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1. Ileau 1 3a1a4u OCBOEHUSI AUCIHUILINHBI

Lenbto OCBOEHUS JUCLUIUIAHBI «/lokyMeHTalmoHHOE obecnieueHue u
JIeTTOTIPOU3BOJICTBO» SIBIIIETCSL (DOPMUPOBAHHE Yy OOYYAIOIIMXCS 3HAHMUS OCHOB YIPABICHUS
JIOKYMEHTHPOBAaHHOU MH(pOpMaIMEl, BKIIIOYasi TEOPETUUYECKHE 3HAHUS O IOKYMEHTE U HOCUTENAX
UH(pOpMAaLIKH, IPAKTUYECKUX HABBIKOB IO BBHIIIOJHEHHIO OCHOBHBIX ONEpaluil ¢ JOKYMEHTaMH B
JIeNIOTIPOU3BOJICTBE  OpPraHM3allid, 3HAaHUS O0COOEHHOCTEH paboThl €  OpraHU3alMOHHO-
CIPaBOYHBIMHU TIOKYMEHTaMHU, OOpPAIICHUSIMH IPaX1aH, KOH(OUACHIUATLHBIMU TOKYMEHTAMH.

3ajauaMu  M3y4YeHUs ~ AMCUMIUIMHBI  «JloKyMeHTanuMoHHoe  o0ecredeHue |
JIeJIONPOU3BOJICTBOY SBIISIFOTCSL:

"1 ¢opMupoBaHre NOHUMaHUS 00YYAIOIIUMUCS JIOTHYECKH BEPHOTO U apIyMEHTHPOBAHHOIO
JOKYMEHTUPOBAHHUS  yNpPaBJIEHUYECKOM  JIEATENIbHOCTH,  OCYLIECTBICHHS  JI€JIOBOM
HEePENUCKHY;

'] 0o3HaKOMJICHME OOYYalOUIMXCSl C TEOPETUYECKUMH U METOIO0JOIMYECKMMH OCHOBaMH,
HOPMAaTUBHO-TIPAaBOBOW 0a30i TOKyMEHTALlMOHHOT'O O0ECIICUEHNUs YIIPaBICHUS;

| O3HAKOMJIEHHME C OCOOEHHOCTSMU NPUMEHEHUS TEXHOJOIMH CO3JaHUs JIOKYMEHTOB,

HCIIOJIb30BaHUA UX B HpﬂKTH‘-IGCKOfI JACATCIIBHOCTU.

2. MecTO0 IMCUMILIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM POIrPaMMbl

JucnuiuinHa «JloKkyMeHTallMOHHOE 00ecnedeHue U JIEIOINpPOM3BOJICTBO» OTHOCHTCS K
(bakyIbTaTUBHBIM JAMCHUIUIMHAM  4YacTH, (OpMHUpPYEMOl ydacTHMKM  0Opa30BaTeNIbHBIX
oTHowmeHuH, Onoka bl «lucrumnuasl (Moxyan)» ydebHoro miana, cornmacHo ®I'OC BO mns

HanpasyieHus noaroroku 38.03.05 buznec-unpopmaruxa.



3. [lnannpyeMble pe3y/ibTaTbl 00y4eHus

Koa v nanmenoBanue

Koa n HauMeHOBaHUe HHAUKATOPA T0CTHKEHUSI

Iliianupyemble pe3yibTaThl 00yUeHUs

KOMIIETEHIMH komnerenuun (MJAK)
I1K-2 Cnocoben | MIIK-2.1  3Hate  MeTOOMKY NpPOBEACHHS  aHAIM3a, | 3HATH:
OCYIIECTBIIATH MOZIETMPOBaHUs U (HOPMHUPOBAHMS ~ MHTETPAILHOTO |e Metoauky aHanu3a, MOJAEIUPOBAHUS U
ABTOMATH3ALMIO OCHOBHBIX U | NIPEJCTABICHHUS CTPATETMH U Lelel, OM3HEC-NPOLECCOB U | (hopMUPOBAHHS HHTETPATHLHOTO IIPEACTABICHUS OU3HEC-
BCIIOMOTaTeJIbHBIX MH(OPMALOHHO-TEXHOIOT HYECKOH MH(PACTPYKTYPEI | Ipo1IeccoB: CTYAEHT JOIKEH 3HATH METOIbI AHATU3A U
MPOLIECCOB yIpaBJIEHUS NPEANPHATHNA PA3IUYHON OTPACICBON HPUHAIICKHOCTU U MOJCIIUPOBAHUS OU3HEC-TIPOIECCOB, BKIIIOYAS
IPEAIPHUATHEM pasin4HbIX (OpM COOCTBEHHOCTH, a TAKKE YUPEKIAECHHUH JIOKYMCHTALHOHHBI U HHPOPMAIIHOHHO-

rOCyJapCTBEHHOTO ¥ MYHULIMIIAJILHOTO YIIPABJICHUS.
NIIK-2.2 YMeTp NpOBOAWTH aHAIU3, MOJICIUPOBAHUE U
(dbopMupoBaHNe HHTETPAIILHOTO IPEACTABICHUS CTPATETHi U
nenei, OusHec-  mpoumeccoB M MH(OPMALUMOHHO-
TEXHOJIOTHYECKOU UH(pPacTPyKTypbl NpeANpUATUI
pa3NM4YHON OTpacieBOM NPUHANIECKHOCTH M PA3IUYHBIX
bopm COOCTBEHHOCTH, a TaKXkKe YUpEeXKIECHUH
roCyJapCTBEHHOTO U MyHULIMIIAJILHOTO YIIPABJICHHUS.
NIIK-2.3 Bnagers HaBBIKAMU dbopmupoBaHus
nHGOpPMAITMOHHOW 0a3bl B Tporecce cOopa u 0O0pabOTKH
JaHHBIX JUII TpPOBENEHHs pacdeTa SKOHOMHYECKUX
MoKasaTeJield OpraHu3aluu

TEXHOJIOTUYECKUH TPOLIECC, JJIsi OPraHU3aINi Pa3InIHbBIX
(hopM COOCTBEHHOCTH U OTPACIICBOM MPUHAIICHKHOCTH, a
TaKXe B KOHTEKCTE TOCYAapCTBEHHOTO U
MYHULAAJIBHOIO YIIPaBJICHUS.

. OCHOBBI aQpXUTEKTYPHI MIPEANPUATHS: CTYACHT
JOJKCH 00J1a7aTh 3HAHUSIME O CTPYKTYPE B apXHUTEKTYpe
NPENPUSATHS, BKITFOYasi OCHOBHBIE 3JIEMEHTBI, KOTOPBIC
NOAJEPKUBAIOT (QYHKIIMOHUPOBAHUE
JIOKYMEHTAIMOHHOTO 00ECTIeUeHH s U IeTIOTPOU3BOICTBA
B paMKax OpraHHU3allMOHHBIX U I/IH(l)OpMaHI/IOHHBIX
IIPOIIECCOB.




TIK-5 Crocoben
OCYIECTBIIATH
MO/JICITUPOBAHKE

ApPXUTEKTYPHI IPEAPUATHS

NIIK-5.1 3HaTh: OCHOBBI apXUTEKTYPhI MPEATPUITHUS
NIIK-5.2 YMeTh: MOIETUPOBATh ApXUTEKTYPY NPEATPUITHS
HIIK-5.3 Biagets: HaBBIKAMH MOJICJIMPOBAHHUS
APXUTEKTYPBI MPEANPHUITUS

. [IpaBuna u crangapTsl 0QOPMIICHHUS TOKYMEHTOB:
3HAaHHE CTaH/IapTOB, HOPMATUBHBIX aKTOB U PETJIAMEHTOB,
KaCaroIIUXCsl JOKYMEHTAIMOHHOTO 00eCTIeYeHHs U
JIEJIONPOU3BOJICTBA, BKIIIOUas TPEOOBAHUS K yUETY,
KJIaccu(UKaluK, XPaHEHUIO U YHUUTOKCHHIO
JIOKYMEHTOB.

. [Ipouecc popmupoBanus HHOOPMAITMOHHON Oa3bI
JUTSL aHaJIn3a: CTYACHT JOJDKEeH 3HaTh METOAUKY coopa,
00pabOTKU U CHCTeMAaTU3allUU JAHHBIX JUISI IPOBEICHUS
pacueToB SKOHOMHUYECKHX MOKa3aTeNnel U MOCTPOCHUS
WHTErPAIBHBIX NPEICTABICHUN CTPATETUN U LEIEe
OpraHHU3aIy.

Ymers:

. [IpoBoaNTH aHATU3 U MOJEIUPOBaHKE OU3HEC-
MPOIECCOB U MH(POPMAIIMOHHON HHPPACTPYKTYPHI:
CTYJEHT JIOJDKEH YMETh aHAJIM3UPOBATh U MOJICTUPOBAThH
OM3HEC-TIPOLIECCHI, CBA3AHHbBIE C TOKYMEHTOOOOPOTOM U
JIeIIONPOU3BOJICTBOM B OpraHU3alUsAX, YUUTHIBATh
0COOEHHOCTH YNPaBJICHUS JOKYMEHTAIEH, a TaKxkKe
MOJIETTMPOBATh MPOLECCH HA OCHOBE Pa3IMYHbIX
IIOJIXOJI0B, COOTBETCTBYIOLIMX HYXKIAM IPEANIPUATUSA U
€ro apXUTEKTYpe.

. Ocy1ecTBIATh MOAEITUPOBAHNE APXUTEKTYPHI
MPENNPUATHS: YMEHUE MOJIEIINPOBATh apPXUTEKTYPY
MPEINPUATHS, YUUTHIBasi TPEOOBAHUS K
JIOKyMEHTOOOOPOTY M B3aUMOJICHCTBUIO Pa3IMUHBIX
CTPYKTYPHBIX MOJpa3aeeHui 11 3pPeKTUBHOTO
(GyHKIIMOHUPOBaHUS Bcel MH(OPMAaLIOHHO-
TEXHOJIOTUYECKON HHPPACTPYKTYPHI OpraHU3aIHH.

. CoznaBaTh ¥ aHATM3UPOBATH NH(OPMALIMOHHbBIE
0a3bl TaHHBIX: CTYACHT JO0JDKEH YMETh ()OPMHUPOBATH
nH(popManmoHHbIie 0a3bl A1 cOOpa U aHaTU3a TaHHBIX,
KOTOpbIE TpeOyIOTCs ISl pacueTa SKOHOMUYECKHUX
MoKazaTeJie, oreHOK 3((HEKTUBHOCTH




JIOKyMEHTO000pOTa U BIMSHUS MPOLIECCOB Ha
CTPAaTEru4eCcKUe LUENH MPEATPUATHS.

. [Ipon3BoaUTE pacyeT U aHAJIU3 SKOHOMHYECKHUX
IIOKAa3aTeNen: CTyIeHT N0JKEH YMETh UCII0JIb30BaTh
coOpaHHyI0 HH(MOPMAIIUIO [T pacdeTa KIF0YeBBIX
HKOHOMMYECKHUX I10KA3aTeJIC U MPOBEICHUS aHAJIN3a, YTO
BXHO U1 3()()EKTUBHOTO yIIpaBIICHUS
JIOKYMEHTOOOOPOTOM M ONTHUMM3ALIUHU IPOLIECCOB.
Baanern:

. HaBpikamMu MojienupoBaHus U aHaIu3a Ou3Hec-
IIPOLIECCOB: CTY/IEHT JOJDKEH BJIa/IeTh HaBbIKaMU
MOJICJIMPOBAHMS U aHaJIN3a OU3HEC-TIPOLECCOB U
MH(POPMALMOHHO-TEXHOJIIOTUIECKOH HH(PACTPYKTYPHI,
BKJIIOYasl TOCTPOEHHE MHTETPAIbHBIX MoJiesiel 11t Goee
3G PEKTUBHOTO YIPaBICHUS MPOIECCAMH, B TOM YHCIIE
CBSA3aHHBIMU C IOKYMEHTALUEH.

. HaBbikamu co3anus U ynpaBieHUs
MH(OPMaLMOHHBIMU 0a3aMH JAHHBIX: CTYACHTHI JIOJIKHBI
yMeThb (OPMHUPOBATH U MOAJIEPKUBATh Oa3bl JAHHBIX,
oOecrneunBarove XxpaHeHue 1 00paboTKy HHpopMaIuy,
4TO HEOOXOMMO JUIsl pacyeTa SKOHOMHUECKUX
MOKa3aTesIe U ISl IPUHATHS PEIIEHNUN 110 ONITUMH3ALuN
JIOKYMEHTO000pOTa U JeI0NPOU3BOCTBA.

