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1. IlepevyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI M0 AUCHHUILIIMHE,
COOTHECEHHBIX C IVIAHUPYEMBbIMH Pe3yJbTATAMHU OCBOCHUSI IPOTrPaMMbI

1.1.

Jucuunnuaa B1.B.11 «OCHOBBI JI€ONMPOU3BOJACTBA U SJIEKTPOHHOIO

JIOKYMEHTOO0OpOTa B IOPUJIUYECKON AEATETLHOCTH». OOECIEeUUBACT OBJIAJICHUE
CIICTYIOIIMMHU KOMIIETEHIIUSIMH C yY€TOM dTara:
Komnerenuun, GpopMupoBaHre KOTOPHIX HAYMHAETCS B TCUCHHE H3Yy4YCHUS
MAaHHOM MTUCHUILIMHGI:
- BlIaJIeeT HaBbIKaMU TOJrOTOBKH Iopuandeckux qokymentoB (I1K-7).

Kommnerennun, popmupyembie JTaHHOW TUCITUTIITMHOM:

- CHocOOHOCTh  NPABMIBHO W IOJHO  OTpakaThb  PE3yJIbTaThI
npo¢eCCUOHANILHON JESTEILHOCTH B IOpUANYECKON U uHOM nokymeHTanuu (I1K-
13).

1.2. B pe3ynabTaTe OCBOCHMS IUCLUUILIMHBI Y CTYJAECHTOB JOJIKHBI OBITh
c(hOpMHUPOBAHBI:

Tpynossle umu Kopn srana PesynbraTsl 00y4yeHus
npodecCuoHAIbHBIC OCBOCHHUS
JefcTBUS KOMIIETEHINH
IIpunumars yuactue B Ha ypOBHE 3HAHHIA:
pa3paboTke - 3HaHUH OCHOB J€JIONPOU3BOJICTBA U JOKYMEHTOO0OPOTA
JOKYMEHTOB IIPaBOBOT'O (B TOM YHCIIE YIICKTPOHHOIO);
Xapaxkrepa [K-7.2 Ha YPOBHE YMEHUN:

OsnazieHre OCHOBaMHU - YMEHUS COCTABJIATh MPOEKTHI JOTOBOPOB, HCKOBBIX
JIeTIONPOU3BOACTBA U BasiBICHUIA U IPYTHX IOPUAMYECKUX JTOKYMEHTOB;
JOKYMEHTO0000pOTa, Ha YPOBHE HABBIKOB:

MHPOPMAIIMOHHBIMH - HaBBIKM  TIOATOTOBKM  pa3jIM4YHBIX  JOKYMEHTOB,
TEXHOJIOTUSIMU NpUMEHsIeMbIX B IPAKTUYECKOH IS TEIbHOCTH IOPUCTA
Ha ypOBHE 3HAHUM:
Bnanenue ocHoBamu - IOHATHUS U KaTeropuu MH(MOPMAIIMOHHBIX TEXHOJIOTUI
JIeTIONIPOU3BOICTBA 1 1 OCHOB JICJIONTPOM3BOICTBA, TPEOOBaHMSA K O(OPMIICHUIO
AIIEKTPOHHOTO IOPUINYECKUX U MHBIX JOKYMEHTOB;
JIOKYMEHTO000pOTa B Ha YPOBHE YMEHHI:
FOPHIMIECKOM - COCTaBIATh U OGOPMIIATH IOPUIUYECKUE H JPYyTHE
ACATCIIbBHOCTH. TOKYMCHTBI nopu OCYIIICCTBIICHUM MPaKTUYECKON
Croco6HOCTE TesITEeILHOCTH,

NPUMEHATH OCHOBBI Ha YPOBHE HABBIKOB:

ACJIONPOU3BOACTBA 1 MK-13.2 - OTpaxxaTb pe3yabTaThl npodeccnoHanIbHOM

3IEKTPOHHOTO
JIOKYMEHTO000pOTa B
FOPUINYECKON
JESATEIBHOCTH TIPH
COCTaBJICHUU
FOPUANYECKON U HHOU
JIOKyMEHTALUU.

(ocBOMTH 3HAHMS 10
0(OPMIICHHUIO

JICATCIIbHOCTU IIpU COCTABJICHHU MOPUIWYCCKH U HWHBIX
JTOKYMCHTOB.




IOPUAMYCCKUAX U HHBIX
JIOKYMEHTOB,
OIepUPOBATH
HOHSATHIMH U
KaTerOpHsIMHU

JIeTIOTPOU3BOICTBA;
-HCII0JIb30BaTh HABBIKU
MPaBUIILHOTO
COCTaBJICHUS U
oopMIeHHS

IOPUIMYCCKUAX U MHBIX
JOKYMEHTOB)

2. O0bem 1 MecTO TUCHMILIMHBI B cTpYKType OII BO
O0BEM TUCIUILIANHBI
OOmass TPyIOEMKOCTh JHUCIMIUIMHBI COCTaBISCT 2 3aYeTHBIX CAWHHIL 72
aKaJeMUYECKUX Yaca, U3 HUX KOHTaKTHas padoTa:

N3 wux HA ouHOM ¢opme oOydenus: 10 yacoB nekimuu, 26 4yacoB —
MpaKTHYECKUE 3aHITHs, | yac — KOHCYIbTalui, 37,25 4acoB — KOHTaKTHas pabora
C mpemnoaaBaTesaeM, 25,75 gacoB — camocTosTebHas paboTa, 9 4acoB - IMOATOTOBKA
K 3auery. DopMa NpOMEKYTOUYHOM aTTECTALUH — 3a4ET.

Mecto nqucuurunssl B ctpykrype OIl BO
Jucuunnuaa B1.B.11  «OCHOBBI  JETOMPOU3BOACTBA M JJIEKTPOHHOTO
JOKYMEHTOO00pOTa B HOPUAMYECKON AEATENBHOCTH» OTHOCUTCA K TUCUUITIMHAM
1o BbIOOPY BapHMaTHBHOM YacTH 0Opa3oBaTENbHOW MPOrpaMMbl, y4eOHOTO IJIaHa.
CryaeHTaMM OYHOIO OTJIEJEHHUS [UCLUUIUIMHA OCBaWBaeTcs Ha 2 Kypce B 1
ceMecTpe.

3. Conepxkanue ¥ CTPYKTYpPa AMCUUIIIIMHBI
CrpykTypa JUCHUIUIMHBI

Ounas hopma 00ydeHus

HaumenoBanue tem OO0BeM JUCIUILIMHEL, Yac. ®dopma
W/WJH pa3ieNioB Bcero KonTakTHas padora TEKYILIETOo
00yJaromuxcs ¢ KOHTPOJIS
Mpeno/iaBaTesieM yCIIEBAEMO

110 BUJIaM y4eOHBIX 3aHSATUHI CcTU**,
MPOMEKYT

1 1P | m3 Kar K CP OYHOH
T aTTecTanu

H***

Pa3nes 1 IlonsiTie 1 HOpMaTHBHBIE IPABOBbIE OCHOBBI /1€JIONPOU3BO/ICTBA U 3JIEKTPOHHOIO
AOKyMeHT0000poTa. O01ue npaBuiia cocTaBjeHus: H opopmiieHns 0pUIMATBHBIX
AOKYMEHTOB

Tema | IlonsiTue, NPUHITUIIBI 4 5 2 O, AI1, T3
1.1. U 3aKOHOMEPHOCTH




OpraHu3aIu
JIEIIONPOU3BOICTBA

Tema
1.2.

3aKoHOIATEIbHEIE
AKThl U HOpMaTI/IBHO-
METOIUYCCKHUE
JOKYMEHTEI
perJIaMeHTHPYIOIINE
MOPSIIOK
JIOKyMEHTHPOBAHUS H
OpraHu3aIi  PadOTHI
C JOKyMEHTaMHU B
HpOKypaType,
Cy1eOHBIX u
MPaBOOXPaHUTEIbHBIX
opraHax

0, JI1, T3

Tema
1.3.

Qopmynsip U OiaHK
nokymenta. [IpaBuia
oopmIICHHS
PEKBU3UTOB
JIOKyMEHTA.
[TocrosinHbBIC
nepeMeHHbIC
PEKBU3HTHI

O, AILT,

Tema
1.4.

Knaccudukanus
OpraHU3aIUOHHO-
pacnopsAAUTENBHBIX
nokymeHnToB. CoctaB
u npaBuiia
COCTaBJICHUS u
oopMIICHHS
OpraHU3alHOHHBIX
JIOKYMEHTOB

O, AILT,

Tema
1.5.

[TpaBuna cocraBneHus
51 opopMIIeHUS
pacropsaUTeNbHbIX U
UH(POPMALMOHHO-
CIPaBOYHBIX
JIOKYMEHTOB.
CyxeOHas
HepenucKa.

O, AILT,
T3

Tema
1.6.

CocraBneHue
odopmieHne
JIOKYMEHTOB,
MPUMEHSEMBIX
MPaKTUYECKOU
JIEATETLHOCTH OPUCTA

7,75

3,75

O, AILT,
T3

Tema
1.7.

JlokyMeHTHpOBaHuE
TPYIOBBIX OTHOLICHHUM

9

2

4

3

O

Pa3znen 2. Opranusamnusi padoThl ¢ 10K

MPaBoOX

DAHUTC

JIBHBIX

YMEHTAMH B
opranax

NMpoKyparype, cyae0H

bIX "

Tema
2.1.

OcobenHOCTH
OpraHu3aI|H

6

4

O, AILT,




JIOKYMEHTO00OpOTa B
OpOKypaType,
CyneOHBIX u
PaBOOXPAHUTEIbHBIX
opraHax, OCHOBHEIC
TpeOoBaHUS
nH($OpMallMOHHON
0e30I1acCHOCTH

Tema
2.2.

Jlenorpoun3BoICcTBO

no oOpartieHusM
rpaXKaaH B
IIPOKYypaType,
Cy1eOHBIX u
MPaBOOXPaHUTEIbHBIX
oprasax

0, 1, T3

Tema
2.3.

CucremaTtuzanus
JIOKyMEHTOB.
Homenkiarypa  nen.
DKCrepTu3a [eHHOCTH
JIOKYMEHTOB U JEJ

O, AILT,

Tema
2.4.

OnepaTtuBHOE
XpaHEeHHE
nokyMeHToB. [IpaBuia
¢dbopmupoBaHuUs 1€

O, AILT,

HpOMe)KYTO‘IHaH arrecragus

Koncynbranus

Kart

0,25

0,25

Bcero:

72

10 26 1 0,25 | 10 | 25,75

Ne i/

HanmMmeHoBaHHe TEM
(pa3nesioB)

Conep:xanue TeM (pa3iesioB)

Pa3nes 1 IlonsiTue 1 HOpMaTHUBHbBIE IPABOBbIE OCHOBBI /1€JIONPOU3BO/ICTBA H 3JIEKTPOHHOTO
AOKyMeHToo0opoTa. Of1ne npaBuia cocTaBiaeHus U opopmiaeHust 0PUIHAIBHBIX

JOKYMEHTOB

Tema | [lonstne, mnpunnunel u |ConepxaHue HOHATHS «ZIE€TIONIPOU3BOJICTBOY.
1.1. 3aKOHOMEPHOCTHU YIpaBieHue JOKyYMEHTaMH B CUCTEME YIpaBJICHUS
OpraHu3aluu oprausanueil. JIOKyMEHTMpOBaHHME M  OpraHu3anus
JEJIONPOU3BOICTBA paboTel ¢ gokyMeHTamu. IOpuauueckas cuna H
ayTEeHTUYHOCTh JOKyMEHTOB. (OCHOBHBIE NPHUHLUIBI U
3aKOHOMEPHOCTM  OpraHM3alud  JCJIONPOU3BOACTBA.

YHUpUKaIMS U CTaHAAPTU3ALHUS.
Tema 3akoHoxarenbHble akThl U | Ponp ®DenepasnbHOro apxuBHOro areHTcTBa Poccuum B
1.2. HOpPMaTHUBHO- OCYILIECTBJIEHUM T'OCYJIapCTBEHHON IMOJUTUKU B cdepe
METOAMYECKHE JOKYMEHTHI | IeN0Npou3BoACTBA.  [IpoOimembl  rocyqapCTBEHHOTO
perIaMeHTHPYIOIINE perynupoBaHuss B 00JacTd  JOKYMEHTALMOHHOTO
HOPAIOK oOecnieuenus  ynpasieHusi. (CocTaB  HOPMAaTHBHO-
JOKYMEHTUPOBaHUs U | IpaBOBOM 0a3bl AEIOMPOU3BOICTBA, CUCTEMHBIN MOAX0]
opraHM3anu  paboThl C | K JOKYMEHTHPOBAaHUIO M OpraHu3anuu paboThl C
JOKYMEHTaMU B | ToKkymMeHTamMu. [IpaBuna NEJIONPOU3BOACTBA B
MPOKypaType, CyAeOHBIX U | ¢eepalibHBIX OpraHax HWCIOJHHUTEIBHOM BIACTH U




Ne i/

HaumeHoBaHue TeM
(pa3aesoB)

Conep:xkanue Tem (pa3aesioB)

MIPaBOOXPAHUTEIbHBIX
oprasax

JIOTIOJIHEHUST K HUM. ['OCyJnapCTBEHHbIE CTaHIApThl B
chepe JIOKYMEHTUPOBaHUs YIPaBJIEHYECKOU
nearenbHocTH. Xapakrepuctuka ['OCT P MCO 15489-
1-2007. CUBU]J] «YmnpaBnenue nokymeHtamu. OOuiue
TpeOoBaHus». IlepedeHb THUMOBBIX YINPaBICHUECKUX
JJOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHHUSI.

Tema
1.3.

Dopmysp u OJTaHK
JIOKYMEHTA. [IpaBuna
oQopMIIEHHUS  PEKBU3UTOB
nokymeHTa. [locrossHHbIE U

IEPEMECHHBIE PEKBU3UTHL

[Topsaok BHeapenmss ['OCT B mnpakTuky paOoOTHI,
pexomenmarenpHblii  xapaktep ['OCT P 6.0.97-2016.
TpeboBanusi k OJlaHKaM CITy’)KEOHBIX JOKYMEHTOB.
CnocoObl u3rorosieHus. Buabl 0J1aHKOB: 0OIIUi, OJIaHK
KOHKPETHOT'O BHJIA JOKYMEHTa. YTJIOBOM U MPOAOIbHBIN
CIOCOOBI  PACIOJIOKEHHUs]  PEKBU3MTOB Ha  OJaHKe
CIIy’)keOHOTO JOKyMeHTa. ['epOoBble OnaHKH, MOPSIIOK
pabotel ¢ HuMH. [lOHSTHE «PEKBU3UT JOKYMEHTa.
CocraB pekBusnuToB. O0mHe TpeOboBaHMs K 0)OPMICHHIO
MMOCTOSIHHBIX PEKBHU3UTOB CIy’)KEOHBIX JOKYMEHTOB B
cootBerctBuu ¢ ['OCT P 6.0.97-2016. N3oGpaxkeHue
I'ocynapctBennoro repba u repda cyobekra Poccuiickoit
®denepanuu. OmOnemMa  WJIM  TOBapHBIM  3HAK
opranuzanuu.  HauMeHoBaHume  oOpraHM3alud |
crpaBo4yHble JaHHble 00 opranumzauuud. CoctaB
PEKBU3UTOB  OMNPENENAIONNX  OPUIHUECKYIO  CHIIY
CITy>Ke0HOTO nokymeHnrta. OOmmue TpeOoBaHUA K
0o(pOopMIICHHIO TIEPEMEHHBIX PEKBH3HTOB CIIy>KEOHBIX
nokymeHtoB B cootBerctBun ¢ ['OCT P 6.0.97-
2016.HanmeHnoBanue Buaa ToKyMeHTa. [laTa nokyMmeHTa.
PerncrpanmonHslii HOMEp JOKYMEHTa, CCBUIKA Ha
PETUCTPAIOHHBI HOMEp W JAaTy JAOKyMeHTa. MecTo
COCTaBJIICHUS WM W3JaHWsA JIOKyMeHTa. llpaBumia
opopmienuss anpecara. [pudsl cormacoBaHuss U
YTBEpKIEHUsS JIOKyMeHTa. Bu3el cormacoBanms. TekcT
JOKYMEHTa, 3arojJloBOK K TEKCTy JokyMeHTa. CocTaB
yaocToBepeHus: AokymMeHta. OdopmileHHe TOAINCH.
Ottrck meyatun. OTMETKH Ha JOKYMEHTaX: O KOHTpOIE,
PE30IIONMS, O HAJMYUU TPUIOKECHHH, O 3aBEPEHUH
KOMUHU, 00 UCTIOJHHUTENE, O MOCTYIUICHHH TOKYMEHTa B
OpraHM3aIuIo. OcobeHHocTH odopmiieHus
JIEKTPOHHOI'0 JTOKYMEHTA.

