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

1.1 O6aacTh NpUMEHEHHsI MPOrPaMMBbI

PabGouas mnporpamma yueOHOW aucumminabel OIL13  JlokymMeHTallMOHHOE
obOecrieueHre YIMpaBICHUS SBISIETCS YacThbIO MPOTrpaMMBbl MOJTOTOBKH CIEIUATUCTOB
cpennero 3BeHa B cooTBercTBUU ¢ PI'OC CIIO no cnenuanbHoctu 40.02.01 IlpaBo u
OpraHu3aIys COIMaIbHOTO 00ECTICUCHMS.

1.2 MecTo 1MCUMILINHBI B CTPYKTYpPe NPOrpaMMbl MOATOTOBKH CIENATHUCTOB
Cpe/lHero 3BeHa:

Hucuunnuaa  BxoauT B npodeccuoHanbHeii  1mukn  (II) B ymcno
obmenpodeccrnonanbubIx quctutuind (OI1).

1.3. Hean u 3aga4u AUCHMILUIMHBI — TPe0OBAHUSl K Pe3yJbTAaTAM OCBOCHUS
AUCHHUILINHBI:
B pesynbrare ocBoeHMs Y4eOHON AUCIUILTUHBI 00YYaIOUIUIICS TOKEH YMeTh!
— 0pOpMIIATH OPraHU3ALMOHHO-PACIIOPAIUTENbHBIE TOKYMEHTHI B COOTBETCTBUU
¢ nerctByromum 'OCTowm;
—  OCYHIECTBIISITH 00paOOTKY BXOISIINX, BHYTPEHHUX M UCXOJAIIUX IOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHUEM;
— 0hOopMIIATH JOKYMEHTHI JIJIS TIepejauu B apXHUB OPTaHU3aIIH.
B pesynbrate ocBoeHUs yueOHOW NUCIUIUIMHBI 00YUYaIOIIHUIICS JODKEH 3HATh:
— TOHSTHE TIOKYyMEHTa, €ro CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHMUS,
— TpaBuia COCTaBJICHUS U O(GOPMIIECHHS OpPTraHU3aLMOHHO-PACHOPSAUTEIBHBIX
nokymMeHToB (aanee — OPJ]);
— CHUCTEMY U THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO OOecne4yeHus
ynpasienus (nanee — J10Y);
— O0COOEHHOCTM  JICNIONPOM3BOJACTBA IO  OOpalleHusIM  TpaxaaH U
KOH(HICHIIHAIBHOTO JIEJIONPOU3BO/ICTBA.
B pesynbrate ocBoeHHs y4eOHOW TUCIUILIMHBI OOYYarOIMIUKCS JOHKEH MMeTh
NMPAKTHYECKHH ONbIT:
— METOJIMKOI cocTaBlieHUs, 0QOPMIICHHUS U PEAAKTHPOBAHUS CIYKEOHOTO
JOKYMEHTa, OpraHu3aluu paboThl C HUM;
— crnocobaMu JOKYMEHTHUPOBAHUS U KOHTPOJIS 32 UCTIOJTHEHUEM Pa3InYHbIX BUJOB
JIOKYMEHTOB,;
— coBpeMeHHbIMHU TexHosorusMu [JOVY;
— HaBbIKaMU paboTHI ¢ pecypcamu cetu «IHTepHeT», yueOHOM 1 HayqHOU
mutepatypoit o 10V,
— HaBblKamu cocTaBjeHus u opopmierus OP/I.
MaxkcumanbsHasi yueOHasi Harpy3ka odoydvaromierocsi - 148 vac., B ToMm uucne:
oOsi3aTenbHas ayauTOpHass ydeOHas Harpy3ka oOydaromerocs - 100 w4ac.;
camocTosiTenbHas pabota oOydaromierocs - 48 Jac (B TOM 4HCIlie KOHCYJIbTAIlUU 8 YaCOB).



1.4. IlepeyeHbp IUIAHHPYEMbIX Pe3yJabTATOB OO0y4YeHHS] 1O JIUCHHILUIHHE
(ITepeyens popmMHupyeMbIX KOMIIETEHLUH)

VYyamuiics nokeH o01anaTh OOMMMH KOMIETEHIUSMH, BKIIOYAIOIIUMH B ce0s
CIIOCOOHOCTb:

OK 1. IloHumaTh CYHIHOCTh M COIHMAJIBHYIO 3HAYUMOCTH CBOEU Oynymieit
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 CTAHAAPTHBIX U HECTAHJAPTHBIX CUTYalUsIX U HECTH
32 HUX OTBETCTBEHHOCT.

OK 4. OcyiecTBisaTh MOUCK U UCIOJIb30BaHUE MH(GOPMAIUU, HEOOXOIUMOMN ISt
3¢ (GEeKTUBHOTO  BBIMOJHEHUS MPOQPECCHOHANBHBIX 3a/ady, MNpo(ecCHOHATBHOTO U
JUYHOCTHOTO Pa3BUTHS.

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

OK 8. CaMocTOATENHEHO ONpPENENATh 3a/1a4u MPOGECCUOHATBHOTO U JTHYHOCTHOTO
pa3BUTHUS, 3aHUMAThCA CaMOOOpPa30BAaHHUEM, OCO3HAHHO IUIAHUPOBATH IOBBIIICHUE
KBTI (pUKAITIH.

OK 9. OpueHTupoBaThCs B YCIOBUSX MOCTOSSHHOTO M3MEHEHUS TPaBOBOM Oa3bl

VYyamuiics  gomkeH — o0namath  NPOQEeCCHOHAIbHBIMU — KOMIIETCHIIHSIMH,
BKJIIOUYAIOIIMMU B €051 CHOCOOHOCTB:

[IK 1.1. OcymecTBisath mpodeCcCUOHATEHOE TOJIKOBAHUE HOPMATHUBHBIX MPABOBBIX
aKTOB JIJIsl pealli3alliy MpaB TpaxKaaH B chepe MeHCUOHHOTO 00ECTIeUeHUs U COIIMAIbHOM
3aIIUTHI

[1K 1.2.0cymecTBasTh NpyueM I'paxkaaH Mo BOIMPOCaM MEHCHOHHOTO 0OecredeHus
Y COLMAIIBHOM 3aILHTHI

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

I[IK 1.4.0cyuiecTBisTh YCTaHOBJIEHUE (HA3HAUECHHE, IIEpepacuer, MEPeBO.),
MHJEKCAIlMI0 U KOPPEKTUPOBKY MEHCUM, Ha3HAYEHUE MOCOOMH, KOMIIEH AN U APYTrUx
COITMABHBIX BBHITIIAT, UCIIOJIB3YsI HH()OPMAIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHUH

[IK 1.6. KoHcynbTHpOBaTh TpakJaH U NPEICTABUTENCH FOPUAMYECKUX JIUIl TIO
BOIIPOCAM MIEHCHOHHOTO 00ECTICUCHHS ¥ COLIMATBHOM 3aIUThI

B pesynbrate n3ydeHus: yaeOHON TUCIUTUTHHBI 00y4YaronTuecs
No rexc Conepxanue ) JTOJIKHBI
1. | KoMmeTermuH KOMIETeHINH (WIH e€ Hmersb 3
9acTH) 3HATH yMeTh NpPaKTHYeCKU i
ONBIT
1. OK1 [ToHnmars CymHoCTb | coaepkaHue HCIIOJIb30BATh HaBBIKaMHU
U COIUATIBHYIO HOPMAaTHUBHO- MTOJTyYCHHBIC 3HAHUS | COCTABIICHUS U
3HaYMMOCTb CBOEH IIPaBOBBIX AKTOB U B IPAKTUYECKOH odopmiiernst OP{
Oynayieit npodeccun, | METOTUYECKUX pabote o
MIPOSIBIIATE K HEH JIOKyMEHTOB, CO3JaHHUIO U
YCTOMUYMBEINA HHTEpEC | periameHTHpylomux | opopmieruto OPJ]
BOTIPOCHI CO3IAHHS
OPJ1 u paboTsI C




B pesynprare m3ydeHns yaeOHON AUCIUITINHEI 00ydJalonmmecs

e MHexe Copneprxanne ) JIOJKHBI
N I [ (v eé HNmets 3
YJacTH) 3HATH yMeThb NpaKTHYecKuii
OnbIT
HUMU
2. OK 2 OpraHu3oBbIBaTh TpeOoBaHuUs K paboTarts ¢ TUIIOBBIMH
COOCTBEHHYO COCTaBIICHUIO U 3aKOHOJATEIbHBIMU | METOJAMH 1
JEeATELHOCTB, odopmiiennto OP/l | 1 uHBIMHU criocobamu
BBIOMPATh TUTIOBBIE HOPMAaTHBHBIMHU peLIeHUs
METOJIBI M CTIOCOOBI MIPaBOBBIMHU aKTaMH | PO ECCHOHATIBHBIX
BBIITOJTHEHHSA 3ajJa4, OLICHNBATh
podeCcCHOHANBHBIX MX TOTEHIHANT
3aj1a4, OLEHUBATh X
3¢ GEKTHBHOCTD U
Ka4yecTBO.
3. OK 3 IIpunumarts peutenus | CTpyKTypy U OpuentupoBathes B | HaBbikamu oOmeHust
B CTaHJApPTHBIX U ¢ynkuronupoBanue | nporecce JJOY B 0 BOTIpOCaM
HECTaHAapTHBIX cuctemsl IOY u CTaHAApTHBIX U po¢eCCHOHATBHOMH
CUTYyallMsIX M HECTH 32 | TTOPSIIOK PabOTHI ¢ HEeCTaHJapTHBIX JEATEIIBHOCTH C
HHUX OTBETCTBEHHOCTH | OPJ] CHUTYaIlUsX, IeNaTh | TpaKIaHAMHU U
HEOOXOANMBIE KOJUIEraMH
BBIBOJIBI,
00001IeHN S,
NPUBOASALINE K
pannoHaIbHBIM
PpeLIeHUsIM
4. OK 4 OcymecTBIIATh TOUCK | CTPYKTYPY CUCTEMBI | paboTaTh co MIpaBWJIaMH TIOMCKA
1 MCTIOJIb30BAHUE HalMOHAJILHOTO CIIpaBOYHHKAMH, 1 UCIIOJIb30BaHUS
nHdopmanny, POCCHICKOTO IIpaBa | METOJMIECKON nH}popManny,
HEOOXOANMOH JUIs Y MECTO B HEM JUTEpaTypoH, HEO0OX0ANMOH ISt
3¢ PEeKTHBHOTO KOHCTUTYITHOHHOTO | CIIPaBOYHBIMH 3¢ eKTHBHOTO
BBITTOJTHEHHS npasa TIPaBOBBIMHU BBINOJTHEHUS
npodecCHOHANBHBIX CUCTEeMaMH, npodeccroHabHBIX
3amad, KaTaJoraMu 3aja4,
podeCcCHOHANBLHOTO U JUTEPATYPHI npodeccroHanbHOTO
JIMYHOCTHOTO Y JIMYHOCTHOTO
pas3BHUTHSL. pasBuTHsI.
5. OK 5 Hcnonp30BaTh KOMIIBIOTEPHBIE OpPHEHTUPOBATHCSA B | HABBIKAMH PaOOTHI C
nHpopManOHHO- MPOTPaMMBl, ceru VHTepHeT, pecypcamu ceTu
KOMMYHHUKAIIMOHHbIE | OPUEHTHPOBaHHBIC HCIIONIb30BaTh €€ «aTepHETY,
TEXHOJIOTUH B Ha Ka4eCTBEHHOE pecypchl B y4eOHOI 1 HaydIHOU
npodeccHoHAIBEHOM OCYIIECTBIICHHE NpoQeCCHOHANBHON | INTEpaTypOH 10
JeATEILHOCTH. npodecCHOHABHON | IesITeNbHOCTH KOHCTHUTYLIHOHHOMY
JIeSITeIbHOCTH TIpaBy
6. OK 8 CaMoCTOATENHHO MyTH BHJIETh HABBIKOM
OTIPENIEIATD 3a0auu npodeCcCHOHANBHOT | HAIPABJICHHSI CBOETO | IUIAHUPOBAHUS U
PO ECCHOHATBHOTO U | O pocTa M Mpo(ECCHOHATBFHOTO | Pean3aliy IJIaHa
JIMYHOCTHOTO JIMYHOCTHOT'O COBEPIICHCTBOBaHUs | MPO(eCcCHOHAIBHOTO

7




B pesynprare m3ydeHns yaeOHON AUCIUITINHEI 00ydJalonmmecs

e MHexe Copneprxanne ) JIOJKHBI
N I [ (v eé HNmets 3
YJacTH) 3HATH yMeThb NpaKTHYecKuii
OnbIT
Pa3BUTHS, 3aHUMATbCS | Pa3BUTHS, 1 TTYHOCTHOTO
camMo00pa3oBaHUEM, MOBBIIICHUS pas3BuTHS,
0CO3HaHHO KBannu(pUKauuu camMo00pa3oBaHus,
IUITAHUPOBATh HOBBIIICHUS
TIOBBILIICHUE KBaJIN(UKALIIH
KBaTM(UKALNH.
7. OK9 OpUEeHTHPOBATLCS B OCHOBHBIE aHAJIU3UPOBATh HAaBBIKOM
YCIIOBHSIX TCHACHIUH JECHCTBYIOIIHE PO EeCCHOHANTBEHOTO
MIOCTOSTHHOTO pa3BUTHL HOPMAaTHBHBIC AKTHl | MCIOJIB30BAHUS
N3MCHEHHS IPAaBOBOK | KOHCTHUTYLIHOHHOTO HOBOTO B
6a3bl IpaBa, HOBEIUIBI KOHCTHUTYLIHOHHOM
KOHCTHTYLIHOHHOTO 3aKOHO/IATEIbCTBE
3aKOHOJIATENIbCTBA
8 K 1.1 OcyiecTBusTh coJiep KaHue OCYLIECTBIISITh npueMaMu
npodeccruoHaIbHOE HOPMAaTHBHBIX aHaIu3 npodeccroHansHOTO
TOJIKOBaHHE MPABOBBIX aKTOB W | IEHCTBYIOIIETO pa3bsICHEHUsI BOJIH
HOPMaTHBHBIX METOJIUYECKHUX 3aKOHOJATEIbCTBA, | 3aKOHOAATEJs,
MIPaBOBBIX aKTOB JIJIsI JIOKYMEHTOB, HaIpaBJIeHHOTO Ha OTpa’KeHHOI! B
peanu3amuy npas HUMEIOIMX 3HA4YEHHUE | pPerylupoBaHHE IPaBOBOI HOpMeE
rpaxkaaH B cepe 10OV B coepe | AOY JUISL pealii3aluu
MIEHCHOHHOTO MIEHCHOHHOTO IIpaB rpaXkJaH B
obecrnieueHHs 1 obecreueHUs " cdepe IeHCHOHHOTO
COLIMAJIBHOM 3aIUThl | CONMAILHON obecrieueHus 1
3aIIUTHI COIMANBHON
3aIIUTHI
9 K 1.2 OCyIIeCTBIATE IPHEM | COZICpKaHHE HCTIOTb30BaTh criocobamu 1
rpaXkJaH 110 BOIPOCcaM | IPaBOBBIX NpaBOBbIE HOPMBI B | IpUEMaMH
IIEHCUOHHOTO HOPMOCOLIMAIbHON conpanpHOH paboTe | OpraHu3aluy U
obecrieueHus 1 pabore clc OTAENBHBIMH | KOOPJHUHUPOBAHUS
COLIMAJIBHOM 3alUThI OT/EJIbHBIMH JIMIIaMH, COLMAIbHON paboThI
JIMLIAMH, KaTEeropusiIMU C HY)K/IAIOIUMHUCS B
KaTeropusiMu rpaKiaH U CEMBSIMH, | COLIMAIILHOM
TPaXIaH U CEMBSIMH, | HY)KIAIOUIUMHUCA B | MOJJIEPXKKE U
HYXJAONIMUCS B | CONUAILHOM 3amuTe, IpueMaMu
COLMATBHON TIOJIIEPKKE u | paboTsI ¢ xazobamu
TOJIJIEPIKKE W | 3amUre, a Takxke | U oOpaieHHsIMHU
3ammuTe, a TaKke | 0ohopMIATh TpakKaaH 110
NepeyeHb U MOPs/IOK | He0OXOAUMBbIE BOTIpOCaM
odopmieHus JOKYMEHTBI B | HIEHCHOHHOTO
HEOOXOTUMBIX JAHHOW 00acTH obecriedeHus U
JIOKyMEHTOB COLIMANIbHON
3alIUTHI
10 | MK 1.3 PaccmarpuBates maker | HopmarusHO- TonkxoBats Haseixamu
JIOKyMEHTOB JJIs NPaBOBBIE  OCHOBBI | CO/IEpXKAHHE odopmtenns
Ha3HAYCHHsI ICHCHIA, paccMoTpeHust JIOKYMEHTOB JUISL | IOKYMEHTOB ISt
ocooui, JIOKYMEHTOB JUIsl | Ha3HAUEHMs MEHCUM, | HA3HAYCHUSI ICHCHIA,

KOMIIEHCALUH, JpYTUX

Ha3HAYCHUS MCHCUH,

ocoOui,

IMOCO0OuH,

BBIIUIAT, a TAKXKE MEp mocoouid, KOMITICHCAIIH, KOMIICHCAITUH,
COLIMATHbHOM KOMIICHCAITUH, JIpyTUX BBIIUIAT, a | APYTHX BBIILJIAT, a
TOJ/IEPKKH JIIPyTUX BBIIUIAT, a | TaKXke Mep | Takxke Mep
OTJETbHBIM TaKXKe Mep | COLMATIBHOM COIMATIbHOM
KaTeropusiM Ipaxk/ia, | COUUaIbHOMN TOJAEPKKHU MOJAECPKKHU
HYXJAI0IUMCs B MIOAJIEPKKH OTAEIbHBIM OTIEIbHBIM




B pesynprare m3ydeHns yaeOHON AUCIUITINHEI 00ydJalonmmecs

e MHexe Copneprxanne ) JIOJKHBI
N I [ (v eé HNmets 3
YJacTH) 3HATH yMeThb NpaKTHYecKuii
OnbIT
COLIMATBHOMN 3aIuTe OTAETBHBIM KaTEeTropusIM KaTEeTOpHsAM
KaTeropusim rpakaaH, rpakaaH,
rpakaaH, HYXJIAIOIMMCS B | HY)KAAIOIINAMCS B
HYXJAIOUMMCA B | COI[MANILHOM 3aIIUTe | COLIMANBHOM 3aIuTe
COIIMAJIbHOM 3allUTE
11 |IIK14 OcymmecTBIATh Heobxonnmoe TTone30BaThCs Hassikamn
YCTaHOBJICHHE KOMITBIOTEPHOE COOTBETCTBYIOIIUM | IPUMECHEHHSA
(Ha3zHaueHue, MPOTPaMMHOE KOMITBIOTEPHBIM nH(pOpPMaNNOHHO-
nepepacuer, epeBoy), | odecrneuyeHue TIPOTPaMMHBIM KOMITBIOTEPHBIX
WHJICKCALIUIO U obecrieueHreM TEXHOJIOTHH TSt
KOPPEKTHPOBKY YCTaHOBIICHHS,
TIEHCH, Ha3HaYCHUE WHJIEKCALIH,
oCcoOwHiA, Ha3HAYCHMS TCHCHH,
KOMIICHCAIHH 1 mocobuiéi  u  gp.
JPYTUX COLUATIBHBIX COIMABHBIX BBITLIAT
BBIILJIAT, UCTIONB3YS
HHPOPMALNOHHO-
KOMITBIOTEPHBIE
TEXHOJIOTUHI
12 |IIK 1.6 KoHncynpTupoBath [IpaBoBrle ocHOBBI | Boigensate rnaBHoe, | HaBpikamu ycTHOrO
TpakaaH u MIEHCHOHHOTO CTPYKTYPHPYS WIN  THCBMEHHOTO
MIPeACTaBUTENCH obecrieueHus U | TOJDKHBIM 00pa3oM | KOHCYJIBTHPOBAHMS
IOPUINYECKHX JIUII [0 | COLUAIbHON YCTHYIO WIN | TpaXkJaH u
BOTIpOCaM 3alIUTHI HACETICHUS | TMMCBMEHHYIO pedb C | MIpeCTaBUTeNeH
MIEHCUOHHOTO IEIIBI0 IOPUIUYECKUX  JIUI]
obecrieueHus 1 KOHCYJIFTUPOBAHUS | 11O BOIIpOCaM
COLMAJIBHON 3aIIUTHI 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 yaeOHAsi HATPY3Ka (BCero) 148
Oobs13aTeibHast ayIMTOPHAs YueOHAasi HArpPy3Ka (Bcero) 100
B TOM YHUCIJIC:

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

CamocTosiTeJibHasi padoTa o0yuarouierocs (Bcero) 48
B TOM YHUCIJIC:

pedepar 4
CaMOCTOsITeNIbHAsT BHeayIWTOpHas paboTa (B BHAE IOMAIIHWX MPAKTHYECKUX 3aJaHUH, 36
MHJMBUYAIIbHBIX 3a/laHUH, CAaMOCTOSITEIFHOTO MOJ00pa M W3Y4EHUs JOMOJHUTEIBHOTO
TEOPETHYECKOro MaTepuaa u Jip.)

