa3aHHs, COBMECTHOTO PaCIIOPSTUTEIHHOTO TOKYMEHTA),
TpeOOBaHUS K X 0(OPMIICHHIO.
XapaKTepuCTHKa H COCTaB OPraHU3alHOHHO-PACTIOPSANTEITBHBIX
JIOKyMeHTOB, Bxosamux B YCIIY /] (mpuka30B 1O JINYHOMY COCTaBY,
IITaTHOTO PaclUCaHusl, Tpa)uKa OTIYCKOB, INUHBIX KapTOYEK,
KOMaH/IMPOBOYHBIX YJIOCTOBEPEHUIL, CITyKEOHOT0 3a1aHusI ISt
HAarpaBJIeHUsl B KOMaHIUPOBKY U OTYETa O €r0 BBIIIOJIHEHUH),
TpeOOBaHUS K X 0(OPMIICHHIO.

2 Tema 2.1.1. OpraHu3anuoHHbie (OPMBI JOKYMEHTAIIMOHHOTO 00eCIeUeHHMS T,V,
Cnyx0a ynpasienus. Cinyx06a JIOY, ocHOBHbIC 3a1a4u, (YHKIIUH, TUIIOBBIC
JOKYMEHTAIIIOHHOTO | CTPYKTYPHI, JOIDKHOCTHOI cocTaB. PermamenTarus paboThl ciry OBl
obecrieyeHust J0V.

YIpaBJICHUS [onsATHE «TOKYMEHTOOOOPOT, OOIINE IPHUHIIAIIBI OPTAHU3AIHH
JIOKYMEHTO000POTa, €ro CTPYKTypa, HEOOXOTUMOCTh yueTa 00beMa
JIOKyMeHT0o00opoTa. HopMaTuBHBIE TOKYMEHTEHI,
PETIaMEeHTHPYIOIINE OPTaHU3aIII0 TOKYMEHTO000POTA.
KomrbroTepusanus J0KyMeHT0000poTa.

2 Tema 2.1.2 [Tytn nocrynneHus 10KyMEHTOB B opranuzauuto. [Ipuem u KP, P
Opranusanus nepBOHavalbHas 00paboTKa JOKyMeHTOB. [IpenBapuTenbHoe
npuema, paccMOTpeHne JOKYMEHTOB.
paccMoTpeHus, PaccMoTpeHue JOKYMEHTOB PyKOBOJCTBOM OpPraHU3alHy.
perucrpanuu u Perucrpanus JOKyMEHTOB KaKk COCTaBHasi YaCTh TEXHOJIOTHH
UCTIOJTHEHUS JIOKyMEHTAI[HOHHOT'0 00eCIeYeHHsl YIIPaBIIeHUs, KaK IIPoLiecc
JOKyMEHTOB co3JaHus OaHKa JIaHHBIX O JOKyMEHTaX opraHu3anuu. GopMel

peructpanuu (KypHalbHas, KapTOYHAasl, aBTOMATH3UPOBAHHAS ), UX
JIOCTOMHCTBA U HeAocTaTKu. IToka3aTenu, BBOAUMEIE B
peructpanuonssie GopMel. TpebGoBaHHS K COCTaBY
PETUCTPAIIMOHHBIX HHIECKCOB.

JlocTaBka TOKyMEHTOB UCTIONHUTENSIM. PaboTa ucnomHuTENs C
JIOKyMEHTaMH. DTanbl ucnogHeHus. OCOOEHHOCTH MOATOTOBKH
HOPMATHBHBIX MPABOBBIX aKTOB.

DyHKIMK ¥ TIpaBa moApasienenuii cryx0e1 JIOY, ocymecTBiasironmx
MpHUeM, TIPeIBAPUTEIILHOE PACCMOTPEHHE, PETUCTPAIIAIO U JOCTABKY
JTOKYMCHTOB B OpTaHHU3aINH.
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®opma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIEro

pasnena paszerna, TEMBI
KOHTPOJIS

1 2 3 4

2 Tema 2.1.3 B3anmocBs3b perucTpanyun J0OKyMEHTOB X HH()OPMAIIMOHHO- N
WudopmannonHo- cnpaBoYHOU paboThl. OpraHu3anus padoTH C IIOMOIIBIO
crpaBoyYHasi paboTa. | CIPaBOYHBIX KapToTeK. MH(pOpMaIoHHO - cripaBo4Has pabora B
Kontpons YCIOBUAX NPUMEHEHHS KOMIBIOTEPHBIX TEXHOIOTUH.

UCTIONHEHUS Oynkuny 1 npasa noapaseneHni cyxos1 10V, ocynecTBISIOMmUX

JIOKYMEHTOB. nH(pOpPMaLMOHHO-CIIPAaBOYHYIO Pa0oTYy.

OpranuszanyuoHHas OOmmue cBeneHus 00 yueTe U CHCTeMaTH3alui HOPMaTHBHO-

OTIIpaBKa MPABOBBIX aKTOB (KOHCOJIM AN, KOIU(PHUKAIMSL, HHKOPHOPALHS).

HCXOIATIIX Opraan3anus CrpaBOYHO-UH(OPMAITHOHHOHN pabOoTHI 1Mo

JIOKYMEHTOB JIEHCTBYIOIIEMY 3aKOHOATeNbCTBY PD, ncnosib3oBanue
MH()OpMAIMOHHO-CIIPABOYHBIX TPABOBBIX CHCTEM.
Llenr KOHTPOIIS HCIIOJIHEHNUS TOKYMEHTOB, €ro BUAbl. [ IpHHIIIIED
OpraHM3any KOHTPOIS. IIOHATHS: «CPOK MCIIONHEHUSY, «TUIIOBOH
cpok». HopMaTHBHBIE TOKYMEHTHI, yCTaHABJINBAIONINE THIIOBBIC
CPOKHU UCIIOJIHECHHUS.
Py4HO! 1 aBTOMaTU3UPOBAHHBII KOHTPOJIb, UX JIOCTOUHCTBA U
HCIOCTATKU; NpUMCHACMasA TEXHUKA. Texuomorus BCACHMUA
KOHTpOoJIst. OCOOEHHOCTH KOHTPOJISI pACHIOPSAAUTEIBHBIX JOKYMEHTOB.
AHanu3 COCTOSHHS UCITOJHECHUS JOKYMCHTOB B OpraHu3allru.
onpasnenenus cayx0sr IOV, ocymecTBisrone KOHTPOIb
WCTIONIHEHUSI, NX (QyHKIUH, IpaBa.
ITpouecc nprema 1 06pabOTKH HCXOIANINX JOKYMEHTOB, COCTaB
BBITIOJTHAEMBIX paboT IPH TPaAUIIMOHHOM CIIOCO0E OTHPABKU
(mouToit): MpoBepKa MPaBHILHOCTH O()YOPMIICHNS, HATMYHS
MPWIIOKEHUS, afipecara, COPTUPOBKa M0 ajipecaTtaM U BHIAM
OTIpaBJICHUH, aipecoBaHme, GajblieBaHNE, KOHBEPTOBAHHE,
3aKJIeuBaHNE KOHBEPTOB, B3BEIINBAaHIE, MapPKUPOBKA, COCTABICHHUE
OTIHMCH PACCHUIKH.
OTmpaBKa JOKyMEHTOB C MOMOIIIBIO TelieoHa, hakca, JCKTPOHHOU
MOYTOH. THITBI CHCTEM AIIEKTPOHHOI MOUTHI (TI00ATBHEIE,
KOpPIIOpaTHBHBIE).

2 Tema 2.2.1. [MonsTust: «aeno», «popMupoBaHUe 1e1», KHOMEHKIATYpa . vV, T
Opranuzanus 3HaueHne HOMEHKIIATYPHI AeJ VIS KilacCU(HUKALUN JOKYMEHTOB
OTIEpPaTHBHOTO OpTaHH3aIIH.

XpaHeHHs Bunp! Homenknatypst fein. [lopsiok cocrasnenusi, opopmiieHus,
JOKYMEHTOB. YTBEPKICHHS ¥ IPUMEHEHNSI KOHKPETHONH HOMEHKIIATYPHI JeT

Howmenknarypa gen

OpraHu3ani 1 HOMCHKJIATYPBI A€ CTPYKTYPHOI'O OAPAa3ACIICHUA
OpraHu3aluu.
OCHOBHEIC ’I‘pe60BaHI/IH K OpraHU3aluy OIIEPATUBHOTO XpAaHCHUS.

[Mopstaok GOpPMUPOBAHHUS A€ B AETONPOU3BOACTBE.
OTBETCTBEHHOCTD 32 COXPAHHOCTh JIOKYMEHTOB. XpaHEeHHE
JIOKYMEHTOB B 3JICKTPOHHOU (hopme.
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®opma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIEro
pasnena paszerna, TEMBI
KOHTPOJIS
1 2 3 4
4 Tema 2.2.2 IonsATHE «dKCNIEPTH3a HEHHOCTU NOKYMEHTOBY. [IpHHIUIEI 1 V., T
OkcrepTu3a KpUTEPUHU ONIpEACIICHUS] HAYYHOU, ICTOPUUECKOHN U MIPaKTUYECKON
LIEHHOCTH LEHHOCTH JOKYMeHTOB. CpOKH XpaHEeHUs JOKyMeHTOB. [lepeunn
JIOKYMEHTOB. JIOKyMEHTOB C YKa3aHHEM CPOKOB XPaHEHHsI, UX BUJIbI, HA3HAUCHHUE,
IMoaroroBka nmen x CXEMBI ITOCTPOCHHSI.
aApXUBHOMY Drarsl ¥ MOPSIOK NPOBEACHUS SKCIIEPTU3BI IIEHHOCTH TOKYMEHTOB B
XPaHEHHIO JIeTIONPOU3BOJICTBE Oprann3anuu. [Iopsaaok yHHYTOXKEHHS
JIOKyMEHTOB U 0()OPMJIICHUSI PE3YJIbTaTOB IKCTIEPTH3bI. TpedoBanus
K 0(hOPMIICHHIO aKTa O BBIJICJICHUN K YHUUTOKCHUIO IOKYMEHTOB, HE
MOJIEKAINX XPAaHEHHIO.
CurcreMa KCTIEPTHBIX OPraHOB. DKCIEPTHHIE KOMUCCHU
OpraHu3aIiy, UX GYHKINH, IpaBa, OPraHU3anus padoTHL
[TepeueHp MEpONPHUATHI IO TOATOTOBKE JIEJ K IIEpeiaue B apXUB.
TpeboBanus kK 0hOPMIICHHUIO JIE]T TOCTOSTHHOTO, BPEMEHHOT'O CPOKOB
XpaHeHHs ¥ 10 JIMYHOMY cocTaBy. [IpaBuna opopmienus. [Ipasuia
COCTaBJICHUS CJATOUYHOM ONUCH JeJT ¥ MOPAAOK Iepeiadyl B apXUB
OpraHu3aluu. BI/II[I)I APXHBOB: BEJIOMCTBCHHEIC, OGLCHHHCHHLI@
BCIOMCTBCHHBIC, O6'I)€L[I/IHCHHI)I€ MEKBCIAOMCTBCHHBIC 110 JINYHOMY
COCTaBYy, TOCYJJapCTBEHHbIE apXuBbl. CPOKH XpaHEHUs IOKYMEHTOB B
BE/IOMCTBEHHBIX apxuBax. [loHATHSA: «ApXMBHBIN doHY,
«IOKyMEHTaIBHBIN (HOHI»,«rOCYIapCTBEHHBIH apXUBHBII (QOHI.
2 Tema 2.3.1 OOpareHus rpakiaH 1 UX Pa3HOBHIHOCTH - IIPEUIOKECHNS, T,P,V
Opranuzanus 3asIBJICHHS, JKaJ00bl, X01aTaliCTBa, KOJUIEKTHBHBIEC OOpaIICHUS.
paboTsI ¢ ITpaBo rpaxnan Ha oOpamenus. [logBeOMCTBEHHOCTD JIET U
oOpaleHHAMH azipecatsl oOpaieHni rpaxaan. O0sI3aHHOCTH OpraHU3aNuii 1o UxX
rpakaaH PacCMOTPEHUIO U IPUHATHUIO peuieHuii. HopMaTuBHO-MeTOAMUECKHE

JIOKYMEHTBI, periIaMeHTHPYIOLINE JOKYMEHTAlMOHHOE o0ecTieueHne
paboThI ¢ OOPAIICHUSIME IPAXKIAH.

LleHTpasin3anums 1 co3JaHue CHeUaIN3UPOBAHHBIX MOJIpa3/ieeHIN
o paboTe ¢ OOpaIlleHUAMH TpaXKIaH. Y CTHbIE ¥ MUCbMEHHBIE
obpamenns. OcoOeHHOCTH TEXHOJIOTHH PaOOTHI ¢ OOpaIICHUSIMA
rpaxxnad. O0A3aHHOCTH JOJDKHOCTHBIX JIHII IT0 PACCMOTPEHHIO
obpanieHuil. CpOKH HCIIONHEHMS OOPAICHUI U TTOCITICACTBUS
NPHUHATHS PELICHUI 0 00paIeHusIM rpaxkaad. OTBETCTBEHHOCTb 32
HapyILIeHHEe 3aKOHOJAaTeNbCTBA 00 00palIeHUIX TPaskIaH.
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®opma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIEro
pasnena paszerna, TEMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.3.2 Buzp! rpudoB orpaHHdeHAS 10CTYIA K JOKYMEHTAM. KP,P, V¥
Opranuzanus HopmaTuBHBIE aKThI, pETYINPYIOIIUE PAOOTy C TOKYMEHTaMH,
paboTsl ¢ COJIEpXKAIMMH CBEICHUS, COCTaBIISIONIUE FOCYJapCTBCHHYIO TaliHY.
JOKyMEHTaMH, [Mopsinok oTHeceHUs! HHPOPMAIMU K CBEAECHHAM 0CO00# Ba)KHOCTH,
HUMEIOLINMHU IpUD COBEpILIEHHO CEKPETHBIM, CEKPETHBIM.
OTpaHUYEHUS HopmaTuBHBIE aKThI, pETyJINPYIOIE PadoTy € TOKYMEHTaMH,
JIOCTyIa K HUM COJIEPXKAIMMHU CBEICHUS, COCTaBIISIONINE KOMMEPUYECKYIO TaliHY.

Ilopsiok OTHECEHUs CBEACHUN K KOMMEPUYECKOH TalHe.
Meponpustas, o0ecriednBaronIre 3alIuTy KOMMEPUIEeCKO TaifHbI.
OCOOeHHOCTH y4eTa, peTUCTPAIUH, HCIIONB30BaHUs, 0()OPMIICHUS,
Pa3MHOXKEHUs, iepegaydd, GOPMUPOBAHUS B /IENa, NIEPEadl B APXHB
win yHnaToxeHus. Ilopsaok cHATHS rpudoB «koMMepuecKas
TaifHa», «KOHQHUICHINATIBHOY.

HopmaTuBHBIE aKThI, pETYINPYIOIUE PAOOTy C TOKYMEHTaMH,
COJIepIKaILIMU CITY)KeOHY0 HH(POpPMALIUIO OrPaHUUEHHOTO
pacnpocTtpanenus (uMerorue rpud «Jlist ciayxe6HOro
MOJIb30BaHUMY). [1OpsSI0K OTHECCHUS CBEICHHH K CITY)KEOHOMH
nH(opMaLuK OrpaHUIEHHOTO PacpOCTpaHEeHHsL. MeponpusTHs,
obecrieunBaoLye 3auuTy J0KyMeHTOB ¢ rpudom «ICII».
Oco0OeHHOCTH yueTa, PETHCTPALNH, UCTIONb30BaHMS, O(OPMIICHUS,
pa3MHOXeHUs, POPMUPOBAHUS B JIENIa, IEPEadn B APXHUB HIIH
yHIUYTOXeHUs. [IpoBepka Hanmuust JOKyMeHTOB ¢ TpudoM «ICII».
IMopsinok cusatus rpuda. [logpasaeneHus, opranusyromue padoTy ¢
JIOKyMEHTaMH, COZIEPKAINMHK I'pU OrpaHWIECHUS JOCTYyTNA K HUM,
nX (yHKIHH, TIPaBa, JOJDKHOCTHOH COCTaB.

[Mpumeuanue: T — TectupoBanue, P — Hamucanue pedepata, Y — yctHbii onpoc, KP — koHTponbHas padoTa |

2.4.2 3aHATHS CEMHUHAPCKOIr0 TUNA

- HE MIPEe1YyCMOTPEHBI

2.4.3 llpakTnyecKkne 3aHATUS

2.YHnpuuupoBaHHble (OPMBI JOKYMEHTOB: TIOHSTHE, BU/IBI,
MOPSA0K BEACHUS
3.3a7a4m ynpaBieHHs U BUJbI JOKYMEHTOB

YHIpUIHpOoBaHHAS CHICTEMa OPTraHU3alMOHHO-
pacniopsaurensHoit nokymenTarmn (Y COPJI). @opmyisip-
obpazer; OPJI. PekBu3uTHI 1 OJaHKH

Bompocsr:

1.@opmymsip — obpazenr OPJ]

2.IloHsATHE ¥ BUBI OJAHKOB IOKYMEHTA.

®dopma
HaumenoBanue
Ne HanmeHnoBaHue MpakTHYECKUX pabOT TEKYIIETo
paserna, TeMBbI
KOHTPOJIA
1 2 3 4
1. |Pa3pmen 1. JIOKyMEHTBI U JJOKYMEHTUPOBAaHUE
JlOKyMeHTHpPOBaHUe Bonpocsr:
Tema 1.1. 1.TTonmdyHKIIMOHAILHOCTD JIOKYMEHTA
JlOKyMeHTallMOHHOe 2.Cnoco0bl JOKyMEHTHPOBAaHUS
obecrneyeHue ynpapJaeHUs: 3.Bausiane HTTI Ha oKyMeHTHpOBaHHE
MOHSATHE, CO/IeP:KaHue H YHIpUKanMsI 1 cTaHIapTU3AIS JOKYMEHTOB.
Tanbl pa3BUTHS. YHIDHUINPOBAaHHBIE CHCTEMBI JOKYMEHTAIIH
Bormpocsr:
1. JleiicTBytomue yHU(UINPOBAHHBIE CHCTEMBI
TOKYMEHTallu1 IIP, JIP, ¥
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3CocraBneHue 001Iero 0JlaHka OpraHu3aIuy ¢ YTIIOBBIM U
[IPOIOJIBHBIM BAPHAHTAMH PACIIOJIOKEHUST PEKBH3UTOB

4 CocraBneHne O1aHKa CIy»eOHOTO IICEMa OPTaHU3aIHH C
YTJIOBBIM U MPOAOJIbHBIMK BAPUAHTAMH PACIIOTI0KEHHS
[PEKBH3HTOB

Paznmen 1.
JlokyMeHTHpOBaHHE
Tema 1.2.
Odopmiaenue OP/]

[TpaBuia opopMIiIeHHsT OCHOBHBIX BHJOB OpraHU3allMOHHO-
pacIopsIIUTENBHBIX JTOKYMEHTOB.

