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Pabouas nmporpaMmma AMCHUIUIMHBI (MOIYJIs1) COCTaBJIEHA B COOTBETCTBUHU C TPEOOBAHUAMU
®denepanbHOTO rOCYIapCTBEHHOTO 00pa30BaTEeIbHOTO CTaHAapTa Beiciiero oopazoBanus (OI'OC
BO) no nampasnenuto noarotoku 51.03.06 bubGnmuoreuHo-uHGOpMaLMOHHAS NEATEIBHOCTD,
YTBEP)KJICHHOTO NMpUKa3oM MwuHuUCTEpCTBa oOpa3oBaHusi U Hayku Poccuiickoit denepanuu ot
«06» nmexabpst 2017 r. Ne 1182 um OIIOII BO mno nampaBnenuto noarotoBku 51.03.06
bubnuoreuno-uHpopMaIMOHHAs ACSITENbHOCTD.

Pabouas mporpamma TUCHMIUIMHBI TMpeAHA3HA4YeHA Ui CTYACHTOB 3-4 Kypca O4YHOMU
dbopmbl 00yueHus (akyiabTeTa KyJbTypbhl, HampapiieHus noarotoBku 51.03.06 buGmmoreuno-
UHPOPMALIMOHHASL JeITEIbHOCTh, HamNpaBieHHOCTH (mpoduis) MeHeHKMEHT OuOIMOTEeYHO-
UH(POPMAIIMOHHOM e TEIHHOCTH.
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1. Heab v 3a1a4M JUCHHUILIMHBI

Ilenbto OcBOEHMsI JUCHMIUIMHBI «J/lOKyMeHTalMOHHOE o0OecneuyeHne YnpaBiIeHUs
O6u0IMOTEeYHO-MHPOPMALTUOHHON JIEATEIBHOCTHIO» SBISETCS MOATOTOBKA CTYACHTOB B O0JIACTH
JOKyYMEHTalMoHHOro obecneyenus ynpasieHus (IOY), B T.4. ycBOeHHE CTyI€HTaMU KOMILJIEKca
TEOPETUYECKUX 3HAHUK B 00JACTH JOKYMEHTAIIMOHHOTO OOECIEUEeHHUsl YIPABICHHS;, U3YyUCHHE
IpaBUJ, METOJAOB U CPEACTB PALMOHAIBHON OpraHu3alMM JeJONpPOU3BOACTBA B YCIOBUSAX
NeSITEIBHOCTH  COBPEMEHHBIX MH()OPMALMOHHO-OMOIMOTEUHBIX — YUPEKACHUH; OBJIaJCHHE
IPaKTUYECKMMHU HaBbIKaMU paboThI B 00JaCTH AEIONPOU3BOCTBA.

3anaum:

—I10Ka3aTh B3aUMOCBA3b HHPOPMALIUU U TOKYMEHTA,

—PpacKpbITh HUCTOPHUIO PAa3BUTHUS M COBPEMEHHOE COCTOSHHE JOKYMEHTALMOHHOTO
oOecrieueHnsl yIpaBIeHUs;

—HM3y4YUTh 3aKOHOJATEIbHYI0 M HOPMATHBHO-METOJUYECKYIO 0a3y JOKYMEHTALMOHHOTO
oOecrieueHnsl yIpaBICHUs;

—PacKpbITh CYIIHOCTb, COCTaB OPraHU3allMOHHO-PACHOPSAUTENIBHBIX JOKYMEHTOB, HMX
POJIbB YIPaBIEHYECKON JESATENbHOCTH;

—O03HAaKOMHTb CTYAECHTOB C COBPEMEHHBIMU TPEOOBAHUAMM IO CO3/1aHUI0, OPOPMIICHHIO U
00paboTKe MOKYMEHTHOH MH(OpPMALMU, BOSHHUKAIONIEH B IMpoIecce MPUHATUS U peah3alliu
YIPABJICHUYECKUX PELICHUI;

—M3y4YUTh [paBWJa, METOAbl U CPEJICTBA pPALMOHAJIBHON OpraHu3all CHCTEMBI
JIOKYMEHTAIlMOHHOTI'0 00eCIIeYeHHUsl yIPaBICHUSI.

2. MecTO AMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMbl

HucuuiuinHa — «JlokyMeHTalmoHHOe — oOecrieyeHue  ympasieHHs — OuOIMOTedHO-
UH(POPMALIMOHHOM IEATEIIEHOCTHION SIBJISCTCS AUCIUTUIMHON OPraHU3alMOHHO -YIIPABICHYECKOTO
MOIyJs, 4YacTd, (opMupyeMOH y4yacTHHKaMU o00pa3oBaTeibHbIX OTHOLIEHWH, bnoka 1
JMcuummHbpI(MOTYIN) OCHOBHOW MPO(ECCHOHATLHONW 00pa30BaTeNbHON MPOrpaMMBbl BBICIIETO
o0pa3oBaHus - MporpaMMbl OakanaBpHara 1o HanpasieHuto noarorosku 51.03.06 bubnuoreuno-
uH(pOpMalLlMOHHAs 1eATeIbHOCTh, 04HOM ¢opMbl 00yueHus (b.1.B.03.06 JloxkymeHTannoHHOE
o0ecrieyeHue yrpaBieHus: OMOIMOTeUHO-UH(POPMALIMOHHON JesTenbHOCTh0). M3ydaercs B 6—7
cemecTpe.

JlucuuIuIiHa ONMUpaeTcsl Ha pe3yiabTaThl 00y4eHHus, cOPMHPOBAHHBIE B paMmKax psjaa
JUCHUTUTMH YY9e0HOTO IUIaHA, HW3YYEHHBIX OOYyYaroMMMHUCS B TPEABIIYIIMX CEeMEecTpax:
JlokymeHnroBenenue, Pycckuil s3blk M KynbTypa peud, JlenoBoe oOmenue, OCHOBBI
UHPOPMALIMOHHOW KynbTypbl W uH(popMaTHKa, WH(bopMmanmoHHbE TexHONOrHu, lIpaBoBBIE
OCHOBBIC(EPHI KYJIbTYphI, YTIpaBiIeHNE EPCOHATIOM OUOIMOTEKH.

OcBoeHne IUCIHUIUIMHBI SIBIISIETCSA HEOOXOIMMOW OCHOBOM I TOCIEAYIOIIETO WIIN
napauIeIbHOTO M3YYeHUs] TUCIUILIHH: YrpasieHue OubnmuoreunsiM nenom (YK-1; TIKP-2),
Crpaternueckoe ympasienue OubOmnorekoit (YK-2; ITKP-1), MenemxmeHT OuOIMoTEYHO-
urdopmarnmontoir  aestensHoctn (YK-6; IIKO-3; TIKO-7; TIKO-8), WubopmaimoHHo-
aHajuTudeckue npoayktsl u yeayru (ITKP-3; ITKP-4).



3. TpeGoBanusi K pe3yJibTaTaM O0CBOECHHS TUCIHUITHHbI
OcBoeHre MaHHOW AUCITUIUIMHBI HAIICJICHO HAa OCBOCHHUE CIICAYIOIMUX 00pa30BaTEIIbHBIX

pesynbTtaToB (OP):
Komnerenmuu OO0pazoBarenbHbIC pe3yabTaThl (3Tarbl POPMUPOBAHI KOMIICTCHIINN)
W UHIUKaTOPbI TEOPETUYECKUI MOZEIBHBIN MIPaKTUYECKUM
e€ JOCTIKEHHA 3Haem ymeem énadeem
B IUCHIUILIIHE
Cnoco0eH ocyIecTBISATh OCHOBBI JICJIOBOM CO3/1aBaTh U METOJlaMH

JIEIIOBYIO
KOMMYHUKAIIWIO B YCTHOU
i
MUCBMEHHOU (hopmax
Ha TOCYJITapCTBEHHOM
si3pIKe Poccuiickoit
denepanuu u
HHOCTpaHHOM(BIX)
sI3BIKE (ax)

(YK-4)

NYyK-4.1.

I'pamoTtHO co3naer u
0hOpMIISET pa3InIHbIC
BU/IbI OPTaHU3aI[IOHHO-
PpacIopsIIUTENbHBIX
JOKyMEHTOB,
UCTIONIb3YEMBIX B
YIpaBIeHIECKOH
JEATETbHOCTH

NYK-4.2.
JleMoHCTpUpyeT yMeHue
UCIIOJIb30BATh MPHU
COCTaBJICHUH
yIPaBICHYECKUX
JIOKyMEHTOB HOPMaTHBHO-
METOIUYECKYI0 6azy
JIeTIOTIPON3BO/ICTBA
NYK-4.3.

Brnaneer npaBunamu
COCTaBJICHUS, IPHEMA,
peructpanyn, 0opadboTKH,
nepeiadyi JOKyMEHTHOH
nHpopmanuy,
BO3HUKAIOIIEH B Mpoliecce
JeSTEIbHOCTH
OMOIMOTEUHO-
nH(pOpMaLMOHHOTO
YUPEXKICHUS

KOMMYHUKAIHN
MOCPECTBOM
JIOKYMCHTOB, OCHOBBI
JIOKYMEHTAIIUOHHOTO
obecrieyeHUs
yIpaBJICHUs, OCHOBHBIC
MpaBUJiIa, CIIOCOOBI U
CPEICTBa COCTABJICHUS,
U3rOTOBIICHHS,
oopMIIeHHST U XpaHEHHUsI
YIPaBICHISCKUX
JIOKYMEHTOB Ha
rOCYJapCTBEHHOM SI3BIKE,
PEKBH3HTHI
yIPaBJICHYSCKUAX
JIOKYMCHTOB

0popMIIATH
pas3UYHbIC BUJIBI
YIPaBICHYECKHUX
JOKYMEHTOB,
OCYIIECTBISITH MIPUEM,
00paboTKYy, pEerUCTPAIIHIO
JOKYMEHTOB, KOHTPOJTb
UX MCTIOTHCHHS B
OpraHu3aliy,
OCYIIECTBIISATH
MOJTOTOBKY
JOKYMEHTHBIX
MaTepHANIOB K
ApXUBHOMY XPaHEHHIO

cbopa, aHanmsza,
00006meHus n
NPUMEHEHHUS B CBOEH
npodeCCHOHATBHOM
JIeSITEIIbHOCTH
YIPaBJIEHYECKOU
nHdopmanuy,
HaBbIKaMU pabOTHI C
KOMITBIOTEPOM Kak
CPEZICTBOM YIPaBICHHS
nHpOpManueit

T'oroB k yyacTuio B
(hopMHUpPOBaHUH U
HOJ/IEPIKKE
PaIMOHAIBHON CUCTEMBI
JIOKYMEHTaI[HOHHOTO
obecrnieueHus
npodeccruoHaTbLHOM
JIeSITETBHOCTH
(TIKP-3)

WIIKP 3.1.
JleMOHCTpHpPYET 3HaHHE
OpraHu3anuy paboThl ¢
yIpaBJIeHYECKOI
JIOKyMEHTalueH.

MOHSATUUHBIN anmapar
JIOKYMEHTaLMOHHOT'O
obecrieueHus
yIpaBlieHus,
OpTaHU3aINI0 PaOOTHI C
yIpaBJIeHYECKON
JIOKyMEHTaluen

MPUMEHSTD Ha
npakTHke 3G QeKTHBHBIC
TEXHOJIOTUH
JIeTIONPON3BOJICTBA,
(hopmupoBats u
IOJIIEP)KUBATD
palroOHATIbHYIO
CHCTEMY
JIOKyMEHTAIIHOHHOTO
obecrieueHus
yIIpaBJICHUS

HABBIKAMH,
HEOOXOIUMBIMH IS
CBOOOIHON OpHEHTAIN
B JIOKyMEHT0000pOTE
YUPEXKICHUSI, B
OpraHu3aIui padoThI
pHUeMHOI oduca,
CITyKObI
JIOKYMEHTaI[HOHHOTO
obecrieueHus
YIIpaBJICHUS, METOIAMHU
MIPOEKTUPOBAHUS
JIOKaJIbHOM
BHYTpUONOIMOTEUHON
JIOKYMEHTAIIMU




UIIKP 3.2.

IIpumensieT paznuyHbIe

MCTOOBI

MIPOCKTUPOBAHUS

JIOKAJIbHOH

BHYTPHOHNOINOTETHON
JOKYMEHTAIHH.

4. O0beM TMCUHUIIMHBI U BUJbI y4e0HO# padoThI
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5. Coneprkanue TUCHUIIMHBI

5.1. Pa3gesnl AMCHUIIINH ¥ BUABI 3aHATHI

KonudectBo yacos 1o opmMaM OpraHu3aIiu
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1 TeopeTudeckrue OCHOBBI 22 4 6 - 12
IMOKYMEHTaIIHOHHOT'O 00eceYeH s
yIpaBJICHUS
2 /loKkyMeHTHpOBaHME 24 4 8 - 12
VIIpaBJICHYCCKOH eI TeIbHOCTH
3 ITpaBuia MOATOTOBKH U 24 4 8 - 12
0(QOpPMIICHAS OTAETHHBIX BHIOB
yIpaBJICHYECKUX JOKYMEHTOB
4 TexHoIOTHs 26 4 6 - 16
ITOKYMEHTAI[HOHHOT'O 00ecneYeH s
yIpaBJICHUS
5 CucteMaTu3anus 1 XpaHeHHue 26 4 6 - 16
ITOKyMEHTOB
6 [Mcnonp30BaHNE COBPEMEHHBIX 22 4 6 — 12
MH(MOPMAIIMOHHBIX TEXHOJIOT Ui
B JIOKYMEHTalLIMOHHOM
oOecrieueHIH YIPaBICHUS
IMtoro 144 24 40 - 80




5.2. Coaep:xanue pa3iesioB U CHUNIHHBI

Pa3znen 1. Teoperuueckne 0CHOBbI JOKYMEHTAIIMOHHOIO O00ecniedeHusl yIIPpaBJIeHUs

Tema 1. JlokymeHTHpoBaHMe uHpoOpPManmuuM B CTPYKTYpe YyHpaBJjieHYeCKOil
NeATeIbHOCTH

JlokyMeHT Kak 3aUKCUpOBaHHAss Ha HocuTele UHPoOpManus C PEKBU3UTAMH,
MO3BOJIAIOIIMMUEE WACHTU(DUIIMPOoBaTh. CBsI3b HHPOPMAIH U JOKYMEHTa. JlIoOKyMEeHTHpOBaHHAs
uHpopManus: MoHsATHEe, TpeOoBaHus. HocuTenb TOKyMEHTUpPOBaHHON uUHpOpMaUU —
MaTepUaIbHBIA OOBEKT, IPEIHA3HAYCHHBIA JUIS 3aKPEIUICHUS, XPAHEHUS W BOCIPOU3BEIACHHUS
peueBol, 3ByKOBOW WJIM M300pa3uTenbHON nHpopManuu. 3aBUCUMOCTh IEHHOCTU MH(pOpMAIUU
OT TIOJIHOTHI, OOBEKTHBHOCTH, JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH Tepeladyd W IOITYUCHHS.
OdununanbHbll TOKYMEHT - JIOKYMEHT, CO3/IaHHBIM OopraHu3anuei, JOJKHOCTHBIM JIHIIOM HWIIU
rpaXTaHUHOM, O()OPMJICHHBIN B YCTAaHOBIIEHHOM TIopsike. DyHKIMU 0(DUIIHATHHOTO JOKYMEHTA.
VYnpasnenueckas QyHKIUsI JTOKyMEHTa M €€ 3HadeHHe B OpraHu3anuu ympasieHus. OoOmas
TUTIOJIOTUYECKAsT  XapaKTePUCTHKA  YNPABICHUYECKUX JOKyMeHTOB. CrocoObl  co3aHwus
JIOKYMEHTOB (JIOKYMEHTUPOBAHHS).

