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1. leau u 3agaun AMCHUILINHDI:
[lenmssMu OCBOCHMS JUCHMIUIMHBI «JlOKyMeHTallMOHHOE OO0ecleueHne B
JEATEIIBHOCTH COLIMAIIBHBIX CITYK0» SIBIISIOTCS:
® T[IOJIydYCHHE BBIMYCKHUKAMU 3HAHUW W YMEHHM HaLJISKAIIUM 00pa3oM
penoHeCTH UHPOPMAIHIO B THCBMEHHOM BHJIE, T.€. MPABUJIBHO COCTABUTh U
0(pOPMHUTH TOKYMEHT,
® yMEHHUE OpraHu3allid JTOKYMEHTOOOOpOTa W TEXHOJIOTHH pPAabOTBI C
JOKYMEHTAaMU, BKJIIOUAsi TEXHOJIOTHUIO pa0OThI CO CIIYKEOHBIMU JOKYMEHTaMU
COIIMANIBHBIX CIIyKO - pErucTpaiuu, KOHTPOJb CpPOKOB  HCIIOJHEHUS,
nH(OpMaIIMOHHO-CIIpaBOoYHas paboTa.
3ajgaun JUCIUTIINHEL:
® 0XapaKTEpPU30BaTh aKTyaJbHOCTh BOIPOCOB COBPEMEHHOMN perjaMeHTaluu
JEJONPOU3BOACTBA  COCTaBiIeHHE HW  OGOPMIICHHS  YIPaBICHUYECKUX
JIOKYMEHTOB;
® Hay4YUTh OCOOCHHOCTSIM SI3bIKA U CTUJISI CITY>KEOHBIX JOKYMEHTOB;
® OCBETUTHh BOMNPOCHl OpTraHU3ALNHU paboThl C JOKYMEHTaMH, BKIIIOYAs
HCIIOJIHCHUE H KOHTpPOJIb, IIpaBUja XpPAaHEHUS JOKYMEHTOB B
JIETIONPOU3BOICTBE U MOJATOTOBKA UX K C/1a4€ B apXUB.
2. Mecto nuciumanabl B cTpyKType OOII
JlaHHBIN Kypc yuyeOHOH JAUCITUILIMHBI 0a3upyeTcss Ha 3HAHUSAX, MPUOOPETEHHBIX
CTYJICHTaMH B MPOIIECCE OCBOCHUS TAKMX AUCIUTIUIMH KakK:

e OnpIT OPraHU3alMOHHO — A/IMUHUCTPATUBHOH PadoThl B CHCTEMe COLUATBbHBIX CJIYXKO
(51.B.06) Ilpn u3y4yeHWH NAHHBIX AMCHUIUIMH CTYACHTBI BOCHPOU3BOJST 3HAHHS, YMEHUS H
HaBBIKM 10 OPraHM3allUOHHO — YIPABJIEHYECKOH J1eATENbHOCTH PaOOTHUKOB YUpEKACHUH
COLIMAJIbHOM 3allIUThI, U UX CIYKO. YuaTcs ObITh TOTOBBIMU K KOOPJIMHAIMU TICUXOCOLUATbHOM,
CTPYKTYpPHOMU U KOMIUIEKCHO OpPUEHTHUPOBAHHOM COIMANbHONH paboOTBhl  Pa3IMUHBIX
OpraHu3aluil, yUpeKICHUN U NPEeANpUATH, a TAK)KE IEATEIbHOCTH PA3IMYHbIX CHEIMAINCTOB
B PpEUICHMM 3aJa4 COLMAJIbHOW 3alMThl HaceleHud. llpn u3ydyeHuM JaHHBIX JUCLMILINH
CTYJEHTBI BOCIIPOM3BOJAT 3HAHMS, YMEHUS M HABBIKU 10 OPraHU3alMOHHO — YIPaBJIE€HYECKOU
JeSITeIbHOCTH PAOOTHUKOB YUPEKICHUN COLMAIBHON 3aIUThI, U UX CITYXkO.

B pe3yabTaTe ocBOCHHS AUCHMILUIMHBI CTY/IEHT J0JI7KeH 00J1a1aTh 001IeKYJbTYPHbIMH U
npoeCcCHOHATBHBIMI KOMIETEHIUSAMH KaK: CIIOCOOHOCTBIO K KOMIIETEHTHOMY MCIIOJIb30BaHHIO
3aKOHOJATENBbHBIX U JPYIrUX HOPMATHBHBIX aKTOB (he[epaibHOrO0 U PETHMOHAIBHOTO YPOBHEH ;
o0nagaTh CIIOCOOHOCTHIO K OpPraHM3allMOHHO-YIPABIEHYECKOH pabdoTe B MOApa3aesIeHUsIX
COIMATBHBIX YUPEKICHUU U CITYXKO ; 001a1aTh CIIOCOOHOCTHIO MCTIOIB30BaTh OCHOBHBIC METOJIBI,
CHOCOOBl W CpPEICTBAa MOJYYEHUS, XpAHEHHUs, MepepabOTKM HHPOpPMAIUU, HABBIKM PabOTHI C
KOMITBIOTEPOM KaK CPEJICTBOM yIpaBieHHs] UHPOpMaIIMel, B TOM YHCIIe B TJI00aIbHBIX CETSIX

e Opranusamusi padoTnl peaduaurannoHHbIX HeHTpoB (b1.B.18)
[Ipy wW3yyeHMHM [aHHOW JHCHMIUIMHBI CTYAEHTBI BOCHPOW3BOAAT 3HAHMS W YMEHHA IO
OpraHU3aIMOHHO-YIIPABIEHUYECKOHN NesTeTbHOCTH PEaOMINTAIIMOHHBIX CITYKO:
ONPENENAT, KOHKPETHU3ALMK W IOCTPOCHHE HEPAPXUU 3a4ad JEATEIbHOCTH OTAEIbHBIX
COLMAJIbHBIX PA0OOTHUKOB U UX I'PYII B OCHOBHBIX HAINIPABICHUIX IICUXOCOLUATBHOM, CTPYKTYPHOM
U KOMIUIEKCHO OPHEHTUPOBAHHOM COLMANbHOW paboThl, B TOM YHCIIE MEIUKO-COLIMAIBHOM
IIOMOILLIY;
MOTYT CaMOCTOSITEJIBHOE OCYIIECTBIIATh KOOPAWHALMIO JEATEIbHOCTH 110 BBIABICHUIO JIHIL,
HYKJIAIOIIKUXCA B COLUAILHOM 3alIUTE;
OINpesieNaTh METOJbl CTUMYJIHMPOBAHUS MOTUBALUMHM NPO(ECCHOHANIBHOIO Pa3BUTHUS, TBOPUYECKOE



y4acTHe B OpPraHM3allMOHHO-aIMUHHCTPATUBHONW pabOTe B MOAPA3JEICHUSIX YUPEKICHUH U CITyxO
COLMATBHOM 3alTHI HACCIICHHS,;

IMPOABJIAIOT HABBIKK B COI[GI\/JICTBI/IC KOooOpAuHauu JACATCIIBHOCTH PA3JIMYHBIX CIICHUAIMCTOB B
pElICHHH 3aJa4 COLMAIBHOW 3alllUThl HACEJCHUS M MpH paboTe B KOHKPETHBIX CIydasX, B
opraHu3alnuun MGHHKO-COHHaHBHOﬁ IIOMOIIIH,

B pe3yabTare ocBOeHHMS THCHHUIUIMHBI CTYJEHT [I0JKeH 00J1a1aTh mnpodeccHOHATbHBIMHU
KOMIIeTEHIHSIMU KaK:

- CIOCOOHOCTBIO peIlaTh MpPOOJIEMBbl KJIMEHTAa IYTEM IPUBJIEUYEHUS COOTBETCTBYIOIIMX
CHEIHAINCTOB, MOOWIU3AIlMH COOCTBEHHBIX CHJI, (U3UYECKUX, TCUXHMUYECKHUX M COLMAIBHBIX
pecypcoB KIMEHTA ;

- CIIOCOOHOCTBIO K pean3allii MEXBEIOMCTBEHHOTO B3aMMOJCHUCTBUS M KOOPIMHALIUU
ACATCIIBHOCTH CIICHHUAJIMCTOB B PCHICHUHN aKTYaJIbHBIX 3aaa4 COI_II/IaJIbHOfI pa6OTBI )

e Opranu3zanuoHHoe odecrieyeHne conuaabHoii padors! (51.0.18)

[Ipy w3ydeHWH NAHHOW ITUCHMIUIMHBI CTYJCHTHI MOTYT TPUMEHSTh CBOHM IOJyYCHHBIC
3HAHUA B:

- BBIABJICHHUC HOTpC6HOCTeI71 OTACIBbHBIX MHAWNBUIOB, ceMeil u Pa3HBIX COLMAJIBHBIX I'PYIIII
HACCJICHUS, HYXXIAOIUXCA B PA3JIMUYHBIX BUAAX U (bopMax COHHaHLHOﬁ IIOMOIIIY 3alIUThI,

- TPOBEIICHHE KOMIUICKCHOM OLIGHKM JXHU3HCHHBIX CHUTYAIlMi pPa3HbBIX COIMAIBHBIX TPYIII
HACCJICHUA W YPOBHA HUX KHUIHCACATCIIBHOCTHU C LCJIBIO IMOCTAHOBKH COLMAJIBHOI'O JUAarHo3a u
pa3pabOTKU MPOrpaMMBbl COLUATEHOM 3aIUTHI;

- peanu3aliKi COIMAJIBHBIX TEXHOJOTHH, YYUTHIBAIOIIUX OCOOCHHOCTH COBPEMEHHOTO
COYETaHUsl TIO0ATBHOTO, HAIMOHAJIBHOTO W PErHOHAIBHOrO, CHENH(UKY COIHOKYIBTYPHOTO
pa3BUTHsI O0IIECTBA;

- O6€CHC“IGHI/H/I COHH&HBHOﬁ 34U ThI, TIOMOIIHN U INIOAACPIKKH, ITPEAOCTABICHUHN COLMAJIbHBIX
YCIIYT OT/AEIBHBIM JIMIIAM U COIIMATIbHBIM IPYIIIaM;

- pCUiCHUuc HpO6HeMBI KIIMCHTa IMYTEM IPHUBJICYCHHA COOTBETCTBYIOIIMX CICHUAIIMCTOB,
MOOWJIN3aLUU COOCTBEHHBIX CHII, PU3NUECKUX, ICUXUUECKUX U COLMAIIBHBIX PECYPCOB KIMEHTA;

- OLIEHKE KayeCcTBa COIMAIBHBIX YCIYT Ha OCHOBE JOCTHKEHUI COBPEMEHHOW KBAJIMMETPHH
U CTaHJIapTHU3AIINH;

B pe3yabTaTe ocBOeHHMS THCHMIUIMHBI CTYIEHT [0JKeH 00,1a1aTh MnpodeccHoHATbHBIMU
KOMIETeHIUSIMU KaK:

- CIOCOOHOCTBIO K pa3paboTke W 3((PEKTUBHOW pean3alluu COIUATBHBIX TEXHOJIOTHH,
YUUTBIBAIOIIUX OCOOEHHOCTH COBPEMEHHOTO COYeTaHHsl IJI00adbHOTO, HAIMOHAIBHOTO U
PErHMOHANBHOTO, CIENU(PUKY COLIMOKYIBTYPHOTO Pa3BUTHS OOIIECTBA;

- CIOCOOHOCTBIO K MHHOBAIIMOHHOM JI€ATEIbHOCTH B COLIMAIBHOM cdepe;

- CIOCOOHOCTBIO pelaTh MpoOJieMbl KJIMEHTa IyTeM IPUBJICUYEHUS COOTBETCTBYIOIIMX
CHELHATNCTOB, MOOMIM3AIMM COOCTBEHHBIX CHJI, (U3UYECKUX, MCUXMYECKHMX M COLMAIBHBIX
pECypCcoB KIIMEHTA ;

- CIIOCOOHOCTBIO  HCMOJIb30BAaTh OCHOBBI  IPABOBBIX 3HAHMHA B Pa3IMYHBIX cdepax
KUBHEACATCIIBHOCTH,

3. TPEBOBAHHUE K PE3YJIbTATAM OCBOEHUSA JUCHUIIJINHbI

C yderom ocobOeHHOCTH Oyaymer npohecCHOHATBPHOM EATeTbHOCTH TPEICTaBISCTCS
BO3MOXXHBIM BBIPa0OTaTh y CTyJ€HTa MPEICTaBICHHS O COBPEMEHHOW OpPraHU3allii U TEXHOJIOTUU
JIOKYMEHTAIlMOHHOTO o0ecnieueHuns ynpasieHus. HayuyuTh CTyZ€HTOB aHaIM3upOBaTh HOPMAaTUBHO-
METOJIMYECKYI0O OCHOBY  JIETIOTIPOM3BOJICTBA, 3a1auu U QyHkuu ciayx6 1OV, nndpopmannoHHo-
CIIPABOYHYIO CHUCTEMY IO JOKYMEHTaM YUpeXJIECHUN COLMATIbHBIX CIYX,0, OpraHU3aluio TEKYLIEro
XpaHEHUsl JOKYMEHTOB, OJIMOTOBKY IOKYMEHTOB K Ilepe/iade Ha BeJJOMCTBEHHOE XpaHEHHE.

B pesynbrare wusydenwe Oa3zoBod wacth mmkia (mpodeccrmonampHbii  pazmen OOIN)
JAUCHUIIIMH CTYACHT OOJIKCH:

- 3Hamb — OCHOBHBIC IMPUHIUIIBI OpTraHU3aln ACJIOIMMPOU3BOACTBA U ,Z[OKyMGHTOO60pOTa B



JESITEIIbHOCTH COIMAIIBHBIX CITYXO;

- yMemb — UCIOJIB30BaTh U COCTaBJISATh HOPMAaTUBHbIE JOKYMEHTBI, OTHOCALIMECS K OyayIiei
po(hecCHOHANTLHOM e TEIbHOCTH,

-- g1adems — HaBbIKaMH JI€JIOBBIX KOMMYHHKAIUH, HABbIKAMU PaOOTHI C MPABOBBIMU aKTaMU

CryneHT AomkeH 001a1ath IpodeCcCHOHATBHBIMUA KOMIIETCHIIHSIMH:

- CIIOCOOHOCTBIO K OpraHU3allMOHHO-YIPaBICHUECKOH paboTe B MOJpa3iesieHUsX
OpraHu3aIHii, peaTn3yIOIMX MEePhl COIMaIbHON 3aimuThl rpakaan (ITK-8);

CIOCOOHOCTBIO K  BEIEHHUI0O  HEOOXOAMMOM  JIOKYyMEHTAalMh W  OpraHu3aliH
JOKYMEHTOO00O0pOTa B MOJAPA3/CIICHUSX OpraHU3aIfil, peaTu3yIIUX MEpbl COIUATBHON 3alUTHI
rpaxkaad (ITK-9)

Peanu3zanuss KOMIIETEHTHOCTHOTO TOJX0/a MPEIyCMAaTPUBACTCS IIMPOKOE HCIIOJIb30BAHUE B
00y4eHHHU aKTHBHBIX M MHTEPAKTUBHBIX (POPM NpPOBEACHHE 3aHATUH (IEJOBBIE U POJIEBBIE UTPHI,
pa30op KOHKPETHBIX CHUTYyalluid, TECTUPOBAHWE) C MeNbl0 (OPMUPOBAHUS U  Pa3BUTHUSA
po(hecCHOHANBHBIX HABBIKOB CTYICHTOB.

4. O0beM IMCUMILIMHBI (MOYJIs1) M BUABI Y4eOHOi padoThl (pa3aensiercs nmo popmam
00y4yenus)108 yaca 3 3aueTHbIe eJUHHUIIBI.

Ounas ¢popma 00yueHus

Bun yuedHoii paGoTnl Bcero CemecTtpsl 5
yacos /
324Y€THBIX

eIMHHI
AyIuTOpHBIE 3aHATHUS (BCET0) 56 56
B Tom uuce: - - - - -
Jlexrum 36 36
[Tpaktuueckue 3anstus (I13) 18 18

Cemunapsi (C)

Jlaboparopusbie padotsl (JIP)

CamocrosiTesbHasi padora (Bcero) 52 52

B toMm uucie: - - - - -

KypcoBoii npoekT (padota)

PacuetHo-Tpaduueckue padboTb

Pedepar (mpu Hammuun)

pyaue 6uovl camocmoamenvroii pabomoi

KCP 2 2

Bun npomexxyTouHo# aTTecTanuu (3a4eT, SK3aMeH)

OO61mast Tpy10eMKOCTh 4achl 108 108

3a4eTHBIE EIUHALI | 3 3

3aounas popma 00yyeHuUs

Bun yueoHoil paGoThl Bcero CemecTpsl




4acos /
3aYeTHBIX

eIMHUIY
AyIuTOpHBIE 3aHATHS (BCEro) 10 10
B tom umcie: - -
Jlexknnu 4 4
[Tpaktrueckue 3ansatus (I113) 6 6
Cemunapsl (C)
Jlaboparopusie paboTs (JIP)
CamocrosiTeJibHasi padoTa (Bcero) 94 94
B ToM uucne: - -
KypcoBoii npoekT (pabota)
PacuetHo-rpaduueckue paboThl
Pedepat (npu Hanmuuun)
pyeue 6uovl camocmoamenvroii pabomol
Konmpons 4 4
Bun npomexyTouHoil arrectanuu (3a4er, 3K3aMeH)
OO61mast TpyA0eMKOCTh 4achl 108

3a4ETHBIC €AUHULIBI | 2 2

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIsA)

B pamkax usydeHus qJaHHOM yueOHOM TUCHMIUIMHBI TpelyCMaTpUBAETCS .