Bormpocsr:

1.0pranu3annoHHbIe JOKYMEHTBI OpraHNu3aliu, aHAIH3
CTPYKTYpBI UX TEKCTa, IPaBUIBHOCTH 0(OPMIICHHUS
[10JI0)KEHUH, YCTaBOB, JJOJDKHOCTHBIX MHCTPYKLIUH

2. OdopmireHne prKas3a 0 OCHOBHOM NIeSTeITHHOCTH
3.0¢dopmiteHne prKa3a MO JHIHOMY COCTaBY, IITATHOTO
pacnucanus, rpaduka OTIIyCKOB, JINYHBIX KapTOUCK,
KOMaHIMPOBOYHBIX yIOCTOBEPEHHUH, CITy>KEOHOTO 3aJaHus
U1 HalpaBJICHUS B KOMaHIHPOBKY, OTYETa O €€ BHIIOIHCHHH
4.0¢dopmieHne 3asiBIICHNS, CIIPABKH, IPOTOKOJIA
SOdopmiieHre CayKeOHBIX MUCEM

np,y, T

[TpaBusa opopmiteHHs ¥ BbIJaYH KOMUI JOKYMEHTOB
Bompocsr:

1.TpebGoBaHus K pa3NnUIHBIM BUJaM KOIHH JOKYMEHTOB,
BbIJ]ABAEMbIX B OpraHH3aLUsIX

2.0¢opmieHne NoJHON KonuK 0UINATLHOTO JOKYMEHTa,
BBITMCKH U3 OUINAIBHOTO JOKYMEHTA, KOMU-OTITYCKa.

Py, T

Pa3gen 2.
Opranusanus padoTsl ¢
MOKyMeHTaMu

Tema 2.1.
JlokymeHTO000OpOT

Ciry>x6a TOKyMEHTalMOHHOTO 00eCTIeueHHs yIPaBICHHS
Bomnpocsr:

1.OcHOBHBIE 337249y, (GYHKIUHN, TUIIOBBIE CTPYKTYPHI CITY>KOBI
J10Y

2. [IpuHIUITEI OpraHKU3aIy JOKYMEHTO000pOTa
3.HopMaTHBHBIE JOKYMEHTHI, pETIIAMEHTHPYIOIINE
OpraHM3alMI0 JOKYMEHTO000pOTa

OpraHuzanus nprueMa, pacCCMOTPEHHS, PETUCTPaIlUH U
HCIIOJTHEHUA JOKYMCHTOB

Bompocsr:

1.IlonsiTHe perucTpayn T0KYMEHTOB H €€ (hOPMBI
2.Bxonamuii foKyMeHT (03HaKOMJIEHHE C TEKCTOM,
[POCTABIICHUE PE3OJIFOINHU, BXOSIIET0 PETUCTPALIHIOHHOTO
MHJICKCA, 3aII0JTHEHUE PErHCTPAlMOHHOMN (hOpMBI)

3. .PaboTa McnonHUTENs C JOKyMEHTaMH

udopmannonHo-cripaBoynas padora. KonTpoms
MCTIONTHEHUS JOKyMeHTOB. OpraHu3aloHHAs OTIIPaBKa
MCXOJISIINX JOKYMEHTOB

Bomnpocsr:

1.10Y u undopmanmioHHo-cIipaBouHas ciryx0a: 3agaun,
(byHKIMH, OpraHu3anus

2. TexHoNOrUsl BEJCHUS] KOHTPOJIS JIOKYMEHTOB.

3 AHanM3 COCTOSIHUSL KOHTPOJIS JOKYMEHTOB B OpTaHU3AINH

Py, T

Pa3gen 2.
Opranuzanus padoTsl ¢
MOKYyMeHTaMu

Tema 2.2.

XpaHeHHE TOKYMEHTOB

OpraHmaumI OTICPATUBHOTO XpaHCHUA JOKYMCHTOB.
Homenknatypa nen

Bompocsr:

1.3HaueHre HOMEHKIATYPBI A€ IS KIIaCCU(PHUKALIIH e
OpraHu3alnuy

2. O3HaKOMJICHHE C TUIIOBBIMH U IPUMEPHBIMU
HOMEHKJIATypaMu Jel

3dopMupoBaHue Jiea B COOTBETCTBUH C KOHKPETHOM
HOMEHKIIATypo aen

Py, T

OKcIepTu3a LeHHOCTH JOKyMeHTOB. [lonroToBka nemn k
APXUBHOMY XpaHEHHUIO

Bompocsr:

1.IIpuHIIUIBI 1 KPUTEPHH OTIPEIEIEeHUS [IEHHOCTH
TOKYMEHTOB

2. HOpH}]OK MPOBEACHN S DOKCICPTU3BI HCHHOCTU TOKYMCHTOB

NPy, T
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B OpraHu3aIiK
3.CocraBieHre akTa O BBIICICHUN K YHUUTOXKEHHUIO
TOKYMEHTOB, HE TOAJICKAILINX XPAHESHHIO.

4. TloaroToBka Jena K nepeaaye B apXuB OpraHu3alny,
COCTaBJIEHUE CIATOYHOU OIKUCHU

Pazgen 2.

Opranuszanus padoTsl ¢
NOKYMeHTaMu

Tema 2.3.

OcobGennocTu padoTsl ¢
o0paleHusIMH TPaKIaH U
KOH(HIeHIHATBHBIMU
MOKYMeHTaMu

Opranuzanus padoThI ¢ 00paIeHUSIMU TPaXJIaH

Bormpocsr:

1.00parieHus rpaxaaH: pa3HOBHIHOCTH U KX OCOOCHHOCTH

2.0c00EHHOCTH TEXHOJIOTUH PA0OTHI C 00paleHUSIMA

rpakaaH

3.Cpoku ucTiosTHeHUs 00paIleHUH U TIOCIEeICTBHS IIPHHATHS
SIICHUH 10 00pameHNsIM TpakiaH

Opraanzanus paboTHl ¢ JOKYMEHTaMH, HUMEIOIIUMH TP
OTpaHWYEHHS AOCTYTA K HUM

Bomnpocsr:

1.Bunet rpu)oB orpaHUYIEHUS JOCTYNA K JOKYMEHTaM,
MOPSAOK CHATHS rpuda

2. OcoOEHHOCTH C IOKYMEHTAaMH, COCTABIIIOIINMHI
FOCYAApCTBEHHYIO TallHy

3 OcoOeHHOCTH PabOThI C JOKYMCHTAMH, COCTABJISIONUMHE
KOMMEPYECKYIO TaliHy

4 OcobeHHOCTH paboTh ¢ foKyMeHTamu ¢ rpudom «ICII»

np,y, T
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2.4.4 Conep:xanue caMmocTosiTeIbHOI padoThl (IlpumepHas TemaTnka
pedepaToB)

BnusiHue HayKu ¥ TEXHUKH Ha Pa3BUTHE JOKYMEHTOOO0OpOTa B OPraHHU3aIluU
CoBpeMeHHbIE CTIOCOOBI TOKYMEHTUPOBAHUS

3HadeHre YHUPUKALMY U CTaHAAPTU3AIUNA JOKYMEHTOB

[Tonsitne ynudunupoBaHHbIX GOPM JOKYMEHTOB

CoBpemenHbie TpeOOBaHUA K 0(hOPMIICHUIO TOKYMEHTOB

PexBu3uTh u O51aHKH

dopmymsp — obpazer; OP/I.

XapakTepucTUKa U COCTaB PACTIOPSIAUTEIBHBIX JOKYMEHTOB, BXOSIINX B
YCOP/J

9. T'ocynapcrBenHas cuctema JI0Y

10. OcoGeHHOCTH 3aBepeHus KOMUI HOTapUuaIbHBIMUA KOHTOPAMU

11. Ionpasnenenus cnyx6s1 IOY u ux B3auMoieicTBHE

12. Opranuzanuonssie Gopmsel JOY

13. OcoOeHHOCTH OTIPABKH JIOKYMEHTOB C IMOMOIIbIO TEXHUYECKUX CPECTB.
14. Opranuzaiust paboThl ¢ UCXOASAIIUMH TOKYMEHTaAMH

15. OcobenHoctr paboThl ¢ BXOIALIUMHU JOKYMEHTaMU

16. Opranusanusi paboThl ¢ BHYTPEHHEN TOKYMEHTAIMEH opraHu3aiuu

NN LD =

2.4.5 TlepeyeHb y4eOHO-METOAMYECKOT0 00ecTieYeH s 1JIsl CAMOCTOSITeIbHOI
padoThHI 00yYaAOIIUXCH 10 JUCHUIIMHE

CamocrosaTensHass paboTa CTYIEHTOB SIBISIETCSl BakHeumied (opMoit yueOHo-
MO3HABATEIILHOTO MPOIlecca.
OcHOBHas I1eJTb CAMOCTOSITEIIBHON pa0OTHI CTYACHTA NMPU M3yYEHUU JTUCIUATIINHBI
— 3aKpeNUTh TEOPETUUCCKUE 3HAHUS, TTOJIYUCHHBIE B X0 JICKIIMOHHBIX 3aHATHIH, a TakKe
chopmMupoBaTh MPaKTUUECKUE HABBIKK ITOJATOTOBKHU B oOsactu JJOVY.
CamocrositenpHass paboTa CTyACHTa B TPOIECCE OCBOCHUS JIMCIHMILTAHBI
BKJTFOYACT:
-M3y4eHNEe OCHOBHOM U JIOMIOJHUTEIBHON JIUTEPATYPHI 110 KYpCY;
-CaMOCTOSITEIIbHOE U3YYCHUE HEKOTOPBIX BOIPOCOB (KOHCTICKTUPOBAHHKE);
-paboTy C ICKTPOHHBIMHU YYECOHBIMU PECYPCaMU;
-M3y4eHUe MaTepUajIoB MEPUOIUYECKON MIeYaTu, MHTEPHET PECYPCOB;
-TIOJITOTOBKY K TECTUPOBAHUIO;
-IIOJITOTOBKY K MPAKTHYCCKUM 3aHSATHSM,
-CaMOCTOSITEJIbHOC BBITTOJTHCHHE IOMAIITHUX 33 JaHUH,
-TIOAITOTOBKY pedepaTa (10KIana, 3cce) Mo OAHOM U3 mpobiem Kypca.

Ha camocTosiTeJIbHYI0 padoTy CTYJAeHTOB OTBOAMTCSI 48 yac. yueOHOTr0 BpeMeHu (B
T.4. Koncyabramum — 8 yacos).

No Hanmenosanue [lepeyeHb yueOHO-METOAMYECKOTO OOCCIICYCHUS TUCIUILIHNHEI 110
- paznena, Temsl, Buaa CPC BBITIOJTHCHUIO CAMOCTOSTEIEHOW PabOThI
1 2 3
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Pasznen 1.

JloKyMeHTHpOBaHUE

Tema 1.1.
JlokyMeHTalIMOHHOE
o0ecrneyeHne
yIpaBJieHHs: TIOHSITHE,
cojep:KaHHEe W ITANbI
pa3Burus

1. Ilysamoa, H. H. JlokymeHTanmoHHOE OOECIICUCHUEC YIPABICHHS :
YU4eOHHMK M IPaKTHKyM JUISl CpeHero npogeccuoHaibHoro oopazoBanus /
H. H. [llyBanoBa. — Mocksa : M3natensctBo FOpaiit, 2019. — 221 ¢. —
(ITlpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Tekct : anextponnsiii / DBC FOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/433679 .

2. KazakeBnu, T. A. JloKyMeHTallMOHHOE OOECIIEUEHUE YIpaBICHUS :
YU4eOHHMK M HPaKTHKyM Ul cpelHero npogeccuoHaabHOro o0pazoBaHus /
T. A. Kazakesmu, A. W. Tkamma. — 2-e u3a., ucnp. u nom. — Mocksa :
WznarensctBo IOpaiit, 2019. — 177 c. — (IIpodeccrnonansroe
obOpaszoBanme). — ISBN 978-5-534-06291-5. — Texct : 31eKTpOHHBIN //
IBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437587 .

Paznen 1.
JloKyMeHTHpPOBaHHE
Tema 1.2.
Od¢opmiaenune OPJ]

1. IysanoBa, H. H. [okymeHTanmoHHOE oOecmedeHHe YIPaBICHUS :
Y4eOHHUK M HMPaKTHKyM Ul CPETHEro MpodecCHOHAIBLHOTO 00pa3oBaHus /
H. H. [llyBanoBa. — Mocksa : M3narensctBo Opaiit, 2019. — 221 ¢. —
(Ilpodeccuonansuoe obOpasopanue). — ISBN 978-5-534-00088-7. —
Tekct : anextponnsiit / DBC FOpaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/433679 .

2. KazakeBmu, T. A. JlokymMeHTannoHHOE OOECIICUCHHE YTIPABICHUS :
YUeOHHK M NPaKTHKYM Ul CpeIHero NpodecCHOHaIbHOTO oOpasoBaHus /
T. A. Kazakeuu, A. U. Tkanuy. — 2-¢ u3a., ucnp. u nom. — Mocksa :
W3natenbctBo IOpaiit, 2019. — 177 c¢. — (Ilpodeccuonansuoe
oOpazoBanue). — ISBN 978-5-534-06291-5. — Tekcr : 3neKTpOHHBIH //
IBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437587

Paznen 2.

Opranuszanust padoTsl ¢
MOKyMeHTaMH

Tema 2.1.
JloKyMeHT0000poT

1. Ilysanosa, H. H. [lokyMeHTanMOHHOE OOECHCUCHHE YMPABICHHUS :
YueOHHK M IPaKTHKYM Uil cpelHero npogeccuoHaibHOro oopazoBanus /
H. H. llyBanoBa. — Mocksa : M3narensctBo Opaiit, 2019. — 221 ¢. —
(IlpodeccnonansHoe obOpasoBanme). — ISBN 978-5-534-00088-7. —
Texcr : anexrpounsiit / IBC ¥Opaiit [caiit]. — URL: https://www.biblio-
online.ru/bcode/433679 .

2. KazakeBmu, T. A. JlokyMeHTannOHHOE OOECIICUCHHE YIIPABICHUS :
Y4eOHUK M NPaKTHKyM Ul CpeIHero npodeccHOHAILHOTO 00pa3oBaHus /
T. A. Kazakenu, A. U. Tkanma. — 2-e¢ u3a., ucnp. u nom. — Mocksa :
WznarensctBo  Opaiit, 2019. — 177 c¢. — (IIpodeccruonansHoe
ooOpaszoBanue). — ISBN 978-5-534-06291-5. — TekcT : 37eKTpOHHBIN //
IBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437587

Pazgen 2.

Opranusanus padoTsl ¢
MOKyMEeHTaMH

Tema 2.2.

XpaHeHHe JOKYMEHTOB

1. Llyeanosa, H. H. [okymeHTannoHHOE oOOecHeUeHHE YIPABICHUS :
Y9e0HHMK M MPAaKTUKYM JUII CPeIHero mpodecCHOHaIbHOro 00pa3oBaHus /
H. H. llyBanoBa. — Mocksa : M3narensctBo IOpaiit, 2019. — 221 ¢. —
(ITpodeccuonanbuoe obpaszoanue). — ISBN 978-5-534-00088-7. —
Tekcr : anextponnsiit / OBC Opaiir [caiit]. — URL: https://www.biblio-
online.ru/bcode/433679 .

2. KazakeBmu, T. A. JlokymMeHTannoHHOE OOECI€YCHHE YTPABICHUS :
Y9e0HHMK M MPAKTUKYM JUII CPeIHEro mpodecCHOHaIHHOro 00pazoBaHus /
T. A. Kazakeuu, A. Y. Tkanuy. — 2-¢ u3a., ucnp. u n0m. — Mockea :
WznarensctBo Opaiit, 2019. — 177 c¢. — (IIpodeccuonansrHoe
obpazoBanue). — ISBN 978-5-534-06291-5. — Texkcr : 31neKTpOHHBIN //
IBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437587
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5. 1. llysanoBa, H. H. JloxymMeHTanuMoHHOEe oOOecIlieuYeHHE YNPaBICHUS :
YU4eOHHMK M HNPaKTHKYM Ul CpelHero npogeccuoHaabHOro oopazoBanus /
H. H. [llyBanoBa. — Mocksa : M3natensctBo FOpaiit, 2019. — 221 ¢. —

Pasaen 2. (ITlpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Opranmsanus paéoTsl ¢ Tekct : anextponnsiii / DBC FOpaiit [caiit]. — URL: https://www.biblio-
TOKyMeHTaMH online.ru/bcode/433679 .

Tema 2.3.

Oco0eHHOCTH padoTHI € 2. KaszakeBnu, T. A. JlokyMeHTallOHHOE OOECIEYCHUE YIPaBICHUS :
00paleHusIMU TPAKIAH U YU4eOHHMK M HPaKTHKyM Ul cpelHero npogeccuoHaabHOro o0pazoBaHus /
KOH(HICHIMATLHBIMHI T. A. Kazakesuu, A. U. Tkanuu. — 2-€ u3f., UCOp. ¥ A0I. — MOCKBA :
JIOKyMEHTAMH WznarensctBo IOpaiit, 2019. — 177 c. — (IIpodeccrnonansHoe

obOpaszoBanme). — ISBN 978-5-534-06291-5. — Texct : 31eKTpOHHBIN //
IBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437587

Kpome mepedncieHHBIX HCTOYHHKOB  CTYAEHT MOXET  BOCIOJIb30BaThCA
MOUCKOBBIMH CUCTEMaMHU ceTH VIHTepHET 1o TeMe CaMOCTOSITEIbHOU padoThI.