Tema
1.4.

Knaccudukamms
OpTraHU3aIOHHO-
pacopsIUTEIbHBIX
nokymentoB. CoctaB U
MpaBWJIa COCTaBJICHHS U
odopmIIeHUS
OpTraHHU3aI[MOHHBIX
JIOKYMEHTOB

VYHupuurpoBaHHbIE CUCTEMBI JIOKYMEHTaL1H.
XapakTepucTuKa YHH(PHUIUPOBAHHOMH CHUCTEMBI
OpPraHMU3alMOHHO-PACIIOPSAUTEIBHON  JOKYMEHTALUH.
Ha3nauenne M BHUIBI OPraHU3aLMOHHBIX JOKYMEHTOB.
TunoBoil  cocTaB  PEKBU3UTOB  OPraHU3allMOHHBIX
JOKyMEHTOB.  TpeboBaHUS K  COCTaBICHHIO U
0(hopMIIEHHIO OPraHU3alMOHHBIX JOKYMEHTOB: yCTaBa,
IIOJIOXKEHUs, CTPYKTYpbl M IITAaTHOIO PAaCIMCAHMS,
IIpaBWJI ~ BHYTPEHHETO  PACIOPANKA,  JIOJDKHOCTHOM
MHCTPYKIIMH, JOJDKHOCTHOTO perjamenta. OcoOeHHOCTH
COCTAaBJICHUS TEKCTOB OPraHU3allMOHHBIX JOKYMEHT

Tema

IIpaBuna cocTaBiieHHS U

Ha3nauenune W BHUABI CHPaBOYHO-WH(GOPMAIMOHHON W




HaunmeHnoBanue TeMm

Ne n/m (pazieson) Conep:xkanue Tem (pa3aesioB)

1.5. odopMIIeHUS CIIPaBOYHO-aHATHUTHYECKOM JIOKyMEHTaITUH.
pactopsaAUTEeNbHBIX u | CocraBnenue u odopmieHue CIPaBOYHO-
nH(OPMAaLIMOHHO- nH(OPMALIUOHHOU u CIPaBOYHO-aHATUTUYECKOU
CIPAaBOYHBIX JIOKyMEHTOB. | JOKYMEHTAI[MM: MPOTOKOJIBI, aKThl, aHAIUTUYCCKUE,
Crny>xebHas nepenucka. JOKJIaJIHbIe, CIYy>KEOHbIE, OOBSICHUTENbHBIC 3aIUCKH,

NPEJCTABICHNS, 3aKJIIOUEHUS, IEPEYHH, TEIECTPAMMBI.
[lonsiTve W CTpyKTypa  CIy»eOHOro  MHChMA.
Knaccudukanus ciyxebHsix mnucem. CocTaBieHue u
opopmieHre  ENOBBIX ~ MUCEM: MHCHMa-TIPOCHOBI,
COIIPOBOJIUTENBHOIO MHUChbMa, MHCbMA-TIOATBEPXKICHHUS,
rapaHTUHHOTO TIMCbMa H JIDYTHX BHJOB ITHCEM.
OCOOEHHOCTH COCTABICHUS TEKCTOB CIIYKEOHBIX MHCEM.
YHubukauus TeKCTOB CIIy»KEOHBIX ITHCEM.

Tema | CocraBiieHue u | CoctaBieHHe MPOIECCyalbHBIX NOKYMEeHTOB. CymeOHoe

1.6. opopMmIiIeHHE JOKYMEHTOB, | pemieHue (IpHUroBop) Kak JokymMeHT. OnpeneneHus
MPUMEHSIEMBIX B | cynoB. MckoBeie 3asBieHusi. CHpaBKH M BBHINHCKU U3
MPaKTHYECKON JIOKYMEHTOB.

JeSITeIbHOCTH IOPHCTA
Tema | lokymMeHTHpOBaHUE HopmatusHsbie OCHOBBI BEJICHUS KaJIpOBOT'O
1.7. TPYXOBBIX OTHOLICHUH nenonpousBoacTBa. CocTaB  KaJpoBbIX JIOKYMEHTOB.
Opranu3zaluoHHbIE u IJIAHOBBIE JIOKYMEHTBI.

JIOKyMEHTBI 1O YCTAQHOBJICHHIO TPYAOBBIX OTHOIICHHI.
JlokyMeHTHpOBaHUE JBIKeHUs mepcoHana. Cucrema
yHU(UIUPOBAHHBIX (OPM JOKYMEHTOB IO YYeTy H
ollate Tpyna. YdeTrHas JokyMmeHTauus. [lpaBmia
BEJICHUS U 3alIOJTHEHUS TPYAOBBIX KHIDKEK. OpraHu3amnus
XpaHeHUsI KaJpOBbIX IOKyMeHTOB. KapoBslii ayur.

Pa3znen 2. Opranusamusi padoThl ¢ JOKYMEHTAMH B MPOKYypaType, CyAeOHbIX 1
NMPaBOOXPAHUTEIBLHBIX OPraHax

Tema | OcobeHHOCTH [lonsiTe  «J1IOKyMEHTOOOOPOT», €ro pa3BUTHE U
2.1. OpraHu3aIu HOpPMAaTHUBHO-METOMuUecKas persiameHTanus. OCHOBHbIE
JIOKYMEHTO000poTa B | IPUHIMIIBI OpraHU3alud JOKYMEHTOO00OpOoTa. Tarbl
MPOKypaType, CyAeOHBIX U | JOKyMEHT0000poTa. Cxema MpOoX0oKIEHHUsS JTOKYMEHTOB.
MIPaBOOXPAHUTEIBHBIX VYyer konuuecTBa JTOKYMEHTOB U aHaJIU3 CTPYKTYpbI
Oprasax, OCHOBHBIE | TOKyMeHTO0oOOpoTa. OCHOBHBIE MpaBUiIa OpPTaHU3ALUH
TpeOOBaHMS JOKyMEHTOO0OpOTa B OpraHu3alud. DJIEKTPOHHOE
MH(POPMAIIMOHHOM B3aMMOJICHCTBHE U IJIEKTPOHHBIA TOKYMEHTOOOOpOT —
0€30MacHOCTH KJIIOYEBbIE  DJIEMEHThl  CO3JIaHUSl  BJIEKTPOHHOTO
MIPaBUTENIbCTBA. Iopsinok MEXBEJAOMCTBEHHOTO
MH(OPMALIMOHHOTO OOMEHa B CHUCTEME 3JIEKTPOHHOTO
JOKyMEHTO000pOTa. ONEeKTpOHHBIE HOJIUCH:
KJaccupukanus u TIOPSIJIOK PUMEHCHUSI.
Cuctematu3aliii ¥ OpraHM3alUsl  ONEPAaTUBHOIO

XpaHeHUs JOKYMEHTOB B JIEKTPOHHOM BHU/IE.
Tema | [lenonpou3BoacTBO o | OcobeHnoctu BEJICHUS JeJIONPOU3BOACTBA  TIO
2.2. oOpartieHusM rpaxaaH | oOpamieHusiM  rpaxkgadH.  llopsgok — peructpaunuu
JIOKyMEHTOO000pOTa B | oOpamienuii rpaxaad. Cpoku pacCMOTPEeHHs 0OparieHuid

HOPOKypaType, CyAeOHbIX M
MIPaBOOXPAHUTEIbHbIX

IrpaXJaH M MOPSAJOK KOHTPOJISL 33 MX MCIIOJHEHHEM.
[Tops 1ok IpynOUpOBKHU OOpalleHUi TpaxkJaH B Jena U




HaumenoBanue Tem
Ne ni/m Conep:xkanue Tem (pa3aesioB)
(pa3aesoB)
oprasax CPOKH UX XpaHEHHUSI.
Tema | Cucremaruzanus DKcrnepTu3a HeHHOCTH JOKyMeHToB. HomeHkaTypa aen
2.3. JIOKyMEHTOB. U ee 3HaueHue I (PYHKIIMOHHPOBAHUS OpTaHU3AIIHH.
Howmenknarypa nen. | OcHOBHbIE TpeOOBaHUS K COCTABICHHIO HOMEHKJIATYPHI
DkcnepTusa HeHHocTH | fen. PopMynupoBKa 3arojioBkoB nein. OmnpexneneHue
JOKYMEHTOB U A€ CPOKOB  XpaHEHHS  JOKYMEHTOB. CocraBnenue
HOMEHKJIATypbl JIeNl CTPYKTYpPHOTO MOJpa3fesieHusl.
Cucremaruzanyist  JOKyMEHTOB  BHYTPH  pasfena.
CocraBnenue CBOJIHOI HOMEHKJIATy bl nen
OpraHu3aIIH.
Tema | OnepatuBHoe  xpaHeHue | OpraHu3anus OINEPATUBHOIO XPAHEHUS JIOKYMEHTOB.
2.4. JIOKyMEHTOB. [IpaBmia | OCOOEHHOCTH XpaHEHHUS JOKYMEHTOB B 3JIEKTPOHHOM
(dbopmMupoBaHus A€ Buge. OcHoBHble  mpaBwia  (HoOpMHpPOBaHHS U
oopmienus ner; cucteMaTru3anus JOKYMEHTOB BHYTPH
Jela.

4, MaTepl/IaJIbI TEKYHIEIr0 KOHTPOJISA yCIIEBAaEMOCTH oﬁyqamumxcn u
(l)OHIl OLCHOYHbIX CPEACTB HpOMe)I(yTO‘IHOﬁ aTTeCTallui 110 AMCHUIIJINHE

4.1. ®opMBbI 1 METOJIBI TEKYIIIETO KOHTPOJIS YCIIEBAEMOCTH O0YHAIOIINXCS U
MIPOMEKYTOUHOM aTTeCTAIH.

4.1.1. B xone peanuzauuu JucHUIUIMHBI B1.B.11 «OCHOBBI AEIOMPOU3BOJICTBA U
AJIEKTPOHHOTO JOKYMEHTOO0OpOTa B IOPUIUICCKOMN ACITEIHBHOCTIY UCIIOJIB3YIOTCS
CJIEYIOIINE METO/bI TEKYIIIETO KOHTPOJISI YCIIEBAEMOCTH 00y4arOIIUXCS:

[Tpu npoBeaeHNM 3aHATHN JIEKIIMOHHOTO TUIA: HHTEPAKTUBHAS JICKIIHS,
JICKIUS — TUCKYCCHUS, METO]T TPOOJIEMHBIX BOIPOCOB;

MIpY MPOBEAECHUM 3aHATUN CEMUHAPCKOTO TUIIA: TECTHI, OMPOCHI, TUTIOBBIC
3aJaHUs-KCHChI;

MIPU KOHTPOJIE PE3yJIbTATOB CAMOCTOSITEILHON PabOThI CTYACHTOB: MPOBEPKA
BBIMIOJTHCHUS TUITOBBIX 33JIaHUN-KEHWCOB, JOKJIaJ0B-IIPE3EHTAIAM.

4.1.2. 3adet npoBOAUTCA C MPUMEHEHUEM CIIEYIOIIUX METOJO0B (CPEACTB):

YCcTHBIE OTBETBHI CTYAEHTOB Ha BONPOCHI JUISI MOJATOTOBKM K 3a4eTy H
BBIIIOJIHEHNE TPAKTUYECKHUX 33JITaHUU.

BelnmonHeHne BceX 3aJaHUid  TEKYIIEro KOHTPOJISI SBISIETCS  TaKXKe
00sA3aTeNIbHBIM 111 BCEX CTYJAEHTOB. CTYyIEHTBI, HE BBINOJHUBIINE B IOJIHOM
o0beMe 3aJaHMs-KEHChl, HE JOIMYCKAlTCA K IPOMEKYTOUYHOM arrectauuu. B
cllyyae HaJu4Msl 3aJI0JDKEHHOCTH CTYAEHT OTpadaThIBaeT MPOIYLIEHHBIE 3aHATHS
Ha KOHCYJIbTALMSIX, MOCJE MOJTHOW OTpabOTKH 3aJ0JHKEHHOCTEH CTYAEHT MOKET
OBITh JOIMYIIEH K TPOMEKYTOUHOM aTTeCTAINH.

OueHka 3HaHUM CTyAEHTa Ha 3a4€T€ MO CXEME — 3aYTEHO; HE 3a4T€HO U
ONpeneNsaeTCs:




—OTBETOM Ha 3a4ETE;
—y4eOHBIMU TOCTUKEHUSIMUA B CEMECTPOBBIN MEPUOI.

4.2. Marepualibl TEKYILETO KOHTPOJIS YCIIEBAEMOCTH 00YUYarOIINXCS

TunoBblie OLIeHOYHBbIE MAaTEPHUAJIBI O pa3aeny 1
Tunosoi Tect (T)

3amganue 1. UTo Takoe «JIOKyMEHT:

1 3aduxcupoBanHas Ha MaTepuaIbHOM HOCUTEJIE
uHpopmanus C PEKBU3UTAMH, HO3BOJISIOIIUMU eé
UACHTU()UIIMPOBATH

2 Hocutens  uHbopmanuu, uCHonb3yeMod B IEsX
PEryJUpOBaHHs COLMAIBHBIX OTHOMICHUH

3 Wudopmanus, 3apukcupoBaHHas JTHOOBIM CIIOCOOOM Ha
1:000M HOCHTENE

3amanue 2. [Ipogoipkute onpeeiaeHue: MoJyIMHHUK JIOKYMEHTa — 3TO ...

1 IlepBblil WM €IMHCTBEHHBINA SK3EMILLAP JOKYMEHTA

2 3K3eMHJ’IHp JOKYMCHTA, C KOTOPOT'O CHATA KOIIHA

3ananue 3. MoxeT 1M ObITh JOKYMEHT, CO3AaHHBIM (PU3HUYECKUM JIHIIOM,
ouianbHbIM?

1 Ja

2 Her

3aganue 4. YKaXuTe NpaBWIbHBIA OTBET Ha BOIPOC: YTO TAKOE «KOTIHS
JIOKYMEHTa»?

1 W3Bneyenne U3 JOKyMeHTa,  O(OpMIIEHHOE  H
YAOCTOBEPEHHOE B COOTBETCTBUU C YCTaHOBJIEHHBIMH
IIpaBHJIaMU

2 JIOKyMeHT, BTOpOM 10 BPEMEHM IMOSIBICHHS IOCIE
MOJITTMHHUKA TOKYMEHTa

3 JIOKYMEHT, MOJIHOCTBIO BOCHPOM3BOSIINN COAEpKAHHE
MOJJIMHHUKA JOKyMEHTa M BCE WM YacTh €ro BHENIHHUX
IIPU3HAKOB

3aganue 5. Mmeer 1M IOPUIMYECKYH0 CHIY JAOKYMEHT, MOJYYEHHBIM IO
(bakcUMIIBHON CBSI3U?

[

Ha

N

Jla, mo cornameHuto cTOpoH HHPOPMAITMOHHOTO 0OMEHa

3 Her




3amanue 6. OCHOBBIBAsCb HA OIPEHCICHUAX, YKaXUTE, Kakas KOIMS
JOKYMEHTAa UMEET FOPUIUYECKYIO CHITY:

1 Komust nokymeHTa, Ha KOTOPOMl B COOTBETCTBUU C
YCTAaHOBJICHHBIM  TOPSIIKOM  TPOCTABJICHBI  HEOOXOIUMBIC
PEKBU3UTHI, IPUAAIOIINE el IOPUIUYECKYIO CHITY.

2 Komusi, mOMHOCTBIO BOCHPOU3BOJAIIAS WHMOPMAIUIO

NO/UIMHHUKA JIOKyMEHTa W BCE WJIM 4YacTb €ro BHEHIHUX
IIPU3HAKOB

3ananue 7. [IpogomkuTte onpeaenenue: Gopmysap AOKYMEHTA 3TO - ....

1 COBOKYIIHOCTb PEKBHM3UTOB JOKYMEHTA, PACIIOJIOKEHHBIX
B OIIpEJIeIEHHON II0CIEJ0BATENbHOCTH

2 BuyTtpeHnnsas  ¢opmMa  OKyMEHTa,  ONpEIeIIsIoIast
CTPYKTYPY TEKCTa U €ro sI3bIKOBbIe 0COOEHHOCTH

3ananue 8. Kakoil 3HaK MMEET MpaBO MOMECTUTh Ha OJlaHKAaX JTOKYMEHTOB
peanpusTre, IPOU3BOASILEE KaKy0 — JIM0O0 MPOAYKIIHIO:

1 ["ocynapcrBennsiii repd Poccuiickoit deneparuu

2 ToBapHbIif 3HaK

3 ['ep6 ropoma, Ha TEPPUTOPUU KOTOPOTO HAXOIUTCS
MPENPUATHE

4 DOmMbOnema

3ananue 9. BriOepute Tpu cnocoba HamucaHus AaThl, MPEAYCMOTPEHHbBIE

I'OCT P 6.30 — 2003:

09.03.12

09 mapta 2012 1.

