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1. leau u 3agaun AMCHUILIMHDI:
[lensMu OCBOEHHS AUCHMIUIMHBI «J[OKyMeHTammMoHHOE oOOecreueHue B
JESATETLHOCTH COIUATBHBIX CITY)KO0» SIBIISFOTCS:
® [IOJyYeHWE BBIMYCKHUKAMH 3HAaHUA W YMCHHMHA HaJJIeKaUM O00pa3oM
pEenoHECTH UH(POPMAIHIO B THCBMEHHOM BHJIE, T.€. MPABUJIBHO COCTABUTH U
0OpPMUTH JTOKYMEHT,
® yMEHHE OpraHu3aIid JOKYMEHTOOOOpOTa M TEXHOJOTUH PaboOThl ¢
JOKyMEHTaMH, BKJII0Yasi TEXHOJIOTHIO pabOTHI CO CITY>)KEOHBIMU JTIOKyMEHTaMH
COIIMATIBHBIX CIIyKO - pErucTpaiuu, KOHTPOJb  CPOKOB  HCIIOJHEHUS,
nH($OpPMaLMOHHO-CIIPaBOYHas padoTa.
3amayn JUCIATLINHEL:
® 0XapaKTEepPU30BaTh aKTYaJIbHOCTh BOIPOCOB COBPEMEHHOHN perjiaMeHTaluu
JEJIONPOU3BOACTBA  COCTaBiIeHHEe ©W  OGOPMIICHHS  YIIPaBICHUECKUX
JIOKYMEHTOB;
® Hay4YHTh OCOOCHHOCTSIM SI3bIKA U CTUJISL CITY>KEOHBIX JOKYMEHTOB;
® OCBETUTh BOMNPOCHl OpTraHU3ALNHU paboThl C JOKYMEHTaMH, BKIIIOYAs
WCIIOJIJHCHHE | KOHTpPOJIb, IIpaBWJIa XPAHEHUS JIOKYMEHTOB B
JIEJIONPOU3BOACTBE U MOJTOTOBKA UX K Cl1au€ B ApXUB.
2. MecTo AMCHHMILIMHBI B cTPYKTYpe OOII
JlaHHBIN Kypc yuyeOHON JAUCITUILIMHBI 0a3upyeTcss Ha 3HAHUSAX, MPHUOOPETEHHBIX
CTYJICHTaMH B MPOIIECCE OCBOCHHUS TaKUX JTUCIUIUINH KaK:

e OnpIT OPraHN3aliOHHO — A/IMMHUCTPATUBHON PadoThI B CHCTEMe COUMATBHBIX CIYXKO
(b1.B.O/1.7) IIpn n3y4yeHUM NaHHBIX AUCLUIUIMH CTYACHTBI BOCIIPOU3BOJAT 3HAHUSA, YMEHUS U
HaBBIKM I10 OPraHU3alMOHHO — VIPABJICHUECKOW JACATENIHHOCTH PAOOTHUKOB YUPEKICHUN
COLIMATILHOM 3aIlUTHI, U UX CIYKO. Y4aTcs ObITh TOTOBBIMU K KOOPJIWHAIIUN TICHXOCOIMATBHOM,
CTPYKTYPHOU U KOMIUIEKCHO OPUEHTUPOBAHHOW COIMAJIIBHOM paboThl pa3IUYHbIX
OpraHu3alui, yUpexaeHuN U NPeANpPUITHIA, a TaKXKe JeATEIbHOCTH PA3JIMYHBIX CIIEHUATUCTOB
B PCEIICHUHM 3a/lad COLMAJIbHOW 3amuThl HaceideHus. [lpu wu3ydeHWW NaHHBIX IUCHUILIAH
CTYJIEHTBI BOCIIPOM3BOJAT 3HAHMS, YMEHUS U HABBIKM MO OPTraHU3AIlMOHHO — YINPAaBIECHYECKOU
JESATETLHOCTH Pa0OTHUKOB YUPEKACHUHN COMAIIBHON 3aIIUTHI, K UX CITYXO.

B pe3yJibTaTe 0CBOCHMSI AMCHMILUIMHBI CTYIEHT J0JIKeH 00/1a1aTh 00IIEKYJIbTYPHBIMU U
MPOPECCHOHAIBHBIMA KOMITETCHIIUSIMUA KaK: CIIOCOOHOCTHIO K KOMIIETEHTHOMY HCIOJIb30BAaHUIO
3aKOHOJATENBFHBIX M JPYTUX HOPMATHUBHBIX aKTOB (helepaibHOr0 U PETHOHAIBLHOTO YPOBHEH ;
00JaaTh CMOCOOHOCTHIO K OpPraHW3AIMOHHO-YNPABIEHYECKOH padoTe B IMOJAPa3CICHHIX
COLIMANIFHBIX YUPEKIACHUN U CIYKO ; 0071a1aTh CIOCOOHOCTHIO UCTIONB30BaTh OCHOBHBIE METOJIBI,
CrocoObl W CpelcTBa IOJIy4EHHUs, XpaHEHus, nepepaboTku HHGOpMAalKM, HABBIKM pPabOThI €
KOMIIBIOTEPOM KaK CPEJCTBOM yIpaBieHHsI HH(pOpMaILHed, B TOM YHCIe B TTI00ATBHBIX CETAX

e Opranu3amnusi padoTsl peadnauranuoHubIx nenTpos (b1.B.0/1.19)
[Ipy wW3yyeHMHM [OaHHOW [AUCUMIUIMHBI CTYACHTHl BOCHPOU3BOAST 3HAHMS W YMEHUA 1O
OpraHU3aIMOHHO-YIPABICHUYECKOU JIEATETLHOCTH PeaOUIUTAIIMOHHBIX CITYXKO:
ONPENENAI0T, KOHKPETU3ALMI U TOCTPOCHHE HEPAPXUU 3aJad JEATEIbHOCTH OTEIbHBIX
COITMATHHBIX PAOOTHUKOB M X TPYIIIT B OCHOBHBIX HAIPABJICHUSAX MCUXOCOIUAITBHOMN, CTPYKTYPHOM
U KOMIUICKCHO OPHEHTUPOBAHHOW COIHMANBHOW pabOThl, B TOM YHUCIEC MEIUKO-COIHAILHOM
ITOMOIILIY;
MOTYT CaMOCTOSATEJIbHOE OCYUIECTBISATh KOOPAMHALMIO JACSTEIbHOCTH IO BBISBICHUIO JIHII,
HYXJIAIOIINXCS B COLMUAIBHOM 3alUTE;



onpeaciisiTb MCTOAbI CTUMYJIIMPOBAHHUA MOTHUBAlIUU HpO(beCCI/IOHaJILHOFO Pa3BUTHA, TBOPUYCCKOC
ydacTue€ B OpraHM3allMOHHO-aAMHUHHUCTPATUBHON paboTe B MOAPA3ACICHUSIX YUPEKICHUN U CIIyXO0
COIIMAILHOM 3aIlIUThHI HACSTICHUS;

MPOSBIISIIOT HAaBBIKK B COJEHUCTBUE KOOPAMHALIMM JESTEIBHOCTH PA3IUYHBIX CIELHUAINCTOB B
pelIeHNr 3aJa4 COIUAIBHOW 3allUThl HACEIICHWS W TpPH padoTe B KOHKPETHBIX CIIydYasx, B
OpraHHu3aIi MEIMKO-COLUATbHON TOMOIIIH;

B pe3yibTare OcBOeHMS] NUCHMIUVIMHBI CTYJEHT [0J/IKeH 00,1a1aTh MNpo¢ecCHOHATbHBIMHU
KOMIIETEHI[USIMU KaK:

- CHOCOOHOCTBIO peliaTh MpoOJIeMbl KJIMEHTa IyTeM MPUBJICUEHUS COOTBETCTBYIOIIMX
CrICnuajancCToOB, MO6I/IJII/133LII/II/I COOCTBEHHBIX CHII, (1)I/ISI/II-IGCKI/IX, IICUXUYCCKUX U COLHAJIBbHBIX
pPECypCoB KIIMEHTA ;

- CIOCOOHOCTBIO K pean3aliii MEXBEJIOMCTBEHHOTO B3aMMOJCHCTBUS W KOOPAMHAIIUU
JESTEIbHOCTH CIIEUATNCTOB B PEUICHUH aKTYalIbHbBIX 3a/1a4 COLUANIbHONU PabOTHI ;

e OpranusainuoHHoe odecneyeHne conuaabHoii paorsl (b1.6.12)

HpI/I HU3YUCHUU IIaHHOI\/JI AUCHUIINIMHBL CTYACHTBI MOI'YT IPUMCHATH CBOM IIOJTYUYCHHBIC
3HAHUA B:

- BBISIBJICHHE MOTPEOHOCTEH OTAETbHBIX UHIUBUIOB, CEMEH U Pa3HBIX COLUAIBHBIX IPYIII
HaCeJIeHUs1, HYIAIOIINUXCS B Pa3IMYHBIX BUAAX U (POpMax COLUATHLHON MOMOIIIM 3allUTHI;

- IPOBEACHUE KOMIUIEKCHOW OLICHKH >KM3HEHHBIX CUTYyallMd pa3HBIX COLMAIBHBIX TPYIII
HACEJICHUs U YPOBHS MX JXKU3HEACSATENBHOCTU C IIEJIbI0 MOCTAHOBKH COLMAIBHOIO JHAarHo3a u
pa3paboTKu IPOrpaMMBbl COIIMAILHOM 3aIlUTHI;

- peaimn3anuu COLHAIBHBIX TCXHOJIOI‘I/Iﬁ, YUYUTBIBAOIIUX 0COOEHHOCTH COBpPCMCHHOT'O
coueTaHusi TN00aIbHOrO, HAIMOHATBHOTO M PErHOHAIBHOIO, CIEUU(UKY COLMOKYJIBTYPHOTO
pa3BUTHA 00IECTBA;

- 00ecreueHNH COIMANIbHOMN 3alIUThI, IOMOIIHU U MOAEPKKH, MPEAOCTABICHUH COIIMATbHBIX
YCIyr OTACJIbHBIM JIMIAM W COLIUAJIbBHBIM I'pYIIIIaM;

