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1. IACHOPT PABOYEM ITIPOT'PAMMbI YYEBHOM JTACHUILIAHBI
OI1.13 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

1.1 O6sa1acTh NPpUMEHEHNUS] TPOrPAMMBI

PabGouass mnporpamma yueOHO¥ nucuumiuabl OI1.13  JlokymeHTalMoOHHOE
oOecriedeHre YIpaBIICHUs SIBISETCS YACThIO MPOrPaMMbl MOJATOTOBKU CHEIHAIUCTOB
cpennero 3BeHa B cootBeTcTBUU ¢ PI'OC CIIO mno cnenuanbHocTu 40.02.01 IlpaBo u
OopraHu3aIus COIMaIbHOTO 00eCTICUCHUSI.

1.2 MecTo I1MCUMIUIMHBI B CTPYKTYpPe MPOrpaMMbl MOATOTOBKH CHENUATHCTOB
Cpe/lHero 3BeHa:

Hucturmyaa  BXoguT B mpodeccuoHanpHbii  1mukn  (II) B gmcno
obmenpodeccrnonanbubix aucuurind (OIT).

1.3. Hean u 3aga4u AUCHMILUIMHBI — TPeOOBAHHWSI K Pe3yJbTAaTaM OCBOCHUS
AMCUMILIUHBI:
B pesynbrare ocBoeHuUs yd4eOHOM AUCIUTUITMHBI 00YUYaIOIINIICS JOKEH YMETh:
— oopMIIATHE OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIE JOKYMEHTHI B COOTBETCTBUU
¢ nerctByromum ['OCTowm;
—  OCYIIECTBJISATH 00pabOTKY BXOSAIINX, BHYTPEHHUX U UCXOISIINX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHHEM;
— oopMIIATH TOKYMEHTHI JJIs MIEpe/ladyu B apXUB OpraHU3aIuu.
B pesynbrare ocBoeHUs YIeOHOM MUCIUIUTMHBI 00YUYaIOIIHICS JOJIKEH 3HATh:
— TMOHSTHUE IOKYMEHTA, €T0 CBOWCTBA, CIIOCOOBI IOKYMEHTUPOBAHUS;
— TMpaBWia COCTaBlieHUSI U O(OPMIICHUS OPraHU3AIHMOHHO-PACTIOPATUTEIHHBIX
nokymeHToB (nanee — OPJI);
— CHCTEMYy M THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO oOOecreueHus
ynpasienus (nanee — [10Y);
— 0co0eHHOCTH JIEIONIPON3BOJICTBA o oOpareHusM rpakJiaH u
KOH(UICHITUAIBHOTO JIEIOMPOU3BOJICTBA.
B pesynbrare ocBoeHHs y4eOHON IUCHMUILIMHBI OOYyYaloOlIUNCS JOKEH HMeETh
NMPAKTUYECKUI ONbIT:
— METOJUKOM cocTaBlieHus, 0POPMIICHHS M PEAAKTUPOBAHUS CITY>KEOHOTO
JIOKyMEHTa, OpraHu3aiuu paboThl C HUM;
— cnoco0aMu TOKYMEHTHUPOBAHUS U KOHTPOJIS 32 UCIIOJIHEHUEM PAa3IUYHBIX BUJIOB
JIOKyMEHTOB;
— coBpeMeHHbIMU TexHosorusimMu 0V
— HaBbIKaMu paboTHI ¢ pecypcamu cetu «HTepHET», YIeOHOM 1 HAyYHOH
nuteparypoit o J10Y;
— HaBblKamu cocTaBieHus u opopmiieruss OP/I.
MakcumanbpHas yueOHas Harpy3ka oOydaromierocsi - 148 gac., B TOM 4ucIIe:
oOsi3aTenbHas ayauTOpHas ydeOHas Harpyska oOydaromerocs - 100 4ac.;
caMocTosTeIbHas paboTa oOyuaroiierocs - 48 yac (B TOM 4uciie KOHCYJIbTAIllUU § 4acoB).



1.4. Ilepeyenb MJIAHHUPYEMbIX PpPe3yJbTATOB OO0yYeHHUS 10 JAUCHUILUIHHE
(ITepeyennb popMUpPyeMbIX KOMIIETEHIIH)

Vuammuiics qomkeH 001aJaTh OOIMMMH KOMIIETCHIIMSMH, BKIIIOYAIOIIMMH B CeOs
CIIOCOOHOCTB:

OK 1. TloHmMaTh CYIIHOCTh M COIMAJIBHYIO 3HAYMMOCTh CBOCH Oymyriei
npodeccuu, IPOSIBIATh K HEH YCTOMYMBBIN HHTEPEC.

OK 2. OpranuzoBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTD, BBIOUPATH TUIIOBBIE METOIbI
U CITOCOOBI BBITTOTHEHUSI MPOGECCHOHATBHBIX 3aJ1ad, OICHUBATh MX 3()PEKTHBHOCTH U
KauecTBO.

OK 3.IIpuHuMaTh pemieHus B CTAaHAAPTHBIX U HECTAHIAPTHBIX CUTYalUsIX U HECTU
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBISITh TOUCK M UCIIOJIB30BaHHE MH(MOPMAIIUN, HEOOXOIUMON ISt
3(p(EKTUBHOTO BBINOJHEHUS MPOPECCHOHATIBHBIX 3a7ad, MNPOPECCUOHATIBHOIO U
JMYHOCTHOTO Pa3BUTHSL.

OK 5. MHcnonb3oBaTh HWHOOPMAIMOHHO-KOMMYHUKAIIIOHHBIE TEXHOJIOTHU B
npodeccuoHaNbHON ACSITEILHOCTH.

OK 8. CaMoCTOATENBHO ONPENEIATh 3a/1a4i MPOPECCUOHATBHOTO U JIMYHOCTHOI'O
pa3BUTHSI, 3aHUMATbCsl CaMOOOpa30BaHHWEM, OCO3HAHHO IUIAHUPOBATHh IIOBBIIICHUE
KBaTH(pUKAITUH.

OK 9. OpuenTrpoBaThCs B YCIOBUAX MMOCTOSTHHOTO U3MEHEHHUS MPaBOBOM 0a3bl

VYyamumiics  momkeH — o0inamaTe  Npo(EeCCHOHANBHBIMU  KOMIIETCHIIUSIMU,
BKJIFOYAIOIIUMU B Ce0s CITOCOOHOCTH:

[IK 1.1. OcymecTBusith mpodecCHOHATBHOE TOJKOBAHUE HOPMATUBHBIX MTPABOBBIX
aKTOB JJI peai3aliy NpaB rpakJaH B cepe NeHCUOHHOTO 00eCeYeHHs U COMAIbHON
3aILUTHI

[TK 1.2.0cymiecTBasiTh IpUeM TPaXkaaH MO BOMPOCAM MEHCHOHHOTO 00eCTeYCHHUSI
U COLMAJILHOM 3aIUTHI

[IK 1.3.PaccmaTpuBaTh MakeT JAOKYMEHTOB JUJIsl Ha3HAuY€HUs NEHCHUI, mOCOOuii,
KOMIICHCAI[UM, APYruX BBIIUIAT, a TAKXE MEp COLUAIbHON MNOANEPKKHU OTIEIbHBIM
KAaTerOpUsM I'paXKJaH, HYy>KIaIOUUMCS B COLIMAJIBHOW 3aIlUTe

I[IK 1.4.0cymecTBisiTh yCTaHOBIEHHE (Ha3HAUCHHME, TIEpepacueT, MEPEeBO),
WHJIEKCAIMIO U KOPPEKTUPOBKY IMEHCHM, Ha3HaUE€HHWE MOCOOUH, KOMIICHCAIIUH U JIPYTUX
COLIMAJIbHBIX BBITUIAT, UCTIOJIB3YSl MH()OPMAIIMOHHO-KOMIIBIOTEPHBIE TEXHOIOTUU

IIK 1.6. KoHcynpTHpoBaTh Ipa’kJaH M INPEICTABUTENICH IOPUINYECKUX JUL 1O
BOIPOCaM IIEHCMOHHOI'O 00€eCleYeHsI U COLMAIbHON 3alllUThI

B pesynbraTe usyueHus yueOHOM JUCHUILIMHBI 00yYaronrecs
e Hexe Copeprxanue ) JOJKHBI
R rSya— KOMITeTEHINH (Wi e HNmetn 3
JacTH) 3HATH yMeTh NPaKTHYCCKU
OIBIT
1. OK 1 [loHnMaTh CymHOCTb U | COAEPIKAHUE HCII0JIb30BATh HaBbIKaMHU
COLIMAIBHYIO HOPMaTHBHO- MOJy4EHHBIE COCTaBJICHUS H
3HAYUMOCTh CBOEH MPaBOBBIX aKTOB U 3HAHUS B odpopmierns OPJ]
Oynymei mpodeccun, METOJUYECKUX MPAKTHIECKON
MIPOSIBIIATE K HEH JIOKYMEHTOB, pabote no
YCTOHYMBBIN UHTEPEC pPErIaMEHTUPYIOIIH | CO3AaHUIO U
X BOIPOCHI odopmuenuto OPJ]
co3nanus OPJ] u




B pesynbrate u3ydeHus yueOHON TUCIHMILIMHEI 00yYaIOIIHecs

No Uexc Conepxanue i JIOJDKHBI
. | kommerermuy | <OMIETEHIMH (v eé Hmetnb 3
YacTH) 3HATH yMeThb NpaKkTHYeCKHii
ONBIT
paboTHI C HUMHU
2. OK 2 OpraHu3oBbIBaTh TpeOoBaHUs K paboTarts ¢ TUIIOBBIMU
COOCTBEHHYIO COCTaBJICHUIO U 3aKOHOJATENbHBIMH | METOAAMH U
JIeATENbHOCTD, odopmrernnto OPJ | u mHBIMH crocobamu
BBIOMpATh THTIOBBIE HOPMAaTHBHBIMHU pemeHus
METOJIBI M CIIOCOOBI MIPAaBOBBIMHU aKTaMH | TPO(ECCHOHATIBHBI
BBITIOJTHEHHS X 3ajad,
npodeccCHOHaNbHBIX OLIEHHBATh UX
3aja4, OIEHUBATh UX MOTEHIH AT
3¢ GEKTHBHOCTD U
Ka4yecTBo.
3. OK3 IIpunumarts pemenus B | CTpykTypy U OpuentupoBatecsi | HaBbikamu
CTaHAAPTHBIX U ¢ynkronnpoBann | B mporecce JOY B | oOmeHus mo
HECTaHJapTHBIX e cucremsl /IOY | cTaHIAPTHBIX U BOIIPOCAM
CUTYalLUsIX ¥ HECTH 32 TIOPSIZIOK PabOTHI ¢ | HECTAaHJAPTHBIX npodeccCHOHANBHOM
HHUX OTBETCTBEHHOCTH OPJ] CUTYallUsIX, IETaTh | JESATEILHOCTH C
HEOOXOANMBIE rpakAaHaMU |
BBIBOJIBI, KOJUIEraMH
00001eHus,
MIPUBO/ISIIITHE K
paroHaIbHBIM
peLIeHUsIM
4. OK 4 OCymIecTBIATh MOUCK U | CTPYKTYPY CHCTEMBI | paboTaTh co IIpaBUWJIaMH IIOMCKA
UCTIONIb30BaHNE HaIlMOHAJIFHOTO CIPaBOYHHUKAMH, 1 MCIIOJTb30BAHUS
nHpopManuy, POCCHICKOTO IIpaBa | METOIUYECKOI nHdpopManuy,
HEOOXO0ANMOH JuIst 1 MECTO B HEM JIUTEPaTypoOH, HEOOXOANMOH JUIs
3¢ PEKTHBHOTO KOHCTUTYIMOHHOTO | CIIPABOYHBIMU 3¢ PEKTHBHOTO
BBITIOJTHEHHS npaBa MIPaBOBBIMHU BBITIOJTHEHHS
npodeccCHOHaNbHBIX cHUCTEMaMH, npodeccHoHaNbHBI
3ajad, KaTajoraMu X 3a1ad,
podeCCHOHANBEHOTO U JUTEPaTypsl npodeccHoHANBEHOT
JIMYHOCTHOT'O Pa3BUTHS. 0 U JIMYHOCTHOTO
pa3BUTHSL.
5. OK 5 Hcnomnp3oBath KOMIIbIOTEPHBIE OpUEHTHUPOBATHCS B | HABBIKAMH PaOOTEHI
nH(pOpPMaIMOHHO- IIPOTPaMMBlI, cetu UHTEpHeET, C pecypcaMu ceTu
KOMMYHHUKaIIMOHHBIE OpPHEHTHPOBAHHBIE | MCIIOJB30BaTh €€ «HTepHeTY,
TEXHOJIOTUH B Ha KauyeCTBEHHOE pecypcel B y4eOHOM 1 Hay4YHOI
npodeccCHOHANBHOM OCYIIECTBICHHE poQeCCHOHANBHOHN | TUTEpaTypOH TI0
JIeSITEIIEHOCTH. NIPO(eCCHOHANBHON | AEATEIbHOCTH KOHCTHTYLIHOHHOM
JEeATeTBHOCTH y IIpaBy
6. OK 8 CaMOCTOSITEILHO MyTH BUIETH HaBBIKOM
OTpENeIATh 3aJauu npodeccHoHANBHOT | HaNpaBJICHUs TUIaHUPOBAHHUS U
poQeCCHOHANBHOTO U 0 pocTa u CBOETO peanu3amyy raHa
JIMYHOCTHOT'O PAa3BUTHUS, | JIMYHOCTHOTO npodeCcCHOHANBHOT | MPO(eCCHOHATBHOT

7




B pesynbraTe usyueHus yueOHOM JUCHUILIMHBI 00yYaronrecs

No Uexc CopeprxaHue i JTOJDKHBI
P A —— KOMIETEHITNH (YUTH e Hmets 3
YacTH) 3HATH yMeTh NMPaKTHYECKUH
ONBIT
3aHUMATBCS pa3BUTHA, 0 0 ¥ JIMYHOCTHOTO
camoo0pa3oBaHHUEM, TIOBBIIICHUS COBEpPILICHCTBOBAHU | pa3BUTHS,
0CO3HaHHO KBaIN(HUKALUH s camo00pa3oBaHus,
IUTaHUPOBATh TIOBBILICHUS
MOBBILIICHUE KBann(UKAIUU
KBaM(pUKAIWH.
7. OK 9 OpHueHTHPOBATHCS B OCHOBHBIE aHATM3UPOBAThH HaBBIKOM
YCIIOBHSIX TIOCTOSTHHOTO | TEHACHIIUU neficTByrOIITe po¢heCCHOHATHFHOT
W3MEHECHHS MIPABOBOM pa3BUTHA HOpPMATHBHBIC aKTHl | O MCIIOJIB30BAHMUS
6a3bl KOHCTHTYIIHOHHOTO HOBOTO B
TpaBa, HOBEJLIBI KOHCTUTYIIHOHHOM
KOHCTHTYIIHOHHOTO 3aKOHOJATEIbCTBE
3aKOHO/IaTEIhCTBA
8 K 1.1 Ocyl1ecTBIATh coziep KaHue OCYULIECTBJIATH IpUeMaMHU
npo¢eCCHOHATBHOE HOPMAaTUBHBIX aHanu3 po¢eCCHOHATBLHOT
TOJIKOBaHHE MPaBOBBIX AKTOB MU | AEHCTBYIOLIETO 0 pa3bsSICHEHUA
HOPMaTHBHBIX METOINUECKUX 3aKOHOJATENIbCTBA, | BOJIH
MIPaBOBBIX aKTOB JJIsI JIOKYMEHTOB, HaIpaBJICHHOTO HA | 3aKOHOMATEN,
peanu3aiyy mnpas HUMEIOIIUX peryaupoBaHue OTpakKEHHOH B
rpaxkaaH B cdepe 3Hauenue LisiJOYB | JOY [IpaBOBON HOpME
TICHCHOHHOTO cdepe IeHCHOHHOTO IUTA peaji3anui
obecrnieueHHA 1 obecrieyeHUs u IIpaB TpakJIaH B
COIMAEHOM 3aIUTHI COLMAITEHOM chepe
3aIUTHI TICHCHOHHOTO
obecrnieueHHA U
COLMAIILHOU
3aLTUTH
9 K 1.2 Ocyl1ecTBIATh NpUEM coZiep KaHue HCI0JIb30BAThH criocobamu 1
rpaXk[IaH Mo BOIpOcaM MPaBOBBIX NPaBOBbIE HOPMBI B | IpHEMaMHU
IIEHCUOHHOTO HOPMOCOLIMAJIEHONH | COLMaIbHOM paboTe | opraHu3aluy U
obecrieueHus 1 pabote clc OTAEIBHBIMH | KOOPIMHUPOBAHHS
COLIMAJIBHOM 3aIIUTHI OTJEIBHBIMU JUIAMU, COLMAIBHON
JIAIIaMH, KaTerOprsIMHU paboTEI ¢
KaTeropusiMu rpaxaaH W | HyXKITAOIIMHICS B
TpaxnaH U | CEMBSIMH, COIMANBHOM
CEMbBSIMH, HYXTAOUIMACA B | TIOAICPKKE H
HY)KIAOIUMACS B | COIHATBHOM 3aIIuTe, IpreMaMiu
COLMAITEHOM TOIICPIKKE U | paboTHI €
HOJIepIKKE W | 3ammre, a Takke | )Kanodamu
3am|Te, a Takke | ohopMIATh oOpareHuIMU
nepevyeHb U | He0OXOTUMBIE rpaxkaaH o
HOPSIIOK JIOKYMEHTBI B | BOTIpocaM
odopmicHUS JAaHHO# 00JacTh MICHCHOHHOTO
HEO0OXOAUMBIX obecrieueHus 1
JIOKYMEHTOB COIMANBHOM
3aIATHI
10 IIK 1.3 PaccmarpuBath naker HopmatusHo- ToskoBaThb Hagbikamu
JIOKYMEHTOB JJIst NIPaBOBBIE OCHOBBHI | COJIEpXKaHUE odopmteHHs
Ha3HAYCHU ITCHCHIA, paccMOTpeHuUs MOKYMEHTOB  IJIsl | JOKyMEHTOB JUIS
mocoouii, JOKYMEHTOB U | Ha3HAUCHUS Ha3HAYCHUS
KOMITEHCAH, Tpyrux Ha3zHAYCHUS MEHCUH, 1IOCOOMH, | MEHCHII, TOCOOHI,
BBIIUIAT, @ TAKXKE MEP MIEHCUH, TOCOOMH, | KOMIIEHCALHIA, KOMIICHCAIIHH,
CONMATEHON KOMIICHCAITHH, JIPYTUX BBHIIIAT, a | APYTHX BHIIUIAT, a




B pesynbrate u3ydeHus yueOHON TUCIHMILIMHEI 00yYaIOIIHecs

No Uexc CopeprxaHue i JTOJDKHBI
P A —— KOMIETEHITNH (YUTH e Hmets 3
YaCTH) 3HATDH yMeTh NMPaKTHYECKUH
ONBIT
MOJIICP KKK OTACIBHBIM | IPYTUX BBIIUIAT, a | TaKkKe Mep | Takke Mep
KaTeropusM TpaxjaH, Takxke Mep | ColManbHOU COIMANLHOM
HYKJAIOLUMCS B COIMATTLHOM TIO/IJIEPIKKH TIO/IJIEPKKH
COIMANILHOM 3aIuTe MOJIEPIKKH OTIETbHBIM OTETHHBIM
OTIIETbHBIM KaTeropusiMm KaTeropusim
KaTeropusiMm rpaXkaaH, rpaXkaaH,
TpaxniaH, HYXKJTAOIMIMCS B | HY)KJAIOIIAMCS B
HY)KIAIOIUMCS B | COIIHATBHOMN COIMANBHOM
COLMAITEHON 3ammTe 3ammTe
3armTe
11 IIK 1.4 Ocy1ecTBIATh Heobxomnmoe ITonp30BaThCs Hasrsikamu
YCTaHOBJICHHE KOMITBIOTEPHOE COOTBETCTBYIOIINM | IPUMEHEHUS
(Ha3HaueHue, MPOrpaMMHOE KOMITBIOTEPHBIM HHPOPMAIIUOHHO-
nepepacyer, IepeBoy]), | obecredeHue MIPOTrPaMMHBIM KOMITBIOTEPHBIX
HHJIEKCAIUIO U obecrieucHIEM TEXHOJIOTU I v
KOPPEKTHPOBKY YCTaHOBIICHUS,
TIeHCHI, Ha3HAUCHUE WH/ICKCAITHH,
M0COOMH, KOMITEHCAIIHI Ha3HAYECHUS
U IPYTHX COIMATHHBIX meHCcHi, mocoOuit u
BBIIIJIAT, UCTIONB3YS Ip. COIIMATEHBIX
HHPOPMAIIIOHHO- BEITIJIAT
KOMITBIOTEPHBIC
TEXHOJIOTUHU
12 K 1.6 KoncyneTuposats IIpaBoBrie OCHOBHI | Beinensars rnaBHoe, | HaBbikamMu ycTHOTrO
TpaXKaaH u TIEHCHOHHOTO CTPYKTYpHUPYsI WIM T[HChMEHHOTO
IIpecTaBUTeNeH obecreyeHus U | TOJDKHBIM 00pa3oM | KOHCYJIBTHPOBAHHMS
IOPUANYECKUX JIUIL TIO COIMATTLHOM YCTHYIO WIH | TpaXIaH u
BOIPOCaM MEHCHOHHOTO | 3alllUThl HACEJICHUsI | MUCbMEHHYIO peyb | MpelcTaBUTENeH
obecrnieueHH 1 c LENbI0 | FOPUANICCKAX AL
COIMAEHOM 3aIUTHI KOHCYJIBTHPOBAHUA | TIO BOIIpOCaM
3aWHTEPECOBAHHBIX | TIEHCHOHHOTO
CcyOBEKTOB obecrieueHus u
COLMAJIbHOM
3aIATHI

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JJUCHUILJINHBI

2.1 O0beM yueOHOV TUCUUIJINHBI U BUABI Y4eOHOH padoThl

Buj yueOHoii padoThl

0O0nLeM yacoB

MaxkcuMaibHasi ydeOHasi HArpy3Ka (Bcero) 148
Oobs3aTebHasi AyINTOPHAs yueOHAast HATPY3Ka (Bcero) 100
B TOM YHCJE:

3aHATHSL JIEKLMOHHOIO TUIA 48
NPaKTUUYECKUE 3aHITH 52
nabopaTOpHEIC 3aHATH

CamocTosiTesibHasi padoTa odyualonierocsi (Bcero) 40
B TOM YHCJE:

pedepar 4




CaMOCTOATENbHAsl BHeEay[WTOpHas paboTa (B BUAE IOMAIIHMX NPAKTHYECKUX 3allaHuil, 36
WHIUBUIYANbHBIX 33JaHUH, CAMOCTOSATEIBHOTO MOAOOpPAa M M3YyYEHHS MOIOJHHUTEIHFHOTO
TEOPETHUYECKOTO MaTepralia 1 Jip.)

Koncynpranmm 8

Bun npoMexxyTouHOH arTecTanuu JduddepeHurpoBaHHbII
3a4yer

2.2. CTpyKTYpa JUCUMIJIMHBI:

CamocrosiTe1bHast
KonuyecTBo ayMTOPHBIX YacOB padora cTyeHTa
(uac)

HaunmeHnoBaHnue TeM Bcero
IIpakTnuyeckue u

JadopaTopHble
3aHATHSA

Teopernueckoe
o0yueHnue

1.1.1.ITonsTue
JOKyMEHTAI[HOHHOTO
o0ecrieyeHHs yIIpaBICHUS

4 4

1.1.2.loKyMeHTHI u 10 4 4 2
JIOKYMEHTHPOBaHHE

1.1.3.Yanduxanus u
CTaH/apTU3aLUs
JIOKYMEHTOB.
YuupuurpoBaHHble
CHCTEMBI JJOKYMEHTAIINU

12 4 4 4

1.1.4.YauduuupoBaHHas
CHCTEMa OpraHH3al[HOHHO-
pacopsauTeIbHOM 14 4 6 4
nmoxymerrarun (Y COP/T).
®Dopmysip-odpaszern OPI.
PeKBH3UTHL M OJIaHKH

1.2.1.IIpaBmia opopmIreHIs
OCHOBHBIX BUJIOB
OpraHU3aIMOHHO-
paciopsIuTeIbHbBIX
JIoKyMeHTOB. [IpaBuna
odopmiteHns 1 BbIAAYN
KOIIUH IOKYMEHTOB

24 4 10 10

2.1.1.Cnyx6a
JOKYMEHTAI[MOHHOTO
o0ecIieueHus yIIpaBICHUS

12 4 4 4

2.1.2.0pranuzauus npuema,
paccMOTpeHHs, 12 4 6 2
pETUCTpAIX U UCTIOTHEHHS
JIOKyMEHTOB

2.1.3.MuadopmarmoHHO-
crpaBoyHas paborta.
KonTpons ucnonnenus
JIOKYMEHTOB.
OpranuzanoHHast
OTHpaBKa UCXOSIINX
JIOKYMEHTOB

12 4 4 4

2.2.1praauzanms
ONEPAaTUBHOIO XpaHEHHUS 13 4 4 5
JOKyMEHTOB.