. HaBbikaMu MoJienupoBaHus apXUTEKTYPbI
IPENIPUATHS: CTYAEHT JOJKEH BIaJEeTh METOJAMU
MOJIETTMPOBAHUS apXUTEKTYPhl IPEIIPUITHS, BKIIIOUast
BBICTPAaWBaHUE CXEM JJOKYMEHTOO0O0pOTa U aHalln3a
B3aMMOJICHCTBUI MEXAY Pa3IMYHBIMU MO/Ipa3esIeHUIMU
JUISL ONTUMH3ALIMHU X B3aUMOJAEUCTBUSI Uepe3 T0KyMEHTHI
1 MTHGOPMAIIMOHHBIE TIOTOKH.

. HaBbikaMu co31aHus OTYETHOCTH 110
JIOKyMEHTOOOOpOTY U MpolieccaM: CTYEHT JT0JIKEH
OBJIAJIETh HABBIKAMM CO3JaHUsI OTYETHOCTH 10

3 (PEKTUBHOCTH JOKYMEHTOOOOPOTA, MPEIOKEHUTO




KOPPEKTHPOBOK M ONTHMU3ALMN HA OCHOBE aHAJIN32
TEKYIINX U MEPCIEKTHUBHBIX MOTPEOHOCTEH OpraHu3alyy.
. HaBbikamu npyMeHEHUs IPOrpaMMHBIX CPEACTB
JUISL MOJICIIMPOBAHNUS M AHAJIHM3a JaHHBIX: CTYJCHT J0JDKEH
BJIaACTh HABBIKAMH HCIIOJIB30BaAHUA
CIeIUATN3UPOBAHHBIX IPOTPAMMHBIX CPEACTB JUIS
MOJIETMPOBAaHUS OU3HEC-TIPOLIECCOB U pa3pabOTKu
UH()OPMAIIMOHHBIX 0a3, BKIIOYasl T€, YTO KACAOTCs
JIOKYMEHTO000pOTA.




4. CTpyKTYypa " coaepkaHue TUCHUILIUHBI (MOYJIs1)

4.1 O0beM IMCHUIIMHBI U BU/bI y4eOHOH padoThI

Buabl yueOHol padoThl

O0BeM B yacax

OO01mmast Tpy10eMKOCTh TUCIIUTUTHHBI

72 (2 3a4eTHBIX eIMHHUIIbI)

oOyuJaromerocs

KonrakTHas paboTta o0yJaronumxcs ¢ 6
npenojaBaresieM (BCero)

AynmutopHast paboTa (Bcero), B TOM YHUCIIe: 6
Jlexmuu 2
CeMuHapbl, NPaKTUYECKUE 3aHATHUS 4
JlabopaTopHblie paboThI

Bueayauropnas padota (Bcero): 66
B TOM YHUCJIC:

KOHCYJIbTAIMS 10 AUCIUIIIINHE

CamocrosTenbHas paboTta o0yyarouuxcs (BCero) 66
Bua npomexyTo4uHOM aTTecTauuu 3ader




4.2 TemaTH4ecKU#d IJIAH TUCIHUILIHHBI

HaunmeHoBaHue Buasbl yueOHoi1 padoThl, BKIOYAS Komneren
pa3/ieJioB M TeM CAMOCTOSITE/IbHYIO PAa00Ty 00y4arommxcsi U M
TPYAOEMKOCTh (B Yacax)
Bce N3 Hux Camocto | Kypco | Konrpo
ro | ayIMTOpHbIE | ITeJIbHASA | Bas JbHAasA
3aHATHSA padora | pabora | padora
=
e 3| 3
2 S| &
3 S| E
= = | o 2
= = 38
5| 2| @
= e =
= 2] 8
2|
S 2
=
Tema 1. Uctopust 8 | 10 2 -] 2 6 - - [IK-2, TIK-5
pa3BUTHS
JIeJIOTIPOU3BOICTBA B
Poccun.
Tema 2. Pons 8 | 10 - - 2 8 - - I1K-2, TIK-5
JIeTIOTIPON3BOICTBA B
yIIpaBJICHUH.
Tewma 3. ®opmupoBaHue 8 | 10 - - - 10 - - [IK-2, TIK-5
U BeJICHUE
JOKYMEHTO00O0pOTa B
OpraHu3aIMH.
Tema 4. Knaccudukamuu | 8 10 - - - 10 - - I1K-2, TIK-5
JTOKYMEHTOB: BHJIBI,
(GyHKLIMU U TpaBUIIa
o opMIIeHHUS.
Tema 5. PeKkBU3UTEI 8 8 - - - 8 - - I1K-2, TIK-5
ouInaTBHBIX
JOKYMEHTOB U IIpaBUIIa
ux ohopMIIEeHUS
Tewma 6. Opranuzanus 8 8 - - - 8 - - I1K-2, TIK-5
OTIEPaTUBHOTO XPaHECHUS
Y MCTIOJIb30BaHUS
JTOKYMEHTOB.
Tema 7. JlenoBas 8 8 - - - 8 - - [IK-2, T1IK-5
MIEPENUCKa U SI3BIK
yIIpaBJIEHYECKUX
JTOKYMEHTOB.
Tema 8. DnekTpoHHBIN 8 8 - -] - 8 - - [K-2, TIK-5
JIOKYMEHTOOOOPOT.
HToro no aucuunjInge 72 2 4 66

10




4.3 Conepxanue IMCHUILIHHBI

Tema 1. UcTopus pa3Butus aejaonpousojacrsa B Poccun.

Hcropuss oredecTBeHHOTo Jenonpou3BojacTBa. CKianblBaHWE CUCTEMBbI IIPaBOBOM
JIOKyMeHTaluu. J[enonpon3BoACcTBO JOPEBOIIOLMOHHOM Poccun (mprka3Hoe Ae10npou3BOACTBO,
KOJUJIEXKCKOE JI€JIONPOU3BOJICTBO, MCIIOJIHUTEIBHOE JIEJIO0IPOU3BOJCTBO). Jlenonpon3BoacTBo B
coBerckyto 3moxy (1917-1991 rr.) Enunas rocymapcTBEHHas CHCTeMa JIEJIOMPOU3BOJICTBA.
Jenonpoun3BoicTBO B COBpeMeHHOM Poccuu.

Tema 2. Posib ge10npou3BoACTBA B yIIPaBJICHUH.

[Ipenmer, conepkanue u 3agaun Kypca. OCHOBHBIE MIOHATHUS U ONPEAEIEHUS: TOKYMEHT,
JEJIONPOU3BOJCTBO, JOKYMEHTOBEJIEHUE, JIOKYMEHTAlMOHHOE OOecredYeHue yIpaBieHHUs,
JNOKyMeHT0000poT, pekBu3uThl, [[OCT. Ctannapruzanus 1el0nporu3BOJCTBA. 3aKOHOAATEIBHOE
peryinupoBaHue JeJI0NPOU3BOJICTBA: 3aKOHBI 00ILEro AEUCTBUS U MO/I3aKOHHBIE AKTHI.

Tema 3. ®opmupoBaHue U BeJleHHe JOKYMEHTO0000pOTAa B OPraHU3alluM.

JIOKyMEeHTOOOOpOT, TIOHATHE, OCHOBHBIC TpPeOOBaHUS K €ro0  OpraHHW3aIUH.
JIOKyMEHTOIOTOKH, WX aHajdu3 M coBepiueHcTBoBaHMe. Kiaccudukamus TOKYMEHTOMOTOKOB:
TOPU3OHTAJIbHBIE, BEPTUKAIbHBIE, BOCXOJAIIME, HUCXOJALIUE, BXOIAUIME, HCXOASAIIME U
BHyTpeHHue. [lopcyer oObema moKyMeHTOOOOpoTa. 3HaueHHE Oo0beMa JIOKYMEHTO00OpOTa.
OcHoBHBIE 3Tanmbl paboThl ¢ AokyMeHTamu. [lepBoHauanbHas 00paOOTKAa IMOCTYHAIOIICH
KOPPECIOHJIEHIINH, COPTHUPOBKA JOKYMEHTOB M HX IpeaBapuTenbHas perucrpauus. [lopsmox
NPOXOXKJICHUS BXOAALIMX M BHYTPEHHHUX JOKYMEHTOB. Peructparus ciyXeOHBIX JOKYMEHTOB,
INPUHLMIIBI perucTpanuu. JJokyMeHThl, noanexamue o0s3arenbHol peructpanuu. MHaekcanus
JOKYMEHTOB. DOpMbI perucrpauuu A0KyMeHTOB. CrpaBOYHO-MH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanys UCHOJHEHHS] TOKYMEHTOB. CpPOKHM MCIOJHEHHUS NTOKYMEHTOB. DOpMBI KOHTpOIL,
aHaJIU3 UCTIOJIHUTENbHON pabOThl M CHATHE JOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccugukanuu 10KyMeHTOB: BUAbI, PYHKUIMHU U NPaBUJIa 0()OpMIIEeHHS.

OObmiee nouatue o JokyMmeHTe. OpraHU3alMOHHO - PacHOPSAMTENbHAS JTOKYMEHTALIUS.
Bugpsl nokymMeHToB u ux knaccudukanus. Llens knaccudukanun. [To HauMeHoOBaHMIO, 110 CIIOCO0Y
¢uKcanMy, MO CTEMEHU CIIOKHOCTH, MO CTENEHU TIJACHOCTH, MO IOPUAWYECKOM cuile, 10
MIPOUCXOXKIECHUIO, TT0O CPOKAM XPaHEHHUs, IO CTENEHN 00513aTeNbHOCTH, 110 CTEIIEHU YHUDUKAIUH.

Tema 5. PexkBu3uThI 0QUIHAIBHBIX JOKYMEHTOB M IIPaBHJIAa UX 0()OPMJICHUS.

30 OCHOBHBIX PEKBH3HUTOB O(QUIIMAIBHBIX JOKYMEHTOB M IpaBHJIa MX PACMOJI0XKEHUS Ha
nokymenrte. CocraB u mnpaBuia opopmiieHHs pekBu3uToB nokymeHToB. I'OCT P 6.30-2003 .
TpeboBanust Kk OQOPMICHHUIO PEKBU3UTOB. CXEMbI PACHOJIOXKEHUS PEKBU3UTOB. PEKBHU3UTHI,

KOTOPBIC NOJIKHBI UCITOJIB30BATHCA ITPU U3TOTOBJICHUHN 0J1aHKOB JAOKYMCHTOB.
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Tema 6. Opranuszanusi OnNepaTUBHOIO XPAHEHHUS U UCNOJIb30BAHMS JOKYMEHTOB.

IlepBuunbie noxymentsl npeanpusarus. 'OCT P 7.0.8-2013. XpaHeHue NOKyMEHTOB B
MpOLIECCe UX HCIIOJHEHHS. XpaHEHUE HCIIOJIHEHHBIX JOKYMEHTOB. ['oCyJqapCTBEHHBIN apXuB,
MYHHUITUTIAIBHBIA  apXuB, NOpoduIb apxwBa, apXuBHbIA ¢oHA, ApxuBHBIA (oHg PO,
OOBEMHEHHBIN  apXUBHBIA  (QOHJ,  apXUBHBIA  (QOHJ  JHMYHOTO  MPOUCXOXKIEHUS,
dbonrm000pa3oBaTeh, 00eCIeUeHNE COXPAHHOCTH JOKYMEHTOB.

Tema 7. [le10Basi nepenucKa v A3bIK yIPaBJIeHYECKUX IOKYMEHTOB.

®denepanpubliii 3ak0H PO "OO6 snexktponHOM 1mudpoBoi noanucu". JlemoBas mepemnucka.
DONEeKTpOHHAs MOAMKUCH, CEPTHU(PHUKAT MPOBEPKU SJIEKTPOHHON MOIMUCH, KIHOY DJIEKTPOHHOMN
MOJIMCH, YAOCTOBEPSAIOUIMN LEHTP, CPEACTBA JIEKTPOHHOM noAnucu. [IpaBoBoe peryaupoBanue
OTHONICHHI B 00JIACTH UCITOJIb30BAHUS AIICKTPOHHBIX IMOANMUCEH. BUIBI AIEKTPOHHBIX MTOAHCEH.
[Ipu3HaHue 3MEKTPOHHBIX MOJANMCEH, CO3AaHHBIX B COOTBETCTBUM C HOPMaMU HHOCTPAHHOI'O
1paBa U MEXAYHAPOJHBIMU CTaHJAPTaAMMU.

Tema 8. D1eKTPOHHBIH JOKYMEHTO00OPOT.