WNuTepakTBHBIC (POPMBI: JICKIUS C HMCIIOJIB30BAHHEM MYJIbTUMEIMIHON IPE3CHTAIIHH,
MOKAa3pa3IUYHbIX BUJIOB U (POPM YIIPABICHYECKUX TOKYMEHTOB.

Tema 2. 3HayeHre JOKYMEHTAIIHOHHOI0 00ecleYeHUsl YIIPABJIEHUA B eSITeJbHOCTH
0nO0IMOTEeYHO-MH(POPMAITMOHHBIX YUPeKIeHU I

OmnpeneneHue TMOHATHH  <«JIEIOMPOU3BOJCTBO», <«IOKYMEHTALIMOHHOE ObOecreyeHune
VIPABJICHUS», «YNpPaBICHHE JOKYMEHTAMH», «JIOKYMEHTANbHBIH (OHI OpraHU3allUum».
Jlenornpoun3BoIcTBO KakK JIEeITEIbHOCTD, o0OecreynBaromas JIOKyMEHTHPOBaHHUE,
JIOKYMEHTOOOOPOT, ONIEPATUBHOE XPAHEHHUE M UCIIOJIb30BAHUE IOKYMEHTOB. JJOKyMEHTaIlMOHHOE
obecnieuenue ympasienus (HOY), omnpenensemas Kak [eATEIbHOCTb, IIeJEHAIPABICHHO
obOecrieunBaromiass (QyHKIMH YIOpaBICHUS JIOKYMEHTaMH, TpeOyromas MnpoQecCHOHATBHBIX
3HaHWM, YMEHUW M HABBIKOB. YIIPaBIEHHUE TOKYMEHTaMHU - JESATENbHOCTh, 00ecreunBaroIias
peau3aliyio €IUHOW MOJUTHKM MU CTaHJIAPTOB MO OTHOLIEHUIO K JIOKyMEHTaJIbHOMY (OHIY
OpTraHHU3aIMH - COBOKYITHOCTH IOKYMEHTOB,00pa3yIOIINXCS B JEATEIBHOCTH opraHu3anuu. Ponb
MEHEe[KEpa B JOKYMEHTAIIMOHHOM OOECIIEYEHUH YIIPABJICHHS. 3HAHHE OCHOB JIEJIOMPOU3BOJICTBA
KaK BaKHEUIIasi COCTaBIIONIas KBaTH(PUKAIMU COBPEMEHHOTO CIIEIIUATHCTA.

WNuTepakTrBHBIE GOPMBI: JEKIUS C UCIIOJIB30BAHUEM MYJIbTUMEIUWHOMN Mpe3eHTaUH.

Tema 3. CraHoB/1eHHe M Pa3BUTHE I'OCYAAPCTBEHHOI CHCTeMbl JOKYMEHTAIIHOHHOT 0
olecrieyeHust ynpaBJieHHA

Hcropuss cTaHOBIEHMS W PA3BUTHSL CUCTEMBI T'OCYJIApCTBEHHOI'O JEJIONPOU3BOJICTBA.
HokymentupoBanue Ha Pycu 9-15 BekoB. Ilepunonibl 0Te€4eCTBEHHOIO JIEJIONPOU3BOJICTBA:
IPUKA3HOE  JCIONPOU3BOACTBO, KOJIIEKCKOE JIeJI0IIPOU3BOJICTBO, MUHHUCTEPCKOE
JENIONPOU3BOACTBO. JIemonponus3BoACTBO B COBETCKYIO d1o0xy. (COBpEMEHHOE COCTOSHHUE
OpraHu3allii  JEJIONPOU3BOACTBEHHOrO0  oOcimyxkuBaHMs.  l'ocymapcTBeHHas — cucTeMa
JOKyMeHTalmonHoro obecrieuenust ynpasinenus (I'CAOY): ompexnenenue, nenu u 3agadd,
Ha3HaueHue, 001acTh PaCIPOCTPAHEHUS.

WuTepakTuBHbIE POpMBIL: JeKIusI-Oecena, pa30op 1 aHATU3 JOKYMEHTOB, COCTABICHHBIX B
pa3IMyHbIE IEPUO/IBI IEITONPON3BOICTBA, TOKJIA] CTYACHTOB C MYJIbTUMEAUNHON Npe3eHTauEN.

Tema 4. HopmaTtuBHO-mpaBoBasi 06a3a JOKYMEHTAIIMOHHOIO oO0ecnevyeHus
yHpaBJIeHHUS

HopmatuBHo-MeToMueckas 0a3a Kak OCHOBa peaM3allud €JUHBIX TpeOOBaHMH K
TEXHOJIOTUM  CO3/aHMsl, OOpabOTKM, XpaHEHUs U  HCIOJIB30BaHMA JIOKYMEHTOB Ha
rOCy/IapCTBEHHOM YpPOBHE U B JIE€ATEIbHOCTH HH(GOPMAIMOHHO-OMOIMOTEUYHBIX YUPEXKIECHUH.
Posib HOpMaTHBHBIX JOKYMEHTOB B perylaMeHTalluu AeATeNIbHOCTH cityk0 JIOY u npyrux cimyxo



anmnapara yOpaBJ€HHS. XapaKTEepUCTHKAa OCHOBHBIX TIpPYyNIl HOPMAaTHBHBIX JOKYMEHTOB,
pernamentupyromux JOVY: 3akoHOZaTENbHBIX AaKTOB; TMOCTAHOBICHHN U pacHoOpsHKEHUN
[TpaButenscTBa PO, (henepanbHBIXOPTaHOB UCTIOIHUTEILHON BIIACTH; IPABOBBIX aKTOB OPTaHOB
BIacTu CcyObekToB P®; rocynapCTBEeHHBIX CTaHAAPTOB; YHU(PUIUPOBAHHBIX CHCTEM
JOKYMEHTAIUH; OOIIEPOCCHICKUX KIacCH(UKATOPOB TEXHUKO-3KOHOMUYECKOH M COIMAIBHOM
nndopmanuu; ['CAOY; HOpMAaTHBHBIX TOKYMEHTOB yUpexkaeHHH 1o opranu3auu JJOY.
WutepakTuBHBIE (QOPMBI: JieKnusA-Oecena, pabota B CIPABOYHO-TIPABOBOM  CHUCTEME
«Koncynbrantlinroc» (3HaKOMCTBO C CHCTEMOil, MOMCK HOPMAaTUBHBIX JOKYMEHTOB U paboTa ¢

Pa3nen 2. [lokyMeHTHPOBaHNE YIIPABJIEHYECKOI 1eATeIbHOCTH

Tema 5. CTpyKkTypa COBpEMEHHOT0 YIIPABJIE€HYECKOr0 IOKYMeHTAa

OO0masi xapakTepHCTUKA OpraHU3alMOHHO-pacopsaauTebHol nokymeHTamuu (OPJI):
OpraHU3aIMOHHO-TIPABOBOM JOKYMEHTAIINH; pacnopsiAuTeIbHON JIOKYMEHTAIUH;
WH(OPMAIIMOHHO- CIPABOYHON JTOKYMEHTAIlMU, JOKYMEHTOB IO JIMYHOMY COCTaBy, IUIAHOBOA,
OTYeTHOW JoKyMmeHTanuu. CTpyKTypa OpraHU3alMOHHO-PACIOPAIUTENILHOTO JIOKYMEHTA.
[Toustne «pexkBu3uT». IIOCTOSIHHBIA M TEPEMEHHBIM PEKBU3HUTHI JOKymMeHTa. Dopmynsp
JIOKyMEHTa KaK COBOKYITHOCTb PEKBU3HMTOB JOKYMEHTa, PACIOJIOKEHHBIX B YCTaHOBIECHHOMU
MOCJIeI0BATEIbHOCTH. Y HUPHUIMpoBaHHas hopma nmokymenta (YDJ]) kak hopMylsip JOKyMEHTa
OTpEeNIEHHOT0 BHUJA, COJAEPXKAIUN MOCTOSHHYIO YacTh TeKcTa. TpeboBaHHA K CO3/aHUIO
JTOKyMeHTOB, yctaHoBiieHHble ctaHpaptom ['OCT P 7.0.97-2016 «HamumoHanbHBIA CTaHIAPT
Poccuiickoit ®enepanun. Cucrema craHaapToB mo uHbopManuu, OUOIMOTEYHOMY U
u3narenbckoMy aeny. OpraHu3anmoHHO- pacHopsauTeNIbHAs JOKyMeHTalus. TpeOoBaHuA K
0(OPMIICHHIO TOKYMEHTOBY, yTBepxkaAeHHOTO [Ipuka3zom Poccrannapra ot 08.12.2016 N 2004-ct
¥ BBeZIcHHOTO B neiictBue ¢ 1 mromst 2018 r.

WuTtepakTuBHBIE (POPMBI: JEKIUS C HCIOJIb30BAHUEM MYJIbTUMEAUNHON MpEe3eHTaIUH,
MOKA3 Pa3IMYHBIX BUIOB U (hOPM JOKYMEHTOB, OJIAHKOB.

Tema 6. IlpaBuia opopmieHusi peKBU3UTOB OPraHU3ANMOHHO-PACIIOPSANTEIbHBIX
JAOKYMEHTOB

OcHOBHBIE TpeOOBaHUS K COCTaBYy PEKBU3WUTOB 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
CTaHJApTOB MO HMH(OpMauK, OMOIMOTEYHOMY M H3JAaTeNbCKOMY Jeny. OpraHu3alloHHO-
pacriopsauTenbHas JOKyMeHTaus. TpeGoBaHus K 0hOPMIICHUIO JOKYMEHTOB.

WnuTepakTuBHBIE (DOPMBI: JIEKIMs € MyJIbTUMEIUIHON Mpe3eHTanuei, padora ¢
paznuuHbiMuBUIamMu OPJl, onpeneneHne pekBU3UTOB.

Tema 7. TpeboBanus K 0JJaHKaM OPraHU3ALMOHHO-PACTIOPSAANTEIbHBIX TOKYMEHTOB

[lonatue «OmaHk pokyMeHTa». @opmarel OnaHkoB. BapuaHThl pacnojoXeHus
MOCTOSTHHBIX PEKBU3UTOB Ha OyiaHkax. Bujpl 61aHKOB U UX peKBU3UTHI. COBpPEMEHHBIN Tu3aiiH
oopmienus OiiaHka, KauyeCcTBEHHas Oymara, NOJHBIH HaOOp CBEIEHHH O NpeArnpHsITUH,
IPaBWJIBHOE HUX pAcCMONIOKEHHE Ha JHCTEe KaK Ba)KHbIE COCTaBJISIOLINE OJIaronpHUsATHOIO
BO3JICUCTBUS Ha JIEJIOBOTO ITapTHEPA.

WNuTepakTuBHBIE (POPMBI: JIEKIIHS C MYJIbTUMEIUWHON Mpe3eHTaluel, aHaau3 OMMO00K U3
NPUBEJICHHBIX 00pa3lioB OJIAHKOB, COCTABICHHE OJIAHKOB.

Tema 8. TpeGoBaHusI K TEKCTY, SI3bIK U CTHJIb CJIYKEOHBIX IOKYMEHTOB

TpeOboBaHHST K COCTaBJICHHIO TEKCTOB CIY)KEOHBIX JOKyMeHTOB. (OcoOeHHOCTH
O(UIATEHO-1€710BOT0 CTUIISL. TUITHYHBIE OIIMOKHU B TEKCTE IEJIOBBIX Oymar. DTHKa MUChbMEHHOTO
JIEJIOBOTO OOIIeHHWS. 3HaHWE W COOJIIOJICHWE TPHUHIUIIOB JEJIOBOTO OOIIEHUS IMOCPEACTBOM
MUCbMEHHOW peYM:3HaHHEe M YMEHHE MPUMEHSATh MU HEYKOCHUTEIBHO MPHUACPKUBATHCS HOPM



CITy’)keOHOH MepenucKy, MPaBUI CO3IaHus U OPOPMIICHUS JOKYMEHTOB; UCIOJIE30BaHUE MTPABUIT
JIeTTOTIPOU3BOICTBA.

WNurtepaktuBHBIe (DOpMBIL: JeKIusi-Oecena, aHATU3 OMMOOK W3 MPUBEICHHBIX TEKCTOB
JIOKYMEHTOB.

Pa3zgea 3. [IpaBuiia moaroroBku u opopmiieHusI 0TAeJbHBIX BUA0B YIIPABJIeHYECKHX
AOKYMEHTOB

Tema 9. Ilopsiiok cocTaB/IeHUS OPTraAaHU3ALMOHHO-PACIIOPSAUTEIbHBIX TOKYMEHTOB
[Topsimok cocTaBiieHUsl YIPaBJIEHUYECKUX JOKYMEHTOB: ATalbl MOATOTOBKU (OIpeneIeHHe

Uenu JIOKYMEHTa W Kpyra BOIPOCOB, TMOJUICkKAIIUX pPa3pelIeHUI0; H3Yy4YeHHE
3aKOHOJIATENbHBIX M HOPMATHBHBIX JOKYMEHTOB B 3TOM HalpaBlIeHUH; cOOp MHPOpPMALUU IO
CYLIECTBY TIOCTaBJICHHOTO B JOKYMEHTE BONPOCA; COCTaBJICHHE MPOEKTa JOKYMEHTa C
UCIIOJIb30BAaHUEM CTAHIAPTHBIX (pa3 H BBIPAKEHUMN); PEIAKTUPOBAHHE W COTJIACOBAHUE
JOKYMEHTa; OKOHYaTeJIbHOE O(hOpMIICHUE U MOANKMCAHNE JOKYMEHTA.

WNuTtepakTuBHBIe (HOpMBL: JIeKnus-Oecena, pa3dop M aHAIM3 PEKBU3UTOB HA CTaIUU
MOJTOTOBKU, COCTABJICHHSI, COTJIACOBAHUS U MOJAMUCAHUS TOKYMEHTOB.