09 mapra 2012 rona

09.03.2012 1.

2012-03-06

2012.03.06

N0 A WIN|F

09.03.2012

3aganue 10. Ha kakoM 3K3eMIUIsIpe AEI0BOT0 MUChMa, IMOJATOTOBICHHOM JIJIst
OTIPAaBKU aJIpecaTy, NPOCTABIIAKOTCS BU3BIL:

1

Ha MOJJIMHHHUKE, OTIIPABIIICMOM aJipeCaTy

2

Ha xonuu, noMenaemoil B 1eJ10 OpraHu3anuu

3ananue 11. Ha kakom ak3emIuisipe nmpukasa nIpoCTaBiIsAIOTCS BU3BIL:

Ha nmouHHUKE, TOMEIAEMOM B JIEJIO

Ha konuu, ocTaromencst y MCIOJIHUTENS




3apanue 12. YKaxuTe npaBUIbHBIA BADUAHT PE3OJIIOLNNA PYKOBOINUTEISA:

| 1 | 2
Kpasyosy M.I1. Kpasyosy M.I1.
IIpowty noocomogums 3akaroyeHue K Ipowy paccmompeme.
18.04.2012 Iloonuce pykosooumes
Iloonucs pykogooumens 10.04.2012
10.04.2012

3aIIaHI/I€ 13. Kakue u3 MCPCUYNUCIICHHBIX ITNCEM YIOCTOBCPAIOTCSA IICHATHIO!

1 ["apaHTHiIfHOE THCBMO
2 KomMmepueckoe npeiokeHne
3 ITucemo-tipock0a

3apanue 14. HyxHO nM TmpuKa3bl PYKOBOJIUTENS 3aBEPSTh I€YAThIO
opraHuzanuu?

1 Ha

2 Hert

3amanue 15. YkaxuTe NpaBWIbHbIE BapUaHThl OQOPMIIEHUS OTMETKU O
HAJIMYUU PUIIOKEHUS B COTPOBOIUTEIHLHOM MUCHME:

1 [TpunokeHue: ynomsinytoe Ha 3 J1. B 1 9Kk3.
2 ITpunoxeHue: o Tekcry Ha 3 1. B 1 9K3.
3 [Tpunoxenune: Ha 3 1. B 1 9K3.

3amanue 16. JlomkeH 1M HCIOJHUTEIb, MOATOTOBUBIIMN TEKCT IHCHMA,
BU3UPOBATH TOKYMEHT?

1 Ha

2 Her

3amanue 17. Kakoll pPEKBU3UT UCHOIB3YETCS JUISI  yIAOCTOBEPEHHMS
JIEKTPOHHOI'O JOKYMEHTA!

HaumeHoBaHue opranu3aiiuu (Juia) — aBTopa JOKyMeHTa

PeructpanmoHHbIli HOMEp TOKYMEHTA

WnentuduxaTop 37€KTPOHHOM KOMUU JOKYMEHTa

1
2
3
4 DJIEKTPOHHAS MTOAMHICH
3amanne 18. K kakoil cuctemMe TOKyMEHTAIlMM OTHOCSITCS TPUKA3bl U

pacropsKEeHHUS:

‘ ‘ 1 ‘ Cucrema OpraHn3aliOHHO-TIPABOBON JJOKYMEHTAIIUHU




2 Cucrema pacropsiAMTEIbHON JOKYMEHTAIIU!

3 Cuctema HHGOPMALMOHHO-CITPABOYHON JTOKYMEHTALUU

3aganue 19. K kakoil cucreme OKYMEHTAIlMU OTHOCSITCSl TOJOXEHUS,
NIPaBWJIa, HHCTPYKIIHH:

1 Cucrema opraHu3allMOHHO-IIPaBOBON JOKYMEHTALUU
2 Cucrema pacnopsIUTeNbHON TOKYMEHTAIUU
3 Cuctema HHGOPMALIMOHHO-CITPABOYHON JOKYMEHTALIUU

3ananue 20. Kakoit JOKYMEHT perjiaMeHTUPYEeT JeATebHOCTh city k0 JJOVY:

1 IIpaBuia
2 ITpukas
3 [TonoxxeHue

3amanue 21. Kakoit [TOKyMEHT yCTaHaBIMBaeT TMOPSIOK paboOThl C
JIOKyMEHTaMU B OpraHU3allNN:

1 WHCTpyKIIMS TO  JOKyMEHTAIlMOHHOMY  0OECIeUeHHIO
yIIpaBJICHHS

2 [Tonoxxenne o paboTe ¢ TOKYMEHTaMHU

3 PernameHT paboThI ¢ JIOKYMEHTAMH

3amanme 22. Kakoil MOKyMEHT COCTaBIsS€TCA TMPH HEOOXOAMMOCTH
3a()MKCUPOBATH CJIOKHUBIIYIOCS CUTYAIIUIO WK OOHAPYKEHHBIC (DaKThI:

1 [IpoTokoan
2 CrnpaBka
3 AKT

3ananue 23. Kakoil pacnopsauTenbHbId JOKYMEHT U3JAET pPyKOBOAUTEIb
OpraHu3aluu, JEHCTBYIOIIUN €JUHOINYHO:

1 IlocTanoBienue
2 Pemtenue
3 [Tpuka3

3ananue 24. Kakoii U3 nepevyrclIeHHbIX JOKYMEHTOB TPEOYET yTBEPKICHUS
PYKOBOAUTEIIEM OpraHU3alUu:

[TonoxxeHue o Oyxrajrepuu

CrpaBka 0 3a10J5KEHHOCTH ITPEANPUSATHS

[TucpMoO — 3ampoc 0 mpenocTaBIeHUH HHPOpMaITUH
[IpoTokoi1 3aceaHusi COBETa IUPEKTOPOB

AIWIN|F

3aganue 25. CKOJIBKO K3EMILISIPOB IIPUKa3a IOIUCHIBAET PYKOBOAUTE!




1 Heckonpko

N

JBa

3 Onnn

3amanme 26. Kakume ©3 TEpPEUMCICHHBIX JOKYMEHTOB MOTYT OBITh
NPUIOKECHAEM K COTPOBOIUTEILHOMY MTUCHMY:

1 VYcraB npeanpusTus
2 [Tacopt paboTHHKA
3 Konust ycraBa npeanpustus

Tumnosblie TeMbl 1JIs JOKJIAA0B ¢ MyJdbTUMeaua-npesenrauusamu (AII)

1. OCHOBHbIE  TPUHLUNBI W 3aKOHOMEPHOCTH  OpraHU3alUuu
JIEIIOITPOU3BO/ICTBA.

2. Hcropruueckre OCHOBBI COBPEMEHHOI'0O JAEJIOIIPOU3BOIACTBA.

3. Pa3Butue cucreMbl yHU(UKAIMU JCIOMPOU3BOACTBA B COBETCKHUI
IIEPUOA.

4, Yuudukanus u craHmapTuU3anus JOKYMEHTOB. YHHU(HUIIMPOBAHHbBIE
CHUCTEMBbI JOKYMEHTALINH.

S. Hopmarushsbie, MpaBOBbIE u METOIMYECKHUE OCHOBBI

JIOKYMEHTAITMOHHOTO o0OecredyeHus: JEATeNbHOCTU B IMPaBOOXPAHUTEILHBIX,
CyeOHBIX OpraHax u IMPOKypaType.

6. [IpaBuia JeJONpPOn3BOACTBA B (defepalbHbIX  OpraHax
WCTIOJTHUTEIBLHOU BJACTH, YTBEpkAcHHbIE [locranoBinenuem IlpaBurenscrBa PO
Ned77 ot 15.06.2009 1 u3mMeHeHUs K HUM: 00II[asi XapaKTepUCTHKA.

7. [Topsimok ¥ HOpPMAaTUBHBIE OCHOBBI Pa3padOTKH HHCTPYKIUU TI0
JIEJIONIPOU3BOICTBY B B IIPABOOXPAHUTENBHBIX, CyI€OHBIX OpraHax u MpoKypaType.

8. [Tonsitue nokymeHnrta u ero GpyHkiuu. Poib ci1y>keOHBIX JOKYMEHTOB B
CUCTEME YIIPABIICHHUSI.

9. TpeboBanust k ohopMIeHIIO OJIAHKOB CIIYKEOHBIX JOKYMEHTOB.

10. OOGecnedeHune PPUANIESCKON CHUIIBI U Ay TEHTUYHOCTH JOKYMEHTA.

Tunossle 3aganus-keicol (T3)

1. HaifTu MakCUMallbHO BO3MOXKHOE KOJHMYECTBO OIPEICICHUA TOHSATHUS
«IOKYMEHT» M BBIIUCAaTh HMX C O0SA3aTeIbHBIM YyKa3aHUEM HCTOYHHKA
uHbOpMaIuu.

2. Ompenenuth HW3 NPEIJIOKEHHOTO TEPEYHS HOPMATUBHBIX HCTOYHHKOB
COCTaB HOPMATHBHO-METOAMYECKUX IOKYMEHTOB, KOTOPbIE HEOOXOIMMO
UCTIONB30BaTh JUIsl COcTaBlieHUs WHCTPYKIHMHM TIO JETONPOU3BOJICTBY B
IPaBOOXPaHUTEIbHBIX, CyeOHBIX opranax u IPOKypaType.



[Ipoananu3npoBaTh MPEIOKEHHYI0 HHCTPYKIHUIO IO JEJIONPONU3BOACTBY HA
COOTBETCTBHE COBPEMEHHBIM TPEOOBAaHUSAM IO COCTAaBy M COJEPKaHUIO
pasnenos. IIpunoxenne: MHCTpyKIUSA MO AEIONPOU3BOJICTBY KOHKPETHOTO
BEJIOMCTBA.

Bbi0path U3 MpeuioKEHHOro NMepeuyHs HOPMATHUBHBIX MCTOYHHUKOB COCTAaB

HOPMATUBHO-MCTOAUUCCKHUX AOKYMCHTOB, KOTOPLBIC HCO6XOIII/IMO
HCIIOJIB30BATh JII COCTABJICHHA HOMCHKIIATYPBI OCJI B HCIIOJIHHUTCIBHO-
PaCIopAaIUTCIbHOM OpraHe MYHHUIUIIAJIBHOTI'O O6p330BaHI/I}I.

[Ipoananu3npoBaTh KOHKPETHYIO HOMEHKJIATypy /el Ha COOTBETCTBUE
JeHCTBYIOIUM TpaBuiiaM U HOpMaM. OOpaTuTh BHUMAHHE Ha CTPYKTYpYy H
oopmiieHne  HOMEHKIATyphl,  IPaBWJIBHOCTb  CHUCTEMAaTH3allMl U
ONpPEJENICHUs] CPOKOB XpaHEHUs JOKYMEHTOB U jen. llpunoxenue:
pa3IaTOYHbIN MaTepuall.

[IpoaHanu3upyiTe  OPENJIOKEHHbIE  OPraHU3ALMOHHBIE  JIOKYMEHTBI
(moJ0KeHUe, MHCTPYKLMS, PErJIaMEHT) Ha COOTBETCTBUE YCTAHOBJIEHHBIM
IpaBujaM COCTaBJI€HUA W OQOpMIICHUS JaHHBIX JOKYMEHTOB. [lokaxute
BO3MOYHBIE PUCKH JJII CUCTEMbl YIPaBJICHUS, IPOU3BOJHBIE OT CHIDKCHUS
BHUMAHMSI PYKOBOJACTBA K MOJAECP’KAHUIO KOMILUIEKCAa OPraHU3alMOHHBIX
JOKYMEHTOB Ha JIOJDKHOM ypoBHeE. [IpriioxkeHune: pa3gaTouHblii MaTepHUal.
OxapakTepusyite aIMUHUCTPAaTUBHBIE METOIbI yrpasienus. [londepute u3
MPEIJI0KEHHOTO0 KOMILIEKTa BHUJIBI IOKYMEHTOB, KOTOPhIE HEOOXOAMMBI IS
peanu3auuy aAMUHUCTPATUBHBIX METOJOB yIpaBieHus. [Ipoananusupyiire
JBa U3 HUX Ha COOTBETCTBHE COBPEMEHHBIM TpeOoBaHUsAM. I[lpuinoxenue:
pa3gaTOYHbIN MaTepual.

JlaiiTe XapakTepuCTUKY SKOHOMUYECKUX METOJIOB yrpasieHus. Onpenenure
U3 TPENIOKEHHOIO0 TMEpPEYHs BHUAOB CIYKEOHBIX JOKYMEHTOB TIpPYIITY
JIOKYMEHTOB, HEOOXOJUMBIX [JIsi NPUMEHEHUS HKOHOMHUYECKHUX METOJIOB
yopaBieHus: B opraHuzauuu. Kakum oOpa3om OMKHO OBITh 0OECredyeHO
JOKYMEHTUPOBAHHE TMPUMEHEHHUS] SKOHOMHMYECKHX METOJOB YIPABICHUS.
[Tpunoxenue: pa3gaTouHblil MaTepual.

CucremMatu3upoBarh IO BUAAM U NpOaHAJIU3UPOBaTh  peajbHbIC
YIPABJICHYECKUE JOKYMEHTBI Ha COOTBETCTBHE npaBUIaM
JNOKyMeHTupoBaHus. Pa3paboTaTth mpeuioKeHHs O COBEPLIEHCTBOBAHUIO
mporecca  JOKYMEHTUPOBaHMS B aJIMUHUCTPAMUd  MYHULUIAIBHOTO
o0pa3oBaHu.

OtpenaktupyiiTe U O(QOpMHUTE pEATIbHBIA YNPABICHUYECKUNA JTOKYMEHT
COOTBETCTBHM C YCTAaHOBJICHHBIMU MPABWIAMH C MOMOIIBI0 KOMIBIOTEpPA B
nporpamme Microsoft Word.

Tunosbie Bonpockl st onpoca (O)

XapaKTepI/ICTI/IKa BaKOHOﬂaTCHBHOﬁ OCHOBBI YIIPABJICHUA OJOKYMCHTaAMHU Ha
COBPCMCHHOM JTalIC.

Crenatb 0030p HOPMAaTUBHO-METOJANYECKUX JIOKYMEHTOB,
pErIaMeHTUPYIONINX TOKYMEHTAIMOHHOE 00eCTIeueHEe YIIPABICHHUSI.



3. AxkrtyanbHble mpoOiemMbl (HOPMHpPOBAHHUS M Pa3BUTUS HOPMATHUBHON 0a3bl
COBPEMEHHOT0 JIEJIONPOU3BO/ICTBA.

4. CBolcTBa U BUJIbI IOKYMEHTA.

5. MHOro)yHKIIMOHAJILHOCTh JOKYMEHTA.

6. IloHsATHE M UCTOPUYECKUI XapaKTep CIOCOOOB IOKYMEHTUPOBAHUSI.

7. YHuduimpoBaHHbIe CUCTEMBI JIOKyMEHTAIUH. XapakTepucThka
YHUGULIUPOBAHHOM CUCTEMBI OpraHU3alMOHHO-PACTIOPSAUTEIILHON
JIOKyMEHTAIUH.

TunoBble olleHOYHbIE MATEPHAJBI IO pa3jaeny 2

Tunossie Bonpocs! AJs onpoca (O)

1. NHcTpykims mo cyeOHOMY Ieonpou3BoCcTBY. OOIIMe MOa0XKeHUs
Y PYKOBOJICTBO OpraHu3aluei cy1e0HOro Jen0npor3BOICTBA.

2. [Topsinok npuema, oTrpaBiIeHUs e U KOPPECTOHIEHIIUN

3. Peructpauusi u y4er yroyioBHbIX, IPa)XJIaHCKUX, aIMUHUCTPATUBHBIX
JieN U e 00 aIMMHUCTPATUBHBIX MPAaBOHAPYIICHUSIX.

4, Peructpanust u yder mpeasioKeHH, 3asiBICHUN U kanod Ha paboTy

Cyla, HE MOIeKAIINX PACCMOTPEHHUIO B MOPSIAKE, YCTAHOBJIEHHOM YIOJIOBHO-
MPOLIECCYAIbHBIM U TPAaKJAHCKO-IPOLECCYATbHBIM 3aKOHOAATEIbCTBOM.

S. Peructpamnus u y4eT BHENPOIIeCCyaTbHBIX OOpaICHHIA.

6. OdopmiieHne TpaxXTaHCKUX, ATIMUHUCTPATUBHBIX AT W 1l TI0
aJIMUHUCTPATUBHBIM TPABOHAPYIICHUSAM HA CTaJUU TOJTOTOBKH K CyJAeOHOMY
pa3OuparenbCcTBy (PAaCCMOTPEHHUIO Jea).

7. OdopmiteHHe yTOJIOBHBIX, TPAXKTAHCKUX, aIMUHUCTPATUBHBIX JIET H
Jen 00 aIMUHUCTPATUBHBIX MPABOHAPYIICHUSX TTOCIIC UX PAaCCMOTPEHHUS.

