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1. Hepeqeﬂb IVIAHUPYEMBIX PE3YyJIbTAaTOB Oﬁy‘leﬂﬂﬂ o JMCIUMIIJINHE, COOTHECCHHBIX C
IJIAHUPYEMBIMHU pE3YyJIbTaTaAMHU OCBOCHUSA NIPOrpaMMbI

1.1.

Jucuumnimmaa

((I[OKYM CHTAlIMOHHOC

obecreyenne U ACJIOIIPONU3BOACTBO B

rOCYy/IapCTBEHHOM W MYHHUIIUIIAIBEHOM YIIPABJICHUM» OOCCIICUYMBACT OBJAJICHUE CIICTYIOIIUMU

KOMIICTCHIIMAMM .

- CIIOCOOHOCTh AHATU3UPOBATH U MPUMEHITH HOPMBI KOHCTUTYIITMOHHOTO, a/IMUHUCTPATUBHOTO U
cimyxeOHoro npasa B mpodeccruonansHoi aestenpbHocTH — OITK-7.

1.2. B pE3YJIbTATC OCBOCHUA TUCHUILIIMHBI Y CTYACHTOB IOJIZKHBI OBITH C(i)OpMI/IpOBaHBIZ

OT®/Td/TpynoBsie aeiicTBHs Kon stana ocBoenus Pe3ynpTaThl 00y4eHus
KOMIETCHINN

TpeOoBaHUs K 6azoBbiM | OIIK-7.2 Ha YpOBHE 3HAHUIL:
3HaHUAM n yMeHI/IﬂM/ CriocoOHOCTH - I/IH(I)OpMaLII/IOHHBIe TCXHOJIOTHH U CIICHUAJIBHBIC
TpeOOBaHMs K 3HAHMAM W | UCIOJIB30BAaTh B INPOLIECCE | CPEACTBA, IPUMEHSIEMbIE Ul  OCYILECTBICHUS
YMEHHSAM B o05acTi | KOMMYHHKAIHH KOMMYHHKAIHNH;
nH(pOpPMaNOHHO- MH(OPMAITOHHBIC - (GOpMBI JIENOBBIX JIOKYMEHTOB, CIIOCOOBI WX
KOMMYHHKAIIHOHHBIX TEXHOJIOTUH u | opopmieHusI.
TEXHOJIOTHH CTICIIMANILHBIE CPEICTBA Ha ypOBHE YMEHHH:

- IUTAaHUPOBaThb W TIPOBOJMTH JIEJIOBYIO BCTpEUY
(myOnmu4HOE  BHICTYIUIEHWE) HA  PYCCKOM 1
MHOCTPaHHOM SI3bIKaX;

- HUCIIOJNIb30BaTh  BO3MOXKHOCTH  JIOKAIBHOH U
r7100aNbHOM KOMIBIOTEPHOH CETH TSI OpTraHM3aIiui
KOMMYHUKaIuUH;

- otOupatb QopMy, comepkaHme W OQPOpPMIICHHE
JIENIOBOTO TOKyMEHTA.

Ha ypOBHE HABBIKOB!
- BBIp&XKEHUE U MOHUMaH1e HH(GOPMAIK U PAa3HBIX
KOMMYHHUKAaTHBHBIX HAMEPEHUH, XapaKTePHBIX UL
podeCcCHOHATBHO-IETOBOH C(ephI NeATENEHOCTH;
- UCTIONb30BaHNS NH()OPMAITMOHHO-aHATTUTHIECKIX
TEXHOJIOTUH B IPOLECCE KOMMYHUKALUH.

2. O0beM u MecTO TUCUUIIMHBI B cTpyKTYype OII BO

VYyeOnas qucnuminHa b1.0.21 «/lokymeHntanmonHoe odecriedeHue U JAeI0npor3BOACTBO
B TOCYIapCTBEHHOM M MYHHULIMIIAJILHOM YIIPaBJICHUM» OTHOCHUTCS K 00s3aTenbHOl yactu biioka 1
yueOHoro miuaHa HamnpasiaeHuss noarotoBku 38.03.04 T'ocynapcTBeHHOE M MYHUIUIAIBHOE
yIIpaBJIeHUE.

OcBoeHMEe TUCIUIUIMHBI OCYIIECTBIISIETCS Ha BTOPOM Kypce OYHOM M Ha TPETbeM Kypce
3a04HOM (opMbl 00yueHust. O0IIas TpyA0eMKOCTh AUCIUIUINHGI 3 3.€., 108 yacos.

bazoBeiMM [UIT  W3y4YeHHsS HACTOAIIEH Yy4eOHOW IUCIMIUIMHBI SIBISIFOTCS —3HAHHA,
MIOJIydeHHbIE B pPE3yJIbTaTe€ OCBOCHHUS IPOrpaMM CpPEAHEro oOIIero oOpazoBaHMs, CPEIHETO
npodeccnoHanbHOr0 00pa3oBaHMs, a TaKKe Ha INPUOOPETEHHbIE PAaHEEe YMEHHUS U HaBBIKH,
MOJTyYEHHBIE B PE3YJIbTaTe OCBOECHUS MPOrPaMM CPEIHEr0 OOILEro U BhICIIET0 00pa30BaHusl.

JlMcuuIUinHa peain3yeTcs Mocie U3yuyeHUs CIeAYIOIMX AUCUUIUIMH (Moxyneil): b.2 B.2
«Uuoctpannsiit s1361k» (1 kype 30); b.1 b. 6 «Pycckuii s3b1k 1 KynbTypa peun» (2 kypc 30); b.1
b. 7 «BBenenue B nmpodeccuoHanbHyo aesarenbHocTby (1 kype 30).

KonuuecTtBo akaJeMU4ecKMX 4YacoB, BBIJCJIECHHBIX Ha KOHTakTHYIO paboTy cC
npemnojaBatenem: 48 yacoB Ha ouHoOU ¢opme (16 yacoB nexuuii 1 32 4. npakTUK), 12 yacoB Ha
3a04yHOM (opme oOyueHust (4 yacoB jekuuid u 8 mpakTuk). Ha camocrositenpHyio paboty
oOyuarorerocs: 60 4. Ha o4uHOI hopme, 92 4. Ha 3a04HOI popme 0OydeHusI.

dopma MIPOMEKYTOUHOM aTTECTAL[UU — 3a4eT.




3. Copep:xkaHue H CTPYKTYpa AUCHUILIHHBI

Tabmua 1.
Ne HaumeHoBaHHe TeM O0BbeM IUCHMIIIMHBI, Yac. dopma
n/m (pa3aesioB) Bcero KonrakTHas padora CP TeKylero
OﬁyanOIHHXCﬂ C KOHTPOJIA
npemnogaBaTejieM o BUAam ycneBaeMoCTu,
Y4eOHBIX 3aHATHI NPOMEKYTOYHO
J | JP | 3 | KCP il aTTecTauMu
Ounasn gpopma odyuenusn
Tena 1 [Tpenmer, conepxanue u | 8 2 2 4 Ompoc
3a71a4M TUCIUTIIIMHBI
OcHOBHBIE CBOWCTBA, | 8 2 2 4 Onpoc
Tema?2 | GyHKIUUM W TPU3HAKH
JIOKYMEHTa
OO0mme HOPMBI u|12 2 4 6 Ormpoc
Tena3 | TPABHIA oopmienus
YIPaBICHYECKUX
JIOKyMEHTOB
Cucrema 12 2 2 8 Ompoc
Tema4 | CPTAHM3ALHMOHHO-
pacnopsANTEILHON
JIOKyMEHTalluu
JloKkyMeHTalmoHHOe 10 2 2 6 Ompoc
obecrieueHHe
KOJUIETHAJIbHBIX OPTraHOB
Tema 5 | ympaBieHus,
opraHu3anus
COBCIIIAHUH,
KoH(epeHmid, coOpaHuit
Cucrema CIpaBOYHO- | 9 4 5 Onpoc
Tena 6 I/IH(l)OpMaI_II/IOH\I'{OI\/'I u
AHAITMTUYECKOMN
JIOKYMEHTallU!
Tena 7 CoBpemeHHoe  JieioBoe | 6 2 4 Ompoc
MMHCHEMO
CocraBineHue |5 2 3 Ompoc
Tema 8 odopMieHHE
JIOKyMEHTallU1 o
JINYHOMY COCTaBY
Opranu3zanus u|12 2 4 6 Onpoc
Tema9 | TexHONOTHS pabOTBI C
JIOKYMEHTaMHU
Opranuzanus 10 2 2 6 Ompoc
Tema 10 | 3JIEKTPOHHOIO
JTIOKYMEHTO00O0pOTa
Opranuzanust xpaneHus | 12 2 4 6 Ompoc
Tena 11 | AOKYMCHTOB u
obecrieueHme ux
COXPaHHOCTH
HenmonpousBojacteo 1o | 4 2 2
Tema 12. | yCTHBIM ¥ NUCbMEHHBIM
oOpallleHusIM TpakJaH B




| OpraHu3anuro.

[IpomexxyTouHasi arTecTaius 4 3auér
Bceero: | 108 16 32 60
3aounasn popma odyuenusn

Tena 1 [Tpenmer, comepxanue U | 8 2 6 Ompoc

3a/1a4u AUCIUIUIMHBI

OcHOBHEBIE CBOMCTBaA, | 8 2 6 Ompoc
Tema?2 | GyHKIIUU W TPU3HAKH

JIOKYMEHTa

Oommme HOPMBI u | 10 10 | Omnpoc
Tena3 | TPABHIA oopmieHus

YIPaBIEHYECKUX

JIOKYMEHTOB

Cucrema 8 2 6 Ompoc
Tewa4 | OPTAHU3ALHMOHHO-

pacropsauTenbHOI

JIOKyMEHTallU1

JlokyMeHTalmoHHOe 9 9 Ompoc

obecrnieueHue

KOJUIETUAJIbHBIX OPTraHOB
Tema5 | ympasieHus,

OopraHu3anus

COBCIIIAHUH,

KoH(epeHuid, coOpanuit

Cucrema CIpPaBOYHO- | 8 2 6 Ompoc
Tera 6 HH(i)OpM&HPIOHEiOfI u

aHAJTUTUYECKOU

JIOKYMEHTalIUU
Tena 7 CoBpemenHoe  genoBoe | 10 10 Ormpoc

MUCHMO

CocraBnenune ul|9 9 Orpoc
Tema 8 odopMiIcHHE

JIOKyMEHTaIU! 1o

JUYHOMY COCTaBY

Opranu3zanus 8 2 6 Onpoc
Tema9 | TexHONOTHS pPabOTHI C

JIOKYMEHTaMH

Opranusanus 8 2 6 Omnpoc
Tema 10 | 351I€KTPOHHOTO

JTIOKYMEHTO000pOTa

Opranmzanust XpaHeHus: | 9 9 Ompoc
Tena 11 | AOKYMEHTOB u

oOecrieueHue 170

COXPaHHOCTH

Henmonpou3BojnctBo  mo | 9 9
Tea 12, | YETHPIM M IHCEMCHHBIM

oOpallleHusIM TpakJaH B

OpraHu3aluIo.
HpOMC)KyTO‘IHaﬂ arrecranuia 3ayér

Bcero: | 108 4 8 92




Conep:xanue TUCHUTITHHBI

Tema 1. Ilpeamer, cogep:kanue U 3224 TUCIATLTHHBI

«JlokymeHTanmonHoe oOecrieyeHne W JCIOMPOM3BOJACTBO B TOCYIapCTBEHHOM U
MYHHIIMIIAJILHOM YIpPaBIeHUM» Kak ydeOHas aucuuiuinHa. Lens v 3a1aun TUCHUTUIHHEL.

Ponp noxymenrta u uHdopmanuu B )KU3HHM yeioBeka U oOmiecTBa. JlokyMeHTH B cdepe
npaB U ynpasiieHus. JIOKyMEHT Kak MHCTPYMEHT yIpaBiieHUs. BrnusHue HayqHO-TEXHUYECKOTO
nporpecca Ha pa3BuTHe JOKyMeHTa. COBpeMEHHBIE BUIBI U TPEOOBAHUS K JOKYMEHTAM.

OcCHOBHBIE TIOHSTHS ¥ OIpEACIICHHs: JOKYMEHT (ero cBOWcTBa ©  (PyHKIHH),
JEJIONPON3BOACTBO (LIENH, 3a/1a4U U MIPUHIINIIBI), TOKYMEHTOBEAECHHE, TOKYyMEHTOO000pOT. Buasl
JOKYMEHTOB M HUX Kilaccupukanus. YHUUKAIMS U CTaHAApTU3aLUs YIPaBIEHYECKHX
JOKYMEHTOB.

HopmartuBhas 0a3a JOKYMEHTAI[MOHHOTO oOOecleyeHHs] yOpaBieHUs U e€ ypOBHU
(3aKOHOI[aTCJIBHBIC AaKThI, IIOA3aKOHHBIC HOPMATUBHO-IIPABOBBIC AaKThI, HOPMATUBHO-
METOJIMYECKUE JTOKYMEHTHI) B OpraHU3alUsaX U B OpraHax rocyAapCTBEHHOM BIIAaCTH M OpraHax
MECTHOT'0 caMOyTIpaBJieHUs. | '0cy1apcTBEHHBIE U OTPACIIEBbIE CTAaHAAPTHI HA YHU(PHUIIMPOBAHHBIE
CUCTEMBI IOKYMEHTAIIUH.

Jlutepatypa: MoHOTpaduH, IEPUOANIECKHE, CIIPABOYHBIC U METOUYCCKIC U3TaHMSI.

Tema 2. OcHOBHBIE CBOIiCTBAa, PYHKIIMU U MPU3HAKHU TOKYMEHTA

CooTHolIleHHe MOHATUH «UHPOpPMaLUsA» U  «IOKyMeHT». CBsa3p HHpOpManuu u
NOoKyMeHTa. Pons nHpOpManuu B COIMATBHBIX M 9KOHOMUYECKHX Mporeccax. Mudopmarms kak
OCHOBa TMPUHATHUSA YIpaBiIeHUECKOro peuieHus. Ponb uHpoOpManuu B aBTOMaTU3UPOBAHHBIX
cucTEMax.

Bo3HuKHOBEHHE JTOKyMEHTa, €ro 3HaueHHe. TpaHcpopmanus TOHATHS «IOKYMEHT).
OmnpeneneHue JOKyMEHTa B TOCYAAPCTBEHHBIX cTaHaaprax. CBoHCTBa M (YHKIMH JOKYMEHTA.
ConuanbHblil, NpaBOBOW W HMCTOPUYECKMH XapakTep JaoKymeHTa. IloHsTHe opuruHaia.
VYMHOXKEHHbIE OpUTMHANbl. YepHOBUKM M OCJIOBHUKM TEKCTOBBIX JIOKYMEHTOB. ABTOrpagbl.
Penakuuu. Ilonste «nommMHHUK». OCHOBHBIE NIpU3HAKW MOIMHHUKA. llognmuHHBIE U
MOJUIOKHBIE OKYMEHThl. Buasl ¢anbcudpukanuu nokymeHToB. Danbcupukanus coaepikaHus.
Wutepnomsiuusa. Panbcudukanms cocraBa yAoCToBepeHus, Onanka. Pumurpanu (OyMakHbIe
BOJIsIHBIC 3HAKH). [TeuaTn.

ITonsatne «xomus». Mcropudeckoe pa3BUTHE Komuii. Buabl komui, omnpeaeiseMsIx
crioco0oM ux BocnpousBeneHus. Konuu, paznuyaemsle o cnocody ux ynocropepenus. Ilonstue
U MCTOPUYECKUI XapaKTep crocoOOB JTOKYMEHTHPOBAHMA. 3BYKOBas pedb, €€ BO3ZMOXHOCTH U
HE/IOCTAaTKU B 3aKpelyIeHUH U rnepenadye uHpopmauuu. Pa3Butue rpaguku pycckoro mnuchbma.
Ckoponwch. CteHorpadusi.