Koncynpranuu 8
Bun npoMexyTo4HOH aTTecTalu JuddepenunpoBaHHbIH

3a4€T




2.2. CTpyKTYypa JTUCUUIJIMHBI:

HaumeHnoBaHue TeM

Bcero

KoauuecTBo AYAUTOPHBIX 1aCO0B

CamocrosiTe1bHast
padoTa cTy/eHTa
(uac)

Teopernueckoe
o0yueHue

IIpakTuyeckue u
J1a6opaTopHbIe
3aHATHS

1.1.1.IlonsTHe
JIOKyMEHTaI[IOHHOTO
obecrieueHns yIpaBICHUS

4

1.1.2.1oKyMeHTHI U
JOKyMEHTHPOBAaHHUE

10

1.1.3.Yaudukanus u
CTaHIapTU3ALUA
JOKYMEHTOB.
YHudunrpoBaHHbIE
CHCTEMBI JOKyMEHTAIUU

12

1.1.4.YaudpuuupoBaHHas
CHCTEeMa OpraHU3al[MOHHO-
pacnopsauTEIbHOM
noxymenranuu (YCOP/).
Dopmynap-obpaszen OP /L.
PexBU3UTHI U OIIaHKH

14

1.2.1.IIpaBuna opopmireHuUs
OCHOBHBIX BUJIOB
OpraHU3aIlOHHO-
pacnopsiAUTENbHBIX
JokymeHToB. [IpaBuna
odopmieHns U BBIAAYH
KOIIUH IOKYyMEHTOB

24

10

10

2.1.1.Ciyx0a
JOKYMCHTAalUOHHOT'O
o0ecrieyeHns yrpaBIeHUs

12

2.1.2.0pranuszanus npuema,
PaccMOTpeHus,
perucTpanuy 1 UCIIOTHEHHS
JIOKYMEHTOB

12

2.1.3.MadopmarionHo-
cripaBo4Has padora.
KoHTpous HeonHeHMs
JOKYMEHTOB.
OpraHu3anroHHas
OTIpPaBKa MCXOISAIINX
JIOKYMEHTOB

12

2.2.1prannzanus
OICPATUBHOI'O0 XpaHCHUA
JIOKYMEHTOB.
Howmenknarypa aen

13

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

13

2.3.1.0pranuzanust paboTh
¢ 00palIeHNsIMHU TPpaXIaH

10

2.3.2.0pranuzanust paboTh
C IOKYMEHTaMH,
MMEIOIINMHE Tprd
OTpaHMYEHUs! OCTYTIa K
HUM

12

Bcero no gucuuniinHe

148

48

52

48

10




2.3. TemaTn4yeckuii MJIAH U COAEPKAHNE YUEOHOM TN CIIUTLIHHBI
OI1.13 loxymMeHTallMOHHOE O0ecnedeHne yNpaBJIeHUs

HaunmenoBanmue Coneprkanue y4e0HOT0 MaTepnaJa, npakTuieckue paéorsl, | O6beM | YpoBeHb
Pa3aesioB H TeM CaMoCTOsITeJIbHAsI padoTa 00y4YaromMXcs. 4acoB | OCBOEHHUS
1 2 3 4
Pazpnen 1. 64
JlokyMeHTHpOBaHHE
Tema 1.1. Copep:xaHue yueOHOI0 MaTepHuaJia 30
JlokyMeHTalMOHHOE Jleknun 16
olecnevyeHue 1 | TloHsATHE TOKYMEHTAIMOHHOTO O0eCIIeuyeHH s YIPaBICHHS 4 1
YHpaBJeHH: MOHATHE, | 2 | JIOKYMEHTHI U IOKYMEHTHPOBaHHE 4 1,2
CoJep:RaHUE U ITANBI 3 | Yuudukanus u cTanaapTU3anms 10KyMEHTOB. 4 2
pa3sBUTHA. YHuUIUPOBAaHHBIC CUCTEMbI TOKYMCHTAIHH
4 | YHupUIMpOBaHHAsI CUCTEMA OpraHU3alnOHHO-
pacnopsaaurensHoit nokymenraruu (Y COPJI). @opmynsp- 4 2
obpazerr OPJI. PexkBu3NTHI 11 OaHKH
IIpakTHYecKue 3aHATHS 14
1 | JlokyMeHTHI ¥ JOKYMCHTHPOBaHHE 4 2
2 | YHudukanys u CTaHAApTU3AINS JOKYMEHTOB. 4 23
YHu(pUIMpOBaHHBIE CUCTEMBI IOKYMEHTALINH '
3 | YuudumpoBaHHas cucremMa OpraHu3aloHHO-
pacniopsiourensHOi nokymenrarmn (Y COPJI). @opmysip- 6 2,3
obpazerr OPJl. PexBu3nTHI 11 ONaHKH
CamocrosiTesibHast padoTa 00y4aroUIuxXcs
1.M3yunts HopMaTuBHO-TIpaBoBhIe akTe:['OCT P 51141-98.
Jlenonpon3BOACTBO U apXUBHOE JiesI0. TepMUHBI U OIpeIeICHNS;
®enepanbHblil 3ak0H 0T 27.07.2006 Ne 149-D3 «O6
nHpopmanny, HHGOPMALMOHHBIX TEXHOJIOTHUIX U O 3aIUTE
nHdopmanumny; DenepanbHblii 3akoH ot 27.12.2002 Nel84-03 «O
TEXHHUYECKOM PEryJIUPOBaHHUI)
T'OCT 17914-72. O0m0XKKH €T JUTNTSIBHBIX CPOKOB XPAHCHHS.
Texuuaeckue ycmosus. TOCT P TCO 9000-2008.
Hauunonanehslii cranaapt Poccuiickoit @enepaunn. Cuctemsl
MEHEKMEHTa KauecTBa. OCHOBHBIE TIOJIOKEHHUS U CIIOBAPH .
I'OCT P 6.30-2003 YauduIupoBaHHBIE CHCTEMBI JOKYMEHTAIINH. 6
YuupuurpoBaHHas CUCTEMa OPraHU3allMOHHO-
pacropsiIuTeNbHON JOKyMeHTaluu. TpedoBanus kK opopMIIeHHIO
JIOKYMEHTOB.
2. [lpunymaTh HaUMEHOBaHHE CBOEH OpraHM3aluy, YMOIeMy
OpraHu3aluy, KoJ OpraHu3aluu, OCHOBHON IrOCy1apCTBEHHON
PETHCTPAIIMOHHBIN HOMED IOPUIMUYECKOTO JInIa (OpraHu3aIumn),
UIEHTU(UKAUOHHBIM HOMEP HAJIOrOIUIATE bIINKA/KOJ| TPUYHHBI
MIOCTAaHOBKHU Ha y4eT, CIIPaBOYHBIC JaHHbIE 00 OpTaHU3aliN; BCe
JIaHHBIC 3aHECTH HA JNIEKTPOHHBII HocuTenb B opmare Word.
KoHncynbranuu 4
Tema 1.2. Copep:xaHue yue0HOr0 MaTepHaJa 14
Od¢opmiaenune OPJ] Jleknuu 4
1 | IIpaBmiia opopMIIEHHS OCHOBHBIX BHJIOB OpPTraHW3aI[MOHHO-
pacnopsIUTeNIbHBIX TOKyMeHTOB. [IpaBuiia opopmiieHus 1 4 1,2
BBIJIaYM KONUI JOKYyMEHTOB
IIpakTHyeckue 3aHATHS 10
1 | IIpaBuia oopmMIIEeHHS OCHOBHBIX BHJIOB OpPTraHW3aI[MOHHO- 6 12
pachopsiIUTENIbHBIX JIOKYMEHTOB. '
2 | IlpaBuia oopMIICHUSI 1 BbLIA4YM KONHH JIOKYMEHTOB 4

11




CamocTosiTebHas1 paboTa 00y4arommxcst
1. 3y4nTh HOpMaTHBHO-TIpaBOBbIE akThl: 1) O0mepoccuiickuii

kiaccudukaTop yrpasneHueckoi qokymeHrtauu OKOIT-93.
2)I'OCT P UCO 15489-1-2007. HatimoHaneHbI# cTanaapt
Poccuiickoii®enepannn. Cuctema CTaHAAPTOB MO0 HHPOPMALINH,
OMOIMOTEYHOMY M M3JATEIBCKOMY JeTy. YTIpaBIICHIE
nokymerntami. 3) I'ocymapcTBeHHas cucteMa
JOKyMEHTAI[MOHHOTO 00ecTiedeH st ynpaBieHus. OCHOBHBIE
monoxerns. O6mue TpedoBanus ['maBapxua CCCP ot 23 mas
1988 r. N33 4. 4) Anp6oM yHUPHUIIPOBAHHBEIX (HOPM MEPBUYHOM
YUYETHOU TIOKYMEHTALUH MO YYETy TPYAa U €ro OIlIaThl.
YTBepxkaeH noctaHoBienueM ['ockomcrara PO ot 5 suBaps 2004
r.Ne 1

2. OdopmiieHne npakTUuecKux pabor: 1) nmpoBepuTh
MIPaBUIILHOCTH O(OPMIICHUS OPraHU3aLMOHHBIX TJOKYMEHTOB
CBOEH OpraHU3alyy, MPUKA30B [0 OCHOBHOM IESATEIHLHOCTH U 110
JIMYHOMY COCTaBY, LITATHOTO PacUCaHusl, TpaduKa OTITyCKOB,
JIMYHBIX KapTOYeK, KOMAHANPOBOYHBIX yIOCTOBEPEHHH,
CITyKeOHOTO 3a7aHus AJIsl HAIlPaBJICHUS B KOMAHANPOBKY U
OTYETa O €T0 BHIIIOJIHEHNH, 3aBJICHUSI, CIIPABKH, IPOTOKOJIA,
CITyKEOHBIX THCEM; 2) IPOBEPHUTH HAIMYUE TOKYMEHTOB Ha
3NEKTPOHOM HOcuTene B popmare Word.

3. IIpoBepuTh MPaBUIBHOCTH OPOPMIICHHST KOITHH O()UIIHAIBEHOTO
JOKyMEHTA, BBITUCKH X O(HINAIHHOTO JOKYMEHTA, KOTTUH-
OTIIyCKa CBOEI OpraHM3aliK; IPOBEPUTH HAIMYNE TOKYMEHTOB
HadJICKTPOHOM Hocutelne B popmare Word.

10

Pazgen 2.
Opranuszanus padoTsl ¢

AOKYMEHTaAMHu

84

Tema 2.1.
JloxyMeHT0000poT

Coaep:xkanue yueOHOT0 MaTepuasa

26

Jlekuuu

12

1 | Cnyx06a TOKYMEHTAIIMOHHOTO 00ECTIEYCHHUS YIIPABICHHUS

2 | OpraHu3zaiys npueMa, pacCMOTPEHUSI, PETUCTPaLiHU U
HCIIOJIHEHUS! IOKYMEHTOB

1,2

3 | MudopmannonHo-cpaBoyHas padora. Koutposn
HCIIOJIHCHUA TOKYMCHTOB. OpFaHI/I3aHI/IOHHaH OTIIpaBKa
HCXOJSIIUX JOKYMEHTOB

IIpakTHueckue 3aHATHS

14

[y

Ciyx0a JOKyMEHTallMOHHOTO o0ecrieueH s yIpaBiIeHHs

2 | Opranuzanys npueMa, pacCMOTPEHUS, PETUCTPaluy 1
WCTIOJIHEHUSI IOKYMEHTOB

1,2

3 | UadopmanmonHo-cupaBouHas padora. KoHTpois
UCTIONHEHUSI TOKYMeHTOB. OpraHu3aliMOHHas OTIPaBKa
UCXOASIIIUX JTOKYMEHTOB

CamocrosiTe1bHast padoTa 00y4YaloIuXCs

1.M3yunts MeToandeckne peKOMEeHIAINH TI0 pa3paboTke
WHCTPYKIIMH TI0 JIEONPOU3BOJICTBY B (he/iepambHBIX OpraHax
HCTIOIHUTENBHOM BacTH. Y TBEpKeHbI pukazoM PocapxuBa oT
23 nexabps 2009 r. Ne76

2. OdopmireHHE TPAKTHYECKUX PAOOT:

1) IpoBepUTH PaBUIBHOCTH ITPOCTABIICHUS PE30IFOLINH,
BXO/ISILIET0 PETHCTPAIIMOHHOTO HHAEKCA, 3al0THEHHS
perucTpaIMoHHO GOPMBI CBOEH OpraHu3anuu;

2) IpOBEPUTH HAJMYHE JTOKYMEHTOB HAadJIEKTPOHOM HOCHTEIE B

bopmare Word.

10
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3. Hamcats acce o Teme «/H(pOpMaoHHO-CTIIpaBOYHast
pabora B yCIIOBHSAX NPUMEHEHHSI KOMIIBIOTEPHBIX TEXHOJIOTHI)
4 M3yuante@enepanpHenii 3akoH oT 10.01.2002 Nel-d3 «O0
AIEKTPOHHOH H(POBOH MOIIHCH»

Tema 2.2.
XpaHeHue
JAOKYMEHTOB

Coaep:xkanue yueOHOT0 MaTepuasia

16

Jlexkuuu

1 | Opranu3anys onepaTuBHOTO XpaHEHHs JOKYMEHTOB.
HowmeHnknatypa nen

2 3KCHepTI/I3a HCHHOCTU JOKYMCHTOB. IlogroToBka nen k
APXMBHOMY XpaHCHUIO

1,2

IlpakTHyeckue 3aHATHS

-

Opranuzanus onepaTUBHOIO XpaHEHUs TOKYMEHTOB.
HowmeHnknatypa nen

2 | DkcriepTU3a HEHHOCTH AOKYMEHTOB. [lonroroBka aemn K
ApPXMBHOMY XPaHECHHUIO

1,2

CamocTosiTe1bHAsI padoTa 00y4Yarouxcs

1.M3yunuts: 1) OcHOBHBIE MIpaBmIia paboOTH ApXUBOB
opranm3anmii. OmoOpens! pemenneM Konmernn PocapxuBa ot
06.02.2002; 2) TlepeueHb THIIOBBIX YIPABICHICCKUX aPXUBHBIX
JOKyMEHTOB, 00pa3yIOINXCs B POLIECCE S TENbHOCTH
roCyIapCTBEHHBIX OPTaHOB,

OpPraHOB MECTHOTO CaMOYTIPAaBJICHUS U OPTaHU3ALNMH, C
yKa3aHHEM CPOKOB XpaHEHHUA. Y TBEPKAEH MPUKA30M
MunuctepcTBa KylIbTypsl Poccuiickoit @enepariiu ot 25 aBrycra
2010 r. Ne558

2.0¢opmienue npakTHIecKux padot: 1) mpoBepuTh
NIPaBUWJIBHOCTb COCTaBJICHHUS KOHKPETHOU HOMEHKJIATYpPhl CBOEH
OpraHM3alvy; MPOBEPHUTH HANNYKE JOKYMEHTOB HadJIEKTPOHOM
Hocutene B hopmare Word; 2) mpoBepHuTh MPaBHILHOCTh
COCTAaBJICHHSI aKTa O BBIZCJICHUH K YHUUTOXXEHHIO JOKYMEHTOB, HE
TIOJJIEKAIUX XPAHEHUIO CBOEH OpraHu3alui; NPOBEPUTh
HaJlMgie JOKyMEHTOB Ha 3JISKTPOHOM HOcuTeNe B opmare
Word.

Koncynbranuun

Tema 2.3.
OcobenHocTu padoThl
¢ o0paleHusIMHu
TPaKIaH H
KOH(pHUIeHINATBLHBIMH
JAOKYMEHTaAMHU

Coaep:xkanue yue0HOro MaTepuaJia

Jlexkuuu

1 | Opranu3zamus paboTHI ¢ 00paNICHUSIMH TPaXKIaH

2 | Opranmzanus paboThl ¢ TOKYMEHTaMH, IMEIOIINMH TP
OTpaHUYEHUsI JOCTYyIa K HUM

1,2

AKTHYECCKHEC 3aHATHUSA

Opranuzanus padoTsl ¢ 00palIeHUSIMU TPAXKJIaH

I\)l—‘:

Opranuszanus paboThl ¢ JOKYMEHTaMH, HMEIOIMMU Irpud
OTpaHUYEHUsI OCTYyIa K HUM

&~ IO B [~|OO

1,2

CamocrosiTesibHast padoTa 00y4aroUIuXcs

1.0dopmnenne npakTudeckux padot: 1) mpoBepuTh
MpaBUIIBHOCTh TIOATOTOBKH JieNIa K Iiepe/iaye B apXHUB CBOCH
OpraHU3aIliH, COCTABIICHUE CTaTOYHOM OIICH; 2) IPOBEPHUTH
HaJM9re JOKYMEHTOB HadJIeKTpOHOM Hocutene B popmare Word.

2.M3y4nTh HOPMATHBHO-TIPaBOBBIE aKkThl: 3akoH P®d ot 21 mrons
1993 1. Ne5485-1 «'ocynapcTBeHHOH TaliHey; DenepanbHbIi
3aKoH 0T 27.07.2006 Nel152-®3 «O mepcoHaNbHBIX TaHHBIXY;
OenepanpHblii 3ak0H 0T 02 Mast 2006 1. Ne59-D3 «O mopsiake
paccmoTpeHus oOpanieHuii rpaxaan Poccuiickoit @eaepaiuny;
VYka3 [Ipesunenta PO ot 06 mapta 1997 r. Nel188 «Ilepeuenn
CBE/ICHUH KOHQHICHIIMATHHOTO XapaKTepay

Yposenwv oceoenusn: 1 -neckuii, 2 - omnocumenvho neekutl, 3 — CA0IHCHbLUL.
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2.4. Coagepxxanue pa3aeoB JUCHUILIMHBI

2.4.1 3auATHA JeKIUOHHOI0 THIIA

Ne HaumenoBanue Popwva
CozepxaHue pasjena, TeMbl TEKYIIEro
paszena pasnerna, TeMBbI
KOHTPOJIS
1 2 3 4
1 Tema. 1.1.1 Copaep:xanue y4yeOHOro MaTepuaJa: TV,
[MonsTne ConepkaHue TUCHUILTHHBI U €€ POJIb B IIOATOTOBKE CHELUAIIICTA.
JOKyMEeHTaIMOHHOTO | CBS3b ¢ IpyruMH O0LIeTpoeCcCHOHATBHBIMU U CIIEIIMATBEHBIMU
obecrieueHus JUCHUIUTMHAMHU.
yIIpaBJICHUs OCHOBHBIE 3Talnbl BOSHUKHOBEHHS M Pa3BUTHS OTEUECTBEHHOTO
JOKyMEHTAI[HOHHOTO 00ECTIEICHUS! YIIPABICHUS
(meronpon3BOACTBA).
[TonsiTHe «1OKYMEHTaMOHHOE OOECTIeueHNE YIPaBICHU.
JlokyMeHTaIlMOHHOE 00eCTIeYeHUE YIIPABICHUS KaK (QYHKIHS
YIIpaBIECHUS, B3aUMOCBS3b C IPYTHMHU (QYHKINSAMH yIIPaBICHUS.
JlokyMeHTaIllMOHHOE 00eCIIeYeHUE yIpaBiIeH s Kak cuCcTeMa paboThl
¢ nokymeHTamu. CoBpeMeHHbIe TPEOOBaHHMS K €r0 OpraHu3anuy, K
MPUMEHEHUIO COBPEMEHHOI 0QHCHOI U BHIYNCIUTEILHON
TeXHUKH.VICTOYHMKY M TuTEeparypa 1o JUCHUILIHHE!
3aKOHO/IaTeJIbHBIC aKThl, HOPMATUBHO-METOINUECKHIE TOKYMEHTHI,
roCy/IapCTBEHHbBIE CTAHAAPTHI, OCHOBHAS U JOMOJHHUTEIbHAS
JuTeparypa.
1 Tema 1.1.2 [MonsiTus «uHGOPMALUS» U «TOKyMEHT». Ponbk nH(bOpMaIiy B T,Y,
JIOKyMEHTHI U COLMATBHO-?KOHOMHYECKHX nponeccax. [lonmudyHknnonantsHOCTE
JOKyMEHTHUPOBAaHUE | TOKyMeHTa. MIH(popManoHHas, KOMMyHHUKaTHBHASA, CONMANIbHAS,

KyJbTYpHasl, yIpaBJIeHUECKasl, IpaBoBasi, UICTOPUUECKAsi U IpyTrue
(hyHKIMH TOKyMEHTA.

[MonsTne o moxymeHTupoBanun. O0s3aTeNEHOCTH
JIOKyMEHTHPOBaHUs HHPOpMalMH. 3aKOHOIATEIbHBIE aKTHI,
perIaMeHTHPYIOIIIE OPTaHU3aII0 Pa0OThl ¢ JOKYMEHTHPOBAHHOM
undopmanueii (denepanbHelii 3akoH PO «O0 nHpopmaryu,
HH(POPMAIMOHHBIX TEXHOJIOTHIX U O 3alUTe HHPOPMAITHHY,
TpynoBoit koaekc P® u ap.).

OCHOBHBIE CTIOCOOBI TOKYyMEHTHPOBaHU. MaTepuaibHble HOCHTEIH
HHPOPMALINHU U UX BIUSHUE HA JONTOBEYHOCTH U COXPAHHOCTh
JIOKyMEHTa. BiusiHIe Hay4yHO - TEXHUYECKOTO Mporpecca Ha
JIOKyMEHT U IOKYMEHTHUpPOBaHUE.

TexcToBBIC, TpadUIecKre, MAITMHOYNTAEMBIC JOKYMEHTEHI,
(horOmOKyMeHTHI. OmpeeieHIe MOHATHH «TOKYMEHT), «aBTOP
JIOKYMEHTa», «O(PHUIUATBHBIA JOKYMEHTY, «JIHYHBIHA JTOKYMEHT) 110
'OCTP. 51141-98.

Pacmmpenue mOHATHS «TOKyMEHT» C Pa3BUTHEM HAyKH U TEXHHUKH.
IToHsATHE «3TEKTPOHHBIN JOKYMEHT». 3aKOHOAATENbHBIE aKTHI,
perIaMeHTHPYIOIIHE OPTaHU3aIHI0 PA0OTHI C JIEKTPOHHBIMH
nokymentamu (Denepanbabiii 3akoH PO «O0 351eKTpoHHOK
dpoBoii moaIHCH»).

[Ipu3Haku JOKyMEHTa: OpUTMHAJIBHOCTD, OUIMHHOCTb, KOMMUHHOCTb.
[ToHsiTHEe «OpUTHHANY, €r0 MPU3HAKH, XapaKTEPUCTHKA OPUTHHAJIOB
JIOKYMECHTOB Ha Pa3HBIX HOCUTEISIX HHQOpMAIMH. Y MHOKCHHEIC
OpPUTHHAJIBL.

ITousarue CIMOOJIMHHHUKY. HO}IJ'[HHHBIG 1 IOJIO’)KHBIC TOKYMECHTBI.
DanbcuduKanys T0KyMEHTOB.

[onsitue «xonusy». Bunpl konuit. FOpunudeckast cuia KOMuu.
CrpykTypa HoKyMeHTa. [IoHsATHE «PEeKBU3HTY, BUABI PEKBU3UTOB.
[MonsTHE «popMysp JOKyMEHTa», 0COOCHHOCTH cOcTaBa (HopMyIIsapa
JIOKYMEHTOB Ha Pa3INYHBIX HOCHTEISIX HH(POPMALUH.
WupnBuayansHeli, TUIIOBOW GopMyIisip, GopmyIsip-oOpaser, ux
XapaKTepUCTHKA M Ha3HAUYCHHE.
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®dopma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIIEro

paszena paszerna, TEMBI
KOHTPOJIS

1 2 3 4

1 Tema 1.1.3 Yuundukanus u cragnaptuzanus. [loasarue «cucrema TV,
Yandukanus n JOKyMEHTaIlN», €€ IpU3HaKu. OYHKIIMOHAIBHBIE U OTPACIICBbIC
CTaHJapTU3alUs CUCTEMBI JOKYMEHTAIHH.

JIOKYMEHTOB. [MonsTne «yHuUIMpOBaHHas cUCTEMa JJOKyMeHTauum». Kparkas
YHUOUUMPOBaHHBIE | XapaKTEPHCTHKA ACHCTBYIOUIMX YHU(DHUINPOBAHHBIX CUCTEM
CUCTEMBI JIOKYMEHTAIUH: OpraHU3alMOHHO-PACHIOPSIAUTENbHON, OTUETHO--
JOKYMEHTallUH CTaTHCTHYECKOM, IEPBUYHON y4eTHOI (PMHAHCOBOM H Jp.
l'ocynapcTBeHHbIE CTaHAAPTH HA YHU(DHUIIMPOBAHHBIE CHCTEMBI
JOKyMEHTAINH, PETJIAMEHTHPYIOIHE OOIIIE MpaBIiIa X pa3paboTKH
U moctpoeHus GpopmyIsipa-odpasma.
[Monsitne «yHUGUIEPOBAaHHBIE HOPMBI JOKYMEHTOB.
OObmepoccuiickie U 0TpacieBble YHHOUITMPOBAHHBIE (POPMBI
JOKyMEHTOB; YHU(HUINPOBAHHBIE ()OPMBI JOKYMEHTOB MPEAIPUATHS
(Y@), nopsiiok ux BBeJeHUs B AeicTBUE. ATbOOMBI (hopM
YHA(GHUIUPOBAHHBIX JTOKYMEHTOB.
PacnpezneneHnue cocraBa BUAOB U Pa3HOBUAHOCTEH TOKYMEHTOB
OIIpeJIeJICHHOT0 KOMILIEKca 10 3a7a4aM yrpasienus. Tabens Gpopm
JIOKYMEHTOB.

1 Tema 1.1.4 Xapakrepuctuka, coctas u coaepxkanue ['OCTa P 6.30-2003 Ty,
YuuopuuupoBanHas | «YHU(HUINPOBAHHBIE CHCTEMBI JJOKyMEHTAIIMU. Y HU(DUIMPOBaHHAS
cucrema CHCTeMa OPraHU3allMOHHO-PACTIOPSANTEIbHON TOKYMEHTALINH.
OpraHU3aIMOHHO- TpeboBanus kK 0hOPMIICHUIO JTOKYMEHTOBY.
pactopsautenpaoit | @opmysap - oopazer;t OP/I. CocTaB u cxema pacIooKeHHs
JOKyMEHTAINN PEKBH3HTOB Ha popMyisipe-o0pasiie, criocoOsl opopmIIeHHS.

(YCOPL). [IpaBmna opopmieHHs peKBU3UTOB, periiaMmeHTHpoBaHHEIX [ OCTom
®opmymsip-obpazenr | P 6.30-2003.
OPJl. PexBu3uTH U [MonsiTue «OnaHK 1oKyMeHTa». Buibl 61aHkoB: 001uit OaHK, OJaHK
OnaHKU nchMa, 0JaHK KOHKPETHOTO BU/a TOKyMEHTa. BapuaHThl
pacIooKeH!s] PEKBU3UTOB 3ar0JIOBOYHOM YacTH OJaHKa.
[MpaBuna odopmiteHHs, U3TOTOBJICHHS, YU€Ta, UCIIOJIb30BAHUS U
XpaHeHHs: TepOOBBIX OJAHKOB OpraHU3alUH.

1 Tema 1.2.1 OCHOBHBIE TPYMIIBI OPTaHU3AIMOHHO-PACTIOPSIUTETHHBIX 1.V,
IIpaBuna JIOKYMEHTOB. XapaKTEePUCTHKA U COCTaB OpPraHU3alMOHHBIX
opopMIICHHS okyMeHTOB, Bxogsamux B YCOP/] (ycraBa, monosxeHus,

OCHOBHBIX BHJIOB WHCTPYKINH, JOJDKHOCTHOM MHCTPYKINH, IPaBHJI LITATHOTO
OpraHU3aIOHHO- pacIucanus, CTpyKTyphl ¥ IITaTHOW YUCICHHOCTH), TPEOOBAHUS K UX
pacIopsIIITENBHBIX | 0hopMIICHHIO.