- penieHue MpoOJeMbl KIWEHTa MyTEM MPHUBICYCHHS] COOTBETCTBYIOIIUX CIICHHATIHCTOB,
MO6I/IJ'II/I3aHI/II/I COOCTBEHHBIX CHIJI, (1)I/I3I/I‘~I€CKI/IX, NMCUXUYCCKUX U CONUAJIBHBIX PECYPCOB KIIMCHTA,

- OIICHKE KayeCTBa COLMAIBHBIX YCIYyT HA OCHOBE JIOCTUKEHUN COBPEMEHHOW KBATTMMETPUU
M CTaHOapTU3allHuu,

B pe3yabTare ocBOeHMS NUCHMIUIMHBI CTYJEHT [I0JIKeH 00,1a1aTh MNpodecCHOHATbHBIMHU
KOMIIETEHI[USAMM KAK:

- CHOCOOHOCTBIO K pa3zpaboTke u 3¢ (HEeKTUBHON peann3aluyd COIUANTBHBIX TEXHOIIOTUH,
YYUTHIBAIOIINX OCOOCHHOCTH COBPEMEHHOTO COYETaHMsI TJIO0AIbHOTO, HAIMOHAIBHOTO |
PErHOHANIBHOTO, CTIENU(UKY COLIMOKYIBTYPHOTO Pa3BUTHS O0IIECTBA;

- CIIOCOOHOCTHIO K MHHOBAIIMOHHOM JICSITEIBHOCTH B COITUAIBHOM cepe;

- CIOCOOHOCTBIO peliaTh MpOoOJeMbl KJIMEHTa IMyTeM MPUBJICUEHHUS COOTBETCTBYIOIIMX
CIICNUaJINCTOB, MO6I/IJ'II/133HI/H/I COOCTBEHHBIX CHIJI, (1)1/[3PI‘—I€CKI/IX, IICUXNYECCKUX HW COIIHAJIBHBIX
PECYpPCOB KIIMEHTA ;

- CIOCOOHOCTBIO  HCMOJb30BaTh OCHOBBI  IPABOBBIX 3HAaHUN B pa3IMUHBIX cdepax
KU3HEACITEIbHOCTH;

3. TPEBOBAHMHME K PE3YJIbTATAM OCBOEHUSA IUCIHUIIJINHbI

C yderom ocobeHHOCTH Oyaymied NpopecCHOHANbHON NEATEIbHOCTH MPEICTaBIsAeTCs
BO3MOXXHBIM BBIpa0OTaTh y CTyJ€HTa MPEICTaBICHHUS O COBPEMEHHON OpPraHU3alui U TEXHOJIOTUU
JIOKYMEHTAIMOHHOTO obecrieueHus ynpanieHus. Hayduts cTyAeHTOB aHaIM3UpOBaTh HOPMATUBHO-
METOJMYECKYI0 OCHOBY  JICJIONIPOM3BOJICTBA, 3a1a4un 1 PpyHkuuu ciayx6 JIOY, nadopmanuonto-
CIPAaBOYHYIO CHCTEMY IO JOKYMEHTaM YUPEXJACHUN COLHAIbHBIX CIIY)KO, OPraHU3alUI0 TEKYILETro
XpaHEHUs! JOKYMEHTOB, TOATOTOBKY JOKYMEHTOB K II€pe/iaye Ha BEJOMCTBEHHOE XpaHEHUE.

B pesynprare usydenue OazoBoii wyactu 1ukina (nmpodeccuoHanbHbii  pazmen OOII)
JUCLHUIIINH CTYIEHT JOJIKEH:



- 3Hamb — OCHOBHBIC IPUHIUIIBI OPTaHU3AIMH JIETONPOU3BOJICTBA M JOKYMEHTO000pOTa B
JEeSITEIbHOCTH COLIMANIbHBIX CIIYXO;

- yMemb — UCTIOJB30BATh U COCTABJIATh HOPMATUBHBIC JJOKYMEHTBI, OTHOCSIINECS K OyIymei
npodeccuoHaNbHOM e TeIIbHOCTH;

-- 81a0emb — HAaBBIKaMH JICJIOBBIX KOMMYHUKAIUI, HAaBBIKAMU Pa0OTHI C IPABOBBIMH AKTaMH

CryneHt aomkeH 001aaath NpodecCHOHaIbHBIMU KOMIETCHIIUSIMHU:

- CHOCOOHOCTBIO K OpPraHM3allMOHHO-YIPABICHYECKOH paboTe B MOApA3ICNCHHIX
OpraHu3alHii, peaTn3yIOIMX MEPBI COIHaIbHOM 3amuThl rpaxkaad (ITK-8);

CIOCOOHOCTBIO K  BEJICHHIO  HEOOXOAMMOW  JOKYMEHTAllMM W  OpraHU3aluu
JOKYMEHTOO0O0pOTa B MOJAPA3/JCICHUAX OpraHU3aliil, pealu3ylIIuX Mepbl COUAIBHON 3alUThI
rpaxaan (ITK-9)

Peanu3amus KOMIIETEHTHOCTHOTO MOAX0/a MpeayCMaTpUBaeTCs MIMPOKOE MCIOJIb30BaHUE B
00y4YeHHH aKTHBHBIX M MHTEPAKTUBHBIX (HOpPM NpOBENEHUE 3aHATHN (IEJOBbIE U POJIEBBIC UTPHI,
pa30op KOHKPETHBIX CHUTYyalluid, TECTUPOBaHWE) C 1eIbl0 (GOPMUPOBAHUA U  Pa3BUTHUSA
po(heCcCHOHATIBHBIX HABBIKOB CTYJIEHTOB.

4. O0beM AUCUMILIMHBI (MOYJIs) M BUABI Y4eOHOIi padoThl (pa3aensiercs no popmam
00yueHus1)72 yaca 2 3a4eTHbIe eIMHULIBI.

Ounas popma o0yueHus

Bua yyeOnoii padoTbl Bcero CemecTpsl
yacos /
3a4Y€THBIX

eIMHHUIY
AyauTopHbIe 3aHATHS (BCEro) 36 4
B ToM uucne: - - - - -
Jlexun 18 18
[Tpaktuyeckue 3ansatus (I13) 18 18

Cemunapsl (C)

JlaGopatopusie pabotsl (JIP)

CamocrosiTesibHast padoTa (Bcero) 34 34

B ToM uncie: - - - - -

KypcoBoii npoekt (paboTta)

Pacuetno-rpaduueckne paboTs

Pedepar (npu Hanuumm)

Lpyaue 6uovl camocmosmenvHou pabomol

KCP 2 2

Bung HpOMC)KyTO‘-IHOﬁ arTecranuu (3a4er, 3K3aMCH)

OO0mast TpyA0€MKOCTh 4ackl 72 72

3a4CTHBIC €AUHUIIBI | 2 2

3aounas popma oOyueHus



Bun yueOHoil paGoThl Bcero CemecTpsl
yacos /
3aYE€THBIX
eIHHHUIY

AyauTOpHBIE 3aHATHS (BCEro) 14 9
B tom uucie: - - - -
Jlexuuu 2 2
[Ipaktuueckue 3austus (I13) 12 12
Cemunapsl (C)
Jlaboparopusie paboTs (JIP)
CamocrosiTesibHast padoTa (Bcero) o4 o4
B Tom uucie: - - - -
KypcoBoii npoekT (pabota)
PacuetHo-rpaduueckue paboThl
Pedepar (mpu Hammuum)
pyaue 6uovl camocmoamenvhoi pabomoi
Konmpons 4 4
Bun npomexyTouHoil arrectanuu (3a4er, 3K3aMeH)
OO0mas TpyA0€MKOCTh Yachl 72 72

3a4EeTHBIC €AUHULIBI | 2 2

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIsA)

B pamkax u3yueHust JaHHOHN y4eOHOM TUCIUTUIMHBI PEIyCMaTpUBAETCS:

ymenue eKyuil, B KOTOPBIX OIpPENESAIOTCS 0a30BbIE IOJIOKEHHUSI TEMBbl, OCBEIIAETCs
CTeNeHb pa3pabOTaHHOCTH M CYIIECTBYIONIUE MPOOJIEMBbI WX M3YyUEHHUS, PACKPBIBAIOTCS
CrocoObl HAYYHOTO aHanu3a uccleayeMbix (heHoMeHoB. O0beM JEKIIMOHHOTO MaTepuana -
18 gyacos;

- npoeedenue CeMUHAPCKUX 3AHAMUI, KOTOPbIE MPEANoJaraloT KOHKPETH3alUI WU
yrIyONeHHYI0 MpopadOTKy JEKIIMOHHOTO MaTepuana, aKIEeHTHPOBAaHUE MPAKTHUYECKON
HAIPaBJICHHOCTHU IIOJTYYCHHBIX 3H3HI/II71, OCBOCHHE M 3aKpCINNICHHUE HU3Yy4daCMbIX BOIIPOCOB
MOCPEACTBOM BBITIOIHEHUE KAaK TEOPETHUYECKHX, TaK M MpPaKTHUeCKuxX 3amaHuil. OOobeM
4acoB MMPOBEICHUS TEOPETUUYECKOr0 CEMHUHapa -12 4acos;

npoeedenue  NPAKMUYECKUX  3AGHAMUN  TIO  COCTaBIEGHUI0O U O(OpMIEHHUIO
COOTBETCTBYIOIIMX BHJOB JIOKYMEHTOB, rpaduueckoe ohOopMIeHUE Pa3TUYHBIX BHUJOB
CITy’)K€OHBIX JOKYMEHTOB. O0bEM MpaKTHUECKUX 3aHATHI — 69acoB.

npoeedenue KOHMpPOAbHOU padompl TO TPOBEPKE U 3AKPEIUVICHUIO TOJYYEHHBIX Ha
JeKIUAX U ceMUHapax 3HaHuil. [IporpaMMoii mperycMOTpeHO ofHa KOHTpOJIbHAs padora,
KOTOpass COCTOHUT U3 TPEX BAPUAHTOB IO 3 TCOPECTUUCCKHUX BOIIPOCA W BBIIIOJHCHHA OBYX
MPAKTUYECKUX 3aJaHui, 00beMoM 2 Haca.

camocmosamensvuvle pagomsl CMYOeHMOE TIO3BOJSIIOT Pa3BUTh 0OLIeydyeOHbIE U
oOuienpodeccroHanbHble YMEHUS U HaBbIKM. DOpPMBI OpraHu3alMd CaMOCTOSITEIbLHOM



paboThl CTYACHTOB BKJIIOYAET: padOTy C HOPMATHBHO- MPABOBBIMU JIOKYMEHTAMHU TI0
JEIIONPOU3BOJCTBY, C HAyYHO — METOJUYECKHMMH CTaThSIMHU; MOATOTOBKA K CEMHHAapawm;
BBITIOJIHEHHE MPAKTUYECKUX JOMAIIHUX U HMHAUBUAYAIbHBIX 3a1aHuid. CaMoCTOSTEIbHOM
paboTe CTyIeHTOB IpOorpamMMoii oTBeneHo 34 Jaca.