IIpuMeHeHne TEKCTOBOrO TOKyMEHTHpOBaHMs. TexHuueckoe JOKyMeHTupoBanue. Poro-,
KHHO-, ¢doHo-, TEJIEAOKYMEHTUPOBAHMUE. N3rorosienue MaIIMHOYUTAEMBbIX "
YEJIOBEKOMAIIMHOYUTAEMBIX TOKYMEHTOB. MaTtepuansl I TEXHUYECKOTO NTOKYMEHTUPOBAHHUS.
MamuHHable HOcuTenu uHpopMmanuu. BriusHue HOcuTens WHGOpMAalMK Ha JTOJITOBEYHOCTH H
CTOUMOCTb JOKYMEHTA.

Tema 3. O0mme HOPMBI 1 MPaBHJIA 0OPMIIEHHUS YIIPABJIeHYECKHX JOKYMEHTOB

[Monsitre «pexBU3UT». [1OCTOSIHHBIE M TIEpeMEHHBIC PEKBU3UTHL [loHSATHE «popMyIIsp
nokymMeHTay. OcoOeHHOCTH (OPMYISIPOB TOKYMEHTOB, MOJTYYEHHBIX Pa3IMYHBIMU CIIOCOOAMHU
JTOKyMEHTUpOBaHMs. HIUBUAYyaTbHBIN U TUTIOBOH hopMymsip fokymenTa. Dopmynsip — obpaser.

Bonpocbl  TOKYMEHTHpOBaHUs, COCTaBI€HUS U  O(oOpMIIeHHS JIOKYMEHTOB B
3aKOHOJATEIbHBIX W HOPMATHBHBIX akTaxX. YHH(HUKANIUig TOKYMEHTOB. BHyTpuBHIOBas
yHu¢ukanus. Pa3BuTHe yHUQHUKaIMKM M CTaHJAPTU3ALUM JOKYMEHTOB. ['ocynapcTBeHHbIE
crangaptel Ha gokyMeHTh. ['OCT P 7.0.97-2016 «Cucrema craHmapToB 1o HH(GOPMALUH,



OUOIMOTEeYHOMY M M3JaTeNbCKOMY Aeny. OpraHu3alOHHO-PACHOPSANTENbHAS JOKYMEHTAIIHS.
TpeboBanus kK 0OPMIIEHUIO TOKYMEHTOBY». PEKBU3UTHI, peTIaMEHTHPYEMbIE TOCYAapCTBEHHBIM
cTaHmapToM. ABTOp nokyMmeHTa. Ponb Gmanka B odopmiieHun gokyMmenTta. CoctaB OmnaHka,
MOPSAJOK PACIOJIOXKEHUs] PEKBU3UTOB B OslaHKe. bBlaHkuM ¢ yrJoBeIM M LEHTPaIbHBIM
pacmoyokeHueM pekBU3UTOB. [IpaBuia KOHCTpyupoBaHus OnaHKa. ABTOpPHI  JIMYHBIX
nokymeHToB. Iloamuce, medate Kak Npu3HAKW aBTopa. Bua nokymenrta. PasButme BuAOB
JOKYMEHTOB. BUJbl TOKYMEHTOB, ONpeaeasieMble 3aKOHOAATEIbHBIMU 1 HOPMAaTUBHBIMU aKTaMHU.
CBsi3p BUIOB JTOKYMEHTOB M (DYHKIMH ymnpaBieHUs. YKa3aHHe BHUJA JTOKYMEHTa, €r0 MECTO U
HazHaueHue B (QopMynspe IOKyMeHTa. 3aBHCUMOCTh (OpPMBI JOKyMEHTa OT €ro BHJA.
O6o3nauenue aapecara. [IpaBuiia HanMcaHus afpecara 1 MECTO yKa3zaHUs ajpecara B (popmyisipe
nokymenTta. Otpaxkenue cdepbl IeUCTBUS AOKyMeHTa B ero aapecate. [lopsmokx odopmienus
JOKYMEHTa C HECKOJbKMMHU ajapecatamu. Ilopsmox odopmiienus moutoBoro azapeca. [larta
JOKYMEHTa. 3Ha4y€HUE JAaTUPOBAHUSA JTOKYMEHTA. TOUHBIE NAThl, XapaKTEPU3YIOLIUE DIIEMEHTHI
dhopmynsipa. ABTOpCKHE JaThl (COCTaBIIEHUE, TTOAMUCAHUE), 1aThl, OTHOCAIIUECS K COIEPKAHUIO.
Hatbr 00paboTku qokyMeHToB. [lopsnok odopminenus nat. CoctaB yI0CTOBEPEHUS JOKYMEHTA.
CocTaB y10CTOBEpEHMSI TEKCTOBBIX JIOKYMEHTOB pa3iM4YHbIX KaTeropuil. Mecto mojamnucaHus B
dbopMyIape TOKyMEHTA.

Ilevatn um wux Ha3HayeHuwe. Bunel neuateil. ['ocynapcTBeHHass repOoBasi Ieyarsb.
3aKOHOAATENHCTBO 00 U3rOTOBJIEHUH U UCTIONb30BaHUU nedaTu. [lopsaaok nmpocraBiaeHus neyaren
Ha JIOKYMEHTax. YTBepxkaeHue JTokyMeHTOB. CocraB rpuda yTBEp)KICHHS, MHOPSIIOK €ro
opopmiieHusi, MecT B ¢opMmynspe aokymeHTa. OTMeTKM Ha JOKyMeHTax. Mx ponb B
MPOUCXOXKACHUU M MCIOJHEHUHM JOKYMEHTOB, MecTo B Qopmynsape nokymeHTa. Ocoboe
Ha3HadeHue pe3onoiuu. TpedoBanue Kk e€ coaepkanuto u opopmieHuto. OTMETKH O ITOCTAHOBKE
JIOKYMEHTa Ha KOHTPOJIb, UCIIOJIHEHUH TOKYMEHTA U JP.

[loHsiTHE «TEKCT [OKyMEHTa» TMpU Pa3IUYHBIX Ccrnoco0ax JTOKyMEHTUPOBAHMS.
CopepxaHue NPOCTBIX U CIOXKHBIX JOKYMEHTOB. [IOpsSnoK HM3I0XKEHHS TEKCTa ITOKYMEHTOB.
Jlornueckast CTpyKTypa TekcTa. B3aumocBs3b cogepxanust 1 popmsl JokyMeHTa. Dopmanuzanus
TEKCTOB JIOKyMEHTOB. AHKeTa, Tabiuma. OcoOEHHOCTH CTPYKTYpPhl TE€KCTa OpraHHU3allMOHHO-
pachopsAMTENbHBIX JOKYMEHTOB. OIJIeMEHThl TekcTa. [loHSATHE «3aroloBOK JOKYMEHTay.
Ha3nauenue 3arosoBka, ero Mecto B opmyisipe 1okyMeHTa. [IpuiioskeHust K TEKCTY U MOPSAI0K
ux odopmienusa. IlpaBonucaHnue Ha3BaHUN YUpEXKJIECHUN, OpraHU3aLUil, NPEITPUITUH.
[IpaBoniucanue Ha3zBaHUM NTOKYMEHTOB. lIpaBonucanue nomxHocTerd U 3BaHui. IIpaBonucanue
1aT, yucell, 3HakoB. CHHTaKCU4YeCKHe 0COOCHHOCTH TOKYMEHTOB. CHHTaKCHUECKHE KOHCTPYKIIUH.

VYHudukanus AOKyMEHTa Kak OJHO U3 HaIlpaBlIEHUH €ro COBEPUICHCTBOBAHMUS.
[Ipenmnoceiikn ¥ MeToA yHHUPHUKAUUU. YHUQUKAIMUS CTPYKTYpbl TEKCTa. DIEMEHTHI
dopmanuzanun. PopMaTU30BaHHBIM XapaKTep TEKCTOB IIAHOBOW W YyYETHOM TOKYMEHTAIHH.
YHudukanus s36IKk0BbIX cpenctB. opmbl yHUDUKAIMK: TUIIOBOM, TpadapeTHbIN TEKCTHI.

Tema 4. CucreMa OpraHu3alHOHHO-PACIOPAIUTETbHOM J0KYMEHTAIIUU

Cucrema OpraHM3allMOHHO-TIPABOBOHM JOKyMEHTallMu, €€ Ha3HauYe€HHE U COCTaB.
CocrtaBieHue u O(GOpPMIICHHE OTAEIbHBIX BUIOB OPraHU3alMOHHO-TPABOBBIX JIOKYMEHTOB.
OcHOBHBIC BUIBI U TPeOOBAaHUS K COCTaBJICHUIO W OQOPMIICHHIO OPraHU3aIlMOHHO-TIPABOBBIX
JOKYMEHTOB.

Cuctema pacnopsAMTENbHOM TOKyMeHTauuu, e€ Ha3HaueHue u cocTaB. [Iponenypa
W3JIAHUS PACTIOPSANTENBHBIX JOKYMEHTOB B YCIOBHSIX eIWHOHadanus. HasHaueHue W BHIBI
pacropsauTenbHOl JokyMeHTauuu. TpebGoBanus Kk e€ odopmwiienuto cormacHo [OCT.
CocraBieHne W OQOpPMIICHHE IPOEKTOB PACHOPSIAUTENFHBIX JIOKYMEHTOB (IIOCTaHOBIICHHIA,
peLlIeHn, IPUKA30B, PaCOPSHKEHUH, YKa3aHH).

Ha3znauenue pacnopsAuTeIbHONM TOKYMEHTALIUHU B YIIPABICHUECKON 1eATEIbHOCTH OpraHa
Biractu. CocTaB pacnopsAUTENbHON  JOKyMeHTauuu: PacropsauTenbHble  IOKYMEHTHI,
U3JlaBacMble IPU  KOJUICTHAJIbHOM HPUHATHM peHIeHUuH (IIOCTAHOBJIEHUE, pELICHUE).



PacniopsiguTenbHbie TOKYMEHTBI, U3[aBaeMble TIPU €AMHOIUYHOM MPUHATHH pelieHui (Ipukas,
pacrnopspkenue, ykazanue). [Iporerypa moAroToBKu pacopsIuTeIbHbIX JOKYMEHTOB (IPUKA30B,
pacnopsbkenuii). [Topsiiok u3gaHust COBMECTHBIX paCOPSAIUTENbHBIX JOKyMeHTOB. OdopMieHue
pacloOpsSIIUTENBHBIX  IOKYMEHTOB. @DOopMyJsip  pacnopsiIMTENIbHOTO  JTOKYMEHTAa, COCTaB
PEKBHU3UTOB, ipaBuiia ux oopmiieHus. TpeboBaHUS K TEKCTaM PACMOPAIUTENBHBIX JOKYMEHTOB.
[IpaBuna cocraBieHus: mpeamOysbl (KOHCTaTUPYIOMIEH YacTH) TEKCTa PacIopsSAUTEIIHBHOTO
nokymenTa. [IpaBuna coctaBieHus U opOpMIICHHUST PACTIOPSIUTENBHON YacTU TeKCTa. TUTIOBBIE
SI3LIKOBBIE O0OPOTHI, UCTIOIB3YEMBIE B TEKCTAX PACIIOPSAUTEIBHBIX JOKYMEHTOB.

OCc00EHHOCTH COCTaBIICHUS PACTIOPSAUTENBHBIX JOKYMEHTOB B PA3JIMUHBIX CHUTYaIlHUs
yIpaBICHUYECKON JAESITETbHOCTH.

Tema S. J/lokyMeHTanHOHHOE O0ecneYeHNe KOJLIErHalbHbIX OPraHOB YNPaBJICHUs,
OPraHM3auMs COBEIAHN, KOH(pepeHuuii, coOpaHuil

[Ipouenypa w3gaHusi pacmopsiAUTENBHBIX JOKYMEHTOB B YCIOBHUSX KOJUJIETHAIBLHOTO
yrnpaBieHusi. Bapuwantel moamucanus mnportokona. OdopmieHue BBITUCKH W3 TPOTOKOJA
KOJUIETHAJILHOTO OpraHa yIpaBJICHUS.

Komruiekc opraHn3alinoHHO-TEXHUYECKUX MEPONPUATUH 110 OPraHU3aluy U MPOBEACHUIO
coBellaHui, KoH(pepeHImii, coOpaHuii (gamee - COBEIIaHMIA): BHIPAOOTKA MOBECTKH JHA U
OTIpeNieNIeHHe Kpyra TMPeanojaraeMblX YYaCTHUKOB; O3HAKOMJIGHHE C TIOBECTKOW JIHSA
IperoiaraéMbIX Y4aCTHUKOB; BbIpaOOTKa perjamMeHTa COBEIIaHUs; MOATOTOBKAa MaTepHalioB,
HaMeYaeMbIX Ul pacCMOTPEHMs Ha COBEIaHWU (JI0KJIana, COJAOKJIaga, CIpaBOYHO-
MH(POPMALIMOHHBIX MAaTepHalioB, IMPOEKTa PpEIIeHUs); OpraHu3alnus paboThl CeKpeTapuaTta;
TeXHUYECKOe oOeclieueHrne MPOBEJACHHs COBEIIaHus (ayAuo- W BHJEoammaparypa U J1p.);
JTOKYMEHTHUPOBaHHE pabOThI COBELIaHUS; 0(OpMIIEHHE TIOKYMEHTAIbHBIX MATEPHUAIOB COBEILIAHHS
(M3rOTOBJIGHUE TIPOTOKOJIA, HMTOTOBBIX MAaTEPHAJIOB, pa3MHOXKEHHE W O00OecreueHue WMH
YYaCTHUKOB COBEIIAHUS).

Tema 6. CucreMa cnpaBoYHO-HH(POPMALMOHHOI M AHAJIMTHYECKOH TOKYMEHTAMH

Ha3znauenne uHQOPMAIIMOHHO-CIIPABOYHOM M  AaHAJUTHYECKON JOKyMEHTAallMd B
ynpaBieH4eckoil  gestenbHocTH.  Knmaccupukanus — MHOOPMAIMOHHO-CIPABOYHBIX U
AHAJIMTUYECKUX JTOKYMEHTOB (TI0 Ha3HAYEHUIO, 10 aJpecaTty U Jip. MpU3HaKaMm). XapakTepHUCTUKa
OCHOBHBIX BHJIOB MH(OPMALMOHHO-CIIPABOYHBIX W AHAINTHUYECKUX JTOKYMEHTOB ([IOKJIAJHBIE,
CJ'Iy>KG6HI)Ie, AHAJIUTUYCECKUE, ITOACHUTCIIBHBIC, O00BSICHUTENILHBIE 3allMCKH, AaKTbl, CIIPpaBKH,
MIPEUIOKEHUS, IPECTABICHHUS).

[Iponiexypa moAroTOBKH, COCTABICHUS U OPOPMIICHUS 3aITUCOK (IOKIATHBIX, CIYKEOHBIX,
OOBSICHUTENIbHBIX, AHAIUTHYECKUX), CIPABOK, AKTOB, 3asBJICHUH, INPEICTaBICHUIl, CIHCKOB,
IIEpEeYHEN U JIp.

Tema 7. CoBpeMeHHOe 1e10BO€ MUCHMO

JenoBas (ciyxeOHast) nepemnucka. Poiib 1 Ha3HAUEHHUE ICTOBOM MEPENUCKH KaK CPEICTBA
U crioco6a HHPOPMAIIMOHHOTO 0OOMEHa MEXKy OpraHaMU BIIACTH, OPraHU3alUsIMU, TPaXIaHaAMU.
Buapl 1OKyMEHTOB, COCTaBISIONIMX TEPENUCKY (I€I0BOE MHCHhMO, TelerpamMma (TeJIeKC),
TenedoHorpamma, (akcorpamMma, 3JIEKTPOHHOE MHUCHMO), OCOOEHHOCTH HMX HCIOJB30BaHUS B
yIpaBIEHYECKON AESITETFHOCTH.