JOKYMEHTOB. XapakTepuCTHKA M COCTAB PACIIOPSANTEIBHBIX JOKYMEHTOB,
[IpaBuna Bxozmsux B Y COP/] (mocTaHOBIICHHS, TPUKA30B 110 OCHOBHON

odopmIIeHHS U
BBIJIAYN KOTIHH
JIOKyMEHTOB

JIeSITEIbHOCTH M TI0 JINYHOMY COCTaBY, PEILCHUS, PACIIOPSHKECHHS,
yKa3aHHs, COBMECTHOTO PacIOpPsIUTEIHHOTO JOKYMEHTA),
TpeOOBaHUS K X 0OPMIICHHIO.

XapakTepucTHKa U COCTaB OPTraHU3allMOHHO-PACTIOPSAUTEIBHBIX
JIOKyMeHTOB, Bxosmux B YCITY J1 (Ipuka3oB 110 JINYHOMY COCTaBY,
IITaTHOTO pacrucaHus, rpadiKa OTIYCKOB, JINYHBIX KapTOYeK,
KOMaH/IMPOBOYHBIX YJIOCTOBEPEHUH, CITyKEOHOTO 3a1aHusI IS
HarpaBJeHUsl B KOMAHIMPOBKY U OTYETa O €T0 BBHIIIOJIHEHUH),
TpeboBaHus K nX 0(hOPMIICHUIO.
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®dopma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIIEro
paszena paszerna, TEMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.1.1. OpranuzannoHHbIe (OPMBI JOKYMEHTAIIHOHHOTO 00€CTIEICHUS Ty,
Cayx0a ynpasierus. Ciyx6a JJOY, ocHOBHBIE 3a1aun, (YHKINH, THIIOBBIC
JOKYMEHTAIIMOHHOTO | CTPYKTYPHI, IOJDKHOCTHOU cocTaB. Perinamenranys paboThl CiryKObl
obecreyeHus J0V.
yIIpaBJICHUs [MToHsiTHE «1OKYMEHTOO00POT», O0IIME NPUHIIUITEI OPTaHU3ALUH
JIOKyMEHTO0000pOTa, €ro CTPYKTYypa, HEOOXOJUMOCTh yueTa 00beMa
JIOKyMeHTo0OopoTa. HopMaTHBHBIE TOKYMEHTHI,
periiaMeHTHPYIOIHe OPraHU3aIHI0 JOKYMEHTO000pOTa.
Kommbrotepuzamus 10KyMeHT0000pOTa.
2 Tema 2.1.2 ITytn nmoctymiieHns JOKyMEHTOB B opraHu3anuto. [IpueM u KP, P
Opraamzanus nepBoHavansHas 00paboTka nokymeHnToB. [IpenBapuTtensHOE
pueMa, paccMOTpeHNE JOKYMEHTOB.
paccMOTpeHHS, PaccMoTpenne JOKyMEHTOB PyKOBOJCTBOM OpPraHM3alHH.
perucTpanyuu u Perucrpanus JOKyMEHTOB KaK COCTaBHast 4YaCThb TEXHOJIOTHH
HCIIOJIHEHUS JIOKYMECHTAITHOHHOTO 00CCIICUCHHUS YIIPABJICHHUS, KaK MPOIECC
JTOKYMEHTOB co3naHus 0aHKa IaHHBIX O JOKyMEHTax opraHuzanuu. GopMel
peructpanuu (KypHalbHas, KapTOYHAsl, aBBTOMATU3UPOBAHHAs ), UX
JIOCTOMHCTBA U HeocTaTku. [lokazaTeny, BBOAUMBIC B
peructpanuonubie Gopmel. TpeOoBaHUS K COCTaBY
PETHCTPAIIMOHHBIX HHJICKCOB.
JlocTaBka TOKYMEHTOB HCHOIHUTEIAM. PaboTa HCIIOTHNTETS C
JOKyMEHTaMH. DTambl HcHoMHeHNsI. OCOOEHHOCTH IO OTOBKH
HOPMAaTHBHBIX PAaBOBBIX AKTOB.
OyHKIIUN ¥ TpaBa noapasaencHuit cayx0e1 10V, ocyniecTBISIOMNX
IpUEM, TIPEIBAPUTEIFHOE PACCMOTPEHNUE, PETUCTPALIUIO U TOCTaBKY
JOKYMCHTOB B OpraHU3allu.
2 Tema 2.1.3 B3anMoCBsI3b perucTpariu J0KyMEHTOB U HH)OPMAITHOHHO- y
WundopmannonHo- crnpaBo4HOH paboTsl. OpraHu3zaiys padoThl C TOMOIIBIO
crpaBoyYHas paboTa. | CIPaBOYHBIX KapToTeK. MH(pOpMaIoHHO - cripaBo4Has pabora B
Kontpons YCIJIOBUSIX IPUMEHEHUS] KOMIIBIOTEPHBIX TEXHOJIOTHH.
HCIIOJTHEHUS OyHKIMY U npaBa nojapaseneHni ciyxosl 10OV, ocyniecTBISIOMUX
JIOKYMEHTOB. nH(OpPMALMOHHO-CIIPABOYHYIO Pa0OTY.
OpraHuzanuoHHas OOmue cBeneHus 00 yueTe U CHCTEMaTH3alu HOPMaTHBHO-
OTIpaBKa MPABOBBIX AKTOB (KOHCOJIHMIANHNS, KOJU(PHUKAIS, HHKOPIIOPALIHS).
HCXOZISIINX Opranuszanus crpaBoYHO-HHPOPMAIMOHHOI PadoTHI 110
JOKyMEHTOB JIEWCTBYIOIEMY 3aKoHOAaTenbcTBY PD, ncnons3oBanue

MH()OpPMAMOHHO-CIIPABOYHBIX TPABOBBIX CUCTEM.

Ienn KOHTpPOIIA UCTIONHEHHS] JOKYMEHTOB, €ro BUbL. [IpuHIMIIBI
OpraHu3aiy KOHTposl. [TOHATHS: «CPOK MCIIOTHEHUA», KTUIIOBOM
cpok». HopMaTuBHBIE TOKYMEHTHI, YCTaHABIMBAIOIINE THIIOBBIE
CPOKH HCIIOTHEHUS.

Py4HO! 1 aBTOMaTU3UPOBAHHBII KOHTPOJb, UX JIOCTOUHCTBA U
HEIOCTaTKHU; IPUMEHsAeMas TeXHUKA. TeXHOJIOTHS BeIeHHS
KOHTPOJIsl. OCOOEHHOCTH KOHTPOJISI pacTIOPSIIUTENBHBIX JOKYMEHTOB.
AHanu3 COCTOSHUS UCIOIHEHNS JOKYMEHTOB B OpraHU3aIHH.
[Monpasnenenus cayx6s1 JJOY, ocymecTBisionue KOHTPOIIb
WCTIONIHEHUsI, NX (yHKUIUH, IpaBa.

ITpouecc npuema 1 06pabOTKN HCXOIAIIUX TOKYMEHTOB, COCTaB
BBITIOJTHSAEMBIX paboT IPH TPAJAUIIMOHHOM CIIOCO0E OTIPABKU
(TouToOl): MpOBEPKa MPABUILHOCTH 0QOPMIICHUS, HATAIHSI
MIPWIOKEHNUS, afjpecara, COpPTUPOBKA 110 afpecaTaM U BHIAM
OTMpaBJICHUM, aApecoBanue, (haaplieBaHUE, KOHBEPTOBAHUE,
3aKJIeMBaHNE KOHBEPTOB, B3BEIINBAaHIE, MAPKUPOBKA, COCTABIICHHE
OTIMCH PACCHUIKH.

OTmnpaBka JOKYMEHTOB ¢ IOMOIIBIO TenedoHa, (akca, dIeKTPOHHON
no4Tol. TUIBI CHCTEM 3JIEKTPOHHOM MOYTHI (TJI00aIbHEIE,
KOPHOPATHBHBIE).
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®dopma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYILETro
paszena paszena, TEMbI
KOHTPOJIsSt
1 2 3 4
2 Tema 2.2.1. [MonsiTus: «meno», «hopMupoBaHKE €M, KHOMEHKIATYPA ACI». vV, T
Opranuzanus 3HaueHne HOMEHKIATYPBI el IS KiIacCU(HUKaIuU JOKyMEHTOB
OIIEPAaTUBHOIO OopraHu3aluu.
XpaHEeHUs Bunbr Homenknatypsl nen. [lopsinok cocraBienus, ohopMIIeHUs,
JIOKYMEHTOB. YTBEPKJICHUS U IPUMEHEHUS] KOHKPETHON HOMEHKJIATYpHI e
HomeHknatypa fen | opraHu3alvy ¥ HOMEHKJIATYphI 18]l CTPYKTYPHOTO NMOApa3AeIeHUs
OpraHu3aluu.
OcHoOBHBIE TPEOOBaHMS K OPTraHU3AINH OIIEPATHBHOTO XPAHCHHUS.
[Mopsinok hopMupOBaHHS AET B AEIONPOU3BOACTBE.
OTBETCTBEHHOCTH 32 COXPAHHOCTH JOKYMEHTOB. XPAaHCHNE
JOKyMEHTOB B 3JIEKTPOHHOM (hopMme.
4 Tema 2.2.2 IlonsaTHe «3KCIEPTU3a LEHHOCTH JOKYMEHTOBY. IIpyHIUIIEI U v, T
OkcmepTusa KPUTEPUHU ONIPEACIICHUS HAYYHOU, UICTOPUUECKON U IPAKTUYECKOU
LIEHHOCTHU LIEHHOCTU AOKyMEHTOB. CpOKHU XpaHeHHUs JOKyMeHTOB. [lepeunu
JOKYMEHTOB. JIOKYMEHTOB C yKa3aHHEM CPOKOB XpaHEHUs, UX BH/bI, HA3HAUCHUE,
IoxaroroBka gen k CXEMBI IOCTPOECHUSI.
apXUBHOMY Ortansl ¥ NOPSAAOK IPOBEIEHHS SKCIEPTH3bI IEHHOCTU TOKYMEHTOB B
XpaHEHUIO JIENIONPOU3BOACTBE opranusanuu. [lopsanok yHHITOKEHUS
JIOKyMEHTOB U 0(OPMIICHUSI PE3YJIbTaTOB KCIIEPTH3HI. TpedoBaHus
K 0(hOPMIICHHUIO aKTa O BBIJICICHUU K YHUYTOKEHHUIO JOKyMEHTOB, HE
MOJJIEKAIUX XPAHEHUIO.
CucrteMa KCIIePTHBIX OPraHOB. DKCIEPTHbIE KOMUCCUU
OpraHM3anyy, uX GYHKIHH, IpaBa, OpraHu3aiust paboThl.
[Iepeuenb MeponpusTHil IO MOATOTOBKE JIEJ K IEPEIAU€e B ApXUB.
TpebdoBanus kK 0hOPMIICHHUIO JIEJT TOCTOSTHHOTO, BPEMEHHOTO CPOKOB
XpaHEHUA U 110 INYHOMY cocTaBy. IIpaBuina oopmuenus. [Ipasuna
COCTaBJICHUS COATOYHOW OMHKCH JIEN U MOPSAIO0K NEpeaay B apXuB
opraHuzanyy. Buasl apXiuBoOB: BEJOMCTBEHHBIE, 00BEJMHEHHBIE
BE€/IOMCTBEHHbIE, 00bEINHEHHBIC MEXBEIOMCTBEHHBIE 110 JINYHOMY
COCTaBy, TOCYAapCTBEHHBbIE apXUBbI. CPOKH XpaHEHHs] JOKYMEHTOB B
BEJOMCTBEHHBIX apXxuBax. [ToHsATHA: «apXUBHBIN ¢doumY,
«IOKYMEHTaIBHBIN (QOHI»,«rOCYIapCTBEHHBIH apXUBHBIH QOHI.
2 Tema 2.3.1 OO6pareHust rpaxaaH U UX Pa3HOBUIAHOCTH - MIPEAJIOKEHUS, T,P, ¥
Opranuzanus 3asBJICHUS, KAJIOObI, X0IaTAlCTBA, KOJUIEKTUBHBIE OOpaIeHUsI.
paboTsI ¢ [IpaBo rpaxxaan Ha oOpameHust. [loBeJOMCTBEHHOCTD JIEN U
oOpateHuIMU azpecatsl oOpamieHuii rpaxaan. O0sS3aHHOCTH OPraHU3AIHIA [0 UX
rpaxaaH PacCMOTPEHHIO U MPUHATHUIO perieHnil. HopmaTtueHO-MeTOqMUECKE

JIOKyMEHTBI, PerJIaMeHTHPYIONINE IOKYMEHTAMOHHOE 00ecIieueHrne
paboTHI ¢ 00paIICHUSIME TPaKIaH.

LleHTpasin3anus 1 Co3JaHue CENUaTN3NPOBAHHBIX MTOpa3aeIeHUH
1o paboTe ¢ 0OpaIeHUSIMH TpaXk1aH. Y CTHbIE ¥ TUCEMEHHBIE
obpamerns. OcoOeHHOCTH TEXHOJIOTHH PaOOTHI ¢ 00paIIeHISIMA
rpaxaaf. O0s13aHHOCTH AOKHOCTHBIX JIUIT TI0 PACCMOTPEHUIO
obpamennii. CpoKH UCTIOJTHEHUS OOPAIEHUH U TTOCIIEACTBHS
MPHUHATHS PEIICHUH 10 00parieHusM rpaxaaH. OTBETCTBEHHOCTb 3a
HapymIeHne 3aKOHOAATENbCTBA 00 00pameHnIx rpax/iaH.
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®dopma

Ne HaunmenoBanne
CogneprxaHue paszena, TeMbI TEKYIIIEro
paszena paszerna, TEMBI
KOHTPOJIS
1 2 3 4
2 Tema 2.3.2 Buzp! rpudoB orpaHHdeHAS 10CTYIA K JOKYMEHTAM. KP,P, V¥
Opranuzanus HopmaTuBHBIE aKThI, pETYIUPYIOIIUE PAOOTY C JOKYMEHTaMH,
paboTsl ¢ COJIEpXKAIMMH CBEICHUS, COCTaBIISIONIUE FOCYJapCTBCHHYIO TaliHY.
JOKyMEHTaMH, [Mopsinok oTHeceHUs! HHPOPMAIMU K CBEAECHHAM 0CO00# Ba)KHOCTH,
HUMEIOLINMHU IpUD COBEpILEHHO 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.
OCO0eHHOCTH y4eTa, peTUCTPAINH, HCIIOIB30BAHMUS, 0(OPMIICHHS,
Pa3MHOXKEHUs, iepegaydd, GOPMUPOBAHUS B /IENa, NIEPEadl B APXHB
win yHnaToxeHus. Ilopsaok cHATHS rpudoB «koMMepuecKas
TaifHa», «KOHQHUICHINATIBHOY.

HopmaTuBHBIE aKThI, pETYINPYIOIUE PAOOTy C TOKYMEHTaMH,
COJICpIKAILIMU CITY)KeOHYI0 HH()OPMALIUIO OTPaHHYCHHOTO
pacnpocTtpanenus (uMerorue rpud «Jlist ciayxe6HOro
MOJIb30BaHUMY). [1opsI0K OTHECCHHS CBEACHUH K CIyKeOHOU
nH(opMaLuK OrpaHUIEHHOTO PacpOCTpaHEeHHsL. MeponpusTHs,
obecrieunBaoLye 3auuTy J0KyMeHTOB ¢ rpudom «ICII».
Oco0OeHHOCTH yueTa, peTHCTPaIi, NCTIOJIB30BaHM, 0(OPMIICHUS,
pa3MHOXeHUs, POPMUPOBAHUS B JIENIa, IEPEadn B APXHUB HIIH
yHIUYTOXeHUs. [IpoBepka Hanmumst ToKyMeHTOB ¢ TpudoM «ICII».
IMopsinok cusatus rpuda. [logpasaeneHus, opranusyromue padoTy ¢
JIOKyMEHTaMH, COZIEPKAINMHK I'pU OrpaHWIECHUS JOCTYyTNA K HUM,
nX (QyHKIHH, IPaBa, JOJHKHOCTHOH COCTaB.

[Mpumeuanue: T — TectupoBanue, P — Hamucanue pedepata, Y — ycrHbiit onpoc, KP — koHTposbHas paboTa |

2.4.2 3aHATHS CEMHUHAPCKOIr0 TUNA

- HE MIPEe1YyCMOTPEHBI

2.4.3 llpakTnyecKkne 3aHATUS

2.YHnpuunpoBaHHbie (OPMbI JOKyMEHTOB: IOHSTHE, BUJIBI,
MOPSA0K BEACHUS
3.3a7a4m ynpaBieHHs U BUJbI JOKYMEHTOB

YHUUIIMPOBaHHAS CUCTEMa OPTaHU3allMOHHO-
pacniopsiautensHoi qokymenTtanuu (Y COPJT). @opmymsp-
obpazer; OPJI. PekBu3uTHI 1 OJaHKH

Bompocsr:

1.@opmymsip — obpazerr OPJ]

2.IloHsATHE ¥ BUBI OJAHKOB IOKYMEHTA.

dopma
HaumenoBanue
Ne HanmeHnoBaHue MpakTHYECKUX pabOT TEKYIIEro
paserna, TeMBbI
KOHTPOJIA
1 2 3 4
1. |Pa3pmen 1. JIOKyMEHTBI U JJOKYMEHTUPOBAaHUE
JlOKyMeHTHpOBaHHe Bonpocsr:
Tema 1.1. 1.TTonmdyHKIIMOHAILHOCTD JIOKYMEHTA
JlOKyMeHTallMOHHOe 2.Cnoco0bl JOKyMEHTHPOBAaHUS
olecrneyeHue ynpapjaeHUs: 3.Bausaue HTTI Ha nokyMeHTHpOBaHHe
MOHSATHE, CO/IeP:KaHue H YHIpUKanMsa 1 cTaHIapTH3AIUS JOKYMEHTOB.
Tanbl pa3BUTHS. YHIDHUINPOBAaHHBIE CHCTEMBI JOKYMEHTAIIH
Bormpocsr:
1. JleiicTBytomue yHU(UINPOBAHHBIE CHCTEMBI
TOKYMEHTallu1 IIP, JIP, ¥
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3CocraBneHue 001Iero 0JlaHKa OpraHU3aIuH ¢ YTIIOBBIM U
[IPOIOJIbHBIM BApPHAHTAMH PACIIONIOKEHUSI PEKBU3UTOB

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

Paznmen 1.
JlokyMeHTHpOBaHHE
Tema 1.2.
Odopmiaenue OPJ]

[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. OdopmiteHHe IpHUKa3a MO0 OCHOBHOM NIESTETHHOCTH
3.0¢dopmiteHne prKa3a MO JHIHOMY COCTaBY, IITATHOTO
pacricaHus, rpaduKa OTIyCKOB, JINYHBIX KapTOYEK,
KOMaH/INPOBOYHBIX yJOCTOBEPEHHUH, CITyKEOHOTO 3a1aHUs
711 HATpaBIICHNS B KOMAaHANPOBKY, OTYETa O €€ BHINOJIHEHUH
4.0¢dopmierne 3asiBICHHS, CIIPAaBKH, IPOTOKOJIA
5OdopmieHne cayKeOHBIX MUCEM

np,y, T

[TpaBusa opopmiteHHs M BbIJaYH KOMUI JOKYMEHTOB
Bompocsr:

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

2.0¢opmieHne NoJHON KonuK 0UINATLHOTO JOKYMEHTa,
BBINTMCKH U3 OUINAIBHOTO JOKYMEHTA, KOTMH-OTITyCKa.

Py, T

Pa3gen 2.
Opranusanus padoTsl ¢
MOKyMeHTaMu

Tema 2.1.
JlokymeHT0000pOT

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, PErUCTPaIluH U
MCIIOJIHCHUSA TOKYMECHTOB

Bompocsr:

1.IlonsiTHe perucTpayn T0KYMEHTOB H €€ (hOPMBI
2.Bxonamuii foKyMeHT (03HaKOMJIEHHE C TEKCTOM,
[POCTABIICHUE PE3OIIFOIINHU, BXOAIIEr0 PETUCTPAIIHOHHOTO
WHJEKCa, 3aII0JHEHUE PErUCTPALMOHHON OpPMEI)

3. .PaboTa McnonHUTENs C JOKyMEHTaMH

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

Bomnpocsr:

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

2. TexHonorusi BEAEHUS] KOHTPOJIS JOKYMEHTOB.

3 AHanM3 COCTOSIHUSL KOHTPOJIS JOKYMEHTOB B OpTaHU3AINH

Py, T

Pa3gen 2.
Opranuzanus padoTsl ¢
MOKYyMeHTaMu

Tema 2.2.

XpaHeHHE TOKYMEHTOB

OpraHmauI/m OTICPATUBHOT'O XpaHECHUA JOKYMCHTOB.
Homenknatypa nen

Bompocsr:

1.3HaueHre HOMEHKJIATYPHI e JUIS KIacCU(UKAIIUH JeIT
OpraHu3alnuy

2. O3HaKOMJICHHE C TUIIOBBIMH U IPUMEPHBIMU
HOMEHKJIATypaMu Jel

3dopMupoBaHue Jiea B COOTBETCTBUH C KOHKPETHOM
HOMEHKIIATypo aen

Py, T

OKcIepTu3a LIeHHOCTH JOKyMeHTOB. [lonroToBka nein k
APXUBHOMY XpaHEHHUIO

Bompocsr:

1.IIpuHIIUIBI 1 KPUTEPUH OTIPEIEICHUS IIEHHOCTH
TOKYMEHTOB

2. HOpH}]OK MPOBEACHN S DOKCICPTU3BI HCHHOCTU TOKYMCHTOB

Py, T
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B OpraHu3aIiK
3.CocraBieHre akTa O BBIICICHUN K YHUUTOXKEHHUIO
TOKYMEHTOB, HE TOAJICKALINX XPAHEHHIO.

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

Pazgen 2.

Opranuszanus padoTsl ¢
NOKYMeHTaMu

Tema 2.3.

