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1. Ilepedyenb NJIAHMPYEMBIX Pe3y/JIbTATOB 00y4eHHUsI 110 TUCHMIIJIMHE , COOTHECEHHBIX €
IJIAHUPYEMBIMH Pe3yJIbTaTAMHU OCBOCHHS IIPOTrPaMMBbl

1.1. Hucuummuna b1.6.21 «J/lokyMeHTanlMOHHOE OOECIeYeHHe U JEIONPOU3BOJICTBO B
TrOCY/IapCTBEHHOM W MYHHUIIMTIAIBHOM YIPABICHUN» OOCCIICUMBACT OBIAJCHHUE CIICTYIOIIUMU
KOMIICTCHIIUSIMU .
Kon
Kon HaumenoBanue HaunmeHnoBanue 3Tana 0cBOCHUs
JTara OCBOCHUS
KOMIIETCHIINN KOMIIETCHITNN KOMIIETEHITNA
KOMTIETEHITHA
CriocoOHOCTH IPUMEHATH
OCHOBBI 3aKOHO/IaTEIILCTBA
CriocoOHOCTH HCTIONB30BATh N
OCHOBBI IPABOBBIX 3HAHUU B Poccuiickoii Denepaum,
YK OC-10 p YK OC-10.1.2.1 PETYIUPYIOMNX CO3/IaHUE U
pa3IHYIHBIX cdepax
OpTaHU3AINIO0 XPAaHCHUS
JeATEILHOCTH
JIOKyMEHTOB B TOCYIapCTBEHHOM
Y MYHUIMIIAIBHOM YIIPABJICHUH
OIIK OC-7.1.1 CnocoOHOCTh IPUMEHSTH
CnocoOHOCTh aHATM3UPOBATh U OCHOBHbIE 3aKOHO/IaTEIIbHBIE,
TPUMEHATH HOPMbI HOPMAaTUBHO-IIPABOBLIC
KOHCTUTYUHUOHHOTO, JOKYMCHTBI
OIIK OC-7 AIMUHHUCTPATUBHOIO U U TOCYIapCTBEHHbIE
CITy’keOHOTO IIpaBa B CTaHJAPTHI, pETIAMECHTHPYIOIIIE
po¢eCCHOHATBHOM cocTaBiieHHe, opopMIICHHE H
JeSITeIbHOCTH OpTaHU3AIHIO PaOOTHI
C TOKyMEHTaMHU
Brnanenue HaBbIKaMU MTOUCKA, CriocoGHOCTb aHATH3HPOBATH
aHAJIN3a U UCIOJIb30BaHUA COBPEMEHHOE ITPaBOBOC,
HODMATUBHBIX U IIPABOBBIX HOpPMAaTHUBHOC 1 METOANYCCKOC
OIK-1 P papo? OIK-1.1.2.1
JIOKYMEHTOB B CBOEH peryjimpoBaHnue
po¢heCCHOHATBHOMN AEIONpPOU3BONCTBA
JeSITeIbHOCTH
Bnagenue TexHonorusmu, CnocoOHOCTh TPUMEHSITH
IIpUeMaMHu, 00eCTIEINBAIOITIMH IpaBuila JOKYMEHTUPOBAHU
OKa3aHWe TOCYJapCTBCHHBIX U TIPH OKa3aHUHU TOCYAapCTBEHHBIX
MK-24 yAap MK-24.1.1. P yAap
MYHUIUITATBHBIX YCIYT U MYHHUIUATAIBHBIX YCITYT
(hM3MIEeCKUM U FOPUAHICCKIM
JUIIaM
Brnamenue HaBBIKaMu cOopa, CriocoOHOCTh (OPMHUPOBATE U
00paboTkn WH(pOpPMAIUK H HATIPaBJIATH MEKBEIOMCTBEHHBIX
qaCcTusd B HH@OpMaTHU3allUU 3aIIpOCOB B OpraHblI
TK-26 Y $op : TK-26.1.1.1 P P
JIESITEIIBHOCTH (opraamusanun)
COOTBETCTBYIOIIMX OPTraHOB
BJIACTU U OpraHu3anui
1.2. B pe3ynpTaTe OCBOCHHS JUCHUIUIMHBI Y  CTYICHTOB JIOJDKHBI  OBITh
c(OPMHPOBAHBI:
OTO/TD
Kon arana ocBoenust
(pu HANTAYVH Pe3ynbrarel 00ydeHus
KOMITETEHIINT
npodcranaapra)
—Odopmitsier TOKYMEHTHI B COOTBETCTBHM C TPEOOBaHUSIMH
FpaKAaHCKOTO, TPYAOBOTO  3aKOHOJATEIbCTBA  POCCHICKOH
(denepaii W JIOKAIBHBIMM ~ HOPMAaTHUBHBIMH  aKTaMy
YK OC-10.1.2.1 OpraHu3aluu
- JleMOHCTpUpyeT 3HaHHE TpPYIOBOIO 3aKOHOJIATEIbCTBA H
MHBIX aKTOB, COJIEPKAIINX HOPMBI TPYAOBOTO IIpaBa
OIIK OC-7.1.1 — AHaTmM3EpyeT COBPEMEHHOE IIpaBOBOE, HOPMATHBHOE W
MeToMuecKoe perynnpoBaHue JeJI0IpOU3BOJICTBA
—  Anammsupyer MEXKIyHapOIHbIE CTaHJapThI HAa
pencTaBieHre KOMOWHUPOBAHHON JOKYMEHTAIIMH M TIepeaady]
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JIaHHBIX

OIlK-1.1.2.1

- HpI/IMeHHGT ToCyAapCTBEHHbBIC U MCKAYHAPOJAHBIC CTAHAAPTHI
[Ha TOKYMCHTAIUIO B HpO(i)eCCI/IOHaHI)HOI;’I JCATCIIBHOCTH

— CocraBnsier 1 o(opMIIIET JOKYMEHTHI B COOTBETCTBHH C|
Tpe6oBaHmsIMH ['OCy1apCTBEHHOI CHCTEMBI TOKYMEHTAIIMOHHOTO
oOecrieyeHuns! ynpaBieHUs!

I1K-24.1.1.

— INopsimok nH(pOpMUpOBaHUS 0 MIPE0CTaBICHAY]
MYHHUIUTAJIBHON YCIIyTH

— @opMynupyeT IepeueHb TOKYMEHTOB, HEOOXOIUMBIX s
MPEI0CTaBIICHNS TOCYIapCTBEHHOM (MYHUIIMTIAIBHON) YCIIyTH B
3JIEKTPOHHOM BHJE

[1K-26.1.1.1

— Bumageer HaBbIKaMH BCIACHUA JACJIONPOU3BOACTBA C
[TPUMCHCHUCM I/IH(IJOpMaHI/IOHHI)IX TEXHOJIOT UM

— Braneer HaBBIKAMU COCTABIICHHS U O(QOPMIICHUS Pa3IHIHBIX
BUIOB JIOKYMCHTOB TPaIUIIMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM
BHIC




2. O6beM U MeCTO TUCHHUILIHHBI
B CTPYKTYpe 00pa30BaTeibHOI MPOrpamMmMbl

VYyebnas nqucnumuHa b1.6.21 «JlokymeHTanmonHoe obecrieueHre U JeI0IPOU3BOICTBO
B TOCYAAPCTBEHHOM W MYHHIMIIQJIHHOM YIIPABJICHUW» NPUHAMISKAT K OazoBoil vactu. B
COOTBETCTBUHU C Yy4e€OHBIM IUJIAHOM, MO OYHOH (hopme OOy4yeHHsS TUCIHUIUIMHA OCBAaUBacTCs B
oobeme 108 wacoB (3 3E) um3ywaercs B Tedyenue 3 cemectpa. V3yueHue ITUCHUIUIMHBI
3aKaHYMBAETCS 3a4ETOM B 3 CEMECTpE.

OcBoeHne JUCHMIUIMHBI ~ ONMHMPAETCs HAa MHUHUMAJIbHO HEOOXOOUMBIH  00BeM
TEOPETUYECKUX 3HAHUU B 00JACTU SKOHOMHKH, ICHUXOJOTUH, TOCYAAPCTBEHHOTO YIpPaBIICHUS,
IOPHUCIIPYACHIIUH, TOKYMEHTOBE/ICHUS, a TaK)Ke HA MPUOOPETEHHBIC paHEe YMEHUS U HaBBIKU B
chepe TOCYAapCTBEHHOT0O W MYHUIUIAIBHOIO YIPaBICHHS, HSKOHOMUYECKOW Teopuw,
COLIMOJIOTMM OpraHU3alliy, YIPaBJIECHUS YEJIOBEUECKUMH PECYPCAMH.

VYuebnas nucnumnHa b1.6.21 «JlokymenTanimonHoe obecrieueHrne M JeI0IPOU3BOICTBO
B TOCYJapCTBEHHOM M MYHUIMIAJIBHOM YIIpaBICHUM» peanusyercsa nocie usyudenus: bl.b.12
«BBegenne B mnpodeccruoHambHylO HeaTenbHOCTh», b1.5.20 «JlemoBrie KOMMYyHHKAIIUN,
b1.b.14 «Cuctema TOCYJapCTBEHHOIO U MYHUIUNAIbHOTO  ympaBieHus», bl.b.21
«/lokymeHTalmoHHOE  OOecrieueHue W JIEJNOMPOU3BOJICTBO B TOCYAApCTBEHHOM U
MYHUIIUTIATIHOM YIPABICHUM.

[Io ounoit Qopme 00ydeHHS KOIMYECTBO aKaJEMHUYECKHX YacOB, BBIICICHHBIX Ha
KOHTakTHYI0 paboTy c mpemnojaBaTesnieM (10 BuAaM Y4yeOHbIX 3aHATHH) — 54 dyaca Ha
CaMOCTOSITENbHYIO paboTy oOyuaronuxcsa — 54 yaca.

[To 3aounoit popme OOydeHUS KOJIMYCCTBO AKAJEMHUYCCKUX YacOB, BBIJCICHHBIX HA
KOHTakTHYI0 paboTy ¢ mpemnojaBarereM (Io BuUgaM Y4eOHBIX 3aHsATHUH) — 12 yacoB Ha
CaMOCTOSITEIILHYIO pa0oTy o0ydaronuxcs — 92 Jacos.

dopma NpOMEKYTOYHON aTTeCTAllMU B COOTBETCTBUH C YU€OHBIM IIIAHOM — 3a4eT.



3.Coaep:kanue M CTPYKTYPa AUCHMIIHHBI

CTpyKTypa JTUCHUNIMHBI (MOIYJIA)

O0beM TUCHUILIMHBI (MOYJIs1), Yac. dopma
KonTakTHas paGora TEKYILero
odyvyaruuxcs ¢ KOHTPOJISI
H npenogaBaTejaemM ycneBaemo
anMeHOBaHUeE TeM N
Ne n/m 10 BUJIaM Y4eOHBIX 3aHATHIl CTH,
(pa3aeJsioB) Bcero Cp
NPOMEKYT
A | ap | m3 | Kcp otHon
aTTecTamu
"
Ounasa popma odyuenus
3 cemecmp
Hctopus pa3BuTHs 2 or
Tema 1 JIEIIOIIPOU3BOJICTBA B - 4 6
Poccun (15 — 21 Beka). 12
Tema 2 ITpobremsl pocTa . 2 i 5 4 or
JOKYMEHT0000poTa.
2 orT
Tema 3 CriocoObI panroHaIn3auu ) 4
JIEJIOTIPOU3BO/JICTBA.
10 4
Ircaoy. vCOP/. 2 o T
Tena 4 Yuudukanus,
dopmanmuzanus, - 2
CTaHJapTH3alus TOKYMEHTa 10 6
OpranuzanoHHas rpymnmna 2 o T
JIOKYMCHTOB.
Tema 5 PacnopsaurenbHas rpynma 1 ) 4 6
JnokyMeHToB. CripaBoYHO-
UHPOPMAIHOHHAS TPYIIa
JIOKYMEHTOB.
[TpaBuna oopmiaeHus 2 orT
JIOKyMEHTOB. PeKBU3UTHEII 12 6
Tema 6 - 4
coctaB gokyMeHTa. 'OCT
6.30-2003.
2 orT
Opranu3zanus c1yX0bl
Tema 7 oy - 2
AoV 10 6
TexHonoruu perucrpanuu 2 r
Tema 8 - 2
JIOKYMEHTOB. 10 6
12 2 6 T
Tema 9 TexHOI0run KOHTPOJIS i 4 0,
WCTIOJIHEHHS JIOKYMEHTOB
Opranusaius ciyxooin 12 2 4 o T
JOVY Ttekymiero xpaHeHUs
nokyMeHToB. IToctpoenue
Tesa 10 | HOMEHKIATYDBI Jieit. ) 4
ApXHBHOE XpaHEHHE
JIoKyMeHTOoB. Opranuzanus
ciyx60it JIOY apxuBHOTO
XpaHEeHHUs JIOKYMEHTOB.
ITpomexxyTouHas arTecTanus 3a4€T
Bcero: 108 20 2 32 54 33E




Ne i/

HauMmeHoBaHHe TeEM
(pa3nesioB)

O0beM qUCHUNIMHBI (MOYJIs1), Yac.

Bcero

10 BHJIaM Y4eOHBbIX 3aHATHIA

KonTakTHas paGoTa
o0y4yarouuxcs ¢
npenojaaBaTeiemM

JI

JIP 113 KCP

CP

®opma
TeKyLlero
KOHTPOJISI
ycneBaemo
CTH,
NPOMEXKYT
OYHOM
arrecTanm
U

3aounasn popma ooyuenusn

4 cemecmp

Tema 1

Ucropus pa3purtus
JIEJIOTIPON3BOJICTBA B
Poccun (15 — 21 Beka).

12

Tema 2

IIpo6meMs! pocTa
JIOKYMEHT0000poTa.

Tema 3

CriocoObI panroHaIn3auu
JICTIONPOU3BO/ICTBA.

Tema 4

I'CI0VY. YCOP/.
Yuudukanus,
(dhopmanuzanus,
CTaHapTH3AIMS JOKYMEHTA

10

Tema 5

OpranuzanoHHas rpymnmna
JOKYMEHTOB.
PacnopsinurenbHas rpymnmna
JIoKkyMeHTOB. CIpaBOYHO-
MH(QOpMaLOHHAs TPyIa
JIOKYMEHTOB.

12

10

Tema 6

[TpaBuna odopmieHus
JIOKYMEHTOB. PeKBU3UTHBIN
coctaB gokyMeHTa. 'OCT
6.30-2003.

10

Tema 7

Opranuzaius c1yxO0bl
JOYV.

10

KP

Tema 8

TexHoorun perucrpannuun
JOKYMCHTOB.

14

14

Tema 9

TexHonorun KOHTPOIIsA
VICIIOJIHEHHS] IOKYMEHTOB

10

10

Tema 10

Opranunzanus ciyx00i
JOVY Ttekymiero xpaHeHUs
noxkymeHToB. [ToctpoeHue
HOMEHKJIATypPhI JIEI.
ApXHBHOE XpaHEHUE
JIOKyMeHTOB. OpraHuzamus
ciyx060it /I0Y apxuBHOTO
XpaHEHUs TOKYMEHTOB.

12

10

IIpomesxyTouHast aTTecTauus

3a4eT

Bcero:

108

92

33E

Ipumeuanue:

dopmut

meKyuieco KOHmpoJsa ycneeaemocmu.

onpoc (0), mecmuposanue (1),

xoumponvnasn pavoma (KP), konnoksuym (K), ascce (3), pepepam (P), oucnym (I]), cumyayuonnas sadaua (C3),
pasoop cumyayuii (PC) u op.




Conep:xaHue TMCHUILTHHBI

TEMA 1: Ucropusi pazBuTus aejonpoussoacrsa B Poccuu (15 — 21 Beka).

Tpu nepuona pa3BUTHS AETONPOU3BOACTBEHHOMN U ceKpeTapcKkoil ciy:k0bl B Poccuu. [Ipukaznoe
nenonpousBoAcTBO(15-17 Bek). TexHosorus co3maHus AOKyMeHTa B Ipukaze. CBUTKOBOE
nenornpoun3BoicTBo. Komnexxckoe aemonpon3BoactBo (18 Bek). I'enepanbHbiil permament 1720
roja. BeeneHnne unHa cekpeTapckoro u CTpykTypbl kaHuensipuu. Co3znanue apxuBoB. Beenenue
npoueaypsl peructpauuu. CoznaHue reHepalbHbIX (HOPMYINISAPOB AJiE OCHOBHBIX JTOKYMEHTOB.
HcnonautenbHoe nenonpou3BoacTtBo (19 Bek). YBenuueHue KOJIMYECTBA TUIIOB JIOKYMEHTOB.
YcnoxHeHne TeXHOJIOTuH paboThl ¢ JokymeHTamu. Co3ganue B Poccuum mkombsl cekpeTapei.
[TocnepeBomtoimonnas peopma B 061acT pabOTHI ¢ JOKyMEHTaMu (COBETCKHM mepuon). Mues
BBEJICHUSI 0E3pEerucTpalliOHHOrO JIeJIOMPOU3BOJCTBA. Pa3BUTHE COBPEMEHHBIX TEXHOJIOTUI
paboTBl € JOKYMEHTaMH B TIOCIEBOEHHBbIM mniepuox 20-ro Beka. TeHAGHUMHM pa3BUTHA
JIeTIONPOU3BOJICTBA B 21 Beke.

TEMA 2: IIpo6.s1eMblI pocTa J0KYMeHT0000pOTA.