Krnaccudukanus nenoeix nucem (mo cepe NpuMEHEeHHs], 10 Ha3HAYEHUIO, 110 MECTY B
nH(pOpMallMOHHOM OOMeHe W Ap. mpu3HakaM). CocTaB peKBU3UTOB JIEJIOBOTO MuchMa. braHk
nenoBoro muchma. OOmume TpeOoBaHUS K O(GOPMIICHHIO JEIOBBIX THCEM, OCOOCHHOCTH
oopmIIeHHsT AENOBBIX THCEM OTACIBHBIX PA3HOBUAHOCTEH (COMPOBOAUTENHHOE THCHMO,
MUCHMO-TIpOCh0a, 3ampoc, MpejIoKeHne, TpeOoOBaHNe, TapaHTHITHOE U 1. ).

CocraBiieHre TEKCTa JIeT0BOTro MrchbMa. KOMIMO3UIIMOHHAS CTPYKTYpa J1€JI0BOTO MHUCHMA,
SI3BIK M CTWJIb JICJIOBOTO NMChMa. [ IMCbMEHHBIN 1€TOBOM ATUKET BEJICHHS AEIOBOM NEPENUCKHU.



OcobeHHOCTH BEJICHUS JIEKTPOHHON EPEHUCKU.

Tema 8. CocTaBiieHue U o(popMIeHHE TOKYMEHTAIIUH 110 JTHIYHOMY COCTABY

JlokyMeHTanus 1O  JIUMYHOMY COCTaBy KakK IOJCHUCTEMa  OpraHu3alMOHHO-
pacropsiAUTENbHON TOKYMEHTAIlMU. 3aJaud YNpaBlEeHUs, pelIaeMble TPU MOMOIIU KaJgpPOBBIX
JOKYMEHTOB  (IOKYMEHTHpPOBAaHHE TPYAOBBIX MpaBooTHoIIeHUi). CocTaB JIOKYMEHTOB,
oopMIISIEMBIX B KaJIpOBOH CiTyk0e: MEepBUYHBIX, YUETHBIX, PACHOPSAUTEILHBIX, JIMYHBIX, IO
COIMAIBHOMY 00€CIIeUeHHIO.

[Mopsimox oopmiteHUsT M COCTaB JTIOKYMEHTOB TpU TpHUEMe, YBOJIHHEHHH, TIEPEBOJIC Ha
IpYryl0 paboTy, TpeaoCTaBlIeHHE OTMycKa, O(opMIIECHHE TOONIPEHHH, TUCHUTTHHAPHBIX
B3BICKaHUH.

Tema 9. Opranu3anusi ¥ TEXHOJOTHsI PA0OTHI ¢ TOKYMEHTAMH

TexHonorun nOKyMeHTOOOOpOTa: co3laHue, o0paboTKa, XpaHEHHE M HCIOJIb30BaHUE
JIOKYMEHTOB B TEKYIIEH /1€ATEIbHOCTU OpraHU3aluy, YUpEKIeHUs, npeanpusatus. Opranuzanus
JBWDKEHUSI JOKYMEHTOB, IIOCTYHAIOIIUX B YUPEXKACHUE: OHKCHEIUIHOHHAas o0pabdoTka H
COPTHUPOBKA JIOKYMEHTOB, IPEIBAPUTEIBHOE PpPAaCCMOTPEHUE JOKYMEHTOB, BKJIIOYECHHE
nokymeHtoB B COJIO (ckaHuMpoBaHME JOKYMEHTOB, PETHUCTpalUst M [Jp.), pacCMOTpEHHE
JIOKYMEHTOB PYKOBOJICTBOM U BBIHECEHHME PE3OJIIOLINY, TIepeadya JOKYMEHTOB Ha UCIIOJHEHHE.

Opranu3zaius ABMKEHUS OTIPABISEMBIX JOKYMEHTOB: IMOATOTOBKA MPOEKTa JIOKYMEHTAa,
corliacoBaHue (BU3MPOBAHME) TPOEKTa C 3aUHTEPECOBAHHBIMU  IOJAPA3JCICHUSIMU U
JOJDKHOCTHBIMU JIMIIaMU, J0pa00TKa MPOEKTa TOKYMEHTa, 0(hOpMIIEHUE JOKYMEHTA, OANHCaHue
W/WIK yTBEPKJIEHUE TOKYMEHTa, BKIIIoUeHue opuiuaibHoro qokymenra B COJ10 (peructpanus
JOKYMEHTa, CKaHMPOBAaHUE M Jp.), OTIpaBKa JOKyMEHTa ajpecaTaMm, Ieperada JOKyMEHTa Ha
XpaHeHHe.

Opranuzanys 1BUKEHUS BHYTPEHHUX JIOKYMEHTOB.

PernamenTanus nesTeIbHOCTH CIIY>KObI J€JIONPON3BOICTBA HA BCEX YPOBHSX YIIPABICHMUS.
[Tonoxenue o ciayx0e AeIONPOU3BOACTBA, UHCTPYKIMS MO JAEIONPOU3BOJICTBY; JOJKHOCTHBIE
MHCTPYKLUHU, Oopranu3anust padounx mect. CoBpeMeHHbIE OpraHM3allMOHHbBIE (POPMBI CITYKObI
JIeNIoNpon3BoicTBA. PernmaMenTanus ocHOBHBIX 3anad u ¢yHkumid JIOY. Pazgenenue Tpyaa
MEX1y MOJPa3AeICHUSAMHI U UCIIOJHUTEISIMH.

IIpaBoBas 6a3a 1enONpPOU3BOJCTBA KaK COBOKYIHOCTb 3aKOHOB, HOPMAaTHUBHO-IIPABOBBIX
aKTOB, OpPraHU3allMOHHBIX M METOJWYECKUX JOKYMEHTOB, TIOCYIAApCTBEHHBIX CTaHJApPTOB,
PErIaMEHTHPYIOIUX

WNHcTpykMg 1O JE€TONPOU3BOJCTBY — OCHOBHOM HOPMATHBHBIM aKT OpraHW3aluy
JIeNONIPON3BOICTBA. THUIOBBIE W WHAMBHUIYalbHble HMHCTpYKUMHU. Ilopsmok pa3paboTkw,
coJiep)kaHue, MpaBwiia yTBEpKAeHUS U BHenpeHus. [lnanupoBaHue, opraHuszanus U METOAMKA
KoHTpoJsi coctosHuss JIOY u obecriedeHUs] COXPaHHOCTH JOKYMEHTAllMM B YUYPEXKICHUH U
CTPYKTYpHBIX nofpa3zaeneHusx. O6paboTka MocTynarwIux J0KyMEeHTOB (0J0K-cxema paboThl ¢

BXOJALIMMH J0KyMeHTamH). OOpaOoTka OTHpaBiIsieMbIX JOKYMEHTOB (OJOK-cxema
paboThl C UCXOIAIIMMHU JOKyMEHTaMu). Perucrpanus M KOHTpPOJIb HMCHOJIHEHHUS JOKYMEHTOB.
XKypnan peructpauuu BXOIALUIMX U HCXOASIIUX JOKYMEHTOB. TexHojorusi paboThl ¢
UCXOAUIMMHU JOKYMEHTaMH (MHULIMATUBHBIMU U OTBETHBIMHU).

TexHonornyeckoe obecrieueHHEe KOHTPOJIS MCIOJHEHHS TOKYMEHTOB, NMOCTaHOBKA Ha
KOHTPOJIb, pa00Ta C KOHTPOJIbHON KapTOTEKOM Ha IOKYMEHTHI M Ha YCTHbIE 33/1aHUS U TOPYUECHUS
PYKOBOIUTENS, IPOAJIEHUE CPOKOB UCIIOJIHEHHUS, CHATHE C KOHTPOJIsL. BUJIbI KOHTpOIIS.

CucremaTu3anus J0OKyMEHTOB (COCTaBIICHHE HOMEHKIIATYPHI f1ei1). @opMupoBaHUE J1eT 10
KJIacCU(UKAIMOHHBIM TIpU3HaKaM, TpeOoBaHMA K (HOPMHUPOBAHMIO Je€d, OhOopMIIEHHE el B
anKax.

WudopmannonHo-cripaBoyHas  paboTa. KauecTBeHHBIE @~ M KOJMYECTBEHHBIE
XapaKTEPUCTUKH JOKYMEHTOO0O0POTa.
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Opranuzanus JeJONpOU3BOJACTBA B OpraHax BJIAacTH. TuIoOBas HWHCTPYKLHSA 110
JIeTTOTIPOM3BO/ICTBY B (heZiepalibHBIX OpraHax MCIOJTHUTEIBHON BIACTH.

Tema 10. Opranuszanus 371eKTPOHHOI0 IOKYMEHT0000pOTa

OcoOeHHocTH  pabOTBl C  AJIEKTPOHHBIM JIOKYMEHTOM B TOCYJAapCTBEHHOM H
MYHHIIMIIAJILHOM YIpaBlieHuu. HopMaTHBHO-IIPaBOBBIE aKThl M TOCYAAPCTBEHHBIE CTAHAAPTHI,
perTaMeHTHPYIOIUEe OpraHu3alrio JOKYMEHTOOOOpOTa C 3JIEKTPOHHBIMH JOKYMEHTaMH.
IOpuanueckas 3HaAYMMOCTH DSJIEKTPOHHOTO JOKyMeHTa. Ha3HaueHue, BUIBI AJIEKTPOHHOU
MOJIHUCHU U UX UCIOJIb30BaHUE B TOCYAAPCTBEHHOM U MYHHMIIMIIAJILHOM YIIPaBJICHUH.

[TonsTHe cHCTEMBI 3JIEKTPOHHOTO JoKymMeHTooOopota (CO/10), Haznauenue CD]I,
¢bynkunn CO/1. TpeboBanus k CO/L.

Me:XBeJOMCTBEHHBINH 3JIEKTPOHHBIA TOKYMEHTO000pOT. CuctemMa MeXBEIOMCTBEHHOTO
ANEKTPOHHOTO IoKyMeHToo0opoTa (MD/10), Haznauenue u pynkimu MO0, ctpykrypa MD]10.
Buael nokymenToB, nepecburaembix 1o MDJ1O. Ctpykrypa 35ekTpoHHoTo coodmienus MO/]0.

Cucrema MeXBeJIOMCTBEHHOTO 3JIEKTpOHHOTO B3aumoeicteus (CM3B). Pons CM3B B
peanuzanuu QyHKUUN 3JIeKTpOHHOTO IpaButenabcTBa. CTpykrypa CMOB. IIpumenenne CMOB
IIPHU IPEIOCTaBIECHUU TOCYAAPCTBEHHOU yciyru B MO,

Ucnonp3oBanne CO/1O 115 aBTOMAaTU3alMM MAPUIPYTHBIX KapT JBUKEHUS JIEKTPOHHBIX
nokyMeHnToB B opranuszanuu (Workflow). ApxuBHOe XpaHEHHME SJIEKTPOHHBIX JOKYMEHTOB B
opranuzanuu. OcoOEHHOCTH Tepefayd dJIEKTPOHHBIX JIOKYMEHTOB Ha XpaHEHHE B
BEJIOMCTBEHHBIE U FOCYAPCTBEHHBIE aPXUBBI.

HopMaTuBHO-IpaBOBBIE  aKThl, OPIraHHU3ALMOHHBIE M METOJUYECKUE JOKYMEHTHI,
roCy/lapCTBEHHbIE CTaHIapTe, PETJaMEHTUPYIOIIUX TEXHOJOTHI0 paboOThl C 3JIEKTPOHHBIMU
JOKYMEHTaMH B T'OCYJJapCTBEHHOM M MYHULIMIIAJIILHOM YIIPABJICHUU.

Tema 11. Opranusanusi XxpaHeHus1 JOKYMEHTOB U o0ecrieyeHrue UX COXPAHHOCTH

CucremaTu3zanus JTOKyMEHTOB KaK OCHOBAa OPTaHM3allMM MX MOCIEAYIOLIETO XPAaHEHUS.
Homenknarypa nen opraHu3anny Kak CXeMa CUCTEMaTH3aluu JOKYMEHTOB. Buasl HOMEHKIATyp
nen (TUIOBBIE, NMPUMEPHbIE, UHAWBUyaJIbHbIE), MPUHIUIBI TOCTPOSHHUS] HOMEHKIATYPHI eIl
Cpok pneifcTBUsS HOMEHKJIATypbl Jien. OCHOBHBIE 3Tambl pa3pabOTKM HOMEHKJIATYphl el
opranuzanuu. [lopsinok odopmieHus, corjiacoBaHUsl, YTBEPKJIECHUS U BEJIEHUS HOMEHKIATYpPbI
nen. OdopmieHre UTOroBoi 3anicu B HOMEHKIaType jienl. KoppekTupoBKa HOMEHKIIATYphI JIEll.

[onsitue «aenoy. Ipunuunel popmupoBanus aen. OcobeHHOCTH GOpMUPOBaHUS B Aea
pa3IMYHBIX KaTErOpuil T0KyMeHTOB. [IpaBuia mocTpoeHus 3aroIoBKOB €] U UX CUCTEMATH3aLU1
B HOMEHKJIatype nen. OnpeneneHue CpOKOB XpaHEHUs JOKyMEHTOB M neil. Otmerka «OIIK».
WNunexcanus pen. Iloaroroska aen [uid nepeaadu B apxuB opranusauuu. Ilondarue onvcu nen.
[IpaBuna cocrtaBnenus omnucedl. OdopMieHHEe ONUCH Jel CTPYKTYPHOTO MOJIpa3/ieiaeHHUs.
HopmaruBHo-MeToqnueckue Matepuansl  DenepanbHoil  apXuBHOM ciyx0bl  Poccum 1o
opopmiienuto aen. OcHoBHBIE TpeOoBaHus K (opmupoBaHuio nen. [logHOoe WM YacTUIHOE
oopmieHre e B 3aBUCUMOCTH OT CPOKOB XpaHeHHs. Hymeparus iaucToB. 3aBeplIUTeIbHAS
noanuck. Buytpennss onuck. OdopmiieHue 0010KKH J1e1 TOCTOSIHHOTO U BPEMEHHOTO XpaHEHUS!.
Odopmiienne gena: BHYTPEHHSISI ONMCh Jeja, JIMCT-3aBepUTeNb Jiela, OOJIOKKa Jena.
CocraBrienue omnuceil Ha Jena, nepeaaBaeMble B apXuB opraHuzauuu. [lopsnox nepemauun
JOKYMEHTOB M JIeJ1 Ha apXWBHOE€ XpaHeHHe. [lopsiok yHMUYTOXKEHHUs JOKYMEHTOB M JI€N C
UCTEKIIUMH CPOKaMH XpaHEHUS.

XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX MOJpa3AeaeHUsIX oprann3anui. OTBETCTBEHHOCTb
32 COXPaHHOCTh JIOKYMEHTOB. 3aKOHOAATEIbCTBO U HOPMATHUBBI IO 0OECIIEYEHUIO COXPAHHOCTU
JTOKyMeHTOB. EnuHCTBO TpeOoBaHMN K XpaHEHHIO JTOKYMEHTOB B JIeIONpou3BoacTBe. [lopsaaok
BBIJIAYM  JTOKYMEHTOB BO BPEMEHHOE IIOJIb30BAHME IIPM XPAHEHHH B  CTPYKTYPHBIX
nojpasfelieHusX. XpaHEeHHWEe M OpraHusauus JOoCTyna K JIOKYMEHTaM B  YCJIOBHAX
(YHKIIMOHUPOBAHUS aBTOMATU3UPOBAHHBIX MH(OpMannoHHbIX cucteM. [loHsATHE «3KcnepTusa
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LeHHocTn». HopMaTMBHO-METOINYECKUE U TEOPETUYECKUE OCHOBBI IPOBENEHUS SKCIIEPTHU3BL.
TpeboBaHus K TPOBEIEHUIO SKCIIEPTU3I IEHHOCTH JIOKYMEHTOB B « OCHOBHBIX MpaBHIaX padOTHI
BEJIOMCTBEHHBIX apXuUBOB». OpraHmsanus JKCHEPTHU3bl LIECHHOCTH JOKYMEHTOB, LIEHTPAJIbHBIX
skcnepTHhIX kKomuccuil (LI9K) u sxcneptHbeix komuccuii (OK) yupexnenus. [Ipasa u pyHkuuun
KOMHCCHUH, OpraHu3anus ux paboThl U JOKYMEHTUPOBAHHE JIEATEILHOCTU. DTalbl MPOBEICHUS
9KCIEPTU3bl 1LIEHHOCTH JOKyMEHTOB. OdQopMmileHne pe3ylbTaTOB H3KCHEPTU3bl LIEHHOCTH
JOKYMEHTOB.