OcobGennocTu padoTsl ¢
o0paleHnsIMHI rPasKIaH U
KOH(HIeHIHATBHBIMU
MOKYMeHTaMu

Opranuzanus padoThl ¢ 00paIEHUSIMH TPaXKIaH

Bormpocsr:

1.00parieHus rpaxaaH: pa3HOBHIHOCTH U KX OCOOCHHOCTH

2.0cO00EHHOCTH TEXHOJIOTUH PA0OTHI C 00paIeHUSIMA

rpakaaH

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

Opraanzanus paboTHl ¢ JOKYMEHTaMH, UMCIOIIUMHE TpUQ
OTpaHWYEHHS AOCTYTA K HUM

Bomnpocsr:

1.Bunet rpu)oB orpaHUYIEHUS JOCTYTA K JOKYMEHTAaM,
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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244 Copep:xxanue caMocTosiTeJibHON padoTsl (IlpumepHasi TemaTHka
pedepaToB)

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

3HadeHre YHUPUKALIMU U CTaHAAPTU3ALUUA TOKYMEHTOB

[Tonsitne ynudunupoBaHHbIX GOPM JOKYMEHTOB

CoBpemenHbie TpeOOBaHUS K ODOPMIICHUIO 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. Iloppasnenenus cnyx0s1 JIOY 1 ux B3auMoaeiicTBIE

12. Opranuzanuonssie Gopmsel JOY

13. OcoOEHHOCTH OTIIPABKH JIOKYMEHTOB C IMOMOIIbIO TEXHUYECKUX CPECTB.

14. Opranuzaiust paboThl ¢ UCXOASAIIUMH TOKYMEHTaAMH

15. OcobenHocTr paboThl ¢ BXOIAIUMU JOKYMEHTaMU

16. Opranusanusi paboThl ¢ BHYTPEHHEN TOKYMEHTAIMEH opraHu3aiuu

NN LD =

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

CamocTosiTenbHass paboTa CTYACHTOB SBIseTCS BaxkHewmied Qopmoit ydeOHO-
[TI03HABATEJILHOTO MPOLIECCaA.
OcHOBHas 11€71b CAMOCTOSITEIFHON pabOThI CTYICHTA MPU U3YUECHUU AUCITUTIIUHBI
— 3aKpEINUTh TEOPETUUYECKHUE 3HAHMUS, ITOJYYEHHBIE B XO/1 JICKIIMOHHBIX 3aHSATHM, a TAKXKE
chopMupoBaTh MPaKTHUECKUE HABBIKK MOJATOTOBKHU B oOmactu JJOVY.
CamocrtosTenbHass paboTa CTyA€HTa B TMPOIECCE OCBOCHUS JTUCIUILIAHBI
BKJIIOYAET:
-U3y4YEHHE OCHOBHOM U JONOJHUTEIBHON JINTEPATYPHI 110 KYpCY;
-CaMOCTOATENILHOE M3YyUYE€HHE HEKOTOPHIX BOMPOCOB (KOHCIIEKTUPOBAHUE);
-paboTy ¢ JIEKTPOHHBIMU yU€OHBIMU PECYpPCAMU;
-U3y4YEHHUE MATEPUAIIOB MIEPUOINYECKOM I1I€YaTH, UHTEPHET PECYPCOB;
-IIOATOTOBKY K TECTUPOBAHHUIO;
-MIOATOTOBKY K MPAKTUYECKUM 3aHITHUSIM,
-CaMOCTOSTEIIbHOE BBITIOJIHEHHUE JOMAITHUX 3a1aHUN,
-TIOAITOTOBKY pedepaTa (10KIana, 3cce) Mo OAHOM U3 mpobiem Kypca.
Ha camocTosiTeJIbHYI0 padoTy CTYyAeHTOB OTBOAMTCSI 48 yac. yueOHOTro BpemeHnu (B
T.4. Koncyabranmum — 8 yacos).
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No HaumenoBanune [epeuenp y4eOHO-METONNUECKOTO OOECTICUEHHS AUCIIMILUINHBI 110
- paznena, Temsl, Buaa CPC BBITIOJTHCHUIO CAMOCTOSTEIEHOW PabOThI
1 2 3
Pazgen 1. 1. Illysanoma, H.H. JlokymMeHTalMoHHOE OOECIEUEHNE YIIPABICHHUS !
JloxymMeHTHpOBaHHKE yIeOHHUK M MPAKTHKYM UL CPEAHEro HpodecCHOHaIbHOro obpa3oBaHms /
Tema 1.1. H. H. lllyBanoBa. — 2-¢ 3. — Mocksa : Usparensctio IOpaiir, 2020. —
fg:cﬁtzg;?:“o“ﬂoe 265 c. — (Ilpodeccuonanproe obpasopanue). — ISBN 978-5-534-00088-

ynpaBJieHHs: OHSITHE,
cojiepkaHue U 3TAMbI
pa3BUTHA

7. — TekcT: DNCKTPOHHBIA  // [caiiT]. —
URL: https://urait.ru/bcode/451067

2. KazakeBnu, T.A. JlokyMeHTalMOHHOE oOOecCIeYEeHHE YIPABJICHUS :
Y4COHUK M MPAKTHKYM JUIS CpeIHero npodeccHoHanbHOro obpasoBanust /
T. A. Kazakenu, A.U. Tkamma. — 2-e¢ m3A., UCOp. W A0om. — MOCKBa :
WznarensctBo  [Opaitr, 2020. — 177c.—  (IIpodeccrnonansHoE
oOpaszoBanme). — ISBN 978-5-534-06291-5. — TekcT : 3NMeKTpOHHBINH //

OBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/452800

OBC  IOpaiit

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

1. IlysanoBa, H.H. JlokymeHTannoHHOE oOO€CICUCHUE YIIPABICHUA !
Y4eOHUK M MPAaKTHKYM JUIS CpeIHero mnpodgeccuoHansHoro odpasoBanust /
H. H. lllyBanoBa. — 2-e u3n. — Mocksa : U3garensctBo FOpaiit, 2020. —
265 c. — (IIpodeccuonansroe obpazopanue). — ISBN 978-5-534-00088-
7. — Tekcr: osnektponusiii //  OBC  Opaiir
URL: https://urait.ru/bcode/451067

2. KazakeBnu, T.A. JIoKyMEeHTallMOHHOE oOOecCIeYeHHE YIPABICHUS :

[caiiT]. —

VIEOHHUK M MPAKTHKYM JUIS CPeIHero npodeccHoHanbHOro obpasoBanust /
T. A. KazakeBuu, A. U. Tkanuu. — 2-¢ u3n., wcnp. u jpomn. — Mocksa :
WznatenpctBo  [Opaitr, 2020. — 177c.—  (IIpodeccrnonansHOE
obpazoBanue). — ISBN 978-5-534-06291-5. — Texkct : anekTpoHHbIi //
OBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/452800

Pazgen 2.

Opranuszanus padoTsl ¢
HOKyMeHTaMu

Tema 2.1.
JloKyMeHT0000poT

1. IlysanoBa, H.H. JloxymeHTannmoHHOEe oOO€CICUCHUE YIIPaBICHUA !
VIeOHUK M MPaKTHKYM JUIS CPeIHEro mpodeccHoHanmbHOro obpasoBanust /
H. H. lllyBanoBa. — 2-e u3a. — Mocksa : M3natensctBo IOpaiit, 2020. —
265 c. — (IIpodeccronansHoe obdpazoBanue). — ISBN 978-5-534-00088-
7. — Tekct: omektponnsiidi // 3OBC  IOpaiit [caiit]. —
URL: https://urait.ru/bcode/451067

2. Kazakemu, T.A. JIOKyMEHTallHOHHOE OOECIICYCHUE YIIPABICHIUSA :
Y4eOHUK M MPAKTHKYM JUIS CpelHero npodgeccuoHansHoro odpasoBanust /
T. A. KazakeBuu, A. U. Tkanmma. — 2-e w34, WCmp. u A0m. — MOCKBa :
WznarenpctBo  [Opaitr, 2020. — 177c.—  (IIpodeccrnonanbHOE
oOpaszoBanme). — ISBN 978-5-534-06291-5. — TekcT : 3NMeKTpOHHBINA //
IBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/452800

Pazgen 2.
Opranuszanus padoTsl ¢
MOKyMEeHTaMH

Tema 2.2.

XpaHeHHe JOKYMEHTOB

1. HlysanoBa, H.H. JlokymeHTannmoHHOEe oOO€ECIeUCHUE YIIPaBICHUA :
VIeOHUK M MPAKTHKYM JUIS CPeIHEro npodeccHoHanbHOro obpasoBanust /
H. H. lllyBanoBa. — 2-e u3a. — Mocksa : M3natensctBo IOpaiit, 2020. —
265 c. — (IIpodeccuonansHoe obdpazoBanue). — ISBN 978-5-534-00088-
7. — Tekcr: omekrponnbii // OBC  IOpaitr [caiiT]. —
URL: https://urait.ru/bcode/451067

2. KazakeBnu, T.A. JIokyMeHTalMOHHOE oOOeCIeYeHHE YIPABICHUS .
Y4EOHUK M MPAKTHKYM JUIs CpeIHero mnpodeccuoHanbHoro obpasoBanust /
T. A. KazakeBuu, A. U. Tkanmmu. — 2-e u3a., ucmp. u Aom. — MOCKBa :
WznatensctBo  Opaiit, 2020. — 177 c.—  (Ilpodeccnonansuoe
oOpazoBanue). — ISBN 978-5-534-06291-5. — Tekct : 35eKTpOHHBIH //
IBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/452800

Pasnen 2.

1. Illysanoma, H.H. JlokymeHTanmoHHOEe oOecrieueHne YIpPaBICHHUS !
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Opranu3anusi padoTsl ¢ YUEOHHK M MPAKTUKYM ISl CpeHero npodeccuoHansHoro oopasosanus /

AOKYMCHTaMH H. H. lllyBanoBa. — 2-e u3a. — Mocksa : U3natenscto HOpaiit, 2020. —
Tema 2.3. 265 ¢. — (IIpodeccuonansuoe obpasopanue). — ISBN 978-5-534-00088-
Ocobennocrn padoTsi ¢ 7. — Tekct: omektponnenidi // OBC  IOpaiit [caiiT]. —

o0pameHAMH I'PAKIAH U . . .
R URL.: https://urait.ru/bcode/451067

I0KyMeHTaMu 2. Kasakenu, T.A. JIoKyMeHTallMOHHOE OOeClEeYeHHE YyNpPaBJICHHU
VIEOHUK M MPAKTHKYM JUIS CPEIHEro MpodeccHoHanbHOTo 06paszoBanust /
T. A. Kazakenu, A.U. Tkanmma. — 2-e¢ w34, ACOp. W A0m. — MOCKBa :
WznarensctBo  [Opaitr, 2020. — 177c.—  (IIpodeccrnonansHoE
oOpaszoBanue). — ISBN 978-5-534-06291-5. — TekcT : 31MCKTPOHHBIH //
OBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/452800

Kpome mepedncieHHBIX HCTOYHHKOB  CTYACHT MOXET  BOCIOJB30BaThCA
MOMCKOBBIMU CHCTEMaMU CeTH MIHTepHEeT 1o TeMe caMOCTOATEIbHOM pabOTHI.

JIsist OCBOEHMSI TaHHOW JAMCUMUIUIMHBI U BBITIOJTHEHUS TPEIYyCMOTPEHHBIX YUeOHOMH
porpaMMOl Kypca 3aJJaHui 10 CaMOCTOSITENIbHON paboTe CTYIEHT MOXKET UCIIOIh30BaTh
cienyrouiee y4eOHO-METOAMYECKOe OOecleueHue: METOAMYECKHEe PEKOMEHIaluu
IpenojaBaTesis K JICKIIMOHHOMY MaTepHaly.

Havanom opranmzamuu 000l  caMOCTOSITENIbHOM paboOThl  JTOJDKHO — OBITH
NPUBUTHE HABBIKOB M YMEHUN I'paMOTHOM paboOThl ¢ y4eOHON M HayYHOU JTUTEPATypOH.
OTOT mpolecc, B MEPBYID Oyepelb, CBSA3aH C HAXOXKJACHHEM HEOoOXOIUMOM s
YCHEIIHOTO OBJaJCHUs yuyeOHbIM MaTepuajoMm JutepaTypoil. CTyAeHT OJDKEH YMETh
MOJIB30BaThCs GOHAAMHU OMOJIMOTEK U CIIPABOYHO-OMOIHOTpaPUISCKUMH U3TaHUSIMHU.

CryaeHTbl JUIsl MOJIHOLEHHOTO OCBOECHMSI y4eOHOro Kypca JOJIKHBI COCTaBISATh
KOHCTIEKTHI KaK MW MPOCITYIIUBAHUHM €r0 TEOPETHYECKOW (JIEKIMOHHON) YacTh, TaK U
[P MOATOTOBKE K MPAKTHYECKUM 3aHATUSM. JKenareabHO, YTOOBI KOHCIIEKTHI JICKITUI
3aMKMCHIBAJIUCH B JIOTMUECKON MOCIEA0BATEIbHOCTH M3yY€HUsl Kypca U COJEpKallUCh B
OJHOM TETpau.

Jlist OCBOEHMSI TaHHOW JAMCUUIUIMHBI U BBIMOJIHEHUS TPEIyCMOTPEHHBIX YUeOHOM
IpOorpaMMoM Kypca 3aJJaHuil 10 CaMOCTOSITENIbHOM paboTe CTYJIEHT MOXKET UCIIOIb30BaTh
cienyromiee yaeOHO-METOIMYECKOe 0OecTieueHue:

-METOINYECKIE PEKOMEHIAINH MTPETIOIaBaTeNs K JIEKIIMOHHOMY MaTepUay;

-METOJIMYECKUE PEKOMEHAIMHU MpernojaBaTess K MpakTHYeCcKuM (J1abopaTOpHBIM)
3aHATHSM;

-METOJIMYECKIE PEKOMEHIAIMH TPEIO0IaBaTeNsI K BHIMOJIHEHUIO CaMOCTOSTEIBHBIX
JIOMAIIHUX 33JJaHHI.

Hauganom opranuzanuu 1000# caMOCTOSTENIbHON PaboThl JOKHO OBITH TPUBUTHE
HaBBIKOB M YMEHHUH TI'PaMOTHOM paboOThl ¢ y4eOHOW M HaydyHOM JIMTEpaTypol. ITOT
npouecc, B MEPBYI0 OYepelb, CBSI3aH C HAXOKJICHHEM HEOOXOJUMOU ISl YCHEIIHOTO
OBIIAICHUSI Y4€OHBIM MaTepHasioM JuTepaTypoi. CTyIeHT JAOIKEH yMETh MOJIb30BaThCs
doHmamMu GUOIMOTEK U CIIPABOYHO-ONOIMOrpadUuecKuMU U3AaHUSIMU.

CryneHTbl ISl MOJHOLIEHHOTO OCBOEHUSI y4yeOHOro Kypca JOKHBI COCTaBIATH
KOHCTIEKTBI KaK MPH MPOCITYIIMBAHUHA €r0 TEOPETUYECKOW (JICKIIMOHHOW) YacTH, TaK U
IpU MOATOTOBKE K MPAKTHYECKUM 3aHATUAM. JKemarenbHO, 4TOOBI KOHCIIEKTHI JIEKIUN
3aMUCHIBAJINCHh B JIOTHYECKOW MOCIIEAOBATEIbHOCTH U3YyUYEHHsS] Kypca U COACPKAIUCH B
OJIHOM TeTpau.
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3. OBPA3OBATEJ/IBHBIE TEXHOJIOI'HHN

Jis  peanuzanMu  KOMIETEHTHOCTHOTO  TOJAXOJa  IpeaycMaTpuBaeTcs
UCIIOJIb30BaHUE B Y4eOHOM MpOIIECCe AKTHBHBIX U MHTEPAKTUBHBIX (POPM MPOBEICHUS
AyIUTOPHBIX W BHEAYAUTOPHBIX 3aHATUH C 1ENbl0 (QOPMUPOBAHUS U PA3BUTHS
poQeCCHOHATBHBIX HABBIKOB 00 YJaIOLIUXCSI.

B nmpomecce mnpenogaBaHusi MPUMEHSIOTCS 00pa30BaTEIbHBIE TEXHOJIOTHH
Pa3BUTHUSL KPUTHUUECKOTO MBIILICHUS.

B yueGHoM mpouecce Hapsay C TPaJUMIMOHHBIMUA  00pa30oBaTeIbHBIMU
TEXHOJOTUSIMA  HCIIOJIB3YIOTCSI ~ KOMIBIOTEPHOE  TECTUPOBAHUE,  TEMaTUYECKUE
Ipe3eHTAIH, UHTEPAKTUBHBIE TEXHOJIOTHH.

3.1 O6pa3oBaTejibHbIE TEXHOJOTHH NP MPOBEICHUH JTeKIIHIi

Buns! npumeHseMbIx 00pa30BaTEIbHBIX Ko

Ne Tema .
TEXHOJIOTUH
Jac
1 2 3 4
1  [[loHsiTHE NOKyMEHTallMOHHOTO 00ECIEYeH s yIpPaBICHHs Ay/IMOBU3yalIbHAs TEXHOIOTHS, 4

HpO6J’I€MHO€ H3JIOKCHHUC

JIOKYMEHTHI U TOKyMEHTHPOBAaHUE
2 AynnoBuzyasibHasi TEXHOJIOTHS, 4
aKTUBHOE 00yueHue

'YHUQUKAINSA ¥ CTaHIAPTH3AIUS JOKYMEHTOB.

3 v TexHonorus pa3BUTUsL KpUTUUECKOTO 4*
HU(HUIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIINT
MBIIICHUS Yepe3 UTCHUE U MUCHMO

YaupunupoBaHHas CHCTEMa OpPTraHU3aILMOHHO-

4 pacropsmTensHO tokymentauun (YCOPJT). TexHoyorHs pa3BUTHA KPUTHUECKOTO 4*
Dopmyisip-o0pasen; OPJI. PexkBU3UTHI U GIIaHKK MBIIUICHAS HEPE3 YTEHNE U TUCHMO

5 [MpaBuna oopmileHNs] OCHOBHBIX BUIOB 4
OpPraHu3allMOHHO-PACIIOPAAUTEIBHBIX JTOKYMCHTOB. IIpoGneMHoe u3NOkKEHHE
[paBuna ohopMiIeHHS U BbIIAYH KON JTOKYMEHTOB

6 Ciryx6a TOKyMEHTalMOHHOTO 00ecTieueH s yIpaBIeHHs 4%

Jlexnus-aucKyccHs

Opranusanys npuemMa, pacCMOTPEHUsl, pETUCTPALUY 1
7 HMCHIONHEHHS TOKyMEHTOB TexHoorus pasBUTHA KPUTHYECKOTO 4*

MBIIIIJICHUA 4€PE3 YTCHUE U TUCBMO

WNudopmannonHo-cipaBouHast padora. Kontpons
MCIIOJTHCHUA TOKYMCHTOB. OpFaHI/I?)aHI/IOHHaH OTIIpaBKa HH‘IHOCTHO-I{CHTCHBHOCTHO@ O6y‘-IeHI/Ie
HCXOOAINX TOKYMEHTOB

OpFaHI/IBaIII/IH OIICPATUBHOI'O XpaHCHHUA JOKYMCHTOB.

9 H 4
OMEHKJIaTypa Aei Jlexuust - nuckyccust

DKCTepTH3a EHHOCTH TOKyMeHTOB. [ToAroToBKa Aei K

10 [apXMBHOMY XPaHEHHIO 4*
P yxp PaszBuBatomee o0yueHme

Opranuzanus paboTsl ¢ 00paeHUSIMH TPaKIaH AynnoBu3yanbHas TEXHOJNOTHS,
MpoOIeMHOE H3TIOKEHHE C
MIpUBJICYEHUEM CIIeIHaINCTa™

11 2%
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Opranuzanus paboTsl ¢ JOKYMEHTaAMH, UMEIOITUMH TPUP
12 OrpaHUYEHHUs NOCTyIa K HUM Ay,Z[I/IOBI/I?:yaJ'H)Ha}I TCXHOJIOT' U4, 4
poOIIeMHOE U3TIOKECHHE
Wroro mo xypcy| 48
B TOM UYHCJIC HHTEpaKTHBHOE oOyueHne™  28*
3.2 Oﬁpa30BaTeJILHLIe TEXHOJOTUH NMPH NMPOBEACHUHU NNPAKTHYECCKUX 3aHATHI
Ne | Tema 3ansartus Buns! npuMeHIeMBIX 00pa30BaTeIbHBIX Kom.
TEXHOJIOTUI qac
1 |JloxyMeHTHI U JOKYMEHTHPOBaHUE JenoBast urpa, pa3dop KOHKPETHBIX CUTYaLUH, 4
TPYMIIOBBIE TUCKYCCUH.
2 | Yau¢ukanus u cTaHzapTH3anus JOKyMeHTOB. | JlenoBast urpa, pa300op KOHKPETHBIX CUTYaLHi, 4
YHHUUUMPOBaHHBIE CUCTEMBI JOKYMEHTAI[N IPYIIIOBEIE TUCKYCCHHL
3 | YHu¢punupoBaHHas CHCTEMa OPraHM3alMOHHO- | /lenoBast urpa, pa300op KOHKPETHBIX CUTYaLUH, 6*
pacnopsiautensHoii fokymentawun (YCOP). | rpynmosie guckyccum.
Dopmyisip-oopazen OPJI. PekBu3uThl U OaHKU
4 |IIpaBuna oOpMIICHUS OCHOBHBIX BHJIOB JenoBast urpa, pa3dop KOHKPETHBIX CUTYaLUH, 6*
OpraHrU3alfMOHHO-PACIIOPATUTECIBHBIX TPYIIIOBBIE TUCKYCCHH.
JIOKYMEHTOB.
5 |IIpaBuia oopMIIEHHS U BBIIAa9d KOIIHH JenoBas urpa, pa300p KOHKPETHBIX CUTYyalluil, 4
AOKYMEHTOB TPYIIIOBBIE JUCKYCCUU.
6 |Cnyx0a JOKyMEHTAI[MOHHOTO 00eCeYeHUs! JHenoBas urpa, pa300p KOHKPETHBIX CHTYyallnH, 4
YIpaBJICHUA TPYIIIOBBIE JUCKYCCUU.
7 | OprasHuzanus npreMa, pacCMOTPEHHUS, Henoas urpa, pa300p KOHKPETHBIX CHTYyallnH, 6
perucTpanvu U UCTIOJIHEHUSA JOKYMCHTOB TPYIIIOBBIE TUCKYCCHH.
8 |MudopmannoHHO-cripaBoyHas padora. HenoBas urpa, pa300p KOHKPETHBIX CHTYyaIllH, 4*
KOHTpOHB HCHOJIHCHUSA TOKYMEHTOB. TPYIIIOBBIE TUCKYCCHH.
Opranu3annoHHas OTHPaBKa UCXOSAIINX
JIOKYMEHTOB
9 | Oprasuzaius onepaTUBHOTO XpaHEHHS JHenoBas urpa, pa300p KOHKPETHBIX CHTYyaIlnH, 4
JAOKYMCHTOB. HOMCHKHaTypa pa(SA) | TPYIIIOBBIE JUCKYCCHUU.
10 |OxcnepTH3a IEHHOCTH JOKYMEHTOB. JHenoBas urpa, pa300p KOHKPETHBIX CHTYyaIllH, 4
HO}IFOTOBKa JCJI K apXUBHOMY XPaHCHUIO TPYIIIOBBIE TUCKYCCHHU.
11 |Opranuszamms paboTsl ¢ oOpamieHusIME Tpaxaad | [lemoBas urpa, pa300p KOHKPETHBIX CHTYyallnH, 2
TPYNIOBBIE TUCKYCCUH.
12 | Opranuzanus paboTsl C TOKyMEHTaMH, M 4
HMEIOLIMMH P OrpaHUYEHUsI JOCTYIa K HUM
Hroro 1o Kypcy 52
B TOM YHCJI€ HHTEPAaKTHBHOE 0OyueHne™ 16*
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4. YCJIOBUSA PEAIN3ALIUUA ITPOTI'PAMMBI TUCHUTIJIMHBI

4.1 MarepuajbHO-TeXHHYecKass 0a3a, HeoOXoauMmasi Uil OCYyUIeCTBJICHUS
o0pa3oBaTeIbLHOIO NMpoLecca Mo JUCIHUILINHE

Peanuzanus  yuyeOHOW ~ AMCUMIUIMHBI ~ OCYHIECTBIISIETCSI B CIELHUAIBHO
000pyI0BaHHOM KaOWHETE.

Ob6opynoBanue yueOHOro KaOuHeTa:

W HTEepaKTUBHBIN JKpaH; KOMIIBIOTED; MYJIbTUMEIUAIIPOEKTOD; CTON

KOMIIBIOTEPHBIN; yuyeOHas MeOelb; HarjsAHble MocoOus; y4eOHO-MeTOIUYECKue

MaTepuabl; BBIXOJ B UHTEPHET.