5.1.COAEPKXEHMUE PA3JIEJIOB U TEM JUCIUIIJINHbI

[Iporpamma y4eOHOW MMCHMIUIMHBI (MOJYJISA) BKIIOYAeT 6 pa3nenoB U 14 Tem, IPaKTHYECKUE
3aaHus 10 O(hOPMIICHHUIO YIIPABJICHUYECKUX JOKYMEHTOB, 00pa3ilbl TECTOB MO MPOBEPKE 3HAHUMN
(TeopeTnyecKoil YacTh), TEeMbl CEMHUHAPCKUX 3aHATHI U BOIIPOCHI K HUM.

PA3JEJ |. AEJIOITPOU3BOJACTBO: OCHOBHBIE ITIOHATHA.
[Ipeamer - penonpousBozacTBa. [lonstue aenonpounsBoctea. Jlokymentupoanue. Opranusamus
pabotbl ¢ nokymeHTamu. ITonarue cimyx6s1 JJOY. Jlokyment. Ilonstue nokymenra. ®@yHKus
noKymeHTa. [IoHATHE HOPMAaTUBHO — METOINYECKOM OCHOBBI JJOKYMEHTA.

PA3AEJI Il. UICTOPUSA PABBUTHUSA TOCYJAPCTBEHHBIX OPITAHOB BJIACTU U
JAEJIOITPOU3BOACTBA

Temal. Bo3HMKHOBeHHe W pa3BHTHE OTEYECTBEHHOrO /eJONMPOU3BOACTBA. W poccHiickue
TeXHOJIOTHH JeJ10IPOU3BO/ICTBA

[Tpuxaznoe  (cronbuosoe)  menompousBoiactBo  (XVI  —  XVIIBB.),  Komiexckoe
nenonpouspoictBo (XVIII B.), MUHHCTEPCKOE J1€TOTPOU3BOICTBO
( X1X - XX BB.), 1€70MPOU3BOCTBO B yupexaeHusx Poccun. KynpTypa Hanucanusi JOKyMEHTOB

OcHOBHbIE 3Tanbl pa3BUTUA pabOThl JOKyMeHTOB B Poccun. Ilpuunnsl pedopms I'ocanmnapara
Hauana XVIIIl cronerus, nporpeccuBHble (popMbl pa3BUTHS J€I0NpoU3BoJAcTBa Poccuu B nepuon
XVII-XIX BB. u pabora COBETCKOro MpPaBUTENbCTBA AJS CO3JaHHMs HOBOI'O CTHJISA PabOTHI C
nokymeHtamMmu B [ocammapare. Haywnas opranmsamms Tpyzna.  OOmerocyaapcTBeHHas
aBTOMAaTH3UpPOBaHHAs cucTeMa cOopa M 00pabOTKM MH(OPMAILMU, aBTOMATU3MPOBAHHAS CUCTEM
ynpasnenus (OI'AC, ACY).

PA3SJIEJI I11. COBPEMEHHOE I'OCYJJAPCTBEHHOE PEI'YJINPOBAHUE
AEJOIMPOU3BOJACTBA
Tema 2.HopMaTHBHO — MeTOAMY€eCKOE PeryJHPOBaHNe 1eJ0NPOU3BOACTBA.
YHuuuupoBaHHble CUCTEMBI JOKYMEHTauU. Tabenb YHU(PUIIMPOBaHHBIX JOKYMeHTOB. Ennnas
rocynapctBeHHas — cuctema  nenompousBoiactBa.  (EI'CH). TocymapctBeHHass — cuctema
JIOKYMEHTAIIMOHHOTO oOecrnedeHus: yrpasiieHus. OcHOBHBbIE mojoxkeHus. OOmue TpeboBaHUs K
JOKYMEHTaM M cIy>k0aM TOKYMEHTAllHOHHOTO 00eCTIeYeHHSI.

Tema 3.3akoHoaaTeIbHOE peryJIMpPOBaHuUe 1eJ0NPOU3BOACTBA.

lNocynapcrennsiit crangapt P® P.6.30-2003. YHudunupoBanHas cucreMa OopraHU3al[MOHHO-
pacropsaUTeNbHON JOKyMeHTauuu. TpeboBaHMS K OQOPMIICHHIO JIOKYMEHTOB. TumoBas
WHCTPYKITUS TI0 JIETIOTIPOM3BOJICTBY B (peepaibHBIX OpraHax MCIOJHHUTEIbHON BIacTH. 3akoH PO
«O uHpopmanuu, uHGoOpMaTH3aMKu U 3ammre HHPopmauuu. 3akoH PO « O s3plkax HapoOJOB
Poccniickoit ®enepanumny.
Vka3 IIpesunenta «O rocynapctBeHHOM repoe». 3akoH P® «O rocymapcTBeHHOH TaiiHe», 3aKoH
P® « O6 apxuBHoMm ¢onne PO u apxuBax». I'paxnanckuit Kogexc P® — HOpmBI mpaBa u
MOJIOKEHHUS TI0 JIOKyMeHTaM cdepbl TpaxJaHCKuX mnpaBooTHomieHuil. Tpynosoit Kogekc PO —
HOpPMBI TIIpaBa U TOJIOKEHHSI MO JOKyMeHTaM c(depbl TPYIOBBIX NMPABOOTHOIIEHUN. YTOJOBHBIN
Kogexkc P® — HOpMmBI mpaBa YrojOBHOW OTBETCTBEHHOCTH 3a HENPAaBOMEPHBIE ICHCTBUS C
JOKYMEHTaMH U HH(popMaLuen.

PA3JEJ IV. IOKYMEHTUPOBAHUE YIIPABJEHYECKOM JEATEJIBHOCTH



COLHUAJIBHBIX CJ1YXB
Tema 4.0¢opmiieHne ynpapjieHUeCKUX TOKYMEHTOB
CoctaB M cxeMa pacrlojOKEHUS  PEKBU3UTOB JOKYMEHTOB. OdopMicHHE pPEKBU3UTOB.
Opuanueckn 3HauMMbIE PEKBU3HUTHI JOKyMeHTa. TpeOoBaHus K OQGOPMIICHHIO PEKBU3HUTOB,
pa3MeIaeMpIX Ha MMOJIe YIIOBOIO IITaMiia JOKyMeHTa. TpeOoBaHUS K O(OPMIICHUIO PEKBH3UTOB,
pa3MeliaeMbIx ~ OpOAOJIBHO Ha paboueM 1oiie JOKyMeHTa. TpeOoBaHus K odopmileHHIO
PEKBU3UTOB, Pa3MELIaEMbIX Ha CITY>KeOHOM T0JIe JJOKYMEHTA,

Tema 5.TpedoBanue k 0(popMIIeHHIO U BHIBI C1yKeOHBIX 0JIAaHKOB

[Tonsatne u Buabl OJaHKOB JOKYMEHTOB. TpeOoBaHue K o(opmieHHMIO OJaHKOB B paMKax
['OCTa P.6,30-2003. TpeOoBanue K W3TOTOBIICHHIO, YYETy M XPAaHEHHIO TepOOBBIX  OJIAHKOB.
IOpunnyeckoe 3HadeHHE PJIEKTPOHHOIO IOKYMEHTA. 3aBEpeHUe KON JOKYMEHTa.

Tema 6.0c00eHHOCTH SI3BIKA M CTHJISI CJIYKeOHBIX IOKYMEHTOB

OcHOBHBIE OCOOEHHOCTH JIEJIOBOTO s3bIKa JOKyMeHTa. O01ue HOpMbl O0(OPMIICHHUS IEYaTHOTO
tekcta. Hymepauusa crpanun. CnocoObl HamucaHus JaT B JokyMmMeHTax. CokpallleHHe cJIOB U
cioBocoueTannii B Tekcre. OdopmieHne B JOKYMEHTax 4YHced, (U3MUECKUX BEIMYHMH,
mareMaThueckux (opmyn, tabmun u cxeM. OdgopmiieHHEe TEKCTOB JAOKYMEHTOB B aHKETHOW U
TpadaperHoil popme, Ha3BaHHWE JTOKYMEHTOB OpPraHoB BJIACTH. KOHTPOJIb M Ka4eCTBO MOATOTOBKH
JIOKYMEHTOB.

Tema 7.0co0eHHOCTHM MNOATOTOBKH M O(QOPMJIEHHMS OTAeJbHBIX BHI0B JOKYMEHTOB B
JAeSITeIbHOCTH COHATBHBIX CIIYHKO.

OpraHu3alMoOHHO- PAaCHOPSAUTENbHBIE TOKYMEHThI: OCHOBHBIE BHJA U IpaBUJa COCTaBJICHUS.
JIOJDKHOCTHBIE  pPEeTJIaMEHTBl  CIIEIUATUCTOB — OKCHEPTOB  OTHENOB  COIHUAIBHBIX  CITYXKO.
JIOJKHOCTHBIE MHCTPYKIMH CHEUATNCTOB COLUAIBHBIX cayk0. IlepeueHp 10KkyMeHTOB ¢ rpudom
YTBEPXKIEHHsI. DTaIlbl TOATOTOBKU PACIIOPSIUTEIbHBIX TOKYMEHTOB 10 OCHOBHOHM JESITEIHHOCTH,
NHpopMalMOHHO — CHpaBOYHBIE JOKYMEHTBHI: BUABI U MpaBuia O(OpMIIEHHS JTOKYMEHTOB
COLIMATIBHBIX CITYXKO.