Tema 10. CocTaBJjienne u oopm/ieHHe OPraHU3ALHMOHHO-TIPABOBbBIX JIOKYMEHTOB

Oobmas XapaKTEepUCTHKA, IpeHa3HauYeHHe CUCTEMbI OpraHU3aIMOHHON
(opranuzanroHHO- MPaBOBO) JOKyMeHTali. OCHOBHBIE BHJIbI OPraHU3allMOHHBIX JOKYMEHTOB:
yCTaB, CTPYKTypa M IITATHAsl YMCIECHHOCTH, IITATHOE pACHUCaHUE, KOJUIEKTUBHBIN JIOTOBOP,
MpaBUJia BHYTPEHHETO TPYAOBOTO PACIOPANKA, MOJIOKEHUS O CTPYKTYPHBIX MOJpa3feiieHUsX,
WHCTPYKIIUU 110 OIpPEACIICHHBIM HAMPAaBICHUSIM JEATEIbHOCTH, JOKHOCTHBICE HHCTPYKIIUH
pabOTHUKOB U Jip. PEKBU3UTHI OpraHnU3allMOHHBIX TOKYMEHTOB, X COCTaBlIeHUE U 0(hOpMIICHHE.

WuTepakTuBHBIE (OPMBI: TEKIUsI-0ece/1a, BHITOTHEHNE PA3HOYPOBHEBHIX 3a/IaHH, paboTa
cCIIC «Koucynprantllintoc», HaxoxkaeHHEe U 00CYXKIEHHUE TUIUYHBIX OMHUOOK B OPOpPMICHUU
OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB.

Tema 11. CocTaBiienne u ogopmiieHHe PAaCIOPSAUTEIbHBIX JOKYMEHTOB

OOmiast XapakTepuCTUKa, IMpeJHa3HaueHHe PpaCHOPSAUTENIbHOW JOKyMeHTauuu. Bumsi
pactopsSAUTENbHBIX JOKYMEHTOB OHOIMOTEYHO-UH(OPMALMOHHBIX YUYPEXKACHUN: TPUKA3BI,
paclopsDKEHHs, PEIICHUs, yKa3aHUs, MPOTOKOJIbl. BIIaHKM M pEKBU3UTBI PacOPSAUTEIbHBIX
JIOKYMEHTOB, TPEOOBaHUS K UX COCTaBJICHUIO U 0OPMIIEHHIO.

WuTepakTuBHBIE (OPMBI: JIEKIUs-0ece1a, BBITOTHEHNE Pa3HOYPOBHEBBIX 3a/laHH, paboTa
cCIIC «Koncynprantllintoc», HaxoXkaeHHE U 00CYKJI€HUE TUIIUYHBIX OMIHUOOK B OQOpPMIICHUU
pacopsAUTEIbHBIX JOKYMEHTOB.

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

OO0miast xapakTepUCTHKa, MpeJHa3HAYeHHE WH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
OcHOBHBIE BBl — NMHUCbMa, TelehOHOrpaMMbl, (aKCOrpaMMBbl, aKThl, CIIPABKH, CIIYy>KEOHBIE,
JOKJIagHble M OOBSCHUTENbHbIE 3alUCKU M T.A1. PexkBuU3UTHI HMH(OPMalMOHHO-CIPABOYHBIX
JNOKYMEHTOB. (OCOOEHHOCTHM COCTaBJIEHHUS CIY)KEOHOro NHUCbMa Kak HWH(OPMAalMOHHO-
CIIPaBOYHOI'O JOKYMEHTa. biaHk nmucbma. PEKBU3UTHI 1€10BOT0O MUChMa U UX PACIIOJIOKEHUE.

WuTepakTuBHBIE (OPMBI: JIEKIUs-0ece/1a, BBITOTHEHNE Pa3HOYPOBHEBBIX 3a/laHMi, paboTa
cCIIC «Kouncynprantllitocy, HaxoxkaeHHEe U 00CYXJI€HUE TUMMUYHBIX OMIMOOK B OGOpPMICHUU
UH(POPMALIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

Tema 13. JlokymeHTHpPOBaHUe ynpaBjieHust kKagpamu. Kaaposoe 1es10npon3BoacTBo

JlokyMeHTalus: Mo JUYHOMY COCTaBy KaK COBOKYIHOCTb JOKYMEHTOB, B KOTOPBIX
3a(pUKCUPOBaHBI ATANbl TPYAOBOH JEATEIBHOCTH COTPYAHUKOB. TpynoBoit koaekc Poccuiickoit
OQenepann - (TK P®), perynupyroumuii  TpyJoBble MpPaBOOTHOIIEHUS paboTomarens
(mpenmpuATusi) cpaboTHUKOM. ENnHBINA MOpsAA0K opopmIleHHs pueMa, YBOJIbHEHHUS U MePeBo/Ia



COTPYAHHMKOB B OpraHu3aluu, He npoTuBopedamuii nonoxeHusm TK P®. Odopmuenue
JOKYMEHTOB IIpH IpueMe Ha paboty. IlpekpaieHue TpyaoBOro aorosopa u ogpopmiieHue
JOKYMEHTOB TIPH YBOJbHEHHU paOoTHHKA. OpraHuszanus paboThl C KaJpOBBIMU JOKYMEHTAMH:
ydeT KaapoB, Oo(QOopmieHHE U BeJEHHE TPYIAOBON KHUXKKH, (OPMHPOBAHHE JMYHBIX eI,
0COOEHHOCTH XpaHEHMsI JOKYMEHTOB 110 JUYHOMY COCTaBY.

WuTepakTuBHbIE (OPMBI: JIEKIUs-0ece1a, BBITOJHEHUE Pa3HOYPOBHEBBIX 3a/laHUi, paboTa
¢ CIIC «Koncynprantllmroc», HaxoxkaeHne U 00CYKJCHHE TUIHYHBIX OMIMOOK B COCTABICHHUH
KaJpPOBBIX JOKYMEHTOB.

Pa3nen 4. TexHosorusi JOKyMEHTAIMOHHOTO 00eceYeHUsl YPaBIeHHsl

Tema 14. Opranusanusi J0KyMeHT0000pOTA

[TonsiTe nOKyMEHTOOOOpOTa M €ro opranusanus. XapaKTepUCTHKa OCHOBHBIX 3TarloB
paboThl C MOCTYMAOUMMH (BXOIAIIMMHK) JOKYMEHTAaMH: MpHUEM M TepBUYHAs 00paboTka
JIOKYMEHTOB; MpeABapUTEIbHOE PACCMOTPEHHE U pacIpelielieHne, perucrpanus, Heooxoaumas
Ui obecrieueH s COXPaHHOCTH IOKYMEHTOB, OIIEPATUBHOTO MOKMCKA, Y4eTa U KOHTPOJIs, (POpMBI
pEerucTpanuu JOKYMEHTOB; JOBEICHHE [OKYMEHTOB 1O PYKOBOJCTBA W HAlpaBieHHE Ha
UCIIOJIHEHUE, KOHTPOJb MCIIOJIHEHMsS, HCHOJHEHUE JOKyMEeHTOB. OpraHuzauus, CpOKU
UCIIONTHEHUST JOKyMeHTOB. OTtmpaBiisieMble (MCXOASIIME) IOKYMEHTBI, OCHOBHBIE OIEpallu
UCXOJIAIINX IOKYMEHTOB; BHYTPEHHHE JOKYMEHThI, OCHOBHBIE OTIEPallUU JBUKEHUS U 00pabOTKH
BHYTPEHHUX JOKYMEHTOB. MIHpopMaIOHHO-cTIpaBoYHas padoTa.

WuTepakTuBHBIE (OPMBI: JIeKIusA-0ecena, MPOBEACHUE IENIOBBIX UTP IO OpraHU3alid
JOKYMEHTO000pOTa MOCTYNAIOUINX, OTIIPABIISIEMbIX, BHYTPEHHUX JTOKYMEHTOB.

Tema 15. Cay:k6a JOY B 6M6,110TeYHO-UH(POPMAIMOHHBIX YUPeKIeHUAX

Cnyx0a JOKYMEHTAllMOHHOTO OO€ecnedyeHus YIpaBieHUs (JIeJIONPOU3BOJCTBA) Kak
CaMOCTOSITENIbHOE CTPYKTypHOe nojnpasnenenue. E€ 3amaun, pynkuuu u crpykrypa. IHopsaok
nestenbHocTH  cayxObl  JIOY. CocraB M XapakTepUCTUKAa THUIOBBIX  JOKYMEHTOB,
perIaMeHTUPYIOUNX JesTeIbHOCTh ciykObl JIOY: nonoxenue o ciyx6e JOVY, uHCTpyKIMS
10 JICJIOTIPOU3BO/ICTBY COLMAIBHO-KYJIBTYPHOTO YUPEXKICHUS, JOJDKHOCTHBIE HHCTPYKITHH
paboTHuKOBCIY)0b1 JIOY.

WurepaktuBHble (opmbl: neknus-Oecena, padora c¢ CIIC «Koncynprantllmocy,
BBINOJIHEHHE PA3HOYPOBHEBBIX 3aaHUH.

Tema 16. JlokyMeHTHPOBaHHe AeATEIbHOCTH KOJIETHAJbHBIX OPraHOB

OpraHn3annoHHO-TEXHUIECKHAE MEPOIPHUSATHS 0 MTOATOTOBKE ¥ IPOBEICHUIO COBEIIAHNH,
cobpanuii, koHpepeHuuii u T.. TpeGoBaHus K OOCTYXMBaHHIO coBemlaHWi. TpeOGoBaHMsS K
COCTaBJICHHUIO IPOTOKOJIOB, €T0 peKBU3UTHI. CTPYKTypa JI0KJIaa.

WnutepakTuBHble (OpMBI:  JeKius-Oecea, COCTaBICHME IPOTOKOJdA, JOKJIaAa ¢
MYJIbTUMEANIHON Npe3eHTaIueN.

Paznen 5. CucremaTuzanus U XpaHeHue J0KYMEHTOB
Tema 17. Opranuszanus TeKyuero XxpaHeHus B 1eJIONPOU3BO/ICTBE
CocraBieHne HOMEHKJIATypbl Jle1 OpraHu3alil - OCHOBHOM BHJ  paboThI,
o0ecreynBaroIMi CUCTEMATH3AIMIO TOKYMEHTOB YupekaeHus. PopMynsap HOMEHKIATYphl JIe.
[TonsTHE, 3HAUEHNE 1 OCHOBHBIE BUIBI HOMEHKJIATYpHI ein. DopmupoBanue nen. TpedoBaHUsS K
(bopMHpOBAHUIO JIE.
WNuTepakTrBHBIE GOPMBI: JeKIUs-Oece1a, BHITOJHEHNE PAa3HOYPOBHEBBIX 3a/1aHUH.

Tema 18. IlonroroBka 10KyMeHTOB K Iepejayie B apXUB
HO)IFOTOBKa J€JI K caadyec B BGHOMCTBGHHBIﬁ ApXUB AJId MOCICAYIOMIECTO UX XpPaHCHUA U
UCIOJIb30BAaHUS KaK 3aKIIOYUTEIbHBIM 3Tam paboThl ¢ JTOKyMEHTaMH. DKCHEepTH3a LEHHOCTH



JOKYMEHTOB B JIeNONpou3BojcTBe. OpraHu3anusi MPOBEIEHUS JKCIEPTU3bl I[EHHOCTH
JOKYMEHTOB, CO3JaHUE IKCTIIEPTHONH KOMHCCHUH, ¢ (YHKIUH, MMpaBa, oQPOpMIICHHE PE3yIhTaTOB
paboTh (cocTaBneHue omuceld nen, akToB o0 yHuutoxeHuu). Odopmiienue aen. I[lomHoe u
yacTudHoe odopmiieHue nei. TpeboBanus kK opOpMIICHUIO 00JIOKKHU JE.

WNuTtepakTuBHBIe (HOpMBI: JIeKIUsA-O0ecena, BBITIOJHEHUE PAa3HOYPOBHEBBIX 3aJlaHUM,
odopmieHHe ea U3 pa3padoTaHHBIX CAMOCTOSTEILHO JOKYMEHTOB.

Tema 19. XpaHeHnue J0KyMeHTOB B apXuBe

3akoHOJaTeNbHasl U HOPMAaTHBHAs OCHOBAa XpaHEHUs NOKyMeHTOB. Co3naHue apxuBa
yUpeXIeHUs, ero 3aaaud. TpeOoBaHHs K apXUBHOMY XpaHeHHIO. [lopsaok yHUYTOXKEHHS
JIOKYMEHTOB U JIEJ C UCTEKIIMM CPOKOM XpaHEHHUSI.

WnTtepakTuBHble  (GOpMBL:  JeKnus-Oecena, HSKCKYpCHsi B BEIOMCTBEHHBIH U
roCyJapCTBEHHbIMAPXUBBI.

Paznen 6. Ucnosib30BaHHe COBPeMEHHBIX MH(POPMALMOHHBIX TEXHOJIOT Wil
B JIOKYMEHTAIlHOHHOM o0eclie4eHNH ynpaBJeHHs

Tema 20. DjieKTPOHHOE 1€10NPON3BOACTBO

[Tonsatue, TpeOOBaHUS K 3JIEKTPOHHOMY JOKYMEHTY. OCHOBHBIE 3Talbl 3JEKTPOHHOTO
JIOKyMEHTO000pOTa: MpueM (CO3/1aHKE), PETUCTPALIUs U YCTAHOBKA MOJJIMHHOCTHU 3JIEKTPOHHOIO
JOKYMEHTa, IMpeJBAPUTEIbHOE PACCMOTPEHUE M paclpesielieHue JOKYMEHTOB, HCIOJIHEHHE,
KOHTPOJIb UCIIOJHEHUsI, HH()OPMAIIMOHHO-CIIpaBOYHas paboTa, OTIpaBKa 10 dJIEKTPOHHOM 1MouTe,
xpaHeHue. [IpenmyIecTBa U HEIOCTATKU 3JIEKTPOHHOT'O IOKyMEHTOO00pOTa.

WNuTepakTrBHBIE GOPMBI: JEKIUsA-Oece1a, BHIIOJHEHUE PAa3HOYPOBHEBBIX 3a/1aHUH.

Tema 21. UndopmannonHoe odecnieyeHue NpueMHoii opuca

CoBpeMeHHbIE TEXHHUYECKHE CpEACTBAa aBTOMATH3UpPOBaHHbIX pabouux mect B JIOVY.
CoBpeMeHHbIE QYHKIMH CEKpeTaps PYKOBOIUTENS B 00€CIICUEHUH KU3HENEATEILHOCTH oduca.
CoBpeMeHHbIe HH(OPMAIIMOHHBIE TEXHOJIOTUH B paboTe cekpeTapsi.

WNuTepakTrBHBIE GOPMBI: JEKIUsA-Oece1a, BHIIOJHEHNE PAa3HOYPOBHEBBIX 3a/1aHUH.

