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PaGouas mporpamMma TUCHIUTIIMHBI (MOYJISI) COCTaBJICHA B COOTBETCTBUU C TPEOOBAHUSIMH
®enepalibHOTO TOCYJApPCTBEHHOTO 00pa30BaTEIbHOrO CTaHAapTa BbICIIETO 00pa3oBaHUS IO
HampaBieHuto  noarotroBku  51.03.06  bubnuoreuno-uHpopManMoHHAs — JIESATEIBHOCTD,
YTBEP)KJICHHOTO TMpHUKa3oM MUHHCTEpCTBa 00pa3oBaHus M Hayku Poccuiickoir Denepamuu
YTBEP)KICHHBIN npukazoM oT 6 nexabps 2017 r. Ne 1182 u OIIOII BO mo nHampaBieHHIO
noarotoBku 51.03.06 bubnuoreuyno-uHGpOpMaIIMOHHAS IEATEILHOCTD.

PaGouas mporpamma AMCUMILTUHBI (MOAYISI) MpeaHa3HAYeHa JJis CTyACHTOB 3-4 Kypca
3a04HOM opMbl 00yueHHUs HanpaBiieHus moarotoBku 51.03.06 bubnmmoreuyno-uHGOpMaIIOHHAS
JESITEIbHOCTD, HAIIPABICHHOCTH (1poduiis) MHpOpMaAIIMOHHO-aHATUTHYECKAS e TEIbHOCTD.

[Iporpamma onoOpeHa Ha 3aceiaHud  Kadenpbl TYMaHUTApHBIX M COIMAIBHO-
SKOHOMHUYECKHX ucuuriuH ot 27 utons 2023 roaa, mpotokos Ne 11,
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1. Heab v 3a1a4M JUCHHUILIMHBI

Ilenbto oOcBOeHMsSI JUCHMIUIMHBI «JlOKyMEHTallMOHHOE oO0OecledyeHue YIpaBiIeHUs
O6u0IMOTEeYHO-MHPOPMALTUOHHON JIEATEIBHOCTHIO» SBISETCS MOATOTOBKA CTYACHTOB B O0JIACTH
JOKYMEHTalMoHHOro obecnedyenus ynpasiaenus (IOY), B T.4. ycBoeHHE CTyJeHTaMU KOMILIEKCa
TEOPETUYECKUX 3HAHUW B OOJACTH JOKYMEHTAI[MOHHOTO OOECIIEYCHHUs YIPABIICHUS; U3Y4ECHUE
IpaBUI, METOAOB U CPEACTB PALMOHAIBHOM OpraHu3alMy JAEJONpPOU3BOJACTBA B YCIOBUSX
NEeSITeTbHOCTH  COBPEMEHHBIX MH(POPMALMOHHO-OMOIMOTEUHBIX  YUPESKICHHI; OBIIAJCHUE
IPaKTUYECKMMHU HaBbIKaMU paboThI B 00JaCTH AEIONPOU3BOCTBA.

3anaum:

— I0Ka3aThb B3aUMOCBSI3b HH(OPMAIMK U JOKYMEHTA;

— PACKpBITh HCTOPHIO pPa3sBUTHA M COBPEMEHHOE COCTOSHUE JOKYMEHTAIlMOHHOTO
oOecrieueHnsl yIpaBIeHUs;

— U3YYUTh 3aKOHOJATEIbHYI0 U HOPMAaTUBHO-METOJANYECKYIO 0a3y JOKYMEHTAIMOHHOTO
oOecrieueHnsl yIpaBICHUs;

— PACKPBITh CYLIHOCTb, COCTAB OPraHU3ALMOHHO-PACTIOPAJUTEIbHBIX JTOKYMEHTOB, UX
POJIbB YIPaBIEHYECKON JESATENbHOCTH;

— O03HAKOMUTh CTY/IEHTOB C COBPEMEHHBIMU TPEOOBAHUSAMH IO CO3/1aHUI0, O(hOPMIIEHUIO
1 00paboTKe JOKYMEHTHOW WH(pOpMAINY, BO3HUKAIOIIEH B MPOLECCe MPUHATHI U pean3aliiu
YIPABJICHUYECKUX PELICHUI;

— U3Y4YUTh I[IpaBHUJA, METOAbl M CPEICTBA PALMOHAIBHON OpraHM3alUi CUCTEMBI
JIOKYMEHTAIlMOHHOTI'0 00eCIIeYeHHUsl yIPaBICHUSI.

2. MecTO AMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

HucuuiuinHa — «JloKyMeHTalMoHHOe  oOecreueHue  ynpaBieHHs  OuOIMOTedHO-
UH(POPMALIMOHHOM AEATENEHOCTHION SIBISETCS JUCIUIUIMHON OpraHU3allMOHHO -yYIIPABICHUYECKOTO
MOJyJsl, 4YacTH, (GOpMHpYeMOW YydYacTHUKaMH oOpa30oBaTeNbHBIX OTHOWIEHUH, bioka 1.
JucuummHeI(MOTYIM) OCHOBHOW Mpo(ecCHOHaNBbHOW 00pa30BaTEIbHONW MPOrpaMMBI BBICIIIETO
o0pa3oBaHus - MporpaMMbl OakanaBpuara 1o HamnpasiaeHuto noaroroBku 51.03.06 bubnuoreuyno-
MH(pOpMallMOHHAs 1eATeNbHOCT, 3a04HON (opMbl oOyuenus (b1.B.03.06 JloxymeHTannoHHOE
o0ecrieueHue yrpapiieHUs: OMOIMOTeUHO-UH(POPMALIMOHHOM JesTenbHOCTh0). M3ydaercs B 67
ceMecTpe.

JlMcuuIuIiHA ONMUpPAeTCsl Ha pe3yibTaTbl 00ydeHHs, cHOPMHUPOBAHHBIE B paMKax psia
JTUCHUTUTMH Yy9e0HOTO IIJJaHa, W3YYEeHHBIX OOyYaromMMHUCS B TIPEABIIYIIMX CEMeCTpax:
JlokymeHnToBenenue, Pycckuil si3pIk M KynbTypa peud, JlenoBoe oOmenue, MHpopmarroHHas
KynbTypa M uHpopmatuka, HMHpopmanumonnsle TtexHosnoruu, IIpaBoBble OCHOBBI cdepsl
KYJBTYpBl, YIIpaBlIeHHE EPCOHATIOM OUOINOTEKH.

OcBoeHne MUCHUIUIMHBI SIBIIAETCS HEOOXOJUMOW OCHOBOHM ISl TIOCIEAYIOIIETO WIIN
HapajjieIbHOTO  M3y4YeHHUs  JUCHMIUIMH:  MeHeIKMeHT  OMOIMOoTeuyHO-UH(POPMALMOHHOM
nesrensHOCTH (YK-6; [TKO-3; ITIKO-7; TTIKO-8), MHbOopMaIoHHO- aHATUTUYECKUE TPOITYKThI U
yenyru (ITKP-3; TIKP-4).



3. TpeGoBanusi K pe3yJibTaTaM O0CBOECHHS TUCIHUITHHbI
OcBoeHMe TaHHOW JUCIUIUTAHBI HAIIEJICHO Ha OCBOCHHE CIICIYIOIIUX 00pa3oBaTeIbHBIX
pesynbTtaToB (OP):

Komnerennuu u OO0pa3oBareNbHbIC Pe3yIbTATHI (3Tanbl POPMUPOBAHKS KOMITCTCHIIUH )
HMHIUKATOPHI €€ N . N
OCTHIKEHIS TEOPETUUECKUI MOJENBHBIH MIPaKTUYECKUIA
3Haem ymeem enaoeem
B JUCLMILINHE
Crioco0eH OCyYIIeCTBIATh OCHOBBI JIEIOBOM CO311aBaTh U MeTOoJIaMu
JIETTOBYIO KOMMYHUKAIUH oopmirsTh cbopa, aHanm3a,
KOMMYHHKAIUIO B MOCPEZICTBOM pa3InyHbIe BUIBI 0000IICHUS U
YCTHOH U JIOKYMEHTOB, OCHOBBI YIpaBJIECHYECKUX MIPUMEHEHHUS B CBOEH
NHCHMEHHON JIOKYMEHTallMOHHOT O JIOKYMEHTOB, npodeCCHOHATBHOM
(I)OpMaX Ha obecrieueHus OCYIIECTBJIATH IIPUEM, IEATEIIbHOCTH
rocynapCTBCHHOM YHOpaBJICHUS, OCHOBHBIC 00pabotky, YIPaBICHYECKOU
a3bIke Poccuiickon TpaBmIIa, CIIOCOObI U PETHUCTPAIIHIO HH(POpMAIIHH,
dDez[epaulxm nu CpeACTBa COCTABJICHUS, JOKYMECHTOB, HaBbIKAMHU pa60TBI C
UHOCTPaHHOM(BIX) HU3rOTOBJIEHMUS, KOHTPOJIb UX KOMITBIOTEPOM KakK
A3BIKE (aX) oopMIICHHST ¥ XpaHCHUS WCIIOJTHEHUS B CPEJICTBOM YIPABJIEHUS
(YK-4) YIPaBICHIECKUX OpTraHH3aLliH, uHpOpMaIuei
JIOKyMEHTOB Ha OCYLIECTBIISITh
NyK-4.1. rOCyJapCTBEHHOM S3bIKE, HOJTOTOBKY
I'pamoTHO co3maer u PEKBU3UTHI JOKYMEHTHBIX
0(hOpMIISET pas3IUIHbIE YIPaBJICHYECKUX MaTepHajioB K
BHUJIbI OPTaHU3allMOHHO- JOKYMEHTOB ApPXMBHOMY XpaHCHUIO
pacnopsAUTEIbHBIX
JIOKyMEHTOB,
HCHOJIb3YEMBIX B
YIPaBJIEHYECKOU
JIeATEIbHOCTH
NYK-4.2.
JemoHCTpUpyeT yMeHue
WCII0NIb30BaTh MIPU
COCTaBJIEHUU
YOPaBJIEHYECKUX
JIOKyMEHTOB
HOPMAaTUBHO-
METOIMYECKYIO 0a3y
JIeIIONPOU3BOJICTBA
NYK-4.3.
Bnaneer npaBunamu
COCTaBJIEHUS, IpHUEMA,
perucTpaum,
00paboTKu, Iepeaadn
JIOKYMEHTHOM
HHpOpMALNH,
BO3HHKAIOIIEH B
MpOLECCE EATENbHOCTH
OuOHOTEYHO-
HHPOPMAMOHHOTO
YIPEKACHUS
T'otoB k yyacTuio B MOHSITUMHBIH anmapar MPUMEHSTH Ha HaBbIKaMH,
hopmupoBaHUY U JIOKYMEHTallHOHHOTO TIPaKTUKE HEO0OXOTUMBIMHU JJIsI
MOJIEPIKKE obecreueHus s hexTrBHBIE CBOOOHOM
palroHaIBHOM CUCTEMBI YIIpaBJEHUS, TEXHOJIOTUHU OpHEHTAINH B
JIOKYMEHTalHOHHOTO OpraHU3aIuio paboTHI ¢ JIeJIOTIPOU3BO/ICTBA, JIOKyMEHTO000pOTe
obecrieyeHUs YIpaBJIEHYECKOM (dbopMHUpOBaTH U YUpexaeHus, B
npoQeCcCUOHANTBHOM JIOKyMEHTaluen MOAJIEP>KUBATH OpTraHU3aIiH PAOOTHI
JIeSITEIbHOCTH palMOHAIBHYIO pUeMHOH oduca,
(TIKP-3) cucreMy CITy>KOBI
JIOKYMEHTAIMOHHOTO JIOKYMEHTallMOHHOT O
UIIKP 3.1. obecrieyeHUs obecrieyeHUs
JleMoHCTpUpyeT 3HaHUE YIpaBJI€HUs YIpaBJEHUs, METOAAMU

on




OpraHu3aIK PadOTHI C MPOEKTHUPOBAHUS
yIpaBJIECHYECKOMH JIOKaJIbHOM
JIOKYMEHTAIHEH. BHYTPHOMOIMOTEIHON
UIIKP 3.2. JOKYMCHTAIHH
IIpumensier
pa3IIHBIC METOBI
MIPOEKTHPOBAHUS
JIOKaJIbHOM
BHYTPUOMOINOTEUHO
1 JOKyMEHTalUN.
4., O0beM TUCHUNJINMHBI U BUIBI Y4eOHOH padoThl
YueOHble 3aHATUS
Bcero
Howmep Tpynoemtocts = E o K CamocrosATenbHas Popma .
i X OHTPOJIB, . MPOMEKYTOYHOM
ceMecTpa o = = 8 pabora, 4.
T8 . =1 5 2 aTTeCTallUH, .
£ = 5 5 g &
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5. ConepxaHue TUCHUNIMHBI
5.1. Pa3gespl AMCUMIIIVH M BUALI 3aHATHI

KomnmuecTBo 9acoB 1o popMaM opraHH3anuH
o0yueHHs
g
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HanmenoBanue pasuena Bcero,u. S o 8 =
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1 TeopeTrnveckrue OCHOBBI 24 2 2 - 20
JIOKYMEHTALIMOHHOTO 00eCTIeUeH s
YIIpaBJICHUS
2 JloKyMeHTHUpOBaHHE 24 _ 2 - 22
YIIPaBICHYCCKOMN ACSATEIbHOCTH
3 [IpaBuia moATOTOBKH U 24 — 2 — 22
odopMIIeHHS OTJIEIIbHBIX BUIOB
YIpaBJIeHYECKUX JIOKYMEHTOB
4 TexHomOrUs JOKYMEHTAI[IOHHOTO 26 2 2 — 20
00ecTeyeHns! ynpaBJIeHHUs
5 Cucremaru3anus U XpaHeHHe 26 _ 2 - 20
JIOKYMEHTOB
6 Hcnonb3oBaHHe COBPEMEHHbBIX 22 - 2 4 20
nH(OPMAIMOHHBIX TEXHOJIOTH
B JIOKYMEHTAIIMOHHOM o0ecreueHnn
yIpaBJieHUs
Hroro 144 4 12 4 124




5.2. Coaep:xanue pa3iesioB U CHUNIHHBI
Pa3nen 1. TeopeTnueckne 0OCHOBBI JOKYMEHTAINIMOHHOT0 00ecriedeHUs1 yIpaBJieHHs

Tema 1. JlokymenTHpoBanue HHG(pOpManuM B CTPYKType YNpaBJIeHYeCKOH
HAeATEJIbHOCTH

JIOKyMEeHT Kak 3apUKCHpOBaHHas Ha HocuTene uH(POpMAIMsI C PEKBU3HTAMH,
N03BOJIsIOIIMMUee aeHTUuIpoBaTh. CBA3b HUHPOPMALIMU U JOKYMEHTA. JlIOKyMEeHTHpOBaHHas!
uHpopManus: TOHATHE, TpeboBanus. HocuTenb AOKYMEHTUpOBaHHON wuHpOpMauu —
MaTepHalbHbI OOBEKT, IPEIHA3HAYCHHBIN JUIsl 3aKpEIUIEHUs, XPaHEHHs U BOCIPOU3BEICHMS
peueBoi, 3ByKOBOM MM U300pa3uTeabHON nH(pOpMAMU. 3aBUCUMOCTD [IEHHOCTH MH()OPMALIUU
OT TIOJHOTHI, OOBEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH Iepefayd U IOJIyYeHHs.
OdunmanbHbIl JOKYMEHT - JOKYMEHT, CO3JaHHBIM OpraHU3aliel, JTOJKHOCTHBIM JIMIIOM WM
rpaXkJaHUHOM, O(OPMJIICHHBIH B yCTaHOBJIEHHOM Hopsiike. DyHKIMKU 0QUIIHAIBHOTO JOKYMEHTA.
VYnpanenuyeckast QyHKIMs JOKYMEHTa W €€ 3Ha4eHHWe B OpraHu3anuu ympasieHus. OOmias
TUIIOJIOTMYECKasl XapaKTepUCTUKA  YIPABICHUECKUX JOKYMEHTOB. (CrnocoObl  co3laHUs
JIOKYMEHTOB (JIOKYMEHTUPOBAHMUS).