4.2 IlepevyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecredeHus!

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

2. Adobe Acrobat Reade; (iuren3us -
https://get.adobe.com/reader/?loc=ru&promoid=KLXME)

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

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

5. FreeCommander; (numen3us -
https://freecommander.com/ru/%d0%bb%d0%b8%d1%86%d0%b5%d0%hbd%d0%b7%d
0%b8%d1%8f/)

6. Google Chrome;(uuen3us -
https://www.google.ru/chrome/browser/privacy/eula_text.html)

7. LibreOffice (B cBoO0OaHOM J10CTYIIC);

8. MozillaFirefox.(;muuensus - 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 JUCHUIIIUHBI

5.1 OcHoBHasi IMTEpaTypa

1. Kopnees, U. K. [lokymeHTannoHHoe obecrieueHue yrpaBieHHs : YYEOHUK U
OpakTUKyM s cpenHero mpodeccuonansHoro obOpaszosanusi/ U. K. Kophees,

A. B. ITmenko, B. A. MamypreB. — 2-¢ wu3a., mnepepad. u jgon. — Mocksa :
MzmarensctBo  Opaiit, 2020. — 384 c.— (IIpodeccronanbHoe o0Opa3oBaHUE). —
ISBN 978-5-534-05022-6. — Teker : oanektponHsid // OBC HOpait [caiiT]. —

URL.: https://urait.ru/bcode/453688
5.2 lonoJiHUTE/ILHAS JIUTEPaTypa

1. Noponuna, JI. A. JlokymeHTaIlmoHHOE OOECTICUCHUE YIPaBICHUA : YUCOHUK U
MpaKTUKyM [JIsi  cpenHero mnpodeccuoHanbHoro obpaszosanusi/ JI. A. JlopoHuHa,
B. C. UputukoBa. —  MockBa:  M3marenbctBo  FOpaiir, 2020. — 233 c. —
(ITpopeccmonanpHoe  oOpazoBanue). —  ISBN 978-5-534-05783-6. —  Tekcr
anexktpouusiii // IBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/453767

2. Abymanze, JI. I'. JlokyMeHTaIllMOHHOE OOCCIICUCHHE YIIPABICHUS TIEPCOHATIOM :
YU4eOHHMK W TPaKTUKyM Ui CpPeAHero  mpodeccHoHaibHOro  oOpa3oBaHus /

J.T. Abymamze, UW.b. Bempsokkuaa, B. M. MacnoBa. — MockBa : HM3maTenbcTBO
FOpaiir, 2020. — 299 c. — (IIpodeccuonanproe obOpazoBanue). — ISBN 978-5-534-
01543-0. —  Teker : oamektponusiii // DObC  IOpaiit  [caiiT]. —

URL.: https://urait.ru/bcode/452443

3. lllyBanosa, H. H. JlokyMeHTanmoHHoe obecrieueHue yrnpaBieHus : y4eOHUK U
NPaKTUKYM Ui cpenHero mpodeccuonanpHoro obpazosanus / H. H. IllyBanoBa. — 2-e
u3l. — MockBa : MsparensctBo FOpaiit, 2020. — 265c. — (IIpodeccuonanpHoe
oOpazoBanue). — ISBN 978-5-534-00088-7. — Texkct : anexktponHsiit // OBC Opaiit
[caiiT]. — URL.: https://urait.ru/bcode/451067

4. Kysnenos, 1. H. JlokymeHTanimonHoe obecrieueHne ynpaBieHus MepCOHAIIOM !
YU4eOHMK W TPaKTUKyM Ui CpPeAHero  mpodeccHoHaibHOro  oOpa3oBaHus /
U. H. Ky3nenioB. —  MockBa :  UznatensctBo  IOpaiir, 2019.— 521 c. —
(ITpodeccuonanvuoe  obpazoBanme). — ISBN 978-5-534-04451-5. —  Tekcr
anektponHsiii // IBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/444432

5.3. llepuoguyeckue U3IaHUA

1. ApxuB HoOMepoB kypHana «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. Cobpanue 3aKOHO/1aTEILCTBA Poccuiickoit Ddenepanuu URL.:
http://www.szrf.ru/szrf/index.phtmI?md=0

5. Poccuiickas  razera. OdunmanbHoe  u3manue  [IpaButensctBa  PO.
URL:https://rg.ru/

6. [TapnamenTckas razera. URL: https://www.pnp.ru/
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5.4. Ilepeyenb pecypcoB HHPOPMANUOHHO-KOMMYHHMKAIIMOHHON CeTH
«HHTEepHEeT», HEOOXOAUMBIX VISl OCBOCHUSA M CHHUILTHHBI

1. OBC «YuuBepcuterckas OuOmmoreka ONLINE» [yueOHble, HaydHBIC
3/1aHUs, TIEPBOMCTOYHHKH, XYIOXKECTBEHHBIC MPOU3BEACHUS PA3IUYHBIX H3/IATEIbCTB;
KypHalbl; MyJbTUMEIUNHHAsA KOJUIEKIMS: ayJUOKHUTH, aynuogaiiabl, BUIEOKYPCHI,
MHTEPAKTUBHBIE KYpPChI, 3KCIPECC-NIOATOTOBKA K 53K3aMEHaM, IpPE3€HTalUU, TECTHI,
KapThl, OHJIAMH-3HIIUKIIOIIE IUH, CJIOBapH | : CaWT. — URL:
http://biblioclub.ru/index.php?page=main_ub_red.

2. OBbC uznarensctBa «JlaHb» [ydeOHbIE, HAy4YHbIE WU3/AaHUS, TIEPBOUCTOUYHUKH,
XYyJ0’)KECTBEHHbIE MPOU3BEIACHUS Pa3IMYHbIX H3aTENbCTB; >KypHaubl] : calT. — URL:
http://e.lanbook.com.

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

4. 9BC «Znanium.com» [yuyeOHbIE, HAYYHbIE, HAYYHO-TIOMYJISIPHbIE MAaTE€PHAJIbI
pa3IMYHbBIX U31aTENIbCTB, )KypHaib] : 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 EctecTBo3HaHUsSI [[IOTHOTEKCTOBBIM pecypc CBOOOTHOTO
nocrymna)] : caidt. — URL: https://www.monographies.ru/.

7. Hayunas osnekTpoHHass OubOinuoTeka crared u nyOnukanuii «eLibrary.ruy
[poccuiickuii HHOOPMAIIMOHHO-aHAIMTUYECKUN MOPTall B 00JIACTH HAYKH, TEXHOJOTHH,
MEIUIIMHBI, 00pa3oBaHus; OOJbIIAas YacTh M3JaHUN — CBOOOJHOTO JOCTyMa| : CauT. —
URL: http://elibrary.ru.

8. ba3bl nannbix komnanuu «Mct Beio» [paznmen: Ilepuoguyeckue uznanus (Ha
PYCCKOM SI3bIKE€) BKJIIOYAET KOJUICKIMU: M3aanust mo oOIIeCTBEHHBIM M TYMaHUTAPHBIM
HaykaMm; M3pganus mo meparoruke W oOpasoBaHuio; M3gaHus mo MHPOpMaUMOHHBIM
texHojorusiM; Cratuctuueckue wuzaanus Poccum m crpan CHI'] : caiit. — URL:
http://dlib.eastview.com.

9. KubGepJlennnka : Hay4Has AJEKTpOHHas OMONHMOTEKa [HAay4HbIEC >KypHAJIbI B
HOJTHOTEKCTOBOM popmate cBoOoHOTO goctyna] : caT. — URL: http://cyberleninka.ru.

10. EnuHoe okxHO jgocTyma K oOpa3oBaTelbHBIM pecypcaMm @ (QenepaibHas
uH(OpMAIIMOHHAs CUCTEMa CBOOOAHOTO JIOCTYNAa K HHTErPalbHOMY  KaTaJloTy
00pa3oBaTeNbHBIX HMHTEPHET-PECYPCOB M K OJJIGKTPOHHOW Oubimoreke ydeOHO-
METOJIMYECKUX MaTepuajoB MJisi BCeX ypOBHEH oOpa3oBaHUs: JONIKOJIbHOE, obllee,
cpenHee mpodeccHoHambHOE, BBICIIEE, JAOMOJHUTENTbHOe : caWt. — URL:
http://window.edu.ru.

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

12. OdpunuansHplii UHTEPHET-TIOPTAT MPaBoBO MHpopManuu. ['ocynapcTBenHas
cUcCTeMa MPaBoOBOM MHGOPMAITUH [TOJTHOTEKCTOBBIN pecypc CBOOOIHOTO IOCTyMa] : CaWT.
— URL: http://publication.pravo.gov.ru.
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13. DHuukiIoneanym [ DHIIMKIIOTIE TN, CrnoBapu. CnpaBOYHUKH
MOJIHOTEKCTOBBIN pecypc cBoboanoro nocrynal / ObC «YHuBepcuteTckas 0MbamoTexa
ONLINEY : caiit. — URL.: http://enc.biblioclub.ru/.
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6. METOANYECKHUE YKA3AHUA IS OBYYAIOLIUXCA
11O OCBOEHMHIO JUCIUAIIJIMHBI

HucuumivHa «JlokyMeHTallmoHHOe oOecrieueHrne YIpaBlICHUS» HallelieHa Ha
dbopmupoBanne NpPo(ECCHOHANBHBIX  KOMIETEHIUM, TAKUX  KaK  OCYILECTBJICHUE
MpoQeCCHOHATBHOTO TOJKOBAHUSI HOPMATUBHBIX MPABOBBIX aKTOB JIJIsl peaiu3alliu IpaB
rpaxaad B cepe MEHCHOHHOTO O0ECIEUYEeHHs] U COLMAIbHOM 3allUThl; OCYIIECTBICHUE
npueMa rpaxkJaH MO BOIMPOCaM IMEHCHOHHOTO OOECTEeUYEeHHUS U COLMAIbHOW 3allUThI;
paccCMOTpEeHHE TaKeTa JOKYMEHTOB /I Ha3HAY€HUs MEHCUM, MOCOOW, KOMIEHCAIUH,
JpPYrUX BBIIJIAT, a TaKKEe MEp COLUUAIBHOW NOMJECPKKHA OTACIBbHBIM KaTErOpHUsM
rpaXJaH, HYXIAIOIMMCS B COLMAJIbHOW 3allIUTE; OCYILIECTBICHHE YCTAHOBJICHUS
(Ha3HaueHus, Tiepepacuera, NepeBoAa), HUHIEKCAIMd U KOPPEKTUPOBKH TEHCHIA,
Ha3HA4YCHUS TMOCOOWM, KOMIEHCAMd W JPYruX COLMAIbHBIX BBIIJIAT, HCIOJIb3Ys
UH(OPMAIIMOHHO-KOMITBIOTEPHBIE ~ TEXHOJIOTHH; KOHCYJIbTHPOBAaHHWE TpaxaaH U
MpeACTaBUTENEH OPUIUYECKUX JIMIl IO BOMPOCAaM IEHCHOHHOTO OOeCIeueHUusl |
COLIMAIbHOM 3aLUTHI.

OOyueHne CTYIEHTOB OCYILECTBISETCS MO TPATUIIMOHHON TEXHOJOTUHU (JIEKIIUH,
MPAKTUKHU) C BKJIIFOUEHUEM UHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKH 3pE€HHSI UCHOJIB3YEMBIX METOJIOB JIEKIIMU MOJAPA3AEISAIOTCS CIEAYIOIIUM
obpazom: HHPOPMAITMOHHO-OOBSICHUTENbHASL JICKIUs, ITOBECTBOBATENIbHAS, JICKIUS-
Oecema, mpobOIeMHas JICKITUS U T. 1.

YcrHoe — u3noxkeHuWe ~— ydeOHOro - Marepuana @ Ha  JIGKIIUM  JOJDKHO
KOHCHEKTUpOoBaThcs. CllylmaTh JEKIUIO HY>)KHO YMETh — MOJJIECPKUBATh CBOE BHUMAHHUE,
MOHATh M 3allOMHUTH YCIBIIIAHHOE, YJIOBUTH May3bl. B mpouecce H3I0KEHUS
MPENoIaBaTeieM JIEKIUU CTYJIEHT JOJKEH BBIICHUTh BCE HEMOHATHBIE BOIPOCHI.
3anuceiBaTh COJEp)KaHUE JICKIIMM HYXHO 0053aTeIbHO — 3alldCh  MOMOTaloT
MOJ//ICPKMUBATh BHUMAaHHUE, CITIOCOOCTBYIOT MMOHUMAHUIO U 3alIOMUHAHUIO YCJIBIIIAHHOTO,
NPUBOJUT 3HAHWE B CHUCTEMY, CIYyXaT OINOpOW aisi mepexoaa kK Oosee TIIyOOKOMY
CaMOCTOSITEIbHOMY U3YyUYECHUIO MPEIMETA.

Mertonnueckrue peKOMEHIAIUHU 110 KOHCIEKTUPOBAHUIO JICKIUI:

— 3aIUCh JIOJDKHA OBITH CHCTEMHOM, MPEACTABISITH COOON COKpAIIEHHBIN BapUaHT
JeKIuu TpenogaBaTens. Heobxomumo ciymarh, 00ayMbIBaTH W 3alUCHIBATh
OJHOBPEMEHHO;

— 3amuch BeAETCS OYeHb OBICTPO, UYETKO, MO BO3MOXXHOCTH KOPOTKHUMU
BBIPXKECHUSIMU;

— HE TMpeKpaiias Ciylmarh IMpenojaBaTess, HYXHO 3alllChiBaTh TO, 4YTO
HEOOXOAMMO yCBOUTh. Henb3s 3amuchiBaTh cpa3y JK€ BBICKa3aHHYIO  MBICIh
MpEIoaBaTes, CleayeT €€ MOHIATh U MOCJE 3TOr0 KpaTKO 3alucaTh CBOMMH CIIOBaMU
WIN CJIOBaMU mpernonaBatens. BaxkHo, 4ToObl B Hell He ObLT MOTEPSTH OCHOBHOM CMBICI
CKa3aHHOTO;

—MMEHA, JaThl, HA3BaHUS, BBIBOJIbI, OIIPEACIICHUS 3aMUChIBAIOTCA TOYHO;

—cienyer oOpaTUTh BHUMaHHe Ha odopmiieHHe 3amucu JeKIuu. s Kaxaoro
npeaMeTa 3aBOAMTCSA oOmas Terpaab. OTIMYHBIM OT OCTaJbHOTO I[BETA CJEIYEeT
BBIJICTIATh OTACIBHBIC MBICIM M 3arojOBKH, COKpallaTh OT/ACJIbHBIE CJIOBA U
MPEJIOKEHUs, HWCIIOJIb30BaTh YCIOBHBIC 3HAKH, OYKBBI JIATHHCKOTO M TPEYECKOTO
anaBUTOB, a TAaKXKE HEKOTOPBIC MTPUEMBI CTEHOTPAPUIECKOTO COKPAIIEHUS CJIOB.

[IpakTrueckue 3aHITUS TO JUCHUIUIMHE «JlOKyMEHTallMoOHHOE oOecreyueHne
YIPaBIICHUSD MTPOBOJATCS B OCHOBHOM IO CXEME:
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-YCTHBI OINpPOC MO TEOpUM B Hayaje 3aHATUS (0OCYXKIEHHE TEOPETUYECKHX
pOOJEMHBIX BOIPOCOB IO TEME);

-paboTa B rpymnmnax no pa3pelieHuIo pa3InyHbIX CUTYyalluil TI0 TeME 3aHSTHS;

-pelieHne NpakTUYeCKUX 3a71a4 UHIUBUAYAIbHO;

-II0JIBEJICHUE UTOTOB 3aHATHS (MU pediekcus);

-UH/MBHUlyaJIbHbIE 3aJaHMs Ul TOJATOTOBKM K CIEAYIOUIUM IPAKTUYECKUM
3aHATUSAM.

Llenp mpakTUYECKOro 3aHATHUS - HAYYUTh CTYACHTOB MPUMEHSATh TEOPETHUECKHE
3HAHU NIPU PELICHUH NPAKTHYECKHUX 3a]]a4 Ha OCHOBE PEAJIbHBIX JIAHHBIX.

Ha npaktudeckux 3aHATHAX IpeoOIaiaoT CIeyIoue METOIbL:

-BepOasibHbBIC (TTpeobIagaromUM METOIOM JOJIKHO OBITh OOBSICHEHNE);

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

BaxHbIM 15151 CTyJIeHTa SBIISETCS YMEHHE pAllMOHAIIBHO OJA0MPAaTh HEOOXOAUMYO
yuebHylo ureparypy. OCHOBHBIMU JIUTEPAaTypHbIMU UCTOYHUKAMH SIBJISTIOTCSI:

— oubnuoreunsie poHabl punnana Kyol'y;

— DJIEKTpOHHasg OMOJIMOTeUHas cucTteMa «YHUBEpPCUTETCKas OMOIMOTEeKa OH-
JIalHY;

— 3JIeKTpOHHAas 6ubanoreynas cucrema Mznatenscta «Jlanby.

[Touck xkHUr B OMONHOTEKE HEOOXOJMMO HAUYMHATH C W3YYEHUS] MPEAMETHOTO
Karajora U CO3/JaHMsI CIMCKA KHUT, MOCOOWH, METOAMYECKHMX MaTEepHUajioB IO TEMe
U3y4EHUSI.

[IpocMOTp KHUTH HAUWHAETCS C TUTYJIBHOTO JIUCTA, CIEAYIOIIETo Mociae 00J0KKH.
Ha HéM OOBIYHO MOMEIIAIOTCS BCE OCHOBHBIE JIaHHBIE, XAPAKTEPU3YIOUIUE KHUIY:
Ha3BaHUE, aBTOp, BBIXOJHBIC JaHHBIE, JaHHble O nepeusgaHuu u T.1. Ha oGopote
TUTYJBHOTO JIMCTA JAETCS aHHOTAlMsA, B KOTOPOW yKa3blBaeTCs TeMaTHKa BOIIPOCOB,
OCBEIIEHHBIX B KHUTE, ONpEAeNseTcs Kpyr uduTaTelield, Ha KOTOphIM OHa paccuMTaHa.
bonbiioe 3HaueHHe WMeEET NPEIUCIOBHE KHHUIH, KOTOPOE 3HAKOMHUT 4YHUTaTels C
JMYHOCTBIO aBTOPA, UCTOPUEH CO3AAHMS KHUTH, PACKPBIBAET COACPKAHUE.

[IpounTaB npeaucioBue W MOJYy4MB OOLIEEe MPEACTABICHUE O KHUTE, CIEIyeT
oOpaTtuThes K orjaBieHuto. OriaBieHue KHUTH 3HAKOMUT 00y4aeMoro ¢ CoiepKaHueM 1
JIOTHYECKOM CTPYKTYpPOIl KHHUTH, IMO3BOJISIET BHIOpATh HY)KHBIM MaTepuai JUisl U3ydeHHUs.
['on u3maHus KHUTW TMO3BOJISIET CYIUTh O HOBHM3HE Marepuana. B KHure moryt ObITh
NpUMEUYaHusi, KOTOpbIE COJEpPKAaT pazU4HbIe JIONOJHUTENbHbIE cBeaeHus. OHU
NIeYaTalTCsl BHE OCHOBHOI'O TEKCTA U Pa3bsCHAIOT OTJENbHbIE BONPOCHL. [IpenmeTHbie U
anaBUTHBIE yKa3aTeNU 3HAUMTENbHO OOJEeryaroT MOBTOPEHHE H3JI0KEHHOTO B KHHIE
Marepuana. B KOHIIE KHUTM MOXKET pacnojlaraTbCsl BCIOMOrarenbHblil Marepruai. K Hemy
OOBIYHO OTHOCATCA UHCTPYKILUH, MIPUIIOKEHHSI, CXEMBbI, CATYyallHOHHBIE 337]a41, BOIIPOCHI
JUISl CAMOKOHTPOJIS U T. 1.

JUid Jydiiero npejcTaBi€HUs W 3allOMMHAHMS MaTepHalia LeIecoo0pa3HO 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.

Yurath y4eOHUK HEOOXOJIMMO BIYMUYHBO, BHUMATEIbHO, HE MPOIMYyCKas TEKCTa,
CTapasiCh MOHATHh KaXAYI0 (Qpasy, OMHOBPEMEHHO pa3dupasi MpUMephl, CXEMbI, TAOJIUIIBI,
PHUCYHKH, IPUBEACHHBIEC B YUCOHUKE.

OaHuM M3 BaXXHEWIIMX CPEACTB, CIOCOOCTBYIOLIMX 3aKpPEIUICHUIO 3HAHMIA,
ABIIAETCA KpaTKas 3alluCh MPOYUTAHHOTO MaTepuajla — COCTABJIIEHHE KOHCIIEKTA.
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KoHcmiekT — 3TO KpaTKoe CBSI3HOE M3JIOKEHHE COACPIKAHWSA TEMBI, YUCOHHKA HIIA €ro
yacTh, 0Oe3 mnoapoOHOCTEM W BTOpOocTeneHHbIX Jnetanei. Ilo cBoell cTpykType u
HOCJIeI0BAaTEIbHOCTU KOHCHEKT JIOJDKEH COOTBETCTBOBATh IJIaHy ydeOHHKa. [loaTomy
Ba)XHO CHAayaJla COCTAaBUTH IIaH, a IOTOM IUCaTh KOHCHEKT B BUJE OTBETA Ha BOIPOCHI
wiaHa. Ecom yueOHMK pa3zenéH Ha HeOOJbIIME O3arjaBi€HHbIE YacTH, TO 3aroJOBKH
MOKHO paccMaTpUBAaTh KaK IIYHKTHI [J1aHa, @ U3 TEKCTA KaXJ0M YacTH CIEIYET 3alucaTh
T€ MBICJIU, KOTOPbIE PACKPBIBAIOT CMBICII 3ar0JIOBKA.

TpeboBaHMs K KOHCIIEKTY:

— KpPaTKOCTb, CKATOCTh, LIEIECO00PA3HOCTh KaXA0I0 3aIHUCHIBAEMOTI0 CIIOBA;

— COJIePKaTEJIbHOCTh 3aIllMCH- 3aIllMChIBAEMBIE MBICIH CIIEAyeT (OpPMYIHPOBAThH
KpaTko, HO 0e3 ymepba st cmbicia. OOBEM KOHCHEKTa, Kak IMpPaBUIIO, MEHbIIE
U3y4aeMoro Tekcra B 7-15 pas;

—KOHCIIEKT MOKET OBITh KaK IMPOCTBIM, TaK M CIOXHBIM IO CTPYKTYpEe — 3TO
3aBHUCUT OT COJIEpKAHUSI KHUTH U LEeNH e€ U3yUeHHUs.

MeTtonuueckrue peKOMEHIAalUU M0 KOHCTIEKTUPOBAHUIO:

— TPEeXJe YeM HadaTh COCTaBISATh KOHCIIEKT, HY’)KHO O3HAKOMHTBHCS C KHHTOM,
IPOYUTATh €€ CHavaia J0 KOHIIA, MOHATh IPOYUTAHHOE;

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

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

— KOHCIIEKTHPOBAaHUE BENETCSA HE C LIETbI0 UMETh ONPEACIEHHBIN 3alUCH, a JUIs
0ojiee TOJHOrO OBJAJACHUS COAECPKAHUEM H3Y4aeMOro TEKCTa, MO3TOMY B 3aIlUCAX
OTMEYaeTcss U BBIJAENAETCS BCE TO HOBOE, HMHTEPECHOE M HYXHOE, YTO OCOOCHHO
NPUBJIEKIO BHUMAHUE;

— TOCJie TOTO, KaK CJeJlaHa 3amuch cojaepxaHus mnaparpada, IJaBbl, CIeayeT
nepeunuTaTh €€, 3aTeM CHOBa oOpaliaThCs K TEKCTY M MPOBEPUTH ce0sl, MPABUIBHO JIU
U3JI0’KEHO COJEpIKaHuE.

TexHMKa KOHCTIEKTUPOBAHUS:

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

— Ha KaXJ0M CTpaHMIE CJIEBA OCTABJSAIOT MOJIS IMUPUHON 25-30 MM Jjis 3amucu
KOPOTKHX I10/13ar0JIOBKOB, KPaTKUX 3aME€UaHUi, BOIIPOCOB;

— KaX/1asi CTaHULa TETPaau HyMepyeTcs;

— JUIS TIOBBIIICHUSI YATAEMOCTH 3alMCU OCTAaBIISIIOT MHTEPBAJIbl MEXKIY CTPOKAMH,
ab3a11aMu, HOBYIO MBICJIb HAUMHAIOT C «KPACHOW» CTPOKHU;

— TpH KOHCIIEKTHPOBAHWU IIUPOKO HCIOIB3YIOT pa3MYHbIC COKpAIICHUS H
YCIIOBHBIE 3HaKHM, HO HE B yHiepO CMBICITY 3amnucaHHoOro.PekomeHmyercs NpUMEHSATH
o0mIeynoTpeOuTeNbHbIE COKpalleHHs, Hampumep: M.0. — MOXeT ObITh; TOC. —
rocyJapCTBEHHBIN; 1.0. — JOMKHO OBITh U T.J.

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

— B KOHCIEKTE He JOJDKHO OBITh MEXaHMYECKOro IepenuchIBaHUs TekcTa 0e3
NPOJYMBIBAHHUS €r0 COACPKAHUS U CMBICIIOBOTO aHAJIM3A.

Jns Hanucanust pedepara HEOOXOIUMO BBIOpaTh TeMy, COINIACOBaTb €€ C
npernojaBareiaeM, NoA00paTh HECKOJIbKO MCTOYHMKOB IO TEME, BBINOJIHHUTH AaHAIU3
MCTOYHHMKOB M0 PEIIEHHUI0 MpoOieMbl, 00OCHOBATh CBOIO TOUYKY 3pPEHUS Ha pEIICHUE
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)

HanmeHoBanMe OIICHOYHOTO
cpencTea

JlokyMeHTallMOHHOEe o0ecrevyeHne 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; TIK 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; [IK 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
MIPEnoiaBaTesieM B MPOIIECCE IPOBEACHUS MTPAKTUUECKUX 3aHATHIM, Ta00paTOpHBIX padoT,
TECTUPOBAHUS, a  TaKKE  BBIMOJTHEHUS  OOYYAIONIUMHUCS  WHIUBHUIYaTbHBIX
CaMOCTOSITEIbHBIX 3a/1aHUM.