[Torsitme  ’moxkymeHTtoobopotr”. TeHmeHuMu  pa3BUTHUA  JTOKyMeHTOOOOpoTa. IloHsaThe
“uHpopManmoHHoro Oapweepa”. I[IpoGnembl, MNOpOXKAAEMbIE POCTOM JOKYMEHTOOOOpOTA.
[TpuuuHbl pocta TOKyMEHTOOOOpOoTa. OOBEKTHBHBIC NPUYMHBI POCTA JOKYMEHTOOOOpOTa
CyObeKkTHBHBIE  TNPUYMHBI  pocTa  JIOKyMeHTooOopoTa.  CmocoObl  peryaupoBaHus
JIOKYMEHTO000pOTA.

TEMA 3: Cnioco0bl paninoHaIu3anunu 1eJ101pon3BoACTBA.

KoMMyHMKaTHBHas CUCTEMa OpraHu3alMd. PykoBoauTenb - KOMMYHMKATUBHBIM IICHTP
OpraHu3aluu. WNudopmannonnsie HepErpy3Ku PYKOBOOUTEIA. OnTumuszanus
JOKYMEHTOIIOTOKOB B opranmszauuu. OnrtuMmuzanus BXOASIIUX JOKYMEHTONIOTOKOB. Meron
IPEBAPUTEILHOTO  PACCMOTPEHUsT JTOKyMEHTOB. CoOCTaBIAIOIIME YCIEHIHOCTH METOAA.
OnTumuzanus UCXOASIIUX JOKYMEHTOIIOTOKOB.

CozlaHue KOMIUIEKCHBIX JOKYMEHTOB. JlenerupoBaHue mpaBa HOJIMUCU YacTH JIOKYMEHTOB.
BBenenne u pacmpocTpaHeHne Oe3JOKYMEHTHBIX (opm jaenoBoro oOmieHus. OnTUMH3aLus
BHYTPEHHUX JIOKYMEHTONOTOKOB. MeTo yhpaBieHHs MO OTKIOHEHUsAM. OnTumuzanus
UH(POPMALIMOHHOTO 00eceueH s OpraHu3aluy.

TEMA 4: 'CAOY. YCOP/. Yuuduxanus, popMaauszanus, CTaHAAPTH3ALMS JOKYMEHTA
Uctopus cozmanus ['CHAOY. Beemenune I'C/IOY - rapaHTuss ONTHUMalIbHOCTH pabOTHI ¢
JOKyMEHTaMHd B  OpraHM3aiuu.  YHU(UIMpOBaHHasT  CHUCTEMa  OpraHU3allMOHHO-
pacropsaUTeNbHON AeATeNbHOCTH. YHU(DUKALUSA TeKCTa TOKyMeHTa. Tpu crocoba yHupUKanuu
Tekcra: Tpadaper, aHkera, TaOnuma. TpeboBanus k Tpadapery. TpeOoBaHMS K aHKeTe.
TpeboBanus k Tabauue. @opmanuszanus UHGOpMaALMK B cucTeMe yrnpasieHus. CTaHnapTuzanus
JIOKYMEHTA.

TEMA 5: Oprasnum3anuoHHasi rpynmna J0KyMeHTOB. PacnopsigurenbHas rpynmna
AOKyMeHTOB. CripaBo4HO-MHGOPMALMOHHAA I'PYNNA JOKYMEHTOB.

CucreMa OpraHu3allMOHHO-TIPABOBOM JOKyMeHTanuu. HazHadeHne ¥ COCTaB OpraHM3allMOHHO-
npaBoBoi JokyMmeHTanuu. CocTtaBiieHHe U OpOPMIICHHE OTIENbHBIX BUAOB OpPraHU3alMOHHO-
IIPaBOBBIX JOKYMEHTOB. CHcTeMa pacnopsauTeNbHOM ToKyMmMeHTaunu. HasHadyeHune m cocraB
pacnopsIUTeNbHON NOKyMeHTauuu. [Iponenypsl M3gaHus paclopsaUTENbHBIX JOKYMEHTOB Ha
INpUHIMIIAX eAMHOHadanus. [Ipouenypsl n3nanus pacropsaUTENbHBIX JOKYMEHTOB B YCIOBUAX
KoyieruanbHocTH.  OdopmileHHe pacnopsaUTeIbHbIX JOKyMEeHTOB. CucTeMa CIpaBOYHO-
MH(OPMaLlMOHHON JOKyMeHTanuu. Ha3zHaueHne u cocTaB CcHpaBOYHO-MH(OPMALMOHHON
nokymenTtanuu. CoctaBieHue U 0ohopMIIeHHE CIIPABOYHO-UH(POPMAITMOHHBIX TOKYMEHTOB.



TEMA 6: IIpaBuia odopmiieHusi J0KyMeHTOB. PekBu3utHbiii coctaB nokymenra. 'OCT
6.30-2003.

[Tonstue «pexBu3uT». CoOCTaB PEKBU3UTOB JOKyMEHTOB. biank mokymenta. ®Dopmysp
nokymenrta. [IpaBuna opopmiieHHsI peKBU3UTOB JIOKYMEHTOB: TOCYAapCTBeHHBIH repd PD, repo
cyosekta P®, smOnema opraHm3anmud, KOIbl OpraHH3anuu, Koja (OpMBI JTOKYMEHTa,
HanMeHoBaHue opranuzanuu, MHH, cnpaBounbie 1anHbie 00 OpraHu3aliy, HAUMEHOBAHUE BUIA
JOKYMEHTA, J1aTa ¥ HOMEp JOKYMEHTa, CChIIKA Ha IaTy ¥ HOMEP JOKyMEHTa, MECTO COCTaBJICHHS
WIA W3JaHUs JIOKyMEHTa, rpud orpaHMyeHus JOCTyma K JOKYMEHTy, ajapecar, Tpud
YTBEPXKIEHHUS JOKYMEHTA, DPE3OJIIOIHs, 3aroJIOBOK K TEKCTY, OTMETKa O KOHTpOJIE, TEKCT
JOKYMEHTa, OTMETKa O HaJIW4YUH TPHIOKEHHH, MOANNCh, TIpu( COIJIACOBAHUS, BU3BI
COTJIacOBAaHUS, IeyaTh, OTMETKA O 3aBEPEHUH KONWH, OTMETKa 00 MCHOJHHUTENE, OTMETKa O
HaNpaBICHUU JOKYMEHTa B JeJI0, OTMETKa O MOCTYIUICHHH JIOKyMEHTa B OpraHHU3alHIo,
JJIEKTPOHHBINA HICHTU(PHUKATOP.

TEMA 7: Opranu3anus ciay:x0s1 JOY

Cnyx0a ITOKYMEHTAlMOHHOTO OOeCHeueHHsl ympaBlieHHs B opraHuzanuu. Llens co3maHus
cayx6b1 JIOY. 3amaun ciayxObl JOY. @ynkuum ciayxObl  JAOY. Tunbel cayx6 OV B
Pa3IUYHBIX OpraHM3alusaX. Pacuer konmyecTBa CiiyXkallux U COTPYAHUKOB ¢ kareropueit MOII
B ciryx0e JIOY 11 pa3iaudHbIX KaTeropuil opraHu3aiui.

TEMA 8: TexHoJ10rMu perucTpauvu 10KyMeHTOB

Ilenu w 3amauu co3faHMsl KaHLEISAPUU B OpraHu3aunuu. J(eaornpous3BOJCTBEHHBIE ONEpaluy,
npou3BojuMble B  KaHueiaspuu. IlepBuuHas oOpa®oTka JgokyMmeHTa. Perucrtpanus u
UHJEKCHpoBaHHe JokymeHTta. IloBropHas oOpabGorka moxkymenTta. CmpaBodnas pabora 1o
JnokyMeHTaM. Tekyliee XpaHeHHE JIOKYMEHTOB. PexxuM paOoThl KaHLENspUHM Ha HpUMeEpe
JAHHOTO TojpasaeneHus Bonrorpaackoit odmactHoi agmunucTpanun. Crnenuduka o0padboTku
IIPABUTEIBCTBEHHON U CPOYHON KOPPECTIOHAEHIINH.

[lenu perucrpauuu JOKYMEHTOB B opranu3zanuu. CocTaBisiOIIME MPOLEAYpbl PETUCTPALIUU.
[Toctpoenne UIIC no noxymentam. Tpu tuna UIIC. Kpurepun Bei6opa ontumansaoit UTIC no
JIOKYMEHTaM B OpTaHU3aliH.

TEMA 9: TexH0/JI0THM KOHTPOJISI HCIIOJIHEHUS JOKYMEHTOB

CocraBisitoliie  KOHTPOJISI HCIOJIHEHUs JoKyMeHTa. (CucremMa KOHTpPOJIA HCIOJHEHUS
nokymeHTa. KOHTponb CpOKOB MCHOJHEHHs JOKymMeHTa. KOHTposb KadecTBa HCIIOIHEHUS
nokymeHnTa. KoHTposnbpHast rpymnna kKak 4acTb cinyx0bl JJOY. OyHKIMM KOHTPOJIBHOIN TPYIIIBL.
Opranu3anus paboThl KOHTPOJIBHOM TPYIITEI HA TPUMEPE padOTHl JAHHOTO TOIpa3/IeICHUsI.

TEMA 10: Opranu3zanus cayxo6oii JJOY Tekyuero xpaneHuss 10kymMeHToB. [locTpoenne
HOMEHKJIATYPBI J1eJl.

CuctemMHO€ XpaHEHHE JIOKYMEHTOB - 00s3aTellbHOe TpeOOBaHUE paIlMOHAIBHONW paboThl ¢
JOKyMEHTaMu B opraHuzauuu. Jleno - mnepBUYHBIA JOKYMEHTHBIM Komiuiekc. IlpusHakn
3aBesieHUsl JAeN. TexXHOJOorus co3laHuss HOMEHKIATyphl el B opranuszanuu. HomeHkmatypbl
TUIIOBBIE, TIPUMEpPHBIE W KOHKpeTHble. BBeneHne HomeHknarypbl nen. CTpykTypa
HOMEHKJIaTypbl zAen. HomeHknarypa nen - OOKYMEHT, OO€CTEeYMBAIOLIUI pallOHAIbHBIN
JOKYMEHTOOOOpPOT. ~ ApXMBHOE  XpaHEHHE JOKYMEHTOB. MHdopManuoHHBIE  MOTOKH,
MH(OpPMallMOHHBIE MAaCCUBBI. 3aKOHBI HAKOIUIeHUs1 HH(opManuu B ob1ecTBe. 3akoH Matdes 1o
OTHOILEHHIO K HAKOIUIEHUIO MH(opMaruu B conuyme. DOoHA - cCUCTEeMaTH3UPOBaHHbIM MacCHB.
Tuns! nHGOPMAITMOHHBIX MACCUBOB: apXUB, My3eil, Onbauoreka. X cxo/cTBa U pa3auyus.
BenoMcTBeHHBII apXuB B opraHu3auuu - MH(GopManuoHHbIH (Gona. OpraHuzanus apxuBa B
yupexJieHuu. TeXHOIOorusl CucaHusi OTpabOTaHHBIX JOKYMEHTOB Ha apXHBHOE XpaHEHHE HIIU
Ha YHUYTOXXEHHE. DKCIepTH3a LEHHOCTH JIOKyMeHTa. HekoTopble OCOOEHHOCTH apXUBHOIO
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XpaHeHHus JOKyMeHTOB. CrpaBOYHO-MH(OpPMALMOHHAs paboTa apxuBa. ApXUBHas CIIpaBKa,
apxuBHas konus U T.11. KynbTypHO-IIpocBeTHTENbCKAs paboTa apXHBa.

Ha camocrostenpHyro pabotry cryaeHToB 1o auctumimHe b1.b.21

«I[OKYMGHTaI_[I/IOHHOC

o0OecrieueHHe M JEJIONPOU3BOACTBO B TOCYIapCTBEHHOM M MYHMIIMIIAIbLHOM YIIPaBIECHUN»
BBIHOCSITCS CIICAYIOIINE TEMBbI:

Ne Tema Bonpocsl, BbiHocumbie Ha CPC Ounasn 3aounan
n/n ¢popma ¢opma
1 2 3 4 5
VcTopus pasBuTHs PasBuTtne coBpeMEHHBIX TCXHOJ}OFI/IP'I paboTer ¢ 0 0
JOKyMEHTaMH B TIOCJICBOSHHBIH mepuox 20-ro
Tema 1 | memompom3BOACTBA B
Beka. TeHIeHLIUH pa3BUTHS JIEJIONPOM3BOACTBA B
Poccun (15 — 21 Beka). 21 Bexe.
TpoGemsi pocta OOBeKTHBHBIE IPUYUHBI POCTa JOKyMEHTO000pOTa o o
Tema 2 CyOBeKTHBHBIE IIPUYHHBL pocta
JIOKYMEHTO000pOTAa. J1OKyMeHT00GOpPOTa
Croco0sl o 0
Tema3 | pammonammsammm BBenenne m pacmpocTpaHeHHe O€3J0KyMEHTHBIX
(hopM 1eoBOTO OOIICHHUS.
ACJIOIMPON3BOJACTBA.
I'Caoy. YCOP/I. VYHudukamus TekcTa MOKyMeHTa. Tpu crmocoba 0 0
Yuaudukanus, yHU(UKaIUK TEKCTa: TpadapeT, aHKeTa, TabIHLA.
Tema4 | dopMmanuzanms,
CTaHZapTU3ALNS
JIOKyMEHTa
OpranuzaioHHast OdopmieHre pacrlopsiIUTEIbHBIX JTOKYMEHTOB. 0] (0]
Ipymmna J0KyMEHTOB. Cucrema CIIPaBOYHO-MH(OPMAITMOHHOMH
PacnopsimutenbHas AOKYMCHTALMH.
Tema 5 | rpymnma JOKYMEHTOB.
CripaBoyHO-
nH(pOpMaITMOHHAS
rpynIia JOKyMEHTOB.
IMpaBuna odopmneHns CocraB  pEeKBH3HTOB  JJOKYMEHTOB.  biank 0] 0]
JIOKYMEHTOB. AOKYMCHTA.
Tema 6 | PekBU3UTHBIN cOCTaB
noxymenTa. 'OCT 6.30-
2003.
Tena 7 Opranuzarus ciy 05l Tume! cayx06 JJOY B pa3Iu9HBIX OpraHU3aNNsIX. 0] (0]
JOV.
TexHonoruu Pexxum paboOThl KaHLENSPUHM Ha MPpUMepe JaHHOTO 0 (0]
Tema 8 | perucrpaunuu noApa3aesieHust Bounrorpaackoit obnacTHOM
JIOKyMEHTOB. aJIMUHUCTPALIUH.
TexHOMOruu KOHTPOJIS KontponpHas rpymnma kak vacth ciryx0er JJOVY. (0 (0]
Tema 9 | WCOOJHEHMS DOyHKIMHA KOHTPOJIBHOM IpyMIIbI.
JIOKYMEHTOB
Opranuzanys cayx00i CrpaBovHO-UH(pOpPMAIIMOHHAs ~ paboTa apXwuBa. 0] OoT
JIOV Teky1ero ApxuBHas cCIIpaBKa, apXWBHas KOMUS M T.IL
XpaHEeHHs! JOKYMEHTOB. KynbrypHO-TIpocBeTHTENbCKas paboTa apXuBa.
[Toctpoenne
Tema 10 | HOMEHKIATYpPHI €.

ApXWBHOE XpaHEHHE
JIOKYMEHTOB.
Opranun3zanus ciyx00i
JOY apxuBHOTO
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| XpaHCHHA JOKYMCHTOB.
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4. MaTtepuaJbl TeKyLIero KOHTPOJIS yCeBaeMOCTH 00y4aromuxcs U (pOHI OLleHOYHBIX
CPeaCTB N0 JUCHHILINHE

4.1. ®opMbl MU MeTOAbI TEKYILIEr0 KOHTPOJISA YCHEBAEMOCTH M TIPOMEKYTOYHOM
arTecTalMu.

4.1.1. B xone peammzanuu gucuuiiuabl b1.5.21 «J/lokymMeHTanmonHOE oOecrieueHre u
JEJIONPOU3BOJCTBO B TOCYAAPCTBEHHOM U MYHUIMIAIBHOM YIPABICHUU» HUCHOIB3YIOTCS
cienyronme (opMbl U METOJIbI TEKYIIETO KOHTPOJISL yCIIEBAEMOCTH 00yUYaIOIIMXCS:

Ne n/m HaunMmeHoBaHue TeM (pa3iesioB) Meronp1 Tekymero KOHTpoIs
yCIeBaeMoCTH
Ounas popma
Tena 1 Hcropus pasputus aeaonpouspoacTea B Poccuu (15 — 21 VcTHBIH onpoc
BEKa).
YcTHbli onpoc
Tema2 | IIpoGneMsl pocTa TOKYMEHTOOOOPOTA.
Tema 3 Crioco0bl panroHaIU3aIuH JISIIONMPOU3BOJICTBA. VeIl onpoc
Tema 4 I'CA0Y. YCOP/. Yaudukanus, hopmannzanus, VCTHBIH 0mpoc
CTaHJapTH3AIHS JOKYMEHTa
Opranu3zaliioHHas TpyIa J0KyMEHTOB. VcTHBIH onpoc
Tema 5 PacnopsaurensHas rpynna JokyMeHToB. CripaBo4HO-
WH(GOPMAITMOHHAS TPyITa TJOKYMEHTOB.
[Ipasuna oopmieHwst JOKYMEHTOB. PEKBU3UTHBIN cOCTaB VerHeii onpoc
Tema 6
nokymenta. ['OCT 6.30-2003.
Tema 7 | Opranmzanus cayx6b1 JOY. VCTHBIN 01poc
Tema 8 | TexHONMOTHH PETUCTPAIIH JOKYMEHTOB. VcTHsIi onpoc
Tema 9 | TexHONOrMH KOHTPOJISI NCTIONIHEHUS IOKYMEHTOB VcTHsIi onpoc
Opranusanus ciayxooi JJOY Tekyiiero xpaHeHus VeTHBI onpoc
Tema 10 | AOKYMEHTOB. ITocTpoenne HOMEHKIATYPHI J1e. ApXUBHOE
XpaHeHue ToKyMeHToB. Opranuzanus ciyxooi JOY
ApPXUBHOTO XpaHEHUS JIOKyMEHTOB.