8. OOparmenre K UCIOJHEHUIO MMPUTOBOPOB, PEIICHHH, OMPEICICHUN H
nocTaHOBJICHUH cyna. OOmue mpaBua.

Q. Oco0eHHOCTH JIeJIONTPOU3BOJICTBA 110 JieslaM (MaTepuagaM), cyaeOHbIe

pelieHrst o KOTOPBhIM BCTYIUJIM B 3aKOHHYIO CHIIy (KacCallMOHHOE, HaJI30pHOE
o0aJloBaHHE U T.1.), U APYTHUM MaTepuajiaM, pa3periaeMbiM CyJJaMu, B TOM YHUCIIE
B MOPSIZIKE CYJIEOHOTO KOHTPOJISI, UCTIOTHEHUS TPUTOBOPOB.
10. Ilpumem, yyeT M XpaHEHHUE BEHICCTBEHHBIX OKA3aTEeNbCTB U JTUYHBIX
JIOKYMEHTOB OCYXJIEHHBIX.
11.Kakum  0o0pa3oM  OCYHIECTBIAETCS  CHCTeMaTu3alus  JOKYMEHTOB
OpraHu3aiuun?
12.Ha3zoBute  xapakTepHble  MpPOOJEMbI, BO3HUKAIOIIMNE B  TMPOIECCE
CHUCTEMAaTHU3alNU JOKYMEHTOB.
13.ChopmynupyiiTe OCHOBHBIC MTpaBUiIa OPTAHU3AIUN ONEPATUBHOTO XPaHEHUS
JIOKYMEHTOB.
14.Chopmynupyiite OCHOBHBIE HaIpaBJIeHUS COBEPILIEHCTBOBAHMS
JIOKyMEHTO000pOTa.


http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://edu.asapa.ru/mod/glossary/showentry.php?eid=1304&displayformat=dictionary

Tunosoi Tect (T)

3amaHue 1. B  kakoM  [IOKyMEHTE  YyCTAaHAaBJIMBAETCA  COCTaB
yHUDUIIUPOBAaHHBIX (OPM  JOKYMEHTOB, pPa3pelICHHBIX K MPUMEHEHUIO B
OpraHu3alluu:

1 Howmenknartypa gen
2 Tabenb popM JTOKyMEHTOB
3 [lepeueHb THMOBHIX YIPABICHYECKUX JOKYMEHTOB

3ananue 2. [Ipogoipkute onpeaeneHue: T0KyMeHTO000pOT — 3TO ...

1 [lepegaua noxkyMeHTa U3 OJHOW MHCTAHLIMM B JIPYTYHO B
MIPOIIECCE €T0 PACCMOTPEHUS

2 JIBi>KeHHE JOKYMEHTOB B OpraHu3allid C MOMEHTa HX
CO3/IaHMsl WM TOJYy4YEHUs JO 3aBEpIICHUS HCIOJHEHUS WU
OTHPABKU

3 JBrm>keHue  KOMIUIEKCAa  JIOKYMEHTOB B Mpoliecce

BBIPAOOTKH, IPUHATHUS M UCTIOJTHEHUS pEIICHUI

3amanue 3. SIBusieTcss M 3ajada COBEPILIEHCTBOBAHMS (OPM M METOJIOB
paboThI C TOKyMeHTaMu 3aaaueit ey ob1 JJOY?

1 JHa
2 Her
3aganue 4. Kakue JOKyMEHTONOTOKM BBIIEISIOTCS B  COCTAaBE

JOKYMEHTOO00POTa OpraHU3aIHH:

I/IHI/IHI/IaTI/IBHBIC JOKYMCHTBI

[TocTynaroniue B opraHu3aluio JOKYMEHTBI

OTHpaBHCHHBIC W3 OpraHu3alvi JOKYMCHTHI

JIOKyMeHTBI, IepejaBaeMble Ha apXUBHOE XPAHECHHE

OB WNF

BHyTpeHHUE JOKYMEHTBI

3amanue 5. Kakue U3 TMEpEYUCIEHHBIX JOKYMEHTOB OTHOCSTCA K
HEPETUCTPUPYEMBIM:

ITnceMo — 3ampoc

2Kamoba rpaknannaa

ComnpoBOIUTENHHOE TUCEMO

AIWIN(F-

Peknamuoe nuceMo

3aganue 6. Kakue CpokM HCHOJHEHUS JOKYMEHTOB YCTaHOBJICHBI
3aKOHOJATEIbHBIMUA UJIM UHBIMU HOPMATUBHBIMU aKTaMU?

‘ 1 | TunoBbie CPOKU




NunuBuyanbHbIE CPOKH

KoHTposbHbIE CpOKH

3anmanue 7. Kakue AOKYMEHTBl YYHUTBHIBAIOTCA IIpU MOJCYETe 0ObeMa
JIOKYMEHTO000pOTa OpraHU3aliu:

1 Toinbko MOJIMHHUKHA JIOKYMEHTOB, CO3IaHHBIX
Opra"u3aiuen

2 [TocTynuBiime, OTIpaBjIeHHbIE U BHYTPEHHUE JOKYMEHTBI

3 ITocTynuBIme ¥ OTIIpaBICHHBIC TOKYMEHTHI

3apanue 8. Jlomken nu pabotHuk ciayx0el JIOY, ocymecTBastonmi
KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB, HATOMUHAThH UCTIOTHUTEISIM O TIPUOINKESHUN
CPOKOB HCIIOTHEHUS HAXOAIUXCS Y HUX JTOKYMEHTOB?

Ha

Her

3amganue 9. KakoB MakCUMaJIbHBIN CPOK UCIIOTHEHUS OOpaIlieHui rpaXkIaH:

15 nuen

30 nHen

45 nuen

BAWIN|(F

60 nHen

3aganue 10. KTO MOXKET MEPEHECTH CPOK HCHOJHEHHUS TMOpPYUYEHUS,
MOJIYYEHHOT'O U3 BBIIIECTOSIIECH OpraHu3aluu:

1 PyKoBOAMTENIb OpraHU3aIluH, UCTIOTHSIONICH MOpyYCHHE

2 PykoBoauTeNb BRIIECTOSIIEN OpraHU3aliN

3 Cayx6a JIOY opranusanyu, HCIOJHSIOLEN NOPYUYEHHUE

3aganue 12. Kem mnpoBOAMTCS HJKCHEpPTHU3a ILEHHOCTH JTOKYMEHTOB

OpraHu3aIllu:

1 PyKoBOAMTENM CTPYKTYPHBIX HOAPA3ICICHHUMI

2 PaboTHHKa apXHBa OpraHU3alUN

3 DKCIepTHAsS KOMUCCHUSI OpraHU3aIiu

3ananue 13. Beibepure Tpu (PyHKIIMH, BBITOJHSAEMBIX HOMEHKIATYPOU Aeln

OpraHU3aIllHn;

Yuer JOKYMEHTOB U Jell

CI/ICTeMaTI/I?»aI_II/ISI JOKYMCHTOB

ITouck TOKyMEHTOB

KOHTpOJIB HCIOJIHCHUSA JOKYMCHTOB

QPR IWIN[F-

Pacnipenenenue JIOKyMEHTOB o
MOApa3ieJICHUsIM

CTPYKTYpPHBIM




3amanue 14. Jlonyctumo v popMHUpOBaTH MEPEMUCKY B J€Na 10 MPUHIIUITY:
«Bxopmsamas koppecnonaeHuus», «Mexondimas KOppeCcoHIeHIusD) ?

1 Ja

2 Her

3ananue 15. Kakum 00pa3oM ycTaHaBIMBAETCS CPOK XPAHEHUS IOKYMEHTOB
pu pa3pabOTKe HOMEHKJIATYPHI JIeT:

|

Y cTaHaBIMBaeTCs HKCIIEPTHON KOMUCCUEN

N

YcranaBauBaercs ciyx6oi JIOY u apxuBom

3 VYcranaBiauBaeTcs 1Mo NEPCYHIO THUIIOBBIX YIIPABJICHUYCCKHUX
JOKYMCHTOB CO CpOKaMU XpaHCHUA

3apganue 16. M0OXHO M MOMEWIATh B OJHO JI€JI0 TOKYMEHTBI BPEMEHHOTO U
IOCTOSTHHOT'O CPOKOB XpaHEHus?

[

Ha

2 Her

3amanue 17. B KakoM TroJly MOXHO OyJIe€T YHUYTOXUTb JOKYMEHTHI,
co3nanubie B 2000 r. u umeromue cpok xpanenus 10 ner:

1 2010 rox
2 2011 rox
3 2012 rox

3amanue 18. Bximouarorcs 1M B HOMEHKIATYpPY [l JJIEKTPOHHBIE
JOKYMEHTBI?

1 Ja

2 Her

3amanue 19. Kakum o00pa3oM yCTaHABIMBAIOTCA CPOKH XpaHEHUS
AIEKTPOHHBIX TOKYMEHTOB:

1 Y cTaHaBIMBAKOTCSA SKCIEPTHOM KOMHCCHEN OPraHU3allun

2 YcranaBnuBawores | T — nonpasznenenuem

3 YcTaHaBIMBaOTCS Ha OCHOBaHWH [lepedHs THITOBBIX
YIPABICHYECKHUX JTOKYMEHTOB CO CPOKAMH XPaHEHHSI

3aganue 20. KTo yTBepkaaeT HOMEHKJIATYpPy €] OpraHu3alyu, OINHUCH
JIOKYMEHTOB U aKThl O BbIIEJIEHUU JOKYMEHTOB K YHUUYTOKEHHUIO:

‘ 1 ‘ OKcrnepTHasi KOMUCCHsI OpraHu3aluu




2 PykoBoauTens opranu3anuun

3 ApXuB, IPUHUMAIOUINI JOKYMEHTBI JTaHHOW OpraHH3alyu
Ha XpaHEHHE

TumoBblie TeMbl 1JIs1 JOKJIAA0B ¢ MyJdbTuMeaua-npesenranusamvu (A11)

1. OCHOBHBIE IPUHLHUIIBI pa0OTHI C JOKYMEHTAMH.

2. [Tpuem, o6paboTka U pacnpeeseHue BXOIAIUX TOKYMEHTOB.

3. Dtarbl ¥ NOPAI0K pabOThl ¢ BHYTPEHHUMH JTOKYMEHTAMHU.

4. [lopsinok HampaBiieHWs HAa MCIOJHEHUE U PAOOThl HCHOJHUTENS C
JIOKyMEHTaMH.

5. [TpaBuna 06pabOTKM UCXOAS[IIUX JOKYMEHTOB.

6. 3HaueHUE U 3a/1a4U PETUCTPAIIIU TOKYMEHTOB.

7. OO6mue npaBua U GOPMBI PETUCTPAIHN TOKYMEHTOB.

8. 3HaueHrne HOMEHKIATYpHI J1e]1 B (POPMUPOBAHUM CUCTEMBI YIIPABJICHUS
nokymeHTamu. CocTaBieHHME HOMEHKIATYPBI €.

9. [Topsimok  dopmupoBanust u  odopmieHuss gen. I[loaroroBka

JOKYMEHTOB K apXMBHOMY XPaHEHUIO.

10.  Ilopsimok oopmiieHHs ONUCEN Jel.

11.  Ilopsimok nmpoBeAeHUs SKCIEPTU3bI IECHHOCTH JOKYMEHTOB.

12.  AKryajbHble MpOOJIEeMbl BHEJIPEHUS  CUCTEM JIEKTPOHHOI'O
JIOKyMEHTO000pOTA.

13.  Ilopsimok MeXBeAOMCTBEHHOTO MH(OPMAIIMOHHOIO OOMEHAa B CHCTEME
3JIEKTPOHHOT'O JOKYMEHTO000pOTA.

14.  DNEeKTpOHHbIE MOJIUCH: KIaccu(UKaIys U MOPAI0K IPUMEHEHUSI.

15.  OcHoBHbIE 3afaud U (pyHkuuuM apxuBa. OOecnedyeHHe COXPaHHOCTHU
JIOKyMEHTOB B apXUBE.

16.  OpraHu3zanus apXUBHOI'O XpaHEHUs JOKYMEHTOB B 3JIEKTPOHHOM BUJE.

Tunosble 3aganus-keicol (T3)

1. CocraBpTe cxeMy palOOThl C BXOJAIIMMH JOKYMEHTaMU B
UCTIOTHUTEILHO-PACTIOPSIUTEIIHBHOM OpraHe MyHUIIUTTAIbHOTO 00pa30BaHuUs.

2. CocraBpTe cxeMy pabOTBI ¢ MCXOJAIIUMH JOKYMEHTaMH B
UCIIOJIHUTETLHO-PACTIOPSIIUTEILHOM OpraHe MYHHUIIMIIAIIBHOTO 00pa30BaHUsl.

3. CocrtaBbTe cxemy pabOThl C BHYTPEHHHUMH JIOKYMEHTaMHU B
UCIIOJIHUTETLHO-PACTIOPSIUTEILHOM OpraHe MYHHUIIMIIAIIBHOTO 00pa30BaHUsl.

4, Pa3paboTaiiTe MapuipyT pacnopsguTeIbHOTO TOKYMEHTA.

S. Pazpaboraiite cucTteMy MEpONpPUITUH 1O COBEPIICHCTBOBAHUIO
JOKYMEHTOO00pOTa KOHKPETHOM OpraHu3aluu.

6. OdopMUTh THUTYIBHBIA JUCT Jejia BPEMEHHOTO CpOKa XpaHEHUs,
UCIIOJIb3YSI HOMEHKJIATYPY JIeJ1 KOHKPETHOM OpraHu3aIuu.

1. OdopMUTh TUTYIBHBIA JIUCT JeJia TMOCTOSHHOIO CpOKa XpaHEHUs,

MCII0JIb3Ysl HOMEHKJIATYPY J1€J1 KOHKPETHON OpraHu3alyH.



8. HazoBuTe OCHOBHBIE NMPOOJEMBI OpraHU3alMid ApXUBHOTO XPaHEHHUS
JOKYMEHTOB Ha PUMEPE OpraHU3alUH 10 MECTY IPOXOKIACHUS TPAKTUKH.

4.3. OueHoYHbIE CPEICTBA JJIs1 POMEKYTOUYHOM aTTECTALUU.
4.3.1. IlepeyeHb KOMIETEHIIUN ¢ YKa3aHHEM ITANOB UX (HOPMUPOBAHUS B

IMpoHecccc OCBOCHUA 06paSOBaTeHLHOﬁ IIporpaMmal. IIokazarenu u KpUTCPHUU
OLCHUBAHUL KOMHCTGHHI/Iﬁ C YUCTOM 3Talla ux (1)0pMI/Ip0BaHI/ISI

Konx HaumenoBanune Kon HaumenoBanune 3Tama
KOMIIETEH KOMIIETCHIIUH JTara OCBOCHUS KOMIIETCHIINH
agze7t OCBOCHUSA
KOMIICTCHITUH

IIK-7 BJaJiceT HaBBIKAMH ITOITOTOBKHU [1K-7.2 Osagenue OCHOBaMH
IOPUIAYECKUX TOKYMEHTOB ACJIOIIPOU3BOACTBA Hu
JIOKYMEHTO000pOTa,
nH()OpPMaAITMOHHBIMHU
TEXHOJIOTHSIMH, OCHOBaMH
MaTepHaJIbHOTO  TIpaBa B
JacTu COCTAaBJICHUS
Pa3IMYHBIX  IOPUIMYECKUX
JIOKYMEHTOB.

[1K-13 CHOCOOEH MPAaBUIIBHO U MOJHO T1K-13.2 Bnanenune OCHOBaMH
OTpaXkaTh Pe3yJIbTAThI WH(POPMAITMOHHBIX
npodeccroHaNbHOM eI TeTbHOCTH TEXHOJOTHI B IOPUINYECKON
B FOPUINYECKON U HHOM JIEATEIILHOCTH, OCHOBaMH
JIOKyMEHTaIuN JIETIOTIPON3BOICTBA H
DIIEKTPOHHOTO
JIOKyMEHTO000pOTa,
UH(POPMALMOHHBIMA
TEXHOJIOTHSIMHU B
ynpaBieHud. CrocoOHOCTb
MIPUMEHSATH 3HAHUA
UH(POPMAIMOHHBIX
TEXHOJIOTUM B IOPUIUYECKOMN
JIEITEILHOCTH, OCHOB
JIETIOTIPON3BOICTBA H
DIIEKTPOHHOTO
JIOKyMEHTO000pOTa npu
COCTaBJICHUU FOPUIUYECKOU
Y WHOM JIOKYMEHTAIIHH.