Ilepenaua nen B apXuB OpraHu3aluM (BeIOMCTBA). YHUHUKAIM TpeOOBaHUN K JeiaM,
ciaBaeMbIM B apxuB. BsaumoneiictBue ciayx6 JOY U BeJOMCTBEHHOTO apxuBa Ipu
(opMHPOBAHUN OCHOBBI JUISI TOCIEAYIOIIEr0 XpAaHEH!Us U UCTIOJIb30BaHUS IOKYMEHTOB.

Tema 12. /leq1onpou3BoACTBO N0 YCTHHIM M MHCbMEHHBIM O0palllecHUsIM IPakKIaH B
OpPraHu3alHIo

OcHoOBHBIE BH/JIbI OOpAIEeHU: TPeTI0KEHNE, 3asBICHHUS, Kajl00a, X0JaTaliCTBO, METUIIHS.
HopmatuBHBIE JOKYMEHTHI, PEryIHpYIONIe padoTy ¢ oOpalieHusIMH rpaxaad. JImuHsIil npuém
rpaxJaaH B opraHuzanuu. Buisl oOpalieHMi rpaxkIaH: HpPEUIOKEHUs, 3asiBICHUS, >KaloOBbl.
Opranu3aius paboThl ¢ MMCbMEHHBIMH OOpalllEeHUsIMU TPAXKIaH: PETUCTPALINS, KOHTPOJIb, OTBETHI
(cpoku OTBETOB), aHauM3 OOpalleHWd TpaxkAaH, CpoK XxpaHeHus. Hampasienuwe 1O
IIOABECAOMCTBCHHOCTH. O0:xajioBanue TpaXXJaHaMH OTBCTOB, IMOJIYYCHHBIX OT OpraHU3aluu.

4. MaTepuaJjibl TEKYIIEro KOHTPOJISI YCIIeBAeMOCTH 00y4Yaronuxcsi 1 (poH/I
OLIEHOYHBIX CPEeICTB MPOMEKYTOYHOM ATTECTAIUM N0 IUCHUILIHHE

4.1. CDOpMBI U MCTOABbI TCEKYLICIO KOHTPOJL YCIICBACMOCTU U HpOMe)KYTO‘IHOﬁ
aTTeCTalu.

4.1.1. B xoxe peanu3anuu AUCUMIUIUHBI «COLMONOTHUS» HCIOIB3YIOTCS CIEAYIONINe
METO/bI TEKYIEr0 KOHTPOJISI YCIIEBAEMOCTH 00YJarOIUXCS:

— TIpY TPOBECHUH 3aHATUH JIEKIIHOHHOTO THTIA:

poOJIeMHbIE BOIIPOCHI, TECTOBBIE 3aJIJaHHsI M ONIPOCHI, TPOOJIEMHbBIE CUTYalllHl, IPOBEPKa
KOHCIIEKTOB, CHCTEMaTHIECKOe HAOIOACHNE, YIeOHAast JUCKYCCHSI, 3aIaHHsI TSI CAMOIIPOBEPKH.

— MpH IPOBEACHUH 3aHATUH CEMUHAPCKOTO THIIA:

Ompoc, JWCIYT, KOMMEHTHPOBAaHHOE UTCHHE pEKOMEHIOBAaHHBIX HCTOYHHKOB,
KOHTpOJIbHAs MUChbMEHHas paboTa, Jokiajd, pedepar, scce, cooOlIeHne, npodieMHble yueOHbIe
BOTIPOCHI, BOITPOCHO-OTBETHAS HJTH TPYITIOBast Oeceia, TECTOBBIE 3aJJaHUs U OTIPOCHI, CAMOOIICHKA,
OTYET MO 3aJaHHI0, MPOOJIEeMHasi CUTyalMs, JAUCKYCCHS, TPOBEpKa KOHCIIEKTOB, KOMIUIEKCHAs
MIpOBEpKa 3HAHUH, CUCTEMaTHYECKOE HAOIIOACHUE, 3aJaHHs TSI CAMOIIPOBEPKH.

— TIpU OpraHM3alH{ CaMOCTOSITEIbHOW pPaboThI: cobecenoBaHMWe, OTYET 1O 3aIaHUIO,
KOHTPOJIbHAS [IPOBEpOYHas paboTa, paboTa ¢ KHUraMH U IEePUOIMUECKOM JTUTEepaTypoil U MHBIMU
MCTOYHHKaMU, HalTUCaHue peepaToB U dcce, MOATOTOBKA JTOKIIAIIOB.

4.1.2. [IpomexxyTo4Hasi aTTecTalus IPOBOAUTCSA B (popMe 3aueTa.

4.2. Martepuaisl TEKYIIEro KOHTPOJISI yCIIeBa€MOCTH.

B npouecce ocBoeHHMs IUCLUIUIMHBI OOYYEHHs MCIOJIb3YyeTcs OajlIbHO-pEeUTHHIOBas
CHUCTEMa OIICHKHU pe3yJbTaTOB OCBOCHHS AUCHUIUIMHBL OcHOBHOW uensto BPC sBnsercs
KOMILJIEKCHAs! OLIEHKA Pe3yJIbTaTOB OCBOEHUS YU€OHOM TUCIUILIUHBI (MOYJIS).

Onenka kadecTBa Y4YeOHOM JeATENBHOCTH Kaxkaoro oOyuaromierocss B OallibHO-
PEUTUHIOBOM CHCTEME SBISETCS KyMYJSITUBHOW. baipl, XapakTepu3ylolUe OCBOEHHE
oOyyaroluMcsl U3y4aeMoil AUCLUUIUIMHBI, HAOUPAIOTCS UM B T€YEHHE BCETO MEPHOJIa OCBOCHUS
JMCLUIUIMHBI 32 BBITIOJIHEHUE OTJCJIBHBIX BUJOB yYEOHBIX pabOT M MOCEIIAaeMOCTh ayAUTOPHBIX
3anaTuid. KonnuecTBo mpucBamBaeMbiX —oOydaromeMycsi 0ajuloB  MPOINOPLHUOHAIBHO
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TPYIOEMKOCTH U BUaM y4eOHOM Harpy3KH CTyJEHTa, a TAKXKe YPOBHIO IOCTHKECHUS yIEOHBIX
pE3yIbTATOB.

4.3. O11leHOYHbIE Cpe/ICTBA AJIsl MPOMEKYTOUHOM aTTECTaIlHH.
[Tokazareny U KpUTEPHH OLICHUBAHUS KOMIIETCHIIUN C y4€TOM dTara uX GOpMHUPOBAHHS

Kon HanmenoBaHme KOMITETEHIINN Kon srana ocBoenus | HammeHoBanume  3tama  OCBOGHHMs

KOMIICTEHIIMN KOMITETCHIIUH KOMITETEHIIUH

OIIK-7 criocoOHocTh aHanusuposath u | OIIK-7.2 OIIK-7.2
MPUMECHSATh HOPMBI CrocoOHOCTP  HCIOJB30BaTh B
KOHCTUTYLIMOHHOTO, nporecce KOMMYHHKaIUH
aJIMUHHUCTPATUBHOTO u WHGOPMAIIMOHHBIC TEXHOJOTHH U
CIry’KeOHOTO paBa B CcrenuaIbHbIe CPECTBA
npodeccHoHaTbHON
JICATEIBHOCTH

Orarn 0CBOSHHUS! KOMIIETEHIHN [Moka3zarenb OLleHUBAHUS KpuTtepuii orieHuBanus

OIIK-7.2 YMmenue mnpumeHsaTh npu padore B | [IpomeMoHCTprpOBaHO 3HaHUE

KOJUIGKTUBE M C  OOpalleHUs MU | 3JEKTPOHHBIX PECYpCOB M MOPTAJIOB,
IpaXkJaH OAJIEKTPOHHBIE CEPBUCHI M | JAIOIIMX  BO3MOXKHOCTb  CBSI3U  C
CHelHaIbHbBIE CPEACTBA rpaxJaHaMu, OpraHu3alusiMH B
MIPOLECCE BBIMOJIHEHUS JOJKHOCTHBIX
o0g3aHHOCTEH, yMeHHE paboTaTh ¢
caliTaMu, SJEeKTPOHHOW OYTOM

Tunosoii (MpuMepHbI) NepedeHb BOMPOCOB 1JIS MPOBeAeHUS MPOMEKYTOYHOM
arrecTaumu (BONMPOCHI K 324€Ty)

. [lonsitue «undpopmarusy. TpeGoBanusl, mpeabsIBIsieMble K THPOPMAIIUH.

[TonsATHE «ITOKYMEHT», ero pa3BuTHe. CBs3b HMH(OPMAIMH U TOKYMEHTA.

OyHKIMH, CBOWCTBA U MPU3HAKH JOKYMEHTA.

MeToabl 1 CIOCOOBI JOKYMEHTHPOBAHUSI.

CymrHocTh 1 Ha3HaYeHUE YHUDHUKAIMN ¥ CTAHIAPTU3AINH JOKYMEHTOB.

HopmaTtuBHas 6a3a neonpou3BOACTBA OPTaHU3AIHA.

. Buzpl v TUTIBI TOKYMEHTOB.

. PEKBU3UTHI TOKyMEHTA.

. Buzpl 61aHKOB, TpaBUiIa UX COCTAaBIEHUS M O(OPMIICHUSI.

10. PexBU3UT «HaMMEHOBAHHE OPTAaHU3AINH — ABTOPA JOKYMEHTA», TPeOOBaHUS K

ero oOpMIICHHUIO.

11. PexBH3HUT «ajipecary, ero Ha3HAYEHUE U COBPEMEHHBIE TPEOOBaHMS K 0(POPMIICHHIO.

12. PekBU3UT «cCIpaBOYHBbIE JAaHHbIE 00 OpraHU3alMU — aBTOPE JIOKYMEHTa», €ro COCTaB U
npaBuiIa OPOPMIICHHS.

13. Tlopsmox odopMieHUsT PEKBU3UTOB «TpH} COTIACOBaHUS» M «BHU3a COTJIACOBAHHS) Ha
JOKYMEHTaX.

14. Tlopsinok yTBepKA€HUS JOKYMEHTOB, BUJIbI YTBEPKICHUSI.

15. TlonsiTie ¥ BUIBI CUCTEM JOKYMEHTAIIUH.

16. Komrmuiekc opraHu3allMOHHO-TIPABOBBIX JOKYMEHTOB, €ro cocrtaB. [IpaBuna cocTaBieHus,
o OopMIICHUSI.

17. PacnopsiniurenbHble JOKYMEHTBI

18. UndopmanmonHo- cipaBOYHbIE TOKYMEHTBI, UX BHJIbI U HA3HAUYEHHE.

19. CnyxeOuble nucbMa. Pa3HOBHIHOCTH CITYKEOHBIX MTHUCEM.

20. Pa3HOBUJIHOCTH JOKJAIHBIX M OOBACHUTEIBHBIX 3alHMCOK, OCHOBHBIE TpeOOBaHUS,
NPEIbABIISIEMbIC K MX COCTABICHHIO.

21.Cucrema kazipoBoit fokymeHTauuu. [IpaBuna coctaBienus u ohopMiIeHuUsI.

©CoNOUAWNE
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22. Tlopsaok pa3pabOTKU U MOATOTOBKA MTPOEKTA MPHKa3a, COTIACOBaHME U €ro oopMieHne B
COOTBETCTBHH C JICHCTBYIOIUMH HOPMaMH U MPaBUIIAMH.

23. TpynoBasi KHWXKKa, KAK OCHOBHOU JIOKyMEHT O TPYZOBOM JAESITEIBHOCTH PaOOTHHKA.

24. Opranmu3anus J0KyMEeHTO000pOTa B YUPEKICHUU.

25. OpraHu3anus TeKyIIero XpaHeH!s TOKyMEHTOB.

26. CocTaBneHue, yTBEpKACHUE U BEICHUE HOMEHKIIATYPbI JIeJ YUPEeKICHUS.

27. Opranu3zanus padoThI C MPEIOKESHUSIMU, 3asBICHUAMH H KaT00aMH HACEICHUSL.

28. Odopmnenue nen. Caava aem B apXuB.

29. IonsaTue «xoH(UICHINATBHOE AETONPON3BOICTBOY» U MIPABUJIA €r0 BEJCHUSI.

30. MeTop! 3anuThl KOH()HUICHIIMATLHONH HHPOPMAITHH.

IIIkaJja oneHNBaHHUs Pe3yJIbTaTa 00yUeHHs 110 AUCHUILIHHE

Konunuecrso Kpurepuu ouennBanus Yposennb
0aJlJ10B NIpU OTBeTe HA BONPOC c¢()OpMHPOBAHHOCTH
KOMIMeTeHIHH
2 OTcyTCTBYET KaK 3HaHUE, TaK 1 TIOHUMAaHHE. Kommerennus ne
copMupoBaHa
3 EcTb cymecTBeHHbIE TPOOETHI B 3HAHUK U MOHMMaHuK. Kpaiine | Huskwid

ciabo BiIajieeT KaTeropuaibHbIM allapaTtoM, caM He MOXKET
MPEJIOKUTH TOTO WK UHOTO onpeneneHus. Cnaboe moHUMaHue
NMPUYIUHHO-CJICACTBCHHBIX CBsI3€Ei.

4 EcTb 3HaHMA, HO HEAOCTaTOUHO MOHUMaHusA. HeuéTko BiageeT BbazoBeli
KaTeropualbHbIM annapaToM, HE BCETJa MOKET BbIJIEIUTh
TIPUYUHHO-CJIE/ICTBEHHBIE CBSI3U.

5 3HaeT ¥ MOHUMAET MaTeprai. ¥ MeeT BhIACISITh IPUUHMHHO- Bricokuit
CIIEZICTBEHHBIE CBS3H, BIIAJICET KaTETOPHAIHHBIM aIlllapaToM,
MOJKET MPOaHATM3UPOBATh Pa3HbIC (PEHOMEHBI, BBIICIIUT X
CHIIbHBIC U cTa0ble cTOpOoHEI. Taxke 007amaeT 10CTaTOuHBIM
YPOBHEM 3HAHUU IO IPEAMETY.

5. MeToanuecKue YKazaHnus 1Jist oﬁyqammnxca M0 OCBOCHHUIO NTHUCHUILIIMHBI

Opzanuzayus camocmoamensvHoil padomel ¢ 1Umepamypoil

[Ipy wm3ydyeHHHM TyMaHUTApHBIX AUCLUUIUIMH y OaKaldaBpOB JOJDKEH BbIPAOATHIBATHCS
paIoHaTbHO-KPUTHYECKUIA TTOIX0]] K U3y4aeMbIM KHUTAM U CTaThsIM.

Yrobbl r1y0OKO MOHATH COJAEp’KAaHUE KHHUIM, HY)KHO YMETh palMlOHAJIbHO €€ YHUTAaTh.
IIpenBapuTenbHblli MPOCMOTP KHHUIM IIO3BOJIMT PELIUTH BOIPOC, CTOMT JIM €€ YHUTaTh
(mpeaBapuUTeIbHBIA TPOCMOTP BKJIIOYAET O3HAKOMIICHHE C THUTYJIbHBIM JIMCTOM KHHTH,
aAHHOTAIIMEH, MPEIUCIOBUEM, OTJIaBICHUEM ).