Tema 22. JproHoMuka aBTOMaTH3MPOBAHHBIX PA00YHX MeCT

DOproHomMrka aBTOMAaTU3MPOBAHHOIO pabodero Mecrta. ['UrneHuueckue TpeOOBaHUS K
NEPCOHAIBHBIM 3JIEKTPOHHO-BBIYMCIUTEIBHBIM MalIMHAM W OpraHU3aluu padoThl C HHUMH.
[TpuHIMIBI TpaBUIBHON paboTHI 32 KOMIBIOTEPOM. OCHOBHBIE MPUHILUIIBI COBEPIICHCTBOBAHMUS
aBTOMATHU3UPOBAaHHBIX pabouux mect (APM).

WuTepakTuBHBIE (OpPMBI: JeKIMsI-Oecesa, W3y4eHHE W BBINOJIHEHUE YIPaXHEHUH 0
spronomuke APM.



5.3. TeMaTHKa NPAKTHYECKUX 3aHATHI

HasBanue paznena

Temarnka NpakTUYECKUX 3aHATUN

Tpynoem
KOCTb,
4achl

1. Teopernueckue
OCHOBBI JOKYMEH-
TaI[MOHHOTO
obecrnieueHHs
YTpaBICHUS

Tema 1. YnpaBneHuecknii JOKYMEHT: HCTOPHS, COBPEMEHHOE COCTOSIHUE. 3HAUCHHE
JOY B opraHm3amiy yHpaBJICHYECKOTO Tpyda OWOIMOTEYHO-HH(POPMAIMOHHOTO
YUpexICHUS.

PaccmarpuBaemblie BOIIPOCHL:

1. [laiiTe onpeneneHne TEpPMUHA «TOKYMEHT, «IOKYMEHTHPOBAaHHAS HHPOPMAIIHSD).
KakoBa B3aMOCBSI3b MEXly HOHITUSAMHU «UHPOPMALUI» U «TOKYMEHT»?

2. OxapakTtepu3yiiTe OCHOBHblE (QYHKIHMH JOKYMEHTOB. UTO NHOHHMMaeTcsi MOJ
oM yHKIMOHATIBHOCTBIO TOKYMEHTa?

3. Kakoe MecTo 3aHMMaeT JOKyMEHT B cucTeMe ynpasieHus? OCHOBHOE Ha3HAYEHUE
YIpaBICHIECKUX JOKyMEHTOB. Ha kakue Trpynmbl AEIATCS yHpaBICHUECKHE
JOKYMEHTBI?

4. OxapakTepu3ylTe CIIoCOOBI JOKYMEHTHPOBAHUS HH)OPMAIIH B UX HCTOPHIECKOM
Pa3BUTHH.

5. HazoBuTe coBpeMeHHBIE CIIOCOOBI U CPEACTBA JOKYMEHTHPOBAHUS HH(POpMALIUH.
6. UYrto obo3znavyaer tepmuH «JJOY»? [l 4ero CiIyXUT JHOKYMCHTAIIMOHHOE
obecrieueHre B yIpaBJIeHUH COBPEMEHHBIMH OPraHU3alHsIMu?

7. Yro Takoe nenonpon3BoacTBo? M3 KakMX 4acTel COCTOMT OpraHn3aiys
JIETIONIPON3BOJICTBA B HH(POPMAIMOHHO-ONOINOTEUHBIX YIPEKICHUSX ?

8. Pacckaxxute 0 poJIM PYKOBOIUTENS YUYpEKACHHs (MEHekepa) B OpraHM3aluu
JOKYMCHTAlTUOHHOT'O obecneueHus YIIpaBJICHUA.

2

Tema 2. VicTopust pa3BUTHS TOCYIapCTBEHHOM CHCTEMBI JETIONPONU3BOJICTBA.
PaccmarpuBaemble BOIIPOCHL:

1. Kak cxmagpiBaniack opranuzanus aejaonpousBojictBa B Poccun? HazoBute 3Tambl
Pa3BHUTHSI OTEUECTBEHHOTO JEJI0IPON3BO/ICTBA.

2. B gem ocobeHHOCTH HOKyMeHTHpOBaHUs Ha Pycu 9-15 Bekon?

3. Beigenure 0coOEHHOCTH IPUKA3HOTO AEIONPOU3BocTBa 16-17 BekoB.

4. B uem cyth pedopMBl JTOKYMEHTHPOBAHHS YIPABJICHUECKOH NEATEIBHOCTH,
nposeaenHoi [lerpom 1? HazoBute BuIb! 1 0coOeHHOCTH HOPMYISAPOB TOKYMEHTOB
KOJIJIEXKCKOTO JIeTIONPOU3BO/ICTBA.

5. Jlaiite xapakTepHUCTHKy OpTraHM3AlMH MHHUCTEPCKOTO JEIOIPOMU3BOICTBA.
HazoBuTte ocobeHHOCTH cocTaBiieHnst 1 0(OPMIICHUS JOKYMEHTOB 3TOTO TIEPHOJIA.

6. Kak nmpoxojuia peopranusaius aenonpoussojcrea B 1920-30-e rr. 20 Bexa?

7. OxapakTepu3yiTe JeT0Mponu3BoACTBO coBeTckoro nepuoaa 60-80 rr. 20 Beka.

8. OxapakTepusyiiTe COBpPEMEHHOE COCTOSHHME IOKYMEHTAI[HOHHOTO OOecIieueHHs
yTIpaBIICHUSL.

Tema 3. HopmatuBHO-MeToandeckoe perynupoBanne JOVY.

PaccmaTprBaemble BOTIPOCHI:

1. J{na gero cimykaT HOPMAaTHBHO-TIPABOBBIE aKThl M METOINYECKHE JOKYMEHTHI B
obmactu IOY?

2. [Ilepeuncnure TpyNmbl 3aKOHOJATENBHBIX W  HOPMAaTHBHO-METOJHYECKUX
JOKYMEHTOB, PETyJUPYIOIIUX BOMPOCH  JTOKYMEHTALIMOHHOTO  obOecreueHus
yTIpaBJICHUS.

3. Kakum 3aK0HOaTEIbHBIM aKTOM 3aKperuieHa 00513aTeIbHOCTh JOKYMEHTUPOBAHHSI
nHdopmannu?

4. KakuM HOpPMATHBHBIM aKTOM YCTAaHOBJECHBI TpeOOBaHHA K OQOPMIICHHIO
YIPaBJIEHYECKUX JOKYMEHTOB?




5. KakumMu HOpPMAaTHBHO-METOIUYCCKAMH IOKYMEHTAMH PErJIAMCHTHDPYETCS
TexHonorus J10Y?

6. HazoBuTe 3akOHOMATENbHBIC aKThl H HOPMATUBHO-METOINYECKHE JOKYMEHTHI,
peryJMpyrome NopsI0K XpaHeHUs TOKYMEHTOB.

7. HazoBute HOpMaTHBHBIE JOKYMEHTbI YUPEKACHHUH, PETyIHPYIOIINE TOPSIOK
0OpMIICHUS TOKYMEHTOB U TEXHOJIOTHIO PAOOTHI C HUMH.

2. JlokymeHTHpOBa-
HHE
YIPaBJIEHYECKOU
JIeSITeIIbHOCTH

Tema 1. TpeGoBaHuUS K CTPYKTYPE OpraHU3aIIOHHO-PACTIOPSAUTEIHLHOTO IOKYMEHTA.
PaccmarpuBaeMble BOIIPOCHL:

1.OxapakTepu3yiiTe OpraHu3aLllOHHO-PACHIOPAAUTEILHYIO JOKYMCHTALHIO.
2.0npenenure TOHATUS «PEKBU3UT JTOKYMEHTa», «IOCTOSHHBIH DPEKBU3UTY,
«MePEMEHHBIH PEKBU3UTY.

3.0npenenure moHATHS «popMymsip» JOKyMeHTa, YHUGHUIMpPOBaHHAs Qopma
JIOKyMEHTa)

4. KakuM HOpMATHBHBIM JOKYMEHTOM YCTaHOBJEHBI OCHOBHBIC TpeOOBaHHSA K
crpykrype OPJ1?

5.Kakue ¢popmaTsl Oymaru ucronb3yroTcs npu cosnanuu OPJ1?

6.Kakue mons ycranasnuBatotcs rnpu odopmiernu OP/1?

Tema 2. PekBH3UTHI yIIPaBlIeHYECKUX JOKYMEHTOB M NPaBHiIa UX 0(OPMIICHHS
PaccmarpuBaemble BOIIPOCHL:

1. KakuM HOpMaTHUBHBIM JOKyMEHTOM YCTAHOBJICHBI OCHOBHBIC TpeOOBaHUS K
cocraBy pekBusuToB OP/]?

2. Kakue opraHm3alu UMEIOT MPaBo M300pakaTh Ha OJlaHKAaX CBOMX JOKYMEHTOB
IlocynapcrBenHslii repd Poccuiickoin ®enepanuu, repd cyowexta Poccuiickoii
Oenepanyn?

3. B kakom cmydae paspemiaercsi BOCHpPOM3BEACHHE 5SMOJIeMbl Ha OyaHKe
OopraHu3aiuun?

4. Yro npexncrasiser codoit kox opranmanuu mo OKIIO u xox ¢popMBI JOKyMEHTa
no OKVY ]I, ucnionb3yemelie Ha 6nankax OPJ1?

5. Ha xakux ngokymeHTax 00s3aTeNIbHO YyKa3blBaTh PeKBU3UTHI «koj mo OKIIO»,
«OT'PH», « THH/KIIII»?

6. Kak yka3biBaercss Ha OJlaHKe JOKYMEHTa pEKBH3HT «HAWMEHOBaHHE
OpraHu3aIum»?

7. Kakas nHpOpMAanus BKIIOYAETCSA B CIIPABOYHBIC JaHHBIC 00 OpraHu3anuu?

8. B kakoM OP]] HanMeHOBaHME BUIA TOKYMEHTA HE yKa3bIBaCTCs?

9. Kakue cnoco0bl odpopmiteHns pekBuznTa «/lara TokymMeHTa» Bbl 3HaeTe?

10. Yem pexBusut «PerucrpallioHHbIil HOMEp JJOKYMEHTa» OTJIMYAeTCsi OT PEKBH3UTA
«CchlTKa Ha PETUCTPAIIMOHHBIA HOMEP U JAaTy TOKyMEHTa?

11. B kakux ciuy4asx ykasblBaeTcd Ha OJaHKe PEKBU3UT «MeCTO COCTaBIEHUS
(M3maHUs) TOKyMEHTa»?

12. Kakne criocoOb1 ohopMIIeHNST peKBU3HUTa «AJJpecaTry YCTaHOBJIECHBI CTaHJapTOM?
13. KakoBsbl cocraBHbIe yacTH pekBu3nuTa «['pud yTBepKIeHUs JOKyMEHTa»?

14. Kax oopmnsercs pekBU3UT «Pe3omronmsa»?

15. Ha kakux JOKyMEHTax JOINycKaeTcsi He o(OpMISITh PEKBU3UT «3arojioBOK K
TEeKCTy»?

16. Kax ochopmisiercst pekBn3nT « OTMETKA O KOHTPOJIE)?

17. Kak odopmisieTcssi OTMETKa O HAIMYHHU TIPUIOKEHHS B PACIOPAAUTEIHHOM
JOKyMeHTe?

18. Kak odopmisiercs oTMETKa O HAJIMYUM HPUIOKEHUS B CONPOBOAUTEIHHOM
muceMe?

19. KakoBbI cOCTaBHBIC YacTH PeKBU3UTa «I10ATHUCH»?

20. Kakumu crnocobamu OCYIIECTBISIETCS NPOCTaBiIeHHE pekBusura «I pud
COTJIaCOBAHUS IOKYMEHTa»?

21. I'ne v KakuM 00pa30M NPOCTABIISIOTCS HA JIOKYMEHTE BH3bI COTJIACOBAHMU?

22. Ha xakux JOKyMEHTaX M I'Jie MPOCTaBIISETCs MevaTsh?

23. T'me mpocraBisieTcss OTMETKAa O 3aBEPEHUMHM KONMHU JIOKYMEHTa M KaK OHa
odpopmisiercs?

24. KakoBbl cocTaBHBbIE yacTh pekBH3UTa «OTMETKa 00 WCHOJIHHTENE)» H TJIE OH
pacrionaraercs?

25. Yto BXOAMT B cocTaB pekBH3NTa «OTMeTKa 00 HCIIOIHEHUHU JOKYMEHTa»?

26. I'ne pacmnoslaraetcsi ¥ 4YTO BKIIOYaeT PEKBU3UT «OTMETKa O MOCTYIUICHHH
JIOKyMEHTa B OPTraHn3aIio»?

27. T'ne npocrapisiercst pekBu3uT «I'pud orpaHnueHus 10CTyNa K JOKYMEHTY»?




28. HUcnonssyrorcs au Bee 30 pekBusuroB 'OCTa 0QHOBPEMEHHO HA OIHOM
JIOKyMeHTe?

29. IlepeuncianTe peKBU3UTHI JOKYMEHTA, ONIPEACIIAIONINE €r0 IOPHIHICCKYIO CHITY.
30. Korza npunst u ¢ kakoro Bpemenu neiictsyer 'OCT P 7.0.97-20167

Tewma 3. branku OP/] 1 UX peKBU3UTHL.

PaccmarpuBaeMbIe BOIIPOCHL:

1. KakuM HOpMAaTHBHBIM JOKYMEHTOM YCTaHOBIICHBI OCHOBHBIE TPEOOBAaHUS K
OaHKaM JOKYMEHTOB?

2. HazoBwuTe BHIBI OJAHKOB TOKYMEHTOB.

3. Kakune BapuaHTBI NMOJIOKEHHS PEKBU3UTOB Ha OJAaHKAX HCIOJIB3YIOTCS
opraHuzanusIMu?

4. VI3 kakuX peKBU3UTOB COCTOUT 0Ommii OaHK?

5. Kakue peKBU3HUTHI COAEPKUT ONaHK mUcbMa?

6. Kakue peKBU3HUTHI COIEPKHUT ONaHK KOHKPETHOT'O BH/A JOKYMEHTOB?

7. B KakuX ciry4asix UCTIOJIb3YyeTCs TOPKHOCTHON OaHK?

8. Kakwue cymiecTByI0T TpeOOBaHUS K H3TOTOBJICHUIO JOKYyMEHTOB, 00€CIIeYHBaIOIINE
€IMHBIH CTUIIB 0 OpMIICHUS?

Tema 4. SI3bIK 1 CTHIIb YIPaBICHYECKUX JOKYMEHTOB

PaccmarpuBaeMble BOPOCHI:

1. Jladite xapakTepHCTHKYy OCOOEHHOCTSAM OQHIHaIbHO-IEIOBOrO CTWIA. B uem
OTIMYHE HTOTO CTHIA OT APYrux?

2. Kak odopmmsioress cokpamenus? Ilepeunciante dacTo BCTpedarOMIAEC
ab0peBUaTYpHI.

3. Pacckaxkurte 0 mpaBONMMCaHUU MPOIKMCHBIX M CTPOYHBIX OyKB B HA3BaHHUSX OPraHOB
TOCYAAPCTBEHHOW BJACTH, BBICUIMX JOJDKHOCTEH, HA3BaHUAX NPENIPUATHH U
OpraHu3aluii, JOLKHOCTEH PYKOBOAUTENCH NPEANPUATUH, 3BaHUM, NIPAa3JIHUKOB U
NaMSATHBIX JaT.