Howmenknarypa nen

2.2.2.0xcnepTu3a LEHHOCTU
nokyMeHToB. [TonroToBka 13 4 4 5
JIeNT K apXUBHOMY
XPaHCHHUIO

2.3.1.0Opraru3anus padboTbl 10 4 2 4
¢ oOpalleHHsIMH rpaxaaH
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2.3.2.0pranusanusi paboTsl
¢ JOKYMEHTaMH,

12 4 4 4
AMEIOIIAMU TPpU
OTpaHUYCHU TOCTYTIA K
HHUM
Bcero no aucuuninHe 148 48 52 48

2.3. TemaTnuyeckuii IVIAH U cOoepKaHUe Y4eOHOU IMCHMITIUHbBI
OIl1.13 lokymMmeHTANMOHHOE o0ecleYeHue YIPaBJIeHUs!

HaunmeHnoBanue Conep:xanue yueOHOro MaTepuaa, npakruueckue padoorol, | Oobem | YpoBeHb
pa3esioB H TeM CaMOCTOSITeIbHAsI pad0oTa 00yYaIOLIHXCS. 4acoB | OCBOEHHS
1 2 3 4
Paznen 1. 64
JlokymMeHTHpOBaHME
Tema 1.1. Conep:kanne y4eOHOro MaTepHuaJia 30
JlokyMeHTalnOHHOE Jleknuu 16
obecrieyeHue 1 | TloHsATHE TOKYMEHTAIIMOHHOTO 00ecTieueH sl YIIpaBJICHHUs 4 1
YOpapJeHU: NOHATHE, | 2 | JIOKYMEHTHI U IOKYMEHTUPOBAHHE 4 1,2
COACPKAHUE U ITATIBI 3 | YHudukanus u craHIapTH3aIus JOKYMEHTOB.
4 2
pa3sBUTHSL. YHUGHUITUPOBAHHBIC CHCTEMBI IOKYMEHTAITUH
4 | YHuumupoBaHHas CHCTEMa OpTraHN3aIlHOHHO-
pacnopsaaurensHoit nokymenraruu (Y COPJL). @opmynsp- 4 2
oopazert OPJI. PekBu3uTHI 1 OJIAaHKH
IIpakTHyeckue 3aHATUS 14
1 | IoKyMEHTHI U JOKYMEHTHPOBAHHUE 4 2
2 | YHuUKaNys U CTaHAapTH3aIUs JOKYMEHTOB. 4 23
YHuGHUIHUPOBAHHBIC CUCTEMbI IOKYMCHTAIIUU ’
3 | YHndunupoBaHHAas CUCTEMa OpPraHU3allHOHHO-
pacnopsaaurensHoit nokymenraruu (Y COPJL). @opmynsp- 6 2,3
oopazent OPJI. PexkBu3uTHI 1 OJIaHKH

CamocTosiTeJibHasE padoTa 00y4arouuxcs

1.U3yunTh HOpMaTuBHO-TIpaBoBble akTe:I' OCT P 51141-98.
Jemonpon3BoACTBO U apXUBHOE Je70. TepMHUHEL U OIIpeIeTICHHS,
OenepanpHbIif 3ak0H 0T 27.07.2006 Ne 149-03 «O6
nH(popMayu, HHOOPMAIIMOHHBIX TEXHOIOTHAX U O 3aIUTE
nHpopMaruny; DenepanbHbIif 3ak0H oT 27.12.2002 Ne184-D3 «O
TEXHUYIECKOM PETyITUPOBAHUN

T'OCT 17914-72. O6510KKH €T [UINTSTFHBIX CPOKOB XPaHCHHS.

Texunueckue ycnosus. FOCT P M1CO 9000-2008.
Hanunonanensiii crangapt Poccuiickoit @enepanun. CucteMbl
MEHeKMEHTa KadecTBa. OCHOBHBIC TIOJIOKEHUS U CIIOBApPH .
T'OCT P 6.30-2003 YaudumupoBaHHEIE CUCTEMBI JOKYMCHTAIIHH. 6
YHupuupoBaHHas CUCTEMa OpraHU3anOHHO-
pacnopsauTeNIbHOM JOKyMeHTaluu. TpedoBaHus K 0(pOPMIICHHIO
JIOKyMEHTOB.

2. [IpunymaTh HAMMEHOBAHUE CBOECH OpraHU3allUH, SMOJIEMy
OopraHusaluy, KoJ OpraHu3aluy, OCHOBHOM roCyapCTBEHHOM
PEruCTPaIOHHBIN HOMEP IOPUANYECKOTO JInlia (OpraHnu3allum ),
UIeHTU(UKALMOHHBIH HOMEp HAJIOTOIUIATE bIINKA/KOJ| TPUIHHBI
MOCTaHOBKHU Ha y4eT, CIPaBOYHBIC JaHHBIE 00 OpTaHHU3aIlK; BCE
JIaHHBIC 3aHECTH HA 3JIEKTPOHHBIN HOocuTEb B popmarte Word.

Koncynpranuu 4
Tema 1.2. Coaep:xanue yueOHOro MaTepuajia 14
Odopmiaenune OP/J] Jleknuu 4
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1 | IlpaBuia odopmileHHs] OCHOBHBIX BHOB OpPraHU3allMOHHO-
pacnopsAUTENBHBIX TOKYMEHTOB. [IpaBmia odopMieHus 1
BBIIa4YH KONHMH JOKYMEHTOB

1,2

IlpakTHnueckue 3aHATHSA

10

—_—

HpaBI/ma O(I)OI)MJ'ICHI/I?I OCHOBHBIX BUAOB OpTraHU3allUOHHO-
pacioopsaauTECIbHbIX JOKYMCHTOB.

12

2 | IIpaBuia oOpMIICHHUS W BBIJIAYH KOITUH JOKYMEHTOB

CamocrosiTeJibHasi padora o0y4aromuxcs
1. 3yunTh HOPMATHBHO-IIPaBOBBIE akThI: 1) Obmepoccuiickuit

knaccuukarop ynpasieHdeckoi fokymeHTanun OKOII-93.
2)I'OCT P UCO 15489-1-2007. HaunoHanbHEIH CTAaHAAPT
Poccuiickoit®@enepannn. CucremMa CTaHIAPTOB IO WHPOPMAIINH,
OMOIMOTEYHOMY M M3/1aTEIbCKOMY JEITy. Y IpaBiIcHNE
nokymenTtami. 3) ['ocynapcTBeHHast cucremMa
JOKyMEHTAI[MOHHOTO obecniedeHust ynpasiaeHns. OCHOBHBIC
nonoxxenusi. O6ume TpedoBanmst [maBapxua CCCP ot 23 mas
1988 . N33 4. 4) AnpOom yHHPUIIMPOBAHHBIX (OPM MEPBUYHOM
YUETHOH TOKYMEHTALUH 110 Y4eTy TPyAa U €ro OIlIaThI.
YTBepxeH nocraHosneHueM I'ockomcrara PO ot 5 suBaps 2004
r. Ne 1

2. OdopmiieHre npakTH4IecKux padbot: 1) npoBepUThH
NPaBHILHOCTH O(OPMIICHHS OPTaHU3aAIMOHHBIX TOKYMEHTOB
CBOEI1 OpraHu3aluy, IPUKa30B 110 OCHOBHOM JIESATENEHOCTH U IO
JUYHOMY COCTaBY, LITATHOTO PacIMCaHUs, Tpaduka OTIIyCKOB,
JUYHBIX KapTOUCK, KOMAHANPOBOYHBIX yIOCTOBEPEHHUH,
CITyeOHOTO 3aaHus U1l HAIPaBJICHNS B KOMAHANPOBKY U
OT4YEeTa O €ro BHIIOTHEHHH, 3asBJICHUS, CIIPaBKH, IIPOTOKOJIA,
CITy’Ke0OHBIX IHceM; 2) IPOBEPUTH HAJTMUNE TOKYMEHTOB Ha
JNEKTPOHOM HocuTene B popmate Word.

3. TIpoBepUTh MPABUIBHOCTH 0(QOPMIICHUS KOTIHH 0()HIIHATEHOTO
JOKYMEHTA, BBIITMCKU UX OQHIMAIBEHOTO JOKYMEHTa, KOIHH-
OTITyCKa CBOEH OpraHU3aIliy; POBEPUTH HANYHE JOKYMEHTOB
HA3JICKTPOHOM HocuTene B popmare Word.

10

Pazgen 2.
Opranusanus paéoTsl ¢

AOKYMEHTaMHu

84

Tema 2.1.
JoxymeHnTo000poT

Coaep:xkanue yueOHOro MaTepuajia

26

Jlekuuu

12

1 | Cinyx0a TOKYMEHTalMOHHOT0 o0ecTieueH sl YIpaBIeHHs

2 | Opranu3zamus mpuema, pacCMOTPEHHUS, PErUCTPaIluy U
HCIIOJIHEHUS JOKYMEHTOB

1,2

3 | UadopmanmoHHO-cIipaBodHas paboTa. KoHTpoh
HCIIOJTHEHUS TOKyMeHTOB. OpraHu3anioHHas OTIpaBKa
HCXOJIIINX TIOKYMEHTOB

IlpakTnueckue 3aHATHS

14

1 | Cnyx0a JOKyMEHTAIIHOHHOTO 00ecIeueHHsI YIIPaBICHHUS

2 | Opranu3zanus MpreMa, pacCCMOTPEHHS, pETUCTPAINN 1
HCIIOJIHEHUS JOKYMEHTOB

1,2

3 | UadopmanmoHHO-cIipaBodHas paboTta. KoHTpoh
WCTIOJNIHEHHS TOKYMEeHTOB. OpraHu3aliMoHHas OTIPaBKa
UCXOJAIMINX TOKYMEHTOB

CamocrosiTesibHasi padora o0y4aroumuxcs
1.3yynts MeTonuueckre peKoMeHJaluy 1o pa3padoTKe

HHCTPYKIIUH 110 IEIOTPOU3BOACTBY B (pe/iepaibHBIX OpraHax
WCIIOTHUTENbHOM BlIacTU. Y TBEpKAeHbI pukazoM Pocapxusa oT

10

12




23 nexabps 2009 r. Ne76

2. OdopmiteHHE IPAKTHIECKUX PadOT:

1) mpoBepUTH MPaBUIBHOCTD MPOCTABICHUS PE30TIOLNH,
BXO/ISIIIIETO PETHCTPAITHOHHOTO HHIICKCA, 3aITOTHEHHUS
pEeTUCTpaIMOHHOM (POPMEI CBOCH OpTraHU3AIINH;

2) IpOBEPUTH HATMYHE JOKYMEHTOB Ha’JIEKTPOHOM HOCHUTENE B
dbopmate Word.

3. Hammcats 3cce mo teme «MHDOpMaIoOHHO-CTIpaBOYHAS

paboTa B yCIOBHSAX MPUMEHEHNS KOMIBIOTEPHBIX TEXHOJIOTHI
4 Mzyunte®enepanpubrii 3akoH oT 10.01.2002 Nel-®3 «O0
AIEKTPOHHON IU(POBOI TOATTHUCH

Tema 2.2.
Xpanenue
JOKYMEHTOB

Coaep:xkanue yueOHOro Marepuajia

16

Jlekuuu

1

Opranu3zanys onepaTUBHOTO XPaHEHUS TOKYMEHTOB.
Howmenknatypa gen

2

DKcnepTu3a EHHOCTH JOKyMeHTOB. [loAroToBKa e k
ApXMBHOMY XpaHEHHUIO

1,2

AKTHYCCKHEC 3aHATHSA

—_—

Opraan3anus ONepaTHBHOTO XPaHSHHS JOKYMECHTOB.
Howmenknatypa gen

2

OkcrepTr3a IEHHOCTH TOKyMeHTOB. [loaroToBka nei k
ApXMBHOMY XpaHECHHUIO

1,2

CamocrosiTeJibHasi padora o0y4aromuxcs

1.W3yuuts: 1) OCHOBHBIC IpaBMIIa pabOTH APXHBOB
opranusaiuii. Onoopens! pemerneM Kosrernu PocapxuBa oT
06.02.2002; 2) IlepeueHb TUIOBBIX YIPABICHYECKUX apXUBHBIX
JIOKYMEHTOB, 00pa3yIOLINXCs B Ipolecce AeATEIbHOCTH
roCyJapCTBEHHBIX OPTaHOB,

OpPTraHOB MECTHOTO CaMOYIPAaBICHUS U OpraHU3aIHii, C

YKa3aHHEM CPOKOB XpaHEHUs. Y TBEPKACH MPUKA30M

MunuctepcTBa KynbTypsl Poccuiickoit ®deneparyu ot 25 aBrycra
2010 r. Ne558

2.0¢dopmieHne npakTHIeCKuX padoT: 1) mpoBepuTh
NPaBHJILHOCTh COCTABIICHHsI KOHKPETHOI HOMEHKJIATYpBI CBOCH
OpraHM3aliK; MPOBEPHUTH HAIWYKE JIOKYMEHTOB HadJIEKTPOHOM
Hocutene B popmate Word; 2) npoBepHUTh MPaBHIEHOCTh
COCTABIICHUS aKTa O BEIJICICHHU K YHHYTOXKECHHIO JTOKYMCHTOB, HE
MOJICKAIINX XPAHCHUIO CBOCH OpraHU3alliH; IPOBEPUTH
HaJlM4re JOKYMEHTOB Ha 3JICKTPOHOM HOcHTeNe B popmaTe
Word.

Koncynpranum

Tema 2.3.
OcodeHHocTH padoThI
¢ o0pameHusIMu
rpaskaaH u
KOH(UIEHIHATbHBIM
U JTOKYMEHTaMHu

Copepkanne yueOHOro MaTepuaJia

Jlexnun

1

Opraan3anus paboTsl ¢ 00paleHUIMHA TPaKIaH

2

Opranusanus paboThl ¢ JOKYMEHTaMH, IMEIOIIMU Ipud
OTPaHUYEHUS IOCTyNa K HUM

12

AKTHYCCKHEC 3aHATHSA

Opraamn3anus paboTsl ¢ 00paleHHIMHA TPaKIaH

l\)»—‘n

Opranusanus paboThl ¢ JOKYMEHTaMH, IMEIOIIMU Ipud
OTPAaHUYEHHS IOCTyNa K HUM

A~ (DN B~ |

12

CamocTosTe1bHasi padoTa 00y4aloMXCH

1.0¢opmiienne npakTHyeckux padoT: 1) mpoBepuTh
NPaBHJIBHOCTH MOJIOTOBKH JIeJIa K Iiepeaye B apXuB CBOCH
OpraHU3aIiK, COCTABICHHE CAATOYHOMN OIUCH; 2) IPOBEPUTH

HaJIM4Ue JJOKyMEHTOB Ha3JIeKTPOHOM Hocurene B popmare Word.

2.M3y4nTh HOpMaTHUBHO-TIPaBOBbIE aKkThl: 3akoH P ot 21 uromns
1993 1. Ne5485-1 «I"ocynapcTBeHHOM TakHey; DenepanbHbIH
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3aKkoH oT 27.07.2006 Nel152-®3 «O nepcoHaIbHBIX JAHHBIXY;
®enepanbHbiil 3ak0H 0T 02 mMast 2006 r. Ne59-03 «O nopsinke
paccMoTperus oOpamieHuit rpaxnal Poccuiickoit denepannmny;
Vka3 Ilpe3unenta PO ot 06 mapta 1997 r. Nel188 «Ilepeuenn
CBEJICHNH KOH(PUACHIIMAIEHOTO XapaKTepay

Yposenwv oceoenus: 1 -neexuti, 2 - omnocumenvho nezkutl, 3 — CI0NHCHbIU.

2.4. Coaepxanue pa3aesoB JUCUUILIMHBI

2.4.1 3auaTus JeKIUOHHOT0 THIIA

®opma
Ne HaumenoBanmue TEKy1Ier
pasena pasjena, Tembl CopeprxaHnue pasnena, TEMBbI R
KOHTPOJISI
1 2 3 4
1 Tema. 1.1.1 Conep:xanue yueOHOro MaTepuaa: T,V,
Ionstue ConepxaHue JUCIUIUTAHBI M €€ POJIb B MMOJATOTOBKE CIICIHAJIICTA.
IoKyMeHTaruoHHO | CBs3b C IpyTUMU 00menpodeccHOoHaIBHBIMHA U CIICTIHATHHBIMA
ro o0ecreYeHus JTUCIATUTAHAMH.
YIpaBJICHUSA OCHOBHBIE 3Talbl BOSHUKHOBEHISI X Pa3BUTHUS OTCUECTBEHHOTO

JOKyMEHTAI[MOHHOTO 00ECTIeYCHUsI yIIPaBIICHUS (AEIONPOU3BOICTBA).
[TonsATHE «IOKYMEHTAaIMOHHOE 00ECIICUEHNE YIPABICHHD).
JlokyMeHTaImoHHOE 00ecTiedeHUE YIIPaBICHUS KaK (QYHKIHS
yIpaBJICHUs], B3aUMOCBS3b C IPYTUMU (QYHKIHSAMH yIIPaBICHUS.
JlokyMeHTalMoOHHOE 00ecedeHUe yIpaBIeHus Kak cucTeMa paboThl ¢
nokymenTtaMu. CoOBpeMeHHbIE TPEOOBaHUS K €0 OpraHU3aIuH, K
NPUMEHEHUIO COBPEMEHHOI 0(QHCHOI U BHIYUCIUTEIEHON
TeXHUKU.VICTOUHUKY U IUTEpaTypa 1Mo TUCUUIUINHE!
3aKOHOJIaTeIbHBIC aKThl, HOPMATUBHO-METOANYECKHE JOKYMEHTHI,
roCyIapCTBEHHBIE CTAHJAPThI, OCHOBHAS U JOMIOJIHUTEIbHAS
IUTEpaTypa.
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Ne
pasnena

HanmenoBanue
pa3zena, TeMbI

Coz(ep»caHI/Ie pa3aeciaa, TCMbl

®dopma
TEKyIIer
0
KOHTPOJISI

2

3

4

Tema 1.1.2
JloxyMeHThI 1
JIOKYMEHTHPOBaHHE

[onsTusa «uHGOpManms» U «JOKyMeHT». Pons nadopmannu B
COLIMAIBHO-)KOHOMHYECKUX npoueccax. [lomudyHKInOHAIBHOCTE
JoKyMeHTa. THpopMalMoHHast, KOMMYHHKAaTHUBHAs, COLUAJIbHAS,
KyJIbTypHasl, yIpaBJIeHUECKas, IpaBOBasi, UICTOPUUYECKAs U APYyTHe
(YyHKIMH TOKYMEHTA.

[onsiTre 0 nokymeHTHpOoBaHUHU. O0s3aTENBHOCT JOKYMEHTHPOBAHUS
nHpOpMaIHH. 3aKOHOAATEIbHBIC aKThI, PETIIAMEHTHPYIOIINE
OpTaHM3aINIO PA0OTHI ¢ JOKYMEHTHPOBAaHHOW HH(OpManuen
(®enepanphblii 3ak0H PO «O0 nHpOpManum, HHPOPMATHOHHBIX
TEXHOJIOTHAX U 0 3aIuTe nHpopmanun», Tpynosoit kogekc PO u np.).
OcHOBHBIE CTIOCOOBI TOKYMEHTHPOBaHMsA. MaTepuaabHble HOCUTEIN
MH(OPMAIMH U UX BIMSHUE Ha JOITOBEYHOCTh U COXPAaHHOCTh
JIOKyMeHTa. BnusHue Hay4qHO - TEXHHUECKOTO Iporpecca Ha JOKYMEHT
U TOKyMEHTHPOBAHHUE.

TekcroBsle, rpaduyeckue, MaIMHOYUTAEMBIE JIOKYMEHTHI,
(oHonokyMeHTHI. OTpefeneHue MOHATHH «TOKYMEHTY, «aBTOp
JOKyMEHTa, «0(QUIHaNbHBIN JOKYMEHT», «JIMYHBIH JOKYMEHT» IO
T'OCTP. 51141-98.

Pacmmpenne NoHATHA «JOKYMEHT» C Pa3BUTHEM HAyKH M TEXHUKU.
IlonsATne «371eKTPOHHBII JOKYMEHT». 3aKOHOIATEIbHBIE AKTHI,
peryIaMEHTHPYIOIUE OPTAaHU3AIHIO PAOOTHI € JICKTPOHHBIMHU
nokymenTamu (Penepanbublii 3akoH PO «O0 37eKTpOoHHON TUPPOBOH
TTOIITHCI ).

[Ipu3Haku JOKyMEHTa: OPUTHHAIBHOCTb, IOJIUHHOCTD, KOIMUHHOCTB.
[lonaTue «opuruHamM», €ro MPU3HAKU, XapaKTEPUCTHKA OPUTHHATIOB
JOKyMEHTOB Ha Pa3HbIX HOCUTEJSIX HHPOPMAIMU. Y MHOKCHHbBIE
OpUTHHAJIBI.

TonsTHe «MOATMHHUKY. [I0/UTMHHBIE U TOJUIOKHBIC JOKYMCHTHI.
danscudukanus TOKyMEHTOB.

Ionstue «xonusy. Buas! konuit. FOpuanyeckas cuna konuid. CTpykrypa
JokyMmeHTa. IToHATHE «PEKBU3UTY», BUABI PeKBU3UTOB. [ToHATHE
«(hopMyIIsp TOKYMEHTa», 0COOCHHOCTH COCTaBa (hopMyJIsipa JOKyMEHTOB
Ha pa3IMYHBIX HOCUTENIIX uH(popManuu. UHAUBUAyalbHBIH, THITOBOH
dhopmyitsp, popmysip-oOpasell, UX XapaKTepUCTHKa M Ha3HAUCHHE.

T’y’

Tema 1.1.3
Yaudukanus u
CTaHAapTU3AIUS
JIOKYMEHTOB.
YHu(UIMpoBaHHBI
€ CHCTEMEI
JIOKYMCHTAIUH

Yuudukauus u crannaprusanus. [loHsTue «cucrema JOKyMEHTaIN,
ee npu3HaKky. OyHKIMOHAIBHBIC H OTPACIEBBIC CHCTEMbI
JOKYMEHTALIHH.

[NonsTHe «yHH(UIUPOBaHHAS CHCTEMa JOKyMeHTalum». Kpartkas
XapaKTEePUCTHKA ICHCTBYIOMINX YHUPHUIUPOBAHHBIX CUCTEM
JOKyMEHTAI[MH: OPTraHu3allMOHHO-PACTIOPSINTEIbHON, OTYETHO-
CTaTHCTHYECKOH, IEPBUYHOM y4eTHOI (ruHaHCOBOM M Jp.
l'ocynapcTBeHHBIE CTAaHAAPTHI HA YHU(DHIUPOBAHHBIE CHCTEMBI
JIOKyMEHTAI[MH, perJIaMeHTHPYIOIUe 00IIue MpaBuiia UX pa3paboTKH
U roctpoenust hopmyisipa-oopasua.

[onsTre «yHHGUIUPOBAHHBIE POPMBI TOKYMEHTOBY.
OO01epoccuiickue 1 oTpacieBble yHUPUIIPOBaHHBIC (GOPMEI
JOKYMEHTOB; YHH(UIIMPOBAaHHBIE HOPMBI JOKYMCHTOB IPEATPUSTHS
(Y®), mopsiok ux BBeIACHUS B JeiicTBHE. ATBOOMEI (popm
YHU(DUIIMPOBAHHBIX JOKYMCHTOB.

Pacnipeienenue coctaBa BHAOB U Pa3HOBUIHOCTEH TOKYMEHTOB
OIpeZIeJIeHHOT0 KOMILIEK a 110 3aJa4aM ynpasieHus. Tadens popm
JIOKYMEHTOB.

TV,
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®dopma

Ne HanmenoBanue TEKyIIer
Coneprxanue paszaena, TeMbl
pasnena paszerna, TeMBI 0
KOHTPOJIS

1 2 3 4

1 Tema 1.1.4 Xapakrepuctuka, cocras u conepxkanue 'OCTa P 6.30-2003 TV,
YuuouuupoBanHas | «YHU(UIMPOBAHHBIE CUCTEMBI IOKYMEHTALUH. Y HUPHUIIMPOBAHHAS
cucreMa cucTeMa OpraHU3allMOHHO-PACTIOPSAUTENBHON JOKYMEHTAIUH.
OpraHU3aIMOHHO- TpeboBanus kK 0HOPMIICHUIO TOKYMEHTOB.
pacniopsiaurensHoit | @opmyssip - obpazenr OPJI. CoctaB u cxema pacioiIoKeHHs!

JIOKYMCHTAIUH PEKBU3UTOB Ha (GopMyIsipe-00pasiie, CriocoObl 0(OPMIICHHS.
(YCOPL). [Ipasuna opopmiieHHS PEKBU3UTOB, peraameHTHpoBaHHEIX [ OCToMm P
Dopmyisp- 6.30-2003.
obpazerr OP/I. [onsarne «6maHK TOKyMeHTay. Buasl 61ankoB: o0muit O1aHK, OaHK
PexBusuTH 1 MIchMa, OJTaHK KOHKPETHOTO BHA JOKyMEHTa. BapnanTsl
OnaHkH PacIoN0oKeHNsI PEKBU3UTOB 3ar0JIOBOYHON YacTH OJIaHKa.
[IpaBuna opopMIiIeHHs, U3TOTOBJIECHUS, YI€Ta, UCIIOIb30BaHUS U
XpaHeHHst repOOBbIX 0JIAHKOB OpraHW3allkH.

1 Tema 1.2.1 OCHOBHBIE TPYNIIBl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX TV,
IIpaBuna JIOKYMEHTOB. XapaKTepUCTUKA U COCTAaB OPraHU3allMOHHBIX
odopmiteHHs JOKyMeHTOB, Bxogsamux B YCOP/I (ycTaBa, HOJ0KEHUSA, HHCTPYKIIUH,
OCHOBHBIX BUJIOB JOJDKHOCTHOW MHCTPYKIUH, IPABUII IITaTHOTO pacIMCaHUs,
OpraHU3aI[MOHHO- CTPYKTYPBI U IITATHOI YHCIEHHOCTH), TPEOOBAHHS K HX O(OPMIICHHIO.
pacTopsaauTeIbHbIX | XapaKTepUCTHKA U COCTaB PAaCHOPSIUTEIbHBIX JOKYMEHTOB,

JIOKyMEHTOB. pxomsamux B YCOP/] (mocTaHOBNICHHS, IPUKA30B 110 OCHOBHOM

[TpaBuna JEATEIFHOCTH | TI0 INYHOMY COCTaBY, PEIICHUS, PACTIOPSIKECHHS,

odopMIIeHHS 1 yKa3aHus, COBMECTHOTO PacHOPSIAUTEILHOTO JOKyMEHTa), Tp€OOBaHHS

BBIJaYH KOTINH K UX 0(hOpMIICHHIO.