YymeHue JeKyull, B KOTOPHIX ONPENENAIOTCS 0a30BbIE IONOXKEHHS TEMBI, OCBEIIAeTCs
CTETeHb pa3padOTaHHOCTH W CYHIECTBYIOIIHME TNPOOJIEMBI MX H3YYEHHUS, PACKPBIBAIOTCS
croco0bl HAYYHOTO aHalIM3a UccieayeMbix (peHomeHoB. OObeM JIEKIIMOHHOIO0 MaTepuaa -
18 gacos;

- npogedenue CeMUHAPCKUX 3AHAMUN, KOTOPble IPENNOIaraloT KOHKPETH3alUI U
YOIYONEHHYIO TPOpadOTKY JIEKIIMOHHOTO MaTephalia, aKIEHTHPOBAaHUE NPaKTUIECKOH
HANpaBJIEHHOCTH TOJIYYEHHBIX 3HAaHUI, OCBOEHHE M 3aKpEIUICHHE H3y4aeMbIX BOIIPOCOB
MOCPEACTBOM BBIIIOJIHEHHUE KaK TCOPETHYCCKUX, TaK W MPAKTHUYCCKUX Sa)IaHI/II\/'I. O0BeM
4acoB MPOBEJCHUS TEOPETHUECKOro ceMHHapa -12 Jacos;

npoeedenue  NPAKMUYECKUX  3AHAMUN  TIO  COCTaBICHHI0O W O(OPMIICHHIO
COOTBETCTBYIOILIMX BHJIOB JIOKYMEHTOB, rpaduueckoe Oo(OpMIEeHUE pa3IUYHbIX BHUJOB
CITy’K€OHBIX JOKYMEHTOB. OObeM NMpaKTHUECKUX 3aHATHI — 64acos.

npoeéedenue KOHMPOILHOU padompl TO TPOBEPKE W 3aKPEIUICHHIO IOJYYEHHBIX Ha
JEeKIMSIX U ceMuHapax 3HaHWid. [Iporpammoii mpeaycMOTpeHO o/Ha KOHTpOJbHas padora,
KOTOpasi COCTOMT M3 TPeX BAPHAHTOB MO 3 TEOPETHUECKUX BOIPOCA M BBIIOJIHEHUS JBYX
MPaKTUYECKUX 3a7aHuii, o0beMoM 2 yaca.

camocmoamenvHvle padomsvl CMYOeHmMOE TO3BOJSAIOT pa3BUTh oOUIeydeOHbIE U
obmienpogeccuoHanbHble YMEHUSI U HaBbIKM. DOpMBI OpraHu3allud CaMOCTOSTEIbHOU
paboThl CTYAEHTOB BKJIIOYAET: pabOTy € HOPMATHUBHO- IPABOBBIMU JOKYMEHTAMH IO



ACJIOMPOU3BOACTBY, C HAYYHO — MCTOAUYCCKHMU CTATbAMH; HOATOTOBKAa K CCMHHApPAM,
BBINTOJIHEHUE TPAKTUYECKUX JOMAIIHUX M WHAWBUAYAIBHBIX 3amaHuid. CaMOCTOSATEIbHOM
paboTe CTyIeHTOB Mporpammoii oreeeHo 34 yaca.

5.1.COAEPXKXEHMUE PA3JIEJIOB U TEM JUCIIUITJINHbI

[TporpamMma y4eOHOIl JAMCHMIUIMHBI (MOAYJIs) BKIOYaeT 6 pasnenoB U 14 TeM, npakTuyeckue
3aJjaHusd 110 O(OPMIICHHMIO YIPABIEHYECKUX JOKYMEHTOB, 00pa3libl TECTOB IO IPOBEPKE 3HAHUHI
(TeopeTHueCcKOil YacTH), TEMbl CEMHHAPCKUX 3aHSATHH M BOIIPOCHI K HUM.

PA3AEJI |. AEJIOITPOU3BOACTBO: OCHOBHBIE TOHATHA.
[Ipeamer - nenonpousBoxacTsa. [lonstue nenonpoussoacrea. Jlokymentupoanue. Opranusanus
pabotel ¢ moxymentamu. [lonstue ciyxOber JIOY. Jlokyment. [lonstue moxymeHnra. DyHKIHS
nokymeHTa. [loHsTHe HOPMAaTUBHO — METOJIMYECKOM OCHOBBI JJOKYMEHTA.

PA3JEJI Il. UICTOPUSA PABBUTHUSA T'OCYJAPCTBEHHbBIX OPI'TAHOB BJIACTHU U
JAEJONNPOU3BOACTBA

Temal. Bo3HUKHOBeHHEe M pa3BUTHE OTEYECTBEHHOIO [1eJIONPOU3BOJACTBA. M POCCUIICKHE
TeXHOJIOTHH [1eJIONPOU3BOACTBA

[Ipukasznoe  (crosbroBoe)  memompomsBoiacTBo  (XVI  —  XVIIBB.),  Komiexckoe
nenonpousoacTBo (XVIII B.), MunucTepckoe 1€10mponu3BoJICTBO
( XIX - XX BB.), 1€70MPOU3BOACTBO B yupexaeHusx Poccun. KynpTypa Hamucanusi JOKyMEHTOB

OcHOBHBIE 3Tanbl pa3BUTHS padOTHI JOKyMeHTOB B Poccun. [lpuunnsr pedopmsl ['ocanmapara
Hauana XVIII cronerus, nporpeccuBHbie (HOpPMBI pa3BUTHUS J1EIONMPOU3BOACTBAa Poccuu B mepuon
XVII-XIX BB. u pabora COBETCKOr0 MPaBHUTENBCTBA IS CO3JAHHS HOBOTO CTHJISL PaOOTHI C
nokymeHtamMmu B ['ocammapare. Haywnas opranmzamus Tpyzna.  OOmerocyaapcTBeHHas
aBTOMATHU3UpPOBaHHAs cuctema cbopa W 00pabOTKM MH(pOpPMalMK, aBTOMAaTHU3UPOBAaHHAS CHCTEM
ynpasnenus (OI'AC, ACY).

PA3JEJI I1l. COBPEMEHHOE 'OCYJAAPCTBEHHOE PEI'YJIUPOBAHUE
JAEJIOITPOU3BOJACTBA
Tema 2. HopMaTHBHO — MeTOIMYECKOE PeryJHpOBaHne /1eJ0NpPOU3BOACTBA.
YHUPUIUPOBaHHBIE CUCTEMBI IOKyMeHTaluuu. Tabens YHUPUIHUPOBaHHBIX JOKYMEeHTOB. Equnas
rocynapctBeHHass — cucrema  jenomnpousBojctBa.  (EI'CH). TocynmapctBennast — cucrtema
JIOKYMEHTAIMOHHOTo obecrieueHus: ynpasiaeHus. OcHoBHble mnojoxkeHus. OOmue TpeOoBaHUA K
JIOKYMEHTaM U CIIy»K0aM JOKYMEHTAIMOHHOTO 00ECTICUECHHSI.

Tema 3. 3akoHoaaTe/IbHOE PeryJIHpPOBaHUE JAeJONMPON3BOICTBA.

I'ocynapctBennsiii ctangapt PO P.6.30-2003. YauduuupoBaHHas cucreMa OpraHM3allMOHHO-

pactopsSIIUTENILHON  TOKyMeHTanuu. TpeboBaHus K OQOPMIICHHIO JOKYMEHTOB. THIOBas
MHCTPYKIHUS TIO JEJIONPOU3BOJICTBY B (peiepabHBIX OpraHax MCHOJHUTENbHON BiIacTu. 3akoH PO
«O wmnbopmaruu, napopmaTuzanuu u 3amute nHGopmanuu. 3akoH PO « O s3pikax HapomoB
Poccuiickoit denepanum».
Vka3 Ilpesuaenta «O rocymapctBeHHOM repoe». 3akoH PO «O rocymapcTBeHHOU TaifHe», 3aKOH
P® « O6 apxuBHoM ¢Qonzne PP u apxuBax». ['paxnanckuii Konmexc P® — HOpmBI mpaBa u
MOJIOKEHUS O JOKYMEHTaM cdepbl IpaxaaHckux mnpaBooTHomeHuid. Tpynosoit Kogexc PO —
HOPMBI IIpaBa M TOJOXEHHUS MO JOKYMEHTaM c(epbl TPYAOBBIX MPABOOTHOIIEHHWHA. YTOJIOBHBIN
Konekc P® — HOpMmBI mNpaBa YroJOBHOM OTBETCTBEHHOCTHM 3a HEMPaBOMEPHBIE IEHCTBHUS C
JOKYMEHTaMH 1 nH(popMalue.

PA3JIEJI IV. ITOKYMEHTUPOBAHUE YIIPABJIEHUECKOM JIEATEJABHOCTH
COIMAJIBHBIX CJIY/XKb



Tema 4.0¢opmiieHne ynpasjieHYeCKHX JOKYMEHTOB

CoctaB M cxeMmMa pacHolOXKEHUs  PEKBU3UTOB JOKyMEHTOB. OdopMieHne peKBU3HMTOB.
IOpunuyeckn 3HAYMMbBIE PEKBU3HUTHI JOKyMeHTa. TpeOoBaHUS K OQOPMIICHHIO pPEKBH3HTOB,
pasMelaeMbIX Ha I0JI€ YIJIOBOro Itamna JokyMmeHTa. TpeOoBaHMs K 0(OPMIIEHHIO PEKBU3HTOB,
pa3MeIlaeMbIX ~ IpPOJOJBHO Ha paboueM Ioje JOKyMeHTa. ITpeOoBaHus K odopMiIeHHIO
PEKBU3UTOB, Pa3MEIIAEMBIX HA CIIY>)KEOHOM I10JI€ TOKYMEHTAa,

Tema 5. TpeboBanue k 0popMIEHHIO U BU/IbI CIYKeOHBIX 0JIAHKOB

[TonsiTne w BUABl ONAHKOB JOKYMEHTOB. TpeOoBaHuMe K OQOpPMIICHHIO OJIAHKOB B paMKax
I'OCTa P.6,30-2003. TpeboBaHue K HM3rOTOBJICHHIO, YUYETy M XPAaHCHHIO TepOOBBIX  OJIAHKOB.
IOpuanueckoe 3HaueHUE 3JEKTPOHHOTO JOKYMEHTA. 3aBEPEHUE KOIMUN JOKYMEHTA.

Tema 6.0c00eHHOCTH SI3BIKA M CTHJISL CJIYKeOHBIX IOKYMEHTOB

OcHOBHBIE OCOOEHHOCTH JI€I0OBOrO sA3bIKa JOKyMeHTa. OO0mue HOpMbI O0(OpPMIIEHHUS MEYaTHOTO
tekcta. Hymepanus crpanun. CnocoObl HanmucaHusi Aar B JokyMeHTaxX. CoOKpalleHHe CIIOB U
cioBocoueTaHuid B Tekcre. Oc¢opmieHne B JOKYMEHTax 4YHced, (U3MUECKUX BEJIMYHUH,
mMareMaTHueckux (opmyn, tadmun u cxem. OdopmiieHHEe TEKCTOB JOKYMEHTOB B AaHKETHOW W
TpadapeTHoil (opme, Ha3BaHHE JIOKYMEHTOB OpPraHoB BiacTH. KOHTPOJb U KaueCcTBO MOJATrOTOBKU
JIOKYMEHTOB.

Tema 7.0co0eHHOCTH NOATOTOBKH M 0GoOpMJIeHUSI OTAeIbHBIX BHM/I0B /IOKYMEHTOB B
JAeATEJBbHOCTH COLHATBHBIX CIIYXKO.

OpranuzalvoHHO- pacHopsAUTEIbHBIE JTOKYMEHTBI: OCHOBHBIE BH/Aa M IIpaBHJIa COCTABJICHHUS.
JIOJDKHOCTHBIE  pEerylaMeHThl  CIIELUATUCTOB — OKCHEPTOB OTAEJIOB COLMAIBHBIX  CIIYXKO.
JI0JKHOCTHBIE MHCTPYKIUU CIIELUATNCTOB COLUANbHBIX Cayk0. [lepeueHb JOKYMEHTOB ¢ TpupoM
YTBEPKACHUS. DTanbl MOATOTOBKM PaCHOPSAUTEIBHBIX JOKYMEHTOB IO OCHOBHOM IESTEIBHOCTH,
NH(popMallnOHHO — CHpaBOYHbIE JOKYMEHTBI: BHIBI M IMpaBwia O(OPMIIEHUS JIOKYMEHTOB
COLIMANIBHBIX CITYXO.

Tema 8. Odopmiaenue JOKYMEHTOB, CO31aBaeMbIX (peaepajbHbLIMH U PErHOHAILHBIMH
OpPraHaMu HCIOJIHUTEIbHOM BJIACTH, OPraHU3ALUAMU U YUPeKICHUSIMU COLUATBHBIX CJIYKO
[Tpuka3 u apyrue BUbI paCHOPSAUTENbHONW JOKYMEHTAIMH, PerilaMeHTupyemble TunoBoi

MHCTPYKIMEN MO JAeTONPOU3BOACTBY B (peiepabHbIX OpraHaxX MCIOJHUTEIBHOMN BIACTU: TIOHATHE,
Pa3sHOBUHOCTH, Ha3HAUEHHE. A IMUHUCTPATUBHBIN periaMeHT
IIPEIOCTaBIIEHUS TOCYJapCTBEHHOM ycinyr "Ha3HaueHue u nmperocTaBieHue
€)XKEMECSIUHON JICHEeXKHOH BBIIUIAThl HEpaObOTaIOIUM IeHCHOoHepaM B MpkyTckoit obnactu”
AJMUHUCTPATUBHBIN perjJaMeHT MpeaocTaBlIeHus rocynapctBeHHon yeayru "[IpenocraBnenue
€KEMECSIUHOM JICHEeXKHOM BBITUIATHI OTJCIIBHBIM KaTeropusiM rpaxaad B Mpkyrckoit oomactu”
OTanbl MOATOTOBKH PacHOPSAUTENbHBIX J0KyMeHTOB. [lonroroBka u oopmieHne T0KyMEHTOB IO
Ha3HAUYEHUIO U MIPEJOCTABICHUIO COIIMAIBHBIX MEP HEKOTOPHIM KaTErOpUsM IPaXIaH.
Odopmienne pemieHns, pacropsKeHUs, TOCTAaHOBIIEHUS O MPEIOCTABICHUS COLIMATIBHBIX MEp
OpraHaMH COLIMAJIbHBIX CIIYKO.

PA3JEJ V. TEXHOJIOTUS PABOTbI C JOKYMEHTAMHU COLNUAJIBHBIX CJIYKbB
Tema 9 Opranuszanms cJyK0blI 1eJ10NMPOU3BOACTBA B CHCTEMe COUMAJIBHBIX CJIY:K0

O6mue tpeboBanusa. OpraHuzaioHHble ¢GopMbl paboOThl € JOKYMEHTaMH. THIOBbBIE
OpraHU3allMOHHBIE  CTPYKTYpPBl ~ CIYXObl  JEJONPOM3BOACTBA  COIMAIBHBIX  CIYXO..
AJMUHUCTPAaTUBHBIE PETJIAMEHTHl PA0OTHI COIMANBHBIX CIYyX0 3amauv U (QYHKIHUU CIIYKOBI
JenonpousBojicTBa. HopMaTuBHas periiaMeHTanusi ciaykObl JEJIONpPOU3BOACTBA B COIMAIBHBIX
CiTyx0ax.
Tema 10. Opranuzanus 10KyMeHT0000pOTa
[Tpobnema coBepiIeHCTBOBaHUS JOKyMeHTOoOOO0poTa. [loHsTHE

« JIOKYMEHTO00OpOT» €ro pa3BUTHE W HOPMAaTHUBHO — MeTOAWYecKas periameHnrtarus. OCHOBHBbIC



MpaBUJia OpPTaHU3ANK JOKYMEHTO00OpoTa B yupexaeHuu. [Ipuem, oOpaboTka U pacmpe/eneHue
MOCTYMAIONIMX JOKYMEHTOB. [lopsoK HampaBieHHs Ha HCIOJHEHHE W PAaOOTHI MCIOTHHUTENS C
nokymeHTamu. [IpaBuia 00pabOTKH UCXOISAIINX JOKYMEHTOB.

Tema 11. Perncrpanus 10KyMEeHTOB H KOHTPOJIb X HCIIOJIHEHHS

3HayeHue M 3a/aud perucTpanuu AOKyMeHTOB. OOIiue npaBuiia PEerucTpaluu JOKYMEHTOB.
Dopmsbl perucrpauuu JIOKYMEHTOB. ®opMmsbl KOHTPOJIA. CpokoBast KapTOTeKa.
ABTOMaTU3UPOBAHHBIE CUCTEMBI PETUCTPALIUN U KOHTPOJII MCIIOJIHEHHS TOKYMEHTOB.