4.1.2. TlpomexxyTo4Hasi aTTecTallds HPOBOAUTCA B (opMe 3adyeTa METOAOM YCTHOIO
OIIpoca M0 MEPEYHIO IPUMEPHBIX BOIIPOCOB U3 11.4.3.

K cnade sxk3ameHa 1o JUCHUIUIMHE JAOMYCKAIOTCS CTYJACHTHI, MOTYYUBIINE HE MeHbIIe 60
O0autoB mpH TeKymied arrectauuMu. IIpm MOArOTOBKE K HK3aMEHY CTYAEHT BHHUMATENbHO
IIPOCMAaTPUBAET BOINPOCHI, MPEIyCMOTPEHHbIE pabodyeil mnporpaMMoON, M 3HAKOMHUTBHCS C
PEKOMEHI0BAaHHOW OCHOBHOM JuTepaTypoil. OCHOBOM A cjaun dK3aMeHa CTYJIEHTOM SBIIAETCS
M3Y4YE€HHE KOHCIIEKTOB O030pHBIX JEKIUI, MPOCIyIIaHHBIX B TE€YEHUE cemMecTpa, HHpopMalus,
NOJIy4EeHHas B pe3yJbTaTe CaMOCTOATENbHOM pabOThl, M MPAKTUYECKUE HABbIKU, OCBOCHHBIE MTPH
BBITMIOJTHEHUH 3a/1aHUM B TEUEHUE CEMECTpa.

4.2. MatepuaJibl TEKyLIero KOHTPOJISI YCIIEBAEMOCTH.

Tema 1 UcTopust pasBuTHs aejonpon3soacTsa B Pocenn (15 — 21 Beka).
Temwt pehepamos:

1. TlousTHe nenonmpou3BOACTBA

2 Bo3HuKHOBEHHUE €T0Mpon3BoAcTBa B Poccnn

3 [IpukasHoe neIonpou3BOICTBO

4 CucreMa KOJJIEKCKOTO JIeTIOMPON3BOICTBA

5 Cucrtema MHHHCTEPCKOTO Aenonpon3BocTBa XIX - Hagama XX BB.

6 Panmonanu3zanus ynpasineHus U genonpounsBojcTsa B 1917 - 1941 rr.

7 YnpagiieHue u JIenonpou3BoacTBo B 1945 - 1990-x rr.

13




8 CoBpEeMEHHEBIH 3TaIl JIEIOMPOU3BOICTBA

Tema 2 IIpo0JieMbI pocTa JOKYMEHT0000pOTA.

Bonpocwi ona ycmnozo onpoca

1. McTopus pa3Butus Aenonpou3BoacTea B Poccuu.

2. CoBpeMeHHbIE TEHACHIINN Pa3BUTHS JOKYMEHTO000pOTA.

3. OOBbeKTHBHBIC U CyOBEKTUBHBIE PUUUHEBI POCTa JOKYMEHTO00O0pOTA.
4. CriocoOBI COKpameHnst JOKYMEHTO000pOTa B OpraHH3aIIHH.

Tema 3 Cioco0b1 pannoHaIM3alMH AeJT0NPOU3BOACTBA.

Bonpocwi ona ycmnozo onpoca

1. KommnonenTsl cucteMbl JIOY, UX B3aMMOCBS3b U B3aUMO3aBUCHMOCTb.
2. [Tapametpsl 3TanonHoi Monenu CJJOY B opranuzanuu.

3. O0ocHOBaHNE 3HAYMMOCTH U HEOOX0JMMOCTH panroHanu3anuu JOVY.

Tema 4 TCAOY. YCOP/. Yuuduxauus, popmaansanus, CTAaHAAPTH3ANNA JOKYMEHTA
Bonpocut ona ycmuozo onpoca

Copeprxkanre OHATHH “YHUPHUKAIMS, ”cTagaapTuianus”’, ~popmamuzanus’.
YHudukanus TeKcTa JOKyMeHTa: aHKeTa, TpadapeT, TadIuIa.

TpadapeTt kak coco0 yHH(DUKAIIUN TEKCTa JOKYMEHTa

AHKeTa KaK croco0 yHU(pHUKAIIMKM TEKCTa JTIOKYMEHTa

Tabmuia kak crmocod yHUPHUKAIIUY TeKCTa JOKYMEHTa

agkrwdE

Tema SOpFaHI/I?.aIII/IOHHaﬂ rpymnmna J10KyMEHTOB. PaCHOI)HIII/ITeJ'[BHaH rpymnmna 10KyMEHTOB.

CnpaBo4Ho-uHGOPMALMOHHAS TPYIIIA JOKYMEHTOB.

2003.

Bonpocul ona ycmnozo onpoca

1. Cucrema opraHu3allMOHHON JOKYMEHTAILIHUH.

2. CucrtemMa pacnopsANTEILHON TOKYyMEHTAIUH.

3. Cucrema nH()OPMAITMOHHO-CITPABOYHON TOKYMEHTAIHH.

Tema 6 IIpaBuia oopmiaeHusi 1I0KyMeHTOB. PexkBu3uTHbIi coctaB fokymenta. 'OCT 6.30-

Bonpocul ona ycmuozo onpoca
1. PexBU3UTHI ynpaBJIeHYECKUX JOKYMEHTOB U MPaBUiIa UX O)OpMIICHHSI
2. IlpaBuia ohopmiieHHsI PEKBU3UTOB 3ar0JIOBOYHOM YacTH
3. IlpaBuia oopmiieHUs] PEKBU3UTOB OCHOBHOM YacTu
4. TlpaBmia opopMiIeHUS] pEKBU3UTOB 0(OPMIISIONIEH YacTu

Tema 7 Opranusanus cayxos1 JJOY.
Temuwt pechepamos:

®DopMeI U cTpyKTYpa ciryx061 JJOY

ITonoxenue o ciayx0e JOY

JomxkHocTHOM cocTaB ciyx0b1 JJOY

JI0JKHOCTHBIE MHCTPYKLIMH

Dopmel U cTpyKTypa ciryx0s61 JJOY

agrwbdE

Tema 8 TexHoJIOrMU perucTpamuu 10KyMeHTOB.
Bonpocul ona ycmnozo onpoca

B uem 3HaueHue perucrpanuu J0KyMEHTOB?

KakoBbI (hopMBI ¥ IOPSIIOK PETUCTPALINU JIOKYMEHTOB?

Kakne MoryT OBbITH MECTa perucTpauuy JOKYMEHTOB?

Heo6xonumel 1 popMbl aBTOMATH3AMH PETHCTPALNH JOKYMEHTOB?
Bormpocsr 1o conepkanuio y4eOHOM TeMBI:

Uro Takoe HAeKcalus JOKYMEHTOB?

Kak oprann3oBath cripaBO4HO-UH(POPMATHOHHYIO pabOTy ¢ JOKyMEHTaMu?
Kakwue GBIBaIOT KypHAJIBI PETUCTPALIUU TOKYyMEHTOB?

NG~ E
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Tema 9 TexHOJIOrHM KOHTPOJISI HCIIOTHEHHSI IOKYMEHTOB
Bonpocwt ona ycmuozo onpoca
1. Kakue 1OKyMeHTBI HEOOXOAMMO KOHTPOJIUPOBATH
2. CpoKH HCIIOTHEHHS TOKYMEHTOB
3. O0o0uicHNe, aHAIN3 U HCTIONB30BaHUE IAHHBIX 00 UCIIONHEHUH JJOKYMEHTOB B YCIIOBHUSX
TPaaUIIMOHHON U aBTOMaTHU3UPOBAHHON TEXHOJIIOTHH 00PaOOTKH TOKYMEHTOB.

Tema 10 Opranmsanuss  cayx6oii  JIOY  Tekymero XpaHeHHUsI JAOKYMEHTOB.
IlocTpoeHne HOMEHKIATYPHI Jel. APXHBHOE XpaHeHHe JOKyMeHToB. Opranuszanus cayxooii JOY
APXMBHOI'0 XpaHEHMsI IOKYMEHTOB.

Bonpocul ona ycmnozo onpoca
[Tonsitue neno”. [lpu3Haku 3aBeaeHus A€
TexHONOTHs CO3aHNsI HOMEHKIIATYpPhl B OpraHU3aLlnH.

Baeapenne HOMEHKIATYpHI A€l

AHanu3 KOHKPETHOM HOMEHKJIATYPbI [IeJl - CAMOCTOSITeIbHAs paboTa.
TexHomorus crimcaHus JOKYMCHTOB B apXHB. 9KCHepTI/I3a LOCHHOCTHU JOKYMCHTOB.
OcobenHoCcTH 0(hOPMIICHHS APXUBHOTO JIENa.

OyHKIMM apX¥Ba B OpraHU3aLuy.

OcobeHHocTH paboThI ¢ apXUBHOM HHpOpManueit

CLoONoGr~WLNE

Bonpocwt ona mecmuposanus:

1. YMmenus: YTBep:KkaeHHe JOKYMEHTOB MPOU3BOIUTCS:

a) MpocTaBjeHUEeM Ipuda Win U31aHUEM CaMOCTOSITEIBHOTO PACIIOPSAUTENBLHOTO aKTa,;

0) moANMCaHUEeM WIIH MTPOCTaBIICHUEM rpuda, WK U3JaHUEM CaMOCTOSTEIBHOIO PACIIOPSAAUTEIBHOTO
aKTa;

B) MPOCTaBJICHUEM rprda Mpu 0JHOBPEMEHHOM M3IaHUU CAMOCTOSITEIEHOTO PACHOPAIUTEIBHOTO aKTa;
T') HOAMKCAaHUEM H TIPOCTaBJIEHHEM Tprda NpH OJHOBPEMEHHOM U3JaHUU CAMOCTOSTEIILHOTO
pacropsAUTENbHOIO aKTa,;

2. 3nanusn:/leonpou3BOACTBO M AOKYMEHTALHOHHOE o0ecrieyeHUue YIpaBJaeHus :
a) pa3IM4aroTCs 00IACTIMH UCTIONIL30BAHNS;

0) UICHTUYIHBIC TTOHSTHUS;

B) pa3lMYalOTCs BUIAMH OIIEPaLUii;

T') pa3nuyaroTcsl MO BUAAM OpPraHU3aIfil, B KOTOPHIX HCIOIB3YIOTCS.

3.JIokyMeHT onpeaesieTcs Kak:

a) 3HaHUA: HOCUTENh HH(POPMALIUH B CUCTEME YIIPABIICHHUS;

0) uHpopMalss Ha MaTepUATBLHOM HOCHTENE C PEKBU3UTAMH, [O3BOJSIONIUMH €
UACHTH(PUIUPOBATE;

B) KaueCTBEHHAsl XapaKTEPUCTUKA YIpaBICHYECKOW HH(pOpMaIIH;

r) CBeACHHMS, OATBEpKAaonre GakT 00bEKTUBHOM NEHCTBUTEILHOCTH.

4. 3nanusi:YuH cekpeTapsi, apXuBapuyca, CTPyKTypa KaHUe/Jsipusi NOSIBUWIMCH B MEPHO/:
a) IPUKA3HOTO JIEJIONPOU3BOICTBA;

0) KOJIEKCKOTO JAETONPONU3BOCTBA;

B) MUHHCTEPCKOTO JeJIONPON3BOICTBA.

5. 3nanusn:lIpuxa3Hoe nesonpousBoacTso B Poccun
a) 16-18 Beka;

0)15 —16 Beka;

B) 15 —17 Bexka;

r)19-20 Bexa.
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6. 3nanus:Kosexkckoe gesionponssoacTso B Pocecnn
a) 19 Bek;
0) 18 Bek;
B) 17 Bek;
r) 16 Bek.

7. Ymenus: OT™MeHa JOKYMeHTA:

a) pacpocTpansercs Ha Oyaymine IOCIeICTBUS TOKyMEHTa,;

0) pacnipocTpaHsieTCs Ha y)Ke HACTYIHBIIHE OCIECTBUS IOKYMEHTA;

B) pactpoCTpaHseTCs Ha OyAyIIHUe U YKe HACTYIUBIINE MTOCIEACTBUS JOKYMEHTA;
T') pacpOCTPaHsICTCs Ha MOTCHIUATIBHBIE MTOCICCTBUS JOKYMCHTA;

8. 3nanus: CBUTKOBOE CTOJIOIOBOE EJIONMPOU3BOICTBO C(HOPMHUPOBATIOCH B IEPHON:
a) MPUKa3HOTO JETOMPON3BOCTBA;

0) KOJIJIKCKOTO JICTIOTPON3BOICTBRA;

B) MHHHCTEPCKOTO JAEIOPON3BOICTBA;

T')UCIIOJIHUTEIBLHOTO JIEIONPOU3BO/ICTBA.

9. Ymenusi: JIokyMeHT0000pOT ompee/sieTcsl Kak:

a) COBOKYIHOCTh B3aUMOYBSI3aHHBIX IPOIICITYP, O0OCCIICUMBAIOIINX IBUKEHHUE JJOKYMEHTOB B
YUPEKICHUH;

0) NUPKYJISAIUS JOKYMEHTOB OpTaHH3aIlUH;

B) JOKYMEHTHI OPTaHU3AIUH, HAXOISIIHUECS B IBUXKECHUU;

T') TOKYMEHTOOOMEH OpTaHW3alliy C BHEITHEeW WH(GOPMAIIMOHHON CPpeoi, 00eCTICUNBAIOIIHIA e
sa¢dexTnBHOE (PYHKIIMOHUPOBAHUE.

10. 3nanus: TeHIeHIITH POCTA JOKYMEHTO000POTA SIBJIAIOTCSI:
a) MO3UTHUBHBIM SIBICHHEM COBPEMEHHOCTH;

6) HETaTUBHBIM SBJICHUCM COBPEMCHHOCTH,

B) HETaTHBHBIM SIBJICHHUCM Pa3BUTHA HUBUIIN3AIIUU;

T') TO3UTUBHBIM SIBIICHHEM Pa3BUTHS [[UBHIU3AIINH .

11.0cHOBHBIE NPUYHMHBI POCTA JOKYMEHT0000POTA ABJIAIOTCH:
a) pauroHANbHBIC, HPPALIMOHAJIBHBI,

0) perynupyemsble, HEpETyIUpYyEMBbIE;

B) OOBEKTHUBHBIMH U CyOHEKTHBHBIMU;

T') HEraTUBHBIE, TO3UTHUBHEIE.

12. 3nanus: O0beKTHBHBIE MPHYUHBI POCTA IOKYMEHT0000poTa
a) GOpPMUPYIOTCSI IO BOJIE U JKEJIAHMIO JIIO/IEH;

0) hOpMUPYIOTCS TIOMUMO BOJH H KEJIAHUS JIHOJIEH;

B) (HhOpMHUPYIOTCS 11O BOJIE TOCCTPYKTYD;

r) GOopMHUPYIOTCS TIO BOJIE TOCCTPYKTYP U JKENaHUIO JIO/ICH.

13. 3nanus:Cy0beKTUBHbIE IPUYHHBI POCTA JOKYMEHTO000pOTA
a) gopmMupyroTcs 6marogaps aIMAHACTPATUBHBIM JIEHCTBUSAM JTIOJCH;
0) hopMHUPYIOTCS 10 BoOJIE CYOBEKTOB rOCYAapCTBa;

B) (hopMHUpYIOTCS 11O BoJIe CyOBEKTOB YIPABJICHUS;

r) GOPMHPYIOTCS O BOJIE U JKEIAHUIO JIIOJCH.

14. Ymenusi: Cioco6oM panHoHaIN3aLUU TOKYMEHT0000pP0TAa MOKHO HA3BaTh
a) METOJ yNPaBJICHHS 110 OTKIOHEHHUSM;

0) KOMMYEeCTBEHHBIN aHATN3 JOKYMEHTOO000POTA;

B) CHTYaTHBHBII aHAIN3 TOKyMEHTO000pOTa;

') KaYeCTBEHHBIH aHaJI13 JTOKYMEHT0000poTa.
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15. Ymenusti: OnTuMu3anus 10KyMEeHT0000poTa B OPraHn3aiii Npu3BaHa
a) 3aMeJUTHTh B COKPaTUTh TOKYMEHTOOOO0POT;

0) cOKpaTuTh JOKYMEHTO000POT;

B) YCKOPHTH JOKYMEHTOO0OPOT;

T) COKPAaTUTh M YCKOPUTH TOKYyMEHTOOOOPOT.

16. Ymenusi: Metoa npeaBapuTebHOT0 PACCMOTPEHHS JOKYMEHTOB NPUMEHSIETC B OTHOLIEHUH
a) BXOJIAILETO JOKYMEHTOIOTOKA,

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) HCXOASIIETO JOKYMEHTOMOTOKA;

T) JIF060ro JOKYMEHTOIOTOKA.

17. Ymenusi: Metoa ynpapjieHUs 0 OTKJIOHEHUAM
a) BXOZSIIETO JOKYMEHTOIOTOKA;

0) BHyTpEHHETO TOKYMEHTOITOTOKA;

B) UCXOJISIIETO TOKYMEHTOIIOTOKA;

T) M000T0 TOKYMEHTOIIOTOKA.

18. Ymenus: PaGora ¢ konpuaeHunaasnoii uHpopMmanneii BKIHOYaET B cedsl:

a) TeXHUYECKUe acteKThl ooecneueHuss KU;

0) TEeXHUYECKUE U HOPMATHBHO-TIPABOBBIE acleKThl ooecrneueHus KU,

B) OpTaHM3allMOHHEIE acnieKThl obecnieueHus KU;

T') TEXHHYECKHE, OpraHn3alllOHHBIE 1 HOPMaTHBHO-TIPABOBBIE acieKThl ooecneueHus KU.

