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1. Ileau 1 3a1a4u OCBOEHHUS AUCHUILIMHBI

ensro OCBOCHMS JUCLUTIIIMHBI «/lokymeHTannoHHOE obecrieueHue u
JETIOTIPOU3BOACTBOY» SIBIIsIETCSl (popMUpOBaHHE y OOYYAIOIIMXCS 3HAHUS OCHOB YIPABJICHUS
JOKYMEHTUPOBAaHHOM HH(pOpMalel, BKIII0Uasi TEOPETUYECKUE 3HAHUSI O JJOKYMEHTE U HOCUTEIISX
nH(pOpMAINHY, TPAKTUIECKUX HABBIKOB IO BBHITIOJHEHUIO OCHOBHBIX OIEpAldi ¢ JOKYMEHTaMH B
JIEIONPOU3BOJCTBE OpraHU3alMy, 3HAaHUA OCOOEHHOCTEH paboOTBl € OpraHU3alOHHO-
CIPaBOYHBIMU JOKYMEHTaMH, 0OpaIIeHUSIMU I'paX1aH, KOHQUACHIINAIbHBIMUA JOKYMEHTAMH.

3ajayaMM  M3y4eHUs  JUCHUIUIMHBI  «JloKyMeHTanmuMoHHoe  oOecnedyeHue U
JEJIONIPOU3BOJCTBOY SABJISIFOTCS:

'] ¢popMupoBaHHE MOHUMAHUS 00Y4AIOIIUMHUCS JOTMUECKH BEPHOTO U apryMEHTHPOBAHHOTO
JOKYMEHTUPOBAHUS  YIPABICHYECKONW  JEATEIBHOCTH, OCYIIECTBICHUS  JEJIOBOU
MIEPENNCKH;

[] o3HaKOMJIEHHME OOYy4YalolIUXCAd C TEOPETUYECKUMH U METOJIOJIOTMYECKUMHU OCHOBAMH,
HOPMAaTUBHO-NPAaBOBOM 0a301 TOKyMEHTAlMOHHOTO 00eCIIeUeH s YIpaBICHHUS;

[] O3HaKOMJIEHHE C OCOOEHHOCTSIMM NPHUMEHEHHUS TEXHOJOTHil CO3JaHMs JOKYMEHTOB,

HUCIIOJIb30BaHHUA UX B Hp&KTH‘IGCKOﬁ JACATCIIbHOCTH.

2. MecTOo TMCHUMILIMHBI B CTPYKTYpe 00pa30BaTeJIbHOM NMPOrpaMMbl

Hucuumnuna «JlokyMeHTallMOHHOE oOecrieueHne U JeNIONPOU3BOJCTBO» OTHOCUTCS K
(Gaky/nbTaTUBHBIM  JMCLUUIUIMHAM  YacTH, (QOPMHpPYeMOW y4YaCTHMKH 0OOpa30BaTENbHBIX
oTHomeHui, 6moka bl «/luctunmunel (Mogynm)» ydebHOTO TwiaHa, corjacHo ®I'OC BO mns

HarnpasiieHus noAarotoBku 38.03.05 buznec-undopmaruka.



3. Ilnanupyembie pe3yabTaTbl 00y4eHHs

Koa m HamMeHOBaHHe

Koa m HamMeHOBaHUe HHANKATOPAa JOCTUKCHU A

I[lnanupyemsble pe3yibTaThbl 00y4eHU s

KOMIIETEHIMH komnerenuun (MJAK)
[IK-2 CnocoGen | UTIK-2.1  3HaTh  METOAMKY MpPOBEACHUS  aHAIN3a, | 3HATH:
OCYIICCTBIIATH MOJC/IMPOBaHNA u popmupoBanus HHTCTPAIBHOTO | o Meroavky aHann3a, MOJEIUPOBAHUS U
ABTOMATU3ALMIO OCHOBHEIX M | IPE/ICTABICHUS CTPATETHH U LENed, OM3HEC-TIPOLECCOB U (GopMHpPOBAaHUS HHTErPATBHOTO IPECTABICHUS OM3HEC-
BCIIOMOTaTEIbHBIX MH(OPMAIIOHHO-TEXHOIOr HYCCKOM MH(PACTPYKTYPE! | 1poIieccoB: CTY/IEHT JOJIKEH 3HATh METOIBI aHATH3a 1
TIPOIIECCOB yrpaByieHus | HPSANPHUATHE Pa3IMyHONM OTPacieBOH NPUHANIKHOCTH U | noeupOBaHHs GU3HEC-IPOIIECCOB, BKIIOYAs
MPEANPUITUEM pasm4HBIX (POPM COOCTBEHHOCTH, a TAKKE Y4PCHKICHHI JOKYMEHTAlMOHHBIN 1 HH(POPMAIIHOHHO-

rOCYAapCTBEHHOI'0 M MyHULIMIIAIILHOTO YIIPABJICHUS.
NIIK-2.2 VMeTp NpOBOAWTH AaHAIM3, MOJAEIUPOBAHUE U
(hopMHUpOBaHUE UHTETPATHHOTO MPEACTABICHUS CTPATETUN U
nenedt, Ou3Hec-  mpormeccoB M HMH(MOPMAIMOHHO-
TEXHOJIOTHYECKON HHPPACTPYKTYPHI HIpEANPUATHNA
pa3nUYHON OTpACIECBOW MPUHAMIECKHOCTH W PaA3TUYHBIX
bopm COOCTBEHHOCTH, a TaKxke YapeXKIEeHU N
rocyJ1apCTBEHHOI0 U MYHHUIIMIIAIILHOTO YIIPaBJICHHUS.
HIIK-2.3 Bnaners HaBBIKAMH (dhopmMupoBaHUS
nH(opMamoHHO 0a3bl B TIporiecce cOopa u 0O0pabOTKH
JAHHBIX JUIS  IIPOBEJIEHUS  pacdyera HKOHOMUYECKHX
MOoKa3aTeyie OpraHu3anuu

TEXHOJIOTMYECKUH ITPOLIECC, Ul OPraHU3alui pa3IndHbIX
($hopM COOCTBEHHOCTH W OTPACIICBOM MPUHAICKHOCTH, a
TaK)Ke B KOHTEKCTE rOCYAapCTBEHHOTO U
MYHUIIMIIAJILHOTO YIIPaBICHUS.

. OCHOBBI apXUTEKTYPBI IPEATIPUSATHUS: CTYACHT
JIOJDKEH 00J1a1aTh 3HAaHUSIMU O CTPYKTYpPE U apXUTEKTYpe
IIPEIIPUATHS, BKJIIOYasi OCHOBHBIC 2JIEMEHTBI, KOTOPbIE
HOJIEP’KUBAIOT (YHKIIMOHUPOBAHKE
JOKYMEHTAIMOHHOTO 00€eCIIeYeHUs U IEIOIPOU3BOICTBA
B PAMKax OpraHM3allMOHHBIX U HH(OPMAIIMOHHBIX
IIPOLIECCOB.




[1K-5 Criocoben
OCYIIECTBJIIATh
MO/ICITMPOBAHUE

APXUTEKTYPBI IPEAIPUATUS

UIIK-5.1 3HaTh: OCHOBBI apXUTEKTYPbI IPEANPUSITHUS
UIIK-5.2 YMeTh: MOIENUPOBATh apXUTEKTYPY NPEAPUATUSA
HUIIK-5.3 Biagers: HaBBIKAMH MOZEINPOBAHUSA
ApPXUTEKTYPBHI MPEITPUITUS

. [TpaBuna u cTangapThl 0POPMIICHHUS TOKYMEHTOB:
3HaHME CTAaHAAPTOB, HOPMATUBHBIX aKTOB U PETJIAMEHTOB,
KacaroIuxcs JOKYMEHTAIIMOHHOTO 00ECTIeYeHUS U
JIEJIONPOM3BO/ICTBA, BKIIIOUast TpeOOBaHUS K yUETY,
KJIaCCU(PUKALIUHU, XPAHEHUIO U YHUUYTOKEHUIO
JIOKYMEHTOB.

. [Tpouecc popmupoBanus HHGOPMALMOHHON 0a3bl
JUIS aHaJIu3a: CTYAEHT JOJDKEH 3HaTh METOAUKY cOopa,
00pabOTKH M CUCTEMAaTU3ALUU JAHHBIX JUI IPOBEICHUS
pacyeToB SKOHOMUYECKUX MOKa3aTelel U MOCTPOEHUS
WHTErPAIBHBIX NPEJCTABICHUM CTPATETUN U LIEIeH
OpraHu3aIuy.

Ymers:

. [TpoBOUTH aHATN3 U MOJEIUPOBaHNE ON3HEC-
MPOLECCOB U MH(DOPMALIMOHHON MHPPACTPYKTYPHI:
CTYIEHT JI0JKEH YMETh aHAJIM3UPOBaTh U MOJIEIUPOBATh
OM3HEC-TIPOIIECCHI, CBSI3aHHBIE C IOKYMEHTOOO0OPOTOM U
JIeJIOTPOU3BOCTBOM B OpPraHU3aLUAX, YUUTHIBATh
0COOEHHOCTH YNpaBJICHUs JOKYMEHTALUEH, a TakkKe
MO/IEIMPOBATH MPOLECCH HA OCHOBE Pa3IMYHbIX
HOJIXO/10B, COOTBETCTBYIOIUX HYXAAM MPEIIPUATHS U
€ro apXuTeKType.