JIOKyMEHTOB XapaKTepuCTHKA M COCTaB OPTaHU3AMOHHO-PACTIOPAIUTEIBHBIX
JIOKyMeHTOB, Bxosmux B YCIIY [] (mpuka30B MO JIMIHOMY COCTaBY,
MITATHOTO pacrucaHusl, Tpad)uKa OTIIYCKOB, JINYHBIX KapTOYEK,
KOMaHJHPOBOYHBIX YOCTOBEPEHUH, CIy>keOHOT0 3a1aHus U1
HaIlpaBJIEHUS B KOMAaHAUPOBKY U OTYETA O €T0 BHIMOIHEHHUH),
TpeOOBaHUs K X 0HOPMIICHHIO.

2 Tema 2.1.1. Opraan3anioHHbIe (OPMBI JOKYMEHTAIIMOHHOTO 00ECTICUCHHS TV,
Cryx0a ynpasienus. Ciyx6a IOV, ocHOBHBIE 3a1a4n, (YHKINH, THTIOBEIC
JIOKyMEHTAI[IOHHO | CTPYKTYPBI, JOJDKHOCTHOM cocTaB. PernamenTarus paboThl CI1y>KObI
ro obecreyeHus J10VY.
yIpaBJIeHUs [onsTHE «IO0KYMEHTO00OPOT», O0IINE MPUHINIIBI OPraHH3aLUuH

JIOKyMEHTO0000pOTa, €ro CTPYKTYpa, HEOOXOJUMOCTh yueTa 00beMa
JokyMeHToobopoTa. HopMaTuBHBIE JOKYMEHTHI, periIaMeHTHPYIOLIHe
opraHu3aIuio J0kyMeHToooopoTta. KommnbroTepusamnus
JIOKyMEHTO000pOTA.
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®dopma

Ne HanmenoBanue TEKyIIer
CopneprkaHue paszena, TeMBI
paszena pa3zena, TeMbI o
KOHTPOJIS

1 2 3 4

2 Tema 2.1.2 IIyTn noctymieHus: TOKyMEHTOB B opraHuszanuio. [Ipuem u KP, P
Opranuzanus nepBOHavabHast 00paboTka MOKyMeHTOB. [IpenBapuTensHoe
npuema, paccMoOTpeHHe JOKYMEHTOB.
paccMoTpeHus, PaccMoTpenue 10KyMEHTOB PYKOBOJCTBOM OpraHHU3aIUH.
perucTpaiuu u Peructpanust JOKyMEHTOB KaK COCTaBHAsl 4YacTh TEXHOJIOTHH
HCIIOJHEHUS JIOKYMEHTaIlMOHHOTO 00ecTieueHns yIpaBieHusl, KaK MPOLecc
IOKYMEHTOB co3aHus 0aHKa TaHHBIX O JOKyMEHTax opraHu3anud. ©opMer

peructpanuu (KypHallbHasi, KapTOYHAsl, aBTOMATH3UPOBAHHAS ), UX
JIOCTOMHCTBA M HeAocTaTKH. I1oka3areny, BBOIUMEIE B
peructpanuoHnasie GpopMel. TpeOoBaHUS K COCTaBY PETHCTPAIHOHHBIX
HMHIEKCOB.

JocraBka TOKyMEHTOB HCIIOMHUTEISIM. PaboTa ncnomHnTENs C
JIOKyMEHTaMH. JTanbl ucrogHeHus1. OCOOEHHOCTH MOATOTOBKH
HOPMAaTUBHBIX TIPABOBBIX aKTOB.

OyHKIUH 1 TipaBa nojapasaeacHuil cyx0ob1 JJOY, ocymecTBISIONMIX
MpHUeM, TIpeIBapUTeIbHOE PACCMOTPEHHE, PETUCTPALIUIO U JOCTABKY
JIOKYMEHTOB B OpTaHM3AIIHH.

2 Tema 2.1.3 B3auMocCBsI3b perucTpauuu J0KyMEHTOB U N
HNudopmannonno- | HHGOPMAIMOHHOCIIPABOYHOMW padoThl. Opranu3aius paboThI ¢
cIpaBOYHAs TTOMOIIBIO CIIPABOYHBIX KapTOTeK. H(POPMAIIMOHHO - CTIpaBOYHAS
pabota. KoHTpoms | paboTa B YCIOBUSX MPUMEHEHUS KOMITBIOTEPHBIX TEXHOJIOTHH.
HUCIIOJTHEHHUSA OyHKIIUN U TipaBa noApas3aenaeHuii iy osl JJOY, ocymecTBISIOMMIX
JIOKYMEHTOB. WH(POPMAIIMOHHO-CIIPABOYHYIO padoTy.

Opranm3anuonHas | O0mue cBeeHUs 00 yUeTe H CUCTeMaTH3allini HOPMaTHBHO-TIPAaBOBBIX
OTIIpaBKa aKTOB (KOHCONMUAAIMS, KoguduKamus, nHKopropamws). OpraHu3anus
HCXOISAIINX CIPaBOYHO-UH(POPMAIMOHHON PAOOTHI IO ACHCTBYIOLICMY
JIOKyMEHTOB 3aKOHOJATEIbCTBY P, ucmons3oBanue HHOOPMAIHOHHO-CIIPABOYHBIX

MIPABOBBIX CUCTEM.

Ienn KOHTPOJISE UCTIOTHEHUSI TIOKYMEHTOB, €T0 BUABI. [[pUHIUTIBI
opraHu3auu KOHTPoJisl. [IOHATHS: «CPOK UCTIOTHEHUS, «TUITOBOM
cpok». HopmaTuBHBIE JOKYMEHTHI, yCTaHABIUBAIONINE TUIIOBBIE CPOKH
HMCIIOJIHEHHS.

PydHOIi 1 aBTOMaTH3UPOBAHHBII KOHTPOIb, HX JOCTOWHCTBA U
HEIOCTATKA; IPUMEHsIeMasl TeXHUKA. TeXHOIOTHS BECHUS KOHTPOJIS.
OCoOEHHOCTH KOHTPOJIS PACTIOPSAAUTENFHBIX JOKYMCHTOB. AHAIN3
COCTOSIHUS HICTIOTHEHUSI JOKYMEHTOB B OpTaHU3AIIH.
[onpaznenenus cayx0s1 JOY, ocymecTBIAOMNE KOHTPOIb
UCTIOIHEHUS, X ()YHKIIHMH, TIpaBa.

Iporece mpuema 1 06pabOTKH UCXOSIIUX JOKYMEHTOB, COCTaB
BBIMOJTHAEMBIX PabOT MPHU TPAJUIIHOHHOM CIIOCOOE OTIPABKH
(TIouTO¥): TIPOBEPKA MPABHILHOCTH O()OPMIICHHS, HATUYHUS
MIPWIOKEHUs, aJipecaTa, COpTUPOBKA I10 aJipecaraM U BUAAM
OTIIPABJICHUH, aIpecoBaHue, (paablleBaHue, KOHBEPTOBAHUE,
3aKJIcMBaHUE KOHBEPTOB, B3BEIINBaHUE, MAPKUPOBKA, COCTABIICHIE
OTIMCH PACCHUIKH.

OTmpaBka JOKyMEHTOB C IIOMOIIBIO Tele(oHa, akca, HeKTPOHHOH
mouToi. THIIBI CHCTEM 3JIEKTPOHHON NMOYTHI (TII00aNBHBIE,
KOPIIOPATHUBHBIE).
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®dopma

Ne HanmenoBanue TEKyIIer
Coneprkanue paszena, TEMBI
paszena paszaena, TEMbI 0
KOHTPOJIS

1 2 3 4

2 Tema 2.2.1. [onsaTus: «meno», «poOpMHPOBAHUE NIEID, «KHOMEHKIIATYpa ACT. vV, T
Opranuzanus 3HaueHHe HOMEHKJIATYPBI e ISl KiTaCCU(HUKALUK JJOKYMEHTOB
OTEepPaTUBHOTO OpraHU3aIHH.

XpaHEeHUs Bunel Homenkiatypsl nen. [lopsinok cocrasienust, ohopmieHus,
JIOKYMEHTOB. YTBEPKJICHUS U IPUMEHEHHUS] KOHKPETHOH HOMEHKJIATYpHI J1eN
HomeHnknatypa fen | opraHu3aiiii 1 HOMEHKJIATYPHI 1€ CTPYKTYPHOTO MOpa3IeICHIUs
OpraHU3alHH.
OcHoBHBIE TPEOOBaHMS K OPTraHU3aINH OTIEPATHBHOTO XPAHCHHS.
[opsinok popmupoBaHus e B Aea0npon3BoacTBe. OTBETCTBEHHOCTh
33 COXPAHHOCTh JOKYMEHTOB. XpaHEHHE TOKYMEHTOB B 3JIEKTPOHHOMN
thopme.

4 Tema 2.2.2 ITonsTHE «3KCIEpPTU3a LICHHOCTH JOKYMEHTOBY. [IpuHiuns! u v, T
OkcrniepTusa KpUTEPUH ONPEAEICHUS HAyYHOHW, HCTOPUIECKOHN U IPAKTHYECKOH
LEHHOCTH LIEHHOCTH JOKyMEHTOB. CpOKH XpaHeHUs TOKyMeHTOB. [lepeunu
JIOKYMEHTOB. JIOKYMEHTOB C yKa3aHHEM CPOKOB XPaHEHHs, UX BHJIbI, HA3HAYCHHUE,
IMoaroToBka gea k| CXeMBI HOCTPOCHUSI.
apXUBHOMY Ortansl ¥ NOPSAAOK NPOBEIEHHS YKCIEPTH3BI IECHHOCTH TOKYMEHTOB B
XpaHEHUIO JENONPOU3BOACTBE OpraHusanuu. I1opsaaok yHHYTOXKEHUS

JIOKyMEHTOB 1 0()OPMJICHHSI PE3YJIbTaTOB AKCIIEpTH3bI. TpeboBanus K
oopMIIeHHIO aKTa O BBIICIICHUN K YHUYTOKEHHUIO IOKYMEHTOB, HE
MOJUIXKAITUX XPAHEHHIO.

CucTteMa KCIIePTHBIX OPTaHOB. DKCIEPTHBIE KOMUCCUN OpTaHU3allH,
uX (YHKIMH, paBa, OpraHu3amus padoThl.

Ilepeuenp MeponpuATHI IO MOATOTOBKE JIEJI K Iepeadye B apXUB.
TpeboBanus kK 0HOPMIICHUIO JIET IIOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEHU U 110 JINIHOMY cocTaBy. [IpaBuia odopmuenns. [IpaBuna
COCTaBIICHUS COATOYHON OMKCH JIeN U MOPAJOK NEpeadd B apXuB
OpraHM3anyy. Buasl apXuBoB: BEJOMCTBEHHBIE, 00BEIMHEHHBIE
BEZOMCTBEHHBIE, 00BEIMHCHHBIE MEKBEIOMCTBEHHBIE 110 IMYHOMY
COCTaBy, TOCYapCTBEHHBIE apXUBbl. CPOKH XpaHEHHS JOKYMEHTOB B
BEJOMCTBEHHBIX apxuBax. [loHaTH: «apXUBHBIN boumy,
«IOKYMEHTaIBHBIN (POH,«rOCYIapPCTBEHHBII apXUBHBINA QOHI.

2 Tema 2.3.1 OO6pareHus rpax/IaH U UX Pa3sHOBUIHOCTH - IPEITIOKECHHUS, T,P, Y
Opranuzanus 3as1BJICHHSL, )KaJI00BI, X01aTaliCTBa, KOJJIEKTUBHBIE oOpaenus. [IpaBo
paboTEI ¢ rpax/aH Ha oOparieHus. [1o1BeJOMCTBEHHOCTD A€ U aipecaThl
oOpareHnsIMH obpamennit rpaxgan. O0S3aHHOCTH OpraHM3alMi 10 UX
rpaxK1aH PacCMOTPEHHIO U MPUHATHUIO penieHnil. HopmaTuBHO-MeTOAMYECKHE

JOKYMEHTBHI, PErITaMEHTHPYIOIINE JOKyMEHTAIMOHHOE 00ecIIeueHNe
paboTEI ¢ 0OpAIICHUSIME TPaXKIaH.

LenTpanuzanys ¥ co31aHne CENHATU3NPOBAHHBIX ITOIPA3ICICHUH 1O
paboTe ¢ oOpaleHusIMHy rpakaatH. ¥ CTHbIE M IUCbMEHHBIE
obpaienusi. OcoOEHHOCTH TEXHOJIOTUU paboThl ¢ 00paIIeHUAMH
rpaxaad. O0sS3aHHOCTH JOKHOCTHBIX JIUIL TIO PACCMOTPEHHUIO
obpamennii. Cpoku UCTIOJIHEHUST 00paIeHuil 1 MOCIIEACTBHS
MPUHATHS pellieHUH 1o oOparieHusM rpaxaad. OTBETCTBEHHOCTh 3a
HapylIeHHEe 3aKOHOJIATENILCTBA 00 0OpAILECHUAX TPAXKIIAH.
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®dopma

Ne HaunmenoBanue TEKyIET
Coneprxanue paszaena, TeMbl
pasnena paszerna, TeMBI 0
KOHTPOJIS
1 2 3 4
2 Tema 2.3.2 Bunst rpudoB orpaHUYeHNS T0CTyIa K JOKYMEHTaM. KP,P, V¥
Opranuzanus HopmatuBHBIE aKTHI, peryIupyomue paboTy ¢ JOKyMeHTaMH,
paboTrI C COJIEPXKAIIMH CBEICHUS, COCTABIIAIONINE FOCYIapCTBCHHYIO TalHY.
JIOKYMEHTaMH, [opsinok oTHeceHus: HHGOPMALIUH K CBEJCHUSIM 0CO00H BaXKHOCTH,
HUMEIOLIMMH IpUd COBEPILEHHO CEKPETHBIM, CEKPETHBIM.
OTpaHUYEHUS HopMmatuBHBIE aKTHI, peryIupyomue paboTy ¢ JOKyMeHTaMH,
JIOCTYTIa K HIM COJIEpIKaI[IMU CBEACHHS, COCTABIIAIONINE KOMMEPUYECKYIO TaiHy.

Ilopsinok oTHECEHUs CBEACHUN K KOMMEpPUECKOM TailHe.
Meponpusatus, 00eCIIeIMBAONIIE 3aMTUTY KOMMEPUECKOH TaifHBI.
OcCo0OeHHOCTH y4eTa, peTUCTPAINH, UCIIOB30BaHusA, 0()OpMIICHHS,
pa3sMHOXKEHU, TTepenadd, popMupoBaHHS B Aeja, epeaadl B apXuB
Wi YHAITOKeHUS. [TopsAnok cHATHSA TPUPOB «KOMMepUecKas TaifHay,
«KOH(UICHIMATBEHOY.

HopmatuBHBIE aKTHI, peryIupyomue paboTy ¢ JOKyMeHTaMH,
COJIepIKaIIMU CITY’)KeOHYI0 HH(OpMAILNIO OIPaHUUEHHOTO
pacnpoctpanenus (uMerorue rpud «Jlms ciayxedHOro
MOJIb30BaHUY ). [1opsI0K OTHECCHHMS CBEACHUI K CITy)KeOHOM
uH(pOopMaNuK OrpaHUYCHHOTO paclpoCcTpaHeHus. MeponpHsTusi,
o0ecrieunBarOIIue 3aIUTy TOKyMEHTOB ¢ rpudom «CID».
OCo0eHHOCTH yUeTa, peTUCTpaIiH, UCIIONB30BaHusA, 0()OpMIICHHS,
pa3sMHOXeHHUs, GOpMHUPOBaHHS B JeTia, IepeIaddl B apXUB FITH
yHIUYTOXEHUS. [IpoBepka Hanmaust JOKyMeHTOB ¢ TpudoM «ICID».
Hopsinok custus rpuda. [logpaszaencHus, opraHu3yomue padboTy ¢
JOKYMEHTaMH, COJICPXKAIUMHE Ipr( OTpaHIMUCHHS JOCTyIa K HUM, HX
(yHKIMH, TpaBa, JOJHKHOCTHOM COCTaB.

[pmmeuanne: T — TectupoBanne, P — Hammcanne pedepara, Y — ycTHbIi onpoc, KP — koHTpOnbHas paboTta |

2.4.2 3aHATHS CEMHUHAPCKOI0 THIIA

- HE IIPEyCMOTPEHBI

2.4.3 IIlpakTu4yecKkue 3aHATUSA

2.YuubunupoBanHbie GOPMbI JOKYMEHTOB: MOHSITUE, BUJIBL,
[TOPSIIOK BEICHHS
3.3amauu ynpasieHus U BUAbI JOKYMEHTOB

YHnpUIrpoBaHHASA CHCTEMa OpraHU3allnOHHO-
pacniopsautensHoit nokymenTtaiuu (Y COPJL). dopmysip-
oOpaserr OPJI. PekBU3UTHI U OIaHKU

Bompocsr:

1.®opmynstp — obpaszerr OPJT

dopma
Haumenosanue
Ne HanmMeHoBaHHe paKTHYECKUX PaboOT TEKYLIETro
paszena, TeMBI
KOHTPOJIS
1 2 3 4
1. [Pa3men 1. JIOKyMEHTHI ¥ TOKyMEHTHPOBAaHUE
JlokymeHTHpOBaHME Bomnpocsr:
Tema 1.1. 1.ITonnpyHKIIMOHATIBHOCTH TOKYMEHTa
JlokyMeHTanHOHHOE 2.Croco6b! TOKYMEHTHPOBAHUS
oOecrneyeHue yIpaBJIeHHs: 3.Biusinue HTII Ha fOKyMEHTHpOBaHuE
MOHATHE, COAePKAHUE U YHHUUKALUS U CTaHIApTH3ALUST JOKYMEHTOB.
9Tanbl pa3BUTHS. YHIUIMPOBaHHBIE CHCTEMbI JOKYMEHTAIHH
Bormpocsr:
1. [deiicTByromue YHH(PUINPOBAHHBIC CHCTEMBI
P, JIP, ¥
TOKYMEHTAILUH
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2.IloHsTHe 1 BUABI OJTAHKOB JTOKYMEHTA.

3CocraBnenne obmiero O1aHKa OpraHU3aIiH C YTIIOBBIM H

[IPOJOJIBHBIM BapHaHTAMU PACIIOJIOKEHUS PEKBU3UTOB

4 CocTaBneHne OllaHKa CIy»KeOHOTO IMICbMa OPTaHU3AIHH C

YIJIOBBIM W ITPOJOIBHBIMHU BapUaHTAMU PACIIOJIOKEHUS
€KBU3UTOB

Paznen 1.
JlokymMeHTHpOBaHME
Tema 1.2.
Odopmiaenne OPJ]

[TpaBuia oopMIIeHHs OCHOBHBIX BHJOB OpPraHW3allMOHHO-
pPacTIOpAIUTENbHBIX TOKYMEHTOB.

Bormpocsr:

1.0Opranu3anvoHHbIe JOKYMEHTHI OpraHU3aIliH, aHATTN3
CTPYKTYpPBI X TEKCTa, IPaBHIBLHOCTH 0(OPMIICHHS
MIOJIO’KEHHH, yCTaBOB, JOJDKHOCTHBIX MHCTPYKIIUH

2. OdopmireHre IpHUKa3a MO0 OCHOBHOM NEATETHHOCTH
3.0Odopmiienne npukasa 1Mo JMYHOMY COCTaBY, IITaTHOTO
pacricanus, rpaduKa OTIYCKOB, JINYHBIX KapTOYEK,
KOMaH/INPOBOYHBIX YJOCTOBEPEHUH, CIIy’KEOHOTO 3aTaHHs
TS HaIIpaBJICHUS B KOMaHIUPOBKY, OTYETa O €€ BHIIOIHEHHH
4.0dhopmiieHue 3asiBIICHNS, CIIPABKH, IIPOTOKOJIA
SOdopmiIeHHE CIYKEOHBIX TUCEM

npy, T

[TpaBuia oopMiIeHHs ¥ BbIJaYH KON TOKYMEHTOB
Bormpocsr:

1.TpeOoBanus K pa3IMYHBIM BHAM KOIHUIl JOKyMEHTOB,
BBIIaBACMbIX B OPTaHU3AIMAX

2.0dhopMiteHHE MOTHON KON O(QUIIATIFHOTO TOKYMEHTA,
BBIITMCKH U3 OHUINAIBHOTO JOKYMEHTA, KOMMH-OTIIYCKa.

Py, T

Paznen 2.
Opranusanust padoTsl ¢
ITOKYMeHTaMHt

Tema 2.1.
JlokymeHTOOOOpOT

Ciryx0a JOKYMEHTallMOHHOTO 00eCIIeYeH s yIpaBiIeHUs
Bormpocsr:

1.0cHOBHBIE 3a/1a9H, (DYHKITHH, TUIIOBBIE CTPYKTYPHI CIIyKOBI
J10Y

2. IIpHHIUITEI OpraHNU3aIMN TOKYMEHTO000pOTa
3.HopMmaTuBHBIE JOKYMEHTHI, peTiIaMeHTHPYIOLTHE
OpraHu3alHIo JOKyMEHT0000poTa

Opranusanus IpueMa, pacCCMOTPEHUs, PETUCTPALIAU 1
HCIIOJIHCHUA JOKYMEHTOB

Bompocsr:

1.ITonsiTHE perucTpanuy T0OKYMEHTOB H €€ (hOPMBI
2.Bxonsamuit TOKyMeHT (03HaKOMJIEHHE C TEKCTOM,
[IPOCTABIEHHE PE30JIIONUH, BXOISAIETO PETUCTPALIIOHHOTO
WHJICKCA, 3aII0JHEHIE PETUCTPALMOHHOMN (HOPMBI)

3. .PaboTa HCHIONHUTENS C JOKyMEHTAMH

Hudopmannonno-crpaBoynas padora. Kontpomns
MCTIONTHEHUSI JOKyMeHTOB. OpraHu3aIioHHas OTIIPAaBKa
NCXOZSAIINX TOKyMEHTOB

Bormpocsr:

1.0V u unhopMaIiMoHHO-CIIPaBOYHAS CITyK0a: 3a1a4H,
(YHKIMH, OpraHU3aLus

2. TexHomnorust BeAEHUs! KOHTPOJIS JIOKYMEHTOB.

3 AHan3 COCTOSIHUSL KOHTPOJI JOKYMEHTOB B OpraHU3aIMH

Py, T

Paznen 2.
Opranuszanus padoTsl ¢
ITOKyMeHTaMu

Tema 2.2.

XpaHeHue 10KYMEHTOB

OpraHmaumI OIICPATUBHOT'O XpaHCHUA JOKYMCHTOB.
Homenxknarypa aen

Bompocsr:

1.3HaueHrEe HOMEHKIATYPHI A€ VT KIacCUPUKAIIA IeTT
OpraHu3anuu

2. O3HaKOMJIEHHUE C TUIIOBBIMU U IPUMEPHBIMU
HOMEHKJIATYpaMHU Aell

3dopMupoBaHUE J€Nla B COOTBETCTBUM C KOHKPETHOM
HOMEHKJIATYPOH 1€

npy, T

DKCIIepTH3a HEHHOCTH TOKYMEHTOB. IIoAroToBka nen k
ApXUBHOMY XPaHCHHIO

Bormpocsr:

1.IIpuHIUIBI U KPUTEPHH ONIPeIeNeHHUs LIEHHOCTH

JAOKYMCHTOB

Py, T
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2. ITopsiiok npoBeeHNS IKCIIEPTU3HI LIEHHOCTH TOKYMEHTOB
B OpraHu3aLuu

3.CocTaBieHHEe aKTa O BBIACICHUU K YHUUTOXKEHUIO
IOKyMEHTOB, HE MOAJICKALIUX XPAHEHHUIO.

4. [ToarotoBka fena K nepeaaye B apXuB OpraHU3alNH,
COCTaBJICHHE CJaTOYHOMN ONUCHU

Paznea 2.

Opranuszanust padoTsl ¢
ITOKYMeHTaMHt

Tema 2.3.

Oco0eHHOCTH PadoOTHI €
00palieHusIMH I'PaKIaH U
KOH(UIEHIHATBHBIMHA
ITOKyMeHTaMu

Opranuzanus paboThl ¢ 00paIlCHUSIMH TPaXKIaH

Bormpocsr:

1.06pareHus rpaXiaH: pa3HOBUIHOCTH U MX OCOOCHHOCTU
2.0CO0EHHOCTH TEXHOJIOTUH PaOOTHI C 00paleHUSIMA
rpakaaH

3.Cpoxu ucTioHEeHUs 00paIeHUH 1 OCIEICTBHS IPHHATHA
peLIeHNH 0 00paleHUsIM TpaskaaH

Opranuzanus paboThI ¢ JOKYMEHTaMH, IMEIOIIIMH TpHQ
OTpaHWYCHUS JOCTYTIa K HUIM

Bormpocsr:

1.Buzst rpudoB orpanmdeHns 10CTyna K JOKyMEHTaM,
MOPSIIOK CHATHS TpHda

2. OCOOCHHOCTH € JJOKYMEHTaMH, COCTABJIIOIIMMU
rOCYapCTBEHHYIO TallHy

3 OcobeHHoCcTH paboThl ¢ JOKYMEHTaMH, COCTABIISIOIINMU
KOMMEPUYECKYIO TaliHy

4 OcobenHoct paboThl ¢ fokyMeHTamu ¢ rpudom «ICII»

npy, T
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2.44 Copep:xxanue camocrTosiTeabHOl padorbl (IlpumepHas TemaTHKa
pedepaToB)

BrnusiHue HayKu ¥ TEXHUKH Ha pa3BUTHE JOKYMEHTOO00OpOTa B OpraHU3aIuu
CoBpemeHHbIE CITOCOOBI TOKYMEHTHPOBAHUS

3HaueHre YHU(PUKALUY U CTaHAapTU3AlUN JOKYMEHTOB

[TonsaTre yauduupoBaHHbIX (POPM JOKYMEHTOB

CoBpemeHHbIe TpeOOBaHUs K 0()OPMIIEHUIO TOKYyMEHTOB

PexBuU3uTH 1 OJIaHKH

Dopmysip — obpazen OP/I.