DTan 0CBOEHHUS [Tokazarenn Kputepuii orieHnBanus
KOMIIETEH OIICHUBAHUS
02078
[IK-7.2 OsBnanenue | Usyuaet OCHOBBI | Y CHEIIHO BIIAJICET OCHOBamMu
OCHOBaMU JIEJI0IPOU3BOJICTBO U | IEJONPOU3BOJICTBA U JIOKyMEHTO00OpOTa,
JIEIONPOU3BOACTBA U | JOKYMEHTO000pOTa, UH(GOPMaLMOHHBIMU TEXHOJIOTHIMH,
JOKYMEHT0000poTa | MH()OpPMAIIMOHHBIC OCHOBaMHU MaTE€pUAJIbHOIO MpaBa C ILIEJbIO




DTan 0CBOCHHUS [Tokazarenn Kpurtepuii orieHnBanus
KOMIIETEH OLICHUBAHUS
107071
MH(OPMALIMOHHBIMU | TEXHOJIOTHH; COCTABJICHUS] PA3JIMYHBIX IOPUIUUYECKUX
TEXHOJIOTHSIMH, B | U3yuaer OCHOBBI | IOKYMEHTOB.
YaCTH COCTABJICHMS | MATEpUAJIBHOTO IIpaBa B
pa3IMYHbIX 4acTu COCTaBJICHUS
FOPUINYECKUX U | pa3IMYHBIX  HOPUAMYECKUX
WHBIX IOKYMEHTOB. | JOKyMEHTOB.
IIK -13.2 Nzyygaer OCHOBBI | YCIEIIHO JEMOHCTPUPYET 3HAHUS
Bnagenne ocHoBaMu | MH(POPMAIIMOHHBIX MH(OPMALIMOHHBIX TEXHOJIOTHI B
JIETIONIPOU3BOJICTBA UM | TEXHOJIOTUI B | IOPUIMYECKON  JEATEIbHOCTH,  3HAHMS
AJIEKTPOHHOIO IOPUANYECKON OCHOB JIEJIONPOU3BOCTBA u
JOKYMEHTO000pOTa, | NeATeIbHOCTH, OCHOBBI | 3JIEKTPOHHOT'O JOKYMEHTOO0O0pOTa;
WH(OPMALIMOHHBIMU | JIETIONPOU3BOJICTBA U | YCIIELIHO COCTaBJISET IIPOEKTHI
TEXHOJIOTUSIMU B | DJIEKTPOHHOT'O IOPUIMYECKUX U APYTUX TOKYMEHTOB TPH
yIpaBJiIeHUH. JOKYMEHTO000pOoTA. pelIeHUU IPAKTUYECKUX 3a]1a4
Crioco6HOCTH Cocrasinser IIPOEKTHI
MPUMEHATh  3HAHMS | IOPUAMYECKUX U HMHBIX
MH(pOPMaITMOHHBIX JIOKyMEHTOB TIPU PEIICHUHN
TEXHOJIOTHl B | MPAaKTUYECKUX 3a/1a4.
FOPUANYECKON

NeSITeIbHOCTH, OCHOB
JeTOTIPON3BOICTBA U
ANEKTPOHHOTO
JIOKyMEHTOO000pOTa
npu COCTaBIICHUU
FOPUANYECKON u
WHOW TOKYMEHTAIlUH.

4.3.2 TunoBble OLIEHOYHBIE CPEICTBA

Tunossie BONPOCHI

1. TloHsiTHE, OCHOBHBIE MPUHIIUITHI U 3aKOHOMEPHOCTH OpPTaHU3aIuU
JIEIOTIPOU3BO/ICTRA.
2. YHudukanus v cTaHaapTU3aIus JOKyMEHTOB. Y HUPUITUPOBAHHBIE CUCTEMBI

JIOKYMEHTALUU.

3. HopmaTtuBHBI€, TPaBOBBIE M METOAMYECKHE OCHOBBI JIEIOMPOU3BO/ICTBA B
IPOKYypaType, Cy1e0HbIX U PaBOOXPAHUTEIIbHBIX OPraHax
4. Tlouatue nOKyMeEHTa U ero GyHKUUU. Posb ciiy:keOHBIX TOKYMEHTOB B CUCTEME

yIpaBJICHUS.

WoNO O

TpeOGoBanus K 0POPMIEHUIO TOCTOSHHBIX PEKBU3UTOB CITY>KEOHOTO JJOKYMEHTA.
TpebGoBanus Kk 0POPMICHUIO TEPEMEHHBIX PEKBU3UTOB CIIYKEOHOTO IOKYMEHTA.
TpeboBanus Kk 0pOpMIICHHUIO OJIaHKOB CIIY>KEOHBIX JIOKYMEHTOB.

ObecnieyeHne OPUINYECKON CHUIIBI U @y TEHTUYHOCTH JIOKYMEHTA.

OcobeHHocTH 0UITHATIBHO-IETIOBOTO CTHJIA.




10.ITonstue nokymenta. Knaccudukanus opraHu3aiiOHHO-PACTIOPSTUTENBHBIX
JTIOKYMEHTOB.

11.Ha3HaueHue 1 BUbl OPTaHU3AMOHHBIX JOKYMEHTOB. THUIIOBOI cocTaB
PEKBHU3UTOB OPraHU3AI[MOHHBIX JOKYMEHTOB.

12.TToaroToBKa HOPMATHUBHBIX MPABOBBIX aKTOB (heEPATILHOIO OpraHa
UCIIOJIHUTEILHOM BIACTH.

13.I1paBuna cocrapieHus u 0hOPMIICHHUS MOJOKEHUS O CTPYKTYPHOM
No/Ipa3/ieJICHUN.

14.TTpaBuna cocraBieHus U 0pOpMIICHUS JOIKHOCTHOU MHCTPYKIUH.

15.11paBuna coctaBiaeHust U OPOPMIICHUS PACHIOPSAUTEIbHBIX TOKYMEHTOB.

16.CrnpaBoyHO-nH(OPMALMOHHAS U CIPABOYHO-aHAIUTUYECKAs TOKYMEHTAIIMS:
IpaBHJia COCTaBICHUS U OOPMIICHHS IPOTOKOJIOB.

17.1TpaBuna coctaBieHus U 0pOpMIIEHUS JOKIAIHbIX, OObSICHUTEIbHBIX U
CITy>K€OHBIX 3aMTUCOK, MPEATOKEHUH.

18.11lpaBuna coctaBieHus 1 OQPOPMIICHUS aKTOB.

19.1TpaBuna cocraBneHus u 0pOpMIIEHHUS CIIPABOK.

20.CoBpemMenHoe nienoBoe nucbmo. [IpaBuna coctaBiaeHus u 0hOpMIICHUS.

21.0cob6eHHOCTH COCTaBIEHUS U OPOPMIICHUS FOPUIUUECKUX TOKYMEHTOB.

22.Pabota ¢ muchMaMH M OOpaIleHusIMHU TPaK/IaH.

23.HopmaTuBHBIE OCHOBBI BEJICHUS KaJIpOBOTO JIEJIOMPOU3BO/ICTBA.

24.CoctaB 0053aTeNIbHBIX IOKYMEHTOB KaJIpOBOM CITY>KOBI.

25.HopMaTuBHas U METOAMYECKAs perjaMeHTallus OpraHU3aui padoThl ¢
JOKYMEHTaMH.

26.1TonsTHe JTIOKyMEHTO000pOTa B pOKypaType, CyAeOHBIX u
NpaBOOXpaHUTENbHBIX opraHax. Ilpumem, oOpaboTka U pacmpeneneHue
BXOJISIINX JOKYMEHTOB. 3amuTa HHPOPMAIMH OT TOCTOPOHHETO OCTYyTA.

27.2Tansl ¥ TOPSAI0K padOThl ¢ BHYTPEHHUMH JTOKYMEHTaMH B TPOKYPaType,
CyIeOHBIX U TPABOOXPAHUTEIbHBIX OpraHaXx.

28.Ilopsiok HampaBJICHMs HA UCTIOJHEHUE W PAOOTHI UCTIONTHUTEIIS C JOKYMEHTaMH.

29.I1paBuiia paboOTHl ¢ UCXOISAIMIMMU JOKYMEHTaMH B MPOKYypaType, CyAcOHBIX U
NIPaBOOXPAHUTEIBHBIX OPTaHaX.

30.3HayeHre HOMEHKJIATYPHI JIe1 B (JOPMUPOBAHUHU CUCTEMBI YIIPABICHUS
nokyMmeHnTamu. CoctaBieHIE HOMEHKIATYpbl A€d.

31.MTopsaok popmupoBanus u opopmieHus aein. [loaroToBka JOKyMEHTOB K
apXUBHOMY XpaHEHHUIO.

32.AxTyasbHbIe po0OJIeMBI BHEAPEHUS CUCTEM AIIEKTPOHHOTO
JOKYMEHTO000pOTa.

33.ITopsaok  MEKBEIOMCTBEHHOTO WH(GOPMAIIMOHHOTO OOMEHa B CHCTEME
AIIEKTPOHHOTO JOKYMEHTO000pOTA.

34.2neKTpOHHBIE MOANUCHU: KIACCU(PHUKAIUS U TOPSII0K TPUMEHEHUS.

TunoBble 3aJaHNA-KeNHChI



10.

OHpeI[eJ'II/ITI) N3 MPCAIOKCHHOIO IICPCHYHSA HOPMATUBHBIX HMCTOYHHUKOB

COCTaB HOPMATHUBHO-METOAMYECKUX  JIOKYMEHTOB,  KOTOpbIE
HEOOXOMMO MCHOJIb30BaTh ISl cocTaBieHuss MHCTpyKouu 1o
JEJIONPOU3BOICTBY.

[Ipoananu3upoBathb IPEIIOKEHHY IO UHCTPYKLUIO o

JIEJIONPOU3BOICTBY Ha COOTBETCTBHE COBPEMEHHBIM TpPEOOBAHUSIM I10
COCTaBy WU coJepxaHuwo pasnenoB. Ilpunoxenue: HWHCTpykuus 10
JEI0NPOU3BOACTBY KOHKPETHOTO BEIOMCTBA.

BriOpath #3 TPEemsioKEHHOTO0 TMEepeyHsT HOPMATHBHBIX HCTOYHHKOB
COCTaB HOPMATUBHO-METOJIMYECKUX  JOKYMEHTOB,  KOTOpbIE
HEO00XOJIMMO UCIOJIb30BaTh ISl COCTABIECHUS HOMEHKIIATYPbI JE1.
[Ipoananu3npoBaTh KOHKPETHYIO HOMEHKJIATYpy e Ha COOTBETCTBUE
JEeUCTBYIOIIUM TpaBwiiaM U HopMaMm. OOpaTUTh BHUMaHUE HA CTPYKTYPY
U Oo(pOopMJIEHUE HOMEHKJATYpbl, NPAaBWIBHOCTh CHUCTEMAaTHU3alUUd U
ONPEJICNICHUs] CPOKOB XpAaHEHHsI JTOKYMEHTOB M nen. llpunoxxenwue:
pa3gaToOYHbIM MaTepuall.

[Ipoananu3upyiiTe MNpeASIOKEHHbIE OPraHU3alUOHHBIE JOKYMEHTHI
(mosoxeHue, WHCTPYKIIHS, perJiaMeHT) Ha COOTBETCTBHUE
YCTAaHOBJICHHBIM TIpaBWJIaM COCTABJICHHS M O(OpPMICHHUS JaHHBIX
NOKyMEHTOB. [lokakxute BO3MOKHBIE PUCKHU I CUCTEMBI yIIPaBJICHUS,
MIPOU3BOJIHBIE OT CHW)KEHUS BHHUMAaHUSl PYKOBOJCTBA K IMOIAECPKAHUIO
KOMILUIEKCA OpPTaHU3alMOHHBIX JIOKYMEHTOB Ha JIOJDKHOM YPOBHE.
[Ipunoxenue: pa3gaTouHbIA MaTeEpHUa.

CucremaTu3upoBaTh MO BUJAM W NPOAHAIU3UPOBATH peaibHbIC
yIpaBJIE€HYECKUE JIOKYMEHTBI Ha COOTBETCTBUE npaBUjiam
JIOKYMEHTHUPOBAHUSI.

[Ipoananu3upoBaTh HOMEHKJIATYpy J€l1 KOHKPETHOM OpraHHu3alui,
yKa3aTb Ha OWIMOKHU, AOMyUIEHHbIE MpU ee cocraBieHud. [lokazaTh
NOPSJIOK u 3HaYEHUE CUCTEMaTHU3ALINH JIOKYMEHTOB B
JIOKYMEHTAI[MOHHOM 00€CIIeUeHUN YIIPABJICHHUS.

[IpoaHanmu3upyiiTe peaibHbIE  yNpPaBICHYSCKHE JIOKYMEHTHI  Ha
COOTBETCTBHE OJIAHKOB, HA KOTOPBIX ObUTH OQOPMIICHBI 3TU IOKYMEHTHI,
tpeboBanusim ['OCT P6.30-2003. IloxOepute ONlaHKM JOKYMEHTOB,
cootBercTBytomue TtpeboBanusim ['OCT P6.30-2003.Kakyro ponb
BBITIOJTHAIOT OJAaHKUA CIIYEOHBIX JTOKYMEHTOB, TPUBEIUTE IPUMEDPHI,
noATBepXKaarone Bamry Touky 3peHus.

[IpounTaiite  TpenokeHHbIE  (ParMEeHThl  TEKCTOB  PEATbHBIX
YOPaBJICHUYECKNX JOKYMEHTOB. Kakue ocoOeHHOCTH oduimaibHO-
JICTIOBOTO  CTHJIS HE YYUTHIBAIOT COCTABUTEIH JOKYMEHTOB?
[Tpunoxenue: pa3gaTouHbIN MaTepUal.

[IpoaHanm3upyiTe peasbHbIE PACIOPSAIUTEIbHBIE IOKYMEHTBI, HAWIUTE
OLIMOKH, JOMYIICHHbIE TPU COCTAaBICHUU M O(OPMIICHHHM JTHUX
nokymMeHToB. l[lepeunciute ommOKH, XapakTepHbIE MPU COCTABICHUU



11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

pacropsiAuTENbHbIX  JIOKYMEHTOB.  lIpuioxkenuwe:  pa3naTOUHBIM
MaTepHall.

[Ipoananu3upyite peasbHOE CIY>KEOHOE MHUCHhMO, BBISIBUTE OIIMOKH,
JOMYLIEHHBIE IPU €r0 COCTABICHUHN U 0()OPMIICHUH.

OTtpenakTupyite TEKCT U 0OPMHUTE MpeIaraeMoe Cciry:ke0HOe MUCbMO
B COOTBETCTBUHU C TPEOOBAHUSIMH, MPEIBSIBIAEMBIMU K O(DOPMIICHHUIO
CIIyKEOHBIX TTHUCEM.

CocrtaBbTe cxeMy pabOThl €  BXOASIIMMH  JIOKYMEHTaMH B
UCIIOJIHUTEIbHO-PACTIOPSIAUTEIEHOM oprase MYHUIUTIATHHOTO
00pa3oBaHuA.

CocraBpTe cXeMy pabOTBI C HCXOASANIUMU  JIOKYMCHTAaMH B
UCIIOJTHUTEIbHO-PACTOPSIUTEIIBHOM oprase MYHUITUTIATHHOTO
oOpa3zoBaHus.

CocrtaBpTe cxemy paOOTBl C€ BHYTPEHHUMH JOKyMEHTaMH B
UCIIOJIHUTEIbHO-PACIIOPSIAUTETIEHOM oprase MYHULIUTAIBHOTO
oOpa3zoBaHUs.

Pa3paboTaiiTe MapmpyT pacnopsguTENIbHOIO TOKYMEHTA.

Pazpaboraiite cucreMy MEpONPHUATHUA TIO  COBEPIICHCTBOBAHUIO
JIOKyMEHTOO00O0pOTa KOHKPETHOM OpraHu3alIiiu.

OdopMHUTh TUTYJIBHBIA JUCT Jejla BPEMEHHOTO CpOKa XpaHEHWS,
UCIOJIb3Ysl HOMEHKJIATYPY JIe] KOHKPETHOM OpraHu3aliuu.

OdopMHUTh TUTYJNBHBIA JIHCT Jejla TOCTOSHHOTO CpOKa XpaHCHWS,
UCIIOJIb3YSI HOMEHKJIATYPY JIe7l KOHKPETHOM OpraHu3aluu.

Kakoe MakcumanpbHOE WM MHHUMAIBHOE KOJIMYECTBO PEKBHU3UTOB

MOXET BXOAUTh B COCTaB OJHOro AoKymeHTa? Mcnonb3oBaHue Kakux
PEKBU3UTOB B OJHOM JIOKYMEHTE HEBO3MOKHO?

CucremaTu3upoBaTh MO BHUJAM UM IPOAHAIU3UPOBATH pPEaJbHbBIC
YIIPaBJICHYECKHUE JIOKYMEHTBI Ha COOTBETCTBHUE npaBuiaM
JIOKYMEHTUPOBAHUSI. Pazpaborarts PEI0KEHUS o
COBEPILICHCTBOBAHUIO ITpolecca JOKYMEHTUPOBAHUS B AJIMUHHUCTPALAU
MYHHUITUTIATFHOTO 00pa30BaHUs.

