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1. IACIIOPT PABOYEM ITIPOT'PAMMbBI YUEBHOM JUCIATLINHBI
OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 Ob6sacTh NpUMeHeHHUs POrPaMMBbI

VYuyebHass  nucuuIuinHa «J{OKyMEeHTallMOHHOE obecrieyeHue ynpaBaeHUs»
SABIISICTCS o0s13aTeNbHON Y4acTbIO Ob6menpodeccoHaIbHOTO UK
npUMepHOI 0Opa3oBarenbHOI nporpaMMel B cooTBeTcTBUU ¢ T'OC CIIO no
CHELUAIBHOCTH.

Ocoboe 3HaueHue TUCLUILIMHA UMeeT NpHU (OPMUPOBAHUHM U PA3BUTUU OOIIUX
xomnerenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, I1K 1.3.

1.2 MecTo AucIMIJIMHBI B CTPYKTYpe NPOrpaMMbl NOATOTOBKH CHIENHAINCTOB
Cpe/lHero 3BeHa:
JucuunnuHa  BxoguT B mnpodeccuoHanbHbli  mukn  (II) B ymcno
obmenpodeccuonanbubx aucturuind (OI1).

1.3. Hean ¥ 3aga4yu JMCUUILUIMHBI — TPeOOBAHHUS K pe3yJbTaTaM OCBOEHHS
AUCHUTTHHBI:
B pe3ynbTaTte ocBoeHUs yueOHOMN TUCIMIUIMHBI OO yJIarOITUHCS TOTIKEH YMeTh.

- [IpuMeHsTh Ha MpPaKTUKE TOCYAApCTBEHHBIE CTAaHIAPTHI, JAPYTHE
HOPMAaTUBHOMETOJIMUYECKUE  JIOKYMEHTBI,  PEMVIAMEHTHUPYIOIIUE  OPTraHU3aIUIo
JIOKYMEHTAIIMOHHOTO 00ECTIeUeHUs YIIPABICHUS;

- CocTtaBisTh u MPaBUIHHO 0hOopMIISITH OCHOBHBIE BU/JIbI
OpraHU3aIMOHHOPACTIOPSATUTEIBHBIX TOKYMEHTOB;

- OdopmitsiTh HHPOPMALIMOHHO-CIPABOUHYIO TOKYMEHTAIIHIO;

- OdopmIsATh KaIPOBYIO TOKYMEHTAIIHIO;

- OdopmIATh MPEeTEH3MOHHO-UCKOBYIO IOKYMEHTAITHIO.

B pesynbTaTe ocBOeHHS YUeOHON TUCITUTUTMHBI 00 yJaroMUKUCs JOJKEH 3HATD:

- TepmuHonoruto B 00IacTd  JOKYMEHTAlIMOHHOTO  OOECIIEUYEeHHUS
YIpaBJICHUS,

- HopmaTuBHblE  TOKYMEHTBHI, pPErJaMEHTHPYIOIIUE COCTaBJIIEHHE U
oopMIIEHHE IOKYMEHTAIIMH U TIOPSIOK ee 00paboTKH;

- [IpaBuina COCTaBJICHUS U odopmiieHHs OpraHU3alMOHHO-
PaCHOPSIUTENBHBIX ~ JIOKYMEHTOB, BXOJSIIMX B YHU(DHUIMPOBAHHYIO CHUCTEMY
OpPTraHU3AIMOHHOPACTIOPSAUTENLHBIX  TOKYMEHTOB, YHU(MUIUPOBAHHYIO CHCTEMY
MIEPBUYHON yUETHON JOKYMEHTAIUH B YaCTHU IOKYMEHTAIIMH 10 YYETy TPY/a;

- [Topsimok mpoBeneHUs YKCTIEPTU3BI IIEHHOCTH JTOKYMEHTOB W MOJTOTOBKU
JIeNT K apXUBHOMY XPaHEHHUIO.

- TexHomorno  OpraHu3al  JOKYMEHTOOOOpOTa B OpraHU3aIHsaX
(YupexneHusx).

B pesynbraTte ocBoeHUS Y4eOHOU IUCIUTUIMHBI OOYYAIOIIUNCS JOKEH HMMETh
NMPAKTHYECKHUI ONbIT:

- METOAMKON cocTaBlieHUs, OQOPMIICHUS U PENAKTHUPOBAHUS  CIYXKEOHOTO
JIOKYMEHTa, OpraHu3anuu padoThl C HUM;



- crnoco0aMy JOKYMEHTUPOBAHMS M KOHTPOJIS 32 UCIIOJHEHUEM Pa3JInYHbIX BUOB
JIOKYMEHTOB;
- coBpeMeHHbIMU TexHonorusmu J10Y;

5
- HaBBIKaMHU pPabOTHI ¢ pecypcamu cetn «MHTepHeT»,  y4eOHOW W Hay4HOU
mutepatypoit o JJOY;
- HaBbIKaMH cocTaBlieHus u opopmienust OPJI.
MaxkcumansHasi ydeOHass Harpy3ka oOydwaromierocs - 36 4ac., B TOM YHCIE:
oOsi3aTenpHas ayquTOpHas yueOHas Harpy3ka o0ydaromierocs - 36 dac.;

1.4. TlepeuyeHb MJIAHUPYEMBIX PpPe3yJbTATOB OO0y4YeHHS MO0 JUCHHUILIMHE
(Ilepeyennb popMuUpyeMbIX KOMIIETEHIIH )

VYyamuiicsa 10opKeH 00s1agaTh OOIMMU KOMITETCHIIUSAMHU, BKIIOYAIOUIUMHU B ce0s

CHOCOOHOCTb:

OK 01 Beibupate crmocoObl pemieHus 3afad NpodecCHOHATBHON JesSTEIbHOCTH
MPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM

OK 02 Hcnonp30BaTh COBPEMEHHBIE CPEACTBA MONCKA, aHAIN3a U MHTEPIPETALNU
uHpopmanuu W UHOOPMAIMOHHBIE  TEXHOJIOTMHM  JUIsi  BBINIOJIHEHHS  3a/ad
poeCCHOHATBHOMN NESITEIHHOCTH

OK 03 IlmanupoBaTh M peaM30BBIBATH COOCTBEHHOE MPOQPECCHOHATBLHOE U
JUYHOCTHOE pa3BUTHE, MPEINPUHUMATEIBCKYIO NIeATeIbHOCTh B IMPOQECCHOHATBHOM
chepe, UCTIONB30BaTh 3HAHUS MO MPABOBOM M (DMHAHCOBOM IPAaMOTHOCTU B Pa3IMUHBIX
YKU3HEHHBIX CUTYalUsIX

OK 04 D¢ dexTrnBHO B3aUMOJEHCTBOBATH U PAOOTATh B KOJUICKTUBE U KOMaH/IE

OK 05 OcymectBisiTh yCTHYHO Y NIUCBMEHHYHO KOMMYHMKAlMIO  Ha
rocylapcTBEHHOM  si3blke Poccuiickoit ®enmepani ¢ y4eToM  OCOOEHHOCTEH
COITMATIBHOTO U KYJIBTYPHOT'O KOHTEKCTa

OK 09 ITonb3oBatbest npodeccroHanbHONM JOKYMEHTalMel Ha TOCYJapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX

VYuamuiics JIOJDKEH o0J1aaaTh npodeccruoHaTbHBIMU KOMIIETEHITUSMU,
BKJIFOYAIOIIUMU B ¢€0s1 CHOCOOHOCTB:
[1K 1.3. BnageTs HaBbIKaMU MOJATOTOBKHU IOPUIUYECKUX TJOKYMEHTOB, B TOM UHCTIE
C UCIOJIb30BaHUEM MH(OPMAIMOHHBIX TEXHOJIOTHH.



B pesynprare n3y4ueHuns yaeOHOH AUCIUILINHEI 00yJaronIuecs JODKHBI

No Wzexe Coneprxanue

n | xoMmereHy KOMneTe:émn (nmm rr—

I nu qacTh) 3HaTh ymerb NPAKTHYeCKU ONBIT

1. |OK1 BriOuparh criocoObl | aKTyabHBIH BJAJIETh HaBBIKAMH COCTABIICHUS 1
pelnieHus 3agau Npo(eCCHOHANBHEl | aKTyaJlbHBIMU odopmnerns OP /]
npodeccruoHanbHON ¥ ¥ COLMAJIbHBIHN METOIaMU
JIeATEIbHOCTH KOHTEKCT, B paboTsl B
MPUMEHHUTENBHO K KOTOPOM npoecCHOHANIBH
PA3THIHBIM MIPUXOANTCS O} M CMEXHBIX
KOHTEKCTaM paboTats u KHUTH cepax

2. OK 2 Hcnone3oBars TTOPSAOK UX HCIIOJIB30BaTh THUIIOBBIMH ~ METOIAMH |
COBpEMEHHBIE MIPUMEHEHHS 1 paziIu4HbIe criocobamu peLieHus
CpeZCTBa ITONCKA, MIPOrPaMMHOE (poBbIe npodeccHoHaNBHBI X 3a7ad,
aHaJIM3a u obecrieueHre B cpeacTBa uis OLIEHMBATh MX MOTECHIIAI
MHTEPIIPETALNN Npo(heCCHOHANBHO | PEIICHUS
uHpopmanum u U 1eATENbHOCTH B npogeccHoHab
MH(OPMaIMOHHbIE TOM YHCJIIE C HEBI X 33724
TEXHOJIOTHH JIST HCTIOIB30BaHUEM
BBITIOJIHEHHS 3a7a4 IU(PPOBBIX CPEIICTB
npo(heCcCHOHATBHON
JIeATEeIbHOCTH

3. |OK3 [TnanupoBath u coJIepKaHue OMpEICTISITh Hagsikamu 00IICHUS 110
peann30BbIBaThL aKTyaJlbHOMI HMHBECTULUOHHY BOIIpOCaM
COOCTBEHHOE HOPMaTUBHOIIPABOB | 10 npohecCHOHANBHOM
npoecCHOHAIBHOE Oli IOKyMEHTALlH, | NPUBJIEKATENILHO | JEATEIBHOCTH C
Y IMYHOCTHOE COBpEMEHHAs CTh rpa’kAaHAMU U KOJUIETaMHU
pa3BUTHC, Hay4dHas u KOMMEPUCCKUX
NpeIPUHIMATENILCK | IpodecCHOHabHAsL | MAEH B paMKax
Y10 ACATCIBHOCTD B TECPMUHOJIOTUA HpO(beCCI/IOHaJ'ILH
npodeccHoHaNbHON Oif JIeATETLHOCTH
cdepe, UCIOIB30BaTh
3HaHMsI 110 [IPABOBOM
1 QUHAHCOBOM
TPaMOTHOCTH B
Pa3IMYHBIX
JKU3HEHHBIX
CUTYyaluax

4. | OK4 OS¢ dexTrBHO TICHXOJIOTUUECKHUE B3aMMOJICHCTBOB | IpaBHJIAMH IIOMCKA U
B3aMMOJICHCTBOBATh | OCHOBBI aTh C KOJUIETaMH, | MCIIOJNB30BAHMS
1 paboTaTh B JIeATEIIbHOCTH PYKOBOJCTBOM, nHdopmarmu,
KOJUICKTHBE U KOJUICKTHBA, KJIMEHTaMH B HEo0X0MMOH ISt
KOMaHJIe. TICHXOJIOTUYECKHUE xoze 3¢ PeKTUBHOrO BBITOIHEHUS

0COOEHHOCTH npodeccCHOHANbH | TTPOo(heCCHOHATIBHBI X 33]1ad,
JIMYHOCTH Oif IeITeNbHOCTH | PO(eCCHOHABHOT 0 U

JIMYHOCTHOT'O PAa3BUTHUA.




5. OK 5 OcCyIIeCTBISTh mpaBuiia rpaMOTHO HaBBIKAMH PabOTHI C
YCTHYIO H odopmITeHHS M3IIaraTh CBOM pecypcamu ceTH
MHCHbMEHHYO JIOKYMEHTOB U MBICITH U «uTepHeTy, yueOHol n
KOMMYHHKAIIHIO Ha MOCTPOCHHUS oopMIATH HAYYHOH JTUTEPATypOi 1O
TOCYJIapCTBCHHOM YCTHBIX JIOKYMEHTHI I10 KOHCTUTYITHOHHOMY MPaBY
s3p1ke Poccntickoit cooOrmeHnit podecCHOHATEH
Denepanuu ¢ OM TeMaTHKE Ha
YYETOM TOCYZIapCTBECHHO
0COOEHHOCTEH M SI3BIKE,

COIMAIILHOTO H MPOSIBIISATH

KyJIbTYPHOTO TOJICPAHTHOCT B

KOHTEKCTa pabouem
KOJLTEKTHBE

7. OK9 TTonb30BaTheCs JICKCHYECKUI CTPOUTH HABBEIKOM
npodecCHOHANTBEHO MUHUMYM, OTHOCSIITHIACS K MPOCTHIE npodeccHoHaNbH
it nokyMeHTarmei OIUCAHUIO MTPEIMETOB, CPEIICTB | BBICKA3bIBAHUSA O |OT O
Ha U TIPOLIECCOB cebe u 0 cBoeit HCTIONB30BaHU
rOCYJIapCTBEHHOM poheCCHOHATBHO npo(eCCHOHANBH |HOBOTO B
Y MHOCTPAHHOM JIEATENBHOCTH Ol ICITEIBHOCTH | KOHCTUTYIIHOHHO
SI3BIKAX M

3aKOHO/IATEILCTBE

10 | IIK 1.3 BnaneTts HaBpIKaMH | mpaBWiIa COCTABJICHUS TIPUMEHSTh MOJITOTOBKHU
MTOJITOTOBKH IOPUANYECKUX TOKYMEHTOB; COBpPEMCHHBIC IOPUANYECKUX
FOPHUINIECKUX UH()OPMAIMOHHBI | TOKYMEHTOB, B
JIOKyMEHTOB, B TOM € TEXHOJIOTUH TOM YHUCIE
YucIe ¢ AT ¢
HUCIIONB30BAHUEM IIOUCKa " HCIIOJIb30BAHUECM
MH(BOPMALHOHHBIX 06pa60TIfI/1 I/IH(I)OpMaHI/IOfIHI)I
TEXHOJOTHL MpaBoOBO# X TEXHOJIOTHA.

nHpOpMaIHN
odopmteHHS
IOPUANYECKUX
JIOKYMEHTOB;

2. CTPYKTYPA M COJAEP KAHUE YYEFHOM JUCHUILINHBI

2.1 O0beM yueOHOM TMCUMIIJIMHBI M BUIbI y4e0HOi padoThI

Bua yueOHoii padoTsl Oo0bem yacoB
MakcuMajibHasi yueOHasi Harpy3Ka (Bcero) 36
O0s3aTeTbHAsI ayAINTOPHAs YUeOHas HArpy3Ka (Bcero) 36
B TOM YHCIIE:
3aHATH JICKIIHOHHOTO THTIA 20
MIPAKTUYECKHE 3aHSTUS 16
1abopaTOPHBIE 3aHATHU
Koncynbranumn
Bun npoMexyTouHOM aTTeCTallN JuddepeHumpoBaHHbII

3ayer

2.2. CTpyKTYypa IUCHUILINHBI:

HanmenoBanue Tem

Bcero

KoanuecTBo AyAUTOPHBIX YaCoB

Teoperuueckoe
o0yueHnue

IIpakTnuyeckue u
JadopaTopHbie 3aHATHSA




Paznen 1. OcHoBBI 6 4 2
JOKYMEHTHPOBAHUS
YIpaBIeHYECKON
JEATETbHOCTH
Paznen 2. Opranu3amms 20 10 10
CHCTEMBI
JIOKYMEHTAI[IOHHOTO
obecrieueHust
Paznen 3 Opranuszanus 10 6 4
paboThI C TOKyMEHTaMH B
OpraHu3aLMIX
(yapexneHusx)
Bcero nmo aucuuminae 36 20 16
2.3. TemaTu4yecKHuii NJIaH U coJepKaHUe YUeOHOH TUCITUITTHHBI
Oo0nem,
akajg. 1/ Kot .
B ToM uncae | KOMIETCHIHi,
HaunmenoBanue Conepxanue yueOHOTo MaTepuajia u popMsbl B (hopme (hopmuponatt
pa3esoB H TeM OpraHM3alMu JesTeJbHOCTH 00yYarouxcs NMPaKTHYECK 10 KOTOpRIX
oii crocoocTByeT
3J1eMeHT
MOATOTOBKH
MPOrpamMMblI
, aKal. 4
1 2 3 4
Pazgen 1. OCHOBBI JOKYMEHTHPOBAHMSI YIIPABJIEHUECKOM 6
JEATEJBHOCTHU
Tema 1.1 Ilonsitne | Conep:kanue yueGHOro MaTepuajia 2 OK 01, OK 02,
o OCHOBHBIE CBOMCTBA TOKYMEHTOB U UX (PYHKIIUH B OK 05, OK 09
AOKYMCHTAIlMOHH cucteMme ynpasieHus. [IoHsTuE TOKyMeHTa. K 1.3
oM ofecriedeHH Wudopmanus u nokyment. Kinaccudukarms
ynpasJieHusl, JIOKYMEHTOB: 110 BULy O(OPMIICHHUS;, TIO COJIEPIKAHUIO; TIO
AOKYMCHTE H (opme; TI0 TPOUCXOXKACHHIO; TIO CPEJICTBAM (PUKCALINH;
ciocodax 110 CpOoKaM XpaHeHHsl. MaTepuaibHble HOCUTENH 2
JIOKYMEHTHPOBAH | yphopMAaIlHHL.
us [MonsTe noxkymeHtupoBaHusi. OCHOBHBIE —CIOCOOBI
JOKYMEHTHPOBAHHUSL. OcHoBHBIE COBpEMEHHbBIE
TEXHOJIOTHH, IPUMEHSIEMbIE TIPU OpraHu3aiuu paboTsl ¢
JOKYMEHTaMH B OPTaHM3AIUAX (YIPSIKICHUSX).
Tema 1.2 Coaep:xkanue y4yeOHOIro MaTepuasa 1
HopmaTrusHonpas
oBas 0a3a HopmaTuBHO-IIpaBOBEIE aKTEHI, perynupyromue OK 01, OK 02,
AOKYMEHTAIMOHH | JOKYMEHTAI[MOHHOE obecreueHue yIpaBlIeHUsI. OK 05, OK 09
oro oGecneyeHus YHudukanus W CTaHAAPTH3AaNUsA KAaK  OCHOBHBIC K 1.3
YUpAaBJICHHs HAIMPABJICHUsI  COBEPIICHCTBOBAHHS JOKYMEHTOB H
JOKYMEHTAI[HOHHOTO 00EeCTIeUeHHsI YIPaBICHHS.
[epeueHb OCHOBHBIX I'OCYAapPCTBEHHBIX CTaHIAPTOB Ha 1
YHU(HUINPOBAHHBIE CUCTEMBI TIOKyMeHTanul. OCHOBHbIC
TIOJIO>KEHUS roCy/lapCTBEHHOM CHCTEMBI
JOKYMEHTAI[HOHHOTO obecrieueHus ynpasiennsa. Coctas
YHUQHUIMPOBAHHBIX CHCTEM JIOKyMEHTAIIH:
OpraHU3aLHOHHO-PACTIOPSIUTEIIBHAS,
OTYETHOCTATUCTUYECKAs], (PHHAHCOBAS U JIP.
Tema 1.3 ConepxaHue yueOHOro MaTepuaJsia 3 OK 01, OK 02,




Cnoco0s1 1 Xapakrepuctuka, cocraB u cogepxanue ['OCTa Ha OK 03, OK
nmpaBHIa CUCTEMY OpraHU3aLMOHHO-PACIOPSAUTEIILHON 04,0K 05,
CO3/1aHMs JOKYMEHTAIIHH. YHandunupoBaHHas cucTeMa OK 09,
AOKYMEHTOB OpraHM3aIlMOHHO-PACTIOPSANTEIBHON  JIOKYMEHTALIUH. 1 K 1.3
TpeboBanus K odopmiiennio JIOKYMEHTOB.
Qopmymsipobpazer;r  OP.  IlpaBuma  odopmireHUS
PEeKBU3UTOB, permameHTHpoBaHHEIX [ OCTom.
B TOM 4ncie NpaKTHYeCKUX 3aHATHI 2
[paktryeckoe 3anstre Nel. OopmiieHne peKBU3UTOB
Ha JJOKyMEHTax. 2
Paznen 2. OPTAHU3AIIUS CUCTEMbI JOKYMEHTAIIMOHHOTI'O
OBECIIEYEHUSI 20
Tema 2.1 Copep:xaHue y4e0HOro MaTepuaia 4 OK 01, OK 02,
Odopmienue XapaKTepucTHKa u cocTas CIIPaBOYHO- OK 03, OK 04,
MH(OPMAUHOHHOCH | yyhOPMAMOHHBIX JTOKYMEHTOB (CTy:KeGHBIX IHCEM, OK 05,
paBo4HOi CIIPABOK, 3asBJICHU, aKTOB, MPOTOKOJIOB, TOKIAIHBIX U TIK 1.3
AOKyMEHTaNNH OOBSICHUTENIBHBIX ~ 3alMCOK), TpeOoBaHMA K  HX 2
opopmiiernto.  JIoKyMEHTHpOBaHHE  JESATEIBHOCTH
KOJUIETHaJIbHBIX OPT'aHOB.
B TOM 4ncie NpaKTHYECKUX 3aHATHI 2
[paktryeckoe 3ansarue Ne2. OpopmicHue
nH(pOpPManNOHHO-CIIPAaBOYHON TOKYMEHTAIIHH. 2
Tema 2.2 Copep:xaHue y4e0HOT0 MaTepuaia 4 OK 01, OK 02,
Odopmirenne OcHOBHEIE IPYIIIbI OpraHU3alHOHHO- OK 03, OK 04,
OpraHu3allMOHHOPA | pacrOpAAUTENBHBIX JOKYMEHTOB. XapaKTEpUCTHKA H OK 05,
CIOPS/IUTENILHO i COCTaB  OpPraHM3ALHOHHBIX  JOKYMEHTOB  (yCTaBa, K 1.3
AOKYMEHTAIIHU TIOJIOKEHUS, MHCTPYKIUH, JODKHOCTHONH MHCTPYKIIHH),
TpeboBaHUS K
oopmiennto. XapakTepHucTHKa u COCTaB 2
pacIOpsSITUTENIbHBIX  JIOKYMEHTOB  (TIOCTaHOBIICHUS,
NpUKa3a, peIIeHHs, PpaCHOPSDKSHUs,  yKa3aHwus),
TpeGOBaHUs K UX 0(OPMIICHHIO.
[ToHsiTMe TOAJIMHHMKA, KOIWH, BBIHCKH, ayOnukara.
Bunpl xommit JTOKYMEHTOB, OCOOEHHOCTH 3aBEpEHHMS
KON W BBIMCOK HOTAPHAIBGHBIMH KOHTOpPAMH U
JIOJDKHOCTHBIMH JIMIIAMH OpTraHH3aLHi.
B TOM 4MciIe NpaKTHYECKUX 3aAHATHIA 2
[pakrraeckoe 3arsarue Ne3. OpopmieHne
OpraHU3aLOHHO-PACTIOPSINTEILHON TIOKyMEHTALIIH. 2
Tema 2.3 | Conep:xanne yuedOHOT0 MaTepHaa 4 OK 01, OK 02,
Odopmiaenune 3asBieHMs ¥ IIPUKa3bl 110 JMYHOMY cocTaBy. JIuuHas OK 03, OK 04,
KaJIpoBoi kapTouka Gopmer T-2 u mnaHbBIC Nena 2 OK 05,
AOKyMEHTAIHH B TOM 4ncie NpaKTHYeCKUX 3aHATHI 2 OK 09
IIpakTueckoe  3ansTre Ned. Odopmienue IIK1.3
KaJpOBOH JOKYMEHTAIUH. 2
Tema 2.4 | Conep:xaHue y4eOHOro MaTepuaJsa 4 OK 01, OK 02,
JorosopHonpaBoB | [TousTue moroeopa. OCHOBHBIE pa3fiebl JOTOBOPOB. OK 03, OK 04,
asi AOKyMeHTauus [opsmox oopmiIeHHS TPYAOBOIO JOrOBOpa, OTOBOpPA 2 OK 05,
TIOCTaBKH, IOTOBOPAa KYIUTH-TIPOJIAXKH. K 1.3
B ToM yunciie npaKTHYECKHX 3aHATHIA 2
[paktraeckoe 3ansaTie NoS. OopmMieHre JOroBOPOB. 2
Tema 2.5 | Conep:xaHue yueGHOro MaTepuaJsia OK 01, OK 02,
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Iperensuonnouck | OCHOBHBIE PEKBH3UTBI M TOPAZOK odopmieHns OK 03, OK 04,
oBasi MPETeH3UI, OTBETOB Ha TNpeTeH3mio. HOpuandeckas OK 05, OK 09
AOKYMEHTaLMs1 ciryx0a,  BBINONHAIOMAS  HPETEH3MOHHO-HCKOBYIO K 1.3

pabotry ©Ha mpeanpuaTHH. JKypHam peructpanuu 2

MIPETEH3UH.