Tema 12. Opranu3anusi TeKylero XpaHeHusi TOKYMeHTOB U MOJATOTOBKA JieJl K apXHBHOMY
XpPaHeHHUI0

Homenknarypa aen. @opmupoBanue neia. XpaHeHHE Jied. DKCIepTHU3a LEHHOCTH JOKYMEHTA.
Odopmiienne nen. CocraBnenue omnucu aen. [lopsnok mnepemayu gen B apXuB. XpaHEHHE
JIOKYMEHTOB B 2JIEKTPOHHOH (opme.

PA3JEJI VI. PABOTA C JOKYMEHTAMU COAEPKXAILIUE UHOOPMALIUIO
KOHOUJEHIHAJIBHOI'O XAPAKTEPA

Tema 13 O0mme npaBujia padoThbl ¢ 00palleHUSIMH TPAKIAH

OOmiee TOHSATHE EIOMPOM3BOJACTBA MO OOpameHneM rpaxaaH. HopmaTuBHBIE aKTHI,
periaMeHTupyroume padboty ¢ obOpameHusmMu rpaxiad. [lonoxenue o0 otnene mo pabore ¢
NUChbMaMHU TPaKAaH. Buabl MUChbMEHHBIX oOpamieHuil rpaxaad. CpoKH HCIOJHEHUs OOparieHui
rpaxjad. Kontpoins u ucnonnenue. @opmsl peructpanuii oopaiieHui rpaxian

Tema 14. OcobeHHocTH PadOTHI ¢ JOKYMEHTAMHU, coAepKaIUX HHGOPMALNIO, OTHOCALLYIOCS
K NMePCOHAJLHBIM JIAHHBIM.
ITonsarue I/IH(i)OpMaHI/II/I, OTHOCS[HICfIC?I K IIEPCOHATIbHBIM JaHHBIM. HOpMaTI/IBHI)Ie aKThI,

PEryjInpyromue BOIIpoChl pa6OTLI C KOH(I)I/II[CHI_[I/IEUIBHHMI/I AOKYMCHTaMH. Tpe6OBaHI/I$I U IOpSAAOK
perucTtpanuv, KOHTPOJISL UCIIOJIHCHU A, XPAaHCHHUA U YUCTa KOH(i)I/II[eHI_II/IaJ'IBHBIX JOKYMCHTOB.

ITonsTHe NEPCOHAIBHBIC JTAHHBIC

5.2. Conep:kaHue pa3iejoB JUCHUILIHHbBI

Neo Pa3nes yueOHoit Cem | Hep Buabl yueOHOM qeATEJIbLHOCTH, ®opma
i AUCHUILINHBI ecTp | east BKJIIOYAsl CAMOCTOSATEJIbHYI0 TeKyl1ero
ceme padoTy CTyIeHTOB B KOHTPOJIA
cTpa TPYA0EMKOCTH (B 4acax) ycneBaeMocTH. (1
0 HeJeJsIM
cemecTpa)
®opma
MPOMEKYTOYHOM
arrecrauuu (mo
ceMecTpam)
Jlek- | Cemunap CPC | KCP
mus (uac) (uac) | (gac)
(1ac)
1 2 3 4 5 6 7 8 9
1 Pazneal. 5 1 6 2 6 Br16opounsrit
JenonpousBoacTBo: OIIPOC IO
OCHOBHBIC ITOHATHUS MarcpuajiamMm
MpeabIAYyIIEH




JIEKIHH.

Texymmun
KOHTPOJIb-
nposepka CPC
TectupoBanue
Pa3nen 2. Vcropus 2 2 OnepaTuBHBIM
pa3sBUTUA KOHTPOJIb — OIIPOC
ToCyAapCTBCHHBIX CTYIECHTOB.
OpraHoB BIACTH U Jluckycens,
ACTONPOU3BOACTBA KOPOTKHE Oece ibl
Paspgen 3 10 Bre160opouHbIi
3.CoBpeMeHHOE OIIpoC 1o
roCyapCTBEHHOE MaTepuagam
peryaupoBaHue MpeabIAYIIEH
JEJIONPOU3BOCTBA JIEKLUU.
Texymmun
KOHTPOJIb-
nposepka CPC
Juckyccus.
Pa3nen 4. 4-6 12 Br16opounblit
HoxymeHTupoBanue OIpocC Mo
YIIPABJICHYECKON MaTepuaiam
NEeATEIILHOCTBIO npeasIyIeit
COLIMATIBHBIX CITYKO JIEKIIHL.
KonTponbhas
pabota B BUzE
TECTUPOBAHUS.
Texymun
KOHTPOJIb-
nposepka CPC
IIposepka
rpaduyecku
0 OpMIIEHHBIX
MMCbMEHHBIX
pabot
Pa3nen 5.TexHonorus 7- 12 Br16opounslit
paboThl € 10 OIIpOC 110
AOKyMCHTaAMH MartepHaiaM
COIMATBHBIX CITYXKO npeasLIyIeit
JIEKLUH.
Texymun
KOHTPOJIb-
nposepka CPC
IIpoBepka
rpadudecku
0(OpMITEHHBIX
MMCBbMEHHBIX
pabot
Pa3nen 6. Pabora c 11 - 10 Br16opounsrit
JTOKYMEHTaMH, 16 OIIpoC 110
CoJepKAIMMU MaTepuagam
nHpopMaluIo,

NpeabIAYyIIEH




KOH(DUICHITNATHHOTO
XapakTepa

JIEKLUH.
Texymmun
KOHTPOJIb-
nposepka CPC
[IpoBepka
rpadudecku

0 OpMIIEHHBIX
MUCEMEHHBIX
pabor

WToroselii 3aueT

17

KoHntpossHOE
TECTUPOBAHUE 110
MPONJEHHBIM
TEeMaM,
BBITIOJIHCHHUE
MUCHbMEHHOU
IIPAaKTHUYECKON
paboTHI.

BCEI'O

171

36/4

18/6

52/94

5.3 Pa3lle.1'lbl AUCHUIIVIMHBI U MEKAUCHUIVIMHAPHBIC CBA3H C o0ecnneuuBaeMbIMU

(mocyaeyrOIUMH) TUCHUUIIJIMHAMU

Ne | HanmenoBauue No Ne pazyenoB u TeM JTaHHOW JUCIUTUIMHBI, HEOOXOAMMBIX IS

n/m | obecre- M3Y4EHHUs 00eCredyrBaeMbIX (ITOCIETYIOMNX ) TUCITUIUINH
YHBaeMBIX (BOHCHIBaIOTCA Pa3pabOTUUKOM)
(mocneayro-1mmx)
MUCLUILINH

1. | Onbir Pasgen3 | Temsr | Pasgend | Tembr | Pasnen6

OpraHusaliHoOHHO — Ne2.3 N4, 7.8 Nel3,14
aHMHHHCTpaTHBHOﬁ
padoThI B cUcTEMe
COLMAIBHBIX CIIYXK0
(51.B.06)

2. | Opranusanus Pasnen3 | Temnl | Pasnend | Temsr | Pasnen6
padoThI
PeadMINTANMOHHBIX No2.3 Neq,7.8 Nel3,14
uentpos (B5.B.18)

3. | Opranuzanuonnoe | Pasnen3 | Temsul | Paznend | Temsl | Pazgen6 Pasznenb
o0ecmeyeHne
CONMATBLHOI Ne2,3 Ne4,7.8 Nel3,14 | TemuiNe

aoorsl (1.0.18

P ) 9,10.12

5.3. Pa3nesibl 1 TeMbl JUCUMILIMH (MO1YJIei ) BUABI 3AHATHH

Ne

Haumenosan
ue paszjena

HaumenoBanue
TCMBI

Bunel 3agsaTiii B yacax

Jlex | Mpakr.| Cemun | KCP | CPC | Bcero




OpraHU3aLsIMHU U
YUPEKACHUSIMU

/1 VM. 3aH.
1 2 3 4 5 8 9
1. | Pazgeal. JenonpousBoacTBo:

Aesonpousson OCHOBHBIC MMOHATHUA 6 0 6 13
CTBO:
OCHOBHBIC
MMOHATUSA
2. | Pazgea 2. Temal.
HCTOpI/Iﬂ Bo3nukHoBeHUE 1
Pa3BUTHSA pasBUTHC
rocynapcTBen | OTCUCCTBEHHOIO
BIX OPraHOB z[enonlvaomBoz[cma " 6 2 9
poccuiickue
BIIaCTH 1 TEXHOJIOTHH
ACTOUPOU3BON | nenomponsBoacTBa
CTBa
3. | Pasnen Tema 2. HopmatuBHO
3.CoBpeMeHH | — METOIMYECKOEe
oe peryiIrpoBaHue
rOCY/IapCTBEH JIETTONTPOU3BOJICTBA.
Tema 3
HOE 6 10 17
3aKoHOIaTEeIbHOE
peryjinpoBan
peryIrpoBaHue
ne JETONPOU3BOIACTBA
JACJIOIIPOU3BO
JICTBa
4 Paznen 4. Tema 4.0dopmienne
,Z[OKYMeHTI/IpOB YIpaBJICHUYCCKUX
aHue JIOKYMEHTOB
YIIPaBJICHYECK
on Tema 5.TpeboBaHue k 2
NESITEIILHOCTD OQOPMIIEHHIO U BH/IBI
O COIIMAIBHBIX | CTYXEOHBIX ONaHKOB 1
CITyK0
Tema 6.0cobeHHOCTH
SI3BIKA u CTHIIS
CITyKeOHBIX 1
JIOKyMEHTOB
12 24
Tema 7.0cobeHHOCTH
IIOATOTOBKHU u
ohOopMIICHHS 1
OTACIIbHBIX BHUI0B
JIOKyMEHTOB B
JIeSITeIbHOCTH
COLIUATIBHBIX CITYKO.
Tema 8. Odopmienue
JIOKYMEHTOB,
CO3/1aBaEMBIX
(benepaabHBIMU U 1
PETNOHAJIBHBIMUA
opraHamu
HCTIOTHUTENBHOMN
BJIACTH,




COLUATIBHBIX CITYKO
5 Pasnen Tema 9 Opranmzanus 1
5.TexHomnorust | CILy*Obl
paGOThI ¢ JICTIONPOU3BOJICTBA B
JIOKyMeHTaMH CHCTEME COLIMAIILHBIX
CIryK0
COIIMAJIbHBIX
CHy)K6 Tema 10.Opranuzanus 2
JOKYMEHT0000poTa
Tema 11.Perucrpauus 2
JIOKyMEHTOB U 6
KOHTPOJITb HX 12 24
HCIIOIHEHUS
Tema 12.0pranuzauus
TEKYIIETO  XPaHEHHs 1
JIOKYMEHTOB u
MIOArOTOBKA nen K
ApXUBHOMY XPaHEHHIO
3] Pa3neu 6. Tema 13 O61mue
Pa6ora ¢ npaBuiia  paboTel €
JIOKYMEHTaMH, oOpaIeHnsIMH
conepxkamue | 'PPKAAH
UH(MOPMAIIHIO
(opmanio, Tema 14. OcobennocTu
KOH(YICHIIHAIT 4
pa6OTI)I C 3 2 10 21
BHOT'0 JIOKyMEHTaMH, 2
XapaKkTepa COJIEpIKAIIUX
nHpopmanuio,
OTHOCSIILYIOCS K
MePCOHATBHBIM
JIAHHBIM.
7 HToroBnIit 36 18 2 52 108
3ader

6. IlepeyeHb CeMUHAPCKHUX, MPAKTHYECKUX 3AHATHI U J1a00PaTOPHBIX padoT

Ne Ne HaumeHoBaHMe CEeMHUHAPOB, Tpy | Ouenounsie | dopmupyem
n/n | pasgena u NPAaKTUYECKUX M JTa00PaTOPHBIX noe cpe/cTBa bIe
TEMBI pabot MKO KOMIICTEHIH
JMCIIUATUTN CTh u
HBI (uac
(Mozyms) bl)
1 2 3 4 5 6
1. | Pasnen2 | Bo3sHHUKHOBEHHE M Pa3BUTHE 24. | Omeparuubiiiu | OBnazets
OTEYECTBEHHOT'O JCIOMPOU3BOACTBO TeKyumii SHAHITIMH B
U POCCUUCKHE TEXHOJIOTUH KOHIPOIb [0 obxacti
3aJaHHBIM HUCTOPUHN
ACJIONPOU3BOACTBA BOIIPOCAM LIS OTEYECTBEHHOTO
CO6eCCHOBaHI/I}I JICJTIOIIPOU3BOIC




C HAauUUCIICHWEM | TBa
CYMMBI 0aJUIOB
orl go5
Pa3nen 3 | Tema 2.HopmMaTuBHO — METOTMYECKOE 24, OneparusHslii 1 | OBiagets
perynupoBaHue IEIONPOU3BOACTBA. TEKyIInH SHaHWAMH
Tema 3 3aK0HOAATENBHOE KOHTPOJIb 110 HOPMaTHBHBIX
peryaupoBaHue AeJI0NPOU3BOICTBA 3aJaHHBIM AOKYMEHTOB
BOTIPOCAM IS ,pETIIaMEHTHDPY
cobecenoBanHus | IomUX paboty ¢
C HAQUUCIICHUEM | JOKYMEHTaMH
CYMMBI 0aJUIOB | COIMANBHBIX
or 1 105 CIIy)0
Pasznen 4 Tema 4.0opmieHne ynpaBIeHUECKHX 8y, OmnepatuBHblii U | OBnageTh
JOKyMEHTOB (4 TeKYIINH 3HAHMSAMH U
CEM. KOHTPOJIb 110 HaBBIKAMH
3aJ]aHHBIM odopmiteHHs
Tema 5.TpeGoBanue k ohpopmiermio 1 Busl | 41 8 Gop
npaxT | BOIpOCaM i CITy>KeOHBIX
CITy)KeOHBIX OJIAHKOB
HKa) cobeceJoBaHUS | TOKYMEHTOB
C HAQUUCIICHUEM | ,pacIlOI0KEHHE
Tema 6.0coOCHHOCTH sI3BIKA H  CTHIIA
CYMMBI 0ajUIOB | PEKBHU3HUTOB.
CITy’KeOHBIX JOKYMEHTOB
or 1 mo5 [IpaBuna
Brmonaenne odopmireHHs
Tema  7.0CO0€HHOCTH  IOATOTOBKH W bop
MIPAaKTHYECKUX JIOKYMEHTOB
odopmiteHns OTAEIBHBIX BHJIOB
pabot u COIMANTbHBIX
JOKYMEHTOB B JIESTEIHHOCTH COIHAJIBHBIX .
3alaHui CIyX0 ux
CITy k0.
OCHOBHBIE
0COOEHHOCTH U
Tema 8. OdopmiicHHE TOKYMEHTOB,
3Ha4YeHUe
co3/1aBaeMbIX (pesiepabHBIMU 1
pErHOHAJIBHBIMU OpraHaMH
UCTIOJTHUTENIFHOH BIIACTH, OPTaHU3aLUSAMHU 1
YUPEKICHUSIMH COLHATBHBIX CITyKO
Paznen 5 Tema 9 Opranuzanus ciyxO0bl 4u. OneparusHblii 1 | OBnaneTs
JIeTIONIPON3BOJICTBA B CUCTEME COIMANBHBIX | (24 TeKYIINH 3HAHMUSAMH
ciryk0 CeM. KOHTPOJIb 110 HaBbIKAMHU
2y. 3a/1aHHBIM TEXHOJIOTUI
ema 10.Opranuzamust JOKyMeHTo000poTa | IPakT | BOHpocam Uit BEICHUS
T 10.0 0
I/IKa) cobeceloBaHUS | JTOKyMEHTOOOOp
Tema 11.Perucrpauus JOKyMEHTOB U C HAUMCJEHUEM | aTa B
KOHTPOJIb UX UCIIOJTHEHUS CYMMBI 0aJUIOB | COL[MANIbHBIX
orl mo5 ciyx0ax,
Tema 12.0pranuszanys TEKyIIEro XpaHEHHS Brinonnenue paBuiIa
OKYMEHTOB M  IOJTOTOBKa en K npueMe, ydeTa u
FOKY A A NIPaKTUYECKUX p Y1
ApXUBHOMY XPaHEHHIO XpaHeHHs
pabor u JIOKyMEHTOB,
. 3aKOHYEHHBIX
3aJlaHuH
JIEJIONPOU3BOAC
TBOM
Pasaen 6 Tema 13 OOmme mpaBwia paboTel ¢ | Dy, OmneparuBHelii U | OBnazeTh
oOpalieHusIMH rpaskaaH TeKYIINH 3HAHMUSAMHU
KOHTPOJIb 110 OCHOBHBIX
Tema 14. OcobeHHOCTH PaOOTHI C 3aJJaHHBIM MIPUHITUIIOB
JOKYMEHTaMH, COJepKaIIiX HH(popMaImro, BOIIpOCAM ISt HCTIONb30BaHUE
OTHOCSIITYIOCS K IEPCOHAIBHBIM JaHHBIM. cobeceoBaHusl | KOHOUACHIINATH
C HAYUCJICHUEM | HOHM