Pedepar. Ilpoaykr caMoCTOSTEIBHON pabOTBHl CTYJIEHTa, NPEICTABISIIONTUAN
coOol KpaTKoe W3JI0KEHHE B IHCHBMEHHOM BHJE TOJYYEHHBIX PE3yIbTaTOB
TEOPETUYECKOTO aHalM3a OMPEEIICHHON Hay4dHOU (y4yeOHO-MCCIIeI0BaTeIbCKOM) TEMBI,
r7ie aBTOpP PaCKPBIBACT CYTh HCCIEAyeMOW MPOOJIEMbI, MPUBOIUT Pa3TUYHBIE TOYKH
3peHHs, a TaKkke COOCTBEHHBIE B3TJIsAbI Ha Hee.Pedepar oreHHMBAaeTCsS MO KOJIUYECTBY
00pabOTaHHBIX MCTOYHUKOB, TIyOMHE aHanu3a MpoOJeMbl, KauecTBE OOOCHOBAHMS
aBTOPCKOM MO3ULIUU, TTYyOUHE PACKPBITUSI TEMBI.

TecT. Cucrema CTaHJAAPTU3UPOBAHHBIX 3aJIaHUH, MO3BOJISIONIAs
aBTOMATHU3UPOBATh MPOIEAYPY U3MEPECHHUS YPOBHS 3HAHUW MU yMEHHUH 0O0y4aromierocs.
TecT oneHuBaeTcs MO KOJMYECTBY ITPaBUIIbHBIX OTBETOB (HE MeHee 50%).

Kpurepun oneHKH 3HAHMI CTYAEHTOB B LIEJIOM IO JMCIUILIMHE:
«OTJIMYHO» - BBICTABISAETCH  CTYAEHTY, IIOKa3aBIIEMY BCECTOPOHHHUE,
CUCTEeMaTU3UPOBAHHbIE, IT1yOOKHE 3HAHUS YYEOHON MPOrpaMMbl TUCUHUIUIMHBI U YMEHUE
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YBEPEHHO MPUMEHATh UX Ha MPAKTUKE IMPU PEIICHUH KOHKPETHBIX 3a7ad, CBOOOAHOE U
NpaBHWIIbHOE 0OOCHOBAHKE MPUHSATHIX PELICHUM;

«XOPpOII0» - BBICTABIISIETCS CTY/ICHTY, €CJIM OH TBEPJI0 3HAET MaTepuaj, rPaMOTHO
U 0 CYUIECTBY M3Jaraer €ro, yMeeT NPUMEHSTh MOJIyYEHHbIE 3HAHUS Ha MPaKTUKE, HO
JIOITYCKA€eT B OTBETE WJIM B PELLIEHUU 33]]a4 HEKOTOPbIE HETOYHOCTH;

«YAOBJIETBOPUTEILHO» - BBICTABIISIETCS CTYJICHTY, MTOKa3aBIIEMY
dbparMeHTapHbI, pa3pO3HEHHBIM XapakTep 3HAHWUW, HEJOCTATOYHO MPABHUIIbHBIC
(GopMynUpoBKM Oa30BbIX IOHATUM, HApPYIIEHHs JIOTUYECKOH MOCIEAOBATEIbHOCTH B
U3JI0KEHUU MPOTPaMMHOI0 MaTepuaia, HO IIPU 3TOM OH BJIaJIEET OCHOBHBIMH pa3JeiamMu
y4eOHOM MporpaMMbl, HEOOXOAUMBIMU IS TaJTbHENIIET0 O0yUeHUs. U MOXKET MPUMEHSITh
MOJIyYEHHBIE 3HAHUS 110 00pa3ily B CTaHAAPTHOMN CUTYalluy;

«HEYO0BJIETBOPUTEJIbHO» - BBICTABISETCS CTYACHTY, KOTOPBI HE 3HaeT
OoJbIlel YacTU OCHOBHOTO COJEPKaHUsl y4eOHOW MPOrpaMMbl TUCHUIUIMHBI, T0IyCKaeT
rpyobie ommOKku B (OPMYIMPOBKAX OCHOBHBIX TOHSTHM JUCHUIIIMHBI U HE YMEET

HCITOJIb30BATh NOJTYYCHHLIC 3HAHUA TP PCIICHUW TUITOBBIX IMTPAKTUYCCKUX 3a1a4.

7.3 OlIeHO‘{Hble CpeacTrBa 1Jid MPpoOBEIACHUS TeKyHIEﬁ arTrecranmu

Texymmii KOHTPOIIbL MOXKET MPOBOAUTHCS B hopMe:
-ppoHTaNBHEII Ompoc
-UHJVMBHUAYaJbHBIA YCTHBIA OIPOC
-IIUCbMEHHBIN KOHTPOJIb
-TECTUPOBAHUE 10 TEOPETUUECKOMY MaTepUany
-pakTUyeckas pabora
-3amuTa pedepara, scce
-3al1Ta BBINIOJHEHHOT'O 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 KouTpoabHusie
(TTMCBMEHHBIH) | IO ONpEeNEHHBIM | Pa3IHyaTh paboTsI C CHOCOOHOCTH BOIIPOCHI 110
ormpoc no | mpobiemam KOHKpETHBIE JUTEPATypHBIMU | OTIEPATUBHO U TeMaM
TeMaM MOHATHUS HUCTOYHUKAMHU Ka4yeCTBEHHO MIPUIIAraroTCs
OTBEYaTh Ha
MOCTaBJICHHBIE
BOTIPOCHI
Pedepatsr KoHTponb 3HaHMi Ornenka yMeHust Onenka HaBbIKOB | OrieHka Tembl
IO ONPENENEHHBIM | pa3In4aTh paboTsI ¢ CIOCOOHOCTH K pedeparos
npobiremam KOHKpPETHBIE JIUTEPATYPHBIMU | CAMOCTOSITEIIBHOM | IPUIIAraroTCs
MOHATHS HUCTOYHUKAMU pabore n aHaU3y
JUTEPATypPHBIX
UCTOYHUKOB
IIpaxktnyeckue | KoHnTpons 3HaHUS Onenka ymMeHus Onenka HaBbIKOB | OLeHka Temsr pabot
paboTsl TEOPETHYECKHUX paborartsb ¢ paboTsl ¢ CIOCOOHOCTH MIPUIAraroTCs
OCHOB COBPEMEHHOM BBIYMCIIUTENILHON | OEpaTUBHO U
HHPOPMATUKH H KOMIIBIOTEPHOU TEXHUKOM, Ka4eCTBEHHO
WHPOPMALMOHHBIX | TEXHUKOM, MIPUKIIaTHBIMA pemaTsb
TEXHOJIOTHA, HCTIONIb30BaTh MPOTPaMMHBIMH | TIOCTaBJICHHBIE HA
BO3MOKHOCTEH 1 BO3MOKHOCTH CpeIcTBaMHu MPAKTUIECKUX
MPUHIUIIOB BBIUUCIIUTEILHON paborax 3agauu u
HCIONb30BaHUS TEXHUKU U apryMeHTHPOBaTh
COBPEMEHHOU IPOrpaMMHOTO pe3yabTaThl
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
npoGiiemam KOHKpETHBIE aHaNM3a u OTEPaTHBHO U
MOHSATHUS CHHTE3a NpU Ka4eCTBEHHO
COIOCTaBJICHUH OTBEYaTh Ha
KOHKPETHBIX MOCTaBJICHHBIE
TIOHSITHH BOITPOCHI

HpI/IMepHLIe TECTOBBIC 3aJJaHUA NJIA TeKymeﬁ arTrecralmum.

1. HOMeHKJIaTypa A€J COCTABJSETCH B KOJTUIECTBE ... IKIEMILIIAPOB:

1) 2

2) 3

3) 4
4) 5

2. Pa0OTHUKH, OCYLIECTBJAIOIINE MpPeIBAPUTEIbLHOE PACCMOTPEHHE JTOKYMEHTOB,
MOJIy4aloT J0CTYI

1) ko Bcelt mH(bOpMAIU, TOCTYNAIONIEH B OPTaHU3ALIUIO

2) UCKJTIOYUTEIBHO K KOHPUACHIIMATLHON HH(OpPMAIIMU, TOCTYMNAIOIEH B OPTraHU3aLIUI0
3) K JorOoBOpam

4) TONBKO K MHUCbMaM OQUIMAIBHOIO W JIMYHOTO XapakTepa, MOCTYMAIoIUM B
OpraHu3aLuIo

3. B Opranu3anusix IpueM H NEepBOHAYAJIBHYIO OﬁpﬁﬁOTKy MOCTYMAKIHUX JOKYMEHTOB
MOTYT OCYILIECTBJIATh:

1) oSkcmemunMs, — WHCIEKTOP IO TNPHEMY H OTIPaBKe JOKYMEHTOB, CEKpETapb
PYKOBOJUTEIS

2) 3aMeCTUTENb PYKOBOAUTEIIS

3) pyKOBOAMTENHN MOpa3IeIeHUN

4) UCKITIOUUTEILHO CEKpeTaph

4. leneHTpaau30BaHHAsA (popMa 1eJIONPOU3BOICTBA NPUMEHSAETCsl, KOrjaa

1) cTpyKTypHBIC TIOJIpa3/ICIICHHs OPTaHU3AIMU TCPPUTOPHATIBHO Pa300IICHBI

2) Bce paboThI C JOKYMEHTAMH MTPOBOJISTCS B OJTHOM MECTE

3) pyKOBOJUTENH YACTO MUCBMEHHO 00paliaeTcs K CTPYKTYpHBIM MOIpa3AeIeHUSIM

4) nonpasaeneHus MoydaroT O0NbIIOE KOJIMYECTBO JAETOBON KOPPECTIOHICHIIUU

5. /IBM:KeHHMe NOKYMEHTOB B OPraHM3alMU ¢ MOMEHTA UX CO3JAHHMS MJIU MOJTy4YeHHUS
10 3aBeplUICHHs] NCIIOJTHEHHUS WM OTIIPABJICHUS] HA3BIBACTCS

1) 10KyMEHTO0O0POTOM;

2) TPaHCHIOPTUPOBKOM TIOKYMEHTOB;

3) peanuzanueii J0KYMEHTOB,;

4) TOKYMEHTOBpAIICHUEM.

6. TesiepoHOrpaMMy NPUMEHSIOT:

1) ISt mepeiauM CPOUHBIX PACTIOPSIKEHHHN, M3BELIECHNUH, CBEICHUIA;

2) UTs TIepeiavyr TellerPaMM;

3) HCKITFOUUTENHHO JIJIS TIepejaul PacIopsHKCHUN PyKOBOIUTEIIS,

4) 1Mo YCMOTPCHHUIO CITYI)KAIIErO KaHIICIISPHH.

7. JIOKyMeHT, COCTaBJICHHbIH Ipynmoi Jun (KoMHCCHeld) M TOATBEP:KAAIOUIUIM
(pakTbI, COOBITHS, HA3BIBAETCS

1) aktowm;
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2) pUKa3oM;

3) pacniopsbkeHHEM;

4) 1OroBOpOM.

8. TekcT c1ykeOHOro MucbMa, KaKk NPaBuJI0, COCTOUT 3!

1) nByx yacteil — BBOJHON U OCHOBHOI;

2) IBYX YacTei - TMIIOTE3bl, JUCIIO3HIINY;

3) MHOKECTBa YacTei, M0 yCMOTPEHUIO aBTOPa,;

4) yeTpIpex yacTell — BBOJAHOM, TOBECTBOBATEIBLHOMN, PE30JIFOTUBHOM, 3aKITFOUNTEIILHOM
9. ChoBecHo-1upoBoii cnocod odpopmiienust 1aTel (Hanpumep, 23 uwHs 2016 r.) B
OCHOBHOM NPUMEHSOT B

1) moKyMeHTaX, COJepIKAIIUX CBEACHMs (PMHAHCOBOTO XapaKTepa;

2) cy)KeOHBIX TUChbMaX;

3) npukasax;

4) pactiopsKCHHSIX.

10. Crou6uoBast popma IeJONPOU3BOACTBA OTMEHEHA

1) ITetpom I;

2) Anekcauapom |

3) Exarepunoii |1

4) Huxomnaem 1

7.4 OueHoYHBbIE CPEICTB /sl MPOBeAeHHs MPOMEKYTOUHOM aTTecTAlNH
[IpoMexxyTouHas arTecTanus

Dopua JInuneie ITpumepsl

3HaHUA YMmenus Brnanenue (HaBbIKH) | KadecTBa OLICHOYHBIX
aTTecTaluu

CTyJIcHTa CpeACTB

Kontponsnas | Kontpons OreHKa yMEHUSA Or1ieHKa HaBBIKOB Orenka Bompocsr:
pabota 3HaHMs OA30BBIX | MMOHUMATh JIOTHYECKOT0 CIIOCOOHOCTH MpUIIATaroTCs

MOJIOKEHUH B CHeNHaTbHYIO COTIOCTABJICHUS U TpaMOTHO U

obmactn TEPMHUHOJIOTHIO XapaKTEePUCTHKU YETKO M3J1araTh

HHPOPMATHKH 00BEKTOB MaTepHuan

74.1

IpumepHbIe BOMPOCHI IUIsl IPOBEAeHUsI MPOMEKYTOUHOI aTTecTAIlUN
(madepenuupoBaHHbIii 3aUeT)
. TexHonorust paboThI ¢ JOKYMEHTAMH, COJICPIKAIIUMHI KOH(PHUICHIIHATBHBIC CBEICHUS.

. Opranuzaius paboThl C O0paIlIEHUsIMUA TPaXaaH

. Texanueckue cpeacTBa OPUCHOMN AEITETHHOCTH.

. @opmupoBanue U opopmieHHE AEII.

. OpF aHU3alnAa OTIIPABKH UCXOAAINX JOKYMCHTOB

. Opranusanus perucTpalnnuy 1 KOHTPOJISI UCTIOTHEHUS I0OKYMEHTOB

. JoxymeHTo0060pOT.

1
2
3
4
5. JloroBopHO-IIpaBoBasi JOKYMEHTALUs
6
7
8
9

OpFaHI/ISaHI/IH InprueMa BXOJAIUX TOKYMCHTOB

10. OO6mue TpeGoBaHUS K OPOPMIICHHIO JOKYMEHTOB

11. HWudopManmoHHO-CIIPaBOYHBIE TOKYMEHTHI

12.  PacnopsiauTenbHblE JOKYMEHTBI
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13. TlomsTHe o0 JAOKyMEHTax M cmoco0ax JOKYMEHTHPOBAaHUS, HOCHUTEISX
uHpopmanuu. OCHOBHBIE (PYHKIIMH TOKYMEHTOB
14. JlokyMeHThl TI0O JHYHOMY COCTaBy: TIPHKa3, pe3loMe, XapaKTEpHUCTHKA,

aBToOmorpadusi, TMYHOE 1710, TPYAOBOM IOTOBOP, TPYAOBask KHIKKA

15. Hcropus pa3BuTus Aeaonpou3BoacTBa B Poccun
16. Jlemomas mepemnucka
17. PexBmsutel: 'ocymapctBenHsiii ['epd P®, rep6 cyOnekra PD, smOnema wnu

TOBapHbI 3HAK OpraHMU3alMy, HAaUMEHOBAaHUE OpPraHU3alMM, CIPABOYHBIE JAHHbBIC
OpraHu3alliy, HaUMEHOBAaHUE BUJAa JOKYMEHTa, JlaTa JOKYMEHTA, PerucTpalliOHHBIN
HOMEp, MECTO COCTAaBJICHUS U U3AaHUS JOKYMEHTA, ajipecat

18. PexBusuth: rpud yTBEpKACHUS NOKYMEHTA, PE3OJIOLMSA, 3ar0JOBOK K TEKCTY
JOKYMEHTa, OTMETKa O HAJW4MU NPWIOKEHHUS, MOANUCH, rpud coriacoBaHus, rpud
OTpaHHYEHUsl OCTYIA, OTMETKAa O KOHTPOJIE, OTMETKA O MOCTYIUIEHUU JOKYMEHTa B
OpraHu3aluIl0, OTMETKa OO0 WCIOJIHEHUHU, PE30NIONMs, OTMETKA O HaIlpaBICHUU
JOKYMEHTa B JIEJIO.

19. JloxymeHTBI, IepeiaBaeMble TI0 KaHaJIaM DJICKTPOCBSI3H.
20. Tloroku KOH(UIESHIIUAIBHBIX JOKYMEHTOB.

21. bnaHku TOKYMEHTOB.

22. CucreMa opraHU3allMOHHONW JOKYMCHTAIIHH.

23. TlpoxoxaeHue UCXOMSIINUX ¥ BHYTPEHHUX JOKYMEHTOB.

24. CucreMa pacropsAUTEIFHON TOKYMEHTAITHH.

25. Cucrema nH()pOPMAIIMOHHO-CIIPABOYHON TOKYMCHTAIIHH.
26. Pabota ¢ muceMaMu U OOpaIIeHUsIMHA TPAXK/IAH.

27. CocTtaBjeHHUE HOMEHKIATYPHI JIET

28. Komuu 10KyMEHTOB

29. CnyxeOHas nepenucka B OpraHu3auu

30. TloaroToBka u mepeaaya el Ha apXUBHOE XPaHEHHE.

7.4.2 TIpuMepHbIe 3a1aHUs IUIS1 IPOBEAeHUsI MPOMEKYTOUHOI aTTeCTAIIUU
(KOHTPOJIBLHOIT PaboTHI)

CocTtaBbTe NPOEKT MUChMa-COOOIICHHUS.
CocTtaBbTe NPOEKT MUChMa-TIPUTIIAIIICHHUS.
CocTaBbTe NPOEKT TEIEPOHOTPAMMBI.
CocTaBbTe NPOEKT BBHITUCKU U3 MPOTOKOJIA.
CocTaBbpTe NPOEKT PaCTIOPSKEHUS.

CocTaBbTe NPOEKT MUChMa - OJIaroJJapHOCTH.
CocTaBbTe NPOEKT peKIamMaIlii.

CocTaBpTe NPOEKT NPHUKA3a [0 OCHOBHOM J1€ATEIbHOCTH.
CocTtaBbTe MPOEKT CIY>KEOHOH 3aIHCKH.

10 CocTaBbTe MPOEKT O0BICHUTEIBHON 3aMUCKH.
11. CocTaBbTe MPOEKT JOKIAAHOU 3aITUCKH.

12. CocraBbTe IPOEKT MpHUKa3a 0 mpueMe Ha paboTy
13. CocTaBbTe MpOEKT MpHUKa3a 00 YBOJIbHEHUH

14. CocTaBbTe IPOEKT CIIPaBKU

15. CocTaBbTE IPOEKT aKTa.

©COoNOOORARWNE
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8. JONOJIHUTEJBbHOE OBECIIEYHEHHUE JUCLHUITJINHbI

Jlextms Nel.
Tewma: [loHATHE TOKYMEHTAIIMOHHOTO O0ECIIEUEHHUS YIIPABICHUS
Jlenonpou3BoJICTBO — OTpaciib JEATEIBHOCTH YeJIoBeKa IO pa3paboTke u

O(pOpPMJICHHIO JIOKYMEHTOB, OpraHU3allud WX JIBIDKEHUs, Yy4yeTa U XpaHEHUs.
IlepBoHavyaibHO TEPMHUH MOSABUJICA B YCTHOW peun (mpeamnosioxutesnbHo B XVII B.) u
O3HayaJl Tpouecc pemeHus (Ipou3BOJACTBA) J€Ja, «IEJNO0 MIPOU3BOJIUTE» — PEIlaTh
Bonpoc. B Xxome pelmieHus BO3HUKIA HEOOXOIUMOCTh 3aKpeIUIeHHs pe3yJibTara,
HallpuMep, JOCTUTHYTOM JIOrOBOpEeHHOCTU. Jlns 3TOro wW3gpeBie M CO3aBalv
JOKYMEHTBI, TaK KaK YCTHOE CJIOBO KPaTKOBPEMEHHO, MOXKET OBITh 3a0BITO, HCKaKEHO
IpHU Iepefadye WIM He Tak MOHATHO. Yke B XVI B. ymoTpeOisercs ciIoBO €TI0 Kak
coOpaHHe JOKYMEHTOB, OTHOCSIIMXCS K KaKOMY-JIHOO Jiey, Bompocy. BrepBbie B 3TOM
MOHITHH CIIOBO «7esio» 3aduKCcHpoBaHO B JokyMeHTax B 1584 1. CoBpemeHHOE
JIEJIOTPOU3BOJICTBO BKIIFOYAECT:

1.00ecrneyeHre CBOEBPEMEHHOTO U MPABUILHOTO CO3/IaHUS JOKYMEHTOB;

2.0praHu3anuio padboThl ¢ JOKYMEHTaMH (TOJydeHHe, Iepeaada, 00paboTka, y4er,
perucTpanvsi, KOHTPOJb, XPAaHEHHUE, CHCTEMAaTH3alMs, IMOATOTOBKAa ITOKYMEHTOB IS
CIaud B apXUB, YHUUTOKECHHUE).

[TapamienbHO € TEPMHHOM «JIEJIOMPOU3BOACTBO» B IOCJIEIHEE JAECATUICTHUS
UCIIONIb3YeTCSl TEPMUH JOKyMEHTaluoHHoe oOecneuenue ympasienus (JOY). Ero
MIOSIBJICHUE CBSI3aHO C BHEJAPEHHEM B YIPABICHHE KOMIBIOTEPHBIX CHCTEM H HX
OpraHW3allMOHHBIM, TPOTPAMMHBIM U  WH(POPMALMOHHBIM  OOEcCleueHUuEeM st
npUOIMKEHUs] K TEPMHHOJIOTHH, YIOTPEOIsieMOil B KOMIBIOTEPHBIX MNPOrpaMMax U
outepatype. B HacTosimiee  BpPeMS  TEPMHUHBI  «ACIIONPOU3BOJACTBO»  H
«IOKyMEHTAllMOHHOEe  oOecliedyeHre  yNpaBleHUs»  SABISIOTCS  CUHOHMMAMH U
NPUMEHSIFOTCSL 111 0003HAUYEHHUs OJHOW W TOW K€ AESITeNbHOCTH. J[OKyMEHTAIlMOHHOE
o0ecrieueHre yIpaBieHUs] MOXKHO TOHUMATh KaK y4eOHYI0 AUCHUIUIMHY, Kak HayKy. OHO
ABJISIETCS. OCHOBOM JUIsI OpraHU3alMu JCATEIbHOCTH MNPEANPUATUN  YUPEKICHUU,
opranu3anui. TecHO CBs3aHO C MPaBOM, JIMHI'BUCTHKOW, ApXUBHBIM JI€JIOM U Jp.
HayKamH.

JIOKyMEHTHpOBaHHE —3TO NPOLECC CO3AaHUs U OQPOPMIEHHS JIOKyMEHTA.
l'ocynapctBennniii  ctanmapt ['OCT 51141-98 «Jlenonpou3BOACTBO M apXUBHOE
JIeJI0.6pPMUHBl U ONPENCICHUs» OINpelensieT IOKYMEHTHMPOBAHME KaK «3aluch
uH(GOpPMAIIUY HA PA3TMYHBIX HOCUTEISX 110 YCTAHOBICHHBIM MPaBUJIaM.

Opranuzanus paboThl ¢ JOKYMEHTaMH — 3TO 00eCieYeHrEe JTBUKEHUS TOKYMEHTOB
B alnmapare ynpasJeHHUs, UX UCIOJIb30BaHUS B CIPABOYHBIX LIEJSIX U XpaHEHUs. TepMuH
oTpesessieTcss TOCYIAapCTBEHHBIM CTaHAApTOM Kak OpraHM3alus JOKYMEHTO00OpoTa,
XPaHEHUs U UCIIOJIb30BAHMS JOKYMEHTOB B TEKYLIEH JEATEIbHOCTH YUPEKACHUS.

OO0mass  XapaKTepuCTUKAa JOKYMEHTAIIMOHHOTO  OOecrleueHus  yIpaBleHUs
BKJIFOYACT XaPAKTEPUCTUKY PA3IUYHBIX ITAIIOB €r0 CTAHOBIICHHUS.

IIpukasnoe nenonpousBoactso XV — XVII Bs.