[opsimox  odopmieHHS HUCKOBBIX  3asfBICHUN U

MpeCTaBICHUE UX B APOUTPaKHBIN CyJI.

B TOM 4nciIe NPAKTHYECKUX 3aHATHI 2

IIpakTyeckoe  3ansTHE Neb. Odopmitenue

MIPETEeH3NOHHO-HCKOBOH JOKYMEHTAIIHH. 2
Paznen 3 OPIAHM3ALIUA PABOTbI C [JOKYMEHTAMU B
OPITAHU3BALUAX (YUYPEKIEHUSAX) 10
Tema 3.1 Conepxanue yue0HOro MaTepuaJsia 2 OK 01, OK 02,
Texnosorus VhpasineHue H AeI0oNpou3BOACTBO. OpraHU3allHOHHBIE OK 03, OK 04,
OpraHusanuu (bopmbI JIeTIONPOU3BO/ICTBA. Cuyx0a OK 09
JIOKYMEHT0000poT JOKYMEHTallUOHHOI'O obecrieueHNs YIpaBJICHUS, K 1.3
4 B Opranusanmsx OCHOBHas 3ajaya, (YHKLUUH, THIIOBBIE CTPYKTYpBHI, 5
(yupesxaennsix) JOJDKHOCTHOM cocTaB. Pernamenranust paboThl CiryKObl

JOV. IIpumepnoe MOJIOKEHUE 0 ciyx0e

JOKYMEHTAI[MOHHOTO OOECIECUYEeHUs] YIpaBICHUS U

JOJDKHOCTHBIE HHCTPYKITHH.
Tema 3.2 Copep:xaHue y4e0HOT0 MaTepuaia 6 OK 01, OK 02,
OcobeHHOCTH TToHATHS NPEUIOKEHHS, 3aABIEHUS U Kanobbl. [Ipuem OK 03, OK 04,
IeJIONPOU3BOACTB & | U pErMCTpalus [HCEM TPakIaH. PaccMoTpeHue u OK 05, OK 09
10 o0pameHnsIM paspelleHHe IHCEM, CPOK PacCMOTPEHHsA. AHAIM3 IK'1.3
rpaIaH u IIHCEM TpaXIaH.
KOH(pHICHINAILH Konounennumansuoe JIeTIONPOU3BOJICTBO. I'pud 2
oro OTpaHMYEHUs IOCTYIA K JOKYMEHTY.
ACJIONPOU3BOACTB A | ABTOMATU3UPOBAHHEIE CUCTEMBI padoTsI c

nokymeHTtamu. CpesicTBa M3rOTOBIICHHUS, KOIIMPOBAHUS

U Pa3MHOXXEHHUs HOKyMeHToB. OpraHm3aiust pabodmx

MECT.

B TOM 4nciIe NPAKTHYECKUX 3aHATHI 4

Ipaktuueckoe 3austre Ne7. OdopmiieHre oOpaleHui

rpak/iaH. 4
Tema 3.3 Copep:xaHue y4e0HOT0 MaTepuaia 2 OK 01, OK 02,
Cucremaruzanus Ioustve  JOKyMeHTOOOOpoTa. OOIME  HPUHIMILI OK 03, OK 04,
AOKYMECHTOB, OpraHu3aly  JOKyMEHT000OpOTa, €ro OCHOBHBIC OK 09
dbopmupoBaHMe MX | 5yappr: mpreM i epBEYHAsS 06paGOTKA JOKYMEHTOB; MK 1.3
B aeja n pacripeneseHne TOCTYTIUBIIHX JIOKYMEHTOB;
nepeaatia B apxus perucrpanys IOKyMEHTOB U IpPEABAPUTEIbHOE KX
opraHusanuu PaCcCMOTpEHHE; paccMoTpeHue JIOKyMEHTOB

PYKOBOJCTBOM OpraHu3aluu (yapexneHus) u

HampaBJieHWE WX Ha HCIOJHEHHWE; WCIOJIHEHHE | 2

KOHTPOJIb 33 HCIIOJHEHHEM JIOKYMEHTOB; TEKyIlee

XpaHEeHHEe JOKYMEHTOB.

Homenxknarypa agen. O6paboTka aen ass

TIOCIIEAYIONIEr0 XpaHEeHUs. DKCIIepTH3a LIEHHOCTH

JIOKyMEHTOB, 0pOpMIICHHE €1, COCTaBIICHUE OIIHCEH.

Cnava nen B apXuB.
[IpomexxyTouHast aTTecTaus
Bcero: 36
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2.4. Coaep:xaHue pa3ieoB TUCHUNTHHBI

2.4.1 3aHATHA JeKIIMOHHOT'0 TUIIA

dopma
Ne HanmenoBanue TEKyILET
paszena pasena, Tembi Cogepxanue pasziesna, TEMbI R
KOHTPOJIS
1 2 3 4
1 Tema. 1.1.1 Conepixanue y4yeOHOro MaTepHaa: T,Y,
[NousTHE ConepxaHue JUCIUILIMHBI ¥ €€ POJIb B HIOATOTOBKE CHEIHAIIICTA.
JIOKYMEHTALIHOHHO CBs13b ¢ ApyruMU 00111enpo(ecCHOHATFHBIMY U CHIEHUaIbHBIMA
ro odecnedeHus JUCHUIUIMHAMU.
yIIpaBIICHHS OCHOBHBIE 3Talnbl BOSHUKHOBEHHS M PA3BUTHS OTCUECTBEHHOTO
JOKyMEHTAI[HOHHOTO 00ECTIEICHUS YIIPABICHUS
(menorponsBoacTBa). [ToHsTHE «IOKYMEHTaIMOHHOE OOecrieueHne
ynpaBieHus». JJokyMeHTallMoHHOe o0ecredeHre yIpaBaeHus Kak
(hyHKIUS yIIpaBICHHs, B3aUMOCBS3b C APYTUMH (DyHKIUSIMA
ynpaeieHus. JJokyMeHTalnoHHOe oOecrieueHne YIpaBIeHHs KaK
cucreMa paboThl ¢ JokyMeHTaMu. COBpeMeHHbIE TpeOOBaHUS K €ro
OpTaHM3aINH, K IPUMEHEHHIO COBPEMEHHOH OQHUCHON U
BBIYHCIIATEIHHON TEXHUKU. VICTOUHUKY U TUTEpaTypa 1o
JUCHUIUINHE: 3aKOHOJAATC/IbHBIC aKThl, HOPMAaTUBHO-MCTOANYCCKUC
JIOKyMEHTBI, TOCYIapCTBEHHbIE CTaHIAPTHl, OCHOBHAS U
JIOTIOJIHUTEIIbHAS JIUTEPATYpa.
1 Tema 1.1.2 [MonsTus «uHGOPMALUS» U «TOKyMEHT». Ponb nH(bOpMaIiy B T,V,
JloKkyMeHThI 1 COIUATLHO-YKOHOMHYECKHX Mporeccax. [TomudyHKIIHOHATEHOCTh
JIOKYMEHTHPOBaHHUE JMokyMeHTa. MH(popMaIMoHHass, KOMMYHHKATHBHAsI, COLUANIbHAS,

KyJbTYpHasl, yIpaBJIeHUECKasl, IpaBoOBasi, UICTOPUUECKAs U APyTHe
(yHKIMH TOKYMEHTA.

ITonsaTtue o noxymeHTupoBanuu. O0A3aTeNbHOCTh
JIOKYMEHTHPOBaHUs HHPOpMaIKHU. 3aKOHOIATEIbHBIE aKThl,
pETIaMEeHTHPYIOMINE OPTaHU3aLUI0 PAOOTH C JOKYMEHTHPOBAHHON
nHpopmanueit (GenepanbHeiii 3akoH PO «O6 napopManumy,
MH(OPMALMOHHBIX TEXHOJIOTUAX U O 3aliuTe HHQOopMaLumy,
Tpynogoii kogexc P® u np.). OcHOBHBIE CTIOCOOBI
JIOKYMEHTHpOBaHMs. MaTepraibHbIe HOCUTEITH HH)OPMAIH U HX
BIIMSIHHE Ha JONTOBEYHOCTh U COXPAaHHOCTh JOKyMEHTa. Bimsaue
HAyYHO - TEXHHYECKOTO Mporpecca Ha JOKYMEHT U
JIOKyMEHTHPOBaHUE.

TekcToBBIC, TpaduIecKre, MAITMHOYNTAEMbIC JOKYMEHTEHI,
(horOmOKYyMeHTHI. OmpeneneHNe MOHATHH «TOKYMEHT», «aBTOP
JIOKYMEHTay, «0(pUIHAIBEHBINA TOKYMEHTY, «JTHYHBIH JOKYMEHT) 110
T'OCTP. 51141-98.

Pacmmpenue NOHATHS «IOKYMEHT» C Pa3BUTHEM HAyKH U TEXHUKH.
IToHsATHE «3TEKTPOHHBIN JOKYMEHT». 3aKOHOAATEIbHBIE aKTHI,
perylaMeHTHPYIOIUE OPTaHU3AIMIO PAOOTHI C 3JIEKTPOHHBIMHU
nokymentamu (DenepanbHbiii 3aKkoH PO «O0 351eKTpoHHOK
IU(GPOBOH TOIIHCHY).

ITpu3Haku JOKyMEHTa: OpUTUHAIIBHOCTD, IOAJUHHOCTb, KOMUHHOCTS.
[TonsiTHEe «OpUTHHANY, €r0 NPU3HAKH, XapaKTEPUCTHKA OPUTMHAJIOB
JIOKYMEHTOB Ha Pa3HBIX HOCUTEIIX HHOOpMAIX. Y MHOKCHHEIE
OpHUTHHAIBL.

ITousarue «IIOAJTUHHUK . HO}IHI/IHHI)IC U MOJJIOKHBIC JOKYMEHTHI.
Qanbcudurkanys 10KyMEHTOB.

[MonsTe «xonus». Bunel xonuit. FOpuandeckas cuna xonuit. Ctpykrypa
nokyMeHTa. [IoHsATHEe «PEKBU3UTY», BUIBI peKBH3UTOB. [loHsTHE
«hopMyIIsIp TOKYMEHTa», 0COOEHHOCTH COCTaBa (hopMyssipa JTOKYMEHTOB
Ha pa3NYHBIX HOCHTEISIX HH(popManu. VIHIUBH Iy bHBIN, THIIOBON
hopmyisip, hopMyIsip-oOpasell, UX XapakTepUCTHKA 1 Ha3HAUYCHHE.
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Tema 1.1.3 VYuundukauus u crangaptuzanys. [lonsarue «cucrema TV,
Yandukanus n JIOKyMEHTallN», e¢ Npu3Haku. OyHKIIMOHAIBHBIE ¥ OTPACIIeBbIC
CTaHIApTU3ANU CHCTEMBI JOKyMEHTAIIHH.
JIOKYMEHTOB. [MonsTne «yHudUIMpoBaHHAs cucTeMa JoKyMeHTauun». Kparkas
VHUpUIUPOBAHHBI € | XapPaKTePUCTUKA AEHCTBYIOMMX YHUDHIMPOBAHHBIX CUCTEM
CHCTEMBI JOKyMEHTAI[MH: OPTraHU3allMOHHO-PACTIOPSIINTEIBHOH,
JIOKyMEHTAIIUH OTYETHOCTATHCTUICCKOM, IEpBUIHOM yueTHOH (prHAHCOBOM U IIp.
['ocynapcTBeHHbIE CTaHAAPTH Ha YHU(DUITUPOBAHHBIE CHCTEMBI
JOKyMEHTAINH, PErIaMeHTUPYIOLIHe 00IIre IpaByia HX pa3paboTKu
U octpoeHus Gpopmysipa-odpasma.
[MonsiTne «yHUUIUPOBaHHBIE POPMBI JOKYMEHTOB.
O01mepoccuiickue 1 oTpacieBble yHUPHUIUPOBAHHEIE ()OPMBI
JOKyMEHTOB; YHHU()UIIUPOBaHHBIE ()OPMBI IOKYMEHTOB IPEIIPHUITUSL
(Y®), mopsiok ux BBeIEHUS B JeHcTBHE. ATEOOMBI (hopM
YHA(GHUINUPOBAHHBIX JTOKYMEHTOB.
Pacnpenenenue cocraBa BUAOB U pa3HOBUAHOCTEH JOKYMEHTOB
OTIpeJIeTIeHHOT0 KOMIUIEKCa 110 3a7a4aM ynpasienus. Tadens popm
JIOKYMEHTOB.
Tema 1.1.4 Xapakrepuctuka, coctas u conepxanue 'OCTa P 6.30-2003 T,Y,
Vuaudurupopannas | «YHAQHIHPOBAHHBIEC CHCTEMBI JOKYMEHTAUH. Y HUQUIIUPOBAaHHAS
crcTeMa CHCTeMa OpraHU3allMOHHO-PACTIOPSANTEIbHON TOKYMEHTALINH.
opraHmsanpoHHopac | 1peOoBaHHs K OQOPMIICHUIO TOKYMCHTOBY.
TIOPSIUTENEHOM Dopmysap - oopazerrt OP/]. CocTtaB u cxema pacIoioKeHHs
JOKyMEHTALHHU PEKBU3UTOB Ha opMyIsipe-o0pasie, crrocoObl 0(OPMIICHHS.
(YCOPI). [MpaBuna oopmieHUs peKBU3UTOB, periaMmeHTrpoBanHbIX ['OCTom
dopmynspoGpasert P 6.30-2003. §
OPJ1. PeksusuTSI 1 [onsaTHe «OMaHK MOKyMeHTay. Bupl O1aHKOB: 00mIuMil ONaHK,
GIIAHKH 6naHK nHchMa, OaHK KOHKPETHOTO BUIA JOKyMEHTa. BapuaHTh
PacIooXeHNs] peKBU3UTOB 3ar0JIOBOYHOHN yacTH OnaHka. [IpaBmia
odopmIteHH s, N3rOTOBIICHHUS, YUeTa, UCTIOJIb30BAHMS U XPAaHEHHS
repOOBBIX OJIAHKOB OpPTaHHU3AIIHH.
Tema 1.2.1 IlpaBuia | OCHOBHBIEC TPYIIIBI OPraHU3ALMOHHO-PACTIOPS TUTENBHBIX T,V,
oopmieHus JIOKYMEHTOB. XapaKTePUCTHKA M COCTaB OPraHU3alMOHHBIX
OCHOBHBIX BUIOB okyMeHTOB, Bxogsamux B YCOP/] (ycraBa, monosxeHus,
OpraHM3aloHHOpac | MHCTPYKLMH, HOJKHOCTHOH HHCTPYKIMH, HPABHII IUITATHOIO
TOPSAUTEIbHBIX pacmucaHusi, CTpYKTypbl U LITATHOW YMCICHHOCTH), TPEOOBAHMS K MX
JIOKYMEHTOB. odopmreHnIo. XapakTepHCTHKA M COCTAB PACTIOPSANTEIBHBIX
Ipasuna ZIOKYMEHTOB, BXOIALIMX B YCOP/I (mocTaHOBIIEHUS, TPUKA30B MO
odbopMIeHns u OCHOBHOMH JIE€ATEIFHOCTH U 110 INYHOMY COCTaBY, PEILICHHUS,
N pacnopspKeHusl, yKa3aHHsl, COBMECTHOTO PaCIIOPSANTEIHHOTO
BBIJJaYM KOTTMH
JIOKYMEHTa), TpeOOBaHUS K HX 0(OPMIICHHIO.
JIOKYMEHTOB XapaKkTepuCTHKa U COCTaB OPraHU3allMOHHO-PACTIOPSAUTEIBHBIX
JIOKyMeHTOB, Bxoasuux B Y CITY J] (mpuka3oB 1o JUIHOMY COCTaBY,
IITaTHOTO PacIMCaHUsL, TparKa OTITYCKOB, JINUYHBIX KapTOYEK,
KOMaH/IMPOBOYHBIX YJJOCTOBEPEHUH, CITyKEeOHOTO 3aaHMs A
HalpaBJIeHUs B KOMaHIUPOBKY U OTYETa O €T0 BBINOJHEHUH),
TpeOOBaHUS K X 0(OPMIICHHIO.
Tema 2.1.1. Cnyx6a | Opranu3zaironHbie GOpMbI JOKYMEHTAIHOHHOTO 00eCeYeHHUs T,V,

JIOKYMEHTAI[HOHHO
ro odecreyeHns
YIIPaBJICHHSA

ynpasnenus. Ciryxx6a JJOY, ocHOBHBIE 3a1aun, ()yHKIINH, THUIIOBBIE
CTPYKTYPBI, IOJDKHOCTHOH cocTaB. PerimamenTranus padoThI CITy>KObI
JOV.

[TonsATHE «TOKYMEHTOO0OPOTY, O0IINE MPHUHIIUIIBI OPTaHU3AIIH
JIOKYMEHTO000pOTa, €0 CTPYKTypa, HeOOXOAMMOCTh yueTa 00beMa
JIOKyMeHTOoOoOopoTa. HopMaTHBHBIE TOKYMEHTHI,
peryIaMEeHTHPYIOIUE OPTaHU3aIHI0 JOKYMEHTO000pOTa.
KoMmnbroTepusanus JOKyMEHTO000pOTa.
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Ne
pazzena

HaumenoBanwue paszaena,
TEMBI

ConepmaHI/Ie pazaeia, TEMbL

dopma
TEKyILEeT
0
KOHTPOJIS

2

3

4

Tema 2.1.2 Opranuzanus
mpremMa, pacCMOTPEHUS,
PETHUCTPAINH 1 HCTIOTHEHUS
JIOKYMEHTOB

[Tyt moctyruieHus TOKyMEHTOB B opranuzanuto. [lpuem n
nepBOHaYaNbHas 00paboTKa JOKYMEHTOB.
[IpenBapuTeIbHOE PACCMOTPEHNUE TOKYMEHTOB.
PaccMoTpeHHe T0OKyMEHTOB pYKOBOACTBOM OpraHU3alnH.
Perucrparyst TOKyMEHTOB Kak COCTaBHasi 4aCTh TEXHOJIOTUU
JOKYMEHTAIJHOHHOTO 00eCIIeUeHHs yIPaBICHHs, KaK
Ipolecc co3nanus OaHka JaHHBIX O JOKYMEHTaxX
opranuzanuu. PopMel perucTpanuu (KypHajibHas,
KapTO4YHas, aBTOMAaTU3MPOBAHHAs ), HX JOCTOMHCTBA U
Henocratku. [lokasaTenn, BBOJUMBIC B PETHCTPALIMOHHbIC
¢opmebl. TpeboBaHMS K COCTaBY pPErUCTPAIIIOHHBIX
WHJIEKCOB.

JloctaBka TOKyMEHTOB HcHoHUTENsIM. PaboTta
UCTIONHUTEIS ¢ JOKYMEHTaMH. DTallbl HCIOJHECHUS.
Oco6eHHOCTH MOATOTOBKH HOPMATUBHBIX IIPABOBBIX aKTOB.
OYHKIUH U TIpaBa noapasaeneHuit ciayxosr 10V,
OCYLIECTBIISIOIINX TIPHEM, IIPEABAPUTEIHHOE
pPaccMOTpPEHHUE, PETHCTPALHIO U IOCTABKY JOKYMCHTOB B
OpraHH3aLiH.

KP, P

Tema 2.1.3
NudopmarmonHocnpaBouHas
pabota. KorTpons
UCIIONTHEHUS TOKYMEHTOB.
OpraHu3anioHHas OTIPaBKa
UCXOMAIINX TOKYMECHTOB

B3aumocBss3b perucrpanui JOKYMEHTOB H
nH(popManMOHHOCTIPABOYHOI paboThl. OpraHu3anus
paboThI C HOMOIIIBIO CIIPAaBOYHBIX KAPTOTEK.
NudopmanmoHHo - cripaBoyHas padoTa B yCIOBHUIX
MIPUMEHEHUS KOMITBIOTEPHBIX TEXHONOTUH. OYHKIUHU U
TpaBa moipasaeneHuii ciryx0os1 JJOY, ocymecTBISIOmuX
MH()OpMAIMOHHO-CIIPAaBOYHYIO PaboTYy.

O6urue cBeeHus 00 ydeTe U CUCTeMaTH3allui HOpMaTHBHO-
MPABOBBIX AKTOB (KOHCOJHM AN, KOANDHUKALHS,
nHKOpIopanust). OpraHu3anys crpaBoyHoO-
MHPOPMALMOHHONW PabOTHI IO AEHCTBYIOLIEMY
3aKOHOJIaTeNbCTBY P®D, ncnons3oBanne HHOOPMAIIIOHHO-
CIPaBOYHBIX ITPABOBBIX CHCTEM.

Ienu KOHTPOJIA UCTIOIHEHHSI TOKYMEHTOB, €r0 BH/IBI.
ITpuHumne! opranuzanuy KOHTpous. IloHsITHS: «CpOK
UCTIOJIHEHUS», «TUIIOBOH cpok». HopMaTuBHBIE JOKYMEHTEIL,
yCTaHaBJIMBAOUIVE THUIIOBBIE CPOKH UCIIOTHEHUSI.

Py4HO# 1 aBTOMaTU3UPOBAHHBII KOHTPOJIb, UX
JIOCTOMHCTBA U HEJOCTATKH; IPUMEHsIEMast TEXHUKA.
Texuosorus BeneHnst KOHTPOIL. OCOOEHHOCTH KOHTPOJIIS
pacTopsAIUTeNbHBIX TOKyMEHTOB. AHAJIH3 COCTOSHHSA
HCTIOJIHEHHS IOKyMEHTOB B opranusanuu. IloapazneneHus
ciyx6s1 JJOY, ocymecTBISTIONIIEe KOHTPOJIbh HUCTIOTHEHUS,
nX QyHKINH, IpaBa.

[Tpouecc mprema m 00pabOTKH UCXOIAIINX JOKYMEHTOB,
COCTaB BBINIOJIHSAEMBIX paboT MPH TPaJIUIMOHHOM CIIoco0e
OTHPaBKH (TIOYTOH): MPOBEPKa MPaBUILHOCTH 0(OPMIICHUS,
HaJIM4XA IPHIIOKEHHS, afjpecaTa, COpTHPOBKA 110 aipecaTtam
W BHJIaM OTIIPaBJICHUH, aipecoBaHue, GajblieBaHue,
KOHBEpPTOBaHUE, 3aKJICIBAHUE KOHBEPTOB, B3BEILIUBAHUE,
MapKHPOBKa, COCTABICHHE ONUCH PACCHUIKU.

OTtnpaBka JOKYMEHTOB C TOMOIIBIO Tenedona, (akca,
3JIEKTPOHHOM NOYTOH. THUIIBI CUCTEM 3JIEKTPOHHOM IOYTHI
(rnobasbHBIE, KOPIIOPATUBHEIE).
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dopma

Ne HaumenoBanue C TEKyILEer
pasniena pasena, Tembl onepkaHue pas3zena, TeMbI R
KOHTPOJIS

1 2 3 4
Tema 2.2.1. IonsTus: «meno», «popMUpOBaHHE eT», KHOMEHKIIATYPa AET. vV, T
Opranuzanus 3HavyeHre HOMEHKJIATYPBI eI IS KiIacCU(UKALUK JJOKyMEHTOB
OIEPaTUBHOTO Opranu3anuu.

XpaHEeHHs Bunsr Homerknatyps! nein. [lopsinok coctaBiaeHust, ohopMIIeHuS,
JIOKYMEHTOB. YTBEPKJICHUS U IPUMEHEHHs] KOHKPETHOH HOMEHKIATYyphI el
Homenkiatypa aei | OPTaHU3AIHMH U HOMEHKIIATYPBI IEN CTPYKTYPHOTO MO/PAs/IeIeHHs
OpraHHM3alHH.
OcHoBHBIE TPeOOBaHMS K OPTaHU3ALNH ONIEPATHBHOTO XPAaHECHHUS.
[Mopsinok popmupoBaHus 1€ B AeI0Npou3BoacTBe. OTBETCTBEHHOCTh
3a COXPaHHOCTb JOKYMEHTOB. XpaHEHHE JJOKYMEHTOB B 2JIEKTPOHHOM
bopwme.

4 Tema 2.2.2 [onsATne «3KCIEepTH3a HUEHHOCTH JOKYMEHTOBY. [IpHHIUMEI 1 v, T
DKcnepTusa KPUTEPHH OIIPEENECHUS HAyYHO!, HICTOPHUUYECKON U IPAKTUIECKON
[EHHOCTH LIEHHOCTH JOKYMEHTOB. CpOKH XpaHEHUs TOKyMEeHTOB. [lepeunu
JIOKYMEHTOB. JOKYMEHTOB C YKa3aHHEM CPOKOB XPAHEHHUs, UX BHJIbI, HA3HAUYCHUE,
[MoAroTOBKA fen K | CXEMBI IOCTPOCHHSL.