CYMMBI 0aJIJIOB
orl no5

nHPOPMALIUH H
HaBBIKAMH €€
IIPUMEHEHHMS
npu pabore ¢
JIOKYMEHTaMH B




COLMATBHBIX
ciyx0ax

6.1 TEMbI CEMUHAPCKHX 3AHSATHN U BOITPOC JIJISI OBCYKJIEHUS

Paznen 2 Bo3HUKHOBEHHeE M Pa3BUTHE 0Te4eCTBEHHOT'0 1eJ10MPOU3BOJACTBO U poccHiicKue
TeXHOJIOTHH J1eJ10IPOU3BO/ICTBA
ey 3aHATHA — 3aKPEIUICHUE W3YYEHHOT'O MaTepHaja UCTOPHH Pa3BUTHS OTEYECTBEHHOTO
JIeJIONPOU3BOCTBA U TOCYJapPCTBEHHBIX CTPYKTYP BJIACTH.
Bonpocs! 1i1s1 00cyxaeHust
1.OxapakTepu30BaTh OCHOBHBIE TAIbI pa3BUTHs pabOThI JOKYMEHTOB B Poccun.
2.Kakue xapakTepHble 4YepThl Pa3BUTHS MPUKAZHOTO JEIONPOM3BOJICTBA M O(OPMIICHUS
JIOKYMEHTOB cyIllecTBOBajO B Poccun?
3.Uro sBnsercs mpuunHoOil pedopMm rocammapara 1717-1720 rr., 3HaueHHe TeHEPaTHLHOTO
4.Pernamenta I'ocynapctBenHoit Komermn 1720 roma s pa3Butus paboThl C
JIOKyMEHTaMu?
5.Ilouemy KOJUIEKCKOE AEIONPOU3BOACTBO CUMTANIOCH IPOIPECCUBHBIM IO OTHOIIEHHUIO K
NPUKAa3HOMY?
6.Korga u nouemy BO3HMKJIO HMCHOJHUTENIBCKOE IEIONPOU3BOACTBO U KaKHe IPUEMBbI €ro
BeneHus B MunancrepcrBax Poccun B XVIII.-XIX B?
7. Kakue Mepbl Obutu npeanpuHsaTbl COBETCKUM NPABUTENBCTBOM I CO3/IaHUSI HOBOTO
cTHIIS pabOTHI C JOKYMEHTaMH B TOCYIaPCTBEHHOM armapare yIpaBIeHUs ?
Pexomenayemas aureparypa:

1. TTmouko A.B. JlokyMmMeHTannoHHOe  oOeclieyeHHWEe  yrpaBieHus:  YueO.
noco6ue/A.B.ITmonko. — M.: ®opyc,Uuppa-M,2003 -255c.
2. AnmpeeBa B.WM. Jlenonmpow3BOACTBO: OpraHu3alus W BEIACHHWE: Yued — TIPaKT.

nocobue/B.1. AuapeeBa. — 2-e uza., npepad. u gom.,- M.: KaoPyc, 2007. — 248c.
3. www.termika.ru /dou /enc /Primeri.php —DHIMKIIONE U 1ETOTPOU3BOCTBA

Pa3nesn 3 CoBpemeHHOe rocyiapcTBeHHOE peryJiMpoBaHue 1eJ10IPOU3BOICTBA
Iess - 3akpenieHre H3y4eHHOro MaTepuaia o reMam :.HopMaTHBHO — METOHYECKOE
pEeryjinpoBaHuc ,I[eJ'IOHpOHSBOI[CTBa; 3aKOHO,Z[aTeJ'IBH06 PEryjinpoBaHuc ACJIONPON3BOACTBA
Bonpocs! quis1 00cyxaeHust
1. Kakue HOpMaTHBHBIE JOKYMEHTBI, TPUMEHSIOTCS B YIPaBICHUH rOCyJIapCTBEHHBIMH
YUPEKACHUSAMH, 10 JOKYMEHTALIMOHHOM  00ECIEeUeHHIO YIPaBJIEHUsI OpraHu3alen?

2. C kakoii nenbto, papadborana EI'CJ] ?

3.Yro nmpeacrapiuseTr co00 HHCTPYKIIMHU O AETONPOU3BOICTBY U JUIsl YETO OHU HEOOXOIUMBI?

4 UYro mnpencraBnsger co0OM HHCTPYKUHS MO JOKYMEHTHPOBAHHUIO YIPABJICHYECKOU
JeSITebHOCTHIO?

5. Buspl HOpMaTUBHO-TIPABOBBIX JOKYMEHTOB, PETYIUPYIOLIMX BOIPOC JI€JIONPOU3BOJICTBA.

6. CpaBHUTeNbHAs XapaKTEPUCTHKA 3aKOHOJATEIbHBIX AKTOB IO HH(POPMAIMOHHOMY
00ecrevyeHnIo YIIpaBlIeHUsl OpraHu3ausIMu.

7. TloHATue IOPUAMYECKOTO 3HAYCHUS JIOKYMEHTA.

Pexomennyemble HOpMATHBHbBIE AKThI H JIUTEPATypAa:

1.  ®epepanbublit 3akoH oT 27.07.2006 Nel49-®03 « OO wuHpopmanuu, HHGOPMALMOHHBIX
TEXHOJOTUAX U 3aumTe nHdopmanun» (Cobpanue 3akoHonarenbcrsa PO,Ne31 31.07.2006
2.  ®epepanpHbiit 3ak0H 0T 10.01.2002 Nel-D3 « OO0 31eKTpOHHOH 1U(POBOM MOITHUCH»
3. I'paxxnanckuii Kogexc PO ( @enepanbhbiii 3akoH oT 30.11.1994 No52-03.)
4. Tpynosoii koaekc P® ( @enepanphsiii 3akoH oT 30.12.2001 Nel197-D3)
5. Yronosusiit Kogexe PO ( denepanbhbiii 3akoH oT 13.06.1996 Ne63-D3)
6. TOCT P6.30.-2003 VYuupumupoBaHHas CHUCTEMa OPraHU3ALMOHHO- PaCIOPAIUTEIHHON
nokymeHTaruu. TpeboBaHus K opOpMIICHUIO TOKYMEHTOB-M,: M37aTeNbCTBO cTaHaapToB, 2003.



7. TunoBast HHCTPYKIIHSI 1O JEIOMPOU3BOJCTBY B (peiepalIbHbIX OpPraHax HUCIOJHUTEIHHON BIIACTH
P® ot 08.11.2005 Ne 536
8. CnipaBounas mpaBoBas cucreMa « Koncynerant [1mrocy
9. Aunapeea B.W. Jlenonpon3BOACTBO: OpraHM3aius M BeneHue: Yded — mpakrt. mocooue/B.U.
AHpapeeBa. — 2-¢ u3l., npepad. u gor.,- M.: KaoPyc, 2007. — 248¢
10.KupcanoBa M.B. Jlenonpon3BoacTBO B OpraHax BJaCTU U MECTHOTO CAMOYIIPABIICHUS:
Hogeie o0sizarenpHbie mpaBwia: IIpakr. mocobue/M.B.Kupcanosa, C.II. Kooyk, FO.M.
Axcenos.- M.: Omera-JI1,2007. -239c.

Pa3znen 4 lokymMeHTHPOBaHME YIIPABJIEHYECKOM 1€ATEIbHOCTHIO CONMAJIBHBIX CJIYKO
Heab — 3akpeluieHWE HW3YYEHHOIO MaTepuana Mo TemaMm: O(opMIIeHHE YIpaBIEHYECKHX
JIOKYMEHTOB B JI€ATEIIbHOCTU COLIMATIBHBIX CIIYXKO M TpeOoBaHUE K MX 0(OPMIIEHHIO; 0COOEHHOCTH
S3bIKa M CTWJIA CIIY)KEOHBIX JIOKyMEHTOB; OCOOEHHOCTH TOATOTOBKH M O(GOPMIICHHS OTIEIbHBIX
BUJIOB JIOKYMEHTOB COLIMAIBHBIX CIIYXKO.
Bonpocs! 1i1s1 00cyx1eHust
1. Kakoii cocTaB ¥ I0cie10BaTeIbHOCTh PEKBU3UTOB, YCTAHOBJICHBI
dbopMyIsspoM — 00pazoM?
2. KakuMmu ctaHaapTaMu Cily>K€OHbIX OJJaHKOB MOJIb3YIOTCS OPraHU3alluU B
YIIPaBIEHYECKOH JIEATETHHOCTH?
3. Kakue TpeboBaHus IPEIbABISIOTCSA K 0(DOPMIICHHIO 3ar0JIOBOYHOM yacTu OJjlaHka?
4. Kakue Bubl ClTy’)K€OHBIX JOKYMEHTOB IOJJIEXKAT YTBEPKICHUIO PYKOBOJAUTENS OpraHU3aliH,
KaKHe BUbI IOKYMEHTOB 0053aTEJIbHO 3aBEPSIFOTCS [1€YaThI0?
5. TpeGoBanue k 0hopMIICHUIO HHPOPMAITMOHHO-CIIPABOYHBIX JIOKyMEHTOB
6. O0s13aTenbHbIE PEKBU3UTHI CIIYKEOHBIX JIOKYMEHTOB OpraHU3aluil
(denepanbHOro U MyHUIIUIIATBHOT'O OYMHEHMSL.
7. OCHOBHBIE OCOOCHHOCTH JIEJIOBOT'O SI3bIKa JOKYMEHTA.
8. IlpaBmia oopMIIEHUS TIEYATHOTO TEKCTA.
9. Hanucanue oTJeNbHBIX BUJIOB PEKBU3UTOB CIIY)KEOHBIX JOKYMEHTOB.
10. OdopmiteHne Ha3BaHUH TOKYyMEHTOB OPTaHOB BIIACTH
11. Odopmiienne Ha3BaHUM TOJKHOCTEN, YHHOB (heiepabHbIX
TPKIAHCKUX CITYXKaITUX U OPTaHoOB (peiepaabHOM BIACTH.
12. ITpaBuna opopmieHHs TPUKA30B U APYTUX PACHOPSIUTENbHBIX JOKYMEHTOB
13. TlpaBuna odopmieHUS [ENOBBIX TIHCEM M JIPYIHX CIPABOYHO -MH(POPMAIIMOHHBIX
JOKYMEHTOB.
14. [IpaBuna opopMiIeHHS U YTBEPKACHUS OPraHU3alMOHHBIX IOKYMEHTOB.
15.0coGeHHOCTH OpraHu3auyu paboThl C JOKYMEHTaMH OPraHOB COLMAIBHBIX CITYXKO
16.3navyeHne CTy)0 TOKYMEHTAITMOHHOTO 00ECTICUCeHUS B JISATSIILHOCTH COITUAIBHBIX CITYXKO
Pexomenayemas imreparypa:
1. TOCT P 6.30.-2003 YuuduuupoBaHHas CHCT€Ma OPTraHU3AIMOHHO- PaCHOPSAIUTEIbHOM
JNoKyMeHTanuu. TpeboBaHus K 0()OpMIIEHHUIO TOKYMEHTOB-M,: H3/1aTebCTBO CTanAapToB, 2003.
2. TocynmapcTBeHHass CHCTEMa JOKYMEHTAI[MOHHOTO obOecrnedeHusi yrpaBieHus. OCHOBHBIC
nojoxenus. O0uye TpedoBaHMs K TOKYMEHTaM U CIyk0aM JIOKyMEHTAI[HOHHOT'O 00ecTeYeHus,
3. TunoBast MHCTPYKIMS 1O AETONPOU3BOACTBY B (hefiepaibHbIX OpraHax HCIOJIHUTEIbHOU BIACTH
P® ot 08.11.2005 Ne536
4. Aanpeea B.U. Jlenonpon3BoaACTBO, Opranu3aius u BeaeHue-M.: u3. « ITP1OP»,2008-128c¢
5. bacakoB M.U. Ilpuka3 u genosoe nucbMo. TpeGoBanue k ohopMiIeHUIO U 00pa3Ibl JOKYMEHTOB
corimacHo 'OCT P 6.30-2003. IIpaktuueckoe nocobue//Cepusi «CrpaBOUYHUKUY. 2-€ U3J. UCHpP. U
nor. — Poctos v/[{ony: u3a. «@enukey, 2010
6./1enonpon3BOACTBO B CHCTEME TOCYJapCTBEHHOIO YIpaBieHUs: Y4eOHO — NpPaKTHUYECKOe
mocobue. — M.: uzn. « PAI'C», 2002 —
7. JlomaraukoBa E.A. Jlenonpon3BoacTBO: 00pa3Ibl TOKYMEHTOB — M.: U311,
« ITPUOP»,2009.



8. Kupcanos M.B. [lenonpounssonactso —M.: u3zg. « [IPUOP»,2009
9. Kyszuenosa T.B. JlemonpousBoactBo ( JlokyMeHTamMOHHOE OOECIeYeHUEe YIMPaBICHUS). —
M.:3A0 « buznec-mkona «Maren-Cunres»,2009

Pasznen 5 Texnonozusa pabomel ¢c 0okymenmamu

]_[eJIB — 3aKpenjieHue H3Yy4eHHOI0 MaTepHuaJja 1o TeMaM: OpraHusanus cIy>X0bl JeTONpPOU3BOICTBA B
CHCTEME COIMABHBIX CIYX0; OpraHu3anns JOKyMEHTO000pOTa PErUCTPaIist JOKYMEHTOB U KOHTPOJIb X HCTIOJTHEHUS
opraHuzaius TeKyIEro XpaHeH!s JOKYMEHTOB U IIOATOTOBKA JI€]I K apXMBHOMY XPaHCHUIO

Bonpocs! 1u1s1 00cyxaeHust

1. Kakue, Tp OCHOBHBIX IIOTOKA JJOKYMEHTOB pa3iHMyaroT B OpraHU3aluu ?
2. OcHOBHBIE ITpaBUJIa OPraHU3alUU JOKYMEHTO000POTa B yUPEXKAECHUU
3.Ilpuem, 06paboTka U pacnpeeneHre MOCTYNAIUINX JOKYMEHTOB.
JOKYMEHTO000pOoTa.
4. [TopsiioK HarpaBIIEHUsS HAa UCTIOJIHEHUE U paOOTHI UCTIONHUTENS C TOKYMEHTaMHU
5. 3HayeHue U 3aJjauu PEerucTpalui JOKYMEHTOB
6. ABTOMaTH3MPOBAHHBIE CUCTEMBI KOHTPOJISI HCIIOJHEHHS TOKYMEHTOB
7. CucreMaTH3anys JOKYMEHTOB 10 CPOKaM XpaHEHUs
8.Kakme mpaBwia mpuema, ydera M XpaHEHUS JOKYMEHTOB,  3aKOHUEHHBIX
JIeJI0TIPOU3BOICTBOM?
9. IlopsitoK coCTaBICHHS OMMCEH J1eN U TIepeiayy X Ha XpaHEHUsI.
10.Yrto mpencrasnsier co00i HOMEHKIIATypa /1€ B OpraHu3anuu?
11.Yto yunThiBaeTCsA IpU COCTABJIEHUU 3ar0JI0BKOB JI€1?
12. OcHoBHbIe TpU3HAKU (OPMUPOBAHUS JEII.
13. TpeboBanus HeoOXoauMbIE MPU HOPMUPOBAHUU LI
14. Dranbl NOArOTOBKU TIOKYMEHTOB K apXMBHOMY XPaHEHHIO
Pexomennyemas iuteparypa:
1. Amnnpeea B.U. Jlenonpon3BoAcTBO, Opranu3anus U BeaeHue-M.: u3m. « ITPUOP»,2008
2. Bbacako M.U. Tlpuka3z u pgemoBoe mucbMoO. TpeOoBaHue K OQOPMIICHHIO W OOpa3ilbl
JIOKYMEHTOB cormachko I'OCT P 6.30-2003. IlIpaktuueckoe mnocobue//Cepust
«CrpaBOYHHMKN». 2-€ U3/, ucnp. u nom. — Poctos v//{ony: wu3a — Bo «Denukcy, 2010
3. [lenonpousBOACTBO B CHUCTEME I'OCYJApCTBEHHOI'O YMpPABIEHHS: OC CT — MPAaKTUYECKOe
rmocobue. — M.: m31. « PAI'C», 2002
JlonataukoBa E.A. Jlenonpou3BoacTBO: 00pasiibl JoKyMeHTOB —M.: u3. « [IPUOP»,2009-
Kupcanos M.B. JlenonpousBoactso —M.: u3za. « IIPUOP»,2009
6. Kysnenosa T.B. JlenonpousBonactBo ( [lokyMeHTalmoHHOE OO€CreYeHUe YIpaBICHUS). —
M.:3A0 « busnec-mkona «Muren-Cunres»,2009.

oA~

Pa3nen 6 Paboma c ookymenmamu, cooeprcawiumu UuHGopmayuio KOHPYUIEHYUATbHO20
xapaxkmepa
eapb — 3akperuieHne N3y4eHHOT0 MaTepuaa o TeMaM: OOIIue rpaBuiia paboTsl ¢ 00paleHUSIMHI

rpaxaaH; OCOOEHHOCTH paboThI C JOKYMEHTaMH, COJIEpKalIiX HH(OPMALIHIO, OTHOCSIIYIOCS K
MEPCOHAIBHBIM JIaHHBIM.
Bonpocs! quis1 00cyxneHust
1. OcHOBHbIE TPaBOBBIE aKThl, PETIIAMEHTHUPYIOIINE MOPSA0K paboThl C OOpaLIEHUSIMU
IpaX/aaH.
2. Kakue cymecTByroT (hopMBI M BHIBI O0palieHA Tpaskaan?
3. TpeboBaHus U CPOKH, IPEAbSBIIIEMBbIE K pab0oTe ¢ OOpaIIeHUsIMH IPaX/IaH.
4.Opranuzanusi paOoTbl ¢ JOKYMEHTaMH, COJEp)KalIuX KOH(QHUACHUUANbHYI0 HH(QOpPMALHIO U
[IPaBOBas UX perjlaMeHTAalHsl.
Pexomenayemasi sureparypa:
1. ®enepanbHblil 3ak0H « O NepCcOHANBHBIX AAaHHBIX» OT 26.07.2006,Ne152-D3



2. ®enepanbHblil 3ak0H «O MOpsIKE paccMOTpeHust obparieHnit rpaxkaan POy» ot 02.05.2006

Ne59-@3

1. 3akon P® « O rocynapcrBenHoi taiiHe» ot 06.10.1997 Nel131-03
CnpaBounas npaBoBas cucreMa « Koncynprant [Tmoc»

2
3. Amngpeesa B.1. Jlenonpoun3BoacTBO, OpraHu3anus u BeneHue-M.: u3.
4

« ITPUOP»,2008

CokomoBa O.H., Axumoukumna T.A. [lokymeHTanimoHHOE OOECICYCHUE YIPABJICHHUS B
opraam3anuu. Yu.nmocobue, -m.: KHOPVYC, 20}0.
6.2 IIJIAH CAMOCTOSATEJIBHOU PABOTHBI CTYJIEHTOB

Ne Tema Bun 3ananue Pexomenpye- Ko.-

n caMocCTosITe/1b Mas JuTeparypa BO

n HOM padoThI 4aco
B

1 2 3 4 5 6

1 1. lesonpoun3Bona IIncemennas m3yuntb  obrnactu | Kysneunosa T.B. 2
TBO U OCHOBHbIE pabora B Buae | nmpumenenuss ['OCT | [enonpou3Bo-

MOHATHUSI— KOHCIIEKTa P.51141-98 ctBO XKypHan
HenonpousBoactBo | « JlemonpousBon-
U apxuBHOE jeno. | ctBo»2013-2015rr.
Tepmunsl n | IHTepHeT NCTOYHUKH
ornpezeneHus, a
TaKxKe
['ocynapcTBeHHOM
CHUCTEMBI
JIOKYMEHTAIMOHHOT
0 o0ecrnieuyeHus
yIpaBIeHHUS.