XapakTepUCTHKA U COCTaB PacHOPSAUTENbHBIX JOKYMEHTOB, BXOISAIIUX B
YCOP/J

9. T'ocynapctBennas cucrema JJOY

10. OcobGeHHOCTH 3aBEpEeHUsT KOMUM HOTapUaIbHBIMH KOHTOPAMH

11. Ilogpazaenenus ciayx6st IOY u ux B3aumozeiictsue

12. Opranuzanuonssie hopmel JOY

13. OcoGeHHOCTH OTIPABKH JTOKYMEHTOB C TIOMOIIIBIO TEXHUYECKUX CPEJICTB.
14. Opranuzanus paboThl ¢ UCXOASIIUMH JOKYMEHTaMHU

15. OcobenHocTr paboThl ¢ BXOJIALIUMHU JOKYMEHTaMU

16. Opranusaius paboThl ¢ BHyTPEHHEH JOKYMEHTaluel opraHu3aiun

X NN DB W =

2.4.5 IlepeyeHb y4eOHO-METOAMYECKOI0 0o0ecneyeH sl JJI CAMOCTOSITE/IbHOM
padoThHI 00yYAIOIIUXCA MO JUCHUIITIMHE

CamocrositensHass paboTa CTYAEGHTOB SBIsieTCS BaxHeimend (opmoit ydeOHO-
MO03HABATEJILHOT'O MpoIiecca.
OcHOBHas 1IETTh CAMOCTOSITENILHOW PabOTHI CTy/IEHTa MPHU U3YUYEHUU TUCIUTUTAHBI
— 3aKpeNHTh TEOPETUUCCKUE 3HAHUS, TTOJIYYCHHBIE B X0 JIEKIIMOHHBIX 3aHSITHH, a TaKKe
chopMUpOBaTh NPAKTHUECKHE HaBBIKHU NMOATOTOBKHU B obnact JJOVY.
CamocrostensHas paboTa CTyneHTa B MPOIECCe OCBOSHHUS TUCIUIUTAHBI
BKJIIOYAET:
-M3y4eHNEe OCHOBHOM U JIONOJHUTENBHON JTUTEPATYPHI 1O KypCY;
-CaMOCTOSITENIbHOE N3YYCHNE HEKOTOPHIX BOMPOCOB (KOHCIIEKTHPOBAHUE);
-paboTy C PIMEKTPOHHBIMU YIEOHBIMH PECYPCAMU;
-U3y4eHre MaTEPUaIOB MEPUOANUECKON NIeYaTH, MHTEPHET PECYPCOB;
-IIOITOTOBKY K TECTUPOBAHUIO;
-TIOATOTOBKY K MPAKTUYECCKUM 3aHITHSIM,
-CaMOCTOSITEJIbHOE BBITMOTHEHHUE TOMAIIIHUX 3aJJaHui,
-IOATOTOBKY pedepaTa (I0KIaaa, 3cce) 1Mo OHOM U3 mpobdiem Kypca.

Ha camocrosiTeibHYI0 pa0oTy CTYJIeHTOB OTBOAUTCH 48 yac. yueOHOro BpemeHnu (B
T.4. Koncyabranum — 8 yacos).
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HanmeHnoBanue
paznena, Temsl, Buga CPC

[Tepeuens y4eOHO-METOANIECKOTO 0OECTICUEHHS AUCIIUIUINHBI 110
BBITTOJIHEHHIO CAMOCTOSITEIbHOM paboThI

1 2 3
Pazgen 1. 1. Kopnees, 1. K. JlokymeHTannoHHoe obecrieyeHne yrpaBieHUs :
JloOKyMeHTHpPOBaHHe y4eOHHUK M MPAKTHKYyM Ul CpeIHEro mpodeccrnoHalbHOro 00pa3oBaHus /
Tema 1.1. . K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u
JlokyMeHTaUMOHHOE norm. — MockBa W3parensctBo FOpaiit, 2023. — 438 c. —
obecnevyeHue (ITlpodeccuonansaoe obpazoBanue). — ISBN 978-5-534-16002-4. —

ynpaBJieHHUs: MOHSITHE,
coJep:KaHHe U ITANBbI
pa3BuUTHSA

Texct : snexrpoHHBIH // OOpa3oBarenbHas matgopma FOpaiir [caift]. —
URL: https://urait.ru/bcode/523611.

2. JHoponmna, JI. A. JlokyMeHTalMoHHOe  oOecreyeHue
YIIpaBJICHUS : YU4eOHUK W MPaKTHUKYM JUISl CPEIHEro npodeccHOoHaLHOTO
oopazosanwus / JI. A. Jloponuna, B. C. Upurukosa. — 2-¢ u3., nepepad. u
nmon. — MockBa W3parensctBo FOpaiir, 2023. — 270 c. —
(ITpodeccuonanbuoe obpazoanue). — ISBN 978-5-534-16017-8. —
Texct : snexrpoHHBIH // OOpa3oBarenbHas matgopma FOpaiit [caift]. —
URL: https://urait.ru/bcode/530252.

Pazgen 1.
JlokymMeHTHpOBaHME
Tema 1.2.
Od¢opmiaenune OPJL

1. Kopuees, U. K. JlokymeHTaIlnoOHHOE O0OECIICUCHUE YIIPABICHHUSA :
VIeOHHUK W MPAKTUKYM JJISI CPpEIHEro MpodeccHoHaIbHOro 00pa3oBaHus /
. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u
norn. — MockBa W3parensctBo FOpaiir, 2023. — 438 c. —
(ITlpodeccuonansaoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Tekct : anekTponubiil // Obpa3oBarenbHas miathopma FOpaiir [caitr]. —
URL: https://urait.ru/bcode/523611.

Moponnna, JI. A. JlokyMeHTalMOHHOE OOECIEeYCHUE YIPaBICHUS

y4eOHHUK M MPAaKTHKYM Ul CpemHero mpodeccrnoHalbHOTO 00pa3oBaHus /

JI. A. Hoponmna, B. C. UpurukoBa. — 2-¢ u3n., mepepad. u gom. —
Mocksa : U3garensctBo FOpaiit, 2023. — 270 c. — (IIpodeccnonanproe
obpazoBanme). — ISBN 978-5-534-16017-8. — TekcT : 3neKTpOHHBIH //

OO6pa3oBarenpHas mrathopma URL:

https://urait.ru/bcode/530252.

IOpaiit [caiit]. —

Paznen 2.
Opranuszanust padboTsl ¢
MOKYMeHTaMHu

Tema 2.1.
JlokymeHTOOOOpOT

1. Kopuees, U. K. JlokymeHTaIlnOHHOE O0OECIICUCHUE YIIPABICHHUSA :
y4eOHHK M MPAKTHKYyM Ul CpemHero mpodeccrnoHanbHOro 00pa3oBaHus /
1. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u
norm. — MockBa W3parensctBo FOpaiit, 2023. — 438 c. —
(ITlpodeccuonansaoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Texct : snexrpoHHBIH // OOpa3oBarenbHas matdopma FOpaiit [caift]. —
URL: https://urait.ru/bcode/523611.

Moponuna, JI. A. JlokyMeHTanMOHHOE OOECIEeYCHUE YIPaBICHUS
y4eOHHUK M MPAKTHKYM Ul CpemHero nmpodeccrnoHanibHOro oOpa3oBaHus /
JI. A. Hoponmna, B. C. UpurnkoBa. — 2-¢ u3z., mepepad. u gom. —
Mocksa : U3garensctBo FOpaiit, 2023. — 270 c. — (IIpodeccnonanproe
obpazoBanme). — ISBN 978-5-534-16017-8. — TekcT : 31eKTpOHHBIH //
OO0pa3oBarenbHas mwiathopma URL:
https://urait.ru/bcode/530252.

Opaiit [caiiT]. —

Paznen 2.
Opranuszanus padoTsl ¢
MOKYMeHTaMHu

Tema 2.2.

XpaHeHue 10KYMEHTOB

1. Kopuees, U. K. JlokymeHTalinoHHOE O0OCCIICUCHUE YIIPABICHHUSA :
y4eOHHUK M MPAKTHKYM Ul CpeIHero mpodeccrnoHalbHOTO 00pa3oBaHus /
1. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e u3a., nepepad. u
norm. — MockBa W3parensctBo FOpaiit, 2023. — 438 c. —
(ITlpodeccuonansaoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Texct : snexrpoHHBIH // OOpa3oBarenbHas matgopma FOpaiit [caift]. —
URL: https://urait.ru/bcode/523611.

Moponuna, JI. A. JlokyMeHTalMOHHOE OOECIEeYCHUE YIPaBICHUS

y4eOHHUK M MPAKTHKYM Ul CpeIHero mpodeccrnoHalbHOro 00pa3oBaHus /

JI. A. Hoponmna, B. C. UpurukoBa. — 2-¢ u3z., mepepad. u gom. —
Mocksa : U3garensctBo FOpaiit, 2023. — 270 c. — (IIpodeccnonanproe
obpazoBanme). — ISBN 978-5-534-16017-8. — Tekct : 3neKTpOHHBIH //

URL:

OO6pazoBarenpHas mwiathopma Opaiit [caiiT]. —
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https://urait.ru/bcode/523611.
https://urait.ru/bcode/523611.
https://urait.ru/bcode/523611.
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https://urait.ru/bcode/530252.

5. 1. Kopnees, U. K. JlokymeHTammmonHoe oOecriedeHne YIPaBICHAS :
yueOHMK M MPAKTHKYM Ul CpelHero npodeccroHalbHOro o0pa3oBaHus /
H. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-e usa., nepepab. u

nmon. — MockBa : MWzmatenbctBo [Opaiir, 2023. — 438 c. —
Paznen 2. (ITlpodeccuonanpsaoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Opranuszanus padoTsI ¢ Texkct : snextpoHHBIH // OOpa3oBarenbHas matgopma FOpaiir [caift]. —
TOKyMeHTaMu URL: https://urait.ru/bcode/523611.
Tema 2.3. Hoponmna, JI. A. JIoKyMeHTaIlMOHHOE OOECIICUCHHE YIIpaBICHUSL
OcobenHocTu padoTei ¢ VIeOHHUK W MPAKTUKYM JJIsI CpeIHEero mpodeccHoHaIbHOro 00pa3oBaHus /
0OpaIIeHHAMH IPAKIAH U |j7 A Hoponmnna, B. C. UpurukoBa. — 2-¢ u3fd., mepepad. U Jom. —
53:353::;;’:““{”1“" Mocksa : M3natensctBo FOpaiit, 2023. — 270 ¢. — (IIpodeccuonansroe

obpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr : 3neKTpOHHBIN //

OO6pazoBarenpHas wiathopma Opaiit [caiiT]. — URL:

https://urait.ru/bcode/530252.

KpoMe nmepeuyuciaeHHBIX HCTOYHHUKOB  CTYIAEHT MOXKET  BOCIIOJIB30BATHCS
MMOMCKOBBIMH CHCTeMaMU ceTi HTepHET 10 TeMe CaMOCTOSTEIbHON paOOThI.

JI1s1 OCcBOCHMS JaHHOM AMCIUIUIMHBI U BBIMOJHEHUS MPEIyCMOTPEHHBIX y4eOHOU
IporpaMMon Kypca 3aJaHui 10 CaMOCTOSTEeILHON paboTe CTYJEHT MOXKET HCIOJIb30BaTh
cieayroliee y4eOHO-METOAMYECKOE OOeCredeHue: METOJAMYECKHE PEeKOMEHAAIuu
MpenoiaBaTelis K JEKIIMOHHOMY MaTepuay.

Havanom opranusanmuu Jr000M CcaMOCTOATENbHOW padOThl  JOJKHO OBITH
MPUBUTHE HABBIKOB U YMEHHUM IpaMOTHOM pabOThI C yueOHOW M HAy4YHOM JIUTEPATypOU.
DTOT Tpoliecc, B TMEPBYIO OYEPEdb, CBSI3aH C HAXOXKJIACHHEM HEOOXOAMMOW st
YCHEITHOTO OBJIQJIEHUs y4YeOHBIM MaTepHayioM JHuTeparypoi. CTyIeHT NODKEH YMETh
MOJIB30BaThCs OHAAMU OMOJIMOTEK M CIIPaBOYHO-OMOINOTpapUICCKUMH U3JaHUSIMH.

CryaeHTsl I TOJHOIIEHHOTO OCBOCHHUSI YU4E€OHOTO Kypca JOJDKHBI COCTABIISITH
KOHCIIEKTHI KaK MPHU MPOCIYIIUBAHHHN €T0 TEOPETHUYECKOW (JEKIIMOHHOW) YacTH, TaK U
IIPU TIOJIFOTOBKE K MPAKTUYCCKUM 3aHATHAM. JKenaTenbHO, YTOOBI KOHCIIEKTHI JICKITUH
3alUCHIBAJIUCH B JIOTUYECKOM IMOCIEAOBATEILHOCTH M3YYEHHUSI Kypca U COJIEPKAIUChH B
OJHOM TETpau.

JI1si OCBOCHMS JaHHOM JMCIUIUIMHBI M BBIMOJHEHUS TPEIYCMOTPEHHBIX y4eOHOM
IporpaMMoOi Kypca 3aJJaHuil IO CaMOCTOSITENIbHOM paboTe CTYJEHT MOXKET MCIOIb30BaTh
cieayroliee yaeOHO-METOINYECKOe 0OecIieUeHue:

-METOJIMYECKUE PEKOMEHAIIMH MIPENoaaBaTesl K JEKIIMOHHOMY MaTepuaiy;

-METOJINYECKHE PEKOMEHAINH TMpernofaBaTess K MpakTUuIecKuM (1abopaTOpHBIM)
3aHATHUSAM;

-METOJIMYECKUE PEKOMEH/IAINK MPENOAaBaTeNsl K BBHIIIOJTHEHUIO CaMOCTOSITEIbHBIX
JOMAIITHUX 3aJaHUH.

Havaiom opranuzaiiuu ar000H caMOCTOSATEILHON PabOThI TOKHO OBITH IPUBUTHE
HABBIKOB M YMEHHI TpaMOTHOW paboThl ¢ y4eOHOM W HaydyHOH JWTEepaTypou. DTOT
npoliecc, B TEPBYIO O4YEpelb, CBSA3aH C HAXOXKACHWEM HEOOXOMUMOW HJIsl YCIEITHOTO
OBJIaJICHUSI YI€OHBIM MaTepuaaoM Jinteparypoi. CTyqeHT JOJDKEH YMETh IMOJIb30BaThCS
dbongamMu OMOINOTEK U CIIPABOYHO-OMOIMOTpaPUIeCKUMH U3TaHUSMH.

CTyaeHTBI Il TOJTHOLIGHHOTO OCBOEHUS Y4eOHOro Kypca JO/DKHBI COCTaBIIATH
KOHCIICKTBI KaK IMPU MPOCITYIIMBAHUHA €r0 TECOPETUYCCKOW (JICKIIMOHHOMW) YacTH, TaK U
IpHU TOATOTOBKE K MPAKTHUECKUM 3aHsATHsIM. JKernarenbHO, 4TOObI KOHCIIEKTHI JIEKIUI
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3alMCHIBAINCH B JIOTUYECKON MOCIEI0BATEIbHOCTH M3YYEHHSI Kypca U COACPKAINCH B
OJIHOU TEeTpaau.

3. OBPASOBATEJIBHBIE TEXHOJIOI'MHU

JUis  peanu3anuu  KOMIETEHTHOCTHOTO  TOJXOJa  MpeaycMaTpHUBaeTCs
UCIIOJIb30BAHUE B y4eOHOM MPOIECCe aKTHBHBIX M MHTEPAKTUBHBIX (POPM MPOBEICHUS
AyIUTOPHBIX W BHEAYAUTOPHBIX 3aHATUHA C 1eJIbl0 (OPMHUPOBAHHUS U Pa3BUTHUS
poQeCCHOHATBHBIX HABBIKOB O0YJAIOLTUXCSI.

B mnpomecce mnpenomaBaHusi TNPUMEHSIOTCA 00pa3oBaTElbHBIE TEXHOJIOTHHU
Pa3BUTHSA KPUTHYECKOTO MBITIICHHUS.

B yueGHOoM mpomecce Hapsgy C TPaJMIHMOHHBIMA  00pa30oBaTElbHBIMU
TEXHOJOTHUSIMUA  HWCIIOJIB3YIOTCS ~ KOMIBIOTEPHOE  TECTUPOBAHHE,  TEMAaTUYECKUE
Npe3eHTAIN, UHTEPAKTUBHBIE TEXHOJIOTHH.

3.1 O6pa3oBare/ibHbIe TEXHOJIOITHH MPHU MPOBEJICHUH JIEKIHN I

BI/II[BI MIPUMCHACMBIX 06p330BaTeHLHHX Ko

Ne Tema .
TEXHOJIOTUIH
yac
1 2 3 4
1 [MouATHE TOKYMEHTAITMOHHOTO O0SCIICUCHHUS YIIPABICHUS Ay IHOBH3yalIbHAS TEXHOIOTHS, 4

HpO6J’IeMHO€ H3JI0KCHUC

JIOKyMEHTHI 1 TOKyMEHTHPOBaHNE
2 AynuoBH3yanbHas TEXHOJIOTHUS, 4
aKTHBHOE 00yUeHHE

YHuUKanus u craHIapTH3anus JOKyMEHTOB.

3 v TexHONOTHA Pa3BUTHS KPUTHIECKOTO 4%
HU(PHUIUPOBAHHBIC CUCTEMBbI JOKYMCHTAIUH
MBIIIUICHHS Yepe3 YTEHIE U TTHCEMO
YHupUIMpOBaHHAS CHCTEMa OPTraHU3aIHOHHO-
4 pacriopsauTenbHoit noxymenTanuu (YCOPJI). TexHonorus pa3BUTHs KPUTUYECKOTO 4*
dopmyisip-odpaszenr OPJI. PekBu3uThI 1 OIaHKH MBIIIICHAA 9EPE3 TTCHUC M ITACbMO
5 [MpaBuia opopmIICHHS OCHOBHBIX BUIOB 4
OpraHU3aIHOHHO-PACTIOPSAUTEIFHBIX TOKYMCHTOB. [Ipobnemuoe n3nMOXKEHNE
paBuaa ohOPMIIEHHUS M BBUIAYM KOIIMM JTOKVMEHTOB
6 Cryx0a JOKyMEHTaIHOHHOTO 00eCIIeUeHNs YIpaBICHUS 4%

Jlexnusi-IuCKyCCHs

Opranuzanys npueMa, pacCMOTPEHHUs, PETUCTpallul U
7 |HCTIONHEHHMs JOKYMEHTOB TexHomorusa pasBUTHs KPUTHIECKOTO 4%

MBIIIUJICHUS Y€PE3 YTCHUC U TMCbMO

WudopmannonHo-cripaBoyHas padora. Kontpoas
MCIIOJHEHUS JOKYMeHTOB. OpraHu3alMOHHAas OTIIPaBKa | JINUHOCTHO-AEATENLHOCTHOE 00yUeHUE
MCXOMAIIHNX JOKYMEHTOB

OpraHmauH;[ OTICPATUBHOT'O XpaHCHUA JOKYMCHTOB.

9 #
Homenknarypa nen Jlexuus - nuckyccust

9KCHCpTI/IBa HOEHHOCTU NOKYMCHTOB. HOI[FOTOBI(a A€ K

10  japXUBHOMY XpaHEHUIO 4%
PazBuBaromee o0yueHne
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Opranuzanust paboThl ¢ 00paAICHUSIMH I'PaskAaH

Ay,[[PIOBPISyaJ'IBHaiI TCXHOJIOTHA,

11 4%
poOJIEMHOE U3JI0KEHHUE C
MPUBJICYEHUEM clienuanucra®
Opranuzanus pabOTHI C JOKYMEHTaMH, IMEIOIIUMHU TpUQ
12 OrpaHUYeHHs JOCTYyIla K HUM AyI[I/IOBI/I?;yaJ'H)Ha)I TCXHOJIOT'HA, 4
IpOOJIEMHOE U3JIOKCHUE
Hroro no xypcy| 48
B TOM YHCJIC HHTEpaKTUBHOE 00y4yeHune* — 28*
3.2 Od0pa3oBaTe/bHbIe TEXHOJIOTHH NPH NPOBEICHNH NMPAKTHYECKUX 3aHATHH
Ne | Tema 3aHsATHA Buns! npuMeHseMbIX 00pa30BaTEIbHBIX Kou.
TEXHOJIOTUHI yac
1 | loKyMeHTHI 1 JOKYMEHTHPOBaHHE JlenoBas urpa, pa3dop KOHKPETHBIX CUTYyallUH, 4
IPYTIIOBBIC TUCKYCCHH.
2 | Yuudukanus ¥ cTaHAApTU3AIMS JTOKYMEHTOB. JlenoBas urpa, pa3dop KOHKPETHBIX CUTYyallUH, 4
YHuHUIMPOBaHHBIE CUCTEMBI JOKYMEHTAIHN IPYTIIOBBIC TUCKYCCHH.
3 | YHu¢punupoBaHHas CHCTEMa OpraHM3alMOHHO- | /lenoBast urpa, pa300op KOHKPETHBIX CUTyanui, 6*
paCHOpHHHTeHBHOﬁ JOKYyMEHTalluH (YCOPII) TPYIIIOBEIE TUCKYCCHH.
dopmyisip-oopazen; OPJI. PekBU3UTHI U OJIaHKH
4  |IIpaBuia opOpPMIICHUS OCHOBHBIX BHIOB JlenoBas urpa, pa300p KOHKPETHBIX CUTYAaIIHid, 6*
OpraHrn3alfuOHHO-PACIIOPAAUTECIIBHBIX TPYIIIOBLIE TUCKYCCHH.
JIOKYMEHTOB.
5 |IIpaBuna opopmiieHHs: ¥ BbIJaYH KOTHt JlenoBas urpa, pa3dop KOHKPETHBIX CUTYyallUH, 4
JIOKYMEHTOB IPYTIIOBBIC TUCKYCCHH.
6 |Cnyx0a JOKyMEHTAIIMOHHOTO 00eCIeYeHUsI JlenoBas urpa, pa3dop KOHKPETHBIX CUTYyallUH, 4
YIpaBIeHUSA IPYTIIOBBIC TUCKYCCHH.
7 | OpraHuzaius nprueMa, pacCMOTpPEHHUS, JlenoBast urpa, pa3dop KOHKPETHBIX CUTYyallUH, 6
PETUCTpAIMK U UCIIOJHEHUS TOKYMEHTOB IPYTIIOBBIC TUCKYCCHH.
8 | HMHbopManmoHHO-CcIIpaBOYHAS padoTa. Jemoast urpa, pa300p KOHKPETHBIX CHTYyaIlnH, 4*
KOHTpOﬂB HCIIOJIHCHUA JOKYMCHTOB. TPYIIIOBBIE TUCKYCCHH.
OpraHu3annoHHas OTHPaBKa UCXOIAIINX
JTIOKYMEHTOB
9 | Oprasuzaius onepaTUBHOTO XpaHEHUS JlenoBas urpa, pa3dop KOHKPETHBIX CUTYyallUH, 4
nokymeHToB. HomeHknaTypa nen IPYIIIOBBIE JUCKYCCUH.
10 | OkcnepTH3a HEHHOCTH JOKYMEHTOB. JlenoBas urpa, pa3dop KOHKPETHBIX CUTyallUH, 4
IloaroroBka nemn k APXUBHOMY XpaHCHUIO IPYIIIOBBIE JUCKYCCUU.
11 |Opranuzanus pabotsl ¢ oOparieHussMU rpaxkaad | /lenoBas urpa, pa3dop KOHKPETHBIX CUTYaluii, 2
IPYTIIOBBIC TUCKYCCHH.
12 | Opranmzamus paboTHI ¢ JOKYMEHTaMH, M 4
MMEIOLIMMU IpU OrpaHUYEHUsI JOCTYIa K HUM
Hroro no xypcy 52
B TOM YHCJIC HHTEPaKTUBHOE 00y4yeHue™* 16*
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4. YCJ0OBUSA PEAJIM3ALIUU ITPOTI'PAMMBI IMCIHHUIIJIMHBI

4.1 MartepuajbHO-TeXHHYECKAsi 0a3a, HeoOXoAUMasi ISl OCYLIECTBJIEHUS
00pa3oBaTeJIbHOI0 NpoLecca Mo AUCUMIINHEe

Peanmu3zanms ~ y4eOHOW  JAMCHUIUIMHBI ~ OCYIIECTBJISICTCS B CICIHAIBHO
000py/I0BaHHOM KaOWHETE.

O6opynoBanue yueOHOro KabMHeTa:
WHTepakTUBHBIM ~ JKpaH;  KOMIIBIOTED;  MYJIbTHMEIUANPOCKTOP;  CTOJ

KOMIThIOTEPHBIN; ydueOHass MeOenb; HarjsIHbIE MOCOOMS; Y4eOHO-METOIUYECKHE
MaTEpPHAITbI;, BBIXOJT B UHTCPHET.

4.2 TlepeyeHb HEOOXOAMMOI0 MPOTrPAMMHOI0 O00ecevYeHust

— onepanuonHbie cuctembl: Windows 7, 10;

— oducusie mpunoxenns: OpenOffice, Adobe Reader, FileZilla, Kaspersky;

— cinyke0Hoe mporpamMmMHoe obecnieuenue: 7-zip, PyCharm, Math Type, NanoCad,
WinRAR, Git, Oracle Virtual Box, Google Chrome, FireFox, Slunekc 6pay3zep, Visual
Studio Code.
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5.IIEPEYEHb OCHOBHOM 1 JONOJHUTEJBbHOM YYEBHOHN
JIUTEPATYPBI, HEOBXOIUMOMH JJIs1 OCBOEHU S JUCIUTTIJINHBI

5.1 OcHoBHas JuTEpPaTypa

1 Kopueer, M. K. JlokymeHTalimoHHOE OOECIICUEHHUE YNIpPABJICHUSA : YUYEOHUK H
OPaKTUKYM Juis cpefaHero mpodeccuonanbHoro obpazoBanusi / U. K. Kophees,
A. B. ITmenko, B. A. Mamypues. — 3-e u3n., mepepad. u jgomn. — MockBa :
W3narensctBOo HOpaiit, 2023. — 438 c¢. — (IIpodeccuonanpHoe oOpa3zoBaHuE). —
ISBN 978-5-534-16002-4. — Tekct : snexktponHbiii // OOpa3oBaTenbHas rargopma
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/523611.