[Tonstue 3JIEKTPOHHOTO JIOKyMEHTO000pOTa B OpraHu3aIuu. 0630p
ABTOMAaTU3UPOBAHHBIX CUCTEM yIpaBJIeHUS JOKyMeHTaMu. [IpaBuia npuMeHeHus 3JIEKTPOHHOTO
nokymentoobopora. Buaet 3/10. IIpaBa u 00s3aHHOCTH COYYAaCTHHUKOB AJIEKTPOHHOTO
B3aMMOJICHCTBUS B cdepe AoKyMeHTooOopora. [IpuHIMIBI TPHU3HAHHS — DJICKTPOHHOTO
JIOKYMEHTOO0O0pOTa, MOAMUCAHHOTO IU(POBON MOANKMCHIO, PAaBHO3HAYHBIM JOKyMEHTaM Ha
OyMaXKHOM HOCHTETIE.

4.4. llpakTUyeckas NOAroTOBKA

[IpakTrueckass MOATOTOBKA peaTU3yeTCs MyTEM MPOBEJICHUS MPAKTUYCCKUX 3aHSATHH,
MpeyCMAaTPUBAIONINX y4acTHEe OOYYarOIIUXCS B BBIMOJHEHUH OTAETBHBIX JJIEMEHTOB padoT,
CBSI3aHHBIX ¢ OyayIIeil mpodeccHoHanbHON ASSITETbHOCTHIO.

O06nbem 3anaTuil B opMe MPaKTUUECKON MOATOTOBKU COCTABISET 4 4acoB

5. YueOHo-MeTOAM4YeCKOE, HHGOPMALIMOHHOE H MATEPUAIBLHO-TEXHUYECKOE
o0ecnevyeHne JUCHUILIUHBI

5.1 OcHoBHas JuTeparypa

1. Jlenonpon3BoACTBO H  JOKYMEHTAIlMOHHOE  OOECIeYeHHe TOCYJapCTBEHHOH W
MYHUIIUTNIAJILHON CITyKOBI : yueOHoe mocobue / coctaButens 0. B. Mupromkuna. — CtaBpomnosib
: CK®VY, 2016. — 115 c¢. — Tekcer : anexkrpoHHblii // JIaHb : 371eKTpOHHO-0MOIMOTEUHas CUCTEMA.

— URL.: https://e.lanbook.com/book/155606

2. [ysanoBa, H.H. Opranuzanuss ¥ TEXHOJOTUS JAOKYMEHTALIMOHHOTO 00ecTeyeHus

12


https://e.lanbook.com/book/155606

yOpaBieHHs : ydeOHMK W mpakTukym nis By3oB / H. H. lllyBanoBa. — 2-¢ u3z., mepepad. u
norm. — Mocksa : WsnmarensctBo [Opaiit, 2022. — 265c.— (Briciiee obOpaszoBanue). —
ISBN 978-5-534-12358-6. — Tekcr : anekrponnsii // Obpa3zoBarenbHas miardopma FOpaiit
[caiit]. — URL.: https://urait.ru/bcode/489984

5.2 JlonosiHuTEIbHAS JINTEPATYpa

1. Kysnenos U.H. [lenoBoe muceMo : yaeOHO-cripaBoYHOE mocooue. - M. : Jlamkos u K, 2012
—288c.

2. JlenonpousBoACTBO U JIOKyMEHTOOOOpOT B CHCTEME  TOCYJapCTBEHHOTO U
MYHUIIUTIATBHOTO yIpaBieHus : yued.-meroa. nocobue / E. B. aituesa, H. B. 'onuaposa ; M-Bo
obpasoBanus u Hayku Poc. ®enepanuu, Ypan. penep. ya-T. — ExarepunOypr : U3n-Bo Ypain. yu-
Ta, 2017. — 178 c.

3. JlokyMeHTOBeIeHHE: Y YeOHHK IS CTYICHTOB YUPEKICHUH BBICIIIEro oopazoBanus / M.B.
Jlapun, E.A. [Inemkesuu, B.®. SuxoBas, B.C. Munranes, 32 E.B. TepentseBa, M.JI. I'aBnuH;
HOJ pen. I-pa UCT. HayK, mpod. M.B. Jlapuna. M.: M3narensckuii ieHTp «Akagemusi», 2016. —
320 c. — 800 k3.

5.3  IIpodeccuonaibHblie 6236l JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHBIE CHCTEMbI

1. Bceepoccuiicknii HaydHO-HCCIIEI0BATEIBCKUI HHCTUTYT JOKYMEHTOBEICHUS U apXUBHOTO
nena (BHUMIA ) http://www.vniidad.ru

2. OdunmanbHbIi caur IIpe3unenra Poccuiickoii Oenepanuu
http://www.president.kremlin.ru/mainpage.shtml

3. [Topran «’APAHT.PY» URL: http://www.garant.ru (pecypcbl OTKPBITOTO JJOCTYTIa)

4. [Topran  «Koncynbrantllmoc» URL:  https://www.consultant.ru/  (auueH3nOHHOE
porpaMMHOe o0ecrieyeHre 0TeYeCTBEHHOI'O IPOU3BOJICTBA)

5. [TopTan rocymapcTBEHHBIX M MYHUITMITATBHBIX yeyT http://www.gosuslugi.ru/ru/

6. Caiit «Apxusbl Poccun» non arunoit denepanbHoro apxuBHoro areHrcrsa (Pocapxupa)
http://www.rusarchives.ru

7. Caiit Poccranmapra http://www.gost.ru

8. Coser Oenepanuu denepanbHOTO CoOpanust Poccuiickoit ODenepannu
http://www.council.gov.ru/index.html

9. @®enepanbHas ciyx0a 1Mo Haa30py B cdepe cBA3M, UHOOPMALMOHHBIX TEXHOJIOTUH U

maccoBbix kommyHuKanuii, @T'YIT HTL] "Uudopmpeructp" http://www.inforeg.ru
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5.4 MaTepuajibHO-TEXHUYECKOE M MPOrpaMMHoe odecnieyeHue (JIMIEH3HOHHOE U CBOOOTHO

pacnpocTpaHsiemMoe)
HanmeHoBaHue HanmeHnoBaHnue OcCHaIEeHHOCTD Ilepeyenn
JUCIUILIHHBI cHelHaAJbLHBIX cHelHaAJbLHBIX JHIEH3HOHHOI0
(MoayJisi), HPaAKTHK MOMeIlleHUuH 1 IOMeIIleHuH 1 NMPOrpaMMHOI0
B COOTBETCTBHH C NOMeIeHuH IJIsl NOMeleHn i JIs o0ecreyeHus.

KOMIIBIOTEPaMH C
BBIXOJIOM B CETb
WHrepHrer,
MHOT'O()yHKIIMOHAJIbHOE
YCTPOMCTBO

Y4eOHBIM IJIAHOM CaMOCTOSITETbHOI CaMOCTOATETbHOI
padoThI padoThI
OTA.B.03 Kabuner yueOHbIe MeCTa, Microsoft Windows
JIOKyMEHTAITMOHHOE | MEHEPKMEHTA 000pyT0BaHHbIE XP
obecrneyenue u 0JI04HOI MeOEIIBIO, Microsoft Office
JIETIOTIPOU3BOICTBO KOMIIBIOTEPaMH C Kaspersky Endpoint
BBIXOJ/IOM B CETh I Ou3Heca
UHTEpHET, paboyee Koncynprantllmtoc
mecto npenoaasatens B | AdobeReader
COCTaBe CTOJ, CTYI, Cisco WebEx
TyMOa, KOMIIbIOTEP Wudopmannonto-
MPEeToIaBaTes C KOMMYHHUKAI[HOHHASI
BBIXOJIOM B CETh maTdopma
WUHTEPHET, 3KpaH, «Chepym»
MYJIbTUMEIUNHBIN
MIPOEKTOP, TEJIIEBU30D,
TEMaTUYECKHE CTCH/IBI,
MPE3CHTAIIMOHHBII
MaTepHrall, KOMIUICKT
OJTAaHKOB TEXHUYECKOM
JIOKYMEHTAITUU
Aymutopus 1ist yueOHbIC MECTa,
CaMOCTOSITENIbHOU 000py/I0BaHHBIE
paboThI 07104HOI Mebelblo,

6. MeToanueckue ykazaHus JJs 00y4alOIIMXCs 10 OCBOCHUIO M CIIUTIIUHbI

6.1 3aHATHSA JIEKIIHOHHOT0 M CEMHMHAPCKOI0 (MPAKTHY€CKOIr0) TUIIOB

Mertonuueckue ykazaHus JUIsl 3aHATHUM JISKIIMOHHOTO TUMA. B X0/1€ TIEKIMOHHBIX 3aHATUN

oOydaroriemycsi HeoOXOJIUMO BECTHM KOHCIIEKTHpPOBaHHE Yy4eOHOro marepuana, oOpaiaTh

BHUMAHHC HAa KaTCropuu, (I)OpMy.TII/IpOBKI/I, PACKPBIBAIOIIUC COACPIKAHUC TCX NN MHBIX SIBIICHUH

U IpOLCCCOB, HAYUYHBIC BBIBOAbBI W TPAKTUUYCCKHEC PCKOMCHIAIWU. HCO6XOI[I/IMO 3aaaBaTb

npenoaaBaTc/jiro yYTOYHAOMMUE BOIPOCBI € HECIbIO YACHCHHUA TCOPECTHYCCKUX HOJ'IO)KGHPIfI,

pa3penieHus: CHOPHBIX CUTYalu.



https://www.webex-russia.ru/

IenecooOpa3Ho nopabaTbiBaTh CBOW KOHCIIEKT JIEKLIMH, J€Jasi B HEM COOTBETCTBYIOIINE
3alMCU U3 OCHOBHOM M JONOJHMUTEIBHOW JMTEpaTypbl, pEKOMEHJOBAHHON NpEnojaBareieM U
PeyCMOTPEHHON Y4eOHOM MporpaMMoOi JUCIIUILITHHBIL.

Meroauueckue yKka3aHus [ 3aHATHM  CEMMHApCKOro (IPakTUYEeCKOro) THIIA.
[TpakTuyeckue 3aHATHSA MO3BOJIAIOT Pa3BUBaTh y OOYYaroOIErocss TBOPYECKOE TEOPETHUYECKOE
MBILLIEHHE, YMEHHME CaMOCTOSATENbHO H3Yy4aTb JIUTEPATypy, aHAIU3UPOBATh IPAKTUKY; ydaT
4eTKO (POpMyTUpOBaTH MBICIb, BECTU AUCKYCCHUIO, TO €CTh MMEIOT HMCKIIOYHUTEIBHO BaXKHOE
3HAYECHHUE B PA3BUTHU CaMOCTOSTEIIBHOTO MBIIUICHUS.

IlonroroBka K NpakTHYECKOMY 3aHATUIO BKIKOYAaeT aABa dTtama. Ha mepBoM srame
00yYaromuicsl MIaHUPYET CBOI CAMOCTOSITEIbHYIO pabOTy, KOTOpas BKJIIOYACT: YSICHEHHE
3a/laHusl Ha CaMOCTOATEIbHYIO paboTy; MoJ00p OCHOBHOM M JOIOJIHUTENBHOM JIUTEPATYphI;
COCTaBJIEHUE IUIaHA paboThl, B KOTOPOM ONPEAEISIOTCS OCHOBHBIE IYHKTHI IPEICTOAIIECH
noarotoBku. CocraBieHue IUIaHa JAUCLUILNIMHUPYET U MOBBILIAET OPraHU30BaHHOCTH B paborTe.
Bropoii sTan BkJIIOUaeT HENOCPEACTBEHHYIO IMOATOTOBKY K 3aHATHIO, KOTOpas HauMHAETCS C
U3YYEHHs OCHOBHOM M JIOMOJHUTENbHOU JuTepaTypbl. Oco00oe BHUMaHKUE MPU ITOM HEOOXOIUMO
0o0paTuTh Ha COJIEP’KAaHUE OCHOBHBIX IOJIOKEHUIH M BBIBOJIOB, OOBsICHEHUE SIBJICHUN U (aKTOB,
YSICHEHHE IPAKTUYECKOrO IPUIIOKEHMSI pacCMaTpUBAEMBIX TEOPETHYECKHX Bompocos. [lanee
ClelyeT NOJArOTOBUTH TE€3UCHI JUISl BHICTYIJIEHUM IO BCEM y4EOHBIM BOIPOCAaM, BBIHOCUMBIM Ha
IPAKTUYECKOE 3aHSATHE WIN M0 TeME, BBIHECEHHOM Ha JUCKYCCHIO (KPYTJIBIM CTOJI), MPOAyMaTh
IPUMEPBI C LIETbI0 00eCIIeYeHUsI TECHOM CBA3M M3y4aeMOi TeMbl ¢ peanbHO KU3HbI0. ['0TOBsCH
K JIOKJIaJly WM BBICTYIUICHUIO B PaMKaxX HHTEPAKTUBHOMN (OpMBI (AMCKYCCHS, KPYTJIbIHI CTOI), IPH

H€06XOI[I/IMOCTI/I (1(S18%48 O6paTI/ITI)C$I 3a MOMOLIBIO K IMMPEIoaaBaTCIro.