OcHoBHbIE
nojoxenus. Obuue
TpeboBaHU K
JIOKyMEHTaM u
ciy)0am JOY.
I'maBapxus  CCCP
1991r.

2 | 2. UcTopus IToaroroBuTh CamocrosarensHoe | Ky3nenosa T.B. 4
pa3BuTHSA COOOLIeHUH u3ydyeHue ucrtopun | [emonpousBon-
rocyJ1apCcTBeHHBIX WM JTOKJIaJl pa3BUTHS CTBO
OPraHoB BJIACTH H nenonpou3BojcTBa | (JlokyMeHTamoHHOE
J1eJ10NPOU3BOJ Ha Pycu n obecrieueHne
CTBa COBPEMEHHOE YIOpaBJICHUS). —

Jienonpou3BoacTso | JKypHain
Poccun « [emompounsson-

ctBo»2013-20151T.




3.CoBpemeHHOE
rocy1apcTBeHHOE
peryJiupoBaHue
JeJI0NPOU3BOACTBA —

IIucemennas
paborta B BUC
KOHCIIEKTa

CamocrosiTenpHOE
U3y4YeHue
HOPMAaTUBHO —
MPaBOBbIX  aKTOB,
PEryJIupyomux
JOV.
Pa3BepHyThIli 1UIaH
BBICTYIUICHUS]  WJIU
OTJIEIbHBIE TE3UCHI

1.®enepanbHbIi
3akoH oT 27.07.2006
Nel149-D3 « O6
uHopManuu,
WH(}pOpPMaAITMOHHBIX
TEXHOJIOTHSIX U
3alINATE
uHpOpMALIAN
(Cobpanue
3aKOHOJATEIILCTBA
P®d,Ne31 31.07.2006
2.OenepanbHbIT
3axoH ot 10.01.2002
Nel-®@3 « O06
3IIEKTPOHHOU
uru(poBoi oAHCHY
3. I'paxxnanckuit
Konexc PO

( DenepanbHbIN
3akoH ot 30.11.1994
No52-@3.)

3. TpynoBoii kozekc
PO

( DenepanbHbIMA
3akoH oT 30.12.2001
Ne197-®3)

4. YronaoBHBINI
Konexc PO

( DenepanbHbIN
3akoH ot 13.06.1996
Ne63-D3) 30.-2003
5. VauduuupoBaHHas
cHcTeMa
OpraHU3aIMOHHO-
pacnopsAIUTeIbHON
JIOKYMEHTAI1H.
TpebGoBanus k
o(opmIIeHHIO
JIOKYMEHTOB-M,:
M31aTEIbCTBO
cranaaptos, 2003.
6. Tunosas
WHCTPYKITUS IO
JIEJIOTPOU3BOJICTBY B
benepanbHbIX
opranax
HCIIOJIHUTECILHOMN
Biactu PO ot

08.11.2005 Ne 536

4y,

JoxymeHTHPO-
BaHMe

I[Tucemennas
pabota B BUjie

CaMOCTOSTEILHO
M3y4yaeTcs

1.I'OCT P.6.30-2003
YHuduuupoanHas

12




ylpaBJieHYeCKOil KOHCIIEKTa roCyJapCTBEHHbIE cuctema
NAeATeJIbHOCTH . CTaH/JapThl Ha OpraHU3aluOHHO-
CIIy’)K€OHbIE pacrnopsauTeabHON
JIOKYMEHTHI. JIOKYMEHTaL1H.
CyIHOCTh U TpeboBanus K
3HA4YeHUE o opMIICHHIO
CTaHJAPTU3alMM U | JOKYMEHTOB-
yHU(UKAIWN. 2. Aunpeea B.1.
PazBepuythiii Iiian | JlenonpousBo/i-
BBICTYIUICHUSI WU CTBO, OpraHu3anus u
OTJICJIbHBIE TE3UChl | BEJICHHE-
Texnonorus [TuceMenHas CamocTosaTenabHOe 1.Anapeesa BU. | 8u.
padoThI ¢ pa0boTa B BUe | U3ydeHHE Jenomnpoussoact
JAOKYMeHTaMH B KOHCIIEKTa JIOKyMEHTO000poTa BO, OpraHu3anus
COLMAJILHBIX B YUPEKACHUSX, U BeJleHue-
cayxdax OpraHu3aIus 2.bacakoB M.U.
ciyx6sr  JIOY B IIpukas u
YCIIOBUSAX JIEJIOBOE MHUCHMO.
KOPITOPAaTHUBHbIX TpeboBanue k
cucreM. KauecTBo, 0hOpMIICHHIO U
BHE/IpEHUE 00pa3ibl
JIeJIONPOU3BOJICTBEH JIOKYMEHTOB
HBIX MPOLIECCOB. cornacuo 'OCT
ApxuB P 6.30-2003.
YUPEKACHUS; CYTh U [TpakTyeckoe
OCHOBHBIE nocobue
TpeOOoBaHUS K 3.AnqMuHHCTpaTH
CUCTEME XpaHEHUus BHBIC
JIOKYMEHTOB. periaMeHThbl
PasBepnyThlil 11aH CIIELIUAIUCTOB
BBICTYIIJICHUS WIN COLIMAJIBHBIX
OTJIEIbHBIE TE3UCHI cityx0
Hpkyrckon
o0nactu
Pabora ¢ IIucemennas CamocrosiTens- 1. ®enepanbHblil | 4u.
AOKYMEHTaMHU, pabota B BUjIE HO  H3y4arTCs 3aKOH « 0]
COJeP/KAIHUMH KOHCIIEKTa HOPMAaTUBHBIE — NEePCOHANTBHBIX
HHpOpMALHIO MIPABOBBIE AKTHI JTAHHBIX» oT
KOH(UAeHIHATb B 4acTU paboThI 26.07.2006,Ne152
HOI'0 Xapakrepa C JIOKyMEHTaMH -03
- KOH(HICHIH- 2. @enepaybHbII
IBHOTO 3aKOH «O
XapakTepa. HOpsJIKE
[IpaBuna 51 pPaccMOTpEHHUS
TpeGoBaHUS oOpatieHui
paboThI c rpakaaH P®D»y
NIEPCOHAILHBIMU 0102.05.2006
JTaHHBIMH, Ne59-03
oOpaleHusIMu 3.CoxkonoBa
rpaxkaaH, O.H.,
3aImuTa AKHUMOYKHHA
MEePCOHATIbHBIX T.A.




JTAHHBIX JloKkyMeHTaImoH
Pa3BepHyTHIi HOE oOecIreueHIe
TUTaH yIIpaBJICHUS B
BBICTYILJICHHS OpraHu3aIum.
WIA OTJCIbHBIC Y4.nmocobwue, -
TE3UCHI

Hroro 34y,

6.3.METOJIMYECKHE YKA3AHUS IO OPTAHU3AIINNA CAMOCTOSITEJIbHON
PABOTE CTYAEHTOB

CaMmocrosiTennbHasi paboTa CTYIEHTOB IO y4eOHOW JucHUIUIMHE «J[OKyMeHTannoHHOE
obOecrieueHre B JACATENBHOCTH COLIMATIBHBIX CIY>KO» OpraHu3yercss ¢ Ielibl0  Pa3BUTHUS
MPAKTUYECKOTO OIMbITa COCTaBICHUS M O(OpPMIEHUS ONpEACNCHHBIX BHUIOB CIY>KEOHBIX
JIOKYMEHTOB M BO3MOKHOCTH MPABUIBHOCTU KOHTPOJIS WX HCIIOJIHEHUHU HA COBPEMEHHOM YpOBHE,
YTO JaeT TMOHATH CTYAEHTaM, YyBCTBOBaTh ce0s yBepeHHO U TmpodeccuoHanbHO B chepe
aIMUHHCTPUPOBAHUSI.

Bupn, popma CPC — nucbmeHHast paboTa B BUJ€ KOHCIIEKTa; Pa3BEPHYTHIN IJIaH KOHCIIEKTA WUJIU

OTJIEJIbHBIE TE3UCHI

Kpurepus onenku — 3auet( 4aCTUYHBIN 3a4€T, HE 3a4ET)

®opmMa KOHTPOJISI — PEUTHUHIOBas, C ONpPE/EIEHHOW CyMMOW 0ajoB 3a NMUCHbMEHHBIM KOHCIIEKT
CPC ( 3auer -5 GayI0B, YaCTHUHBIN 3a4eT -3 Oaia, HezaueT -0 OansioB)

e 3ayer(5 OamioB) —paboTa BBHIOJHEHA CO BCEMH TpeOOBaHUSAMH  O(OPMIICHHS;
000CHOBaHHOCTh, YETKOCTh H3JIOKEHUS Marepuaia, CHocoOHOCTh apryMEHTHpPOBATH
MOJIOKEHUS U BBIBOJIBI;

e yacTH4HBIN 3a4er(3 Oansia) —HE MOJIHOE PACKPBITHE TEMBI, HEJOCTATOYHOE HCIIOJIb30BAHUE
UHPOPMALIMOHHOM 6a3bl, HE COOII0IEHHE MTPABUIT LIUTUPOBAHHUE.

e He 3ayer(0 6annoB) — paboTa BBIIIOJIHEHA U C/IaHA C HAPYIIEHUEM CPOKOB IMPEIOCTABICHUS
IpEernoAaBaTeio, He IOCTaTOYHO H3JI0KEH MaTepHal 3aJaHus C HapylIeHHEeM IIpaBHII

opopmaenus CPC.
Cpoxk BbinosHenus u caauu CPC:
Paznen | -2 u 3 Hexens cemectpa; Paznen Il- 4 u 5 Henens cemectpa
Paznen Il 6 u 7 Henenst cemectpa, Paznen IV 8-12 nenens cemectpa;
Paznen V' 13- 15 Henens cemectpa; Paznen VI 16-17 nenenst cemectpa.

6.4. TIPAKTHUYECKWE 3AJIAHUSA 1J151 CAMOCTOSITEJIBHOM
PABOTHI CTYJAEHTOB

BrinonHeHnne npakTHUeCKUX 3aJJaHui, KaK OJMH U3 BUJOB CAMOCTOSITEIbHON pabOThI
CTYZICHTOB, HaJI0 paCCMaTPHUBATh KaK BUJI TO3HABATEIHHOMN IEATEILHOCTH, IPH KOTOPOM
NPOSIBIIAIOTCS aKTUBHOCTH U HE3aBUCUMOCTD JIMYHOCTH, MHUIIMATHBA, OTBETCTBEHHOCTH,
CIIOCOOHOCTH JICHCTBOBATH O€3 MOCTOPOHHEN IIOMOIIM M PYKOBOJICTBA, KaK MPOIIECC YCBOCHHUS
OTIpeIeIEeHHOW CYMMBI 3HaHUH U CLIOCOOOB JESATEIHLHOCTH U KaK COPMHUPOBAHHBIN AJIEMEHT
WH/IMBUYAIEHOTO OTIBITA.

[TpakTruyeckas paboTa BBIOIHSACTCA CTYACHTAaMH B TUCBbMEHHOM BUJIE, TPaQHUECKU
oopmiieHHas, CCHIIKOW Ha HOPMATHBHBIE TOKYMEHTHI TI0 JICJIOIPOU3BO/ICTBY, C YUECTOM
tpeboBanuit 'OCTa P6. 30-2003 o odopmIIeHHIO pEKBU3UTOB CITY)KEOHBIX TOKYMEHTOB.




Kputepus oueHkm — 3a4eT( YaCTUYHBIHM 3a4eT, HE 3a4eT)
dopmMa KOHTPOJISI — PEHTUHTOBAs, C ONPEACICHHOW CyMMOW OajloB 3a MUCHhMEHHBIH KOHCITEKT
CPC ( 3auer -5 6ay10B, YaCTHYHBIN 3a4eT -3 Oana, He3aueT -0 6ansioB)

e 3ayeT-TIpaBWIbHOE Ipaduueckoe opopMIICHHE C YIETOM TPeOOBAHUS MPABUIT UX
3aII0JIHCHHS,

®  YACTHMYHO 32a4YTEHO- YUYUTHIBAIOTCSI HE3HAUUTEIIBHBIE IOIIPABKU;

e He 3a4TeHO — 0O(h)OPMIJICHBI C HAPYIICHUEM MPABWII U TEXHOJIOTUN MX 3aII0OJTHEHUSI.

3AJJAHHUE Nel:

e CocraButh u O0GOPMHUTH PEKBU3UTHI JJIsi MUChbMa U OOIIEro OJlaHKa C TIPOJOIBHBIM U
YIJIOBBIM PACIIOJIOKEHUEM PEKBU3HTOB.

e O¢opMuUTh 3aroJOBKH K TEKCTaM: NMHChMa, aKTa, MPOTOKOJA, JODKHOCTHOW WHCTPYKIUH,
JIOKJIATHOH 3aIHUCKH.

e  OdopMHUTH PEKBU3UT « AJPEC» HECKOJIBKHUM aJipecaraM: YUpPEKJICHUIO, €r0 CTPYKTYPHOMY
MOJPa3/IeIEHUI0, KOHKPETHOMY JI0JDKHOCTHOMY JIMITY, YACTHOMY JIHILY.

e OQopMHUTh PEKBU3UT «IIOJIUCH» PYKOBOIUTEIS YUPEXKJICHUSI, €ro 3aMeCTHTEJIs,
JIOKYMEHTa COCTAaBJIEHHOTO KOMUCCHEH.

e OQopMHUT PEKBU3HUT « YTBEPkAAI0» KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM Ha CIEIYIOIIMX
JIOKYMEHTaX: IOCTaHOBJICHHE, PEIICHUS, aKT IPOBEPKH.

3AJIAHHUE Ne 2.

e TlocTpouts momHOpasMepHsii popmysip-odpasenr OPJ] popmara A- 4 u A —5 ¢ yriaoBeIM U
IPOJIOJIGHBIM PACIIOJIOKEHUEM  PEKBH3UTOB oOmiero OnaHka, OnaHka mucbMma (Jro0ast
OpraHu3alys 1o BeIOOPY CTYJIEHTA).

3AZJAHHUE Ne3.

e  O¢opMUTH MUCHMO, UCTIONB3YS CAEIYIOIIUE TaHHbIE:

ABTOp nucbMa — MUHUCTEPCTBO KyJIbTYpbl MpKyTCcKOi 06acTH.
Anpecat — Ynpasienue KynbTypbl T. bparck Upkyrckoil obmactu
Iara, Ne 3-8\ 924

Texcr: Hamomumnaem Bam, urto 15.12.2001 nHeoOxomumo mnpeacTaBuTh HHGOPMAIUIO 00
UcnoJHeHuH npukasa MuHuctpa orl2.07.2001 Ne 135 «O mepax mo yCTpaHEHHUIO HEIOCTATKOB B
pabore cinyx0 JIOY B cucteMe MUHUCTEPCTBAY.

ITonnuceiBaeT NCbMO Y IPaBIAIOUINI J€1aMA MUHUCTEPCTBA.