4. Ha3oBuTe THUNHMYHbIE OLIMOKM, BCTpEYAIOIIMECS B TEKCTaX CIy)KEOHBIX
JOKYMEHTOB.

5. B uem nposiBisieTcs 3THKET MIMCHbMEHHOTO JEI0BOr0 00IIeH s ?

3. [IpaBuia
MOATOTOBKH H
odopmieHns
OTZAEJBHBIX BUAOB
YIIPaBIEHYECKUX
JIOKyMEHTOB

Tema 1. CoctaB u xapakrepuctuka OPJl, HCHIONB3yEMBIX B 1€ATENBHOCTH
6nbIoTeYHO-NH()OPMAMOHHBIX YUPEXKACHNH. DTabl OATOTOBKH JOKYMEHTOB.
OcobOeHHOCTH COCTABIICHUS OPTaHU3AMOHHBIX JOKYMEHTOB.

PaccmarpuBaembie BOIIPOCHI:

1. B uem npenHasHaueHHE OpPraHU3alMOHHO-PACTIOPAAUTEIBHON JOKyMEHTAINN?
2. Kakue TPYIIIBI OpTraHU3aIMOHHO-PACTIOPSIIUTETEHON JIOKyMEHTaIuu
UCIIOJIb3YIOTCS B JACATEILHOCTH OHOIHMOTEYHO-UH(POPMAITUOHHBIX YUPSIKICHU?

3. Ilepeuncaure drambl IOATOTOBKM M COCTaBJICHHS — OpraHU3al[MOHHO-
pacTopaaIUTeIbHBIX JOKYMEHTOB.

4. OxapakTepu3ylTe 3Tall COIIacOBAaHMS JOKyMeHTa. TpeOoBaHUS K PEeKBH3UTaM
«rpu COTITACOBAHUAY, «BU3A»?

5. OxapakrepusyiiTe 3Tan NOJAMHMCAHUS JOKyMeHTa. TpeOOBaHUS K PEKBU3UTY
«TOJIIHCHY.

6. OxapakTepu3yHTe 3Tall yTBEPXKAEHHS IOKyMeHTa. TpeOoBaHUS K PEKBU3UTY
«rpud yTBEPKICHUI.

7. Kakue JOKyMEHTBI OTHOCSTCS] K OpraHM3allMOHHO-TIPaBOBBIM? B uem nx
npeaHasHaYeHue?

8. Beigenure oOuiue yeptsl, xapakTepHsie npu odpopmiennu OIT/].

9. U3 kakux pexBusntos coctout OI1J] (Ha mpumepe NOMKHOCTHOI HHCTPYKINH)?
10. Onpenenuts Ha3HAUCHNUE, 0COOCHHOCTH COCTABJICHHS ¥ 0()OPMIICHUS JOTOBOPA.

Tewma 2. [IpaBuita NOArOTOBKU M OQPOPMIICHHS PACTIOPSAUTEIHEHBIX TOKYMEHTOB
PaccmarpuBaembie BOIPOCHI:

1. Kakwue Buabl OP]] oTHOCSTCS K pacIiopsIUTeIbHBIM?

2. Kaxkume Buapl PJl MCHoNB3yrOTCS B OpraHU3aIUsgX, JNCHCTBYIOIIUX Ha OCHOBE
€UHOHAYaNusl, a Kakue BHUAbBl — B OpraHM3alMsX, JIEHCTBYIOIIMX Ha OCHOBE
KOJUIETHAJIbHOTO MPUHIUIA YIIpaBieHUs?

3. Korpna pacropsaurebHbIe JOKYMEHTHI BCTYIIAIOT B CHITY?

4. Yo sBisieTcss OCHOBAHUEM ISl M3JaHUSI PACTIOPSIUTENHHOTO JOKYMEHTa?

5. Kak cTpoutcs TEKCT pacnopsAaUuTeILHOTO TOKyMeHTa?

6. Kak odopmisieTcs oTMeTKa O HAIMYHUW TPUIOKEHUS B PACIOPSAUTEIEHOM
JIOKyMeHTe?

7. KakoBsI TpeOoBaHHs K 0pOPMICHUIO IIPUKA30B 10 OCHOBHOU JIEATEIBHOCTH?




8. Kak oopMuTh BBIIUCKY U3 ITpHKa3a?
9. o KakMM BOTIpOCaM M3/IAI0TCs paclOpsDKEHUE U yKa3aHue?
10. KakoBsl TpeGOBaHMs K 0OPMIICHHIO PACTIOPSKEHHUS ?

Tewma 3. Cocrasiienne 1 opopmiieHIEe HHPOPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB
PaccmarpuBaembie BOIIPOCHL:

1. Kakune JOKyMEHTBI OTHOCATCS K TPYIIie HHPOPMAIMOHHO-CIIPaBOYHBIX? B weM mx
npegHa3HaueHue?

2. Ha xaxux GyaHkax opopMiIsitoTcst ”HGOpMalMoOHHO-CIIPaBOYHbIE JOKYMEHTHI?
KakoBbl 0cOOEHHOCTH CITy)KeOHOTO NMHUChbMa Kak WH(OPMalnOHHO-CIIPaBOYHOTO
nokymeHTta? Kak cTpouTcest CTpyKTypa TeKCTa nuchbma’?

3. HazoBure nocTosiHHBIE U IEpEMEHHbBIE PEKBU3UTHI IIMChbMa, OCOOCHHOCTH MX
pacIoio)xeHus Ha OJIaHKe MHChMA.

4. Kak opopmisrores aktsl? OcoOeHHOCTh 0OPMIICHHS TEKCTA aKTa.

5. Kak oopmisitorest cirysxeOHbIE, JOKJIAAHBIE, O0BICHUTEIbHBIE 3AIUCKH?

6. B uem ocob6erHOCTH 0hopMiteHus akta? [lepednciuTe peKBIU3UTHI aKTa.

7. B gwem ocobenHocTs odopmireHus TenedoHorpaMmel? Tlepednciure peKBH3UTHI
TeneGoHOTpaMMBl.

8. B ueM 0coOeHHOCTH OOPMIIEHHS CIIPABOK JIMYHOTO XapakTepa?

9. U3 kakuX peKBU3UTOB COCTOMT 3asiBJIeHUE?

10. Yo npexcrapisier coboi konus fokymenTa? Korna konust TokyMeHTa
MIPUOOpETaCT IOPUIANIECKYIO CHITY?

Tema 4. Cocrarnenue u 0ohopMIICHHE JOKYMEHTOB I10 THYHOMY COCTaBY
PaccmaTprBaemble BOIPOCHI:

1. M3 kakuX OCHOBHBIX YacTei COCTOUT MPOLECC JOKYMEHTAIIMOHHOTO 00eCIIeYeHUsI
ynpasneHus kagpamu? Kakue 3amaun penratorcs B mporecce 00pabOTKH KaapOBBIX
JIOKYMEHTOB?

2. YeMm perynupyroTcs TpYAOBBIC ITPAaBOOTHOLICHUS padboTomaTems (YIpexaeHHs) C
pabOTHHUKOM, OPAIOK O(OPMIICHUS ITPHEMa, YBOJIbHEHHS U NIEPEBOA COTPYJHUKOB
B yupekaeHnn? KakoB mopsmiok JOKyMEHTUPOBAHUS MIPH IIpHEME Ha padboTy?

3. Pacckaxkute 00 0COOCHHOCTAX 0(OPMIICHHS TPYIOBOTO IOTOBOPA.

4. KaxkoB MOpsI0K MpeKpalieHus TPyJ0BOTO I0r0BOpa U 0popMIICHHsT YBOJIbHEHHS C
pabote1?

5. Kak odopmisiercst u popMupyeTcs JIMuHoe 1eno?

6. KakoBbl 0COOCHHOCTH XpaHEHHUS TOKYMEHTOB I10 IHYHOMY COCTaBy?

4., TexHonorus
JIOKYMEHTAIIMOHHOTO
obecrieueHus
yIpaBICHUS

Tewma 1. Dtambl qBIKEHUS U 00paOOTKH TOKYMEHTOB

PaccmarpuBaemble BOIIPOCHI:

1. TlpuBenure onpeneneHne NOHATUS «TOKYMEHTOO00POT».

2. Ha3zoBuTe OCHOBHBIE 3Talbl JOKyMEHTOOOOpOTA.

3. Kaxwue Bubpl paboT 0CyLIECTBIISIIOTCS IPU IIPUEME U NIEPBUYHON 00paboTke
BXOJALIEH TOKyMeHTauun?

4. B ueM 3axiouaeTcsi npeiBapuTeIbHOE PACCMOTPEHNE U PacIpeiesieHne
JIOKYMEHTOB?

5. Uro Takoe perucTpanny JOKyMEHTOB, KAKOBAa €€ OCHOBHAsS II€Jb U B YeM
3aKJII0YAI0TCS O0IIMe MpaBHiIa pErucTpau’?

6. Uto npeaycMaTprBaeT paboTa UCIIOJIHUTENS C JOKyMEHTaMH?

7. KakoBa 11e11b KOHTPOJISI UCIIOJIHEHUS TOKyMEeHTOB? Kakue NOKyMEHTHI JOJKHBI
OBITh ITOCTaBJICHBI HAa KOHTPOJIb?

8. Kro ocymecTBiseTr B opraHu3anny KOHTPOJIb HCIHOJIHEHHS HOKyMeHTOB? Kak
oopmiIsieTcss OTMETKA O KOHTPOJIE U I/Ie OHA TIoMeIaeTcs?

9. Kak ocymiecTsisieTcs OTIpaBKa JOKYMEHTOB M3 OpraHn3aIyn?

10. Yem 3aBepiaeTcst ABHKEHHUE JTOKYMEHTOB OpraHU3alnuu?

Tema 2. «O6paboTKa MOCTYNAIONINX, OTHPABIISIEMBIX 1 BHYTPEHHHUX JIOKYMEHTOB)
PaccmaTprBaemble BOIIPOCH:

1. Oxapakrepu3yiTe CyIIECTBYIONIME JOKYMEHTOIIOTOKH YUPEKACHHH.

2. KeM 1 ¢ Kakoii 11eJIbI0 BeleTCsl TOICUeT 00beMa JOKyMeHT0000poTa?
3.0xapaxTepu3yiTe JOKYMEHTOOOOPOT HOCTYNAIOIINX JIOKYMEHTOB.
4.0xapakTepu3yiiTe JOKyMEHTOO0OPOT OTHPABISIEMBIX JOKYMEHTOB.

5.KakoBa TexHOMIOTHS paboThl C BHYyTPEHHUMH JOKYMEHTaMH?

Tema 3. Cinyx0a IOV B mpouecce ynpasieHus OnOIMOTEYHO-UH(OPMALMOHHOM
JeATeIIbHOCTHIO

PaccmaTpuBaemble BOIIPOCHL:

1. Kakue TpeGoBaHMs CYIIECTBYIOT K HAUMEHOBAHUIO U CTPYKTYpe ciyx 0561 JJOY?




2. HazoBure ocHOBHBIE 3a1au¥ U pyHKIMH ciryx0b1 JJOY.

3. Kakumu HOpMaTHBHO-IIPABOBBIMH TOKYMEHTaMH PYKOBOACTBYeTCs ciayxba JI0Y
B CBOEH JIEATENHHOCTH?

4. Kakne BHYTpeHHHE (JIOKAIbHBIC) aKTHl YUPEKICHHS PEriJaMeHTHPYIOT paboTy
ciyx0b61 IOY? C kakoii 1eIbIo COCTABIAETCS MHCTPYKIIHS MO JEIONPOU3BOACTBY, U3
KaKHX PEKBU3UTOB OHA COCTOUT, KEM YTBEPIKAACTCS?

5. OxapakTepu3ylTe OpraHu3allMOHHO-TEXHIUECKHUE MEPOIPHUATHS IO MTOATOTOBKE
Y MIPOBEJICHUIO COBELIaHMUH, COOpaHuii, KOHPEepEeHIUH | T.II.

6. [lepeuncnure 1OKyMEHTHI, 0(OpPMISIEMbIE B XOJI€ MOJrOTOBKH K ITPOBEICHUIO
coOpaHuit.

7. TpeGoBaHMUS K COCTABJICHHIO IIPOTOKOJIOB, €TI0 PEKBU3HTHI.

8.TpeboBaHMs K CTPYKTYpe JOKIaa.

5. Cucremarusanus
1 XpaHeHHe

Tema 1. Homenknatypa nes. Opranusanus TeKyIero XpaHeHus
PaccmarpuBaembie BOIIPOCHL:

1. Uto npoucxoaut ¢ JOKYMEHTaMH M0CjIe OKOHYAHUSI UX UCIOJTHEHHUs?

2. [NaiiTe ompeneneHne MOHATHSA «aeno». Kak mpoucxoaut ero ¢popmupoBaHue?
3. Uro mpencrasnsier coboll HOMeHKIIaTypa Aen? HazoBure BUIBI HOMEHKIATYDHI
ae.

4. Kak odopmirsieTcst HOMEHKIIATypa aen?

5. Kak hopmupyeTcst nHAEKC [esa N0 HOMEHKIAType 1en?

6. Kak nomkeH ObITh c(OpMYIHPOBAH 3ar0JIOBOK aema?

7. Ha ocCHOBaHUM YeT0 ONPEAEISIETCSI CPOK XPAHEHUS JOKyMeHTa?

8. Pacckaxwure 00 yCIOBHUSIX XpaHEHUS A€ B TEKYIIEM JEJIONPON3BOICTBE.

Tema 2. [ToaroToBKa TOKyMEHTOB K Iepeiaue B apXuB

PaccmaTprBaemble BOPOCHI:

1. Yro Ha3bIBaeTCS SKCHNEPTH30H IIEHHOCTH JIOKYMEHTOB, KAKOBBI €€ OCHOBHbIE
3ama4yn’?

2. KaxkoB nopsiiok OpraHn3aiyy ¥ MpOBEICHUS SKCIEPTU3bI IEHHOCTH IOKYMEHTORB?
Kaknmu noxymeHTaMn 0(OpMIISIIOTCS €€ Pe3yIIbTaThl?

3. KakoBbI CpoKH XpaHEeHHUS Jel, HOAJICKALIUX Mlepeiade B BEIOMCTBEHHbIH apXUB?
4. Kaxkue BuIbI 0(OPMIICHUS JISJT CYIIECTBYIOT B JICJIOIPOU3BOICTRE?