. Ocy1ecTBISTh MOJICIMPOBAHUE APXUTEKTYPHI
HPEINPUATHS: YMEHUE MOJEIUPOBATh APXUTEKTYPY
HpPEINPUATHS, yIUTbIBasi TpeOOBaHUS K
JOKYMEHTOOOOPOTY ¥ B3aUMOJICHCTBUIO PA3INYHBIX
CTPYKTYPHBIX Nojpa3feaeHui 1 3ppekTuBHOTO
(GYHKIMOHUPOBAHUS BCe MHPOPMALIMOHHO-
TEXHOJIOTUYECKON HH(PACTPYKTYpPbI OpraHU3aI1H.

. Co3znaBath U aHAIM3UPOBATh UHPOPMALMOHHBIE
0a3bl JaHHBIX: CTYJEHT J0JDKEH YMETh (POpMHUPOBATh
uH(pOpMaLMOHHbIE 0a3bl s cOOpa U aHAJIM3a JaHHBIX,
KOTOpBbIE TPeOyIOTCS /ISl pacueTa SKOHOMUYECKUX
nokaszaresei, olleHOK 3¢ (HeKTUBHOCTH




JOKYMEHTOO0O0pOTa M BIUSIHUS POIIECCOB HA
CTpaTEeTU4eCcKue eI MPEATIPUITHUSI.

. [Tpon3BOANTH pacyeT U aHAIN3 IKOHOMHYECKIX
NOKa3aTesei: CTyIeHT 10J)KEH YMETh UCIO0JIb30BaTh
coOpaHHyI0 HHPOPMALIUIO JJIs1 pacdeTa KIIFOUYEeBBIX
HKOHOMHYECKUX TIOKa3aTesel U MPOBEJCHUS aHAIN3a, YTO
BXHO /151 9P (EKTHBHOTO YIPABICHHS
JIOKyMEHTOOOOPOTOM M ONTUMU3ALMHU TPOIIECCOB.
Baaners:

. HaBpikamMu MoenTupoBaHus U aHaIM3a OU3HeC-
IPOIIECCOB: CTYJICHT JIOJDKEH BIIAJIETh HABBIKAMHU
MOJIETTUPOBaHUS M aHaJ3a OU3HEC-TIPOLIECCOB U
MH(OPMALMOHHO-TEXHOJIOTUYECKON HHPPACTPYKTYPHI,
BKJTIOYAast TOCTPOSHHUE WHTETPAITbHBIX MOJIEINeH Ut Ooee
3¢ (eKTUBHOTO yIpaBIeHUS MPOIECCAMU, B TOM YHCIIE
CBSI3aHHBIMU C JOKYMEHTAITHEH.

. HaBbikaMu co3gaHus U yrpaBiieHUs
MH(GOPMALMOHHBIMU 06a3aMH TaHHBIX: CTYAEHTHI TOJKHBI
yMeTb (OPMUPOBATH U MOIEPKUBATh 0a3bl JaHHBIX,
obecrieunBarolye XxpaHeHue u oopadoTKy nHpopmManuu,
YTO HEOOXOMMO I pacuyeTa SKOHOMUYECKHUX
nokasaresei v Ui NPUHITHS PEIIeHUH 0 ONTUMHU3AINH
JOKYMEHTO000pOTa U AETOTPOU3BOACTBA.

. HaBbikaMu MOJIeTMpOBaHUS apXUTEKTYPbI
HOPEIIPUITHS: CTYIEHT AOJDKEH BIaJeTh METOJaMU
MOJIETTUPOBAHUS APXUTEKTYPbI IPEINPUITHS, BKIIIOYAs
BBICTpaMBaHUE CXeM JOKYMEHTOO0OpOTa U aHalu3a
B3aMMO/ICHCTBUI MEXIy pa3IMYHBIMU M0Ipa3eICHUsIMU
JUISL ONITUMU3AIUHU X B3aUMOICUCTBUS Uepe3 JOKYMEHTHI
¥ UHGOPMAIIMOHHBIE TIOTOKH.

. HaBbikaMu co3/1aHust OTYETHOCTH TIO
JOKYMEHTOOOOPOTY U Mpolieccam: CTYJCHT A0JKEH
OBJIAJICTh HABBIKAMU CO3/[aHUSI OTYETHOCTH T10

7 dEKTUBHOCTH TOKYMEHTO000POTa, MPEATIOKEHUIO




KOPPEKTHPOBOK M ONTHMM3ALMI HA OCHOBE aHAJIN3a
TEKYLINX U MEPCIEKTUBHBIX MOTPEOHOCTEN OpraHU3alIlHH.
. HaBpikamMu mpuMeHEHHUsI IPOTPAMMHBIX CPEJICTB
JUTSL MOJICIMPOBAHMS M aHAJTU3a TAaHHBIX: CTYACHT JIOJDKEH
BJIAJICTh HaBBIKAMH MCIIOIb30BaHUS
CHEINATU3UPOBAHHBIX MIPOTPAMMHBIX CPEJICTB IS
MOJIETTUPOBaHUS OM3HEC-TIPOLIECCOB U pa3pabOTKU
nH(pOpPMaLMOHHBIX 0a3, BKIIIOYAs T€, YTO KacCaloTCs
JIOKyMEHTO000pOTa.




4. CTpyKTYpa 1 coAepKaHue TUCHUILIUHBI (MOIYJIs1)

4.1 O0bem qMCUMIIIMHBI M BUABI Y4e0HOi padoThI

Buasbl yue6Hoii padoThl

O0beM B yacax

OO61ast TpyA0€MKOCTh AUCIUTUTHHBI

72 (2 3a4eTHBIX eIUHUILIBI)

oOy4Jaromerocs

KoHnraktHas pabota 00yJaromuxcs ¢ 6
IpernojaBaTesieM (BCero)

AynutopHas pabora (Bcero), B TOM 4UCIIe: 6
Jlexuun 2
CeMUHApHI, TPAKTHYECKUE 3aHITUS 4
JlabopaTopHbie pabOTHI

Bueaynuropnas padota (Bcero): 66
B TOM YHCJIE:

KOHCYJIbTAIHSI 110 TUCITUTIIINHE

CamocrositensHas paboTa 00yqaronuxcs (BCero) 66
By npomexyTo4HOM arrecTannu 3auer




4.2 TemaTH4ecKU# MJIAH TUCHUIINHDI

HaunmeHoBaHue Buasbl yueOHoit padoThl, BKIOYAS Komneren
pa3/iesioB U TeM CaMOCTOAITEIbHYIO PadoTy 00y4Yarouxcs u 1000
TPYA0EMKOCTh (B 4acax)
Bce N3 Hux Camocro | Kypco | Konrpo
ro | ayIuTOpHBbIE | ATeJbHAs | Bas JbHas
3aHATHUSA padora | padora | pabora
2]
e | E
3 S| E
Q - = 5
= 3|3
g E| @
- 2| =
= | &8
2| =
g E
3
=
Tema 1. ctopus 8 | 10 2 -2 6 - - [1K-2, TIK-5
pa3BUTHS
JIeTIOTIPON3BOJICTBA B
Poccun.
Tema 2. Ponb 8 | 10 - - | 2 8 - - [1K-2, TIK-5
JIeIONIPOU3BOJICTBA B
yIpaBJIeHUH.
Tema 3. ®opmupoBanne | 8 | 10 - - - 10 - - ITK-2, TIK-5
U BEJICHHE
JOKYMEHTO000pOoTa B
OpraHu3aIiu.
Tema 4. Knmaccupukanmu | 8 | 10 - - - 10 - - ITK-2, TIK-5
JOKYMEHTOB: BUJIbI,
(GYHKIMM U TTpaBUja
ohopMIICHHS.
Tema 5. PeKBU3UTEI 8 8 - - - 8 - - I1K-2, TIK-5
0o(UIIHATIEHBIX
JOKYMEHTOB U IpaBuiIa
ux opopMIICHUS
Tema 6. Opranuzanus 8 8 - - - 8 - - I1K-2, TIK-5
OTIEPAaTUBHOTO XpaHEHUs
Y UCTIOJIb30BaHUs
JIOKYMEHTOB.
Tema 7. JlenoBas 8 8 - - - 8 - - I1K-2, TTIK-5
MepenucKa U a3bIK
yIpaBICHUYECKUX
JOKYMEHTOB.
Tema 8. DneKTpoHHBIN 8 8 - - | - 8 - - [1K-2, TIK-5
JOKYMEHTO000POT.
Hroro no nucuuniuHe 72 2 4 66




4.3 Conepxanue IMCUMILTHHBI

Tema 1. UcTopusi pazBuTus Aeaonpoussoacrsa B Poccun.

Hcropusa oredecTBEHHOro Jenonpou3BoicTBa. CKiaJbIBaHUE CUCTEMBI IPABOBOM
JTOKyMeHTaIuu. Jlenonpon3BoACTBO JOPEBOIIOIIMOHHON Poccuu (mpuka3zHoe AeI0pOr3BO/ICTBO,
KOJUIEKCKOE JEJIONPOU3BOACTBO, UCIOIHUTEIBHOE JIEI0NPOU3BOJICTBO). Jlenonpon3BoacTBO B
coBerckyto dmoxy (1917-1991 rr.) Enunas rocymapcTBeHHas cHCTeMa JEJIONPOU3BOJICTBA.
Jlenonpou3BoaCTBO B cOBpeMeHHOM Poccnn.