Bce Henocraromme pekBU3UTH 0POPMUTH CAMOCTOSITENIBHO.
3AJAHHUE Ne 4

e CoOCTaBHTH IITAaTHOE pPACIMUCAHHE WCXOIS W3 HUMEIOIIUXCS JIOJDKHOCTEW: aupekTop- 16
paspsif, 3aB. yaeOHOM yacThio- 15 paspsia, cekperaps —3 paspsn, 4en. npenoaasarenei (2 —1
kareropus 12-13 pa3zpsn,2- I1. kateropust 1—9 paspsia), bubnuorekaps 6 pa3psi, CTOPOX U
yoopmwmia 1 paspsi.

3ATAHHUE Ne 5

e (CocraButh W O(GOPMHUTH TMpHKa3a IO OCHOBHOM JEATEILHOCTH O BBEICHUHM €IUHOU
MHCTPYKIUHU IO AETONPOU3BOACTBY Ha MPEANPUATUH, OPraHU3AlMK WIN YUpPEXJIEeHUHU (10
YCMOTPEHHUIO CTY/JICHTA)

3AZTAHHUEN: 6

e CocTaBUTh M OPOPMUTH IMPOTOKOJI IO CIAEAYIOIINUM JTaHHBIM:

Poccuiickas ®@enepauus. IPOTOKOJI JaTta. MockBa 3aceganue 3KcnepTHOM
komuccun. llpencenarens - A.B.MBanoB, cexperapp — H.A.OBumHMKOBa, NpHUCYTCTBOBaIu 9
yenoBeK. IloBectka nHA: O paccMOTpEHMM CBOJHOM HOMEHKJIATypbl J€l MHUHHUCTEPCTBA

obpazoBanust Poccun. Mudopmammst 3aB. obmum otaenom A..M.Jloponunoit. CIIYIIAJIU:
JOPOHUMHY A.M.-undopmanus npunaraerca. BBICTYITAJIN : 3aB. apxuBom ComnoBseB B.M.



(rexct BbicTymieHust npou3BoibHO). [IOCTAHOBWIIM: 1.0100puTh HOMEHKIATYpY [Je€l Ha
2001r.2.IIpencraBuTh HOMEHKJIATYPY JI€] HA COTJIACOBAHHUE PECITYOJIMKAHCKUI apXUB.
3AJAHUE Ne 7
e  OQopMHUTBH aKT, UCIOJIB3YS CIEAYIOIINE JaAHHbIE:
AKT. Ne. MHpkyrck. O cnucanun wumymectsa. Y TBEPXIAIO. [upextop Wpkyrckuit
['ocynapcTBeHHBIN MEIarorH4eCKuil KOJIeIK.
Konecuukos B.M. Jlara. OcHoBanue : npuka3 pupekropa ot 11.09.2001,Ne 34-2 «O nposenenun
uHBeHTapu3aum» CocTaB KOMHCCUH : TIpeliceaaTeb — 3aM. AUPEKTOpa M0 XO3HCTBEHHOM paboTe
[TepoB B.B., unen komuccun. Oyxranrep — Oraesa W.B..
B mepuox ¢ 01.08.2001 mo 31.08.2001 komuccus mpoBenaa pabOTy IO YCTAHOBJICHHUIO
HENPUTOJHOCTH K JalbHEWIIEMY MCIIONb30BaHUI HMyllecTBa. Kommuccus ycraHoBWJa, 4YTO
MMYIIECTBO COIJIaCHO IMPWJIAraeMOMY K aKTy MEPEUHIO MMOJUICKUT CIIMCAHUIO U3-3a HENIPUTOJHOCTH
K JajbHedIIeMy wucroib3oBaHuio. CocraBieH B 2 3K3eMIUIsipax - B Oyxraiarepwio:,l-B oTaen
cHaOxenus. [Ipunoxkenue: nepeyeHb umymiecTBa Ha 3 aucrax B 2 9k3. [Ipeacenartens xomuccuu
Ilepos B.B., uwnens! komuccnn: MBanos N.1.,
Ornesa U.B.
3ATAHHUE Ne8
e Odopmuth rpaduueckd M BOHCATh BCE PEKBU3UTHI JKYPHAJIOB BXOMAIIEH M UCXOASIIEH
KOPPECHOHICHIIUU OpTraHu3anuu (1o BEIOOPY CTYACHTA)
3ATAHHUE Ne 9
e 3aperucTpupoBaTh MUCHMO 32 MOJIMHCHIO JUPEKTOpa MPOU3BOACTBEHHO-TOPTOBOM (pUpMBI
«®Dennkc» MBanoa A.B. ot 20.09.2001. Ne 1-3\24 na Ne 3-8\34 0121.08.2001 Anpecar
BHUNAA/L, yn. Kponorkuna,55,Mocksa 101123,» O npuobpereHuu ABYX KOMILJIEKTOB
cranaapToB «CTh 6.38-97» TpeboBanue k 0(hOpMICHHUIO TOKYMEHTOB.

3ATAHUE Ne10
e 3aperucTpupyiTe mnpukKa3 IupekTopa VpKyTCKOro rocyaapCTBEHHOrO IEJaroruuyeckoro
kotemka KonecuukoBa B.M. Jlara, Ne Hpkyrck. OO0 yTBepKACHMM  JOJKHOCTHBIX
UHCTPYKIUH.
3AJAHHUE Ne 11
e CocraBbTe 1 0opMHUTE OOJIOKKY Jela, JOMOJHUB HEOOXOJUMBIMU PEKBU3UTAMMU:
«Ilepenucka 0 pUHAHCOBO-XO035HICTBEHHOMN EATEIBHOCTU YUPEIKICHUSD)
e 3aperucTpupoBaTh PErUCTPAllMOHHO-KOHTPOJIBHYIO KapTOUKy OOpalieHuil rpaxiaH (Bu 1o
BBIOOpPY CTYAEHTA).
3AJAHHUE Ne 12.
e PacnpenenuTh TOKYMEHTHI C YUETOM CPEPHI UX ACSITEIbHOCTH:
PACIIOPAKEHUE OTKpBbITOTO aKIIMOHEPHOTO oOmiecTBa «Pocrcenpmann,
PACITIOPAKEHUE AJIMUHUCTpaLuu IIpe3unenra PO, IIOCTAHOBJIEHUE
IIpaBurensctBa PO, YKA3ZAHUE I'octcTpost Poceun,
[TOCTAHOBJIEHUE ropoackoii {ymsr, PEIIIEHUE I'ybepnatopa o6nactu. I1P

7. VAEBHO-METOJINWYECKOE 1 TH®OPMAIIMOHHOE OBECITEYEHUE
JUCHUILIMHBI (MOLYJIS)

HopMaTuBHBI€e U IPABOBbIE AKTHI
1. KOHCTUTYLUA Poccwuiickoit Deaepannu ot 12 gexadps 1993r.
2. ®enepanbHbiii 3akoH PO « O rocyaapcTBeHHOM MEHCHOHHOM 00€CTIEYeHUH B
Poccutickoit ®eneparum» oTl15.12. 2001r. Ne167 0D3 ( ¢ UBMEHEHUAMH U
JTIOTIOJTHEHUSIMH )



3. ®enepanbublii 3aKk0H PO «O0 00s13aTeIbHOM MEIUITTHCKOM CTPaxOBaHUU B
Poccuiickoit ®enepanum» 0129.11.2010r. Ne326 D3 B pegakiuu ot 03.12.2011r.
4. ®enepanbublii 3ak0H PO « O6 nndopmarim, "HPOPMALMOHHBIX TEXHOIOTHAX U
samute nHpopmarum» ot 27.07.2006 Ne149-D3 (Cobpanne 3aKOHOAATEIHCTBA
P®,Ne31 31.07.2006r.)
5. . ®enepanbhbiii 3akoH PD « OO0 anexTponHoi nudposoit noamucu» ot 10.01.2002
Nol-®@3
7.TOCT P 51141- 98. [lenonpou3BoICTBO U apXHUBHOE JeJI0. TepMHUHBI U OIIpeIeTIeHUS
8 .I'ocymapcTBeHHas cUCTEMa IOKyMEHTAIIMOHHOTO 00eCTIeUeHUs YIPaBICHHUS.
OcHosHble nonoxxeHus. O0ue TpeboBaHus K JOKYMEHTaM U CIyx)0am
JOKYMEHTAIMOHHOTO 00ecTieueH s,
9. TunoBas HHCTPYKLHUSA IO JIETOMPOU3BOJCTBY B (peliepabHbIX OpraHax
ucnonHuTesnbHor Baactu PO ot 08.11.2005 Ne536.
10. CnpaBounas npaBoBas cucreMa « Koncynerant [1mroc»
11. ®enepanbHblii 3aK0H « O epcOHaNbHBIX JaHHBIX» OT 26.07.2006,Nel152-®3
12. denepanbHblii 3akoH «O MOpsiIKe paccCMOTpeHus oOpateHui rpaxxaan POy ot
02.05.2006 Ne59-@3
OcHoBHas:

1. Aiuiman T.O [enonpousBoactBo. O0pasibl JOKyMeHTOB. HaydyHoe n3nanue/T.O.AiimaH.- 3-¢
uzn. — M.: PUOP, 2008. — 279 c.(5 3k3.)

2. KupcanoBa M.B. Jlenonpou3BoJICTBO B OpraHax BJIIACTH U MECTHOTO CaMOYIPABIICHHS.
HoBrie oOs3arenpHbie  mpaBuna: lIpakr.mocobme/ M.B.Kupcanoa, C.IL.LKoOyx,
KO.M.AxkcenoB. —M.:Owmera-JI, 2007. - 239c¢. (9 3k3.)

JdonmosHuTeIbHAS:

1. Anapeesa  B.U. Jenonpoun3BoaCTBO: opraHuzamusi ¥ BeJcHUE,yuel.-TpaKT.
nocobue./B.1.Anapeesa 2-e uzn.,nepep. U gom., — M.: KnoPyclO,2007,248¢c. (1 3x3.)

2. BbacakoB M.M. Kak mnpaBWIBHO MOATOTOBHUTH MpHKa3. Yd4ed. — mpakr. mocobue/M.U.

bacakos. 5-e u3n., ucnp. u gomn.-M.: Jlamkos u K, 2007.-143c. (33k3.)

3. [enonpousBoAcTBO B (eAepalbHBIX OpraHax HWCHOJIHUTENbHOM  BracTH. Tumoas
MHCTPYKIHUS 1O AETONPOU3BoACTBY.- M.: Ocb,2008-89c¢. (20 3k3.)

4. KysznenoB M.H. [lokymeHTalmoHHOEe oOecleyeHrue YNpaBlIeHUY M JAEJIONPOU3BOJICTBO:
yaeOHMK [jIsi BbICHI. M cpena. cmer. yueO. 3aeaenuit/MI.H.Kysnemos. —M.:FOpaiit: ]|
FOpaiit, 2010 (H®-13k3.)

5. JlomaruukoBa E.A. Jlemonpous3BoacTBo: oOpa3ipl TOKYMEHTOB ¢ KoMMeHTapusmu/E.A.
JlonmataukoBa. -4-e uzn.,ucim., M.: Omera —JI, 2007,-318 (119k3.)

6. TOCT P 6.30 -2003 YuuduuupoBaHHas CHCTeMa OPTraHU3AIMOHHO —PACIOPSAUTEIbHOM
JNoKyMeHTaruu. TpeboBanue Kk odopmieHuto aokymeHToB //Komekc (27€KTpOHHBIM
pecypc):MH(pOPMAITMOHHO — CIIPaBOYHAs cucTeMa.(H/n)

IIporpammusblie cpeacrsa u UHTEpHET- pecypcsl
-nporpammHuble cpenctBa MS Office
-uHTEepHET-Opay3eps! Internet Explorer, Opera.
-http://elibrary.ru — Hayunas snextpoHHast 6ubinoTexa.
-http://znanium.com — DnexkTpoHHO-OMOIMOTEYHAs CHCTEMA.
-http://www.twirpx.com — CaiiT y4eOHbIX 1 HAyYHBIX MAaTEPHUAJIOB.
-Onekrponnas Oubnmuoreka «Couumonorus. llcuxomorus. YmpaBineHHe» [IIEKTPOHHBIA pecypc]|
URL: http://soc.lib.ru/ (nara nocryna 27.09.2015
-WWW.JOV.Iu — cepBep OpraHoB rocyAapcTBeHHOU Biiactu PD.



-www.ebiblioteka.ru — smexrponHast GHOIMOTEKA 10 TYMaHUTAPHBIM JTUCIHUILTHHAM.
-www.consultant.ru —O6pasubl, 6;1aHKH, GOPMBI TOKYMEHTOB

-www.vse-blank.ru — brnanku nokymenToB. OOpasiibl 3aNI0THEHHS

-www.termika.ru /dou /enc /Primeri.php —DHIuKIIONe 1S 1EIOTPOU3BOICTBA
-www.dogovor.helperu.ru — CoopHUK TUITOBBIX 00pa3I0B JOKYMEHTOB.

IIporpammHoe obecnieyeHue:

DreamSpark Premium Electronic Software Delivery (3 years) Renewal; xon-Bo 4; JloroBop
Ne03-016-14 ot 30.10.2014 r.; 3 roxa; Kaspersky Endpoint Security mnst 6usneca - CraHnapTHbIIH
Russian Edition. 250-499 Node 1 year Educational Renewal License; koa-so 1800; dopyc
Kontpakt Ne 04-114-16 ot 14 Hos6ps 2016 r. KES Cuer Ne PCL[3-000147 u AKT ot 23 HOs0ps
2016 r. JIu.NelB08161103014721370444; 1 rox; Office 365 mpodeccroHanbHBINA IUTIOC IS
yuamuxcst  (Oprammsamusa: PIBOY BO UI'Y  AamuHucTpaTHBHBIE  cioyxObl  JloMeH:
irkstateuni.onmicrosoft.com ); koa-Bo 15000; Homep 3akaza: 36dde53d-7cdb-4cad-a87f-
29b2a19c463e ot 07.06.2016 r.; 1 roa; mporpamma, oOeCIeUHBAOIAs BOCIIPOU3BEACHUE BHUJICO
VLC Player; nporpamma sl CO3AaHHSI M JEMOHCTPALMK MPE3CHTAIMA WILTIOCTPALUNA U APYTUX
MaTepHaJIoB Mo yKa3zaHHOU nuciurminae: Microsoft Power Point.

8. MATEPHUAJIBHO - TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJIMHBI)

8.1. OdopynoBaHue

YyeOnast  aymutopusi: ayauTopuss Ha 32 paboumx wmecta, 00OpymOBaHHas
crienuanu3upoBaHHol (y4eOHOIN) MeOenbio (CTONBI, CKaMbH, MEJOBasl JOCKa); TEXHUYECKUMHU
CpeAcTBaMU OOYYEHHs, CIYXAIIUMHU JUIsl TPEICTaBlIeHUsT WH(GOpMAIMKU OONBIIONW ayJAUTOPHU:
000pyIOBaHWEM JUIA TPE3CHTAIlMK Y4eOHOro Marepuaia Mo AMCHUIUIMHE «J{OKyMeHTalnoHHOe
oOecrnieyeHre B JIEATEIbHOCTH COLMANbHBIX CIy:K0»: nmpoekTop Acer X1230PS, sxpaH HacTeHHBIN
ScreenMedia Economy-P 200*200cm M000008393, HOyTOyK 15.6"Samsung RV508, xonoHkwu;
HaOOphl JAEMOHCTPALIMOHHOTO O00OpYJOBaHUS M Y4eOHO-HATJSAHBIX MOCOOMH, obecrednBaroye
TEMaTU4eCKHe  MJUIIOCTPALMH,  COOTBETCTBYIOLME  pabodeld  mporpamMmme  JAMCLUIUIMHBI
«JlokyMeHTalmoHHOE 00ecTeyeHNe B IeATEIbHOCTU COLIUATIBHBIX CITYKO0.

Komnerotepusiit  kmacc:  Aynutopus Ha 17  pabouux  MecT, 000pyJdOBaHHAs
crenuann3upoBaHHoON (y4eOHOIT) Mebenbio (KOMIBIOTEPHBIE CTOJIBI, CTYJIbs, TIEPEHOCHAs JOCKa),
komnbtorepamu (Cucremusiii 6110k Intel Original LGA775 Celeron E3300 (7 wmt.), CuctemHblit
o6sok Intel Core 13-2120 (10 wt.), Monutop 17"Samsyng 743N silver Sms (2 mr.), Monutop LG
Flatron W1942S (1 mt.), Monutop LG FLATRON E2242 (10 mr.), Mounutop TFT 17 Samsung
710N (4 mrT.) ¢ BO3MOXKHOCTBIO MOJKIIOYEHUsI K ceTH «VHTepHeT» M obecreueHueM JO0CTyna B
AIIEKTPOHHYIO HMH()OPMAIIMOHHO-00pa30BaTENbHYI0 CpeAy OpraHu3alMy; JEeMOHCTPAIMOHHBIM
000pyIOBaHUEM ISl MpPEACTaBICHUS y4eOHOH uH(popManuu OOJIBLION ayTUTOPUU: MOOMIIBHBIN
npoekTop Viewsonic "PJD6253", mepeHOCHOH 3KpaH, KOJOHKH; HaOOpHI J€MOHCTPAIlMOHHOTO
000pyI0OBaHUS ¥ Y4EOHO-HAIJSITHBIX MOCOOMIA, 00ECIeYnBAIONINEe TEMATUYECKUE HWIUTFOCTPAIIHH,
COOTBETCTBYIOIIME pabouell mnporpamMme TUCHUIUIMHBI «JlOKyMeHTalMOHHOEe o0ecnedeHue B
NESITEIbHOCTH COLIUAIBHBIX CITYKO».