19. 3naHus: ABTOMATH3HPOBAHHBII JOKYMEHTO000OPOT NMPU3BAH HA COBPEMEHHOM JTame:

a) TMOJIHOCTHIO 3aMEHUTH OYMaKHBIH;

0) mpoayOIMpPOBaTh OYMaXKHBIIA,

B) pa3AenuTh ¢ OyMaKHBIM TIOKYMEHTOIIOTOKH (BXOJISIINE, UCXOSIINE, BHYTPCHHHE)

T) pa3fenuTh ¢ OyMaXHBIM HH(OPMAIIMOHHBIE TOTOKH (YaCTh IOKYMEHTOB - JIEKTPOHHBIE, YaCTh -
OyMasKHbIE)

20. YMenusi: OnTuMu3anusi 10KyMeHT0000pOTa B OPraHU3al|H, B lIEPBYIO 04Yepeab, SBJsIeTCs
yHkuueii:

a) pYKOBOJUTEIIS OpTaHU3AIINH;

0) ciryx6s1 IOV

B) BCEX COTPYAHUKOB OpraHU3aLIH;

T') pYKOBOJUTENEH CTPYKTYPHBIX MOJIpa3IeTIeHUN.

21. 3uanus : Cayxoa 1OY, B naeasne, nogUMHAETCS:
a) HaIlpsIMYIO PYKOBOJIUTEIIO;

0) 3aMeCTUTEINI0 PYKOBOIUTENS;

B) Ha4YaJIbHUKY OTJIEJIa KaJpOB;

') HAYJIBHUKY IOPUINYECKOHN CITYKOBI.

22. 3nanusa: Y COP/I saBasiercs:

a) ympaBlieHHEM CHCTEMOI OpraHu3allMOHHOM JeITeNbHOCTH;

0) yCOBEPIIIEHCTBOBAHUEM OPTaHU3AIIMOHHON JIEATEIHFHOCTH;

B) YHH(DUITUPOBAHHON CHCTEMOI JJOKYMEHTOB;

') YHUBEPCAIBHON CHCTEMOM OpraHM3allHOHHO-PACIIOPSANTENEHON TOKYMEHTALUH.

23. 3uanusa:I'CJI0Y — 310

a) rpaKAaHCKas CUCTeMa JOKYMEHTAIIMOHHOTO 00eCTICUeHHsI YIIPaBICHHS,

0) reHepalibHas CCTEMa JIOKyMEHTAIMOHHOTO 00eCIIEUCHUs yIIPaBICHUS;

B) TOCYJapCTBEHHAs CUCTEMA JOKYMEHTAIIMIOHHOIO 00ECIICUCHUS YIIPABIICHUS;

F) TOoC-MYyHUIIUIIAJIbHAA CUCTEMA JOKYMCHTAIMOHHOI'O O6eCHequH$I YIIpaBJICHUAA.

24. Ymennsi: Tpu cnocoda yHnukanum TeKcTa JOKyMeHTAa:
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a) Tpadaper, ankeTa, TabIUIIA;

0) cxema, rpaduk, KaprTa;

B) oneporpamma, ans0om (opm, Mappyrorpamma,
r) TpadapeT, aHKeTa, Tabauua, rpaduk.

25. YMmennsi: TekcT aHKeTHI CENMATUCTHI HA3LIBAKOT:
a) HeCBSI3aHHBIM;

0) pa3opBaHHBIM;

B) aCHHTaKCHYECKUM;

T') COKpAIEHHBIM.

26. 3Hannsa: OpraHu3anHoOHHO-PACHOPS/INTENbHAS IPYNNA JOKYMEHTOB:
a) CyLIeCTBYET B K&KAOH OpraHnu3alii;

0) CyIIeCTBYeT B OpraHax BIacTH U YIPaBICHUSI,

B) CYIIECTBYET B TOCYIAPCTBEHHBIX YUPESIKICHUAK;

T') CYyIIECTBYET B FTOCYJAPCTBEHHBIX U MYHUIIMTIAIBHBIX YUPEKICHHSIX.

27. 3nanus:PeKBU3UTOM Ha3bIBAETCS:

a) 9JIEMEHT JOKYMEHTA;

0) nH(MOPMAITMOHHBIN AIIEMEHT JJOKYMEHTA,

B) HOCHTENb UH(pOpMaHu;

T') BCIIOMOTaTeIbHOE CPEICTBO O(hOpMIIEHHE JJOKYMEHTA.

28. 3nanus:Hocureasimun uHQpopMannm siBJIsIIOTCS:

a) Oymara, IJIacTHK;

0) Oymara, IIIaCTHK, BHJICO, AyTHO - JICHTHI;

B) 1000 MaTepratbHBIN 00BEKT, HA KOTOPOM HaHeCeHa WH(pOpMAIIs;
T) manupyc, nepraMmeHr, Oymara, TiacTuK.

29. Beayiuasi 3ajaya KaHueJIsipum:

a) OpPraHu30BaTh U MOJICPKUBATH JOKYMEHTOOOOPOT B OPraHU3AIIMY 110 €AMHBIM IIPaBUIIaM;
0) mpoBepsAThH PabOTy C IOKYMEHTAMH B OpraHU3alliK U HaKa3bIBaTh 32 HAPYIICHUS;

B) PEKOMEH/IOBATh PYKOBOJUTEIIO CIIOCOOBI OPraHU3aIUU IOKYMEHTO000POTa;

') MAIIUHOMMCHBIC ¥ SKCTICTUIIMOHHBIC ONEPAIHH C TOKYMECHTaMH.

30. YMenus: TexHosorusi perucTpauuy J0KyMeHTOB ObIBaIOT:
a) ICHTPATM30BaHHBIC;

0) LeHTpaTM30BaHHBIE U IEIEHTPATU30BAHHBIE;

B) JIELEHTPAIN30BaHHbBIE;

T') IIEHTPaJIM30BaHHbIE, ACICHTPATN30BAaHHBIE, CMEIIIAHHEIE.

31. Ymenusn: TexHonorusi KOHTPOJIsi HCIOJTHEHUS JOKYMEHTOB MPeINO0JIaraer:
a) KOHTPOJIb Ka4eCcTBa UCIIOJIHEHUS,

0) KOHTPOJIb KAYEeCTBA U CPOKOB HCIIOJTHEHNS;

B) KOHTPOJIb CO3JIaHMsI U OTIIPaBKHU JIOKYMEHTa a/ipecary;

') KOHTPOJIb Pa3peIIeHNs] BOIIPOCOB, OTPAXKEHHBIX B JOKYMEHTE.

32. Ymenns: Onpenenenne MOHITHS «1€10»:

a) Mmarka ¢ IOKyMEeHTaMHU;

0) JOKYMEHTBI, OTHOCSIINECS K OIHOW Ipo0dIieMe;

B) MEPBUYHBII JJOKYMEHTHBII KOMILIEKC, CTPYITIIMPOBAHHBIHN 110 KAKOMY-JTMOO NMPU3HAKY;

T') IEPBUYHBIN JIOKYyMEHTHBIH KOMITJIEKC, CTPYIIMPOBAHHBINA M0 UICHTHYHBIM PEKBU3UTAM JIOKYMEHTA.

33. Ymenusn: Homenkaatypa aei:

a) TOKYMEHT, B KOTOPOM TI€PEUHCIICHBI TJIaBHBIC JIeIa OPTraHu3aIliH;

0) MOKYyMEHT, B KOTOPOM IEPEUNCIICHBI BCE JIeIa OpraHnu3aIlni;

B) IPUMEPHBIN CIIMCOK JeJ, HEOOXOAUMBIX K 3aBEJCHUIO B OpPraHMU3aliH;
T') JOKYMEHTBI, OTHOCSIIIIECS K OJHOH mpobieme.
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34. YMeHnunsi: ApXuBHOe XpaHeHHe IOKYyMEHTOB He00X0AUMO:
a) JUIsl IOBTOPHOT'O UCTIOIB30BAHUS JOKYMEHTOB;

0) U OTYETHOCTH TIEPE]T BHIMICCTOSIIMMU OPTaHU3AIUAMHY;

B) Ha CITy4ail POMaXXH JOKyMEHTa B OPTaHH3aIINH;

T) Ha CITy4ail yrpasaHEeHUs OpraHUu3aIHH.

35. 3nanus: SI3bIK JOKYMEHTOB OTJIMYAET:

a) 00pa3HOCTh M pa3HOOOpa3ne SI3BIKOBBIX CPEIICTB;

0) TOYHOCTB U CY)KEHHE TUana3oHa sS3bIKOBBIX CPEJICTB;
B) HCIOJIb30BaHUE MPOPECCHOHATU3MOB;

T') CIIOJIb30BaHUE JHAICKTH3MOB.

36. HaBbixu: Kakas ¢pa3a HeyMecTHA B TOKYMEHTE H HY:KIA€TCSl B PeTaKTHPOBAHUU:
a) «IMPOCUM YCKOPUTH PEIlICHHE BOIIPOCa...»;

0) «3a HEOOOCHOBAHHBIN MPOTYIL...»;

B) «IIpelicTaBbTe Baliu npeayioskeHus B yKa3aHHbIC CPOKH...»;

T') «<KOHTPOJIb UCTIOJHEHUS BO3JIAraeTcsl. . .»

37. HaBpixn: Opranu3anuoHHasi rpynna J0KyMeHTOB.
a) ycTaB, IOJIOKEHUE, IPaBUIIa, HHCTPYKIIUS;

0) ycraB, IOJIOXKEHHE, TUTaH, HHCTPYKIIUS;

B) YCTaB, OTYET, IPaBUJIA, HUHCTPYKIIHS;

T') ycTaB, NOJOXEHHE, IPaBUiIa, UHCTPYKIIHS, PETIIaMEHT.

38. HaBpiku: PacnopsizuresibHasi Tpynna 10KyMeHTOB.

a) IOCTAHOBJICHHE, PACIIOPSHKEHHE, PELIeHHe, IPUKa3, YKa3aHUe;

0) yka3, IOCTaHOBJIEHHE, PACIIOPSKEHUE, IPUKa3, yKa3aHUe

B) yKa3, IIOCTAaHOBIICHHE, PACTIOPSDKEHHE, PEIICHHE, TPUKa3, yKa3aHHe
I') yKa3, IOCTaHOBJIEHHE, PACHOPSIKEHNUE, peLICHUE, IPUKa3.

39. HaBbiku: CripaBo4yHo-uHGOPMALMOHHAS TPYNIA JOKYMEHTOB.
a) JOKJIa{Hasl 3aIlMCKa, aKT, IPOTOKOJ;

0) moroBop, ciykKeOHas 3aMrcKa, HHCTPYKITHS;

B) CIIpaBKa, yKa3aHue, 3asBICHUE;

T) TelerpaMma, TeneoHorpaMmma, yKa3aHue.

40. HaBpiku: [IpaBuaa ogopmiiennsi peKBU3NTOB, oTpaxenHbie B OCT P 6.30 -2003.
a) HOCST 00s3aTeNbHBIN XapaKTep;

0) HOCSAT peKOMEeHIATeIbHBIN XapaKTep;

B) HOCSIT JMPEKTHUBHBIN XapaKkTep;

T') HOCST PEKOMEHIaTeIbHO-0053aTebHBIN XapaKTep;

41. HaBbixu: Opranusamnus ciay:k00ii JJOY Tekyiero xpaHeHusi 10KyMeHTOB.
a) OHO OCYIIECTBJISIETCS B OTHOIIICHUH HCIIOIHEHHBIX TOKYMEHTOB

0) OHO OCYIIECTBIISIETCS B OTHOIIEHUH HEUCIIOJTHEHHBIX JOKYMEHTOB

B) OHO OCYIIECTBIISICTCS B OTHOIIICHHUH IOKYMEHTOB Ha KOHTPOJIE

T') OHO OCYIIECTBIIICTCS B OTHOIIEHWH TPOCPOUCHHBIX JOKYMEHTOB

42. HaBpixn: [Ipuka3s - 0CHOBHO# pacnopsiIuTeIbHbIH JOKYMEHT B OpraHu3alii. BUIAbI IPUKA30B:
a) TI0 TUTHOMY COCTaBY, ONIEPATHBHON JEATEITHHOCTH;

0) 10 TMYHOMY COCTaBY, XO3IHCTBEHHON JEATEIHHOCTH,

B) KaJpOBBIE, 110 TEKYIICH eI TeITLHOCTH;

T') TI0 JUYHOMY COCTaBYy, OOIIEH NeATEIHHOCTH;

43. HaBbikn: TekCcT aKTa COCTOUT H3:
a) 000CHOBBIBAOIIIEH, KOHCTATUPYIOMIEH, pEKOMEHIYIOIIEH 9acTu;
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0) BBOJIHOH, (paKTHUUIECKOH, pEKOMEHIYIOIICH YacTH;
B) BBOJHOW, KOHCTATHPYIOIICH, HTOTOBOM YacTH;
T') BBOJHOW, KOHCTATHUPYIOIICH, PEKOMEH TYIOIIECH YacTH;

44. HaBpiku: Jlok1agHas u ciry:ke0Hasi 3aNMCKU:

a) B 3HAYUTEIHHON CTEIEHH WICHTUYHBI 110 O(hOPMIICHUIO U CO/ICPIKAHHIO;
0) IPOTHUBOMOCTABICHBI IO O)OPMIICHHIO U COACPIKAHHMIO;

B) 110 0()OPMIICHHUIO COBIAAIOT, ITO0 COAEPKAHUIO IPOTUBOIIOCTABIICHEI,

T') HACHTUYHBI 110 COJIEPIKAHUIO, PA3INIAIOTCS TI0 0(hOPMITCHHUIO;

45. HaBpiku: TpeGoBanust kK 0popMIIEHHIO 00bSICHUTEIbHOI 3aNIHCKH:
a) COCTaBJIIETCS OT IIEPBOTO JINLA

0) coCTaBIsAETCS OT TPETHETO JINIIA;

B) COCTaBJISIETCS OT IPYIIIIBI JIULL;

T') COCTABIISICTCA OT HAPYIIUTEIS AUCIUILIMHBL

46. HaBpiku: TpedoBanus k 0popMIeHHIO MOCTAHOBJICHHS.

a) COIEPKHUT KOHCTATUPYIOUIYIO U PacTIOPSITUTEIFHYIO YacTH;

6) conepkuT 000CHOBBIBAIOLIYI0, KOHCTATHUPYIOIIYIO ¥ PACHIOPSAUTEIbHYIO YacTu;
B) COJIEPKUT Pa3bsICHUTENbHYI0, KOHCTATUPYIOIIYIO M PacIIOPsIIUTENbHYIO YacTH;
T') COIEPKUT 00O0CHOBBIBAIOIIYIO, KOHTPOJIHPYIOIIYIO M PACHIOPSAUTEIbHYIO YacTH;

47. HaBpbiku: TpedoBanusi k oopmiiennio HHGOPMALUOHHO - AHAJIUTHYECKOIH 3aMCKH.
a) HOCUT PEeKOMEHIaTeIbHBIN, HAyIHO-UCCIIeIOBATEIHCKUH, TOSICHSIOIINAN XapaKTep;

0) HOCHT PeKOMEHIATENbHBIH, TTOSICHIAIOIININ XapaKTep;

B) HOCUT pEKOMEH IaTeNIbHBIN, NCCIIeT0BaTEIbCKUN, TOSCHSIONINM XapakTep;

T') UCTIONB3YEeTCs I Tlepeiaud HeoOX0AMMOM HHPOPMAIMH B IIETISIX pa3pellieHUs MPOOIIEMBI.

48. HaBbixu: TpedoBanus k opopMIeHHIO MPOTOKOJIA:

a) YaCTH TEKCTa: BBOIHAS(CITYIIAN - BRICTYTMIN-PELINIIN), OCHOBHAS ;

0) 4acTH TeKCTa: OBECTKA AHSA, OCHOBHAs (CIIyIIaTU-BbICTYIMIN-PELININ);
B) YaCTH TEKCTa: BBOAHAS, IOBECTKA JIHS, CBEACHUS O IPUCYTCTBYIOLINX
T') YaCTH TEKCTa: BBOJHAsL, OCHOBHA (CITYIIATH-BBICTYTHIN-PELIHIIN).

49. HaBpiku: TpedoBaHusi K 0(hoPMIIEHUIO 10TOBOPA:

a) 00s13aTeNIbHOE KOJIMYECTBO YYACTHUKOB CTOPOH — JIBA;

0) 00s13aTeIbHOE KOJIMYECTBO IK3EMILISIPOB — JIBA;

B) 00s13aTebHOE YKa3aHUE OTCHUIOK K 3aKkoHaMm Pd;

T) o0s13aTeIbHOE OQOPMIICHUE PEKBU3UTHOTO MUHIMYMa JIOTOBOPA;

50. HaBpIkH: AHHYJMPOBaHHE JOKYMEHTA:

a) pacrpocTpaHseTcs Ha OyayIIHe IMOCIeICTBUS JOKYMEHTa,

0) pacripocTpaHsaeTcsl Ha y>K€ HaCTYIHBILKE TOCIEICTBHUS IOKyMEHTa,;

B) pacHpoCTpaHseTcsi Ha OyAyIye U y)Ke HACTYIHBIIHE ITOCIEICTBUS JOKYMEHTA;
T') pacpoCTpaHseTcs Ha MOTEHIIMAIbHBIE TIOCIEACTBUS JOKYMEHTA;

Ikana oueHNBaHUA

YcTHBIH onipoc

YpoBeHb 3HaHMI, yYMEHHH M HaBBIKOB O0OY4YaloIIerocs IpU YCTHOM OTBETE BO
BpeMsl TPOBENEHUS TEKYIIero KOHTpoJis ompeaensieTrcss Oammamu B nuanazoHe 0-100 %.
Kputepussmu orieHHBaHUSI TIPY TTPOBEJICHUH YCTHOTO ONPOCa SBJISCTCS JIEMOHCTPAITUS OCHOBHBIX
TEOPETUYECKUX TIOJIOKEHUI, B paMKaXx OCBaWBaeMOW KOMIIETCHIIMH, YMEHHE MPUMEHSTh
MOJTyYCHHBIC 3HAHHWS Ha TIPAKTHKE, OBJIAJICHUEC HABBIKAMUA TPEIBHJCHUS BO3MOXKHBIX
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MOCJIC/ICTBUIM  OMpPENEICHHBIX KOMMYHHKAaTUBHBIX JIEUCTBHM, a TakKe OCYIIECTBICHUS
KOHCTPYKTUBHOTO B3aUMOJEHCTBUSl JIIOJEH C pasHBIMU YOEKIACHUSIMH, KYJIbTYPHBIMHU
LEHHOCTSIMU U COIIUAILHBIM MOJIOKEHUEM.