JUist ocBOEHMsI JaHHOW AMCUUIUIMHBI U BBIMOJHEHUS NPEIyCMOTPEHHBIX YUeOHOM
IporpaMMol Kypca 3aJJaHul 10 CaMOCTOSITENIbHOM paboTe CTYJIEHT MOKET UCIIOIb30BaTh
cienyroniee yueOHO-MeToIn4ecKoe o0ecreyeHue:

-METOANYECKHE PEKOMEH AU MIPEN0IaBaTells K JEKIIMOHHOMY MaTepHay;

Havanom opranuzamum 000l  caMOCTOSITENbHOM pabOThl  JTOJKHO — OBITH
NPUBUTHE HABBIKOB M YMEHUN I'paMOTHOW pabOThl ¢ y4eOHON M HAyYHOU JTUTEPaTypoOH.
OTOT mpolecc, B NEPBYIO oOdYepedb, CBS3aH C HaXOXKICHHEM HeoO0XOAWMOM s
YCIIEHTHOTO OBJIAJIEHUS] y4eOHbIM MaTepuanoM juteparypol. CTyneHT AOIKEH yMETb
N0JIb30BaThCs POHAAMU OMOIMOTEK U CIIPAaBOYHO-OMOIMOTrpaPUUECKUMU U3TaHUSIMU.

CryneHTsl Uil TOJHOLIEHHOTO OCBOGHMS Y4EOHOro Kypca JIOJIKHBI COCTaBISATh
KOHCIEKTBI KaK IPH MPOCIYIIMBAHUM €r0 TEOPETUYECKOHN (JEKIMOHHOW) 4acTH, TaK U
IpU MOATOTOBKE K MPAKTHYECKUM 3aHATUSAM. JKenarenbHO, YTOOBI KOHCIEKTHI JIEKIUI
3aMKMCHIBAJIUCH B JIOTMUECKON MOCIEA0BATEILHOCTH M3Y4YEHHUS! Kypca U COJIEPKaJUCh B
OJIHOW TETpaJIH.

JIJiss OCBOEHMSI TaHHOM JAMCLUMIUIMHBI U BBIIOJHEHUS MPETyCMOTPEHHBIX yuyeOHOU
porpaMMol Kypca 3aJaHuii 10 CaMOCTOSITeIbHON padoTe CTYIEHT MOXKET HCIIOJIb30BaTh
cieayrolnee yaeOHO-METOIMUeCKoe 0OecrieyeHue:

-METOANYECKHE PEKOMEHAINH MTPENoIaBaTells K JEKLINOHHOMY MaTepHaiy;

-METOJINYECKHE PEKOMEHIALUHU MPENoIaBaTeNsl K MPaKkTHUYeCKUM (1a00paTOPHBIM)
3aHATHM;

-METOANYECKHE PEKOMEHIALMU MPENOIABATENS K BBINOIHEHUIO CAMOCTOATEIbHBIX
JIOMAILIHUX 3aJaHHM.

Hauanom opranuzanuu mo00i caMocTOsITebHON pabOThl JOIKHO ObITH TIPUBUTHE
HaBbIKOB M YMEHHI T'paMOTHOM paboThl ¢ y4eOHOM W HayyHOM nuTeparypod. DTOT
npoIecc, B TEPBYIO O4YEpEelb, CBA3aH C HAXOXKICHHEM HEOOXOIUMOW I YCHEIIHOTO
OBIIAICHUSI Y4eOHBIM MaTepuanoM JuTeparypoid. CTyneHT AODKEH yMEeTh MOJIb30BaThCs
dbonmamMu GMOIMOTEK U CIIPAaBOYHO-OMOIMOTrpaduueCcKUMU U3IaHUSMHU.

CryneHTbl 711 MOJHOLIEHHOTO OCBOEHUSI y4yeOHOro Kypca JOKHBI COCTaBISATH
KOHCHEKTBl KaK MPHU MPOCIYUIMBAHUUA €r0 TEOPETHYECKOW (JIEKIIMOHHOW) YacTH, TaK U
NpU TOJATOTOBKE K MPAKTHUECKUM 3aHATUAM. JKenarenbHO, YTOOBI KOHCIICKTHI JICKIIUH
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3aIMCBIBAINCH B JIOTUYECKOW MOCIEAOBATENBHOCTH M3YYEHHSI Kypca M COJAEPKAIUCh B
OJIHOU TEeTpaau.

3. OBPA3OBATEJ/IBHBIE TEXHOJIOT'UHN

Jns  peanuzauuM  KOMIIETEHTHOCTHOTO — TOJAXOJAa  IPEAyCMaTpUBAETCS
UCIIOJIb30BaHUE B Y4eOHOM MPOIIECCE AKTHBHBIX M MHTEPAKTUBHBIX (POpPM MpOBEICHUS
AyIUTOPHBIX W BHEAYAUTOPHBIX 3aHATUH C 1ENbl0 (QOPMUPOBAHUS U PA3BUTHS
poQeCcCHOHANTBHBIX HABBIKOB 00 YyJaIOLIUXCSI.

B nmnpomecce mnpenogaBaHusi MPUMEHSIOTCS 00pa3oBaTelbHbIE TEXHOJIOTHH
Pa3BUTHS KPUTHYECKOT'O MBIIIIJICHUSI.

B yueGHOoM mpouecce Hapsgy ¢ TpPaaUIUOHHBIMU  00pa30BaTEIbHBIMU
TEXHOJIOTUSIMA  HMCIOJIB3YIOTCA ~ KOMIIBIOTEPHOE  TECTUPOBAHUE,  TEMAaTHUYECKHUE
Mpe3eHTAINH, UHTEPAKTUBHBIE TEXHOJIOTHH.

3.1 O6pa3zoBaTeibHbIe TEXHOJIOTUH NP MPOBEAEHUH JIEKIUI

Buns! npumeHseMbIx 00pa30BaTEIbHBIX

Ne Tema . Kom.
TEXHOJIOT U
yac
1 2 3 4
1 [[MoHsATHE TOKYMEHTALMOHHOIO O0ECTIEUEH s YIIPaBIEHHSA Ay/HOBH3yalIbHAS TEXHOJIOTHS, 4

HpO6J’I€MHO€ H3JIOKCHHUC

JIOKYMEHTHI U TOKyMEHTHPOBAHUE
2 AynnoBuzyasibHasi TEXHOJIOTHS, 4
aKTUBHOE 00yueHue

'YHUUKANKS ¥ cTaHIAPTH3AIUS JOKYMEHTOB.

3 v TexHonorus pa3BUTUsL KPUTUUECKOIO 4*
HU(UIMPOBAHHBIE CUCTEMBI JIOKYMEHTALIUH
MBIIIUIEHUS Yepe3 YTEHUE U THChMO

'YHupuumMpoBaHHas cUCTeMa OPraHU3allMOHHO-

4 pacnopsauTebHoii fokymentawun (YCOP]). TexHonorus pa3BUTHsI KpUTUIECKOTIO 4*
Dopmyisip-o0pasen; OPJI. PexkBU3UTHI U GIIaHKK MBIIUICHAS HEPE3 YTEHNE U TUCHMO

5 [MpaBuna oopmileHNs] OCHOBHBIX BUIOB 4
OpraHU3alMOHHO-PACTIOPSIUTECIbHBIX TIOKYMCHTOB. HpO6H€MH06 H3JI0KCHUEC
[papmiaa obopMIIeHHS U BBIIAYN KOMUI JOKVMEHTOB

6 Ciryx6a TOKyMEHTalMOHHOTO 00ecTIieueH s yIPaBICHHs 4*

Jlexnus-aucKyccHs

Opranusanys npuemMa, pacCMOTPEHUsl, PETUCTPALUY 1
7 HMCHIONHEHHS IOKyMEHTOB TexHoorus pasBUTHA KPUTHUECKOTO 4*

MBIIUJICHUS Y€PE3 YTCHUEC U TMCbMO

MudpopmanmorHo-ciipaBodHas padbota. KoHTpomns
MCTIOTHEHUS TOKyMeHTOB. OpraHu3aliuoHHAas OTIPaBKa JIM9HOCTHO-IEITeTbHOCTHOE 00yUeHME
HNCXOOAIINX TOKYMEHTOB

OpraHmaumI OIICPATUBHOI'O0 XpaHCHUA JOKYMECHTOB.

9 H &
OMEHKJIaTypa JeJI Jlexuust - nuckyccust

3KCHepTI/ISa HEHHOCTU JOKYMCHTOB. HOHFOTOBKa JCIT K

10 |apXMBHOMY XpaHCHHIO 4*
P yxp PaszBuBatomee o0yueHme

25



11 Opranuzanus paboTsl ¢ 00paeHUSIMH TPAKIAH AynroBU3yanbHas TEXHOJOTHS, 4%
MPOOIEeMHOE M3JI0KEHHE C
MIPUBJICYCHUEM ClIeIHannucTa™®
Opraamnzanus paboTsl C JOKYMEHTAMH, UMEIOIIUME Ipud
12 lorpanmuenus nocTymna K HUM AynuoBusyanbHasi TEXHOJIOTHS, 4
MpoOIeMHOE U3TIOKECHHE
Wroro mo xypcy| 48
B TOM UYHCJIC HHTEpAaKTUBHOE o0ydeHne™®|  28*
3.2 Oﬁpa30BaTeJIbHLIe TEXHOJOTUH NMPH NMPOBEACHUH NNPAKTHYECCKUX 3aHATHI
Ne | Tema 3ansarus Buas! npuMeHIeMBIX 00pa30BaTeIbHBIX Kom.
TEXHOJIOTHH qac
1 |JloxyMeHTHI U JOKyMEHTHPOBaHUE JenoBast urpa, pa3dop KOHKPETHBIX CUTYaLUH, 4
TPYIIOBBIE TUCKYCCHH.
2 | Yaubukanus u cTaHAapTH3anus JOKyMEHTOB. | JlenoBast urpa, pa300op KOHKPETHBIX CUTYaLH, 4
yHI/I(I)I/IIJI/IpOBaHHLIe CUCTEMbI JOKYMCHTAIUU TPYHIOBBIE JUCKYCCUH.
3 | YHupunupoBaHHas CHCTEMa OPraHM3alMOHHO- | /lenoBast urpa, pa30op KOHKPETHBIX CUTYaLHi, 6*
pactopsautenpHoit nokymerntarmun (Y COP/). IPYIIOBBIE TUCKYCCHH.
Dopmyisp-oopazen OPJI. PekBu3uTHI 1 OJIaHKH
4 |IIpaBuna oOpMIICHUS OCHOBHBIX BHJIOB JenoBast urpa, pa3dop KOHKPETHBIX CUTYaLUH, 6*
OpraHrU3alflMOHHO-PACIIOPAAUTCIBHBIX TPYIIIOBBIE TUCKYCCHH.
JIOKYMEHTOB.
5 |TIpaBuia oopMiIeHHS U BbIAYU KOTIHI HenoBas urpa, pa300p KOHKPETHBIX CHTYyaIllH, 4
AOKYMEHTOB TPYIIIOBBIE JUCKYCCUU.
6 |Cuyx0a JOKyMEHTAI[MOHHOTO 00eceYeHUs! HenoBas urpa, pa300p KOHKPETHBIX CHTYyaIllH, 4
YHpaBJICHUA TPYIIIOBBIE JUCKYCCUU.
7 | OpraHuzanus npreMa, pacCMOTPEHHUS, Henoas urpa, pa300p KOHKPETHBIX CHTYaIlUH, 6
perucTpanvu U UCTIOJIHEHU JOKYMCHTOB TPYIIIOBBIE TUCKYCCHH.
8 |MudopmannoHHO-cripaBoyHas padora. HenoBas urpa, pa300p KOHKPETHBIX CHTYyaIllH, 4*
KOHTpOHB HCHOJIHCHUSA TOKYMEHTOB. TPYIIIOBBIE TUCKYCCHH.
OpraHu3annoHHas OTIPaBKa UCXOSIINX
JIOKYMEHTOB
9 | Oprasuzaius onepaTUBHOTO XpaHEHHS Henoas urpa, pa300p KOHKPETHBIX CHTYaIllH, 4
JTOKYMCHTOB. HOMeHKHaTypa pi(SA TPYIIIOBBIE JUCKYCCHUU.
10 |3xcnepTH3a IEHHOCTH JOKYMEHTOB. Henoas urpa, pa300p KOHKPETHBIX CHTYaIlUH, 4
HO}IFOTOBKa JCJI K apXUBHOMY XPaHCHUIO TPYIIIOBBIE TUCKYCCHH.
11 |Opranuzamms paboTel ¢ oOpameHusIMu rpaxaad | [lenosas urpa, pa300p KOHKPETHBIX CHTYallUH, 2
TPYNIIOBBIE TUCKYCCHH.
12 |Opranuszanust paboThl C JOKyMEHTaMH, M 4
HMMEIOIINUMHU Tpr() OTpaHUYEHUS JOCTYIA K HUM
Hroro no kypcy 52
B TOM YHCJIE HHTEPAaKTHBHOE 00y4yeHne™ 16*

4. YCJI0OBUSA PEAJIN3ALIUU ITPOTI'PAMMBI TNCIHUIIJIMHBI
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4.1 MarepuajnbHo-TeXHHUYECKasns 0a3a, HeoOXoAUMAsi [JIS OCYLIECTBJIEHHS
00pa3oBaTeJILHOTO MpoLecca Mo IUCHHILIHHE

Peammzammss ~ y4eOHOW  JHUCHUIUIMHBI ~ OCYIIECTBIICTCS B CIICIHUAIBHO
000pyI0BaHHOM KaOWHETE.

O6opynoBanue yueOHOro KaOuHeTa:

WHTepakTUBHBIA ~ 3KpaH;  KOMIBIOTEp;  MYJIbTUMEAMANIPOEKTOpP;  CTOJ
KOMIIBIOTEpHBIN; yuyeOHass MeOelb; HarjasaHble 1MocoOus; y4eOHO-METOINYECKUE
MaTEepUAJIbl; BBIXOJ B UHTEPHET.

4.2 TlepeyeHb HEOOXOAUMOT0 MPOrPAMMHOI0 o0ecneYyeHus

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

2. Adobe Acrobat Reade; (iunen3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

3. Adobe Flash Player; (nmumen3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

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

5. FreeCommander; (sumensus -

https://freecommander.com/ru/%d0%bb%d0%hb8%d1%86%d0%hb5%d0%bd%d0%b7%d
0%b8%d1%8f/)

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

7. LibreOffice (B cBoOomHOM H0CTYIIE);

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

5.1 OcHoBHasi IMTEpaTypa

1. Kopnees, U. K. [lokymeHTanimoHHOE oOecrieueHue ymnpapiieHus + tectsl B ObC
: yueOonuk u npaktukym ais CI1O / U. K. Kopuees, A. B. [Tmenko, B. A. Mamypues. —
2-¢ m3a., nep. u pon. — M. : UsmarensctBo [Opaiit, 2018. — 384 c. — (Cepus :
[Tpodeccuonansuoe obdpazoBanue). — ISBN 978-5-534-05022-6. — Pexum moctyna :
www.biblio-online.ru/book/5E6B838B-E208-4360-84ED-33406B23FDD9

5.2 JlonoiHUTEILHAA JTUTEpaTypa

1. Hoponuna, JI. A. JlokymeHTaIlMOHHOE OOecrieueHue yIpaBlIeHUs @ YYeOHUK U
npaktukym st CIIO / JI. A. Jloponuna, B. C. UpurukoBa. — M. : M3gaTenbcTBo
FOpaiit, 2018. — 233 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
05783-6. — Pexum noctyma : www.biblio-online.ru/book/D9DA38D8-226D-4EC9-
876C-F47D53A990C9

2. Abynanmze, JI. I'. JlokyMeHTaliOHHOE 0OECTICYeHUE YIPABICHUS TIEPCOHATIOM :
yueOnuk u npaktukym ans CI1O / 1. I'. A6ynanze, U. b. Bempspkkuna, B. M. Macnosa.
— M. : UznparensctBo FOpaiit, 2018. — 299 c¢. — (Ilpodeccuonanbroe oOpazoBaHuE).
— ISBN  978-5-534-01543-0. —  Pexwum  gocryma :  www.biblio-
online.ru/book/FOB93350-FABA-44E3-9EE7-DSEFF609E7D3

3. IllyBanosa, H. H. JlokymeHTarmoHHoe oOecIieueHue YIpaBiIeHUS : YYSOHUK H
npaktukym s CITO / H. H. HlyBanosa. — M. : U3narensctBo FOpaiit, 2018. — 221 c.
— (ITlpodeccuonanpuoe oopazoBanue). — ISBN 978-5-534-00088-7. — Pexxum noctyna
: www.biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5CO7

4. KysnenoB, WM. H. JlokymeHTalmoHHOE  OOECIICUCHHE  YIIPaBJICHUS.
JIokyMeHTOOOOpOT U AENONPOU3BOJACTBO : yueOHMK M mpaktukym s CIIO / M. H.
Ky3nenoB. — 3-e u3a., nep. u gon. — M. : U3parensctBo FOpaiit, 2018. — 462 c. —
(ITpodeccuonanvuoe obpazoanue). — ISBN 978-5-534-04604-5. — Pexxum moctyna :
www.biblio-online.ru/book/A7E915F2-DB9B-406C-9ABB-2405EC3ADTEL

5.3. [lepuoguveckue u3aHus

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

2. ApxuB HOMEpOB XypHana «YmpasieHue nepconairom».URL: http://www.top-
personal.ru/magazines.html

3. Cekpetapckoe neno. URL: http://www.sekretarskoe-delo.ru/

4. I'paxxnaHuH U npaso.URL:
http://biblioclub.ru/index.php?page=journal_red&jid=221879.
5. Cobpanue 3aKOHO/1aTEILCTBA Poccuiickoit denepanuu URL.:

http://www.szrf.ru/

6. Poccuiickast razera. Od¢uumansnoe wusnanue IlpaButensctBa P®. URL:
WWW.Ig.ru

7. IMapnamenTtckast razera. URL: http://www.pnp.ru/
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5.4. Ilepeyenb pecypcoB HHPOPMANUOHHO-KOMMYHHMKAIIMOHHON CeTH
«MHTEepHEeT», HEOOXOAUMBIX [IJISI OCBOCHHS M CHUIIIMHBI

1. OBC «YuuBepcuterckas Oubmmoreka ONLINE» [yueOHble, HaydHBIC
3/1aHUs, TIEPBOMCTOYHHKH, XYIOXKECTBEHHBIC MPOU3BEACHUS PA3IUYHBIX H3/IATEIbCTB;
KypHalbl; MyJbTUMEIUHHAS KOJUIEKIMS: ayIUOKHUTH, aynuogailibl, BUIAEOKYPCHI,
MHTEPAKTUBHBIE KYpChI, 3KCIPECC-MIOATOTOBKA K 3K3aMEHaM, IpPE3€HTAalUU, TECTHI,
KapThl, OHJIAMH-3HIIUKIIOIIE IUH, CJIOBapH | : CaWT. — URL:
http://biblioclub.ru/index.php?page=main_ub_red.