2 Jloponuna, JI. A. JloKyMeHTaMOHHOE OOecleUeHue YIpaBICHUS : YUYECOHUK U
NPAKTUKYM IS cpeaHero mnpodeccuonanbHoro obOpazoBanusi / JI. A. JloponuHa,

B. C. UputukoBa. — 2-e uza., nepepad. u non. — MockBa : UzgatensctBo FHOpaiT,
2023. — 270 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-16017-8. —
Texcr : oanektponssld // OOpaszoBarenbHas miatdopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/530252.
5.2 lonmosiHUTEIbHAA JIUTEPATYypPa

1. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecreueHre yrnpaBiaeHUs : Y4eOHUK U
OPAKTUKYM J[UId cpeaHero mnpodeccuoHanbHoro ooOpazoBanusi / JI. A. JlopoHuHa,
B. C. HpurtukoBa. — MockBa : HM3pgarensctBo HOpaiir, 2020. — 233 c. —
(ITpodeccuonanvuoe obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr
anextponHsiid // IBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/453767

2. Abynanze, /1. I'. JlokyMeHTanMOHHOE 00ECIICUeHHUE YIPABJICHUS ITEPCOHATIOM :
yueOHUK H TPAKTUKYM [UJIsl CpEIHero mnpoQeccHoHaabHOro oOpa3oBaHusi /

I. T'. Adynanze, U. b. Beimmpspkkuna, B. M. MacnoBa. — Mocksa : W3narensctBo
FOpaiir, 2020. — 299 c. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-534-
01543-0. —  Tekcr : oanektponHsidi // DObC  IOpaiit  [caiiT]. —

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

3. lllyBanosa, H. H. [lokymeHTanMOHHOE 0OecreyeHue yupaBieHus | YYeOHUK U
NPAKTUKYM JJisi cpenHero npodeccuonanbHoro oopazosanus / H. H. lllyBanoBa. — 2-e
u3. — MockBa : M3garensctBo HOpaiit, 2020. — 265 c¢. — (Ilpodeccuonanbuoe
oOpazoBanue). — ISBN 978-5-534-00088-7. — Texkcr : anextponHnsiii / DbC KOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/451067

4. Ky3nenos, 1. H. JlokymMeHTarmoHHoe o0ecrieueHne yIpaBieHUs IIEPCOHATIOM :
yueOHUK H TPAKTUKYM [UJIsl  CpEIHero mnpodeccHoHaabHOro oOpa3oBaHusi /
. H. Ky3menoB. — MockBa : HWznmarensctBo IOpait, 2019. — 521 c. —
(ITpopeccuonanbuoe odOpazoBanue). — ISBN 978-5-534-04451-5. — Tekcr
anextpouHsit // DbC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/444432

5.3. llepuoanueckne U3IaHUsA

1. Axanemuyeckuit FOPUINYECKUI KypHaJ. — URL:
https://biblioclub.ru/index.php?page=journal red&;id=488084 .
2. Bectauk MockoBckoro yHusepcurera. Cepms 11. IIpaBo. — URL:
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https://urait.ru/bcode/453767
https://urait.ru/bcode/452443
https://urait.ru/bcode/451067
https://urait.ru/bcode/444432

https://dlib.eastview.com/browse/publication/9345

3. BecrtHuk Cankr-IlerepOyprckoro YHUBEPCUTETA. IIpaBo
https://dlib.eastview.com/browse/publication/71231

4. BecTHUK TpyIOBOrOo MpaBa W MpaBa comuanbHOro obOecmeuenus. — URL:
http://elibrary.ru/contents.asp?titleid=51054

5. TocymapctBo u MpaBo. — URL:

https://dlib.eastview.com/browse/publication/509

6. XXypHais 3apy0eKHOTO 3aKOHOJATEILCTBA M CPABHUTEIBLHOTO IMPABOBEICHUS. —
URL: https://znanium.com/catalog/magazines/issues?ref=c667bced-8481-11e5-a705-
90bl1c31dedc

7. XKypHan pOCCHIICKOTO npasa. — URL:
https://dlib.eastview.com/browse/publication/91330;
https://znanium.com/catalog/magazines/issues?ref=edccd7c0-239e-11e4-99¢7-
90bl1c31dedc

8. XKypnan FOPUANIECKUX HCCJICIOBAHUN. URL:
https://znanium.com/catalog/magazines/issues?ref=13b386ba-cd4f-11e8 bfaS-
90bl1c31dedc

9. 3akon u Bnacte. — URL: https://book.ru/magazines/1197
10. 3akon. — URL: https://dlib.eastview.com/browse/publication/702

5.4. Ilepeyenb pecypcoB HHGPOPMANUOHHO-KOMMYHMKAIMOHHON CeTH
«HTEepHeT», He00XOAUMBIX JJI1 OCBOCHH S AU CIUIINHbBI

l. OBbC «VYHuBepcurerckas Oubinoreka ONLINE» [ydeOHble, HayuHbIe
3/IaHUs, TIEPBOMCTOYHHMKH, XYIOKECTBEHHBIC MPOU3BEACHUS DPA3NMUYHBIX H3/1AaTEIHCTB;
KYpHAJIbl, MYJIbTUMEIUWHAS KOJUICKIHS: AayJUOKHUTH, aynauoanibl, BUICOKYPCHI,
MHTEPAKTUBHBIE KYPCBhI, SKCIIPECC-IIOATOTOBKA K 3K3aMEHaM, [TPE3EeHTalluH, TECThI, KapThl,
OHJIAaWH-3HLIUKJIOIIEIUH, CJI0BapHu | : CaWT. — URL:
http://biblioclub.ru/index.php?page=main_ub_red.

2. DBC usnarensctBa «Jlanb» [y4eOHbIE, Hay4YHbIE U3aHUSI, IEPBOUCTOYHUKH,
XYJI0KECTBEHHBIC NPOU3BEICHUs PA3JIUYHBIX HM3ATENbCTB; >KypHamusl] : calt. — URL:
http://e.lanbook.com.

3. OBC «Opaiit» [pazmen «BAIHA TIOAITMCKA: ®umuman Kyol'yY (r.
CnaBsnck-Ha-KyOann): yueOHnKU U yueOHbIe ocoOust u3narenscTBa «tOpailt»] : caifr.
- URL: https://www.biblio-online.ru/catalog/E121B99F-ESED-430E-A737-
37D3A9E6DBFB.

4. DBC «Znanium.com» [y4yeOHbIE, Hay4YHbIE, HAYUYHO-TIOMYJISIPHbIE MaTEPHAIIbI
Pa3TUYHBIX U3AATENBCTB, KypHabl| : caift. — URL: http://znanium.com/.

5. DbC «BOOK.ru» [yueOHnbie uznanus — koyekuus ans CIIO] : caiit. — URL:
https://www.book.ru/cat/576.

6. HayuHnas snektponHas Oubanorexka. MoHorpaduu, U3JaHHbIE B U31aTCIILCTBE
Poccuiickoit  Akagemun EcTecTBO3HaHHMS [IIOJTHOTEKCTOBBIM pecypc CBOOOIHOTO
noctymna] : caiit. — URL: https://www.monographies.ru/.

7. Hayunas osnektpoHHass OuOnuoTexa crared u nyOnukauui «eLibrary.ru»
[poccuiickuii HHPOPMAIIMOHHO-aHATTUTHYECKUIM MMOPTaT B 00JIACTH HAayKH, TEXHOJIOTHH,
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MEIUIIMHBI, 00pa3oBaHus; OojbIIas 4acTh M3JaHUN — CBOOOJHOTO JOCTYMA| : CalT. —
URL: http://elibrary.ru.

8. baswl gannubix kommnanuu «Mct Beroy [paznen: Ilepuoguyeckue uznanus (Ha
PYCCKOM $I3bIKE€) BKJIIOYAET KOJUIEKIUU: VM3maHus mo oOmecTBEHHBIM U TYMaHUTAPHBIM
HaykaMm; M3gaHus 1o memarormke W oOpasoBaHuio; M3manus mo wHQOpPMAIMOHHBIM
texHojorusiM; Craructuyeckue uzganus Poccum u crpan CHI'] : caiit. — URL:
http://dlib.eastview.com.

9. KubGepJlennnka : Hay4dHas 3JIEKTpOHHas OWOIMOTEKA [HAy4YHBIC >KypHaJbl B
MOJIHOTEKCTOBOM opmaTe cBoOoHOTO nocTyma] : caiit. — URL: http://cyberleninka.ru.

10. Equnoe okxHO jgoctynma K oOpa3oBaTelbHBIM pecypcaM :  (enepasibHas
uH(POPMALIMOHHAsT CUCTEMAa CBOOOAHOTO JIOCTYNa K HMHTETPAILHOMY  KaTaJloTy
0o0pa3oBaTebHBIX HMHTEPHET-PECYPCOB M K DJIEKTPOHHOW OMOIMOTEKe y4eOHO-
METOJAMYECKUX MaTepuajoB JUIsi BCEX YpOBHEH 00pa3oBaHUs: IOIIKOJIBHOE, oOIee,
cpenHee mnpodeccHoHaIbHOE, BbICIIEE, JAOMoNHUTENbHOEe : caiit. — URL:
http://window.edu.ru.

11. ®enepanbHblii LEHTP HHPOPMALMOHHO-00pPA30BaTEIbHBIX PECYPCOB [Id
ob1ero, CpEeIHETO poQeCcCuOHaANBHOTO, JIOTIOJTHUTEITLHOTO oOpa3oBaHusi;
MOJIHOTEKCTOBBIN pecypc cBoOoaHoro nocrynal : caiit. — URL: http://fcior.edu.ru.

12. OpunmansHbiii UHTEPHET-TIOPTAN TIpaBoBOM HH(popManuu. ['ocynapcTBeHHas
cUCTeMa MPaBoOBO MH(GOPMAIUHU [TOJIHOTEKCTOBBIN pecypc CBOOOIHOTO AOCTyMa] : CaWT.
— URL: http://publication.pravo.gov.ru.

13. DHukIONeINYM [ QHIMKIIONE M. CinoBapu. CnpaBoYHUKH
MOJIHOTEKCTOBBINA pecypc cBoboanoro nocrynal / ObC «YHuBepcuteTckas 6ubimorexa
ONLINEY : caiit. — URL: http://enc.biblioclub.ru/.
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6. METOINYECKHUE YKA3ZAHUA 1/ OBYHAIOIIIUXCA
11O OCBOEHHIO JUCIUAIIIMHbI

JucnumivHa «JloKyMeHTaMOHHOE oOOecleueHue YIpaBJICHUS» HaleleHa Ha
dopmupoBaHue NpodecCUOHAIBHBIX KOMIETEHIMM, TaKUX Kak OCYILECTBIECHUE
po(hecCHOHAIBHOTO TOJKOBAHUS HOPMATHUBHBIX MPABOBBIX aKTOB ISl pealIU3alliy MpaB
rpaxzaad B cdepe MEHCHOHHOTO O0eCNedYeHHs] U COLMAIbHOM 3allUThI, OCYIIECTBICHUE
npueMa TpaxJaH [0 BOINPOCAM IEHCHOHHOI'O O0EClEeUeHUss M COLMAIbHOW 3alIUThI;
paccMOTpeHHUE TMaKeTa JOKYMEHTOB JUIsl HA3HAYCHHS MEHCUM, MOCOOMil, KOMIICHCAIIHA,
JPYTUX BBIILIAT, @ TAKXKE MEp COLMAJIbHOMN MOAAEPKKHU OTAEIbHBIM KaTErOPUSIM I'PaKJIaH,
HYKJAIOUMMCSl B COLMAJIbHOW 3alIUTE; OCYILIECTBJIECHUE YCTAaHOBJIEHHUS (Ha3HAYEHUS,
nepepacyera, nepeBojia), MHJIEKCAUU U KOPPEKTUPOBKH MEHCUM, HA3HAYEHUS OCOOUIA,
KOMIIGHCAIIU M JIPYTUX COIHUANbHBIX BBIILJIAT, HCIONB3Ys] HHPOPMAIMOHHO-
KOMIIBIOTEPHBIE ~ TE€XHOJIOTMH; KOHCYJbTHUPOBAaHME TpPaXKJaH U MpeAcTaBUTENEH
IOPUAMYECKUX JIMIL T10 BOIPOCaM IMEHCUOHHOTO 00eCIIeYeHHs U COLMATbHON 3aIlUTHI.

OOy4eHue CTyIEHTOB OCYIIECTBISCTCS MO TPATUIIMOHHONW TEXHOJIOTHH (JICKIIUH,
MPAKTUKH) C BKIIFOUEHUEM MHHOBALIMOHHBIX 3JIEMEHTOB.

C TOYKM 3pEHMS HCIIOJIB3YEMBIX METOJOB JIEKIIUU MOAPA3ACIAIOTCS CIAEAYIOIINM
obpazom: HHGOPMAITMOHHO-OOBSICHUTENIbHAS JICKIUS, ITOBECTBOBATENIbHAS, JICKI[US-
Oecema, mpobOIeMHAs JICKIUS U T. 1.

YcTHOE M3M0XKEeHNEe yueOHOro MaTepuala Ha JICKIIUHU JOKHO KOHCIIEKTHPOBATHCS.
Crnymath JEKIUI0 HY>)KHO YMETh — MOJJIEPKUBATh CBOE BHUMAHUE, TTOHATH U 3alIOMHUTh
yCIBIIIAHHOE, YJIOBUTh May3bl. B Tmpoliecce H310KE€HHsS MpenofaBaTeieM JIEKIUU
CTYJICHT JI0JDKEH BBISICHUTH BCE HETIOHATHBIE BOIPOCHI. 3alUChIBATh COAECPKAHUE JICKIIUU
HY’KHO 00s13aT€IbHO — 3allMCH IOMOTaloT MOJACPKUBATh BHUMAHUE, CIIOCOOCTBYIOT
IIOHUMAHHUIO W 3allOMHHAHUIO YCIBIIIAHHOTO, MPUBOAUT 3HAHHUE B CHUCTEMY, CIIyXKaT
OTIOPO IS Tepexoia K 6osee riry0oKoMy CaMOCTOATEIbHOMY M3YYEHHIO TTpeIMeTa.

Meroandeckne peKOMEHIAIMH [0 KOHCIIEKTUPOBAHUIO JICKIIAMN

— 3aIUCh JIOJKHA OBITh CUCTEMHOM, MPEACTaBIATh COOOW COKPAIEHHBIN BapuaHT
JeKuuu mpenogaBaTens. Heobxomumo — ciymarh, 00IymMbIBaTh M 3alHCHIBATH
OJIHOBPEMEHHO;

— 3anMch BenETCs O4YeHb OBICTPO, YETKO, IO BO3MOXKHOCTH KOPOTKUMU
BBIPOKCHUSIMU;

— HEe TIpeKkpalas CchayllaTb MOPernojaBarelis, HYXHO 3alKuCchiBaTh TO, 4YTO
HeoOxoauMo ycBouThb. Henb3st 3amuchiBaTh cpa3y Ke BbBICKA3aHHYIO  MbICIb
IIPENOIABATENs, CIEAYeT €€ MOHATh U IOCIE 3TOr0 KpaTKO 3alucaTh CBOMMH CJIOBaMU
WM CJIOBaMU IpernoaaBaTeis. BaxkHo, yToObl B HEH He ObUT MOTEPSH OCHOBHOW CMBICI
CKa3aHHOT0;

—MMEHa, J1aThl, HA3BaHUs, BEIBObI, ONIPEACIICHUSI 3aMUCHIBAIOTCS TOYHO;

—cienyeT oOpaTUTh BHUMaHUE HA OQOpPMIICHHE 3amucH JEeKIuU. [ KaxIoro
npenMera 3aBoAUTCA oO0miast TeTpagb. OTIMYHBIM OT OCTaJbHOTO I[BETA CIEAYeT
BBIJICJISITh OT/ACJIBHBIE MBICIM M 3aroJIOBKM, COKpalllaTh OTHEIbHBIE CJIOBa U
IPEJIOKEHUs, HCIIOJIb30BaTh YCIOBHBIE 3HAKHU, OYKBBI JIATMHCKOTO U TIPEYECKOTO
anQaBUTOB, a TAKKE€ HEKOTOPBIE MPUEMBI CTEHOTPA(UUECKOTO COKPAILIEHHUS CIIOB.

[IpakTuyeckue 3aHATUS TO AucHUILIUHE «JlOKyMeHTalmoHHOe obecredeHune
YIPaBJICHUS» IPOBOJATCS B OCHOBHOM IO CXEME:

-YCTHBIM OIpOC MO TEOpUHM B Hayaje 3aHATHS (OOCYKIEHHUE TEOPETHUYECKUX
POOJIEMHBIX BOIIPOCOB IO TEME);
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-paboTa B rpynmax 1o pa3pemeHuio pa3IudHbIX CUTYaINi 110 TEME 3aHSATHUS;

-penicHe MPaKTHYECKUX 3a]1a4 WHIUBUYJIbHO;

-TIOJIBEICHUE UTOTOB 3aHATHUS (MU pedIieKcus );

-MHIUBHUIyJIbHBIC 3aJaHMs JUIS TOATOTOBKM K CICAYIONIUM IMPAKTUYECKUM
3aHATHSM.

[lenp mMpakTUYECKOTO 3aHATHUS - HAYYUTh CTYACHTOB MPUMEHSTh TEOPETHUYECKHE
3HAHUS [IPU PEUICHUH MPAKTHUECKHUX 33/1a4 Ha OCHOBE PEabHBIX JAHHBIX.

Ha npakTudeckux 3aHATHAX MPE00IaIatoT CISAYIOIINE METOIbI:

-BepOasibHbIC (MTPeo0IagatoIUM METOIOM JOJIKHO OBITh OOBSICHEHNUE);

-npakTHUYecKue (MMCbMEHHBIE 37aHus, TPYIIIOBbIC 3aJaHUS U T. 11.).

BaxHBIM /7151 CTyIeHTa SBIISETCS YMEHHE PallMOHAIBHO TTOI0UPATh HEOOXOUMYIO
yueOHyro yutepatrypy. OCHOBHBIMY JIUTEPATYPHBIMUA UCTOUHUKAMH SIBJISTFOTCSI:

— 6ubnmoreuynsie pouas punuana Kyol'Y;

— JIIEKTPOHHAs OMOIMOTEeYHAas cUCTeMa « Y HUBEPCUTETCKasi OMOIMOTeKa OH-JTaiH»;

— aJIeKTpoHHAas Oubnmoreynas cucrema MznarenscrBa «Jlanby.

ITouck xHHT B OMONMMOTEKE HEOOXOIMMO HAYMHATH C HM3YYCHHS IMPEIMETHOTO
Karajora M CO3/JaHMs CIUCKAa KHUT, MOCOOWH, METOJAMYECKHX MaTepuajoB IO TeMe
U3YYCHHUS.

[TpocMOTp KHUTH HAYMHAETCS C TUTYJIBHOTO JIUCTA, CJICTYIOIIETO TOCe 00I0KKH.
Ha néM 00BIYHO mMOMENIAIOTCS BCE OCHOBHBIC JAaHHBIC, XAPAKTEPU3YIOIIUE KHUTY:
Ha3BaHWE, aBTOp, BHIXOJHBbIC IaHHBIC, JAaHHbIE O Mepew3gaHuu u T.J. Ha obopore
TUTYJBHOTO JIHCTa JMAETCS aHHOTAIMS, B KOTOPOW YKa3bIBA€TCS TEMAaTHKa BOIPOCOB,
OCBEUIEHHBIX B KHUIE, OMPEIEISIETCS KPYr YUTATEJIEH, HAa KOTOPbIM OHA PACCUMTAHA.
bonbiioe 3HaueHHe WMEET NPEIUCIOBHE KHHTH, KOTOPOE 3HAKOMHUT 4YHUTATeNs C
JMYHOCTBIO aBTOPA, UCTOPUEH CO3aHMS KHUTH, PACKPBIBACT COACPKAHUE.

[IpounTaB mpeauciioBUE W TOJYyYHMB OOIIEe IMPEACTAaBICHUE O KHUTE, CIEeIyeT
oOpaTtuTthces K ornaBieHuio. OriaBieHue KHUTH 3HAKOMHUT 00y4aeMoro ¢ COJep>KaHueM U
JIOTUYECKOW CTPYKTYPOU KHUTH, IMO3BOJISIET BHIOpATh HYXKHBIM MaTepUai JJIsl U3YUCHHS.
‘o w3maHus KHUTH TIO3BOJIAET CYIUTh O HOBU3HE Marepuana. B KHUTEe MOryT OBITh
NpUMEUYaHus, KOTOpbIe COJEpKaT pa3linyHble JOMOJIHUTEIbHbIE CBeAeHus. OHuU
MIEYaTal0TCsl BHE OCHOBHOT'O TEKCTA M Pa3bsICHAIOT OTJIEIbHbIE BOMPOCHL. [IpenMerHbie u
an(aBUTHBIC yKA3aTeIu 3HAYUTEILHO OOJICTYAIOT TMOBTOPCHHE H3JIOKCHHOTO B KHHTE
Marepuaia. B KOHIIe KHUTM MOXKET pacrnojiaraTeCs BCIIOMOTaTenbHblld MaTtepuail. K Hemy
OOBIYHO OTHOCATCS MHCTPYKIIUH, MIPUIIOKEHHS, CXEMBbI, CUTYallMOHHBIE 33]]a41, BOIIPOCHI
JUTSI CAMOKOHTPOJIS | T.]T.

JIJist JTydiero mpeacTaBiICHUS W 3alIOMHHAHHS MaTepHalia [eJecoo0pa3HO BECTH
3aMUCHU M KOHCTEKTHI PA3TUYHOTO COIECPIKAHMS, 2 UMEHHO:

— TIOMETKH, 3aMEYaHMsl, BbIJICIICHUE TJIaBHOTO;

— TUTaH, TE€3UCHI, BBITUCKH, IUTATHI,

— KOHCIIEKT, paboyas 3amuck, pedepar, T0KIal, JSKIUs | T.1.

Yurarh y4yeOHUK HEOOXOIUMO BIyMUYHBO, BHUMATEIHHO, HE MPOIYyCKas TEKCTa,
cTapasich MOHATh KXKIyi0 (pasy, OJJHOBPEMEHHO pa30upas MpUMEPHI, CXeMbI, TaOJIUIIBI,
PUCYHKH, IPUBEIEHHBIC B YICOHHKE.

OmHuM #3 BaXXHEHIIMX CPENICTB, CHOCOOCTBYIOIIMX 3aKPEIUICHUIO 3HAHUU,
SBIIICTCA KpaTKas 3aluch MPOYUTAHHOTO MaTepHualia — COCTaBIIEHHE KOHCIIEKTA.
KoHcnekT — 3TO KpaTKoe CBSI3HOE H3JIOKCHHE COJCP)KAHUS TEMbI, YUYCOHHMKA WM €0
yacth, Oe3 mnojapoOHOcTe U BropocTeneHHbIX jnetaineid. [lo cBoelt cTpykType u
MOCIIEZIOBATENILHOCTH KOHCIIEKT JIOJIKEH COOTBETCTBOBATH IUIaHy yuyeOHHKA. [losTomy
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BaXHO CHayaJla COCTaBUTH IUIaH, a IOTOM MUCATh KOHCIEKT B BHJIE OTBETA HA BOMPOCHI
iaHa. Ecnu yueOHUK pasfenéH Ha HeOONbIIUE O3ariaBlieHHBIE YacTH, TO 3arOJIOBKU
MO>KHO paccMaTpuBaTh KakK MMyHKTHI [JIaHa, & U3 TEKCTA KaXJI0W YacTH CIIEIyeT 3alucaTh
TE€ MBICIIH, KOTOPBIE PACKPBIBAIOT CMBICI 3ar0JIOBKA.

TpebGoBaHUs K KOHCHIEKTY:

— KpaTKOCTh, CKAaTOCTh, 11€JIECO00PA3HOCTh KAXKIOTO 3aMMChIBAEMOTO CIIOBA;

— COJEpPKaTeIbHOCTh 3alUCU- 3AMUCHIBAEMbIC MBICITHU clieyeT (OpMYJIHPOBATH
KpaTko, HO 0e3 ymiepOa mis cmbicia. OObEM KOHCIEKTa, KaK MPaBHIO, MEHBIIE
M3y4aeMoro Tekcra B 7-15 pas;

—KOHCIIEKT MOXET OBIThb KaK MPOCThIM, TaK M CJOXKHBIM IO CTPYKType — 3TO
3aBHCHUT OT COJICPKAHMSI KHUTH ¥ LIEIH €€ N3ydeHUsl.

Metoanueckre peKOMEHAUH 110 KOHCTIEKTUPOBAHUIO:

— MpEeXJIe YeM HauaTh COCTABJIATh KOHCIIEKT, HYXHO O3HAKOMHUTBCS C KHUTOH,
NpOYUTaTh €€ CHavalla 10 KOHIIA, TOHATh MPOYUTAHHOE,

— Ha O0JIOKKE TETpaJH 3alMChIBAIOTCS Ha3BaHUE KOHCIIEKTUPYEMOW KHUTH M UMS
aBTOpA, COCTABIISACTCS IJIaH KOHCIIEKTUPYEMOTO TECTa;

— 3alMcH JIy4Yllle JeiaTh NMPU NPOYTEHUH HE OJHOTO-ABYX ab3aleB, a IIeJIOro
naparpadga Wid IJ1aBbl;

— KOHCTICKTHPOBAHHE BEAETCS HE C IENbI0 MMETh ONMPEACIEHHBIA 3aIUCH, a NI
Oosiee TMOJHOTO OBJAJACHUS COACPKAHUEM HU3Y4aeMOIro TEKCTa, MOITOMY B 3aIUCAX
OTMEUAETCS M BBIACNSAETCS BCE TO HOBOE, MHTEPECHOE M HYXKHOE, YTO OCOOEHHO
NPUBJICKIO BHUMAHHE;

— TOCJIE TOTO, KaK CJielaHa 3aluCh cojepkaHusi naparpada, IiaBbl, CIEAyeT
nepeunuTaTh e€, 3aTeM CHOBa oOpamarbcs K TEKCTY U MPOBEPHUTH ce0sl, MPaBHIBHO TN
U3JI0KEHO COJIepKAHHUE.