WuTepakTiBHBIE (HOPMBL: JIEKLUS C MCIOJb30BaHUEM MYJIbTUMEIUIHON Hpe3eHTaluH,
[I0Ka3 pa3IMYHBIX BUJOB U (POPM yNpPaBIEHUYECKUX JOKYMEHTOB.

Tema 2. 3HaueHue JOKYMEHTAIIHOHHOIO O0ecrieYeHUsl YIIPABJIeHUS B 1eATEeJbHOCTH
0n0/IMOTEeYHO-MH(OPMALITMOHHBIX YUpeKACeHU I

OmnpeneneHre TOHATHI  «IEJTOMPOU3BOJICTBO», «IOKYMEHTAI[HOHHOE OOecredeHne
VIOpaBICHUS», «yNpaBIe€HUE JOKYMEHTaMH», «IOKYMEHTAJIbHbIH (OHA OpraHu3aifm.
Jlenonpou3BoaCcTBO KaK JESITENIbHOCTb, o0ecrieunBaromas JIOKyMEHTHPOBAaHUE,
JIOKYMEHTOO0O0pOT, ONEPaTUBHOE XPaHEHUE U UCIOIB30BaHUE JOKYMEHTOB. JIOKyMEHTAIMOHHOE
obecrieuenue ynpasinenus (JOY), omnpenensiemas Kak AeSTEIbHOCTb, IEJIEHANIPABICHHO
oOecrieunBaromasl (QYHKIUU YIOPaBICHUs JOKyMEHTaMH, TpeOyromas MnpodecCHOHATbHBIX
3HaHWW, YMEHUN M HAaBBIKOB. YIIPaBJIEHUE JOKYMEHTaMHU - JEATENbHOCTh, OOecrnednBaromias
peanu3aluio €AMHOW MOJUTUKUA U CTAaHAAPTOB O OTHOLICHHIO K JOKYMEHTaJbHOMY (oHIY
OpraHM3aIiH - COBOKYITHOCTH IOKYMEHTOB,00pa3yIoIIMUXCsl B JEATEIbHOCTH opraHu3anuu. Pomnb
MEHeKepa B JIOKyMEHTAIIMOHHOM 00eClIeYeHUH YIpaBIeHHs. 3HaHUE OCHOB JIEJIONPOU3BO/ICTBA
KaK BaKHEHIIasi COCTaBIIIONIasi KBaTU(PUKALUU COBPEMEHHOTO CIIELUAINCTA.

WHuTepakTiBHBIE (POPMBI: JEKIHS C UCIIOIb30BAaHUEM MYJIbTUMEIUIHHON Pe3eHTALINH.

Tema 3. CTaHoBJIeHMe M Pa3BUTHE IOCY/IaPCTBEHHON CHCTEMbI JOKYMEHTAIIMOHHOTO
olecrieyeHust ynpaBJjeHHsA

Vctopus CTaHOBJIEHUS M Pa3BUTHS CUCTEMBbI T'OCYJapCTBEHHOI'O JIEIONPOM3BOJICTBA.
JokymentupoBanne Ha Pycu 9-15 BekoB. [lepnonmbl 0TE€4eCTBEHHOTO JIEIOMPOU3BOJICTBA:
IpUKa3HOE  JIeJIONPOM3BOJICTBO, KOJIJIEKCKOE JIeNIOTIPOU3BO/ICTBO, MHUHHCTEPCKOE
JEIONPOU3BOACTBO. Jlenonpou3BoACTBO B COBETCKYyIO dmoxy. CoBpeMEHHOE COCTOSHHE
OpraHu3allii  JeJIONPOU3BOACTBEHHOrO0  oOciHyKuBaHMs.  ['ocymapcTBeHHass — cucTeMa
JTOKyMeHTanmoHHoro obOecnedyenus ympasieHus (I'CJHOY): onpeneneHue, nenu W 3aaayw,
Ha3zHaueHue, 00J1acTh PacIpOCTPAHEHUSI.

WuTepaxkTuBHBIE GOPMBI: IeKLUsA-0ecena, pa30op U aHaIu3 JOKYMEHTOB, COCTAaBICHHbBIX B
pas3JInYHbIe IEPUO/IBI JeNONIPOU3BOICTBA, TOKJIAJ] CTYACHTOB ¢ MYJIbTUMEAUIHON Mpe3eHTaIeH.

Tema 4. HopmaTuBHO-mpaBoBasi 0a3a IOKYMEHTALMOHHOr0 oO0ecrne4yeHUst
yIpaBJeHHUs

HopmaruBHO-MeToMueckas 0a3a Kak OCHOBa pealM3allud €AWHBIX TpeOOoBaHMH K
TEXHOJOTMM  co3JaHusi, oOpaOOTKM, XpaHEHHS U  HCIOJb30BaHMS JOKYMEHTOB Ha
rOCyJapCTBEHHOM YPOBHE M B JEATEIBHOCTH HH(POPMALMOHHO-OMOIMOTEUHBIX YUPEKIACHUH.
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Posib HOpMaTUBHBIX JOKYMEHTOB B perJIaMEHTALlUH AeATeIbHOCTH cityk0 JIOY u npyrux cimyxo
amnmapaTta yOpaBJIeHHMs. XapaKTepUCTHKA OCHOBHBIX TIpPYyNI HOPMAaTHUBHBIX JOKYMEHTOB,
pernamentupyromux JOVY: 3akoHOJATENbHBIX aKTOB; IIOCTAHOBIEHUN U paclopsKeHUI
[TpaButensctBa PD, denepanbHBIXOPraHOB UCIIOJHUTEIBHON BIIACTH; MPABOBBIX aKTOB OPraHOB
BJIacTH CyObekTOB P®; rocymapcTBEHHBIX CTaHAAPTOB; YHU(QUIMPOBAHHBIX  CHUCTEM
JOKYMEHTAIMU; OOIIEPOCCUICKUX KIAaCCU(PUKATOPOB TEXHUKO-DKOHOMUYECKOW U COIMAIIbHOM
unpopmanuu; 'CAOY; HOpMATUBHBIX TOKYMEHTOB yupexxaeHui no opranuzamnuu J0Y.

WuTtepakTuBHBIE (QOPMBIL: JeKiusA-0ecena, pabota B CIIPaBOYHO-IIPABOBON CUCTEME

«Koncynprantllintocy (3HAKOMCTBO € CHUCTEMOM, MOMCK HOPMATHUBHBIX JOKYMEHTOB M
paboTa ¢ HUMH).

Pasznea 2. [lokymMeHTHPOBaHME YIIPABJIEHYECKOM 1eATEIbHOCTH

Tema 5. CTpyKTypa COBpEMEHHOT0 YIIPABJIE€HYECKOI0 IOKYMeHTAa

OO0masi xapakTepHCTUKA OpraHU3alMOHHO-pacopsaauTebHol aokymeHTamuu (OPJI):
OpraHU3aIMOHHO-TIPABOBOM JOKYMEHTAIINH; pacnopsiAuTeIbHON JIOKYMEHTAIUU;
WH()OPMAIIMOHHO- CIIPABOYHON JOKYMEHTAIIUU, JOKYMEHTOB IO JUYHOMY COCTaBY, IJIAHOBOM,
OTYeTHOW JoKyMmeHTanuu. CTpyKTypa OpraHU3alMOHHO-PACIOPAIUTENILHOTO JIOKYMEHTA.
[Toustne «pexkBu3uT». IIOCTOSIHHBIA M TIEPEMEHHBIM PEKBU3HUTHI JOKymMeHTa. Dopmynsp
JOKYMEHTa KaK COBOKYITHOCTb PEKBU3HMTOB JIOKYMEHTa, PACIOJIOKEHHBIX B YCTaHOBICHHOU
MoCJIeI0BaTeIbHOCTH. YHUGUIMpoBaHHas Gopma noxkymenta (YD) kak Gopmysip TOKyMeHTa
OTpEeIEHHOT0 BHUJA, COJAEPIKAIUN MOCTOSHHYIO 4YacTh TeKcTa. TpeboBaHHA K CO3/aHUIO
JTOKyMeHTOB, yctaHoBiieHHble ctaHgaptom ['OCT P 7.0.97-2016 «HamumoHanibHBIA CTaHIApT
Poccuiickoit ®enepanuu. Cucrema crapaaptoB mo uHbopManuu, OUOIMOTEYHOMY U
u3zaTesnbckoMy Jneny. OpraHu3alMOHHO- pacHopsiAMTENbHAs JOKyMeHTauus. TpeOoBaHus K
0(OPMIICHHIO TOKYMEHTOBY, yTBepxkaAeHHOT0 [Ipuka3zom Pocctannapta ot 08.12.2016 N 2004-ct
U BBeZiIcHHOTO B neiictBue ¢ 1 mromst 2018 r.

WNuTepakTuBHBIE (POPMBI: JOKIJIA] C HCIOIH30BAHUEM MYIbTUMEIUIHON Mpe3eHTaIlnH,
MIO0Ka3 pa3IMUHBIX BUIOB U (JOPM JOKYMEHTOB, OJIAHKOB.

Tema 6. IlpaBuia opopmieHUs] PEKBU3UTOB OPraHU3aANMOHHO-PACIIOPSANTEIbHBIX
JAOKYMEHTOB

OcHoBHBIE TpeOOBaHUS K COCTaBYy PEKBU3UTOB OPTraHMU3ALMOHHO-PACTIOPSIUTEIHHBIX
JIOKYMEHTOB, UX O(OPMIICHHIO, paclOIOXKEHHUI0, ycTaHoBIeHHble ctannaprom ['OCT P 7.0.97-
2016. Meronnyeckne pexkomeHmanuu 1o mnpumenenuto 'OCT P 7.0.97-2016 «Cucrema
CTaHJIApTOB MO HMH(OpMaIuK, OMOIMOTEYHOMY M H3JAaTeNbCKOMY Jeny. OpraHu3alloHHO-
pacriopsauTenbHast JOKyMeHTaus. TpeGoBaHus K 0hOPMIICHUIO JOKYMEHTOB).

WnuTepakTuBHBIE (DOPMBI: JIOKJIaJ C MYyJIbTUMEIUIHON Mpe3eHTanuel, pabora ¢
paznuuabiMu Bugamu OP/l, onpenenenne peKBU3UTOB.

Tema 7. TpeboBanus K 0JJaHKaM OPraHU3aALMOHHO-PACTIOPSAANTEIbHBIX TOKYMEHTOB

[lonatue «Omank pokymeHTa». @opmarel OnaHkoB. BapuaHThl pacmonOXKeHus
MOCTOSTHHBIX PEKBU3UTOB Ha OyiaHkax. Bujpl 61aHKOB U UX peKBU3UTHI. COBpPEMEHHBIN Tu3aiiH
oopmienus OiiaHka, KauyeCcTBEHHas Oymara, NOJHBIH HaOOp CBEIEHHH O NpeArnpHsTUH,
IPaBWJIBHOE HUX pAcloJIOKEHHE Ha JHMCTe KaK Ba)KHbIE COCTABISIONIUE OJIaronpusiTHOrO
BO3JICUCTBUS Ha JEJIOBOTO MTapTHEPA.

WuTepakTuBHBIE POPMBIL: T0KIa] C MYJIbTUMEIUNHON Mpe3eHTaluel, aHaau3 OMMO00K U3
NPUBEJICHHBIX 00pa3lioB OJIAHKOB, COCTABIICHHE OJIAHKOB.

Tema 8. TpeGoBaHusI K TEKCTY, SI3bIK U CTHJIb CJIYKEOHBIX IOKYMEHTOB
TpeGoBaHUsT K COCTaBIEHHIO TEKCTOB CIY)KEOHBIX TOKyMEHTOB. (OCOOEHHOCTH
O(UIHATEHO-1€70BOT0 CTUIISL. TUMTHYHBIE OIIMOKHU B TEKCTE IEJIOBBIX Oymar. DTHKa MUChbMEHHOTO
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JIeIOBOTO  OOIIeHMsI. 3HAaHHE U COOJIOJEHUE MPUHIUIIOB JIEJIOBOrO OOIIEHUS IOCPEICTBOM
NHCEMEHHOW peud:3HAaHWE W YMEHHE NPHMEHSTh W HEYKOCHUTEIBHO NPHICPKHUBATHCS HOPM
CIIy’)K€OHOH MeperucKy, MpaBuil CO31aHUs U 0POPMIICHHS JOKYMEHTOB; UCIIOIb30BAHUE TIPABUI
JIeTIONIPOU3BOCTBA.

WuTepakTuBHBIC (OPMBI: aHAIHU3 OMIMOOK U3 MPUBEICHHBIX TEKCTOB JOKYMEHTOB.

Pa3nen 3. [IpaBuiia noaAroToBKM M 0(pOpMJIEHUS OT/IeIbHBIX BUA0OB YIIPABJIEHYECKNX
JTOKYMEHTOB

Tema 9. Ilopsiiok cocTaBIeHUS OPraHU3ALMOHHO-PACIOPSIAUTEIbHBIX TOKYMEHTOB
[Topsimok cocTaBiieHUsl YIpPaBJIEHYECKUX JOKYMEHTOB: ATallbl MOATOTOBKU (OIpeneIeHHE

eI JIOKYMEHTa W Kpyra BOIPOCOB, TMOJUIEKAIIUX Pa3pelIeHUI0; H3y4YeHHE
3aKOHOJIATENIbHBIX M HOPMATHBHBIX JOKYMEHTOB B 3TOM HalpaBlIeHUH; cOOp MHPOPMALUU IO
CYLIECTBY TOCTaBJICHHOTO B JOKYMEHTE BOMpPOCA; COCTaBIECHUE IIPOEKTa JOKYMEHTa C
UCIIONIb30BAaHUEM CTAHIAPTHBIX (pa3 M BBIPAKCHUIN); PEIAKTUPOBAHHE W COTJIACOBAHUE
JTOKYMEHTa; OKOHYAaTelIbHOE O(hOpMIIEHUE U MOANKMCAHNE JOKYMEHTA.