2. OBbC uznarensctBa «JlaHb» [ydeOHblE, HAy4YHbIE W3/AHUS, IEPBOUCTOUYHUKH,
XYyJ0’)KECTBEHHbIE MPOU3BEACHUS Pa3INYHbIX M3JAaTENIbCTB; KypHanbl]| : calT. — URL:
http://e.lanbook.com.

3. DBC «Opaiit» [pazgen «BAIIA TIOAIMMCKA: ®umman KyoI'Y (r.
CnaBsinck-Ha-KyOann): yuyeOHUKH U yueOHbIe mocoOust u3narenbcTBa «HOpaifT»] : cailr.
— URL: https://www.biblio-online.ru/catalog/E121B99F-E5ED-430E-A737-
37D3A9EG6DBFB.

4. 9BC «Znanium.com» [yuyeOHbIE, HAYYHbIE, HAYYHO-TIOMYJISIPHBIE MAaTE€PUAJIbI
pa3IMYHBIX U31AaTENIbCTB, )KypHaibl] : caidT. — URL.: http://znanium.com/.

5. DBbC «BOOK.ru» [yueOnbie nznanus — koyeknus ans CIIO] : cait. — URL:
https://www.book.ru/cat/576.

6. Hayunas snexktpoHHas 6ubnuorexa. MoHorpaduu, u3laHHbIe B U3aTEILCTBE
Poccuiickoit Axagemun EctecTBo3HaHMsSI [[IOTHOTEKCTOBBIM pecypc CBOOOTHOTO
nocrymna)] : caidt. — URL: https://www.monographies.ru/.

7. Hayunas osnekTpoHHass OubOnuoTeka crareid u nyOnmkanuii «eLibrary.ruy
[poccuiickuii HHOOPMAIIMOHHO-aHAIMTUYECKUN TOPTAl B 00JIACTH HAYKH, TEXHOJIOTHH,
METUIIMHBI, 00pa3oBaHus; OOJbIIAas YacTh M3JaHUM — CBOOOJHOTO JOCTyMa| : CauT. —
URL: http://elibrary.ru.

8. ba3bl nannbix komnanuu «Mct Beio» [pasznen: Ilepuognueckue uznanus (Ha
PYCCKOM SI3bIKE€) BKJIIOYAET KOJUICKIMU: M3aanust mo oOIIeCTBEHHBIM M TYMaHUTAPHBIM
HaykaMm; M3manus mo meparoruke M oOpasoBaHuio; M3ganus mo uH(OpMaMOHHBIM
texHojorusiM; Cratuctuueckue wuzganuss Poccum u crpan CHI'] : caifr. — URL:
http://dlib.eastview.com.

9. KubepJlennnka : Hay4Has 3J€KTpOHHas OWONMOTEKa [HaydHbIE XYpHAJbl B
HOJTHOTEKCTOBOM popmate cBoOoHOrO goctyna] : caT. — URL: http://cyberleninka.ru.

10. EnuHoe okxHO jgocTyma K oOpa3oBaTelbHBIM pecypcaMm @ (QenepaibHas
uH(pOpMAIIMOHHAs CUCTEMa CBOOOAHOTO JIOCTYNMa K HWHTErpaJbHOMY KaTajory
00pa3oBaTeNbHBIX HMHTEPHET-PECYPCOB M K OJJIGKTPOHHOW Oubimoreke ydeOHO-
METOJIMYECKUX MaTepuajoB HJsi BCeX YypOBHEH oOpa3oBaHUs: OIIKOJIbHOE, ooliee,
cpenHee mnpodeccHOHambHOE, BBICIIEE, JAONMONHHUTENbHOe : caWt. — URL:
http://window.edu.ru.

11. denepanpHblii HEHTP HHPOPMAIIMOHHO-00PA30BaTEIbHBIX pPECypcoB [mis
oOmiero, CpelIHero npodeccruoHanbHOTO, JOTIOTHUTENIbHOTO o0Opa3oBaHus;
MOJTHOTEKCTOBBIN pecypc cBoboHOTO0 noctyma] : cait. — URL: http://fcior.edu.ru.

12. OdpunuansHplii UHTEPHET-TIOPTAT MPaBoBO MHpopmanuu. ['ocynapcTBenHas
cHCTeMa MPaBOBOM MHGOPMAIUH [TOJTHOTEKCTOBBIN pecypc CBOOOHOTO AOCTyMa] : CalT.
— URL: http://publication.pravo.gov.ru.
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13. DHuukiIoneanym [ DHIIMKIIOTIE TN, CrnoBapu. CnpaBOYHUKH
MOJIHOTEKCTOBBIN pecypc cBoOoaHoro aocrynal / ObC «YHuBepcuteTckas 0ubamoTexa
ONLINEY : caiit. — URL.: http://enc.biblioclub.ru/.
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6. METOANYECKHUE YKA3AHUA IS OBYYAIOLIUXCA
11O OCBOEHMUIO JUCIUIIJIMHbI

HucuumivHa «JlokyMeHTallmoHHOe oOecrieueHrne YIpaBlICHUS» HallelieHa Ha
dbopmupoBanne NPo(ECCHOHANBHBIX  KOMIETEHIUM, TAKUX  KaK  OCYILECTBJICHUE
MpoQeCCHOHATBHOTO TOJKOBAHUSI HOPMATUBHBIX MPABOBBIX aKTOB JIJIsl peaiu3alliu IpaB
rpaxaad B cepe MEHCHOHHOTO OOECIeUeHUs] U COLMAIbHON 3alIUThl; OCYIIECTBICHUE
npueMa rpaxkJaH MO BOIMPOCaM IMEHCHOHHOTO OOECTEeUYEeHHUS U COLMAIbHOW 3allUThI;
paccCMOTpEeHHE TaKeTa JOKYMEHTOB JJid Ha3HAY€HUs MEHCUH, MOoCOOU, KOMIEHCAIUH,
JpPYrUX BBIIJIAT, a TaKXKE MEp COLHAIBHOW MOJJECPKKH OTACIBbHBIM KAaTErOpPHUsIM
rpaXJaH, HYXIAIOIMMCS B COLMAJIbHOW 3allIUTE; OCYILIECTBICHHE YCTAHOBJICHUS
(Ha3HaueHus, Tmepepacdera, INepeBoAa), HHICKCAIlMd U KOPPEKTUPOBKU TICHCHUH,
Ha3HA4YCHUS TMOCOOWM, KOMIEHCAMd W JPYruX COLMAIbHBIX BBIIJIAT, HCIOJIb3Ys
UH(OPMAIIMOHHO-KOMITBIOTEPHBIE ~ TEXHOJIOTHH, KOHCYJIbTHPOBAaHUE TpaxIaH U
MpeACTaBUTENEH FOPUIUYECKUX JIMIl IO BOMPOCAaM IEHCHOHHOTO OOECIeueHUusl |
COLIMAIbHOM 3aLUTHI.

OOyueHre CTYAICHTOB OCYIIECTBISIECTCS MO TPATUIIMOHHON TEXHOJOTUU (JIEKIIUHU,
MPAKTUKHU) C BKJIIFOUEHUEM UHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKH 3pE€HHSI UCIOIB3YEMBIX METOJOB JIEKIIMU MOAPA3ACISAIOTCA CIEAYIOIIUM
obpazom: HHPOPMAITMOHHO-OOBSICHUTENbHASL JICKIUsI, ITOBECTBOBATENIbHAS, JICKIUS-
Oecema, mpobOIeMHas JICKITUS U T. 1.

YcrHoe — u3noxkeHuWe ~— ydeOHOro - Marepuana @ Ha  JIGKIIUM  JOJDKHO
KOHCHEKTUpOBaThcs. CllylmaTh JEKIUIO HY>)KHO YMETh — MOJIECPKUBATH CBOE BHUMAHHUE,
MOHATh M 3allOMHUTH YCIBIIIAHHOE, YJIOBUTH May3bl. B mpouecce H3I0KEHUS
MPENoIaBaTeieM JIEKIUU CTYJIEHT JOJDKEH BBIICHUTh BCE HEMOHSTHBIE BOIIPOCHI.
3anuceiBaTh COJEp)KaHUE JICKIIMM HYXHO 0053aTeIbHO — 3allldCh  MOMOTaloT
MO/IEPKUBATh BHUMAaHHUE, CIOCOOCTBYIOT TOHUMAHUIO U 3alIOMHUHAHUIO YCIBIIIIAHHOTO,
NPUBOJUT 3HAHWE B CHUCTEMY, CIYyXaT OINOpOW aisi mepexoaa kK Oosee TIIyOOKOMY
CaMOCTOSITEJIbHOMY M3YyUYECHUIO MPEAMETA.

Mertonuueckrue peKOMEHIAIUHU 110 KOHCIEKTUPOBAHUIO JICKIUI:

— 3aIUCh JIOJDKHA OBITh CHCTEMHOM, MPEACTABISTh COO0N COKpalIEHHBI BapUaHT
JeKIuu TpenogaBaTens. Heobxomumo ciymarh, 00ayMbIBaTH W 3alUCHIBATh
OJHOBPEMEHHO;

— 3amuch BeNETCSl OYeHb OBICTPO, UYETKO, MO BO3MOKHOCTH KOPOTKHUMU
BBIPXKECHUSIMU;

— HE TMpeKpaiias Ciylmarh IMpenojaBaTess, HYXHO 3alllChiBaTh TO, 4YTO
HEOOXOAMMO yCBOUTh. Henb3s 3amuchiBaTh Ccpa3y K€ BBICKa3aHHYIO MBICITh
MPEINoJaBaTes, CIeayeT €€ MOHATh M MOCIE 3TOr0 KpaTKO 3alucaTh CBOMMH CIIOBAMH
WIN CJIOBaMU mpernonaBatens. BaxkHo, 4ToObl B Hell He ObLT MOTEPSTH OCHOBHOM CMBICI
CKa3aHHOTO;

—MMEHA, JaThl, HA3BaHUS, BBIBOJIbI, ONIPEACIICHHUS 3aMMUChIBAIOTCS TOYHO;

—cienyer oOpaTUTh BHUMaHHe Ha odopmiieHHe 3amucu JeKIuu. s Kaxaoro
npeaMeTa 3aBOAMTCS oO0mas Terpaab. OTIMYHBIM OT OCTAJbHOTO I[BETA CIEAyeT
BBIJICTIATh OTACIBHBIC MBICIM M 3arojOBKH, COKpallaTh OT/ACJIbHBIE CJIOBA U
MPEJIOKEHUs, HCIIOJIb30BaTh YCIOBHBIC 3HAKH, OYKBBI JIATHHCKOTO M TPEUYECKOTO
anaBUTOB, a TAaKXKE HEKOTOPBIC MTPUEMBI CTEHOTPAPUIECKOTO COKPAIIEHUS CJIOB.

[IpakTrueckue 3aHsATUS TO JUCHUIUIMHE «JlOKyMEHTaIlMOHHOE obecreueHne
YIPaBIICHUSD MTPOBOJATCS B OCHOBHOM IO CXEME:
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-YCTHBI OINPOC MO TEOpUH B Hadaje 3aHATHS (OOCYKICHHE TEOPEeTHUYECKHUX
pOOJIEMHBIX BOIPOCOB IO TEME);

-paboTa B rpynmnax mo pa3pelieHnio pa3IMyHbIX CUTyalluii 110 TEME 3aHATHS;

-pelieHne NpakTUYeCKUX 3a71a4 UHIUBUAYAIbHO;

-II0JIBEJICHUE UTOTOB 3aHATHS (MU pediekcus);

-UHJMBHUyaJIbHbIE 3aJaHMs Ul TOJATOTOBKM K CIEIYIOIIMM IPaKTUYECKUM
3aHATUSAM.

Llenp mpakTUYECKOro 3aHATHUS - HAYYUTh CTYACHTOB NMPUMEHSTH TEOPETHUECKHE
3HAHUS NIPU PELIEHUH NMPAKTHUYECKHUX 33]1a4 HA OCHOBE pEabHBIX JIaHHBIX.

Ha npaktudeckux 3aHATHAX IpeoOIaiaoT CIeyIoue METOIbL:

-BepOasibHBIC (TTpeobIa aromUM METOIOM JOJKHO OBITh 0OBSICHEHHUE);

-pakTUYecKHue (MMCbMEHHBIE 3aHMs], TPYNIIOBBIE 3a/1aHUA U T. I.).

BaxHbIM 17151 CTyJIeHTa SIBISETCS YMEHHE palliOHAIBHO NOJI0MPAaTh HEOOXOAUMYIO
yuebHyIo ureparypy. OCHOBHBIMU JIUTEPATyPHBIMU UCTOYHUKAMH SIBIISTIOTCSI:

— oubnuoreunsie Gouab! punuana Kyol'Y;

— DJIEKTpOHHasg OMOJIMOTeYHas cucTteMa «YHUBEpPCUTETCKas OMOIMOTEKa OH-
JIalHY;

— 3JIeKTpOHHAasA 6nbanoreunas cucrema M3natenscta «Jlanpy.

[Touck xkHUr B OMONHOTEKE HEOOXOJMMO HAUYMHATH C W3YYEHUS] MPEAMETHOTO
Karajora U CO3/aHMs CIUCKAa KHUT, MOCOOMH, METOAMYECKHX MaTepuajoB IO TeMe
U3y4EHUSI.

[IpocMOTp KHUTH HAUYMHAETCS C TUTYJIBHOTO JIUCTA, CIEAYIOIIET0 Mociae 00J0KKH.
Ha HéM OOBIYHO MOMENIAIOTCS BCE OCHOBHBIE JIaHHBIE, XAPAKTEPU3YIOLIUE KHUTY:
Ha3BaHUE, aBTOp, BBIXOJHBIC JaHHBIE, JaHHble O nepeusgaHuu u T.1. Ha oGopote
TUTYJBHOTO JIUCTA JAETCS aHHOTAlMsA, B KOTOPOW yKa3blBaeTCs TeMaTHKa BOIIPOCOB,
OCBEIIEHHBIX B KHUTE, ONpeeNseTcsd KpPyr uuTaTeseld, Ha KOTOPbIM OHA pacCUMTaHA.
bonbiioe 3HaueHHe WMeEET NPEIUCIOBHE KHHUIH, KOTOPOE 3HAKOMHUT 4YHUTaTels C
JMYHOCTBIO aBTOPA, UCTOPUEH CO3AAHMS KHUTH, PACKPBIBAET COACPKAHUE.

[IpounTaB npeaucioBUe M MOJYyYUB OOLIEEe MPEACTABICHUE O KHUTE, CIEIyeT
oOpaTtuTthes K orjaBieHuto. OrinaBieHne KHUTH 3HAKOMUT 00y4aeMoro ¢ CoAiepKaHueM U
JIOTHYECKOM CTPYKTYpPOIl KHHUTH, IMO3BOJISIET BHIOpATh HY)KHBIM MaTepuai JUisl U3ydeHHUs.
['on W3maHus KHUTH TO3BOJISIET CYIUTh O HOBM3HE MarTepuaina. B KHure mMoryr ObITh
NpUMEUYaHusi, KOTOpbIE COJEp’KaT paszuyHble JONOJHUTENbHbIE CcBeAeHus. OHu
NIeYaTalTCsl BHE OCHOBHOI'O TEKCTA U Pa3bsCHAIOT OTJENbHbIE BONPOCHL. [IpenmeTHbie U
andaBUTHBIE yKa3aTeId 3HAYUTENIBHO OOJEerdaroT MOBTOPEHHE H3JI0KEHHOTO B KHHUIE
Marepuana. B KOHIIE KHUTM MOXKET pacnojlaraTbCsl BCIOMOrarenbHblil Marepruai. K Hemy
OOBIYHO OTHOCATCS MHCTPYKILUH, IPUIOKEHHS, CXEMbI, CUTYallMOHHBIE 33J]a4l, BOIIPOCHI
JUISl CAMOKOHTPOJIS U T. 1.

JUist mydqiero mpencTaBiIeHHUs M 3allOMUHAHUS MaTepuana IejaecooOpa3HO BeCTH
3aMMCH Y KOHCHEKThI Pa3IMYHOrO COACpkKaHUs, a UMEHHO:

— MIOMETKH, 3aMeYaHusl, BblIeJIEHUE TJIaBHOTO;

— IJIaH, TE3UCHI, BBITUCKHU, LIUTATHI;

— KOHCIIEKT, paboyas 3anuch, pedepar, J0KJIaJ, JeKIUs U T. 1.

Yurarh y4eOHUK HEOOXOIUMO BIYyMUYMBO, BHUMATEIbHO, HE MPOIYCKasl TEKCTa,
CTapasiCh MOHATHh KaXAYI0 (Qpasy, OMHOBPEMEHHO pa3dupasi MpUMephl, CXEMbI, TAOJIUIIBI,
PUCYHKH, IPUBEAEHHBIE B YUEOHUKE.

OaHuM M3 BaXXHEHWIIMX CPEACTB, CIOCOOCTBYIOIIMX 3aKpPEIUICHUIO 3HAHMIA,
ABIIAETCA KpaTKas 3alyuCh MPOYUTAHHOTO MaTepuajla — COCTABJICHHE KOHCIIEKTA.
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KoHcmiekT — 3TO KpaTKoe CBSI3HOE M3JIOKEHHE COACPIKAHWSA TEMBI, YUCOHHKA HIIA €ro
yacTH, Oe3 mnoapoOHOCTEM W BTOpocTeneHHbIX neraneil. Ilo cBoel cTpykType u
HOCJIeI0BAaTEIbHOCTU KOHCHEKT JIOJDKEH COOTBETCTBOBATh IJIaHy ydeOHHKa. [loaTomy
BaXHO CHAayaJla COCTaBUTh IIaH, a IOTOM IUCATh KOHCIEKT B BHJI€ OTBETA HA BOIPOCHI
wiaHa. Ecan yueOHMK pasnenéH Ha HeOOJbIIME O3arjaBi€HHbIE YacTH, TO 3arojOBKU
MOKHO paccMaTpUBAaTh KaK IIYHKTHI [J1aHa, @ U3 TEKCTA KaXJ0M YacTH CIEIYET 3alucaTh
T€ MBICJIH, KOTOPbIE PACKPBIBAIOT CMBICII 3ar0JIOBKA.