[Tpu 03HAKOMIIEHUU C OTJIaBJIEHUEM HEOOXO0IMMO BbIIETUTD IJIaBbl, pa3/ieibl, naparpadsl,
MIPECTABISAIONINE Ul BaC UHTEpEC, OEryIo UX MPOCMOTPETh, HAMTH MECTa, OTHOCSIIUECS K TEME
(ab3are1, cTpaHUIlBl, Maparpadsl), ¥ TO3HAKOMUTHCSI C HUMH B OOIITUX YepTax.

Crenyromuii atan paboThl C KHUTOM — MPOYTEHHUE BBIICJICHHBIX MECT B OBICTPOM TEMIIE.
Lenp ObICTPOro uUTEHUS — OIpPENEIUTb, YTO LEHHOrO0 B KaXKJO0M 4acTh, K KaKOMYy BOIPOCY
JIOKJIa/1a WK pedepara UMeeT OTHOLICHHE HH(OPMAIIHS U YTO C HEH JleNaTh, Kak IPUMEHHUTh, YeM
JIOTIOJIHUTb.

Chopmynupyem creayromie peKOMeHIaNU 0 METOANKE ObICTPOTO YTCHUS:

— SICHO OCO3HATh M 4YETKO 3aUKCHUPOBATH II€JIb YTEHUS: 10 KaKOMY HMMEHHO
BOINPOCY HYKHA HH(OpMAIus, /Ui 4Yero OHa HYXKHa, ee XapakTep U T.1.;

— ONepaTHMBHO MEHATh CKOPOCTh UTEHUS, 3aMelisiss Ha WHPOpMAIUHU, MPsIMO
COOTBETCTBYIOUIEH 11€JIU, YBEIUYMBATh CKOPOCTh YTECHHS APYrux yacted. OnucaTenbHbId TEKCT
YUTAETCS OBICTPEE, YEM TEKCT CIIOKHBIX YMO3aKITIOUCHHM, JOKA3aTeIIbCTB;

— COCpPEIIOTOYEHHO paboTaTh HaJl TEKCTOM, 0€3 OTBIICUEHHU. DTO 00ECTICUNUT TITyOOKOE
MMOHMMAHHE TEKCTA;
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— YMETb OIPEIEISTh CTPYKTYPY TEKCTa — COIIOYMHEHHOCTh €T0 YacTeil (IJias,
naparpagoB, pyOpHK), B3aUMOCBSI3b TEKCTA C PUCYHKaMH, TaOIUI[aMH, TpadukaMu, CHOCKaMH,
MIPUMEYaHUSIMU U TPUIIOKEHUSIMU;

—IIOHUMATh CMBIC] TPOYUTAHHOTO MPHU OETJIOM 03HAKOMJICHHH C TEKCTOM (BBIpabOTaTh
CIIOCOOHOCTH MPH MPOYTEHUH LIEJIOTO MPEATIOKEHNS Cpa3y IMOHUMATh €r0 CMBICH U 3HAUYCHUE).

CKopocTh MPaBUILHOTO YTEHUS JI0JKHA ObITh B 3—4 pa3a BBIILIE CKOPOCTU PEUH.

BecbMa nosie3HbIMM MOTYT OBITh BCIIOMOTATEJIbHBIE MAaT€pHalIbl K U3/aHUSAM U MOITOMY
HEO0OXOUMO 3HATh, U3 KAKUX OCHOBHBIX 3JI€MEHTOB COCTOMT ammaparT KHHUTH, KaKOBBI €ro
GyHKITUH.

K oTnMuuTeNnbHBIM 3JIeMEHTaM KHUTH OTHOCSATCSI CBEJIEHUSI 00 aBTOpe M 3arjiaBUe KHUTH,
€€ TUIIE WM )KaHpe, CBEJIEHUS] 00 OTBETCTBEHHOCTH (peAaKTOpax, OpraHu3alusix, y4acTBOBaBIIMX
B MMOATOTOBKE M3/IaHUS, U T.[.), BBIXOJIHBIEC TaHHbIC, AaHHOTALUs. DTU CBEJCHHS, PACIIOJI0KEHHbBIE
OOBIYHO Ha THTYJIHFHOM JIUCTE U €ro 000pOTe, TOMOTAIOT COCTABHUTD MPEIBAPUTEIBHOE MHEHHE O
kaure. [y0ke MOHSATH colep)KaHWe KHUTH TO3BOJISIOT BCTYIUTENbHASI CTaThsl, MOCIECIOBHE,
MIPEINCIOBUE, KOMMEHTAPUH, CIIUCKU JIUTEPATYPHI.

[IpenucnoBue 3HAKOMUT C COOBITUSAMM SIOXH, JPYTMMH TpPyAaMH aBTOpa, a TaKxke
COJIEPKUT CIPABOYHO-UH(POPMAIIMOHHBIN MaTepuan. [lpu uTeHUM KHUTH, CHAOKEHHOU
KOMMEHTapUsAMHU U IPUMEUYaHHUsIMH, HE CIeyeT IpeHeOperaTh U STUMU dIIEMEHTaMH allapara.

MHorue HaydyHble KHUTM M CTaTbU HMMEIOT B CBOEM ammapare CHHCKU JIMTepaTyphl,
KOTOpBIE TOBBIIIAIOT UH()OPMAIIMOHHYIO LIEHHOCTh W3JaHUS U JA0T YUTATEIsIM BO3MOXKHOCTD
110/100paTh TOMOJHUTENBHYIO JINTEPATYPY MO JAaHHON TEMATHKE.

Ecnu n3nanue Bkiiro4aeT 00JIbIIOE YHCIO MAaTEPUAIOB, OpPUEHTUPOBATHCS B HUX TOMOTAIOT
CHelHMalIbHbIE YKa3aTelu.

HayuHo-cripaBouHBIi anmapart, Mpu YMEJIOM €ro HCIOJIb30BaHHH, CIIOCOOCTBYET Oolee
rI1yOOKOMY YCBOCHHIO COAEPKAHHS KHUTH.

OtnenbHBIA 3Tan M3y4EeHHs] KHUTU — BEICHHUE 3alucu NpodyuTaHHOro. CyliecTByeT
HECKOJIbKO (hOpM BeJleHUs 3amuceil — IiaH (MpOCTOM M pa3BEepHYTHIM), BBIMHMCKH, TE3UCHI,
aHHOTALMs, PE3IOME, KOHCIIEKT.

[Tnan, sBassich Hanbosee KpaTkoi (popMoi 3alTMCH TPOUYUTAHHOTO, NPEACTABISAET COOOM
MepeyeHb BOMIPOCOB, PACCMATPUBAEMBIX B KHUTE WM cTaThe. [ImaHoM, 0COOEHHO pa3BEepPHYTHIM,
yI00HO MOJIb30BAaThCA MpPHU IMOATOTOBKE TEKCTa COOCTBEHHOIO BBICTYIUIEHUS WJIM CTaThU Ha
Kakyro-mu6o Temy. Kaxaplii MyHKT TUIaHa pacKpbIBaeT OJHY U3 CTOPOH M30paHHOM TEMBI, a BCe
ITyHKTHI B COBOKYITHOCTH OXBATbhIBAIOT €€ IIETUKOM.

bonee cnoxHOW u coBepuieHHOW (GOpMOI 3ammceld SBISIOTCS TE3HCHI — CXKATOE
U3JI0’)KEHUE OCHOBHBIX TMOJOXEHHH TekcTa B (opMe YTBEpKACHHUS WM OTpULIaHUsA. Te3uchl
COCTABJISIIOTCS TOCJE MPEIBAPUTEIIBHOTO 3HAKOMCTBA C TEKCTOM, IPU NOBTOPHOM IPOUYTEHHH.
OHnHu ciy’kat A1 COXpaHeHus: HHGOPMallMU B TAMSTH U SBIISIOTCS OCHOBOM JIJISl IUCKYCCHUU.

AHHOTaLUsA — KpaTKO€ U3JI0KEHUE COIepKaHUsI — JaeT o0l1ee MpeICTaBIeHUE O KHUTE,
Opourtope, craThe. Pe3toMe KpaTko XapakTepu3yeT BbIBO/IbI, INIABHbIE UTOTH MPOU3BEICHHUS.

Haubonee pacnpoctpaneHHoil ¢Gopmoii 3ammceil sBISeTCs KOHCHEKT. JKemaTenbHO
HAa4YMHATh KOHCIEKTUPOBAHUE IIOCIIE TOr0, KaK BCE IPOU3BEIECHUE IPOUYUTAHO U COCTABIIEH €r0
wiadH. OCHOBHYIO TKaHb KOHCIEKTa COCTABIJISIFOT TE3UCHI, JOIMOJHEHHbIE PACCYKICHUSIMH U
JoKa3aTenbcTBaMU. KOHCIEKT MOXKET OBITh TEKCTYalIbHBIM, CBOOOIHBIM WM TEMATHUYECKHM.
TekcTyanbHBIM KOHCIIEKT CO3/1a€TCS U3 OTPHIBKOB MOUIMHHUKA — IIUTAT, C COXPAHEHUEM JIOTUKU
U CTPYKTYpbI TekcTa. CBOOOIHBIM KOHCIIEKT OCHOBAH Ha M3JI0)KEHWU MaTepHalia B yJ0OHOM st
guTaTeNs MOpsiiKe (HampuMmep, MBICTH, pa30pOocCaHHbIE MO BCEH KHHTE, CBOASITCS BOEAWHO). B
TEMaTU4YE€CKOM KOHCIIEKTE 3a OCHOBY OepeTcsi TeMa Wiu npobiiemMa, OH MOXKET ObITh COCTAaBJIEH IO
HECKOJBKUM HUCTOYHUKAM.

OKOHOMMIO BPEMEHU NPU KOHCIEKTUPOBAHMM JAET MCIOJIB30BAHME PA3IMYHOIO poAaa
COKpaIleHHii, ab0peBruaTypsl  T.II.

AKKypaTHOe, pa300punBO€ HaMMCaHHE KOHCIEKTa JOJKHO COYETaThCsS CO CKOPOCTBHIO:
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120 3HaKOB B MHHYTY — MUHHMaJIbHAst CKOPOCTh, 150 3HAKOB — MaKCHMaibHasi CKOPOCTb.

Jnsg  3anMcu  1aHHBIX, MOMJIEKALIUX HCIOJIB30BAHMIO, MHOTME HCCIIEI0BaTENN
PEKOMEHAYIOT CHUCTeMY KapTouek. [IpermyImiecTBO KapTodyek B TOM, UYTO Kax/jas CIpaBKa
perucTpupyercst OTAEIbHO U 0€3 Tpyaa MOXET ObITh HailieHa, UX JIETKO pasJIoKUTh Ha CTOJIE,
CTPYNIIMPOBATh M IeperpynnupoBaTh. [Ipu 3aHeceHHMH CIPaBOYHOTO MaTepuana B KapTOUKy
BHU3Y NPUBOAMUTCSA Ha3BaHUWE MCTOYHHKA, HABEPXY — 3aroJIOBOK, COAEpXkalllui yKa3aHHe, TIe
MMEHHO MaTepuall MOXKeT Nmpuroautbes. LlenecooOpa3Ho MOIb30BaTHCS KAPTOUKAMM OJMHAKO-
BOT'0 pa3Mepa v mucaTh TOJIBKO Ha OHOM ee cTopoHe. Ha ka0l KapTOuKe J1e71aeTcs TOJIBKO OJTHA
3allUChb W IpPU TIOMOINM KaBBIYEK YKa3bIBaeTCs, SABJIAECTCA JM INPUBOAMMASL  CChUIKA
HETOCpeICTBeHHOW mmTaTol. lLlenecooOpa3HO XpaHWTh KapTOYKM B KOHBEPTAX, PazIHYHBIX
nankax ¢ HaJlUCAMU I JaybHeimeil paboTbl

Takast pabota ¢ 1uTepaTypoil CHOCOOCTBYET JyUIlIeMy YCBOSHHIO YUeOHOT0 MaTepHasa.

Memoouueckue pexomenoayuu npu padome HAO KOHCHEKMOM JIeKUUI 60 8pems
npogeodenus n1eKyuu.

B xoxe neKIMOHHBIX 3aHATUNA KOHCIEKTUPOBATH Y4eOHBIA Marepuan. OOpamarhb
BHUMAaHME Ha KaTeropuu, GopMyIMpPOBKH, PACKPHIBAIOIINE COJIEPKAHUE TE€X MM MHBIX SIBICHUH
U TIPOLECCOB, HAayYHbIE BBIBOABI M IPAKTUUYECKHUE PEKOMEHJIAIMH, IOJIOKHUTEIbHBIM ONBIT B
OpaTopcKoM UcKyccTBe. JXKenaTenbHO OCTaBUTh B pab0YMX KOHCIIEKTaX M0JIsA, Ha KOTOPBIX JAeJaTh
MIOMETKH U3 PEKOMEHJIOBAaHHOMU JIUTEPATyphl, JOMOJHSIONIME MaTepHall MPOCIYILIaHHON JIEKINH,
a TaKKe MOJYEPKUBAIOIIME OCOOYI0 BaXXHOCTh TE€X MM HHBIX TEOPETHUYECKUX IOJIOKEHHH.
3ajaBaTh MpENoOJIaBaTeNI0 YTOYHSIOIMIME BOMPOCHI C LEIbI0 YSACHEHHS TEOPETHYECKHX
I0JIO’KEHUH, pa3peIIeHNs CIIOPHBIX CUTYalUH.

Memoouueckue pekomeHOayuu npu NOO20MOGKe K CEMUHAPCKUM 3AHAMUAM.

B xome moAaroTtoBku K CEMHHApaM H3Y4YUTb OCHOBHYIO JIMTEpPATypy, O3HAKOMUTBCS C
JIOTIOJTHUTEIHHOM JINTEPATypOi, HOBBIMH IyOIHMKAIIUSMH B IEPUOJUUECKUX U3/IaHUAX: )KypHaJIax,
razerax u T. 1. Ilpm 3TOM yuecTb peKOMEHAALUU MpernojaBaTenss W TpeOOBaHUS y4ueOHOM
nporpaMMel. JlopaGaTeiBaTh CBOM KOHCIIEKT JIEKIUH, JI€Jasi B HEM COOTBETCTBYIOIINE 3aIHCH U3
JUTEpaTyphl, pEKOMEHJIOBAaHHOHN MperoiaBaTesieM U MPeJyCMOTPEHHOW y4eOHOH MporpamMmoi.
[ToAroToBUTH TE3UCHI ISl BHICTYIIJICHHUH 110 BCeM y4eOHBIM BONPOCAM, BHIHOCUMBIM Ha CEMHHAp.
I'oTOBsICH K AOKIay WK pedepaTUBHOMY COOOIIEHHUI0, 00palaThes 3a METOAMYECKON ITOMOIIbIO
K npenojaBarento. CocTaBUTh MJIAH-KOHCIEKT CBOETO BhICTyIUIeHUs. IlpoaymaTre mpumepsl c
LIEJIbI0 00ECTIeYeHNsI TECHOW CBSI3U M3Y4aeMOM TEOpHH C peasbHOM KU3HbI0. CBOEBPEMEHHOE U
KaueCTBEHHOE BBIMOJIHEHHE CaMOCTOSITENIbHOM paboThl 6a3upyeTcsl Ha COONIIOIEHUN HACTOSIINX
pEKOMEHIalUI U U3yYEHUHN PEKOMEHI0BAHHOM JIMTEpaTyphI.