WuTepakTuBHBIE (GOpPMBI: pa3dop ¥ aHAIM3 PEKBU3UTOB HA CTAagUM IMOATOTOBKH,
COCTaBIICHUS, COTTIACOBAHUS U MOAMUCAHUS JOKYMEHTOB.

Tema 10. CocTaBiieHne u opopMiIeHHe OPTAaHU3ALHOHHO-TIPABOBBIX IOKYMEHTOB

OOmas XapaKTEePUCTHKA, npeaHa3HauYCHHE CHCTEMBI OpTaHu3aIMOHHON
(opraHM3alMOHHO- IPAaBOBON) JOKyMeHTaluu. OCHOBHBIE BH/Ibl OPraHU3AUOHHBIX JOKYMEHTOB:
yCTaB, CTPYKTypa W INTaTHAas YHCICHHOCTb, IITAaTHOE PACIHCaHHWe, KOJUIEKTUBHBIA JOTOBOP,
npaBWiia BHYTPEHHETO TPYAOBOTO PACHOPSIKA, MOJOXKEHUS O CTPYKTYPHBIX IMOJpPA3JCICHUSX,
MHCTPYKIIMU TIO0 ONPEACICHHBIM HAINPABICHUSIM JIESTSIBHOCTH, IOJKHOCTHBIE HHCTPYKIHH
pPabOTHHUKOB | Jp. PEKBU3NTHI OpraHN3allMOHHBIX JOKYMEHTOB, HX COCTaBJICHHE U O(OpPMIICHHE.

WuTepakTiBHBIE (OPMBI: BBIOJHEHHE pa3HOYPOBHEBBIX 3amaHmid, pabora ¢ CIIC
«Koncynprantllntoc», HaxoxaeHHe M O0OCYXKICHHE THIHYHBIX OIIMOOK B OGOpPMIICHUH
OpraHU3aIMOHHO-TIPABOBBIX TOKYMEHTOB.

Tema 11. CocTaBiienne u ogopmiieHHe PacCIOPSIAUTEIbHBIX JOKYMEHTOB

OOmiast XapakTepuCTUKa, IMpeJHa3HaueHHe PpaCHOPSAUTENIbHOW TOKyMeHTauuu. Bumisl
pactopsSAUTENbHBIX JOKYMEHTOB OHOIMOTEYHO-UH(POPMALMOHHBIX YUYPEXKACHUN: TPUKA3BI,
pacrlopsDKEHHs, PEIICHUs, yKa3aHus, MPOTOKOJIbl. BIIaHKM M pEKBU3UTBI PaclOPSAUTEIbHBIX
JIOKYMEHTOB, TPEOOBaHUS K UX COCTaBJICHUIO U OOPMIIECHHIO.

WuTepakTuBHBIE (DOPMBI: BBIOJHEHHE Pa3HOYPOBHEBBIX 3agaHui, pabora c¢ CIIC
«Koncynprantllntocy, HaxoxkaeHHe M OOCYXJAECHHE TUIHUYHBIX OIIMOOK B OQOPMIICHUU
pacTopsAUTENbHBIX JOKYMEHTOB.

Tema 12. CocTaBiienne u opopmiieHHe HH(POPMALHOHHO-CIIPABOYHBIX JOKYMEHTOB

OO0mias xapakTepuCTHKa, MpeJHa3HaueHHe HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
OcHOBHBIE BHJBI — MUCbMa, TelehOHOTpaMMbl, (aKCOTPaMMBbl, aKThl, CIIPABKH, CIIYy>KEOHBIE,
JOKJIagHble M OOBSCHUTENbHbIE 3alUCKU W T.A. PexBuU3UTHI HH(OPMalMOHHO-CIPABOYHBIX
NOKYMEHTOB. (OCOOEHHOCTH COCTaBJIEHUS CIY)KEOHOro MHCbMa Kak HH(OpMaIMOHHO-
CIIPaBOYHOI'O JOKYMEHTa. biaHk nmucbma. PEKBU3UTHI 1€10BOr0O MUChMA U UX PACIIOJIOKEHUE.

WuTepakTuBHBIE (OPMBI: BBIOJHEHHE Ppa3HOYPOBHEBBIX 3adaHui, padora c CIIC
«Koncynprantllntoc», HaxoxaeHHe M OOCYXKIEHHE THUIMYHBIX OIIHOOK B 0GOpMIICHUH
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Tema 13. JlokymeHTHpPOBaHUe ynpaBJieHust kKagpamu. Kaaposoe 1ej10npon3BoacTBoO
JIOKyMeHTaIusi 10 JMYHOMY COCTaBy KaK COBOKYITHOCTHh JOKYMEHTOB, B KOTOPBIX
3a(pUKCUPOBaHBI 3TaNbl TPYAOBOH AEATEIBHOCTH COTPYAHUKOB. TpynoBoit koaekc Poccuiickoit
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Oeneparun (TK P®), perynupyromuid  TpyAOBble MPAaBOOTHOIICHUS  paboTomares
(mpenmpusaTus) cpaboTHUKOM. Equnbiil mopsanok ohopmiieHus nmpuemMa, YBOJIbHEHHUS U TIEPEeBOIa
COTPYAHHMKOB B OpraHu3aluu, He npoTuBopedamuii nonoxeHusm TK P®. Odopmuenue
JOKYMEHTOB Ipu NpueMe Ha pabory. IIpekpaimienue TpymoBoro noroBopa u odopmicHHE
JOKYMEHTOB TIpH YBOJbHEHHU paOboTHHKA. OpraHu3zanus paboThl C KaJpOBBIMU JOKYMEHTAMH:
yueT KaApoB, odOopMIEHHE U BEIACHHE TPYAOBON KHIDKKH, (HOpPMHUpPOBAHHME JMYHBIX J€,
0COOEHHOCTH XpaHEHMsI JOKYMEHTOB 110 JUYHOMY COCTaBY.

HNHTtepakTuBHBIE (OPMBI: BBIMOJTHEHUE pPa3HOYPOBHEBBIX 3amaHuid, padora ¢ CIIC
«Koncynprantlitoc», HaxoxkaeHNE U 00CYKICHNE THTMYHBIX OIIHOOK B COCTaBICHUH KaAPOBBIX
JIOKYMEHTOB.

Pa3nen 4. TexHos10rusi JOKYyMEHTAMOHHOTO 00eceYeHUsl YpPaBjIeHHs

Tema 14. Opranuszanusi J0KyMeHT0000poTA

[TonsiTHe MOKYMEHTOOOOpPOTa M €ro opraHm3anus. XapaKTepUCTHKAa OCHOBHBIX JTarloB
paboThl C MOCTYHAIOUIMMH (BXOIAUIMMH) JOKYMEHTaMH: IMpPUEM W TepBUYHAs 00paboTka
JOKYMEHTOB; IIPEIBAPUTEIBHOE PACCMOTPEHUE U PACTpEACIICHNE, PETUCTPAIHs, HEOOX0aumast
JUTs 00ecrieueHMsI COXPAaHHOCTH JIOKYMEHTOB, OIIEPATUBHOTO MOMCKA, y4eTa U KOHTPOJIsI, (POPMBI
perucTpanuy JOKYMEHTOB; JOBEJCHHE JOKYMCHTOB JI0 PYKOBOJCTBA M HaNpaBlieHUE Ha
UCIIOJTHEHUE, KOHTPOJb HCIOJIHEHMS, HWCHOMHEHUE JOKyMEeHTOB. OpraHuzanus, CpOKd
UCTIOJTHEHUS JOKyMEHTOB. OTmpaBiisieMble (MCXOMASIINE) IOKYMEHTBI, OCHOBHBIC OICpAIHH
UCXOJAIINX TOKYMEHTOB; BHYTPEHHHE JIOKYMEHTBI, OCHOBHBIC OTICPAIMH JABHKEHHS U 00pabOTKH
BHYTPEHHUX JJOKYMEHTOB. MIHpOpMaIIMOHHO-CIIpaBOYHAs padoTa.

WutepakTiBHble (HOPMBI: JIeKIUs-Oece/ia, MPOBEACHUE JEIOBBIX UTP IO OpraHU3ally
JIOKyMEHTO000pOTa MOCTYNAIONINX, OTIIPABISIEMBIX, BHYTPEHHUX JIOKYMECHTOB.

Tema 15. Cay:xk6a JOY B 6M01M0TeYHO-UH(POPMALMOHHBIX YUPeKAeHHAX

Cayx0a JOKyMEHTAI[MOHHOIO oOecreueHust YIpaBieHHs (IEJIONpPOU3BOJICTBA) Kak
CaMOCTOSITENIFHOE CTPYKTypHOe mojnpasnenenue. E€ 3amaun, ¢pynkmum u crpykrypa. [lopsaok
nesrenbHocTH  cykObl  JIOY. CoctaB M XapakTepUCTHKAa THUIOBBIX  JTOKYMEHTOB,
pEeTJIaMEHTHPYIOIIUX JeATeIbHOCTh cay)O0bl JIOVY: monoxenue o ciuyx6e JOY, mHCTpyKIHS
[0 JICJIONPOU3BOJICTBY COLUAIBHO-KYJIBTYPHOTO YUPEXAEHUS, IOKHOCTHBIE HMHCTPYKIHH
pabotauKOBCIY)O0BI JJOY.

WnutepaktuBHble Qopmbl: nekuus-Oecena, padora c¢ CIIC «Koucynsrantllnocy,
BBINOJIHEHNE PAa3HOYPOBHEBBIX 3aaHUH.

Tema 16. JlokyMeHTHPOBaHNeE 1eATEIbHOCTH KOJLIETHAJbHBIX OPraHOB

Opranu3annoOHHO-TEXHUYECKUE MEPOIIPHUSTHSI IO IMOATOTOBKE U IMPOBEIEHUIO COBELIAHMM,
cobpanuii, koHpepeHunii u T.m. TpeboBaHHs K OOCTYyXHBaHUIO coBemanuii. TpeboBaHuUs K
COCTaBJIEHUIO IIPOTOKOJIOB, €r0 peKBU3HUTHL. CTPYKTypa I0KIaaa.

WnTepakTuBHBIE (QOpPMBL:  JIeKIMs-0Oecena, COCTaBI€HHWE MPOTOKOIA, JOKIaaa C
MYJIbTUMEAUIMHON NpEe3CHTALUEN.

Pa3nea 5. CucremaTrusanus 1 XpaHeHHue J0KYMEHTOB

Tema 17. Opranuszanms TeKyuero XxpaHeHus B 1eJIONPOU3BO/ICTBE

CocraBieHHE HOMEHKJIATYpHl JIe OpraHW3allid - OCHOBHOW BHJ  PabOTHI,
o0ecreynBaroIMi CUCTEMAaTH3AIMIO TOKYMEHTOB YupekaeHus. PopMynsap HOMEHKIATYphl JIe.
[TonsTHE, 3HAUEHNE 1 OCHOBHBIE BUIBI HOMEHKJIATYpHI nein. DopmupoBanue nen. TpedoBaHUs K
(bopMHPOBAHUIO JIE.

WuTepakTiuBHBIE POPMBI: BHITOJIHEHHE Pa3HOYPOBHEBBIX 33aHUH.
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Tema 18. IlonroroBka 10KyMeHTOB K Iepeaye B apXUB

[ToxroToBka menm K caade B BEIOMCTBEHHBIH apXWB JUISI TIOCIEIAYIONIETO WX XPaHEHHS U
UCTIOJIb30BAaHUS KaK 3aKIIOYUTEIBHBIN 3Tam paboThl ¢ JTOKyMEHTaMH. DKCIEepTH3a LEHHOCTH
JOKYMEHTOB B JI€JIONpPOU3BojcTBe. OpraHu3anus TMPOBEICHHUS JKCIEPTH3bl I[IEHHOCTH
JIOKYMEHTOB, CO3JaHHE IKCIEPTHONH KOMUCCHUH, €€ (PYHKIUH, MpaBa, 0pOpMIICHHE PE3yIbTaTOB
paboTHI (COCTABIICHHE OMHCEH Jen, akToB 00 yHuutoxeHuu). Odopmienue aen. [lomHoe u
gactuuHoe oopmiieHue aen. TpeboBanus K 0hOPMIICHHIO OOIOKKH eIl

WuTepakTiBHBIE ()OPMBI: BHITIOJIHEHUE PA3HOYPOBHEBBIX 3aJlaHMiA,0(OPMIICHHE JeNia U3
pa3pabOTaHHBIX CAMOCTOSTEILHO JOKYMEHTOB.

Tema 19. Xpanenue 10KyMEeHTOB B apXHBe

3akOoHOJATeNbHAsl U HOPMAaTHBHAs OCHOBAa XpaHEHUsA INOKyMeHTOB. Co3jnaHue apxusa
YUpEXKJEHUs, €ro 3ajaud. TpeboBaHMS K apXUBHOMY XpaHeHHIO. llopsaok yHUYTOXKEHMS
JIOKYMEHTOB U JIe]1 C UCTEKIIMM CPOKOM XPaHEHUs.

WuTepakTuBHBIE (DOPMBL: 3KCKYPCHS B BEJOMCTBEHHBIN U TOCYIapCTBEHHBIN apXUBBHI.

Pa3nes 6. Ucnosib30BaHue cOBpeMEeHHbIX HH(POPMAIIMOHHBIX TEXHOJIOTHIIB
AOKYMEHTAIIHOHHOM o0ecre4yeHnH yIpaBJIeHUs!

Tema 20. DjeKTPOHHOE 1€JI0NPOU3BOACTBO

[lonstue, TpeboBaHMsI K 3JIEKTPOHHOMY JOKYMEHTY. OCHOBHBIE 3Tambl 3JEKTPOHHOIO
JIOKYMEHTO000pOTa: TIpUeM (CO37aHne), PETUCTPAIUS U YCTAHOBKA MOJIJIMHHOCTH 3JICKTPOHHOTO
JOKYMEHTa, TPEIBAPUTEIHLHOC PACCMOTPEHUE M PACHPEICICHHE TOKYMEHTOB, HCIIOJIHEHUE,
KOHTPOJIb HCIIOJIHEHUS, HH(POPMAIIMOHHO-CIIPaBOYHAs padoTa, OTIPABKa 110 JIEKTPOHHOM OYTE,
xpaHeHue. [IpenMyiecTBa 1 HeJOCTATKH IEKTPOHHOTO JOKYMEHTO000POTA.

WuTepakTiBHBIC (OPMBI: BHIMOJIHEHUE PA3HOYPOBHEBBIX 3aaHUH.

Tema 21. UndgopmannonHoe odecnieyeHue NpueMHoIi opuca

CoBpeMeHHbIE TEXHMYECKHE CpE/ICTBA aBTOMATU3MPOBaHHBIX padouux mect B JIOVY.
CoBpeMeHHbIe QYHKIMM CEKpeTaps PYKOBOJIUTENS B 00e€CHEUEHUH KU3HEIEATEIbHOCTH oduca.
CoBpemeHHbIe HHPOPMAIIMOHHBIE TEXHOJIOTHUH B paboTe cekpeTrapsl.