TpeboBaHMs K KOHCIIEKTY:

— KpPaTKOCTb, CKATOCTh, LIEIECO00PA3HOCTh KaXA0I0 3aIHUCHIBAEMOTI0 CIIOBA;

— COJIePKaTEJIbHOCTh 3aIllMCU- 3alMChIBAEMbIE MBICIH CIIEAyeT (OpPMYIHPOBAThH
KpaTko, HO 0e3 ymepba st cmbicia. OOBEM KOHCHEKTa, Kak IMpPaBUIIO, MEHbIIE
M3y4aeMoro Tekcra B 7-15 pas;

—KOHCIIEKT MOKET OBITh KaK MPOCTBIM, TaK U CIOXHBIM IO CTPYKType — 3TO
3aBUCUT OT COZEPKAHUS KHUTH U LEJU €€ U3yUeHHUs.

MeTtonuueckrue peKOMEHIAlUU [0 KOHCTIEKTUPOBAHHUIO:

— MpEeXJe YeM HayaTh COCTABJIATH KOHCHEKT, HY>KHO O3HAKOMMTHCSI C KHMIOM,
IPOYUTATh €€ CHaYaia 0 KOHIIA, MOHATh IPOYUTAHHOE;

— Ha 00JIOKKE TeTpaJy 3alUCHIBAIOTCS HAa3BaHHE KOHCIIEKTUPYEMOM KHUTH U UMS
aBTOpA, COCTABIISIECTCSA TJIaH KOHCTIEKTUPYEMOTO TECTA;

— 3alUCHU JIy4Yllle JeJiaTh NpPH MPOUYTEHHWU HE OJHOTO-ABYX ab3aleB, a LEeJI0ro
naparpada Wiy IIaBbl;

— KOHCIIEKTHUPOBAHUE BENETCA HE C LIEJbI0 UMETh ONPECIEHHBIN 3aUCH, a JUIs
Oosiee TMOJHOIO OBJAJACHUS COACPHKAHUEM H3YYa€MOI'O TEKCTa, MO3TOMY B 3aIUCAX
OTMEYaeTcss U BBIJAENAETCS BCE TO HOBOE, HMHTEPECHOE M HYXHOE, YTO OCOOCHHO
NPUBJIEKIO BHUMAHUE;

— TOCJie TOTO, KaK CJeJlaHa 3aluch cojepkaHus mnaparpada, IJIaBbl, CIeIyeT
nepeunuTaTh e€, 3aTeM CHOBa OOpallaThCs K TEKCTY M MPOBEPUTH ceOsl, MPaBUIBHO JIU
U3JI0’KEHO COJEpIKaHuE.

TexHrKa KOHCTIEKTUPOBAHUS:

— KOHCIIEKTHPYS KHUTY Oo0JpmIoro oObéMa, 3amuch CIEAyeT BEeCTH B OO0Iei
TETpaJu;

— Ha KaXJ0¥ CTpaHMIE CJIEBAa OCTABJISAIOT MOJIA IMUPUHON 25-30 MM JJ1s 3amucu
KOPOTKHX I10/13ar0JIOBKOB, KPaTKUX 3aME€UaHUi, BOIIPOCOB;

— KaX/1asi CTaHULa TETPaau HyMepyeTcs;

— JUIS TIOBBIIIEHHS] YUTAEMOCTHU 3aIIMCU OCTABIISIOT MHTEPBAJIBI MEKY CTPOKAMH,
ab3a1aMu, HOBYIO MBICJIb HAUMHAIOT C «KPACHOW» CTPOKHU;

— MpU KOHCIEKTUPOBAHUU IIMPOKO HCIONB3YIOT pa3UYHbIE COKpALIECHUS MU
YCIIOBHBIE 3HAaKHW, HO HE B yHiepOd CMBICIY 3amucaHHoro.PekomeHmyercs NpUMEHSATH
o0IIeynoTpeOuTeNbHbIE COKpAlleHHs, Hampumep: M.0. — MOXeT ObITh; TOC. —
rocyJIapCTBEHHBIN; 1.0. — JOIKHO OBITh U T.J.

— He cleAyeT COKpamlaTh HUMEHa M Ha3BaHUA, KpOME OYeHb YacTo
HOBTOPSIOLIUXCS;

— B KOHCIEKTE HE JOJDKHO OBITh MEXaHMYECKOro MepernuchiBaHUS TEKCTa 0e3
NPOJYMBIBAHHUS €r0 COACPKAHUS U CMBICIIOBOTO aHAJIM3A.

Jlns Hamucanust pedepara HEOOXOOUMO BBIOpaTh TEMY, COINIACOBATH €€ C
npernojaBareiaeM, NoA00paTh HECKOJIbKO MCTOYHMKOB IO TEME, BBINOJIHHUTH AaHAIU3
UCTOYHHMKOB IO PELICHUIO0 MpoOieMbl, 000OCHOBATh CBOIO TOUKY 3pEHHUSI Ha peIIeHUe
pOoOJIEMBI.
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7. OHEHOYHBIE CPEJACTBA J1JISI KOHTPOJIA YCIIEBAEMOCTHU

7.1 Ilacniopt ¢oHA2 OLIEHOYHBIX CPEACTB

Kon xonTponupyemoit
KonTtponupyemble TeMbI UCIUIUINHBI KOMITCTEHITHU
(wn ee JacTh)

HanmeHoBaHMEe OIICHOYHOTO
cpencTea

JlokyMeHTallMOHHOE o0ecneuyeHne YIpaBJIeHus: OK 1,0K 2, OK 3,

NMOHSATHE, CO/IeP;KaHNe U 3TANbI PA3BUTHUS OK 4; OK 5; OK 8;

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

IIK 1.3; IIK 1.4; TIK
1.6

Odopmiaenue OPJI OK 1,0K2,0K 3,

OK 4; OK 5; OK 8;

2. OK 9;IIK 1.1: TIK 1.2;

IIK 1.3; TIK 1.4; TIK
1.6

Pedepar, npaktiueckas
pabora, Tect

JdoxkymeHT0000pPOT OK 1,0K 2, OK 3,

OK 4; OK 5; OK 8;

3. OK9;TIK 1.1: TIK 1.2;

IIK 1.3; IIK 1.4; TIK
1.6

Pedepat, npaktrueckas
paborta, TecT

OK 1,0K 2, 0K 3,

OK 4; OK 5; OK 8;

4, XpaHeHue JOKYMEHTOB OK 9; TIK 1.1: TIK 1.2;

MK 1.3; TIK 1.4; TIK
1.6

Pedepat, npakTrueckas
paborta, TecT

OK 1, 0K 2, OK 3,
OcobennocTu padoThl ¢ 00palIeHUAME OK 4; OK 5; OK 8;
5. rpaxIaH U KOHPHICHIUAIbLHBIMHA OK 9; IIK 1.1: TIK 1.2; | IIpaktuueckas pabota, TecT
JOKYMEHTaMU TIK 1.3; IIK 1.4; T[IK
1.6

7.2 Kputepum olleHKHU 3HAHUIA

KoHTponb U oOleHKa pe3yJabTaTOB OCBOCHHS JUCLUUIUIMHBI OCYIIECTBIISIETCS
MpPEno/IaBaTesieM B MPOIIECCe MPOBEACHUS TPAKTUYECKUX 3aHATUM, 1a00paTOPHBIX PadoT,
TECTUPOBAHUS, a  TaKKE  BBIMOJTHEHUS  OOYYAIONIUMHUCS  WHIUBHUIYaTbHBIX
CaMOCTOSITEIbHBIX 3a/1aHUM.

Pedepar. Ilpoaykr caMocCTOSATEIBHON pabOTBHI CTYJIEHTA, NPEICTABIISIONIAN
coOol KpaTKoe W3JI0KEHHE B IHCHBMEHHOM BHJE TOJYYEHHBIX PE3yIbTaTOB
TEOPETUYECKOTO aHaliu3a OMPEJEIICHHON Hay4dHOU (y4eOHO-MCCIIe0BaTeIbCKOM) TEMBI,
r7ie aBTOpP PaCKPBIBACT CYTh HCCIEAyeMOW MPOOJIEMbI, MPUBOAUT Pa3IUYHbIE TOYKU
3peHHs, a TaKkke COOCTBEHHBIE B3TJSAbI Ha Hee.PedepaT oreHHMBAaeTCsS MO KOJIUYECTBY
00pabOTaHHBIX MCTOYHUKOB, TIIYyOMHE aHaiu3a MpoOJeMbl, KauecTBE OOOCHOBAHHS
aBTOPCKOM MO3ULIUU, TTYyOUHE PACKPBITUSI TEMBI.

TecT. Cucrema CTaHJAAPTU3UPOBAHHBIX 3aJIaHUH, MO3BOJIAIONIAs
aBTOMATHU3UPOBATh MPOIEAYPY U3MEPECHHUS YPOBHS 3HAHUW MU yMEHHUH 0O0y4aromierocs.
TecT oneHuBaeTcs MO0 KOJMYECTBY MTPaBUIIbHBIX OTBETOB (HE MeHee 50%).

Kpurepun oneHKH 3HAHMI CTYAEHTOB B LEJIOM IO JMCIHUILIMHE:
«OTJIMYHO» - BBICTABIAETCS  CTYAEHTY, IIOKa3aBIIEMY BCECTOPOHHHUE,
CUCTEeMaTU3UPOBAHHbIE, IT1yOOKHE 3HAHUS YYEOHON MPOrpaMMbl TUCUHUIUIMHBI U YMEHUE
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YBEPEHHO NMPUMEHSATh UX HA MPAKTUKE IMPHU PEIICHUH KOHKPETHBIX 3a/1ay, CBOOOJHOE U
NpaBHWIIbHOE 0OOCHOBAHME MPUHSATHIX PEIICHUMN;

«XOPOII0» - BBICTABIISIETCS CTYAACHTY, €CIIM OH TBEPJIO 3HAET MaTepHall, TPaMOTHO
U 0 CYUIECTBY M3Jaraer €ro, yMeeT NPUMEHSTh MOJIyYEHHbIE 3HAHUS Ha MPaKTUKE, HO
JIOITYCKA€eT B OTBETE WJIM B PELIEHUU 337a4 HEKOTOPbIE HETOYHOCTH;

«YAOBJIETBOPUTEILHO» - BBICTABIISIETCS CTYJEHTY, NOKa3aBUIEMY
dbparMeHTapHbIid, pa3pO3HEHHBIM XapakTep 3HAHUW, HEIOCTATOYHO NPABUIbHbBIC
(GopMynUpoBKM Oa30BbIX IOHATUM, HApPYIIEHHs JIOTUYECKOH MOCIEAOBATEIbHOCTH B
U3JI0KEHUU MPOTPaMMHOI0 MaTepuaia, HO IPH 3TOM OH BJIaJIEET OCHOBHBIMH Pa3eIaMHu
y4eOHOM mporpaMMBbl, HEOOXOAUMBIMU I TajbHENIIEr0 00yYeHUsI U MOXKET MIPUMEHSTh
MOJIyYEHHBIE 3HAHUS 110 00pa3ily B CTaHAAPTHOMN CUTYalluy;

«HEYJ0BJIETBOPUTEJIbHO» - BBICTABIIAECTCA CTYAEHTY, KOTOPbIH HE 3HaeT
0oJbIIel YacT OCHOBHOTO COJEPKaHUs yueOHOM MpOrpaMMbl TUCHUUIIIUHBL, TOMYCKAET
rpyobie ommOKd B (OPMYIHPOBKAX OCHOBHBIX TOHATUNA JUCHUIUIMHBI M HE yMeEeT

HCITOJIb30BATh NOJTYYCHHLIC 3HAHUA TP PCIICHUW TUITOBBIX IMTPAKTUYCCKUX 3a1a4.

7.3 OnleHOYHBIE CPEACTBA IS MPOBEIeHUsI TEKYIeH aTTecTAlluu

Texymmii KOHTPOIIbL MOXKET IPOBOAMUTHCS B (hopMe:
-ppoHTaNBHBII OIpoc
-UHJVMBHUAYaJbHBIA YCTHBIA OIPOC
-IIUCbMEHHBIN KOHTPOJIb
-TECTUPOBAHUE 10 TEOPETUIECKOMY MaTepramy
-pakTUyeckas pabora
-3amuTa pedepara, scce
-3aI[1Ta BBIMOJHEHHOTO 33JIaHNUs,
-pa3paboTka rmpobaeMbl Kypea (JoKIan).

®opma Bnanenus JInunble kauecTBa Tpnvepet
aTTeCcTaluu 3uanms Ymenna (HaBBIKN) CTyICHTA OUEHOMHBIX
CPEICTB
YcTHBIN KoHuTponb 3Hanmit OueHka yMeHust Ornenka HaBBIKOB | OreHka KouTpoabHbie
(TTMCBMEHHBIH) | IO ONpEeNEHHBIM | Pa3IHyaTh paboTsI C CrocoOHOCTH BOIIPOCHI 110
ormpoc no | mpobiemam KOHKpETHBIE JUTEPATypHBIMU | ONEPATUBHO U TeMaM
TeMaM MOHATHUS HUCTOYHUKAMHU Ka4yeCTBEHHO MIPUIIAraroTCs
OTBEYaTh Ha
MIOCTaBJICHHBIE
BOTIPOCHI
Pedepatsr KoHTponb 3HaHMi Ornenka yMeHust Onenka HaBbIKOB | OrieHKa Tembl
IO ONPENENEHHBIM | pa3In4aTh paboTsI ¢ CIOCOOHOCTH K pedeparos
npoOiiemam KOHKpPETHBIE JIUTEPATYPHBIMU | CAMOCTOSITENIBHON | MPUIIAratoTCs
MOHATHS HUCTOYHUKAMU pabore u aHaU3y
JIUTEPaTypPHBIX
HUCTOYHUKOB
IIpaxktnyeckue | KoHnTpons 3HaHUS Onenka ymMeHus Onenka HaBbIKOB | OneHka Temsr pabot
paboTsl TEOPETHYECKHUX paborartsb ¢ paboTsl ¢ CHOCOOHOCTH MIPUIAraroTCs
OCHOB COBPEMEHHOM BBIYMCIIUTENILHON | ONEpaTUBHO U
HHPOPMATUKH H KOMIIBIOTEPHOU TEXHUKOM, Ka4eCTBEHHO
WHPOPMALMOHHBIX | TEXHUKOH, MIPUKIIaTHBIMA pemaTs
TEXHOJIOTHA, HCTIONIb30BaTh MPOTPpaMMHBIMH | TIOCTaBJICHHBIC Ha
BO3MOKHOCTEH 1 BO3MOKHOCTH CpeIcTBaMHu MIPAKTUIECKUX
MPUHIUIIOB BBIUUCIIUTEILHON paborax 3amauu U
HCIONb30BaHUS TEXHUKU U apryMeHTHPOBaTh
COBPEMEHHOU IPOrpaMMHOTO pe3yIbTaThl
KOMIBIOTEPHOI obecrieueHus
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TEXHUKH. TIPH peIIeHUHN

IPaKTUYECKUX
3a1ad.
TectupoBanne | Konrpons 3Hanmit | Onenka ymenus | Ouenka HaBbikoB | OreHKa Bompocst
II0 OTPEIEICHHBIM | pa3inyarh JIOTHYECKOT0 CIIOCOOHOCTH NpUIIaraloTcs
npoOiemam KOHKpETHBIE aHaNM3a u OIEPaTHBHO U
MOHSATHUS CHHTE3a NpU Ka4eCTBEHHO
COIOCTaBJICHUH OTBEYaTh Ha
KOHKPETHBIX MOCTaBJICHHBIE
TIOHSITHH BOIIPOCHI

le/IMeprle TECTOBBIC 3alaHUA I TeKymeﬁ arTrecralmum.

1. HomeHkIaTypa e COCTABJSIETCS B KOJTHYECTBE ... IK3EMILISIPOB:

1) 2
2) 3

3) 4
4) 5

2. Pa0OTHHKH, OCYLIECTBJAIOIINE MpPeIBAPUTEIbLHOE PACCMOTPEHUE TOKYMEHTOB,
MOJIY4aI0T J0CTYI

1) ko Bceit mH(bOpMAIU, TOCTYNAIONIEH B OPTaHU3ALIUIO

2) UCKITIOYUTENBHO K KOH(HICHIINATBHOM HH(OpMAIINH, TOCTYTAIOIIEH B OpTaHU3aIIUIO
3) K JorOBOpaM

4) TONBKO K MNUCbMaM OQUIMAIBHOIO W JIMYHOTO XapakTepa, MOCTYMAIOIUM B
OpraHU3aIuo

3. B Oopranu3anusix IpueM H NEepBOHAYAJIBHYIO OﬁpﬁﬁOTKy MOCTYMAaKIHUX JOKYMEHTOB
MOI'YT OCYIIECTBJIATDH:

1) oskcmemummus, — WHCHOEKTOpP IO TPHEMY M OTIpaBKe JTOKYMEHTOB, CEKpeTapb
PYKOBOJUTEIS

2) 3aMeCTUTENb PYKOBOAUTEIIS

3) pyKOBOAMUTENHN MOpa3IeTICHUN

4) UCKJTIOUUTEIBHO CEKPETaAph

4. leneHTpaIu30BaHHAs (pOpPMa 1eJIONPOM3BOACTBA NPHUMEHACTCS, KOI/Aa

1) cTpyKTYpHBIC TIOpa3ICIICHHS OPTaHU3AIMH TCPPUTOPHATHLHO Pa300IICHBI

2) Bce pabOTHI C TOKyMEHTAaMH MPOBOSATCS B OJTHOM MECTE

3) pyKOBOJMTEH YACTO MUCHMEHHO 00paliaeTcs K CTPYKTYPHBIM MOIpa3AeIeHUSIM

4) noapaznenaeHus Noay4yaroT OOJBIIOE KOJIMYECTBO JAETOBON KOPPECTTOHACHIIUN

5. /IBM:KeHHMe TOKYMEHTOB B OPraHM3alMU ¢ MOMEHTA UX CO3JAHUA WJIN MOJTyYeHHs
10 3aBeplIeHHs] UCTIOJITHEHUS] UM OTIPABJIEHNUS] HA3BIBAETCS

1) TOKyMEHTO000POTOM;

2) TPaHCHIOPTUPOBKOM IOKYMEHTOB;

3) peanuzanueli JOKYMEHTOB,;

4) TOKYMEHTOBpAIICHUEM.