6.2. CamocTosiTe1bHAsA padoTa CTYACHTOB

CamocrosrenbHas paboTa CTyJJ€HTOB IPEIYCMOTPEHA YU€OHBIM IJIAHOM I10 AUCLUIIIMHE
B o0beme 66 uaca. CamocTosTenbHass paboTa peaqu3yeTrcss B paMKax MpOorpamMMmbl OCBOEHUS
JVICIIATUTMHEI B CIEAYIONINX (opMax:

- paboTa ¢ KOHCIIEKTOM 3aHATHUs (00paboTKa TeKcTa);

- IPOpabOTKa TEMATUKN CAMOCTOSITEIIbHON pabOTHI;

- HaIMCaHNe KOHTPOJIbHOW PabOTHI;

- mouck nHpopmanuu B cetu «MHTepHET» U IuTEpaType;

- BBIIMOJIHEHUE UHANBHIYyaIbHBIX 3aJJaHUM;

- IOJITOTOBKA K Caye 3ayeTa.

CamocrosTenbHas padoTa MPOBOJUTCS C HENBIO:

- CUCTEMATHU3alluH U 3aKPEINICHUSA MMOJTYYCHHBIX TCOPETHICCKUX 3HAaHUH U MPAKTUICCKUX
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YMEHUN 00yJaronuxcs;

- YIIIyONIeHHsI U PacCIIMPEHUs TEOPETUUECKUX 3HAHUHN CTYICHTOB;

- (opmupoBaHus yMEHHMI HCHOJB30BATH HOPMATUBHYIO, MPAaBOBYIO, CIPAaBOYHYIO
JOKYMEHTAIUIO0, Y4eOHYIO U CIIELUAIIbHYIO JIUTEPATYpY;

- Pa3BUTHA MO3HABATEIbHBIX CIOCOOHOCTEM M aKTUBHOCTH OOYyYaroIIMXCs: TBOPYECKOM
MHHUIMATUBBI, CaMOCTOATEIbHOCTH, OTBETCTBEHHOCTH, OPraHM30BAaHHOCTH; (opMupoBaHue
CaMOCTOSITEIbHOCTH MBIIUICHUS, CIOCOOHOCTEH K CaMOPa3BUTHIO, COBEPLICHCTBOBAHHUIO U
caMOOpraHu3aluu;

- Pa3BUTHIO UCCIIEI0BATEIILCKMX YMEHUN CTYJEHTOB.

TexHoNOrMs OpraHM3alMy  CaMOCTOATENBHON pabOThl  OOYyYalOUIMXCS — BKJIIOYACT
UCTIOJIb30BaHUE WH(POPMALMOHHBIX W MAaTEpUAIbHO-TEXHUYECKUX pPECypcoB: OmOIMoTeka c
YUTAIbHBIM 3aJI0M, KOMIIBIOTEPHBIE KJIACChl C BO3MOXHOCTBIO pa®oThl B VIHTEpHET, ayAUTOpUU
JUIL CAMOCTOSITENIbHON PabOTHI.

Ilepen BbIONIHEHHEM OOYYarOIIMMMCS BHEAYIUTOPHOM CaMOCTOSITENIbHOM paboTh
[penojaBaTesib MPOBOJUT KOHCYJIBTHUPOBAHUE IO BBIIOJHEHUIO 3a/laHusl, KOTOPBIA BKIIIOYAET
LeNlb 3aJlaHusl, €ro COJAEp)KaHHs, CPOKH BBIIOJHEHUS, OPUEHTUPOBOUHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHHUs K pe3ysibTaTaM padOoThl, KPUTEPHH OLIEHKH.

CamocrosiTenbHass paboTa MOXKET OCYIIECTBIATHCA HWHAMBUAYAJIBHO WM TpyHIaMu
o0Oy4aromuxcsi B 3aBUCUMOCTH OT LEIH, 00beMa, KOHKPETHOM TEeMaTHKU CaMOCTOSITEIbHOMN
paboThI, YPOBHS CII0)KHOCTH, YPOBHS YMEHHUH 00yUarOIUXCsl.

KoHTposns camocTosTenbHOM paboThl CTYI€HTOB MpeAyCMaTPUBAET:

-COOTHECEHUE COJIEPKAaHUS KOHTPOJIA C eNIIMU 00yUEHUs;

-00bEKTUBHOCTb KOHTPOJIS;

-BaJINIHOCTh ~ KOHTPOJIA  (COOTBETCTBUE MPEABSABISEMbIX 3aJaHUM  TOMY, 4TO
IPEIoiaraeTcsi MpOBEPUTH);

-nuddepeHnuanio KOHTPOJIbHO-U3MEPUTEIbHBIX MATEPHAIIOB.

@DopMBbI KOHTPOJISI CAMOCTOSATEIBHON pabOTHI:

-IPOCMOTP U MPOBEPKA BBIMOJIHEHHS CAMOCTOATENbHOIN paboThI IPEToaaBaTeseM;

-OpraHu3alys CaMONPOBEPKH, B3aUMOIIPOBEPKH BBIIIOJHEHHOT'O 3a/1aHUs B IPYIIIIE;

-00CyXIeHHEe Pe3yIbTaTOB BBIIIOJHEHHOW pabOThl HA 3aHATUH;

-IPOBEJIEHNE THCBMEHHOTO OIPOCa;

-IPOBEICHUE YCTHOI'O OIpOCa; OpraHu3aluss W MPOBEIEHUE HWHAMBHUAYAIBHOIO
cobeceI0BaHMus;

-OpraHu3anus U NpoBeJeHHe COOeCceJOBaHuUs C IPYIIIOM.
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7. MeToan4yeckue peKOMEeHAAlUM M0 00y4eHH IO JIUI C OTPAHNYEeHHBIMHU

BO3MOKHOCTHAMHU 3I0POBbS U HHBAJIUIA0B

OOyuenue no JUCHUIUIMHE 00YYarOIIUXCs ¢ OTPAHMYCHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI
(maee — OB3) ocymiecTBisieTcss C y4eTOM OCOOEHHOCTeH MCHUXO(QHU3HMUECKOTO pPa3BUTHUSA,
WHAUBUAYAIbHBIX BOZMOKHOCTEH M COCTOSIHUS 3/I0POBBS TAKUX 00YUaIOIIHUXCS.

Copepxanuie 00pa3oBaHUS M YCIOBUS OpraHu3alnuu oOydeHus, odyuarommxcs ¢ OB3
ONpEAEIAI0TC adaNTUPOBAaHHON 00pa30BaTEIbHOW NPOrpaMMOM, a JJIi MHBAIMJIOB TAKXKE B
COOTBETCTBUU C MHAUBUIYAIHbHON IPOrpaMMON peadMInTaIli HHBAIUA.

OcBoenue aucnuminHbl oOydaronumucs ¢ OB3 Moker OBITh OpraHHM30BaHO Kak
COBMECTHO C JIpyrUMH OOydYaloIIMMHUCS, TaK UM B OTIENbHBIX Tpymmnax. Ilpennmonararorcs
CrienMaIbHbIe YCIOBUS IS IOJTy4YeHus: oOpazoBanus oOydarommmucs ¢ OB3.

[Tpodeccopcko-nieqarorndeckuii cocTaB 3HAKOMHUTCSI C TICUXOJIOT0-(DH3HOIOTHISCKIMH
0COOCHHOCTSIMU O0ydaromuxcss uHBanuAoB U aull ¢ OB3, uHAMBUAYyaTbHBIMH IIPOrpaMMaMu
peadmIMTalKi HHBATUIOB (IIPH HAJIMYWH ).

B kypce npenronaraeTcsi HCIOIb30BaTh COLMAIBHO-aKTUBHBIC U PEQIIEKCUBHBIC METOIBI
0o0y4eHHUsl, TEXHOJIOTMHM COLMOKYJIbTYPHOH peaduIuTaluu C LENbl0 OKa3aHWs IOMOILIU B
YCTaHOBJICHUH TOJTHOIEHHBIX MEXJIMYHOCTHBIX OTHOILIEHUH C IPYTMMH CTYIEHTaMH, CO3JIaHUU
KOM(OPTHOTO TCHXOJIOTUYECKOT0 KJIMMara B cTyaeHdeckoil rpymme. Ilogbop u pazpaboTka
yu4eOHBIX MaTepuajioB IPOU3BOJAATCS C Y4YETOM IPEAOCTaBICHUS Marepuaja B pa3IMYHBIX
dopMax: ayqualbHOM, BU3YAIIbHOM, C UCIOJIB30BaHUEM CHEIUAIBHBIX TEXHUYECKUX CPENICTB U
MH(OPMAILIMOHHBIX CUCTEM.

OcBoenne nucruruinHbl JuiiaMd ¢ OB3 ocyiiecTBiseTcss ¢ UCHOIb30BaHUEM CPEICTB
oOyueHuss oOOIIET0 U CHEUUANbHOIO Ha3HaueHus (IEePCOHANIBHOIO M  KOJJIEKTUBHOTO
UCIIOJIb30BaHus1). MaTepuanbHO-TEXHUYECKOE o0ecrieueHre npeaycMaTpruBaeT IprUcrocooieHre
aynuTopuil K Hyxaam aun ¢ OB3.

dopma npoBeACHUS aTTECTAIMK ISl CTYACHTOB-UHBAINIOB YCTAaHABIMBAETCS C YUETOM
WHIUBUIYAIbHBIX TIcCUX0odu3ndeckux ocooennocrent. s crynentoB ¢ OB3 npemycmaTpuBaeTcst
JnocTymnHast popma npeaocTaBiIeHHs 3a1aHUN KaK OLEHOYHBIX CPECTB, @ UMEHHO:

"] B IEYaTHOM WM 3JEKTPOHHOM dopMe (A TUIL ¢ HapYUIEHUSIMU OIIOPHO-IBUTATEIHLHOTO
amnmapara);
) B mevarHoi ¢Qopme WIM DIEKTPOHHOW (¢opMe ¢ YBETUYECHHBIM MIpudToM U

KOHTPACTHOCTBIO (ISl JIUI] C HAPYIICHUSIMH CTyXa, PEUd, 3pEHHS);

(] MEeTOJOM YTEHHS aCCUCTEHTOM 3aJaHus BCIYX (IJIS JTUIL C HAPYIIICHUSIMU 3PCHHUS).
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CryneHTaM C HHBAJUIHOCTHIO YBEJIWYUBAETCS BpEeMs Ha IOJArOTOBKY OTBETOB Ha
KOHTPOJIBHBIE BOMPOCHL. J[JIs TakWX CTYACHTOB MpeayCMaTpUBaeTCs JOCTyIHas Qopma
MPE0CTaBIICHUS OTBETOB Ha 3a/I1aHUsI, @ UMEHHO:

N NUCHbMEHHO Ha Oymare Win HabOpOM OTBETOB HAa KOMIBIOTEpE (IS JTUI] C HAPYLICHUSIMHU
ciyxa, peun);

O BBIOOPOM OTBETa M3 BO3MOXHBIX BapUAHTOB C HCIIOJIB30BAHUEM YCIYTI acCUCTEHTa (Ui
JIUI] C HapYIICHUSIMU OMOPHO-/IBUTATENILHOTO alllapara);

O YCTHO (U151 JIUI[ C HAPYIIEHUSIMU 3PEHHUSI, OTIOPHO-IBUTATEIHLHOTO arlnapara).