WHuTepakTiBHBIE (POPMBI: BBINOJIHEHNE PA3HOYPOBHEBBIX 3aJaHUH.

Tema 22. JproHoMuka aBTOMaTH3MPOBAHHBIX Pa00YHX MeCT

DproHoMUKa aBTOMATU3UPOBAHHOTO pabouero mecrta. ['urueHwmdeckue TpeOOBaHUS K
NEPCOHANBHBIM 3JIEKTPOHHO-BBIUMCIUTENIHBIM MalllMHAM W OpraHu3aluu paboThl C HUMH.
[TpuHIMIIBI TPAaBUIBHON pabOThI 3a KOMIIbIOTEPOM. OCHOBHBIE NMPUHIIUIIBI COBEPIIIEHCTBOBAHUS
aBTOMAaTH3UPOBAHHBIX padounx mect (APM).

NHuTepakTrBHBIE (OPMBI: H3YUEHHE U BBIIOJIHEHNE YIPa)KHEHUH 110 3proHomuke APM.
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5.3. TeMaTnka NPaAKTHYECKUX 3aHATHH

Ha3Banue pasgena TeMaTuka NpakTUYECKUX 3aHITUH Tpynoem
KOCTB,
4acsl

Teopernueckue | Tema 1. VYmpaBiaeHdeckuil OKYMEHT: MCTOpHUS, COBPEMEHHOE COCTOSIHHE. 2

OCHOBBI 3nauenve JIOY B opraHMzanuu yNIpaBJEHYECKOIO TpyJaa OuOIMOTEqHO-

JOKYMEHTAIMOH | MH(POPMAIIMOHHOTOyUPEIKACHUSL.

HOTO PaccmarpuBaeMble BOIIPOCHI:

obecrieueHUs 1. afite =~ ompeneneHme  TEPMHUHA  «IOKYMEHT»,  «IOKYMEHTHPOBaHHas

YIpaBICHUS nHpopmanms». KakoBa B3amMOCBSI3b MEXIy MOHATHAMH <«HH(DOpMamus» W

«TOKYMEHT»?

2.Oxapakrepu3yiiTe OCHOBHBIE (YHKIHH IOKYMEHTOB. UTO MOHMMAaeTcs MOJ
oI} YHKIIMOHATEHOCTRIO JOKYMEHTA?

3.Kakoe ™ecro 3aHmmaeTr IOKyMEHT B cucteMe ynpasieHusi? OcHOBHOe
Ha3Ha4YeHHE YIPaBICHUYECKHX JOKyMEHTOB. Ha kakue rpymmel JensTcs
YIpaBJICHYECKUE TOKYMEHTHI?

4.OxapakrepusyiiTe ~ crocoObl ~ JOKyMEHTHPOBaHUS HMHpOpPMAlMM B  HUX
UCTOPHYECKOMPA3BUTHH.

5. HazoBuTe coBpeMeHHBIE CIIOCOOBI M CPEACTBA JOKYMEHTHPOBaHUS HH(QOpMaLny.
6.Uto obo3maugaer TepmMuH «JOY»? Jlnsg dWero CIyXHT ITOKYMEHTAIlHOHHOE
obecrieueHre B yNpaBICHUN COBPEMEHHBIMH OPTaHU3AIMSIMUA?

7.Yto Takoe nenmonpom3BoAcTBO? I3 Kakmx dYacTell COCTOMT OpraHU3alus
JIETIONPON3BOJICTBA B HHPOPMAIIMOHHO-ONOIMOTEUHBIX YUPEKICHUSIX?

8. Pacckaxkure 0 ponu pyKOBOAMTENS yUIpEeKACHHUS (MEHEIXepa) B OpraHU3aIun
JOKYMEHTAIIMOHHOT'O 00ECTIeYCHHsI YIPaBICHNUS.

Tema 2. Micropust pa3BUTHS rOCyJapCTBEHHOW CHCTEMBI AETOIPON3BO/ICTRA.
PaccmaTprBaemble BOIIPOCH:

1. Kak ckagpiBasiach OpraHu3anus Jei1onpon3BoicTBa B Poccun? HazoBute starsl
Pa3BUTHsI OTEUECTBEHHOTO JEJI0IPOU3BOJICTBA.

2.B 4em ocobeHHocTH noKyMeHTUpoBanus Ha Pycu 9-15 Bekos?

3. Beizenute 0cOOEHHOCTH MPUKA3HOTO JIENI0NPOn3BoICTBa 16-17 BeKoB.

4.B uem cytb pedopMbl JOKYMEHTHPOBAHHMS YIPABICHYECKOH AEATEIbHOCTH,
npoBeneHHoN [lerpom 1?7 HaszoBuTe BHIOBI M OCOOCHHOCTH (OPMYISIPOB
JIOKyMEHTOBKOJIIEKCKOTO JIJIONTPOU3BO/ICTBA.

5./laliTe XapakTEpUCTUKY OpraHM3alMM MHHHCTEPCKOTO JIEJIONPOU3BOACTBA.
HazoBuTe ocobeHHOCTH cocTaBiieHNs! 1 0(OPMIICHUS JOKYMEHTOB 3TOTO TIEPHOIa.
6. Kax nmpoxoamna peopranmzanus nenonponsoactsa B 1920-30-e rr. 20 Beka?

7. OxapakTepu3yiTe JeIonpon3BoACcTBO coBerckoro nepuoja 60-80 rr. 20 Beka.
8. OxapakTepu3yiTe COBPEMEHHOE COCTOSIHUE JIOKYMEHTAIIMOHHOTO 00ecHeYeHus
yIIPaBJICHUSL.

Tema 3. HopmatuBHO-MeTOAMYEeCKOE peryaupoBanue JJOVY.

PaccmarpuBaemble BOIIPOCHL:

1. 1 9ero ciayaT HOPMATHBHO-TIPABOBEIC aKThl H METOJANYCCKHE TOKYMEHTHI B
obnactu 10OY?

2.1lepeuncnuTe TPYMIIBI 3aKOHOAATENHEHBIX H  HOPMAaTHBHO-METOAUYECKHUX
JIOKYMEHTOB, PETYJIHPYIONIMX BOIMPOCH JTOKYMEHTAIMOHHOTO OOECIICYCHUS
yIIpaBJIECHUSL.

3. Kakum 3aKOHO/JaTeNIbHBIM aKTOM 3aKperuieHa 00513aTeNBEHOCTD
JOKyMEHTHpOBaHUSIHHOpMaIwm?

4.KakuM HOpMAaTHBHBIM aKTOM YCTaHOBJIEHBI TpeOOBaHUSI K O(OPMIICHHIO
YIPaBIEHYECKUX JOKYMEHTOR?

5.KakumMu  HOPMAaTHBHO-METOJIMYECKUMH  JOKYMEHTAMH  periaMeHTHPYeTCs
texuosorust JJIOY?

6. Ha3zoBuTe 3akoHOJaTeNIbHBIE aKThl 1 HOPMATHBHO-METOJMYECKUE JTOKYMEHTBI,
perynupyromnye NopsaoK XpaHeHUs] JOKYMEHTOB.

7.Ha3oBuTe HOpMaTHBHBIE JOKYMEHTHI YUPEXICHUH, pEryIupyloIue HOpsSIoK
odopmIIeHHs] TOKYMEHTOB M TEXHOJIOTHIO pabOThl C HUMH.
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JlokyMeHTupoBaH
ue
YIPaBJIEHYECKOU
JIeSITeIbHOCTH

Tema 1. TpeOoBaHusi K CTPYKTYpE OpraHH3aLIOHHO-PACIIOPSIUTEILHOTO
JOKyMEHTA.

PaccmaTpruBaeMble BOIIPOCHL:

1.OxapakTepu3yiiTe OpraHu3aOHHO-PACTIOPAANTEIBHYIO JOKYMEHTALUIO.
2.0mpenenure TOHATHS «PEKBU3HUT JOKYMEHTa», «IIOCTOSHHBIA PEKBU3UTY,
«MEPEMEHHBIN PEKBU3UTY.

3.0mpenenure MOHATHS «HOPMYILIP» NOKYMEHTa, Y HUPHUIHPOBAaHHAS PopMa
JIOKYMEHTa

4.KakuM HOpPMaTHBHBIM JOKYMEHTOM YCTAQHOBJICHBI OCHOBHBIE TpeOOBaHUS
K cTpykType OPJ1?

5.Kaxue ¢popmaTsl Oymaru ucrosib3yroTcs npH co3nanuu OPJ?

6.Kakue nonst ycranasnusatorcst npu odopmiternn OPJ[?

Tema 2. PekBU3UTHI yIIpaBIeHIECKUX TOKYMEHTOB M IIPaBHia UX 0(OPMIICHHS
PaccmaTpruBaeMble BOIIPOCHL:

1. Kakum HOpMAaTHUBHBIM JOKYMEHTOM YCTAHOBICHBI OCHOBHBIE TpPEOOBaHUSA
K coctaBy pekBm3utoB OP/1?

2. Kakue opranuzanuy UIMEIOT paBo H300paxaTh HA OTaHKaX CBOMX JJOKYMEHTOB
Tocynmapctennsiii repd Poccuiickoit @enepannu, repd cyobekra Poccuiickoit
ODenepanuu?

3. B xakom ciydae paspemiaercsi BOCIPOW3BEIEHHE AMOJIeMbl Ha OJlaHKe
opraHu3anuun?

4. Yto npenctapiseT coboit ko opranusaiuu mo OKIIO u kox hopmbl TOKyMeHTa
o OKVY/I, ucnosip3yemsbie Ha Omankax OP/1?

5. Ha xakmx mokyMeHTax 00s3aTeNbHO yKa3bIBaTh PeKBU3UTHI «koj 1mo OKIIO»,
«OI'PH», « MHH/KIIIT»?

6.Kak yxkaspiBaercst Ha OnaHKe JOKyMEHTa pEKBH3UT «HANMEHOBAaHHE
OpTaHHu3aIn»?

7. Kakast uHpOpMaIys BKIIOYaeTCsS B CPaBOYHBIC JaHHBIE 00 OpraHu3anun?

8. B xakom OP/] HanMeHOBaHIE BI/Ia TOKYMEHTA HE YKa3bIBaeTCs?

9. Kakue crioco6bl oopmieHus pekBunTa «J/lata ToKyMeHTa» Bbl 3HaeTe?

10. Yem pexBu3uT «PerucTpaloHHBI HOMEp [IOKYMEHTa» OTJIHYaeTcsl OT
pexBu3nTa «CChlIKa Ha PerUCTPALlMOHHBIN HOMEp U JaTy TOKyMEHTa»?

11. B xakux ciaydasx yKa3pIBaeTcs Ha OylaHKe PEeKBH3UT «MecTo COCTaBlIeHHS
(M3maHus) TOKyMEHTa»?

12. Kakue cnocoObl odopmieHHs peKBH3UTa «Azpecar» YCTaHOBJIEHBI
craHaapTom?

13. KakoBsI cocTaBHbIE yacTH pekBu3nTa «I pud yTBepkaeHNs JOKyMeHTa»?

14. Kak ohopmitsieTcst peKBU3UT «Pe30Irorus»?

15. Ha xakux IOKyMEHTax JOITyCKaeTcsi He OQOPMIATh PEKBU3UT «3arojioBOK
K TEKCTy»?

16. Kak oopmitsiercst pekBu3uT «OTMETKA O KOHTPOJIE)?

17. Kak odopmisiercsi 0oTMETKa O HAJIMYWKM TPUIOKEHHS B PaCIOPSIUTEIEHOM
JIOKyMeHTe?

18. Kak o¢opmisiercst OTMETKa O HAaJMYMU NPUIOKEHUS B COINPOBOJUTEIHLHOM
nucbsMe?

19. KakoBsI cocraBHbIe yacTu pekBu3uTa «Ilommuce»?

20. Kakumu croco0aMu OCYyIIECTBISETCS IPOCTaBiIeHHe pekBusuTa «lpud
COTJIACOBAHUSI IOKYMEHTa»?

21. I'ne 1 KakuM 00pa3oM MPOCTABIISAIOTCS Ha JIOKYMEHTE BU3bI COTIIACOBAHMS?

22. Ha xakux JOKyMEHTaXx U I'Jie IIPOCTaBIISETCS 11e4aTh?

23. I'me mpocraBisieTcss OTMETKa O 3aBEPEHHMH KOIMM JIOKYMEHTa M Kak OHa
odopmisiercs?

24. KakoBbl COCTaBHbIe 4acTH pekBu3MTa «OTMETKa 00 HCIIONHHUTENE» U T
OH pacroyiaraercs?

25. Yto BXOAMT B cocTaB pekBu3nTa «OT™MeTKa 00 MCIONHEHUH JJOKyMEHTa»?

26. I'me pacnonaraercss M 4TO BKIIOYaeT pekBH3UT «OTMETKa O MOCTYIUICHHU
JIOKYMEHTA B OPTaHU3AITHION?

27. T'ne npocraisiercst pekBU3uT «I'pud orpaHnveHus A0CTymna K JOKYMEHTY»?
28. Ucmnons3ytotes nu Bce 30 pexBusuroB ['OCTa 0onHOBpEMEHHO Ha OJHOM
JIOKyMeHTe?

29. [epeuncaure peKBU3UTHI JOKYMEHTA, ONPEAEISIOIINE €0 IPUANIECKYIO
cuiry. Korna npussr u ¢ kakoro Bpemenu neiictsyer 'OCT P 7.0.97-20167
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Tema 3. Branku OP/] 1 ux pekBU3uTHL. PaccMaTprBaeMbie BOIPOCHI:

1.KakiuM HOpMaTHBHBIM IOKYMEHTOM YCTAHOBJICHBI OCHOBHBIE TPEeOOBaHUS K
OmaHKaM JOKYMEHTOB?

2.HazoBuTe BB OJIAHKOB JOKYMEHTOB.

3.Kakme BapWaHTBl TIONOKEHUS pPEKBH3UTOB Ha OJaHKaX WCIIONB3YIOTCS
OpraHm3anusIMu’?

4. 113 KakuX peKBU3UTOB COCTOMUT OOLIMi OslaHK?

5. Kakue pekBH3NTHI CONIEPKUT OJIaHK IChbMa?

6. Kakne pekBH3NTHI CONEPIKUT OJIAaHK KOHKPETHOTO BU/IA IOKYMEHTOB?

7.B Kakux ciydasix HCIOJIb3yeTCs TOJHKHOCTHOM OJIaHK?

Kakue cymiecTBytoT TpeOGOBaHHs K M3TOTOBJICHHIO JOKYMEHTOB, 00ECIIEYHBAIOIIUE
CIMHBIN CTUIb OPOPMIICHHS?

Tema 4. SI3BIK ¥ CTHIIb YIIPaBICHYECKUX JOKYMEHTOB PaccMaTprBaeMble BOIIPOCHT:
1. laiiTe XapakTepHCTUKy OCOOCHHOCTSM O(HIIHATLHO-/IEIIOBOTO CTHIA. B dem
OTJIMYHE 3TOTO CTHIS OT APYrux?