TexHMKa KOHCIIEKTUPOBAHUSI:

— KOHCIIGKTUPYSI KHUTY OOJbIIOro 00BEMA, 3amuch CIEAYeT BECTH B OOIICH
TETpaH;

— Ha KQXKJIOM CTpaHHULE CJIEBAa OCTABIAIOT IMOJSA MUPUHON 25-30 MM I 3amucu
KOPOTKHX T0J13ar0JIOBKOB, KPATKUX 3aME€UaHUM, BOIIPOCOB;

— Ka)K7asi CTAHMIIA TETPAId HyMepyeTCs;

— JUTsl IOBBIIICHHUS YUTAEMOCTH 3aIMCH OCTABJISIOT MHTEPBAJBI MEXIy CTPOKaAMH,
a03aramMu, HOBYIO MBICIb HAYMHAIOT C «KPACHOW» CTPOKH;

— TpU KOHCHEKTUPOBAHHHM IIUPOKO HCHOIB3YIOT DPA3IMUYHBIE COKpAICHUS U
YCIIOBHBIE 3HaKHW, HO HE B YHIEpO CMBICIY 3amuMcaHHOTrOo.PekomMeHmyeTrcs NpUMEHSTbH
o0IIeynoTpeOnTENbHBIE COKpAIlleHHs, Hampumep: M.0. — MOXeT ObITh; TOC. —
TrOCYJapCTBEHHBIN; 11.0. — JOJKHO OBITH U T.1.

— HE ClleJlyeT COKpalllaTh UMEHA U Ha3BaHMs, KpOME OUYEHb YacTO MOBTOPSIOLIUXCS;

— B KOHCIIEKTE HE JIOJDKHO OBITh MEXaHHUYECKOTO IEpEeNHChIBaHMs TeKcTa 0e3
POYMBIBAHUS €r0 COAECPIKAHUS M CMBICIIOBOTO aHAJIM3a.

Jlns wHamucaHust pedepara HeoOXoAWMMO BBIOpaTh TEMY, COIJIACOBaTh €€ ¢
npernojaBareyeM, IMoA00paTh HECKOJIbKO HCTOYHMKOB IO TEME, BBIMOJHUTH aHAIH3
WCTOYHUKOB IO PEIICHUIO MPOOJeMbl, 00OCHOBAaTh CBOIO TOYKY 3PCHHS Ha DPEIICHHE
po0OJIEMBI.
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7. OHEHOYHBIE CPEJACTBA JJIs1 KOHTPOJISA YCIIEBAEMOCTH

7.1 IllacnopT (poHAA OLIEHOUYHBIX CPEICTB

Kox koHTpOIHpyeMoii
KonTpommpyeMbie TeMbl TUCTHIUTHHEL KOMICTEHITHH
(wn ee JacTh)

Haunmenosanme OLCHOYHOTI'O
CpeacTBa

JdokymMeHTalMOHHOE O0ecrieyeHUue YIpaBJIeHHs: OK 1,0K2,0K 3,

NOHSITHE, COAePKAHUE U ITANbI PA3BUTHUS OK 4; OK 5; OK §;

1. OK9; IIK 1.1: TIK 1.2; Pedepar, Tect

IIK 1.3; IIK 1.4; TIK
1.6

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

OK 4; OK 5; OK §;

2. OK9;TIK 1.1: TIK 1.2;

IIK 1.3; IIK 1.4; TIK
1.6

Pedepar, npakrryeckas
paborta, TecT

JoxkymenToodoport OK 1,0K 2, OK 3,

OK 4; OK 5; OK §;

3. OK9; TIK 1.1: TIK 1.2;

IIK 1.3; I[IK 1.4; TIK
1.6

Pedepar, npakriyeckast
paborta, TecT

OK 1,0K 2, OK 3,

OK 4; OK 5; OK §;

4. XpaHeHue JOKYMEHTOB OK9; IIK 1.1: TIK 1.2;

IIK 1.3; TIK 1.4; TIK
1.6

Pedepar, mpakTrdeckast
paborta, TecT

OK 1,0K 2, 0K 3,
Oco0eHHocTH padoThI ¢ 00palleHUIMH OK 4; OK 5; OK §;
5. rpaIaH U KOH(PpHIeHIHAJIbHbBIMHU OK 9;IIK 1.1: TIK 1.2; | Ilpaktudeckas pabota, TECT
JOKYMEHTAMH IIK 1.3; IIK 1.4; TIK
1.6

7.2 Kputepuu oOneHKU 3HAHU I

KoHTponb W oOlleHKa pe3yJabTaTOB OCBOCHHS JHUCHMIUIMHBI OCYIIECTBISETCA
MPEMNo/IaBaTesieM B MPOIIECCE MTPOBEACHUS TPAKTUUECKUX 3aHATHI, 1Ta00paTOpPHBIX padoT,
TECTUPOBAHUSA, a  TaKkXKe  BBIIIOJIHEHUA  OOYYAIOUIUMHUCS  WHIMBUIYaJbHBIX
CaMOCTOSITENIbHBIX 3a1aHUM.

Pedepar. I[lpoaykr caMocTosiTeIbHON pabOTHl CTyJEHTA, MPEACTABISIOMINMA
co0oil KpaTKko€ U3IOKEHHE B TMHUCHMEHHOM BHJIE TOJYYEHHBIX pPE3yJbTaTOB
TEOPETHYECKOTO aHaJIN3a ONpPEJeICHHOW HaydHOU (y4eOHO-MCCIIeIOBATEIbCKON) TEMBI,
IJIe aBTOP PACKpPBIBACT CYTh HCCIEAyeMOW NpOOIEeMbl, MPUBOAUT Pa3IUYHBIE TOYKU
3peHusi, a Takke COOCTBEHHbBIEC B3TJIsAbl Ha Hee.Pedepar orneHMBaETCS MO KOJIMYECTBY
00pabOTaHHBIX KMCTOYHHUKOB, TJIyOMHE aHain3a IpoOJeMbl, KadecTBE OOOCHOBAaHHS
ABTOPCKOM MO3ULINH, TTTyOUHE PACKPBITUS TEMBI.

TecT. Cucrema CTaHIAPTU3UPOBAHHBIX 3aJIaHuH, HO3BOJISIONIAA
ABTOMAaTHU3UPOBATh MPOIEAYPY HM3MEPEHHUS YPOBHS 3HAHUW M yMEHUN OO0ydYaromierocs.
TecT olleHMBaeTCs MO KOJMYECTBY MPAaBUIIbHBIX OTBETOB (HEe MeHee 50%).

Kpurepun oneHKH 3HAHMH CTYJAECHTOB B LIEJIOM 110 JMCHHILIMHE:
«OTJIMYHO» - BBICTaBISICTCS  CTYHEHTY, IIOKa3aBIIEMY BCECTOPOHHHUE,
CUCTEMaTU3UPOBAHHbIE, [TyOOKHE 3HAHUSI YUYEOHON MPOrpaMMbl TUCUUIUIMHBI U YMEHUE
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YBEPEHHO MPHUMEHSTh MX Ha MPAKTHKE MPU PEIICHWHM KOHKPETHBIX 3a7a4, CBOOOIHOE U
paBWIbHOE 00OCHOBAHKE MPUHSTHIX PEIICHUH;

«XOPOLLO0» - BHICTABJISETCS CTYACHTY, €CJIA OH TBEPAO 3HAET MaTepHUal, TPaMOTHO
U 0 CYIIECTBY HM3JIaracT €ro, yMeeT MPUMEHSATh MOJIYUYCHHBIE 3HAHHUS HA MPAKTHKE, HO
JIOTIYCKAaeT B OTBETE WJIM B PEIICHUH 3a]1a4 HEKOTOPblE HETOYHOCTH;

«yAOBJIETBOPHUTEJIbHO» - BBICTaBIIAECTCS CTYJICHTY, MOKa3aBLIEMY
dbparMeHTapHbIii, pPa3pO3HEHHBIM XapakTep 3HAaHWM, HEIOCTATOYHO MPaBUIIbHbIE
dbopMyIUpoBKH 0a30BBIX TOHSATUN, HAPYIICHWs JIOTMYECKOW MOCIEIOBATEIIbHOCTH B
W3JI0KEHUHU NMPOTPaMMHOI0 MaTepuaia, HO IIpU 3TOM OH BJIa/IE€T OCHOBHBIMM pa3jiejaMu
y4eOHOU MPOTpaMMbl, HEOOXOUMBIMU JIJIS1 JATBHEHIIIEro 00yUYeHHsI 1 MOXKET MIPUMEHSITh
MOJIyYEHHBIE 3HaHUS TI0 00pa3ily B CTaHJAPTHOM CUTYaIlNH;

«HEY/JOBJETBOPUTEJbHO» - BBICTABISIETCS CTYACHTY, KOTOPBIII HE 3HAET
0o0JIbIIIel YacTH OCHOBHOTO COJIEP’KaHUs y4eOHOW MPOrpaMMbl JUCIUILTUHBL, JOMYCKAET
rpyobsie ommOKu B (OPMYJIHUPOBKAX OCHOBHBIX TMOHSATHNA JUCIUIUIMHBI U HE YMEET

HCIIOJIb30BAaTh IIOJIYUCHHBIC 3HAHUA IIPHU PCIICHUM TUIIOBBIX ITPAKTUYCCKHUX 3a/a4.

7.3 OueHo4HbIe CpeaCTBA AJIS MPOBEACHUA TeKYlIeld aTTeCTAlMU

Texyiuii KOHTPOJIb MOKET IPOBOAUTHCSA B (hopme:
-(poHTaNBHEIHA OmpocC
-UHAUBUAYaJIbHBINA YCTHBIA OIIPOC
-IIUCHbMECHHBIN KOHTPOITh
-TECTUPOBAHUE 10 TEOPETUUECKOMY MaTepUaILy
-IpakThyeckas padboTa
-3ammra pedepara, scce
-3aIIMTa BBITIOJTHEHHOTO 3a/IaHus,
-pa3paboTka mpoOseMbl Kypca (JIoKian).

®opma Bnanenus JInunble kadecTBa Tpnvepst
aTTecTalluu SHanMA Ymerns (HaBBIKH) CTy/IeHTa OHCHOMHBIX
CpeacTB
YcTHBI KouTpons 3nanmit OLeHKa yMEHUs Onenka HaBBIKOB | OreHKa KonTpoasasl
(mMCBMEHHBIN) | O ONpEeeNIeHHBIM | pa3indaTh paboThI ¢ CIIOCOOHOCTH € BOIIPOCHI 110
orpoc o | mpobiaemam KOHKpPETHBIE JUTEPATypHBIMH | ONEPATUBHO U TeMaM
TeMaM MTOHATHUS HUCTOYHUKAMHU Ka4eCTBEHHO IIpUJIararTCs
OTBEYaTh Ha
MIOCTaBJICHHBIE
BOIIPOCHI
Pedepatst KouTpons 3HaHMit OrneHka yMeHHst Ornenka HaBbIKOB | OrneHka Tembl
IO OMPENENEHHBIM | pa3nu4arh paboTHI ¢ CIIOCOOHOCTH K pedeparos
npoOiemam KOHKpPETHBIE JIUTEPATypHBIMU | CAMOCTOSATENLHON | MpPUIAraroTCs
MOHATHUS HCTOYHHKAMU paboTe u aHATH3Y
JIUTEPATYPHBIX
HCTOYHHKOB
IIpaktuueckue | Kontposp 3HaHusA OLeHKa yMeHUs Ouenka HaBbIKOB | Onenka Tewmsl pabot
paboTsI TEOPETUIECKUX paboTats C paboThI ¢ CIOCOOHOCTH IIpUJIararTCs
OCHOB COBPEMEHHOHI BBIYHCIIUTENIBHOM | ONEPaTHBHO U
UHPOPMATHKHU U KOMIIBIOTEPHOU TEXHUKOM, KaueCTBECHHO
WH(QOPMAIMOHHBIX | TEXHHKOM, MPUKJIaIHBIMU pemaThb
TEXHOJIOTHiA, HCTIONB30BaTh IPOTPaMMHBIMH | TIOCTaBJICHHBIE Ha
BO3MOYKHOCTEH 1 BO3MOYKHOCTH CpelacTBaMu MPAKTHYECKUX
MPHHIUIIOB BBIYUCIIUTENBHON paboTax 3agauu U
HCIOJIb30BaHUSA TEXHUKU U apryMeHTHPOBaTh
COBPEMEHHOU IIPOrpaMMHOTO pe3yabTaThI
KOMIBIOTEPHON obecrieueHns IpH
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TCXHUKH. peuicHun

MPAKTUYECKUX
3ajau.
TectupoBanue | Konrponb 3Hanuit | OueHka yMeHUs Ouenka HaBbIKOB | OneHka Bormpocst
IO ONpEAENEHHbIM | pa3InyaTh JIOTU4ECKOTO CIOCOOHOCTH HpUIararTcs
npobiaemam KOHKpPETHBIE aHanu3a u OTIEPATUBHO U
MTOHATHUS CHHTe3a IIpU Ka4eCTBEHHO
COINOCTaBJICHUU OTBEYaTh Ha
KOHKPETHBIX MIOCTaBJICHHBIE
HNOHSITUH BOIIPOCHI

IIpuMepHBIe TecTOBBIE 3aJaHUsI IS TEKYIel aTTecTAlMU:

1. HoMeHKk1aTypa /1eJ1 COCTABJISAETCS B KOJMYECTBE ... IK3eMILISAPOB:

1) 2
2) 3

3) 4
4) 5

2. Pa00THUKH, OCYLIECTB/ISIIONINE MPeIBAPUTEIbHOE PacCMOTPeHHEe JOKYMEHTOB,
MOJIy4aloT J0CTYIl

1) ko Bceit mH(bOpPMAIMHU, TOCTYTAIOIIEH B OPraHU3aIUIO

2) UCKITIOYUTENBHO K KOH(HIEHIINATBbHOM HH(OPMAIINH, IOCTYTAIOIIECH B OPraHU3aIIHIO
3) kK JoroBopam

4) TOABKO K mMHChbMaM O(QUIMAIBHOTO M JIMYHOTO XapakTepa, IOCTYIAIIUM B
OpraHu3aIuIo

3. B opranm3anusix NpHeM W NEPBOHAYAIBLHYI) 00pafoTKYy NOCTYNAKIIUX JOKYMEHTOB
MOI'YT OCYHI€CTBJIATDH:

1) okcnenuuusi, MHCIEKTOp IO MNPUEMY U OTIPABKE JOKYMEHTOB, CEKpETaph
PYKOBOIUTENS

2) 3aMeCTUTEb PYKOBOAUTENS

3) pyKOBOAMTEIH TOAPA3ICICHUI

4) UCKIIIOYUTEIIBHO CEKpPETaph

4. leuenTpagusoBanHasi gopma AeIONPOM3BOACTBA NMPUMEHSIETCH, KOrAa

1) cTpykTypHBIE MOAPA3AEICHUS OpTraHU3aIlMU TEPPUTOPUATHEHO Pa300IEeHbI

2) Bce pabOTHI ¢ IOKYMEHTAMH MPOBOJISATCS B OJTHOM MECTE

3) pyKOBOAMTEINb YaCTO MUCEMEHHO 00pAaIaeTCsl K CTPYKTYPHBIM MOAPA3/ICICHUSIM

4) noapaznenaeHus Noay4yarT 00JIbIIOE KOJIMYECTBO JEI0BOM KOPPECTIOHAEHIIUU

5. JIBH:KeHHe JOKYMEHTOB B OPraHM3allii ¢ MOMEHTA UX CO3JAHUS WIH NMOJyYeHHUs
70 3aBepPUICHUS] UCTIOJTHEHUS UM OTIPABJICHUS HA3bIBACTCH

1) moxymeHT0000pOTOM;

2) TpaHCTIOPTUPOBKOM JOKYMEHTOB;

3) peanuzanueii JOKyMEHTOB;

4) TOKyMEHTOBpAIICHUEM.

6. TeaedoHorpaMmmy NpMMEHSIIOT:

1) 1 nepepayu CPOYHBIX PACTIOPSIKCHUI, N3BCIICHUH, CBEIICHHIA;

2) nJig nepeaadu Teaerpamm;

3) UCKIIIOYUTENIBHO JJIs Iepelaul paclopsyKeHUN PyKOBOJIUTENS;

4) 1o yCMOTPEHUIO CITyKalIero KaHUEISIPUH.

7. JIOKyMeHT, COCTABJICHHBbI TIpynmnoi Jun (KOMHCCHeH) W NOATBEpP:KIAIIUiA
(axTbl, COOBITHA, HA3BIBACTCS

1) akToMm;
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2) IpuKa3oM;

3) pacnopspKeHUEM;

4) 1OroBOpOM.

8. Tekcer ci1y:KeOHOT0 MUCHbMA, KAK MPABWJIO0, COCTOUT U3:

1) nByx 4yacreit — BBOJHOW M OCHOBHOI;

2) IBYX 4YacTeul - TUIOTE3bl, JUCIIO3UIINUH;

3) MHOXECTBA YacTei, 10 YCMOTPEHUIO aBTOPA;

4) 4eThIpeXx YacTeil — BBOJHOM, IOBECTBOBATEILHON, PE30JIFIOTUBHOM, 3aKIIOUUTEILHON
9. CiioBecHO-uM(pPOBOiIi crocod opopmienns aatbl (Hanpumep, 23 uwnsa 2016 r.) B
OCHOBHOM NPUMEHAIOT B

1) moxymeHTax, coiepxKaiiux cBeAeHus: (UHAHCOBOTO XapaKTepa;

2) cimy)KeOHBIX TTUChMAX;

3) npukazax;

4) pacniopsiKEHHUSX.

10. Cron6uoBas popma 1e10NMPOU3BOACTBA OTMEHEHA:

1) ITetpom I;

2) Anexcanapowm |

3) Exarepunoii 11

4) Hukomaem II

7.4 OueHO4YHbIE CPEACTB AJIsl MPOBEACHUS MPOMEKYTOYHON aTTecTAlluu
IIpomexxyTouHas arrecranus

JInunsle IIpumepst
®dopma
3HaHuA YMeHus Bnanenue (HaBbIKH) | KadecTBa OLICHOYHBIX
arTecrannun
CTyJIEHTa CpEeICTB
Kontponsnas | KonTtposs OreHka yMEeHUS Or1ieHKa HaBBIKOB OreHka Bompocsr:
pa60Ta 3HaHMs 0a30BBIX IIOHUMATh JJOTUYECKOI'0 CcIocoOHOCTH npujiararoTcs
MOJ0KEHHUH B CIICHHUAJIbHY IO COIIOCTABJICHUA U TpaMOTHO U
obnactu TCPMHUHOJIOTUIO XapaKTCPUCTUKHN YCTKO H3JiaraTb
HHPOPMATHKA 00BEKTOB MaTepHuan
7.4.1 IlpuMepHBbIe BONIPOCHI VISl IPOBEICHUS NPOMEKYTOYHOM aTTeCTALNH
(nnppepeHMPOBAHHBIN 3a4eT)
1. TexHoyorust paboOTHI C JOKYMEHTaMH, COJICPKAITUMU KOH(PUACHIIHATbHBIC CBEICHHUS.
2. Opranuzanus paboThl ¢ OOpallleHUs MU TpaxaaH
3. TexHuueckue cpeacTBa 0OQUCHOMN AESITETbHOCTH.
4. ®opmupoBaHue u 0GOpMIICHUE JICIL.
5. JloroBopHO-TIpaBOBasi JOKYMEHTAIUS
6. Opranuzanus OTIPABKU UCXOJSIIUX JOKYMEHTOB
7. Opra"uzanus perucTpaiuy U KOHTPOJISI UCIIOJTHEHUS JJOKYMEHTOB
8. JlIokyMmeHTO00OPOT.

\O

. Opranuzaius npuema BXOSIIUX JOKYMEHTOB

10. OO6mwue TpeOoBaHus K 0HOPMIIEHUIO TOKYMEHTOB

11. HadopmanmoHHO-CIIPaBOYHBIE JOKYMEHTBI

12. PacnopsiauTenbHble TOKYMEHTBI
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13. TloHAaTMe ©O JOKYMEHTaX H CH0co0ax JOKYMEHTHPOBAHMSA, HOCHTENSIX
uHpopmanyu. OCHOBHBIE (PYHKIIMH IOKyMEHTOB
14. JlokyMeHTBI 110 JINYHOMY COCTaBy: IIpUKa3, pE3IOME, XapaKTEpUCTHUKa,

aBToOMOTpadus, TMIHOE 10, TPYAOBOW JOTOBOP, TPYAOBAs KHIDKKA

15. Hcropus pa3BuTus neaonpou3BoAcTBa B Poccun
16. JlenoBas nmepemnucka
17. PexBusutel: ['ocynapctBennbiii I'epd P®D, rep6 cyobekra PD, smbiema wunum

TOBapHbI 3HAaK OpraHW3allid, HAaWUMEHOBAHUE OpraHU3alluH, CIPABOYHBIE JIaHHbIE
OpraHu3aluy, HaMMEHOBAaHWE BHUJIa JOKYMEHTA, AaTa JOKYMEHTa, PETrMCTPALIMOHHBIN
HOMEP, MECTO COCTABJICHUS U U3[IaHUs IOKYMEHTa, aJipecaT

18. PexBusuthl: rpud YTBEPXKICHUS AOKYMEHTA, PE3OJIOLUSI, 3ar0JIOBOK K TEKCTY
JIOKyMEHTa, OTMETKa O HAJIMYMM TMPHUIIOKEHHUS, MOANUCH, Tpud corijacoBaHus, rpud
OrpaHUYEHUs JO0CTyNa, OTMETKA O KOHTPOJE, OTMETKA O MOCTYIUICHUU TOKYMEHTa B
OpraHM3aluIo, OTMETKa 00 HCIOIHEHUH, pEe30JIIONUs, OTMETKa O HalpaBICHUU
JOKYMEHTA B JIEJI0.

19. JlokyMeHTHI, lepeaBaeMble 10 KaHallaM 3JIEKTPOCBA3H.
20. IloToku KOH(MHUIACHINATHHBIX JOKYMEHTOB.

21. bnaHKU TOKYMEHTOB.

22. Cucrema OpraHu3alMOHHON JTOKYMEHTALIMH.

23. IIpoxoxaeHue UCXOIAIIUX U BHYTPEHHUX JTOKYMEHTOB.

24. Cucrema pacrnopsiAUTeIbHON JOKYMEHTAIUH.

25. Cucrema HHPOPMALIMOHHO-CIIPABOYHOMN TOKyMEHTAIMH.
26. Pabota c mucpkMaMu B OOpaIICHUSIMHU TPak/IaH.

27. CocraBiieHHEe HOMEHKJIATYphI el

28. Komnnu 10KyMEeHTOB

29. CuyxebHas mepenucka B OpraHu3aium

30. IloaroroBka u mepeaaya Jiejl Ha apXMBHOE XpaHEHHUE.

7.4.2 IlpuMepHbIe 3aJaHUS JJIS IPOBEJICHUS IPOMEKYTOYHOM aTTecTAlu
(KOHTPOJILHOM pPadoThI)

CocTaBbTe IPOEKT MUChMa-COOOIICHHUS.
CocTaBbTe IPOEKT MUChMa-IIPUTIIAILICHHUS.
CocraBbTe POEKT TeaePOHOTPAMMBI.
CocraBbTe IPOEKT BBITUCKHU U3 IIPOTOKOJIA.
CocraBbTe IPOEKT PACTOPSIKECHHUSL.

CocTaBbTe IPOEKT MUCHhMA - OJIarOJapHOCTH.
CocraBbTe IPOEKT peKIaMallliH.

CocTaBbTe IPOEKT MPHUKa3a 10 OCHOBHOM JESITEIbHOCTH.
CocTaBbTe IPOEKT CIYKEOHOU 3aHUCKU.

10. CocTaBbTe MPOEKT OOBSICHUTEIBHON 3aIMHUCKH.
11.CocTaBbTe IPOEKT JIOKJIAHOM 3aMUCKH.

12. CocTaBbTe MPOEKT MPUKA3a O IpUEME Ha paboTy
13. CoctaBbTe MPOEKT MpUKa3a 00 yBOJIbHEHUU

14. CocTaBbTe NPOEKT CHPABKU

15. CocTaBbTe NPOEKT aKTa.
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8. JONOJIHUTEJIBHOE OBECIIEYHEHMUE JJUCIUIIJIMHbI

Jlexmmsa Nel.
Tewma: [loHATHE TOKYMEHTAIIMOHHOTO O0ECIICUEHHUS YIIPaBICHUS
Jlenonpou3BoICTBO — OTpacib JACATEIBHOCTH 4YeJOoBeKa I10 pa3paboTke u

oopMIIEHHIO JOKYMEHTOB, OpraHM3allud WX JBW)KCHUS, YydeTa U XpaHEHHUS.
[lepBoHayanbHO TEPMHUH MOSBUJICA B YCTHOU peun (mpeamnonoxutenbHo B XVII B.) u
O3HayaJl Ipolecc peueHus (IPOU3BOJCTBA) JENA, «AEJIO IPOU3BOAUTH» — pEIIATh
Bompoc. B Xone pemieHuss BO3HHMKJIA HEOOXOIMMOCTb 3aKpEIUIEHUS pe3ylibTaTa,
HanpuMep, JOCTUTHYTOM JOrOBOPEHHOCTH. JInsi 3TOro wu3ApeBiie W CO3/aBalid
JIOKYMEHTBI, TaK KaK YCTHOE CJIOBO KPAaTKOBPEMEHHO, MOXXET OBbITh 3a0BbITO, UCKAXKEHO
npyu Tepenadye Wik He Tak MOHATHO. Yxke B XVI B. ynmorpebinsercs CIOBO Jel0 Kak
coOpaHue JOKYMEHTOB, OTHOCSIIUXCA K KaKOMYy-JIHOO Jeiy, Bonpocy. Brnepseie B aToM
HNOHATHM CIIOBO «7eyio» 3adukcupoBaHO B jaokymMeHTax B 1584 r. CoBpemeHHOE
JIEJIONPOU3BOJICTBO BKIIFOUAET:

1.0o0ecnieueHue CBOEBPEMEHHOTO U MTPABUIIBHOTO CO3AaHUS JJOKYMEHTOB;

2.opraHuzanuio paboTsl ¢ JOKyMEHTaMH (MOJIy4YeHHe, nepeaada, oopaboTka, yyer,
peructpauusi, KOHTPOJb, XpaHEHUE, CHUCTEMATU3allMs, MOJArOTOBKAa JIOKYMEHTOB IUIs
CIauu B apXUB, YHUUTOKECHHUE).