5. Uro npenycmarpuBaet nosHoe o(popMIIEHHE Jielia IIPU IMOJTOTOBKE ero K
repeaue Ha XpaHEHUE B BEIOMCTBEHHBIH apXUB?

6. KaxoBsl mpaBmia opopmireHust 0010KKH gena?

Tema 3. TpeGoBaHMs K apXMBHOMY XPaHEHHIO IOKYMEHTOB

PaccmarpuBaemble BOIIPOCHI:

1. Kak ocymecTBisieTcst cnava e B BEAOMCTBEHHBIN apXuB?

2. Kakue ycioBust XpaHEHHUS JOJDKHBI OBITh CO31aHBI B BEJJOMCTBEHHOM apxuse? 3.
Kakne TpeboBaHus IpebsIBIAIOTCS K 000PYAOBaHUIO BEAOMCTBEHHOTO apXuBa?

4. KakoB MopsAI0K YHUYTOXKEHHS JIe]l ¢ UCTEKIINM CPOKOM XpaHEeHHUs?

6. Mcnons3oBanue
COBPEMEHHBIX
HHPOPMAIMOHHBIX
TEXHOJIOTHH B
JIOKYMECHTAIIHOHHOM
obecrieueHnu
yIpaBICHUSL

Tema 1. DTamsl 3JIEKTPOHHOTO TOKYMEHTO000POTA.

PaccmarpuBaembie BOIIPOCHI:

1. [TonsTue, TpeGOBaHUS K HIEKTPOHHOMY JIOKYMEHTY.

2. Kakwue snexrponHsie cuctemsl o 10V cymecTByoT?

3. HazoBwure 3Tansl paboTa ¢ NOCTYNMBIINMH JOKYMEHTAaMH IIPU 3JIEKTPOHHOM
JOKyMEHT0000pOTE.

4. HazoBute 3Tamnsl paboThl C OTIIPABIIEMBIMH IOKYMEHTAMHU.

5. [lepeuncnuTe NpeMMyLIECTBA U HEJJOCTATKH JIEKTPOHHOTO JOKYMEHTO000pOTA.

Tema 2. InpopmarrionHoe obecriedyenne npueMHoi oduca. Opranuzanus
CEKPETapCKOro 00CITyKMBAHHSL.

PaccmarpuBaembie BOIPOCHL:

1. Oxapaxrepusyiite HH(OPMAIHOHHBIE (YHKITMH CEKpeTaps B JOKyMEHTAIIHOHHOM
o0ecriedeHn yIpaBICHNUS.

2. B ueM 3aKII04a0TCs OPraHU3allMOHHO-TIPE/ICTABUTENbCKUE QYHKIMU ceKpeTaps?
3. Ot 4ero 3aBUCHT OpraHuzanus npueMa nocerureneit? Kak npaBuiibHO
OpraHu30BaTh NpUEM?

4. Kakue BUJIbI TEXHUYECKUX CPEJICTB UCIIONIB3YIOTCSI CETOAHS B JIOKYMEHTALIMOHHOM
obecrieyeHnH yrpaBIeHus?

5. Kakas oprrexanka UCIoib3yeTcs ISl COCTABICHHS JOKYMEHTOB B COBPEMEHHOM
JIETIONIPON3BOJICTBE?

Tema 3. DproHOMHKa aBTOMAaTH3UPOBAHHBIX PAOOYMX MECT
PaccmarpuBaembie BOIIPOCHI:




HUMHA?

1. IMepeuncnure HakTOphl BO3ACHCTBHS KOMITLIOTEPA HA 30POBBE.
2. KakuM HOpMaTHUBHBIM JIOKYMEHTOM YCTaHOBIICHbI TMIHMEHHYECKHE TPEOOBAaHUS K
MIEPCOHAIBHBIM JICKTPOHHO-BBIYHCIUTENIFHBIM MAIlIHHAM U OpTaHU3alUN PaOOTHI C

3. Kakne TpeboBaHMs IPEIBSIBISIOTCS K IOMEICHUAM, 000pynoBaHHEIM [1K?

4. Kakue rurueHndeckre TpeOoBaHUs HEOOXOIUMO COOJIONATh MPH OpraHH3aLUH
paboThI C MEPCOHAIBHBIMHE KOMITBIOTEpaMU?
5. HazoBuTe NMpUHIMIIBI TPABUIILHON PaOOTHI 32 KOMIIBIOTEPOM.
6. Kak coBeplIeHCTBOBAaTh aBTOMaTU3UPOBAHHOE pabouee MecTo?

Htoro

40

5.4. CamocTosiTeJibHasi padoTa CTy/IeHTOB

Buner CPC O6BeM
No Copneprxanue paszaena 00s3aTeIbHbIE IOTIOJTHUTEIIbHBIE (ac) DOpMBI KOHTPOJIS
1 |Teoperuueckue Wzyuenne maTepraios Pabora mo 12 VYcTHBIi ompoc,
OCHOBBI JIEKIUHA U peKOMEHAYeMOM|  PeKOMEHIOBaHHBIM coo01eHue, pedepar,
JIOKYMEHTAIlHOHHOTO JUTEPaTyphl K HUM, yueOHHKaM U y4eOHbIM KOHTPOJIb PabOTHI C
oOecreyeHus BBINOJTHEHHE JIOMAIIHUX | TOCOOMSIM, TIOATOTOBKA K MEPBOMCTOYHUKAMHU
yIpaBIeHUs 3aJjaHUi{, HAaITUCAHUE JIOKJIaay Ha
pedeparta, IOUCK MPAKTUYCCKUX U
HOPMAaTHBHO-IIPABOBBIX | CEMUHAPCKUX 3aHATHSX,
nokymeHToB B CIIC  |moaroToBka npe3eHTaluu
«Koncynprantllnrocy
2 |[JOKyMEHTHpOBAHHUE BneayauropHoe urenue, Pab6ora mo 12 VYcTHBIi onpoc,
YIIPaBICHYECKON BBIITOJTHEHHE TOMAITHIX PEKOMEHIOBaHHBIM cooOreHwe,
JEeATEIIBHOCTH 3aJaHUH, TOATOTOBKA K | y4eOHMKaM M y4eOHBIM TECTUPOBAHUE
TECTOBBIM 33/IaHHUSAM | IIOCOOMSIM, TTOJITOTOBKA K
JIOKJaay Ha
NPaKTUYECKUX 3aHATHUSX,
paz0op TUMMYHBIX
OLTHOOK
3  |[IpaBuna moaroToBku | BHeaymuTopHOE UTEHUE, Pab6ora o 12 VYcerHbll onpoc,
1 opopMIIeHHS BBINTOJTHEHHUE TOMAIITHUX PEKOMEHI0BaHHBIM coo01IeHNe, TPOBEpKa
OTJENBHBIX BUJIOB 3aJaHui (CocTaBIeHHEe | Y4eOHHKAM M y4eOHBIM Pa3HOYpPOBHEBBIX
YIPaBIEHYECKUX YIpaBIEHYECKUX mocoousm, 3alaHuH
JIOKyMEHTOB JIOKyMEHTOB), CaMOCTOSTENILHOE
HaXOXJICHHE 1 HaxOXJICHHE
pa30bop TUMMYHBIX 3aKOHOJIATEJIbHBIX U
oMboK HOPMaTHBHO-
METOINYECKUX
JIOKYMEHTOB, HX
U3y4YCHHE C IIEIIBI0
HCTIONB30BaHUS B
Ka4eCTBE TUIIOBBIX U
MIPUMEPHBIX TOKYMEHTOB
IPU COCTaBIICHUU
Pa3INIHBIX
yIPaBJIEHYECKHUX
JOKYMEHTOB
4 |Texuonorus BreaynuropHoe uteHue, Pabota o 16 VYeTHslii onpoc,
JIOKYMEHTAlIHOHHOTO | BBIMOJIHEHUE JOMAIIHUX PEKOMEHI0BaHHBIM JleJIoBast Urpa 1o
obecrieueHus 3aJIaHui, TOBTOPEHNE | y4yeOHHMKaM M y4eOHBIM OpraHu3alyu
yIpaBJIeHUs MaTepHaJIOB U3 yUeOHHKa | TOCOOHSM, ITOJrOTOBKA K JIOKyMEHTO0000poTa

JCJIOBBIM UT'paM




5 |Cucremaruszanus u BreaynuropHoe uteHue, IMoxaroroBka k 16 VYeTaslii onpoc,
XpaHeHHe MOATOTOBKA JOKYMEHTOB [IPAaKTHIECKUM 3aHITHSIM, IIPOBEPKa
JOKyMEHTOB K TIOJIHOMY O(OPMIIEHHIO H3y4YeHUE Pa3HOYPOBHEBBIX

neia IOIOJIHUTEIHLHOM 3aJIaHNH, TIOJTHOE
JTUTEPATyPHI odopmIieHHE [1ena

6 |Mcnonb3oBaHue [loaroroBka k qokjIany Ha IToBTOpEHUE 12 VYerHbli onpoc, 3cce,
COBPEMEHHBIX MPaKTHIECKUX 3aHATHAX, |IPOMICHHOTO MaTepuana, BBITIOJTHEHHE
MH()OpMAIMOHHBIX M3ydeHUE YIPaKHEHUH 110 H3y4YeHUE YIPKHEHUH 110
TEXHOJIOT Uil B spronomuke APM JIOTIOTHUTEIbHOU sproHomuke AMP,
JOKyMEHTaIlHOHHOM JIUTEPaTypHl, TECTUPOBAHHE
obecrieueHnn CaMOCTOsTeNIbHAs
yIpaBieHUs MOJrOTOBKA K TECTOBBIM

3aaHusIM
Bcero 80

OO011Mii 00beM CaMOCTOSTEIbHOM PabOThI CTYAEHTOB 0 AUCIUILIMHE BKIIOUACT ayJUTOPHYIO
¥ BHEAYIUTOPHYIO CAMOCTOSATEIBHYIO Pa0OTY CTYAEHTOB B TEUCHHE CEMECTPA.

AynurtopHas caMmocTosTeNlbHas padoTa OCYIIECTBISETCS B ()OPME BBINOJHEHHUS TECTOBBIX
3aJ]aHuil N0 AMCLMIUIMHE, 3aHATUN B KOMIIBIOTEPHOM Kiacce ¢ ucnonb3zoBanuem CIIC

«KoncynpranTtlLitocy», BEIIOIHEHUS pa3HOYPOBHEBBIX 3a/laHUH 110 HAX0XKIEHUIO OLIMOOK
B 0(DOPMJIEHUH U TEKCTaX MPUBEACHHBIX OPraHU3allMOHHO-PACIIOPSIUTENbHBIX JOKYMEHTOB U UX
aHaJIN3,0CYILIECTBICHNUS ICTOBBIX U POJIEBBIX HT'PIIO OPTaHU3AIMH JICTIOBOM MEepPEenrcKu, 00padoTke
HOCTYMAIOUINX, OTIPABISEMbIX, BHYTPEHHUX JOKYMEHTOB, (POPMUPOBAHUIO A€ (MOACIUPOBaHHE
NPaKTUYECKUX CUTYalui), pa300pa KOHKPETHBIX CUTYAIMH B JOKyMEHTO000pOTEe OMOIHMOTEUHO-
UH(POPMALIMOHHBIX YUpEXKJICHUH. AyAUTOpHas caMoCTosATeNbHas pabora obOecneueHa Oa3oi
TECTOBBIX MAaTE€PHUAJIOB.

BHueaynuropHas camocrosiTenbHast paboTa ocyliecTBiseTcs B popmax:

— U3y4YEHUS MaTepUaIOB JIEKIUI U PEKOMEHTyeMOH JINTEPATYPbI K HUM;

—CaMOCTOATEIbHOTO U3YUEHHUS CTYACHTAMHU IPEUI0KEHHOMN MPENo1aBaTeIeM OCHOBHOM 1
JIOTIOJIHUTEIIbHOM JINTEpaTyphl 10 JaHHOHN TEME;

—IO/ATOTOBKH K YCTHBIM J0KJIa/1aM (MUHHU-BBICTYIIJICHUSIM) C IPE3ECHTALIUSIMU;

—camocrositensHoro HaxoxjaeHus B CIIC «Koucymprantllnioc» 3akoHONATETBHBIX M
HOPMaTHUBHO-METOINYECKUX JIOKYMEHTOB, PETYJIHUPYIOINX UH(POPMALIMOHHO-
JIOKYMEHTAIlMOHHOE 00€eCIIeYeHre YIIPABIICHUS, UX U3YUEHUS C LEJIbIO UCTIOIb30BaHMSI B KAUECTBE
TUIIOBBIX U IPUMEPHBIXIOKYMEHTOB ITPH COCTABIEHUH PA3JIMYHBIX YIIPABIEHYECKUX TOKYMEHTOB;

—HanucaHus pedeparos, 3cce, TEKCTyaIbHBIX KOHCIIEKTOB,;

— BBINOJIHEHUSI 3a/1aHUH 110 0O()OPMIICHHUIO Pa3HBIX BUJIOB YIPABICHYECKHX JOKYMEHTOB C
MOMOIIbI0 EPCOHATIBHOTO KOMITbIOTEPA C LIETBI0 Pa3BUTUS YMEHUN M HABBIKOB B COCTABIICHUU
JIOKYMEHTOB;

—IMOJTOTOBKH K JIEJIOBBIM UIPaM, KacaroIIUMCs OCHOBHBIX TarloB pabOThI C TOKYMEHTAMH,
CLIEJIBIO PA3BUTHUS HABBIKOB 110 OPraHU3alMU JOKYMEHTO000POTa;

—CaMOCTOATEIbHAs! MOATOTOBKA CTY/IEHTOB K TECTOBBIM 33JJaHUSIM, SK3aMEHY.