2.Kak odopmisiorest cokpamenus? IlepeuncnnTe 4YacTo BCTpEYArONIHECs
ab0peBUaTYpHI.

3.Pacckaxkure O IpaBOIUCAHMM IPOIHCHBIX W CTPOYHBIX OYKB B Ha3BaHUIX
OpPraHoB TOCYAApCTBEHHOM  BJACTH, BBICIIMX JOJDKHOCTEH, Ha3BaHUAX
OPEeANpUATUA W OpraHM3alyil, IOJKHOCTEH PYKOBOIUTENIECH MNpPEANpUATUH,
3BaHUH, IPa3AHUKOB U MAMSTHBIX JaT.

4.HazoBuTe THUNUYHBIE OIIMOKM, BCTpPEYAIOUIMECS B TEKCTaX CIIy)KEOHBIX
JIOKYMEHTOB.

B 1eMm nposBisieTcst 3THKET MMCbMEHHOTO JETI0BOTO O0IIeHHA?

IIpaBuna
MOATOTOBKH |
odopmieHns
OTAENBHBIX
BUJIOB
YIIpaBIEHYECKH
X JOKyMEHTOB

Tema 1. CocraB u xapakrepuctuka OPJ], ucrnonb3yeMbIX B JAESITEIBHOCTU
OnOMMOTeYHO-MH()OPMAIIMOHHBIX YUPEKICHUH. DTAIbl MOATOTOBKA JTOKYMEHTOB.
OCOOCHHOCTH COCTABIICHHS OPTaHM3AIIMOHHBIX JOKYMEHTOB.

PaccmarpuBaeMbie BOIIPOCH:

1. B yem npeiHA3HAYCHUE OPTaHU3AIMOHHO-PACTIOPSIUTEIFHON JOKYMECHTAIUH?
2.Kaxue TPYIIIIBI OpTraHU3aIUOHHO-PACTIOPSIIUTETFHON JTOKYMEHTAIHH
WCTIONB3YIOTCS B ICATEIHHOCTH OUOIMOTEUHO-HHPOPMAIIMOHHBIX YUPEIKIECHHUI?
3.Tlepeuncnure 9Srtambl  MOATOTOBKM M COCTaBJIEHHMS  OPraHU3allMOHHO-
pacmopsIUTeNbHBIX TOKYMEHTOB.

4. OxapakTepu3yiTe 3Tal COTJIacoOBaHMA JOKyMEHTa. TpeOoBaHMS K PEKBH3HTAM
«rpud coraacoBaHus», «BU3a»?

5. OxapakrepusyiiTe 3Tanm TOJNMHCAHUS JTOKyMEHTa. TpeOOBaHUS K PEKBU3UTY
«IIOJIITUCH.

6. Oxapakrepu3yiiTe 3Tanm yTBepKICHUS IOKYMEHTa. Tpe0OBaHUS K PEKBU3UTY
«rpu@ yTBEPKACHUN.

7.Kakme IOKYMEHTHI OTHOCATCS K OpPraHW3allMOHHO-TIpaBOBRIM? B dwem mx
npeaHa3HaYeHue?

8. Brigenute o01iue yepThl, XapakrepHsie mpu odpopmienuu O/,

9. U3 kakux pexBu3nuToB coctouT OINJI (Ha npumepe T0KHOCTHOW HHCTPYKITUH)?
Onpenenuth Ha3HAYEHUE, 0COOSHHOCTH COCTABJICHUS U 0(OPMIIEHHS IOTOBOPA.

Tema 2. IIpaBuia mMOATOTOBKH U OGOPMIICHHS PACHOPSAATEILHBIX IOKYMEHTOB
PaccmarpuBaemblie BONIPOCHL:

1. Kakue Buast OPJ1 OTHOCSATCS K paciopsIUTeIbHBIM?

2.Kakue Buppl P/l ucmone3yroTcs B OpraHM3anusAX, NCHCTBYIOIIMX HAa OCHOBE
€MHOHAYaNusl, & Kakue BHIbl — B OpraHU3alusX, IEUCTBYIOIIMX Ha OCHOBE
KOJUIETHaJIbHOTO TIPUHIIUIA YIIpaBJieHUs?

3.Korna paciopsgurenbHbIe JOKYMEHTBI BCTYIIAIOT B CHITY?

4. Y10 sABIISCTCS OCHOBAHUEM JUTSI U3JIAHUS PACTIOPSITUTEIBHOTO TOKYMEHTa?
5.Kak cTpouTcst TEKCT pacopsIUTENLHOTO TOKyMeHTa?

6.Kak odopmisiercss OoTMETKAa O HAJHYWU NPUIOKEHHS B PACIOPSIIUTEIBHOM
JIOKyMeHTe?

7. KakoBbl TpebOBaHMs K 0OPMIICHHIO IIPUKA30B 110 OCHOBHOM JEATEILHOCTHU?
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8. Kak oopmuTh BBINIHCKY U3 TIpHKa3a’?
9.ITo KakuM BOIIPOCAM H3MAIOTCS PACTIOPSHKEHHE U yKa3aHHe?
KaxoBsl TpeboBaHMs K 0OPMIICHUIO paCTIOPSIKEHHS ?

Tema 3. CocraBnenne u opopmileHIE HHYOPMAITHOHHO-CTIPABOYHBIX TOKYMEHTOB
PaccmaTpruBaeMble BOIIPOCHL:

1. Kaxme mOKyMeHTHI OTHOCATCA K Tpymie HH(OPMAIMOHHO-CIIPAaBOYHEIX? B gem
UXIpeHa3HaYeHue?

2.Ha xakux 0Oxankax odopmisitoTcss HHGOPMALMOHHO-CIIPABOYHbIE TOKYMEHTHI?
KakoBbl 0COOCHHOCTH CITyKeOHOrO MHChbMa KaK WH(OPMalMOHHO-CIIPaBOYHOTO
nokymeHTta? Kak cTpouTcest CTpyKTypa TeKcTa nuchbma’?

3.Ha3oBuTe mocTosiHHBIE M INEpPEMEHHBIE PEKBH3HMTHI NMHCbMa, OCOOCHHOCTH MX
pacrosnoxeHus Ha OJaHKe MUChMa.

4. Kax oopmirsarorest aktel? Oco0eHHOCTh O(DOPMIICHHUS TEKCTa aKTa.

5. Kax opopmirsttores ciyxe0HbIe, JOKIaIHbIe, 00BICHUTENBHBIC 3aIIHCKH?

6.B gem ocobeHHOCTH 0opmiteHHs akTa? [lepeuncianTe peKBU3UTHI aKTa.

7.B yeM ocobeHHOCTH 0hopMmiteHHs TenedoHorpammbl? [lepedncianre peKBU3UTHI
TenepOHOTpaMMBI.

8. B 1eMm ocobeHHOCTH 0pOPMIIEHHS CITPABOK JINYHOTO XapakTepa?

9. 13 xakux peKBU3UTOB COCTOUT 3asiBICHHE?

Yro mnpencraBiseT co0Ooii komus gokymeHTta? Korma komus OKyMEHTa
npHoOpeTaeT IPUIUIECKYIO CUITY?

Tema 4. CocraBiieHue U 0(OPMIICHHE JOKYMEHTOB 0 TUYHOMY COCTaBY
PaccmarpuBaeMbie BOIIPOCH:

1.3 KakuX OCHOBHBIX dYacTe€li COCTOMT TPOLECC TOKYMEHTAlHOHHOTO
obecrieueHns1 ynpaBieHus Kanpamu? Kakwe 3amaum pemaroTcs B IIporecce
00pabOoTKN KaJAPOBEIX JOKYMEHTOB?

2.YeMm perynupyroTcs TPYAOBBIC IIPABOOTHOMICHHS paboToaaTels (YUpeKISHHs) C
pabOTHHKOM, TIOPSAOOK oOQOpMIICHHS TpHeMa, YBOJIBHEHHS H TIepeBoJa
COTPYAHUKOBB yupexaeHun? KakoB mopsaok JOKyMEHTHPOBAHUSA NPU IIpHUeMe Ha
paboty?

3. Pacckaxure 00 ocobeHHOCTSIX 0(hOPMIICHUS TPYJOBOTO JIOTOBOPA.

4. KakoB nopsiioK NpeKpalieHus TPyA0BOT0 A0r0Bopa U 0pOPMIICHHS YBOJIbHEHHS
cpaboTsi?

5. Kak opopmiisiercst u popmupyercst TM4HOE Ae10?

KakoBbI 0cOOCHHOCTH XpaHEeHHUs TOKYMEHTOB 110 INIHOMY COCTaBy?

Texnonorus
JIOKYMEHTAaLOH
HOTO
obecreueHus
yIpaBlIeHUS

Tema 1. DTamb! aBIOKEHUS U 00pabOTKH JOKYMEHTOB

PaccmarpuBaeMbie BOIIPOCH:

1.  TlpuBenwute onpeneeHUE MOHATHS «IOKYMEHTOO000POT.

2.  Ha3zoBwuTe OCHOBHBIE ATAINBl JOKYMEHTOO0OPOTA.

3. Kakwue Bumsl paboT OCYIIECTBISIOTCS MPHU MPHEME U IEPBUIHON 00paboTKe
BXOJISIEH TOKyMEHTAIUN?

4, B ueMm 3akiouaeTcsl MpelBapUTENIbHOE PACCMOTPEHHE U paclpesiesieHue
JIOKyMEHTOB?

5. UYto Takoe peructpanuu JOKYMEHTOB, KAKOBa €€ OCHOBHAs IIeJb M B YeM
3aKJTI0YAI0TCS 00IIME TIpaBUiIa perucTpaIum?

6.  Yro mpemycmarpuBaeT paboTa HCIIOJHUTENS C TOKYMEHTAMU?

7. KakoBa 1enp KOHTpOJIS WCIONHCHHS HOKyMEeHTOB? Kakwe ITOKYMEHTHI
JIOJDKHBIOBITH TIOCTABIICHBI HA KOHTPOJIh?

8.  Kro ocymiecTBisieT B OpraHu3alld KOHTPOJb HCIOJHEHUS JOKYMECHTOB?
Kakodopmitsiercst oTMETKa 0 KOHTPOJIE U T OHA IOMEIaeTCst?

9.  Kak ocymecTBisieTcs OTIpaBKa JOKYMEHTOB M3 OpraHu3aluu?

10. Yewm 3aBepmiaetcsi IBUKCHUE TOKYMEHTOB OpraHU3aIUI?

Tema 2. «O6paboTKa MOCTYHAIOIINX, OTIPABISEMbIX M BHYTPEHHHUX TOKYMEHTOBY
PaccmarpuBaemble BOIIPOCHI:

1. OxapakTepu3yiTe CyIEeCTBYIONINE JOKYMEHTOTIOTOKH YIPEKACHUH.

2. KeM H ¢ KaKoii [IeJIbI0 BEAETCS MOACYET 00bheMa JOKyMEHTO000poTa?

3. Oxapakrepu3yiTe JOKYMEHTOO0OPOT MOCTYMAOIIMX TOKYMEHTOB.

4. OxapakTepH3yiTe TOKyMEHTOO00POT OTIPABISIEMBIX JOKYMEHTOB.

5. KakoBa TexHon0rust paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMuU?
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Tema 3. Ciyxx6a JJOY B npornecce ynpasieHus: 0MOINOTEeYHO-MH(POPMALIMOHHON
JESATEIbHOCTHIO

PaccmaTpuBaemble BOIPOCH:

1. Kakne TpeboBaHMS CYIIECTBYIOT K HAUMEHOBAHHIO U CTPYKTYpe ciry)0b61 IOY?
2. HazoBure ocHOBHEBIE 3a1a4u U GyHKINH ciyx061 JOY.

3. Kakumu HOpMaTHBHO-TIPAaBOBBIMH JOKYMEHTaMH DPYKOBOACTBYETCS CIIy:k0Oa
JIOVY B cBoeii nesarenbHOCTH?

4. Kakue BHyTpeHHHE (JOKaJIbHBIC) aKThl YUPEXKICHUS PETJIAMEHTHPYIOT PadoTy
ciryxk0b1 JJIOY? C Kakoii 1IeTIbI0 COCTABISIETCS MHCTPYKIUS 110 JAEIOIPOU3BO/CTBY,
U3 KaKHX PEKBU3UTOB OHA COCTOMT, KEM YTBEp)KIaeTcs?

5. Oxapakrepu3yiTe OpraHu3alMOHHO-TEXHUUECKHE MEPOTIPUATHS 110 TIOATOTOBKE
Y MIPOBEJICHUIO COBELIAHUH, COOpaHKi, KOH(EpEeHIUH U T.I1.

6. [lepeuncaure TOKyMEHTHI, OpopMIIsieMble B XOJ/€ TIOATOTOBKH K IPOBEJICHUIO
coOpaHuii.

7. TpeboBaHMA K COCTaBJICHHUIO MPOTOKOJIOB, €0 PEKBU3HTHL.

8. TpeboBaHMs K CTPYKTYpe AOKIAa.

CucreMaTH3anus
U XpaHeHHe

Tema 1. Homenkmnarypa nen. OpraHu3amis TeKyIero XpaHeHus
PaccmartpuBaemble BOIIPOCHL:

1. YT0 IpOMCXOIUT ¢ JOKYMEHTaMH I10CIIEe OKOHYAaHUS UX UCTIOJTHEHUS?

2. aiiTe onpeneneHue MOHATHS «aeo». Kak npoucxomur ero popmupoBanue?
3.Uro npencrasisier coboit HomeHkIaTypa aen? Ha3oBute BUAbI HOMEHKIATYPHI
Je.

4. Kak oopmiisiercst HOMEHKIIaTypa aein?

5. Kak ¢popmupyercs HHAEKC Jiena 1o HOMEHKIaType aei?

6. Kak nomkeH ObITh chopMyMpoBaH 3arooBoK jiena?

7.Ha ocHOBaHMH 4ero onpenessieTcs CpoK XpaHeHHs: JOKyMeHTa?

8. Pacckakure 00 yCIIOBUSIX XpaHEHUS JIell B TEKYILEM JETIOIPOU3BOICTBE.

Tema 2. [ToaroToBka JOKyMEHTOB K Iepeiaue B apXuB

PaccMaTpriBaemMble BOIIPOCHL:

1.Yro Ha3pIBaeTCs SKCHEPTH30M NIEHHOCTH JOKYMEHTOB, KaKOBBI €€ OCHOBHBIC
3agaun’?

2. KakoB nopsiiok OpraHu3anuy 1 MpoBeICHHUsI SKCIIEPTU3bI ICHHOCTH JIOKYMEHTOB?
Kakumu toxymeHTaMu o(hOpMIIIOTCS €€ Pe3yIbTaThl?

3. KakoBbI cpoku XxpaHeHUs JeJ1, O/JIeKAIMX Mepeaade B BEJOMCTBEHHBINH apXHUB?
4. Kakue BubI 0(OPMIICHUS JIEJT CYIIECTBYIOT B JCIONPOU3BOACTRE?

5.Yro mpenycmarpuBaer mosiHOe OGOPMIICHHE Jeia NpPH IOJArOTOBKE ero K
nepesiaue Ha XpaHEHHE B BEJJOMCTBEHHBIN apXUB?