6. Teaedonorpammy NpuMeHsIIOT:

1) ISt mepeiauM CPOUHBIX PACTIOPSIKEHHHN, M3BEIIEHUH, CBEICHU;

2) Iy epeiayy TeerpaMM;

3) HCKITFOUUTEIBHO JIJIsl IePeIau PacopsKCHUN PYKOBOIUTEIIS;

4) 1Mo YCMOTPCHHUIO CITY)KAIIEr0 KaHICIISPHH.

7. JIOKyMeHT, COCTaBJeHHbIIi TIpynnoi Jaun (KoMHuccHell) M TNOATBEP:KIAIOUIUIM
(pakTbI, COOBITHS, HA3BIBAETCS
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1) aktowm;

2) IIPUKa3oM;

3) pacniopsbKeHHEM;

4) 10roBOpPOM.

8. TekcT c1y»keOHOro MUCbMa, KaK MPaBUJI0, COCTOUT U3:

1) JIBYX 4acTel — BBOJIHOM M OCHOBHOM;

2) IBYX YacTei - TMIIOTE3bl, UCIIO3HIINY;

3) MHOKECTBA YacTeH, M0 YCMOTPEHHIO aBTOPA,;

4) yeThIpeXx YacTeil — BBOAHOM, IOBECTBOBATEIBHOM, PE30IIOTUBHOM, 3aKIIIOUUTEIBLHOM
9. ChoBecHo-1udpoBoii cnocod odpopmiienust 1aTel (Hanpumep, 23 uwHs 2016 r.) B
OCHOBHOM IPUMEHSAKOT B

1) moKyMeHTaX, COJepIKaIIUX CBEICHHUS (PMHAHCOBOTO XapaKkTepa;

2) cIy:KeOHBIX TUChMaX;

3) npukazax;

4) pactopsKCHHSIX.

10. Cron6uoBas popma 1e10NPOU3BOICTBA OTMEHEHA

1) ITetpom I;

2) Anekcanapom |

3) Exarepunoii |1

4) Hukomnaem 1

7.4 OueHoYHbIE CPEICTB /AJIsl MPOBeAeHHsI MPOMEKYTOUHOI aTTecTAlUN
[IpomexxyTodHast aTTECTaIIUS

dopma JInunbie [Ipumepst

3HaHus Ymenust Bnanenue (HaBbIKH) | KauecTBa OILIEHOYHBIX
aTTecTaluu

CTyJIeHTa CpeacTB

KouTponbnast | KonTponb OueHka yMeHUst OLeHKa HaBbIKOB Ouenka Bompocsr:
pabota 3HaHMsS 0A30BBIX | MOHUMATh JIOTHYECKOTO CIOCOOHOCTH MPUIIATaloTCs

MOJIOKEHUH B CHeNHaTbHYIO COTIOCTABJICHUS U TPaMOTHO U

obnactu TEPMHUHOJIOTHIO XapaKTePUCTUKH YEeTKO M3JIaraTh

nHdopmaTuku 00BEKTOB MaTepHa

74.1

IIpumepHbIe BONPOCHI ISl IPOBeAeHUsI MPOMEKYTOUHOI aTTecTAIUU
(mudpdepeHnupoBaHHbBIN 324eT)
. Texnomorust paboThI ¢ JOKYMEHTaMH, COICPKAIIUMHI KOH(PHUICHIIHATHHBIC CBEICHUS.

. Opranuzanus paboThl C OOpaIIEHUsIMUA TPaXKaaH

. Texunueckue cpencTBa OPUCHOM NESITEIHHOCTH.

. ®opMupoBaHue 1 opopmiIeHUE Jedl.

. Opranuzaius oTIpaBKU UCXOASAIINX TOKYMEHTOB

. OpFaHI/ISaHI/IH perucTpanuu 1 KOHTPOJIA UCIIOJTHCHUA JOKYMCHTOB

. JoxymeHnToo60poT.

1
2
3
4
5. JloroBopHo-npaBoBasi JOKyMEHTaLUs
6
7
8
9

Opranuzanus npuema BXOIAIIUX JOKYMEHTOB

10. OO6mue TpeGoBaHUS K OPOPMICHHIO JOKYMEHTOB

11. HuHdopMaumoHHO-CIIPaBOUHbIE TOKYMEHTHI
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12. PacnopsimuTelbHBIE TOKYMEHTHI

13. TlonsTHe 0 MOKyMEHTaX U COcOo0axX JOKYMEHTHPOBAHHSI, HOCUTEISIX
uHpopmanuu. OCHOBHBIE PYHKIIMH TOKYMEHTOB

14. JIOKyMEHTBI 110 JINYHOMY COCTaBY: IIPUKa3, pE3IOME, XapaKTEPUCTHKA,
aBToOmnorpadusi, TMYHOE 1710, TPYAOBOM IOTOBOP, TPYAOBask KHIKKA

15. Hcropus pa3BuTus AeI0Npou3BoJcTBa B Poccun

16. lenoas mepemnucka

17.  PexBusutsl: ['ocynapctBennslil 'epd PD, rep6 cyobekta PO, smOnema ninu
TOBApPHBIN 3HAK OPraHU3AINH, HANMEHOBAHHE OPTaHU3aINH, CIIPABOYHbIC TaHHBIE
OpraHu3aluy, HAMMEHOBAHHUE BUJIA JOKYMEHTA, /1aTa JOKYMEHTa, PETUCTPAIIMOHHBIH
HOMEp, MECTO COCTABIICHUSA U U3JIaHUs JOKYMEHTa, aJpecaT

18. PexBu3uThI: Tpr( yTBEPKICHUS TOKYMEHTA, PE30IIONHS, 3aT0JI0BOK K TEKCTY
JOKYMEHTa, OTMETKa O HAJTMYUH MPHIIOKEHUS, TIOAMHCH, TPU( COTIACOBAHUS, TPUP
OTpaHHYEHUs JOCTyIa, OTMETKA O KOHTPOJIE, OTMETKA O TOCTYIUICHUH JOKYMEHTA B
OpraHHu3aIuio, 0OTMETKA 00 UCTIOTHEHUH, PE30JIIOIMs, OTMETKA O HaIIPaBJICHUU
JIOKYMEHTa B JIETIO.

19. JlokymeHTEHI, TepeiaBaeMble 10 KaHajaM dJIEKTPOCBSI3H.

20. Tloroku KOH(GUIESHIIUAIBHBIX JOKYMEHTOB.

21. bnaHku TOKYMEHTOB.

22. CucreMa opraHM3allMOHHON JOKYMEHTAIIUU.

23. TlpoxoxaeHue UCXOISIINUX ¥ BHYTPEHHUX JOKYMECHTOB.
24. Cucrema pacnopsaAUTEIIbHON TOKYMEHTAIUH.

25. Cucrema nH(pOpPMAIIMOHHO-CIIPABOYHON TOKYMEHTAIIHH.
26. Pabora ¢ mucbMamMu U 0OpalieHUsIMH TPaXxaaH.

27. CocTaBiaeHUE HOMEHKJIATYPHI e

28. Komuu 10KyMeHTOB

29. CrnyxeOHasi IepenucKa B OpraHu3auu

30. TloaroToBka u mepeaaya jJesl Ha apXUBHOE XpaHCHHE.

7.4.2 TlpuMepHbIe 3a]aHUA 1JI51 IPOBEJeHUS NPOMeKYTOYHOMH ATTeCTALMHU
(KOHTPOJILHOI PaGoOTHI)

CocTtaBbTe NPOEKT MUChMa-COOOIICHHUS.
CocTaBbpTe NPOEKT NUChMa-TIPUTIAILICHNUS.
CocTaBbTe NPOEKT TeIEPOHOTPAMMBI.
CocTaBbTe NPOEKT BBIMTUCKU U3 MPOTOKOJIA.
CocTaBbTe NPOEKT PaCIOPSKEHUS.

CocTaBbpTe NPOEKT MUCHbMA - OJaroJapHOCTH.
CocTaBbTe NPOEKT peKIamMaIiii.

CocTaBbTe MPOEKT MPHUKA3a [0 OCHOBHOM J1eATEIbHOCTH.
CocTtaBbTe MPOEKT CIY>KEOHOH 3aIHCKH.

10 CocTaBbTe MPOEKT O0BICHUTEIIBHON 3aITUCKH.
11. CocTaBbTe MPOEKT JOKIATHONU 3aITUCKH.

12. CocraBbTe POEKT MpHUKa3a 0 mpueme Ha paboTy
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13. CocTaBpTe IPOEKT MpUKa3a 00 yBOJIHLHEHUN
14. CocTaBbTe MPOEKT CIIPaBKH
15. CocTaBbTe MPOEKT aKTa.

8. JONOJIHUTEJBHOE OBECIIEYEHHUE JUCLHUIIJIMHbI

Jlexmust Nel.
Tewma: [loHATHE TOKYMEHTAIIMOHHOTO O0ECIIEUEHHUS YIIPABICHUS
Jlenonpou3BoICTBO — OTpaciib JEATEILHOCTH YeJoBeKa I0 pa3paboTke u

O(pOpPMJICHHIO JIOKYMEHTOB, OpraHU3allud WX JIBIDKEHUs, Yy4yeTa U XpaHEHUs.
[lepBoHauanbHO TEPMHUH MOSIBUIICA B yCTHOW peun (mpeamonoxutenbHo B XVII B.) u
O3HayaJl Ipouecc pemeHus (Ipou3BOJACTBA) J€Ja, «IEJIO0 MPOU3BOJIUTE» — PEIIaTh
Bonpoc. B Xxome pelmieHus BO3HUKIA HEOOXOIUMOCTh 3aKpeIUIeHHs pe3yJibTara,
HanpuMep, JOCTUTHYTOM JOroBOpeHHOCTH. s 3Toro wu3ApeBie M CO3/aBalu
JOKYMEHTBI, TaK KaK YCTHOE CJIOBO KPaTKOBPEMEHHO, MOXKET OBbITh 3a0BITO, HCKaKEHO
npyu Tepenadye Wik He Tak MOHATHO. Yke B XVI B. ymorpeOisercs CIOBO €0 Kak
coOpaHHe JOKYMEHTOB, OTHOCSIIIMXCS K KaKOMY-JIMOO Jiey, Bompocy. Briepssie B 3TOM
HNOHSTHH CIIOBO «Zeso» 3apuKcHUpoBaHO B JokyMeHTax B 1584 r. CoBpemeHHOE
JIEJOTPOU3BOJICTBO BKIIFOYAECT:

1.006ecnieyeHre CBOEBPEMEHHOTO U MPABUILHOTO CO3/IaHUS JOKYMEHTOB;

2.0praHu3anuio padoTel ¢ JOKyMEHTaMH (ITOJIyYCHHE, Iepeaada, o0paboTka, yder,
perucrpainusi, KOHTPOJb, XpaHEHUE, CUCTEMAaTH3allus, IMOATOTOBKAa TOKYMEHTOB s
CIauM B apXUB, YHUUTOKEHUE).

[TapamienbHO € TEPMHHOM «JIEJIOMPOU3BOACTBO» B IIOCIEIHEE JECATUIICTHUS
UCIOJIb3YeTCs TEPMHUH JOKyMEHTaluoHHoe obecnedyenue ympasienus (JOY). Ero
MOSIBJICHHE CBSI3aHO C BHEJIPEHMEM B YIPaBIE€HUE KOMIIBIOTEPHBIX CHUCTEM U HUX
OpraHW3allMOHHBIM, TPOTPAMMHBIM U  WH(GOPMAIMOHHBIM  OOECIIEUeHUEM ISt
npUOIMKEHUs] K TEPMHHOJIOTHH, YNOTPeOIsieMOl B KOMIBIOTEPHBIX MporpamMmax u
autepatype. B HacTosimiee  BpeMs  TEPMHHBI  <JIEJIONPOM3BOACTBO» U
«IOKYMEHTAIlMOHHOE  00ecleYeHrne  yNpaBICHUS»  SBIAIOTCS ~ CUHOHMMaMU U
MPUMEHSIIOTCSL 1711 0003HAUYEHHUs OJHOW W TOM K€ AESITeNbHOCTH. J[OKyMEHTaIlMOHHOE
oOecrieyeHue yrpaBiaeHUs] MOKHO MOHUMATh KaK yueOHYI0 AUCHMIUINHY, KaKk HayKy. OHO
ABJISIETCS. OCHOBOM JUIsI OpraHU3alMu JCATEIbHOCTH MNPEANPUATUN  YUPEKICHUU,
opranu3anui. TecHO CBS3aHO C MpPaBOM, JIMHIBUCTUKOM, apXUBHBIM [€JIOM U Jp.
HayKaMH.

JIOKyMEHTHpOBaHHE —3TO TNPOLECC CO3JaHUS U OQPOPMIICHHS JIOKyMEHTA.
I'ocynapctBennbiii  ctanmapt ['OCT 51141-98 «Jlenonpou3BOACTBO W apXUBHOE
JIEJI0.€EpPMUHBl U ONpPENEICHUS» OINpeAenseT JOKYMEHTHPOBAaHHE KaK  «3aIllCh
MH(OPMALIUY HA PA3TMYHBIX HOCUTENSX 110 YCTAHOBJIECHHBIM MPaBUiIaM.

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO O0EeCieYeHrEe JTBUKEHUS TOKYMEHTOB
B arlfapare yNnpaBlIeHHs], UX UCIOJIb30BAHUS B CIIPABOYHBIX LENSAX U XpaHeHUs. TepmMuH
ompefeNsieTcs rocyJapCTBEHHBIM CTaHAAPTOM KaK OpraHu3alus JTOKyMEHTO0OOopoTa,
XpaHEHHUS U UCTIOJIb30BAHMSI IOKYMEHTOB B TEKYILEH ACSITEIbHOCTH YUPEKICHUS.

OOmrass  xapakTepHCTHKAa JOKYMEHTAIMOHHOTO  OO0ECNeYeHHUs  yIpaBIICHUS
BKJIFOYAET XapaKTEPUCTUKY PA3TUYHBIX ITANIOB €r0 CTAHOBIICHUS.

IIpuxasznoe aenonponssoacrso XV — XVII BB.

CucremMa TOCyIapCTBEHHOTO JEJIONPOU3BOJACTBA HAYMHAET CKJIAIbIBATHCS B
nepuos (OpMUPOBAHHS PYCCKOTO IIEHTPATU30BaHHOTO TOCYIApCTBa, C cepeauHbl XV B.
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[TponcxokaeHue MPUKA30B CBSI3aHHO C MPAKTUKOW JIMYHBIX NOPY4YEHHH (IPHKA30B)
BEJIMKOTO KHs34 OnmxkaillieMy OKPYKEHHIO — KHS3bsIM W 0osipaM IO pa3perieHuro
OTJIEJIBHBIX BOMPOCOB TOCYJApPCTBEHHOr0 yIpaBieHus. X nedarenbHOCTh 00beIUHAIACH
BBICIIUM IIPaBUTENBCTBEHHBIM yupexaeHueM — bosdpckoir Jlymoi. MoCKOBCKUM
BEJIMKUM KHS3bSIM yIaJIOCh CO3JaTh CUJIbHYIO LICHTPAJIN30BAaHHYI0 CHCTEMY YIPaBJICHUS,
B KOTOpOW BCe BakHeWIIWE (PYHKIMH aIMUHUCTPATUBHOIO YIIPABJICHHS BBITIOIHSIN
bospckas Jlyma u mnpukaspl. MIMEHHO MO3TOMYy MEpuOJA CTAHOBJIEHUS M Pa3BUTHUSA
rOCYJApCTBEHHOI'O JIEJIONPOU3BOACTBA IPUHIATO HA3BIBATh IPHUKA3HBIM MEPHOAOM — IO
Ha3BaHUIO TEPBBIX TOCYJAPCTBEHHBIX YUPEKIACHUNM — IPHUKA30B. OITOT MEPHOJ
oxBarbiBaeT Bpems ¢ XV no XVII BB.

OTOT NEepHoJ] YIPABICHHUS HE COCTAaBJsUI CTPOMHOM CUCTEMBI M CTPOWJICA Ha
CHUCTEME «IIOPYYEHUI», NIEpeAaBajiCcs B BEACHUM OJHOIO JIMLA II0 CTEIEHW NOBEpUS K
HEMY BeJIMKOTO KHs34. OOlee KOJTU4ecTBO MPUKa30B, CYIIECTBOBABIIKUX Ha Pycu, TouHO
Heu3BecTHO, B XVII B. pa3Hble ucciegoBaTeld Ha3biBatoT ux yucio ot 40 go 70. Bo
[JIaBe OT/AEJBHOTO MpHKa3a CTOSAJ MHPUKa3HBIM cyabs (B HEKOTOPBIX MpHKazax cynen
ObUTO TIO J1Ba W OOJiee; OHM HA3bIBATUCH TOBAPHUIIIAMH TJIABHOTO CyabH). B ero BeaeHuu
COCTOSIJTM IbSIKK — OT OJIHOTO OT TPpE€X, a K KoHIy X VII Beka B KpYIHBIX MpHUKa3zax — OT 6
no 10 genoBek. B BeneHuM NbSKOB HAXOJWIHUCH MOJBSYHE, KOTOPHIE B COOTBETCTBUH
CTa)XXeM JICIMIIUCH Ha «CTAPBIX» (CTapIINX), KCEPETHUX» U «MOJOIIIBIX) (MIaAIINX).

Jlyis ipuBeZieHUs] B MCIIOJHEHHE Pa3HBIX PACHOPSIKEHUMN CYIIECTBOBAIM OCOOBIE
JOJKHOCTA — TOJMaud, TPYOHUKH, HEACNbIIUKA U Ap. B ux 00s3aHHOCTH BXOIUIIO
TAKX€E JIOCTABJIATH NEPENHUCKY MPHUKA30B MO MPUHANICKHOCTH, BbI3BIBATh TKYIIUXCS HA
cyn u ap. Uepe3 MX pyKH B MpPHUKA3 MOCTYMATH YEJIOOWTHBIE, MOKIAAbI, JOHOIICHUS
MECTHBIX MTpaBUTEIIEH; OHU XPAHWIN J€JIa U BeJIM MUCbMOBOJACTBO. CTapliuM MOAbSYNM,
Han0oJiee OMBITHBIM U YBXKAEMbIM U TOJBSIYMM «CPEIHEH PYKH» OBEPSIACH CIOXKHAS
paborta, cBA3aHHas C MOJrOTOBKOM pellIeHUH 10 AejlaM, XpaHEHUEM JIel, Olle4aThIBaHUEM
aApXUBHBIX CYHIYKOB. Mitailiiie mopsauue He MoIb30BAINCH 0COOBIM JoBeprueM. MHorue
napckue ykaszpl XVII B., oOpamairoT BHHMaHHe Ha HEOOXOAMMOCTH CTPOTO
KOHTPOJHPOBaTh paboTy. 3a OWIMOKH, JONMycKaeMble B O(HUIMAIBHBIX JOKYMEHTAX,
MOJIbSTYUX CTPOTO HAKA3BIBATIU: OWIIM OaTOramMu, JTUIIATHN KaJIOBAHBS.