Tema 2. Posb 1esionpou3BocTBa B yIPaBJIEeHUH.

[Ipenmer, copepxanue u 3a1auu Kypca. OCHOBHBIE TIOHATHS U OTPEENIEHUs: TOKyMEHT,
JIeIONPOU3BOJCTBO, JOKYMEHTOBEJICHHE, JIOKYMEHTAllMOHHOE OOecnedyeHne YIpaBlICHUs,
nokymeHToobopot, pekBusutel, ['OCT. CranaapTu3zaius AeI0NpPOU3BOACTBA. 3aKOHOIATEIbHOE
perynupoBaHHUe JIEIOMPOU3BOJICTBA: 3aKOHBI OOIIET0 AEUCTBUS U TIOJ3aKOHHBIE aKThI.

Tema 3. ®opMupoBaHue U BeJeHHE JIOKYMEHTO000POTA B OPraHU3alHu.

JlokyMeHTOOOOpOT, TOHSTHE, OCHOBHBIE TpeOOBaHUS K €ro  OpraHHU3aIluu.
JIOKyMEHTONOTOKH, WX aHaldu3 M coBepuieHcTBoBaHME. Knaccudukanuss TOKyMEHTONOTOKOB:
TOPU30HTANIbHBIE, BEPTUKAJIbHBIC, BOCXOJAIIUE, HUCXOMASIINE, BXOMSIIUE, HCXOIANINE U
BHyTpeHHHE. [loacuer oObema mokymeHTOOOOpOoTa. 3HadeHHE 0ObeMa JOKYMEHTOOOOpOTa.
OcHoBHBIE ATambl pabOTBl ¢ JOKyMeHTamH. llepBoHadanmbHass 00paOOTKa MOCTYIAIOMICH
KOPPECIIOH/IEHIIMN, COPTUPOBKA JOKYMEHTOB W WX IpeaBapuTenbHas peructpanus. [lopsimox
MIPOXOXKJCHUS BXOJAAUINX M BHYTPEHHUX JOKYMEHTOB. Perucrpainus ciayxeOHbIX JTOKYMEHTOB,
MPUHIMIBI perucTpanuu. JJoKyMeHThl, nmosiexaiiue o0s3areabHoi peructpauud. Muaekcanus
NOKyMeHTOB. DOpMbI perucrpauuud AOKyMEeHTOB. CrpaBOouHO-HH(POPMAIMOHHBIE KAPTOTEKH.
Opranuzanus UCHOJHEHUS TOKYMEHTOB. CpOKU HCIOJIHEHUS JOKYMEHTOB. DOpMBbI KOHTPOJIA,
aHaJIu3 UCTIOJIHUTEIBHON paOOThI U CHATHE JTOKYMEHTOB C KOHTPOJIS.

Tema 4. Kinnaccupukanum 10KyMeHTOB: BUAbI, QYHKIMH U IPaBUJIa 0pOpMIICHUS.

Ob6mee nonsitue o qokyMeHTe. OpraHU3alMOHHO - PaCHOPSAUTENbHAS JTOKYMEHTAIlUs.
Buner nokymeHToB u ux kinaccuduxanus. Lenas knaccudukaruu. [lo HaumMeHoBaHuUIO, 110 CIIOCO0Y
¢dukcanuu, MO CTENEHU CIOKHOCTH, IO CTENEeHU TJIACHOCTH, IO IOPUIAMYECKON Ccuie, o
IIPOUCXOKICHUIO, 10 CPOKAM XpaHEHHs, 110 CTENIeHH 0053aTeIbHOCTH, 110 CTENCHH YHU(DHUKAIIUH.

Tema S. PekBU3UTHI 0pUIHAIBHBIX JOKYMEHTOB U NPaBHJIA UX 0()OPMJICHUS.

30 OCHOBHBIX PEKBU3UTOB O(UIIHAIBHBIX JOKYMEHTOB M MpaBHJa MX PACHOJI0KEHUs Ha
nokymente. CoctaB u mpaBuia opopmiieHust pekBu3nToB nokymeHToB. I'OCT P 6.30-2003 .
TpeboBanust k ohopMiIeHUIO PeKBU3UTOB. CXEMBI PACHOJOKEHHUS PEKBU3UTOB. PEKBU3UTHI,

KOTOPBIC JOJUKHBI UCITOJIB30BATHCA IMPU U3TOTOBJICHUHN OJIaHKOB JOKYMCHTOB.

11



Tema 6. Opranu3anusi ONepaTHBHOIO XPAHEHUsI U MCIOJIb30BAHNSI IOKYMEHTOB.

[lepBuunbie noxymentsl npeanpusatus. 'OCT P 7.0.8-2013. Xpanenue AOKyMEHTOB B
IIPOLIECCE MX MCIIOJIHEHMS. XpaHEHUE MCIIOIHEHHBIX JOKYMEHTOB. l'0CylapCTBEHHBIH apXuB,
MYHUIUNAIBHBIA  apXuB, OpoQWIb apxuBa, apxuBHBIA (oHa, ApxuBHbBIH (oHx P,
OOBbCIMHEHHBI  apXUBHBIA  (OHJ,  apXUBHBIH  (QOHA  JTUYHOTO  MPOUCXOXKICHUS,
dhonm000pa3oBaTelb, 00SCIICUCHNUE COXPAHHOCTH JOKYMEHTOB.

Tema 7. [les10Basi mepenucKa U si3bIK yIPaBJIeHYECKUX JOKYMEHTOB.

®enepanpubiit 3akoH PO "O06 snextponHO# 1udpoBoit noanucu". Jlenosas mnepernucka.
DNeKTpOHHas TMOANHCH, CEPTU(GUKAT MPOBEPKU BIEKTPOHHOM MOINUCH, KIHOY AIIEKTPOHHOUN
MOATHNCH, YAOCTOBEPSIIOIIMNA LIEHTP, CPEJICTBA IEKTPOHHOM noanucu. [IpaBoBoe perynupoBaHue
OTHOIIIEHU B 00JIACTH UCTIOIB30BAHMS SJIEKTPOHHBIX MOAMUCEH. BUABI AJEKTPOHHBIX MTOTHCEH.
[Ipu3HaHue HNEKTPOHHBIX MOJNUCEH, CO3IaHHBIX B COOTBETCTBUM C HOPMAMHU HMHOCTPAHHOTO
IpaBa U MEeXIyHapOAHBIMU CTaHIaPTAMH.

Tema 8. D1eKTPOHHBIN T0KYMEHTOO0OPOT.

[TonsTue ANEKTPOHHOTO JIOKyMEHTO000pOoTa B OpraHu3aIuy. 00630p
ABTOMAaTHU3UPOBAHHBIX CUCTEM YIPABJICHUs AOKyMeHTaMu. [IpaBuia mpuMeHeHns 3JIEKTPOHHOTO
nokymeHtoobopora. Bumer 3J]0. IlpaBa u 00s3aHHOCTH COYYaCTHHUKOB AJIEKTPOHHOTO
B3auMoJielicTBUsl B cdepe gokymeHTooOOpoTta. IlpuHLIMIIBI TpHU3HAHHUS — AIEKTPOHHOTO
JOKYMEHTOO0OpOTa, MOANMUCAHHOTO HHU(PPOBOM MOANUCHIO, PaBHO3HAYHBIM JOKYMEHTaM Ha

6YMa}KHOM HOCHUTCIIC.

4.4. IlpakTHyeckas MOAroToBKa

[IpakTrueckas MOATOTOBKA pPEaM3yeTCs IyTEM NPOBEICHUS MPAKTUUYCCKUX 3aHITHH,
MPEAYyCMaTPUBAIOIINX y4acTHE OOYYaIOIIUXCS B BBHITIOJHEHHH OTACIBHBIX 3JIEMEHTOB padoT,
CBSI3aHHBIX € OyAyIIel npodeccHoHanbHON AEITeIbHOCTHIO.

OO6beM 3ansTHii B (hopMe MPaKTUIECKON MOJITOTOBKH COCTaBIISIET 4 4acoB

5. YueOHO-MeTOAMYECKOE, HHPOPMAIIMOHHOE U MATEPUATbHO-TEXHUYECKOE
o0ecrnevyeHue TUCIUIINHBI
5.1 OcHoBHas auTEpaTypa
1. I[CJ'IOHpOI/ISBOI[CTBO u JAOKYMCHTAIIMOHHOC 06ecnequI/Ie FOCYHapCTBeHHOﬁ u

MYHUIUNATBHOU CITyKOBI : yueOHoe nocobue / cocrasurens H0. B. Mupromkuna. — CtaBponosib

: CK®YVY, 2016. — 115 c. — Texkcr : anekTpoHHBIH // JIaHb : 31eKTpOHHO-OMOIMOTEUHAs CUCTEMA.
— URL.: https://e.lanbook.com/book/155606

2. lyBamoBa, H. H. Opranuzamuss u TEXHOJOTUS JOKYMEHTAllHOHHOTO OOeCrevYeHus
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yIpaBlieHUs : y4eOHUK M mpaktukym s By3oB/ H. H. llyBanoBa. — 2-e u3n., mepepad. u
norm. — Mocksa : M3marensctBo [Opaiit, 2022. — 265c.— (Bricmee obOpa3zoBanue). —
ISBN 978-5-534-12358-6. — Tekcr : anexkrponnsiii // OOpa3oBarenbHas miaardopma FOpait
[caitt]. — URL.: https://urait.ru/bcode/489984

5.2 lonoiHuTeIbHAS JIUTEPATYPA

1. Kyznenos U.H. JlenoBoe muceMo : yaeObHo-cripaBouHoe nocodue. - M. : Jlamkos u K, 2012
— 288 c.

2. Jlenonpou3BoACTBO U JOKYMEHTOOOOPOT B CHUCTEME  TOCYAApCTBEHHOTO U
MYHHMIMIIAJIBHOTO yrpaBiieHus : yueo.-meroa. nocodue / E. B. 3aiinesa, H. B. ['onuaposa ; M-Bo
obpazoBanus u Hayku Poc. denepanuu, Ypan. denep. yu-t. — ExarepunOypr : M3a-Bo Ypain. yH-
Ta, 2017. — 178 c.