APXUBHOMY OTansl ¥ NOPSIOK MPOBEACHUS SKCIIEPTU3HI IIEGHHOCTH TOKYMEHTOB B

XpAHEHHIO JENONIPON3BOACTBE opranu3annu. [lopsanok yHHUTOKEHUS
JOKyMEHTOB ¥ 0()OPMIICHUSI Pe3yIbTAaTOB SKCIIEPTU3HI. TpeboBaHms K
o(opMIICHHIO aKTa O BBIJIEICHUU K YHUUTOXKEHHUIO JOKYMEHTOB, HE
MOJUIEXkKAIUX XPAHEHUIO.
CucTteMa 5KCEPTHBIX OPTaHOB. DKCIIEPTHBIE KOMUCCHH OPraHU3alluy,
uX (YHKIHH, TpaBa, OpraHu3aiys padoThl.
IlepeueHb MeponpUATHIl TIO TOATOTOBKE JIEJ K IIepeaade B apXuB.
TpeboBanust K 0HOPMIICHUIO JIET TOCTOSTHHOTO, BPEMEHHOTO CPOKOB
XpaHEeHHs U 110 JINYHOMY cocTaBy. [IpaBuia opopmuenns. [Ipasuna
COCTaBJICHHS CIATOYHON OMUCH JieJT ¥ MOPSA0K Iepeiaul B apXUB
opraHuzanyu. Buipl apXxuBoB: BEOMCTBEHHBIE, 00bEMHEHHBIE
BEJIOMCTBEHHbBIC, 00bEANHEHHBIE MEXXBEOMCTBEHHBIE 110 JINYHOMY
COCTaBy, rocyiapcTBEHHbIE apXuBbl. CPOKUXPAHEHUS TOKYMEHTOB B
BEIOMCTBEHHbIX  apxuBax.  [loHSTHS:  «apXUBHBIA  (DOHMIY,
«ITOKYMEHTAJIBHBIA (DOHI»,«TOCYIapCTBEHHbIA apXUBHBIH (QOHI.

2 Tema 2.3.1 OO6parenust rpaKaaH U UX Pa3HOBUIHOCTH - TIPEIJIOKEHHUS, T,P, VY
Opranuzanus 3as1BJICHHS, KaJI00bI, X0AaTaliCTBa, KOJUIEKTUBHEIE oOparneHus. [IpaBo
paGoTHI ¢ rpaxaad Ha obpameHus. [1o1BeTOMCTBEHHOCTH JIEN U apecaThl
oGpaeHHsIMHU oOpareHnit rpaxaal. O0s3aHHOCTH OPTaHU3AIMH 10 UX
rpakIaH PacCMOTPEHHIO U MPUHATHUIO pelieHnil. HopmaTtueHO-MeTOAMUECKHE

JOKYMEHTBI, PErIaMeHTUPYIOIINE TOKYMEHTAIMOHHOE 00ecTIiedeHre
PpaboThI ¢ OOPAICHUSIME TPAXKIAH.

Hentpanuzamnus u co3IaHue CICIAATA3APOBAHHBIX MTOIPa3 ICIICHUH
no pabote ¢ 0OpalIeHusIMU TpaxaaH. Y CTHbIE H TMCbMEHHBIE
obpamenns. OcoOEHHOCTH TEXHOJIOTHH PabOTHI C 0OpameHHIMI
rpaxkaad. O0s3aHHOCTH JJOJDKHOCTHBIX JIMI] IO PACCMOTPEHHIO
obpamenuii. CpokH NUCTIOJHEHUS OOPAIEHUH U TTOCIIEACTBHS
MIPUHATHS PELICHUH 1o 00pamieHusM rpaxaad. OTBETCTBEHHOCTD 3a
HapylIeHHe 3aKOHOJaTeJILCTBA 00 00paIIeHHUsIX IPask/IaH.
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2 Tema 2.3.2 Buasl rpudoB orpaHnyeHns JOCTyNa K JOKYMEHTaM. KP,P, V¥
Opranusanust HopmatuBHBIE aKThI, peryaupyIoIue padoTy ¢ JOKyMEHTaMH,
paboTHI ¢ COZEPIKAIIIMHU CBEACHHS, COCTaBIIAIOIINE TOCYAPCTBEHHYIO
JIOKYMEHTaMHu, taiiny. [Topsinok oTHeceHust HHGOPMALIUH K CBEJICHUSM 0CO00H
UMEIOIMMU Ipud BaXXHOCTH, COBEPIIEHHO CEKPETHBIM, CEKPETHBIM.
OrpaHHYEHHs HopmatHBHBIE aKThI, peryIupyIOIUe padoTy ¢ JOKYMEHTaMH,
JIOCTYTIa K HUM COJIePKALTUMHU CBEJCHUS, COCTABIIAIONINE KOMMEPUYECKYIO TaiiHy.
Ilopsinok oTHECEHUs CBEACHUN K KOMMEPUECKOM TailHe.
Mepomnpustus, 00ecreunBaloIie 3aUTy KOMMEPIECKOH TaifHBL.
OcoOeHHOCTH yueTa, peruCTpalii, UCTIOIb30BaHusl, 0(OPMIICHNS,
Pa3MHOEHUS, nepenadu, GOpMUPOBAHUS B A€Ja, IEPEAAUN B APXHB
WIN yHUYTOXEHUS. [Topsanok cHATHS rprudoB «KOMMEpUECKast TaitHay,
«KOH(HIICHIIHAIBLHOY.
HopmaTHBHBIE aKThI, peryIupyIOIUe padoTy ¢ JOKYMEHTaMH,
COZIEPIKALIIMH CITyKeOHYI0 HH()OPMAIIHIO OTPAaHUIEHHOTO
pacupoctpanerus (mmerortre rpud «ns cayxeOHOTO
NoJIp30BaHus). [IopsS0K OTHECEHNUS CBEACHHH K CITyKEeOHOM
nH(pOpManny OrpaHUYEHHOTO pacpocTpaHeHus. MepomnpusTus,
o0ecreunBaroIIKe 3aUTy JOKyMEeHTOB ¢ rpudom «ICID».
OCOOCHHOCTH y4eTa, PETUCTPAIIUH, UCIIOIb30BaHU, 0(OPMIICHUS,
pa3MHOKeHus1, GOPMUPOBAHUS B eia, IEpeiadyn B apXHUB I
yHIYTOXKCHUA. [IpoBepka Hammaus TOKyMeHTOB ¢ TpudoM «CII».
[opsinok casarust rpuda. [logpasaenenus, opranusyromue padoTy ¢
JOKYMEHTaMH, COJCPIKAIIUMHU rPpU( OTpaHUYCHUSI JOCTYIIA K HUM, HX
(yHKIMH, TIpaBa, JOIDKHOCTHOH COCTaB.
[Mpumeuanue: T — TecTupoBanue, P — Hamucanue pedepara, Y — yctHslit onpoc, KP — koHTposbHas
pabora
2.4.2 3aHATHA CEMHUHAPCKOT0 TUNIA
- HE MIPETyCMOTPEHBI
2.4.3 TlpakTHyecKue 3aHATUS
HaumenoBan dopma
No ve pasjena, HanmeHnoBaHMe pakTUYECKUX PadbOT TEKYLIEero
TEMBI KOHTPOJISt
2 3 4
1 Paspen 1. JloKkyMeHTBI 1 JOKyMeHTUpoBaHue Bonpocsr:
JIOKyMEeHTHPOB 1.INonu¢yHKIHMOHATIBHOCTS JOKYMEHTA
anne Tema 1.1. 2.Cr1oco0bl JOKYMEHTUPOBaHUS
JlokymMeHTanuo 3.Bnusnue HTII Ha nokymMeHTHpOBaHUE
HHOe
obecreyenne YHupuKanus v craHIapTH3aALUs JOKyMEHTOB.
yIpaBIIeHus: YHUpUIUPOBAaHHBIE CHCTEMBI JOKYMEHTAIH Bomnpocsr:
noHsITHe, 1./leiicTByromue yHUGHIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIH
colepKaHme MW 2.YuaupuurpoBaHHble (OPMBI TOKYMEHTOB: IOHSITHE, BUbI, HOPSIOK TP, JIP, ¥

Tanbl
pa3BUTHS.

BEICHUA
3.3aga4m ynpaBieHus U BUIbI JOKYMEHTOB

YHupUIMpOBaHHAsS  CHCTEMa  OPraHW3alHOHHOPACTIOPSIUTEIHHON
nokymenrarmu (YCOP). dopmysip-

obpazer; OP/I. PexBu3uTsl 1 6:1aHku Bonpockr:

1.@opmymsip — obpazer; OP/]

2.IlonsiTre 1 Buibl 61aHKOB IOKYMEHTA.

3CocraBienne oouiero OiaHKa OpraHU3alH C YIIIOBBIM U
MIPOAOJIBEHBIM BapHAHTAMH PACIOI0KEHUS PeKBU3UTOB 4 CocTaBiIeHNE
OJaHKa CIy’>keOHOTO NMMChbMa OPraHN3aliy C YIIIOBBIM U
MIPOAOJIEHBIMU BapUaHTAMU PACIIOJIOKEHHS PEKBU3UTOB
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Paznen 1. [paBuita oopmieHHs OCHOBHBIX BHUJIOB
JIOKYMEHTHPOB OPTaHM3aIHOHHOPACHIOPS AUTENbHBIX JOKYMEHTOB.
anne Tema 1.2. Bomnpocsr:
Odopmiaenne OPJ] |1.OpranusaniioHHbIE JOKYMEHTHI OpPraHH3alUH, aHAIN3 CTPYKTYPBI UX
TEKCTa, MPABIIIBHOCTH O0(OPMIICHUS MTOJ0KEHHUH, YCTaBOB,
JIOJDKHOCTHBIX MHCTpYKLMi 2. OdopmileHne nmprkasa 1o 0CHOBHOU
nesitenpbHOCTH 3.OdopMIIeHrE TTIPHKa3a 110 JMYHOMY COCTaBY, IITATHOTO Py, T
pacricaHus, rpaguka OTIyCKOB, INYHBIX KAPTOUEK, KOMaHJHPOBOYHBIX
yIIOCTOBEPEHHUH, CITyKeOHOTO 3aaHus JJIsl HAalpaBJICHUS B
KOMaH/IMPOBKY, OTYETa O €€ BHINOJHEHUH
4.0¢dopmIienue 3asBICHUS, CIIPABKH, IPOTOKOJIA
50¢opmienne caykeOHBIX THCEM
[IpaBuia opopmieHHS U BBIAYN KON JOKYMEHTOB Bonpockr:
1. TpebGoBaHM K pa3NUIHBIM BHAaM KOIHI JOKYMEHTOB, BEITABAEMBIX B
OpraHU3aIHsX } Py, T
2.0¢opmieHue MoIHO KoK 0(pUIUaTIbHOTO TOKYMEHTA, BBIIUCKH 13
o(uIMaNEHOTO TOKYMEHTa, KOIIMU-OTITYCKA.
Ciryx0a TOKyMEHTAaIlHOHHOTO OOeCIIeUeHusI yIpaBieHus: Borpocsr:
1. OcHOBHBIE 3a/1a4H, QYHKIIMHU, TUTIOBBIE CTPYKTYPBI CITyKOBI
JOY
2. [IpuHIMITBI Opra"u3anuy JOKyMeHToobopoTta 3.HopmarusHble
JOKYMEHTBI, PErJIaMEHTUPYOIIHE OPTaHU3ALNIO JOKYMEHTO000pOTa
Opranuzanus npuemMa, pacCMOTPEHUS, PETUCTPALIH U
Pazten 2. WCTIONTHEHUS JOKyMeHTOB Bompochst: §
Opranmzanu 1.TloHATHE perucTpanuu JOKyMEHTOB U ee Gopmbl 2. Bxomsmmit
s paboTi ¢ JOKYMEHT (03HAaKOMJICHHE C TEKCTOM, IPOCTABJICHUE PE30JTIOLIUH,
HOKYMEHTAM BXOISIIETO pCFI/I(iTpaLII/IOHHOFO MHJIEKCA, 3all0THEHHE Py, T
PETUCTPAITOHHOM (POPMET)
u Tema 2.1.
JloKyMenT0060poT 3. .Pabora ncriomHNUTENS C TOKYMEHTAMH
WudopmannonHo-cripaBoyHas padota. KOHTpOIIb nCTIOTHEHNS
JTOKYMCHTOB. OpI‘aHI/I3aL[I/IOHHa$[ OTIIpaBKa UCXOOAIINUX
JOKyMeHTOB Bompocsr:
1.J1I0Y u uHpOpMannoHHO-CIIpaBOYHas Ciryx0a: 3amadd, (QyHKIUH,
OpraHu3aIys
2. TexHOIOTHSI BEJICHNS! KOHTPOJISI IOKYMEHTOB.
3 AHanM3 COCTOSIHUSI KOHTPOJISI IOKYMEHTOB B OpraHN3aluH
Paznen 2. OpraHuzanus onepaTuBHOTO XpPaHEHUS JOKYMEHTOB.
Opranuszanu Homenknarypa nen Bompocsr:
s1 paGoThI ¢ 1.3HaueHNe HOMEHKIIATYPbI A€ JUIS KJIACCU(PUKAIIIH JIe]l OpraHN3aliuy
TOKyMeHTaM 2. O3HaKOMJICHHE C TUIIOBBIMHU U IPUMEPHBIMU
u Tema 2.2. HOMEHKJIATYPaMH €l Py, T
XpaHeHnue 3®opmMupoBaHue Jielia B COOTBETCTBUH C KOHKPETHOI HOMEHKIIATYpOii
AOKYMEHTOB nen
JKcnepTu3a HEHHOCTH IOKyMeHTOB. [loaroToBka aemn k
apXUBHOMY XpaHeHUI0 Bonpocsl:
1. TIpUHLKITBL U KPUTEPUH ONIPEACIICHHUS IGHHOCTH JOKYMEHTOB Py, T

2. TTops10K IPOBEICHHS IKCIIEPTU3bI [IEHHOCTH JIOKYMEHTOB B
OpraHu3aIu

3.CocraBicHHE aKTa O BBIICICHUN K YHUUTOKCHHIO JOKYMEHTOB, HE
MOUIEKAINX XPAHEHHUIO.

4. TlonroToBka jena K mepeaade B apXuB OpraHU3aAIUH, COCTABICHHE
CIIaTOYHOM OITUCH
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5. Opranuzanus paboThl ¢ 00pANICHUAME TpakIaH Bompockr:
1.006pameHus rpaxxaan: pa3HOBUIHOCTH M UX 0COOEHHOCTH

Pasmen 2. 2.Oco0EHHOCTH TEXHOJIOT U PabOThI C 00paLIeHUSIMU IPaXKIaH
Opranusauu 3. CpOKH UCIIONHEHUSI 0OPAIeHUH U ITOCIIeICTBUS IPUHATHS PELICHHUI
1 paGoThI ¢ 0 0OpaIeHUAM TPaKIaH
OKYyMeHTaM
u Tema 2.3.
OcoGeHHOCTH Opranusanust paboThl ¢ JOKYMEHTAMH, UMCIOIIUMHE TPU)
PaGOTHI ¢ OrpaHUYeHHs JOCTYIa K HUM Bornpocs: Imp,y, T
obpameHnsIME 1. Buzsl rpud)oB orpaHHYeHHS OCTYIA K IOKyMEHTaM, TIOPSIIOK
rpasan " CHATHS TpUda
T — 2. pCOGeHHOCTI/I ¢ TOKyMEHTaMH, COCTABJIAIOIIIMH rOCYIapCTBCHHYIO
TaliHy
PHBIMH 3 OcobeHHOCTH pabOTHI ¢ JOKYMEHTAaMH, COCTABIISIOMINMHI
p AOKY ) i
JIOKYMEHTAMH KOMMEPUECKYIO TaitHy
4 Ocoberroctr paboTsl ¢ okyMeHTaMu ¢ rpudom «ICID»
2.4.4 Conep:xanue CAMOCTOSITEJIbHOH PadoThI (Ilpumepnasi  TemMaTHKa
pedepatoB)

BnusiHue Hayku M TEXHUKH Ha pa3BUTHE TOKYMEHTOO0OpPOTa B OpraHU3aluu
CoBpeMeHHbIE CTIOCOOBI JOKYMEHTUPOBAHUS

3HayeHne YHU(UKALUU U CTaHAAPTU3AIIH JOKYMEHTOB

[Tonatue yHupuIMpoBaHHBIX (HOPM JOKYMEHTOB

CoBpeMeHHble  TpeOOBaHMS K  OQOPMIICHHIO  JTOKYMEHTOB
PexBusutel u 6;manku 00 @opmynsap — obpazerr OP/I.

XapakTepUCTHKa U COCTaB PacClOPAAUTEIbHBIX TOKYMEHTOB, BXxoaauux B Y COP /I
I'ocynapcrBennas cucrema JJOY

Oco0GeHHOCTH 3aBepEeHHsI KOIMIM HOTapUaIbHBIMU KOHTOPaMH
[Toapazaenenus cinyx0nl JJIOY n ux B3auMojeicTBHE

Opranuzanuonsslie popmsel JOY

Oco0eHHOCTH OTIPABKU JOKYMEHTOB C TOMOIIBIO TEXHUYECKUX CPEJICTB.
Opranusaius paboThl C UCXOAAMIUMU JOKYMEHTaMU

OcoOeHHOCTH pabOThI C BXOAAIUMU TJOKYMEHTaMU

Opranusanust paboThl C BHyTPEHHEN TOKyMEHTAIe opraHu3aiun

2.4.5 TlepevyeHb yueOHO-MeTOAUYECKOTO 0O0eceYeH s AJsl CAMOCTOSATENbHO padoThI
00y4aromuXxcs 1Mo AMCHUIJINHE

CamoctosaTenbHass  paboTa  CTYACHTOB  sIBIIsieTCS  BaxHeimed  dopmoit
y4eOHOIIO3HABATEIBHOTO IIPOIIECCa.

OcHOBHas 11eJTb CAaMOCTOATENBHON pabOThl CTYACHTA NPU U3YUYECHUH TUCIUILTAHBI
— 3aKpENUTh TEOPETUYECKNUE 3HAHUS, MIOJYyUYEHHBIE B X0 JEKIMOHHBIX 3aHATUH, a TaKXKe
chopMHpOBaTh MPAKTUUYECKHE HABBIKK MOATOTOBKU B 0bsactu JJOY.

CamocrositenpHast paboTa CTyA€HTa B TPOIECCE OCBOEHUS JAMCLUIUIMHBI
BKJIIOYAET:
-M3y4eHUEe OCHOBHOM U JIOTIOJIHUTEIBHOM JIUTEpaTyphl IO KYpCY;
-CaMOCTOSITEJIbHOE N3YyUEHUE HEKOTOPBIX BOIPOCOB (KOHCIIEKTUPOBAHUE);
-paboTy ¢ NEKTPOHHBIMU YUeOHBIMU PECypCaMu;
-M3y4€HUE MaTepHaJIOB IEPUOJINYECKOM [TeYaTH, THTEPHET PECYPCOB;
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-IIOATOTOBKY K TCCTUPOBAHUIO,

-IIOITOTOBKY K MPAKTUYCCKUM 3aHITHSM,
-CaMOCTOSITEIIbHOE BBIITOJIHEHHUE JIOMAIITHUX 3a/IaHUMH,
-MIOJITOTOBKY pedepara (I0KIIaa, 3cce) Mo O JHOM 13 MpodiieM Kypcea.

HaunmenoBanue pasnena,
temsl, Buga CPC

[Tepeuenp yueOHO-METOAUIECKOTO 0OECTICYEHHS TUCIUIIIIMHBI [0
BBINTOJTHEHHUIO CAMOCTOSATEIBHOM PaboThI

1 2

3

1. Paszgen 1.
JlokymeHTHpOBaHHe

Tema 1.1.
JlokyMeHTauuoOHHOe
ofecrevyeHue ynpaBJieHUs:
MOHSITHE, COJiep:KaHue U
STanbl pa3BUTHS

1. BacakoB, M. ., JlokyMeHTaImoHHOE OOeCcIieUeHNEe yIIpaBIeHH (C
OCHOBaMH apXUBOBeJcHHS) : yueOHOoe nmocobue / M. U. bacakos, JI.
JI. MuxaitnoBa. — Mocksa : KuoPyc, 2024. — 216 c¢. — URL:
https://book.ru/book/952778 . — ISBN 978-5-406- 12836-7. —
TekcrT : 3JIeKTPOHHBII

2. JloponuHa, JI. A. JlokyMeHTalMOHHOE OOECIeYeHNe yIpaBiIeHHS !

Y4eOHHK W TPaKTUKYM JUI1  CpemHero HnpoecCHOHAIBHOTO
obpazoBanmst / JI. A. Hoponmna, B. C. HpurukoBa. — 2-¢ m31.,
nepepad. u morn. — Mocksa : UznarensctBo FOpaiit, 2024. — 270 c.
— (ITpodeccuonansHOE oOpa3oBaHue) . — URL:
https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. —

TekcrT : 3JIeKTPOHHBIM

3. KopreeB, . K. JlokyMeHTallMOHHOE OOECIICYCHUE YIPABICHUS !
y4eOHMK U TPAKTUKYM ISl CPEJHEro MpogecCHOHaIbHOr0 00pa3oBaHust /
. K. Kopuees, A. B. ITimenko, B. A. MamypiieB. — 3-¢ u3n., nepepad. u
pon. — MockBa : UzpmarensctBo IOpaiit, 2024. — 438 c. —
(ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Tekcr @ anektponHsii // O6paszoBarensHas mwiatdopma Opaiir [caitr]. —
URL: https://urait.ru/bcode/539262

2. Pazgen 1.
JlokymeHTHpOBaHue
Tema 1.2.
Odopmienue OP/I

1. Bacakos, M. ., JlokyMeHTaI[MOHHOE OOECIICUCHHE yIpaBieHus (C
OCHOBaMH apXHBOBeIcHHMs) : yueOHoe nmocobue / M. U. bacakos, JI.
JI. Muxaitnosa. — Mocksa : KuoPyc, 2024. — 216 ¢. — URL:

https://book.ru/book/952778 . — ISBN 978-5-406- 12836-7. —
TekcrT : 3JIeKTPOHHBIM

2. loponnHa, JI. A. JJokyMeHTalMOHHOE OOECIICUCHUE YIIPABICHUS :
YU4eOHHK W TPAaKTHKYM Ul CPEJHEro  MpogecCHOHAIBHOTO
obpazoBanust / JI. A. Hdoponmna, B. C. HpurukoBa. — 2-¢ m31.,
nepepad. u morm. — Mocksa : UznarensctBo FOpaiit, 2024. — 270 c.
— (ITpodeccuonansHOE oOpa3oBaHme) . — URL:
https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. —
Tekcr : 3JIeKTPOHHBIM

3. Kopreer, M. K. JlokyMmMeHTamioHHOE OOCCIICUCHUE YIIPABICHUS
yueOHMK M NPaKTHKYM Ul CpelHero npodeccroHalbHOro oopasoBaHus /
. K. Kopurees, A. B. ITmenko, B. A. Mamrypries. — 3-¢ u3j., nepepad. u
gorn. — MockBa : WsparensctBo [Opaiit, 2024. — 438 c. —
(ITpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-16002-4. —
Tekcr : anexTponHsbiii // O0pasosarenbhas miatdopma KOpaiir [caiit]. —
URL_: https://urait.ru/bcode/539262

3. Pasznen 2.
Opranu3anus padoTsl
¢ nokymeHTamu Tema
2.1.
JlokymeHT0000pOT

1. Bacakos, M. ., JlokyMeHTaIlMOHHOE OOECIICUCHHE YIIpaBieHHs (C
OCHOBaMHM apxHBOBeJeHHUs) : yueOHoe nocodbue / M. U. Bacakos, JI.
JI. MuxaitnoBa. — Mocksa : KnoPyc, 2024. — 216 c¢. — URL:
https://book.ru/book/952778 . — ISBN 978-5-406- 12836-7. —
Texcr : 3JIeKTPOHHBIH

2. lloponuna, JI. A. JIOKyMEHTAIIMOHHOE 00ECIICUCHHE YIIPABICHUS :
yueOHHMK W MPakTHKYM JUIsi  CPelJHero mnpogeccHoHaNIbHOrO

obpaszoBanus / JI. A. Jloponuna, B. C. UpurukoBa. — 2-¢ u3n.,
nepepad. u morn. — Mocksa : UznarensctBo FOpaiit, 2024. — 270 c.
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— (ITpodeccuonanproe o0pazoBaHue) . — URL:

https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. —

TekcrT : 3JIeKTPOHHBII
3. Kopaee, U. K. JlokymeHTamuoHHOE oOecIlieueHUE YIpaBICHUS :
YIeOHHMK ¥ MPAKTHKYM AJIS CPEAHEro MpoQecCHOHANBHOTO 00pa3oBaHus /
. K. Koprees, A. B. [Tmenko, B. A. Mamypre. — 3-e u3z., mepepad. u
non. — MockBa : WsnatenbctBo [Opaiit, 2024. — 438 c. —
(ITpodeccuonansHoe oOpazosanue). — ISBN 978-5-534-16002-4. —
Tekcr : anextponnsiii // O6pasosarenshas miarhpopma FOpaiit [cair]. —
URL: https://urait.ru/bcode/539262

Pazpnen 2.
Opranusanus pa6éoTsl
¢ nokymentamm Tema
2.2.