Tema 8. OdopmieHue  JAOKYMEHTOB, c031aBaeMbIX (elepajbHbIMU M PerHOHAJIBLHBIMH
OpPraHaMu HCHOJIHUTEIbHOM BJIACTH, OPraHU3ALUAMH U YUPEKICHUSIMA COLUATBHBIX CJIYKO
IIpukas u npyrue BUABI paCHOPSAUTEIBHON TOKYMEHTALNN, pErJIaMEHTHpyeMble THUITOBOM

MHCTPYKLKEH 110 1eNONpOU3BOJICTBY B (pe/iepaibHbIX OpraHaxX UCTIIOJIHUTEILHON BIACTH: TIOHSTHE,
Pa3HOBUHOCTH, Ha3HAUYE€HUE. A IMUHUCTPATUBHBINA perjJaMeHT
IIPEIOCTABIIEHUS TOCYJapCTBEHHOM ycinyr "Ha3HaueHue u mpe1ocTaBiIeHue
eXXeMeCSYHOM eHEeKHOH BBIIIAaThl HepaboTaromuM neHcuonepam B Mpkyrckoit oomactu"
AJMUHUCTPAaTUBHBINA PETJIaMEHT NIPEAOCTaBIEHU rocyiapcTBeHHol yeayru "[Ipenocrasnenne
€XeMeCSIYHOUN IEHEKHOHM BBIIJIAThl OT/IEIbHBIM KaTeropusm rpaxkaad B Mpkyrckoii obmactu"
Oransl NOATOTOBKU PAaCHOPSIIUTENBHBIX TOKYMEHTOB. [loAroroBka u opopmieHne JOKyMEHTOB I10
HA3HAYCHHIO U MPETOCTABICHUIO COLMAIBHBIX MEP HEKOTOPBIM KaT€rOpysM I'PaK/IaH.
OdopmiieHne peneHus, pacCnopsHKEHUs], TOCTAHOBICHHS O MPEIOCTABICHUS COLUAIBHBIX MEp
OpraHaMM COIMAJIbHBIX CITYXO.

PA3JEJI V. TEXHOJIOTUS PABOTbBI C JOKYMEHTAMU COLIUAJIBHBIX CJIYKbB
Tema 9 Opranusanus cJyK0bI 1€J10NMPOU3BOJACTBA B CHCTEME CONMAIBHBIX CIY:KO

OO6ume TtpeboBanus. OpraHuzanuoHHble (oOpMbl  pabOTHl € JOKyMEeHTaMH. TuIoBbIE
OpraHU3alMOHHbIE CTPYKTYpbl ~ CIyKOBI  JENONpPOM3BOACTBA  COLMAIBHBIX CIIyX0..
AJIMUHUCTpPAaTHUBHBIE DPETJIAMEHTBI PAa0OTHl COIUANBHBIX CIYKO 3amaud M (QYHKUUHU CIIYKOBI
nenonpousBoacTBa. HopMaTuBHas periaMeHTanusi Ciy>KObl JEeONpPOU3BOJACTBA B COIMAIBHBIX
ciyx0ax.
Tema 10.0pranu3anusi J0KyMeHT0000poTa
[Tpobnema coBepIiieHCTBOBAaHUS TOKyMeHTooOopoTa. [ToHsTHe



« JIOKYMEHTO00OpPOT» €ro pa3BUTHE W HOPMAaTHBHO — METOAWYEcKas periameHrtanus. OCHOBHBbIC
MpaBuja OpPTaHW3allid JOKYMEHTO00OpoTa B yupexaeHuu. [Ipuem, oOpaboTka M pacrpeaeiieHue
MOCTYyIMarmu1ux AOKYMCHTOB. HOpHI[OK HaIlpaBJICHHUA Ha HCIIOJHCHUC U pa6OTLI HUCITOJIHUTECIIA C
nokymentamu. [IpaBuiia 00pabOTKU HCXOSIIUX JOKYMEHTOB.

Tema 11.Perucrpanusi JOKyMeHTOB H KOHTPO.JIb UX HCIOJTHEHHUSA

3HaueHUe M 3aJayd PErUCTpaluu AOKyMeHTOB. OOmMe IpaBuiia PEruCTpalMM JTOKYMEHTOB.
@opMBl  perucTpanuu JIOKYMEHTOB. @opMBl  KOHTPOJISL. CpoxoBas KapToTeKa.
ABTOMaTI/I3I/IpOBaHHBI€ CHUCTCMBbI PECTUCTPALIUN U KOHTPOJIA HCIOJIHCHHUA JOKYMCHTOB.

Tema 12.0pranu3anus TeKylero XpaHeHusl JOKYMEHTOB M MOJArOTOBKA JeJ K apXHBHOMY
XPaHEHHI0

Homenxknarypa nen. @opmupoBanue aen. XpaHeHue e, DKCIepTh3a LEHHOCTH JTOKYMEHTa.
Odopmiienne nen. CocraBneHue onucu Jen. [lopsaaok mnepenauu Jen B apxuB. XpaHEHHE
JIOKYMEHTOB B RJICKTPOHHOHU (hopme.

PA3JIEJ VI. PABOTA C JOKYMEHTAMHU COAEPKAIIIUME UHOOPMALIUIO
KOHOUJEHIHNAJIBHOI'O XAPAKTEPA

Tema 13 OO0mme npaBujia padoThl ¢ 00palleHUSIMH TPAKIAH

OOuiee MOHATHE JENONPOM3BOJCTBA IO oOpamieHueM rpaxaad. HopmaTuBHBIE aKTBhI,
perimaMeHTHpyomme padoty ¢ oOpamieHusMu rpaxnaad. llomoxenune o0 otmene mo pabore ¢
NUCbMaMU TpakAaH. Bunibl nmucbMeHHbIX oOpamieHuil rpaxaad. Cpoku HCHOJHEHUs OOparieHui
rpaxzaad. Kontponb u ucnonsenue. @opmel peructpanuii ooparieHuii rpaxian

Tema 14. OcobeHHOCTH PadOTHI ¢ JOKYMEHTAMHU, COepKAIUX HHPOPMAIIHIO, OTHOCSIILYIOCS
K NMEePCOHAIBHBIM JAHHBIM.
[TonsiTre nHMOPMALIMK, OTHOCSIIEHCS K IEPCOHANBHBIM JaHHBIM. HOpMaTHUBHBIE aKThI,

PEeryIupYIOIIHE BOMPOCKH! padOTHI C KOH(MUICHIIUATFHBIMU JOKyMeHTaMu. TpeOoBaHuUs U TTOPSIIOK
pEeruCTpaIfiu, KOHTPOJISI HCTIOTHEHHU S, XPaHEHHS B ydeTa KOH(PUIECHIINATbHBIX JOKYMEHTOB.

[TousTue NEPCOHAILHBIC TAHHBIC

5.2. Conep:kanue pa3aejioB JUCHUILIHHBI

Ne Pa3nes yueGHoit Cem | Hen Buabl yueOHoI qeTeJIbHOCTH, ®opma
i AUCHMILTUHBI ecTp | enst BKJIIOYAsl CAMOCTOSTEJIbHYI0 TeKylIero
ceme padoTy CTYIEeHTOB U KOHTPOJIA
cTpa TPYAOEMKOCTH (B 4acax) yCneBaeMOoCTH. (It
0 HeJeJsIM
cemecTpa)
®opma
NMPOMEKYTOYHOH
arrecranuu (1o
cemMecTpam)
Jlek- | Cemmunap CPC | KCP
s (uac) (4ac) | (ac)
(uac)
1 2 3 4 5 6 7 8 9
1 Pa3penl. 4 1 1 1 2 Bri6opounsiit
I[CJ'IOHpOI/IBBOI[CTBOZ OIIpocC 10
OCHOBHBIC ITOHATHUSA MaTepruaiam




NpeabIAYIIEH
JIEKIIUH.
Texymmit
KOHTPOJIb-
nposepka CPC
TectupoBanue

Paspes 2. Ucropus
pa3BUTHA
roCyJapCTBEHHBIX
OpraHoB BJIACTU U
JIeJIOTIPOU3BOICTBA

OnepatuBHBIN
KOHTPOJIb — OTPOC
CTYJICHTOB.
Huckyccus,
KOPOTKHE OeceIpl

Paspnen
3.CoBpemMeHHOE
rOCyIapCTBEHHOE
peryiaupoBaHHe
JICIIOTIPOU3BOICTBA

Br16opounslit
OIpoc 1o
Marepuaiam
npeabIyIen
JIEKIIUH.
Texymmit
KOHTPOJIb-
nposepka CPC
Juckyccusi.

Paznen 4.
JoxymMeHTHUpOBaHUE
YIpaBICHUYECKOU
JeSITeNIbHOCTBIO
COLIMAJIBHBIX CITYXKO

12

Br16opouHbIii
OIpOC TI0
MaTepuagam
NpeabIAyIIEH
JIEKLIUH.
KoHntposbHas
pabota B BUzE
TECTHPOBAHUSI.
Texymun
KOHTPOJTh-
nposepka CPC
IIpoBepka
rpadudecku

0 OpMIIEHHBIX
MUCHMEHHBIX
pabot

Paznen 5.TexHonorus
paboThI €
JIOKyMEHTaMH
COIMAJTBHBIX CITY’KO

10

Br16opounsIit
OIpOC 10
MaTepuagam
peAbIYyIIEen
JIEKIUH.
Texymmi
KOHTPOJIb-
nposepka CPC
IIposepka
rpaduyecku

0 OpMIIEHHBIX
MTUCHMEHHBIX
pabot

Pasgen 6. Padora c
JOKYMEHTaMH,
cozepIKaIuMu

11 -
16

Br16opounbrii
OIpOC 110
MaTepuagam




UHpOpMAILHIO,
KOH(HICHIINATEHOTO
XapaxTepa

NpeabIAYIIEH
JIEKIIUH.
Texymmit

KOHTPOJIb-
nposepka CPC
IIpoBepka
rpadguvecku

0 OpMIIEHHBIX
MUCHMEHHBIX
pabor

HroroBsiii 3auer 17 KontponbHoe
TECTUPOBAHUE TI0
MPOHICHHBIM
TeMaMm,
BBHITIOJTHEHUE
MMHUCbMEHHOU
MPaKTUYECKOU

paboTHI.