CTyeHT MOXeT [OMOJHHUTh CIUCOK MCIIOJIb30BAHHOM JIUTEPATypbl COBPEMEHHBIMU
HCTOYHUKAMU, HE MIPE/ICTABJIIEHHBIMH B CIIMCKE PEKOMEHI0BAHHOM JINTEPATYPhI, U B JaJIbHEHIIIEM
HCIOJIb30BaTh COOCTBEHHBIE MOJIMOTOBJICHHbIE Y4eOHbIE MaTEPHUAJIbI IPU HAITMCAHUU KYPCOBBIX U
JTUITIOMHBIX paboT. MeToauueckue peKoMeHJaluy CTYJeHTaM [0 CaMOCTOATENbHOM paboTe Hax
M3y4aeMbIM MaTEpUaJOM M MpHU MOATOTOBKE K CEMUHAPCKUM 3aHATUSAM CeMHHApCKUE 3aHSTUS
TpeOYIOT HayYHO-TEOPETUUECKOr0 0000IEH s INTEPAaTyPHBIX HCTOYHUKOB U IMOMOTa0T IIy0xe
YCBOMTD yueOHBIN MaTepual, IpUoOPEeCTH HaBBIKU TBOPUYECKOU pabOTHI HAJl HEPBOMCTOYHUKAMHU.
[Inanbl ceMMHapCKUX 3aHATHM, UX TEMaTHKa, PEKOMEHAyeMas JIMTEparypa, Lelb U 3aJauu €€
M3Y4YEHHUs COOOIIAIOTCS MPENno/iaBaTeleM Ha BBOJHBIX 3aHATHIX WM B METOAMUYECKUX YKa3aHUIX
10 JTAHHOW JUCLMILINHE.

HaunHasg MoAroToBKy K CEMHUHApCKOMY 3aHSATHUIO, CTYACHTHI JOJKHBI O3HAKOMHUTBCS C
COJIepKaHUEM KOHCIEKTa JIeKIMH, pasjaenaMd Y4eOHMKOB U Y4eOHbIX MocoOuid. 3aTem
HeoOxoauMo  mopaboTaTh € JIOMOJHUTENBHOM  JUTEpaTypoil, chenarb 3amucu 1O
PEKOMEHI0BaHHBIM UCTOYHHUKAM. B mpoliecce MoAroTOBKY K 3aHATUSM PEKOMEHAYETCSl B3AUMHOE
o0CyXJleHHe MaTepualla, BO BpeMsl KOTOPOrO 3aKpeIlIAIOTCsS 3HaHUs, a Takke NMpHoOpeTaercs
IIPAKTHKA B U3JI0)KEHUH U Pa3bsCHEHUU MOJIYYEHHBIX 3HAHUM, pa3BUBAETCS PEYb.
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[Ipn HeoOxomuMoOCTH clieqyeT OoOpamaThCs 3a KOHCYJbTallMedl K mpemojaBaTento. Mas Ha
KOHCYJIbTAINI0, HEO0X0AMMO XOPOIIO IPOAYMAaTh BONPOCHI, KOTOPHIE TPEOYIOT Pa3bsCHEHMUS.

B Hauane 3aHATHS CTYIEHTHI IO/ PYKOBOJCTBOM TIpemojaBareist Oojee TIIyOOKo
OCMBICIIMBAIOT TEOPETUYECKHUE TIIOJIOKEHUS 10 TEME 3aHATHUs, PACKPBIBAIOT M OOBICHSAIOT
OCHOBHBIE TOJIOKEHHUSI MYOJIMYHOrO BBHICTYIUIEHMs. B mporecce TBopueckoro oOCyXaeHus M
JMCKYCCUM BbIpaOaThIBAIOTCS YMEHHS M HaBBIKM MCIIOJIb30BaTh NMPUOOPETEHHBbIE 3HAHUS JUIS
Pa3IMYHOTO PO/ia OPATOPCKOM 1E€ATEIbHOCTH.

Benenne 3ammcell cnocoOCTBYeT MpEBPALCHUIO YTEHUS B AaKTHBHBIM Ipolecc,
MOOUIIN3YET, HAPSAAY CO 3pUTENbHOM, U MOTOPHYIO HamsaTh. CienyeT NOMHHUTB: Y CTYJ/EHTa,
CHUCTEMaTHYEeCKH BEIYIIEro 3alliCH, CO3JaeTcsi CBOM MHIUBUAYaJIbHBIA (POHA MOJACOOHBIX
MaTepUasIoB Jjisl ObICTPOIO IOBTOPEHUS IPOYUTAHHOTO, AJI1 MOOMIIM3allMU HAKOIUIEHHBIX 3HAHUM.
Oco6eHHO Ba)KHBI M TIOJIE3HBI 3aIIUCH TOT 14, KOT/1a B HUX HAXOAAT OTPa)KEHUE MBICIIH, BO3HUKIIINE
IIPU CaMOCTOSITENIbHOM paboTe. BakHO pa3BUBATh Y CTY/I€HTOB YMEHHE COIIOCTABIISATh UCTOUHUKH,
IIPOAYMBIBaTh U3yuaeMblii MaTepuai. Ha ceMuHape kaxIplif €ro yYaCTHUK JOJDKEH OBITh TOTOBBIM
K BBICTYIJICHUIO IO BCEM IIOCTaBJICHHBIM B IUIAHE BOIPOCAM, MPOSBIATH MaKCUMAJIbHYIO
aKTUBHOCTb IIPU UX PACCMOTPEHUU. BBICTyIIEHNE TOKHO CTPOUTHCS CBOOOHO, YOS TUTEIBHO U
apryMEeHTHPOBAHO.

[IpenogaBaTens cneaut, YTOObI BEICTYIUIEHHE HE CBOJMIIOCH K PENPOTYKTUBHOMY YPOBHIO
(mpocToMy BOCHpPOM3BEIEHUIO TEKCTa), HE JIOMYCKAEeTCd M MPOCTOE UTEHHE KOHCIEKTA.
Heo6xoanMo, 4TOOB!I BBICTYHAIOIIMH MPOSBIST COOCTBEHHOE OTHOILEHHE K TOMY, O Ye€M OH
TOBOPUT, BBICKa3blBaJl CBOE JIMYHOE MHEHHE, NMOHMMaHHE, OOOCHOBBIBAJI €r0 U MOT CJIeNaTh
NpaBUJIbHBIE BBIBOJBI U3 CKa3aHHOTO. IIpu 3TOM cCTyneHT MoxeT oOpamarbes K 3amucsM
KOHCIEKTa M JIEKIMH, HEMOCPEICTBEHHO K IEePBOMCTOYHMKAM, WCIIOJIb30BaTh 3HAHME
XYA0KECTBEHHOH JIMUTEPATyphl U UCKYCCTBA, (PaKThl U HAOIIOCHUS COBPEMEHHON >KU3HU U T. 1.
Bokpyr Takoro BBICTYIUIEHUSI MOTYT pa3ropeThCsl CHOPbBI, AUCKYCCUHU, K yYaCTHIO B KOTOPBIX
JIOJDKEH CTpeMHUTbes Kaxawlil. IlpenonaBaTtento HE0OXOAMMO BHUMATENBHO M KPUTHYECKH
CIIyIIaTh, IOJMEYATh OCOOCHHOE B CYXACHMSX CTYJCHTOB, yJIaBIMBaTh HEJOCTATKU U OLIMOKH,
KOPPEKTHPOBATh UX 3HAHUSA, U, €CIM HYXHO, BBICTYNIUTHh B posu pedepu. [Ipu 3Tom oO6paTuth
BHHMaHHUE Ha TO, YTO €lle He ObUIO CKa3aHO, WIM MOJAJEPKaTh U Pa3BUTh UHTEPECHYIO MBICIIb,
BBICKA3aHHYIO BBICTYNAIOUIMM CTYyAEHTOM. B 3akirodeHue IpenojaBaTellb, KaK PyKOBOIUTEIb
CeMHHapa, NOJBOAMT HTOrM cemuHapa. OH MoxeT (BBIOOPOYHO) NPOBEPUTH KOHCIIEKTHI
CTY/I€HTOB U, €CJIM MOTpeOyeTcs, BHECTH B HUX UCIPABJICHUS U JOTIOJTHEHMUS.

Y4eboHO0-MeTOoAMUYECKOE 00ecTIedeHue /IJIsl CAMOCTOSITe/ILHOI PadoThl 00y4alomMXCs
o AUCIHUILIHHE

Tema Ne 1.
Ayoumopnoe 3anamue
Jlexius Ha Temy: BBenenne B kype «OCHOBBI /1eJIONPOU3BOICTBAY.
IInan nexmuu:
1. Ilonsatue, 00BEKT, MpeAMET Kypca
2. JlokyMeHTHasl JeSITeIbHOCTh
3. Opranuzanus paboThl C JOKYMEHTaMHU

Tema Ne 2,
Ayoumopnoe 3anamue
Jlexumst Ha Temy: OpraHn3anuoOHHO-PACIOPSAUTEIbLHAS JOKYMEHTAIUSI.
IInan gexmuu:
1. OO6mue moaoKeHUs
2. OpraHu3airoHHO-TIPABOBBIC TOKYMEHTHI
3. PacnopsautenbHbIe TOKYMEHTHI
4. WuHpOopMalMOHHO-CIIPABOYHBIC JOKYMEHTHI
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Tema Ne 3.
Ayoumopnoe 3anamue
Jleknusa Ha Temy: JlokyMeHTbI (PU3HYECKUX JIMIL.
[Lnan nekuuu:
1. TlonsTHe 1 BUIIBI OOpAIICHUH IPaKIaH
2. TexHonorus paboThI C 0OpaAIICHUSIMH TPAKIaH
3. PaccMotpenue obpaiiieHni pyKOBOACTBOM OpraHU3aINH

Tema Ne 4.
Ayoumopnoe 3anamue
Jlexuns Ha Temy: KoH(puaeHuuaabHoe 1e101POU3BOACTBO.
IInan nexknuu:
1. TlonsaTHe 1 OPSAAOK OOpaIIeHus ¢ KOHPHUICHIIUATHHBIMU IOKyMEHTaAMH
2. PernamenTarus paboTsl ¢ KOH(DHICHIIMATBHBIMU JIOKYMEHTaAMH
3. Iopsiok AOKyMEHTHPOBaHMs KOH(pUIeHIINATbHOM HH(OopMaLuu
4. TToaroToBKa 1 M3AaHKE KOHPHUISHIIUATBHBIX JOKYMEHTOB

Tema Ne 5.
Ayoumopnoe 3anamue
Jleknus Ha Temy: Kagposoe 1e10npou3BoacTBo.
[1nan nekumu:
1. Ompenenenue u 00s3aTeTBHBIA 00HEM KaIPOBOTO JEIONPOU3BOCTBA
2. Bwuapl JTOKyMEHTOB, OTHOCSIIIMXCS K KaJIpOBOMY JEJIOTIPOU3BOCTBY
3. Ilpuka3sbl MO TUYHOMY COCTaBY
4. JIoKyMEeHTBI-OCHOBaHUS K ITPUKAa3aM 10 JINYHOMY COCTaBY

Tema Ne 6.
Ayoumopnoe 3anamue
Jlexuust Ha TeMy: KOHTpPOJIb HCTIOJIHEHH S IOKYMEHTOB.
I1nan gexmuu:
1. Cpok ucnoHeHUs JOKYyMEHTOB
2. TexHOJOTHUS KOHTPOJIS 32 UCTIOTHEHUEM JJOKYMEHTOB
3. ABTOMaTH3UPOBAHHBII KOHTPOJIb 32 UCITOJIHEHUEM JJOKYMEHTOB

Tema Ne 7.
Ayoumopnoe 3anamue
Jlexnus Ha Temy: Ilpunnun ¢popmMupoBaHus MEPBUYHBIX JOKYMEHTHBIX KOMILJIEKCOB.
[Lnan nexkuumu:
1. OcHoBHBIE MPU3HAKH JUISI CUCTEMATHU3AINH JOKYMEHTOB
2. TlpusHaku 3aBeieHUS €T
3. IlpaBuna co3ganus JTOKYMEHTHBIX KOMIUIEKCOB U (GOPMUPOBAHHUS 1€

Tema Ne 8.
Ayoumopnoe 3anamue
Jlexuus Ha Temy: CHCTEMBI JOKYMEHTALMH.
[Inan nexnuu:
1. Omnpenenenue cucTemMsl JOKYMEHTALUU
2. OYHKUMOHAIbHbIE CUCTEMBI JJOKYMEHTAIIUH
3. KopnopatusHble cUCTEMBI TOKYMEHTALUU
4. Cucrema 31eKTPOHHOTO JJOKYMEHTOO00POTa
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Tema Ne 9.

Ayoumopnoe 3anamue

Jlexumst Ha Temy: [lopsigok cocTaB/ieHUsI U 0(pOPMIIEHUS] HOMEHKJIATYPBI e
OpraHu3amuu.

[Lnan nekuuu:

1. Ompenenenuie U Ha3HaYEHHE HOMEHKIIATYPHI A€

2. Tlopsimok pazpaboTku 1 0pOpMIICHHS HOMEHKIATYPHI JIeIT

3. CTpyKkTypa HOMEHKJIATYpHI U MOPSIIOK €€ 3aMOTHEHHS

4. CocraBiieHHE ¥ CUCTEMAaTH3aIlHs 3ar0JI0OBKOB (HAMMEHOBaHU) JelT

Tema Ne 10.
Ayoumopnoe 3anamue
Jlexiust Ha TeMy: IKCNEPTH3a HEHHOCTH IOKYMEHTOB.
IIman nexmuu:
1. Onpenenenue 3KCNEPTU3bI IEHHOCTH JIOKYMEHTOB
2. DKcrepTHbIE KOMHCCUU
3. IlpoBenenue 3KkcHepTU3bI HEHHOCTU JOKYMEHTOB 0OpMIIeHHE €€ Pe3yIbTaTOB

Tema Ne 11.
Ayoumopnoe 3anamue
Jlexums Ha Temy: [loAroroBka el K AJUTEIbHOMY XPaHEHHIO.
[Iman nexuuu:
1. Odopmienue nen
2. CocTraBieHHe 3aBEPUTEIIbHON HaIIHCH
3. OdopmieHne 00I0XKKH Jiena

Il1aHbl cCeMUHAPCKUX 3aHATHIA

JlaHHBIE MJIaHBI CEMMHAPCKUX 3aHATHH IpeHa3HAYEHBI IS CTYACHTOB BCEX HaIlPaBICHUN
U crenuanbHocTe. [Ipu MoAroToBKe K CEMHUHAPCKOMY 3aHATHIO CTYACHTaAM PEKOMEHIYeTCs
HCMOJIb30BaTh YUeOHbIE MOCOOMs, yKa3aHHbIE B IIEJIOM K KypCy, a TaKKe H3Yy4uTh JIUTEpaTypy,
PEKOMEHIOBAaHHYIO K KaXKJIOMY CEMUHApYy.

IIpu moAroToBke K ceMUHapaM IpPeroJjiaBaTellb MOXKET MOpydyaTh OJHOMY, HECKOJIBKUM
WIA BCEM CTYJEHTaM IOJTOTOBUTh MaTEpHAIBI MPE3CHTAUU IO ONPEACICHHOMY BOIPOCY B
paMKax 3asBJICHHOHN TeMbl. Takxke NMpernoaaBarelb B X0Jl€ MPOBEACHUS CEMUHAPCKOIO 3aHSATHS
MOJKET MCIIOJIb30BaTh TOT WJIM HHOM pa3aTOYHBIA MaTepHai (TeKCThI, HILUTIOCTPAILUH, TIOPTPETHI
u T1.7.). BcrneactBue HeoOXoauMocTH (HOpPMUPOBAHMS Pa3NIUYHBIX OOMIEKYJIBTYPHBIX U
npoEeCCHOHATBHBIX ~ KOMIIETCHIIMH,  3aKPEIUICHHBIX 33  JUCHHIUIMHOH  «OCHOBBI
JIeTTOTIPOM3BO/ICTBAY HA PA3HBIX HANPABICHUAX MOATOTOBKH, MPEAINOIATaeTCs pa3IuuHbId 00beM
BHUMaHHS Ha CEMHHAPCKHUX 3aHATHSIX TEM WIM MHBIM BompocaM. KoppeKTupoBaTh M3ydeHHE
BOIPOCOB MPEAINOJIAraeTCs ¥ MpU MOMOIIM pa3AaTouHOro MaTepHuaa.