3. JlokymeHTOBeZIcHUE: Y UeOHUK IS CTYACHTOB YUpEXKACHHH BhIcIero oopasoanus / M.B.
Jlapun, E.A. IlnemkeBuy, B.®. fukosas, B.C. Munranes, 32 E.B. TepentrseBa, M.JI. ['aBnuH;
MoJ pell. 1-pa UCT. HayK, mpod. M.B. Jlapuna. M.: U3narensckuit neHTp «Axagemus», 2016. —
320 c. — 800 »xk3.

5.3 IIpodeccuonanbHblie 0a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

1. Bcepocculickuii HayqYHO-UCCIEI0BATEIBCKUI MHCTUTYT JOKYMEHTOBEACHUS U apXUBHOTO
nena (BHUUJAD) http://www.vniidad.ru

2. OdunmanbHbINA caiT [Ipesunenra Poccuiickoii denepanun
http://lwww.president.kremlin.ru/mainpage.shtml

3. [Topran «CAPAHT.PY» URL: http://www.garant.ru (pecypcbl OTKPBITOTO JIOCTYIIa)

4, [Topran «Koncynasrautllmoc» URL:  https://www.consultant.ru/  (JIMIIEH3MOHHOE
MPOrpaMMHOE 00ecreueHue OTeYeCTBEHHOTO IPOU3BOICTBA)

5. [TopTas rocyIapCTBEHHBIX U MyHUIIMITATBHBIX yeiayr http://www.gosuslugi.ru/ru/

6. Caiit «ApxuBbl Poccumn» nop srunoit @eaepanbHoro apxuBHoro arenrcrsa (Pocapxua)
http://www.rusarchives.ru

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

8. Coser Oenepanuu denepanbHOTO Cobpanus Poccuiickoi Oenepannn
http://www.council.gov.ru/index.html

9. OenepanbHas ciyk0a 1Mo Hag30py B cdepe CBsA3HM, HHPOPMAIIMOHHBIX TEXHOJOTUH U

maccoBbix kKommynukanuii, ®T'YIT HTL] "Uudopmpeructp” http://www.inforeg.ru
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5.4 MatepuaibHO-TEXHMYECKOE U NMPOrpaMMHOe olecriedeHne (JIMIEH3MOHHOE U CBOOOIHO

pacnpocTpaHsemMoe)
HaumenoBanue HaumeHnoBanue OcHalIeHHOCThH Ilepeuennb
JTUCIHHUIIINHBI crnenruaJbLHBIX CIEeIHAJIbLHBIX JHUIEH3HOHHOI' 0
(MoayJisi), IPaKTHK NMOMeIleHuH U MOMeIleHu | U MPOrpaMMHOIo
B COOTBETCTBHH C noMeleHun a5 NnoMeleHuu a5 o0ecmeyeHus.

BBIXOJIOM B CETh
UHTEpPHET, pabouee
MECTO TIPETIoIaBaTes B
COCTaBe CTOJI, CTYI,
TymOa, KOMIIBIOTEP
MPETo/1aBaTelis C
BBIXOJIOM B CETh
WHTEPHET, 3KpaH,
MYJIbTUMEAUINHBIN
MIPOEKTOP, TEIECBU3O0D,
TeMaTHYECKHE CTEH/IbI,
MPE3EHTALMOHHBIN
MaTrepua, KOMIUICKT
0JIaHKOB TEXHUYECKOU

JOKYMCHTAIIUU
Aynuropus s y4eOHbIC MeCTa,
CaMOCTOSTEIBHOM 000pyIOBaHHBIC
paboTsl 0J109HOM MebenbIo,

KOMIIBIOTEpPAMH C
BBIXOJIOM B CETb
HnTeprer,
MHOT0()yHKIIHOHAIBHOE
YCTPOKCTBO

Y4eOHBIM IUVIAHOM | CaMOCTOSITEJIbHOM CaMOCTOSITEIbHOM

padoThI padoThI
®T/1.B.03 Kabuner yueOHbIE MeCTa, Microsoft Windows
JIOKyMEHTAIMOHHOE | MEHEPKMEHTA 000py/1I0BaHHbIE XP
obecrieyeHue u OJIOYHOM MeOEIIBIO, Microsoft Office
JIETIOTIPOU3BOICTBO KOMIIBIOTEPAMHU C Kaspersky Endpoint

U1t OM3Heca
Koncynsrantliroc
AdobeReader

Cisco WebEx
HNupopmannoHHo-
KOMMYHUKaIIMOHHAA
mwiardopma
«Chepym»

6. MeTtoaudeckue YKazaHus AJs oﬁyqamumxca M0 OCBOCHHNIO JUCIHIUITJINHBI

6.1 3aHATHSA JIEKIIHOHHOT0 H CEMHMHAPCKOro (MPaKTH4€CKOIr0) TUIIOB

Metoauueckue YKa3aHusA I 3aHATHUH JIEKITMOHHOI'O THIIA. B X0/€ IEKIIMOHHBIX 3aHATHH

O6yLIaIOH_ICMYC$I HCO6XOI[I/IMO BCCTU KOHCIICKTUPOBAHHC yqe6Hor0 Marepuajia, 06pa111aTb

BHUMAHHEC HA KAaTCTOpPHUH, q)OpMy.TII/IpOBKI/I, PACKPBIBAOIIUE COACPIKAHUC TCX UM UHBIX SIBJICHU

U M[pOoLEeCCOB, HAYYHBIC BBIBOAbI U MPAKTUYCCKUC PCKOMCHAAIHNU. HCO6XOI{I/IMO 3aaaBaTb

npenoaaBaTCIi0  YTOUYHAOMHUE BOIPOCHI C MNCJIBIO YACHCHUSA TCOPECTUYCCKUX HOHOX(CHHﬁ,

pa3pelleHus CIOPHBIX CUTYaLHi.



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

LenecooOpa3zno nopabaTbiBaTh CBOM KOHCIIEKT JIGKIIUH, Jeflasi B HEM COOTBETCTBYIOIIHE
3aIlMCU U3 OCHOBHOM M JIOIIOJHUTEIBHOM JINTEpATyphl, PEKOMEHIOBAHHOM IIPENOaBaTeIeM U
MPEAYCMOTPEHHOM Y4eOHOM MPOrpaMMOi JUCITUTUIUHBI.

Metonuueckue yKazaHus JUId  3aHATUM CEMHUHApCKOro (MPaKTUYECKOro) THIA.
[IpakTueckue 3aHATUS MO3BOJIAIOT Pa3BUBATh y OOYYarOIIEroCs TBOPUECKOE TEOPETUUYECKOE
MBILUIEHHE, YMEHUE CaMOCTOATEIbHO HW3y4aThb JIMTEPATYpPy, aHAIM3UPOBATH IPAKTHKY; ydaT
94eTKO (OPMYIUPOBATH MBICIB, BECTH IHCKYCCHIO, TO €CThb MMEIOT HCKIIIOYHTEIHHO Ba)KHOE
3HAQ4YECHHE B PA3BUTUH CAMOCTOSITEIIBHOTO MBILICHHUS.

[logroroBka K IpakTHYECKOMY 3aHATHIO BKIIIOYaeT JaBa drarna. Ha mepBoMm atane
0OyyaroUuiicsl IUIAHUPYET CBOIO CAMOCTOSITENIbHYIO paboTy, KOTOpas BKIIIOYAET: YSICHEHHE
3aJlaHUsl Ha CaMOCTOSTEIbHYI0 PadOTy; MOJ00Op OCHOBHOM M JOMOJHUTENBHOW JIUTEpaTyphl;
COCTaBlieHHE IUIaHa paboThl, B KOTOPOM OTMPEAEISIOTCS OCHOBHBIE IYHKTBI MPEACTOSIIEN
noarotoBku. CocraBieHHe IMJaHa AUCUUIUIMHUPYET U MOBBIIIAET OPraHW30BAaHHOCTH B padoTe.
Bropoit sram BKIIOYaeT HEMOCPEACTBEHHYIO MOATOTOBKY K 3aHATHIO, KOTOpas HAYMHAETCS C
W3Y4EHHS OCHOBHOM U JIONOJHUTENBbHOU nuTeparypsl. Ocoboe BHUMaHKUE IpU 3TOM HEOOX0 MO
o0paTuTh Ha COJIepKaHUE OCHOBHBIX IOJIOKEHUI U BBIBOJIOB, OOBSICHEHHE SIBJICHUHN U (DAKTOB,
YSCHEHHME IPAKTUYECKOTO IPUIOKEHHUS PAacCMaTPUBAEMBIX TEOPETUYECKHX BOIPOCOB. [lanee
cllelyeT MOArOTOBUTh TE3UCHI AJISl BBHICTYIUICHUH O BCEM y4eOHBIM BOINPOCAM, BBIHOCHUMBIM Ha
IIPAKTUYECKOE 3aHATHE WIM MO TE€ME, BBIHECEHHON Ha JUCKYCCHIO (KPYIJIBIH CTOJI), IPOAYMaTh
IIPUMEPBI C LIEIbI0 00eCcIeYeHUsl TECHOM CBSI3U M3y4aeMOil TeMBbI ¢ peajbHOM KHU3HBIO. ['0TOBSACH
K JIOKJIaly UJIM BBICTYIUIEHHUIO B PAMKAX HHTEPAKTUBHOM (GOpMBI (AUCKYCCHUs, KPYIJIBIM CTOI), IPH

HeO6XOI[I/IMOCTI/I CIIEayET 06paTI/ITBC$I 3a IOMOUIBIO K IIPEIOAaBaTCIIIO.