6. KakxoBsI mpaBmiia opopmireHust 0010KKH gemna?

Tema 3. TpeGoBaHMS K ApXMBHOMY XPaHEHHUIO JOKYMEHTOB

PaccmaTprBaemble BOIIPOCHL:

1. Kak ocymecTBisieTcs caaya Jiel B BeJOMCTBEHHBIH apXuB?

2.Kakue yciioBHsi XpaHeHHs JIOJDKHBI OBITh CO3aHbI B BEJOMCTBEHHOM apXHBe?
3.Kakwue TpeOoBaHusI MPEABSIBISIOTCS K 000PYI0BAHUIO BEIOMCTBEHHOIO apXuBa’?
4. KakoB Ops10K YHUITOKEHUS JIeJI C HCTEKIIUM CPOKOM XpaHeHHs?

Hcnons3oBanue
COBPEMEHHBIX
WHPOPMALMOHH
BIX TEXHOJIOT U
B
JIOKyMEHTAIOH
HOM
obecreueHun
yIpaBJICHUS

Tema 1. DTamnbl 31€KTPOHHOTO TOKYMEHTOO00pOTA.

PaccmarpuBaembie BOIPOCHL:

1. Tlousartue, TpeOOBaHMA K SJICKTPOHHOMY JTOKYMEHTY.

2. Kaxwue anexrponnsie cuctemsl 1o JJOY cymectByor?

3. HazoBure stamsl pabota ¢ MOCTYNHMBIIMMH JOKYMEHTAMH ITIPH 3JEKTPOHHOM
JIOKyMEHT0000pOTE.

4. HasoBure 3Tamnsl paboThl C OTHPABISEMBIMU JOKYMEHTAMH.

5. Ilepeuncaure IpeuMyIiecTBa u HEJI0CTAaTKU 9NEKTPOHHOT O
JIOKyMEHT0000pOTa.

Tema 2. MadopmarnmonHoe obecrieuenue npueMHon odrca. Opranuzanus
CEKPETapCKOro 00CITyKUBAHUSI.

PaccmarpuBaemble BONIPOCHI:

1. OxapakTepu3ynrte nHGOPMALMOHHBIE GyHKIIIH cexpeTaps B
JIOKYMEHTAIIHOHHOM O0ECTICeYeHNH YIIPABICHUS.

2. B d4eM 3akimovyaroTCs OpPraHU3alMOHHO-TIPEJCTABUTENBCKHE  (YHKIHMH
cekperaps’?
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OT uyero 3aBUCUT oOpraHuzauus npueMa nocerutenei? Kak npaBUIBHO
OpraHu30BaTh NMpUEM?

3. Kakme BuAbBl TEXHHYECKHX  CPEACTB
JIOKYMEHTAITHOHHOM OOECIICeYCHNH YIPaBICHUS?
4. Kakast OprTeXHHUKa UCTIOIB3YEeTCS ISl COCTABIICHHS TOKYMEHTOB B COBPEMEHHOM
JIEITOTIPON3BOICTBE?

HCIIOJIB3YIOTCA CEroaHs B

Tema 3. DproHomMuKa aBTOMaTH3UPOBAaHHBIX PA00YNX MECT

PaccmaTpuBaemble BOIIPOCHI:

1. ITepeuncnure hakTOphl BO3AEHCTBHS KOMIIBIOTEpPA Ha 37I0POBbE.

2. KakrM HOpMaTHBHBIM JOKYMEHTOM YCTAHOBJICHBI THTHEHHYECKUE TPeOOBaHMS K
MEPCOHAIBHBIM JICKTPOHHO-BBIYMCIUTEIBHBIM MAllIHHAM M OpTaHU3aIliK PadoThI
¢ HUMU?

3. Kakue TpeOoBaHUS MPEIBABIAIOTCS K HIOMEIIEeHIIM, 00opyaoBaHHbM [TK?
4.Kakune rurueHn4YecKie TpeboBaHUI HEOOXOIMMO COOIIONATh MIPH OpTraHU3aIuN
paboTHI ¢ IepCOHANBEHBIMU KOMITHIOTEpaMU?

5. HazoBnTe npHHIUIIEI TPaBUIBHON pabOTHI 32 KOMITBIOTEPOM.

6. Kak coBepiieHcTBOBaTh aBTOMATH3HPOBaHHOE paboyee MecTo?

UToro

12

5.4. CamocTosiTeibHasA padoTa CTY/ICHTOB

Ne Coneprkanue Buner CPC 0O0BeM Do
2 paziena 00s3aTenbHbIe JIOTIOJTHUTENbHEIE (1ac) PMBI KOHTPOJIS

1 | Teopernueckue W3yyeHne matepuanos Pabora mo 20 YcrHbli onpoc,
OCHOBBI JIEKIIMH ¥ pEKOMEHTyeMOit PEKOMEHIOBaHHBIM coo01enue, pedepar,
JIOKyMEHTAIIMOHHOTO JIUTEPATYPHI K HUM, yueOHHKaM U y4eOHbIM KOHTPOJIb PabOTHI C
obecrieueHus BBITIOJTHEHHE JIOMAIIHUX HOCOOMSM, HOATOTOBKA K MEPBONCTOYHHKAMHU
yIIpaBJICHUs 3aJJaHuii, HaIcaHue JOKJIay Ha

pedepara, monck MPaKTHYECKUX U
HOPMAaTHBHO-TIPaBOBBIX CEMUHAPCKHX 3aHATHX,
nokymeHToB B CIIC MOATOTOBKA NPE3EHTALUN
«Koncynbrantllmoc»

2 | JloKyMEeHTHpOBaHHUE BueaynuropHoe uTeHue, Pabora mo 22 VYeTHBlif onpoc,
YIpaBiIeHIECKOH BBITIOJTHEHHE JIOMAITHUX PEKOMEHIOBaHHBIM cooOrieHue,
JeATeTbHOCTH 3aJ[aHuH, TIOITOTOBKA K yueOHMKaM 1 y4eOHBIM TECTUPOBAHUE

TECTOBBIM 33/IaHHSIM MOCOOMSIM, TIOATOTOBKA K
JOK/Iany Ha
NPaKTHYECKUX 3aHSITHUIX,
paz00p TUIMHYHBIX
omuboK

3 | Ilpasuna BreaynuropHoe uTeHue, Pa6ota o 22 YcTHBIH omnpoc,

MOJITOTOBKU BBITIOJTHEHHE JIOMAITHUX PEKOMEHIOBaHHBIM cooO1ieHue,
1 ohopMITeHUS 3aJjaHui (COCTaBICHUE y4eOHUKaM U YIeOHBIM MpoBepKa
OTJETbHBIX BUIOB YTIPaBIEHYECKUX nocoowusm, Pa3sHOYPOBHEBBIX
YIpaBIeHIECKUX JIOKyMEHTOB), HAXOX/JICHHE 1 CaMOCTOSTENILHOE 3aJaHuH
JOKyMEHTOB pa300p TUIMYHBIX OMINOOK HaxOXJICHHE
3aKOHOJIATEJILHBIX U
HOPMaTHBHO-
METO/IMYECKUX
JOKYMEHTOB, HX
M3y4YEeHHUE C LEIIbIO
UCIIOJNIb30BaHHUS B
Ka4eCTBE TUIIOBBIX U
MIPUMEPHBIX JOKYMEHTOB
IIPU COCTaBIICHUHT
Pa3INIHBIX
YIPaBIEHYECKUX
JIOKyMEHTOB
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Texnonorus BreaynutopHoe uteHue, Pabora o 20 VYeTaslii onpoc,
JOKyMEHTAI[HOHHOTO BBITIOJTHEHHE IOMAITHUX PEKOMEHIOBAHHBIM JIENOBasi UTpa Mo
obecrnieueHHs 3a/IaHMi, TOBTOPEHHUE y9eOHHUKAaM U YIeOHBIM OpraHU3aIAN
YIpaBJICHUS MaTepHaJioB U3 yueOHMKa TOCcOOUsM, ITOJITOTOBKA K JIOKYMEHT0000pOoTa

JIETIOBBIM HTPaM
CucteMaTtu3anus u BreaynutopHOe uTeHME, IonroroBka 20 VYcTHBIi ompoc,
XpaHEHHE MOJTOTOBKA JTOKYMEHTOB K MPaKTHIECKUM 3aHSITHAM, MIPOBEPKa
JIOKYMEHTOB MOJHOMY O(hOPMIICHUIO Jieia U3y4eHHe Pa3HOYpPOBHEBBIX

JIOTIOJIHUTEIbHOU 3a/1aHu, [IOJIHOE

JUTEPATYPHI odopmireHne nena
Hcnons3oBanue IToaroToBka k gOKIaxy Ha MIOBTOPEHHE 24 YcTHBIi onpoc, 3cce,
COBPEMEHHBIX MIPAKTUYECKUX 3aHATHUSX, IpoiiieHHoro MaTepuaia, BBINOJIHEHHE
nH(pOpMaMOHHBIX H3y4eHHe yNpaKHEeHUH 1o U3y4eHHe yIpakHEeHHH 1o
TEXHOJIOTUH B spronomuke APM JIOTIOHUTEIbHOU spronomuke AMP,
JIOKYMEHTaIllUOHHOM JIUTEPATYPHI, TECTUPOBaHUE
obecriedeHUU CaMOCTOSTEeNbHAS
YTpaBICHUS MOJTOTOBKA K TECTOBBIM
3aJJaHUsIM
Bcero 128

OO0muii 00BeM CaMOCTOATEIBHOW pPAbOTHl CTYACHTOB IO JTUCIUIUIMHE BKIIOYACT

ayJUTOPHYIO U BHEAYJUTOPHYIO CAMOCTOATENbHYIO paOOTy CTY/IEHTOB B TEUCHHE CEMECTA.

AyIUTOpHAs CaMOCTOSATENbHAS padoTa OCYIIECTBISAETCS B (HOpME BHITIOTHEHUS TECTOBBIX
3aJaHUil 110 JUCUMIUIMHE, 3aHATHM B KOMIIBIOTEPHOM Kjacce ¢ wucnoas3oBanueM CIIC
«Koncynbrantllntoc», BBINOIHEHUS] Pa3HOYPOBHEBBIX 3aJaHUIl MO HAXOXJAECHHUIO OLIMOOK B
oopMIIEHUH U TEKCTaX MPUBEICHHBIX OPraHU3alMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB U MX
AQHAJIN3,0CYLECTBICHNUS JIEJIOBBIX M POJIEBBIX WIPIO OPraHU3alUU JEJIOBOM IMEpEenucKHy,
00paboTKe MOCTYMAIOUINX, OTHPABISAEMbIX, BHYTPEHHUX JTOKYMEHTOB, (OPMHPOBAHUIO €I
(MogenupoBaHHWE  NPAKTHMUECKUX  CUTyalui), pa3dopa  KOHKPETHBIX  CHUTyalud B
JOKYMEHTOO0OpoTe  OHMOJIMOTEYHO-  MH(DOPMALMOHHBIX  yuypexJIeHuil.  AyauTopHas
camocrosTeNnbHas paboTa obecrieueHa 0a30i TECTOBBIX MaTEPUAJIOB.

BHeaynutopHas camoctosiTenbHast paboTa ocyliecTBiseTcs B popmax:

— U3y4YEHUS MaTepUaIOB JIEKIUI U PEKOMEHTyeMOH JINTEPATYPbI K HUM;

— CaMOCTOSITEJIBHOTO U3YUEHUs CTYyJEHTAMHM NPEAJIOKEHHOM MPEnoiaBaTeeM OCHOBHOM
Y JOTIOJHUTENBHON JIMTEPATYPHI 110 JAHHOU TEME;

— TOATOTOBKHU K YCTHBIM JOKJIaZaM (MUHHU-BBICTYIUIEHUSIM) C IPE3CHTALIUSAMH;

— camocrosTenbHoro HaxoxaeHus B CIIC «Koncynbrantllntoc» 3akoHOIATENbHBIX U
HOPMaTHUBHO-METOINYECKUX JIOKYMEHTOB, PETYJIHUPYIOINX UH(POPMALIMOHHO-
JIOKYMEHTAIlMOHHOE 00€ecIieYeHre YIIPABIIEHUS, UX U3YUEHUS C IIeJIbI0 UCIOIb30BaHNS B KAUECTBE
TUITOBBIX U IPUMEPHBIX JOKYMEHTOB ITPH COCTABIEHUH PA3JIMYHBIX YIIPABIEHYECKUX TOKYMEHTOB;

— HanucaHus pedeparoB, 3¢ce, TEKCTYalIbHbIX KOHCIIEKTOB;

— BBINOJIHEHUSI 3a/1aHUH 110 0()OPMIIEHNIO pa3HBIX BUJIOB YIPABICHYECKHX JOKYMEHTOB C
MOMOIIbIO TIEPCOHAILHOTO KOMITBIOTEpA C LIE€TbI0 PA3BUTHS YMEHUIN M HABBIKOB B COCTaBJICHHUU
JIOKYMEHTOB;

— MOJATOTOBKM K JIEJIOBBIM HIpaM, KacarollUMCS OCHOBHBIX 3TamoB padoThl ¢
JOKYMEHTaMH, CIEJIbIO Pa3BUTHS HABBIKOB 110 OPTaHU3AIMH JOKYMEHTO000POTa;

— CaMOCTOSITeNIbHAs MOITOTOBKA CTYJIEHTOB K TECTOBBIM 3aJ[aHUSIM, SK3aMEHY.

Cooepotcanue u nopAOOK 6bicmynieHuil, 00YUaAIOWUXCA HA NPAKMUYECKUX 3AHAMUAX

Kaxplii CTyIeHT caMOCTOSATENBHO WJIM B TPYIIE TOTOBUT Y4eOHYIO MpPE3eHTAlUI0 K
KaXXIO0MY MMPAKTUUCCKOMY 3aHATUIO, BI)I6paB TOT WJI WHOH M3 NPEAJTOKCHHBIX BBIIIC BOIIPOCOB U
OPUEHTHUPYAICh Ha 0COOEHHOCTH COCTABJICHHUS NIPE3EeHTAIUMA:

a) CTPYKTypa Mpe3eHTAINH:

— THUTYJBHBIN JIUCT;

— conepkaHue (U3J0oKeHHE ydyeOHOro marepuana) B BUAE TEKCTOBOHM, rpadudeckoi
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uH(pOpMaLIKK, ayIM0 U BUAEOMATEPUATIOB;
— cucTeMa CaMOKOHTPOJIS M CaMOIIPOBEPKH;
— CIIOBaph TEPMHHOB,;
— HCIIOJIb30BaHHBIC MCTOUYHUKH C KpAaTKOW aHHOTaLue.0) TpeOoBaHMs K IIPE3EHTALMH:
— 00bem — He meHee 10 crmaiios;
— mpu@T TEKCTa - HE MeHee 14 1T.;
— TEKCT JIOJDKEH 3aHMMaTh He Ooisiee 1/4 Bcero o0bema Mpe3eHTaluu;B) TPeOOBAaHUS K

BBICTYIIJICHUTIO:

— BpeMs BeICTyIUIeHUs — He 6onee 1015 munyT;
— HE CJIeAyeT IMOMEIIaTh BECh TEKCT BBICTYIUICHHMS Ha Claigax Ipe3eHTauuu (OHU
JOJDKHBIMIUTIOCTPUPOBATH MPE3EHTYEMYIO HH(POPMALIUIO);

— BBICTYNAIOLIUN

JOJDKEH  JE€MOHCTPHUPOBATH CBO60,Z[y u

IyOuHY

BJIaACHU A

MNpeaACTaBIACMbIM MAaTCpHUAJIOM; YMCHHC YBCPCHHO MH3JIaraTtb C€ro MA3bIKOM, OJOCTYIHBIM JJIA

IIOHUMMAaHUsI.