Cemunap Ne 1. PekBU3UTBI IOKYMEHTOB U 001IHIT MOPSIA0K 0(hopMJIeHHUsT
nokyMeHTOoB (Tema Ne 1)
Ilooecomoska 0ok1a006 doma
1. OcHoBHBIE TOHATHS B cPepe AeTOTPON3BOCTBA.
2. CBoiicTBa, MpU3HAKH, QYHKIIUU TOKYMEHTOB.
3. OOmue TpeboBaHUs K OJIaHKaM JOKYMCHTOB.
3aoanue na 3anamuu
Iloocomosvme oOaanxku ooxymenmos 6 coomeemcmeuu ¢ I'OCT P 6.30-2003 c
ucnonvzoeanuem I1K :
1. OOmmuii OaHK.
2. bnaHk nucema.
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3. brnaHK pacnopsAUTENIBHOTO JOKYMEHTA.

Cemunap Ne 2. [ToaroroBka u ogopmiieHHE OPraHU3aANHOHHO-TIPABOBBIX
noxyMeHTOB (Tema Ne 2)
Tlooecomosxa 0oxnaoos ooma
1. Odopmnenne opraHu3alOHHO-TIPABOBBIX IOKYMEHTOB.
3adanus na 3ansmuu
1. [ToaroroBeTe U OPOPMUTE MOJIOKEHHE O CTPYKTYPHOM IOAPa3/ICICHHH.
2. [ToaroroBsTe 1 0POPMUTE JOHKHOCTHYIO HHCTPYKITHIO.

Cemunap Ne 3. IloaroroBka u oopmJjieHUe NPUKa3a 10 OCHOBHBIM BHIaM
AesTeabHOCTH ¢ ucnojb3oBanueM IIK (Tema Ne 2)
Iloocomoska 0oknados doma

1. OdopmiieHne pacopsIUTEIBHON JTOKYMEHTALIHH.

3aoanus na 3ansmuu

1. [ToaroroBsTe ¥ OPOPMHUTE IIPHKA3 IO OCHOBHOM JICSATEIBLHOCTH.
2. [ToaroroBsTe M 0OPOPMHUTE PACTIOPSIKCHHUE.

Cemunap Ne 4. [ToaroroBka u opopmiieHne CJIyKeOHOT0 MHUCbMAa
¢ ucnoab3zoBanueM IIK (Tema Ne 2)
Ilooecomoska 0ok1a006 doma

1. OdopmiteHue 1enoBbIX MTUCEM.

2. Odopmienue 61aHKOB CTPYKTYPHBIX OJPA3/IEIEeHUI.

3aoanus na 3anamuu

1. IToaroToBBETE U 1ET0BOE MHACHEMO.

2. [ToarotoBeTe U 0opMUTE CITYKEOHYIO 3aMCKY 110 YCTaHOBIEHHOMY 00pasIly.
3. [ToaroroBeTe U 0OPOPMHUTE JOKIATHYIO 3aMCKY IO YCTAHOBICHHOMY 00pasily.

Cemunap Ne 5. TexHoJiorusi padoThl ¢ 00palieHUsIMUA TPAKIAH

(Tema Ne 3)
Iloozomoska doxknados doma
1. Busl 10KyMEHTOB GU3UUECKUX JIULL.
2. OcHoBHBIE IPUHIUIIBI PA0OTHI ¢ 0OpAILIEHUIMHU TPaKIaH.

3aoanus na 3anamuu

1. Hammucatp obOparieHue rpak/1anuHa.

2. IIpoBectu nepBUYHYI0 00pabOTKY OOpaIeHus!.
3. [loaroToBUTH OTBET HA OOpPAIICHNE TPAKTAHHHA.

Cemunap Ne 6. Kagposoe nenonpousBoacrbo (Tema Ne 5)
Ilooecomoska 0ok1a006 doma

1. Bubl 10KyMEHTOB 10 JINYHOMY COCTaBY.

2. Odopmienue TOKyMEHTaIUU 110 JINYHOMY COCTaBY.

3. YHu}UKanus J0KyMEHTOB 10 JMYHOMY COCTaBY.

4. ITopsiaoK 3an0JIHEHUS TPYIOBOM KHUKKU.

3aoanus na 3anamuu

1. [ToaroToBbTe MpHKa3 M0 JUYHOMY COCTaBY C IPUMEHEHUEM YHU(PHUIIMPOBAHHON
(bhOopMBL.

2. [TpoBeauTe MeponpusATHs 10 OPOPMIICHHIO paOOTHHUKA Ha IOCTOSIHHYIO PadoTy.

3. [TpoBeauTe MEpOTPHUATHS TIO YBOJILHEHHUIO pa0OOTHHKA.

Cemunap Ne 7. CTpyKTypa HOMEHKJIATYPhbI e M opsaok eé 3anoaHenus: (Tema
Ne 9,10, 11)
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Iloozomosxa ooxnaooe ooma

1. Opranuzanus 1 mops,iok GoOpMUPOBAHUS JIETI.

2. Homenkinarypa aen.

3. [ToaroroBka JOKYMEHTOB K apXHUBHOMY XPaHEHHIO

3aoanus na 3anamuu

1. Pa3paboraTh HOMEHKIATYpPY €T OpraHU3allUU 110 331aHHBIM CTPYKTYPHBIM
MOIPa3/ICIICHUSIM.

2. 3anoMHUTh YHUPUIUPOBAHHYIO (HOPMY HOMEHKIIATYPHI JIE.

3. CocTaBUTh UTOTOBYIO 3aMHCh.
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6. YueOHasi 1uTepaTypa u pecypchbl HHPOPMANMOHHO-TEIeKOMMYHUKAIIMOHHOM
ceTd "UHTepHeT", BK/IIOYAS NepevYeHb Y4eOHO-MeTOAMYECKOro odecneyeHust st
CaMOCTOSITE/ILHOI PadoThl 00y4aIOIIUXCA 10 JUCHHUILIHHE (MOLYJT10).

6.1. Ocrosnas numepamypa

1. Kysnenos U.H. JlokymeHTannonHoe o0ecrieueHne yrnpapieHus. JOKyMEHTOO000pOT U
JeTOTIPON3BOICTBO 3-€ W3M., Hep. W JO0N. YYeOHHUK M MPAKTHKYM JJIs TPHUKIATHOTO
OakamaBpuata - M.: MsmarensctBo IOpaiir, 2020. - DBC "Opaiit" https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-
deloproizvodstvo-412578

2. lllyranoBa H.H. Opranusanus u TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOECICUCHHS
ympaBieHus. Y4eOHUK U MPaKTUKYM /s akajemMuueckoro Oakanaspuata / [llysanosa H.H., - M.:
WznarensctBo [Opaiit, 2023. - DBC "IOpaitt" https://biblio-online.ru/book/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-413824

3. Julia Stoffregen, Jan M. Pawlowski, Henri Pirkkalainen. A Barrier Framework for open
E-Learning in public administrations. Computers in Human Behavior. - Volume 51, Part B,
October 2022, Pages 674-684. 2015. Pexum JoCTyma:
http://www.sciencedirect.com/science/article/pii/S0747563214007407

6.2. JlonmotHUTE/ILHAS JIUTEpaTypa

1. JlokymeHTOBeeHUE: YUEOHUK Ul CTYJCHTOB YUpEeXJIeHUI BbIcIIero oOpa3oBaHus /
M.B. JlapuH, E.A. IInemkesny, B.®. fukonas, B.C. Munrarnes, E.B. Tepenrtbena,
M.JI. I'aBnuH; mon pexn. a-pa uCT. Hayk, mnpo¢d. M.B. Jlapuna. M.: M3natenbckuil LEeHTp
«Axanemusy, 2023. — 320 c. — 800 »k3.

2. Kysnenos 1.H. [lenoBoe nucbeMo : yuebHO-cripaBoyHoe rnocobue. - M. : Jlamxkos u K,
2022 - 288 c.

3. Henomnpomssoacteo / mon pexa.: N.K. Kopueesa, B.A. Kynpsiea - M. : Ilpocrnekr,
2021. - 479 c.

4. JlokyMeHTOBe/IeHHEe. YUYEOHUK M MPaKTHKyM JUIsS aKajgeMH4YecKkoro OakaiaBpuarta /
Hoponmna JILA. - OtB. pen. - M.: MWzmarensctBo IOpaiit, 2023. - 3BC "IOpait"
http://www.biblio-online.ru/thematic/?id=urait.content. SAED6A08-1A40-4245-9965-
A93821931223&type=c_pub

5. PaznopoxHsiif, A. A. JlokyMeHTHpOBaHUE YIPABICHYECKON AEATEIBHOCTH @ yueOHOe
nocobue: momymeHo Coserom YMO By30B Poccun... mo cnenmambHOCTH "MEHEIKMEHT
opranmsanuu”. - M. : UTHOPA-M, 2021. — 302 c.

6.3. YueOHO-MeTOAMUYECKOe 00ecneueHue CaMOCTOsITeIbHOI padoThl.

1. Monenb MO3UIMOHHOTO 00y4YEHHUs CTYJACHTOB [ DJIEKTPOHHBINA pecypc|: TeOpeTHIECKUE
OCHOBBI M MeTonueckue pekomennanuy/ M.b. lusH [u ap.].- DNeKTpOH. TEKCTOBBIE JaHHBIC.—
M.: MocCKOBCKHI TOPOACKOHN Temarornyeckuii yausepcuret, 2022.- 152 c.- Pexxum goctyna:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html.- 35C «IPRbooks»

2. OOpa3oBarenbHbIE WHHOBAIMM W TPAKTUKA Kapbepbl : COOPHUK METOAMYECKHX
matepuainos u crareit / PAHXul'C npu Ilpesunenre PO. - M. : [leno, 2020. - 192 c.

3. Ilcuxomnorus aganrtanuu u coruanbHas cpena. CoBpeMeHHbIE OX0/1bl, TPOOIEeMBbI,
nepcnekTuBsbI [ DnekTpoHHbI pecype]/ JIL.I. [ukas [u ap.].- D7AEKTpOH. TEKCTOBBIE JaHHBIC.- M.:
Iep C», 2022.- 624 c.- Pexxum pocryma:
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html .- 96C «IPRbooks»

4. ConmanabHO-TICUXOJIOTUYECKHE aCTIEKThl (POPMUPOBAHUS KYJIbTYPHI
camooOyuarorneiicst opranuzanuu / A. 1. Hukonaes [u ap.] // Bonpocsr icuxomorumu. - 2014, -

Ne 6. - C. 44-52.

5. IlonoxxeHne 00 opraHM3AIMU CAMOCTOSATEIBLHON pabOTHl CTYIEHTOB (eneparbHOTo

TOCY/IapCTBEHHOTO  OIOKETHOTO  00pa3oBaTENbHOTO  YUPESKACHUS BBICIIETO 00pa3oBaHUs
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http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.biblio-online.ru/thematic/?id=urait.content.3AED6A08-1A40-4245-9965-A93821931223&type=c_pub
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/27375.html
http://www.iprbookshop.ru.ezproxy.ranepa.ru:3561/7431.html

«Poccuiickas akageMusi HAPOJAHOTO XO3SICTBA W TOCYAAapCTBEHHOU ciyxkObl mpu [Ipe3upenre
Poccuiickoit ®eneparun» (B pea. mpukaza PAHXul'C or 11.05.2016 r. Ne 01- 2211).
http://www.ranepa.ru/images/docs/prikazyranhigs/Pologenie_o_samostoyatelnoi_rabote.pdf

6. Pabouas mporpamMma u QOH] OIIEHOYHBIX CPEACTB TUCIUILIHHBI

6.4. HopmaTuBHbIe IPABOBbIE JOKYMEHTBbI

1. Koucturyuus Poccuiickoit ®enepauuu (IpUHATa BCEHAPOJHBIM T'0JIOCOBAHHUEM
12.12.1993) (c yu€rom momnpaBok, BHecEHHBIX 3akoHamMu P®D o mompaBkax k Koncruryiuu PO ot
30.12.2008 Ne 6-®K3, ot 30.12.2008 Ne 7-®OK3, ot 05.02.2014 Ne 2-OK3, o1 21.07.2014 Ne
11-®K3) // Cobpanue 3akonogarenscrea PO, 2014, Ne 31, cr. 4398.

2. VYka3 llpesunenta Poccuiickoit ®enepanuu ot 07.05.2012 Ne 601 «O06 OCHOBHBIX
HaMpaBJICHUSAX COBEPIIEHCTBOBAHUS CUCTEMBI TOCYIAPCTBEHHOT'O YIIPaBICHUS.

3. ®enepanbHbIil 3aK0H 0T 26.12.1995 No 208-D3 «O06 akIMOHEPHBIX 00IIECTBAX.

4. ®enepanpubliii 3aK0oH PO ot 29.07.2004 Ne 98-D3 «O koMMepUecKoil TaliHe».

5. ®enepanbublii 3akoH oT 27.07.2010 Ne 210-®3 «O06 opraHuzanuy nperocTaBiICHUs
rOCYJJapCTBEHHbBIX U MYHULIUIIAIBHBIX YCITYT».

6. Ilocranosnenue [IpaBurensctBa Poccuiickoit @enepanuu ot 15.06.2009 Ne 477 «O6
yTBepskaeHun [IpaBui nenonponsBoacTBa B eiepaabHbIX OpraHaxX UCTIONIHUTEBHON BIACTHY.

7. Ilpuka3 PocapxuBa ot 23.12.2009 Ne 76 «OO06 yrBepxkaeHun MeToaudecKux
pexoMeHaanui nmo pa3paboTke MHCTPYKLUMH IO AEJONPOU3BOJACTBY B (helepanbHBIX OpraHax
HCIIOJTHUTEIIBHON BIIACTI.

8. [Ilocranosnenue IlpaBurenscrtBa Poccuiickoit ®@enepaunu ot 27.12.1995 Ne 1268
«O0 ynopsiIoueHUN H3TOTOBJICHUS, WCIOJb30BAaHUS, XPAHEHHWS M YHUUTOKEHHUS MeyaTell u
65aHKOB ¢ BocIpou3BezeHneM ['ocynapctBenHoro repoa Poccuiickoit deneparym»

9. IlocranoBnenne Muntpyna Poccun ot 26.03.2002 Ne 23 «O0 yTBEp» I€HUH HOPM BPEMEHH
Ha paboThl MO JIOKYMEHTALIMOHHOMY OOECIEYEHMIO YIPABICHUYECKUX CTPYKTYp (enepaabHbIX
OpPraHOB UCIOJHUTENILHOMN BIIaCTH.

9. Ilocranosnenue IIpaBurenscrtBa Poccuiickoit ®@enepaunn ot 13.08.1997 Ne 1009
«O0 ytBepxkaeHuu [IpaBui1 NOArOTOBKM HOPMAaTUBHBIX NPABOBBIX aKTOB (pe/iepalIbHbIX OPraHOB
VCIIOJIHUTENIBHOM BJIACTH U UX T'OCYJapCTBEHHOM pErucTparum)

10. denepanbHBIi KOHCTUTYIHHOHHBIA 3akoH oT 25.12.2000 Ne 2-®K3 «O
I'ocynapctBennom repoe Poccuiickoit deneparum».

11. Pacnopsixenune Anmunuctpauuu IIpesunenta Poccuiickoit @enepanuu u Anmapara
[IpaBurensctBa Poccuiickoit deneparuu ot 16.07.2008 Ne 943/788 «O HanmucaHWU MOTHBIX U
COKpAIlEHHBIX HAUMEHOBaHUH (eiepabHBIX OPraHOB HCIIOJHUTEIBHON BIACTI.