BCEI'O 171 | 18 18 34 2

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

(mocyaeyrOIUMH) TUCHUUIIJIMHAMU

Ne | HanmenoBauue No Ne pazyenoB u TeM JTaHHOW JUCIUTLIMHBI, HEOOXOIUMBIX IS

n/m | obecre- M3Y4EHHUs 00eCredBaeMbIX (ITOCIETYIONNX ) TUCITUILINH
YHBaeMBIX (BOHCHIBaIOTCA Pa3pabOTUUKOM)
(mocneayro-1mmx)
MUCLUILINH

1. | Onbir Pasgen3 | Temsr | Pasgend | Tembl | Paznen6 | Tewmsl
OpraHusaliHoOHHO — Ne2.3 N4, 7.8 Nel3,14
aHMHHHCTpaTHBHOﬁ
padoThI B cUcTEMe
COLMAIBHBIX CIIYXK0
(F1.B.OJ1.7)
2. | Opranmsauust Pasnen3 | Temnl | Pasnend | Tembr | Pasnen6 | Tewmsl

padoThI
PeadMINTANMOHHBIX No2.3 Neq,7.8 Nel3,14
LHEHTPOB
(51.B.0/1.19)

3. | Opranuzanuonnoe | Pasnen3 | Temsbl | Pasnend | Temsr | Pasgen6 | Temsr | Pasmenb
o0ecmeyeHne
CONMATBLHOI Ne2,3 Ne4,7.8 Nel3,14 | TeMmbINe

a6ots! (b1.5.12

P ) 9,10.12

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

Bunel 3agsaTiii B yacax
Jlex | Mpakr.| Cemun | KCP | CPC | Bcero

HaumenoBanue
TCMBI

No Haumenosan
ue paszjena




OpraHU3aLsIMHU U
YUPEKACHUSIMU

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

Hemonpou3Boa
OCHOBHBIE TTOHSITUS 1 0
CTBO:
OCHOBHBIC
TIOHSITHS
2. | Pa3nmen 2. Temal.
HCTOpI/Iﬂ Bo3nukHoBeHHE U
pasBUTH pasBUTHE
rocynapcTBen | OTCUCCTBEHHOIO
JIEIONPOU3BOICTBA U 2
BIX OPraHOB o
poccuiickue
BJIACTH U
TEXHOJIOTUHU
ACTOUPOU3BON | nenomponsBoacTBa
CTBa
3. | Pasnen Tema 2.HopmatuBHO
3.COBpeMeHH — METOIHUYECKOE
oe peryiIrpoBaHue
roCyapCTBeH JIETTONTPOU3BOJICTBA.
Tema 3
HOEC 2
3aKoHOIAaTEIHHOE
peryianupoBaH
peryIrpoBaHue
ne JETONPOU3BOIACTBA
JACJIOIIPOU3BO
JCTBA
4 Paznen 4. Tema 4.0dopmienne
,Z[OKyMeHTI/IpOB YIPABICHYCCKUX
aHue JIOKYMEHTOB
YIIPaBJICHYECK
on Tema 5.TpeboBaHue k 1
NESITEIILHOCTD OQOPMIIEHHIO U BH/IBI
O COIIMAIBHBIX | CTYXEOHBIX ONaHKOB
CIyK0 1
Tema 6.0cobeHHOCTH
SI3bIKA u CTHIISI
CITyKeOHBIX
JIOKyMEHTOB 2
Tema 7.0cobeHHOCTH
IIOATOTOBKH u
ohOopMIICHHS
OTACJIIBHBIX BHUI0B 2
JIOKyMEHTOB B
JIeSITeIbHOCTH
COLIUATIBHBIX CITYKO.
Tema 8. Odopmienue
JIOKYMEHTOB,
CO3/1aBaEMBIX
(benepaabHBIMU U
PETNOHAJIBHBIMUA 2
opraHamu
HCIIOJIHUTENBHON
BJIACTH,




COIMAJIbHBIX CJ'[y)KG

5 Pasnen Tema 9 Opranusanus
5.TexHomorust | Cyx0bl
paboTHI ¢ JICTIONPOU3BOJICTBA B
JIOKyMEHTaMH CHCTEME COIHAIbHBIX
CIryK0
COLIMATBHBIX
CHy)K6 Tema 10.Opranuzanus
JOKyMEHT0000pOoTa
Tema 11.Perucrpauus
JIOKyMEHTOB U
KOHTPOJITb HX
HCIIOJTHEHHUS
Tema 12.0pranuzauus
TEKYNIEro  XpaHEHHUs
JIOKYMEHTOB u
MOJIrOTOBKA aen K
ApXUBHOMY XPaHEHHIO
3] Pa3neu 6. Tema 13 O61mue
Pa6ora ¢ npaBuiia  paboTel €
JIOKyMEHTAMH, oOparmeHusIMu
conepxkamue | 'PPKAAH
HHOOPMAIIHIO
< @q}p IO, 1 Tenra 14. OcobenmocTu
oH(puIEHITHAT paGOTEL ¢
bHOTO JIOKyMEHTaMH,
XapaKkTepa COAEPIKAIINX
UHpOPMAIIHUIO,
OTHOCSIILYIOCS K
MePCOHATBHBIM
JTAHHBIM.
7 HUrorosbIii 18 18 2 34 72
3auer

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 0aJUTOB
orl go5
Paznen 3 Tema 2.HopmMaTUBHO — METOTUYECKOE 24, OmneparuBHbiii 1 | OBnageTh
perynupoBaHue IEIONPOU3BOACTBA. TEKyIInH SHaHWAMH
Tema 3 3aK0HOAATENBHOE KOHTPOJIb 110 HOPMaTHBHBIX
peryJMpoBaHKe JIeNONPOU3BOICTBA 3aaHHbIM AOKYMCHTOB
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
JIOKYMEHTOB (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
pErHOHAJIBHBIMH 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
cIry k0 CeM. KOHTPOJIb 110 HaBbIKAMHU
2y. 3a/1aHHBIM TEXHOJIOTUI
ema 10.Opranuzamyst Jo0KyMeHT0000poTa MIPaKT | BOIIpOCaM JUIs BEICHUS
T 10.0 0
I/IKa) cobeceloBaHUS | JTOKyMEHTOOOOp
Tema 11.Perucrpauus JOKyMEHTOB U C HAUMCJEHUEM | aTa B
KOHTPOJIb UX UCIIOJTHEHUS CYMMBI OQJUIOB | COIIHAJIbHBIX
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. cobeceoBaHus | KOHOUACHIIHATH
C HAUUCJICHUEM | HOH

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 0T€4eCTBEHHOT'0 1eJ10NPOU3BOJACTBO 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 sBnsiercs mpuunHoi pedopMm rocammaparta 1717-1720 rr., 3HauyeHne TeHEPaTBHOTO
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. ITmouko A.B.  JlokyMmMeHTannoHHOe  oOeclieyeHHWEe  ympaBieHus:  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 PEryjJinpoBaHuc 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 co00i 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 XapaKTEPUCTHKAa 3aKOHOJATEJIbHBIX AKTOB 10 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, HHPOPMALUOHHBIX
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 PO ( @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. Anapeea B.M. Jlenonpou3BOoACTBO: OpraHM3aius M BeleHue: 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.
AxcenoB.- 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 — 00pasoM ?
2. KakuMmu ctaHaapTaMu Cily>K€OHbIX OJJAaHKOB IOJIb3YIOTCS OpraHU3alluH B
YIIPaBIEHYECKOH JIEATETHHOCTH?
3. Kakue TpeboBaHus IPEIbABISIOTCSA K 0(DOPMIICHHIO 3ar0JIOBOYHOM yacTu OJjlaHka?
4. Kakue Bubl ClTy’)K€OHBIX JOKYMEHTOB IOJJIEXKAT YTBEPKICHUIO PYKOBOJAUTENS OpraHU3aliH,
Kakue BUJbI JOKyMEHTOB 00s513aTeNIbHO 3aBEPSIIOTCS eUaThio?
5. TpeGoBanue k 0hopMIICHUIO HHPOPMAITMOHHO-CIIPABOYHBIX JIOKyMEHTOB
6. O0s13aTenbHbIE PEKBU3UTHI CIIYKEOHBIX JIOKYMEHTOB OpraHU3aluil
(denepanbHOro U MyHUIIUIIATBHOT'O OYMHEHMSL.
7. OCHOBHBIE OCOOCHHOCTH JEJIOBOTO SI3bIKa JOKYMEHTA.
8. IlpaBmia oopMIIEHUS TIEYATHOTO TEKCTA.
9..Hanucanue oTeNbHBIX BUJIOB PEKBU3UTOB CIIYKEOHBIX JOKYMEHTOB.
10. OdopmiteHne Ha3BaHUH TOKYyMEHTOB OPTaHOB BIIACTH
11. Odopmiienne Ha3BaHUM TOJKHOCTEN, YHHOB (heiepabHbIX
TPKIAHCKUX CIYXKaIUX U OPTaHOB (peiepaibHOM BIACTH.
12. ITpaBuia opopmiieHHs] TPUKA30B U IPYTUX PAcIIOPAAUTEIbHBIX JOKYMEHTOB
13. IlpaBuna odQopmIIeHHS [EIOBBIX IHCEM W JPYIHX CIPABOYHO -HMH(POPMAIUOHHBIX
JOKYMEHTOB.
14. [IpaBuna opopMiIeHHS U YTBEPAKACHUS OpraHU3aLMOHHBIX TOKYMEHTOB.
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 CHUCTeMa OPraHHW3allMOHHO- 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 JTOKyMEHTAIlHOHHOT'O 00ecTiedeHus,
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 nucsMo. TpeboBanue 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 TIOCYJapCTBEHHOIO YIpaBieHUs: Y4eOHO — NpaKTHUECKOe
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 ( JloKyMEHTalMOHHOE OOECIICUCHUE YIPABICHUS). —
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 COIMANBHBIX CIYX0; OpraHu3anus JOKyMEHTO000pOTa PErUCTPaIist JOKYMEHTOB U KOHTPOJIb X UCTIOJTHEHUS
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. OCcHOBHBbIE ITpaBUJIa OPraHU3aLNU JOKYMEHTO000POTA B yUPEKICHUH
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 cocTaBIeHUS OTMCEH JIeN U TIepeiayn X Ha XPaHEHHUSI.
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 NOArOTOBKY TOKYMEHTOB 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 mocobue//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, cooeprcamiumu UuHGopmayuio KOHPYUOEHYUATbHO20
xapaxkmepa
eapb — 3akperuieHne N3y4eHHOT0 MaTepuaa o TeMaM: OOIIue rpaBuiia paboTsl ¢ 00paleHUSIMHI