U Ipu HEOOXOAMMOCTH MJIsi OOYYAIOIIUXCS C WHBAIMIHOCTBIO MpOLEAypa OICHHUBAHUS

PE3yJIbTaTOB 06yquH51 MOZKCT IMIPOBOAUTHCA B HCCKOJIBKO 3TAIlOB.
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[Tpunoxenue 1

DoH/1 OLIEHOYHBIX CPEICTB
JJISl TEKYLIEero KOHTPOJISI M POMEKYTOUHOM aTTecTaunu
NMPU U3YyYeHUH TUCHUTIMHBI
DT/1.B.03 lokymMeHTALMOHHOE 00ecTeYeHne U 1eJI0ONPOU3BOACTBO

r. Mocksa, 2025
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1. TacnopTt GoHIa OLIEHOYHBIX CPEICTB

Y MYHUIUTNIAIBHOTO YIPABJICHUS.
UIIK-2.2 VYMmerp NOpoOBOAUTH

Koa n naumenoBanue NHaukaTop 10CTHKEHUS HaumeHoBanue
KOMIIETEeHIIM U KOMIIETeHIIMH OLICHOYHOTO
cpeacrBa
IIK-2 Cnocoben ocymectiars | MIIK-2.1  3mare  meronuky | [IpomexyrouHas
aBTOMATU3allMI0  OCHOBHBIX W | IPOBEACHUS aHaJIM3a, | aTTeCTalHUs:
BCIIOMOI'aTeJIbHBIX IIpoLeccoB | MOACITUPOBAHUA u | 3a4eT
YIIPaBJICHUS HPEANPUATHEM (hopmupoBaHusl MHTETPAILHOTO
NpPEJICTaBICHUs CTpaTeruii |
nenel, OW3HeC-TPOIEecCOB |
MH(GOPMAITMOHHO-
TEXHOJOTHYECKON
UHPPACTPYKTYPHl TPEAIPUSTHI
pa3IU4YHON OTpacieBon
MPUHAAJICKHOCTH W Pa3IUIHBIX
¢dbopM COOCTBEHHOCTH, a TaKXKe N
YUpPEKIACHUN TOCYJapCTBEHHOTO Texymuii
KOHTPOJb:

OIIPOC, TOKJIAM
(pedepar), Tecr,

aHalu3,  MOJCIUPOBAHUE U
(opmupoBanre uHTerpanbHoro | 341811 HPH
NpPEJCTABICHUSl CTpaTeruid U pasbope
neneit, OusHec- mpomeccop u | KOHKPETHBIX
UH(OPMALIMOHHO- CUTYyaLUil
TEXHOJIOTUYECKON

UHDPACTPYKTYPBI MPEIPHSATHIA

pa3I4YHON OTpacieBon

MIPUHAUIC)KHOCTA U Pa3TMYHBIX
¢dbopM COOCTBEHHOCTH, a TaKXKe
YUPEXKIEHUI TOCYIapCTBEHHOTO
¥ MYHUITUTIAIEHOTO YIIPaBIICHUSI.
HUIIK-2.3 Bnanerb HaBBIKAMU
dbopMupoBaHus
UHQOpPMAIMOHHOW  0a3el B
nporiecce cbopa U 00pabOTKH
JTAHHBIX JUIS MIPOBECHUS
pacuera 9KOHOMUYECKUX
MoKasaTeJield OpraHu3aluu

[IK-5 CnocolGeH OCyIIeCTBISITh
MOJIETTUPOBAHUE aAPXUTEKTYPHI
HNPEAIPUATHS

HIIK-5.1 3HAaTh: OCHOBBI
APXUTEKTYPHI MPEIITPUITHUS
UIIK-5.2 YMmeTh: MOAENUpOBATH
APXUTEKTYPY NPEeANPUITUS
HIIK-5.3 Bnamerh: HaBbIKaMu
MOJICTTUPOBAHUSI  APXUTEKTYPHI
TIPETPUATUS

Oranel GopmupoBanus komrnereHui B npouecce ocBoeHust OIIOII mpsiMo cBsi3aHbI

MECTOM JHMCUMIUIMH B oOpa3zoBaTenbHOM mporpamme. Kaxnaplii stanm  GopmMupoBaHus

KOMIICTCHINH, XapPAaKTCPU3YCTCA OIMPCACICHHBIMHU 3HAHUAMH, YMCHUAMHU U HABBIKAMU U (I/IJ'II/I)
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OMNBITOM MNPO(ECCHOHAIBHOW AEATENbHOCTH, KOTOpBIE OLEHHBAIOTCA B IPOLIECCE TEKYILEro
KOHTPOJISI yCIIEBAEMOCTH, IPOMEKYTOUHOM aTTeCTallMu 110 TUCLUIUIMHE (IPAKTUKE) U B IIPOLIEcCce
UTOTOBOM aTrectannu MToroBas omeHKa C(OPMHPOBAHHOCTH KOMIIETCHLMH Ompeaessercs B

nepuoa nmOoAroToOBKM U CAa4du 3a4cTa.

2. OueHo4YHbIE CpeaCTBA

2.1 Tekymuuii KOHTPOJIb

TUIIOBOE TECTOBOE 3AJIAHUE

1. JlIokyMeHTallMOHHOE 00eCTIeYeHUE YIPABIEHUS — 3TO:

1) mesTenbHOCTH anmapara ynpaBieHHs, OXBaTBIBAIOIIAsl BOIIPOCHI JOKYMEHTUPOBAHUS U
OpraHu3aiuy paboThl ¢ JOKYMEHTaMH B MPOIIECCE OCYIIECTBICHUS UM YIIPaBIEHYECKIX
byHKIM;

2) npaBUWIIBHO 0(OPMIICHHBIE IOKYMEHTHI, OTPAKAIOIINE BECh CIIEKTP YIPaBICHUYECKON
JeSITETLHOCTH TIPEIIPUSTHS;

3) opranuzanus 10KyMEHTOO000pOTa B YUPEKICHUY;

4) KOMILJIEKC OCHOBHBIX MOJIOKEHUH, OMPEEISIIONIMX U PEeriaMeHTHPYIOIINX OpraHU3aIHI0
JOKYMEHTHPYEMBIX MTPOIECCOB HA PEATPUATHH.

2. CucreMa JOKyMEHTAIMH, CO3JJaHHas 110 €IMHBIM [IpaBUJIaM U TPeOOBaHUSIM, — 3TO:

1) yaudunupoBaHHas cucteMa JOKyYMEHTAINH;

2) ET'CJ;

3) I'OCT;

4) 00BEKT JeIONPON3BOICTRA.

3. UTo Henb3s OTHECTH K cepe J1eI0npou3BoCTBa?

1) obopmiienue cekpeTapéMm mpukasza o npuémMe Ha paboTy COTPYIHHUKA;

2) odopmiieHHE ceKpeTapéM o MPOoch0e HaYaIbHUKA MO3/IPaBUTEILHOM TeJIerpaMMBbl JIst
€ro MaTepu;

3) odopmiieHue cekpeTapéM Mo Mpochde HauyalbHUKA CIIY>KEOHOI 3aMCKU B BBILIECTOSIIYIO
MHCTaHIHIO;

4) opopmieHue cekperapéM MPOTOKOJIA COBEIAHUS PYKOBOIUTEINEH OT/IEI0B.

4. I'ne Ha TOKYMEHTE CJIeAyeT pacrojiaraTh ToCy1apcTBeHHbIN Tep0 Poccutickoit denepammm?
1) B BepxHeM HoJIe€;

2) 1O LEHTpY JINCTA;

3) B IpaBOM BEPXHEM YTILy;
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4) B JICBOM BEpXHEM YTIIy.

5. B kakoM ciiydae Ha JOKYMEHTE HE BOCIIPOM3BOJUTCS SMOJIeMa OpraHu3auu?
1) ecnu Ha moKyMeHTe yke oMeréH repo Poccuiickoit deneparum;

2) ecnu Ha JIOKYMEHTE yKe moMeIéH repo cyobekra Poccuiickoit denepanuu;
3) ecniu opraHu3alys He CYUTAET HY>KHBIM ITOMEIIATh SMOJIEMy Ha JOKYMEHTE.
5. I'ep6 cyOnekra Poccuiickoii Deneparuu momMeniaercs Ha OJaHKax:

1) B BepxHeM 1oJI€;

2) 1o LIEHTPY AOKYMEHTAa;

3) B IpaBOM BEpXHEM YTIIy;

4) B COOTBETCTBUU C MPABOBBIMU aKTaMU cyObekToB Poccuiickoit denepanuu.

[IIkana onleHMBaHUA TECTOBOI'O 3aJaHUS

% BepHBIX penieHni (0TBETOB) Ixkana oueHUBaHUA
85-100% «OMIUYHON

70-84% «XOpOULOY

51-69% «V00B71eMBOPUMENLHOY
50% u menee «HEY/I0BJIETBOPUTEIBHO

IMPUMEPHASA TEMATUKA KOHTPOJIBHBIX PABOT 110 JUCHUIIJIMHE

1. ConepxaHue 1 Ha3HaYEHHE JIEIOIPOU3BOJICTBA.

2. OpraHu3annoHHble (HOPMBI AETONPOU3BOICTBA.

3. City0a 1e710Tpon3BOJICTBA, LIETU U 337a4H, PYHKIITMOHAIBHOE COJICpKAHUE A TEIHHOCTH.
4. 3akoHonatenbcTBO Poccuiickoit denepaunu B chepe nHGOpMaMK U JOKYMEHTALUH.

5. 3aKkOHOAATENbCTBO 00 IIEKTPOHHON MOMHCH.

6. Buapl 2eKTpOHHOM NMOAIIUCH U TTOPSIIOK UX TPUMEHEHHUS.

7. HopmaTtuBHbIi JokyMeHT «IIpaBuiia nenonpou3BoJCTBa B eiepalibHbIX OpraHax
MCIIOJTHUTEJILHOM BJIaCTU», €r0 Ha3HAUYEHHUE.

8. HanmoHanbHble CTAaHIAPTHI 110 YIIPABICHUIO TOKYMEHTAMHU.

9. HopMmaTuBHBIE TPaBOBHIE aKThl OpPraHa BIACTH, PEriIaMEHTHPYIOIIUE OpraHu3alnio paboThl ¢
JIOKyMEHTaMH.

10. MaCTpYKITHS TIO IETTOTIPOM3BOICTBY, HOpMAaTUBHAS M MeToinUecKast 6a3a pa3paboTKku
MHCTPYKLHUH TI0 JEJIONPOU3BOACTBY.

11. bnank 1oKyMeHTa, BUJbI OJAHKOB COCTaB PEKBU3UTOB OJaHKA.

12. CocTaB peKBU3UTOB yJIOCTOBEPEHMUSI, TOPSIIOK UX OPOPMIICHHUS.

13. CnyxeOHble OTMETKHU Ha IOKyMEHTE, OPSAA0K UX 0(popMIIEHUS.
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14. Cucrema opraHu3allMOHHO-TIPABOBOM JOKYMEHTAIIMU, HA3HAYEHNE U BUJOBOM COCTaB
JIOKYMEHTOB.

15. IloHsiTHE HOPMATUBHOTO MPABOBOTO AKTA, BUbl HOPMATUBHBIX MPABOBBIX aKTOB
denepanbHBIX OPraHOB HCIIOHUTEIHLHON BIACTH.

16. JlomxkHOCTHAS MHCTPYKIUS, HA3HAYEHUE JOKYMEHTa, COCTaBlIeHHE U 0(hopMIICHHE.

17. IIpouenypa corjiacoBanusi JOKYMEHTOB, €€ Ha3HAUYE€HHE, BHEIIIHEE U BHYTPEHHEE
COIJIACOBAHHUE.

18. BuszupoBanue JOKyMEHTOB, OCOOEHHOCTH BU3HPOBAHUS PACIIOPSATUTEIbHBIX JOKYMEHTOB.
19. Cucrema pacnopsAuTEIbHON JOKYMEHTAIIMU, HA3HAYEHHUE U BUJOBOM COCTaB IOKYMEHTOB.
20. Cocrapnenue 1 ohopMIICHHE MPUKA3a [0 OCHOBHOMU JACSITEILHOCTH.

21. Ilopsaok TOKyMEHTHPOBAHUS KOJUIETHAJIbHOM (COBEIIATEIbHON) NEATEIbHOCTH.

2322. IlpoTokon 3aceanus, BUIbI TPOTOKOIIOB, COCTaBIEHUE U O(hOpMIICHHE.

23. Cuctema uH(POPMAIIOHHO-CIIPABOYHOM TOKYMEHTAIMHU, Ha3HAUYE€HUE U BUJIOBOM COCTAaB
JIOKYMEHTOB.

24. JlenoBoe MUCbMO, pa3HOBUIHOCTH JICJIOBBIX ITUCEM.

25. Cocrapnenue u 0(OpMIICHHE JEIOBOTO MUChMA.

26. TekcT ynpaBIeHYeCKOro JOKYMEHTa, 00IIne TpeOOBaHMS K COCTABICHHUIO TEKCTa
JIOKYMEHTA.

27. AKT KaK BUJ IOKYMEHTa, Pa3HOBUIHOCTH aKTOB, OCOOCHHOCTU COCTaBJICHUS U 0OPMIICHHUS.
28. IloHnaTre JOKyMEHTO000POTa, KAUeCTBEHHBIE U KOJTHMUECTBEHHBIC TapaMeTPhl
JIOKyMEHTO000pOoTA.

29. [IpuHIUIIBI pallUOHATBHON OpraHU3aIluU JOKYMEHTO000pOTa.

30. OcHOBHBIE 3Talbl ABUKEHUS MTOCTYMAOIINX JOKYMEHTOB.

31. OcHOBHBIE 3TaIlbl ABUKEHUS OTIPABIIIEMbBIX JOKYMEHTOB.

32. ®opMBI 1 METOJIbI COBEPILIEHCTBOBAHUS TOKYMEHTOO00OPOTA.