XpaHeHune JOKYMEHTOB

1. Bacakos, M. ., JlokyMeHTaI[MOHHOE OOECIICUCHHE yIpaBieHus (C

OCHOBaMH apXUBOBeJcHMS) : yueOHOoe nmocobue / M. U. bacakos, JI.

JI. MuxaitnoBa. — Mocksa : KuoPyc, 2024. — 216 c¢. — URL:

https://book.ru/book/952778 . — ISBN 978-5-406- 12836-7. —

TekcrT : 3JIeKTPOHHBII

2. [loponnHa, JI. A. JIokyMeHTalIMOHHOE OOECIICUCHUE YIIPABICHUS !

Y4eOHHK W TPAaKTHKYM JUIi  CPEJHEro  MpogecCHOHATIBHOTO

obpazoBanmst / JI. A. Hoponmna, B. C. HpurukoBa. — 2-¢ m31.,

nepepa0. u non. — Mocksa : MznarensctBo FOpaiir, 2024. — 270 c.

— (ITpodeccuonansHoE o0OpaszoBaHue) . — URL:

https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. —

TekcrT : 3IeKTPOHHBII
3. KopueeB, U. K. JlokyMeHTauMOHHOE OOECIIEYEHHE YIPaBICHUS
YIeOHUK ¥ MPAKTHKYM U CPEAHETO MpOQeCcCHOHAIBHOTO 00pa3oBaHus /
. K. Koprees, A. B. [Tmenko, B. A. Mamypues. — 3-¢ u3z., mepepad. u
mon. — MockBa : WsnmarenbctBo [Opaiit, 2024. — 438 c. —
(ITpodeccuonansHoe oOpazosanue). — ISBN 978-5-534-16002-4. —
Texcr : anexTponHslii // ObpazoBatenbhas miatdopma KOpair [caiit]. —
URL: https://urait.ru/bcode/539262

Pazgen 2.

Opranusanus pa6éoTsl

¢ nokymentamm Tema

2.3.

OcobGennocTu padoTsl ¢
o0paleHusIMU IPAKIAH U
KOH(pHMIEeHIHATBLHBIMH
OKyMeHTaMH

1. Bacakos, M. ., JlokyMeHTaI[MOHHOE OOECIICUcHHE yIpaBieHus (C
OCHOBaMH apXWBOBeIeHHA) : yaeOHoe mocobue / M. U. bacakos, JI.
JI. MuxaitmoBa. — Mocksa : KuoPyc, 2024. — 216 ¢. — URL:
https://book.ru/book/952778 . — ISBN 978-5-406- 12836-7. —
TekcrT : JIeKTPOHHBII

2. [loponnHa, JI. A. JIokyMeHTalMOHHOE OOECIICUCHUE YIIPABICHUS :

YU4eOHMK W MPAaKTUKYM Uil CPEJHEro  MpogecCHOHAIBHOTO

oopazosanust / JI. A. Hdopouuna, B. C. UpurukoBa. — 2-¢ u31.,

nepepa0. u qon. — Mocksa : UznarensctBo FOpaiir, 2024. — 270 c.

— (ITpodeccuonansHoE obpazoBaHue) . — URL:

https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. —

TekcrT : 3JIeKTPOHHBII
3. Kopuee, U. K. JlokyMeHTanMOHHOE OOECIEYEHHE YIPaBICHUS
y4eOHMK M NPaKTHKyM Ul CpelHero npodeccrnoHalsHOTO 00pa3oBaHus /
U. K. Kopuees, A. B. [Tienko, B. A. Mamypues. — 3-e u3f., nepepad. u
mom. — MockBa : WsnmarenbctBo [Opaiit, 2024. — 438 c. —
(ITpodeccuonansHoe oOpazoBanue). — ISBN 978-5-534-16002-4. —
Tekcr : anextponHslii // O6pasoBarenbHas miardopma HOpaiit [caiit]. —

URL.: https://urait.ru/bcode/539262

KpOMenepechneHme HCTOYHHKOB CTYACHT MOXKCTBOCIIOJIB30BaThCA
IIOUCKOBBIMH CUCTCMAaMHU CCTHU I/IHTepHeT 10 TEME CAMOCTOSTEIbHOMN pa6OTbI.

s ocBOeHUSI TaHHOW JUCIHUIUIMHBI U BBITIOJTHEHUS MPEIyCMOTPEHHBIX yueOHOM
MpOrpaMMOl Kypca 3aJlaHui 10 CaMOCTOSTEIBbHOM paboTe CTYACHT MOXKET UCIOJIb30BaTh
cienyrouiee  yueOHO-METOAMYECKOe OOecredyeHre: METOJWYECKUe PEeKOMEHIAlUuu
MpEeIoaBaTes K JICKUHOHHOMY MaTepuaiy.
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Hauanowm opranuzanuu j1r000i caMOCTOATEIbHOM paboThl JOHKHO OBITH IPUBUTHE
HaBBIKOB M YMEHHH TpaMOTHOH pabOThl ¢ y4eOHOW W HAydyHOW IUTepaTypou. ITOT
IpoLecC, B MEPBYI0 OYEpPE]b, CBSI3aH C HAXOXKICHHUEM HEOOXOIMMOM ISl YCHEIIHOIO
OBJIaJICHUsI YUeOHBIM MaTepuaioM JuTepatypoid. CTyAeHT IOJKEH YMETh MOJIb30BaThCS
doHaMu OMOIMOTEK M CHPABOYHO-OMOIMOTrpaUUECKUMU U3TAaHUSMHU.

CryneHThl 1Sl MOJTHOLEHHOTO OCBOEHUS YYEOHOro Kypca JOJKHBI COCTABIISATH
KOHCIEKThI KaK MPHU MPOCIYIIMBAHUU €r0 TEOPETHUYECKOW (JIEKUMOHHOW) 4acTH, TaK U
IpHU MOATOTOBKE K MPAKTUYECKUM 3aHATHsIM. JKenaTenbHO, YTOOBI KOHCIEKTHI JICKIUI
3aMMUCBHIBAIMCH B JIOTUYECKOW MOCIEAOBATEIbHOCTH M3YUYEHUS Kypca U COIAEPXKAINUCHh B
OJHOM TETpaIu.

Jlnst ocBOeHUsl TaHHOW TUCUUIUIMHBI U BBIIIOJHEHUS MPEAYCMOTPEHHBIX Y4eOHON
IpOrpaMMOM Kypca 3a/laHuil 110 CaMOCTOATEIbHOM paboTe CTYAEHT MOKET UCIIOJIb30BaTh
cienyroliee yueOHO-METOIMYECKOe 00ecrieUeHue:

-METOJINYECKNE PEKOMEHIAIINY MTPENOAaBaTENS K IEKIIMIOHHOMY MaTepUay;

-METOJMYECKHEe PEKOMEHIAINH TMPeTnoaBaTes K MPaKTUIECKUM (J1a00paTOPHBIM)
3aHATHUSAM;

-METOIMYECKUE PEKOMEHAAIMU MPETOJaBaTelNsd K BBIIOJIHEHUIO CaMOCTOSITEIbHBIX
JOMAIITHUX 3aJaHUH.

Hauvanowm opranuszanuu ar000i caMOCTOSTENbHON pabOThl JOIKHO OBITH IPUBUTHE
HABBIKOB W YMEHUH TrpamMOTHON paboThl ¢ y4yeOHOW M HAy4yHOW JIHUTEepaTypol. DTOT
IpoLEecC, B MEPBYIO OYEpelb, CBSI3aH C HAXO0XKJACHUEM HEOOXOJUMOM JUIsl YyCIEIIHOTO
OBJIaJIEHUs1 Y4eOHBIM MaTepuanoM JuTeparypoil. CTylAeHT JOJIKEH YMETh MOJIb30BaThCS
dbongamMu OMOJIMOTEK M CIIPABOYHO-OMOIHOrpadUIECKUMHU U3TaHHSIMU.

CTyneHThl JUIsl MOJHOLEHHOTO OCBOEHHUSI Y4eOHOTO Kypca JOJDKHBI COCTaBISIThH
KOHCIEKTHI KaK IPU MPOCIYLUIMBAHUU €TI0 TEOPETHUYECKOW (JIEKUMOHHOMN) 4YacTH, TaK U
IpHU MOATOTOBKE K MPAKTUYECKUM 3aHATHsIM. JKenaTenbHO, YTOOBI KOHCHEKTHI JIEKIUN
3alACHIBATINCH B JIOTMUECKON IOCIIEJOBATEIIbHOCTH M3YYEHHs Kypca U COIAEPKaJIUCh B
OJHOM TETpaau.

3. OBPA3ZOBATEJIBHBIE TEXHOJIOI'UHN

Jlns  peanu3anud  KOMIIETGHTHOCTHOTO — TIOJIXOJ@a  MPEeAyCMaTpUBACTCS
UCIIOJIb30BAaHUE B YUCOHOM TPOIECCe aKTUBHBIX M MHTEPAKTUBHBIX (POPM TpOBEIACHUS
ayJIMTOPHBIX W BHEAYAUTOPHBIX 3aHATUH C IENbl0 (OPMUPOBAHHS W PA3BUTHUS
podeCCHOHANTBHBIX HABBIKOB 00 yJarOIITHUXCSI.

B nmpomecce mnpenogaBaHWs NPUMEHSIOTCS 00pa3oBaTeIbHBIE TEXHOJIOTHHU
Pa3BUTHS KPUTHYECKOTO MBIIIIJICHUSI.

B yueOHOM mporiecce Hapsay C  TPAIUIMOHHBIMA  00pa30BaTEIbHBIMH
TEXHOJIOTUSIMA ~ HCIIOJB3YIOTCS ~ KOMIBIOTEPHOE  TECTUPOBAHHME,  TEMAaTUUYECKUE
MpE3eHTAINH, UHTEPAKTUBHBIE TEXHOJIOTHH.

3.1 OGpasoBare/ibHbIE TEXHOJIOTHH IPH MPOBEIEHNH JIEKIA i

Ne Tema Bupbl npuMensemMbIx 00pa3oBaTesIbHBIX Kom.
TEXHOJIOT U 4ac
1 2 3 4
[onsTHE JIOKYMEHTAI[HOHHOTO obecrieueHnsi| AyanoBH3yaibHAs TEXHOJIOTHS, TPOOIEMHOE 2
YOpaBlIeHHS H3JI0)KEHHE
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2 JIoKyMEHTBI U IOKyMEHTUPOBAHHE AyanoBuzyaabHas TEXHOJIOTHS, aKTHBHOE 2

oOyueHue

3  |[YHndukanms W CTaHAApTH3aLMs  JIOKyMEHTOB. 2*

TexHOMOTHA Pa3BUTHI KPUTUIECKOTO
YHUUIHMPOBaHHBIE CUCTEMBI JOKYMEHTAIN
MBIIIJICHUS Yepe3 YTEHHE U MICEMO

4 |YeupummupoBaHHAS CHCTEMa 2%
OpraHU3alOHHOPACIIOPSITUTENBHON JOKYMEHTAlNH | TeXHOIOTHS pa3BUTHS KPUTHIECKOTO
(YCOP/I). @opmynsip-obpazers OP/]. PEeKBU3UTEI M | MBIIIICHHS Y€pe3 UTCHHUE U MTHCHMO
OaHKH

5  [[IpaBuia oopMIIEHUS OCHOBHBIX BHIOB 2
OpraHU3aMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB.

N [IpobnemHOE M3MOKEHUE
[TpaBuna oopmieHNs U BEIJAYN KOTIHI
JTOKyMEHTOB
6  |Ciyx0a TOKyMEHTAI[IOHHOTO 00ECIICUCHUS 2%
Jlexuus-nuckyccust
YIIpaBJICHUS

7 Opraﬂmauns{ npueMa, paCCMOTPECHHUS, pETUCTPALUH | TexXHOJIOTHUS pa3BUTHA KPUTHICCKOTO 2*
W MCIIOITHEHUS JOKYMEHTOB MBIIUIEHHS Y€pe3 YTEHUE U TUCBMO

8  |MudopmarmonHo-cipaBouHas paborta. KoHTpos 2
HCTIONTHEHUS TOKYMEeHTOB. OpraHu3allMoHHas JIMYHOCTHO-IEATENBFHOCTHOE 00y4YeHHe
OTIHpaBKa UCXOASAIINX TIOKYMEHTOB

9  |Opranmzaiys onepaTHBHOTO XPaHCHUS 2%

Jlexnus - quckyccust
nokymeHToB. HomeHkmarypa ien
10 [Dkcmeprtusa LEHHOCTH NOKyMeHTOB. [loaroToBka 2*
PasBuBaroniee ooyueHue
JIeT K apXUBHOMY XpaHEHUIO
Uroro mo kypcy, 20
B TOM YHCJIC HHTEPAaKTUBHOE 00yueHmne™® |  10*
3.2 Odpa3oBaTe/ibHbIE TEXHOJIOTUH NIPH NPOBeIeHUH MPAKTHYECKUX 3aHATHIA
Ne | Tema 3ansaTHA Buns! npumeHseMbIx 00pa3oBaTeIbHBIX Kon.
TEXHOJIOTUil qac
1 | JIoKkyMeHTHI U JOKyMEHTHPOBAHHUE Jlenoas urpa, pa360p KOHKPETHBIX 2
CHUTYaINi, TPYTIOBBIE TUCKYCCHH.

2 | Yaudwuxauus 1 CTaHIapTU3alus JOKyMEHTOB. Jlenoas urpa, pa360p KOHKPETHBIX 2
YHrGUIHNPOBaHHBIE CUCTEMBI JOKYMEHTAIN CHUTYaINi, TPYTIOBBIE TUCKYCCHH.

3 | YauduuupoBaHHas cucTeMa OpraHu3allMOHHO- JlenoBast urpa, pa300p KOHKpPETHBIX 2*
pactiopsautenpHoit nokymentaruu (Y COP/I). CUTYaLUi, TPYNIOBbIE JUCKYCCHH.
Dopmysip-odpazen OP/I. PexkBu3uTs! 1 OaHKH

4 | IlpaBuna opopMIICHHS OCHOBHBIX BHIIOB Jemoas urpa, pa360p KOHKPETHBIX 2*
OpTraHM3aIMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB. | CUTYaIlUi, TPYIIIOBBIE JTUCKYCCHH.

5 | I[paBuna oopmiieHHUs U BbIJaYH KOIHUiA TOKyMeHTOB | JlesoBast urpa, pa3oop KOHKPETHBIX 2

CHUTYaIlNi, TPYTIOBBIE TUCKYCCHH.

6 | Cayx0a JOKyMEHTAIIHOHHOT'O O0ecTIeueHH s JlenoBas urpa, pa3060p KOHKpPETHBIX 2
YIIpaBJIeHUs CHUTYaIUid, TPYIIOBbIE JIUCKYCCHH.

7 | Opranuszanus npriemMa, pacCMOTpeHus, perucrpaun | JleiaoBas urpa, pa300p KOHKPETHBIX 2
W MCTIOJIHEHHUS IOKYMEHTOB CHUTYaIUid, TPYIIOBbIE IUCKYCCHH.

8 | udopmannonHo-cripaBoyHas padora. Jlenoas urpa, pa360p KOHKPETHBIX 2*
KoHTpois necnoaHeHns JOKyMEHTOB. CUTYaINi, TPYNIOBBIE AUCKYCCHH.
Opranu3annoHHas OTIIPABKA HCXOISIINX
JOKYMEHTOB

Hroro no kypcy 16
B TOM YHCJIe HHTEPAKTUBHOE 00yueHne™ 6*
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4. YCJIOBUSA PEAIN3ALIAU TIPOT'PAMMBI JIUCHUITJIMHBI

4.1 MaTtepuaibHO-TeXHHYecKas1 0a3a, HeoOXoAUMMasi 1JIf1 OCYLIECTBICHUS

00pa30BaTeJLHOI0 MPOLEcca M0 AUCHUIINHE

Kabuner «/lokymeHTalMOHHOTO  OOECleUYeHUs]  yIpaBlCHHs», OCHAIIEHHBIA B
COOTBETCTBUH C I1. 6.1.2.1 00pa3zoBaTEIbLHON POrpamMMBbl IO CIIEUATBHOCTH.

Jns peanuzanuu nporpammbl OuGnuoTeuHbll ¢GoHI 00pa3oBaTeNbHONM OpraHU3alUuU
JOJI’KeH MMETh NeYaTHbIe W/WJIN 3JeKTPOHHBIE 00pa3oBaTesibHbIe U HH()OPMAaLMOHHBIE PECYPCHI
JUTSL ICTIOJIb30BaHUs B oOpa3oBareiabHoM nporiecce. [Ipu hopmupoBanuu 6udnarorednoro Gpoxaa
00pa3oBaTebHOM OpraHu3alyel BbIOMpaeTcs HE MEHEE OJHOI0 U3/IaHUs U3 MEePEUUCIICHHBIX
HW)KE TI€YaTHBIX W3JaHUN U (WIM) 3JIEKTPOHHBIX M3JIaHUN B KAaue€CTBE OCHOBHOI'O, IPU 3TOM
CIIUCOK MOXET OBITh JOTIOJIHEH JPYTUMHU U3JIaHUSMU

4.2 TlepevyeHb HEOOXOTUMOIO MPOTPAMMHOI0 00ecreYeHUust

[lpy wW3y4YeHWHM AWCHWIUIMHBI MOXET OBITh HWCIOJB30BAaHO  CIEAYIOIIEe
poTrpaMMHOE 00ECIICUCHNE: KOMILJICKC B3aMMOCBSI3aHHBIX MPOTPAMM, MPeIHA3HAYCHHBIX
i yrnpasieHus pecypcamu [IK w opraHmzanuu B3auMOJEHCTBHSI C ITOJIB30BATEIICM.
[Taker npuaoKeHUM ISl BBIOJHEHUS OCHOBHBIX 3a/lad KOMIIBIOTEPHON 00paboTKH
pasIMYHBIX TUIIOB TOKyMeHTOB LibreOffice 7.6 B cocTaB BXOJAT:

LibreOffice Writer- TekcToBbIi mpoIieccop;

LibreOffice Calc- Tabnuunblii iporieccop;

LibreOffice Impress -cucrema moroToBKM 3JIEKTPOHHBIX TIPE3CHTAIINH;
LibreOffice Base- cucrema ynpaBiieHus 6a3aMu JaHHBIX;

LibreOffice Draw- penaktop BeKTOpHOH IpaduKHu;

LibreOffice Math penaktop dhopmyi;

- mporpamMma Juisi  KoMmiiekcHou 3amuthl [IK, oObemuustomias B cebe
aHTUBUPYC, AHTUILNMOH U QYyHKLHMIO yaaleHHoro aamuHuctpaTopa (Kaspersky endpoint
Security 10);

- MakeT MPOrpaMM JUIsl CO3/IaHUs U TIPOCMOTPA AIICKTPOHHBIX MyOIHMKAIUN B
dopmare PDF (Adobe

Reader);

- MPUKIAAHOE TMPOrpaMMHOE oOOecredeHne JJIsl TMPOCMOTpa BeO-CTpaHUII,
coJiepKaHus BEOJOKYMEHTOB, KOMITBIOTEPHBIX (DAliIOB M X KaTaJOTOB, yIIPaBICHUS BEO-
NPWIOKEHUSIMH, a TakKe JJis perienus apyrux 3anad (Google Chrome);

- MPOrpaMMBbl, TTPEIHA3HAYCHHBIC I apXUBAIlUW, YITAKOBKHA (aiioB MyTeM
CKaTUs XPAaHUMOW B HUX
uHdopmaruu (7zip).

5. NEPEYEHb OCHOBHOH M JONOJHUTEJBHOH YYEBHOH
JIUTEPATYPBI, HEOBXOJIUMOM JJIsI OCBOEHUS TUCHUIIINHBI
5.1 OcHoBHas 1UTEpaTypa

1. bacakoB, M. W., JlokymeHTarmoHHOe oOecrieueHue ympaBiaeHus (C
OCHOBaMH apXuBOBeleHus) | yueOHoe mocooue / M. U. bacakos, JI. JI. Muxaiinosa.
— Mocksa : KuoPyc, 2024. — 216 c. — URL: https://book.ru/book/952778 . —
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ISBN 978-5-406- 12836-7. — TeKcT : 2JIeKTPOHHBIH
2. loponuna, JI. A. JlokyMeHTalIMOHHOE 0OECTIeYeHNEe YIPABICHUS | YICOHUK
M TIPAaKTHKYM ISl CpeHero mpodeccrnonaibHoro oopasosanus / JI. A. Jloponuna, B.

C. UputukoBa. — 2-¢ u3., nepepad. u gon. — Mocksa : MznatensctBo HOpaiit,
2024, — 270 c¢. — (IIpodeccmonanpHoe oOpazoBanme) . — URL:
https://urait.ru/bcode/539338 . — ISBN 978-5-534-16017-8. — Tekct
AIEKTPOHHBIN

3. Kopnees, 1. K. JlokymeHTanmonHoe obOecriedeHne yHpaBieHHUS : Y4eOHUK U
NpakTUKYM Ui cpeaHero mpodeccuoHansHoro obpasosanus / M. K. Kopnees, A. B.

[Tmenko, B. A. MamypueB. — 3-e usa., nepepad. u gon. — Mocksa : M3naTeancTBO
Opaiit, 2024. — 438 c¢. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-
16002-4. — TekcT : smekTpoHHbIN // O0pa3oBarensHas miatdgopma KOpaidt [caiT]. —

URL.: https://urait.ru/bcode/539262

5.2 lonoJiHUTEIbHAA JTUTEPATYpPA

1. A6ynanze, [. I'. JlokymMeHTallMOHHOE OOECTICUCHHE YIPABICHUS TEPCOHATIOM : YYEOHHK U
NPaKTUKyM I cpeaHero npodeccnonanbHoro obpasoBanust / JI. I'. AGynamze, U. b.
Boeimpspkkuna, B. M. MacnoBa. — 3-e u3a., nepepab. u non. — Mocksa : M3garensctBo FOpaiir,
2024. — 374 c. — (IIpodeccuonansuoe odbpasosanue) . — URL: https://urait.ru/bcode/538144 .
— ISBN 978-5-534-16657-6. — TeKCT : 3JI€KTPOHHBIM.