JIOKyMEHTBI OOBIYHO pa3MEIAINCh HAa CTOJIAX, Ha CKaMbsiX, 0COOO IICHHBIE — B
CYHJIyKax — JIapsiXx B TeX e IOMEILEHUsX, IJle Bellach TeKyllas pabora U NpUEM
nocetuteneil. B XV B. moporocrosimuii  mepramMeHT BBITECHHJIA Oymara, KOTOPYIO
[IEPBOHAYAIBHO TAaKK€ IPUBO3WIM H3 3aMaJHOEBPOINECUCKUX CTpPaH, a CO BTOPOU
nooBuHBl XVII B. wucnomp3yercs Oymara, oredecTBeHHas. IlepByro OymakHYO
«menbHUIY» ((pabpuky) moctpownn Ha peke Ilaxpe mo mpuka3y marpuapxa Hwukona,
3ateM B MockBe Ha peke fAy3e. Omnako toimpko B XVIII B. mocie cTpouTenbCcTBa
HECKOJIBKUX OyMa)KHBIX MaHy(akTyp yJIaioCh yIOBJICTBOPUThL BHYTPEHHUH CIpPOC Ha
oymary B Poccuu. IlepBoHauanbHO Oymara HM3roraBiuBajach W3 TpsAIbsi, a YEpHUIIA
JIeNauch M3 coJjied jkenle3a U AYOMJIBHBIX BEIIECTB, JOOBIBAEMBIX U3 YEPHUIIBHBIX
OpEILIKOB — HAapOCTOB Ha AyOOBbIX JHUCThAX. CoueTaHHWe KENE3UCThIX YEPHWI U
TPSMUYHON OyMaru enano TeKCT OCOOCHHO CTOMKHMM, OH MOYTH He BbIBeTal. [loaTomy
JIOKYMEHTBI 3TOTO MEPHOJa, XPaHSAUIUMECs B apXUBax, JOCTATOYHO XOPOUIO YHUTAKOTCA.
HNHucTpyMeHTaMU THChMa CIY)XHWJIM TYCHUHBIE TEphbs, 3aTayMBaeMble OCOOBIM 00pa3zom
MEPOYMHHBIM HOXKOM. JIydIImM, Kak OTMEYarOT UCTOPUKH, CUATAIHUCH MEPhS U3 JIEBOTO
KpblJla Tycs, a camMa O4YHMHKa TpeOoBajla 3HAYUTENIbHOTO yMeHbs. ['ycuHble mephs
IIPUMEHAIUCh BIUIOTh [0 BTOpPOM NOJIOBUHBI XIX B., XOTd METa/UIMYECKUE MEPbs
MOSIBUJIMCH YK€ B Havasle Beka. HanmmcaHHbIi T'yCUHBIM IIEPOM TEKCT MOCHINAIICS MEJIKUM
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KBAapLEBbIM IECKOM. MOCKOBCKHE MpPHUKa3bl IOJIb30BAINCH IECKOM, INPUBO3UMBIM C
BopoObéBbIX rop, KOTOPBIN CUUTANICS OCOOEHHO CBETJIBIM U YUCTHIM. C MOSIBICHUEM, TaK
Ha3bIBAEMOM CKOPOIUCHU (HAauepTaHHE OKPYTJbIX OyKB M HCIHOJIb30BaHHE I'paUyecKuX
COKpAILIEHU! CJIOB M YacTEHl CIIOB C BBIHECEHMEM — MX HaJ CTPOKOM mHchbMa) CBOOOJHO
YUTaTh TAKKE TEKCTHI CTAJIO JTOBOJIBHO CIOXKHO, TPEOOBAIUChH 3HAHUS U HABBIKU.

B nmenompou3BoacTBE  MpUKAa30B  MPOJOJDKAjda  UCHOJIb30BAThCcd — BEChbMa
cnenuduueckas popMa JOKYMEHTOB — CTOJI0€L (CTOIMI, CTOJIMK), UHaYe TOBOPSI, CBUTOK
U3 MOJIKJIEEHHBIX APYT K APYTY Y3KUX JUCTOB Oymaru. BaxkHble rocyiapCTBEHHBIE aKThI
MOIJIM HMMETh OcoOeHHO OonpiMe pa3Mepbl. Hanpumep, rpamora naps Ajekces
MuxaitnoBuua IIbICKOPCKOMY MOHACTBIpIO Ha 3€MJIM MMEET JUIMHY Oojee MeTpa, a
Cob6opuoe ynoxenue 1949 r. nacuuteiBaer 309 metpoB!CocTaBHBIE YacTH CTOJIA
Ha3bIBAINCH «11ocTaBaMu». Cronbuosas popma nenonpousBoacTsa orMeHneHa [lerpom 1.

B nmemom, B mpukasHbIl [EpUOA  IOCTENEHHO  CO3JAETcsl  CUCTEMa
JIeJIONPOU3BOJICTBA LEHTPAIBHBIX W MECTHBIX YUYPEXKACHUHM, CKJIaJIbIBAIOTCS KaJaphbl
JIEJIONPOU3BOJICTBEHHBIX CIIYXKAlllUX, CO3JAI0TCAd yCTOHYMBBIE (OPMBI JIOKYMEHTOB U
npu€Mbl UX cocTaBieHus. OQHAKO TOCYyAapCTBO, ACUCTBYS OTPHIBOYHBIMM M YaCTHBIMU
MepaMu, He co3HaBas OOIIMX aJMHUHUCTPATUBHBIX NpPaBUJ, HE MOIJO €€ BBECTU
CUCTEMAaTHYECKOI0 MOPsIIKa B OPraHU3AIUI0 YUPEXKIEHUN U X JEeJIONPOU3BOJICTBO.

Komnexckoe nenonpon3BoacTBO

AJIMMHHCTPATUBHBIM XaocC, BBI3BAHHBIH OTCYTCTBHEM B IMPEKHUX YUPEKICHUSIX
YCTAHOBJIGHHOTO 3aKOHOM TMOpAJKa, OOIIMX IHCBMEHHBIX (OPM  JTOKYMEHTOB,
MOCTOSIHHBIX CPOKOB JJIsi NMPOM3BOJACTBA JEJ, MOOYIU MPaBUTENbCTBO HCKAaTh HOBBIE
(GopMBI  TOCYIapCTBEHHOTO ycTpoiicTBa. Hawano »53Toro mepuona B HCTOPUHU
OTEYECTBEHHOT'0 JIEJIONPON3BOICTBA COOTHOCAT ¢ pedopmamu [lerpa I. CknangsiBaercs
HOBBIM THUN TrocydapcTBa — aOCOJIOTHAas MOHApXHs, KOTOpas MOoJApa3yMeBaeT
COCpEZIOTOUYECHHE B OJHUX PyKax 3aKOHOJATEIbHON M UCIIOJHUTENbHON BiacTu. BHauane
XVIIl Beka B Poccum mpoxomut pedopma MPHKA3HOTO JEIOMPOU3BOJACTBA. B3amen
ycTapeBIel cucteMbl nmpukazoB B 1717 — 1718 rr. Obuto co3mano 12 kosuternid, Kaxaas
U3 KOTOPBIX Benaja onpeAesi€éHHON oTpaciibio win cepoil ynpaBieHHus U MOAYUHAIACH
Cenary.

Komterun craHoBarcss B Poccunm LEHTpalbHBIMM  OTPAaciieBBIMU  OpraHaMH
ynpasnenus. B 1720 rogy Obin moarotosineHn u mnoanucad Ilerpom 1 «['eHepanbHblit
perjiaMeHT», KOTOpbIA ompenessul 3afaud, (pyHKUHUH, CTPYKTYpy M TOPSIOK pPadOThI
Koyieruii. B stom nokymeHTe naBanuch OOIIME IMpaBHJIa COCTaBJICHUS JIOKYMEHTOB,
yCTaHaBIMBAJIUCh TpeOOBaHMS K HANHCAHUIO OTAEIbHBIX pPEKBU3UTOB. M3 Tekcra
JOKYMEHTa BBIICTWINCH JaTa, MOJANUCH, TOSABISETCS B JOKYMEHTaxX 3aroJioBOK.
[TosiBunMCH HOBBIE BUABI JOKYMEHTOB: IHCbMA, PEJSLUH, LUPKYJSIPbI, TOHOUIECHUS.
N3menunace 1 popma JOKYMEHTOB. BT OTMEHEHBI CTONOLBI, UX CMEHWIA TETPaIH.
[TosiBUnOCH MOHATHE «TepOoBasi Oymara», Ha KOTOPOW M3TOTOBJSUIMCH JOKYMEHTBI IS
BBICIIIUX OPTaHOB YIPaBIICHUS.

Komnexxckoe nernonpousBoACTBO ObUIO 0oJiee MPOTPECCUBHBIM MO CPABHEHUIO C
NPUKA3HBIM JIEJONPOU3BOACTBOM. [IOSBHIINCH YIOPSIOYEHHBIE CHCTEMBI PErMCTpaluu
NOKyMEHTOB. Takum oOpa3om, «I'eHepanbHbIIl periaMeHT» 3aKpenil 3aKOHOJATeIbHO
HOpSA0OK paboOThl C JOKYMEHTaMH C MOMEHTAa MX CO3JaHHS 10 apXUBHOTO XPAaHEHUS.
MmMeHHO B OTOT TmepHoOj TOSBUIOCH Ha3BaHME «apxuB». B 1memoMm pedopmbl
rocynapcrseHHoro ammnapara nepsoud yerBeprd XVIII Bexke ycranoBunum B Poccun
eIMHOOOpa3Hyl0 CHCTEMY OpraHM3allMOHHOIO YCTpPOWCTBA U  JIEJIONPOU3BOACTBA
TOCYapCTBEHHBIX  YUYPESKICHUH Ha OCHOBE OIOPOKPAaTHYECKOTO  IEHTpaIN3MA.
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Cnenyrouuit aTar pedopmupoBanus POCCHICKOTO rOCyIapCTBEHHOT O
JIeTTONPON3BOICTBA HacTynaeT BHavyaine XIX Beka npu Asnekcaunjpe 1.

Munuctepckoe aenonpon3BoactBo XIX — Havama XX BB.

Hagano XIX Bexka o03HaMeHOBajJoCh HOBOM peQopMOil ToCyIapCTBEHHOTO
yOpaBJi€HUsT U JIETOMPOU3BOACTBA, KOTOpas 3aTPOHYJa TJIaBHBIM 00pa3oM BEepXHUU
YPOBEHb VyIpPaBJICHUS — BBICIINE M IEHTpalbHble YyupexaeHus. HoBas cucrema
YIpaBJICHUNH — MUHUCTEPCKAsi, OCHOBaHHAs Ha MPUHLMIE €IUHOHAYAIINS, 3apOJINIIach B
HEJIpax CTapod KoJexKCKoW cuctembl. (Co3laHre MHUHUCTEPCTB C  EIUHOJIMYHO
YIPaBISIOMIUMA MUHUCTPAMH OBLJIO HEOOXOIMMO JUisi Oosiee THMOKOW M ONEepaTUBHOMN
CHUCTEMBI yIPABJICHUS.

[lepBBIMM MUHHCTEPCTBAMHM, CO3JaHHBIMH MaHU(pecToM oT § ceHTs0psa 1802 roxa,
ObLTH: BOCHHO-MOPCKMX CHJI, WHOCTPAHHBIX JI€J, BHYTPEHHUX [I€J, KOMMEPIIHH,
(¢buHaHCOB, HAPOJAHOTO MPOCBEIICHUS, IOCTUIIMU. KaXKJOMy MUHUCTPY MPEIIUCHIBAIIOCH
co3nath KaHuensputo. OaHoBpeMeHHO ¢ MuHUcTepcTBaMH B 1802 roma yupexiéH
KoMmuter MUHHUCTPOB — BBHICIIEE aJMUHHCTPATHUBHOE YUPEXKIEHHUE, JCHCTBOBABIIEE Ha
KOJUIETHAJIbHBIX HavyaJlaX U pacCMaTpPUBABIIEE J€Ja, BBIXOASAIINE 32 PAMKH KOMIIETEHIINN
OTIIEIPHOTO MMHHUCTPAa U TpeOyIIIHe COBMECTHOTO COTJIACOBAHHOTO PpEILICHUS.
Heckonpko mozxe, 1 suBaps 1810 roma coszman I'ocymapCTBEHHBINM COBET, BBICHIEE
3aKOHOCOBENIATENBHOE YUPEIKICHHE.

MuHUCTpPBl Ha3HAYAJIUCh CAMUM HMIIEPATOPOM M OBUIM OTBETCTBEHHBI TOJIHKO
nepe HUM. MUHHCTEpCTBA JEIWINCh Ha JIEIAPTAMEHTHI, KOTOpPbHIE BO3IJIABIISUIMCH
MpaBUTENIEM KaHIEISIPUN JAemapTaMeHTa M MUMENIU IITaT YMHOBHUKOB — JKYpHAJIMCTA,
AK3EKYTOpa, Ka3Haues, MUCLUOB M Jp., UX JOJDKHOCTEH M KOJMYECTBEHHBIM COCTaB
3aBHCeI 0T 00bEMa U COJIePIKAHUS JIEI.

B »stor mepuon Habmroganock enuHooOpazue B CUCTEME JEJIONPOM3BOACTBA
MUHHCTEPCTB: OT CO3/IaHHS JOKYMEHTOB M JI0 UX apXWMBHOrO XpaHeHus. J[ms co3gaHus
JOKYMEHTOB BIIEPBbIC HAYMHAIOT HCIIOJIB30BaTh OJIAHKH, KOTOPHIE CO3/1aBaIIUCh
PYKOIIUCHBIM WM TUNoOrpagckuM crnocobom. CamMoO TIOHSTHE JEIOMPOU3BOJICTBO
0003Hayano AesTeNIbHOCTh, KOTOPOW 3aHMMAaJIach HE TOJIBKO W HE CTOJIbKO KaHIIENspus,
CKOJBKO BECh amnmapaT YYpeXKJIEHUs B LEIOM. TepMHH «IEJIOMNPOU3BOJCTBO»
MPOUCXOAUT OT COUETAHUS CIOB «IIPOU3BOJICTBO JENa», a IMOJ «JIEJIOM» B TO BpeMs
MOHUMAJach HE Tarka ¢ JOKYMEHTaMH, Kak B COBPEMEHHOM JEJIONPOU3BOJICTBEHHOM
3HAQYEHUH ITOTO CJIOBA, & PACCMATPUBAEMBINM U PEIIaeMblii BOIIPOC: MTPOU3BOJCTBO Jeia —
ATO HE YTO UHOE, KaK pelIeHue Jena.

Jlena, HanpaBlieHHbIE B MUHUCTEPCTBO, MOTJIA MONACTh B KAHILIEISIPUIO MUHUCTPA
WJIM HETIOCPEACTBEHHO B JieNapTaMeHThl. HemocpeacTBeHHO B JIeapTaMeHThl MOCTyIana
nepenucka ¢ JIPYTUMH  YUYPEKICHUSAMH U JIMIAMH, pPaBHOIO TMOJOXKEHUS U
MOJAYUHEHHBIMM, TPEACTABICHUS OT MNOAYMHEHHBIX YUYPEKICHUM, MPEINUCAHUS
MUHHCTpA U JieJla U3 €ro KaHIeISIpUM C Pe30rolMeld MuHUcTpa. Bee mocTymaroniue B
MHUHHCTEPCTBO Jieja ACIUINCh Ha TPU KaTeTOPHH:
1)Tekymiue nenna — TOHeCEHUs, BEIOMOCTH, IPEICTABIICHUS, IEPEIHCKa U JP.;
2)upe3BblUaiiHble Jella — JUIS WX peIIeHUsT TpeOOBajJoCh TPUHSATHE HOBBIX
MOCTaHOBJICHUH, WM JIeJia IO OOHAPYKEHHBIM 3J10YTIOTPEOICHUSM;
3)aena, «He TEPISIIUEC BPEMEHIY, WU CPOYHBIC.

Jlena uype3BblYaliHbIE M CPOYHBIE pPACCMATPUBAINCH B IMEPBYIO OUYEPE[lb.
Oco0eHHOCTBIO OpraHU3alUU JIEJIONPOU3BOACTBA B ATOT MEPUOJ ABJIIIACH HE TOJIBKO €&
yéTKasg  3aKOHOJATENIbHAas  perjaMeHTanus, HO W  JOCTaTOYHO  OOIIHUPHOM
JIEJIONPOU3BOJICTBEHHOMN JIUTEPATYPHI, B TOM YUCIIE U pabOT TEOPETUUECKOTO XapaKTepa.
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Opnako paboTa MO COBEPIICHCTBOBAHHUIO JEJONPOU3BOACTBA OblIa mpepBaHa B 1917
rogy cHayana @eBpanbckas OypikyazHo-IeMoOKpaTudeckas, a 3areM OKTa0pbckas
COLIMAJIMCTUYECKAsT PEBOJIIOLMHU. JTO INPUBEJIO K IOJIHOMY CJIOMY TOCYAAapCTBEHHOTO
anmnapara U CO3JaHHMI0 HOBOT'O, KOTOPBI, XOTSI U YCBOWJI MHOTHE CTapble TPaJHULIUU, HO
3apO’KJaJICs Ha IPUHIMIINAIBHO HOBBIX OCHOBAX.

Henonpouspoactso nocie 1917 rona

Jlenonpon3BOACTBEHHAs JTOKYMEHTAalMsl IE€pUoJa CTaHOBJIEHHUS COBETCKOU
rOCYAApCTBEHHOCTH OTpa3uja cHeru(uKy 3Tana BbIpaOOTKM HOBBIX (POPM M METOJIOB
rOCyIapCTBEHHOIO  YINpAaBIEHUS, HAYaJIBbHOIO  JTama  CO3JaHUS  COBETCKOIO
rOCyJapCTBEHHOI0 amnmapara, €ro CpalldBaHHWs C MAapTUHHBIMM  CTPYKTypaMu,
OrOCYIapCTBIICHUS 0OLIECTBEHHBIX OpraHu3aluu. Hcropus POCCHICKOTO
nenonpousBoacTBa 1920-x IT. u3ydueHa HEJAOCTATOYHO, B YACTHOCTH, CJIa00 OCBEIICHBI
BOIIPOCHI TOKYMEHTHUPOBAHUS JEATEIBHOCTH MECTHBIX OPraHOB I'OCYIapCTBEHHOW BJIACTH
U YOpPAaBIIEHHSA, BIOPOYEM, KaK W B LEJIOM, HCTOPHS MECTHBIX TIOCYJapCTBEHHBIX

YUPEKIACHUN.
Tsokenoe  COCTOSHME — pa3pyIICHHOWM BOWHOW JOKOHOMHKH W TPOOJIEMBI
BOCCTAHOBJICHHUSI HApPOJHOTO XO3SHCTBa MOCJE OKOHYaHWs BOWHBI 1941 — 1945 rr.