6.2. CamocTosiTeqibHAsA pad0Ta CTYJIEHTOB

CamocrosiTenbHas paboTa CTYJICHTOB MPEIyCMOTPEHA YUCOHBIM TUIAHOM I10 AUCIUTUINHE
B o0beme 66 udaca. CamocrositenpHas paboTa peanusyercs B paMKaX MPOrpamMMbl OCBOCHUS
JHMCUUIUIMHBI B CIICAYIOIUX (popmax:

- paboTa ¢ KOHCTIEKTOM 3aHATHS (00pab0OTKa TEKCTa);

- MpopabOTKa TEMATUKUA CAMOCTOSTEIILHOU paOOTHI;

- HalmMcaHue KOHTPOJIbHOM paboTHI;

- mouck uHpopMaluu B cetu «MHTepHET» U TUTEpaType;

- BBITIOJIHEHUE UHAUBUyaIbHBIX 33JaHUIM;

- MOJATOTOBKA K Cc/laye 3ayeTa.

CamocTosTenbHas paboTa IPOBOJAUTCS C IEIBIO:

- CUCTCMAaTU3alluU U 3aKPCIICHUA MOJIYYCHHBIX TCOPCTHUICCKUX 3HaHUH U MPAKTUYCCKUX
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YMEHHI 00YJarOIIUXCsl;

- YIIIyOJIeHHS U PACHIMPEHHS TEOPETUUECKUX 3HAHUHN CTY/IEHTOB;

- (QopMHpOBaHUS YMEHHMH HCIOJb30BATH HOPMATUBHYIO, IPAaBOBYIO, CIPABOYHYIO
JOKYMEHTAIMIO, Y4eOHYIO U CIIELIUAJIbHYIO JIUTEPATypy;

- pPa3BUTHA TMO3HABATEIBHBIX CHOCOOHOCTEH M aKTUBHOCTH OOYYarOIIMXCS: TBOPYECKOM
WHULMATUBBIL, CaMOCTOSITEIbBHOCTH, OTBETCTBEHHOCTH, OPraHU30BaHHOCTH; (OPMUPOBAHUE
CaMOCTOSITEJIBHOCTH MBIIIJICHUS, CHOCOOHOCTEH K CaMOpa3BUTHIO, COBEPIIEHCTBOBAHUIO U
CaMOOPTraHU3alNH;

- Pa3BUTHUIO MCCIIEIOBATEIBCKUX YMEHHUU CTYACHTOB.

TexHomorust oOpraHu3allid CaMOCTOSITENIBHON  paboThl  OOy4aromMXcsi BKIIIOYAET
WCIO0JIb30BaHNE HMH(DOPMAILMOHHBIX M MaTepualbHO-TEXHUYECKHX PpEeCcypcoB: OuOIMOTEKa ¢
YUTAJIBHBIM 3aJI0M, KOMIIBIOTEPHBIE KIIACChl C BO3MOKHOCTBIO paboThl B MHTEpHET, aynuTopun
JUIS CAaMOCTOATEIbHON PadOTHI.

[lepen BeImoNHEHHEM OOYYarOMIMMKCS BHEAYIUTOPHON CaMOCTOSATENBHON paboThI
MIPENOAABATENb POBOJUT KOHCYJIBTHPOBAHHUE IO BBINOJHEHUIO 33JIaHUs, KOTOPBIM BKIIOYAET
LeJlb 3aJaHusl, €ro COAEP)KaHUs, CPOKH BBIIIOJHEHUS, OPUEHTUPOBOYHBIA 00BEM pPabOTHI,
OCHOBHBIE TpeOOBaHUs K Pe3yJIbTaTaM pabOThl, KPUTEPUU OLIEHKH.

CamocrositenbHas paboTa MOYKET OCYLIECTBIATHCS WHAMBUIYAIBHO WM TPYHIAMH
oOyyaromuxcs B 3aBUCUMOCTH OT LU, 00beMa, KOHKPETHOW TEMaTHKH CaMOCTOSITEIbHOMN
paloThI, YPOBHSI CJIOKHOCTH, YPOBHS YMEHUH 00yUaroImuXxcs.

KoHTposs camocTosTeIbHOM paboThI CTYICHTOB IPEAYCMATPHUBAET:

-COOTHECEHHUE COAEP)KaHUs KOHTPOJIS € LEeIsIMH 00yUYeHuUs

-00BbEKTUBHOCTh KOHTPOJIS;

-BAIMJAHOCTb  KOHTpPOJIA  (COOTBETCTBUE NPEABABISEMBIX 3aJaHUM  TOMY, 4TO
IpearosaraeTcs IpoBEpUTh);

-nu¢depeHIalnio KOHTPOJIbHO-U3MEPUTEIIbHBIX MaTEePUAIIOB.

@DopMbI KOHTPOJISL CAMOCTOSATENBHON pabOTHI:

-IIPOCMOTP U MIPOBEPKA BBINOJIHEHUS CAMOCTOSITEIbHON paboThI IPENOAaBaTENIEM;

-OpraHu3alys CaMOIPOBEPKH, B3aUMOIIPOBEPKH BBITIOJHEHHOIO 33aJaHUs B TPYIIIIE;

-00CY)X/IeHHE Pe3yJIbTaTOB BHIMOJHEHHON pabOThl HAa 3aHATHUH;

-IIPOBEICHUE MUCbMEHHOTO OIIPOCa;

-IIPOBEJCHUE YCTHOIO OIpOCa; OpraHu3auus U MPOBEIEHUE HWHAMBHIYAJIBHOIO
coOeceJOBaHMS;

-OpraHu3anys U IpoBCACHUC CO6CCCI[OB3.HI/I$I C rpyrmoﬁ.
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7. MeToan4yecKue peKOMEHIalMU 10 00y4YEeHHUI0 JIML C OTPAHUYCHHBIMH

BO3MOKHOCTAIMH 3I0POBbS 1 HHBAJIN/0B

OOyuenne Mo JUCHUTUIMHE 00yYaromuXcs ¢ OrPaHUYCHHBIMH BO3MOKHOCTSIMH 3JI0POBbSI
(manee — OB3) ocymiecTBIseTCS C YYETOM OCOOCHHOCTEH ICHXO(PH3NISCKOTO Pa3BUTHS,
WH/IVBHYAIbHBIX BO3MOXXHOCTEH U COCTOSTHHSI 3I0POBbsI TAKUX 00YUJaAIOIINXCH.

ConepxaHre 00pa30BaHHUS W YCIOBUS OpraHu3anuu oOydeHus, obOyuatomuxcs ¢ OB3
OTIPENIENAIOTCS aITAaITUPOBAHHOW 00pa30BaTENbHON MPOrPaMMOM, a il MHBAJIHIOB TaKXKe B
COOTBETCTBUH C MHAWBUAYAILHOW POTPAMMO# peadiInTaluy HHBATUIA.

OcBoenne nucHuIUIMHBL oOydaromumucs ¢ OB3 Moxer ObITH OpraHM30BaHO Kak
COBMECTHO C JpYrUMH OOyJarOIMMHCS, TaK ¥ B OTAENBHBIX Trpymnmnax. l[Ipemmonaratorcs
CHelHalbHbIe YCIOBUS JUIs MoJIydeHus: oOpa3oBaHus oOydaromumucs ¢ OB3.

[Ipodeccopcko-nienarornyecknii CoOCTaB 3HAKOMUTCS C TICHUXOJIOTO-(DU3UOJIOTHIECKUMU
0COOEHHOCTSIMU oOyuaromuxcs MHBaIMIOB U aull ¢ OB3, uHAMBHIyadbHBIMH HpOTpaMMaMiu
peabunuTany UHBATUAOB (IIPU HATMYUN).

B kypce mpearoniaraercst HCHOIb30BaTh CONUATBHO-aKTHBHBIE H Pe(ICKCHBHBIE METOTBI
0o0Oy4yeHHsl, TEXHOJOIMU COLMOKYJIbTYPHON peadWiInuTaluu C LEeIbl0 OKa3aHWs IOMOIIU B
YCTQHOBJIEHUH IOJIHOLIEHHBIX MEXJINYHOCTHBIX OTHOIIEHUH C JPYrUMH CTYyJEHTaMH, CO3JaHUU
KOM(OPTHOTO TICHXOJIOTMYECKOTO KiMMara B cTyieHYeckoi rpymnme. [Togbop m paspaboTka
y4eOHBIX MaTepHaOB IMPOU3BOAATCA C YYETOM IIPEJOCTABIECHUS MaTepuajga B pa3IMYHbIX
¢dopmax: ayIuanbHOM, BU3yaJlbHOM, C UCIOJIb30BAaHUEM CIIELUAIBHBIX TEXHUYECKUX CPEICTB U
MH(GOPMALIMOHHBIX CUCTEM.