33. Ha3znaueHue U 11eJU pEeTUCTpaIlui JOKYMEHTOB, IPUHITUIIBI PETUCTPAIIIH.

34. CTpyKTypa perucTpalliOHHOTO HOMEPA MOCTYMAIOIINX, OTIPABISIEMBIX U BHYTPEHHHUX
JIOKYMEHTOB.

35. OCHOBHBIE PEKBU3UTHI PETUCTPALTUOHHBIX (POPM.

36. OcoOEHHOCTH PETUCTpaIliU OTACIBHBIX BUIOB IOKYMEHTOB (TIPHKa3, IEJI0BOE MUCHMO).
37. Opranu3aiioHHble OCHOBBI KOHTPOJISI UCIIOJHEHUSI TOKYMEHTOB (TIOPYUYEHHIA).

38. TexHOMOTHUSI KOHTPOJISL UCTIOTHEHHS IOKYMEHTOB (TIOPYUYESHH ).

39. Cpoku UCTIONHEHUS JOKYMEHTOB, BUJIbI CPOKOB, MOPSAOK UCUUCIEHUSI CPOKOB UCIIOJIHEHUS
JIOKYMEHTOB, TIOPSIOK TIEPEHOCa CPOKA UCITOTHEHUS JOKYMEHTA.

40. OcHOBHBIE 3TaIlbl KOHTPOJISI UCTIOTHEHUSI IOKYMEHTOB (TIOPYUYESHHIT).
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41. Opranu3zanusi paboThl UCTIOJIHUTEIIS C JOKYMEHTaMHU.

42. HopMaTHBHBIE OCHOBBI U OOIIME MPUHIIMITBI OPTraHU3aLUU paboTHI C 00pALICHUAMH TPaKIaH
43. Bunpl oOpaieHuii rpaxad, 0cOOEHHOCTH pacCCMOTPEHHsI 0OpallieHIi rpak1aH
Poccuiickoit deneparumu.

44. TlonsiTHe UEHHOCTH JOKYMEHTA, KPUTEPUH LIEHHOCTH IOKYMEHTOB, CPOKH XPaHEHUS
JIOKYMEHTOB.

45. Opranu3zanus 1 NOpsA0K IPOBEIEHUS IKCIEPTU3bI LIEHHOCTH IOKYMEHTOB OpIraHa BIIACTH.
46. Cpoku XpaHEHUs JOKYMEHTOB, KATETOPHH JJOKYMEHTOB, BBIAESEMbIX IO CPOKAM XPAHEHMUS,
CPOKH XPaHEHUs JIEKTPOHHBIX JIEI.

47. Ilepeynu TOKyMEHTOB CO CPOKaMH XPAHEHHUs, UX IPUMEHEHUE B JEIONPOU3BOICTBE.

48. HomeHkuaTypa /i€ oprana BjaacTy, (PyHKIIMHM HOMEHKJIATYphI JeJl, IPUHLUIIBI €€
HOCTPOCHHUS.

49. dopma HOMEHKJIATYPBI J1e]1, OCHOBHBIE 3Talbl €€ pa3pab0TKU HOMEHKJIATYPhI JIel.

50. IIpaBuna cocTaBiieHUs 3ar0JIOBKOB J1€J1 HOMEHKJIATYpPBI JEJI.

51. CornacoBanue 1 yTBEpKACHIUE HOMEHKJIATYPBI J€Jl, CPOK JAEUCTBUS HOMEHKIATYpHI /€T, €€
BE/ICHUE U KOPPEKTUPOBKA.

52. ®opmupoBaHue JieN B AETIONPOU3BOICTBE, 0COOCHHOCTU (POPMHUPOBAHUS B JIe/1a OTJEIIBHBIX
KaTeropyuil TOKYMEHTOB.

53. Bupel onuceii f1e1, OCHOBHBIE MPUHIIMITBI U TIOPSJIOK COCTABIICHUS OTIMCEH JIeT.

54. JInyHOE €710 rocy1apCTBEHHOTO MPa)KAAHCKOTO CIIYXalllero, COCTaB JOKYMEHTOB Jiefa,
0Cc00EHHOCTH €ro (POPMUPOBAHMUS.

55. Opranuzaius padoThl 10 YHUUTOKEHUIO IOKYMEHTOB C UCTEKIIMMU CPOKAMHU XPaHEHUSI.
56. OdopmiieHune e Npu ux rnepeaaye Ha apXUBHOE XpaHEHHUE.

57. Ilonarue «MHPOPMALIMOHHAS CHCTEMA IEKTPOHHOTO JJOKyMeHToobopoTa» (CI10),
¢ynkuuu C30.

58. HopmartuHble TpeOOBaHUS K UH()OPMALIMOHHBIM CUCTEMAM 3JIEKTPOHHOTO
JIOKyMEHTO000pOoTA.

59. IlonATHE «dNMEKTPOHHBIN TOKYMEHT), OCHOBHBIE TIPUHIIUITBI OPraHU3aluu pabOTHI C
AJIEKTPOHHBIMU JTOKYMEHTAMM B JIEJIONPOU3BOJICTBE.

60. HazHaueHue cucTeMbl MEXBEIOMCTBEHHOTO AJIEKTPOHHOTO TIOKyMeHTooOopoTa (M3/10),

ctpykrypa MOJI10.

IIpumepHbIe NpakTHYECKHUE 32JAHUS:

Hpamnuttecxoe 3a0anue.; cocmasumb npukas
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Hupektop OOO «CeBepHblii TpaH3uT» BenmamuHoB Erop I['eHHambeBUY mNOpydniI
COCTaBHUTh TPHKA3 IO CIEAyIoIeMy Bompocy. B mpukasze tpeOyercs mopyunth Biagumupy
AnekceeBuuy JlnanoBy, Hukonato Autonosuuy CaBupckomy u Anjpero [lerpoBuuy Kynemoy
COCTaBUTh MPOEKT (PMHAHCOBOIO OTYETa Uil Kopropaiuu «Ypannedreraz». Homep gokymenta

1-342 or 12 mas 2014 rona.

IIpaxmuueckoe 3a0anue: cocmagums NPUKA3

Bei — mHavanpHuk otnena genonpousBoiuctBa OO0  «PaccBer». PykoBoautenb
opranu3zanuu: renepanpHblii qupektop C.5. KoBanés. CeronHsi coCTOsUICS COBET AUPEKTOPOB
opsiackoro OO0 «PaccBery, 00Ccyx)aanoch mpeodpa3zoBaHue CTPYKTYpHI oOiecTBa. PemeHo, 4ro
(¢buHAaHCOBBIM OTHEN W OyXranTepuss OOBEIUHSIOTCA B OJHO CTPYKTYPHOE IMOIpPA3CICHHE
(¢punancoBoe ympaBieHHE), PYKOBOACTBO KOTOPBIM IMOpydYaeTcsi TiIaBHOMY Oyxrantepy A.B.
JloBakuny. CekpeTapckue AOKHOCTH pPYyKoBoAcTBa (OIIecTBa BBIBOIATCS HM3 MOJYMHEHUS
CITY>OBI JACIIONPOU3BOCTBA U OOBEIUHSAIOTCS B CAMOCTOSITEIIBHOE CTPYKTYPHOE TO/Ipa3iesieHue
(cexperapuar). PykoBOACTBO CEKpeTapraToOM MOPYYaeTCsl MOMOIIHUKY F€HEPAIbHOTO TUPEKTOpa

H.}O. Manununy. KonTponupoBath ucrionHeHue nprkas3a Oyere BbI.

IIpakmuueckoe 3adanue: ogpopmums obvacHumenvhyio 3anucky. Cocmasumo pe3onoyuio.

B 3A0 «Bpemena roma» OblUla IpoBeJeHa PEBU3MS, B pe3yJbTaTe KOTOpOH Obun
BBISIBJIEHBl HEOOOCHOBAHHBIE 3aTpaThl HA OPraHU3ALMIO JIETOBBIX MEPONpUATH. B cBs3u ¢ aTUM
mupextop 3A0 «Bpemena ronay, 3apeructpupoBanHoro B I. bpsucke, H.I1. Copokun 3aTpe6oBain
OOBSCHUTENbHYIO 3aIIUCKY OT Ii1aBHoOro oyxranrepa A.E. ManunoBoii. Panee nupektopoM ObLI
W3/1aH IIPUKa3, B KOTOPOM PYKOBOJUTEIM CTPYKTYPHBIX MOAPA3ACICHUN IpU OpraHU3alHH
JIETIOBBIX MEPONPUATHI 00s3bIBATUCH MIPECTABIATH B Oyxranrepuio 3A0O 10KIaJHbIE 3aIHCKH C
YKa3aHHEM CMETBI pacxoloB He no3aHee 10 qHel 1o Havana COOTBETCTBYIOIIETO MEPOIPUSATHS.
Jupexktop mopyuusi OyXraiaTepuu MNpPOBOJAUTH (UHAHCHUPOBAHUE JIE€JOBBIX MEPOIPUSATUN Ha
OCHOBaHUU ero pe3ontonuu. OIHAKO IJIaBHBIA Oyxraiarep npopuHaHCHpPOBala KOMaHAUPOBKY
HauanbHUKa othena cOeita E.C. TuxonoBa 6e3 pesomouuu aupekropa. OT jnuua riaBHOTO
oyxrantepa A.E. MaHunoBoil coctaBbTe OOBSCHUTENBHYIO 3aIHCKY, TJ€ YKaXHUTEe, YTO OIulaTa
ocyIiecTBiieHa B cBsi3U ¢ 10-1HEBHOM 3apy0eXKHON KOMaHIUPOBKOM TUPEKTOpA.

Pe3omronms cocraBiseTcs IMPOU3BOJIBHO.

IIpakmuueckoe 3a0anue: cocmagbme u 0ghopmume 06bACHUMENLHYIO 3ANUCKY
Wucnekrop kanuensipun 3A0 «Cupuyc» W.M. PycakoBa B COOTBETCTBUU C NPUKA30M

reHepanbHoro aupekropa ot 12.03.2005 Ne 45 nomxna 6p11a k 12.04.2005 npoBectu sKkcnepTusy
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[EHHOCTH JOKYMEHTOB, XpaHSIIMXCS B KaHUEspuu. B B3 c anuTenbHOM Oosie3HBbIO
3aBenyromiert kanuensapuen .M. PycakoBa ucnonssiia ee 0043aHHOCTH U HE CMOTJIA BBIMOJIHUTH
nopydenue B cpok. [locne Brixona Ha paboTy 3aBeayromas KaHIensapuei nmorpedosana ot N.U.

PycakoBoii 00BSCHUTENBHYIO 3aIIUCKY.

IIpaxmuueckoe 3a0anue: cocmagums 0€1060€ NUCbMO

BbI — HavanbHUK OTAENA IEIONPOM3BOJCTBA 00MaAMUHUCTpai. Buepa npoBeneH 9 B
roay npesuanyM kosuieruu npu ['yoepunarope bpsirckoit oomactu A.B. Tumodeere. Hauanpauk
ropuauyeckoro oraena E.P. CunuH BHeC NpemyioKeHHE MO0 PEeopraHu3aluM aIMHUHHUCTpALUU
Bpsiackoii obmactu B [IpaButensctBo bpsiHckoii obmactu. ['yGepnarop bpsiHckoit obmactu A.B.
TumodeeB cipocui AOKJIAIUUKA O KOJIMYECTBE 3aMmecTuTeneil ['yoepHaropa B HOBOU CTPYKTYpE,
MPEJIOKUIT COKPaTUTh MX Ha 2 enuHuUIbl. [lopydeHo ympaBieHuio Mo KajapoBoid pabote k I
kBaptany 2017 rosia moAroTOBUTH MPOEKT peopraHu3anuu. HauanpHuKy nenapramenta GuHaHCcOB
I1.E. BnacoBy npocuurtath pacxo/bl o peopranuzanuu ko Il ksaprany 2017 roga.

Bam HeoOxoammo HammcaTh nmuchMo Ha UM [lpeacenarens bpsiackoit obnactHo J{yMbl
A.E. EnuceeBa 3a moAnuchIo Balero pykoBoauTens — 3amectutens ['ydepnaropa A.A.Ilono3oBa.
B nuceme, cornacuo 3anpocy u3 Jymsr (Ne 1-342 oT cerogusiniHero yrcia) —1pouHGopMUpOBaTh

EnuceeBa 0 TOM, 4TO IPOU30ILIO HA IPE3UTUYME.

IIpakmuyeckoe 3adanue: oghopmums NOIHBIN NPOMOKO]L NO NPEOTONCEHHOU CUMYAYUU.