rpaxaaH; OCOOEHHOCTH paboThI C JOKYMEHTaMH, COJIEpKalIiX HH(OPMALIHIO, OTHOCSIIYIOCS K
MEPCOHAIBHBIM JIaHHBIM.
Bonpocs! 1u1s1 06cyxneHust
1. OcHOBHbIE TPaBOBBIE aKThl, PETIIAMEHTHUPYIOIINE MOPSA0K paboThl C OOpaLIEHUSIMU
IpaX/aaH.
2. Kakue cymecTByroT (hopMBI M BHIBI O0palieHA Tpaskaan?
3. TpeGoBanus U CpOKH, IPEAbSBIIIEMbIE K pab0OTe ¢ OOpaIIEeHUsIMH IPAXKIaH.
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 obopamennid rpaxaan Pdy» 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., AkumoukunHa T.A. JlokymeHTarimoHHOE OOECIEYCHUE YMPABJICHHUS 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. lesonpou3Bo 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. Oouue
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
JIEIONPOU3BOJICTBY 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. JIOKyMEHTaLUU.
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 YUPEKACHUSAX, 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 rpakJIaH PD»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

CaMmocrosiTenbHasi paboTa CTYIEHTOB 1O Yy4eOHOW JucHuIuimHe «J{oKymMeHTannoHHOE
obOecrieueHre B JACATENBHOCTH COLIMATIBHBIX CIY>KO» OpraHu3yercss ¢ Ielibl0  Pa3BUTHUS
MPAKTUYECKOTO OIMbITa COCTaBICHUS M O(OpPMIEHUS ONpEACNCHHBIX BHUIOB CIY>KEOHBIX
JIOKYMEHTOB M BO3MOKHOCTH NMPABUIBHOCTU KOHTPOJIS WX HCIIOJTHEHUU HAa 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 oneHnku — 3auet( 4aCTUYHBIN 3a4ET, 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;
00OCHOBAaHHOCTh, YETKOCTh H3IJIOKEHHUS Marepuana, CHOCOOHOCTh apryMEHTHPOBATH
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 HAPYILIEHUEM CPOKOB MPENIOCTABIICHUS
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
CTY/ICHTOB, HaJI0 paCCMaTPHUBATh KaK BUJI ITO3HABATEIBHOMN NEATETLHOCTH, IPU KOTOPOM
NPOSIBIIAIOTCS aKTUBHOCTH U HE3aBUCUMOCTD JIMYHOCTH, MHUIIMATHBA, OTBETCTBEHHOCTH,
CIIOCOOHOCTH JICHCTBOBATH O€3 MOCTOPOHHEN IIOMOIIM M PYKOBOJICTBA, KaK MPOIIECC YCBOCHHUS
OTIpeIeIEeHHONW CYMMBI 3HaHUH U CLIOCOOOB JESATEIHLHOCTH U KaKk C(OPMHUPOBAHHBIN HJIEMEHT
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)

® 3ayeT-TIpaBWIbHOE rpaduueckoe 0popMIICHHE C YIETOM TPeOOBAHUS MPABUII UX
3aII0JIHCHHS,

®  YACTHMYHO 32a4YTEHO- YUYUTHIBAIOTCSI HE3HAUUTEIIBHBIE IOIIPABKU;

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

3AJTAHHUE Nel:

e CocraButh u 0GOPMHUTH PEKBU3UTHI JJII MUChMa M OOIIEro OJaHKa C TPOJOJIBHBIM U
YTJIOBBIM PACIIONI0KEHUEM PEKBU3UTOB.

e OQopMHUTH 3aTOJIOBKH K TEKCTaM: MUChbMA, aKTa, MPOTOKOJA, TOJKHOCTHOM HMHCTPYKIIUU,
JTOKJIaTHOM 3aIHCKH.

e  OdopMUTh PEKBU3UT « aPEC» HECKOJBKUM aJpecaTaM: YUPEeKICHHUIO, €ro CTPYKTYPHOMY
N0JIpa3/IesIEHNI0, KOHKPETHOMY JOJDKHOCTHOMY JIUIY, YACTHOMY JIUILY.

e OQopMHUTh PEKBU3UT «IIOJIUCH» PYKOBOIUTEIS YUPEKICHUS, €ro 3aMeCcTUTEs,
JIOKYMEHTa COCTaBJIEHHOI'O KOMUCCHEH.

e OQopMHUT PEKBU3HUT « YTBEPkAAI0» KOHKPETHBIM JIOJDKHOCTHBIM JIMIIOM Ha CIEIYIOIIMX
JIOKYMEHTaX: MOCTAaHOBIICHUE, PEIICHHUS, aKT IPOBEPKHU.

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, UCIIOB3YS CIETYIONIUE JTaHHbIE:

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
ucnojgHeHuu npukasa MuHuctpa orl2.07.2001 Ne 135 «O mepax mo yCTpaHEHHIO HEOCTATKOB B
pabore cinyx0 JIOY B cucteMe MUHUCTEPCTBAY.

ITonnuceiBaeT NCbMO Y IPaBIAIOUINI J€1aMA MUHUCTEPCTBA.

Bce Henocraromme pekBU3UTH 0POPMUTH CAMOCTOSITENIBHO.
3AJAHHUE Ne 4

e CoCTaBHTH IITAaTHOE pPACIMUCAHWE HCXOIS W3 HMMEIOIIMXCS OJDKHOCTEH: mupektop- 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 pasps.

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:

Poccuiickasa ®@egepanus. IPOTOKOJI Jara. MockBa 3aceqanue 3KCepTHON
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.IlpencraBuTh HOMEHKJIATYPY JI€T HAa COTJIACOBAHKE 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 aupekropa ot 11.09.2001,Ne 34-2 «O nposenenuu
uHBeHTapu3anum» CocTaB KOMHCCUU : TIpeliceAaTelb — 3aM. AUPEKTOpa MO 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
HENPUTrOJHOCTH K JalbHEHIIEMY MCIOIb30BAaHUIO HMyllecTBa. Komuccus ycTaHoBHia, 4TO
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: nmepeyeHb UMymiecTBa Ha 3 muctax B 2 9k3. [Ipencenarens komuccun
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 MOAMKCHIO JTUPEKTOpa 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 0OpMICHHIO 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 ¥ 0opMHUTE OOJIOXKKY Jelia, JOMOJIHUB HEOOXOIUMBIMH 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 Y4ETOM CPEPHI UX AESITEITbHOCTHU:
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-METOJWYECKOE 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 ( ¢ MBMEHEHUAMH 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 nadopmarim, "HPOPMALIMOHHBIX TEXHOIOTHSX
samute nHpopmarum» ot 27.07.2006 Ne149-D3 (Cobpanne 3aKOHOAATEIBCTBA
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 Je)I0. TepMHUHBI U OIIpeIeIeHUs
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
ucnonHuTesbHon Biactu 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. OOpasibl JOKyMeHTOB. HayuyHoe 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: l[Ipakr.mocobme/ M.B.Kupcanoa, C.I1.KoOyx,
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 mnpaBWiIbHO IMOATOTOBUTH TpHKa3. Y4ed. — 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. JlokymeHTalmoHHOEe oOOecleYeHrue YNpaBiIeHUY M JAEJIONPOU3BOJICTBO:
yaeOHMK [jIsi BbICHI. M cpena. cmer. yueO. 3aeaenuit/MI.H.Kysnemos. —M.:FOpaiit: ]|
FOpaiit, 2010 (H®-13k3.)

5. JlomaruukoBa E.A. Jlenonpou3BoacTBo: o0pa3ibl TOKyMEHTOB ¢ KoMMeHTapusiMu/E.A.
Jlonataukosa. -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 MAaTEPUATIOB.
-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 — snmexrponHast GHOIHOTEKA 10 TyMAHUTAPHBIM JTUCIUILTHHAM.
-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 THITOBBIX 00pa3I0B JOKYMEHTOB.

IIporpammHoe obecnieyeHue:

DreamSpark Premium Electronic Software Delivery (3 years) Renewal; xon-Bo 4; JloroBop
Ne03-016-14 ot 30.10.2014 1.; 3 roxa; Kaspersky Endpoint Security mist 6usneca - CtaHaapTHbIH
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  (Oprammzamusa: PIBOY BO UI'Y  AamunuctpatuBHble  ciayxObl  Jomen:
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 11 CO3JaHMsI U JEMOHCTPAIMK MPE3eHTALUN WIUTFOCTPAUi U IPYTHX
MaTepHaJIoB Mo yKa3zaHHOU nuciurminae: Microsoft Power Point.