6. MeToauueckue MaTepuaibl, onpeae/siioliie NpoueIypbl OlleHUBAHUS 3HAHUI,

yMeHHﬁ, HaBBbIKOB u (I/I.]'[I/I) onbITa JACATCJIbHOCTH, XaApPaKTEePU3YyIOIUX ITallbI
¢dopmMupoBaHUsIKOMITIETEHIIUH
6.1. KpaTKaﬂ XapaKTepucTuKka npoueaypsbl peam3anuu TEKYyLIEro u
NMPOMEKYTOYHOTOKOHTPOJIA Il OLEHKU KOMIIeTeHIMIi 00y4arIuXcst
Haumenosanue K IIpencraBneHue
No OLCHOMHOTO paTkas XapakTepHCTHKA MPOLEAYPEI OLCHHBAHMS OLIEHOYHOTO CpEJICTEa
KOMITeTECHINH
CpencTBa B (oHIC
1. BricTymienue ¢ B nponecce camocToATeNIbHON OATOTOBKH K BBICTYIIJICHUIO Bomnpocsr s
npe3eHTanuei CTYZICHT TOTOBHT JIOKJIa] M IPE3CHTALHUIO. CaMOCTOSATEIIHLHOTO
Jloxnag - IpOAYKT caMOCTOATENbHOM paboThl 00y4YaloOmerocs, | M3ydeHHS
NpeCTABISIIONIMN cO00 MyOIMYHOE BBICTYILICHUE MO 00y4aromumMucs (TeMbl
MPCACTABJICHUIO MTOJTYUYCHHBIX PE3YJIbTATOB PCUHICHUA BI:ICTyHJ'IeHI/Iﬁ C
oTpeieNleHHON y4eOHO-HCCIIeI0BaTeNbCKOM HIIH HayqIHOH IIPE3EHTALMSIMU Ha
TeMBI, 3a/laHHOH npenogaBateneM. [lonroToska MPaKTHYECKUX
OCYIIECTBIISIETCS] BO BHEAYAUTOpHOE BpeMst. [Ipu moaroroBke 3aHSATHUSX)
CTYZIEHTOM H3Y4al0TCs Pa3HOOOPa3HbIE HCTOUHUKH
(mureparypa, CIIC «KonrcynsrantlIrocy, HaydHO-
MOMYJISIPHBIE TIPOTPaMMBI | TIP. ), Ha OCHOBE KOTOPBIX
COCTaBJII€TCS TEKCT JIOKJIAa ¥ PE3CHTANNS K BBICTYIUICHHUIO.
Ha moarotoBky maetcst ogHa-ase Henenu. Pernmament — 10-15
MUH. Ha BBICTYIIJICHUE. B OIICHUBAaHWU PE3YJIHLTATOB
MpernoiaBaTeineM IPUHIMAIOT y4acTHE CTYJEHTHI TPYTIIHI.
2. Pedepar Pedepar - mucemenHnas padora o6bemom 10-18 megaTHBIX J11s BBINOJTHEHUS

CTpaHUI, BHIIOJIHSIEMas CTYJICHTOM B TE€UEHHUE JUTUTEIHEHOTO
cpoka (OT oHOW Henenu 10 Mecsma). Pedepar - kpaTkoe
TOYHOE M3JIOKEHUE CYIITHOCTH KaKOro-JIM00 BOIPOCca, TEMBI Ha
OCHOBE OJIHOM WJIM HECKOJNBKHUX KHHUT, MOHOTpauii min
JIPYTUX MEPBOUCTOUYHUKOB. PedepaT 10mKeH coepxaTh
OCHOBHbIE (DaKTHYECKUE CBEICHHS U BBIBOJIBI IO
paccmarpuBaeMomy Borpocy. [ToMmumo pedepupoBanus
MPOYMTAHHOW JINTEPATYPBI, OT CTYJCHTA TpeOyeTcs
apryMEHTHPOBaHHOE M3JI0KEHUE COOCTBEHHBIX MBICIIEH IO
paccmarpuBaeMoMy Borpocy. Temy pedepara MoxeT
MPEI0KUTH NPETIOIaBaTellb WM caM CTYJICHT, B IOCIIETHEM
cilydae OHa JI0JDKHA OBITh COTJIIACOBAHHA C IPETIOIaBaTeNIeM.

B pedepate HyXHBI pa3BepHYTbIE apI'yMEHTHI, PAcCyKICHUS,
cpaBHeHUs. MaTepuan nogaercs B popMe KOHCTaTalluy WIN
ormmcanus. Conepxanne pedepupyeMoro Ipou3BeIeHI
u3naraeTcs OObEKTHBHO OT UMEHH aBTopa. Eciii B mepBUYHOM
JIOKyMEHTE TJIaBHasi MbICIIb CHOPMyYIIMPOBaHa HEJOCTATOUHO
4eTKO, B peepaTe OHa I0JKHA ObITh KOHKPETU3UPOBaHA U

BBIJACJICHA.

pedepata
pEeKOMeHAyeTCs
H3Yy4YEeHHE JINTEPATYPBI,
3JIEKTPOHHBIX U3/IaHUM
1 HHTEPHET-PECYPCOB,
myOnukanuii mo
n3y4yaeMou TeMe B
KypHaJIax:
«/lemonpon3BoACTBOY,
«Kaaposoe nemno»,
«CrpaBOYHUK
pyKOBOAUTES
YUPEXKIACHUAS
KYJbTYpbI», BecTHUKM
MI'MKU, YT KU u

ap.
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B (opme ycTHOTO
cobecenoBaHus
0 BOIPOCaM

rnmpouecca. HpI/I BBICTABJICHUU OLICHKU YYUTBIBACTCA YPOBCHDL
HpHOGpeTeHHLIX KOMIETCHIMH CTyACHTA. KoMIIOHEHT «3HATh»
OLICHUBACTCA TCOPETUUYCCKMMU BOIIPOCAMU IO COACPIKAHUIO
JAUCHUTIUIMHBI, KOMIIOHCHTBI «YMETb» U «BJIAACTH» - MPAKTHUKO-
OPUEHTUPOBAHHBIMU 3aTaHUAMU.

3. KonrponbHas Konrponbnas pabora BeinoiHseTcs B popMe MUCEMEHHOTO TecroBble 3amanns
pabota Nel TECTUPOBAHUS 110 TEOPETUUECKHUM BOIIpOcaM Kypca. Permament
—1-1,5 MUHYTBI Ha OJTUH BOTIPOC.
4 KontpossHas KonTponbHas pabora BbIMONHAETCA B (hopMe MHCHMEHHOTO | 3amaHus Ui
pabora Ne 2 TECTUPOBAHHUS 11O IPAKTUYECKIM BOIIPOCAaM Kypca. PerimaMeHT — | BBIIOJIIHEHNS HTOTOBOH
1-1.5 MUHYTBI Ha OZIMH BOMPOC. paboTsI
5. 3auer c ouenkorr | IIpoBoauTcss B 3amaHHBIA CPOK corjacHO rpaduky ydeOHoro | KoMmIumekT mpuMepHBIX

BOIIPOCOB K 3a4eTy C
OIICHKOM.

B KOHIC U3Y4YCHHUA NJUCUHUILIMHBI IOABOAATCA UTOT'U pa60TBI CTYJACHTOB Ha JICKIHMOHHBIX
HITPAKTUYCCKUX 3aHATUAX IIYTEM CYMMUPOBAHUA 33pa6OTaHHI)IX B TCUCHUC CEMECTpPA 0asoB.

6.2. Kputepun oneHnBaHUs 3HAHUI, 00y4AIOIIMXCHA MO TUCIHHUILINHE

6 cemecTp
MaxkcumaiabHOe MaxkcumansHOE
No Bup nesrensHOCTH KOJIMYECTBO 0aIoB KOJIMYECTBO 0allIoB
3a 3aHATHE 0 JUCIUILIHHE
1 ITocemenue NEKIMOHHBIX 3aHATUH 1 1
2 [Tocemenue npakTUYECKUX 3aHATUN 1 3
3 Pabota Ha MPaKTHYECKUX 3aHATUIX 196 196
4 3auer - -
Hroro 2 3a4YeTHLIE €IUHULIBI 200
7 cemecTp
MaxkcumanapHOE MaxkcumanabHOE
No Bun gestenbHOCTH KOJIMYECTBO 0aslIoB KOJIMYECTBO OaJIJIOB
3a 3aHATHE 10 TUCIUIUIHHE
1 [Tocerenue IEKIMOHHBIX 3aHATHH 1 1 1
2 [Mocemenue NpakTUYECKUX 3aHITHIA | 1 3
3 PaboTa Ha MpaKTUYECKHUX 3aHATUAX 164 164
5 3a4eT ¢ OLEHKOM 32 32
Hroro 2 3a4YeTHLIE €IUHHUILIBI 200

6.3. ®opMupoBaHue 0ANTbHO-PEHTHHIOBON OLIECHKH PadoThI 00y4YarouXcs

Ilocemenune Ilocemenue Pa6oTa Ha
Cemectp JIEKITHOHHBIX NPaKTHYECKUX NPaKTHYECKUX 3ayer ¢ OLEHKOU
3aHITHN 3aHATHHN 3aQHATUSIX
Pasbannoska o 1 x 1=1 6amn 1 x 3 =3 6amna 196 6amnos -
6 BUIaM paboT
cemectp | Cymmapubiii 1 6amn max 3 Gama max 196 GaimoB max -
Makc. 6aj
Hroro 200 6ayu1oB
Pasbannoskano |y, 1x3=36ama 164 Gasa 32 Ganna
7 BUAaM paboT
cemectp | CymmapHbiii 1 6ay1 max 3 Gajura max 164 Gamra max 32 Gamra max
Makc. 6aj
Uroro 200 GautoB
Uroro 400 6amioB
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6.4. Kputepuu oneHuBaHus padoThbl 00y4arouierocs no MToraM ceMmecTpa

[To wrtoram wu3ydeHHs AMCUUIUIMHBI «JlOKYMEHTAallMOHHOE OOECIIeYeHUE YIPaBICHUS
O6u0IMOTEeYHO-MH(POPMAITMOHHON JIeATEILHOCTBION», TPYIOEMKOCTh KOTOpoW coctasisieT 2 3E
(7 cemectp), oOyyaromuiiciHabupaeT onpeaeaéHHOE KOJIMYECTBO OAIJIOB COMMIACHO CIIEIYIOIIEi
TadsuLe:

Orenka baisl (2 3E)
«OTIIMIHOY 181-200
«XOpOIIO» 141-180

«YAOBJIETBOPUTEIHLHO» 101-140
«HEYAOBJIETBOPUTEIBHO» 100 u meHee

7. Y4yeOHO-MeTOAUYeCKOe U HH(poOpMAIMOHHOE 0O0ecieYeHUe JUCITUIIMHBI

OcHoBHas JInTepaTypa

1. JIBopomenko, O. B. MapkeTuHr OHOIMOTECYHO-UH(DOPMAITMOHHON NEATCILHOCTH :
yueOnuk / O. B. JIBopoBeHko. — 2-¢ m3a. — Mocksa : IOpaiit, 2022. — 97 c¢. — (Bsicmiee
oOpa3oBanue). — Tekct : anekrpoHHbli // OOpa3oBarenbHas minatdopma FOpaiit. — URL:
https://urait.ru/bcode/495439..

2. Mockane, C. M. Peknama u CBsI3U C OOIIECTBEHHOCTHIO B TMPOPECCHOHATHHON
JEeSATEIILHOCTH : yaeOHoe nmocobue o Hamp. "Cepsuc" / C. M. Mockanes, T. I'. Bunorpanosa, f.
U. CemuneroBa. — Cankt-IlerepOypr : CIIGI'AY, 2021. — 151 c. — TekcT : 3MeKTPOHHBIH //
VYuuepcurerckass Oubamoreka ONLINE : snekrponHo-6ubnuoreunas cucrema. — URL:
https://biblioclub.ru/index.php?page=book&id=690618.

JlomoJIHuTeIbHAS JIUTEpPaTypa

1. bBopucoBa, O. O. bubmnoreuyno-onbamorpadpuueckas pekiama : yd4eOHO-
npaktuaeckoe nocooue / O. O. bopucosa. — Mocksa : MI'VKU, 2002. — 224 c. — ISBN 5-85652-
078-5.

2. bopucoa, O. O. OpraHu3zalMOHHO-TEXHOJOTHUYECKUE AacMeKThl OMOIMOTEUHO-
MH(OPMaLIMOHHON U KHUKHOU pekJiaMbl : yueOHoe nocodue ans maructpantos / O. O. bopucosa.
— Open : OTUUK, 2018. — 115 c. — TekcT : 21ekTpoHHBbIH // JIaHb : 3IeKTPOHHO-OMOIMOTEeUHAs
cucrema. — URL: https://e.lanbook.com/book/156767.

3. bopucoa, O. O. PexiaMHO-MHQOPMALIMOHHBIE TEXHOJIOTUU OHOIMOTEUHON
NeATeTLHOCTH : ydeOHo-mpakTudeckoe mocodue / O. O. bopucoBa. — Cankrt- IlerepOypr :
[Tpodeccus, 2006. — 320 c. — (bubnuoteka). — ISBN 5-93913-109-3.

4. Umummx, Opena MU pemyTranusi Kak KOHKYPEHTHBIE NpPEUMYIECTBAa OMOIMOTEKH :
cobopHuk MmatepuanoB Bcepoc. Hayd.-mpakT. koH¢. (1819 nHos6ps 2021 r., YensaOuHck). —
Yensounck : YT'HK, 2021. — 219 c. — Tekcr : aneKTpoHHBIH // JIaHb : 27IeKTPOHHO-OMOIMOTeYHAs
cucrema. — URL: https://e.lanbook.com/book/262091. — ISBN 978-5-94839-798-6.

5. Kymukosa, O. FO. Pa3paboTka COOBITHMITHO-HOBOCTHOTO psjna Oubnuoreunon PR-
kamnanuu / O. 0. Kynukosa // CripaBOYHUK PYKOBOAMTENS yupexaeHus KylnbTypbl. — 2014, — Ne
7.—C. 62-69.