12. ®enepanbubiii 3akoH PO ot 01.06.2005 Ne 53-®3 «O rocymapcTBEHHOM SI3bIKE
Poccuiickoi @enepanumn».

13. 3akon PCOCP ot 25.10.1991 Ne 1807-1 «O s3pikax HapomoB PCOCPy.

14. Tlpuka3z Munucrepctsa obpa3zoBanus u Hayku Poccuiickoit @enepaunu ot 08.06.2009
Ne 195 «O6 yTBepk/IeHNN CIIUCKA TPAMMATHK, CJIOBapel U CIIPaBOUYHUKOB, COJIEPIKALIUX HOPMBI
COBPEMEHHOI'0 PYCCKOIO JIMTEPATypHOIO S3blKa IIPU €r0 HCIHOJb30BaHUU B KauecTBE
roCyJIapCTBEHHOTO si3bIka Poccuiickoit denepanum.

15. YHu¢ukaus TeKCTOB ynpaBlIeHYECKUX JOKYMEHTOB. MeToIu4ecKrue peKOMEeH 1alu .
— M.: I'maBapxus CCCP, 1982.

16. denepanbubiii 3akoH 0T 29.06.2015 Ne 162-®3 «O cranmaptuzanuu B Poccuiickoit
denepauum.
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17. TOCT P 7.0.97-2016 «Cucrema ctangaptoB 1o uH(popmanuu, OMOIMOTCUHOMY M
u3gareabckoMy neny. OpraHu3alMOHHO-pAcTOpsauTeNnbHas JokyMeHTauusi. TpeOoBaHus K
oopMieHHI0O JOKYMEHTOB» (yTB. mpukazoM @DenepaabHOro areHTCTBa I0 TEXHUYECKOMY
perynupoBanuio 1 Merposoruu ot 08.12.2016 Ne 2004-cT).

18. TOCT P UCO 15489-1-2007 «CHBUM. VYmupaenenue mokymeHntamu. OOmrue
TpeboBanus» (yTB. Ilprukazom PenepasbHOro areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHUIO U
metposoruu ot 12.03.2007 Ne 28-c1).

19. TOCT P UCO 23081-1-2008 «CHUBU. VYmnpaBnenue nokymeHTamu. IIporieccsr
yIpaBJICHUs] TOKyMeHTaMH. MeTanaHHble Uil JOKyMeHTOB» (yTB. [lpmkazom denepanbHOTO
areHTCTBA 10 TEXHUYECKOMY peryanpoBaHuio u Merposiorun oT 13.11.2008 Ne 310-cr).

20. TOCT P 7.0.8-2013 «Cucrema cranmapToB 1o HH(pOpManuu, OHOIHOTEYHOMY W
u3JaTeabckoMy jeiy. Jlenonpou3BoACTBO U apXUBHOE Jeno. TepMuHbl U onpeneneHus» (yTB.
[Tpukazom DenepanbHOTO areHTCTBA MO TEXHUYECKOMY PETYIHPOBAHUIO W METPOJIOTUH OT
17.10.2013 Ne 1185-cT).

21. ®enepanbubiii 3akoH P® ot 22.10.2004 No 125-®3 «OO06 apxuBHOM Jeie B
Poccuiickoit @eneparumy»

22. OcHOBHBIE TIpaBUjIa pabOTHI ApXHUBOB OpraHU3alui (0J00PEHBI PEIICHUEM KOJUICTHU
Pocapxusa 06.02.2002) / Pocapxus, BHUMNJIAJl. M., 2022. - 152 c..

23. Tucemo PocapxuBa ot 02.03.2006 Ne 2/407-K «O6 MudopMarmoHHO-CIIPaBOYHOM
cucreme apxuBHoi orpaciau (MCCAO)»

24. Tlpuka3z Munkynbtypsl Poccum ot 25.08.2010 Ne 558 «O06 yrBepxkaenun llepeuns
THUIOBBIX YNPaBIEHYECKUX apXUBHBIX JIOKYMEHTOB, 00pa3yloluxcs B Mpolecce AesTeNbHOCTH
TOCYJJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOT'O CaMOYIIPABIICHUS M OPTaHMU3aLNH, C yKa3aHHEM
CPOKOB XpaHEHHUS»

25. TIpuka3z Munkynetypsl Poccuu ot 31.07.2007 Ne 1182 «O6 yrBepxkaenuu [lepeuns
THIOBBIX aPXUBHBIX JIOKYyMEHTOB, 00pa3yIOIMXCs B HAYYHO-TEXHUYECKOH U MPOU3BOJICTBEHHOM
JEeSITeTbHOCTH OPTaHU3AIHi, C YKa3aHUEM CPOKOB XPAHEHUS .

26. TTucemo PocapxuBa ot 07.04.2003 Ne 6/464-k «O NpHCBOCHUH TEMATHYCCKOMY
koMmIuiekTy «MHbopmarmonHo-cripaBounas cucrema apxuBHoi otpaciu (MCCAO)» cratyca
«odunmagbHOl 6a3bl 1aHHBIX DeepaabHON apXUBHOU ciTykObI Poccumy».

27. TlocranoBnenne denepanbHOl KOMUCCUH TIO0 PBIHKY IeHHBIX Oymar ot 16.07.2003
Ne 03-33/mc «O6 ytBepkaenun IlonokeHuss o MOpsAAKE MW CPOKAX XpaHEHHs] JTOKYMEHTOB
aKLMOHEPHBIX OOIIECTB»

28. ®enepanbhblii 3ak0H 0T 27.07.2006 Ne 149-03 «O06 unpopmanuu, nHHOpMaIMOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTE HHOOPMAITHI.

29. ®enepanbubliii 3akoH 0T 06.04.2011 Ne 63-D3 «O06 >1EKTPOHHON MOATIHUCKY.

30. INocranosnenue IIpaBurensctBa Poccuiickoit @eneparnun ot 09.02.2012 Ne 111 «O6
AJIEKTPOHHOH MOJIICH, UCTIOIB3YEeMOW OpraHaMy UCTIOJIHUTEIILHOU BJIACTH U OpPraHaMH MECTHOTO
caMOYIIpaBJICHHsI IPU OPTaHU3ALMH HJIEKTPOHHOI'O B3aUMOJICHCTBUS MEXAY c000ii, 0 mopsiake eé
WCTIOJIB30BaHUS, a TAK)KE 00 YCTAHOBJICHUH TPEOOBaHUI K 00€CTICUEHUIO COBMECTUMOCTH CPE/ICTB
3JIEKTPOHHOM MOATIHCHY.

31. TOCT P 53898-2010 Cucremsl 2JIEKTPOHHOTO JOKyMEeHT0OOOpoTa. B3anmoeiicTeue
CHCTEM YNpaBJeHUs JTOKyMeHTaMU. TpeGoBaHUs K 3JEKTPOHHOMY coobmieHus. (yTB. [Ipukasom
denepanlbHOrO areHTCTBa MO TEXHUYECKOMY pEryJIMpoBaHHIO M MeTposioruu ot 26.10.2010
Ne 327-cT).

32. Tlocranosnenue IIpaButensctBa Poccuiickoit @eneparuu ot 06.09.2012 Ne 890 «O
Mepax 10 COBEPIICHCTBOBAHUIO AJIEKTPOHHOTO JOKYMEHTOO00POTa B OpraHax rocynapcTBEHHOU
BJIACTHY.

33. Ilocranosnenwne [IpaButenbctBa Poccuiickoit deneparuu ot 08.09.2010 Ne 697 «O
€IMHOW CHCTEME MEKBEJIOMCTBEHHOTO JIEKTPOHHOT'O B3aUMOICHCTBUSY.

34. Tloctanosnenwue [IpaButenbctBa Poccuiickoit @eneparnuu ot 22.09.2009 Ne 754 «O6
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yTrBepxacHUN [1010KeHHS 0 cUCTeMe MEKBEIOMCTBEHHOTO JICKTPOHHOTO JOKYMEHTOO00pOTaY.

35. Pacnopsbkenue IlpaButenbctBa Poccuiickoit @enepanun ot 12.02.2011 Ne 176-p
«O0 yTBepKIIEHUU TJIaHA MEPOTPHUATUH 10 TIepeXxoy deaepaabHbIX OPraHOB UCIIOJHUTEIBHON
BIIACTH Ha 6€30yMaKHBI JOKYMEHTOOOOPOT pU OpraHU3aI[Mi BHYTPEHHEH e TEIbHOCTI.

36. ITpuxa3z Munkomcsszu Poccun ot 02.09.2011 Ne 221 «OG6 yTBepxaeHnn TpeOoBaHUMA
K UHGOPMAIMOHHBIM CHCTEMaM 3JEKTPOHHOTO JOKYMEHTO00OpoTa QenepalbHbIX OpPraHOB
WCTIOJTHUTEIIEHOH BJIACTH, YIUTHIBAIOIIMX B TOM YHCIIE HEOOXOIUMOCTh 00paOOTKH IMTOCPEICTBOM
JAHHBIX CUCTEM CITy>keOHOM MH(OpPMALIUK OTPAaHUYEHHOTO PACTIPOCTPAHEHUS.

37. Ilpuka3 PocapxuBa ot 29.04.2011 Ne 32 «O6 yrBepkaenuu Pexomenmanuii 1o
MOArOTOBKE (efepaabHbIMU OpraHaMU BJAcTHU MEpeyHel JOKYMEHTOB, CO3JaHhe, XpaHEHUE U
HCIIOJIb30BaHNE KOTOPBIX JIOJDKHO OCYIIECTBIATHCS B (OPME IIEKTPOHHBIX JOKYMEHTOB TIpHU
OpraHM3aly BHYTPEHHEU AESITEbHOCTIY.

38. IlpaBuna okazaHHS YCIyr TIOYTOBOW CBSI3HM, YTBEPXKAEHHBIE ITOCTAHOBIICHUEM
[IpaButensctBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 221.

39. TlpaBuna oxazaHus yCIyr TelerpadHON CBS3M, YTBEPKIEHHBIC TOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit @enepanuu ot 15.04. 2005 Ne 222,

1. Odununansuslii caiit @enepanbHOro apxuBHoro arentcTa (Pocapxusa) —
http://archives.ru/

2.  Od¢ummansHbli caiiT @enepanbHOTO Ka3¢HHOTO yupexaeHus «1 ocynapcTBeHHBIN
apxuB Poccuiickoit @enepanun» — http://statearchive.ru/

3.  OdwummansHbIi caliT Beepoccniickoro HayYHO-HCCIIEIOBATENBCKOTO HHCTHTYTA
JTOKyMeHTOBeIeH!sI 1 apxuBHOTO nena (BHUMJIA L) — www.vniidad.ru

4. Twnpaus Ynupasistonmx JlokymeHTanuen — www.gdm.ru

5. Tlopran Apxussl Poccun — http://rusarchives.ru/

6. Tlopran «PRO-nmenonpounsBoacTo: KypHan s pykoBoautenei ciayxo 10V u
cekpeTapei Bcex ypoBHei» — www.sekretariat.ru

7. Moptan Cekperapb-Pedepent — www.profiz.ru/sr/

8. MHTepHeT npoeKT o cucTeMax 3eKTPOHHOro JokyMeHToobopora DOCFLOW —
www.docflow.ru

9. CaiiT Mo KaipOBOMY JETIONPOU3BOICTBY — WWW.Pro-personal.ru

10. MHTepHET-)XYpHAI O CHCTEMaXx JIEKTPOHHOTO JokyMeHTooOopoTa (COJI) —
https://ecm-journal.ru

11. Bnor skcnepra ['mnbaun Ynpasmstomux Jlokymenrauueit H.A. XpamioBckoi —
http://rusrim.blogspot.com/

12. Cucrema 35eKTpoHHOTO TokymMeHToobopoTa DocsVision — https://docsvision.com/

13. Cucrema 371eKTpOHHOTO JI0KyMeHToo0opoTta Directum — www.directum.ru

14. Cucrema 31eKTpoHHOT0 JoKyMeHTooOopoTa «IEJIO» — www.eos.ru

15. Caiit Hanmonanbsubix Apxusos CHIA —
https://www.archives.gov/preservation/electronic-records.html

6.6. nble HCTOYHUKH

1. brikoBa T.A. O HekoTOpBIX MpobieMax cepbl yIpaBiIeHUs JOKyMEHTaMH B
Poccuiickoii @enepanuu / Bectauk PI'TY. Cepusi: JlokymMeHTOBEICHUE U apXUBOBE/ICHUE.
Wudopmaruka. 3anmra napopmarmu u nHGopmannonHas 6e3omacHocTb. 2020. Ne 2 (124). C.
40-45. - OBC elibrary http://elibrary.ru/item.asp?id=21653208

2. JenompousBoactso / o pen.: UK. Kopueesa, B.A. Kynapsiea - M. : [Ipocmekr,
2021.-479 c.

3. Tlouckosas cuctema Www.yandex.ru

4. UudopmanmoHHO-cripaBouHas cuctema « TexakcnepT» Www.cntd.ru

5. CmpaBouHo-mpaBoBas cuctema «KoHCyapTaHT mirocy WWWw.consultant.ru
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6. CnpaBouHo-mipaBoBas cuctema «I apant» Www.garant.ru

7. MaTtepuajbHO-TeXHHYeCKas 0a3a, UH(OPMaIlHOHHbIE TEXHOJIOTUH, IPOTrPAMMHOE
ob0ecrieyeHne U MHPOPMAIMOHHBbIE CIIPABOYHbIE CHCTEMBI.

HaunMenoBanme cnenmuaJIbHbIX
NoMeleH!i ¥ TOMeleH Ui 1J1s
€CaMOCTOSITEIbHOI PadoThI

OCHAIIEHHOCTH CIENHAJIbHBIX
NoMeIleHNii ¥ oMeIeH i 1J1s
€CaMOCTOATEIbHOI padoThI

Hepeqeﬂb JIMIICH3UOHHOT 0
nporpaMmMHoOro odecneyeHus.
PexBH3UTBI NOATBEPKAAIOIIECTO
HAOKYMCHTA

AynuTtopus Ui IPOBEICHAS
JIEKITMOHHBIX U TPAKTHYCCKHUX 3aHATHIA,
TPYIIIIOBBIX W MHIUBUIYAITBHBIX
KOHCYJBTAIIHH, TEKYIIET0 KOHTPOJIS U
MIPOMEXXYTOYHON aTTeCTAINN

MynbTUMEINITHBIA TPOEKTOP,
MapKepHast JOCKa, KOMITbIOTEPHbIE
KOJIOHKH, 1 IepCOHANBHBIN
KOMITBIOTEP, CHIEIHATTM3UPOBaHHAs
MeOeTb.

Microsoft Office Professional
2007 nomepnuiiensuu (42749629)
Microsoft Windows Professional
7 womepnuriensun (49498169)
KasperskyEndpointSecurity
(1800-151224-120308-263-113)

INomernienve 151 CAMOCTOSITENEHON PaboThI

Crienpanu3upoBaHHasi MeOelb, 2
MIEpCOHAIBHBIX KOMITBIOTEPA

Microsoft Office Professional
2007 nomepnuieHsuu (42749629)
Microsoft Windows Professional
7 nomepnuiiensuu (49498169)
KasperskyEndpointSecurity
(1800-151224-120308-263-113)

[Momemienue It XpaHSHUS 1

PO IIAKTHYECKOT0 00CITY KUBAHHS
yaebHOT0 000pyIOBaHNUS

Criertnanu3upoBaHHas MeOemb, 2
MEPCOHATIBHBIX KOMITBIOTEPa

Microsoft Windows Server
Standart 2008R2 Homep
mnensun (49498169)
Microsoft Windows Professional
7 nomep nurensun (49498169)
Microsoft Windows Professional
8 Homep nmunensuu (62003131)
Microsoft Office Professional
Plus 2013 Homep nuiieH3MH
(62003131)

Microsoft Office Professional
Plus 2013 Homep nHiIeH3UH
(62235598)
KasperskyEndpointSecurity
(1800-151224-120308-263-113)
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