B 3A0 «/Ipurarens» cocrosuioch 3acenanue texHudeckoro Cosera npu ['eHepanbHOM
nupekrope T.J1. ['marosnese moj ero mpeacenaTeabCTBOM, B IPUCYTCTBUU BeeX wieHOB Cosera (16
yenoBek) u cekperaps Cosera. CoBeT oOcyxJan BOHpPOChl O cocTosiHMM padoTel 3A0 3a
OpoIleAmnii roJ U mepcrekTHBbl pa3BuTus OOliecTBa B OyAyIleM TIoay, O BBIIOJIHEHUU
IIPOrpaMMBbl  BBIYCKa NPOAYKIMM M ee peanusauuu. Ilo mepBomy Bompocy [OKIan nenal
3amectuTens ['eHepanbHOoro gmpexkropa K.A. PycimaHoB, KOTOpBIM Jall  pa3sBEpPHYTYIO
XapaKTepUCTUKY JesTenbHOCTH OOmiecTBa, OTMETUJ pacHIMPEHHE COTPYAHMYECTBA» C
napTHepamu B JIpyrux peruonax. K. A. PycnaHoB n070XWI O MOANMCAHWU COTJIALLEHUS C
YHUTapHbIM npeanpustueM «TypObuna» u ero mepcrnektuBax miasi O6mectBa. CoBeT HpUHSII
pelieHre O 3akKIIoYeHUH JoroBopa ¢ mpeanpusarueM «TypOuHa» O BBIYCKE 3amyacTed s
CeJIbCKOXO03sUCTBEHHOW TeXxHUukH. Kommepueckuil aupexktop AnToHOB M.K. nomoxun o
COOJTIOJICHUH TUIAHOB pean3allii TOTOBOW MPOIYKIIMU, OTMETUB IPU 3TOM TPH CiIydasi CPhIBOB
NOCTaBKU M HapyuieHus: OOIIecTBOM CBOMX 0053aTENIbCTB M3-32 HENPABHIBHOW KOMIUIEKTAIlUU
3aka3oB. llpuumHON TaKOro MOJIOKEHUS SIBUJIOCH OTCYTCTBHE COBPEMEHHOIO CKIIaJICKOTO

obopynoBaHus. PemieHue 1o BTOPOMY BOIpOCY cojepkaiio TopydeHue Kommepueckomy
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nupektopy AHTOHOBY M.K. MOATOTOBHUTH OOOCHOBAaHHME MPOEKTa PEKOHCTPYKIIMU CKIIaza

HIPEATPUATHS.

Ipakxmuueckoe 3adanue: cocmasume OIAHK HOMEHKIAMYPbl Oell U PEKGUIUNIbL
HOMEHKJIATYPHI JIeJT JI0 TeKCTa.
dupma: 6psackoe OO0 «PaccBer», HomeHkarypa aen Ha 2017 roa. dupexrop OO0 —

Anrton UsBanosuy Tenerun.

Ilpaxmuueckoe 3adanue: cocmagumes omeem 6 gude 0en08020 NUCbMA HA OOpaujeHue
2paNCOAHUHA.

B kaHuemsipuro KoMMmepyeckoro OaHka «ATJIAHTUYECKUM TpaH3uT» 27 sHBaps
T.T.IOCTYIWJIO TUCBMO OT TpaxaaHuHa MBana EBrenseBuua TyxkukoBa. OH IPOCUT PYKOBOJICTBO
0aHKa MPEeNOCTaBUTh €My OECHpPOLEHTHYIO CCYQy Ha MSATh JeT («Ha MOTPEOUTENbCKUE LIETNY).
CocraBbTe OTBET OT JMIa JAUpeKkTopa Oanka AHapes MareeBuuya TuTOBa, Te HU3BECTUTE
3asiBUTEJIS, YTO CPEH MOTPEOUTEILCKAX KPEAUTOB OaHKa MOTOOHBIX KPEAUTHBIX MPOIYKTOB HET.

O3HAaKOMHUTCSL C KPEIUTHBIMU TPEIIOKEHUAMH MOXHO B oduce Oanka (bpsHck,

ya.Bepuasckoro, 4, od. 3) niu Ha caiite 6anka: www.a-tranzit32.ru

Ipakmuueckoe 3adanue: no02omoeumv NYOIUYHOE GbICMYNJIIEHUE NO NPeON0NHCEHHOU
cumyayuu.

IToaroroBUTh NOKJIAL O CBOEH IPyNIE OT UMEHHM CTAPOCTHI IPYIIIbI Ul BBICTYIUIEHUS Ha
Bceepoccuiickom cnére crapocT. B BeICTymiIeHMHM 03BY4HTh Y4Ye€OHYHO M BHEY4YeOHYIO

JeSITeNIbHOCTD TPYIIIBI, 0COOEHHOCTH CIIeMaIN3aluu, Oy1ylne KapbepHble MEPCIEKTUBEI.

IlIpakmuyeckoe 3adanue: cocmasbme u opopmume 3asa6ienue Ha OMNYcK
Bbl — nHauanpHHMK opranuszannoHHoro otnaena OOO «Cucrema-bpsHck». D10 Bai
OCHOBHOI1 OTITyCK, KOTOpbIi Bbl Oepere Ha 30 nHel ¢ 12 aBrycra T.r. 3aMecTUTENb JUPEKTOPA 110

kagpam OOO — Oner MBanoBuu KopoOos.

27



[[Ikxana 1 KpUTEpUHU OIICHUBAHUS KOHTPOJIBHBIX PabOT

IIxana oneHUBaHUA

Kpurtepun onenuBanus

«OMAUYHO» OOyuaromuiicst TITyOOKO M COJep)KaTeIbHO PACKPBIBACT TEMY
KOHTPOJILHON paboTHI, HE IOMYCTHB OMNOO0K. OTBET HOCUT
Pa3BEepHYTHIM U HCUEPIBIBAIOLINN XapaKTep.

«XOpoULo» OOyuaromuiicst B LIeJIOM PAaCKphIBAET TeMY KOHTPOJIbHOM

paboTHI, OIHAKO OTBET HE HOCUT Pa3BEPHYTOTO U MCUYEPIIHIBAIOLIETO
Xapakrepa.

«y00871eMBOPUMENILHOY

OO0yyaromuiics B 1I€JIOM PacKpbIBAaeT TEMY KOHTPOJIbHOI paboThI U
JIOMYCKAET psiZl HETOYHOCTEH, (hparMeHTapHO PacKphIBaeT
coJiep>KaHue TEOPETUYECKUX BOIIPOCOB WIIM UX PACKPBIBAET
COJIEpIKaTENbHO, HO JAOIYCKas 3HAaUUTEIbHbIE

HETOYHOCTH.

«HEYO081eMEOPUMENLHOY

OOyuaromuiics He Bia/ieeT BBIOpaHHON TEMON KOHTPOJIbHOMN
paboTsl. Tema KOHTPOJILHON pabOThI HE PACKPHITA

IMPUMEPHBIE TEMbI TOKJIAOB (PE®EPATOB) 10 JMCIHUIIVIMHE

1. Pa3BuTHe 3akoHOIATENBHON perjamMeHTalnuud paboTel ¢ JOKyMeHTamu B Poccuiickoii

®enepanun B 1990- €2013 1.

2. AHanu3 MHCTPYKUMM IO JEJIONPOU3BOJACTBY (HAa NpPUMEpPE HMHCTPYKLUHUNA KOHKPETHOMN
OpraHU3aIN)
3. AHanu3 T0KHOCTHBIX MHCTPYKLINH paboTHUKOB ciyk0b1 JIOY (Ha mpumepe HHCTPYKIUi

KOHKPETHOTO y‘lpe)KI[GHI/ISI).

4. AHanu3 cTpyKTypbl U (QYHKIUH CIyXObl JIEI0NPOU3BOJICTBA (HA MpUMEpPEe KOHKPETHOMN
OpTaHU3aINH).

S. Opranuzanus padotsl cinyx0s! JJOY (Ha mpumMepe KOHKPETHOM OpraHu3alun).

6. Opranuzanus J0KyMeHTO000poTa (Ha mpuMepe KOHKPETHOH OpraHM3alui) U OCHOBHBIE

HaIlpaBJICHHA €TI0 COBCPUICHCTBOBAHUA.

7. Opranu3zaiys perucTpaunu J0KyMEHTOB (Ha MpUMepe KOHKPETHOM OpraHu3alum).

8. Mertonbl opraHu3any KOHTPOJIS 32 HCIIOJHEHHEM JIOKYMEHTOB IPH TPaJWLMOHHOM
JEIIONIPOU3BOICTBE.

9. Opranu3zanus paboTsl ¢ 00pallleHUsIMU TPaKIaH B TOCYAAPCTBEHHBIX YUPEKICHUIX.

10.  MetoamKka cocTaBICHUS HOMEHKIIATYPHI JeI YIPEHKICHHSL.

11.  IIpobGnemsl 3KCTIEPTHU3BI LIGHHOCTH JIOKYMEHTOB B J€JIONPOU3BO/ICTBE.

12. OnbIT Opranu3anuu padoThl C TOKYMEHTaMH 3a pyOexoMm.
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[lIxana u KpUTEpUU OIICHUBAHUS TOKJIAT0B (pedepaTon)

IlIkajia oneHUuBaHUsA Kpurepun onenuBanus

«OMIAUYHOY OOyuatronuiicst TIyOOKO M COJIEPIKATEITBLHO PACKPBIBACT TEMY
noknana (pedepara), He JOMYCTHB OMTHOOK. OTBET HOCUT
pa3BEPHYTHIM U UCUEPIIBIBAIOIINI XapaKTep

«XOpOULO» OOyuaromumiics B 1IeJIOM pacKpbIBaeT TeMy Jnokiana (pedepara),
OJTHAKO OTBET XOTsI OBl HA OJIMH M3 HUX HE HOCUT Pa3BEPHYTOTO U
MCYEPIIBIBAIOIIETO XapaKTepa.

«yooeremsopumenvioy» | OOy4alOUIMIACS B IIEJIOM pacKpbIBaeT TeMy JoKiana (pedepara) u
JOIYCKaEeT PsA HETOUYHOCTEH, )parMeHTapHO PACKPHIBACT
coJiepKaHne TEOPETHUECKUX BOIPOCOB MM X PACKPHIBAET
COZIepIKaTeNbHO, HO JIONYCKasl 3HAUYUTEIbHBIE HETOYHOCTH

«neyodosremeopumens | OOyuarommiicss He BlaieeT BEHIOpaHHOH TeMoii fokana. Tema He
HO» packpbITa

2.2 [IpomMe:kyTOUHAS aTTeCTANUS

INEPEYEHD BOITPOCOB JJIA IOAI'OTOBKH K 3AYETY

1. CBa3b uHpopMamu u 10KyMeHTa. Poib MH(pOpMauK B COLMANBHBIX M SKOHOMUYECKUX
IIpolLeccax.

2. JIOKYMEHT U €ro MECTO B CUCTEME YIIPABJIICHUS.

3. JIokyMEHTOBEIeHUE KaK Hay4yHasl AUCLUILJIMHA U €€ CBS3b C APYTUMHU HayYHBIMU
JUCLUIUINHAMM.

4. OnpeneneHue JOKyMEHTa B HOPMATHUBHBIX aKTax.

5. 3akoHOAATeIbHAs U HOPMaTUBHAs PErIaMEeHTalUs JOKYMEHTUPOBAHUS B JOPEBOJIIOLMOHHON
Poccun.

6. 3akoHOaTeNbHbIE aKThl 00 00513aTEILHOCTH IOKYMEHTUPOBAHUS HH(DOPMAIUH.

7. IlonsiTue knaccupukanuu J0KyMeHTOB. Buapl kiaccupukanuu. PazButrue 10KyMeHTHON
kiaccu¢ukanuu B Poccun.

8. O6mme 1 yacTHbIe PYHKIIMU JOKYMEHTA. 3aBUCUMOCTbD MOHATHSI «IOKYMEHT» OT €T0
¢bynkunu. Bnusaue QyHKIMA JOKYMEHTa Ha €r0 CTPYKTYpY.

9. 3aBHCUMOCTb MOHATHUS «TOKYMEHT» OT €r0 (PYHKITHH.

10. Pa3BuTHE NOHATHUS «TOKYMEHT.

11. TlonsTue «uH(popMaLys» U €ro pa3BUTHE NPUMEHUTENBHO K JJOKYMEHTOBEIEHUIO.

12. ABTOp TOKyMEeHTa, HOPsI0K 0003HAYEHUs OpraHU3alMN-aBTOpa JIOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conep>xanue, 3HaueHHE, 0OCOOCHHOCTH BHEJIPEHUSI.

14. NatupoBka qokyMeHTa. J{aTa kak cocTaBHas 4yacThb psijia peKBU3UTOB. TpeboBaHus

K 0()OpMJICHHIO JIaThI.

15. [ApeBHeiimue Matepuainsl 1y nucbma. M3o0pereHre Oymaru 1 COBepIIEHCTBOBAHUE €€
IIPOU3BO/ICTBA.