Cooepotcanue u nOpAOOK 6bicmynieHUil, 00YUAIOWUXCA HA NPAKMUYECKUX 3AHAMUAX

Kaxplii CTyIeHT CaMOCTOSATENbHO WJIM B TPYNIE TOTOBUT YUEOHYIO MPE3CHTALUI0 K
KaXXIO0MY MMPAKTUUCCKOMY 3aHATUIO, BI)I6paB TOT WA UHOH U3 MNPECAJTOKECHHBIX BBIIIC BOIIPOCOB U
OPUEHTHUPYICh Ha 0COOEHHOCTH COCTABJICHHUS IPE3EeHTAIUMI:

a) CTPYKTypa Mpe3eHTAINH:

—TUTYJbHBIH JIUCT;

—cojepxaHue (M3JI0)KeHHe y4eOHOro maTepuana) B BUJAE TEKCTOBOH, rpapuieckoin
UH(OpMaIINH, ayTUO0 U BUI€OMATEPUAIIOB,;

—CHCTEMa CAMOKOHTPOJISI U CAMOTIPOBEPKH;

—CJI0Bapb TEPMHUHOB;




—HCII0IH30BAaHHBIC UICTOYHHUKY C KPATKON aHHOTAIMEH.0) TpeOOBaHUS K MPE3CHTAIUH:
—00beM — He MeHee 10 cnalinos;

—mpu@T TeKcTa - He MeHee 14 nT.;
—TEKCT JOJKEH 3aHUMaTh He Oosiee 1/4 Bcero oObema Mnpe3eHTaluu;B) TpeOOBaHUS K

BBICTYIIJICHUIO:

—BpeMms BeICTyIUIeHU — He Oosee 10—15 MunyT;
—  HE cJenyeT NMOMeNaTh BeCh TEKCT BBICTYIUICHHMS Ha ClaiaX Npe3eHTanuu (OHU
JOJDKHBIMJUTIOCTPHPOBATH MPE3EHTYEMYIO HHPOPMAIIUIO);

— BLICTYHaIOLLII/If/'I JOJDKCH  ACMOHCTPHUPOBATH

cBobomy U

ryOuHY  BIaJeHUS

MNpEaACTABIACMBIM MaTCpruajoM; YMCHHEC YBCPCHHO H3JIaraTb €ro sA3bIKOM, OOCTYIIHBIM JJIid

IIOHUMAaHUs.

6. MeToauuecKkue MaTepualJibl, ONIpeaACJIAIIUE MMPpoUEAYPbI OCHUBAHUA 3HaHHi7[,

YMeHHil, HABbBIKOB W (WIH) ONbITA AeATEJbHOCTH, XaPAKTEPHU3YIOIIUX 3TAMNbI
q)OpMHpOBﬁHI/IﬂKOMHeTeHHI/II/I
61 KpaTKaﬂ XapaKTepucCTuKa nmpoueaypbl peajindanuu TEKYyIero )/ |
MPOMEKYTOYHOTOKOHTPOJIS VISl OIleHKH KOMIIETeHI[UiIl 00y4alonuxcs
HaunmenoBanue K IIpencraBnenue
No OUEHOUHOTO paTKas XapakTePHCTHKA MPOLEAYPEI OLCHHBAHNS OLIEHOHHOTO Cpe/icTBa
KOMITCTEHITHH
cpencTaa B (oHIE
1. Brictyrmienue ¢ B mporiecce camocToATeNEHOM TOATOTOBKH K BBICTYTIICHHIO Bomnpoce! s
TIpe3eHTaIueH CTYACHT TOTOBUT JOKJIAJ U TIPE3CHTAIIHIO. CaMOCTOSATEILHOTO
Jlokman - mpoIyKT CaMOCTOSATENFHON paboThI 00OyJaromerocs, H3yYCHUS
MIPEICTABISIOMII OO0 MyOIMIHOE BRICTYIUICHHE TIO 00y4aroUMHKCS (TEMBI
MIPECTAaBICHUIO IOTYYCHHBIX PE3yIbTaTOB PEIICHHS BBICTYIUICHHH C
OMpeeIeHHON Y4eOHO-UCCIIeI0BATEIbCKON HTH HAyYHOH MIpe3CHTAIUAMH Ha
TEMBI, 3aIaHHOH npenoaaBatesieM. [lonrotoska MPAKTUIECKUX
OCYILIECTBIIACTCS BO BHEAyIUTOPHOE BpeMs. [Ipu moaroroske 3aHATHAX)
CTYZICHTOM U3yYaroTCs pa3HOOOPa3HbIC HCTOYHUKU
(mureparypa, CIIC «Koucynsrantllmtocy», HaydHO-
MOMYJISIPHBIC IPOTPAMMABI U TIP. ), HA OCHOBE KOTOPBIX
COCTABIISICTCS TEKCT JOKJIAIa M IPE3EHTANS K BEICTYIUICHHIO.
Ha moaroroBky maetcst omHa-nBe Henenu. Permament — 10-15
MUH. Ha BEICTYIUICHHE. B OlleHHBaHUM pe3yIbTaTOB
Mperno/aBaTeaeM IPUHUMAIOT Y4acTUE CTYCHTHI TPYIIIILL.
2. Pedepar Pedepar - nucemenHas padora oobemom 10-18 neyarHbix J1ns BEITOTHEHUS
CTpaHMII, BBIIOJHIEMAsl CTYJCHTOM B TEYCHHUE IJTUTEILHOTO pedepara
cpoka (oT oHOW Henenu 10 Mecsma). Pedepar - kpatkoe peKOMeHayeTCs
TOYHOE M3JIOKEHHE CYIIHOCTH KaKOTO-THOO BOIIPOCa, TEMBI HA | U3y4CHHE JTUTEPATyPHI,
OCHOBE OJTHOW WIJIM HECKOJIBKUX KHHUT, MOHOTpa(uii Win ANEKTPOHHBIX W3TaHUN
JIPYTHX MIEPBOMCTOYHUKOB. PedepaT nomkeH coaepxaTh 1 MHTEPHET-PECYPCOB,
OCHOBHBIC (PaKTHYECKHE CBEICHUS W BBIBOMIBI 110 myOnuKanuii mo
paccMaTtpuBaeMoMy Botpocy. [Tomumo pedepupoBanus HU3ydaeMol TeMe B
MPOYUTAHHON JTUTEPATYPHI, OT CTYICHTA TPEOYETCsI KypHasIax:
apryMEHTHPOBAHHOE H3JI0KEHUE COOCTBEHHBIX MBICJICH 110 «/lemonpon3BoACTBOY,
paccMaTtpuBaeMoMy Bompocy. Temy pedepara MOKeT «KanpoBoe nenoy,
MPEJIOKUTH MTPEOIABATEIb K CaM CTYIICHT, B IIOCICIHEM «CrpaBoYHHK
cilydae OHa JI0JDKHA OBITh COTJIACOBAHHA C MPEIOIaBATEIICM. PYKOBOIUTEIS
B pedepate Hy»KHBI pa3BEpPHYTHIC apryMEHTBI, PaCCYKICHHUS, YUPESKACHUS
cpaBHeHUs. Marepuan momaercs B popMe KOHCTATAIINN FITH KYJIBTYpB», BecTHHKH
ormcanus. Coneprkanne pedepupyeMoro Npon3BeieHUs MI'UKU, YTUKU u
u3jaraeTcs 00ObEKTUBHO OT UMEHH aBTopa. Eciu B mepBuyHOM | Jp.
JIOKYMEHTE TJIaBHAsI MBICJIb C(HOPMYITHPOBAaHA HEJJOCTATOYHO
4eTKO, B pehepare oHa JODKHA OBITh KOHKPETU3UPOBAHA H
BBIJIEICHA.
3. KontpospHas KontponpHas padoTta BEIIONHSETCS B (POpME MHCBMEHHOTO TecToBbIe 3aAaHUS
pabota Nel TECTHPOBaHUS 110 TEOPETHYSCKUM BOIIpOcaM Kypca. Permament
—1-1,5 MUHYTBI Ha OJTUH BOTIPOC.




4 KouTponbHas Kontponpnas pabota BemmonHseTcs B (opMe MUCHBMEHHOTO | 3amaHus UL
pabota Ne 2 TECTHPOBAHUS TI0 MTPAKTUIECKUM BOIIpOCaM Kypca. PermaMeHT — | BBITOTHEHHS HTOTOBO
1-1.5 MUHYTHI Ha OJIMH BOIIPOC. paboTsI
5. 3auer ¢ oueHkor | [IpoBoamTCcs B 3aJaHHBI CPOK corjacHo rpaduky ydeOHOro | KoMIUIeKT mpUMEpHBIX
B popMe yCTHOTO | mporiecca. [Ipu BBICTABICHUH OICHKH YYUTHIBACTCS YPOBCHB | BOIPOCOB K 3aUCTY C
cobeceoBaHus MpUOOPETEHHBIX KOMITCTCHIIUH CTyJeHTa. KOMIIOHCHT «3HAThY | OLICHKOM.
0 BOIIPOCaM OIICHUBACTCS TCOPETUUCCKUMH BOMPOCAMHU IO COJCPIKAHUIO
JUCIUATUTAHBI, KOMIIOHCHTBI «YMETh)» U «BJIAJCTh» - MPAKTUKO-
OPHEHTHPOBAHHBIMH 3a/IaHHUSMHU.

B koHIe u3yueHUs AUCHMILIUHBI MOABOJSTCS UTOTH PaOOTHI CTYJEHTOB Ha JICKIIMOHHBIX U
NPaKTUYECKUX 3aHATHIX MyTeM CyMMHUPOBAHHUS 3apa0OTaHHBIX B TEYEHUE ceMecTpa 0alIoB.

6.2. Kputepuu onieHuBaHus 3HAHUI, 00y4aIOIIUXCA 10 THCHHUILIMHE

6 cemectp
MakcumapHOe MakcumanpHOe
Ne Bun gestensHOCTH KOJIMYECTBO 0aJIJIOB KOJIMYECTBO 0aJIJIOB
3a 3aHATHE 10 TUCLUIUIMHE
1 TTocemenne NEKIIMOHHBIX 3aHATHIA 1 6
2 [MocemeHne MpakTHYECKIX 3aHATHH 1 10
3 PaboTa Ha mpaKTHYECKIX 3aHITUIX 184 184
4 3ayer - -
Hroro 2 3a4eTHBIE €UHULIBI 200
7 cemecTp
MaxkcumanbsHoe MakcumainbpHOe
No Bup nedarensHOCTH KOJIMYECTBO 0asUIoB KOJINYECTBO OAIIIOB
3a 3aHATHE 10 JUCLUIUIMHE
1 TTocermenne NEKIIMOHHBIX 3aHATHH | 1 6
2 [Mocenienne MpakTHYECKUX 3aHATHI | 1 10
3 Pabora Ha mpaKTHYECKIX 3aHITUIX 152 152
5 DK3aMeH 32 32
Hroro 2 3a4ETHBIE €IMHUIIBI 200

6.3. ®opMupoBaHue 0ANTbHO-PEHTHHIOBON OLIEHKH PadoThI 00y4YaloUXCs

Ilocemenune Ilocemenue PaGota Ha
Cemectp JIEKIITUOHHBIX MPAKTUICCKUX MPAKTHYECKUX 3a4eT ¢ OLEHKOM
3aHATHH 3aHATHI 3aHATHIX
Pasbannoska o 1 x 6=6 Gayu10B 1 x 10 = 10 GamioB 184 6anna _
6 BUJIaM padboT
cemectp | CymmapHblii 6 6amutoB Max 10 GamroB max 184 6amna max _
Makc. 6aji
Hroro 200 Gayos
Pasbanoska o 1 x 6=6 GayoB 1 x 10 = 10 6annos 152 Ganna 32 6amna
7 BUAAaM paboT
cemectp | CyMMapHBIit
MAKC. 6aﬂﬂ 6 6aﬂHOB max 10 6aHHOB maXx 152 Ganna max 32 6aHHa max
Mroro 200 Gayios
Mroro 400 6amioB




6.4. Kputepum onieHMBaHUs PadoThHI 00yUYal0IIerocs Mo HTOraM ceMecTpa

[To wToram wu3y4eHHs AMCHUIUIMHBI «J[OKyMEHTAI[MOHHOE OOECIeUYeHUe YIpaBICHUS
O6u0IMOTeYHO- MH(POPMALMOHHON JEesITeIbHOCTBIO», TPYIAOEMKOCTh KOTOpO# coctaBisier 2 3E
(7 cemectp), oOyyaromuiiciHabMpaeT OnpeacIEHHOE KOJIMYECTBO OAIIJIOB COMIACHO CIICAYIOIEi
TadsuLe:

Orienka Bassr (2 3E)
OTJINYHO 181-200
XOpOUIOo 141-180
YIOBIIETBOPHUTEILHO 101-140

HEYIOBJIIETBOPUTEIHHO 100 u meHee

1. yqeﬁHO'MeTOI[I/I‘{eCK()e Hu I/IH(l)OpMaIII/IOHHOC o0ecrmeyeHue JAUCHHUIIIIMHBI

OcHoBHasi IuTEpaTypa
1. MenemxkMeHT OMOIMOTEYHO-MHGOPMAIIMOHHON jaesTebHOCTH | yueOHuk / B. K.
Kiroes, M. H. Konecuukosa, M. II. 3axapenko [u ap.] ; Hayd. pen. B. K. Kiroes, M. H.
KonecuukoBa. — Cankt-IlerepOypr : IIpodeccus, 2021. — 392 c. — (bakanaBp 6ubauoTeyHo-
UHPOPMALIMOHHON JesTenbHOCTH). — Tekcr : anekrpoHHbId // [lpodmmmb : Oubnmorexa
npodeccuonana. — URL: https://biblio.profy-lib.ru/book/-/pdf/148105.

JlonoIHUTeIbHAS JTUTEpaTypa
1. JlokyMeHTalmoHHOE OOeCIeUYeHne VIpaBiIeHUs OHOIMOTEYHO-UH(OPMATMOHHON

NeSITeNbHOCTBIO : yyeOHoe mocobue / aBT.-cocT. A. C. PymsnueBa. — Open : OpioBckuii
rOCyJapCTBEHHBIN MHCTUTYT MUCKYCCTB M KyJIbTypsl, 2015. — 180 c. — Tekcr : 31neKTpOoHHBIH //
VYHuBepcurerckas o6ubanoreka ONLINE. — URL:

https://biblioclub.ru/index.php?page=book&id=439357.

2. Eropoa, O. H. JloxymeHTannoHHOe o0ecliedeHue YynpaBieHus OHOIMOTEeYHO-
MH(POPMALIMOHHON JeSITeIBHOCTBIO : ydeOHO-MeTouuecKoe mocobue mo Hamp. bubmmoredno-
uHpopmannonHas aearensHocts / O. H. EropoBa. — Yebokcaps! : UyBalickuii rocyaapCTBEHHBIN
MHCTUTYT KYJIBTYpPHI B UcKyccTB, 2017. — 71 c.

3. Kapmenko, B. JI. MapkeTHuHroBblii MOAXOJ B  Pa3BUTUM  CHUCTEMBI
JIOKYMEHTOCHA0XKEeHHsI MyHULIUTIAIbHBIX OMOIroTek: npobaemsl u pemenus / B. J[. Kapnenko //
CripaBOYHHK PYKOBOJIUTENS YUpexaeHUs KynbTypsl. — 2015. — Ne 6. — C. 51-73.

4. PymsanneBa, A. C. ABTomaTu3anusi JOKyMEHTAIIHOHHOTO O0ECTeYeHUs] YIIPABICHUS
6ubmuotexoit / A. C. Pymsnuena // Hayunsle u Texunueckue oubnuoreku. — 2014. — Ne 7. — C.
45-48.