OTTECHUJIM HAa BTOPOMW IUJIaH BOIPOCH! JOKYMEHTAllMOHHOTO OOECIeueHUsl yNpaBiIeHUS.
[ToBbIIIEHUE MHTEpPECA K pa3paboTKe MPoOIeM pallMOHATU3AIMU TEXHOJIOTUN U TEXHUKHU
YIPAaBJIEHUS MOKHO OTHECTH KO BTOpoi mojoBuHe XX Beka. Haumnas ¢ 1960-x rr. B
Halllell CTpaHe YCHELIHO pa3pabaThIBAIMCh MPOOJIEMBbl CTaHAAPTU3ALUN U YHU(DUKAIUU
JIOKYMEHTOB, PAllMOHATIN3ALUHU ASTONPOU3BOJICTBA B COBETCKUX YUPEKICHUIX.

B 1970 r. co3man mpoekt ocHOBHBIX monoxkenud EI'CJI — Egunoit
roCyJapCTBEHHOW CHCTEMBI Jeolnpou3BojcTBa. llocie oOcyxaeHus u A0pabOTKH B
centsiope 1973 r. «OcnHoBuble mnonoxenus EI'CI» omobpun ['ockomurer CoBera
MunuctpoB CCCP no nayke u texHuke. ABrop EI'CJ] o6GoOurmnm neperoBoil OmbIT
CBOETO BPEMEHH U MPEAIOKHWIN  ONTUMAIbHYIO  TEXHOJOTHIO  BBINOJIHEHUS
yOpaBi€HUYeCKUX omnepanuii u ux gokymeHtupoBaHusd. EI'CJl Hocuia KOMILIEKCHBIM
XapakTep, T.€. BKIIOYaja HE TOJIBKO BOMPOCHI JEJIONPOU3BOACTBA, HO U PEKOMEHIALUU
10 HAYYHOH OpraHM3aliy TpyJla CIyXalluX, CTPYKTYpe JAETONPOU3BOJCTBEHHBIX CIIYXO
U HMX TEXHUYECKOMY OCHalleHH0. Peanu3anus ee MOJOXKEHUH MOBBICHIIA OOIIYIO
KylIbTYpy  YIOpaBJI€HHS M  KA4eCTBO  NPUHUMAEMBIX  pEIICHUH, MO3BOJIMJIA
ONTUMHU3UPOBATH CTPYKTYPY M IUTATHYIO YHCIEHHOCTb YIPABJICHYECKOrO ammapara.
OpHaKo 3€MEHTHl HOBBIX MH(POPMALMOHHBIX TEXHOJIOTUH, YACTHYHO PeaTn30BaBIINECs
B IIPaKTUKe paboThl Beaymux 3apyoexusix pupm, B EI'CJ] npeacraBiens! He ObLIN U3-32
MOJIHOTO OTCYTCTBMSI JIUTEPATYpbl MO 3THUM BONpOcaM U (PUHAHCHUPOBAHUE Ha HUX
IPAKTUYECKOE N3yUYEHUE.

3aMeTHBIM SIBJCHMEM B HCTOpUHU nenonpou3Boactsa 1970 — 1980-x rr. cramo
uznanue ['ocynapcrBeHHbIX craHgaproB — 'OCToB Ha ympaBieHYECKHE TOKYMEHTHI,
obmecoro3ubix  knaccupukatopoB (OKVY], OKIIO, OKOHX wu gap.) TexXHUKO-
PKOHOMHYECKOH W  conManbHOW  MHGOpMAnUHM, YHU(PUIUPOBAHHBIX  CHCTEM
nokymenrauun (YCII) u cepum  TOCYyJapCTBEHHBIX  CTaHJApTOB HA  3THU
YHU(UIMPOBAHHBIE CHCTEMbl. BHeJpeHHne yKa3aHHbIX MaTepUalioB B MPAKTUKY
YIpaBJICHUS 3HAYUTEIBHO YIYUIIHIO OQOpPMIIEHUE JOKYMEHTALNH, PAIlMOHAIN3UPOBAIIO
npoIeNypbl TOMCKA, yueTa M XpaHEHHs pa3HOoOpa3HOW WH(pOpPMAIUH, MOATOTOBUIO
MOYBY JJIs aBTOMATU3aLIUU YIIPABIEHYECKUX (PYHKIIHI.

B 1993 r. wu3gan OOwmepoccuiickuili  kiaccuukaTop  ynpaBieHUYECKOU
nokymentauun (OKVY/]I), B KOTOpbI BKIIOYEHB HAaUMEHOBAaHUS (UPM JOKYMEHTOB
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yaudumpoBanHbix cuctem (YC), aganTHpOBaHHBIX K COBPEMEHHBIM YCJIOBHSIM, U
OCHOBHBIE TOJIOXKEHUS MO BeAeHHio cucteM kiaccudukaropoB YCJ. K coxanenuro, ¢
Havana 1980-x rr. HU ofHAa YyHU(HUIIMPOBAHHAS CHCTEMa JIOKYMEHTAIlUU He Oblla u3/laHa
MacCOBBIM THPAXOM, UTO 3HAYUTENIbHO 3aTPyAHSET UX BHeaApeHue. [lonyunBiine Becbma
IIMPOKOE PACHpPOCTPAaHEHHE KOMIIBIOTEPHBIE MPOTPaMMbl IOATOTOBKM JOKYMEHTOB
UMEIOT, Kak TpPaBHJIO, B CBOEM COCTaB€ KOMIUIEKTHI IMA0JIOHOB JOKYMEHTOB,
aJanTUPOBAHHBIE HA PYCCKUW S3bIK, M TOJHOCTBIO HUTHOPUPYIOT OTEUYECTBEHHBIE
HOPMATUBBI M TPAAULIMH B 00JIaCTU CO3aHUs U 0()OPMIIEHUS JOKYMEHTOB.

Bo MHorux cnydasx cerojHs JIOKYMEHTHPOBAaHHUE SBISIETCS OOs3aTeNbHBIM,
MIPEANUCHIBAETCS 3aKOHAMHU U HOPMATUBHBIMH ITPaBOBbIMU akTaMu. DenepanbHblil 3aKOH
Poccuiickoit ®enepanuu ot 20 deBpans 1995 r. Ne 24-03 «O6 undopmaiu 1 3anure
uHpopmanuu» (C MW3M.) YCTAaHABIMBAEeT, YTO WH(OPMAIMOHHBIE PECYPCHI, T.C.
JOKYMEHTBI M MAaCCHBBI JIOKYMEHTOB SIBJISIFOTCS OOBEKTaMU OTHOIICHHH (DU3UUECKUX,
IOpUIMYECKUX JIML, TOCYyJapCTBa M 3allUINAIOTCA 3aKOHOM Hapsay ¢ ApYruMu
pecypcamMu. 3aKOHOM YCTAHABJIMBAETCS MPABOBOM pPEXHUM CO3JaHUsS, XPAHEHUS U
W CIIOJIb30BAHUS UH(OPMAIIMOHHBIX pecypcos, B YaCTHOCTH: HOPSIIOK
JTOKYMEHTUPOBaHUSI MH(POpPMAIIMK; TPaBO COOCTBEHHOCTH Ha OTJEJIbHBbIC JOKYMEHTHI U
OT/ENIbHBIE MAacCUBBI  JIOKYMEHTOB, JOKYMEHTHI ¥ MACCHUBBI JIOKYMEHTOB B
MH(OPMALIMOHHBIX CHCTEMax; KaTeropuu MHGOpPMAlMU IO YPOBHIO JOCTyNa K HEW;
MOPSJIOK MPAaBOBOM 3aUThl HHPOopMauu.J[aHHBIM 3aKOHOM (CT.5) TakKe YCTaHOBJICHO,
YTO «IOKYMEHTHPOBaHHE MH(POPMAILIUU SIBISIETCS] 00S3aTEIIbHBIM YCIOBUEM BKIIIOUYCHUS
uHpopMauuu B UHGOpPMALMOHHBIE pecypchl. JlOKyMeHTHpoBaHME HH(pOpMALUU
OCYILECTBIIIETCSI B MOPSAKE, YCTAHABIMBAEMOM OpraHaMH TOCYJIapCTBEHHOW BIIACTH,
OTBETCTBEHHBIMH 33 OPTaHM3ALUIO AEJIONPOU3BOJICTBA, CTAHAAPTU3ALUIO JTOKYMEHTOB U
WX MaccuBOB, Oe3omacHOCTh Poccuiickori ®Deneparuu».B HacTosiee Bpems pe3Ko
BO3pPOCIM KOMMYHUKATHBHBIE BO3MOXXHOCTH JTIOKYMEHTA, TaK KakK PE3KO YBEIMYMUIIUCH
CKOPOCTH Tepeauu HHPOPMAIMU U KPYT ee ToJib3oBaTeseil ¢ momoribio MaTepHeTa, E-
mail (’JeKTpoHHOUM TouThI) U Ap. B panbHeiimeM poiib KOMMYHHKAaTUBHOW (YHKIIUU
OyZeT TOJbKO BO3pacTaTh, TaK KaK €KEroJHO YBEJIWYHMBAIOTCA 00beMbl MH(OpMaIH,
YUCIO TMOJIb30BATENIel, MEHSETCS TEXHOJIOTHUS JOKYMEHTAIlMOHHOro o0ecredyeHus
yIpaBICHUSI.

VYHuduurpoBaHHasi cucTeMa OpraHU3al[MOHHO-PACTIOPSAUTEIbHON TOKYMEHTAuU
(YCOP/I) siBnsieTcst cucTeMoi AOKYMEHTAllUM, MPUMEHSEMON B JIF0OOW OpraHu3allui,
yupexaenuu, npeanpusitud. [Ipumenenue YCOP/[ pernamentupyercs 'OCT P 6.30-
2003. TOCT pacnpocTpaHsieTcss Ha OpraHU3alMOHHO-PACIOPSAIUTEIbHbBIE JTOKYMEHTHI,
npenycmorpennbie YCOPJ] (manee — MOKYMEHTBI), — MOCTAHOBJICHUS, PACIIOPSIKEHUS,
MPHUKa3bl, PEIIEHUs, MPOTOKOJBI, AaKThl, MHChbMA, KOTOpPbIE (QUKCUPYIOT pEUICHUS
aIMUHUCTPATUBHBIX M OPTraHU3allMOHHBIX BOMPOCOB, a TAaKXKE BOMPOCOB YMPABICHHUS,
B3aMMO/ICHCTBUS, 00ECTIEYeHHS U PErYIUPOBAHUS JEATEIbHOCTH:
1)denepanbHBIX OPraHOB rOCYIAPCTBEHHOM BiacTH cyObekToB Poccuiickoit deneparum,
BKIItoUasi cyOwsekThl Poccuiickoii Denepalinu, UMEIONINE HApSAY C PYCCKUM SI3BIKOM B
KaueCTBE rOCYAapCTBEHHOTO HAIMOHAIBHBIN S3bIK, OPraHOB MECTHOTO CaMOYTIPABIICHHUS;
2)IpeANIPUATHI, OpraHU3alMii U MX OOBEJAWHCHUN HE3aBHCHMO OT OpraHU3aldOHHO-
npaBoBO (HOPMBI BUJA NEATEITLHOCTH.

Hacrosmuil crangapT ycTaHaBIMBAET:

-COCTaB PEKBU3HUTOB;

-TpeboBaHUs K O(DOPMIICHHUIO PEKBU3UTOB,;
-TpeOoBaHMs K O1aHKaM U 0(pOPMIICHHUIO TOKYMEHTOB;
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-Tpe0OBaHUST K W3TOTOBJICHHUIO, YYETy, WCIIOJIH30BAHUIO W XPAaHEHUIO OJIAHKOB C
BocIpom3BeeHreM [ ocymapctBeHHoro repba Poccmiickoit ®Deneparuu, TrepOOB
cyonrekToB Poccuiickoit denepaliny,BapuaHTaMu PacIiooKEeHHUs] PEKBU3UTOB, 00pa3Ilbl
0JIaHKOB JJOKyMEHTOB.

HopmartusHo-meTonuyeckas 6aza J[0Y

Pernamenranus nenonponsBoICTBA BEJIETCS CPa3y B HECKOJIBKUX HAIIPABIICHUSX:

-3aKOHO/IaTEIHHOE U IIPABOE PETYIMPOBAHUE JIETONPON3BOICTBA;

-HOPMAaTUBHO-METOIMYECKOE PEryIUPOBAHUE JIETONPOU3BOJICTBA;

VYHudukamms u crangapTu3anus J0KyMeHTOB:

-rocynapctsernble ctanaaptel ([OCT);

-otpacieBbie ctanaaptsl (OCT);

-KJ1acCU(PHUKATOPHI.

K 3akoHO#aTenbHBIM M TMPaBOBBIM aKkTaM B cepe MHPOpMALUU U JTOKYMEHTAIHH
OTHOCSITCSI:

-3ak0HbI Poccuiickoit ®enepanuu;

-yKa3bl U pacnopsbkenus [Ipe3unenra;

-IIOCTAaHOBJICHUS U pacnopsukeHus [IpaButenscTBa;

-MIPaBOBBIE AKTHl (PeACPAIbHBIX OPTraHOB HCIIOJTHUTEIHHOW BIACTU (MHUHHUCTEPCTB,
KOMUTETOB, CIIYXO0, areHTCTB M Jp.) Kak OOIIECTBEHHOTO0, TaK W BEIOMCTBEHHOTO
Xapakrepa.

3aKOHBI ¥ TTOCTAHOBJICHHUS:

Koucturynus Poccuiickoit @eneparuu. [punsta 12 nexkadps 1993 r.

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

3akon Poccuiickoit @eneparuu ot 21.07.1993 1. Ne 5485-1 «O rocymapcTBeHHOM
TaiiHe» (B MOCI. pef.)

®enepanbubiil 3akoH Poccuiickoit eneparun ot 27 utons 2006 r. Ne 149-d3 «O6
uH(popManuu, HHOPMAIIMOHHBIX TEXHOJIOTHUSIX U O 3aIIUTe WHDOpMAITTI.

®enepanbupiii 3akoH oT 10.01.2002 1. Ne 1-®3 «OO06 »snextpoHHOW 1H(pOBOI
MO/ITTHCH.

®denepanbHbiii 3akoH Poccuiickoit ®enepanuu ot 29 uronst 2004 . Ne 98-d3 «O
KOMMEPYECKOU TalHEe».

IToctanoBnenue IIpaBurenscrBa Poccuiickoit ®enepannn ot 16.04.2003 r. Ne 225 «O
TPYJIOBBIX KHUXKKAX» H JIP.

CraHapThl 1 UHBIE PYKOBOASIINE JOKYMEHTHI

'OCT P  6.30-2003. «YHudunupoBaHHbIE  CHCTEMBI  JIOKYMEHTAIIUH.
YuudumnupoBanHas cuUcTeMa OPraHU3alMOHHO-PACHIOPSIAUTEIPHOM  JOKYMEHTAIUU.
TpebGoBanust K 0GOPMIECHUIO TOKYMEHTOBY.

I'OCT 51141-98. «/lenonpon3BoaAcTBO U apXUBHOE A€NI0. TEpMUHBI U ONPEIEICHUS»
u JIp.

B Hacrosmee Bpemsi paboTa Mo ONTUMM3AIMKM JTOKYMEHTAIIMOHHOTO OOeCIeueHus
yIpaBJEHUs MPOJ0TKAETCS.
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JINCT

U3MeHeHu padouelt yueOHO MporpaMmbl MO TUCHUTIIIMHE

OIl.13 JlokymeHTalMoHHOE 00ecIeYeHHE YIIPaBICHUS

JlononHeHus 1 U3MEHEHMSI, BHOCUMBIE B pa00UyI0 IPOrpaMMy AUCLMILIMHEI

OcnoBanus BHecenusi | Paznen PII]], B koTopblii ConepxaHre BHOCUMBIX
JIOTIOJTHEHU U BHOCSITCSI U3BMEHEHUS JOTIOJTHEHU W, U3MEHEHU I
M3MEHECHUH
[Ipennoxenue Her HET
paboronarens
[Ipennoxenue HET HET
COCTaBUTEIIS
MPOTPAMMBI
[pyrue ocHoBaHusA 5. IlepeyeHp OCHOBHOM U
JOTIOTHUTENBbHON yueOHOM
JTUTEPaTyphbl
CocraBuTenb: NpenoiaBaTellb E.H. Mynsp

YTBepxkaeHa Ha 3acelaHUH MPEIMETHOH (IMKIIOBOM) KOMUCCHH TTPABOBBIX TUCIMUIUIUH U

CrICOUaJIbHBIX JUCHHUIIIINH CIICHHUAJIbHOCTH HpaBo " OpraHu3anyAa COOUaJIbHOIO

obecneuenus, mpoTokoda Ne 10 ot «04» urons 2020 1.

[Ipeacenarens npeaMeTHON (LIUKIIOBOM)

KOMHUCCHY TIPABOBBIX TUCIUTIINH M CIICIIHATBLHBIX
JUCITUIUIMH CTienuaabHoCTH [IpaBo 1 opraHu3arus
COIMAJILHOTO 00ECIIeUCHHUSI

E.A. EMenssiHOBa

Hauy. YMO ¢dunuana

3aBemytomast onbmuorexoii hunuana

HauvanpHuK nH)OPMALIMOHHO-BBIYUCIUTEIEHOTO
HeHTpa guauana (mporpaMMHO-HH(DOPMALIMOHHOE
oOecrieyeHre 0Opa3oBaTeIbHON MPOrPaMMBbI)

«04y urong 2020 r.

A.C. JleMueHkoO

«05» urons 2020 .

M.B. ®ydansko

«05» uronsa 2020 .

B.A. TkaueHko

«05» uronsa 2020 .
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