[lapannenbHO € TEPMHHOM «AEJIOMPOU3BOJCTBO» B IOCIEAHEE JECATUIETUS
UCIIOJIb3YETCS. TEPMHUH JOKyMEHTaluuoHHoe obecneuenue ymnpasienus (JOY). Ero
NOSIBJICHHE CBSI3aHO C BHEJIPEHMEM B YIPABICHUE KOMIIBIOTEPHBIX CHCTEM H HX

OpraHMU3alMOHHBIM, IIPOrPAMMHBIM U HMHQOPMALMOHHBIM OOecledeHueM s
OpUOIMKEHUs] K TEPMHUHOJIOTUH, YNOTPeOIsieMOil B KOMIBIOTEPHBIX MpOrpaMmax u
JauTepartype. B Hacrosmee  BpeMs ~ TEPMHUHBI  «JEJIONPOU3BOJACTBO» U

«JIOKyMEHTAI[MOHHOE  OOecleueHue  YIpPaBICHUS»  SBISIOTCS  CHUHOHUMAMU U
MPUMEHSAIOTCS JJIs 0003HAYCHHUSI OJHOW M TOW K€ JeATeNbHOCTU. J|OKyMEeHTallMOHHOE
obecrieueHne yrpaBJIeHUs] MOKHO MMOHUMATh KaK y4eOHYIO TUCIMIUIUHY, KaK HayKy. OHO
SABJIAETCA OCHOBOM ISl OpraHu3allid JICSTEIIbHOCTH MNPEANPUITHA YUPEKICHUH,
opraHu3anuid. TeCHO CBSI3aHO C MPAaBOM, JIMHTBUCTUKOW, APXMBHBIM JEJIOM H JIp.
HayKaMHU.

JIOKyMEHTHpOBaHHE — 3TO TPOIECC CO3AaHUS U OQPOPMIICHHUS JIOKyMEHTA.
l'ocynapctBennbiii  cranpapt ['OCT 51141-98 «/lenonpou3BOACTBO U apXUBHOE
JIETI0.€PMUHBl W ONPEACIICHUS» ONpPEACIsieT JOKYMEHTUPOBAHHE KaK  «3alluCh
nH(pOpMalUK HAa PA3IMYHBIX HOCUTEIISX MO0 YCTAHOBJICHHBIM MPABUIIAM.

Opranuzanust paboThl ¢ JOKYMEHTaMH — 3TO 00ECTieUeHrEe JTBUKEHUS JOKYMEHTOB
B arapare YIpaBJICHHs], UX UCIIOJIb30BaHUS B CIPABOYHBIX LIENSAX M XpaHEHUs. TepMuH
OTpeNeNseTCS TOCYIapCTBEHHBIM CTaHAAPTOM KaK OpraHu3anus JOKYMEHTO00OpoTa,
XpaHEHUs U UCIIOIb30BAHUS JOKYMEHTOB B TEKYILEH NEATEIbHOCTU YUPEKICHUS.

OO0miass  XapakTepuCTUKa JOKYMEHTAIIMOHHOTO  OOECTeUeHUs  YIpaBIICHUS
BKJIFOYAET XaPAaKTEPUCTUKY PA3IUYHBIX ITANIOB €0 CTAHOBIICHHUS.

IIpukaznoe aenonpounsoactso XV — XVII BB.

Cucrema rocynapCTBEHHOrO JEJIONPOM3BOJCTBA HAUYMHAET CKIIAJbIBAThCS B
nepuoj; OPMUPOBAHUS PYCCKOTO IEHTPATM30BAHHOTO TOCYAapcTBa, ¢ cepeauHbl XV B.
[TpoucxoxaeHne MNpUKA30B CBSI3AHHO C MPAKTUKOW JIMYHBIX MOPYYEHHH (IIPUKa30B)
BEIIMKOTO KHA3s ONKallieMy OKpPYXKEHHUIO — KHS3bSIM U 0osipaM 1O Ppa3pelieHUro
OTJICIBHBIX BOMPOCOB TOCYJApPCTBEHHOT'O yIpaBiieHus. X nesaTensHOCTh 00bEINHATIACH
BBICIIUM IIPABUTEIILCTBEHHBIM YyupexaeHueM — bospckont Jlymoil. MoOCKOBCKUM
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BEJIMKUM KHS3bSIM yJ1aJIOCh CO3J1aTh CUJIbHYIO LICHTPAJIM30BAaHHYIO CHUCTEMY YIIPaBJIEHUS,
B KOTOPOW BCE€ BaXKHEWIWE (QPYHKIMH aJIMUHUCTPATUBHOTO YIPABICHUS BBITOIHSIN
bospckas Jlyma u npukassl. MIMEHHO MmO3TOMYy IEpHOJ CTAHOBICHHS W Pa3BUTHUA
rOCYJAapCTBEHHOI'O JEJIONPOU3BOACTBA IPUHATO HA3bIBATh NPUKA3HBIM IIEPUOJOM — IO
Ha3BAaHUIO TMEPBBIX TOCYJAPCTBEHHBIX YUPEXKIEHUUW — TMPUKA30B. IDTOT NEPHUOJ
oxsatbiBaeT BpeMs ¢ XV no XVII BB.

OTOT NEepHOJ YIPABICHHUS HE COCTAaBJSA] CTPOMHOM CHCTEMBI M CTPOWJICSA Ha
CHUCTEME «IIOPYUYEHUI», NIepeAaBajicsi B BEACHUU OJHOIO JIMIA MO CTENEHU JOBEpUS K
HEMY BeJMKOTro kHs3sa. OOlee KOJM4eCTBO MPUKA30B, CYNIECTBOBABIINX HA Pycu, TouHO
HensBecTHO, B X VII B. pasHble nccinenoBarenn HaspiBaroT ux uuciio ot 40 mo 70. Bo
IJIaBe OT/AEJBHOrO MpHKa3a CTOSJ MPUKa3HBIM Cyabs (B HEKOTOPBIX IMpHUKazax cynen
ObUTO IO J1Ba W OOJiee; OHM HA3bIBAJUMCH TOBAPUIIAMU TIABHOTO Cyabu). B ero BeneHumn
COCTOSUIU IbSIKH — OT OJIHOTO OT TPEX, a K KoHly XVII Beka B KpyNnHbIX NMpUKa3zax — oT 6
10 10 ygenoBek. B BeaeHUM IbAKOB HAXOAWINCH NOABSYME, KOTOPbIE B COOTBETCTBHUHU
CTa)KEM JICJIIIMCh Ha «CTapbIX» (CTapIINX ), «CEPEIHUX» U «MOJOAIIBIX)» (MIIAIIINX ).

Jliis ipuBeAieHHs] B MCTIOJHEHUE PA3HBIX PACHOPSIKEHUN CYIIECTBOBAIHM OCOOBIE
JOJDKHOCTA — TOJMaud, TPYOHMKH, HEAENbUIMKA U Ap. B uX o00s3aHHOCTH BXOIUIO
TaKXe TOCTABJIATH MEPENHUCKY NPUKA30B MO MPUHANICKHOCTH, BBI3bIBATh TSHKYIIUXCS HA
cyn u np. Uepe3 uX pyKd B MpPHKA3 MOCTYHNAIH YEJIOOWTHBIC, TOKJIAAbI, IOHOIICHUS
MECTHBIX ITPAaBUTEJICH; OHU XPAHWIN JEJIa U BEJIM NMCbMOBOJACTBO. CTapIInM MOJABIYNM,
HauOoJee ONBITHBIM U YBAaXKa€MbIM M MOJBSYUM «CPEIHEH PyKH» JOBEPSIIACh CIOXKHAs
pabora, cBsA3aHHAas C MOJTOTOBKON PEIICHUN 110 JejiaM, XpaHEHUEM JIe]1, OlleYaThiIBaHUEM
apXUBHBIX CYHAYKOB. Miajiue noipsuue He MOoJIb30BajJIiuCch 0COOBIM JoBeprueM. MHorue
napckue yka3pl XVII B., oOpamamT BHUMaHME€ Ha HEOOXOIUMOCTb CTPOTO
KOHTPOJIMPOBaTh paboTy. 3a OWMOKH, AOMyCKaeMble B OQPHUIMAIBHBIX JIOKyMEHTaX,
MOJIbSIYUX CTPOTO HAKA3bIBAIM: OUIM 6aTOTaMHu, JTUIIATH SKaJIOBAHBSI.

JIOKyMEHTBbI OOBIYHO pa3MellaINCh Ha CTOJAX, Ha CKaMbsiX, 0co0O IIEHHbIE — B
CYHJIyKax — JlapsX B T€X K€ IOMENIeHUsX, /€ Bejlach TeKyllas padoTa W NpUEM
noceruteneii. B XV B. moporocrosmuii mepramMeHT BbITECHWJIA Oymara, KOTOPYIO
NEPBOHAYAIIBHO TAaK)KE€ MPUBO3WIM U3 3alaJHOEBPOINEUCKUX CTpaH, a CO BTOpPOM
nonoBuHbl XVII B. wucnons3yercs Oymara, oredecTBeHHass. llepByro OymaxHyrO
«venbHUIy» (¢pabpuky) moctpownn Ha peke Ilaxpe mo mpuka3y narpuapxa Huxona,
3areM B MockBe Ha peke fyze. OgHako Tosbko B XVIII B. mocne cTpouTenbcTBa
HECKOJIbKUX OyMa)KHbIX MaHy(akTyp yJajaoch YyJIOBJIETBOPUTh BHYTPEHHHUH CIpOC Ha
oymary B Poccuu. IlepBoHauanpbHO Oymara HM3roTaBiuBajach U3 TpsAlbs, a YEpHUIIA
JIeNIaiuch M3 COJIeH jKele3a U AYOWJIBHBIX BEIIECTB, MOOBIBAEMBIX W3 YEPHUIIBHBIX
OpEIIKOB — HAapoCTOB Ha JayOOBBIX JHCThbIX. CoueTaHWE IKEIE3UCTHIX YEPHUT U
TPSINMUYHOM Oymaru Jejano TeKCT 0COOEHHO CTOWKHM, OH MOYTH He BbilBeTall. [loaTomy
JIOKYMEHTBI 3TOTO MEPUOJa, XpaHSIUIMECs B apXUBax, JOCTATOYHO XOPOUIO YHUTAKOTCS.
NHcTpyMeHTaMu THMChMa CIIYXXWJIM TYCHHBIE TIEpbs, 3aTauMBaeMbleé OCOOBIM 00pa3oM
NEPOUYMHHBIM HOXKOM. JIydlliuM, Kak OTMEYaroT UCTOPUKH, CUUTAIUCH MEPbsl U3 JIEBOTO
KphlJla Tycs, a cama O4YMHKa TpeOoBajla 3HAYUTEIBHOIO yMEHbs. ['ycuHble mnepps
MPUMEHSIINCh BIUIOTH JO BTOPOM TMOJOBHHBI XIX B., XOTS METaJUIMYECKHE TNEpPbs
MOSIBUWINCH Y€ B Hayasle Beka. HanucaHHbIN I'yCUHBIM IEPOM TEKCT MOCHINAJICS MEIKUM
KBapLEBbIM IECKOM. MOCKOBCKHE MpHUKa3bl IOJIB30BAJIUCH IMECKOM, IMPUBO3UMBIM C
BopoO6rEBbIX rop, KOTOPbIN cUUTANICS OCOOEHHO CBETIBIM U YUCTHIM. C MOSBICHUEM, TaK
HA3bIBAEMOI CKOpOMHUCH (HaYepTaHWE OKPYTJIBIX OyKB M HCIOJb30BaHUE Tpaduueckux
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COKpaIllCHUH CJIOB M YacTeH CJIOB C BBIHECCHHEM — MX HaJl CTPOKOM MHUChMa) CBOOOIHO
YUTATh TAKUE TEKCTHI CTAJIO JIOBOJIBHO CIIOXKHO, TPEOOBAINCH 3HAHUS U HABBIKU.

B nmenompousBoacTBE  NPHMKA30B  NPOAOJDKAda  MCIOJIB30BAaThCSA  BEChbMaA
crenuduueckas ¢popma JOKYMEHTOB — CTOJIOCI] (CTOJM, CTOJINHK), HHAYE TOBOPS, CBUTOK
U3 TIOJIKJIEEHHBIX APYT K JAPYTY Y3KUX JTUCTOB Oymaru. BaxxHbie TOCynapCTBEHHBIE aKThl
MOTJIM HMETh O0COOeHHO Oousbiiue pasmepbl. Hampumep, rpamora maps Auekces
MuxaiinoBuua IIbICKOpCKOMY MOHACTBIPIO Ha 3€MJIM MMeEET JUIMHY Oojee MeTpa, a
Cob6opHoe ynoxenue 1949 r. nacuuteiBaeT 309 merpoB!CocTaBHBIE YacTH CTOJIMA
Ha3bIBAKCH «mocTaBamMuy. Ctonbuosas popma nenonpousBoacTBa ormeHeHa [lerpom 1.

B pmenoMm, B OpuKasHeIM = NOEPUOJX  IOCTENEHHO  CO34a€TCsl  CUCTEMA
JIETTIONPOU3BOJICTBA LEHTPAIBHBIX W MECTHBIX YUPEKICHUH, CKIIAJbIBAIOTCS KaJpbl
JIEJIONPOU3BOJICTBEHHBIX CIIYXKAIllUX, CO3JAI0TCA YCTONYHMBBIE (OPMBI JIOKYMEHTOB U
npuéMbl UX cocTaBiieHus. OJHAKO TOCyAapcTBO, ACHCTBYS OTPHIBOUHBIMU U YACTHBIMU
MepaMHy, HE CO3HaBas OOIIMX aIMUHHUCTPATUBHBIX MPABWI, HE MOTJO €HIE BBECTH
CHUCTEMATHYECKOT0 MOPsIIKA B OPraHU3alUI0 YUPEXKACHUN U UX JIETONPOU3BOACTBO.

Komnnexckoe nenonpon3BoacTBO

AJIMUHHUCTPATUBHBIM XaOC, BBI3BAaHHBIA OTCYTCTBHEM B MPEKHUX YUPEKICHUSIX
YCTAHOBJICHHOTO 3aKOHOM TMOpsKa, OOIIMX NHUCBMEHHBIX (OpPM TIOKYMEHTOB,
MOCTOSIHHBIX CPOKOB JJIsi MPOW3BOJACTBA JEJ, MOOYIWJ MPaBUTEIBCTBO UCKATh HOBBIE
dopMbl  TOCYyZIapCTBEHHOro ycTpoiicTBa. Hawano »storo mnepuoga B UCTOPUH
OTEUYECTBEHHOT'O JIEJIONPOU3BOJACTBA COOTHOCAT ¢ pedopmamu Ilerpa 1. CknanpiBaercs
HOBBIi THUN TOCyAapcTBa — aOCOJIOTHAsE MOHApXHs, KOTOpas MoJpa3yMeBaeT
COCpPEIOTOUYECHHUE B OJIHUX PyKax 3aKOHOJATEIbHOW M UCIIOJHUTEIBLHON BiacTh. BHavane
XVIII Beka B Poccum mpoxoauT pedopma MPUKA3HOIO AENONpPOM3BOACTBA. B3amen
ycTapeBIei cucteMbl npuka3oB B 1717 — 1718 rr. 6110 co3maano 12 kosuieruid, Kaxaas
13 KOTOPBIX BeAasia ONPEACIEHHOW OTpacibio Win chepoit ynpaBiaeHUS U MMOTIMHSAIACH
Cenary.

Kommernn cranoBsitca B Poccum LEHTpaldbHBIMH OTPACIEBBIMH OpraHaMu
ynpasnenus. B 1720 romy Obut moxaroroien u moganucad Ilerpom [ «I'enepanbHbIi
periaMeHT», KOTOPBIA Ompenessul 3afadd, (QpyHKIUH, CTPYKTYpPYy M TOPSIOK paboThI
Koiuieruii. B 3ToM JoKyMeHTe JaBaiuch OOIIME MpaBHUiia COCTABJIEHUS JOKYMEHTOB,
YCTaHABJIMBAINCH TpeOOBaHUS K HAMHCAHUIO OTACIbHBIX pEeKBU3UTOB. M3 Tekcra
JIOKyMEHTa BBIJCIWINCH JlaTa, MOANKUCh, MOSABISETCS B JOKYMEHTax 3arojioBOK.
[lossBunMCh HOBBIE BHJBI JIOKYMEHTOB: INHUCbMA, PEISALMH, LUUPKYJIAPBI, JOHOIIEHUS.
N3menunace u ¢popma JOKYMEHTOB. BbUIM OTMEHEHBI CTOJOLBI, UX CMEHUIN TETPAJIU.
[TosiBUnOCH TIOHSATHE «TepOoBasi Oymara», Ha KOTOPOW M3TOTOBISITUCH JIOKYMEHTBI JJIS
BBICUIMX OPT'aHOB YIIPABIICHHUSI.

Komnnexckoe nenonpon3BoAcTBO ObuIO O0jiee MPOTrPECCUBHBIM M0 CPABHEHMIO C
MPUKA3HBIM JI€JI0NPOU3BOACTBOM. [IOSBUINCH YNOPSJOUYEHHBIE CUCTEMBI PErUCTpaluu
JTOKyMEHTOB. TakuM oOpa3oM, «['eHepallbHBI perjiaMeHT» 3aKpenui 3aKOHOJATEIIBHO
MOPSAZIOK pabOThl C JIOKyMEHTaMH C MOMEHTa MX CO3/IaHUS JO0 apXUBHOTO XPAaHCHUS.
NMeHHO B O3TOT MepuUOJ TMOSBUIOCH Ha3BaHHUE «apxuB». B 1menoMm pedopmbl
rocynapcTBeHHoro anmapara nepsou uerBeptu XVIII Beke ycranoBunu B Poccun
€AMHOOOpA3HYI0 CHUCTEeMY OpTraHH3alMOHHOI'O YyCTPOWCTBA U  JIENOMPOU3BOJICTBA
FOCY/IapCTBEHHBIX  YUYPEXKJIEHUH HAa OCHOBE OIOPOKPATHUYECKOTO  LEHTpau3Ma.
Crnenyromuii aTarn pedopmupoBaHus POCCHICKOTO rOCyJ1apCTBEHHOT O
JIeTIONPON3BO/ICTBA HacTynaeT BHavyaie XIX Beka npu Anekcanjpe 1.

Munucrepckoe aenonpon3BoactBo XIX — Hayana XX BB.
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Hauwano XIX Beka 03HaAMEHOBAJOCh HOBOW pedopMOil TOCYyAapCTBEHHOTO
yIOpaBIEHUsT W JEIONPOU3BOJICTBA, KOTOpas 3aTpOHYyJa TJAaBHBIM 00pa3oM BEPXHUUN
YpOBEHb yMpaBJICHUS — BBICIIME M IIEHTpaJbHBbIC YupexaeHus. HoBas cucrema
yOpaBiIeHUNW — MUHUCTEPCKasi, OCHOBaHHAsI Ha MPUHIIUIE €IUHOHAYAINS, 3apOAIIach B
HEJIpax CTapod KoOJUIeKCKOW cuctembl. (Co3laHME€ MUHUCTEPCTB C E€JUHOJIMYHO
YIPaBJISIOMKUMH MHHUCTPaMHU OBIJIO HEOOXOIWMO i 0ojiee THOKOHW M OIlepaTHBHOU
CHUCTEMBI yIPaBJICHUSI.

[TepBBIMH MUHHCTEPCTBAMH, CO3aHHBIMU MaHH(pecTOM OT 8 ceHTsA0ps 1802 rona,
ObUTH: BOCHHO-MOPCKHMX CHJI, WHOCTPAaHHBIX JieJl, BHYTPEHHUX JIeJI, KOMMEpIIUH,
(¢brHAaHCOB, HAPOJHOTO MPOCBEIICHUS, IOCTUIINH. KaxkIoMy MUHHCTPY MPEINUCHIBAIOCH
co3nare KaHuemsapuro. OpgHoBpeMeHHO ¢ MuHUcTepcTBaMM B 1802 roma yudpexnéH
Komuter MUHHCTPOB — BbICHIEE AJIMHHUCTPATUBHOE YUPEKJICHHUE, ACHCTBOBABILEE Ha
KOJUIETUAJIbHBIX HayaJlaX U pacCMaTpUBABIIEE J€JIa, BBIXOASIINE 32 PAMKH KOMIIETEHIINU
OTJIEIBHOTO MMHHUCTPAa M TpeOYIOIIME COBMECTHOTO COIVIACOBAHHOI'O PEILEHUS.
Heckonbko mo3zxke, 1 suBapss 1810 roma cosman I'ocynapCTBEHHBINM COBET, BBICIIIEE
3aKOHOCOBEIIATEIbHOE YUPEKICHUE.

MuUHHCTpPBI HAa3HAYAJIWUCh CAMUM HMIIEPATOPOM M OBLIM OTBETCTBEHHBI TOJBKO
nepex HUM. MUHUCTEpCTBAa AENUIUCh Ha JAENapTaMEHThl, KOTOpbIE BO3IJIABIISIUCH
[paBUTEIEM KaHUEISPUM JAenapTaMeHTa U UMEJIU IITaT YMHOBHUKOB — JKYpPHAJHUCTa,
AK3EKyTOpa, Ka3Haues, MUCIOB M JAp., UX JOJDKHOCTEM M KOJWYECTBEHHBIM COCTaB
3aBHUCEN OT 00bEMA U COiepKAHUS JIETT.

B »stor mepuwon nHabmoganocks eanHOOOpazue B CUCTEME JIEJIONPOHU3BOCTBA
MUHUCTEPCTB: OT CO3/IaHMS TOKYMEHTOB U JI0 UX ApXUBHOrO XpaHeHus. [[ns co3manus
JIOKYMEHTOB BII€PBbI€ HAYMHAIOT MHCIOJIb30BaTh OJAHKW, KOTOPbIE CO3/aBAJIUChH
PYKONMCHBIM WM TunorpapckuMm crnocodom. CamMo TMOHSTHE JIEJIONPOU3BOACTBO
0003Ha4yaNo AesTeNIbHOCTh, KOTOPOU 3aHMMAJIach HE TOJIBKO M HE CTOJIBKO KaHUEISIPUS,
CKOJIbKO BECh ammapaT Y4YpeXJIEeHHUs B LEJIOM. TepMHUH <«JIeIONpPOU3BOICTBOY
IPOUCXOJUT OT COYETAHUS CJIOB «IIPOM3BOJICTBO JE€NIa», a MOJ «IEJIOM» B TO BpeMms
MIOHMMAaJach HE Marka ¢ JOKYMEHTaMHU, Kak B COBPEMEHHOM JE€JIONPOU3BOJICTBEHHOM
3HAYEHHUH ITOTO CJIOBA, @ PACCMAaTPUBAEMbIN U PelIaeMblil BOIIPOC: MPOU3BOACTBO JAeJa —
ATO HE YTO MHOE, KaK pelIeHHE Jena.

Jlena, HanpaBlieHHbIE B MUHUCTEPCTBO, MOTJIM MIONACTh B KaHUEISPUIO MUHUCTPA
WJIM HETIOCPEACTBEHHO B JienapTaMeHThl. HemocpeacTBEeHHO B IemapTaMeHThl IoCTyIana
nepenucka ¢ JPYTUMH  YUPEKICHUSIMH U JIMI[AMH, PaBHOTO TMOJOXKEHUS U
MOJAYNHEHHBIMHM, TIPEACTABJICHUS OT TMOAYMHEHHBIX YUPESKICHUM, MPEANnUCcCaHus
MUHUCTpA U JieJla U3 €ro KaHILENIsSIpUU ¢ pe3osronueld MuHucTpa. Bee moctynaroniue B
MUHUCTEPCTBO J€Ja AJIUIUCh Ha TPU KaTerOpUH:
l)rexymue nena — AOHECEHUs, BEJOMOCTH, PEACTaBICHHUSI, IEPENUCKa U Jp.;
2)upe3BblUaiiHble JAena — JUIA  WUX  peleHuss TpeOoBajoch MPUHATHE HOBBIX
MOCTAHOBJICHUH, WJTK JieJia IO OOHAPYKEHHBIM 3JI0YTIOTPEOICHUSIM;
3)nena, «He TEPIISIIIIE BPEMEHW», WU CPOYHBIE.

Jlena upe3BblYaiHbIE M CpPOYHBIE pACCMATPUBAIUCh B IMEPBYIO OYEPEb.
Oco0eHHOCTBIO OpraHMU3aIH JISJIONPOU3BOICTBA B ATOT MEPUO]] SIBJISLIACH HE TOJIBKO €€
yéTKasi  3aKOHOJATENbHAs ~ perjaMeHTalusi, HO U  JIOCTaTOYHO  OOIIUPHOU
JIEJIONPOU3BOJICTBEHHOM JIMTEPATYpPhl, B TOM UYUCie U PabOT TEOPETUYECKOTO XapaKTepa.
Onnako paboTa MO COBEPIICHCTBOBAHUIO JEIIONPOU3BOJICTBAa Oblia mpepBaHa B 1917
rogy cHayana @eBpanbckas Oyp)Kya3HO-AeMOKpaTthyeckas, a 3areM Okra0pbckas
COIIMATIMCTUYECKAs PEBOJIIOIUU. DTO NPUBEIO K MOJHOMY CJIOMY TOCYAapCTBEHHOTO
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arnrapaTta U CO3[JaHHUI0 HOBOTO, KOTOPBIM, XOTS M YCBOWJI MHOTHE CTapble TPaauLUU, HO
3apoKAaJICs Ha MPUHLIMIINAIBHO HOBBIX OCHOBAX.