[Ipy oneHuBaHUM pe3yabTATOB YCTHOTO OIpPOCa HCIONb3YETCA ClEayollas IKaia
OLICHOK:

100% -90% (JleMoHCTpalMs 3HAHHKA OCHOBHBIX TEOPETUYECKHMX IIOJOKCHHH B IIOJIHOM OOBEME.
YMeHHe TPUMEHATh 3HAHUS Ha TPaKTHKe B MojgHON Mepe. CBOOOIHOE BIaJCHHE
HaBBIKAMH aHAJIM3a U CHCTEMAaTH3allMK B BRIOPaHHOM cdepe.

89% -75% |demoHcTpanust OoJbIeii YacTW 3HAHWH OCHOBHBIX TEOPETHYECKUX IMOJOKECHUH.
VYMeHHe NpUMEHATh 3HAHUS HA MPAKTHKE, JOIyCKas NP ATOM HE3HAYUTEIbHBIC
HETOYHOCTH. BraneHne OCHOBHBIMM HaBBIKAMH aHalM3a M CUCTEMaTH3alUH B
BBIOpaHHOU cdepe.

74% - 60% JeMoHCTpalys AOCTATOYHBIX 3HAHWN OCHOBHBIX TEOPETHUECKHUX IMOJOXKEHUU. YMeHue
MPUMEHATh 3HAHMS Ha MPAKTHKE, JOMYCKas Py STOM OmMOKH. BianeHue oTaeapHbIMU
HaBBIKAMH aHAJIM3a M CUCTEMATH3alluK B BRIOpaHHOU chepe.

menee 60% | JleMoHCTpalysi OTCYTCTBUS 3HAHHIM OCHOBHBIX TEOpeTHUYECKUX mojoxkeHuil. He ymeer
MIPUMEHATh 3HAHUS Ha NpakThke. He BlazeeT HaBBIKaMH aHAIM3a U CHCTEMAaTH3allMA B
BBIOpaHHOM cdepe.

TecrupoBanue
VYpoBeHb 3HAHWH, YMEHMH M HaBBHIKOB OOYYAIOUIETOCS IPH YCTHOM OTBETE BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTpOJs ompenensercs Oamwitamu B nuanasone 0-100 %.
Kpurepuem oueHuBaHUS NpH NPOBEJCHUU TECTUPOBAHMUS, SIBISETCS KOJIMYECTBO BEPHBIX
OTBETOB, KOTOpBIC Jaj CTYJISHT Ha Bompockl Tecta. [Ipm pacdere KoimdectBa O0ajuios,
NOJYYEHHBIX CTYJCHTOM 110 HTOTaM TECTHPOBaHHS, HCIIOIb3YyeTCs clenytomas Gopmya:

5=2100%,
0

rae b — xommuectBO 6ann03, MOJIYYCHHBIX CTYACHTOM I10 UTOIraM TECCTUPOBAHMA,;
B — xonmn4ecTBO BEPHBIX OTBETOB, JAHHBIX CTYJCHTOM Ha BOIIPOCHI TECTA;
O — obmiee KOJIMYECTBO BOMPOCOB B TECTE.

IIposepka pedepara
VYpoBeHb 3HAHUN, YMEHMH M HaBBIKOB OOydYarollerocsi Mpu INpoBepke pedepaTa BO
BpeMs TPOBEJCHHS TEKYIIEro KOHTPOJs ompenensercs Oamwrtamu B auamazoHe 0-100 %.
Kpurepusimu oueHuUBaHMsS MpU MpoOBepke pedepara sBISETCS JAEMOHCTpalMs OCHOBHBIX
TCOPCTUICCKUX HOJ'IO)KCHI/Iﬁ, B paMKax OCBanMBaeMoO KOMIICTCHIINH.
IIpu oueHMBaHHMU pE3yAbTATOB YCTHOIO OIPOCAa HCIOJIB3YETCs Cleylolas IIKaaa
OIICHOK:

100% - 90% | Yyammiics IEeMOHCTPHPYET COBEPIICHHOE 3HAHWE OCHOBHBIX TEOPETHUYCCKHX ITOJIOKCHHM, B
paMKax ocBauBaeMOM KOMIIETEHIIUH.

89% - 75% Yyamuiicss JeMOHCTPHUPYET 3HaHWE OOJBIIEH YaCTH OCHOBHBIX TEOPETUUYECKUX TOJIOXKEHHH, B
paMKax OCBanBaeMOM KOMIIETEHIIUH.

74% - 60% Yyamuiicss JeMOHCTPHPYET IOCTATOYHOE 3HAHUE OCHOBHBIX TEOPETHUYECKUX TIOJIOXKEHHWH, B
paMKax ocBanBaeMOM KOMIIETEHIIUH.

MeHee 60%  [Ydamuiicss TeMOHCTPUPYET OTCYTCTBHE 3HAHHMS OCHOBHBIX TEOPETHUECKUX TOJIOXKECHUH, B
paMKax OCBanBaeMOM KOMIIETEHIIUH.

4.3. OueHo4HbIe CPEACTBA AJIS IPOMEKYTOYHOM ATTECTALUM.
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4.3.1. IlepeyeHb KOMIIETEHIMH ¢ YKa3aHHEM 3TanoB UX (JOpMUPOBaHUS B NpoLecce
ocBOeHHs1 00pa3oBaTebHOI nporpamMmbl. Iloka3aTesm U KpuTepUU OLEHUBAHUS
KOMIIETeHIIHH ¢ y4eTOM JTamna ux ()opMupoOBaHHS

Kon
Kon HaunmenoBanune HanmeHoBaHue 3Tana 0CBOEHHS
KOMIIETEeHIIUU KOMIIETEeHIIUU JTarla OCcBOCHHA KOMIIETEeHIIUU
KOMIETEeHIIUU
CnocoOHOCTh IPUMEHSTH
OCHOBBI 3aKOHO/IaTENILCTBA
CrnocoOHOCTh UCTIOJIB30BATh .
N Poccuiickoit @enepanuu,
YK OC-10 OCHOBDI MPABOBBIX SHAHIH B YK OC-10.1.2.1 PErYJIHMPYIOLINX CO3/IaHHE U
pa3nuuHbIX chepax
ESITETBHOCTH OpraHU3aI1I0 XPaHEHUS
JOKYMEHTOB B TOCYIapCTBEHHOM
Y MyHUIMIIAIbHOM YTIPABICHUH
OIIK OC-7.1.1 Crnoco6GHOCTh TPUMEHSTH
CnocoOHOCTh aHATM3UPOBATh U OCHOBHBIC 3aKOHO/IaTEIbHBIE,
TIPUMEHATH HOPMBI HOPMaTHBHO-TIPAaBOBBIC
KOHCTHTYIIHOHHOTO, JOKYMEHTEI
OIIK OC-7 AIMUHUCTPATUBHOIO U U TOCYIapCTBEHHbIE
CITy’eOHOTO NpaBa B CTaHJApTHI, periIaMeHTHPYIOLIE
npodecCHOHANBHOMN cocTaBjeHHe, 0(popMIICHHE U
JeATEILHOCTH OpraHM3aIHI0 PAOOTHI
C IOKyMEHTaMHU
Brnanenune HaBBIKaMU TIOHMCKa, CrnocoOHOCTh aHATM3UPOBATh
aHaJIM3a U UCIOJIb30BaHU COBpPEMEHHOE IIPAaBOBOE,
OIK-1 HOPMATHBHBIX 1 IPABOBEIX OIK-1.12.1 HOPMAaTHBHOE M METOMYECKOE
JOKyMEHTOB B CBOCH peryaupoBaHue
npodecCHOHANBHOM JIETIONPON3BOJICTBA
JeATeIbHOCTH
Brnanenne TexHONMOTHSIMH, Cnoco6HOCTh TPUMEHSATH
IIpUeMaMHu, 00eCIIeINBAIOIINMH MIpaBWJIa JOKYMEHTHPOBAHUS
K-24 OKa3aHHe TOCy/IapCTBEHHBIX U MK-24.11. TIPY OKa3aHUU TOCYAAPCTBECHHBIX
MYHHUIUNAJIBHBIX YCIYT U MYHHIUTAIBHBIX YCIYT
(hU3NIECKUM U IOPUANIECKUM
JIUIIaM
Brnanenue HaBbIKaMu cOopa, Crnioco6HOCTh (POPMHUPOBATH U
00paboTku uMHpOpMALUU U HaNpaBIATh MEKBEIOMCTBEHHBIX
K-26 yuyactusi B MHpOpMaTH3AIMU MK-26.1.1.1 3aIIpOCOB B OPTaHBI
JIESITEIIBHOCTH (opranmuszanun)
COOTBETCTBYIOIINX OPTaHOB
BJIACTH M OpTraHU3aLUH
9Tan ocBoeHUs IToka3aTenn OllCHUBaAHUA KpI/ITepI/Iﬁ OI¢CHUBAHUA
KOMIICTCHIIMHU
— Odopmiser JIOKYMEHTBI B | — Odopmisier TOKyMEHTH B COOTBETCTBUH
COOTBETCTBHM €  TpeOOBaHUAMH | CO CTaHAapTaMHu u TpeGOBaHUAMHU
TpakJaHCKOTO, TPYAOBOTO | 3aKOHOJIATEIHCTBA
3aKOHO/ATEeNIbCTBA poccuickoi | — TIpuMeHsieT Ha MPAKTHKE JEHCTBYIOLIHNE B
benepanun u JIOKaJIbHBIMHM | 00JIaCTH JEeTONPOM3BOJICTBA HOPMATHUBHBIE
HOPMAaTHBHBIMU aKTaMU | MPaBOBBIE AKTHI
YK 0C-10.1.2.1 opraHu3aluu
- JleMOHCTpUpPYET 3HaHHE TPYAOBOIrO | — Buameer npaBUJIaMH odopmieHUs
3aKOHOJIATENbCTBA M MHBIX AKTOB, | KaJpOBOH U yNpPaBICHYECKON TOKYMEHTALUH
COomepiKaluX  HOPMBI ~ TPYAOBOIO | — OmnepupyeT  OCHOBHBIMU  IMOHSTHSMH,
IpaBa OTHOCSILMMHUCS K BOIIpOCaM
JOKYMEHTUPOBaHHUS nHpOpMauU B
TPYAOTPABOBHIX OTHOIICHHSIX
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OIIK OC-7.1.1 — Amnanusupyer coBpemenuoe | -  Ilpumenser [IpaBOBbIE ~ OCHOBBI
IIPaBoOBOE, HOPMAaTHBHOE OpraHu3allii ¥ BEIEHHs IEIONPOM3BOJCTBA
METOINYECKOe peryjaupoBanue | B TOCYIapCTBEHHBIX M MyHMIMIAIbHBIX
JeTIOTIPOU3BOICTBA opraHax
- AHamm3upyeT MeXIyHapoAHble | — BricTpamBaer CTPYKTYPY
CTaHAApPThI Ha NPCICTABIICHUC | MEXTYHAPOIHBIX CTaHJapTOB Ha
KOMOMHHMPOBaHHOM JOKYMEHTALMHU M | MMPEICTABIEHUE KOMOMHUPOBAHHOM
nepenayvy AaHHbBIX JOKYMEHTAIMH U Mepenayy TaHHbIX
— Ilpumenser rocynmapctBeHHble U | — Hcmonb3yeT HOpPMATHBHBIC H MPABOBBIC
MEXAYHApOAHBIC  CTAaHAAPTBI JIOKYMEHTBI B COOTBETCTBHHU CO CIHECIH(PUKOI
AOKYMEHTALIMIO IpoeCCUOHATBHOI AeATENbHOCTH
npodeccroHaNBHO IeaTeIbHOCTH
OIlK-1.1.2.1 - Cocrabnger u  odopmugeT | — CocraBiaseT U 0GOPMISET NOKYMEHTHI B
JOKYMEHTHI B  COOTBETCTBUH COOTBETCTBHH C IPaBHIAMH, B 3aBUCUMOCTH
TpeboBaHusAMU  ['OoCylapcTBEHHOH | oT HasHayeHWs, COOEPXKAHUA U BHAA
CHCTEMBI JIOKYMEHTAIIMOHHOTO | JOKYMEHT
obecrieueHNs ynpaBlICHHs
— Tlopsmox uHGOPMUPOBAHUS — 3Haer crnenupUKy JAOKYMEHTUPOBAaHHS O
NPCJOCTABICHAN  MYHHIUITAIBHOM MPEAOCTABICHUN MYHUIIUNIAIIBHONW YCIYTH
YCITyTH
TIK-24.1.1. - ®opmynupyer NepevyeHb | — 3HaeT OCHOBHBIE XapaKTEPUCTUKU
JAOKYMCHTOB, HEOOXOAUMBIX ISt JOKYMEHTOB, HEOOXOIUMBIX TS
NPEIOCTABICHUS  TOCYIAPCTBEHHOM | mpenocTaBieHUs rocyJ1lapCTBEHHOU
(MyHHIMIIANBHOI) YCIIyTH (MyHHIMIIANBHOM) YCIyTH B 3JIEKTPOHHOM
3JICKTPOHHOM BUJIC BUJIC
— Bnageer HaBelkaMum  BejeHHs | — Beimenser 0coOCHHOCTH NHCEMEHHOTO
JEJIONPOM3BOJCTBA € NpPUMEHEHHeM | MHGOPMHPOBaHHE, OTBET Ha OOpallcHHe
MH(POPMALMOHHBIX TEXHOIOTHI 3aSBHTEIS
— Beigenser 0COOCHHOCTH  HCHMEHHOTO
WHOOPMHUPOBAHUS B paMKaX PacCMOTPECHUS
Kanob TpaKaaH
— Bnaneer HaBbIKaMH cocTaBieHHs | — Brimensger ocoGeHHOCTH (opMHUpOBaHUE
26.1.1.1 u odopmIileHHS] PA3NMYHBIX BHUJOB | ANEKTPOHHBIX  KOMIUIEKTOB  JIOKYMEHTOB,
MK-26.1.1. JIOKYMEHTOB TPaIUIMOHHBIM | COAEP)KAIIMX  3asABIEHUSA  (3alpOCBI) O
CII0COOOM U B 3JIEKTPOHHOM BHIE NPENOCTABICHNS]  T'OCYAAPCTBEHHOW WM
MYHUIUNATBbHON YCIIyTH B hopme
AJIEKTPOHHOT'O JOKyMEHTa
— BeicTpanBaeT COOTBETCTBHE CBEICHHH,
COZIepKAIMXC B DJCKTPOHHOM  oOpase
JOKYMEHTa, CBEICHHSM, COJCpKALIUMCS B
JOKYMEHTE Ha OyMa)KHOM HOCHTEIe
4.3.2 TunoBble OlICHOYHbIE CPEICTBA
Bonpocsl k 3auery:
1. Uctopus pazButus nenonpousBojcTBa B Poccun
2. TlpoGnemsl pocTa JOKYMEHTOOOOpOTa
3. Croco0bl parmoHaIM3aIuH JIOKYMEHTO000pOoTa.
4. TCOAOY. YCOP/H. Yuudukauus, (popmanuzanus, CTaHAApTH3AIMUS IOKyMEHTa
OpranuzanyoHHas Tpynma J0KyMEHTOB.
5. PacnopsiaurenbHas rpymnmna J0OKyMEHTOB.
6. CnpaBouHO-WH(MOPMAIIMOHHAS TPYIA TOKYMEHTOB.
7. TlpaBuna oopmieHuss JOKYMEHTOB. PEKBU3UTHBIN COCTaB TOKyMEHTA.
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8. Opranuzanus cnyxo6sr JIOY

9. TexHoNOruM perucTpaluuu J0KyMEHTOB.

10. TexHOIOTMU KOHTPOJISL UCTIOJIHEHUS TOKYMEHTOB

11. Opranuzanus cinyx60it JIOY Tekymiero xpaHeHus1 JOKyMEHTOB.

12. ApxuBHOE XpaHEHHE TOKYMEHTOB

13. OcobeHHOCTH TEKCTa TOKYMEHTa

14. Jlornueckre OCHOBBI p€aKTUPOBAaHUs JOKYMEHTA

15. JIuHrBUCTHYECKHE OCHOBBI PEJaKTUPOBAHUS JOKYMEHTA

16. MudopmMainoHHbIi aHATU3 TOKYMEHTA

17. Cnoco6s1 yHU(UKAITUN TEKCTA JOKYMEHTA

18. IIpuka3 - OCHOBHOW pacHOPSIANTENbHBINA JOKYMEHT B OpraHU3alun

19. TpeGoBaHus K PEKBU3UTHOMY COCTaBY JJOKYMEHTA

20. TpeOoBanus K OG(OPMIICHUIO OpraHU3AIMOHHBIX JOKYMEHTOB (MHCTPYKIIHS,
MpaBuja  T.I1.).

21. TpeGoBanwust K 0QOPMIICHUIO aKTa.

22. TpeboBanus K 0()OPMIICHHUIO TIPUKA3a.

23. TpeboBanus K OQPOPMIICHHIO PACTIOPSIKCHUS.

24. TpeboBanus K 0(hOPMIICHHIO TeJIe(OHOTPAMMBI.

25. TpeGoBanwust K 0QOPMIICHUIO TUTAHA.

26. TpeboBanus K 0(hOPMIICHHIO OTYETA.

27. TpeboBanus K 0POPMIICHHIO 3asIBICHHS

28. TpeboBanus K 0hopMIIEHUIO JOKIATHON (CITy>KeOHOM) 3aMMCKH.

29. TpeboBanus K 0OPOPMIICHHIO TPOTOKOIIA

30. TpeboBanus Kk 0()OPMIICHHIO JOTOBOpA

31. CyxebHas nepenucka

32. Homenknarypa aen

IIIxana oneHNBaHUA

HpI/I OLICHUBAHUU PE3YJIbTATOB 06y‘IeHI/I$I HCIIOJIB3YCTCA CICAYIOIaA IIKajla OLICHOK!