Cucrema rocynapCTBEHHOTO JEJIONPOM3BOJCTBA HAUYMHAET CKJIAJbIBAThCS B
neprosi (OpMUPOBAHHS PYCCKOTO IIEHTPATU30BaHHOTO TOCYIapCTBa, ¢ cepeauHbl XV B.
[TponcxokaeHue MPUKA30B CBSI3aHHO C IMPAKTUKOW JIMYHBIX NOPY4YEHHH (IPHUKa30B)
BEJIMKOTO KHs34 OnmxkaillieMy OKPYKEHUIO — KHS3bsIM W 0osipaM MO pa3peuieHUro
OTJIEJBHBIX BOMPOCOB rOCYJAapCTBEHHOr0 ympaBieHus. VX nedarenbHOCTh 00beINHANIACh
BBICIIUM IIPaBUTENIBCTBEHHBIM yupexaeHueM — bosgpckoir Jlymoi. MockoBCKUM
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BEJIMKHAM KHS3bSIM YJAJIOCh CO3JaTh CHJIBHYIO LICHTPAJIU30BAaHHYIO CHUCTEMY YIPABJICHHUS,
B KOTOpOW BCe BaXHEWIIWE (PYHKIMH aIMUHUCTPATUBHOIO YIPAaBJICHUS BbITIOJIHSIN
bospckas Jlyma u mnpukaspl. MIMEHHO MO3TOMY MEpUOJA CTAHOBIECHUS U Pa3BUTHUS
FOCYIapCTBEHHOT O JIEJIOMPOU3BOACTBA MPUHATO HA3bIBaTh MPHUKA3HBIM MEPUOJOM — IO
Ha3BAaHUIO TEPBBIX TOCYJAPCTBEHHBIX YUPEKIACHUNW — MPHUKA30B. ITOT TMEPHOJ
oxBartbiBaeT Bpems ¢ XV no XVII BB.

DOTOT mepuoj YINPaBICHHUS HE COCTAaBJSI CTPOMHON CHCTEMBI M CTPOWJICA Ha
CHCTEME «IIOPYUYECHUI», MEpeNaBajcs B BEICHUU OJHOTO JIMIA MO CTEIEHU JOBEpHUS K
HEMY BeJIMKOTo KHs34. OOlee KOJM4eCcTBO NMPUKA30B, CYIECTBOBABIINUX HA Pycu, TouHO
Heu3BecTHO, B XVII B. pa3Hble ucciegoBaTenyd Ha3biBatoT ux yucio ot 40 mo 70. Bo
IJIaB€ OTHENBHOIO MpHUKa3a CTOSUT MPUKA3HBIA CyAbs (B HEKOTOPBIX MpHKazax cyaeH
ObLIO 1O J1Ba U 00Jiee; OHM HA3bIBAJIUCh TOBAPHUIIIAMU TJIABHOTO CyabM). B ero Benenuun
COCTOSIJIM IbSIKM — OT OJIHOTO OT TPpEX, a K KoHIy X VII Beka B KpYIHBIX MpHUKa3zax — OT 6
10 10 yenoBek. B BepeHMM IbSKOB HAaXOAWIIUCHh MOJbSYHME, KOTOPHIE B COOTBETCTBUH
CTa)XXeM JICIMIIUCH Ha «CTAPBIX» (CTapINX), KCEPETHUX» U «MOJOIIIBIX) (MIaAIINX).

Jlyis ipuBeZieHUs] B MCIIOJHEHUE Pa3HBIX PACMOPSHKEHUN CYHIECTBOBAIH OCOOBIE
JOJKHOCTA — TOJMa4d, TPYOHHKH, HEAENbIIUKA U Ap. B uX 00s3aHHOCTH BXOIUIIO
TAKXE JTIOCTABJIATH NEPENUCKY MPHUKA30B MO MPUHAIICKHOCTH, BbI3BIBATH TKYIIUXCS HA
cyn u Ap. Yepe3 ux pykKd B MPUKA3 MOCTYyHNAIH 4YEJIOOUTHBIC, JOKJIAJbI, JOHOIICHUS
MECTHBIX MTpaBUTEINEH; OHU XPAHWIN JeJIa U BeJIM MUCbMOBOJACTBO. CTapiiuM MOAbSYNM,
HauOoJee OMBITHBIM U YBAXXKAEMBIM M TOJBIYUM «CPEIHEH PYKU» JOBEPSTIACh CIOXKHAs
paboTa, cBsi3aHHAs C MOJATOTOBKOM PEIICHU 1O JejlaM, XpaHEHUEM JIeJl, OTieYaThIBAHUEM
apXUBHBIX CYHIYKOB. Majlme noapsauue He MOoJIb30BaINCh 0COOBIM JoBeprueM. MHorue
napckue ykazpl XVII B., oOpamamT BHHMaHHE Ha HEOOXOJUMOCTh CTPOTO
KOHTPOJIUPOBATh paboTy. 3a OmMOKH, JOMycKaeMble B O(UIIMATBHBIX JOKYMEHTaX,
MOABSYMX CTPOTO HAKa3bIBAIU: OWIM OaTOraMu, JTUIIAIN KaJTOBaHbS.

JIOKyMEHTBI OOBIYHO pa3MENIATNCh HAa CTOJIaX, Ha CKaMbsiX, 0COOO IICHHBIE — B
CYHIIyKax — JIapsiX B TEX e TOMEIIEHHUSX, TJIe Belach TeKyias padbora W Mpuem
nocetuteneil. B XV B. moporocrosimuii mepramMeHT BBITECHHJIA Oymara, KOTOPYIO
IIEPBOHAYAIBHO TAaKK€ IPUBO3WIA W3 3alaJHOEBPOIIEUCKUX CTpPaH, a CO BTOPOU
nooBuHBl XVII B. wucnomp3yercs Oymara, oredecTBeHHas. IlepByro OymakHYO
«venpHUY» ((pabpuky) moctpomnu Ha peke Ilaxpe mo mpukasy marpuapxa Hukona,
3ateM B MockBe Ha peke Sysze. Omnako Tosnbko B XVIII B. mocne crtpoutenscTBa
HECKOJIbKUX OyMa)KHBIX MaHy(QakTyp yJajioch yJIOBJIETBOPUTh BHYTPEHHUH CIpPOC Ha
oymary B Poccun. IlepBoHauanpbHO Oymara HW3roraBiIuBajach W3 TPsIMbs, a YepHUIIA
JeaINCh M3 COJIEM JKelle3a M AYOWIBHBIX BEIIECTB, JOOBIBAEMBIX M3 YEPHHIIBHBIX
OpEIIKOB — HAapoCTOB Ha JayOOBBIX JHCThsIX. CoueTaHUE IKENE3UCThIX YEPHUI U
TPSMUYHON OyMaru Aenano TeKCT OCOOCHHO CTOMKHMM, OH MOYTH He BbIBeTal. [loaTomy
JIOKYMEHTBI 3TOr0 TMEpUoJia, XPaHsIIUMecs B apXuBaX, JOCTATOYHO XOPOIIO YUTAKOTCA.
NHcTpymMeHTaMHu MHUChbMa CIYXKUIU TYCHHBIC TEpbs, 3aTadyMBaeMble OCOOBIM 00pa3zom
MEPOYMHHBIM HOXKOM. JIydIIuM, KaKk OTMEYarOT UCTOPUKH, CUUTAIHUCH MEPhS U3 JIEBOTO
KphlJIa TyCs, a camMa O4YHMHKa TpeboBalla 3HAYUTEILHOTO yMEHbs. ['yCHHBIE TeEphs
MPUMEHSIMCh BIUIOTH JO BTOPOM NONOBHHBI XIX B., XOTS METaJUIMYECKHUE TNEPbs
MOSIBUJIMCH YK€ B Hadasie Beka. HanmmcaHHbIi ryCUHBIM IEPOM TEKCT MOCHINAJICS MEJIKUM
KBapLEBbIM IECKOM. MOCKOBCKHE IPHUKAa3bl MOJb30BAJIUCH IECKOM, IMPHUBO3HMBIM C
BopoObEBbIX TOp, KOTOPBIN CUNTAJICS OCOOCHHO CBETIBIM U YUCTHIM. C TMOSIBJICHUEM, TaK
Ha3bIBAEMOM CKOPOMUCH (HauepTaHUE OKPYTIbIX OYKB M HCIOJIb30BaHUE TpaduuecKkux
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COKpAIIIEHUH CJIOB M YaCTEH CIIOB C BEIHECEHHEM — MX HaJ CTPOKOH MHChMa) CBOOOIHO
YUTATh TAKHE TEKCTHI CTAJIO IOBOJILHO CIOXKHO, TPEOOBAINCH 3HAHUS U HABBIKU.

B nenompousBoacTBE  NPHKA30B  MPOAOJDKAIa  HMCIOJb30BaThCA  BEChbMa
crenuduyeckas ¢popma JOKyMEHTOB — CTOJIOEI] (CTOI, CTOJIHK), HHAYE TOBOPSI, CBUTOK
U3 MOJIKJIEEHHBIX APYT K APYTY Y3KUX JUCTOB Oymaru. BaxkHble rocyiapCcTBEHHBIE aKThI
MOTJIM HMETh O0COOeHHO Oousbinue pasmepbl. Hampumep, rpamora 1aps Aunekces
MuxaiinoBuua IIbICKOpCKOMY MOHACTBIPIO Ha 3eMJIM MMeEET JUIMHY Oosee MeTpa, a
Cob6opuoe ynoxenue 1949 r. nacuuteiBaer 309 metpoB!CocTaBHBIE YacTH CTOJIA
Ha3bIBAJIMCH «TlocTaBaMu». CtosbuoBas Gopma nenonpounsBoacTBa orMeHneHa [lerpom 1.

B pmenoMm, B mOpuKa3HbIi NOEpUOJ  IOCTENEHHO  CO3JaéTcd  CHCTEMa
JIEJIONPOU3BOJICTBA LIEHTPAIBHBIX M MECTHBIX YUYPEKICHHUM, CKJIaJbIBAIOTCS KaJpbl
JIEJIONPOU3BOJICTBEHHBIX CIIYXKalllUX, CO3JAl0TCA yCTONYMBBIE (OPMBI TOKYMEHTOB M
npuéMbl ux coctaBiieHus. OJHAKO roCyAapCTBO, AEUCTBYS OTPHIBOYHBIMU M YaCTHBIMHU
MepaMH, HE CO3HaBas OONIMX aJMUHUCTPATHBHBIX MpPAaBWI, HE MOIJIO €I BBECTH
CUCTEMAaTHYECKOI0 MOPsIIKa B OPraHU3AIUI0 YUPEXKICHUN U UX JEIOMPOU3BOJICTBO.

Komnnexckoe nenonpon3BoacTBO

AJIMUHHCTPATUBHBIM XaoC, BBI3BAHHBIM OTCYTCTBHEM B MPEKHUX YUPEKICHUAX
YCTAaHOBJIEHHOTO 3aKOHOM TIOpsJKa, OOIIUMX NHCbMEHHBIX (OPM JTOKYMEHTOB,
MOCTOSIHHBIX CPOKOB JiJIsl NMPOM3BOJACTBA J€J, MOOYIWI MPaBUTEIbCTBO HCKAaTh HOBbBIE
dbopMBI  TOCYZapCTBEHHOTO ycTpoiicTBa. Hawamo »srToro mepwoga B  HUCTOPUH
OTEUECTBEHHOTO JIENOMPOU3BOJICTBA COOTHOCAT ¢ pedopmamu Ilerpa 1. CxmanbiBaeTcs
HOBBIM THUN TrocydapcTBa — aOCOJIOTHAas MOHApXHs, KOTOpas MoJApa3yMeBaeT
COCpPEIOTOUYEHHE B OJJHUX PYKaxX 3aKOHOJATEIbHON M UCIIOJHUTENbHON BiacTh. BHauamne
XVIIl Beka B Poccum mpoxoaut pedopma NpHKA3HOTO ACIIONPOM3BOJCTBA. B3amen
ycTapeBIei cucteMbl nmpukazoB B 1717 — 1718 rr. Obuto co3nano 12 kosuieruid, Kaxaas
U3 KOTOPBIX Bejajia OnpeesiéHHON oTpaciibio Wi cQepoil yrnpaBiaeHUs U MOTUHHSIIACH
Cenary.

Komternn craHoBarcss B PoccunM LEHTpaJbHBIMM  OTPAciieBBIMU  OpraHaMH
ynpasnenus. B 1720 rogy Obin moarotosieH u mnoanucad Ilerpom 1 «['eHepanbHblit
periaMeHT», KOTOpBIA OMpeAessl 3aaayd, (YHKUUH, CTPYKTYPY U TOPSIAOK pabOThI
Koyieruii. B stom nokymeHTe naBanuch OOIIME IMpaBHJIa COCTaBJICHUS JOKYMEHTOB,
YCTaHABIMBAJIUCH TpeOOBaHUS K HAMMCAHMIO OTAENbHBIX pPEKBU3UTOB. M3 Tekcra
JOKyMEHTa BBIICTWINCH JaTa, MOJANUCH, TOABISETCS B JOKYMEHTaX 3aroyioBOK.
[TostBunKMCH HOBBIE BUABI JOKYMEHTOB: IHUCbMA, PEISLUHU, LHUPKYJIAPHI, JOHOLIECHUS.
N3menunace 1 popma JOKYMEHTOB. BbIIM OTMEHEHBI CTONOLBI, UX CMEHWINM TETPajH.
[TosiBunOCH MOHATHE «TrepboBasg Oymara», Ha KOTOPOW M3TOTOBJSUIMCH JOKYMEHTBI JUIsS
BBICIIINX OPTaHOB YIPAaBJICHUS.

Komnexxckoe nernonpon3BoACTBO ObUIO 0o0Jjiee MPOTPECCUBHBIM IO CPABHEHHIO C
NPUKA3HBIM JIEJOMPOU3BOACTBOM. [IOSBHIIMCH YMOPSIIOYEHHBIE CHUCTEMbI PErHCcTpaluu
JTOKYMEHTOB. Takum oOpa3om, «I'eHepajbHBIM periiaMeHT» 3aKpenuil 3aKOHOJATEeIbHO
HOpSA0OK paboOThl C JOKYMEHTaMH C MOMEHTA MX CO3JaHHS /10 apXUBHOTO XPAaHEHUS.
MmMeHHO B OTOT TMeEpHOA TOSBUJIOCH Ha3BaHHWE «apxwB». B 1memoMm pedopmbl
rocynapcrseHHoro ammnapara nepsoud yerBeptd XVIII Bexke ycranoBunum B Poccun
eIMHOOOpPA3HyI0 CHUCTEMY OpPraHH3al[IOHHOTO YCTPOMCTBA U  JEJIONPOHM3BOJICTBA
TOCYJIapCTBEHHBIX  YUPEKICHUA Ha OCHOBE OIOPOKPAaTHUECKOTO  I[EHTpaIN3MA.
Crnenyromuit aTan pedopmupoBaHus POCCHUICKOTO roCy1apCTBEHHOTO
JIEIO0NPOU3BOICTBA HacTynaeT BHavane XIX Beka npu Anekcanape L.

Munucrepckoe nenonpons3Boactso XIX — Hagama XX BB.
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Hawano XIX Beka 03HaMeHOBAaJOCh HOBOW pe(oOpMON TOCYZapCTBEHHOTO
yIpaBJl€HUsS W JAEJIONPOU3BOJCTBA, KOTOpas 3aTPOHYJAa IVIABHBIM 00pa3oM BEpXHMH
YPOBEHb YIPABIECHHsS — BBICIIME M LEHTpalbHble YyupexnaeHus. Hopag cucrema
yIpaBJI€HUN — MUHUCTEPCKAsi, OCHOBaHHAs HA MPUHLHUIIE €IUHOHAYAIMS, 3apOJMiIach B
HEJIpax CTapod KoJmexkCKoW cuctembl. Co3laHME€ MUHUCTEPCTB C  EAUHOJMYHO
YNPaBJISIIOIIMMUA MHUHUCTpPaMU ObUIO HEOOXOAMMO JuIsl Oojee rMOKOM M onepaTuBHOU
CUCTEMBI YIIPABIICHUS.

[lepBBIMM MUHHCTEPCTBAMHU, CO3JaHHBIMH MaHU(pecToM OT 8 ceHTs10ps 1802 roxa,
ObUIM: BOEHHO-MOPCKUX CHJ, HHOCTPAHHBIX Ji€J, BHYTPEHHUX JieJl, KOMMEpLHH,
(uHAHCOB, HAPOJIHOTO MPOCBEIIEHUs, IOCTUIMU. KaXx10My MUHUCTPY HPEIIHCHIBATIOCH
co3narh KaHuenspuro. OpHoBpeMeHHO ¢ MuHucTepctBamu B 1802 roma yupexnéH
KoMuTeT MUHHCTPOB — BBICIIEE aJIMUHHUCTPATUBHOE YUYPEKJEHHUE, NEHCTBOBABLIEE Ha
KOJUIETMAJIBHBIX HadalaxX U pacCMaTPUBABILEE J1€]1a, BBIXOIALIUE 32 pAMKHA KOMIIETEHLIUN
OTJEJIBHOTO MHUHHUCTpa M TpeOyrollue COBMECTHOIO COTJIACOBAHHOTO —PELICHHUS.
Heckonpko mozxe, 1 suBaps 1810 roma coszman I'ocymapCTBEHHBINM COBET, BBICHIEE
3aKOHOCOBEIATEIbHOE YUPEXKICHHUE.

MuHHCTpBl Ha3HAYaJIMCh CaMUM HMIIEPATOPOM M OBUIM OTBETCTBEHHBI TOJBKO
nepenl HUM. MUHUCTEpCTBA ACNIUINCh Ha JENapTaMEHThl, KOTOPhIE BO3IJIABIISIIUCH
IpaBUTENIEM KAaHLEISAPUHU JenapTaMeHTa U HMMEJIM IITAaT YMHOBHUKOB — JKYpPHAJIHCTA,
DK3E€KyTOpa, Ka3Haues, INUCLOB M Jp., UX JOJDKHOCTEH M KOJWYECTBEHHBIH COCTaB
3aBHCEN OT 00BEMA U CONIEpPIKAHUS JIET.

B »stor mepuon Habmoganock enuHooOpazue B CUCTEME JEJIONPOM3BOACTBA
MUHUCTEPCTB: OT CO3JAaHMs JOKYMEHTOB M JI0 MX apXMBHOro XpaHeHus. [[ns co3gaHus
JIOKYMEHTOB BIIEpBble HAUMHAIOT HCIIOJb30BaTh OJIaHKHU, KOTOpBIE CO3/1aBaJHCh
PYKOIIUCHBIM WJIKM TUHOrpapckuM crnocodom. CamMo MOHSATHE JETONPOU3BOACTBO
0003Hayano AesITeNIbHOCTh, KOTOPOW 3aHMMAaJIach HE TOJIBKO W HE CTOJIbKO KaHIIENspus,
CKOJIBKO BEChb almapar y4YpeXKIEHUs B LEIOM. TEepMHH <«JIEJIONPOU3BOACTBO»
IPOUCXOJUT OT COYETAHMsS CJIOB «IIPOM3BOACTBO JAENa», a IMOJ «IEJIOM» B TO BpEMs
NOHMMAJIach HE MankKa ¢ JOKyMEHTaMH, Kak B COBPEMEHHOM JeJIONPOU3BOJICTBEHHOM
3HaYEHUU ITOTO CJIOBA, @ PACCMATPUBAEMBII U PEIIAEMBbIil BOIPOC: IPOU3BOJICTBO A€Ja —
ATO HE YTO MHOE, KaK pEeLICHHUE Jiea.

Jlena, HanpaBiieHHbIE B MUHUCTEPCTBO, MOTJIHM MONACTh B KaHIEJISAPUIO MUHUCTPA
WM HEMOCPEACTBEHHO B JlenapTaMeHThl. HemocpeacTBEHHO B ienapTaMeHThl MOCTymana
nepenucka ¢ JPYTMMH  YYPEXKJIEHUSMH M JIMIAMH, PABHOTO IIOJIOKEHMS U
NOJYMHEHHBIMH, IMIPEACTABICHUS OT NOJUMHEHHBIX YUYPEKICHUH, NpeanucaHus
MUHUCTpPA U JieJa U3 ero KaHUespuu ¢ pesonronueil MuHuctpa. Bece moctynaromue B
MHUHUCTEPCTBO JeJa ASJIUIUCh Ha TPU KaTErOpUU:
1)trexymue nena — JOHECEHHsI, BEJIOMOCTH, TIPEICTABICHHS, IEPETTHCKA U JIP.;
2)upe3BblYaiiHble Jlena — Il MX  PeHICHHs TpeOOBaoCh TMPHUHATHE HOBBIX
MOCTAHOBJICHUH, UJTU JieJla IO OOHAPYKEHHBIM 3JI0YIIOTPEOICHUSIM;
3)mena, «He TepIIIe BPEeMEHI», WA CPOYHBIE.

Jlena upe3BblYaliHBIE M CPOYHBIE pACCMATPUBAIUCH B IEPBYIO OYEpEnb.
Oco0eHHOCTBIO OpraHU3aIUU JIETONPOU3BOACTBA B 3TOT NEPUOJ SABJISIACH HE TOJNBKO €€
yéTKasg  3aKOHOAATENIbHAas  perylaMeHTalus, HO W  JOCTaTOYHO  OOIIMPHOU
JIeTIOTIPOU3BOJICTBEHHON JTUTEPATyphl, B TOM YHCJIE U paboT TEOPETHUECKOTO XapakTepa.
Onnako paboTa MO COBEPIICHCTBOBAHUIO JEIONMPOU3BOJACTBA Oblia mpepBaHa B 1917
rogy cHavana @eBpasibckas OypKya3HO-IeMOKpaTudeckas, a 3areM OKTsaOpbckas
COLIMAJIMCTUYECKAS PEBOJIIOLMU. JTO MPHUBEJIO K MOJIHOMY CJIOMY TIOCYAapCTBEHHOI'O
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anmnapara U CO3JaHHMI0 HOBOI'O, KOTOPBI, XOTSI U YCBOWJI MHOTHE CTapble TPaJULIUU, HO
3ap0’KJ1aJICsl Ha IPUHIMIINAIBHO HOBBIX OCHOBAX.

Henonpouspoactso nocie 1917 rona

Jlenonpou3BOACTBEHHAs JTOKYMEHTAlMsl TEpHoJa CTAaHOBJIIEHHS COBETCKOM
rOCYAApCTBEHHOCTH OTpa3uja cHeru@uKy 3Tana BbIpaOOTKM HOBBIX (POPM M METOJIOB
rOCyJapCTBEHHOIO  YINPABJIEHUSA,  HAYaJIbHOIO  dTama  CO3JaHUS  COBETCKOIO
rOCyJapCTBEHHOI0 amnmapara, €ro CpalldBaHWs C MAapTUHHBIMM  CTPYKTypaMu,
OrOCYIapCTBIICHUS 0OLIECTBEHHBIX OpraHu3aluu. Hcropus POCCHICKOTO
nenonpousBojcTBa 1920-x IT. M3yyeHa HEAOCTATOYHO, B YaCTHOCTH, €JIa00 OCBEILEHBI
BOIIPOCHI TOKYMEHTHUPOBAHUS JEATEIBHOCTH MECTHBIX OPraHOB FOCYJapCTBEHHOM BIIACTH
U YOpPAaBICHUSA, BOPOYEM, KaK U B LEJIOM, MCTOPHS MECTHBIX TIOCYJapCTBEHHBIX

YUPEKIACHUN.
Tsokenoe  COCTOSIHME — pa3pyIIeHHOM BOWHOM OKOHOMHUKH W TIPOOJIEMBI
BOCCTAHOBJICHUS] HApPOJHOTO XO3sHCTBa MOCJE OKOHYaHWs BOWHBI 1941 — 1945 rr.

OTTECHUJIM HAa BTOPOW IJIaH BOIPOCH! JOKYMEHTAllMOHHOTO OOECIeUeHUsl yNpaBiIeHUS.
[ToBblmieHne nHTEpEca K pa3paboTke MpodIeM paluOHATU3AUN TEXHOIOIMHA U TEXHUKU
YIPAaBJIEHUS MOKHO OTHECTH KO BTOpoi mojoBuHe XX Beka. Haumnas ¢ 1960-x rr. B
HaIlle CTpaHe YCHEIIHO pa3padaThIBAIUCh MPOOJIEMBbl CTaHAAPTU3AUUU U YHUDUKAITUU
JOKYMEHTOB, PAllMOHATIN3ALUHU ASTIONPOU3BOICTBA B COBETCKUX YUPEKICHUIX.