OcBoenune aucuumnHbl unamu ¢ OB3 ocymiecTBisieTcss ¢ UCMOIb30BaHUEM CPENICTB
oOyyeHHs OOLIEro ¥ CHELMAIbHOIO Ha3HaueHUs (IEPCOHATBHOTO U  KOJJIEKTMBHOTO
UCIOJb30BaHus). MaTepuanbHO-TEXHUYECKOE 00ecieueHre MpeaycMaTprUBaeT MPUCIIOCOOICHHE
aynuTopuil K HyxaaMm aun ¢ OB3.

dopma MpoBeAEHUS aTTEeCTALUU AJs CTYIEHTOB-UHBAJIUAOB YCTAHABIMBAETCSA C YYETOM
UHAMBUIYAJIbHBIX NcUX0(pu3ndeckux ocodennocrei. s crynentos ¢ OB3 npexycmarpuBaercs
nocTtynHas GopMa npeaocTaBiIeHHs 3aJaHUH Kak OLIEHOUHBIX CPEJCTB, @ UMEHHO:

'] B meyaTHOM WJIM 3JIEKTPOHHOH hopMe (JuIst JIULl ¢ HApYLIEHUSIMH ONOPHO-ABUTaTeILHOTO
amnmapara);
] B meuyaTHOM ¢opMe WINM OSIEKTPOHHOM (opMe C YBEIMYEHHBIM MIPUPTOM U

KOHTPACTHOCTBIO (7151 JIUI] C HAPYLICHUSMU CIIyXa, PeUH, 3peHHsI);

[l METOIOM YTEHHUS ACCUCTEHTOM 3aJaHUs BCJIIYX (JI.TISI JIMI] C HAapYIICHUAMUA 3peHI/IH).
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CryneHTaMm C WHBaJIMJIHOCTHIO YBEJIMYMBACTCS BpPEMsi Ha MOATOTOBKY OTBETOB Ha
KOHTPOJIbHBIE BOMPOCHL. JlJIi TakWX CTYACHTOB MpeaycMaTpuBaeTcs MHOCTynmHas Qopma

npeaoCTaBJICHUS OTBCTOB HA 3aaHKs, 4 UMCHHO!

O MUCbMEHHO Ha Oymare win HabOpPOM OTBETOB Ha KOMITbIOTEPE (IS JIUII C HAPYIICHUSIMU
cilyxa, peun);
O BBIOOPOM OTBETA M3 BO3MOJKHBIX BAPHAHTOB C MCIIOJIH30BAHUEM YCIIYT aCCUCTEHTA (IS

JIMI] C HapyLIEHUSIMU ONIOPHO-/IBUraTENILHOTO ariapara);
O YCTHO (/17151 JIULL C HAPYIIECHUSIMHU 3PEHMSI, OTIOPHO-IBUTATEIBHOTO aIlrapara).

[l NP HEOOXOIUMOCTH JUIsi OOYYarOIIMXCS C WHBAIMIHOCTBIO TIPOIIEAypa OIICHUBAHMS

PE3YIBLTATOB O6y‘ICHI/I$[ MOXET NPOBOAUTHECA B HECKOJIBKO 3TAIlOB.
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[Ipunoxenue 1

DoH/ OLICHOYHBIX CPEACTB
AJI51 TEKYLEero KOHTPOJISI M IPOMEKYTOYHOM aTTecTauuu
NpH U3y4eHUHU JUCHUTITHHBI
DT/.B.03 lokyMeHTAIIMOHHOE OOecneyeHre U 1eJI0NMPOU3BOIACTBO

r. Mocksa, 2025
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1. ITacnopTt poHIa OLIEHOYHBIX CPEACTB

U MYHUIUTIAJIBHOI'O YIIPaBJICHUA.

Kon u HanmeHoBanue HNuauxaTop nocTuxeHus HanmeHnoBanue
KOMIIETEHIIM U KOMIIETEHIIM U OLICHOYHOI'0
cpeacTBa
[IK-2 Crnocoben ocymectBisats | UIIK-2.1  3nate  Meromuky | [Ipomexyrounas
aBTOMAaTU3alMl0  OCHOBHBIX W | IIPOBEICHHUs aHalu3a, | aTTecTalus:
BCIIOMOT'aTEIbHBIX [POLECCOB | MOJICTUPOBAHU U | 3a4eT
YIIPABJICHUS IPEATPUATHEM (opmupoBarus MHTCTPAILHOTO
MpeacCTaBJICHUA CTpaTerun )41
nenen, OM3HEC-TpOLEecCOB U
UH(POPMAIIOHHO-
TEXHOJIOTMUECKON
UHPPACTPYKTYpBl TMPEANPUATHI
pa3u4HON OTpaciIeBoOu
IMPUHAMJICKHOCTU WU PA3TIAUYHBIX
(hopM COOCTBEHHOCTH, a TaKXKe N
YUpEXACHUM TOCYHapCTBEHHOIO Texymuii
KOHTpPOJIb:

WIK-2.2 VYmers muposomuts | OMPOC, OKIAR
aHaM3,  MOJCIMPOBAHUE U (pedepar), Tecr,
dopmupoBanne uHTerpanpHoro | SAAdTH IPH
NPE/ICTaBJICHUS]  CTpaTeruii | pasbope
nesneil, OusHec- mporeccoB u | KOHKPETHBIX
nH(HOPMAITIOHHO- CUTYalHi
TEXHOJIOTUYECKOU

MH(PACTPYKTYPbl MPEANPUATHH

pa3nuIHON OTpAaCIIEBOMN

NPUHAIICKHOCTH U PA3TUYHBIX
(hopM COOCTBEHHOCTH, a TaKXKe
YUpEXKIEHHH TOCYAapCTBEHHOTO
¥ MYHHLUTIAIBHOTO YIPABJICHHUS.
HIIK-2.3 Baagerpr HaBBIKAMUA
(dhopmMupoBaHUs
uHpOpMAIIMOHHOW  0a3el B
nporecce cbopa U 00pabOTKH
JAHHBIX JUIst MIPOBEICHUS
pacuera 9KOHOMHYECKHX
NOKa3aTesell opranu3alnuu

IIK-5 CmnocobeH ocyiiecTBIsATh
MO/ICTTUPOBAHUE APXUTEKTYPHI
MPEATPHUITHS

HIIK-5.1 3HAaTh: OCHOBBI
APXUTEKTYPBI IPEATPUSITHS
HIIK-5.2 YMmeTh: MoaenupoBaTh
APXUTEKTYPY NPEATPUSITHS
HIIK-5.3 Bnazgers: HaBbIKaMu
MOJICTTUPOBAHUS  APXUTEKTYPBI
MPEANPUITUS

Ortansl popmupoBaHus komnereHuuii B npouecce ocBoeHuss OIIOII mpsimo cBsizaHbI C
MECTOM JMCUMIUIMH B oOpa3oBarenbHOW mporpamme. Kaxapiii stan  ¢opmupoBaHus

KOMIICTCHI WU, XapaKTCPpU3YCTCA ONPCACIICHHBIMU 3HAHUAMH, YMCHUSAMHU U HAaBbIKAMU U (I/IJ'II/I)
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OTBITOM TMPO(ECCHOHAIBHONW AEATENbHOCTH, KOTOpBIE OLEHHBAIOTCA B IIPOLIECCE TEKYLIETO
KOHTPOJIS yCIIEBAEMOCTH, IPOMEXKYTOUHOM aTTECTallMu 110 IUCLUUILIMHE (IIPAaKTHKE) U B IIpoLiecce
UTOTOBOM arTecramuu MToromas oreHka cHOPMHPOBAHHOCTH KOMIIETCHIIMH ONpeAesseTcs B

Inepruoa NoAroTOBKM U CaAa4u 3a4cTa.

2. OueHo4YHbIE CpeACTBA

2.1 Texymuii KOHTPOJIb

TUIIOBOE TECTOBOE 3AJIAHUE

1. JlokymeHTarimoHHOE 00ecredeHue yrpaBaeHus — 3TO:

1) nesiTenbHOCTH amnmapara yrpaBjiIeHHsI, 0XBAaThIBAIOIIasi BOIPOCH! TIOKYMEHTHPOBAHUS U
OpraHu3aiuy padboThl ¢ JOKYMEHTAMH B MPOIIECCE OCYIECTBICHHS UM YIIPaBICHUYECKUX
GbyHKIIHI;

2) npaBWIbHO O0(pOpMIIEHHBIE JOKYMEHTBI, OTPaKalolllle BECh CIIEKTP yIpaBiIeHUECKON
NeSITeNIbHOCTH MPEANPUATHS;

3) opranuzaius JOKyMEHTO000pOTa B YUPEIKICHUH;

4) KOMIIIEKC OCHOBHBIX MOJIOKEHUH, ONPEAETAIOIINX U PErIaMEHTUPYIOIUX OpraHU3aLuio
JOKYMEHTUPYEMBIX MPOLECCOB HA IPEIIPHUATHH.