100% - 90%
(oTMYHO)

OTtarnbl ¢dbopmupoBaHus KOMIIETEHIINH, peIyCMOTPEHHBIE
o0pa3oBaTenbHOI porpamMmoii, copMHpOBaHbl Ha BBICOKOM YpPOBHE.
CBoOosiHOE BJIAJEHME MAaTEpUAIOM, BBIABICHHE MEXIPEAMETHBIX
CBSI3EH. YBCpeHHOG BJIaJACHUC MOHATHHHBIM amnmnaparomM JUCHUIIINHBI.

[TpakTryeckue HaBBIKU npogeccuoHaIbHON JeSITeIbHOCTH

chopMupoBaHbl ~ Ha  BBICOKOM  ypoBHe.  CmocoOHOCTH K

CaMOCTOSITEJIbHOMY HECTaHIAPTHOMY PEIIEHHUIO MPAKTHUECKUX 3aa4
89% - 75% Otanbl ~ KOMIETEHIMH,  NpeAyCMOTpEHHble  00pa3oBaTeIbHOMN
(xopor110) IIPOrpamMmon, c(hopMHPOBaHbI JIOCTaTOYHO. HeranbHOE

BOCTIpOM3BeJeHHE YyueOHOro Marepuana. [IpakThyeckue HaBBIKH
npoPEeCCHOHAIBHOW ~ JEATEIPHOCTH B 3HAYUTEIBHOM  Mepe
chopmupoBanbl. [IpUCyTCTBYIOT HaBBIKU CaMOCTOSTEIHHOTO PEIICHUS
MPAKTUYECKUX 3a]1a4 C OT/ICJIbHBIMU AJIEMEHTAMU TBOPYECTBA.

74% - 60%
(YZIOBJIETBOPUTEITHHO)

Oranbl KOMIIETEHIINH, MIPEAYCMOTPEHHBIE o0pa3oBaTenbHON
nmporpamMmoi, copMHpPOBaHbBI HAa MUHMMAJIBHOM YypoBHe. Hammuwne
MHUHHMAJIBHO JIOITYCTHUMOTO YPOBHS B YCBOGHHMH y4eOHOrO MaTepHala,
B T.4. B CaMOCTOATEIBHOM pEIIEHHWM NPAKTUYECKHUX  33aJ]ad.
[IpakTyeckue  HaBBIKU npopeCcCUOHATTBHON  JAEATENbHOCTH
c(hopMHpOBaHbI HE B MOJIHON Mepe.

MeHee 60%
(HEey/10BJIETBOPUTEINIHHO)

Oranbl KOMIIETEHIINH, MPEyCMOTPEHHBIE o0Opa3oBaTenbHOI
nporpamMmoii, He copMupoBanbl. HeqocTaTouHblli ypOBEHb YCBOCHUS
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MOHATUIHOTO ammaparta W Hajludue (QparMeHTapHBIX 3HAHUH 110
mucruruiiae.  OTCyTCTBHE MHHHMAIBHO JIOMYCTUMOTO YPOBHS B
CaMOCTOSITCILHOM DPEIICHHH MPAaKTUYeCKuX 3ajaad. [IpakTuueckue
HABBIKM MPOQPECCHOHATBHON NIEATEIHbHOCTH HE CHOPMHUPOBAHBI.

4.4. MetoanuecKue MaTepuabl

[Iponienypa olieHMBaHUS 3HAHWM, YMEHWUW, HABBIKOB U (WJIM) ONBITA JEATEIHLHOCTH,
XapaKTepU3YIOMIUX 3Tarbl (OPMUPOBAHUS KOMIETEHIIUN, OCYIIECTBISIOTCS B COOTBETCTBUU C
[Toso’keHHEM O TEKYIEM KOHTPOJIE YCIIEBAEMOCTH M IIPOMEXYTOUHOM aTTECTAallUU CTY/AEHTOB B
®OI'bOY BO PAHXuI'C u PernmamenTom o OauibHO-pEHTHHTOBOM cucTteMe B Bosrorpaackom
MHCTUTYTE ynpasienus - punuane PAHXul C.
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5. MeToanuyecKue YKazaHusd 1J1s1 oﬁy'{amumxca 110 OCBOCHHMI0 JUCHUITJIMHbI

PexoMenganuu mo IVIAHUPOBAHHUIO X1 OpraHu3aliui BpEeMEHH, H606XOL[I/IMOF0 Ha U3y4Y€HUue
AUCHHUIIIMHBI

CTpykTypa BpeMeHH, He00X0IMMOI0 HA U3y4YeHHUe U CUUIIIMHBI

®opMa n3yyeHus: JUCLUIIINHBI Bpewms, 3aTpaunBaemMoe Ha U3y4yeHue
JUMCIUTUIMHEL, %0
N3yuyenue nureparypsl, pEKOMEHA0OBAHHON B 40
y4eOHOil mporpamme
Pewienue 3ana4, NpakTUYECKUX YIIPAXKHEHUN U 40
CUTYallMOHHBIX IPUMEPOB
W3ydeHue TeM, BBIHOCUMBIX Ha 20
CaMOCTOSITEJIBHOE PACCMOTPEHUE
Htoro 100

PexoMeHganmuy mo moaroToBKe K NMPaKTHIE€CKOMY (ceMnHapcm)My) 3AHATHIO

[IpakTHyeckoe (CEMHHApPCKOE) 3aHATHE - OJHA W3 OCHOBHBIX (HOpPM OpraHH3aIHU
y4eOHOro mpolecca, IMpeJICcTaBisonas co00il KOJUIEKTUBHOE OOCYXKIEHHE CTYACHTaMH
TCOPCTUUCCKHUX W MPAKTHUYCCKUX BOIPOCOB, PCHICHUC IMPAKTUYCCKUX 3aJad 10 PYKOBOJICTBOM
npenojanatesns. OCHOBHOH LEJIbIO MPAKTUYECKOrO (CEMMHAPCKOI0) 3aHATHS SBIISETCS POBEPKa
FJIY6I/IHI)I IMOHUMAaHHUA CTYyACHTOM 1/13y11aeM0171 TEMBI, yqe6H0r0 MaTcpuajia 1 YMCHHA U3JIOKUTH
€ro cojep)KaHhe SICHBIM M YETKHUM S3BIKOM, DPa3BUTHE CAMOCTOSTEIbHOI'O MBIIUICHUS U
TBOPUECKON aKTMBHOCTM Yy cryaeHTa. Ha mnpakThueckux (CEMUHApCKHUX) 3aHATHIX
OperonaraeTcss paccMaTpuBaTh HanOosee BaXKHbIC, CYIIECTBEHHBIE, CIIOKHBIE BOIPOCHI
KOTOpBIE, HauboJjee TPYyAHO YCBAauBaKOTCA CTyieHTaMu. [Ipyu 3TOM roTOBUTHCS K IPAKTUYECKOMY
(ceMUHApCKOMY) 3aHATHIO BCErJa HYXHO 3apaHee. [loAroroBka K MPakTHYECKOMY
(ceMrUHAPCKOMY) 3aHATHIO BKJIIOYAET B CEOsI ClIeayroIIee:

- 00s3aTe’IbHOE O3HAKOMJIEHHE C IUIAHOM 3aHATHUS, B KOTOPOM COJEpIKaTcsi OCHOBHBIE
BOTIPOCHI, BEBIHOCHMBIE Ha 00CYXICHHE;

- U3y4yeHHE KOHCIIEKTOB JIEKIMH, COOTBETCTBYIOIIMX pa3ieiioB y4eOHUKA, y4yeOHOTro
HOC06I/I5[, COACPIKAaHUA PEKOMCHAOBAHHBIX HOPMATUBHBIX IMPAaBOBLIX aKTOB,

- paboTa ¢ OCHOBHBIMU TEPMHUHAMH (PEKOMEH/1YEeTCS UX BBIYUUTh);

- HW3Y4YCHHUC HOHOHHHTCHBHOﬁ JATCPATYphl MO TEME 3aHATHUA, ACJIasd IPH 3TOM
HE00XO0/IMMBbIE BBIITUCKHU, KOTOPBIE MOHA004TCS IPH 00CYKJICHUN Ha CEMUHAPE;

- (opMyIupOBaHUE CBOEr0 MHEHMS MO Ka)KJOMYy BONPOCY U apryMEHTHUPOBAHHOE €ro
000CHOBaHUE;

- 3allMCh BO3HHUKILIHX BO BPEMsI CAaMOCTOSITENIbHON paOOThl ¢ ydeOHMKaMU U HAy4YHOUH
JUTEPATyphl BOIIPOCOB, YTOOBI 3aTEM Ha CEMUHAPE MOJIYyYUTh Ha HUX OTBETHI;

- oOparieHue 3a KOHCYJIbTallel K MpenoiaBaTento.

[IpakTuyeckne (CeMHMHAapCKHe) 3aHATUS BKIIOYAIOT B ce0d M CIEHUAIBHO
MOJIFOTOBJIEHHBIE pedepaThl, BHICTYIUIEHHS] N0 KaKOH-TMOO CIOKHOM MM 0CO00 aKTyanbHOU
npobieme, perienue 3a1a4. Ha npakTiuueckoM (CeMUHAPCKOM) 3aHATHH CTYACHT IPOSIBIISET CBOE
3HaHWE TpeIMeTa, KOPPEKTUpYyeT WH(OpMaIUio, MOTYyYEHHYIO B TPOIECCE JICKIMOHHBIX W
BHEAYJAUTOPHBIX 3aHATUH, GOPMUPYET ONpeeNeHHbIH 00pa3 B IN1a3ax MpernojaBaress, HoayJyaer
HAaBBIKM YCTHOM pE€YM U KYJIbTYPBI TUCKYCCHH, HABBIKH IIPAKTUYECKOTO PEIICHUS 3a/a4.

PCKOMeHHaIII/II/I M0 H3YYCHUI0O METOAUYECCKUX MaTEPpUAJIOB
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Meroanueckue Marepuaibl IO JIUCHUIUIMHE TIO3BOJIAIOT CTYIEHTY ONTUMAaJIbHBIM
00pa3oM OpraHM30BaTh MPOIIECC H3YUCHHS JAHHOU TUCHIUTUIMHBL. MeToaudecKkne MaTepraibl 1Mo
JTUCITUTIMHE TPHU3BAaHBI MMOMOYbL CTYJAEHTY MOHATH CHENU(PHUKY HM3ydaeMOro marepuaia, a B
KOHEYHOM HUTOTE€ — MAaKCHUMaJIbHO TOJHO M KayeCTBEHHO €ro OCBOUTh. B mepByro ouepein
CTYJIEHT JIOJDKEH OCO3HaTh MpEeAHa3HAYCHUE METOJUYECKUX MATEpUaJOB: CTPYKTYpYy, LEIH U
3amaun. J[Js 3TOro OH 3HAKOMHTCS C MpeaMOyJioi, OTVIABJICHHEM METOJIUYECKUX MaTEpHAIOB,
roBOps MHAYe, OCYIIECTBISET IEPBUYHOE 3HAKOMCTBO C HUM. B pasnene, mocBsilleHHOM
METOJMYECKUM PEKOMEHJAIMAM [0 HW3YYCHHUIO JAUCIUIUIMHBI, TPUBOMAATCS COBETHI IO
TUTAHUPOBAHHIO U OPTAHHU3AIMH HEOOXOAMMOTO JUIS H3yYSHUS JUCIUILTUHBI BPEMEHH, OIMCAHUE
MOCJICIOBATEILHOCTH  JACHUCTBUH  CTyleHTa  («CIEHApUH  W3y4YEHUs  JUCHUILIIUHBIY),
PEKOMEHIAIMU 0 padoTe ¢ JUTEPATypOl, COBETHI MO MOJATOTOBKE K dK3aMEHY M Pa3bsICHEHUS
10 MOBOJY pabOTHl C TECTOBOW CHCTEMOH Kypca M HaJl JOMAIIHMMH 3aJaHusMH. B 1emom
JaHHBIE METOJWYECKUE PEKOMEHIAIMK CIIOCOOHBI  OOJIErYWTh HW3YYCHHE CTYACHTaMHU
JUCLUIUIMHBI W TOMOYh YCIENIHO CcAaTh »JK3aMeH. B pasxgene, coaepkameM ydeOHO-
METOJMYECKUE MaTepUalbl TUCUUIUIMHBI, COJAEPKaHUE MPAKTUUECKUX 3aHSITHH MO JAUCIUILUIUHE,
CJIOBapb OCHOBHBIX TEPMHUHOB JUCITUTIIMHBI.

PexoMeHnganmu mo caMocToATEIbHON padoTe CTY/AeHTOB

HeorbeMieMbIM 37€MEHTOM YYEOHOTO Mporecca SBISETCS CaMOCTOSITeNIbHAs paboTa
ctyneHta. Ilpu camocTosiTenbHONH paboTe IOCTHraeTcsi KOHKPETHOE YCBOGHHE Y4eOHOTO
MaTepuaia, pPa3BUBAIOTCS TEOPETUYCCKUE CIOCOOHOCTH, CTOJb BAXKHBIC JJISi COBPEMEHHOMN
MOJATOTOBKU CMEUUATUCTOB. DOPMBI CAMOCTOATEIHHOM pPabOThl CTYACHTOB IO JUCIHILTHUHE:
HAIMCaHWe KOHCIIEKTOB, MOJTOTOBKAa OTBETOB K BOIPOCaM, HamMcaHue pedeparoB, pelicHHe
3aJa4, UCCIIeJoBaTeNbCKas paboTa, BEIIOTHEHNE KOHTPOIBHOU PabOoTHI.

3amaHus U1l CaMOCTOSITENIbHON PabOThl BKIIFOYAIOT B CEOS KOMIUICKC aHATMTHYCCKHUX
3aJJaHUil BBINIOJIHEHUE, KOTOPBIX, MpPEIIoiaraeT TIIATeIbHOE H3yueHHE HAYYHOH U Y4eOHO
JATCPATYpPhbl, MNCPUOINYCCKUX HSHaHHﬁ, a TaKXE 3aKOHOAATCIbHBIX W HOPMAaTUBHBIX
JOKYMEHTOB IpeajaraeMeix B 11.6.4 «YueOHas nuTeparypa M pecypchbl HH(OpPMAIMOHHO-
TEJIEKOMMYHUKAITHOHHOU CeTu "Untepuer", y4e0HO-METOIMYECKOE obecrieueHue
CaMOCTOSITENIbHOM paboThl OOydaroumxcs MO AWCHUILTAHE». 3aJaHus NPEAOCTaBISIFOTCS Ha
IIPOBEPKY B II€YaTHOM BUJIE.

Pexomenmanuu no paéore ¢ JiuTepaTypoii

[Ipn usyueHun Kypca y4yeOHOM AMCUMILIMHBI 0COOO€ BHHMaHHUE clieyeT oOpaTUTh Ha
PEKOMEHIYEMYIO0 OCHOBHYIO M JIOTIOJIHUTEIBHYIO JIUTEPATYPY.

BaxHBIM 37IEMEHTOM MOATOTOBKHU K CEMHHAPY SBISIETCS TITyOOKOE M3ydeHHEe OCHOBHOW U
JIOTIOJTHUTEIBHOM JINTepaTypbl, PEKOMEHI0BAaHHOM 10 TeME 3aHATHS, a TAK)Ke IEPBOMCTOUYHHKOB.
[Tpu 3TOM 1MOJIE3HO MPOUYUTAHHYIO JIUTEPATYPY 3aKOHCTIEKTHPOBATh. KOHCIEKT OIKEH OTBEYaTh
TpeM TpeOOBaHUAM: OBITh COJEpPXKATENbHBIM, IO BO3MOKHOCTHM KpAaTKUM U TPAaBUIIBHO
0(hOpMIICHHBIM.

ConeprkaTenbHBIM €0 CelyeT CYUTATh B TOM CJIydae, €ClIM OH MepeJaeT BCe OCHOBHBIE
MBICIH aBTOPOB B IIENIOCTHOM BHJe. M3JIOXKHUTH TEKCT KpaTKO — O3TO 3HAYUT TMepenarb
coJepKaHWe KHUTH, CTaThM B 3HAYMTEIbHON Mepe cBouMHu cioBamu. Ilpu 3ToM cremyer
NPUIEPKUBATHCS TIPABHJIA - 3aIMCHIBATH MBICTH aBTOpa pabOTHI JIMIIL TOCIE TOTO, KaK OHa
XOpOIIO MOHATa. B TakoM ciydae mocTtaBieHHas 1efb OyaeT HocTuruyTa. LlutupoBats aBTOpOB
u3y4aeMbIX paldoT (C 00s3aTeNbHON CCHUIKOM Ha MCTOYHMK) CJIENyeT B TeX ClydasiX, €Clid Hajo
3aMMChIBaTh OYEHb BAXKHOE ONpE/IETICHNE HITH MOJI0KEHUE, 000010l BEIBO/I.