6. Ywmnrup, E. FO. Pexnama u cBsi3u ¢ 0OIIECTBEHHOCTHIO: BBEJICHUE B MPOQPECCHIO :
yaeonoe mocodue / E. 0. Yunuarup. — Coun : PocHOVY, 2019. — 299 c¢. — TekcrT : 2meKTpOHHBII
// Jlanb : anexTpoHHO-OMbOIMOoTeyHas cucrema. — URL: https://e.lanbook.com/book/162184.
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Ilepeyenb pecypcoB HH(OPMALMOHHO-TEIEKOMMYHUKAIUMOHHON ceTH «MHTEepHET,
HEOOXOAMMBIX /IJISl OCBOCHUS M CIUIJIMHBI (MOIYJIs1)
HNHTepHeT-pecypcesl

Ne HanmeHnoBanne Ccpuika Ha HH(POPMAITMOHHBIHA HaumenoBanue HoctynHocTh
n/n JUCUHIIIAHBI pecype pa3paboTKH B
ANIEKTPOHHOH popme
HokymenrarmonHoe | 1. OBC «OnekTpoHHast OMOIMoTEKa OHIANH CpoGonHbrii
obecrieueHune (https://biblioclub.ru/) JocTyn
YIIPaBJICHUS 2.OnexrpoHHas onbnmoTexa «tOpaim»
OUOIHOTEYHO- (https://urait.ru/);
NH(POPMALIOHHOH 3. CripaBo4HO-TIpaBOBasi CUCTEMa
JEATETTHHOCTBIO Koncynprantl Iroc (www.consultant.ru);
4. DneKTpOHHO-OMOIOTEYHAS CHCTEMa
znanium (Www.znanium.com)
5. OBC «Jlanwy (https://e.lanbook.com/)
6. https://elibrary.ru — naywsast S5eKTpOHHAS
OubmoTeKa

JJieKTpoHHbIe 0ndauoreunbie cucteMsl (ABC), ¢ KOTOPBIMHU COTPYIHUYAET
BOY BO «UI'HKMW» Munkyastypsl YUyBammun

No Haspanne 9bC Ne, nata moroBopa Cpox KomnuuecTtBo
WCIIOJIb30BaHHMS HOJIb30BaTeNeH
1. 3BC «Jlaub» norosop Nel98/12
(https://e.lanbook.com/) or 05.12.2022 .
¢ 15.02.2023 no 100%
norosop BKP 03/02-2023 ot 14.02.2024
03.02.2023 r.
2. 3BC «YHuBepcureTcKas 0oeogop Nel170-12/2022 ot ¢ 11.03.2023 mo 100%
OmOnroTeka OHIAWH» 07.12.2022 r. 10.03.2024
(http://biblioclub.ru)
3. 3BC Opaiir (https://urait.ru) noroBop Nel97/12 ¢ 01.03.2023 mo 100%
or 05.12.2022 r. 28.02.2024
4. 3BbC «IIpodu-JIub» norosop NeB02108 C 05.02.2022 o 50
(http://biblio.profy-lib.ru/) or 10.01.2022 r. 04.02.2024

8. MeToanyeckne yKazaHusi A8 OOYyYalOIIMXCS MO0 OCBOCHMI0 IHCHMIIIMHBI
(Mmoay.ns)

VYcenenHoe u3ydeHue Kypca TpedyeT oT oOydyaromMXcCsl MOCELIeHUs JIEKIUH, aKTUBHOM
paboThl Ha NPAKTHMUECKUX 3aHSTHUSIX, BBIIOJHEHHS BCeX Y4YeOHBIX 3aJaHUil IpernoaaBaTers,
03HAKOMJICHHS C OCHOBHOM U JIONIOJIHUTENBHOM JINTEPATYPOH.

3anuch JeKIHM — OJHa U3 (POpM aKTHBHON CaMOCTOSATENbHOW paboThl 0OydaroImuxcs,
TpeOyroliasi HaBbIKOB U YMEHHsI KPaTKO, CXeMaTHYHO, TTOCII€0BAaTENbHO U JIOTHYHO (PUKCHPOBAThH
OCHOBHBI€ TI0JIO’KEHUS, BBIBO/IbI, 000011eHHs, (POpMYJINPOBKU. B KOHIIE JeKIIMU MpernoaBaTelib
octaBiser BpeMms (5 MHHYT) Ui TOrO, YTOOBI OOyYarOIIMECs HMEIH BO3MOXKHOCTH 33aTh
YTOUHSIOIIME BONPOCHl IO H3y4yaeMOMY Marepuany. M3-3a HEmZOCTaTOYHOIrO KOJIWYeCTBa
ayJAUTOPHBIX YaCOB HEKOTOpbIE TEMbl HE YJIAeTCs OCBETUTh B IIOJHOM OOBEME, MO3TOMY
Iperno/iaBaTesb, M0 CBOEMY YCMOTPEHHIO, HEKOTOpPbhIE BOMPOCHI BHIHOCHT Ha CaMOCTOSITENBHYIO
paboTy CTYJICHTOB, PEKOMEHAYS TYHJIM UHYIO JuTeparypy. Kpome 3Toro, s JIy4iiero ocCBOSHUs
MaTepuaia ¥ CHUCTEeMaTH3alMd 3HAHUU M0 JUCIUIUIMHE HEOO0XOAMMO IOCTOSHHO pa3Ouparthb
MaTepHalbl JIGKIUH 110 KOHCIEKTaM U y4eOHbIMIIocoOUusIM. B cityuae HE0OXOAMMOCTH CTYIEHT
MOET 00palaTbes K MPernoiaBaTelto 3aKOHCYIbTalUeH.

ITonroroBka K NPAKTHYECKUM 3aHATHSM.

[Ipn moaroTroBke K MPAaKTHUECKUM 3aHSATHUSM CTYIEHT JOJKEH M3YyUUTh TEOPETUUECKHIt
MaTepuai 1o TeMe 3aHATHA (MCIOIb30BaTh KOHCIIEKT JIEKIUI, N3YYUTh OCHOBHYIO JINTEPATYDY,
03HAKOMMUTHCS C JIOTIOTHUTEIBHOM JINTEPaTypO, IpU HEOOXOAUMOCTH JIOTIOJIHUTH KOHCIIEKT, JIeyast
B HEM COOTBETCTBYIOUIME 3allUCH W3 JIMTEPATYpPHBIX HCTOYHHMKOB, IIEPEYHSI PECYPCOB
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UH(POPMAITMOHHO-TEICKOMMYHUKAIMOHHON  cetn  «MHTepHeT», ObC,
IpernojiaBaTesaeM JUII0CBOCHUS AUCIUIIIMHBI (MOTYJIs),

B cnywae 3arpynHeHui, BO3HMKAIOLUIMX IIPM OCBOCHMM TEOPETUYECKOIO MaTrepuala,
CTYAEHTYcIenyeT o0palaTbes 3a KOHCYJIbTallMed K IpenojaBaTesto. ['0ToBsICh K KOHCY/IbTAllUH,
HE00X0IMMOXOPOIIO MPOIYMAaTh BOIPOCHI, KOTOPBIE TPEOYIOT Pa3bsICHEHHUS.

HOI[FOTOBKa K IPpaKTHYECKOMY 3aHATHIO AOJI)KHA BKJIIIOYAaTh B cebs:

PCKOMCHAOBAaHHBIX

1) monGop JmuTeparypsl 1o BEIOPaHHOH TEMeE;
2) xiaaccuUKaIUIo MaTepUaa;

3) pa3paboTKy BEIOPaHHON CaMHM CTYIEHTOM UHTEPAKTUBHOMN (hopMbI paboThI;
4) MOIroTOBKY K CAMOCTOSTEIIbHOMY H3JIOKECHHIO MaTepHalia Ha 3aHSTHH.

IIpu pabore Haxm Temamu,

HEO00X0aUMO:

ONpCACIICHHBIMU  IJId CaMOCTOATCIIBHOI'O H3Y4YCHUA,

1) monoOpaTh U U3YYUTH JIUTEPATYPY 110 TEME, a TAKKE JOMOTHUTEILHBIA MaTepHaT;
2) 3aKOHCIICKTUPOBATh OCHOBHBIE ITOJIOKCHHUS;
3) MOATOTOBUTH IPE3CHTAIIHIO;

4) MOArOTOBUTHCS K YCTHOMY PACKPBITHIO TEMBI.

9. MarepuajibHO-TeXHHYeCKOe o0ecriedeHne THCIUTIINHBI

HanmenoBann HanmeHoBanue OcCHaIIEHHOCTD CIICIUATBHBIX [TprcnocoOneHHOCT
€ JIMCLUUTUIHHBI CIICIIHATIBHBIX MOMEIICHU I HITOMEIICHUH TS MOMEIICHU T ISt
(Monmyns), HOMEIICHUITH CaMOCTOSATEIBHON PaboThI UCIIONB30BAHHUS
NPaKTUK B MOMEIICHU T 1St WHBaINIAMU U JTULAMH
COOTBETCTBUH CaMOCTOSATENBHOM C OrpaHUYCHHBIMU
C yueOHBIM paboTsI BO3MOXKHOCTSMH
TUIAHOM 3]I0POBBSI
JokymeHTannonHoe | YueOHas ayautopus | Ctoibl yueHndeckue — 26 mr., * Ui JaI ¢
obecrieueHue JUIS TIPOBEJICHHUS CTOJ OHCHBII — | WIT., CTYJIBS HapyIlIeHHEM 3pEHUSI -
yIpaBJICHUs 3aHATHI yueHndeckue — 36 Wmrt., cTyi HpUCIIoco0IeHO
OHOIMOTEYHO- JICKIIHOHHOTO THMA, | Msrkui — 1 ., kadeapa — 1 mrT., YaCTUYHO;
nHpopManmoHHO# | 3aHsATHI HepCOHAIbHBIE KOMITBIOTEPHI C * i JaI ¢
JeATEINEHOCTHIO CEMHHAPCKOro BBIXOJIOM B HHTEPHET U o0ecredeHneM HapyIICHUEM CITyXa —
THIA (IPAKTHYSCKUE | JOCTYNA B JJICKTPOHHYIO MPUCHIOCOOIICHO
3aHATHSA), JUTS HH(OPMALMOHHO- 00pa30BaTEIbHYO YaCTHUYHO;
TPYIIITOBBIX cpexny opranm3amuy — 10 mT., * LIS AT ©
Y UHJMBUIYAIBHBIX | MYJIbTHMEIMAHBIA qHANPOSKTOP — 1 IUT., | HapyLIEeHHEM OHOPHO-
KOHCYJIbTAlINH, 9KpaH Jyist mpoekropa — 1 mr., focka — 1 | ABUraTenbHOrO
TEKYIIEro IIT., IOCKa MarHUTHO-MapkepHast — 1 mir. | anmapara - He
KOHTPOJISI U JInuensuonHoe [10: «Microsoft npUCIoco0IeHo
HPOMEXYTOYHOI Windows»; konTpakT Ne 8000007
arrectaruu (408) ot 29.08.2018 r.
CB00OIHO pacTpoCTpaHsIEMOE
I10: Open Office; Mozilla
Firefox; Google Chrome; Adobe
Acrobat Reader
[Momemenne st [epcoHanbHBIE KOMIIBIOTEPHI C * IS ML ©
CaMOCTOSTEIILHOM BBEIX010M B «HTEpHET» U HapYILCHUEM 3pCHHUS -
paboTsI obecrieyeHneM J0CTyTa B MIPUCTIOCO0IIEHO
(103) JIEKTPOHHYIO HHPOPMALIMOHHO- YaCTUYHO;
00pa30BaTEIBHYIO CPEy OpPraHU3auu — 6 * myIst JIuII ¢
LIT., IEPEHOCHOH MpoekTop — 1 miT., HapylIeHHEM CiTyXa —
HArJISIHbIE TIOCOOUS, CTOJIb YYEHHUYECKHE | TIPHCIOCO0IICHO
— 20 wT., cTynbs yueHudeckue — 40 mT. | 4aCTHUYHO;
JInnensuonnoe I10: «Microsoft * IS JIAIL C
Windows»; konTpakT Ne 8000007 HapyIlIeHHEM OIOPHO-
ot 29.08.2018 r. JIBUTaTEILHOTO
CB00OHO pacnpocTpaHsieMoe anmapara - He
I10O: Open Office; Mozilla Firefox; MIPUCTIOCO0IEHO
Google Chrome; Adobe Acrobat Reader
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JIMCT
COrJIacOBaHUs padoueii MPpOrpaMmmbl

Hamnpasnenue noarotosku: 51.03.06 bubnuoreuyno-uHbOpMaMOHHAS 1EITEIbHOCTh
Hamnpasnennocts (nmpoduis): MHGOpMaIMOHHO-aHATUTHYECKAs ACSTEIHHOCTD

JucnumninHa: JloKkyMeHTaImOHHOE oOecrieyenue OnOIMOTEYHO-UH(POPMAITMOHHOMN
NEeATEILHOCTELIO

®opma 00yyeHus: 3a04Has
Yyeburlii roa: 2023-2024

PEKOMEH/IOBAHA 3acenanueM kadeapbl T'yMaHHUTApHBIX M COIMATBHO-2KOHOMHUYECKHX
JTUCIUTUINAH, IPOTOKOJI Ne 11 ot «27» urons 2023 .

OTBETCTBEHHBIA HUCIIOIHUTEND: s ot
3aBeayiomui kaheapoit I'COJI A Pomun 5.B. 30.06.2023
JOJDKHOCTh ‘TIOAIIUCH paCI.HP[quOBKa IIoaIMucu aaTta
Hcrnonuurens: Ry 3
cr. npenogasarenb kadenpel ['COJI v/ Eroposa O.H. 30.06.2023
JIOJDKHOCTh HOﬂhHCh paciugpoBKa MOIIHCH naTa
COI'TACOBAHO:
3aBenyronuii kadeapoil COUaIbHO-KYIbTYPHOM
1 OMOIMOTEYHON IEATEILHOCTH Amnnpees I'.1. 30.06.2023
Haumenosanue Kageopvl JUYHASL ROONUCD pacuiughposra noonucu dama
/ﬁ Y,
H.o. nexana hakyiabTeTa KYIBTYPEL J Wmnapuonosa JI.B.  30.06.2023
HaumeHosanue paxynomema wunas Hoonuce pacuiugposka noonucu dama
3aBeayronias Hay9HOH OMOJMOTEKON g{ /ﬂl WMnmapuonosa O.B.  30.06.2023
auuHas nodnucb pacuugposra noonucu dama
’75.5’ 2~
[pencraBurens YMO [ ®denmopora H.K. 30.06.2023
JUYHASL ROONUCH pacuiugposka noonucu dama
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JIMCT perucrpaumy u3MeHEeHU

Howmepa crpanun

U3MCHCH-
HBIX

3aMCHCH-
HBIX

HOBBIX

AHHYJIH-
POBaHHBIX

Homep u
JaTa
JIOKyMEHTa
00
U3MEHEHU!U

JI0mKHOCTHOE JIHIIO,
BBOJIUBIIICE
W3MEHEHUS

®.1.0., o JI-
IIOJDK- IIACh
HOCTH

JlaTta BBOZIA
H3MEHEHUI

Cpok
BBEJICHHS
HU3MEHEHHMS
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