B 1970 r. co3man mpoekT ocHOBHBIX nojoxenud EI'CJI — Egunoit
roCyJapCTBEHHOW CHCTEMBI Jeolnpou3BojcTBa. llocie oOcyxaeHus u A0pabOTKH B
centsiope 1973 1. «OcHoBuble mnonoxenus EI'CI» omobpun ['ockomurer CoBera
MunuctpoB CCCP mno nayke u Texnuke. ABrop EI'CJ] o6GoOurmim nepenoBoil OMbIT
CBOETO BPEMEHH U MPEAIOKHWIN  ONTUMAIbHYIO  TEXHOJOTHIO  BBINOJIHEHUS
YIPaBJICHYECKUX omnepanuii 1 ux gokymeHtupoBaHusa. EI'CJl Hocnmina KOMIUIEKCHBIN
XapakTep, T.€. BKIIOYaja HE TOJBKO BOMPOCHI JEJIONPOU3BOACTBA, HO U PEKOMEHIALUU
[0 HAYYHOH OpraHM3alliy TpyJa CIyXKalluX, CTPYKTYpe JIeJIONpPON3BOICTBEHHBIX CIYXKO
U HMX TEXHUYECKOMY OCHalleHuio. Peanusanms ee MONOXKEHUH NOBBICHIIA OOIIYIO
KylIbTYpy  YOpaBJIIEHHS M  KAuyeCTBO  NPUHUMAEMbIX  pEIIEHUH, MO03BOJMIA
ONTUMM3UPOBATh CTPYKTYpy M IUTATHYK) YHCIEHHOCTb YIIPABIEHYECKOrO ammapara.
OpHaKo 3€MEHTHI HOBBIX MH(POPMAIIMOHHBIX TEXHOJIOTUH, YACTUYHO pPeaTu30BaBIINECs
B [IpaKTUKE paboThl Beaylux 3apyoexHubix pupMm, B EI'CJl npeacrasiensl He ObuH HU3-3a
MOJIHOTO OTCYTCTBMSI JIUTEPATYpbl MO 3THUM BONpOCcaM U (PUHAHCUPOBAHUME Ha HX
IPAKTUYECKOE U3yUYEHUE.

3aMeTHBIM SIBIEHHEM B HCTOpHH JAenornpousBojactBa 1970 — 1980-x rr. crano
m3aanue ['ocymapctBeHHbIX crangapToB — [[OCToB Ha ympaBiieHYECKHE JOKYMEHTHI,
obmecoro3ubix  kmaccupukatopoB (OKVYJl, OKIIO, OKOHX wu gap.) TeXHHUKO-
PKOHOMHYECKOH W  comManbHOW  MHGOpMAIUHM, YHU(QUIUPOBAHHBIX  CHCTEM
nokymentauun (YCII) u cepudM  TOCyIapCTBEHHBIX  CTaHIAPTOB HA  3THU
YHU(UIMPOBAHHBIE CHCTEMbl. BHeJpeHHe yKa3aHHBIX MaTepHalioB B MPAKTUKY
YIpaBJICHUS 3HAYUTENBHO YIYUIIHIO OpOopMIIEHHE JOKYMEHTALMH, PAllMOHATN3UPOBAIIO
npoIenypbl TOWCKA, ydeTa M XpaHEHHs pa3HOoOpa3HOW HH(pOpPMAIUH, MOATOTOBUIO
MOYBY JJIs aBTOMATU3alIUU YIIPABIEHYECKUX (PYHKIIHI.

B 1993 r. w3man OOmepoccuiickuii Kiaccu(uKaTop  yrnpaBIeHYECKOU
nokymentanun (OKVY][), B KOTOphI BKJIIOUEHBl HAaUMEHOBAaHUS (UPM JOKYMEHTOB
yaudumpoBanubix cucteM (YC), aganTHpOBaHHBIX K COBPEMEHHBIM YCJIOBHSM, U
OCHOBHBIC TOJIOKEHHS MO BeleHuro cuctem kiaccupukaropoB YCI. K coxanenuto, ¢
Hadana 1980-x rr. Hu ofHa YHU(UIIMPOBAHHAS CHCTEMa JOKYMEHTAIlMH He Obula h3/1aHa
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MacCOBBIM THPAXOM, UTO 3HAYUTENILHO 3aTPyAHSET UX BHeapeHue. [lonyuynBiine Becbma
LIIMPOKOE PACIPOCTPAHEHUE KOMIIBIOTEPHBIE MPOTPAMMBbl IOATOTOBKH JOKYMEHTOB
UMEIOT, Kak TpPaBWJIO, B CBOEM COCTaB€ KOMIUIEKTHI IMA0JIOHOB JOKYMEHTOB,
aJaliTUPOBaHHbIE HA PYCCKUM S3bIK, M IIOJHOCTbIO HUTHOPUPYIOT OTEUYECTBEHHBIE
HOPMATUBBI U TPAAULIMH B 00JIaCTH CO3aHUs U 0()OPMIIEHUS JOKYMEHTOB.

Bo MHoOrux cnydasx cerojHs JIOKYMEHTHPOBaHHUE SIBISIETCS OO0s3aTeNbHBIM,
MPEANUCHIBAETCS 3aKOHAMHU U HOPMaTUBHBIMU IIPaBOBbIMU akTaMu. DenepanbHblil 3aK0OH
Poccuiickoit ®enepanuu ot 20 deBpans 1995 r. Ne 24-03 «O6 undopmaiu 1 3auure
uHpopManuu» (C UW3M.) YyCTaHaBIMBaeT, YTO HH(POPMAIMOHHBIE pECYpChl, T.€.
JOKYMEHTBI M MAacCCHBBI JIOKYMEHTOB SIBJISIFOTCS OOBEKTaMU OTHOIICHHH (DU3UUECKUX,
IOPUANYECKUX JIMI, TOCYNapcTBa M 3alllMIIAIOTCS 3aKOHOM Hapsay C JpyruMu
pecypcamMu. 3aKOHOM YCTAHABJIMBAETCS IPAaBOBOM pPEXHUM CO3JaHUS, XPAHEHUS U
WCIIOJIb30BAHUS MH(OPMAIIMOHHBIX pecypcos, B YaCTHOCTHU: HOPSIIOK
JTOKYMEHTUPOBaHUSI MH(POpPMAIIMU; TPaBO COOCTBEHHOCTH Ha OTJEJIbHBIC JOKYMEHTHI U
OTIIEJbHBIE MACCHUBBI JIOKYMEHTOB, JOKYMEHTbl W MACCHUBBI JIOKYMEHTOB B
WH(OPMAIIMOHHBIX CHCTEMax; KaTeropuu WHGOpMAlMU TIO0 YPOBHIO JOCTyNa K HEW;
MOPSIOK MPaBOBOM 3anUThl HHGOopManuu./laHHBIM 3aKOHOM (CT.5) Tak)Ke yCTaHOBJICHO,
YTO «JOKYMEHTHpPOBaHUE MH(MOpPMALMK SBISETCS 00s13aTENbHBIM YCIOBHEM BKIIIOUEHUS
uHpopMauuu B UHGOpPMALMOHHBIE pecypchl. JIOKyMeHTHpoBaHME HH(OpMAIUU
OCYILECTBIIIETCSI B MOPSAKE, YCTAaHABIMBAEMOM OpraHaMH TOCYJapCTBEHHOW BIIACTH,
OTBETCTBEHHBIMH 33 OPTaHM3ALUIO AEJIONPOU3BOJICTBA, CTAHAAPTU3ALUIO JOKYMEHTOB U
WX MaccuBOB, Oe3omacHOCTh Poccuiickori ®Denepanuu».B HacTosee Bpems pe3Ko
BO3POCIM KOMMYHHUKATHBHBIE BO3MOXXHOCTH JOKYMEHTA, TaK KaK PE3KO YBEIUUYWIHCH
CKOPOCTH Tiepefaun nHGOpMallui U KPYyT ee Moyb3oBaTenel ¢ momoiuisto MuTepuera, E-
mail (31eKTpoHHOM mouThl) U Ap. B panpHeleM pojib KOMMYHMKAaTUBHOM (yHKUIUU
OyZeT TOJbKO BO3pacTaTh, TaK KaK €KEroJHO YBEJIMYHMBAIOTCA 00beMbl MH(OpMaIui,
YHUCIO TMOJIb30BaTeNIel, MEHSETCS TEXHOJIOTHS JOKYMEHTAlMOHHOTO oOecredeHus
yIpaBJIECHUSI.

VYHuduurpoBaHHas cucTeMa OpraHU3allMOHHO-PACTIOPSAUTEIbHON TOKYMEHTAuU
(YCOP]I) siBnsieTcsi cUCTEMOM JOKYMEHTAIlMH, MPUMEHSEMON B JI00O0W OpraHu3allii,
yupexaenuu, npeanpusituu. [Ipumenenue YCOP/[ pernamentupyercs 'OCT P 6.30-
2003. TOCT pacopocTpaHsieTCsi Ha OpPraHU3alUOHHO-PACTIOPAAUTEIbHBIE JOKYMEHTHI,
npenycmorpennubie YCOPJ] (manee — MOKYMEHTBI), — MOCTAHOBJIECHUS, PACIIOPSIKEHUS,
NpPUKa3bl, PELICHHs, IPOTOKOJbI, AaKThl, MUCbMA, KOTOpbIE (PUKCUPYIOT peIIeHus
aJIMMHHUCTPATUBHBIX M OPraHM3allMOHHBIX BOIPOCOB, & TAKXKE BOIIPOCOB YIIPABIICHUS,
B3aMMO/JICHCTBUS, 00ECTIEUeHHS U PErYIHUPOBAHUS JESTEIbHOCTH:
1)denepanbHBIX OpraHOB rOCYAAPCTBEHHOM BilacTH CyObekTOB Poccuiickoii deneparumy,
BKIItOUasi cyOwsekThl Poccuiickoiit dDenepaliny, UMEIONINE HApSAy C PYCCKUM SI3BIKOM B
KayeCcTBE TOCYIapCTBEHHOT0 HAIIMOHATBHBIN S3bIK, OPraHOB MECTHOTO CAMOYTIPABIICHUS;
2)IpeANPUATHI, OpraHU3alMii U MX OOBEJAWHCHUN HE3aBHCHMO OT OpraHU3aldOHHO-
paBoBOM (hOpMBI BHIa AESITETHHOCTH.

Hacrosmuil crangapT ycTaHaBIMBAECT:

-COCTaB PEKBU3HUTOB;

-TpeOoBaHMsI K 0(OPMIICHUIO PEKBU3HUTOB;

-TpeOoBaHMs K OTaHKaM U 0POPMIICHHUIO TOKYMEHTOB;

-TpeOOBaHMSI K M3TOTOBJICHHUIO, YYETy, HCIIOJNb30BAHUIO U XpaHEHUIO OJIAHKOB C
BocnpousBenenueM ['ocymapctBenHoro repba Poccuiickoit ®enepanuu, repOoB
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cyonrekToB Poccmiickoit dDenepanuu,BapuaHTaMu PaCIIOIOKESHHSI PEKBU3UTOB, 00pa3Ilbl
OJIaHKOB JOKYMEHTOB.

HopmaTtuBHo-MeToanmueckas 6aza JJOY

PernamenTanus 1e10nporu3BOACTBA BEIETCA Cpa3y B HECKOIbKUX HAMPABICHUSX:

-3aKOHOJIaTEILHOE U MPABOE PEryIUPOBAHUE JEIONPOU3BOJICTBA;

-HOPMAaTUBHO-METOINYECKOE PETyJIUPOBAHNE JEIOMPOU3BOJICTBA;

YHudukanus u cTangapTH3anus J10KyMEHTOB:

-rocynapctBeHHsbie cranaaptel (I'OCT);

-otpacieBbie ctanaaptel (OCT);

-KJIacCU(DUKATOPHI.

K 3akoHomaTenbHBIM U MPaBOBBIM akTaMm B chepe umHOpMAllMU U JOKYMEHTAIUU
OTHOCSTCS:

-3aKoHbI Poccuiickon denepannu;

-yKa3bl ¥ pacnopsbkenus [Ipe3unenTa;

-MIOCTaHOBIICHUSI U pacniopsikeHus [IpaBUTenbCTBa;

-IPaBOBBIC aKTHl (peJCPAIbHBIX OPTraHOB HCIIOJTHUTEIHHOW BIAacTH (MHUHHUCTEPCTB,
KOMHTETOB, CIYXO0, areHTCTB M Jp.) KaK OOIIECTBEHHOTO0, TaK W BEJIOMCTBEHHOTO
Xapakrepa.

3aKOHBI M ITOCTAHOBJICHUS.

Koncturynus Poccuiickoit @eneparuu. [lpunsrta 12 qexadbps 1993 r.

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

3akoH Poccuniickonn ®@enepanun ot 21.07.1993 1. Ne 5485-1 «O rocynapcTBeHHOM
TaiiHey (B TIOCIL. pef.)

®denepanbHbiii 3akoH Poccuiickoit ®eneparuu ot 27 utonsg 2006 1. Ne 149-d3 «O6
uH(popMalny, UHHOPMALIMOHHBIX TEXHOJIOTUSAX U O 3aIIUTE HH(DOpMALTUN.

®enepanbubiii 3akoH 0T 10.01.2002 1. Ne 1-®3 «O06 »snexrpoHHON 1H(pOBOH
TTOIITACH.

®denepanbHblii 3akoH Poccuiickoit ®enepanuu ot 29 uronst 2004 . Ne 98-d3 «O
KOMMEPUYECKOU TalHEY.

[ToctanoBnenue [IpaBurenscrBa Poccuiickoit denepaunu ot 16.04.2003 r. Ne 225 «O
TPYAOBBIX KHIKKaxX» U JIp.

CtaHIapThl U UHBIC PYKOBOISIINE JOKYMEHTHI

'OCT P  6.30-2003. «YHuUUUpPOBAHHBIE  CHUCTEMbl  JIOKYMEHTAIIUH.
YHuduimpoBanHas CHUCTEMa OpraHU3AIMOHHO-PACIIOPAIUTEIIBHON  JTOKYMEHTAIIHH.
TpebGoBanust K 0OPMIECHUIO TOKYMEHTOBY.

I'OCT 51141-98. «/lenonpon3BoJACTBO U apXUBHOE AEJI0. TepMHUHBI U ONPEIETICHUS)
U Jp.

B Hacrosiimee Bpemsi paboTa Mo ONTUMHU3ANMH JOKYMEHTAIIMOHHOTO OOECIICUYCHHUS
yIpaBJEHUs MPOI0THKAETCS.
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PELIEH3MS

Ha pabodyro nporpammy y4aeOHOH macmumuabl OIL13 JloxymeHTarmoHHOE obecrieyeHue
yrpasienus 1o cnenuansrocty 40.02.01 Tpao 1 opraHmU3amys COUHATbHOr0 00ecHedeHHs

PaGouas mporpamma yue6bHo# mucnmmumasl OIL13 «JloxkymeHTammoHHOE ObecredeHue
yIpaBlieHHA» paspaboTana Ha ocHOBe (elepalbHOTO TOCYJAPCTBEHHOrO 0OpasoBATEILHOTO
cTaHjapTa CpegHero mpodecCHOHATBHOrO  00pa3’oBaHus, yTBEPKICHHOTO  IIPUKA30M
MuHpcTepeTBa 06pasoBanus u Hayku Poccuiickoit @enepanmn ot «12» mas 2014 r. Ne 508,
3aperuCTprEpoBal B Munrcreperse rocTHiEH 29.07.2014 1. (per. Ne 33324).

Pabouas mporpamma ydeGmod macrumesl OIL13 «JJoKyMEHTalHOHHOE 0OECIeUeHHES
yIIpaBIcHHAs» MPeJHA3HAYEHa U H3YUeHHs JOKYMEHTAMOHHOrO 00ecnedeH s YIpaBJIeHus B
VUPEKIEHAAX CPETHEr0 MpoQeCCHOHANBHOTO 00pa30BaHusd, PEaTH3yIOIUX 00pazoBaTeTbHYIO
mporpaMMmy cpeaHero obmero oOpa3oBamus, IPH MOATOTOBKE CICIHATHNCTOB CPEJHErO 3BEHA.
KoHTponb W OIEHKa Pe3yIbTaTOB OCBOCHHMS JHCIHILUIMHBI OCYIIECTBIIAIOTCSA IIPH IPOBE/ICHHH
NPaKTHYECKHX 3aHATHH B PasIHYIHBIX (opMax, TECTHPOBAHHUS, a TAKKE IO DPE3YIbTaTaM
BLIOJHEHHsT 0OYYalONMMHUCS MHIMBHIIYAIGHEIX 3aiaHui, coobmenui, pedeparos. Pabodas
nporpamma ydebroH mucrmmmuabl OI1.13 «JlokyMeHTaIMOHHOe O00ECICYCHNIE YIPABIECHHS
OpHEHTHpPOBaHA Ha (HOPMUPOBAHHE y CTYJIEHTOB OOIIMX ¥ MPO(ECCHOHATLHBIX KOMIIETEHIHH.
CTY/IIEHTH OBJ&JeBAl0T HEOOXOAMMBIMH Oa30BbIME IOHATHSIMH H KaTeropHAMH, 3HAHHEM
JIOKYMEHTO060pOTa, BHIOB JOKYMEHTOB, INOpsjKa OOECIIEUCHUs XPaHCHHs! NOKYMEHTalluH B
XOle ayJMTOPHBIX 3aHATHH ¥ B IPOIECCEe CaMOCTOATENBHOH yueOHO-I03HABATEIBHOMU
JIeSITeIEHOCTH.

PaGoyas mporpamma yuebno mucmummmusl OIT13 «Joxymenranuonnoe obecredeHne
YIIPABIIEHHL» HMEET YETKO 0003HAYCHHYIO CTPYKTYpy. OHa BKIIOUAeT B cebs Naciopt y4eOHOH
JTHCOHILTHHBL, MOApOOHOE OMHCAaHHE COAEpXaHHd Y4eOHON ITHCIUIUIMHBEI, HCIONB3YEMBIX
00pa3oBaTeTBHEIX TEXHOJNOTHHA, YCIOBHI peamH3anuy Tporpammel. B paboued mporpamme
COIepIKATCs NIepedeHb OCHOBHON M JOTMONHHUTENBHOH JIMTEpaTyphl, HeoOX0AUMO#H JUT OCBOCHHS
IPOrpaMMEI yueOHOMH JUCIHIIIMHEI, METOMHYECKHE YKa3aHus Ul OOyJaroluXcs, OleHOTHbIE
cpenctBa Juis obecliedeHHs KOHTPOJIS YCIEBAEMOCTA. B mporpamMme yIeNIeHO BHUMAHHE
IOIOJIHUTETEHOMY 00€CIIeUeHHIO TUCIUILIMHBL.

3akmoueHne; Pabouas mporpamma IO JOKYMEHTAIHOHHOMY OOECICYEHHIO YIIPaBICHHUSI
cooTBeTcTBYeT TpeboBanmsaiM (DenepalpbHOr0 IOCYJapcTBEHHOTO CTaHIapTa K  YPOBHIO
[IOJIFOTOBKH CIIEIHATICTOB cpeHero 3Bena no crenuansuoctu 40.02.01 IIpaBo u oprasusanus
COIHATLHOTO 06ECTIedeH s, COBPEMEHHOMY YPOBHIO Pa3sBUTHS HAYKH IPAKTHKH M MOXET OBITH
HCIIONB30BaHA IS oDeclledeHHs] TTOJTOTORKH CIEIHMAINCTOB COOTBETCTBYIOIIETO YPOBHA.
Comep)kaHue, CTHIb H3NOKEHHS, TEPMHHOJOTHA COOTBETCTBYIOT TPeOOBAHMAM HA3HAUECHMS
yaeOHOM MMCLMIUIMHEL, NEIsIM ¥ 3a/la4aM [NOArOTOBKH CIICIMATMCTa B COOTBETCTBHH C @I'0C
CIIO mo crnenumansroctE 40.02.01 IpaBo u opraHE3alus CoHANbHOro obecredenus. Pabouas
[IpOrpaMMa peKOMEHIYETCs K HCIOTB30BaHMIO B y4eOHOM mponecce B dummane ®I'BOY BIIO
«Ky6I'Y» B . Cnapsincke-Ha-KyOanu.

PelieH3enT:

3aBemyronmii Kadeapoi HCTOpHU 00IIECTBOZHAHN
Y IIeJarOrHYeCKUX TEXHOJIOTHIA,

KaH/(MIaT HCTOPHYECKHUX HAYK,

nonent ¢umuara GTBOY BO

«Kybanckuii rocy1apCTBEHHBIH YHHBCPCHTET

B r. Cnassicke-Ha-Kybanu i |
« » 20 r. il A.H. Pabuxos



PEITEH3UA

Ha pabodyro MPOrpaMMy y4eOHOH AUCIMILINHEL OI1.13 JloKyMeHTaIlOHHOE 00eCTIeuCHHE
yIIpaBIICHHS CIICIIHAIBHOCTH 40.02.01 ITpaBo ¥ OpraHmM3allis COMHATBHOIO obecrieueHUsA

PaGouas mporpamMma y4eOHOM  JAMCIMIUIMHEI OI1.13 JloxyMeHTalHOHHOE
obecreyeHre YIpPaBICHUS COICPKUT nacriopT pabodeil POrpaMMbl yueOHOM
JMMCITAILIMHEEI, T7e JaHa XapaKTepHUCTHKa 067acTy IPHUMEHEHHS MPOTPAMMBI, IIOKa3aHBI
MECTO JUCIMIUIMHEL B CTPYKTYpE NPOrpaMMbl MOATOTOBKH CHCLHATACTOB CpEIHEro
3BeHa, ed IeTM W 3a/ia4y, epedeHb IaHHPYEMBIX PE3yIIbTATOR obyuenus. B pabouyro
IpOrpaMMy BKJIFOYEHB! pasfelbl, OTPAXKAroIIMe CIPYKTYpY U COJCpXKaHWe Y4ueOHOH
JCIWILIAHEL, MCTIONB3yeMble B ydeOHOM Ipouecce obpa3oBaTebHble TEXHOJIOTHH,
YCIOBHS PEAIM3AlMK [IPOTPaMMBI, TIEPCHEHD OCHOBHO# M JOIOJIHUTEIBHON JIMTEPATYPEI,
HeoGXOMMMOlM JUIS OCBOEHHS NHCIMIUIAHBI, OLCHOYHBIC CPEACTBA UL obecrieyeHus
KOHTPOJIA YCIIEBAEMOCTH CTY/ICHTOB, JOIOTHUTEILHOE obecrieueHUE JUCITUILTUHBI.

PaGouas nporpaMva y4eOHOW — IMHCHMIUTHHBL OIL.13 JloxymMeHTaI[HOHHOC
oGecreuenue ynpasieHus coorsercteyer ®I'OC CIIO mo crneuuansroctd 40.02.01
[IpaBo ¥ OpraHu3alis COLUAILHOIO oOecrieyeHrs, YTBEPKIECHHOIO TPHUKA30M
MuHucTepcTBa 00pa30BaHUA U HAYKH Poccniickoit ®enepammn ot «12» Mas 2014 1. Ne
508, yueGHOMY TUTaHy CIEUaTbHOCTH H paboueii TporpamMMe JUCIIMILIHHEL.

Conepxanue pabodeii MporpaMMEl COOTBETCTBYCT yPOBHIO o0y4eHusl, TI03BOJISET
copMUpOBaTE BCE HEOOXOIUMBIE obupe ¥ MpodecCHOHANBHbIE KOMIIETCHIMH Y
CTYIEHTOB, CO3/aeT OCHOBY Ul (POPMUPOBAHHA Y 06yuaromuxcs HHTEpeca K JaHHOHU
y4eOHON JUCIMIUIHE ¥ B IEJOM K yaebHol mesTenpHOCTA. [IporpamMma npearonaract
opraHu3anyio paGoTel OOYYAOIMXCS KaK € ydacTHeM mpenojapaTens, TaKk U C
[pUBJICYCHIEM  CIICIHAIHICTOB-TIPAKTHKOB. JlocTaToO9HOE ~ BHAMAHHE  YJEJICHO
OpTaHM3aIlME CaMOCTOSTEIBHOM paboTsI CTyIeHToB. Paboyasd y4eOHas mporpaMma JaeT
BO3MOMKHOCTD OOECIICYNTh CBS3b TEOPHH C TPAKTHKOH. Kaxux-mu6o 3aMedaHH#l He

BBISIBJIEHO.

PabBouas mporpamMma THCHHIIIAHBL OI1.13 JlokymeHTaIMOHHOE ObOecreuenne
YIpaBICHMA MO CTEHHATBHOCTH 40.02.01 TlpaBo ¥ oOpraHu3andi CONHUAILHOTO
oBecIieueHiss COOTBETCTBYET TpeOoBaHMSM CTaHAApTa, a TaKKe TpeOOBaHUIM
COBpEMEHHOTO PHIHKA TPYJa.

DKCIepT:

I TaBHEI CIEIHATHCT-9KCIIEPT (FOPHCKOHCYIIBT)

Vrpasienust [[eHCHOHHOrO QOHIA

Poccuiickoii ®egepanun B CIaBIHCKOM paHOHE
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