8.2.MarepuaJbl



- Craiiipl — MaTepuasl Mo TeMaM «Bupl Cy)KeOHBIX TOKYMEHTOBY

- BUAECO(QHIBMBI — BUJICOJIEKIIMU IO AETIONPOU3BOICTBY (OpraHU3aliOHHO-PACIOPSIUTEIIbHbIE
JIOKYMEHTBI)

- Ipe3eHTaluu

- IepeKkyIaiHoi BaTMaH ( 00pa3ibl — GopMyIIspbI CIyKeOHBIX TOKYMEHTOB)

9. OBPA3OBATEJIBHBIE TEXHOJIOT'MA

Jna  peanuzauuu OCHOBHOI 00pa3oBaTesbHON MporpaMMmbl  «JloKymMeHTalnoHHOE
obecrieueHre B JEATEILHOCTH COLIMATBHBIX CIYXk0», MPEeIyCMOTPEHO MIMPOKOE HCIIOIb30BAHHE B
yueOHOM NesTeNIbHOCTH TaKuX (GOpM MPOBEACHHUE 3aHATUN KaK:

e o0Cy:KIeHHe JIeKIUHM, AUCKyccuu. J[aHHBIA MeTON mpesmosiaracT- coOpaHue, Koraa
rpyIa coo0IIaeT o MpoAeIaHHON paboTe WM MpeAiaracT CBOU UICH;

e pa3dop W AaHAAM3 KOHKPETHBIX CHTYauMid, 3KCIEPUMEHTbl MOAeJIHUPOBAHUE,
yIOpa:kHEeHUsl I NPAKTHYECKMX HABBIKOB, MPEIIOiaraeT MOJICTUPOBAHUE HEKUX
pEaNIbHBIX SBJICHHM, IPU KOTOPOM KOMAaH/bl 00YYArOIIUXCS COPEBHYIOTCS B BBIIIOJIHEHUU
KaKux — JII/I6O HpOI/I3BOIIHI>IX 3aJaHUAX, yanCﬂ HaMcUdaTh OIITUMAJIBHBIC pCHIeHI/Iﬂ nu
aHAITM3UPOBATH IPOOIICMBI;

e rpaduyeckoe opopMiIeHUE " HCIOJHEHHE HEKOTOPbIX BHIOB CJIY:KEOHBIX
AOKYMEHTOB, HCN0JIb3yeMbIX B JeSITeJIbHOCTH COLMATBbHBIX CJIYK0 MO3BOJISIET YMETO U
npodeccnoHanbHO 0GOPMIISTH NPUHATHIC YIIPABICHUYECKUE PEILICHUS;

e BCTpeya ¢ BeAyUIUMH CHENHAJUCTAMH OTHEJ0B COIMAIBHBIX CIIYXO: yIpaBiIeHUS

COLIMAJIbHOW  3aIUTHI HAaceJIeHUs, LEHTPOB 3aHATOCTM M  TPYAOYCTpPOMCTBa,
peabunuTaoHHble HEeHTpPbI T. UpkyTcka
e 3aJaHUsl - JODKHBI OBITh WHIMBHIYyalbHbIE WM TPYIIOBBIE, YBJICKATECIHHBIMH,

COOTBCTCTBOBATh TEME, C YCTAHOBJICHUCM BPCMCHU BBINIOJIHCHUA. DTO IO3BOIAET OLICHUTH
MOJATOTOBKY CTYJEHTOB M OMNpPEAENTUTh YPOBEHb WX 3HAHUN U yMEHUU, KOTOPHIMH OHU
00J1a1a10T;

e yyeOHasi Oeceqa — BcerJa MMEET CMBICH, €CIM Y YYaCTHHKOB €CTh IMpPEIBapUTEIbHbBIE
3HAHUA, U OHU MOTYT PaccKazaTh O CBOEM IJIMYHOM OIbITE. YUeOHBII MaTepual COBMECTHO
nepepabdaTbIBaeTCs B X0/1€ OeceIbl.

10.OHEHOYHBIE CPEJICTBA (OC)

Jnsa  peanuzanuu OCHOBHOI 00pa3oBaTeiabHOW MpOrpaMMbl  « JIOKyMEeHTalMOHHOE
o0ecrieyeHns B JEATEIbHOCTH COLMAIBHBIX CIYXk0», MPEIyCMOTPEHO IIUPOKOE MCIOIb30BAHUE B
yueOHOM JesTeNbHOCTH Takux (OpM TMpOBENECHUE 3aHATUN Kak: JIEKUHUH, CEMHHApPCKUE M
NPaKTUYECKHE 3aHSATHS, Pa3UYHbIe BUABI TECTUPOBAHUS, POJIEBBIE UIPBI, OJUITYPHUPHI, pa3dop
KOHKPETHBIX CUTYallHi.

B nponecce 00ydeHuss OCyIIECTBISIOTCS CIEAYIOIUE BUbI KOHTPOJIS CTETIEHU U KadecTBa

3HaHUM CTYJEHTOB:

- BBIOOPOYHBIN OMPOC CTYJIEHTOB MO MaTepuajaM Mpeablaylled JIEKIUH, OCYIECTBIsIeTCs
Ha Ka)XX/I0M 3aHSATUH IIyTEM BOIIPOCOB K ayIUTOPUHU, KOPOTKUX Oeces U CUTyalui ;

- TECTUPOBAHHUE;

- UTOTOBBIN 3a4eT

B mporecce 00ydeHus: OCyIIECTBISIOTCS CAEYIOIIME BUJIbI KOHTPOJIS CTENEHU M KayecTBa
3HAaHUU CTYJEHTOB:

- OnepaTuBHBIH KOHTPOJb - OCYLIECTBIISIETCS HAa KaXIOW JIEKLMU IIyTeM oIpoca
CTYJIEHTOB, I'PYIIIOBBIE TUCKYCCHUM, IE€JI0OBBIE U POJIEBBIC UTPHI.

- Tekymmi KOHTPOJb - IPOBOJUTCA IIOCPEACTBOM IIPOBEPKU CaMOCTOSTEIBHOU
NPaKTUYECKOH pPabOThl CTYJACHTOB B BHUJAE COCTABJICHHOTO Pa3BEPHYTOrO IUIaHA MM TE3HCOB



M3Y4aeMOT0 CaMOCTOSITENIbHO MaTepuaia Mo Kypcy OUCHHUIUIMHBI M rpadudecku o(opmiieHHOM
NUCHbMEHHOU PabOTHI.

- IIpoMeKyTOYHBII KOHTPOJIb — IIPOBEPUTH CTEIIEHb U KAYECTBO YCBOCHHE M3y4aeMOIro
MarepHaia, OnpeieIuTh He0OX0AMMOCTh H3MEHEHUS COEPIKaHUS U METOZOB O0yUCHHUS.

- PyOeskHbIi (MTOroBbIi) KOHTPOJIb Ero 11eib — NpoBepKa CTENEHU U Ka4eCTBA YCBOCHMUS
MarepHaia, yMEHHE NMPUMEHUTh MOJY4YEeHHBIC 3HAHUS B YUEOHBIX M MPAKTHUYECKUX CUTYAIHSIX IO
JIPYTHUM JUCHUIUIMHAM MTOTOBBIN KOHTPOJIb 3HAHWUU MO BCEMY KypCy OCYIIECTBIsIeTCs B (opme
3auera.

K 3adery CTyIeHTBI JOINYCKAaIOTCS NIPH YCIOBHM BBINOJHEHUS BCEX CaMOCTOATEIBHBIX
paboT, MpaKTUYECKUX 3aJJaHUI U KOHTPOJIHHOU pabOoThI, MPEAYCMOTPEHHBIX MPOTpaMMOi Kypca

Kpurepun oueHKH NOATOTOBKH CTYIEHTA 10 AUCHUILIHHE

B xagecTBe BUIOB TEKYIIETO KOHTPOJISA 3HAHUM CTYACHTOB IIPEAIIOIAracTCs NIPUMEHATh:

- OLIEHKY Y4aCTHs CTYJICHTOB B JUCKYCCUSAX HAa CEMMHAPCKUX U MPAKTUYECKUX 3aHATUAX;

-IIPOBEPKY BBIIIOJIHEHNS TMCbMEHHBIX IOMALIHUX 3a1aHUM;

- KOHTPOJIb CAMOCTOSTEILHOM PaboThl CTYJACHTOB (B MUCHbMEHHON WIJIM YCTHOM (opme);

-OlLIEHKY Ka4eCTBA BBHITIOJHEHUS CAMOCTOATEIbHOU pabOThl MO KOHTPOJIEM IperoaBaTens
u ap.

JlaHHBIE TEKYIIEro KOHTPOJISI AOTMOJHSIOTCS NPOMEXKYTOUYHOM aTTecTalueld CTYIEHTOB:
TECTUPOBAaHUEM (IMTUCHMEHHBIM WJIM KOMIBIOTEPHBIM), KOHTPOJBHBIMU pabOTaMHU IO KIHOYEBHIM
TEMaM.

«OTJIMYHO» CTaBUTCS, €CIU CTYJIEHT JEMOHCTPUPYET COAEPKATEIbHBIA W JIOTMYHO
BBICTPOCHHBI OTBET Ha IOCTABJIECHHBIA BOIPOC, OPUEHTUPYETCS B PA3IUUYHBIX TEOPETUUECKHUX
noaxoAax K mpooJieMe, BBISBIISET CBsI3b ¢ Oynymieil mpodeccuoHaIbHOM A TeIbHOCTHIO.

«Xopouo» eciy CTyAECHT AEMOHCTPUPYET HEIOJHOE 3HAHHWE OTBETOB Ha IIOCTABJICHHBIE
BOIIPOCHI, HO IIPU 3TOM OPHUEHTHUPYETCS B OCHOBHOM COJACPKAHWH IUCLUILNIMHAPHOTO Kypca H
MOJKET JIOTUYHO OTBETUTH HA MIOCTABIIEHHBIE BOIIPOCHI.

«YOBJIETBOPUTEIbHO» CTAaBUTCS, €CIM CTYIEHT JEMOHCTPUPYET 4YaCTUYHOE 3HAHUE
JUCLHUIINIMHAPHOIO Kypca W MOXET OTBETUTb IIPU YCJIOBUH YTOYHSIOIIMX W HAIPABIIAIOIIMX
BOIIPOCOB MPENOIABATEIS.

«HeynoB1eTBOPUTEIBLHO» CTABUTCS, €CJIM CTYJEHT HE PACKPBIBAET COACPKaHUE BOIPOCa U
JIEMOHCTPHUPYET MOJHOE OTCYTCTBUE 3HAHUM MO U3y4aeMOMY MPEAMETY.

[Ipy oneHuBaHUM pPE3yJbTATOB OCBOEHHUS AMCLUMIUIMHBI (TEKYIIEM W NPOMEKYTOUHOU
aTTecTaln) NMpUMEHsieTcs OalIbHO-pEHTHHIOBas cucreMa. B KauecTBe OLEHOYHBIX CPEJICTB Ha
MPOTSKEHUH CEMECTPA UCIIONb3YIOTCA:

o01ieTeopeTuyecKre BOMPOCH! U 33/1aHUs ¢ OTKPBITON (GopMoil OTBeTa,
TECTUPOBAHHUE,

KOHTPOJIbHBIE paOOThI CTY/IEHTOB,

TBOpUecKasi padora,

HUTOIoOBO€ UCIIBITAHUC.

HUtoroBoe mcmbITaHNE SIBISIETCA aHAIOIOM YCTHOI'O 3K3aMC€HaA. Ero otimmume cocTouT B TOM,

YTO OIIEHKa 3a WTOrOBOE HCIBITAHUE COCTABJISET 4YacTh OOIIEeH OIEHKH 3a padoTy B TeueHHe
ceMecTpa.

[Ipy BKIIOYEHMH B MPOBEPOYHBIE 3a/aHUs OOIIETEOPETHUYECKUX BOIPOCOB  CTYICHTY
MPEIOCTABISAETCS  BO3MOXHOCTH BbIOOpA, MPENIOCTaBUB MPaBO IMHCbMEHHOTO OTBETa Ha
OIpENIENIEHHOE KOJIMYECTBO BOMPOCOB M3 CIUCKA OOIETEOPETUYECKHUE BOIPOCHl COOTBETCTBYIOT
TEMaTHKE JICKIIMOHHBIX 3aHATHH.



10.1 IPUMEPHBIN MIEPEYEHDb TECTOBBIX 3AIAHUI ITO OCBOEHUIO
TACIMILINHBI

TecToBble 3aaHus [ENalOT MPOLECC YCBOCHUS  M3y4aeMbIX TEM, IOHATUN U INPU3HAKOB
NPaBOBBIX SBJICHUH OCMBICICHHBIM, COJCPKATEIBHBIM U TTTyOOKHUM.

TecToBple 3aJaHUs SBIAIOTCS JIOTMYECKUM IPOJODKEHHMEM  YCBOCHHs ITOJIyYEHHBIX
CTYACHTAaMH 3HAaHUI MPOHJIEHHBIX TEM Y4eOHOH MmporpamMmsl «J{oKyMeHTaIlMOHHOE oOecrieueHue B
JESATEIIBHOCTH COLMANIBHBIX CITYKO0»

OCHOBHBIMU 3agadaMi TCCTOBBIX 3aI[aHI/Iﬁ SABJIACTCA OBJIAACHUC CTYACHTAMH IMPUCMAMU U
METOJaMH IIPUMCHCHHSA HOPMATHUBHBIX ITPABOBBIX H CJ'Iy>KC6HBIX JOKYMCHTOB B Pa3spClI€HHUU TCX
NI HNHBIX CHTyaHHﬁ.

Ha3znayeHmne: ocCTaTOUHBIN KOHTPOJIb 3HAHUHU

C DnOMOLIBI0 KOHTPOJBHBIX 3aJaHUIl TECTOBOTO THUMA MOYHO IPOBEPUTH CIEIYIOLIHE
3JIEMEHTHI OATOTOBKYU CTYJIEHTOB II0 YCBOECHUH MPOMJIEHHOTO MaTepuana !
1. 3naHuMeM peKBU3UTOB CIYKEOHBIX JOKYMEHTOB
2. Tlopsnok opopmiieHHsI JOKYMEHTOB U TEXHOJOIHs pabOThl C HUMU
3. 3HaTh BUABI CIYKEOHBIX TOKYMEHTOB COITUAIBHBIX CITYXKO
4. YMeTb NPUMEHATH Pa3IMuHbIe BU/IbI CTYKEOHBIX TOKYMEHTOB B KOHKPETHBIX
CUTYalUsIX.
[Ipy BBIMOJIHEHWU  JIaHHBIX TECTOB BBICTABIIAIOTCS OLEHOYHBIE Oailibl, 3a KaKIbIH
NpaBUIBHBIN OTBET - 2 Oasuia.
CryneHTsl, HabpaBIIMe

e ot 25 5o 30 6ayIoB, MOMYYAIOT OIEHKA «OTJIWYHO» U CYUTACTCS aTTECTOBAaHHBIM

e 0t119 1o 24 6a0B, MOMYYAIOT OLIEHKY «XOPOIII0» M CUNTAETCS aTTECTOBAHHBIM

e ot 12 o 18 6anoB, MOTYYaAIOT OIEHKY «YTOBJIECTBOPUTEILHO» U CUUTACTCSA
ATTECTOBAHHBIM

e Hike 12 6ayioB, MOTYYarOT OLIEHKY «HEYIOBIETBOPUTEIHLHO» U CUUTAETCS HE
aTTECTOBAaHHBIM

Bapuant Ne 1:
1.006s13aTenbHbIC PEKBU3UTHI, 00ECTICYHBAIOIINE FOPUINUECKOE 3HAUYECHNE JOKYMEHTOB:

A.lata TOKyMEHTa;

b.cipaBouHBIE TaHHBIE;

B.moanmce

I".neyatp

2. Tpe6oBanusi K 0(h)OpMIEHHIO TOKYMEHTOB:
A.cocTaB peKBU3UTOB

b.cobmoienne pa3mepa nosei
B.¢opmara 6ymaru

I'.Hanncanue TekcTa JOKyMEHTa
3.biaHkH ci1yKeOHbIX JOKYMEHTOB:
A.OCHOBHBIE

b.6mank nuceMa

B.nonomHuTebHBIE

I".6;1aHK KOHKPETHOTO BUIa JOKYMEHTA



4.0pranu3anoHHbIE JOKYMEHTbI:

A. IpyKa3 10 OCHOBHOM J1€ATEIbHOCTH

b. mratnHoe pacnucanue

B. YcraB npennpustus

I'.noxiagHas 3anucka.
5.AnpopMannoOHHO-CIPABOYHbIE IOKYMEHTBI:
A.tenerpamMmma

b.noBepeHHOCTH

I'.mratHoOE pacnucanue

B.ykazanue.

6.PacnopsiaiutesibHbIE JOKYMEHTDI:
A.pelieHue

b.mpuxaser

B.nonoxenus

[".10/KHOCTHBIE HHCTPYKITHH.