Baxno u BHemnHee ohopMIIeHHE KOHCIIEKTa. B ero Havyane Hajo yka3aTth TEMY CeMHUHApa,
JlaTy HaIllMCaHUs, Ha3BaHUS JIUTEPATYPHBIX HCTOYHUKOB, KOTOPbIE OYAYT 3aKOHCIIEKTUPOBAHBI.
['myGokast camocTosaTenbHast paboTa HaJl HUMUA 00ECTICUUT YCTIEITHOE YCBOSHUE U3YIaeMOn
JUCLUTUIMHBL.
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OpHMM W3 BaXHEMIIMX CPEICTB CEPHE3HOIO OBJAACHUA TEOPUEW  SBISAETCS
KOHCREKmupoeanue nepeoucnoyHuKos.

Jliis cocTaBiieHUs] KOHCIIEKTA PEKOMEHIyeTCsl CHayalla IPOYUTaTh paboTy LIETUKOM, YTOOBI
YSICHUTB €€ OOIIHi cMbICI U coaeprkanue. [Ipu 5ToM MOKHO c/iefiaTh IOMETKH O €€ CTPYKType, 00
OCHOBHBIX IIOJIO)KEHUSIX, BBIBOJAX, HAAO CTaparbCsi OTIMYaTh B TEKCTE OCHOBHOE OT
BTOPOCTEINEHHOT'0, BHIBOJIBI OT apI'YMEHTOB U JI0Ka3aTeNbCTB. ECM ecTh HeMOHATHBIE CII0Ba, HAJI0
B SHIUKJIONEMYECKOM CIOBape HANTH, YTO 3TO CIOBO 0003HAYaeT. 3aKOHYMB YTeHHe (maparpada,
[JIaBbl, CTaThU) HAAO 3a/JaTh cebe BOMpOCHl Takoro pona: B uem rmaBHas mbicnb?  KakoBbl
OCHOBHbIE 3BEHbsl JOKa3zarenbcTBa ee? Uro BbITekaeT M3 yTBepxkaeHuM asropa? Kak 3t0
COIJIaCyeTCs ¢ TeM, UTO YK€ 3HAeTe O MPOUYUTAHHOM U3 IPYTUX UCTOYHUKOB?

SlcHOCTP M OTYETIMBOCTH BOCIHPHUATHS TEKCTa 3aBUCUT  OT MHOIOIo: OT
COCpPEIOTOYEHHOCTH CTYAEHTa, OT TEXHUKH UTEHHUs, OT HACTOMYMBOCTH, OT SPKOCTU
BOOOpaXeHUs!, OT TEXHUKU (PUKCHPOBAHUS MPOYUTAHHOTO, HAKOHEII, OT 3PYIUIMU — OOIIeH U B
KOHKPETHO paccMaTpuBaeMoi mpooiieme.

Pe3ynbrarom nepBoHa4albHOTO YTEHUS JIOJIKEH OBITh IPOCTON MIAH meKcma u Yemkoe
npeocmaenienue 0 HeACHBIX Mecmax, OTMEUYCHHbIX B KHure. [locie mnpeaBapuTeNnbHOTO
03HAKOMJICHHUS, [P TIOBTOPHOM YTEHUHU CIEAYET 6blOEIUNb OCHOGHbBIE MBICIU A6MOPA U UX
pa3BUTHE B MPOU3BEACHUU, OOPATUTh BHUMAaHHE HA OOOCHOBAHHE OT/EIbHBIX MOJOKEHUH, Ha
MeTonsl W (OpMBI JOKazaTelbCcTBA, Hambosiee spkue TNpuMepsl. B xome 3Toil paboOThI
OKOHYATEJIbHO OTOMpaeTcss MaTepuan JUisl 3alUCH U OINpEAeNsieTcsl €€ BUI: MJIAH, Me3UCHl,
KOHCneKm.

[Inan 3T0 KpaTKuii, MOCIEI0BATENbHBIN NEepeYyeHb OCHOBHBIX MBICIECH aBTOpa. 3aIuch
IIPOYUTAHHOIO B BUJI€ TE3UCOB — 3HAUUT BBISIBUTH U 3aIMCATh ONOPHBIE MBICIH TeKCTa. PazHuna
MEXy IUJIAHOM W Te3UCaMH 3aKJII0YaeTcs B CIEAYIOIIEeM: B IUIAHE MBICIh Ha3bIBaeTCs (CTaBb
BCErzia BOINPOC: O 4YEM TOBOPHUTCS?), B Te3ucax — (popmyiupyercss — (4TO UMEHHO 00 3TOM
roBopuTcs?). 3amuch OIMOPHBIX MBICTAEH TeKcTa BakKHA, HO TMOJHOTO MPEACTaBICHHUS O
IPOYMTAHHOM Ha OCHOBaHUM MOJOOHOM 3amMCH HE COCTaBUIlb. Ba)kKHO OCMBICINUTD, KaK aBTOP
JIOKA3bIBAa€T CBOIO MBICIIb, KaK YOEXJaeT B HCTUHHOCTH CBOMX BBIBOJOB. Tak BO3HHKAET
KoHCHeKT. dopMa 3amucu, Kak Mbl YK€ OTMETHIIH, YCIOXHSIETCS B 3aBUCHUMOCTH OT Lieei
paboThI: TJIaH — 0 YeM?; Te3UChl — 0 4eM? YTO UMEHHO?; KOHCIEKT — O 4eM? 4TO HMEHHO? Kak?

KoHcnekt 3T0 KpaTkoe mocienoBaTeNbHOE H3JI0KEeHHe coaepxkanus. OCHOBY ero
COCTaBISET IUIaH, TE3UChl M BBINUCKU. HenocTtaTkM KOHCIEKTHPOBAHMS: MHOTOCIIOBUE,
LUTUPOBAHUE HE OCHOBHBIX, a CBSA3YIOUIMX MBICIEH, CTPEMIIEHHE COXPAHUTh CTHIMCTUYECKYIO
CBSI3aHHOCTh TEKCTa B yIIepO ero joruyeckoi crpoitHocTH. IIpucTynaTh K KOHCIIEKTUPOBAHUIO
HEOOXOJUMO TOr/a, KOIJa CJIOXWJINCh HAaBBIKM COCTAaBJICHHS 3allMCH B BHJIE Pa3BEPHYTOrO
MoJIpOOHOTO IJIaHa.

dopmMa 3anmucu TpU KOHCIEKTHUPOBAHWU TPeOyeT 0COOOTr0 BHHMAHHS: BAXKHO, YTOOBI
COOCTBEHHBIC YTBEPXKICHUS, Pa3MbIIUICHUS HAJ MPOYUTAHHBIM, YETKO OTACISUINCH MPHU 3aIUCH.
PasymHee BBIHOCUTH CBOM NMOMETKHM Ha IIUPOKHE IMOJIs, 3alKChIBAaTh HA HUX JOTOJHUTEIbHBIE
CIpaBOYHBIE JJaHHbIE, [IOMOTAIOIME YCBOSHHUIO TEKCTA (JaTa cOObITHS, YIIOMSHYTOTO aBTOPaMHU;
CBEJICHMSI O JIMLe, HA3BaHHOM B KHUI'€; TOUYHOE coJiep>kaHue TepMuHa). Ecinu KoHcnekTupyercs
TEKCT BHYIIUTEIHHOTO 00beMa, HE0OXOJUMO YKa3bIBaTh CTPAHUIIBI KHUTH, KOTOPHIE OXBATHIBAET
Ta WJIM WHAS YaCTh KOHCIEKTA.

s ynoGcTBa MONB30BAHHUS CBOMMH 3aMUCSIMH Ba)KHO O3arjaBUTh KpPYIMHBIE YacTH
KOHCIIEKTa, MOAYEpKHUBasi 3aconoexku. ClenyeT NOMHUTh O Ha3HAYEHUU KpPacHOM CTpPOKH,
CTPEMUTHCS K YeTKOH Tpaduke 3amuceil - ycTynmamH, KOJOHKaMH. V3maraTh TTIaBHBIE MBICIH
aBTOpa M HX CHCTEMY apryMeHTOB - HEOOXOJHMMO TPEUMYIIECTBEHHO CBOMMH CJIOBAMHU,
nepepabarbiBasi TakUM 00pa3oM HMH(OpMAIMIO,— TaK NMPOXOJUT YSICHEHUE ee CyTH. MBICIb,
¢dpa3bl, TOHATHIC B KOHTEKCTE, MOTYT NMPHOOpecTr 0oJiee MpOoCTpaHHOE M3JI0KeHHE B 3amucu. Ho
TEKCT OpPUTHHANIA CBEPTHIBACTCSA, U CTYACHT, OTpabaThiBas JIOTUYECKOE MBIIIICHUE, YYUTHCS
BBIIETISATh TJIaBHOE M 0000IIaTh OJHOTUITHBIE CYXACHMs, olHOpoaHble (akTel. Kpome Toro,
Jienasi 3acy CBOMMH CIIOBaMH, 0000111ast, CTYACHT YYUTCS MUCbMEHHON peyH.
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3HaHue 00IIeH CTpaTeruy YTEHUS, TEXHUKHA COCTABIICHUE TUTAHA U TE3UCOB OMPECIIseT U
TEXHOJIOTHIO KOHCTIEKTUPOBAHUS

e BuumartenbHO 4YMTaTh TEKCT, MOMYTHO OTMEYasi HEMOHSATHBIE MECTa, HE3HAKOMBIC
TEPMUHBI U TIOHATUS. Boitnucame na nona 3HaueHrie OTMEUCHHbBIX TTOHSTHIA.

e [Ipy mepBOM YTCHHH TEKCTa HEOOXOJUMO COCTaBUTh €r0 HPOCHON hlaH,
MOCJIEA0BATEIbHBIN IEPEUYCHb OCHOBHBIX MBICJIEN aBTOpA.

e [Ipu NMOBTOPHOM YTEHUH TEKCTAa BBIICIATH CUCHIEMY O0O0KA3AmMenbCme OCHOBHBIX
MOJIO’KEHUH pabOoThHI aBTOPA.

e 3aKIIOYMTENBHBIA dTam pabOTBl C TEKCTOM COCTOUT B OCMBICIICHHH paHee
OTMEYEHHBIX MECT M UX KPAaTKOM MOCIEI0BATEIbHOMN 3aMHCH.

e [Ipu KOHCHEKTUPOBAHUU HYKHO CTPEMHUTHCS GbIPA3UMb MbICIb AGMOPA CEOUMU
coeamu, 3TO IOMoraet 0oJjee ry0OKOMY YCBOCHHUIO TEKCTA.

e B pamkax paboThl HaJa TICPBOMCTOYHUKOM BAXKECH YMEIbId omoOop uumam.
Heo6xoauMo yuuThIBaTh, HACKOJIBKO SPKO, OPUTHHAIBHO, CKATO U3JI0KEeHa MbIcb. L{lutupoBath
HEO0OXOIUMO T€ CYXJCHHs, Ha KOTOpPbIE BIOCIEICTBUM BO3MOXKHA CChUIKA KaK HA aBTOPUTETHOE
W3JI0KEHUE MHEHUS, BBIBOIA 10 TOMY WM HHOMY BOIIPOCY.

Koncnektuposath 11e5ecoobpa3Ho He Ha OTACTBFHOM JIUCTE, a B OOIICH TeTpaau Ha OJTHOU
crpanutie jmcra. OOOpOTHAsh CTOpPOHA JIUCTA MOXKET OBITh HCIOJIb30BaHA ISl JIOTIOJHEHHH,
HEOOXOMMOCTh KOTOPBIX BBIICHUTCS B JAajibHelmieMm. [Ipy KOHCIEKTHPOBAHUU JIUTEPATyphl
CJIETyeT OCTaBUTh LIMPOKUE IOJISI, YTOOBI 3amucaTh HA HUX IUIaH KoHcrekTa. [lonst MoryT ObITh
WCITIOJIb30BaHBI TAKXKE JUIS 3alMCH CBOMX 3aMEUaHHi, TOMOIHEHHH, BoripocoB. [Ipu BeicTyIIIeHUN
HAa CEMHHAape CTYJIEHT MOXET T[O0Jb30BaThCs CBOMM KOHCIIEKTOM I IIUTUPOBAHUS
MEPBOMCTOUHNKA. Bce yuacTHHKH 3aHATHS BHUMATEIBHO CIYIIAIOT BHICTYIUICHHUS TOBapHUIIEH IO
rpynmne, OTMEYAIOT CIOPHBIE WIM OMIMOOYHBIE TIOJOKEHUSI B HHUX, BHOCAT IOMPABKH,
MIPEJCTaBIISIOT CBOM pEIlieHUs] U 000CHOBaHUS 00CYXIaeMBIX MPOOIIEM.

B xon1e cemMunapa, Korja npernojaBareiab 3aHsATUS TOABOJAUT UTOTH, CTYJEHTHI C y4€TOM
pPEKOMEHIalMii MpenoiaBaTeNsi U BBICTYIUICHUN COKYPCHUKOB, JOMOJHSIOT WM HCIPABISIOT
CBOM KOHCIIEKTHI.
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6. YueOHas 1uTepaTypa u pecypcbl HHPOPMAIMOHHO-TeIeKOMMYHUKALIMOHHOM CeTH
"UHTepHeT", yueOHO-MeTOAHYECKOE 00eceueHne CaMOCTOSATEeIbHOI padoThI
o0y4aromuxcs 1Mo JMCHUIIIHHE

6.1. OcHoBHas JIMTEepaTypa

1. Kysnenos 1. H. JlokymeHTalmoHHOE obecrieueHue YIIpaBICHUSA U
Jenonpou3BoicTBo: yueOHuk3n-so KOpaiit; U] FOpaiit 2012

2. Kysuenos N.H. Jlenornpoun3BoAcTBO: yueOHO-cripaBoyHOE nmocodue.-460 c. Jlamkos
uK 2014

3. Ulysanosa H. H. OCHOBBI IETIONIPOU3BO/ICTBA. SI3BIK CIYKEOHOTO JOKYMEHTa

y4eOHHUK M TPAKTUKYM JIJIs akaJieMUdeckoro Oakanaspuata / moa oour. pea. H. H. IllyBanoBoii. -
M.-375c. HOpaiir2016

6.2. JlonoTHUTEIbHAS JIUTEpPaTypa

1. Jlonyxos H. B. ABTOMaTH3UPOBAHHBIE CHUCTEMBI 3JIEKTPOHHOTO
JIoKyMeHTooOopora: yued. mocodbue Bonrorpan: Uzn-so ®I'OY BIIO BAI'C 2011
2. Kysnuenos 1.H. Henonpoun3BoicTBO: yueOHO-cipaBouHoe nocodue JamkoB u K
2014
3. I'punbepr A.C. u ap. JIoKyMeHTaIlMOHHOE obecrieueHHe yIpaBICHUS

[DnexTpoHHbIi pecypc]: yueOnuk.— 392 ¢. M.: KOHUTHU-JJAHA 2012

6.3. YueOHO-MeTOauYeCKOe oDecriedeHrne CAMOCTOSITe/IbHOI padoThl.
1. Poroxun M.IO. CrpaBoYuHUK 10 JEJIONPOU3BOACTBY [DneKTpoHHBII
pecypc]: yueGHO-cIipaBoyHOE ocoOue M.: Octummmadopm 2011

6.4. HopmaTuBHbIE NPABOBbIE JOKYMEHTHI.

1. ®epepanbubiii 3akoH 0T 10.01.2002 No 1-®3 (pen. ot 08.11.2007) "OO6 >1meKTpOHHOM
nugposoit nognucu". B coorBerctBuu ¢ denepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-@3
JAHHBIM  JOKyMEHT Obl1 MOpHU3HAaH yTpatuBmMM cuiay ¢ | wmona 2012 ropja.
®enepanbabiM 3ak0HOM OT 10.07.2012 Ne 108-®3 nara yTpaThl CUJbl NepeHeceHa Ha 1 uroms
2013 rona.

2. ®enepanpHbii 3ak0H OT 22.10.2004 Ne 125-D3 (pen. ot 28.11.2015) "O6 apxuBHOM jemne
B Poccuiickoit @enepanun’.

3. ®enepanpHbiii 3akoH oT 27.07.2006 Ne 149-03 (pexn. ot 13.07.2015) "O6 nndopmanmu,
MH(POPMALIMOHHBIX TEXHOJIOTUAX U O 3amure uHpopmanuu" (C U3M. M JOIM., BCTYI. B CHIy C
10.01.2016).

4. ®enepanbHblil 3akoH oT 27.07.2006 Ne 152-®3 (pea. ot 21.07.2014) "O nepcoHanbHBIX
JaHHbIX" (C U3M. U JOIL., BCTyI. B cuity ¢ 01.09.2015).

5. ®enepanpHbiii 3ak0H 0T 27.07.2006 Ne 152-®3 (pen. ot 21.07.2014) "O mepcoHambHBIX
JaHHbIX" (C U3M. U J0IL., BCTyM. B cuity ¢ 01.09.2015).

6. denepanpHbiii 3akoH OT 27.07.2010 Ne 210-®3 (pen. ot 13.07.2015) "O6 opranuzanuu
IPEJOCTABIICHHUS TOCYIaPCTBEHHBIX U MYHHIIUTIAIBHBIX YCIyr" (C M3M. M JOM., BCTYI. B CHITy C
10.01.2016).

7. @enepanpublii 3akoH OT 06.04.2011 Ne 63-D3 (pex. ot 28.06.2014) "OO6 >meKTpOHHOMI
noanucu" (¢ u3M. u Joi., Beryn. B cuity ¢ 01.07.2015).