8. MATEPHUAJIBHO - TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJIMHBI)

8.1. OdopynoBaHue

VYuebHas  ayauropus: ayautopus Ha 32 pabouux  MecTa, 0OOpyJOBaHHas
CHelHanu3upoBaHHON (yueOHOI) MeOenbio (CTONbBI, CKaMbM, MEJIOBas JIOCKA); TEXHUYECKUMHU
CpeAcTBaMU OOYYEHHs, CIyXKallUMHU JUIsl MPEICTaBIeHHUs HMH(OpMALMKU OONBIIONW ayAUTOPUU:
000pyIOBaHUEM Ul MPE3eHTalMKM Y4eOHOro marepuana Mo AUCHUIUIMHE «JlOKyMEHTallMOHHOE
oOecrnieueHre B JIEATEIBHOCTH COLMANbHBIX cIy:k0»: npoekTop Acer X1230PS, skpan HacTeHHbIN
ScreenMedia Economy-P 200*200cm M000008393, moyrOyk 15.6"Samsung RVS508, konoHKwH;
Ha0OpBI JIEMOHCTPALIMOHHOTO 00OpYJNOBaHMA M Y4e€OHO-HAISIHBIX IOCOOUH, oOecneunBarolye
TEMaTU4YeCKHe  MJUIIOCTpAllid,  COOTBETCTBYyMOIIME  paboyeil  mporpamMme  JAMCLUIUIMHBI
«JlokyMeHTalmoHHOE 00ecTeyeHNe B IeATEIbHOCTU COLIUATIBHBIX CITYKO0.

Komnerotepusiit  kmacc:  Aynutopus Ha 17  pabouux  MecT, 000pyJdOBaHHAs
crenuaiu3upoBaHHON (y4eOHOI) Mebenpio (KOMIBIOTEPHBIE CTOJIbI, CTYJIbS, MIEPEHOCHAs! TOCKa),
komnbrorepamu (Cucremusiii 6sok Intel Original LGA775 Celeron E3300 (7 mr.), CucremMHbIit
o6sok Intel Core 13-2120 (10 wt.), Monutop 17"Samsyng 743N silver Sms (2 mr.), Monutop LG
Flatron W1942S (1 mrt.), Monutop LG FLATRON E2242 (10 mr.), Monutop TFT 17 Samsung
710N (4 mrT.) ¢ BO3MOXKHOCTBIO MOJAKIIOUEHUsI K ceTH «VHTepHeT» U obecneueHueM J0CTyma B
AIIEKTPOHHYIO HMH()OPMAIIMOHHO-00pa30BaTENbHYI0 CpeAy OpraHu3alMy; JEeMOHCTPAIMOHHBIM
000pyIOBaHUEM ISl MpPEACTaBICHUS y4eOHOH uH(popManuu OOJIBLION ayTUTOPUU: MOOMIIBHBIN
npoekTop Viewsonic "PJD6253", mepeHoCHOW 3KpaH, KOJOHKH; HAaOOpbl JAEMOHCTPALMOHHOTO
000pyI0OBaHUS ¥ Y4EOHO-HAIJSITHBIX MOCOOMIA, 00ECIeYnBAIONINEe TEMATUYECKUE HWIUTFOCTPAIIHH,
COOTBETCTBYIOIIME pabouell mnporpamMme TUCHUIUIMHBI «JlOKyMeHTalMOHHOEe o0ecnedeHue B
NESITEIbHOCTH COLIUANIBHBIX CITYKO».

8.2.MarepuaJbl



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

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

- Ipe3eHTaluu

- IepeKyIaiHoi BaTMaH ( 00pa3isl — GopMyIIsphI 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 MeToJ] mpeimosaraeT- coOpaHue, Koraa
rpyIa coo0IIaeT o MpoAeIaHHON paboTe WM MpeAiaracT CBOU UICH;

e pa3dop W AaHAAM3 KOHKPETHBIX CHTYauMid, 3KCIEPUMEHTbl MOAeJIHUPOBAHUE,
YIOpa:KHEeHUsl I NMPAKTHYECKHMX HABBIKOB, TPEIIOiaraeT MOJACTUPOBAHUE HEKUX
peaNIbHBIX SBJICHHM, MPU KOTOPOM KOMAaH/bI 00YYarOIIUXCS COPEBHYIOTCS B BBITIOJIHEHUU
KaKux — JII/I6O HpOI/I3BOIIHI>IX 3aJaHUAX, yanCﬂ HaMcUdaTh OIITUMAJIBHBIC pCHIeHI/Iﬂ nu
aHAITM3UPOBATH IPOOIICMBI;

e rpaduyeckoe opopMiIeHUE " HCIOJHEHHE HEKOTOPbIX BHIOB CJIYKeOHBIX
AOKYMEHTOB, HCNO0JIb3yeMbIX 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 U  TPYHOYCTpOICTBa,
peabunuTaoHHbIe HEeHTpPbI T. UpKkyTcka
e 3aJaHUsl - JODKHBI OBITh WHIMBHIYyalbHbIE WM TPYIIOBBIE, YBJICKATECIHHBIMH,

COOTBCTCTBOBATh TEME, C YCTAHOBJICHUCM BPCMCHU BBINIOJIHCHUA. DTO IO3BOIAET OLICHUTH
MOJATOTOBKY CTYJIEHTOB M OINPEAETUTh YPOBEHb WX 3HAHUU W 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.

10.0LIEHOYHBIE CPEJICTBA (OC)

Jnsa  peanuzanuu OCHOBHOI 00pa3zoBaTenbHONM mHporpamMmbl  « JloKyMEHTallMOHHOE
o0ecrieyeHns B JEATEIbHOCTH COLMAIBHBIX CIYXk0», MPEIyCMOTPEHO IIUPOKOE MCIOIb30BAHUE B
yueOHOM JesTeNbHOCTH Takux (OpM TMpOBENECHUE 3aHATUN Kak: JIEKUHUH, CEMHHApPCKUE M
NPaKTUYECKHE 3aHSATHS, Pa3UYHbIe BUABI TECTHUPOBAHUS, POJIEBBIE UTPHI, OJUITYPHUPHI, pa3dop
KOHKPETHBIX CUTYallHi.

B nponecce 00ydeHuss OCyIIECTBISIOTCS CIEAYIOIUE BUbI KOHTPOJIS CTETIEHU U KadecTBa

3HaHUM CTYJEHTOB:

- BBIOOPOYHBIN OMPOC CTYIEHTOB MO MaTepuanaM HpeablIylied JTEeKIUH, OCYIECTBIsIeTCs
Ha Ka)XX/I0M 3aHSATUH IIyTEM BOIIPOCOB K ayIUTOPUHU, KOPOTKUX Oeces U CUTyaluil ;

- TECTUPOBAHHUE;

- UTOTOBBIN 3a4eT

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

- OnepaTuBHBIH KOHTPOJIb - OCYLIECTBISIETCS Ha KaXKIOW JIEKIMU 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



U3y4aeMOro CaMOCTOSITEJIbHO MaTepuala MO0 Kypcy IUCHMIIIMHBI U rpaduuecku opopMIIEHHON
NUCHbMEHHOU PabOTHI.

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

- PyOeskHbIi (MTOroBbIi) KOHTPOJIb Ero 11e1b — poBepKa CTENEHU M Ka4eCTBA YCBOCHHUS
MarepHaia, yMEHHE NMPUMEHUTh MOJY4YEeHHBIC 3HAHUS B YUEOHBIX M MPAKTHUYECKUX CUTYAIHSIX IO
JIPYTHUM JUCHUIUIMHAM MTOTOBBIN KOHTPOJIb 3HAHWUU MO BCEMY KypCy OCYIIECTBIsIeTCs B (opme
3ayeTa.

K 3auery CTyneHTBI AONYCKAalOTCS NPU YCIOBHH BBINOJHEHMSI BCEX CAMOCTOSATEIbHBIX
paboT, NPaKTUYECKUX 3aJaHUH U KOHTPOJIBHOM paboThl, IPeAyCMOTPEHHBIX IPOrpaMMoOi Kypca

Kpurepun oueHKH NOATOTOBKH CTYIEHTA 10 AUCHUILIHHE

B xagecTBe BUOB TEKYIIETO KOHTPOJIA 3HAHUM CTYJEHTOB IIPEAIIOIAracTcs IPUMEHSTh:

- OLIEHKY Y4aCTHs CTYJICHTOB B JUCKYCCUSAX HAa CEMMHAPCKUX W IPAKTUYECKUX 3aHATHUAX;

-IIPOBEPKY BBIIIOJIHEHNS TMCbMEHHBIX IOMALIHUX 3a1aHUM;

- KOHTPOJIb CAMOCTOSITEIIbHON pabOThI CTYI€HTOB (B MMCbMEHHOM UJIM YCTHOM (hopme);

-OLICHKY Ka4yeCTBa BBIIOJHEHUsSI CAMOCTOATEILHOW pabOoThl M0l KOHTPOJIEM MpenojaBaTes

u J1p.

JlaHHBIE TEKYIIEro KOHTPOJS IOIOJIHSIOTCS MPOMEXKYTOYHOW aTTecTallel CTYAECHTOB:
TECTUPOBAaHUEM (IMTUCHMEHHBIM WJIM KOMIBIOTEPHBIM), KOHTPOJBHBIMU pabOTaMHU IO KIHOYEBHIM
TeMaMm.

«OTIHIHO» CTaBUTCA, €CJIU CTYACHT JOCMOHCTPUPYET COI{Gp)KElTCJIBHI:Iﬁ n JOIn4HO
BBICTPOCHHBIN OTBET Ha IOCTABICHHBIM BOIPOC, OPUEHTHUPYETCS B PA3IUYHBIX TEOPETHUUECKUX
noaxoAax K mpooJieMe, BBISBIISET CBsI3b ¢ Oynymieil mpodeccuoHaIbHOM A TeIbHOCTHIO.

«Xopomo» eciu CTYyIAeHT AEMOHCTPUPYET HEMOJIHOE 3HAHUWE OTBETOB Ha IOCTABIICHHbBIE
BOIIPOCKHI, HO IIPU 3TOM OPHUCHTHPYCETCA B OCHOBHOM COJACPKaHWH AUCHHUILIMHAPHOIO KypCa H
MO>KET JIOTUYHO OTBETUTh Ha MOCTABIIEHHBIE BOIIPOCHI.

«Y10BJI€TBOPUTEIbHO» CTAaBUTCS, €CJIH CTYJAEHT JEMOHCTPUPYET YaCTUYHOE 3HAHUE
JUCLUUITIMHAPHOTO Kypca W MOXET OTBETUTh MPU YCIOBUM YTOUHSAIOMIMX M HAIPaBISIOLIUX
BOIPOCOB NPEMO/IaBaTENs.