2. KazakeBuu, T. A. JlokyMeHTaIIMOHHOE 00ECTICUCHUE YIIPABICHUS | YICOHUK M TIPAKTHKYM JUTSI
cpennero npodeccuonanbHoro oopasoBanus / T. A. KazakeBuu, A. M. Tkanmuu. — 2-e¢ wu3j.,
ucop. u gon. — Mocksa : UsparensctBo FOpaiit, 2024. — 177 c. — (IlpodeccuonansHoe
obpaszopanue). — URL: https://urait.ru/bcode/538470 . — ISBN 978-5-534-06291-5. — Tekcr :
BIEKTPOHHBIN

3. Kopnees, U. K. JlokymeHTallMOHHOE OOecleueHNE YIPaBICHUS | YUCOHUK U MPAKTHKYM JIsI
cpennero npodeccuonansHoro oopasosanust / U. K. Kopuees, A. B. ITirenko, B. A. Marypiies.
— 3-¢ u3nm., mepepab. m mom. — MockBa : MzmarenmsctBo IOpaiit, 2024. — 438 c. —
(ITpodeccuonansHoe obpazoBanme). — URL: https://urait.ru/bcode/539262 . — ISBN 978-5-
534-16002-4. — TeKcT : 2IeKTPOHHBIN

5.3. llepuoauyeckue u3IaHus

1. Kanposuk.- URL: http://elibrary.ru/title_about.asp?id=11983

2. Haponanoe oopazosanue. — URL: http://dlib.eastview.com/browse/publication/18887

3. JupexTop UH(POPMAIIMOHHOM CITy’OBI.- URL:
http://dlib.eastview.com/browse/publication/64070
4
5

Muummatusel XX| Beka.- URL: http://elibrary.ru/title about.asp?id=28134
VYnpasienue uenoBeueckum morenimanom.- URL: http://grebennikon.ru/journal-26.html

5.4. Tlepeuenb pecypcoB MHGOPMALMOHHO-KOMMYHUKANMOHHOW ceTn «HTepHeTY,
HEO0XOAUMBIX /IJISl 0CBOEHMS TUCHUNINHBI

1. OBbC «Yuuepcuterckas 6ubdmmoreka ONLINE»: caiit. — URL: http://biblioclub.ru
2. OBC UsparensctBa «Jlaub»: caiit. — URL: http://e.lanbook.com
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BBC «tOpaiit»: caiir. — URL: https://urait.ru

3BbC «BOOK.ruy: caiit. — URL: https://www.book.ru

9BC «ZNANIUM.COMp»: caiit. — URL: https://www.znanium.com

6. Basel nanusix kommanuu «Ver Beroy: caiit . — URL: http://dlib.eastview.com

7. Hay4nas snekTponHas oubauoreka «eLibrary.ru»: caiit. — URL: http://elibrary.ru/

8.b/1 3akononmatenscTBO Poccuiickoit deneparuu : cait. - URL: http://ru.spinform.ru/

9. Koncynprantllotoc : HeKoMMepUeCKHe MHTEPHET-BEPCUU CIIPABOYHOM MPAaBOBOW CHUCTEMBI :
caiit : [pecypc cBoboaHoro gocrynal . — URL: http://www.consultant.ru/online/

10. 'apant.Py: nadopmanmonHo-npaBoBoii noprai. - URL: http://www.garant.ru/

oA w

6. METOAUYECKHUE YKA3AHUA JJIS1 OBYYAIOLIUXCA
1O OCBOEHHMIO JNCHUIIJIMHBbI

JucnumunHa «JlokyMeHTanlMoHHOe oOecleyeHre YIpaBleHUs» HalejeHa Ha
dopMupoBanue Npo(ecCHOHANbHBIX KOMIIETEHIMH, TaKUX KaK OCYILECTBIECHUE
po¢eCCHOHAIIBHOTO TOJIKOBAaHUSI HOPMATUBHBIX MPABOBBIX aKTOB JJISl pealn3aliy IpaB
rpaxziaH B cdepe MEeHCHOHHOIO O0eCHeueHUs U COLUATbHOW 3alUThI; OCYLIECTBICHHUE
npreMa IpaxaaH I0 BONPOCAM IEHCHOHHOTO OOeCHeueHHUs U COIMAJbHOW 3allluThl;
paccMOTpeHHe MaKeTa JOKYMEHTOB JUIsl Ha3HaueHUs NEeHCHUH, MocoOui, KOMIIeHCAIuii,
JIPYTUX BBIIUIAT, 4 TAKKE MEP COLMAIBHON MOINEPKKN OTACIIBHBIM KaTErOPHM TPaXKIaH,
HYXJAIOIUMCSI B COILMAJIbHOM 3aIllWTe; OCYLIECTBICHHE YCTAaHOBJIEHUS (HAa3HaueHUS,
nepepacyera, nepeBojia), MHAECKCAllMl U KOPPEKTUPOBKU MEHCHI, Ha3HAYEHUS OCOOUH,
KOMITCHCaln " IpPYrux COLIMAIIBHBIX BBIIUIAT, VICITIOJIB3YS
UH(POPMAIIMOHHOKOMITBIOTEPHbIE ~ TEXHOJOTMM;  KOHCYJIbTHPOBaHHE  TIPaXAaH U
IpelCTaBUTENeH IOPUAMYECKUX JUI O BOMpOCaM II€HCHOHHOIO oO0OecrneueHus Hu
COLIMAJIbHOM 3aLUTHI.

OOyueHne CTYyIEHTOB OCYIIECTBISICTCS MO TPATUIMOHHOW TEXHOJOTUHU (JIEKIHH,
NPAKTUKN) C BKIIOYEHUEM UHHOBALIMOHHBIX AJIEMEHTOB.

C TOukHM 3peHMS HUCIONB3YEMBIX METOJAOB JIEKLIUHU MOAPA3AEIAIOTCS CIEAYIOLIUM
oOpazom: MH(POPMAIIIOHHO-00BCHUTEIbHAS JIEKLIMS, IIOBECTBOBATEIIbHAS,
nekuusioecena, mpooeMHas JSKIUs U T. 1.

YcTHOE U310KeHne yueOHOro MaTepuaa Ha JIEKIIMU JJOJDKHO KOHCTIEKTHPOBATHCSL.
Cnymars JEeKIUI0 HY)KHO YMETh — MOJAJIEPKUBATh CBOE BHUMAHUE, IOHATh U 3alIOMHUTH
YCIBIIIAHHOE, YJIOBUTH May3bl. B mporecce n310KeHNs IpenoiaBaTesieM JIEKIUU CTYIEHT
JIOJIKEH BBISICHUTH BCE HETIOHATHBIE BONPOCHI. 3alMCBIBATH COACPKAHUE JIEKIIUU HYKHO
00s3aTeNIbHO — 3aMMCH [TOMOTaI0T MOAAEPKUBATh BHUMAHKE, CIIOCOOCTBYIOT TIOHUMAHUIO
Y 3alIOMHHAHHUIO YCIBIIIAHHOIO, NPUBOJMUT 3HAHUE B CHUCTEMY, CIIY)KaT ONOPOM s
nepexoza kK 0osee riIyooKoOMy CaMOCTOSITETbHOMY H3yYSHHIO TTPEIMETA.

Meroandeckre peKOMEHJAMH 10 KOHCTIEKTUPOBAHMIO JICKIIAN:

- 3aMMuch JIOJKHA OBITh CHUCTEMHOM, MPEACTaBIATh COOOM COKpPAIEHHBIH
BapHaHT JieKUMu mpernogasatens. HeoOxonumo ciymath, 00AyMbIBaTh M 3alMCHIBATH
OJIHOBPEMEHHO;

— 3amuch BeNETCS OYeHb OBICTPO, YETKO, MO BO3MOXKHOCTH KOPOTKUMHU
BBIPAKECHUSIMY;

- HE IIpeKpaumas CiylaTh IIPEenojaBaTels, HYXKHO 3alllChIBaThb TO, 4YTO
HEeoOXoauMO ycBoMThb. Henb3s 3amMcbiBaTh cpa3y K€ BBICKa3aHHYIO  MBICIb
[IPENONABATENs, CIEAYET €€ MOHATh U IOCJIEe HTOr0 KPAaTKO 3alucaTb CBOMMHU CJIOBaMU
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WIHM CJIOBaMU TpenojaBatens. BaxHo, yToObl B Hel He ObLI MOTEPSH OCHOBHOM CMBICI
CKa3aHHOTO0;

—MMEHa, AaThl, Ha3BaHUSs, BEIBOJIbI, ONPEIEIICHHS 3aUCHIBAIOTCS TOYHO;

—cleAyeT oOpaTuTh BHHMaHHE Ha o(opMieHHe 3amucu Jekuuu. s xaxaoro
npenMera 3aBoauTcs oOmias Terpaab. OTJIMYHBIM OT OCTAJbHOTO I[BETA CIIEAYET
BBIICTISATh  OT/ENIbHBIE MBICIM W 3aroJIOBKH, COKpalllaTh OTAENbHBIE CIIOBA U
NPEIJIOKEHUS, HWCIIONh30BaTh YCIOBHBIE 3HAKH, OYKBBI JIATHHCKOTO W T'PEUYECKOro
an(aBUTOB, a TAaKXKe HEKOTOPBIE MPUEMBI CTEHOTPAUUECKOTO COKPAIIEHUS CIIOB.

[IpakTdeckue 3aHATUS N0 JUCHUIUIMHE «JlOKyMeHTallMoOHHOE o0ecredyeHue
YIPABIICHUSD» TIPOBOISTCS B OCHOBHOM II0 CXEME:

-YCTHBIA OINPOC TIO TEOPHH B Hadaie 3aHATHS (OOCYXKICHHE TEOPETUUECKUX
pOOJIEMHBIX BOIPOCOB IO TEME);

-paboTa B rpyIIax 1o pa3penicHuio pa3InIHbIX CUTYAIHA TT0 TEME 3aHTHS,

-pelieHne MpaKTUIECKUX 3a71a4 UHANBUTYaTbHO;

-TI0JIBEJICHUE UTOTOB 3aHATHUS (MU pedIieKCHs);

-MHIMBUIYQJIbHBIC 3aJlaHUs JJIS MOATOTOBKHM K CICAYIOIIMM HPAKTHICCKUM
3aHSATHUSIM.

[lenb MpaKkTUYECKOTO 3aHSATHUS - HAYYUTh CTYACHTOB MPUMEHSITh TEOPETUUYECKUE
3HAHWS PU PEIICHUU MPAKTHYCCKUX 33/1a4 HAa OCHOBE PeabHBIX JTAHHBIX.

Ha mpaktuueckux 3aHATHSIX MPE00IIalatoT CICAYIOMINE METOIBI: -

BepOaIbHbIC (MTPe0bIIaIal0IINM METOIOM TOJKHO OBITh OOBSICHEHHE); -

MpakTU4YecKue (MMCbMEHHbBIE 3/JaHuUs, TPYIIOBLIE 3aJaHus U T. 11.).

BakHBIM JI71s1 CTYZICHTA SIBIISICTCSI YMEHUE PAIMOHATIBHO MOA0UPaTh HEOOXOAUMYIO
yueOHyto urepatypy. OCHOBHBIMH JTUTEPATYPHBIMUA UCTOUHUKAMH SIBJISTFOTCSI:

— Ooubnmoreunsie Gpoubl punuana Kyol'V;

— 3JIEKTpOHHasi OuOIMoTeyHast cucreMa «YHHMBEpCUTETCKas OubinoTeka OH-

JalH»; — SNIEKTpOHHas OubnnoreuHas cuctema MznarenbctBa «JIaHby.

[Touck kHHT B OMOIMOTEKE HEOOXOAMMO HAYHWHATH C HM3YYCHHS IPEIMETHOTO
Karajora W CO3JaHUsl CIHCKAa KHUT, TOCOOWH, METOJMYECKHX MaTCPUAJIOB IO TEME
U3YUYCHUSI.

[TpocMOTp KHUTH HAUMHAETCS C TUTYIBHOTO JIMCTA, CIEIYIOIIETO TOoCe 00I0KKY.
Ha ©HEéM OOBIYHO TOMEMIAIOTCS BCE OCHOBHBIC JaHHBIC, XapaKTECPU3YIONINEC KHHTY:
Ha3BaHWE, aBTOP, BBIXOJHBIC JIaHHBIC, JlaHHBIC O Tepew3dganuu U T.1. Ha obOopore
TUTYJILHOTO JHCTa NaéTCd aHHOTAIUs, B KOTOPOW YKa3blBaeTCs TEeMaTHKa BOMPOCOB,
OCBCIICHHBIX B KHUTE, ONPEIESISICTCS KpYr 4uTaTeliel, Ha KOTOpBI OHA pacCUMTaHa.
Bonpiioe 3HaueHHe WMeEET MPEAUCIOBUE KHUTH, KOTOPOE 3HAKOMHUT 4YHUTATeNs C
JUYHOCTBIO aBTOPA, UCTOPUEH CO3TaHUSI KHUTH, PACKPBIBACT COICPKAHUE.

[IpounTtaB mpeAUCIOBUE U TOJYYHB OOIEe MPEACTaBICHHWE O KHUTE, CIEAyeT
00paTuThes K ornapiaeHuto. OTiaBlIeHne KHUTH 3HAKOMHUT 00y4aeMOTo ¢ COJEpKaHUEM U
JIOTUYECKOW CTPYKTYpPOUH KHUTH, TIO3BOJISIET BHIOPATh HYKHBIA MaTepUa JJIS U3YUCHHS.
‘o W3maHus KHUTH TO3BOJISET CYAMTh O HOBU3HE Marepuajia. B KHUTE MOTYT OBITh
NpUMeUYaHus, KOTOPBIE COJAEpXKAT pa3IUYHbIC JIOMOJIHUTENbHBIC CBeAeHus. OHH
MEYaTAOTCSI BHE OCHOBHOTO TEKCTA W PA3bIACHSIOT OTIEIbHBIC BONPOCHL. [IpeMeTHbIC 1
andaBUTHBIC YyKa3aTelud 3HAYHMTENIBHO OO0JIETYal0T TMOBTOPEHHE H3JI0KEHHOTO B KHUTE
Marepuaia. B KOHIIE KHUTH MOYKET pacrojiaratbCsi BCoOMoraTenbHbld MaTepuai. K Hemy
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OOBIYHO OTHOCSITCSI UHCTPYKLUH, IPUIIOKEHUS, CXEMbI, CHTYallUOHHBIE 331a4H, BOIIPOCHI
JUIS. CAMOKOHTPOJIS U T.JI.

Jlnst mydiiero npeicTaBieHMs] W 3allOMUHAHUS MaTepuaia 1enecooOpa3Ho BECTU
3aMHUCH U KOHCIEKTHI Pa3JINYHOTO COAEPKaHUs, a HMEHHO:

— IIOMETKH, 3aMEYaHus, BbIJEJICHHE TJIaBHOTO;

— TUTaH, TE3UCHI, BBITUCKH, [IUTATHI;

— KOHCIIEKT, paboyas 3anuchk, pedepat, 10K1a1, JeKIus U T.1.

Yurarh y4eOHUK HEOOXOIMMO BIYyMYMBO, BHHUMATEJbHO, HE IpPOIyCKas TEKCTa,
CTapasich MOHATH KaXIYI0 (hpa3y, OMHOBPEMEHHO pa3Oupas NpUMEphl, CXEMbl, TaOJINIbI,
PUCYHKH, IPUBEAEHHbIE B YUEOHUKE.

OmHuM U3 BaXHEWIIHUX CPEACTB, CHOCOOCTBYIOIIMX 3aKPEIUICHUIO 3HAHUM,
ABIIAETCA KpaTKas 3aluch HIPOYUTAHHOIO MaTepuajga — COCTABJICHHE KOHCIEKTA.
KoHcneKT — 3TO KpaTkoe CBS3HOE U3JIO0XKEHHE COACP)KAHUSA TEeMBbl, y4eOHMKA WM €ro
yacTH, 0e3 moApoOHOCTe U BTOpocTeneHHbIX jeTtaned. [lo cBoell cTpykType Hu
HOCJIeI0BATEIbHOCTU KOHCIIEKT JOJDKEH COOTBETCTBOBATh IIaHy ydeOHuka. [losTomy
Ba)XHO CHayajla COCTABUTH IUIAaH, a MOTOM MHCAaTh KOHCIEKT B BHJI€ OTBETA Ha BOIPOCHI
wiaHa. Ecnu ydyeOHUK pas3fenéH Ha HeOoNbIlIMe O3arjiaBiCHHbIE YacTH, TO 3arojOBKU
MO’KHO pacCMaTpUBaTh KakK IIYHKTHI IJIaHA, @ U3 TEKCTa KaXJI0H 4acTu cielyeT 3anucaTh
T€ MBICIIU, KOTOPbIE€ PACKPBIBAIOT CMBIC 3ar0JI0BKa.

TpeboBaHus K KOHCIIEKTY:

— KpaTKOCTh, CXKATOCTh, 11€7I€CO00Pa3HOCTh KayKJ0r0 3alMChIBAEMOI0O CJIOBA;

- COZIePKATEIbHOCTh 3aInucu- 3aIlMChIBaeMble MBICIIH cienyer
dbopmynupoBaTh KpaTko, HO 6e3 ymiepOa s cMmbicia. O0bEM KOHCIEKTa, KaK MPaBUIIo,
MEHBIIIE N3y4aeMoro Tekcra B 7-15 pas;

—KOHCIIEKT MOKET OBbITh KaK HPOCTBIM, TaK U CIOXHBIM IO CTPYKType — 3TO
3aBHCHUT OT COAEP/KAHUS KHUTHY U LIEJIN €€ N3YUCHHUSL.

MeTtonnyeckue peKOMeHJaIUH M0 KOHCTIEKTUPOBAHUIO:

— IPEXJE YEM HayaTb COCTAaBJIATh KOHCIEKT, HYXHO O3HaKOMHUTBLCSA C
KHUTOM, TPOUYUTaTh €€ CHavana 10 KOHIA, MOHSATh IPOYUTAHHOE;

- Ha 00JIOKKE TeTpaau 3alKiChIBAIOTCS Ha3BaHUE KOHCIEKTHUPYEMOW KHHUIU U
UMs aBTOpA, COCTABIIAECTCA IJ1aH KOHCIIEKTUPYEMOT'O TECTA;

— 3aIllMCH JIy4llle JeNaTh MPH MPOYTEHUH HE OJHOTO-ABYX a03aleB, a LEeI0ro
naparpadga Wi IJ1aBbl;

- KOHCIIEKTUPOBAHUE BENETCS HE C LEIbI0 UMETh ONPENCIEHHBINA 3aMUCH, a
JUist 60Jiee MOJIHOTO OBJAJACHMS COJIEP)KAHMEM H3Y4aeMOIro TEKCTa, MO3TOMY B 3aIUCAX
OTMEYaeTcss M BBIJENSIETCS BCE TO HOBOE, MHTEPECHOE U HY)KHOE, YTO OCOOEHHO
MPUBJICKIIO BHUMAHUE;

— 1ocjie TOT0, KaK ClIelaHa 3alluch CoAepKaHus naparpada, TaaBbl, CleayeT
nepeunuTaTh e€, 3aTeM CHOBa oOpaliathbcsi K TEKCTY W MPOBEPUTH ceOsl, MPaBUIbHO JIH
U3JI0’KEHO COJEpIKaHuE.

TexHrKa KOHCIIEKTUPOBAHMS:

- KOHCHEKTUPYSI KHUTY O0JbIIOT0 00bEMa, 3aKCh CIEAYET BECTH B 0011IeH
TeTpau;

- Ha KaXKJI0M CTpaHUIE ClieBa OCTaBISAIOT MOJig MHpUHON 25-30 MM ans
3alUCH KOPOTKHX MO/13ar0JIOBKOB, KPaTKUX 3aMEYaHUM, BOIPOCOB;

— KaXkJasi CTaHUIa TeTPaau HyMepyeTcs;
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- JUI TIOBBIIIEHWS YMTA€MOCTU 3alMCH OCTAaBJSIIOT HHTEPBAIbl MEXAY
CTpOKaMH, ad3aliaMH, HOBYIO MBICIIb HAUMHAIOT C «KPACHOI» CTPOKHU;

— IPU KOHCIIEKTHUPOBAHUU IIMPOKO HCIONB3YIOT Pa3IMYHbIE COKpAIEHUS U
YCIIOBHBIE 3HAaKM, HO HE B yIiepO CMbICIy 3alUCaHHOro.PexoMeHayercss mpUMEHSTh
oOieynoTpeOuTeNbHbIE COKpALIEHUs,, Hampumep: M.0. — MOXET ObITh; TIoC. —
rOCYAApCTBEHHBIN; 1.0. — JOJHKHO OBITh U T.JI.

= HE ClleAyeT COKpallaTb HMEHa M Ha3BaHHUSA, KpOME OYEHb YacTo
HOBTOPSIOIINXCS;

- B KOHCIIEKTE HE JOJDKHO OBITh MEXaHMUYECKOTO MEPENrChIBaHUs TEKCTa 03
IPOJYMBIBaHUS €r0 COAECPKAHUSI U CMBICIIOBOT'O aHAJIM3A.

JUis HanmcaHus pedepata HEoOXOAMMO BBIOpaTh TEMY, COINIACOBATH €€ C
npernojaBaTesieM, MoJo0paTh HECKOJIbKO HCTOYHHMKOB IO TEME, BBINOJHUTH aHaJIu3
UCTOYHHUKOB IO PEIIEHUI0 MpoOIeMbl, 0OOCHOBATH CBOIO TOYKY 3pEHHS Ha pELICHHE
pOOJIEMBI.

7. OEHOYHBIE CPEACTBA JJIsA KOHTPOJISA YCIIEBAEMOCTH

7.1 IlacnopT (poHIA OLIEHOYHBIX CPEICTB

Ne KonTtponupyemsble TeMBbl Koz konTponpyemoii komneTenumn HaumenoBanue
1/ UCIIATUTHHEI (i ee wactn) OIICHOYHOT'O CPE/ICTBA
JlokyMeHTallHOHHOE 00ecreyeHue OK1,0K2,0K3,0K4;0K5
1 yHpaBJIeHHUs: OHSITHE, OK 9; IIK 1.3; Pedepar, Tect
cojep:KaHHe U ATANBI Pa3BUTHUS
5 Od¢opmiaenne OPJ] OK1,0K?2,0K3,0K4; OK5; OK 9; Pedepar, npakTuyeckas
' MK 1.3; pa6oTa, TecT
3 JJoxyMeHT0060poT OK1,0K2,0K 3, 0K 4; OK 5; OK 9; Pedepar, npaktuueckas
) TIK 1.3; pabota, Tect
4 X OK1,0K2,0K3,0K4; OK5; OK9; Pedepar, npakTraeckas
. paHeHHEe TOKYMEHTOB K 1.3: pabota, Tect
OcobeHnocTu padoThI ¢ OK 1, 0K 2,0K 3,
5 0o0panIeHuSIMH TPAKIAH H OK 4; OK 5; OK 9; [IpakTudeckas pabdoTa,
’ KOH(QUAEHIINAIbHBIMHA TIK 1.3; TECT
AOKyMeHTAMH
7.2 Kputepum oueHKH 3HAHUW
PesyabTarsl 00yyenus | Kpurtepuu oueHku Mertoabl o11eHKH

HepequL 3HaHHI>i, OCBAUBACMBIX B paMKax JUCHUIIINHBI
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Tepmunonoruss B obmactu | - odopmicHHE JOKYMEHTOB M pEIICHHE | -  OKCIEPTHOE  HaONIOJCHHE
JTOKYMCHTAIITMOHHOT'O NPAKTAYECKUX CI/ITyaHI/Iﬁ C HOpPMAaTUBHBIM BBITNTIOJITHCHUS TIPAKTUICCKUX
obecrieueHus1 yrpaBJIeHUs; NPaBOBBIM 0GOCHOBAHHEM; 3a/1aHuH,
HopmatuBHbIC ~ JOKYMEHTBL, | = oo oo e pASIMUHEIX WCTOUHMKoR, | - CUCHKA IO HIOTaM YCTHOro
PeTTIaMEHTHPYIOIHE BKTIOUAs  SIEKTPOHHEIC — pecypcsl, Mepgua | OHPOCd CTYACHTOB,
COCTaBJICHUE U O(pOpMIICHHE pecypebr, MHTEpHET-pecypehi, MepHOIIEcKTe | HAOMIOCHUE [0  HTOraM
AOKYMCHTALMN N HOPANAOK €€ | ponapyg 10 CHENMANbHOCTH JUIsl  perueHus | oo MpOBaHMi,
00paboTkw; NPO(eCCHOHATBHBIX 33124 - OIIeHKa B npouecce
Ilpaunma  cocTaBieHus M | _ JIEMOHCTpAalUsi  OTBETCTBEHHOCTH  3a | IPOBCACHWA  HPOMEXYTOUHONU
opopmrerus TIPUHSATHIE pelleHus, 060CHOBAHHOCTE | o o0 o
OPTaHH3aIMOHHO caMoaHalmM3a W  KOPPEeKUMs  pe3yJbTaToB
pactopsIUTENILHBIX .
COOCTBEHHOH paboTHI;
JOKYMEHTOB, BXOJSIIMX B
VHHbHIPOBAHIYIO CHCTEMY | UCIIONIb30BAaHUE  3aKOHOJATENbHBIX U
OpraHH3aIHOHHO- HOPMATHUBHO-TIPABOBBIX aKTOB npu
PACTIOPSINTETBHBIX TUIAHUPOBAHHUU MpeIPHUHIMATEIBCKOM
JOKyMEHTOB, JeATebHOCTH B podeccHoHaNbHOH chepe;
YHUQUIMPOBAHHYIO CUCTEMY | -  JIEMOHCTpalus  3HaHMi B 0objacTu
(bMHAHCOBOM rPaMOTHOCTH;
- KOHCTPYKTMBHOCTb  B3aHUMOJCHCTBHA  C
TePBHTHOM YHETHOH | oGyyajomuMucs, MPENONABATESAMA B XOZLE
AOKyMCHTAIMM B HACTH | oGvyepps, pyKOBOXMTENSAMH  Yy4eOHOH H
HOKnyeHTaHHH o yuaery MIPOMU3BOJICTBEHHO# MPAKTHK.
Tl'l[)gs::’xox npoBeeHHs -co0III0/IeHHe HOPM MPOPECCHOHATBHON ITHUKH;
SKCTICPTH3HI nenocry |~ MOCTPOCHHE npodeccHoHaNBLHOTr0 O0IIEHHUS C
JOKYMEHTOB ¥ moxroToskn | YITOM counaano-npO(beCCHOHanLHorou
JIeN K apXHBHOMY XpaHeHuio, | CTATYCa, CHTyaluH o01ieHus, 0c06eHHOCTe1:1
Texuonoruss  oprammsampu | TPYIITBL W HHIHBHITyaIbHEIX 0COOeHHOCTEH
JIOKYMEHT0060pOTa p | YHaCTHHKOB KOMMYHHKaLHK; 5
OpraHH3aLuAX - PaMOTHOCTh YCTHOW M MMCBMEHHOM peuw;
(Y9peKICHNSX). - opopmIleHHE TOKYMEHTOB B COOTBETCTBUH C
T'OCTowm;
- SICHOCTh (DOPMYJIMPOBAHUS U H3JIOKCHUS
MBICJICH;
- MpPOsIBICHHE TOJIEPAHTHOCTH B TPOILECCe
OOIICHHS;
- coOiofieHue HOPM TIOBEJEHHS BO BpEMsI
yUeOHBIX 3aHATHIA,
- coburo/IeHIe CTaH/IapTOB
AHTUKOPPYIIIMOHHOTO MTOBE/ICHUS;
- cobmromaer HOPMBI 9KOJIOTUYECKOM
0e30MacHOCTH;
- onpernesnsier HaIpaBJICHUs]
pecypcocbepexenus B pamkax
npoQeCcCHOHATBHOM JeSITeIbHOCTH 1o
CIIEIUATBHOCTH;
- 3} dexkTHBHOCTh WCIIONB30BAHUS  CPEICTB
(U3MYECKOH KyIbTYpHl ISl COXpaHEHUs H
YKpETIIIeHUs! 3/I0POBBSI B npouecce
npodecCHOHAIBHOM JIESITETBHOCTH "
TIOJ|JIep KaHHS HE0OX0ANMOro YPOBHS
(u3MYECKOI NOATOTOBIEHHOCTH;
- 3¢ (HEeKTUBHOCTH HCTIOJIb30BAHUS B
npoeccHOHANBHOM JeATEeTbHOCTH
HEOOXOANMOH JIOKYMEHTAILlMH, B TOM YHCIIC HA
HWHOCTPAHHOM SI3BIKE
IepedeHb yMeHMIA, OCBAWMBACMBIX B PAMKaX JTUCIUTLTAHEI
- DKCHepTHOe  HabJroJeHue
Ilpumenst, Ha npaktuke | - OGOpMIEHHE JOKYMEHTOB M  PEIICHHE | BBINOJIHEHHA NPAKTHYECKUX
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rOCYIapCTBCHHBIC MPAaKTUYCCKUX CHUTyallMd C HOPMATUBHBIM | 3aaHHiA,
CTaH[apTel, APYTHUE | 1paBoBBIM 0OOCHOBAHHEM; - OIIGHKa TI0 HWTOraM YCTHOTO
HOPMAaTHBHO-METOTUUCCKHC
JOKYMEHT! - WCHOJIB30BaHWE PA3IUYHBIX HMCTOYHUKOB, | OMpOCA CTYICHTOB,
9

BKJIIOYasl  DJIEKTPOHHBIC ecypchl, Menaua | -
peraMeHTHpYOLIHE " P peCypcChI, L HaOJIIONEHHE 10  UTOraM
OPTAHIAIAIO pecypepl, MHTepHET-PeCyPChl, MEPHOMMHECKHE | recrypopanms,

M3JaHUsS [0 CIELHAIbHOCTH Ui PEIICHUs J— s pomecce
JOKYMCHTAIIHOHHOTO pohecCHOHANBHBIX 3a1a4 mpoBexCcRWA 0Me>1<p tHoit
obecriedyeHns ynpaBIcHUs; - JIeMOHCTpaIMs  OTBETCTBEHHOCTH 32 p p yT
CocTaBisiTh W  TPaBUIBHO aTTeCTalyH.