I[IIkana oueHUBAHUS

[IIxana Kpurepun ouennBanus
OLICHUBAHMUS
OTJINYHO JlaH MOJIHBIN, pa3BEPHYTHIN OTBET HA TOCTABJIEHHBINA BOIIPOC,

IOoKa3aHa COBOKYITHOCTb OCO3HAaHHBIX 3HAHUU 110 JAUCHUITIINHE,
A0Ka3aTCJIbHO, B OTBCTC MMPOCICIKUBACTCA YCTKAA CTPYKTYpPA,
JOIrn4CCKasid IoCJICIJ0BATCIIbHOCTD. OTBET U3JIOKEH
JIMTCPATYPHBIM A3BIKOM C HCIIOJIB30BAHUCM COBpGMCHHOﬁ
TCPMHUHOJIOTHUH. MOFYT OBITH AOITYHICHBI OTACIBbHBIC HCIOYCTDI
B OIIPpCACIICHNUHA HOHﬁTHﬁ, HCIIPABJICHHBIC CTYACHTOM
CaMOCTOATCIBHO B IIPOOCCCC OTBCTA.



XOPOILO

YZIOBJIETBOPUTE
JBHO

HEYJI0BJIETBOPU
TEIBHO

BrInonHeHne npakTU4YeCcKoro 3aJaHusl OKa3bIBAET 3HAHUE
YIPaBICHYECKOW CUTYAllUy U YMEHNE IPUMEHUTD ITPABUIIbHBIN
HAYYHBIM U METOJUYECKUNA TOAXOH U UHCTPYMEHTAPUM IS
pelieHus 3aauu, pa3padaThiBaTh YIIPABICHYECKUE PEILICHUS
JlaH MoJIHBIN, pa3BEpPHYTHIM OTBET HA IIOCTABJIEHHBIN BOIPOC,
[I0KAa3aHO YMEHUE BBIJIECIUTD CYLIECTBEHHBIEC U
HECYLIECCTBEHHBIE IPU3HAKHU, IPUYMHHO-CIICICTBEHHBIE CBS3H.
OTBeT 4EeTKO CTPYKTYPHUPOBAH, JIOTUYEH, U3JI0KEH
JIUTEPATYPHBIM SI3bIKOM C UCIIOJIBb30BAHUEM COBPEMEHHOMU
TEPMHUHOJIOTHHU. MOTyT OBITH JOMYIIEHBI 2-3 HETOYHOCTU WU
HE3HAYUTEIbHbIEC OIINOKHU, UCTIPABICHHbBIE CTYICHTOM C
IIOMOIIIBIO DK3aMEHATOPA.

BrInonHeHne MpakTUYECKOro 3aJaHNsI TOKa3bIBAET
CIIOCOOHOCTH CTYAEHTA ONPEAEIIATh OCHOBHBIE IPUOPUTETHI
po(eCcCHOHANIBHOM eI TeIbHOCTH, pa3padaThIiBaTh U

3G (HEKTUBHO UCTIONHATH YIPABICHYECKHE PEUICHUS.

JlaH HEOCTATOYHO NOIHBIN U HEAOCTATOYHO PA3BEPHYTHIN
otBeT. JIoruka u mociie10BaTeIbHOCTh U3JI0KEHUS UMEIOT
HapyieHus. JlonyneHsl OMUOKY B PACKPBITHH ITOHATHH,
ynotpebiaeHuu TepMUHOB. CTyIEHT He crioco0eH
CaMOCTOSITEIIbHO BBIJCIIUTH CYIIIECTBEHHBIEC U HECYILIECTBEHHBIC
IIPU3HAKU U IPUYMHHO-CIICCTBEHHBIE CBA3U. PeueBoe
oopmiienue TpedyeT NOoNpaBoK, KOPPEKIIHH.

BrInonHeHne MpakTU4YeCKOoro 3aaHus MOKa3bIBAET, YTO
KOMIETEHIIMH C(HOPMHUPOBAHBI HA HAYAIBHOM YPOBHE.

O1eHKa BBICTABIIETCS B OJHOM U3 CIIy4acB:

1. OTBeT MpeACTaBIAIOT COOOM pa3pO3HEHHbIE 3HAHUS C
CYLIECTBEHHbIMU OIIMOKamMu 10 BompocaM. IIpucyrcrByror
(bparMeHTapHOCTh, HEJIIOTMYHOCTh U3NOXKEeHHs. OTCYTCTBYIOT
KOHKPETH3alMsl U JOKAa3aTeJbHOCTh  W3JIOXKEHHs. Peub
HErpaMOTHasi, COBPEMEHHAs TEPMHUHOJIOTHUSI HE HCIIOJIb3YETCH.
JIONIOJIHUTENIBHBIE U YTOYHSIOIIKUE BOIIPOCHI IPETIOAABATENS HE
IIPUBOJAT K KOPPEKLIMH OTBETA CTYICHTA.

[IpakTueckoe 3a1aHue HE BBIIIOJIHEHO.

2. OTBeT Ha BOIPOC MOJTHOCTBIO OTCYTCTBYET.

3. OTKa3 oT oTBETA

4.4. Meroauueckue MaTepuaJibl

OneHnBaHue TECTOBLIX 3aJaHMUM

KonnuecTBo npaBuiibHBIX OTBETOB TecTa (%) 0-49 50-64 65-84 85-100

OTMeTKa 1o 5-Tu OAIbHOU NIKAJIE 2 3 4 5

KpuTtepuu oneHKH J0K/Ia10B-TIPe3eHTANNH




bamer:

0 - mo3unus OTCYTCTBYET
1 - cima6o

2 — XOpoI1I0

3 - OTIIUYHO

TpeboBanus

HTorosas oreHKa

CtpykTypa u coaepxkanue (0o 12 bannos)

JIOTUYHOCTh CTPYKTYPBI JOKIaAa

O(l)OpMJ'IeHBI CCBIJIKM Ha BCC€ MCIIOJIb30BAHHbBIC HCTOYHUKHU

IIPE3EHTALMSI OTPAYKAaeT OCHOBHBIE 3TAIlbl HCCIEA0BaHus (IIpobdiema, Leb,
TUIIOTE3a, X0 paboThl, BEIBOJIBI, PECYPCHI)

COJICP>KUT IICHHYO0, TIOJHYIO, MOHATHYIO HH()OPMAIIHIO 110 TeME JOKJIaaa

Tekcr Ha cnaiiax (1o 6 6amIoB)

TEKCT Ha ClIaiijie IpeCTaBIsieT COOOW OMOPHBIA KOHCIIEKT (KIIIOYEBBIE CIIOBA,
MapKHPOBAHHBIA WJIM HYMEPOBAaHHBIM CIIUCOK), 0€3 NOJIHBIX NPEJI0KEHHUH

HanOoJIee BayKHAs MHPOPMAITUS BBIICISCTCS ¢ TTIOMOIIBIO I[BETA, pa3Mepa,
3¢ (HeKTOB aHUMAIUH U T.J.

Harmsiaaocts (10 9 6aiiioB)

HJUTIOCTpalv IMIOMOTI'aroT Han0oJIee MOIHO PACKPBITh TEMY, HC OTBJICKAIOT OT
COACpNKAHUA

HJUTIOCTpAlH XOPpOoETro Ka4CeCTBa, C YCTKHUM I/I306pa)KGHI/ICM

UCTIOJIB3YIOTCS CPEICTBA HATISITHOCTH HH(MOpMAIHH (TaOJIHUIIbI, CXEMBI, Tpa(uKH
UT. 1)

Jn3aitH u HacTpoiika (10 9 6aIoB)

oopmieHre craiiioB COOTBETCTBYET TEME, HE MPEMSTCTBYET BOCIIPUITHIO
coZiepKaHus

JUTSL BCEX CJIaliJI0OB MIPE3EHTALUU UCTIONB3YETCSl OJIMH U TOT K€ 1a0JIOH
ohopMIICHHS

Ipe3eHTalMsl He neperpyxena shdexramu

TpeboBaHus K BHICTYIUICHUIO (do 9 6annos)

BBICTyrIaIOH_II/Iﬁ CBO6OI[HO BJIAACCT COACPIKAHUCM, ACHO U3JIaracTt HACu

BBICTYIAIOLINI CBOOOJIHO U KOPPEKTHO OTBEYAET Ha BOMPOCHI U 3aMEUYaHUS
ay IUTOPUH

BBICTYIAIOLIMI oOpalaercs K ayAUTOPUU, TOAEPKUBAET KOHTAKT C HEeil

OO011ee KOJIIMUYecTBO 0aJUIOB

OneHka

OneHuBaHue JTOKJIAJ0B - IPE3CHTAIINH

KommgectBo 6aiioB 0-29 15-29 | 30-39 | 40-45
OtmeTKa Mo 5-Tu 6aTbHOM ITKaIe 2 3 4 5
Kpurtepuu pemeHus KeiicoB M NPAKTHYECKUX 321aHUI
1. [TonumaeT npoOIeMaTUKy.
2. YcraHaBnMBaeT NPUYMHHO-CIIEICTBEHHBIE CBS3HU.
3. YMeer npuMEeHSTh TEOPETUUECKUE 3HAHUS [T PELIEHUS] KOHKPETHBIX

YIPABJICHUYECKUX CUTYyaIUH.
4, YmeeT 060CHOBATH MPEATIOKEHHOE PEIlICHNUE.




5. MeTozmquIme YRa3daHust AJist oﬁyqalomnxm 0o 0CBOCHHIO
AUCHUIIIMHbBI

Hapsiny ¢ mpociymmBanueM JIGKIIUH U ydacTheM B OOCYXKJIEHUU TpoOsieM
HAa TPAKTUYECKUX 3aHATUSAX, Y4YEOHBIA IJIaH TMpeaycMaTpuBaeT OOJIbIIOE
KOJIMYECTBO YacOB JUIsl CAMOCTOSTEIbHON pabOThI CTYACHTOB.

Orta paboTa CKIaAbIBACTCS M3 W3YyUYEHHS HOPMATUBHBIX M METOAMYECKUX
JOKYMEHTOB, y4eOHOl JuTepaTypbl, B TOM YHCJIE€ B CBSI3U C MOJITOTOBKON K
PAKTUYECKUM 3aHATHUSAM, BBITIOJHEHUS APYTUX 3aJaHUI NpernoaaBaTesl.

OCHOBHBIM 3JIEMEHTOM 3TOH palOThl SBISAETCS HU3YYEHUE OCHOBHBIX
pa3zenoB JUMCUUILIMHBL, COAEpIKalleiicss B NPOrpaMMe IO 3TOW JUCUUIUIMHE, C
UCIIOJIb30BAaHUEM  3alMced JIeKIMil TmpemnojaBareis, BEAyLIEro Kype, U
peKOMeHJyeMOol TmporpaMmoii (a B psAle ClIy4aeB M JOMOJHUTEIBHO
IpernojiaBareseM) JuTepaTypbl — y4eOHUKOB M y4eOHbIX TOCOOUM, MOHOTpaduil n
cTaTel Mo OTAENbHBIM MpobiieMaM JaHHOW Hayku. Takas pabora JOJDKHA
BBITIOJIHATHCSI B TOW WJIM MHOW CTENEHU BCEMHU CTYJACHTAMH IPU TOJTOTOBKE K
MpPaKTUYECKUM 3aHATUsAM. HO 3TO MOXHO Jenarb M MO TeMaM, KOTOpbie He
BBIHOCSITCSI HAa MPAKTUYECKUE 3aHITHUS — JJIA ATOTO PEKOMEHIYeTCsl cpasy Mocie
JIEKLIHHU 110 TEME IPOYUTATh PEKOMEHIOBAHHYIO 0 HEW JTUTEPATYPY. DTO IOMOXKET
3aKpEIUICHUIO MaTepHaa.

[Ipucrynas Kk M3y4eHUIO TOW WM MHOW TEMBI, BBIACISIEMON IO MPEIMETHO-
CUCTEMATU3UPOBAHHOMY MPUHIIMITY, HY>KHO 1O OTAEJIbHOCTH U IMOCJEI0BaTEIbHO
paccMOTpETh KAKIYIO U3 YaCTEeH, U3 KOTOPBIX COCTOUT TEMA.

®opMOIl CaMOCTOSITENIBHOW padOThl MOXKET OBITh M MOATOTOBKA JOKJaaa-
Npe3eHTallMi [0 TeMe, OMNpeaeIsieMol mpenojaBaTeiaeM WIM HHUIIMATUBHO
npeajiaraeMoil oOyvarolmuMces U corjlacyemMoi ¢ mpenojasareneM. I[loaroroska
JOKJIa/la B MPHUHIUIE BEAETCS MOJOOHO TOMY, Kak BEJIETCS MU3yYeHHE TEeMbl IS
paboThl HA MPAKTUYECKOM 3aHSTUHU, TOJBKO TeMa JIOKJaja BCErja 3HAYUTEIHHO
y>K€ TeMbl 3aHATHS, 3/IeCh pa3padaThIBACTCs JIUIb YaCTh BHIHOCHMOW HA 3aHSTHE
npoOJeMaTUKHA, HO 3aTO PACCMOTPEHHE OTOM YacTH JODKHO OBITh Oojee
ryookum. [loaToMy HYXKHO omnupaThcs Ha 0Ooyiee IIMPOKHM KPYyr HMCTOYHHUKOB,
CHELUATBHO MMOCBALEHHBIX COOTBETCTBYIOLIEH TEME.

[Ipy u3ydyeHMM JUCLUIUIMHBL, CTYAEHTHI JOJDKHBI YMETh I10Jb30BaThCS
HAy4YHOH JIMTEPATYpPOU AJI CaMOCTOATEIbHON MOATOTOBKHU K 3aHATUSAM. CTyIEHTHI
TAaK)K€ JOJDKHBI HAy4HMTbCS, HWCIOJNb3YS PpPA3NMYHbIE HAyYHbIE HCTOYHMKH,
rpaMOTHO C(GOPMHUPOBATh M MOArOTOBUTH CBOE€ HAay4HO OOOCHOBAHHOE U
JIOTUYECKA  BBICTPOCHHOE  BBICTYIUIGHME  HAa  NPAKTUYECKOM  3aHATHUH,
aHAJIM3UPOBATh KOHKPETHBIEC (DAKTHI U 0OOCHOBHIBATH CBOE MHEHUE.

be3 scHOro moHMMaHUsi OCHOBHBIX MOHSATHH 00pa3oBaTENbHBIA MPOIECC
ycinoxusiercs. Jng  moBbimieHus  dQQPEeKTUBHOCTH 00y4YeHHS HEO0O0XOJIUMO
UCII0JIB30BaTh CYLIECTBYIOUIME TEPMHUHOJIOTMYECKUE CIPABOYHMKU M CTaHAAPTHI
TEPMUHOB U OIPE/ICIICHUN.



MoaenupoBaHue caMOCTOATEIbHOI Pad0ThI

1 IToBTOpEHME NMPONIEHHOTO TEOPETUYECKOI0 MaTEpHUaa.

2. YcTaHOBIIEHUE TJIABHBIX BOIIPOCOB TEMBI.

3. Onpenenenue riryOuMHbI U COAEPKAaHUS 3HAHUW 110 TEME, COCTABJICHHE
TE3UCOB I10 TEME.

4. AHanu3 BBIIIOIHIEMON IEATEIBHOCTH U €€ CaMOOLIEHKA.

PykoBOACTBO BBINOJIHEHHEM CAMOCTOSAATEIbHOI PA0OTHI CTYI€HTAMM:
Texymiee cobeceoBanmre U KOHTPOIIb
Koncynpranuu
AHanu3, perieH3upoBaHue, olleHKa, KoppeKTuBbl CPC
[TonBeneHne UTOTOB U T. 1.

H~wh e

JAudpepenumnanus 3aaHui:
O630p nutepatypsl; noadop aureparypsl s CPC.
BrinosHeHHE TPAKTUYECKUX 3aJaHUN
Hayunas pabora cryaenra
TecToBbIM KOHTPOJIb 3HAHUU.

Pwnh e

Jransl u npuembl CPC:

1. TloxGop pekOMeHIyeMOil TuTepaTyphl

2. 3HaKOMCTBO C BONpOCAaMH IUTAHA CEMHUHAPCKOTO  3aHITHS U
METOIMYECKON pa3pabOoTKH MO JAaHHOU TeMe

3. OmpeneneHne BOMPOCOB, MO KOTOPHIM HYXHO TPOYHUTATh WA
3aKOHCIIEKTUPOBATh JTUTEPATYPy

4. CocraBieHue cxeM, TaOJWI] Ha OCHOBE TEKCTa JIeKIuH, ydeOHMKa,
MOHorpaduu

KomMmuiekc cpeacTs 00y4yeHUs NIPU CAMOCTOATEILHON padoTe
odyvarimmuxcs
1. KomnbproTepHble Mpe3eHTAUUH IS CTyIGCHTOB C OCHOBHBIM
COJIEp’KaHUEM JTUCIUTIIINHBI
2. JlumakTudeckuii MaTepuai B SJICKTPOHHOM BHUJIC.
3. KoHCIIEeKT JeKIuii, BOIPOCH JICKIIHH
4. Tlepeuenb 3agaHui, TeCThl (KOHTPOJIbHBIC 3aaHUs) U 1.