7 .Texnosorust paGoThbl ¢ JOKYMEHTAMU:
A.KOHTpPOJIb HCIIOJIHEHUS

b. peructpanus

B. nonyyenue ¢ moyTel

I'. nepenaya TOKyMEHTOB UCIIOJHUTEIIO.
8.@opmupoBanme u oopmiIeHHs €.
A.1oAIINMBKA JOKYMEHTOB

b.mouck n1okyMeHTOB

B.odopMmienne TUTYIbHOTO TUCTA
I'.cucremaTn3zanusi BHyTpEHHUX JTOKYMEHTOB

Bapuaut Ne 2:

1.00s13aTesIbHbIE PEKBU3NTHI, 00ecnieYnBaIOIHe PUANYECKoe 3HaYeHHe IOKYMEHTOB:
A.perucTpanOHHBIN HOMEp

b.cipaBouHBIE TaHHBIE;

B.noanuce

I'.TexcT nokymeHnra

2. TpedoBanusi k 0GOPMJIEHHIO TOKYMEHTOB
A.cocTaB peKBU3UTOB

b.cobmonenue pazmepa mosnei

B.¢opmara 6ymaru

I".upudT Tekcra 10KyMeHTa

3.biaHkH ci1yKeOHbIX JOKYMEHTOB:
A.OCHOBHBIE

b.6nank nucrma

B.6naHK 10JKHOCTHOTO UL

I".6;1aHK KOHKPETHOTO BU/Ia JOKYMEHTA
4.0pranu3anoOHHbIEe JOKYMEHTbI:

A. [loroBopsl

b. mraTHas YMCIEeHHOCTH



B. YcraB npennpusitus

I'. akTBI IPOBEPOK.
S.AndopManHOHHO-CIPABOYHBbIE JOKYMEHTHI:
A.tenedoHorpamMmma

b.noBepeHHOCTH

['.iuraTHOE pacnucanue

B.pacnopsixenue

6.PacnopsiaiutesibHbIE JOKYMEHTDI:
A.IPOTOKOJ

b.npukasel

B.nonoxenus

I'. uHCTpYKIIMHU 110 AEIONPOU3BOACTBY.

7. IloaroToBKAa /€1 K ApXUBHOMY XPAHEHHIO:
A.ipoBepKa HAJIMYMS TOKYMEHTOB
b.akcnepTu3a EHHOCTH TOKYMEHTOB

B. noanucanue pykoBoaUTENS

I".xoMuccus O CIIUCAHUIO JOKYMEHTOB

8. ®opmupoBanue u 0popMIIeHHS e
A.cocTaBiieHUE HOMEHKJIATYPbI 1€

b.nouck 10KkymMeHTOB

B.odopmienne TUTYyIbHOTO TUCTA
I'.cucremaTn3anusi BHyTpEHHUX JOKYMEHTOB.

Bapuant Ne 3:
1.00s13aTe/IbHBIE PEKBU3UTHI, 00eCIeYHBAIOIIHE OPUANYECKOE 3HAYeHHEe JOKYMEHTOB:
A.HauMEHOBaHNE OpPraHU3ALNH

b.npunoxenue

B.noanuce

I".HanMeHOBaHMe BHIa JOKYMEHTa

2. TpeGoBanusi K 0(pOpMJIEHHIO TOKYMEHTOB:
A.cOCTaB pEKBU3UTOB

b.cobmonenue pazmepa nosei

B.popmara 6ymaru

I".uBera Gymaru

3.biaHkH ci1yKeOHbIX JOKYMEHTOB:

A .IOTIOJTHUTENBHBIE

b.6mank mucema

B.65aHK CTpYKTYpHOTO MOJIpa3/ieieHus

I".6;1aHK KOHKPETHOTO BUJIa IOKyMEHTa
4.0pranu3anMoOHHbIC JOKYMEHTHI:

A. mpaBuiia BHyTPEHHETO TPYJOBOIO pacrlopsiika
b. mrarHoe pacnicanue

B. YcraB npennpusitus

I'. moknamHas 3anucka.
S5.AudopManioHHO-CIPABOYHbIE JOKYMEHTHI:



A.0OBSICHUTEIbHAS 3aITiCKa

b.noBepeHHOCTH

['.iuraTHOE pacnucanue

B.nporoxour.

6.PacniopsiguTe/ibHbIE IOKYMEHTbI:

A.pemienue

b.npuka3bl 0 KOMaHIUPOBKE

B.nmonoxenus

I'.3asBneHne

7 TexHoJ0THSI padOTHI ¢ TIOKYMEHTAMM:

A.OTpaBJICHHE IOKYMEHTOB I10 (aKcy

b. perucrpanus

B. paccMoTpeHne JOKyMEHTOB pyKOBOUTENIEM

I'. mepenava TOKyMEHTOB HUCIIOJTHUTEIIO.

8.@opmupoBanue u opopMIIeHUs 1€

A.cocTaBiieHUE HOMEHKJIATYPbI €T

b.nouck 10KkymMeHTOB

B.odopmienne TutynpHOTO CTA

I".cucremaTu3zanusi BHyTpEHHUX JOKYMEHTOB.

Knrouu xk omeemam:

1B 1-a,8.1; 2-0,8; 3- O,r; 4- 0,B; 5 —a,0; 6- a,0; ; 7 —a,0,r; 8- B,I.
2B la,B; 2- 0,8; 3 — 0,B,1; 4-2,0,8; 5 —a,0; 6-a,0; 7-0;7 —a,r.
3B 1- a,0.B; 2- 0,B; 3- 0,B,I; 4- 2,0,B; 5-2,0; 6 —a,0; 7 -=0,B,T; 8- a,B,T.

10.2 KOHTPOJIBHAS PABOTA 110 JUCHUIIJIMHE

KonTponbHas pabota, npeanonaraeT 3aKpenuTh 3HaHUSI CTYIEHTOB 110 IPONJAEHHBIM TEMaM U
3aKpENUTh IPAKTHYECKUE HABBIKM 110 COCTaBJICHUIO OTNpECNIEHHBIX BUAOB CIYXEOHBIX
nokyMeHTOB. KoHTposnbHas paboTa CcOCTOMT M3 3 BapuMaHTOB MO 3 BONPOCA M BBINOJHEHHS 2
MIPAaKTUYECKUX 3aJaHUM.

KOHTpOJIBHLIC pa60TBI NpoBOAATCA C LCJIbKHO HNPOMCKYTOYHOI'O KOHTPOJIA 3HAHUM
CTYACHTOB. OcHoBHas ocib KOHTpOJ’IBHOﬁ pa6OTBI — 3TO KOHTPOJIb YCBOCHUS CTYACHTAMU y‘-IC6HOI‘O
MaTrcpHrajia nmo OTACIIbHBIM TCMaM y‘-IC6HOI>i JAUCHUITIIMHBI. KOHTpOJIBHLIC pa6OTBI BBITTIOJIHAIOTCA B
NMUCBbMCHHOM BUC BO BPEM ayAUTOPHBIX 3aHATHH B MMPUCYTCTBUU ITPCTIOAABATCIIA.

Bpewms BeimonHenus 45 MUHYT.
Kpurepuu onenku - 6anpHas (ot 0o 5 6ansos)

B xome KOHTpOiBHOW pabOTHI CTYIEHTHI HE MMEIOT IpaBa IOJIb30BAThCA YYCOHHKAMHU,
KOHCIIEKTaMU U T.II.

VYcnemHoe BBHIMOTHEHHE TEKYIIMX KOHTPOJBHBIX pPadOT B TEUYEHHE Kypca SBISETCS
JIOITYCKOM K UTOFOBOMY 3a4€Ty MO JUCHHUTLINHE.

KOHTPOJIBHBIE BOIIPOCHI:
1.PekBU3UT « I€4aThy, IepeueHb JOKYMEHTOB, KOTOPbIE 3aBEPSIIOTCS MEeUYaThIO.
2.PexBU3HT « YTBEp)KIal0» MEpedYeHb JOKYMEHTOB, OUICKAIINX YTBEPKICHUIO



3.Kakue ucnonb3ytorcst cranaapTblie (hopmaTsl OyMart, 11t H3rOTOBJICHHUS CITY>KEOHBIX
0J1aHKOB?
4Kakue IOKHBI UMETh MOJIs OJaHKH CITy>KeOHbIX JoKyMeHToB corsacHo ['OCTa 6.30-2003?
5.Hanucatp 1oknagHyo 3aUCKy O HapyIIEHUH TPYAOBON AUCHUIUIMHBI CIIEIIMAINCTa
COLIMAJIBHOM CITY’)KOBI  (HE CBOEBpEMEHHas caya JOKyMEHTOB B CBSI3U C OTCYTCTBUEM Ha
pabore o HeyBakuTenbHOU npuurHe 12.09.2001. Gostee 4 yacoB) ¢ cobmoieHrEeM
COOTBETCTBYIOLINX PEKBH3UTOB.
6.Hanucath 00bACHUTENBHYIO 3aIIMCKY OT UMEHHU CHELMAINCTa, KOTOPbIN HapyIINI TPYAOBYIO
auctuiuinHy ( oTCyTCTBHE Ha pabouem Mecte Oojiee 4 4acoB HEYBKUTEIbHBIM IPUYHHE
12.09.2001.) ¢ cobmo1eHreM COOTBETCTBYIOIIUX PEKBU3UTOB
7.Hammcatp u otpaButh Tenerpammy (IIPOCTY., MEXXKIAYHAPOIHVYIO) ¢ coGmonennem
COOTBETCTBYIOLINX PEKBU3UTOB.
8.0¢opMHUTH JOBEPEHHOCTH Ha MOTyYSHHUE CTUIICHANN APYrOMY JIHILY, C COOTBETCTBYIOLIMMHU
IIPaBUJIAMHU €€ MOATBEPXKACHUSA U € COOJIIOCHUEM COOTBETCTBYIOLINX PEKBU3HUTOB.
9.CocTaBUTH aKT MPOBEPKH HATHYHS MaTePUAIbHO-TOBAPHBIX IEHHOCTEH 3aB.CKIIAJIOM , C
COOJIFOJICHUEM COOTBETCTBYIOLINX PEKBU3UTOB
10. Kakue craguy JOKyMEHTOO0OPOTa MPOXOIAT JOKYMEHTHI
B coumanbHbIx ciayx0ax ¥ HOArOTOBKA A€ K apXUBHOMY XPaHEHUIO?
11. PeKkBHU3HUTHI pETUCTPAIIMH BXOSIIETO TOKYMEHTA, BUIBI )KypHAJIOB
perucTparmy.
12. PacmionoXuTh JaHHBIE TOKYMEHTHI B HOMEHKIJIATYpE e IPEANPHUSITHS B
Ha/IJIeKalleM Mopsake (MepernucKka ¢ JpyruMi OpraHu3alusMy,
IIPOTOKOJIBI TPOU3BOICTBEHHBIX COBEIIAHH, YIPEAUTEIbHBIE JOKYMEHTHI
OpENpUsATHS, JOJDKHOCTHBIE MHCTPYKIMH, [lonoxenus o6 otaenax,
ITaTHOE pacnucanue, [Ipukasza no OCHOBHOM I€STENBHOCTH.
13. PexBusut «HanmeHoBaHME OpraHU3aII» U €r0 3JIEMEHTBI, IPaBUIIO ohopMiIeHHs
14 PexBU3HT « 1aTa» U €ro 3JeMEHTHI, OPMbI HaITUCAHUS
15 PexBusur « [Toanuce» ero anemMeHTsl U 0(hOpMIICHHUS.

10.3.MPUMEPHBIN NIEPEYEHb BOITPOCOB K 3AYETY

[TpenmMeT — nemonpon3BOACTBA, MOHATHS JOKYMEHT, JOKYMEHTHUPOBAHMUE.

Buibl HOpMAaTHUBHBIX TOKYMEHTOB PETYIMPYIOIIMX BOMPOCHI AEIONPONU3BOCTBA.
Yro nmpencrasinser coboit Ennnas I'ocynapcrBenHas cuctema aenomnpouspojactsa (EI'C/)?
VYHupuuupoBaHHas  CHUCTeMa  OpPraHMU3AlMOHHO-PACHOPAIUTENLHON  JOKYMEHTalUH.
TpeboBanus K 0(OPMIIEHUIO TOKYMEHTOB.

Crnyx0a TOKyMEHTallMOHHOT'O 00eCIIeYeHNsl YIPaBICHUS B COLUAIBHBIX CIYXKOax
Knaccugukarus 10KyMEHTOB U BHJIbI CITY’K€OHBIX JOKYMEHTOB.
YHuduumupoBaHHble CUCTEMBI JOKYMEHTAI[UU

TpeboBanue k opopmieHuto 1okymeHToB Ha ocHoBe ['OCTa P.6.30-2003
HOpuanueckoe 3HaueHNEe JOKyMEHTa

10. S3bIK ci1y>Ke€OHBIX JOKYMEHTOB

11. TpeGoBanus k 0pOpMIIEHUIO U BUABI OJTAHKOB JOKYMEHTOB COI[MAJIbHBIX CITYXKO.
12. Odopmiienne OT/IENbHBIX BUI0B PEKBU3UTOB

13. Oprann3annoHHbIe JOKYMEHTHI COIIMATBHBIX CITYKO

14. Ycras

15. Ilonoxenue

16. Uuctpykuuu

17. ltaTHOE pacnucanue

18. J{oyKHOCTHBIE MHCTPYKIIMM CHEHUAINCTOB COLUAIBHBIX CITYXKO

19. PacnopsiiutenbHbIe TOKYMEHTHI COITMATBHBIX CITYkKO

20. Ipukas
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21. PacniopspxeHue

22. Pemenue

23. IIpoTokomn

24. OdopmiteHre TPUKA30B U IPYTUX PACTIOPSAUTEIBHBIX JOKYMEHTOB COLMAIBHBIX CITYXKO

25. ndpopmanoHHO- CIIPaBOYHBIEC JOKYMEHTBI COLIMAIBHBIX CITYXKO

26. AKTBI

27. ITucema

28. JloxnagHast ¥ 0ObSICHUTEIbHBIC 3aIIUCKU

29. CripaBKu

30. JloBepeHHOCTH

31. Oopmienne AENOBBIX MUCEM M JAPYIHX ONEPAaTUBHO-WH(OPMAIMOHHBIX TOKYMEHTOB
COIMAJIBHBIX CITYXO.

10.4. OueHouHble cpeaCTBA AJI51 MPOMEKYTOYHOM aTTecTaluu

[Ipn ouenke kaxaoro BuAa y4eOHOM pabOThl MO JUCIHMILIMHE HUCHOJIb3yeTcs OabHO-
pEUTHHrOBasi CUCTeMa OLEHKHM YCIEeBaeMOCTH 0Oydaromuxcsi B cooTBercTBUU ¢ [lonoxkenuem o
OayIbHO-PEUTUHIOBOM cucTeMe OIeHKH ycneBaemoctu obyyaromuxcs B PI'bOY BO «Upkyrckuit
rOCYJapCTBEHHBIN YHHBEPCUTET.

bannbHO-pedTHHTOBAs CHCTEMa OLEHKH YCIEBAEMOCTH O0YyUYalolIMXCcs OCHOBAaHA Ha OIEHKE
Ka)KI0ro BUJa y4eOHOM paboThI 10 AUCHHUIUIMHE B PEUTUHTOBBIX Oajiax.

KonmgecTBo 0anioB, MOMy4eHHBIX OOYYArOMIMMCS MO TUCIMIUIMHE B TEUYEHHE CEMecTpa
(BkJIOUast OayTbl 3a 3a4eT), MEePEBOAMTCS B aKaJIEMHUYECKYIO OIEHKY, KOTopas (UKCHpPYETCs B

3a4€THOM KHHU)KKE B COOTBETCTBHH CO CJ'IC,Z[YIOH_Ieﬁ Ta6J'II/ILIeI711

bannbl, nony4yeHHble 00y4yaronmMcst 1o AkaneMuyeckasi OLleHKa

JAUCHUIINIMHE B TCYHCHUE CEMECTpa

60...70 GaynoB «YIOBJIETBOPUTEIIBH «3a4TEHO»
o»

71...85 6annoB «XOPOIIIOY

86...100 6amioB COTITUYHOY

Ecmm konmmyecTBO OaiioB, KoTopoe HabepeT oO0ydaromuiicss B TEUCHHE CeMecTpa, OyneT
HEAOCTAaTOYHBIM [JId ITOJIYUYCHUA UM OJIOKUTEILHOU aKaHeMquCKOﬁ OII€HKHU II0 AUCIIMIIIINHE,
MpernoaaBaTeNb BIpaBe MOTPeOOBAaTh OT OOYYAIOIIErocsl BBIMOJIHEHUS JOMOJHUTEIbHBIX 3aJaHUN
JUTSL TIONy4YeHHsT OOJBIIET0 KOJUYecTBa 0a/UIoB. PemieHne o BO3MOKHOCTH U (hOpME BBITTOJIHEHUS
00yJaromuMcsl JIOTIOJTHUTENBHBIX 3aJaHuid Il TOJMYYeHHs OOJbIIero KOJMYecTBa OaiioB

IIPUHHUMACTCA MPETIOaAaBaTCICM.



Pa3paboTumKu:

[IOLIEHT Kadheapbl coumansHoi paboTsl MepuHoBa B.H.

Mporpamma pacCMOTPeHa Ha 3acefjaHny Kadeapbl CoLuanbHoli paboThi

MpoTtokon Ne 8 oT «13» anpena 2022 .

3aB.Kkagheapoi foueHT PewweTHmKoBa E.B.