MPUHSATHIC peleHus, 000CHOBaHHOCTh
0OPMIIATH OCHOBHBIE BHJIBI

CaMOaHaA114d3a U vnpppvnua pp'zynt_"rq"rnn

KoHTponms W oOIleHKa pe3yabTaTOB OCBOCHHUS UCIUIUIMHBI OCYIIECTBISETCS
IPEeIoIaBaTeNIeM B MPOIIECCE MPOBEICHUS MPAKTHUECKUX 3aHITHHN, Ta0OpaTOPHBIX padoT,
TECTHUPOBAHMSA, a  TaKKe  BBIIOJHEHHMS  OOYYAIOIIMMUCS  HMHIWBUIYaTbHBIX
CaMOCTOSITEIbHBIX 3a1aHUM.

Pedepar. [IpoaykT camocTOSITENbHOM pabOThl CTYACHTA, MPEICTABIISIONINI
co0Oi KpaTKoe W3J0KEHHEe B THCHBbMEHHOM BHUJE TONYYCHHBIX pE3yJbTaTOB
TEOPETHUYECKOTO aHalih3a OMpe/eseHHON HaydyHOoU (y4eOHO-HCCIeq0BATEIbCKONW) TEMBI,
I7le aBTOp PAcKpbIBae€T CyTh HCCIEAyeMOW NpoOjIeMbl, MPUBOAUT pPA3IUYHbIC TOUYKU
3peHHs, a Takke COOCTBEHHBIC B3TJIsAbI Ha Hee.PedepaT oneHMBaeTcCs Mo KOJUYECTBY
00pabOTaHHBIX HCTOYHHMKOB, TIIyOMHE aHanmu3a NpoOJeMbl, KadecTBe OOOCHOBAaHUS
aBTOPCKOW MO3UIINHU, TTTyOMHE PACKPBITHS TEMBI.

Tect. Cucrema CTaHJAPTU3UPOBAHHBIX 3aJaHuH, TIO3BOJISIOIIIAS
aBTOMATH3UPOBATh MPOLEAYPY M3MEPEHHUS YPOBHS 3HAHMA M YMEHHUI 00y4aromierocs.
TecT oneHuBaeTcs MO0 KOJMYECTBY MTPaBUIIbHBIX OTBETOB (HE MeHee 50%).

Kpurtepuu onieHKH 3HAHUH CTYICHTOB B L[€JIOM 110 JUCIHUILIHHE!
«OTJMYHO» - BBICTaBIAETCA  CTYINEHTY, IIOKa3aBLIEMY BCECTOPOHHHE,
CHCTEMaTU3MPOBaHHbIC, TTyOOKHE 3HaHUS y4eOHOI MpOorpaMMbl JUCIHUILIUHBI U YMEHHE
YBEPEHHO MPUMEHATh MX Ha MPAKTHKE MPH PEIIeHWH KOHKPETHBIX 3ajad, CBOOOJHOE U
NpaBUIIbHOE 00OCHOBaHME MPUHATHIX PELICHUIA;
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«XOPOLIO» - BBICTABIISIETCS CTYACHTY, €CJIM OH TBEPJO 3HAET MaTepuas, IpaMOTHO
U 10 CYILIECTBY U3JIaraeT €ro, yMeeT NPUMEHSAThH MOJYyYEHHbIE 3HAHUS HA MPaKTUKE, HO
JIOIyCKaeT B OTBETE MJIM B  PEHIEHMM 3a7ad  HEKOTOpPblE  HETOYHOCTH;
«YJAOBJIETBOPUTEJIBHO» - BBICTABISIETCS CTYICHTY, MOKa3aBlleMy (parMeHTapHbIH,
pa3pO3HEHHBIA XapaKTep 3HAHUM, HEJOCTATOYHO MPaBUIIbHBIE (POPMYTUPOBKH 0a30BBIX
MOHATUN, HAPYUIEHUS JIOTUYECKOM MOCIEA0BATEIBHOCTH B H3JI0KEHUHU IPOTPaMMHOIO
MaTepuaia, HO MpH 3TOM OH BIJIaJIe€T OCHOBHBIMHU pa3jieliaMu y4eOHOH MHpOorpaMMbl,
HEOOXOMMBIMH JIJIsl JAJIbHEUIIErO0 OOY4YEeHUS U MOKET NMPUMEHSATh MOJIyYeHHbIE 3HAHUS
1o oOpa3ily B CTaHAAPTHOM CUTYyaIluu;

«HEYI0BJIETBOPUTEJBbHO» - BBICTABISETCS CTYJIEHTY, KOTOPbIH HE 3HaeT
Oo0JIbILIEN YaCTH OCHOBHOT'O COJAEpkaHUS y4EOHON MpOrpaMMbl IUCLUILIMHBI, JOITYCKAET
rpyobie omuOKM B (POPMYTUPOBKAX OCHOBHBIX MOHSITHN IHUCHUUIUIMHBI U HE yMEeT
MCII0JIb30BAThH MOJIYYEHHbIEC 3HAHUS IIPU PELLIEHUU TUIOBBIX MPAKTUYECKUX 3a]ad.

7.3 OHeHO‘IHble Cpeacrea 1Jid NNpoBEACHUSA Telcymeifl arTrecranmuu

Texkyuuii KOHTPOJIb MOXKET MPOBOIUTHCS B (hopMme:
-(ppoHTANBHBII Ompoc

-MHAUBUAYaJIbHBIN YCTHBIN OIIPOC

-IIMCbMEHHBINA KOHTPOJIb

-TeCTUPOBAHHUE 110 TEOPETHUECKOMY MaTepHany
-IIpaKTHYECKas paboTa

-3amuTa pedepara, scce

-3aIlI1Ta BBIMOJHEHHOT'O 3a/1aHUs,

-pa3zpaboTka npobieMsl Kypca (T0KIa).

®opma Biagenus JInuHbIE KauecTBa Tpuvepet
ATTeCTAIIH 3HaHus Ymenus (HaBbIcH) crysenTa OIICHOYHBIX
CpEICTB
YcrHbIi KonTtponp 3nHanuit | OreHka ymMeHHs Onenka HaBbIKOB | OreHka KonTponbHb
(MMChPMEHHBIN) | TIO OTIPENENICHHBIM | pa3iidarh paboTHI ¢ CIIOCOOHOCTH € BOIIPOCHI 110
onpoc 1o pobemam KOHKpPETHbBIE JUTEPATYpHBIMU | ONEPATHUBHO U TeMam
TeMaM IIOHATUSA HUCTOYHUKAMU Ka4yeCTBEHHO [PUJIArarTCs
OTBeYaTh Ha
MOCTaBJICHHBIE
BOIPOCHI
Pedepars KonTtpons 3nHanuit | OreHka yMeHHs Onenka HaBbIKOB | OreHka Tembl
10 OIPENENECHHbIM | pa3inyaTh paboTHI ¢ CIOCOOHOCTH K pedeparon
pobemam KOHKpPETHbBIE JUTEPATYpHBIMU | CAMOCTOSITEJIbHOM | IpuiiararoTcs
TIOHSATHS WUCTOYHUKAMHU pabore v aHanu3y
JIUTEPATYPHBIX
HMCTOYHHUKOB
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IIpaktuueckue | KoHTpoas 3HaHUS Onenka ymeHus Onenka HaBbIKOB | Onenka Temsl pabot
paboThI TEOPETHUECKUX paboTaTh ¢ paboThI ¢ CIIOCOOHOCTH TIPAJIATaroTCSI
OCHOB COBPEMEHHOMN BBIYHCIIUTENILHOW | ONEPaTUBHO U
nHdopMaTuku u KOMIBIOTEPHOU TEXHUKOH, KauecTBEHHO
WH(OPMAIMOHHBIX | TEXHUKOH, TIPUKJIATHEIMU peuiathb
TEXHOJIOTUH, HCIIONB30BAaTh MPOTPaMMHBIMH | TIOCTABJICHHbIC Ha
BO3MOXKHOCTEH H BO3MOXXHOCTH CpencTBaMHU MIPAaKTHIECKHUX
TIPUHIUIIOB BBIYHCIIUTEIILHON paborax 3aga4u u
HCTIOB30BaHMS TEXHHUKH U apryMeHTHPOBATh
COBPEMEHHON MPOrPaMMHOTO pe3ynbTaThl
KOMIBIOTEPHON obecrieueHust
TEXHUKH. NP peLICHUH
MPaKTHYECKUX
3a/1a4.
TecrupoBanme | Kontpons 3Hanmit | OmneHKa yMEHHS Orenka HaBBIKOB | OreHKa Bomnpocsr
IO ONpEJeIeHHbIM | Pa3InyaTh JIOTUYECKOTO CIIOCOOHOCTH NpHJIararoTes
npobieMam KOHKPETHBIE aHaIM3a 1 OIIEpPaTHBHO U
TIOHSITHS CHHTE3a NpU Ka4eCTBCHHO
COIIOCTaBJICHUH OTBeuaTh Ha
KOHKPETHBIX IIOCTABJICHHBIC
HIOHATUI BOIIPOCHI

HpI/IMepHLIe TECTOBBIC 3aJaHUA TJIA TeRleleﬁ aTreCralum:

1. HomeHKJIaTypa J1eJI COCTABJISETCS B KOJINYECTBE ... IK3EMILISIPOB:

1) 2
2) 3
3) 4
4) 5

2. PadoTHHKH, OCylIeCTBISIOIINE NMpPeIBAPUTEIbHOE PACCMOTPEHHE TOKYMEHTOB,

MOJIYYAI0T JOCTYII

1) ko Bceit nHOpMAIHH, TOCTYAOIICH B OPraHU3aIUEO

2) UCKJTFOYUTEIFHO K KOH(PUICHIIMATBHOW HH(OpMAIINH, TIOCTYAONICH B OpraHu3aIHio
3) x moroBopam

4) TOJBKO K

Xapakrepa,

MUChbMaM
MOCTYIAOIINM

ouIMaIEHOTO

B OpPraHMU3alNI0

u JIMYHOI'O

3.B OopraHu3anusx NnNpueM 1 NepBoHaAvYaAJIbHYIO OﬁpﬂﬁOTKy MOCTYynmarnumux 10KyMEeHTOB
MOTI'yT OCYHIECTBJATD:

1) skcreauiys,

HHCIIEKTOP  T10

CEeKpeTapb PyKOBOAUTEIS
2) 3aMECTHTEIIb PYKOBOIUTEIISI
3) PYKOBOAUTEIH MOpa3ICICHIIA

[IpUEMY u

OTIIpaBKe

JIOKYMEHTOB,

4) UCKITIOYMTEBHO CEKPETAPh

4. JleneHTpaJu3oBaHHas (opMa 1eJI0NPOU3BOICTBA MIPUMEHsSIETCS, KOraa

1) cTpyKTypHBIE Opa3IeIICHHS OPraHU3aAUHN TEPPUTOPUATBHO Pa300IICHBI

2) Bce pabOoThI C JOKYMEHTAMH IPOBOISITCS B OJTHOM MECTE

3) pyKOBOJIUTEIb YaCTO MUCHMEHHO 00PAIaeTCsl K CTPYKTYPHBIM MOAPa3Ie/ICHUAM

4) mospa3aeeHus MOIy4atoT OOIBIIOE KOJIUIESCTBO JICIIOBON KOPPECTIOHICHIIUH

5. /IBU:KeHHe JOKYMEHTOB B OPraHU3allMi ¢ MOMEHTA UX CO3AaHUs WIH MOJIyYeHHsI
/10 3aBepIIeHUs] HCMOJTHEHHS WU OTIPABJIEeHHS HA3BIBAETCS
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1) TOKYMEHTOO00POTOM;

2) TPaHCIIOPTUPOBKOM TOKYMEHTOB; 3) peanu3arueit
JOKYMEHTOB; 4) TOKYMCHTOBPAIIICHUEM.

6. TesedoHorpamMmy NpuUMeHSIIOT:

1) JUIS Tepeladyd CPOUYHBIX PACHOPSHKEHUM, U3BEUICHUM, CBEJICHUN;

2) JUIs TIepeIauu TelierpamMm;

3) HMCKJIFOUUTENBHO IS Tepeiad PaclopsKeHUN PyKOBOIUTEIIS;

4) 110 yCMOTPEHUIO CITY)KAIIIer0 KaHICTSIPHUH.

7. JlokyMeHT, cOCTaBJICHHBbIH Tpynmoil Juu (KoMuccHueil) M TNOATBEP:KIAOUIUIA

(paxTbl, COOBITHS, HA3BIBACTCS

1) akTom;

2) MPHKa30M;

3) pacniopsikeHreM; 4) J0roBOPOM.

8. TekeT ci1y:ke0HOT0 MUCHbMA, KAK MPABUJIO, COCTOUT H3:

1) JIBYX 4acTel — BBOJHOW U OCHOBHOW,

2) IBYX YacCTeH - TUIOTE3bI, TUCTIO3UITUH;

3) MHOKECTBa YacTeH, 0 YCMOTPCHHIO aBTOPA;

4) yeThIpeXx YacTei — BBOJAHOM, IOBECTBOBATEIBHOM, PE30TFOTUBHOM, 3aKII0YHTEIbHOM 9.
CaoBecHo-u(poBoii cnocod opopmiieHns aarbl (Hanpumep, 23 uwonsa 2016 r.) B
OCHOBHOM IPUMEHSIOT B

1) moxyMeHTax, ColepKalliX CBEJACHHUS (PUHAHCOBOTO XapaKTepPa;

2) ciIy>keOHBIX MHChMaX;

3) npukazax;

4) paciOpsHKCHHSX.

10. Cron6ouoBasi popma 1eI0NPON3BOACTBA OTMEHEHA!

1) etpowm I;

2) Anexcanapowm |

3) Exarepunoti |l

4) Hukounaewm Il

7.4 OueHo4YHbIE CPEACTB /sl IPOBEACHUS MPOMEKYTOYHOM aTTeCTAlMHU
[IpomexyTouHas arTecTanus

® JInunele ITpumepst
opMa 3HaHuA YMenus Brnanenue (HaBbIKM) | KadecTBa OLICHOYHBIX
aTTecTauu
CTy/eHTa CpeAcTB

Kontponsnas | Kontpons OneHka yMeHus O1eHKa HaBBIKOB OneHka Bomnpocst:
pabora 3HaHUS 0a30BBIX | TMIOHUMATH JIOTUYECKOTO CIOCOOHOCTH MpUIaraoTes

MOJIOXKEHUH B CHEHATIBHYIO COITOCTABJICHUS U IpaMOTHO U

obnactu TEPMHUHOJIOTHIO XapaKTEePUCTUKU YeTKO U3/1ararhb

nHpOpMATHKU 00BEKTOB MaTepuall

7.4.1 IlpuMepHBIE BONPOCHI JIsl IPOBEACHUS IPOMEKYTOYHOM aTTeCTALMA
(auddepeHuMpPOBAHHBIH 324eT)
1. TexHnonorust paboOThI ¢ JOKYMEHTaMH, COACPKAIIMMU KOH(UIEHIIMATbHbIE CBEACHUS.
2. Opranuszanus padoTsl ¢ 00paIeHUSIMH TPaKIaH

Texaudeckue cpencTBa 0QUCHON NeATETLHOCTH.

3
4.  ®opmupoBanue u 0popMIICHHUE JETI.
5 JloroBopHO-TIpaBoBasi JOKYMEHTAIIHS
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14.

15.
16.
17.

18.

19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.

S

Opranuzanust OTIPABKU UCXOISIINX JOKYMEHTOB

Opranuzanus perucTpaiy 1 KOHTPOJIS UCIIOTHEHHS JOKYMEHTOB
JIOKyMeHTOO0O0POT.

Opranuzanus npuemMa BXOISAIINX JOKYMEHTOB

OO61ue TpedoBaHUs K 0POPMIIEHHUIO IOKYMEHTOB
WudopmanmoHHO-CIIpaBOYHBIE JOKYMEHTHI

PacriopsimutenbHbie JOKYMEHTHI

[lonstne o JIOKyMEHTax U cnoco0ax  JOKYMEHTHPOBAaHMI,
Hocutensix nHpopmaruu. OCHOBHbBIE QYHKIIMU JOKYMEHTOB
JIOKyMEHTBI 110  JINYHOMY COCTaBYy: MIpHUKa3, pe3tome,

XapaKkTepUCTUKa, aBToOMOrpadus, JIUYHOE [EJI0, TPYAOBOH JIOTOBOp,
TpYyJOBasi KHMKKA
Hcropus pa3suTus nenonpousBoacTsa B Poccun
JlenoBas nepemnucka
PexBusutel: T'ocynapctBennbiii I'epd P®, repd cyobexkta PD, smbnema wnu
TOBapHBIN 3HAaK OpraHU3allMy, HAUMEHOBaHUE OPraHU3allMH, CIIPABOYHBIE TAHHBIE
OpraHM3alMy, HAaMMEHOBaHME  BHJAa  JOKYMEHTa,  Jara  JOKYMEHTa,
pErucTpalMOHHbII HOMEP, MECTO COCTABIICHUS U U3JIaHUs JOKYMEHTA, ajpecar
PexBU3UTHL: Tpu] yTBEpXKAECHUS JOKYMEHTA, PE3OJIIOLMS, 3aroJOBOK K TEKCTY
JOKYMEHTa, OTMETKa O HaJU4YMU NPUIOKEHHs, MOJNHCh, TpU( COIIacoBaHU,
rpud orpaHuueHUs IOCTYyNa, OTMETKA O KOHTPOJIE, OTMETKAa O MOCTYIUIEHUU
JOKYMEHTa B OpPraHM3allli0, OTMETKa 00 HCIOJHEHUH, PEe30JIIOLHs, OTMETKa O
HaIpaBJICHUH JJOKYMEHTA B JIEJO.
JIOKYMEHTBI, IEpe1aBaeMble 110 KaHAJIaM 3JIEKTPOCBA3H.
[ToToku KOH(pUACHIINATBHBIX TOKYMEHTOB.
biranky TOKyMEHTOB.
CucremMa opraHn3aliiOHHON JJOKYMEHTAIHH.
[IpoxoxaeHue nCXoIAIuX U BHYTPEHHUX TOKYMEHTOB.
Cucrema pacnopssIMTENbHON TOKYMEHTALUH.
Cucrema HHPOPMALMOHHO-CIIPABOYHOMN JOKYMEHTAIHH.
PaGota c nmucekMaMu 1 00palieHUsIMU TPAXKAAH.
CocraBiieHE HOMEHKIIATYPBI €T
Konuu nokymenTon
CnyxeOHas mepenucka B OpraHu3aIiu
[ToaroroBka u nepegava Jesl Ha apXUBHOE XpaHEHHE.

7.4.2 TlpumepHble 3aJaHUs VIS NPOBeIeHUs] MPOMEKYTOUHOH aTTecTaluu
(KOHTPOJILHOI padoTHI)

CocTaBbTe MPOEKT MUCHMa-COOOIIIEHHUS.
CocraBbTe MPOEKT MHChMa-TIPUTITALICHHUS.
CocTtaBbTe MPOEKT TeIEPOHOTPAMMBI.
CocTtaBbTe MPOEKT BBIMKUCKH U3 TPOTOKOJIA.
CocTraBbTe MPOEKT PaCIOPSIKEHHUS.
CocTtaBbTe MPOEKT MUChMA - OJIar0IapHOCTH.
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7. CocTraBbTe IPOEKT pEKIaMaLHH.
8. CocraBbTe MPOEKT MpPHKa3a 10 OCHOBHOMU EATEIbHOCTH.
9. CocraBbTe MPOEKT CIYKEOHOM 3aITUCKU.
10.CocTaBbTe TPOCKT OOBSICHUTEIHHOM 3aITUCKH.
11.CocraBbTe IPOEKT AOKIAHON 3aIUCKH.
12.CocTaBbTe IPOSKT MpUKa3a O MprueMe Ha paboTy
13.CocraBbTe npoeKT Mprka3a o0 yBosbHeHUH 14.CocTaBbTe
IPOEKT CIPABKU
15.CocTaBbTe MPOEKT aKTa.
8. JOHNOJIHUTEJBHOE OBECIIEYEHUE JUCHUIIJINHBI

Jlexmust Nel.
Tema: [Tonstue JIOKYMEHTaIIMOHHOTO oOecreueHus yIpaBICHUS
JenonpousBoACTBO — OTpacib JEATENbHOCTH 4YeJOoBeKa MO0 pa3paboTke u

Oo(pOpPMIICHHIO JOKYMEHTOB, OpraHM3allid WX JBWKCHHS, Yy4deTa M XPaHCHHUS.
[lepBoHayanbHO TEPMUH MOSIBUICS B YCTHOW peud (mpeanoioxutenbHo B XVII B.) u
O3HAYaJl TpoIlecc pemeHus (MPOU3BOJACTBA) JeNa, «JIeN0 MTPOU3BOJIMUTH» — pEIaTh
Bonpoc. B xoxe pemieHuss BO3HUKIA HEOOXOJUMOCTb 3aKpEIUICHHsI pe3ynbTara,
HaIllpuMep, JOCTUTHYTOM JOTrOBOPEHHOCTH. JlIs 3TOro M3ApEBIE U CO3/aBaJIH
JIOKYMEHTBI, TaK KaK YCTHOE€ CJIOBO KPaTKOBPEMEHHO, MOKET OBITh 3a0BITO, MCKaXEHO
Opu mnepenaye Wik He Tak MOHATHO. Yke B XVI B. ynmorpe0isercs CIOBO Jel0 Kak
coOpaHue JOKYMEHTOB, OTHOCSIIMXCA K KaKOMY-THOO ey, Bompocy. BriepBeie B 3TOM
IOHATUHU CIIOBO «JAeno» 3apukcupoBaHo B JgokymeHtax B 1584 r. CoBpemeHHOe
JIEJIOTPOU3BOJICTBO BKIIFOYAECT:

l.o0ecnieueHne CBOEBPEMEHHOTO M IPaBWJIBHOTO CO3JaHMs  JIOKYMEHTOB;

2.opranu3aiuio paboThl C TOKyMEHTaMHu (TOoTy4eHue, nepeaayda, oopaboTka, yuer,
perucrpanusi, KOHTPOJb, XPAaHEHHE, CUCTEMATH3allMs, MOATOTOBKA JOKYMEHTOB IS
CIauu B apXUB, YHUUTOKECHHUE).