5. Pymsnuesa, A. C. Tabenp Kak cpeAcTBO YHU(DHUKAIMHM CHUCTEMbI OMOINOTEYHOMH
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Ilepeuenb pecypcoB MHPOPMAIMOHHO-TEJEKOMMYHUKAIMOHHON ceT «AHTEepHeT»,
HEOOXOAMMBIX [IJISl OCBOCHUS AU CIUIIMHBI (MOAYJIs1)

NHTepHeT-pecypcesl

Ne  HammenoBanue Ccpuika Ha MHPOPMAITMOHHBIHA HaumenoBanue HoctynHocTh
/1 [TUCHMIUTUHEL pecypc pa3paboTku B
JIEKTPOHHOH (opme

1. Joxymenranmonnoe| 1. DBC «QnekrpoHHas OMOIMOTEKA OHIIAH CB0OOHBII

obecrieueHne (https://biblioclub.ru/) JOCTYII

YIPaBJICHUA 2. DnexTpoHHas Onbmnoreka «FOpaiT»

6ubIMoTEeYHO- (https://urait.ru/);

nHpopmanmonnoit | 3. CripaBoYHO-ITPaBOBasi CHCTEMA

JIeATEIbHOCTHIO KoucymprantlLiroc (Www.consultant.ru);

4. DNEeKTpOHHO-OMOIMOTEYHAS CUCTEMA



https://urait.ru/

znanium (www.znanium.com)

5. 9BC «Jlans» (https://e.lanbook.com/)

6. https://elibrary.ru — HayuHas s1eKTpoHHas
OombnroTeka

dyieKTPOHHBbIe OMbnoTeYHbIe cucTemMbl (ABC), ¢ KOTOPBLIMH COTPYAHUYAET
BOY BO «UHT'MKW» MunkyasTypsl UyBammu

Ne HazBanme O5C Ne, nara moroBopa Cpok Komnaecto
HCIIOJIb30BaHHUS 0JIb30BaTeseH
1. 9BC «Jlaup» moroBop Nel198/12
(https://e.lanbook.com/) or 05.12.2022 1.
¢ 15.02.2023 no 100%
moroop BKP 03/02-2023 ot 14.02.2024
03.02.2023 r.
2. OBC «YHuBepcHTETCKAs 0doeosop Nel170-12/2022 ot ¢ 11.03.2023 mo 100%
OHMOJIMOTEKA OHITAKHY 07.12.2022 1. 10.03.2024
(http://biblioclub.ru)
3. 3BC HOpaiir (https://urait.ru) qorosop Nel197/12 ¢ 01.03.2023 o 100%
ot 05.12.2022 r. 28.02.2024
4, OBC «IIpodu-JIud» nmoroBop NeB02108 C 05.02.2022 o 50
(http://biblio.profy-lib.ru/) or 10.01.2022 r. 04.02.2024

8. MeTonuyeckne yKa3aHusi /I OOy4alOIIMXCS IO OCBOECHHIO JAUCUHMIIUHBI
(MmonxyJis)

VYcnennoe u3ydeHne kypca TpeOyeT OoT 00y4arolmuxcsi MOCEIICHHs JIKINI, aKTUBHON
paboThl Ha MPAKTHUUECKUX 3aHATHUAX, BBIIOJHEHHS BceX Y4YeOHBIX 3aJaHU IperojaBaTens,
O3HAaKOMJICHHsI C OCHOBHOM U JIOIIOJIHUTEIILHOM JINTEPATypOH.

3anuch JeKIUuu — oAHa U3 (opM aKTMBHOH CaMOCTOATENBbHOM paboThl 00ydaromuxcs,
TpeOyromiasi HaBBIKOB U YMEHHS KPAaTKO, CXEMaTHYHO, ITOCIIEIOBATEIHHO U JIOTHYHO (PUKCUPOBATH
OCHOBHBIE TIOJIOXKEHHUS, BBIBOJIbI, 0000111eHNs, (POPMYIMPOBKH. B KOHIlE JIeKIIMU MpernoiaBaTenb
ocraister Bpemst (5 MHHYT) Ui TOro, 4TOOBI OOydYarOIIHecs HWMEIH BO3MOXKHOCTH 3a1aTh
YTOUHSIOIME BONPOCHI MO H3ydyaeMoMy Marepuany. [3-3a HeIoCTaTOYHOro KOJIMYecTBa
ayJAUTOPHBIX YacOB HEKOTOPHIE TEMbl HE YIAeTCs OCBETUTh B TOJHOM OOBEME, IOITOMY
npernojaaBaTesb, 0 CBOEMY YCMOTPEHUIO, HEKOTOPbIE BOIPOCHI BBIHOCHT HA CaMOCTOSTEIbHYIO
paboTy CTyIeHTOB, pEKOMEH/Iysl TYWJIM HHYIO TUTeparypy. Kpome sToro, ais JIydiero ocCBOCHUs
MaTepuaja ¥ CUCTeMaTH3allMyd 3HAHUHN MO JAUCHUIUIMHE HEOOXOIUMO IOCTOSHHO pa30oHupaTh
MaTepHalbl JISKIUH 110 KOHCIIEKTaM U y4eOHBIMITOCOOHsIM. B ciryduae HEOOXOAMMOCTH CTYICHT
MOeT o0palaTbes K MpernoiaBaTelNio 3aKOHCYIbTallueH.

[ToaroroBka K NPAKTHYECKUM 3AHSATHSM.

IIpu moAroToBKe K MPAKTHMYECKUM 3aHATUAM CTYICHT JOJDKEH M3YYUTh TEOPETUUYECKUN
MaTepHal 1Mo TeMe 3aHATHS (MCIOJIb30BaTh KOHCIIEKT JICKIIUI, U3YYUTh OCHOBHYIO JINTEPATYPY,
03HAKOMHTBCS C JJONOTHUTEILHON JINTEpaTypOoid, pu HEOOXOAUMOCTH JIOTIOJIHUTH KOHCIIEKT, Aesast
B HEM COOTBETCTBYIONIME 3allUCH W3 JIUTEPATypHBIX HCTOYHUKOB, TIIEPEUYHS PECYpCOB
UH(POPMAIIMOHHO- TeJIeKOMMYHUKaMoHHOW cetn «MHuTepHer», OBC, pexoMeHI0BaHHBIX
MIpeTno1aBaTesieM JISIOCBOCHUS JUCITUTUTHHBI (MOTYIIS).

B cnyuyae 3arpyaHeHuil, BO3HUKAIONIMX INPH OCBOEHHMH TEOPETUYECKOTO Marepuaa,
CTYACHTYCIeIyeT 00paarbesi 3a KOHCYIbTalMeH K TpenoaBareio. [ 0TOBICh K KOHCYJIbTAIIH,
HE00X0IMMOXOPOIIO MPOIYMaTh BOMPOCHI, KOTOPhIE TPEOYIOT pa3bsICHEHHS.

[TonroToBKa K MpakTHYECKOMY 3aHITHIO JOJDKHA BKITIOYATh B CEOsI:

1) monGop ImTepaTypsl o BEIOpaHHOH TeMe;

2) kinaccu(UKaIMio MaTepuaa,;

3) pa3paboTKy BEIOPaHHON CaMHUM CTYIEHTOM MHTEPAKTUBHOH (opMBbl paboTHI;

4) OATrOTOBKY K CAMOCTOSTEIbHOMY M3JIOKECHHUIO MaTepHrasia Ha 3aHsITHH.

ITpu pabote Haj TeMaMH, ONPEAEIIEHHBIMH JUIsI CAMOCTOSTEILHOTO N3YyUeHUs,



http://www.znanium.com/
https://elibrary.ru/
http://biblioclub.ru/

HE00X0aUMO:

1) momoOpaTh U U3YUUTH JIUTEPATYPY MO TEME, a TAKKE TOMOTHUTESIILHBIA MaTepPHaT;
2) 3aKOHCIIEKTHPOBATh OCHOBHBIC ITOJIOKEHUS;
3) MOArOTOBUTH IPE3CHTAIIHIO;
4) MOArOTOBUTHCS K YCTHOMY PACKPBITHIO TEMBI.

9. MaTepI/IaJILHO-TeXHI/I‘leCKOC o0ecrmeyeHue AUCHHUIIIMHBI

CBOOOTHO pacpoCTpaHsIEMOE
IT1O: Open Office; Mozilla
Firefox; Google Chrome; Adobe
Acrobat Reader

HaumenoBanue HaumenoBanue OCHAIIIEHHOCTD CIIEIHAITBHBIX [IpucnocobaeHHOCTH
JUCUUIUIMHBI (MOIYJIS1), |CHEUUaIbHBIX HOMEUICHUHH | [OMEIIECHUH HIIOMENCHUH IS MOMELICHUH ISt
MIPaKTHK B MIOMEIECHUH 115t CaMOCTOSTENILHOM PabOTEI UCIIOIb30BaHMs
COOTBETCTBUH C CaMOCTOSATENLHOM PabOTHI WHBAIHIAMU U JTULAMHUC
y4eOHBIM IITAHOM OrpaHUYCHHBIMH
BO3MOKHOCTSIMH
3I0POBBS
JlokyMeHTallmoOHHOE VYueOHast ayauTopust 1uis Crosbl yueHn4eckue — 26 mr., * o1 ML ¢
obecrieucHme TIPOBEACHUS 3aHATHI CTOJ OQUCHBIN — 1 MIT., CTYIBS HapyIICHUEM 3pPEHUS -
YIpaBICHUSL JIEKIIMOHHOTO THTIA, ydeHudecKkue — 36 mrT., CTy MIPHUCTIOCO0IICHO
OuOMHoTEeYHO- 3aHATHA CEMHHAPCKOTO MATKHHA — | mT., kKagenpa — 1 mr., | 9aCTUYHO;
HHPOPMALTMOHHOM TUNA (TIPaKTHYCCKUE MIEPCOHATBHBIC KOMITBIOTEPEI C * IS T ©
JIeSTETHPHOCTHIO 3aHATHA), JUIA TPYIIIIOBEIX | BBIXOJIOM B HHTEPHET U HapyIICHUEM CITyXa —
1 MHIVBHUYaTbHBIX obecrieueHreM I0CTyTa B MIPHUCTIOCO0IICHO
KOHCYJIbTAIMH, TEKYILEro | 3JIEKTPOHHYIO HH(POPMAIMOHHO- YaCTUYHO;
KOHTPOJIS U 00pa3oBaTeNbHYIO Cpeay * 11 UL C
IIPOMEKYTOUHOHI opranuzanuu — 10 wrT., HapyILIEHUEM OIIOPHO-
arrectanuu (408) MYJIbTUMEIUNHBIN TUAIIPOEKTOP — | JBUIaTEIILHOTO
1 ., 5xpaH s npoexkropa — 1 anmnapara - He
IT., TOCKa — | IT., J0CKa MIPUCTIOCOOJICHO
MarHUTHO-MapKepHas — 1 mT.
JInuensnonnoe [10: «Microsoft
Windows; koatpakT Ne 8000007
ot 29.08.2018 .
CB00OOIHO pacIpocTpaHsIeMoe
I1O: Open Office; Mozilla
Firefox; Google Chrome; Adobe
Acrobat Reader
ITomemenue nis IlepcoHanbHbIE KOMIIBIOTEPHI C * U1 JIUIL ©
CaMOCTOATEeNHOM paboThl | BeIXOJOM B «MHTEpHET» N HapyILIEHUEM 3PEHUS -
(103) oOecrieueHreM JI0CTyTa B MIPHUCTIOCOOIICHO
ANIEKTPOHHYIO HH()OPMAIIHOHHO- YaCTUYHO;
00pa3oBaTeNBHYIO Cpeay * IS U ©
opraHu3amym — 6 mr., HapyIICHUEM CITyXa —
MepeHOCHO! TpoekTop — 1 mT., MIPHUCTIOCOOICHO
HATJISITHBIC TIOCOOWSI, CTOJIBI YaCTUYHO;
yuennueckue — 20 mrT., CTyJbs * U1 JIUIL ©
yuenuueckue — 40 mir. HapyLIEHUEM OIIOPHO-
Jlmuensnonnoe I10: «Microsoft JIBUTATEIIHHOTO
Windows»; kourpakt Ne 8000007 | ammapara - He
o1 29.08.2018 1. MIPUCTIOCOOJICHO




JIMCT
COrJIacCOBaHUsA padoueil MpoOrpaMmbl

Hamnpasnenue noarotosku: 51.03.06 bubnuoreuno-uHbOpMaIMOHHAS 1EATEIbHOCTh

HamnpaBnennocts (nmpoduis): MeHeKMEHT OMOINOTEeYHO-UH(DOPMAITMOHHON JAEATEIHHOCTH

JucnumimHa: JlokymMeHTaImoHHOE obecrieueHue OnOIMOTEYHO-NH(POPMAITUOHHOM

JESITeTbHOCTHIO
®dopma 00ydeHHS: OuHas

VYueousiii roxa; 2023-2024

PEKOMEH/IOBAHA 3acenanuem kadeapbl T'yMaHHUTApHBIX M COIMATBHO-2KOHOMHUYECKHX

JUCIUTIINH, TPoTOKoN Ne 11 ot «27» urons 2023 r.

OTBETCTBEHHBIN UCIIOJIHUTEND: s it
3aBenvommi kadgenpou I'CO/0 Al domuH D.B. 30.06.2023
JOJDKHOCTh “HOI[HPICB paCI.HP[quOBKa IIoaIMucu aaTta
/ v
HUcnonaurens: 51/7.»/,
cT. npenoaasareis kabeapsl I'CO/0 T Eroposa O.H. 30.06.2023
JOJDKHOCTB l'[OI[’l'II/ICB pacnmoprBKa IIoaIMnuCHu aata
COTI'JTACOBAHO:
3aBeayroniuii Kadenpoit coruantbHO-KyJIbTYPHOU
1 OMOJIIMOTEYHON JIESITENILHOCTH Annpees .. 30.06.2023
Haumenosanue Kageopvl UYHASL ROONUCD pacuiughposra noonucu dama
74
H.o. nexana gaxynpreTa KYJIbTYDHI Vi Wnnapuonosa JI.B.  30.06.2023
HaumeHosanue paxynomema wunas Hoonuce pacuiugposka noonucu dama

3aseayromas Hay4YHou OMOIMOTEKON

gfféi’./&
Wnnapuonosa O.B.

30.06.2023

IIpencrasurens YMO

UNHASL ROONUCD pacuugposra noonucu
o5

Leyf
/ /f ®denmopora H.K.

dama

30.06.2023

UYHAA NOONUCD pacwugposxa noonucu

oama




Jluer perncrpanuu u3sMeHeHH

Howmepa cTpanun

HU3MCHCH-
HBIX

3aMCHCH-
HBIX

HOBBIX

aHHYJIH-
POBaHHBIX

Homep u
Jara
JIOKyMEHTa
00
HU3MEHEHHN

JlomxHOCTHOE JHIIO,
BBOJIUBIIICE
H3MCHCHUS

®.1.0., oJ-
JIOJK- 1159
HOCTb

Jlata BBOJIA
U3MEHEHUH

Cpok
BBCJICHUS
HU3MEHEHHS