IToaroroBka Kk Tecram KOHTpPOJist 3HaHuUM (T)

[TonrotoBka K TeCTHUpOBaHUIO TpeOyeT OT OOydYarolmuxcs THIATEIHHOTO
M3YUYCHUsI MaTepuaia 1o TeMe uiu OJIOKy TeM, TJie aKIEHT JeJIaeTCsl Ha U3yYeHue
MPUYUHHO-CJICICTBEHHBIX CBSI3€H, PACKPBITHIO TPUPOJBI SIBICHUA W COOBITHH,
npoOJIEeMHBIX BOMPOCOB. /[l moaroToBku HeoOXxoaumMa pabodasi Mporpamma
JUCLIUIUIMHBI ¢ TPUMEpPaMU TECTOB, Y4eOHO-METOIMUECKUM M MH(OPMAIIMOHHBIM
obOecricueHUEM.



Hoxkaaasl — npe3entanuu (IT)

[Ipu moaroroBke Aokiaaa — MPE3CHTAMU OOYYaroIIUECs CaMOCTOATEIbHO
W3Y4YaloT TPyNIy MCTOYHUKOB MO OMNpeAeTEHHON Teme, KOTopas, Kak IMpaBHIIO,
noApOOHO HE OCBEIIAETCS HA JICKIUSX.

[lenp MOATOTOBKM [OKJaga — TMPE3CHTAIlMM — OBJIQJICHUE HaBbIKAMU
aHaM3a W KPAaTKOTO H3JIOKEHUS H3YYEHHBIX MAaTepuajoB B COOTBETCTBUU C
TpeOOBAHUSIMHU, a TaKKe CO3JaHUE HAIVISIAHBIX WH()OPMAIMOHHBIX IMOCOOMUIA,
BBITIOJIHEHHBIX C TIOMOIIBIO MYJbTUMEIUWHON KOMITBIOTEPHOW MPOTPAMMBbI
PowerPoint.

OTOT BHI paboThl TpeOyeT KOOPAMHAIIMM HABBIKOB OOYYAIOIIETOCS I10
cobopy, cucrematusanuu, nepepabotke uHpopmaiuu, opopmiIeHHS €€ B BHUJEC
noJ00PKH MaTepUaoB, KPATKO OTPAKAIOIIMX OCHOBHBIE BOMPOCH H3ydaeMOU
TEMbl, B DJICKTPOHHOM BHJE€, TO €CTh CO3/IaHHE [IOKJIAQJO0B - TMpe3eHTalUM
pacuupsieT METOJIbl U CpelicTBa 0OpaOOTKH U MpeJCTaBlIeHUS HWHPOpMAIUU U
bopMuUpyeT y CTYJEHTOB HaBBIKM Pa0OTHI HA KOMIIBIOTEPE.

Jloknagael - TMpe3eHTallud TOTOBSTCSA CTYJCHTOM B BHJIE CIAlJOB C
ucroiab3oBanueM mporpammbl  Microsoft PowerPoint. OcHoBHBIE  3Tarnbl
MOATOTOBKH JOKJIa/1a - MPe3eHTAIlUN:

— BBIOOD TEMBI;

- KOHCYJIbTallMM HAyYHOT'0 PYKOBOJIUTEJIS;

- paboTa c UICTOUHHKaMH, COOp MaTepuaa;

- HaIMCaHUe TEKCTa JOKIaa;

- oopMIIeHHE PYKOMHCH, CO3JJaHUE MPE3EHTAIMOHHOTO MaTepHaa;

- BBICTYIUUIEHUE C JOKJIAJ0M MEPE ay JuTOPUEH.

[TogrotoBka pgoknaga — TPE3CHTAIMM  TO3BOJAET  00ydaroliemMycs
OCHOBATEIbHO M3YYUTh HHTEPECYIOIIMI €ro BOIMPOC, HU3JIOKUTh MaTrepuasl B
KOMITAKTHOM M JOCTYITHOM BHJIC, NPUBHECTH B TEKCT IOJEMHUKY, MPUOOpECTH
HaBBIKM HAYYHO-UCCIIEOBATEIbCKON pabOThl, YCTHOM pe4M, BEICHHUS HAyUYHOU

JUCKyccMU. B XoJae TOATrOTOBKM JIOKJIajla — TMPE3EHTAallMd MOTyT OBbITh
MOJATOTOBJIEHBI Pa3IaTOYHBIE MATEPUAIIBI.
Jlokmanbl — Tpe3eHTAallMM MOTYT 3a4UTBIBATBCS M OOCYXKJAaTbCsl Ha

MPAKTUYECKUX (CEMUHAPCKUX ) 3aHATHUSX, CTYJCHYECKUX HAYUYHBIX KOH(DEPEHIIUAX.

MeToauyecKkue peKOMEHIALMHU 0 MOAT0TOBKE K NPAKTHYECKUM
3aHATUAM

[TpakTrueckoe 3aHATHE MOAPA3yMEBACT PEIICHWE TUIIOBBIX 3aiad, paz0oop
onpeaeneHHbIX cutyarui. [[oAroToBka K MpakTUYECKOMY 3aHATUI0O HAUMHAETCS C
THIATEILHOTO  O3HAKOMJIEHUS  C  YCIOBHSIMHU  TPEACTOSIIEe  paboThl,
OTNPEJENMBIINCH C MTPOOJIEMOM, MpUBIIEKAIOUIEH HanboJIbllIee BHUMAHUE, CIETYET
0o0paTUThCS K PEKOMEHAYEeMOM nuTeparype. B 3aHsATHM y4acTByeT BCs rpymnmna, a
MOTOMY 3aJlaHuE K MPAKTHUYECKOMY 3aHATHIO PACIPEACIISIETCS HA BECh KOJIJIEKTUB.
3amanue JOJKHO OBITh OXBAUYEHO IMOJHOCTBIO M PEKOMEHIOBaHHAs JIMTEpaTypa
JOJKHA OBITH OCBOCHA TPYMIION B MOJTHOM 00BEME.



JIIsi TIOTHOTICHHOW TOATOTOBKH K TIPAKTUYCCKOMY 3aHATHIO UYTCHHUS
y4eOHMKAa KpailHe HEJOCTATOYHO — B YYEOHBIX MOCOOMSIX U3JIararoTcsi TOJIBKO
MPUHITUITHATBHBIC OCHOBBI, B TO BPEMS KaK B MOHOTpAa(UIX M CTAThIX HA Ty WU
WHYI0 TEMYy IMOJHUMAEeMBI BOIPOC paccCMaTPHUBACTCS C Pa3HBIX PAKypCOB WU
paKkypca OJJHOTO, HO B JIFOOOM Cilyuyae JIOCTaTOYHO MOJAPOOHO U TiyOoko. Tem He
MEHee, JUIsl TOTO, YTOOBI JIOJKHBIM 00pa3oM COPUEHTHUPOBATHCS B CYTH 3aJaHUS,
CHayvaja CcjleayeT O3HAKOMUTHCS C COOTBETCTBYIOIIMM TEKCTOM y4eOHHKA — BHE
3aBUCUMOCTH OT TOr0, MPEIyCMOTpPEHA JU JIEKUUS B JOMOJHEHHUE K JaHHOMY
3aHsATUIO Wi HeT. OIeHUB 3a7aHue, BHIOpAaB TOT WJIM MHOW CIOXKET, U MOA00paB
COOTBETCTBYIOIIYIO JIUTEPATYPY, MOKHO MPUCTYNATh COOCTBEHHO K TMOJTOTOBKE K
3aHSTHIO.

PaboTta nag nutepaTypoi, CTaThs JIU 3TO WX MOHOTpadUsi, COCTOUT U3 TPEX
ATANlOB — YTEHUS pabOTHI, €€ KOHCIEKTUPOBAHUS, 3aKIIOUUTEIHLHOTO 0000IICHUS
CYyTH U3y4aeMoi paboTHI.

[Ipexne, uem OpaTbcst 32 KOHCIIEKTUPOBAHUE, CKaXKEM, CTaThH, CIEAyeT €&
XO0TsI OBl OJTHAKIIBI IPOYHMTATh, YTOOBI COCTABUTHL O HEH IPEIBApPUTEILHOC MHEHHE,
MOCTapaThCs BBIACIUTh OCHOBHYHO MBICIh WM HECKOIBKO 0a30BBIX TOYCK,
ONMHpasCh Ha KOTOPBIE MOXKHO OyJeT B JallbHEWImeM paboTaTh C TEKCTOM.
KoHncrniektupoBanue B 00IIeM BHUIE MOXKET OBITh OINpPEAeNIeHO Kak (uKcalus
OCHOBHBIX MOJIOKEHUN U OTIIMYUTEIBHBIX YEPT pacCMaTpUBAEMOr0 Tpyaa.

['oToBACH K MNPAaKTUYECKUM 3aHATHUSIM, CIEAYEeT aKTHUBHO IOJb30BATHCS
CIIPABOYHOM JINTEPATYPOI: FHITUKIIONCIUSIMHE, CIIOBAPSIMHU, U JIP.

[To okOHUaHWUW TIPAKTUYECKOTO 3aHATHSI K HEMY CJIEAyeT OOpaTUThCS emIé
pa3, TOBTOPUB BHIBOJIBI, CKOHCTPYHPOBAHHBIC HA 3aHSATHU, MPOCIEIUB JIOTUKY HX
MIOCTPOCHUS, OTMETUB TOJIOKEHUS, JISKAIUE B X OCHOBE — JJI ATOTO B TCUCHUE
3aHATHUS CIEIYET JeNiaTh HeOONbIINEe TOMETKH.

MeToanuyeckue peKOMEHIANNH IJIs1 MOATOTOBKHU K JIa00PAaTOPHBIM
padoram

JlabGopaTopHbIe 3aHATHS YICOHBIM TUTAHOM HE TTPETYCMOTPCHBI.

6. Y4eOHast uTEpaTypa M pecypchl HH(POPMAIUOHHO-
TeJICeKOMMYHHKAIMOHHOM ceTH «AHTepHeT», yueOHO-MeToAn4ecKoe

o0ecrneyeHre CaMOCTOATENbHON PA00THI 00Yy4alOUIUXCH M0 M CHUIIMHE

6.1. OcHoBHas JauTEeparypa.

n/n ABTOp HaszBanmue N3pareancrBo Ton PacnoJo:xkenue
BBINIYCKA
OCHOBBI
JIEJIONIPOU3BOICTBA. iRl
S3bIK cmy’ke0HOTO h.t tps://biblio
lveazosa H OKYMEHTA online.ru/book/E4
A ' AOKY . M.: IOpaiir 2017 72872E-07FD-
H. [DNeKTpOHHBIN AEDA-A714-
pecypc]:: yaeOHUK u 897DAC5E36DA
MPAKTUKYM IS
aKaJIeMUIECKOTO



https://biblio-online.ru/book/E472872E-07FD-4FDA-A714-897DAC5E36DA
https://biblio-online.ru/book/E472872E-07FD-4FDA-A714-897DAC5E36DA
https://biblio-online.ru/book/E472872E-07FD-4FDA-A714-897DAC5E36DA
https://biblio-online.ru/book/E472872E-07FD-4FDA-A714-897DAC5E36DA
https://biblio-online.ru/book/E472872E-07FD-4FDA-A714-897DAC5E36DA

OaxanaBpuara
HOKY(SMGHTWOHHOS http://biblioclub.r
9 I'punbGepr ODCCTICHEHHE M. : FOnurn- 2015 u/index.php?page
AC. JUpABTERI Jlana =book&id=11503
[DneKTpoHHBII 1
pecypc] : yueOHHK =
Jlenonpomsaozctso https://biblio-
pososa O (E?HGCK]TPOE;;’II{IZG online.ru/book/5F
4 | P - | peoypel:y M.: IOpaitr 2017 1C27F2-251B-
C. nocodue st AB74-BET8-
aKaJIeMHYECKOTO P ——
Saxanaspuata AC06A5D30956
6.2. JlonoJiHUTEJIbHAS JINTEPATYPA
Henonpous
BOJICTBO B http://ww
SIHKOBHUY KalpoBou M. : IOuutn- Vﬁpj prbook
LA ciyx0e Jlana 2012 shoo.ru/15 SukoBuu II1LA.
[DneKTpOHH —‘)7353
BIi pecypc]: -
y4eOHUK
Konduneni
ZENISS
JIEITOTIPOU3B
OJICTBO U
SAUIIICHH hitp:/Aww
13771 -
Kynses JJIEKTPOHH M.: Jloroc 2013 W.iprbook KynseB H.H.
H.H. y shop.ru/90
13771 83
JIOKYMEHTO -
000poT
[DneKTpoHH
Il pecypc]:
y4eOHUK
Kondunenn
HabHOE
JIETIONIPOH3B
s hip:foiol
-~ oclub.ru/in
AT ®adp AIIEKTPOHH M. : Jloroc 2012 M A.I'. ®abpuuHoB
UYHOB " age=book
- &id=8499
AOKYMCHTO 6
oboport -
[DneKTpOHH
bl pecypc|
: Y4eOHUK



http://biblioclub.ru/index.php?page=book&id=115031 
http://biblioclub.ru/index.php?page=book&id=115031 
http://biblioclub.ru/index.php?page=book&id=115031 
http://biblioclub.ru/index.php?page=book&id=115031 
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
https://biblio-online.ru/book/5F1C27F2-251B-4B74-BE78-AC06A5D30956
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/9083
http://www.iprbookshop.ru/9083
http://www.iprbookshop.ru/9083
http://www.iprbookshop.ru/9083
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353
http://www.iprbookshop.ru/15353

6.3. YueOHO-MeTOAUYECKOE 00ecTeYeHHe CaMOCTOATEeIbHOM PadoThI

T'on
BbIIyCKA

ABTOp HasBanue HN3parenbcTBo Pacnosnoxenune

OCHOBEI
JIETIOTIPON3BO/ICTBA: M.: IOpaiit 2015 2
y4eOHUK U IPAKTUKYM
JlokyMeHTaImoHHOE
obOecrieucHue
Ky3neron yIIpaBJICHUSI.
N.H. JIOKYyMEHTOO0OPOT U
JIEIOTIPOU3BOICTBO:
y4eOHHUK U IPAKTUKYM
JlokymMeHTHpOBaHHE
YIIPaBJICHYECKOMN
JEATEILHOCTH + M.: FOpaiit 2016 2
TecThl Ha cd: yueOHUK
Y IPAKTUKYM
JlokyMeHTOBEIEHHUE.
KazakeBnu JIoKyMeHTauMOHHBIN
T.A. CepBHC: YUeOHUK U
MPAKTUKYM
JloKkymMeHTalmoHTHOE
obecrnieucHue
bapnayn:
yrpasieHus. Oomue Asrraiiokuii
npaBmiIa 0POPMIICHUS uaan 2012 2
JIOKyMEHTOB: y4eOHO- PAHXUTC
METOIMUECKOE
rmocooue
OCHOBEI
JIETIOTIPON3BO/ICTBA: M.: FOpaiit 2015 2
y4eOHUK U MPAKTUKYM

[TyBanosa
H.H.

M.: FOpaiit 2016 2

Kopuees
n.K.

M.: FOpaiit 2016 2

CaMcoHOBa
T.H.

[IlyBanoBa
H.H.

6.4. HopmaTuBHBIC IPABOBbIC JOKYMEHTHI.

1. ®denepanbHbil 3ak0H OoT 27 utons 2006 1. Ne 149-03 «O6 undopmanuu,
WHQOpPMAIIMOHHBIX TEXHOJOTHSX u o 3ammure wuHbopmanum» (CobpaHue
3akoHosarenbcTBa Poccuiickoit @enepanuu, 2006, Ne 31 (wacts 1), ct. 3448).

2. ®enepanbubiii 3akoH oT 06 ampenst 2011 1. Ne 63-D3 «O06 3neKTpOHHOM
noanuck» (Cobpanue 3akoHoaarenbcTBa Poccuiickoit @eneparuu, 11.04.2011, Neo
15, ct. 2036).

3. ®enepanbHbiil 3ak0H 0T 27 utonss 2006 r. Ne 152-®3 «O mepcoHaIbHBIX
nanubix» (CoOpanue 3akoHoaatenbcTBa Poccuiickont ®eneparuu, 2006, Ne31 (1
4.), cT. 3451).