2. Cucrema JOKyMEHTAllMH, CO3/IaHHAs [0 €AMHBIM IIPABUJIAM U TPEOOBAHMSIM, — 3TO:

1) yaudpuuupoBaHHas cucTemMa JOKyMEHTal|H;

2) EI'C/;

3) I'OCT;

4) 00BEKT JEeIONPOU3BO/ICTBA.

3. YTo Henb3s OTHECTH K cepe AeT0npOn3BOICTBA?

1) obopmienue cekperapém mpukasza o npuéMe Ha paboTy COTPYTHHKA;

2) oopmieHHe cekpeTapéM Mo Npockde HayaabHUKA MO3/IPABUTENBHOM TeIerpaMmbl IS
€ro MaTepu;

3) opopmieHue cekpeTapéMm 1o nNpockde HauaabHUKA CITY)KEOHOH 3aIMCKH B BBIIIECTOSIIYIO
MHCTaHIUIO;

4) opopmieHne cekpeTapéM NMPOTOKOJIA COBEIAHUS PYKOBOJUTEIEH OTIENOB.

4. I'ie Ha JOKyMEHTe ciellyeT pacrnojaraTh rocynapcrseHHsiit repd Poccuiickoit deneparyn?
1) B BepxHeM Ho1Je;

2) 1o HEeHTpY JINCTa;

3) B IpaBOM BEPXHEM YTIIY;

21



4) B 1€BOM BEPXHEM YIIIy.

5. B xakoMm ciydae Ha JOKYMEHTE He BOCIIPOM3BOJUTCS AMOIeMa opranu3anuu?
1) ecnu Ha HOKyMeHTe yxke momeniéH repo Poccuiickoit @eneparuu;

2) ecnii Ha JOKYMEHTE y)Ke moMeni€éH repo cyorekra Poccuiickoit denepanmu;
3) ecnu opraHu3alys HE CUUTAET HY)KHBIM [TOMENIaTh IMOJIEMY Ha JOKYMEHTE.
5. I'ep6 cyowekra Poccuiickoit @eaepanum noMeniaercs Ha OJaHKax:

1) B BepxHEM I10JIE;

2) 1o LUEeHTPY AOKYMEHTAa;

3) B IpaBOM BEpPXHEM YTIIY;

4) B COOTBETCTBUU C MPABOBBIMU akTaMu cyobekToB Poccuiickoit denepanun.

[IIxana orleHMBaHUA TECTOBOTO 3aaHUS

% BepHBIX pelieHnii (0TBETOB) Il xaJjia oneHMBaHUA
85-100% «OMIUYHON

70-84% «XOPOULON

51-69% «V008IeMBOPUMENLHOY
50% u mMeHee «HEYIOBJIIETBOPUTEIILHO»

INPUMEPHASA TEMATHUKA KOHTPOJIBHbBIX PABOT IO JUCHUIIJIMHE

. Conep>kaHue ¥ Ha3HAYEHUE JCIIONPOU3BOICTRA.

. OpranuzanroHHbie (OPMBI JACIOTTPOU3BOICTBA.

. City»x0a enonpou3BoJICTBA, 1IEIU U 3371a41, (DYHKIIMOHAIBHOE COIepKaHUE ACSITCIbHOCTH.
. 3akoHoaarenbcTBO Poccuiickoit deneparuu B chepe nHbOpMAIMK U TOKYMEHTAITUH.

. 3aKOHOAaTEILCTBO 00 JEKTPOHHOM IO ITUCH.

. Buagsi SHCKTpOHHOﬁ MMOAIKUCHU U IIOPAAOK UX IIPUMCHCHUA.

N N L Bk WD =

. HopmaruBHslii toxkymenT «lIpaBuia nenonponsBoacTBa B eiepaabHbIX OpraHax
WCIIOJIHUTENBHOM BIIaCTU», €ro Ha3HAUYCHHUE.

8. HarmonanbHble CTaHIAPTHI IO YIIPABJICHUIO TOKYMEHTAMHU.

9. HopmatuBHBIE IPaBOBBIE aKThl OpraHa BJIACTH, PErJaMeHTUPYIOLIME OpraHU3alHio paboThl ¢
JOKYMEHTaMH.

10. MHCTpYyKIMA 1O ETONPOU3BO/ICTBY, HOpMATUBHAs U METOIMUecKas 6aza pa3paboTKu
UHCTPYKLHUU IO JIEJONPOU3BO/CTBY.

11. bnank 1oKkyMeHTa, BUJbl OJJAHKOB COCTaB PEKBU3UTOB OJaHKA.

12. CocTaB peKBU3UTOB YIOCTOBEPEHUS, MOPAJOK UX OPOPMIICHHSL.

13. CityxeOHbIe OTMETKH Ha JOKYMEHTE, MOPSJIOK UX 0(OPMIICHUSL.
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14. Cucrema opraHu3alliOHHO-IIPABOBOM JOKYMEHTALIMU, HA3HAYEHHUE U BUJOBOM COCTaB
JOKYMEHTOB.

15. IloHsTHE HOPMATUBHOTO ITPAaBOBOIO AKTA, BU/bl HOPMATUBHBIX IIPABOBBIX aKTOB
(benepaabHBIX OPraHOB HCIIOJHUTEIHLHON BIIACTH.

16. lommkHOCTHAS MHCTPYKIIMSI, HA3HaYEHUE JOKYMEHTA, COCTaBIIEHUE U O(POpMIICHHE.

17. IIpouieaypa cornacoBaHus JOKYMEHTOB, €€ Ha3HaUEHUE, BHEIITHEE U BHYTPEHHEE
COTJIaCOBaHHUE.

18. BusupoBaHue TOKyMEHTOB, 0OCOOEHHOCTH BU3UPOBAHUS PACIIOPSIUTENIbHBIX JOKYMEHTOB.
19. Cucrema pacnopsIuTeIbHON TOKYMEHTAIH, Ha3HAYe€HUE U BUJIOBOM COCTaB IOKyMEHTOB.
20. Cocrasyenne u 0(hopMIICHHE NTPHKa3a IO OCHOBHOM JACSITEIHBHOCTH.

21. Ilopsanok TOKyMEHTHPOBaHMSI KOJUIETHAIBHOM (COBEIIATEIbHOM) A TEIIbHOCTH.

2322. IlpoTokos 3aceaanusi, BUABI MPOTOKOJIOB, COCTAaBIIEHHE U 0(OPMIICHHE.

23. Cucrtema nH(OPMAITMOHHO-CIIPABOYHOM TIOKYMEHTAIIMU, HA3HAUYCHUE U BUJIOBOM COCTaB
JOKYMEHTOB.

24. ]JlenoBoe MUCbMO, PAa3HOBUIHOCTH JCIIOBBIX ITHCEM.

25. CocraByienne u 0(hOPMIICHHE JIETTOBOTO TTUChMA.

26. TekcT ynpaBiIeHYECKOTO JOKYMEHTa, 00IIre TpeOOBaHUS K COCTaBICHUIO TEKCTa
JOKYMEHTA.

27. AKT KaK BUJ JOKYMEHTa, pa3HOBUIHOCTH aKTOB, 0COOCHHOCTH COCTaBJICHUS U O(POPMIICHUS.
28. [lonsiTe JOKYMEHTOOO0POTa, KAUECTBEHHbIE U KOJIMYECTBEHHBIE TapaMeTPhl
JOKYMEHTO000poTa.

29. IIpyuHIUIIBI palIMOHATLHOM OpraHU3alul JOKYMEHTOO00pOTa.

30. OcHOBHBIE ATalnbl JBUKEHUS OCTYNAOIMINX JOKYMEHTOB.

31. OcHOBHBIE 3Tanbl ABUKEHUS OTIPABIISIEMBIX JOKYMEHTOB.

32. ®opmbl U METOBI COBEPIICHCTBOBAHUS TOKYMEHTO000POTA.

33. Ha3HaueHue U 1ieJu perucTpaluu JOKyMEHTOB, IPUHLIUIIBI PETUCTPALUU.

34. CtpyKTypa perucTpaliOHHOTO HOMEpPA MOCTYNAOUIUX, OTIPAaBISEMbIX U BHYTPEHHUX
JOKYMEHTOB.

35. OCHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POPM.

36. OcoOEHHOCTH perucTpaly OTAeIbHBIX BUJIOB JOKYMEHTOB (IIPHUKa3, Je0BOE MHUCHMO).
37. Opranu3aiioHHbIE OCHOBBI KOHTPOJISI HCTIOJIHEHUS JOKYMEHTOB (ITOpYYEeHUH).

38. TexHONOTHS KOHTPOJISA UCTIOTHEHUS TOKYMEHTOB (TIOPYUYEHHUIA).

39. Cpoku UCTIOJIHEHUS JOKYMEHTOB, BUJIbI CPOKOB, IOPSAJOK UCUUCIIEHUS CPOKOB UCIIOJIHEHUS
JOKYMEHTOB, IOPSIIOK IEPEHOCA CPOKA UCTIOTHEHUS TOKYMEHTA.

40. OcHOBHBIE 3Tarbl KOHTPOJIS UCTIOJHEHHS IOKYMEHTOB (TIOpYyYeHUH).
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41. Opranu3zanust paboThl UCHIOJIHUTENS C JOKYMEHTAMH.

42. HopMaTUBHBIE OCHOBBI U OOIIKE MPUHIIMITBI OPraHU3aluK paboThl ¢ 00paLIeHUAMH TPaXKIaH
43. Buapl oOpatieHuii rpaxxiad, 0cOOEHHOCTH pacCMOTPEHHsI 00paleHuid TpakIaH
Poccuiickoit ®enepanuu.