8. TlocranoBnenue IlpaBurensctBa P® ot 22.09.2009 Ne 754 (pem. ot 06.04.2013) "O06
yrBepkaeHnH [TonoxeHns o cucteMe MeXBEIOMCTBEHHOT'O 3JIEKTPOHHOTO JJOKYMEHTO000opoTa".
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9. Tlocranosnenue IlpaButensctBa P® ot 06.09.2012 Ne 890 pen. ot 21.07.2014) "O mepax
[0 COBEPIICHCTBOBAHUIO 3JIEKTPOHHOTIO JIOKYMEHTOOOOpOTa B OpraHax TIOCYJapCTBEHHOMN
BiacTu".

10. ITocranonenue IlpaBurensctBa P® ot 09.02.2012 Ne 111 "OO6 31eKTpOHHON MOATHKCH,
MCIIOJIb3YEMOW OpraHaMy MCIOJHUTEIBHOM BIACTU U OpraHaMH MECTHOI'O CaMOYIIPABJICHUS IIPU
OpraHHU3aIH AIEKTPOHHOTO B3aUMOJACUCTBUS MEXIy cO00#, O MOpSJIKEe ee HUCIIOJIb30BaHUs, a
TaKke 00 yCTaHOBJICHHWU TpeOOBaHMI K OOECIIEYCHHUIO COBMECTHMOCTH CPEICTB AJIEKTPOHHOM
noanucu" (BMecte ¢ "[IpaBwiiamMu  MCIONB30BaHUS YCHJICHHOW  KBaJU(DHUIIMPOBAHHOU
AJIEKTPOHHOM MOANKCH OpraHaMM HUCIOJHUTEIBHONM BJIaCTM M OpPraHaMHU MECTHOTO
CaMOYIpaBJIEHUS TPU OpPraHM3alMM  JJIEKTPOHHOTO B3aUMOJCHCTBUS Mexay co0oif",
"TpeboBaHMsIMH K OOECHEUEHHIO COBMECTUMOCTH CpPEICTB DJEKTPOHHON MOIINHCH TPH
OpraHHU3ali JJIEKTPOHHOTO B3aUMOJCHCTBUS OpPraHOB HCIIOJIHUTEIHHOW BJIACTH U OPraHOB
MECTHOTO CaMOYTIPaBIICHUSI MKy cO00it").

11. ITocranoBnenue IIpaButenbctBa PD ot 24.10.2013 Ne 940 "O npunarun KonBeHuuu
Opranmzanun  OO0beauHeHHBIX Harmii 00 WMCMONb30BaHUM  AIIEKTPOHHBIX COOOIIEHUH B
MEXIYHAPOJHBIX JOroBOpax'.

12. TocranoBnenne [IpaBurenscrBa PD ot 15.04.2014 Ne 313 (pem. ot 17.06.2015) "O6
VTBEpKACHUH TOCYIapCTBEHHOH mporpammbl Poccuiickoit @enepannu "HMubopmannoHHoe
obmectBo (2011 - 2020 romer)".

13. [ocranoBnenue [IpaButensctBa PO ot 25.12.2014 No 1494 "OO6 yrBepxaenuu [IpaBun
oOMeHa JOKYMEHTaMH B OJJIGKTPOHHOM BHJE IpU OpraHu3aluud HHQPOPMAIMOHHOIO
B3auMOJIEUCTBUA".

14. Pacnopspxenue IIpaBurensctBa PO ot 12.02.2011 Ne 176-p "OO yTBep:kAeHHH ILIaHA
MEPONPUATHIA 110 Tepexoay deaepatbHbIX OPraHOB MCIIOTHUTEIHHON BIACTU Ha 06€30yMarkHbIN
JIOKYMEHTOOOOpOT IIPH OpraHU3alluy BHYTPEHHEHN JesSTEIbHOCTH .

15. Pacnopspkenue [IpaButensctBa PO ot 02.04.2015 Ne 583-p "O6 yrBepxknenuu [lepeuns
BUJIOB JIOKYMEHTOB, IpenycMoTpeHHoro [IpaBunamu oOMeHa IOKYyMEHTaMH B 3JIEKTPOHHOM
BUJE TIpU OpraHu3aludd HUHOOPMALMOHHOTO B3aUMOJICHCTBHUS, YTB. IOCTAaHOBICHUEM
[TpaButensctBa PO ot 25.12.2014 Ne 1494".

16. Ilpuka3 MunkyneTypsl Poccum ot 25.08.2010 Ne 558 (¢ m3m. ot 04.02.2015) "O6
yrBepxkaAeHUH "[lepeuHss TUIOBBIX YNpPaBIECHUYECKUX APXMBHBIX JOKYMEHTOB, O0pa3ylolIuXcs B
IIPOLIECCE JIEATENBHOCTH TOCYIApPCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAaMOYINPABICHUS U
OpraHM3aiuii, ¢ yka3zaHueM CpoKoB XpaHeHus" (3apeructpupoBaHo B MuHiocte Poccun
08.09.2010 Ne 18380).

17. Ilpuka3 Munkomcsizu P® or 02.09.2011 Ne 221. "O0 yrtBepxnenun TpeOoBaHui K
UHPOPMALIMOHHBIM CHUCTEMaM 3JIEKTPOHHOTO JIOKYMEHTO0O0OpoTa (QelepaabHbIX OpraHoB
WCIIOJIHUTENIbHOM  BJIACTH, YYWUTBHIBAIOIIMX B TOM 4YHCIE€ HEOOXOAUMOCTh 00pabOTKU
MOCPEJICTBOM JAHHBIX CHUCTEM CIIy)XeOHONH HH(pOpMalUU OTPaHUYEHHOTO paclpocTpaHeHHs"
(3apeructpupoBano B Muntocte PO 15.11.2011 Ne 22304).

18. Ilpuka3 Poccrannmapra ot 08.11.2013 Ne 1465-ct "OO6 yTBepKIE€HMM HAllMOHAIBHOTO
cranjapra.

19. Mpukaz ®CTIK Poccuu ot 11.02.2013 Ne 17 "OO6 yrBepkaeHun TpeGoBaHwmii 0 3amuTe
nH(OpMaIK, HE COCTaBIIAIONICH TOCYIapCTBEHHYIO TallHY, COACPIKAIIEHCS B TOCYAapCTBEHHBIX
uHpopMannoHHbIX cuctemax" (3apeructpupoano B Muntocte Poccun 31.05.2013 Ne 28608).

20. IMpuka3z MwunkomcBsizn Poccum No 186, ®CO Poccum Ne 258 ot 27.05.2015. "OO6
YTBEPKACHUU TpeboBanmii K OpraHU3allMIOHHO-TEXHUYECKOMY B3aMMOJEHCTBUIO
rOCy/IapCTBEHHBIX OpPraHOB U TOCYAAPCTBEHHBIX OpraHu3alUil MocpencTBOM oOMeHa
JIOKyMEHTaMHu B JIEKTpOHHOM BHJe" (3apeructpupoBaHo B Munrocte Poccum 22.09.2015 Ne
38956).

21. Crparerus pa3BuTus HH(popMaimoHHoro ooOmiectBa B Poccuiickoit ®@enepaunu (yTB.
[Mpesunentom PO 07.02.2008 Ne [1p-212).
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22. Tlocranosnenue I'maBel Anmunuctpaunu Bonrorpanckoit 061. ot 20.06.2003 Ne 463 (c
u3M. ot 11.05.2007) "O6 yrBepxkaeHnn MHCTpYKIIMK TIO JETONPOU3BOJACTBY B A IMUHUCTPAITAN
Bonrorpaackoii obnactu"
u3 nHpopMannoHHoro Oanka "Bonrorpaackas o6macte" JlokyMeHT yTpatwi cuiy ¢ 1 ampens
2011 roga B cBsI3M ¢ U3IaHUEM TocTaHOBIIeHUs [ TaBbl A MuHUCTpanuu Bonrorpaackoit 0671. oT
29.03.2011 Ne 276.

23. TlocranoBnenue ['maBel AamunHucTpanuu Bonrorpaackoit oomactu ot 30 mapra 2009 .
No 306 "O BBOJE B JKCIUTyaTalMI0 €IWHOW aBTOMATU3UPOBAHHOM CHUCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOO0O0pOTa B OpraHax MCIOJHUTEIbHON BiacTu Bonrorpaackoit obmactu'.

24. Tlocranosnenue ['maBbl AnqmuHuctpanuu Bonrorpaackoit obmactu ot 31 mrons 2009 .
Ne 885 "O BHeapeHUU SIIEKTPOHHOW IU(GPOBOH TOMMUCU B EAMHYIO aBTOMATH3WPOBAHHYIO
CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa OPraHOB HUCIIOJIHUTENBHON BiIacTH Boirorpaackoit
obnactu". (B pen. nocranosienus ['yoepuaropa Bonrorpanackoit o6 ot 16.04.2013 Ne 347).

25. Tlocranosnenue ['maBel AamuHucTpanuu Bonrorpaackoit obmactu ot 22 centsiops 2009
r. Ne 1108 "OO wucronb30BaHUM 3JIEKTPOHHOW HHU(POBOI MOAMUCH B CIEMUATN3UPOBAHHBIX
nH(pOpMalMOHHBIX cucTeMax Bomirorpaackoii obmactu".

26. TlocranoBnenue IlpaButenbctBa Bonrorpaackoi 061. ot 26.02.2013 Ne 78-m (pex. ot
24.03.2014) "OO6 yrBepxkaeHun I[lomokeHHs O  MEXBEAOMCTBEHHOM  AJIEKTPOHHOM
(6e30yMakHOM) JTOKYMEHTOOOOpPOTE€ B OpraHax HCIOIHUTEIBHOW BiacTu Boirorpaackoit
obnactu".

27. Tlocranosnenue IlpaButenscTBa Bonrorpanckoit o6im. ot 23.04.2013 Ne 189-
"O6 yrtBepxkaenuu [IpaBuin [eIONpoOU3BOACTBA B OpraHax HCIOJIHUTEIBHOW BIIACTH
Bounrorpaackoii oomactu'.

28. Tlocranonenue ['yoepuaropa Bonrorpazackoii obmactu ot 17 anpenst 2015 r. Ne 334 "O6

aBTOMAaTU3UPOBAHHON cucreMe 00paboTKH KOH(UIEHIMAIBHOM uHpopMauu
Bonarorpasnckoii o6mactu".
29. TlocranoBnenue ['ybepnatopa Bonrorpaackoii ooir. ot 12.10.2015 Ne 914 "O6

YYaCTHHUKE MEXBEJOMCTBEHHOI'O 3JIEKTPOHHOT'O IOKyMeHToo0opoTa".

30. Pacnopsbkenne Komwurera wWHOOPMAIIMOHHBIX TEXHOJIOTHH U TEIEKOMMYHHKAIIHNA
Anmunuctpanuu Bonrorpanckoit 0671. ot 01.06.2009 Ne 03-0/1 "O6 yrBepxkaenun UHCTpyKInn
MOJIb30BATENsl IO 3allluTe HMHQOpPMAIMM B aBTOMATHU3HPOBAHHOM CHUCTEME AIIEKTPOHHOIO
JIOKYMEHTOO0OpOTa B OpraHax HCIOJHUTENbHONH BiacTH Bonrorpaackoit obmactu u ¢dopm
JIOKYMEHTOB, HCIIOJIb3yEMbIX IpHU paboTe€ C aBTOMATHU3MPOBAHHON CHUCTEMOW 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa B OpraHax MCIOJHUTENbHOM BiacTu Bonrorpaackoit obmactu".

31. Ipuxa3 Komutera mo ymnpasieHuIo apxuBaMu AJIMHUHUCTpau Bonrorpaackoit 06i1. ot
30.08.2010 Ne 121 "OO6 yrBepkaeHUH MeTOAMYECKUX PEKOMEHIAIM Mo pa3padoTke
MHCTPYKLMH IO JEJONPOU3BOJACTBY B OpraHax MHCIIOJIHUTENbHON BiacTu Bomarorpazackoii
oOmactu".

32. Ilpuka3z komuTera HWH)OPMAIMOHHBIX TeXHOJOTHH Bonrorpaackoit obmactu ot 28
anpens 2015 1. Ne 57-o/m " OO yTBepXKAEHUU periaMeHTa MOAKJIIOYEHUs K
«ABTOMaTH3UPOBAHHOI cuctemMe o0paboTKK KoH(pUIeHIIManbHON nHpopManuu Bonrorpaackoii
obmactu".

6.5. UnTepHeT-pecypchbl

Www.management.com.ua - THTepHeT mopTaj /sl yIpaBiIeHIICB.
www.megabook.ru/business - 5KOHOMHYECKHI CIIOBAPh.
www.glossary.ru - ciyx6a TeMaTH4eCKHX TOJKOBBIX CIOBapei.

4. www.bpm-online.ru - Bce 00 ymnpaBieHuH OH3HEC MPOIECCAMH, CTpAaTETHEH,
(rHAHCAMU, IEPCOHAIIOM, MAPKETHHIOM.

5. ek-lit.agava.ru/books.htm - Bubnmnoreka SKOHOMHYECKOW M JIEIOBOM JIMTEPATYPHI.
YuranbHs.

wmn e
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6. eup.kulichki.net/Catalog/All-All.htm - bubnmoreka YKOHOMUYECKOM u
yIOpaBlIeHUYECKOW JuTepaTyphl. becratHas snekTpoHHas OuOnmoreka (MoHorpadwuw,
JMCCepTalliy,  KHWTH, CTaThd, HOBOCTH M AaHAIMTHKA, KOHCICKTHI JICKIUH, pedepartsl,
y4eOHHKH ).

7. econom.nsc.ru/jep - BupryanbHas S5kKoHOMHYECKasi OMOIHOTEKA.

8. www.garant.ru — I'apanr.

9. www.vopreco.ru - Xypnan «Bonpocsl 5KOHOMUKH.

10. www.expert.ru- XXypaan «9kcrept».

11. www.akdi.ru- Marepuer-cepep «AK/IM DkoHOMHKA U KU3HBY.

12. www.consultant.ru - Koucynsrant-ITnoc.

13.dic.academic.ru/searchall.php - CioBapu u sHIMKIIONIEANH.

14.glossary.ru - Cayx0a TeMaTHYECKUX TOJKOBBIX CIIOBapEii.

15. www.zipsites.ru - bubanoTexa SKOHOMUYECKOH U YIPaBICHUECKOM JTUTEPATYPHI.

16. www.sf-online.ru — [lemoBoii skypHain «Cekper GUpMBbI».

6.6. UHBIC HCTOYHUKH

Hnvle ucmounuxu ne UCnovb3yromcs
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7. MaTtepuaibHO-TeXHN4YeCKasA 0a3a, HH(POpMALMOHHBbIE TEXHOJOTHH, IPOTPAMMHOE
o0ecrieyeHue M1 UHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

MatepuanbHO-TEXHUUYECKOE 0OecTieueHre TUCIUILUINHBI BKIIOYaeT B ceOs:

- JIEKIIMOHHBIC ayJUTOPUH, 00OPYAOBAaHHBIE BUACONPOCKIIMOHHBIM 000PYIOBaHUEM JUIS
Mpe3EHTALIN, CPEICTBAMHU 3BYKOBOCIIPOU3BEACHHUS, SKPAHOM;

- TIOMEILEHHS ISl TPOBEICHUSI CEMHUHAPCKHUX U MPAKTUYECKUX 3aHATHI, 000pyIOBaHHBIC
y4eOHOI MeOeIbIo.

JlucuuiuiiHa —TMOAJEpKaHa COOTBETCTBYIOUIMMH  JIMIEH3WOHHBIMH  HPOTPaMMHBIMU
npoaykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanrT,
CIIC KoHcynbTaHT.

[IporpamMMHBbIe cpencTBa obecreyeHus: y4eOHOTO Mpoliecca BKIIOYAIOT:

- IporpaMmBbl Tipe3eHTaonnoi rpaguku (MS PowerPoint — 1yist moAroTOBKYM ClAiiI0B U
Ipe3eHTalHi);

- rekcToBbie penakTopsl (MS WORD), MS ECXEL — asist Tabnuit, 1uarpamm.

By3 obecneunBaet kaxxaoro oOydaromierocss pabounM MECTOM B KOMITBIOTEPHOM KJiacce
B COOTBETCTBHH C 00HEMOM M3Y4aeMBIX TUCIHILUINH, 00SCIIEYMBACT BBIXO] B C€Th VIHTEpHET.

[Tomemienust Ui caMOCTOATENbHOW pabOThl 0OYYAIOMIMXCS BKIIOYAIOT CIEIYIOIIYIO
OCHAIIIEHHOCTh:  CTOJIBI ~ AyJUTOPHBIC, CTYJbs, [JOCKH ayJUTOPHBIC, KOMIIBIOTEPHI C
MOJIKJIFOUEHUEM K JIOKAJbHOW CETH MHCTUTYTA (BKJIIOYAsi IPAaBOBbIE CUCTEMBI) U MIHTEpHET.

Jnsi  w3ydeHuss  y4eOHOW  TUCHMIUIMHBI — HMCIIOJNB3YIOTCS — aBTOMATH3HpPOBAHHAsS
OubnuoreyHass wMHOpPMALIMOHHAS CHCTEMa U DJIEKTPOHHbIE OUOIMOTEYHBIE CHCTEMBI:
«YuuBepcuterckas ~ Ombmmoreka ~ ONLINE»,  «DOnekrpoHHO-OMOnMHMOTEYHast  cucTema
uznatensctBa  JIAHb», «OnektpoHHO-OMONMMoTeyHast cucrema wu3garenscTBa  «HOpaifty,
«OnekTpoHHo-OnbaMoTeunass cuctema I[PRbooks», «Hayunas snextpoHHas OuOnmoTeka
eLIBRARY» u np.
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