«HeynoB1eTBOPUTEIBHO» CTAaBUTCS, €CJIM CTYJEHT HE PACKpPBIBAET COAEpPKaHUE BOIpPOca U
JIEMOHCTPHUPYET MOJTHOE OTCYTCTBUE 3HAHHM MO U3y4aeMOMY MPEAMETY.

[Ipu olleHMBaHWK PE3YJIBTATOB OCBOCHUS JUCIHUIUIMHBI (TEKYIIEH M MPOMEKYTOUHOU

aTTGCTaHI/II/I) IIPUMCHSACTCA 6anano-peﬁTnHr03aﬂ cucrema. B kadectBe OICHOYHBIX CpPCACTB Ha
MMPOTAKCHUN CEMCCTPA UCIIOJIb3YIOTCH:

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

KOHTPOJIbHBIE paOOThI CTY/IEHTOB,

TBOpUecKasi padora,

HUTOIOBO€ 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/aHUsA OOIIETEOPETUYECKHX BOIPOCOB  CTYIEHTY
MPEIOCTABISAETCS  BO3MOXHOCTH BbIOOpA, MpPENOCTaBUMB IIPaBO IMHCbMEHHOTO OTBETa Ha
OIpENIENIEHHOE KOJIMYECTBO BOMPOCOB M3 CIUCKA OOIETEOPETUYECKHUE BOIPOCHl COOTBETCTBYIOT
TEMaTHKE JICKIIMOHHBIX 3aHATHH.



10.1 IPUMEPHBIN MIEPEYEHb TECTOBBIX 3AIAHUI ITO OCBOEHUIO
TACIMTILINHBI

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

TecToBple 3aJaHUs SBISAIOTCS JIOTMYECKMM IPOJOJDKEHMEM  YCBOEHHs IIOJIY4EHHBIX
CTYACHTAaMH 3HAaHUI MPOHJIEHHBIX TEM y4yeOHOM mporpamMmMbl «J{oKyMeHTaIlMOHHOE oOecreueHue 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 pEeKBU3UTOB CIYKEOHBIX JTOKYMEHTOB
2. Tlopsnok opopmiieHHs JOKYMEHTOB U TEXHOJOIUs pabOThl ¢ HUMU
3. 3HaTh BUABI CIYKEOHBIX TOKYMEHTOB COITUAIBHBIX CITYXKO
4. YMeTb NPUMEHATH Pa3IMuHbIe BU/IbI CTYKEOHBIX TOKYMEHTOB B KOHKPETHBIX
CUTYalUsIX.
[Ipy BBIOJIHEHUU  JIaHHBIX TECTOB BBICTABIIAIOTCS OLIEHOYHbIE Oaibl, 3a KaKIbli
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 o1 12 10 18 GanoB, MOMYy4alOT OLEHKY «yIOBJIETBOPUTEIBHO» U CUUTAETCS
ATTECTOBAHHBIM

e Huwke 12 0anoB, NOTYYaIOT OLIEHKY «HEYAOBIETBOPUTEIILHO» U CUUTACTCS HE
aTTECTOBAaHHBIM

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

A.lata TOKyMEHTa;

b.cipaBouHEBIE TaHHBIE;

B.moanmce

I".neyatp

2. TpedoBanusi kK 0pOpPMJIEHHIO IOKYMEHTOB:
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 BUAA JOKYMEHTA



4.0pranu3anoOHHbIE 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.PacnopsiainresibHbIE 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.ToAIINMBKA JOKYMEHTOB

b.mouck n1okyMeHTOB

B.odopMmienne TUTYaIbHOTO TUCTA
I'.cucremaTn3zanusi BHyTpEHHUX JTOKYMEHTOB

Bapuaut Ne 2:

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

b.cipaBouHBIE TaHHBIE;

B.moanuce

I".TexcT nokymeHTa

2. TpedoBaHust K 0)OPMJICHUIO TOKYMEHTOB:
A.cocTaB peKBU3UTOB

b.cobmoienne pa3mepa nosei

B.¢opmara 6ymaru

I".upudT Tekcra 10KyMeHTa

3.biaHkH ci1yKeOHbIX JOKYMEHTOB:
A.OCHOBHBIE

b.6nank nucema

B.6naHK 10JKHOCTHOTO UL

I".6;1aHK KOHKPETHOTO BU/Ia JOKYMEHTA
4.0pranu3anioOHHbIE JOKYMEHTbI:

A. [loroBopsl

b. mratHas 4McIeHHOCTH



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'. uHCTpYKIMHU 110 AEIONPOU3BO/ICTBY.

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 HOMEHKJIIATYPbI €I

b.nouck 10KkymMeHTOB

B.odopmienue 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 BHUIa JOKYMEHTa

2. TpeGoBanusi K 0(pOpMJIEHHIO TIOKYMEHTOB:
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 JIOKyMEHTa
4.0pranu3anMoOHHbIC JOKYMEHTBI:

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.pemenue

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 €7

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,r; 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 CTY/IEHTOB 110 IPONHAEHHBIM TEMaM U
3aKpENUTh MPAKTHYECKUE HAaBBIKK 110 COCTABJICHUIO OTNpEICNIEHHBIX BUAOB CIYXEOHbIX
nokyMeHTOB. KoHTposnbHas paboTa CcOCTOMT M3 3 BapuMaHTOB MO 3 BONPOCA M BBINOJHEHHS 2
MIPAaKTUYECKUX 3aJaHUM.

KOHTpOJIBHLIC pa60TBI NpoBOATCA C LCJIbKHO HNPOMCEKYTOYHOI'O KOHTPOJIA 3HaHUI
CTYACHTOB. OcHoBHas ocib KOHTpOJ’ILHOﬁ pa60TBI — 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 ouenku - 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 JAUCUUTIINHE.

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



3.Kakue ucnonb3ytorcst cranaapTHelie (opmaTsl OyMaru, sl H3TOTOBJICHHUS CITYKEOHBIX
0J1aHKOB?
4Kakue IOKHBI UMETh MoJIs OJaHKKU CITy>KeOHBIX JoKyMeHTOB coryiacHo ['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 HEYBAKUTEIbHBIM IPUYNHE
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
[IPaBUJIAMHU €€ MOATBEPKACHUSA U C COOJIIOCHUEM COOTBETCTBYIOIIUX 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 COBELIAHUN, YIPEAUTEIbHbBIC JOKYMEHTHI
OpENpUsATHS, JOJDKHOCTHBIE MHCTPYKIMH, [lonoxenus o6 otaenax,
ITaTHOE pacnucanue, [Ipukasza no OCHOBHOM I€STENBHOCTH.
13. PexBu3utr «HanmeHoBaHME OpraHU3aIUI» U €r0 3JIEMEHTHI, TPaBUIIO0 opopMiIeHHs
14 PexBU3HT « JaTa» U €ro 3JIEeMEHTHI, (POPMbI HalTUCAHUS
15 PexBusur « [Toanuce» ero anemMeHTsl U 0(hOpMIICHHUS.

10.3.MPUMEPHBIN NIEPEYEHb BOITPOCOB K 3AYETY

[TpenmMeT — nemonpon3BOACTBA, MOHATHS JOKYMEHT, JOKYMEHTHUPOBAHMUE.

Buibl HOpMAaTUBHBIX IOKYMEHTOB PETYIUPYIOLINX BOIPOCHI JEIONPOU3BOCTBA.
Yro nmpencrasinser coboit Ennnas I'ocynapcrBenHas cuctema aenomnpouspojactsa (EI'C/)?
VYHupuuupoBaHHas  CHUCTeMa  OpPraHMU3AlMOHHO-PACHOPAIUTENLHON  JOKYMEHTalUH.
TpeboBanus K 0(OPMIIEHUIO TOKYMEHTOB.

Crny»x0a TOKyMEHTAallHOHHOTO 00€CIIeYeHNsl YIPABICHHS 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
IOpuanueckoe 3HaueHne 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{oyKHOCTHBIC 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

[Ipu ouenke kKaxxaoro BuAa y4eOHOW pabOTHI MO AMCIHUILTUHE HCIONB3YeTCs OaIbHO-
pEUTHHrOBasi CUCTeMa OLEHKHM YCIEeBaeMOCTH 0Oydaromuxcsi B cooTBercTBUU ¢ [lonoxkenuem o
OaJIbHO-PEUTUHIOBOM cucTeMe OLleHKU ycneBaemoctu obyuatoniuxcs B PI'bOY BO «Mpkyrckuii
rOCYJapCTBEHHBIN YHHBEPCUTET.

bannbHO-pedTHHTOBAs CHCTEMa OLEHKH YCIEBAEMOCTH O0yUYalolIMXCcs OCHOBAaHA Ha OIEHKE
Ka)KI0ro BUJa y4eOHOM paboThI 10 AUCHHUIUIMHE B PEUTUHTOBBIX Oajiax.

KonmgecTBo 0anioB, MOMy4eHHBIX OOYYArOMIMMCS MO TUCIMIUIMHE B TEUYEHHE CEMecTpa
(BKITIOUast OallIbl 3a 3a4eT), MEePEBOAMTCS B aKaJEeMUUYECKYIO OIEHKY, KoTopas (ukcupyercs 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 OOYYAIOIIEroCs BBHIMOTHEHUS JOMOJHUTEIBHBIX 3a/laHui
JUTSL TIONy4YeHHsT OOJBIIET0 KOJUYecTBa 0a/UIoB. PemieHne o BO3MOKHOCTH U (hOpME BBITTOJIHEHUS
00yJaromuMcsl JIOTIOJTHUTENBHBIX 3aJaHuid Il TOJMYYeHHs OOJbIIero KOJMYecTBa OaiioB

IIPUHHUMACTCA MPETIOaAaBaTCICM.



DOTUYNKH:
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W CT. IIpernojaBaTeinsb Kadeaphl COUATbHON (QUIOCOPHH U COIUOJIOTHH

Kycroc O.B.

IIporpamma paccMoTpeHa Ha 3aceJaHuH KaeIphl COUATBHON (HIOCO(GUH U COIUOIOTHH
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