16. Mcropust BOSHUKHOBEHHUS U Pa3BUTHS OTAEIBHBIX BUIOB JTOKYMEHTOB.

18. Kunonokymentuposanue. [lossnenue, pazsutue. Buneosanucs. Kpurepun neHHoctu
KMHOJIOKYMEHTOB.

19. Konuu 1OKyMEHTOB, UX UCTOPUUYECKOE pa3BUTHE U BUABL. JlyOIuKaT JOKyMeHTa.

20. MarepuasibHasi COCTaBIIAONIAs JOKYMEHTA U €€ Pa3BUTHE.

21. OOBEKT U TIpeAMET U3yUCHHUS B TOKYMEHTOBEIEHUU. MeTO/Ibl B JOKYMEHTOBETUECKHIX
UCCIIEIOBAHUAX.

22. HopMaTHBHO-METOUYECKUE aKThI, PETIAMEHTUPYIOIINE CO3/IaHNe H 0(hOPMIICHHE
JIOKYMEHTOB.
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23. O6o3naueHue aapecara. [IpaBuia HamucaHus U MECTO ajapecarta B hopmysape
JIOKYMEHTA.

24. O6merocynapcTBeHHas yHUPUKaus T0KyMeHTOB. @OpMbI YHUPHUKALIHH.

25. O6mue TpeOoBaHMS K TEKCTY TOKyMeHTa. Jlornueckast CTpyKTypa TEeKCTa.

26. OnepaTuBHas U KCTOpUYECKas (PETPOCIEKTUBHAS) JOKYMEHTHAsI UH(pOpMaLus Kak
eanHas THPOPMAaIIMOHHAS CUCTEMA.

277. OCHOBHBIE TEXHOJIOTUU KOIUPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHOBHBIE (HaKTOPBI, ONIPEEIAIONINE PALIMOHATIBHYIO OPTaHU3AIIUI0
H(}OPMaLMOHHO-A0KYMEHTAIIHOHHOTO O0CITY>KUBAaHUS YIIPAaBICHYECKON JAESITEIbHOCTH.
29. OcoOeHHOCTH TOKYMEHTHUPOBAHUS ACSATEIBHOCTH KOJUIETUATIBHBIX OPTaHOB.

30. OcobenHocT Gpopmymsipa JOKyMEHTOB, MMOTYYSHHBIX PA3IUYHBIMHU CIIOCOOAMU
JOKYMEHTHPOBaHUS (TEKCTOBBIMU, MAITUHHBIMH, KUHO-, (OTO-, POHO-, TEXHUYECKHMH ).
31. OrmeTku Ha JoKyMeHTaxX. VX poJib B TPOXOXKIAECHUM U UCIIOJIHEHUHU JIOKYMEHTA,
MecTO B (hopMyIisipe JOKyMeHTa.

32. OTTHCK NeYaT KaK PeKBU3UT JoKyMeHTa. Ciiydan 00s3aTeIbHOTO MPOCTABICHUS
repOOBOIf ITeYaTH Ha JOKYMEHTAaX.

33. llognmuunuku u konuu. Bunael kornuii. [Topsnok ynocToBepeHuit KOMHIA.

34. IlonMHHBIE U TOAJIOKHBIE TOKYMEHTHI. Bupl anbcupukanum JOKyMEHTOB.

35. Iloanuch Kak cocTaBHAs 4YacTh PEKBU3UTOB (TIEPEUUCITUTH BCE PEKBU3UTHI).

36. IlonsiTe «peKBU3UT JOKYMeHTa». [IocTOsSHHBIE U IEpEMEHHbIE PEKBU3UTHI.

37. IloHsiTHE «CUCTEMBI JOKYMEHTAIMI, Pa3BUTHE CUCTEM. Y HU(PHUIIMPOBAHHbBIE
CUCTEMBI JJOKYMEHTALIUH.

38. IlousTHE «ANEKTPOHHBIN JOKYMEHT». Kiaccudukaius 1 xapakTepruCcTUKa COBPEMEHHBIX
HoOcuTelnel nHpopMau

39. TlonsiTue «OaHk» Ipu CO3AaHUU JOKYMEHTa. biianku npeanpuatuii pa3nuyHbIx
(dbopM COOCTBEHHOCTH.

40. I[ToHsATHE KOMILIEKCOB TOKYMEHTOB. [IpocThie KOMILIEKCHI TEKCTOBBIX IOKYMEHTOB.
41. IlonsTHEe M NPU3HAKU OPUTHMHAIA JOKYMEHTA.

42. IToHATHS «IIEHHOCTB JOKYMEHTAY, «OKCIIEPTU3a LIEeHHOCTH». [lopsaaok oneHnBanus
JIOKYMEHTOB.

43. Tlopsnok moAnucanus J0KyMeHTOB. DOpMbI oAnucaHust JoOKyMeHToB. [loamnucu
KaK COCTaBHasl 4acTh psiJia PEKBU3UTOB.

44. TTopsok coriaacoBaHus JOKyMeHTOB. OdopMiieHrne BHYTPEHHETO U BHEIIHETO
COTJIACOBaHUS.

45. TTopsaaok U cnocoObl YTBEPKACHUS JOKYMEHTOB.

46. IIpaBoBo€ peryanpoBaHue MPOIECCOB AIEKTPOHHOIO JOKYMEHTHUPOBAHUS. DIEKTPOHHAs
udpoBast MOAINUCH.

47. PazBuTHe yHU(PUKAIUMHU U CTaHAApTU3ALNN JOKYMEHTOB BO BTOpOii rosioBuHe XX B.
48. PasButue dpopmyspa nokymenta B XVI-XX BB.

49. PexBU3UT «aapecaTy, €ro 3Ha4eHHe U COBPEMEHHbIE TPeOOBaHUSA K 0OPMIIEHUIO.
50. PexBu3UTHI, IPUAAIOIINE JOKYMEHTY IOPUANUECKYIO CHILY.

51. Ponb 3akoHomarenbHbIX akToB X VIII B. B yHu(uKanmum TeKcTa OTAETBHBIX BUIOB
JIOKYMEHTOB.

52. CnoxHbIE KOMILJIEKCHI JOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JOKYMEHTOB, UX XapaKTEPUCTUKA.

54. CocraB ynoctoBepeHus 10KkyMeHTOB. [IpaBuia opopmiieHus: peKBU3UTOB, YAOCTOBEPSIOIINX
JIOKYMEHT.

55. Cnoco6bl ipeacTaBieHns YHU(PUIIMPOBAHHBIX TEKCTOB (aHKETHI, TAOIUIIbI, TpadapeTHbIE
TEKCTHI).

56. CreHorpadusi, TUKTOrpaMMbl U JIOTOTPaMMbI; UX COBPEMEHHOE IPUMEHEHHE.

57. CymHOCTb MOHATHUS «IOKYMEHT» U €r0 pPa3BUTHE.

58. TekcToBOE NOKYMEHTUPOBAHUE U 3TAMBI €TI0 PA3BUTHA.
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59. Texanueckoe TOKYMEHTUPOBAHHUE M 001acTH ero mpuMeHeHus. OCHOBHBIC TPYIITIBI
TEXHUYECKOH TOKYMEHTAIIUU U BUABI TEXHUYECKUX JOKYMeHTOB. [loHsATHE OpUrHHana B
TEXHUUYECKOH TOKYMEHTALIUU.

60. TpeboBaHus K KOHCTPYHUPOBAHUIO OJIaHKOB. Byl Oi1aHkoB. branku opranuzanmii u
MPEINPUATHI pa3IuuHbIX (OpPM COOCTBEHHOCTH.

61. TpeboBaHUS K COCTABICHUIO U O(DOPMIICHHUIO aKTa.

62. TpeGoBaHus K cOCTaBIEHUIO U 0hopMIIeHUIO0 HHOPMAIITMOHHO-CIIPABOYHBIX TOKYMEHTOB.
63. TpeboBaHus K COCTaBICHUIO U O(POPMIICHUIO TPOTOKOJIA.

64. TpeGoBaHus K COCTaBICHUIO U O(OPMIICHUIO PACTIOPATUTENBHBIX JOKYMEHTOB.

65. TpeboBaHus K COCTaBIECHUIO U 0(POPMIICHUIO CITy)keOHOTO MHrchMa. PasHOBUIHOCTH
MUCEM.

66. YHU(pHUKAIMA TEKCTa JOKYMEHTA KaK OJTHO U3 HAMpPaBJICHUI €0 COBEPIICHCTBOBAHMS.
YHubUIMpOBaHHBIE TEKCThI, METOJIMKA UX pa3pabOTKU U CIOCOObI MPeACTaBICHUS.

67. YHUpHUUMpOBaHHAS CUCTEMa OPraHU3AIOHHO-PACTIOPSIANTEIHON JOKYMEHTAIIHH.

68. danbcudukau 10KyMeHTOB. CIIocoObI MOAIETKH JIOKYMEHTOB

69. ®ononoxymenTuposanue. [losBienue, pasBurue, npuMenenue. Kpurepun neHHOCTH
(OHOOKYMEHTOB.

70. dopmanu3zanus TEKCTa JOKyMEHTa. Y HU(PUKALUS TEKCTa JOKyMeHTa. MeTo bl yHUPUKAIUH.
71. ®opmMynsap JOKYMEHTa U €r0 COCTaBHbIE YacTu. HIMBUya IbHBINA U TUIIOBOM (OpMYIISp
72. ®oronokymeHntupoBanue. [losiBienue, pa3surue, npuMenenue. Kpurepun neHHOCTH
($bOTOIOKYMEHTOB.

73. UepHOBUKH, IOJUIMHHUKH, OPUTHHAJIBI JOKYMEHTOB. [Ipu3Haku opuruHaia.

74. DneMeHThI TeKCTa: 3aroJI0OBOK, MPUIIOKEHHUSI, TPEOOBaHUS K MX O(OPMIICHHUIO.

75. JIunrBucTUYECKHE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JJOKYMEHTOB.

IIxana u KPUTEPUHU OLICHUBAHUA 3a4Y€Ta

Ixana Kpurepun oueHnBanus
OLICHUBAHHSHA
«3aumeHo» OneHka «3a4TeHO0» BBICTABIIAETCS CTYIAEHTY, KOTOPBIN

- IPOYHO YCBOWJI NIPEAYCMOTPEHHBIN POrPAMMHBIA MaTepHal;
- IPaBUJIBHO, apIYMEHTUPOBAHO OTBETUJI HA BCE BOIPOCHI, C
IIPUBEIEHUEM IPUMEPOB;

- TOKa3aJl TIy0OKHe CUCTEMaTU3UPOBAHHBIE 3HAHUSI, BIa€eT
IIPUEMAMHU PACCYKIEHUS U COIIOCTABIIIET MaTepUall U3 pa3HbIX
MCTOYHUKOB: TEOPHUIO CBSA3BIBAET C MPAKTUKOM, IPYTUMH TEMaMuU
JAHHOTO Kypca, IPYTUX U3y4aeMbIX IIPEIMETOB

- 0e3 o1KOOK BBINOJIHUI NPAKTUYECKOE 3a/IaHUE.

«He 3aUmeHO» OreHka «He 3a4TEHO» BBICTABJISIETCS 00yYaroeMycs, €ClIu: OH He
3HaeT OCHOBHBIX OIpeAeNeHUH, HeMocneA0BaTeIeH U COMBYMB B
W3JI0KEHUU MaTepualia, He o0JagaeT OnpeaeIeHHON CHCTEMOMN
3HAHUU TIO0 TUCIUILIMHE, HE B TIOJHOM Mepe BiIaJeeT He0OXO0IUMBIMH
YMCHUSMHU U HABBIKAMU ITPHU BBIITOJHCHUHN MPAKTHYCCKUX SallaHI/IfI.

31



	1. Цели и задачи освоения дисциплины
	2.  Место дисциплины в структуре образовательной программы
	3. Планируемые результаты обучения
	4. Структура и содержание дисциплины (модуля)
	4.1 Объем дисциплины и виды учебной работы
	4.2 Тематический план дисциплины
	4.3 Содержание дисциплины
	4.4. Практическая подготовка

	5. Учебно-методическое, информационное и материально-техническое обеспечение дисциплины
	5.1 Основная литература
	5.2 Дополнительная литература
	5.3 Профессиональные базы данных и информационные справочные системы
	5.4 Материально-техническое и программное обеспечение (лицензионное и свободно распространяемое)

	6. Методические указания для обучающихся по освоению дисциплины
	6.1 Занятия лекционного и семинарского (практического) типов
	6.2. Самостоятельная работа студентов

	7. Методические рекомендации по обучению лиц с ограниченными возможностями здоровья и инвалидов
	Приложение 1
	1. Паспорт фонда оценочных средств
	2. Оценочные средства
	2.1 Текущий контроль
	2.2 Промежуточная аттестация