[TapamienbHO € TEPMHUHOM «IEJOMPOU3BOJICTBO» B IIOCHEAHEE JECATHIICTHS
UCIIONB3YETCS TEPMHUH JIOKYMEHTallMoHHOe obecneuenne ympasienus (JIOVY). Ero
IIOSIBJICHUE CBSA3aHO C BHEAPEHUEM B YIPABICHUE KOMIBIOTEPHBIX CHCTEM M HX
OpraHW3allMOHHBIM, MPOTPAMMHBIM W  HMHQOPMAIMOHHBIM  OOECHeYeHHeM s
OpUOIMKEHUST K TEPMUHOJOTHH, YHNOTPeOJsieMOW B KOMIIBIOTEPHBIX IMPOTpaMMax H
auteparype. B HacTos1ee BpeMsi TEpMUHBI «IEJIONPOU3BOACTBO» U «IOKYMEHTALlMOHHOE
oOecrieyeHre yIpaBJICHUsD) SBJISIOTCA CHHOHMMAaMH U MPUMEHSIOTCA Ui 0003HAaueHUs
OJIHOM W TOM ke NesATeNbHOCTH. JIOKyMEHTAIlMOHHOE OOECTIeYeHHE YIPABICHUS MOXKHO
NOHMMATh KaKk Y4YeOHYI0 IUCIUIUIMHY, Kak Hayky. OHO sBiseTcs OCHOBOH st
OpraHu3aluu ACATEIbHOCTH NPEANPUATUN YUPEKIACHUM, OpraHu3aluii. TeCHO CBA3aHO C
IPABOM, JIMHTBUCTUKOM, ApXUBHBIM JIEJIOM H JIp. HAYKaMHU.

JIOKyMEHTUpOBaHHE — OTO TMpoIecC CO3JaHusd U OQOPMIICHUS JTOKYMEHTA.
l'ocynpapctBennbiit  crangapt ['OCT 51141-98 «/lenonpous3BOACTBO U apXHUBHOE
JICJI0.€pPMUHBl M OIPEHCIICHUS» ONpEAcIsieT JOKYMEHTHMPOBAHME KaK  «3alliCh
MH(OpPMALIUY HA PA3TMYHBIX HOCUTENSX 110 YCTAHOBJIECHHBIM MPaBUiIaM.

Opranusans paboThl C JOKYMEHTaMHU — 3TO 00ecledeHne TBUKECHHUS T0KyMEHTOB
B aIllapare ynpaBJi€HUs, UX UCIIOJIb30BaHUs B CIPABOYHBIX LIEJIAX U XpaHeHUs. TepMuH
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oTnpesieNiieTcss TOCYNapCTBEHHBIM CTaHAApTOM KaK OpraHu3alus JI0KyMEHT000O0poTa,
XPaHEHUS U UCIOJIb30BAHUS IOKYMEHTOB B TEKYLIEH AEATEIbHOCTH YUPEKICHUS.

OO0miast  xapakTepUCTUKa  JOKYMEHTAIIMOHHOTO  OOECHEYEeHHs]  YIpPaBJICHUS
BKJIFOYAET XapaKTEPUCTUKY PA3TUYHBIX HTANIOB €r0 CTAHOBIICHUS.

[Tpukaznoe nemonpouszBoactso XV — XVII Be.

CucreMa TOCYIapCTBEHHOTO JEJOMPOU3BOJICTBA HAUYMHAET CKJIAAbIBATHCS B
nepuoj; OpMUPOBAHMS PYCCKOTO LIEHTPATM30BAaHHOIO IrOCY1apCTBa, C CepeauHbl XV B.
[TpoucxoxaeHne MPHUKA30B CBS3aHHO C MPAKTUKOW JIMYHBIX MOPYYEHHH (TPUKA30B)
BEJIMKOTO KHS3sl OnrkallieMy OKPYKEHHIO — KHS3bSIM W 0ospaM MO pa3perieHuto
OT/EJIbHBIX BOIIPOCOB FOCYITAPCTBEHHOTO YyIipaBiieHus. VX nesarenbHOCTh 00beIUHSIIACh
BBICIIIMM  TIPAaBUTEIBLCTBEHHBIM yupexaeHueM — bospckont [Iymon. MOCKOBCKHM
BEJIMKUM KHSI3bSIM yJIaJIOCh CO3/aTh CUJIBHYIO LIEHTPATU30BAHHYIO CUCTEMY YIIPABJICHHUS,
B KOTOpOW Bce BaxkHelIMe (QyHKUIUUA aJMUHUCTPATUBHOTO YIPaBJICHUS BBITOIHSIIN
bospckas [lyma u mpukaspl. IMEHHO MO3TOMY MEpUOJ CTAHOBJICHUS U Pa3BUTHUA
rOCYJJapCTBEHHOT'O JIEJIOMPOU3BOACTBA MPUHATO HA3bIBATh MPHUKA3HBIM MEPUOJOM — IO
Ha3BaHUIO TMEPBBIX TOCYJAPCTBEHHBIX YUYPEXKICHUH — TMPHUKA30B. OTOT MEPUOA
oxBatbIBaeT Bpemsa ¢ XV no XVII BB.

OTOT MEpUOJl YIPABICHUS HE COCTABJSI CTPOMHOM CHUCTEMBI M CTPOWIICS Ha
CHUCTEME «IOPYYEHHUI», MepeaBaicsi B BEICHHHM OJIHOTO JIMLA IO CTENEHW AOBEPHS K
HEMY BEJIHMKOTo KHsi3s. OO011ee KoJIMueCcTBO MPUKA30B, CYIIECTBOBABIINX Ha PycH, TOUHO
Heu3BecTHO, B XVII B. pa3zHbie uccienoBarenn HaszbiBalOT ux yuciao ot 40 go 70. Bo
IJIaBe OT/EIBHOTO MPUKA3a CTOSII MMPUKA3HBIN Cy/Ibs (B HEKOTOPBIX MIPUKa3ax cyaen OblIo
mo /Ba WU Oojiee; OHU HA3BIBAIMCH TOBApHUIIAMHU TJABHOTO Cyapu). B ero Bemenuu
COCTOSUTU JIbSIKM — OT OJHOTO OT TpEX, a K KoHIy X VII Beka B KpymHBIX IIpuKa3zax — OT 6
no 10 genmoBek. B BemeHMM ABSKOB HAXOJIWIWCH MOJbSYHE, KOTOPHIE B COOTBETCTBUH
CTa)XKeM JENUIIUCh Ha «CTAPBIX» (CTapIINX), KCEPEIHUX» U «MOJOAIIBIX)» (MIaAIINX).

Jlnst mpuBeNieHUsI B UCIIOJIHEHHE PA3HBIX PACHOPSHKEHUHN CYIECTBOBAIM 0COObIE
JIOJDKHOCTH — TOJIMAaud, TPYOHUKH, HEJETBITUKNA U JIp. B X 00513aHHOCTH BXOIUJIO TAKXKe
JIOCTaBJIATh NEPENUCKY MPUKA30B MO MPUHAJJICAKHOCTH, BbI3BIBATh TSAKYIIUXCA HA CY[ U
np. Yepe3 ux pyku B MpHKa3 MOCTYHAIA 4eTOOUTHBIC, JHOKIAIbI, TOHOIIEHUS MECTHBIX
MpaBUTENeH; OHU XPAHUJIH Jie]a U BeJId MUChMOBOJICTBO. CTapiiuM MoAbsIYMM, Haubosee
OTBITHBIM M YB)KA€MbIM U TOIBIYUM «CPETHEH PYKW» MOBEpsIIacCh CIOXKHas padora,
CBSI3aHHAsl C TIOJTOTOBKOM pEHICHUH MO JejiaM, XpaHEHUEeM JIell, OIedyaThbIBAaHUEM
apXUBHBIX CYHAYKOB. MIajiive moapsiuue He MoJIb30BAIUCh 0COOBIM JoBeprueM. MHoTHE
mapckue ykazpl XVII  B., oOpamaroT BHUMaHue Ha HEOOXOAUMOCTH CTPOTO
KOHTPOJIUPOBATh palboTy. 3a OMMUOKH, JOMyCKaeMble B O(HUIIMATBHBIX JTOKYMEHTaX,
MOAbSYMX CTPOTO HAKa3bIBANIM: OWIM OaTOraMu, JUIIANIN KaJTOBAHbS.

JIOKyMEHTBI OOBIYHO Pa3MEMIAUCh HA CTOJIaX, HA CKaMbiX, 0CO0O IIEHHBIE — B
CyHAYKax — JIapsX B Te€X € NOMEIICHUSX, IJe Belach TeKymias padoTa U MpuUém
nocetutenet. B XV B. moporocrosmuii mepramMeHT BBITECHUJIA Oymara, KOTOPYIO
MEPBOHAYAIBHO TaKX€ MNPUBO3WIM M3 3alaJHOEBPOIECUCKUX CTpaH, a CO BTOpOH
nonoBuHel XVIl B. wmcmonw3yercst Oymara, oredectBeHHass. llepByro OymaxHyro
«menbHUIY» (habpuky) mocTtpownn Ha peke [laxpe mo mpukasy marpuapxa Hwukona,
3areM B MockBe Ha peke Sy3e. Opnako tonpko B XVIII B. mocne crpouTenbcTBa
HECKOJIbKMX OyMaXHbIX MaHy(pakTyp yJaioch YIOBJICTBOPUTh BHYTPEHHUU CIPOC Ha
oymary B Poccuu. IlepBoHauanbHO OyMara W3roTaBiIWBallach W3 TPSAIMbs, a UYEpPHHUIIA
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JieNlaluCh W3 cojiell jkene3a M JyOWIBHBIX BELIECTB, A0OBIBAEMBIX M3 YEPHWJIBHBIX
OpEUIKOB — HApOCTOB Ha JyOOBBIX JIMCThAX. CoyeTaHHe KEJIE3UCThIX YEPHUI H
TPSINUYHON Oymaru Aenajao TEKCT OCOOEHHO CTOMKHMM, OH MOYTH He BbiBeTanl. [loatomy
JOKYMEHTBI 3TOr0 INEpUOJa, XpaHAIIMECHd B apXHMBaX, JOCTATOYHO XOPOLIO YHUTAKOTCS.
NHCcTpyMeHTaMU NMUCbMa CIYKWIM TYCHHBIE IEphbs, 3aTayMBaeMble OCOOBIM 00pazoM
NEPOYMHHBIM HOXOM. JIydIInM, KaKk OTMEYaroT UCTOPUKH, CUUTAINCH NEPhS U3 JIEBOTO
KpblIa Tycs, a camMa OYMHKa TpeOoBaja 3HAYUTEIBHOIO yMEHbs. ['ycuHble nepbs
IPUMEHSJINCh BIUIOTH A0 BTOPOW MONOBUHBI XIX B., XOTd METAUIMYECKHE IIEPbs
NOSIBUWINCH YK€ B Hadasle Beka. HamrcaHHblil T'yCHHBIM IIEPOM TEKCT MOCHINAJICS MEIKUM
KBapLEBbIM I1IECKOM. MOCKOBCKHE NPHKa3bl IOJIB30BAIMCH IIECKOM, IPHUBO3UMBIM C
BopoO6BEBBIX Top, KOTOPBIN CUUTANICS OCOOEHHO CBETJIBIM U YUCTHIM. C MOSIBIIEHUEM, TaK
Ha3bIBaEMOI CKOpOINHUCHU (HayepTaHHE OKPYIVIBIX OYKB M HCIOJb30BaHHE rpaduyecKux
COKpAILIEHU! CJIOB M YaCTEW CJIOB C BBIHECEHHEM — MX HaJ CTPOKOM MUCbMa) CBOOOIHO
YUTATh TAKHE TEKCTHI CTAJIO JOBOJIBHO CIIOKHO, TPEOOBAIMCH 3HAHUS U HABBIKH.

B nenonpou3BoACTBE  NPHKA30B  IPOJOJDKAJa  MCIOJB30BAaThCS — BeEchbMa
crenuduyeckas ¢hopma JOKYMEHTOB — CTOJIOEI (CTOJIM, CTOJIHK), HHAYE TOBOPSI, CBUTOK
U3 MOJKJIECHHBIX APYT K JIPYTy Y3KHX JUCTOB Oymaru. BaxHble rocy1apCTBEHHBIE aKThl
MOIJIM HMMETh ocoOeHHO Oonbline pasmepbl. Hampumep, rpamorta maps Auekces
MuxaiinoBuua [IbICKOPCKOMY MOHACTBIPIO Ha 3€MJIM MMEET JUIMHY Oojee MeTpa, a
Cob6opnoe ynoxenue 1949 r. nacumtsiBaer 309 metpoB!CocTaBHBIE 4YacTH CTOJIA
Ha3bIBAIUCH «mocTaBaMm». CtonbmoBas popmMa eaonpon3BocTBa oTMeHeHa [lerpom 1.

B nmenmoMm, B IpUKAa3sHbIA IEPUOA  TOCTEIEHHO  CO3JMAETCA  CHCTEMA
JIEJIONPOU3BOJICTBA IEHTPAJIbHBIX M MECTHBIX YUPEXKACHUM, CKJIAAbIBAIOTCS KaJlpbl
JIeJIOTIPOU3BOJICTBEHHBIX CITY)KAIlUX, CO3JAIOTCS YCTOWYMBBIE (POPMBI JIOKYMEHTOB HU
npuémbl X cocTaBieHus. OJHAKO rocydapcTBO, NEHCTBYS OTPHIBOYHBIMU M YaCTHBIMU
MepaMHu, He CO3HaBas OOIMX aJIMUHHUCTPATHBHBIX IPaBWI, HE MOIJIO €II€ BBECTU
CUCTEMATHYECKOIO MOPsIIKa B OPraHU3ALMI0 YUPEXKIECHUN U X JEJI0NPOU3BOICTBO.

Komnnexckoe 1enonpon3BoacTBo

AJIMUHUCTPATUBHBIA Xa0C, BBI3BAHHBIM OTCYTCTBHEM B NPEKHUX YUPEKIACHUSIX
YCTAaHOBJIEHHOTO 3aKOHOM TMOpsJiKa, OOMIMX MNHCbMEHHbIX (OPM  JIOKYMEHTOB,
MOCTOSIHHBIX CPOKOB JUIS MPOM3BOJCTBA JIeJ, MOOYJIMJI MPaBUTEIBCTBO MCKAaTh HOBBIC
dbopMbl rocyAapCTBEHHOro ycrpoicrtBa. Hawamo »Toro mepuoga B UCTOpUU
OTEYECTBEHHOT'O JIeJOMPOU3BOACTBa cooTHOCAT ¢ pedopmamu Ilerpa 1. CxiaabiBaetcs
HOBBI TUN TrocyAapcTBa — aOCOJIOTHAasE MOHApXHs, KOTOpas MOJpa3yMeBaeT
COCPEIOTOYEHHE B OJHUX PYKaxX 3aKOHOJATEIbHON M UCIIOJIHUTEIBHON BiIacTH. BHauane
XVIII Beka B Poccum mpoxoaut pedopma MPUKA3HOTO ACIONPOU3BOJICTBA. B3amen
ycTapeBIei cucteMbl mpukazoB B 1717 — 1718 rr. 6110 co3mano 12 Koieruid, Kaxmas
U3 KOTOPBIX BeAalia OMpeeEHHON OTpaciblo WM chepoil ynpaBieHUs U MOAYUHAIACH
Cenary.

Konnerun cranoBsitcss B Poccum I1eHTpadbHBIMH OTpaciieBBIMU  OpraHaMu
ynpasienusa. B 1720 rogy Obut moarotosneH u moxanucad Ilerpom | «I'enepanbHbIit
periaMeHT», KOTOPBIA OMpenessy 3aaaud, (QyHKIUH, CTPYKTYPY U TMOPAIOK pPabOTHI
Koiieruii. B 3ToM nOoKymMeHTe aaBalvch OOIIME MpaBujla COCTaBJICHUS JOKYMEHTOB,
yCTaHABJIMBAJIUCh TPeOOBaHUS K HAMUCAHHUIO OTAEIBHBIX pPEKBU3UTOB. M3 TekcTa
JOKYMEHTa BBIICIWINCh JaTa, MOJINUCh, TMOABISIETCS B JOKYMEHTax 3aroJoBOK.
[TostBUAMCH HOBBIE BUBI JOKYMEHTOB: TUChMA, PEISLUU, IIUPKYISPBI, JOHOIICHHUS.
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N3menunace u ¢popma JTOKYMEHTOB. BbUIM OTMEHEHBI CTONOLBI, X CMEHWIH TETPaH.
[TosiBuIIOCH TIOHSITUE «TepOoBasi Oymara», Ha KOTOPOW M3TOTOBIISUIUCH JOKYMEHTHI s
BBICIIIUX OPTaHOB YIPAaBJICHUS.

Konnexckoe nenonpou3BoJACTBO ObUIO 00Jiee MPOrPECCHBHBIM MO CPABHEHHIO C
NPHUKA3HBIM JI€JONPOU3BOACTBOM. [I0SBUINCH YNMOPSAIOUEHHBIE CHCTEMBI PETUCTPALUU
TOKyMeHTOB. Takum 00pa3zoM, «['eHepanbHBIM periamMeHT» 3aKpenuil 3aKOHOAATEIHHO
NOPSAOK padOThl ¢ JOKYMEHTAMHU C MOMEHTA HUX CO3/IaHUs /0 APXUBHOTO XPAHEHHS.
MMenHo B O3TOT TMepUOJ TMOSBWIOCH Ha3BaHUE «apxuB». B 1memnom pedopmbl
rocygapcTBeHHoro ammapara nepBout yerBeptu XVIII Bexke ycranoBunmu B Poccum
€IMHOOOpa3HYyI0 CHUCTEMY OpPraHM3allMOHHOTO YCTPOWCTBA U  JEJIONPOU3BOJICTBA
rOCy/IapCTBEHHBIX YUPEXKICHUN HA OCHOBE OIOPOKPATUYECKOTO IIEHTpaINu3Ma.
Crnenyronmi sTan pedopmupoBaHus POCCHIICKOTO roCcyJapCTBEHHOIO
JIeTTONPON3BOICTBA HacTynaeT BHavyaine XIX Beka npu Anekcaunjpe 1.

Munuctepckoe aenonpon3BoactBo XX —Hayana XX BB.

Hawano XIX Beka o3HaMeHOBaJIOCh HOBOMl pedopMoil ToCyaapCTBEHHOTO
yIpaBlIeHUsT MU JIEJONPOU3BOJCTBA, KOTOpas 3aTPOHYyNA TJaBHBIM 00pa3oM BEpXHUU
YpPOBEHb YIpPABJIECHHUS — BBICIIME UM LEHTpalibHble YyupexieHus. HoBas cucrema
yIpaBJIEeHUH — MUHUCTEPCKAasi, OCHOBaHHAs Ha MPUHLUIE €IUHOHAYANIUsA, 3apOAUIIACh B
HEIpax CTapod KOJUIeKCKOM cucrembl. (Co3aHHE€ MUHUCTEPCTB C EIUHOJIUYHO
YIPAaBIAIOMMMA MUHUCTpaMH ObUIO HEOOXOAMMO g OoJjiee TMOKOHM M OnepaTHuBHOU
CHUCTEMBI yIPABJICHUS.

[TepBBIMH MUHHCTEPCTBAMH, CO3aHHBIMU MaHU(pecToM oT 8 ceHTsA0ps 1802 roxa,
ObUIM: BOEHHO-MOPCKUX CHWJI, HHOCTpPaHHBIX [I€], BHYTPEHHUX JeJ, KOMMEPIHH,
(¢buHAHCOB, HAPOJHOTO MPOCBEIIEHUS, IOCTUIINKA. KaXa0My MUHUCTPY MPEIMUCHIBAIIOCH
co3aaTh KaHuenapuro. OIHOBpeMeHHO ¢ MuHHcTepcTBaMu B 1802 rojga yupexnaéH
KoMuTeT MHUHHCTPOB — BbICLIEE aJIMUHUCTPATUBHOE YUYpEKJEHHUE, EeHCTBOBABIIEE Ha
KOJUIETHAJIbHBIX HayanaxX M paccMaTpHUBaBILEE /1€J1a, BHIXOASIINE 32 pAMKU KOMIIETEHIIUN
OTJIEJIBHOTO MHUHHUCTpa U TpeOYIOIIMEe COBMECTHOTO COTJIACOBAHHOIO  PEIICHMS.
Heckonpko mosxe, 1 suBapa 1810 roma co3man l'ocymapCTBEHHBINM COBET, BBICIIEE
3aKOHOCOBEIIATEIBbHOE YUPEKICHHUE.

MuHUCTpPBl Ha3HAYaIMCh CAMUM HUMIEPATOPOM U ObUIM OTBETCTBEHHBI TOJBKO
nepe HUM. MUHHUCTEpPCTBA ACNWINCH HA JIEIapTAMEHTHI, KOTOpPbIE BO3TJIABJISIUCH
MpaBUTENIEM KaHUEISPUU JenapTaMeHTa U HMMENM IITaT YAHOBHUKOB — JXKYpPHAJIKCTA,
IK3EKyTOpa, Ka3Hayes!, MUCLOB U Jp., UX JOJKHOCTEH U KOJIMYECTBEHHBIN COCTAB 3aBUCEN
oT 00bEMa U conlep KaHus J1e.

B »stoT mepmon HaOmromanmock eaMHOOOpa3we B CUCTEME JEIONPOU3BOJCTBA
MUHHCTEPCTB: OT CO3JaHUsl JOKYMEHTOB U JO UX ApXMBHOro xpaHeHus. g co3manus
JIOKyMEHTOB BIIEPBbIE HAYMHAIOT HCIOJIb30BaTh OJaHKW, KOTOpbIE CO3/aBaIMCh
PYKONHMCHBIM WM THHOrpapckuM crocobom. CaMo TOHSTHE JEIOMPOU3BOJICTBO
0003Ha4aNI0 JAeATEIbHOCTh, KOTOPOM 3aHUMAaIach HE TOJBKO U HE CTOJIBKO KaHIIENSpUs,
CKOJIBKO BECH amnmapar yUpexJAeHHs B LeJIOoM. TepMUH «J1eJI0MPOU3BOACTBOY» MPOUCXOTUT
OT COUYETAHMS CIIOB «IIPOU3BOJICTBO JIeJa», a MOJ «IEJIOM» B TO BpeMsl TOHUMAJach HE
nanka ¢ JIOKyMEHTaMH, Kak B COBPEMEHHOM JIEJIONPOM3BOJCTBEHHOM 3HAYEHUH ATOTrO
CJIOBa, a paccMaTpUBaeMbIil M peliaeMblid BOMPOC: MPOU3BOJACTBO Jieja — 3TO HE UTO
MHOE, KaK peLIeHUE JIeTa.
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[ena, HanpaBieHHbIE B MUHUCTEPCTBO, MOTJIM MONACTh B KAHUEISPUIO MUHUCTPA
WIM HENOCPEJCTBEHHO B JenapTaMeHThl. HemocpeacTBEHHO B AenapTaMeHThl OCTyHaia
nepenucka ¢ JPYyrUMU  YUYPEXKACHUSAMH U JIMUAMH, pPABHOTO IMOJIOKEHUS U
MOJAYNHEHHBIMM, TMPEACTABICHUS OT MNOAYUHEHHBIX YUYPEXKACHUH, MNpEeANUCaHus
MUHUCTpPA U JI€Jla U3 €ro KaHIEJIsIpuu C pe3osronueil MuHucTpa. Bee mocrtynaromue B
MUHHCTEPCTBO J€a ACJIUIINCh Ha TPU KaTerOpHHU:
l)Tekymiue nena — JOHECEHUs, BEIOMOCTH, MPECTaBICHHUS, IEPENUCKa U JP.;
2)upe3BblyaiiHble  Aeda — Ui MX  pelIeHHs TpeOOoBajoch MPUHSATHE  HOBBIX
MOCTAHOBJICHUM, WM [lella [0 OOHApYKEHHBIM 3JI0YNMOTpeOsieHusM; 3)aena, «He
TEpISLIME BPEMEHNY, UIN CPOUYHBIE.

Jena upe3BblYaliHBIE MW CpPOYHBIE pAcCMATPUBAIMCh B IEPBYKD O4YEpElb.
Oco0eHHOCTBIO OpraHU3alliU JeJIOMPOU3BOJICTBA B ATOT MEPHO/I ABJISIIACH HE TOJIBKO €&
yéTKasg  3aKOHOJaTeIIbHAsI pernaMeHTaunys, HO H®  JOCTaTOYHO oOIIMpPHON
JIEJIONTPOU3BOJICTBEHHOM JINTEPATYPhl, B TOM YUCIE U pabOT TEOPETHUECKOTO XapaKTepa.
Opnnako paboTa 1Mo COBEPIICHCTBOBAHUIO JICIOMPON3BOACTBA Obuta TpepBana B 1917
rogy cHavana OeBpasibckasg OypikyazHo-IeMOKpaTuueckas, a 3areM OKTs0pbscKkas
COIIMATMCTUYECKAs PEBOIIOLMHU. DTO MPUBEIO K MOJHOMY CIOMY TOCYJIapCTBEHHOTO
anmnapara U CO3JaHHI0 HOBOI'O, KOTOPBIH, XOTS U YCBOWJI MHOTHE CTapble TPaauLluu, HO
3apoXKAaJiCs HAa MPUHIUIUAIBHO HOBBIX OCHOBAX.