4. ®denepanbHbii 3ak0H 0T 22 oKTs10ps 2004 1. No 125-D3 «O06 apxuBHOM Jienie
B Poccuiickoit @enepanumn» (¢ usM. ot 4 nexadbps 2006 r., 1 nexabps 2007 r., 13



Mmas 2008 r.) (Cobpanue 3akoHoaatenbcTBa Poccuiickoit @enepanuu, 2004, No 43,
cT. 4169).

5. I'OCT P 7.0.8-2013 Cucrema crangapToB 1o uHpopmaium, On0IMoTeHHOMY
U W37aTeIbCKOMY Jeny. J[enonmpou3BOACTBO M apXWBHOE JeN0. TepMHUHBI U
OTIpEICIICHHUSI

6. 'OCT P 7.0.97-2016. «Cucrema ctanaapToB 1o uHpopmaiuu, 6ubInoTeUHOMY
U u3garenbckomy gaeny. OpraHu3aliMOHHO-paclopsaUTENbHAs JOKYMEHTAIUs.
TpeGoBanus K 0GOPMIICHHIO JOKYMEHTOB», ¢ M3menenusimu Nel. —
M,:Crannaptundopm, 2018.

6. I'OCT P HUCO 15489-1-2007. Cuctema cTaHmapToB Mo HWHGOPMAIIHH,
OMOMMOTEUHOMY W M3JATEIbCKOMY JeNy. YTpaBiieHue nokymeHTamu. OOmime
TpeOOBaHMUS.

7. I'OCT P UCO 23081-1-2008. Cucrtema craHmapToB 1o HHGOpMAIUU,
OMOJIMOTEUHOMY M HM3JaTEIbCKOMY Jleny. YTpaBieHue aokymeHTamu. [Iporecchbr
yIpaBJieHUs TOKyMeHTaMu. MeTalaHHbIe JIJIs1 JOKYMEHTOB;

8. I'OCT P 53898-2010. CucrtemMbl »3JEKTPOHHOTO JIOKYMEHTOOOOpPOTA.
BzaumopeiictBue  cucteM — ympaBieHUs — JOKymMeHTamu.  TpeOoBaHus K
AIIEKTPOHHOMY COOOIIEHHUIO.

9. I'OCT P 54471-2011. CucreMbl »3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
VYmpasienue gokymeHtamnueil. Muadopmaius, coxpansiemas B 3JIEKTPOHHOM BHJIE.
Pexomenanuu 1o o0ecrneyeHuIo JOCTOBEPHOCTH M HAJIEKHOCTH.

10.  HMHcTpykuus no cyAaeOHOMY JeI0MpOU3BOACTBY B palioHHOM cyne IIpukas
Cynebnoro nmemapramenta npu BepxoBHom Cyae P® ot 29 ampens 2003 r. N
36"00 yTtBepxkaeHun MHCTpyKIHMK 1o cyAeOHOMY JIeTONPOU3BOJICTBY B palOHHOM
cyne" C m3meHeHusiMu u nonojHeHusMu oT:1 aBrycra 2005 r., 27 mexabps 2006
r., 23 suBaps 2007 r., 3 nexabps 2010 r., 19 nexabps 2011 r., 24 anpens 2012 r.,
18 maprta 2013 1., 16 anpenst 2014 r., 9 anpens 2015 r., 18 despans 2016 r.

11.  Meroaunueckue pEKOMEHAaMH o pa3paboTke UHCTPYKIHM
10 JICJIONIPOU3BOJICTRY B  (peepalibHBIX OpraHax MCIOJHUTEIIBHOM BJIACTH.
YTBepxaensl mnpukazom PocapxuBa Ne76 ot 23.12.2009// CoOpanue
3akoHonarenbcTBa PD. 2009. Ne 41. Cr. 4818.

12. O BHecenun u3aMeHenwii B [lpaBuna memompousBoncTBa B (eaepabHbBIX
opra"ax wucnoJHuTenpHOW Biactu: IlocranoBnenue IlpaBurensctBa PP ot
26.04.2016 Ne 356 // Cobpanme 3akoHomarenbcTBa PD, 02.05.2016. Ne 18. Cr.
2641.

13. OO yTBepXIeHWHU MpaBui 0OMEHA TOKYMEHTAMU B DJIEKTPOHHOM BHUJE TIPH
OpraHu3anuu uH(OPMAITMOHHOTO B3aUMO/ICUCTBUSA: [TocTtanoBneHue
[TpaButensctBa P® ot 25.12.2014 Ne 1494//Cobpanue 3axoHomarenbcTtBa PD.
2015. N 1 (Y II). Crt. 284.

14. OO0 yTBEpXICHUU TIepeyHs BHUIOB JOKYMEHTOB, I€pelaBacMbIX MpH
B3aUMOJICHCTBUU (PeepalIbHBIX OPraHOB MCIOJHUTEIBHOM BIACTH, OPraHOB
HCIIOJIHUTEILHOU BIIaCTH CyOBekTOB Poccuiickoit deneparuu, rocyaapCcTBEHHBIX
BHEOIOKETHBIX (DOHIOB B AyIeKTpOHHOM Buje: Pacniopsukenue [IpaButenscta PO
ot 02.04.2015 Neo 583-p


http://base.garant.ru/12131174/#block_10000
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary

15.  Iloctanosnenue IIpaBurensctBa PO ot 8 mag 2015 r. N 449 "O6 ycnoBusix
XpaHEHMs], ydyeTa M INepelayd BEIIECTBEHHBIX JOKAa3aTeIbCTB IO YTOJOBHBIM
nenam"

16.  IlocranoBnenue IIpaBurensctBa PP or 23 asrycra 2012 r. N 848 "O
NOpAJIKE  pealu3aludd  WIM  YHUYTOXKEHUS  NPEIMETOB,  SIBJISIOLIUXCS
BEILIECTBEHHBIMU  JI0KA3aTEJIbCTBAMU, XPAHEHHE KOTOPBIX 1O OKOHYAaHUS
YTOJOBHOTO Jiefla WM TPU YTOJIOBHOM JieJie 3aTpyAHEHO" (C M3MEHEHHSIMHU U
JTIOTIOJTHEHUSIMH )

17.  IlpaBuna nenmompou3BOJICTBA B (eAepalbHbIX OpraHax HCHOJHUTEIbLHOM
Brnactu. YTBepxaeHbl IlocranoBnennem IlpaBurensctBa P® Ne477 ot 15
utonst 2009 r. CoOpanue 3akonoaatenberBa PO. No 25. Ct. 3060 pasznemnst 4,6

19. [IlpumepHass HHCTPYKIMS TIO JEJIOMPOU3BOJCTBY B TOCYAapCTBEHHBIX
opranmzanusax (yrBepxkaeHa npuxkazoMm PocapxuBa ot 11 ampens 2018 r. Ne 44)

3apeructpupoBana MuHroctom Poccun 17 aBycra 2018 r. PeructpauuoHHbIN
HoMep Ne 51922

18.  Ilpuka3 I'enepanbHOil ipokypaTypbl PO ot 29 nexabps 2011 r. Ne 450 “O
BBEIGHUM B JeiicTBue WHCTpyKIMM 10 AENONpOU3BOACTBY B OpraHax u
YUPEKICHUIX MIPOKYpaTypbl Poccuiickon denepanun’” , 2- 4
paznensl MHCTpYyKUMK MO JENONPOU3BOACTBY B OpraHax M yUpPExKACHHUSIX
npokypatypsl Poccuiickon @enepanumu.
19. IIpuka3 Cyne6uoro nenapramenta npu BepxoBaom Cyne PO ot 24 Hos0ps
2009 r. O MeToaMYECKHWX PEKOMEHJAIUAX [0 OpraHu3aluu JIeATeIbHOCTH
aJIMUHHCTPATOpa BEPXOBHOIO CyJa PECIyOJIMKH, KpaeBOro, 0O0JAacTHOro cyna,
cyna ropoaa ¢eaepanbHOro 3HaU€HUs, CyJla aBTOHOMHOM 001acTH, aBTOHOMHOTO
OKpyTa, OKPY>KHOTO ((hJIOTCKOT0) BOEHHOTO CyJla, PalfOHHOTO Cy/ia, TAPHU30HHOTO
BOEHHOI0 CyJa
20. IlepeyeHb  THUMOBBIX  YOPABJICHUYECKUMX  APXUBHBIX  JIOKYMEHTOB,
oOpa3yroluxcsi B NpoLecce JAeATEIbHOCTH TOCYAApCTBEHHBIX OpPraHOB, OPraHOB
MECTHOTO CaMOYMNpAaBIICHUS M OpPraHU3allMii, C YKa3aHUEM CpPOKOB XpaHEHWUS,
YTBEPKACHHBIN IPUKAa30M MUHUCTEPCTBA KyJIbTyphl Poccuiickoii denepauuu ot
25.08.2010. 3apeructpupoBan Muntoctom Poccun 8 centsabps 2010 r.
Peructpaunionnsiii Ne 18380. brosuiereHb HOpPMATUBHBIX aKTOB (eaepaibHbIX
opra”oB ucnoaHuTenbHOU Biactu Ne 38 20 centsiopst 2010 r.
21.  PexomeHjaanuu mo MOArOTOBKE (erepallbHbIMU OpraHaMH MCIOJIHUTEIbHON
BJIACTH MEPEYHEH JOKYMEHTOB, CO3JaHUE, XPAaHEHUE U HCIOJIb30BAHHE KOTOPBIX
JOJKHO OCYIIECTBISITHCS B (POPME AIIEKTPOHHBIX JOKYMEHTOB IPHU OpPTaHU3alUU
BHYTPEHHEU NEATEIBHOCTH . YTBEpXKAEHbI Npukazom PocapxuBa ot 29 anpens
2011 r. Ne32. Tlpu3HaH He HYKTAIOUIMMCS B TOCYAapCTBEHHOW pErHUCTpaLluU
(muceMo Munrocta Poccun ot 4 utonst 2011 1. Ne 01/43784-/1K).

6.5. UntepHeT-pecypcsl
Heo0xoaumblii MUHUMYM IIPOrPaAaMMHOI0 00ecreYeHus :
— Omnepanuonnas cucrema (MS Windows XP/Vista/7);


http://base.garant.ru/71018836/#text
http://base.garant.ru/71018836/#text
http://base.garant.ru/71018836/#text
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://edu.alt.ranepa.ru/mod/glossary/showentry.php?eid=2372&displayformat=dictionary
http://docs.cntd.ru/document/902219089
http://docs.cntd.ru/document/902219089
http://docs.cntd.ru/document/902219089
http://docs.cntd.ru/document/902219089
http://docs.cntd.ru/document/902219089
http://archives.ru/documents/rekomend_edocument.shtml
http://archives.ru/documents/rekomend_edocument.shtml
http://archives.ru/documents/rekomend_edocument.shtml
http://archives.ru/documents/rekomend_edocument.shtml

— Iaket opucubix nporpamm (Microsoft Office umu OpenOffice);

— AntuBupycHas nporpamma (NOD32, Dr.Web, Kaspersky u np.);

— CnpaBouHas npaBoBas cuctema («Koncynbrantllmocy unu «["apanT»);

— IIporpamma st pactiozHaBanus Tekcta (FineReader unu anbrepHaTuBHas);

— Hurepuer-6paysep (Internet Explorer, Opera, Mozilla Firefox, Google Chrome
¥ 7Ip.);

— Paznuunple yTuauThl (ApXUBATOPHI, MPOTPAMMBI 3alUCH  KOMITAKT-IHCKOB,
¢aitioBbie MEHEKEPHI, IPOrpaMMBbl IPOCMOTpPa U300paKeHH U Ap.);

— Cnosapu u nepesonuuku (PROMT, ABBYY Lingvo u ap.)

HUcnoab3yembie UHTEpHET-peCcypChl:

—  Tlouckossie cuctembl B WMutepner: Odunmanbubiii caiit [lpesunenta PO
http://www.kremlin.ru

—  Odwummanbueit cait [IpaButenscta PO http://www.government.ru

—  YuuBepcanbHas untepHer-3HIuKIoneaus Wikipedia http://ru.wikipedia.org
—  YHuBepcuteTckas oudnanorexa Onnaitn http://www.biblioclub.ru/

—  CepBuc MOJHOTEKCTOBOrO Mmoucka mo kauram http://books.google.ru/

—  Hayunas anmektponnas 6udnmuoreka eLIBRARY.RU http://elibrary.ru

—  HuadpopmanroHHbIe oOpa3oBaTrebHbIe TE€XHOJIOTUU: OJsior-nopTran
http://www.iot.ru

— IMouckossie cuctemsl B Mutepuer: http://yandex.ru, http://google.ru,
http://rambler.ru

— ba3el nanHbIX Ha cepBepe DenepanbHOM CIyKObl TOCYJAPCTBEHHOM
craructuku http://gks.ru/

— OdunmanbHeiil caidiT Pocapxua www.archives.ru

— Odunumansueiii caiitt BHUMJIA /] www.vniidad.ru,

6.6. UHDbIC HCTOYHUKH

n/n ABTOP HaszBanmue N3paTeancrBo Ton PacnoJosxxkenue
BBINyCKAa
[lTysanosa OCHOBBI
1 HH JIETIOTIPON3BO/ICTBA: M.: IOpaiit 2015 )
o y4€OHHUK U NPAKTUKYM
JloKyMeHTaIluOHHOE
obecnieucHue
9 Ky3nenos yOpaBlIeHUsI. M.: FOpair 2016 ]
N.H. JIOKYMEHTO000pOT 1
JIeIOTPOU3BOICTBO:
y49eOHUK U MPAKTHKYM
JloKyMeHTHpOBaHUE
yIIpaBICHYECKOM
3 K(I)/FI)IE:GB JEITELHOCTH + M.: FOpaiit 2016 _
o TecThl Ha cd: yueOHHUK
Y IPAKTHKYM



http://ru.wikipedia.org/
http://www.biblioclub.ru/
http://books.google.ru/
http://elibrary.ru/
http://www.iot.ru/
http://yandex.ru/
http://google.ru/
http://rambler.ru/
http://gks.ru/
http://www.archives.ru/

JlokyMeHTOBEIEHHUE.
KazakeBuu OKYMEHTAIIMOHHBIH .
4 Jlokymenran M.: IOpaiir 2016 ]
T.A. CepBHUC: YUCOHUK U
MPAKTUKYM
JlokyMeHTallMOHTHOE
obecrnieueHne
bapuayn:
yrpasieHus. Oomue NG
CamconoBa AnTaickuii
5 npasuiia opopmIIeHUs 2012
T.H. ¢bwiman
JOKYMEHTOB: Y4eOHO- PALXuUL'C
METOJINYECKOE
rocoomne

7. MatepuaJibHO-TeXHHYecKasi 0a3a, ”HGOPMAIHOHHbIE TEXHOJIOTHH,
nporpaMMHoe odecriedeHne 1 HHGpoOpMANMOHHBbIE CIPABOYHbIE CHCTEMbI
Jlns  oOecrnedenust ydeOHOro mponecca Mo AuciuiuinHe «OCHOBBI
JEJNONPOU3BOACTBA M DJIEKTPOHHOTO JOKYMEHTOOOOpOTa B  OPHIMYECKOU
JesATenbHOCTH» (huiman pacroiaraerT y4eOHbIMU ayJAUTOPUSAMU Uil MPOBEICHUS
3aHSATHM  JIEKIMOHHOTO  THMA, MPAKTUYECKUX 3aHATHM, TPYNNOBBIX U
WHIUBUIYAIbHBIX ~KOHCYJIbTallMd, TEKYIIEro KOHTPOJSI U MPOMEKYTOUHON
aTTecTallik, a TaKXe TMOMEUIEHUSIMUA M1 CaMOCTOATENIbHOM paboThl U
MOMEIICHUSIMU [ XpaHEHUS W TPOQUIAKTHUECKOTO OOCIYyKUBaHUSA y4eOHOTO
o0opy10BaHUSI.
JIeKMOHHBIE ayAUTOPUHN OCHAIICHBI BUICONPOEKIIMOHHBIM 000pYyI10BaHUEM
JUISL TIPOBEJEHUS MPE3EHTALMM, a TaKKe CpPEeACTBAMU 3BYKOBOCIPOW3BEACHMUS;
NOMEIIEHUS Al MPAKTHUYECKUX 3aHATUN YKOMIUIEKTOBAaHbBI y4eOHOW MeOenbio;
OubiMoTeKa pacrnoiaraet pabdOuYMMH MECTaMH C JIOCTYIOM K 3JIEKTPOHHBIM
OMOIMOTEUHBIM CHCTEMAaM M CETU MHTEPHET. Bece yueOHble ayAUTOPUU OCHALIEHBI
KOMITbIOTEPHBIM 0o0opy10BaHUEM U JUIEH3UOHHBIM MPOTPaMMHBIM
o0ecreyeHueM.