HenonpousoactBo nocne 1917 rona

Jlenonpou3BoICTBEHHAsE JIOKYMEHTAIlusl TIEpHOJia CTAaHOBJICHUS COBETCKOM
TOCYJapCTBEHHOCTH OTpasmia CHeruUKy dTama BBIPAOOTKH HOBBIX (DOPM M METOJIOB
FOCYJapCTBEHHOI'O0  yNPAaBJIEHUS, HAYalbHOIO  3Tama  CO3JaHUsl  COBETCKOI'O
rOCYJapCTBEHHOI'O0 ammapaTra, €ro CpaldBaHHs C TMapTUWHBIMU CTPYKTYpaMu,
OroCyapCTBIICHUS 00IIIeCTBEHHBIX OpraHu3aLui. Ucropus POCCUHCKOTrO
nenonpousBoacTBa 1920-x IT. M3ydeHa HEJIOCTaTOYHO, B YACTHOCTH, CJIa00 OCBEIICHBI
BOIPOCHI JOKYMEHTUPOBAHUS ACSITEIHLHOCTH MECTHBIX OPTaHOB T'OCYIapCTBEHHOM BIACTH
W yIOpaBlCHUS, BIPOYEM, KaK W B IEJIOM, HCTOPUS MECTHBIX TOCYJapCTBEHHBIX

YUPEKICHUU.
Tsokenoe COCTOSHME — pa3pylIeHHONW BOWHOM OSKOHOMHUKH H  IPOOJIEMBI
BOCCTAHOBJICHHSI HApOJAHOTO XO3SIMCTBa IOCIAE OKOH4YaHUs BOWHBI 1941 — 1945 rr.

OTTECHUJIM Ha BTOPOU IUJIaH BOIMPOCHI JOKYMEHTAIIMOHHOTO OOECTeueHHUsl yIpaBIICHUS.
[ToBbIieHne UHTEpEca K pa3paboTke MpoOiieM palroHaIN3aliy TEXHOJIOTUHA U TEXHUKU
YIPaBJICHUS MOXHO OTHECTHM KO BTOpoi mnosioBuHe XX Beka. Haumuas ¢ 1960-x rr. B
Hallel CTpaHe YCHENIHO pa3padaThiBaIMCh MPOOJIEMbl CTaHAAPTU3ALMUUA U YHHUPUKALUN
JIOKYMEHTOB, PallMOHAIM3ALUU JEJIONPOU3BOICTBA B COBETCKUX YUPEKICHUSIX.

B 1970 r. co3man mpoekr ocHOBHbIX mnonoxenud EI'CIl — Epunon
rOCy/IapCTBEHHON cucTeMbl Jenornpous3BoactBa. Ilocie oOcyxaeHus u JopabOTKH B
centsiope 1973 1. «OcuoBubie mnonoxenus EI'CIl» omoOpun ['ockomurer CoBera
MunuctpoB CCCP mno nayke u texuuke. ABrop EI'CJ] o0oOmmim mepemnoBoil OmbIT
CBOET0 BPEMEHM U  MPEAIOKHUIM  ONTUMAJIbHYIO  TEXHOJOTHMIO  BBIIOJHEHUS
YIPaBJICHYECKUX olnepanuii nu ux AokymeHtupoBaHus. EI'CJ] Hocuiia KOMILIEKCHBIN
XapakTep, T.€. BKJIKOYajaa He TOJbKO BOIPOCHI JIEIONPOU3BOACTBA, HO U PEKOMEHIALUN
110 HAyYHOU OpraHu3aluy TpyAa CIyXKalluX, CTPYKType JeJIONpPOU3BOACTBEHHBIX CITYKO
U MX TEXHUYECKOMY OCHalleHuto. Peanuzanusa ee MOJIOKEHHI MOBBICKIA OOILYIO
KyJIbTypy  YIpaBJI€HHSs M  KAueCTBO IPUHUMAEMbIX  pEUICHUH,  I03BOJIMIIA
ONTUMHU3UPOBATH CTPYKTYPY U IITATHYIO YKMCICHHOCTb YIIPABICHUECKOTO ammapara.
OpnHako 37€eMEeHThl HOBBIX MH(OPMALIMOHHBIX TEXHOJIOI'HH, YACTUUHO peaIu30BaBIIUECS
B IIpaKTUKe paboThl Beayux 3apyoexxubix pupm, B EI'CJl npeacrasiens! He ObUTH U3-32
MOJIHOTO OTCYTCTBHSI JIUTEPATypbl MO JTHM BOIpocaM W (UHAHCHUPOBAHUWE HA HX
IPAKTUYECKOE U3YUECHHE.

3aMETHBIM SIBJIEHHWEM B HcTOpUM AenonpousBoiactea 1970 — 1980-x rr. craio
uznanve ['ocynapctBenHbix ctaHgaproB — 'OCToB Ha ynpaBieHYECKHE JIOKYMEHTBI,
obmecoro3ubix  knaccugpukaropo (OKVY], OKIIO, OKOHX wu nap.) TexXHHKO-
PKOHOMHMYECKOM M  COLMabHOM  MH(OpManuu, YHUQUUUPOBAHHBIX  CUCTEM
nokymentauun (YCJII) u  cepuM  roCyJapCTBEHHBIX  CTaHAapTOB Ha  3TH
YHU(UIIUPOBAHHBIE CHCTEMbl. BHEJpeHHe yKa3aHHBIX MAaTEPUANOB B MPAKTUKY
yIPaBIIEHUs 3HAYUTEILHO YIYUIIUIO 0QPOpMIICHHE JOKYMEHTAIUU, PalldOHAIU3UPOBAJIO
OpoUeayphl NOMUCKa, yyeTa W XpaHEeHHs pa3HooOpa3HOW WHGOpMAalMH, MOArOTOBUIIO
MOYBY /I aBTOMATH3allMU YIIPABICHYECKUX (PYHKIIHIA.

B 1993 r. wu3man OOmepoccuiickuii  Ki1accUPUKATOp  yIpaBIEHYECKOM
nokymentauuu (OKVY]), B KOTOphI BKJIIOYEHbl HAaWMEHOBaHUSA (PUPM JOKYMEHTOB
yauuuupoBanHbix cucteM (YC), aganTUpOBaHHBIX K COBPEMEHHBIM YCJIOBHSM, U
OCHOBHBIE TOJIOXKEHUS MO BeAeHuio cucteM kiaccudukaropoB YC/. K coxanenuro, ¢
Havyana 1980-x IT. HM oj1Ha YHU(HUIIMPOBAHHAS CHCTEMa JIOKYMEHTAIIMU HE ObLila U3/1aHa
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MacCOBBIM THPa)KOM, YTO 3HAUYUTENIbHO 3aTPYHAET uX BHeapenue. [lomyunBiime Becbma
HIMPOKOE PaACIpPOCTPAHEHUE KOMIIBIOTEPHBIE IPOrpaMMbl IOJATOTOBKH JOKYMEHTOB
UMEIOT, Kak I[paBWJIO, B CBOEM COCTaBE KOMILIEKTbl I[IA0JOHOB JOKYMEHTOB,
aJanTUPOBaHHBIE HA PYCCKUU SI3bIK, W TOJHOCTHIO WTHOPUPYIOT OTEUYECTBEHHBIE
HOPMATHUBHI M TPAAMIIMK B 00JIaCTH CO37aHMs U 0(hOPMIICHUST JOKYMEHTOB.

Bo MHoOrmx cnydasix CcerojgHsi IOKyMEHTHPOBAaHUE SBISETCS OO0S3aTEIbHBIM,
MPEAMUCHIBAETCS 3aKOHAMH M HOPMaTHUBHBIMH MTPaBOBbIMU akTaMu. dDenepanbHbIi 3aKOH
Poccuiickoit ®enepanuu ot 20 despans 1995 r. Ne 24-d3 «O6 uHpopMaIuu U 3aIIUTE
uHpopManuu» (C W3M.) YCTAHaBIMBAaeT, 4YTO WH(POPMAIMOHHBIE PECYPCHI, T.€.
JIOKYMEHTBI M MacCHUBBI JOKYMEHTOB SBJSIIOTCSI OOBEKTaMU OTHOILICHUM (PU3NUYECKUX,
IOPUAMYECKUX JIUL, TOCYJapCTBa U 3aLIUILAIOTCS 3aKOHOM Hapsily € IPYTUMHU peECypcaMu.
3aKOHOM YyCTaHABJIMBAETCS IPABOBOM PEXUM CO3/IaHMS, XPAHEHHS U HCIIOJIb30BAHMS
WH(OPMAIIMOHHBIX PECYPCOB, B YaCTHOCTH: MOPSIOK JOKYMEHTUPOBAHUS HH(POPMAIIUU;
MpaBO COOCTBEHHOCTHU Ha OTJEIbHBIC IOKYMEHTHI M OTACIbHBIE MAaCCUBBI JOKYMEHTOB,
JOKYMEHTBI M MACCHBBI JIOKYMEHTOB B HMH(POPMAIMOHHBIX CHCTEMaxX; KaTeropuu
uHpOpMalIMM 1O YPOBHIO JOCTyna K HEW; TMOpPSJOK TIPaBOBOW  3aIUTHI
uHpopmanuu./JaHHBIM 3aKOHOM (CT.5) TaKXe€ YCTaHOBJICHO, YTO <«JIOKYMEHTHPOBaHUE
uHpopManuu SBISETCA O0s3aTENbHBIM  YCIOBHEM BKIIOYECHHS HHpoOpManuu B
uH(pOpMalMOHHBIE pecypchl. JlOKyMeHTHpOBaHHEe WH(OpPMAIMK OCYIIECTBISETCS B
NOpSAJIKE, YCTAaHABIMBAEMOM OpPIaHaMM TOCYJAapCTBEHHOW BJIACTU, OTBETCTBEHHBIMH 3a
OpraHu3alyI0 JIEJONPOU3BOJICTBA, CTAHAAPTU3ALMIO JOKYMEHTOB M HUX MAaCCUBOB,
6e3onacHocTh Poccuiickoii ®enepanmu».B  Hacrosmiee BpeMs pPe3KO BO3POCITH
KOMMYHHUKATUBHbIE BO3MOKHOCTU JOKYMEHTA, TaK KaK PE3KO YBEIUYMIUCH CKOPOCTHU
nepegaun MHPOpMaMM W KPYr €€ Mmojbp3oBaTeneil ¢ momombto MHTepHera, E-mail
(37IEKTPOHHOM MOYTHI) U Ap. B nanpHeimeM pojib KOMMYHMKAaTUBHON (QyHKuuM Oyner
TOJILKO BO3pAacTaTh, TaK KaK €KEroJHO YBEIWYHBAIOTCA O0bEMbl MH(OpMAINK, YHCIIO
M0JIb30BaTENIEH, MEHSETCS] TEXHOJIOTHSI IOKYMEHTAIIMOHHOTO 00eCcieYeH s yIIpaBIeHUs.

YHuuduupoBanHas cuctremMa opraHu3alliOHHO-PACTIOPSAUTEIFHON JOKYMEHTAIIUN
(YCOP]I) siBnsieTcsi cUCTEMOM JOKyMEHTAIlMK, MPUMEHSIeMOW B JI00OM opraHu3aluu,
yupexaenuu, npeanpusitud. [Ipumenenne YCOP/[ pernamentupyercs 'OCT P 6.30-
2003. TOCT pacopocTpaHsieTCsl Ha OpPraHU3alMOHHO-PACIIOPAIUTENBHBIE JTOKYMEHTHI,
npeaycmorpeHHble YCOP/] (nanee — DOKYMEHTBI), — IMOCTAHOBJIEHUS, PACIIOPSIKEHUS,
NPHUKa3bl, PELIECHUS, MPOTOKOJbI, AaKThl, MHCbMA, KOTOPbIE (QUKCUPYIOT PpEUICHUS
aIMUHUCTPATUBHBIX M OPTaHU3alMOHHBIX BOMPOCOB, a TAKXKE BOMPOCOB YIPABJICHUS,
B3aMMOJIEHCTBUS, 00ECTICUEHHSI U PETYIUPOBAHUS JEATEIbHOCTH:
1)denepanbHBIX OPraHOB TOCYAapPCTBEHHOM BIacTH cyObeKTOB Poccuiickoit deneparuu,
BKIIFOYasi cyObekThl Poccuiickoit denepannu, UMEIOITUE HApSAAY C PYCCKHUM SI3BIKOM B
KayeCTBE I'OCY/1apCTBEHHOT 0 HAIIMOHAJIBHBIN SI3bIK, OPraHOB MECTHOI'O CAMOYIPABIICHHUS;
2)IpenpusATANA, OpraHM3alluid W WX OOBEIUHEHHWHM HE3aBHCUMO OT OPTraHW3aIlMOHHO-
npaBoBOW (HOPMBI BUA AESITEITLHOCTH.

Hacrosmmuii ctaHniapT ycTaHaBIMBAET:

-COCTaB PEKBU3UTOB;

-Tpe0oBaHUs K O)OPMIICHHIO PEKBU3UTOB;

-Tpe0oBaHUs K OJIaHKaM U 0()OPMIICHHUIO JOKYMEHTOB;

-TpeOOBaHUSI K M3TOTOBJICHHMIO, YYETY, MCIOJIb30BAHUIO W XPAHEHUIO OJIAHKOB C
BocrnpousBenenueM l'ocynapctBeHHoro repda Poccuiickoit  ®enepanuu, repOoB
cyobekToB Poccuiickoit denepaiiny,BapuaHTaMi PaCIIOIOKECHHUS PEKBU3UTOB, 00pasIbl
OJIaHKOB JOKYMEHTOB.
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HopmaTtuBao-MeToanveckas 6aza JIOY

PernmamenTtanus neinonpous3BOICTBA BEIETCS Cpa3y B HECKOJIBKUX HAIIPABICHUIX:

-3aKOHOJIaTEIbHOE U IIPABOE PETYIMPOBAHUE JIETONPOU3BOCTBA;

-HOPMaTHUBHO-METOIUYECKOE PETYIMPOBAHKE JIEIONPOU3BOJICTBA;

Yuudukamms u crangapTu3anus J0KyMeHTOB:

-rocynapctBeHHble cranaaptel (I'OCT);

-otpacieBbie ctanaaptsl (OCT);

-KJ1aCCU(HUKATOPHI.

K 3akoHOmaTenbHBIM W MPaBOBBIM akTaMm B cepe MHPOpMAIUU U JTOKyMEHTAIUU
OTHOCSITCSI:

-3ak0HbI Poccuiickoii deneparuu;

-yKa3bl U pacnopsbkenus [Ipesuaenra;

-IIOCTAaHOBJICHUSA U pacnopsikeHus [IpaBurenscTBa;

-MPaBOBBIE aKThl (peJePAIbHBIX OPraHOB HCIOJIHUTEIBHON BIacTU (MHUHHUCTEPCTB,
KOMUTETOB, CIIy’)KO, areHTCTB W Jp.) Kak OOIIECTBEHHOTO0, TaK U BEJIOMCTBEHHOTO
Xapakrtepa.

3aKOHBI U TOCTAHOBJICHMUS:

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

Tpynosoii koaekc Poccuiickoit @eaeparuu ot 30.12.2001 r. Ne 197-®3.

3akoH Poccuniickonn ®@enepanuum ot 21.07.1993 1. Ne 5485-1 «O rocynapCTBeHHOU
TaliHe» (B MOCI. pef.)

Oenepanbublii 3akoH Poccuiickoit @enepanuu ot 27 uronsg 2006 . Ne 149-d3 «O6
uHpopMaluu, THPOPMAITMOHHBIX TEXHOJOTHIX U O 3aIIUTE HHPOPMAITHI.

@®enepanbublii 3akoH oT 10.01.2002 1. Ne 1-@3 «O6 »nexTpoHHON LU(]pOBOIA
MO/ITTHCH.

®enepanbhblii 3akoH Poccuiickoin @enepanun ot 29 urons 2004 r. Ne 98-03 «O
KOMMEPYECKOU TaHE.

[Toctanosnenue [IpaBurenscrBa Poccutickoit denepannu ot 16.04.2003 r. Ne 225 «O
TPYZOBBIX KHHXKKAX» U JIP.

CrannapThl ¥ MHBIE PYKOBOJSILIUE JOKYMEHTBI

'OCT P  6.30-2003. «YHuduuupoBaHHBIE  CHUCTEMbl  JIOKyMEHTAlUH.
VYuudunupoBaHHasi CUCTEMa OpPraHU3ANMOHHO-PACTIOPSIUTEIBHON — TOKYMEHTAIIUH.
TpeboBanus kK 0QOPMICHUIO TOKYMEHTOB.

['OCT 51141-98. «/lenonpon3BoaACTBO U apXUBHOE J€10. TepMHUHBI U ONIPENEICHUS
u Jp.

B Hacrosimee Bpemsi paboTa Mo ONTUMHU3AIMH JTOKYMEHTAIIHOHHOTO OOECHeYEeHHUs
yIpaBIEHUS MTPOIOJIKAETCSI.
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PEIEH3AS

Ha pabouyro porpaMmy y4eOHOH JIUCIUILINHBI
OI1.13 JlokymeHTaIMOHHOE 0OecIiedeHUe YIPaBIEHHU IS CIENUAlEHOCTH
40.02.01 IpaBo ¥ opranu3anys COUMAILHOI0 00ecrieueHus

Paboyas mporpamma ydeOHod mucuuumael  OIL13  «Joxymenmayuonnoe
obecneuenue  ynpasnenus»  coorBercteyer  @PI'OC  cmenuanbHOCTH — CPeHETO
npodeccuonansHoro obpaszoanus 40.02.01 IlpaBo u opraHu3ais COIMATBHOTO
obecneueHmsi, yTBepKIEHHOTo npukazoM MunuctepcTBa 00pa3oBaHus 1 HayKu Poccuiickon
®egepanmn oT «12» mast 2014 r. Ne 508, 3apeructpupoBaH B MHMHHCTEPCTBE IOCTHIHH
29.07.2014 r. (per. Ne 33324).

B pabGouyio mnporpammy yuebunoit jucouruimael OIL13  «Joxymenmayuonnoe
obecneuenue ynpasnenus» BKIIOueHbI paszensl «llacnopr pabouelt mporpammbl y4eOHOH
JUCHATUIEHBDy, «CTPyKTypa W cojepkaHve y4eOHOH mucuuMmnuHabeD, «O0pazoBaTesbHbIe
TEXHOJOTHNY, «YCIOBHS pealu3allud INporpaMmbl yueOHOW IHCHMIIIHMHBDY, «llepeuens
OCHOBHLIX M [IONOJHUTENBHBIX WHQOPMALMOHHBIX HCTOYHUKOB, HEOOXOIUMBIX IS
OCBOEHMSA JIMCIHTUTMHBD), «MeTonuueckue peKxOMEHIAlUd O0yYaroIUMCs II0 OCBOEHHIO
JUCIMIIIIHBD, «OLEHOYHBIE CPeJIcTBa JUI KOHTPOJs ycrneBaeMocTH» U «Jlononuurensnoe
obecrieueHue TUCIUTUTUHBDY.

CrpykTypa H cojiep)kaHHe pabodeldl IpOrpaMMbl  COOTBETCTBYIOT — IIEJISIM
obpazosarensroi nporpamMsl CIIO no cnenwansnoctu 40.02.01 IlpaBo u opranusanus
ColMallbHOTrO obecredeHus 1 OyayLiel npoQeccHoHANBHON NesSTeNbHOCTH CTYACHTA.

O6bem pabovel mporpaMMbl y4eOHOM JAMCUMILIMHBI IIOJIHOCTBIO COOTBETCTBYET
yyeOHOMY IUIaHy IOATOTOBKM IO JaHHOM crenuansHocTd. B mporpamme  derko
copMyIIMpOBaHbl LENH O0YYeHUs, a TaKk)Ke MPOTHO3ZMPYEMBIE pe3ylnbTaThl 00ydeHHs IO
ITUCIUILIAHE.

Ha ocHOoBaHMM TIPOBEJIEHHON KCIEPTH3a MOXKHO CAENaTh 3aKII0YeHHE, 9T0 padboyas
nporpamma y4eOnoi muctumnabl OIL13 JlokyMeHTaMoHHOEe 00eCIeYeHHE YIPaBIECHUs
no creuuansHocty 40.02.01 IlpaBo w opraHm3audsi COLMABHOrO obecnedeHus
COOTBETCTBYeT TpebOBAHUAM CTaHIapTa, HPO(ECCHOHATEHBEIM TPeOOBAHMAM, a TaKKe
COBpPEMEHHBIM TpeOOBaHUAM PhIHKA TPY 4.

Penenzenr:

' maBHBIN CHELMATUCT-IKCIICPT

oraena cyacOHo-uCKOBOM pabOThH

Ne 1 OC®P no KpacHomapckoMy Kparo
(AT ) ctedeyd 20451

A. IlocTpriraii



PEIEH3US

Ha pabouyro nporpamMmy Mo JUCLUILUIHHE
OIN1.13 JlokymeHTalMoOHHOE oOecieyeHre yupaBieHus IS CIIel[UalbHOCTH
40.02.01 I1paBo m opraHU3aIlys COLIMAIBHOIO obecreyeHus

PaGouas mporpamma OIL13  «Hoxymenmayuonnoe obecneyenue ynpaeieHus
paspaborana Ha ocHoBe ®I'OC CIIO no cnenuansHoctr 40.02.01 IlpaBo u opranusanms
COLMAJILHOTO 00eCTIeueHnsl, yTBEPKACHHOr0 NpuKa3zoM MUHUCTEpCTBA 00pa30BaHts U HAYKH
Poccnitckoit ®eneparuu ot «12» mas 2014 r. Ne 508, 3apernctpuposadn B Munucrepcrse
I0ctuumu Poccwuiickoit @eneparuu ot 29 momns 2014 roma (per. Ne 33324) yyeOHoMy IUIaHY
CTIEIIHATBHOCTH U paboueil nporpaMme JUCLHTUIMHBIL.

B nporpaMMe UMEIOTCSI YKa3aHUS O 3HAHUSIX, YMEHHUAX, HABBIKAX, KOTOPLIMH HOJKHEI
OBJIAJETh CTYIEHTHI B IPOIECCe U3YyUeHHs TUCLMIUIMHEL «/JoKymenmayuonHoe obecnevenue
VIPABIEHUAY.

Crenudukoi mpemaraeMoll yueO0HOH NporpaMMBI SIBJISICTCS €€ OPUEHTHPOBAHHOCTD He
TOIEKO Ha (POPMUPOBAHHE Y CTYISHTOB CIEKTpa 0a30BBIX IOHATHH B XOAE ayJMTOPHBIX
3aHATHH, HO W HAa OPraHM3alldi0 AaKTUBHOI'O MX BKIIOYEHHS B pa3HoOOpa3Hble BHBI
CaMOCTOSTENLHON YueOHO-T103HaBaTE/ILHOM JIeTeIbHOCTH.

Temarnka pa3jielloB OTBEYaeT YPOBHIO IIOATOTOBKY CTYAEHTA IO JUCIUILIMHE C yYETOM
crenuukn yaebHOro 3aBeleHus. bamaHc BpeMeHH, BBIIENAEMBIH Ha OCBOEHHE y4eOHOro
MaTepuana pacnpejielieH MeKIy ayANTOPHON, MHANBU/YaJIbHON U caMOCTOATENbHOH paboTol
00yJaromerocs.

3akmouenue: Pabouas mporpamma OIL13  «Joxymenmayuonnoe obecneyenue
ynpaseieHus» COOTBETCTBYET COBPEMEHHOMY YPOBHIO Da3BuTHA Hayku U delepanbHomy
rocydapCTBEHHOMY CTaHIApTy K YPOBHIO TOATOTOBKM BBIIYCKHHKOB II0 CHELHaIbHOCTH
40.02.01 IIpaBo ¥ opraHu3anys COLHATIBHOIO 00eCIeueHH .

PaGouas mnporpamma awcnwrmwael  OIL13  «/Joxkymenmayuonnoe obecneuenue
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«KybaHuckuii rocyaapcTBeHHbIH yHUBepcHTeT» B I ClaBsHcke-Ha-Kybanu.
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B . Cnapsincke-Ha-Ky6aum

«BDy cccies 2048 r. AH. Pabuxon




	1. ПАСПОРТ РАБОЧЕЙ ПРОГРАММЫ УЧЕБНОЙ ДИСЦИПЛИНЫ 
	1.1Область применения программы
	1.2 Место дисциплины в структуре программы подгото
	1.3. Цели и задачи дисциплины – требования к резу
	1.4. Перечень планируемых результатов обучения по

	2. СТРУКТУРА И СОДЕРЖАНИЕ УЧЕБНОЙ ДИСЦИПЛИНЫ
	2.1 Объем учебной дисциплины и виды учебной работ
	2.2. Структура дисциплины:
	2.3. Тематический план и содержание учебной дисцип
	ОП.13 Документационное обеспечение управления
	2.4. Содержание разделов дисциплины 
	2.4.1 Занятия лекционного типа 
	2.4.2 Занятия семинарского типа 
	2.4.3 Практические занятия 
	2.4.4 Содержание самостоятельной работы (Примерна
	2.4.5 Перечень учебно-методического обеспечения д


	3. ОБРАЗОВАТЕЛЬНЫЕ ТЕХНОЛОГИИ
	4. УСЛОВИЯ РЕАЛИЗАЦИИ ПРОГРАММЫ ДИСЦИПЛИНЫ
	4.1 Материально-техническая база, необходимая для 
	4.2 Перечень необходимого программного обеспечени

	5. ПЕРЕЧЕНЬ ОСНОВНОЙ И ДОПОЛНИТЕЛЬНОЙ УЧЕБНОЙ ЛИТЕ
	5.1 Основная литература
	5.3. Периодические издания

	6. МЕТОДИЧЕСКИЕ УКАЗАНИЯ ДЛЯ ОБУЧАЮЩИХСЯ
	ПО ОСВОЕНИЮ ДИСЦИПЛИНЫ
	7. ОЦЕНОЧНЫЕ СРЕДСТВА ДЛЯ КОНТРОЛЯ УСПЕВАЕМОСТИ
	7.1 Паспорт фонда оценочных средств
	7.2 Критерии оценки знаний
	7.3 Оценочные средства для проведения текущей атт
	7.4  Оценочные средств для проведения промежуточно
	7.4.1  Примерные вопросы для проведения промежуточ
	(дифференцированный зачет)
	7.4.2 Примерные задания для проведения промежуточ


	8. ДОПОЛНИТЕЛЬНОЕ ОБЕСПЕЧЕНИЕ ДИСЦИПЛИНЫ