Jlenonpouspocteo nociie 1917 roga

JlenonpousBoOJCTBEHHAs JOKYMEHTalusi Nepuofa CTAHOBJIEHHUS COBETCKOM
rOCYAApCTBEHHOCTH OTpa3uiia creuu(uky 3Tama BbIPaOOTKHM HOBBIX (JOPM U METOIOB
rOCyJapCTBEHHOIO  yIOpPABJIEHUS, HAYaJIbHOTO  3Talma  CO3JaHHSl  COBETCKOIO
roCyJapCTBEHHOI'O anmapaTra, €ro CpalluBaHhsg C MapTUUHBIMU CTPYKTYpamH,
OTrOCYJapCTBIICHUS OOIIECTBEHHBIX OpraHu3aIuim. Ucropus POCCHUICKOro
nenonpousBoacTBa 1920-X IT. M3ydeHa HEIOCTATOYHO, B YACTHOCTH, C1ab0 OCBEIICHBI
BOINPOCHI IOKYMEHTUPOBAHUS ACSITEIbHOCTH MECTHBIX OPraHOB T'OCYIapCTBEHHOM BIAacTH
U YIOpaBJICHUs, BIPOYEM, KaK U B LEJIOM, HCTOPUS MECTHBIX TOCYAapCTBEHHBIX
YUPEKICHUMN.

Tsokenoe  COCTOSHME — pa3pylUIeHHOW BOMHOW HIKOHOMHUKM U IpOOJIeMbI
BOCCTAHOBJICHUS HApOJHOTO XO3fAWCTBa MOCJi€ OKOHYaHWs BOMHBI 1941 — 1945 rr.
OTTECHWJIM Ha BTOPOHM IUIaH BOMPOCHI JOKYMEHTAIMOHHOTO OOECIEeUeHHs YIpaBJICHUS.
[ToBbIIEHUE MHTEPECA K pa3paboTke MpoOsieM paloHATU3ANN TEXHOJIOTUHA U TEXHUKU
yIpaBJI€HUsI MOXKHO OTHECTU KO BTOpoil mojoBuHe XX Beka. Haumnas ¢ 1960-x rr. B
Halle CTpaHe ycNelmHo pa3pabaThIiBalNCh MPOOJIEMbl CTaHAAPTU3AUMU U YHU(PUKALUU
JIOKYMEHTOB, PallMOHATIN3alUHU AeJIONPOU3BOJICTBA B COBETCKUX YUPEKICHUSX.

B 1970 r. co3man mnpoekT ocHOBHbIX mnonoxkenud EI'CJI — Enunoit
roCcy/IapCcTBEHHOM cucteMbl nenonpousBoacTBa. [locie obcyxaeHuss u J0pabOTKH B
cearsaope 1973 r. «OcnoBuble mnonoxenuss EI'CI» omobpun I'ockomurer CoBera
MunuctpoB CCCP no nayke u texnuke. ABtop EI'CJ] o6oOummnu nepenoBoil OMbIT
CBOETO BPEMEHM W  MPEMJONKUIM  ONTUMAJIbHYIO  TEXHOJIOTMIO  BBIIIOJHEHHUS
yIpaBICHYECKUX onepanuili U ux gokymeHtupoBaHusa. EI'CJ] Hocwiia KOMIUIEKCHBIN
XapakTep, T.€. BKJIIOYaJia He TOJbKO BOIMPOCHI JETOMPOU3BOACTBA, HO U PEKOMEHIAIUU
[0 HAYYHOW OpraHu3alluy TpyAa CIyXKalluX, CTPYKTYpe IeONMPOU3BOJICTBEHHBIX CITYXKO
U UX TEXHUYECKOMY OCHAIIeHHI0. Peanuszanusi ee MOJIOKEHHM TMOBbICKIA OOIIYIO
KylIbTYpy  YIpaBiI€HUS U  KA4eCcTBO NPUHUMAEMbBIX  pELICHUH, IO3BOJIMIIA
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ONTHUMM3UPOBATH CTPYKTYpY M INTAaTHYH 4YHMCIEHHOCTb YIIPABIECHYECKOTO armapara.
OpHako 3r1eMEHTHl HOBBIX MH()OPMAIMOHHBIX TEXHOJIOTUH, YaCTUYHO PEaN30BaBIINECS
B [IPaKTUKE paboThI Beaylmux 3apyoexHsix ¢pupm, B EI'CJl npeacraBieHnsl He ObLIN U3-3a
IOJTHOTO OTCYTCTBUS JIUTEPATYyphl IO O3TUM BOIpocaM M (HUHAHCHUPOBAaHHE HA HX
IPAKTUYECKOE U3yUYEHUE.

3aMeTHBIM SIBJICHHEM B HcTOpuu AenonpomsBoicTBa 1970 — 1980-x rr. crano
u3nanve l'ocymapcrBeHHbIX crannaptoB — ['OCToB Ha ymnpaBlieHUECKHE JOKYMEHTHI,
00IIeCOI03HBIX  KJaccH(HUKaTOpOB (OKVY /I, OKTIO, OKOHX wu  1p.)
TEXHUKOAPKOHOMUYECKOH U COLUMAIbHOM MH(OpMaLnU, YHU(UIUPOBAHHBIX CHCTEM
nokymentauun (YCJ) wu  cepuum  rocyJapCTBEHHBIX  CTaHJApPTOB  Ha  3TH
YHU(ULIUPOBAaHHBIE CUCTEMBl. BHenpeHHe yka3aHHBIX MAaTE€pPHAJIOB B IPAKTHKY
YIPaBJIECHUS 3HAYUTENBHO YIy4IIWIO O(pOpMIIEHHE JOKYMEHTALUH, PALIMOHAIN3UPOBAIIO
OpoLEeayphl MOMCKA, y4eTa M XpaHEHHs] pa3HooOpa3HOil HH}oOpMaiuu, MOArOTOBUIIO
HOYBY Ul aBTOMATHU3ALUN YIIPABIEHYECKUX (YHKIIHA.

B 1993 r. wu3man OOmepoccuiickuii  KinaccupuKaTop  yHIpaBJIEHYECKOH
nokymentauun (OKVY]l), B KOTOpBI BKIIOYEHBbl HAaUMEHOBAaHUS (UPM JTOKYMEHTOB
yauuuupoBanneix cucteM (YC), ananTUpOBaHHBIX K COBPEMEHHBIM YCIOBHSIM, H
OCHOBHBIE TMOJOKEHHUS 10 BeaeHUIo cucteMm kinaccudpukatopoB YCJ. K coxanenuro, ¢
Hadana 1980-X rr. HM o/lHAa YHU(DHUIMPOBAHHAS CHCTEMA JIOKyMEHTAIlMN He Oblja n3JaHa
MacCOBBIM THPAKOM, YTO 3HAUUTEIBHO 3aTPyIHAET X BHeApeHue. [lomyunBiive Becbma
HIMPOKOE PACIpPOCTPAHEHUE KOMIBIOTEPHBIE MPOTrpaMMbl TMOATOTOBKUA JOKYMEHTOB
UMEIOT, KakK IpaBUJIO, B CBOEM COCTaBE€ KOMIUIEKTHl IIA0JOHOB JIOKYMEHTOB,
aJanTUPOBaHHbIE HA PYCCKUU A3BIK, M TOJHOCTbIO HIHOPUPYIOT OTEYECTBEHHbBIE
HOPMAaTHBBI U TPAJULIUHU B 00JIACTH CO3aHUs U OPOPMIICHHSI TOKYMEHTOB.

Bo MHOrmx ciydasx cerogHss JOKYMEHTHPOBAaHHUE SIBISIETCS O0Os3aTENbHbIM,
IPEANNCHIBAETCS 3aKOHAMHU ¥ HOPMATUBHBIMH ITPaBOBBIMU akTaMu. DenepanbHblil 3aK0H
Poccuiickoit ®eneparuun ot 20 deBpanst 1995 r. Ne 24-D3 «OO6 uHbopManuu U 3amuTe
uH(popManumn» (C U3M.) YCTaHABIUBAET, YTO MH(POPMALIMOHHBIE PECYPCHI, T.€. JOKYMEHTHI
¥ MacCHBBI JJOKYMEHTOB SIBJIIOTCA OOBEKTaMU OTHOIICHUH (PU3NUYECKUX, IOPUAMUYECKUX
JMI, TOCY/apCTBa M 3alllMIIAIOTCS 3aKOHOM HapsiAy C APYTMMH pecypcamu. 3aKOHOM
YCTAaHABIMBAETCS MPABOBOM  PEXHUM  CO3JaHUS, XpPAHEHUS U  HUCIOJIb30BAHMS
UH(POPMAIIMOHHBIX PECYpPCOB, B YaCTHOCTHU: MOPSAOK JTOKYMEHTHPOBAHUS MH(POPMAILIHH;
npaBo COOCTBEHHOCTH HA OTJAEIbHBIE JOKYMEHTHI M OT/AEJIbHbIE MAaCCHUBBI JIOKYMEHTOB,
JIOKYMEHTBl M MAacCHUBBI JOKYMEHTOB B WH(OpPMAIMOHHBIX CHCTEMaxX; KaTeropuu
uHpoOpMAIlMM IO YPOBHIO JIOCTyNa K HEH; TOpSAOK IMPaBOBOM  3aIIUTHI
uHpopmanuu.JlaHHBIM 3aKOHOM (CT.5) Take YCTAHOBJEHO, YTO <JIOKYMEHTHUPOBAaHUE
uHpOpMaMKU  SABISETCS  O0s3aTENbHBIM  YCIOBHEM BKIIOYEHHUS HUHPOpMAIUKA B
uH(pOpMalIMOHHBIE pecypchl. JloKymMeHTHpoBaHUWE HWH(OpPMAIMK OCYIIECTBISAETCS B
NOpsAJIKe, YCTAaHABJIMBAEMOM OpraHaMHU TOCYJapCTBEHHOM BIIACTH, OTBETCTBEHHBIMH 32
OpraHU3alMI0 JIEJONPOU3BOACTBA, CTAHJAPTU3ALUIO JIOKYMEHTOB M HMX MAaCCHUBOB,
oe3omacHocth Poccuiickoii  @enepanuu».B  Hacrosimiee BpeMs pPE3KO  BO3POCIH
KOMMYHHMKAaTUBHBIE BO3MOKHOCTH JOKYMEHTA, TaK KaK PE3KO YBEJIMUYMIMCh CKOPOCTH
nepenaun wHGOpMAIMM M KpPYyr ee moib3oBarenell ¢ momombio MHTepHera, E-mail
(27eKTpOHHOM MOYTH) U Jp. B nmanbHeieM pojab KOMMYHUKAaTUBHOW (QyHKumMu Oyner
TOJIBKO BO3PacTaTh, TaK KaK €XKErOHO YBEIWYHBAIOTCS 00BEMBI MH(OPMAIUH, YUCIIO
M0JIb30BaTeNEH, MEHSIETCS] TEXHOJIOTUS JOKYMEHTAIIMOHHOTO 00ECIICYeHHsI YITPABICHHUS.
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VYHuuuupoBaHHas cCUCTEMa OPraHU3alMOHHO-PACTIOPAIUTEIHLHON JOKYMEHTALUN
(YCOP/]) siBnsieTcst cUCTEMON TOKYMEHTAIMH, TPUMEHIEMON B 000N OpraHHU3alluH,
yupexxkaenuu, npennpuatuu. Ilpumenenune YCOPJ permamentupyercs ['OCT P
6.302003. TOCT pacmpocTpaHseTcs Ha  OpraHU3alMOHHO-PACIIOPSIUTEIHHBIC
TOKyMeHThI, npeaycmorpennbie YCOPJl (nmanee — AOKYMEHTHI), — MOCTaHOBJICHUS,
pacnopshKeHusl, MPUKa3bl, PEIICHUs, MPOTOKOJbI, aKThl, TUChMa, KOTOPbIE (PUKCUPYIOT
peuieHnss aAMUHUCTPATUBHBIX W OPraHU3AIllMOHHBIX BOMIPOCOB, a TAKKE BOIPOCOB
yIpaBlIeHUs, B3AUMOJEHCTBUS, 00ECIIEUEHHS] U PETYIUPOBAHUS JEATEIbHOCTH:
1)denepanbHBIX OpraHOB TOCYAAPCTBEHHOM BiIacTh cyobekToB Poccuiickoit denepannm,
BKJItouasi cyObekThl Poccuiickoit denepaii, UMEOIUE HApAIy C PYCCKUM SI3BIKOM B
KayeCcTBE TOCYIapCTBEHHOI0 HALIMOHAIBHBIN S3bIK, OPraHOB MECTHOI'O CaMOYIIPaBJICHUS;
2)penpuaTUi, opraHu3anui u 1704 00beTMHEHUI HE3aBHCUMO oT
OpraHU3alMOHHOIIPaBOBOM (POPMBI BHIa AESTEIBHOCTH.

Hacrosiuuii ctTaniapT ycTaHaBIUBaET:

-COCTaB PEKBU3UTOB;

-TpeboBaHUs K 0OPMIIEHHIO PEKBU3UTOB;

-TpeOOoBaHUsI K OJJaHKaM U 0()OpPMIIEHUIO JOKYMEHTOB;

-TpeOOBaHMSI K U3TOTOBJICHUIO, YUETY, UCIIOJIB30BAHUIO U XPAHEHUIO OJJAHKOB C
BOCITpom3BeicHHeM [ ocymapcTBeHHOro repba Poccuiickoit deneparuu, repoos
cyobekToB Poccuiickoil @enepanuu,BapuaHTaMH PACIIOI0KEHUS PEKBU3UTOB, 00pa3Iibl
0JIaHKOB JJOKYMEHTOB.

HopmaTtuBHo-MeToanueckas 6aza JJOY

PernamenTanus 1en10npon3BOJCTBA BENETCA CPa3y B HECKOIbKUX HAIIPABICHUSIX:

-3aKOHOJIaTEIbHOE U IPABOE PETYIMPOBAHUE ACTONPOU3BOJICTBA; -

HOPMAaTHUBHO-METOJIMYECKOE PETYINPOBAHKE ACIIONPOU3BOJCTBA; Y HUPUKALUS

Y CTaHJapTU3alus JOKYMEHTOB:

-rocyaapctBeHHbie ctanaaptel (I'OCT); -

otpacnebie cranaaptsl (OCT); -kiaccudukaTopsl.

K 3akoHOmaTenbHbIM M MpPaBOBBIM akTaM B cdepe MHGOpMalMK U JOKYMEHTAluU
OTHOCSITCSA:

-3ak0HbI Poccuiickoit denepannu;

-yKas3sbl ¥ pacnopsikeHus [Ipesnnenra;

-[I0CTAaHOBJICHU U pacniopsbkeHus [IpaBurenscTsa;

-IpaBOBbIE aKTHI (heJepaibHBIX OPraHOB HCIOJHUTEIBHOW BJIACTH (MUHHCTEPCTB,
KOMUTETOB, CIIyXO, areHTCTB M Jp.) Kak OOLIECTBEHHOr0, TaK M BEJOMCTBEHHOIO
Xapakrepa.

3aKOHBI ¥ TOCTAHOBJICHUSI:

Koncturynus Poccuiickoit @eneparuu. [Ipunsta 12 gexabps 1993 r.

TpynoBoii konekc Poccutickoit @eneparun ot 30.12.2001 r. No 197-D3.

3akon Poccwuiickoit @enepaunn ot 21.07.1993 r. Ne 5485-1 «O rocynapcTBeHHOU
TaiiHe» (B MOCI. pef.)

®enepanbublii 3akoH Poccuiickoit @enepannu ot 27 utons 2006 r. Ne 149-d3 «O6
uH(popMaluu, HHOPMAIIMOHHBIX TEXHOJIOTHUSAX U O 3aIIUTE UHDOpMAIIN.

Oenepanpabiii 3ak0oH 0T 10.01.2002 r. Ne 1-®3 «O6 »nekTpoHHOU HHPPOBOI
HOJITUCH.
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®denepanbhblii 3ak0H Poccuiickoit denepanuu ot 29 utons 2004 r. Ne 98-d3 «O
KOMMEPYECKON TalHE.

[TocranoBnenue I[IpaButenscrBa Poccutickoit @eneparuu ot 16.04.2003 r. Ne 225 «O
TPYIOBBIX KHUKKAX» H JIP.

CrangapThl ¥ MHBIE PYKOBOSIINE JOKYMEHTHI

Iroctr P 6.30-2003. «YHuduIUpoBaHHEBIE CUCTEMBI
JMOKyMEHTaluU. Y HUPUIIMPOBAHHAS cucreMa OpraHu3alMOHHO-
pacTlopsaAUTeNIbHON ToKyMeHTaruu. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOBY.

I'OCT 51141-98. «Jlenonpon3BoICTBO U apXUBHOE J1€710. TEpMUHBI U ONIPEICTICHUS»
u JIp.

B macrosiimee Bpems paboTa MO ONTUMH3AIUHN JTOKYMEHTAIIHOHHOTO OOSCIICUCHHUS
yIpaBIIEHUS MTPOOJIKAETCS.
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PELEH3Us1
Ha pabouyio mporpaMMy y4eOHOM AMCUHILIHHDI
OI1.06 JTokyMeHTalKOHHOE OOecneyeH e ynpaBieHUs
no cneunansHocty 40.02.04 YOpucnpyaeHuus

Pa6ouas nporpamma yue6Hoi aucuunnunbl OI1.06 JlokyMeHTauMOHHOE obecreyeHne
ynpasjieHus pa3paboTaHa Ha ocHoBe (DejiepalibHOTO rocylapCTBEHHOro 06pa3oBaTeNbHOro
CTaHMapTa MO CHELMANBHOCTH cpenHero mnpodeccHoHanbHoro obpasosanus 40.02.04
IOpucnpyIeH1us, YTBEPXKIEHHOrO NMpHKa3oM MuHucTepcTBa npocBelneHus Poccuiickon
®enepaumu ot «27» okTabps 2023 r. Ne 798, 3apeructpupoBad B MUHHCTEPCTBE FOCTHLIHH
01.12.2023 r. (per. Ne 76207).

B nporpamMme uMeloTcs ykaszaHHs O 3HAHHSX, YMEHMSX, HaBbIKaX, KOTOPbIMH JOJDKHbI
OBJAZIETh CTYJEHTHI B NPOLECCE M3YdeHHs AMCLMIUIMHB! «JIOKyMeHTalHOHHOE obecrnedeHne
YTIPABIICHUS.

Cnemmnbukod npennaraeMoil y4eGHOM mporpaMMBl sSBISETCS €€ OPUEHTHPOBAHHOCTH HE
TOJILKO Ha (OPMHUpOBaHHE y CTYNEHTOB cliekTpa 0a30BbIX NMOHATHH B X0I€ ayAUTOPHBIX
3aHATHH, HO M HAa OpPraHM3allMI0 aKTMBHOTO MX BKIIOYEHHS B pa3sHOOOpa3HbIC BHIbI
CaMOCTOSATENIbHOH y4eOHO-103HaBaTeIbHON AEATENbHOCTH.

TemaTHka pa3zenoB OTBE4aeT ypOBHIO IIOATOTOBKY CTYAECHTA 10 AUCLUIUIMHE € y4€TOM
cieunbuKy y4eGHOro 3aBejieHHs. BanaHc BpeMeHH, BbIAENSeMblii Ha OCBOEHHE Yy4YEOHOro
Marepuana pacnpe/eieH MeXIy ayAMTOPHOM, MHAMBHIYaTbHOU H CAMOCTOATENbHON paboToH
obyuaromerocs.

3axmogenne: Pa6ouas nmnporpamma OIL06  «JlokymMeHTauMOHHOEe obecrnedyeHue
yTIpaBJI€HHsS» COOTBETCTBYET COBPEMEHHOMY YPOBHIO pasBHTHA Hayku U DenepaibHOMY
roCyJJapCTBEHHOMY CTaHAapTy K YPOBHIO IIOATOTOBKH BBITyCKHHKOB IO CHELHAIbHOCTH
40.02.04 ¥OpucnpynaeHLys.

PaGouas mnporpamma aucuumiuHbel OI1.06 <JlokymeHTanuoHHOEe ofecnedyeHue
yrpaBieHHs» COCTaBJ€Ha TIPaMOTHO, C Y4YeTOM BceX TpeboBaHMH U MOXeET OBITh
pEKOMEH/IOBaHa IS HCIONb30BaHMs B yde6HOM mnpouecce B ¢uimane ®I'BOY BO
«KybaHckuit rocy1apCTBEHHBIN YHUBEpPCUTET» B I..TUXopenke.

3amecTuTenb qUpeKTOpa 1o y4ebHoU paboTe
¢uwmana ®I'BOY BO «KybaHckuit
rocyAapCTBEHHBIH YHUBEpCUTET» B I. Tuxoperke A.B. XapueHko



PELLEH3U S
Ha pabouyro mporpammy y4eOHOH AMCLHMIUIHHBI
OI1.06 loxymeHTaLHOHHOE 0becreYeHHe ynpaBJieHUs
no cneuuansHoctd 40.02.04 IOpucnpyneHuus

PaGoyas mporpamma yue6Hoit mucuuminasl OI1.06 JlokymenTanuonHOe obecreueHue
ynpaBieHus pa3paboTaHa Ha ocHoBe (elepalbHOro rocyJ1apcTBEHHOro 0Opa3oBaTebHOro
CTAHAAapTa MO CHEUWANbHOCTH CcpeaHero mnpodeccroHansHoro obpasosanus 40.02.04
YOpHCTIpYACHIKMS, YTBEpAIEHHOTO NpHKa3oM MHUHHCTepCTBa MpocBemienus Pocchiickow
denepaunn ot «27» okTa6psa 2023 r. Ne 798, 3apernctpupoBaH B MHHHCTEPCTBE FOCTHLIHH
01.12.2023 r. (per. Ne 76207).

B pabouyo nporpammy yuebHoi mucuumnunsl OIT.06 JlokyMeHTallHOHHOE
oecreuenne ynpaBieHns BKIIOYEHH! pasfensl «Ilacnopr pabodeil IporpaMMsl y4eOHOH
IMCUMIUIHHED, «CTPYKTYpa M COZep)KaHHe yd4eOHOM AMCLMIIMHED, «OGpa3oBaTe/bHbIE
TEXHOJNOTHM», «YCIOBHA pealH3allii NporpaMMbl y4eGHOH AMCLUMILTHHBD), «IlepeueHb
OCHOBHBIX M JIOTOJNHHUTENbHBIX HH()OPMALMOHHBIX HCTOYHUKOB, HEOOXONMMBIX UL
OCBOEHHS NMCUMILUIMHB, «MeToauYecKre peKOMEeHIaLUuH O0y4YalolUMCs 10 OCBOCHHIO
JUCLMIIMHED, «OLIEHOUHBIE CPEJICTBA IS KOHTPOJIS yYCIIeBaEMOCTH» H «J[OMOMHUTENBHOE
obecrneyeHue AUCUMUILTHHBD).

Crpyktypa ®  cojepxaHue paboyed  MpOrpamMMbl  COOTBETCTBYIOT — LELIM
obpasoBatensHoit mporpammel  CIIO no cmemmansHoctd 40.02.04 IOpucnpyneHuus H
Oymymie# npogecCHOHANBHON AEATENLHOCTH CTy/AEHTa.

O6bem pabouyeil mporpaMMbl y4eOHOH NHMCLHMIUIMHBI ITIOTHOCTBIO COOTBETCTBYET
yye6HOMy IUIaHy TIOATOTOBKM IO JaHHOM CHELMalbHOCTH. B mporpaMme 4YeTKO
chopMynTHpoBaHbl Leld o6yd4eHHs, a TakkKe NMPOTHO3UPYEMBIE PEe3yJbTaThl O0y4eHHs IO
JUCLIUIUIMHE.

Ha 0CHOBaHHMHM IPOBEIEHHON KCIIEPTH3a MOXHO CIeNaTh 3aKI0YeHHe, YTO paboyas
nporpamma yye6Ho# aucuummuasl OIT.06 JloxyMeHTaluHOHHOE obecreyeHne yrnpaBieHHs
no cneunansHoctd 40.02.04 IOpuchpyneHUMs COOTBETCTBYEeT TpeOOBaHMSAM CTaHAApTa,

NpogecCHOHAIBHBIM TPEGOBaHHAM, @ TAK)KE COBPEMEHHBIM TpeOOBaHHAM PhIHKA TPY/a.

3aMecTHTENb HaYaJlbHUKa OTAEeNIa-
Hauansuuk otaenenns [IIH OYYII u HI[H \ /
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Ortpena MB/] Poccun no Tnxopem(omy panony /ﬂd -
7/ e E.JO. Konoc
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