44. TloHnaTre EHHOCTU JOKYMEHTA, KPUTEPUHU IIEHHOCTH JTIOKYMEHTOB, CPOKH XpaHEHUS
JOKYMEHTOB.

45. Opranu3zanus ¥ NOps,I0K MPOBEICHUS SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB OpraHa BJIacTH.
46. Cpoku XpaHEeHHUs JOKYMEHTOB, KaTETOPUU JOKYMEHTOB, BBIICTSEMBIX 110 CPOKAM XpaHEHUS,
CPOKH XpaHEHUS AJIEKTPOHHBIX eIl

47. IlepeyHu TOKyMEHTOB CO CPOKaMH XpaHEHUs, UX IPUMEHEHUE B JEIONPOU3BOJICTBE.

48. HomeHknatypa zie1 oprana BjaacTH, QyHKIIMM HOMEHKJIATYyphl JieJl, IPUHLIUIIBI €€
MTOCTPOCHHUS.

49. ®opma HOMEHKIATYPHI JIeJI, OCHOBHBIE 3TAMbI €€ pa3pabOTKH HOMEHKIIATYPHI Al

50. IIpaBuna cocTaBiaeHHs 3aroJ0BKOB JIeJ1 HOMEHKJIATYphI JEI.

51. CorsacoBaHue M yTBEPKACHUE HOMEHKIIATYPBI JI€J1, CPOK JIEUCTBUSI HOMEHKIIATYPHI JIET, €€
BeJICHNE U KOPPEKTUPOBKA.

52. ®opMupoBaHue eI B IEJIOMPOU3BOJICTBE, 0COOEHHOCTH (POPMHUPOBAHHUS B JIeIa OTICTbHBIX
KaTeropuii JOKyMEHTOB.

53. Bugel onuceit 1en, OCHOBHBIE TPUHIUIIBI U TOPSIAOK COCTABJICHUS OTIMCEN JIeT.

54. JInyHOe €710 rocyIapCTBEHHOTO IPaXAAHCKOTO CIIYyXKAaIllero, COCTaB JOKYMEHTOB Jiefa,
0CcoOeHHOCTH ero (hopMUpOoBaHUSI.

55. Opranuzaiiusi paboThl 10 YHUUTOKEHHIO IOKYMEHTOB C UCTEKIIUMU CPOKaMU XpaHEHHS.
56. OdopmiieHue e Npy UX Neperadye Ha apXUBHOE XpaHEHHUE.

57. Ilonstue «uHGOPMAIIMOHHAS CHCTEMa JIEKTPOHHOTO JToKyMeHTooOopoTay (CDJ10),
¢ynkuun C30.

58. HopmartuBHble TpeboBaHMs K MHPOPMAIIMOHHBIM CUCTEMAM 3JIEKTPOHHOTO
JOKYMEHTO000poTa.

59. TloHsATHE «INIEKTPOHHBIN JOKYMEHT», OCHOBHBIC TPUHIIUIIBI OPraHU3aluu paboThI C
ANIEKTPOHHBIMU IOKYMEHTaMU B JIEIONPOU3BOJICTBE.

60. Ha3znaueHue cUCTEMbI MEXBEIOMCTBEHHOTO AIEKTPOHHOTO JoKyMeHToobopoTa (MO 10),

cTpykrypa MOJ10.

IIpumepHBbIe NpaKkTHYECKUE 3a1aHUS:

deKmull€CKO€ 3a0anue: cocmasumo npuxkas
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Hupexkrop OOO «CeBepubiii TpaH3ut» BenuamunoB Erop I'eHHagpeBud mopydni
COCTaBUTh MpPHKA3 IO CIeayloleMy Bompocy. B mpukaze TpeOyercs mopyunth Bramumupy
AnexceeBuuy JIuanoBy, Hukonaro Auronosuuy CaBupckomy u Anzpeto [lerpouuy Kynemosy
COCTaBUTh MPOEKT (PUHAHCOBOTO OTYETA ISl KOoprmopauuu «YpanHedreras». Homep nokymenra

1-342 ot 12 masg 2014 rona.

IIpakxmuueckoe 3a0anue: cocmagums NpuKa3z

Ber — mnawaneHuk otnena aenompousBojctBa OO0  «Paccer». PykoBomuTens
opranuzaruu: renepaibubiii gupektop C.5. Koanés. CeromHs COCTOSUICS COBET TUPEKTOPOB
opsrckoro OO0 «PaccBeT», 06cyxkaanock mpeodpazoBaHre CTPYKTYphI oOiiecTBa. Pemeno, 4o
(bMHAHCOBBIA OTIEN W OyxranTepuss OOBEAMHSIOTCS B OJIHO CTPYKTYpHOE TOJpa3/ieicHue
(puHaHCcOBOE ympaBlieHHE), PYKOBOJCTBO KOTOPBIM IMOpydYaeTcsi IiIaBHOMY Oyxrairepy A.B.
JloBakuny. CekpeTrapckue JIODKHOCTH PyKoBoAcTBa (OOIIecTBa BBIBOJATCSA W3 TTOIMHCHUS
CITY’KOBI JISTIOTIPOU3BO/ICTBA M OOBEIMHSIOTCS B CAMOCTOSITEIIFHOE CTPYKTYPHOE IO/Ipa3/ieiieHre
(cexkperapuar). PykoBOJICTBO cekpeTapuaToM NOPYYaeTCsl IOMOITHUKY T'€HEPATBHOTO TUPEKTOpa

H.IO. Manwnmuny. KoHTpoaupoBaTh UCTIOJTHEHHE TTpHKa3a Oy/IeTe BhI.

Ipakxmuueckoe 3a0anue: oghopmums 00vsAcHUMenbHYI0 3anucky. Cocmagums pe3oioyuio.

B 3A0 «Bpemena roma» Oblia TpoBEeJCHA PEBHU3US, B pe3yibTaTe KOTOPOW OBLIH
BBISIBJICHBl HEOOOCHOBAHHBIE 3aTPaThl HA OPraHU3aIUIO JIEIOBBIX MepOnpusITHid. B cBs3M ¢ 3TUM
mupekTop 3A0 «BpemeHna ronay, 3apeructpupoBantoro B r. bpsucke, H.I1. Copokun 3aTpeboBai
OOBSCHUTEIIBHYIO 3aMCKY OT I1aBHOro Oyxrantepa A.E. ManunoBoii. Panee mupexkrtopoM ObLT
U3JlaH TpPUKa3, B KOTOPOM PYKOBOJIUTENN CTPYKTYPHBIX MOJpa3AeiIeHUN MpU OpraHu3aluu
JIEJIOBBIX MEPOIIPHUATHI 00sI3bIBANINCH MTPECTaBIATh B Oyxranteputo 3AO 10KIaaHbIE 3alUCKU C
yKa3aHUEM CMEThI pacxoj0B He mo3aHee 10 qHel 10 Hauana COOTBETCTBYIOUIETO MEPOIPUSATHS.
Jupektop mopydun OyXraiTepud MNPOBOIUTH (PUHAHCUPOBAHHE [IEJOBBIX MEPOINPUITUN Ha
OCHOBaHUU ero pesoironuu. OgHaKo riIaBHBIA Oyxrantep mpoduHAHCHPOBATIA KOMaHIHUPOBKY
HavyanpHuKa oTaena cOeita E.C. TuxoHoBa 6e3 pesomtouuu aupekropa. OT nuia TIaBHOTO
oyxrantepa A.E. MaHUIIOBOH COCTaBbTE€ OOBSICHUTEIBHYIO 3aHUCKY, T YKaXXUTE, YTO OIjiaTa
ocylecTBieHa B cBsi3u ¢ 10-1HEBHOH 3apyOeKHOM KOMaHIUPOBKOU JUPEKTOPA.

Pe3omronus cocTaBisgeTcs IMPOU3BOJIBHO.

IIpakmuueckoe 3a0anue: cocmasbme u oghopmume 0OvACHUMENLHYIO 3ANUCKY
Wucnexrop kanuenspun 3AO «Cupuyc» WU.M. PycakoBa B COOTBETCTBUHM C INPUKA30M

re’epaibHoro aupekropa ot 12.03.2005 Ne 45 nomkaa 6bu1a k 12.04.2005 mpoBecTH SKCHEPTH3Y
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HECHHOCTHU OOKYMCHTOB, XpPaHAIIUXCA B KaHLCIIAPUU. B cBsa3u ¢ IIJIPITGJIBHOP'I 00JIE3HBIO
3aBenytoriei kannenspueii .M. PycakoBa ucrnosHsna ee 00S3aHHOCTH U HE CMOTJIA BBITIOJIHUTh
nopydenue B cpok. [locre Beixoa Ha paboTy 3aBeAyromas KaHIemsapuei morpedosana ot M.U.

PycakoBoif 00BSICHUTENBHYIO 3aITUCKY.

IIpakxmuueckoe 3a0anue: cocmagums 0€1080€ NUCbMO

Bbl — HauanpHUK OTAENA JENONpPOU3BOACTBAa OONagMUHUCTpanuu. Buepa nposeneH 9 B
rojay npesuauym kosuieruu npu ['yoepuarope bpsiHckoit oomactu A.B. Tumodeere. Hauanbuuk
topuanueckoro otaena E.P. CunmuH BHeC npeanio’keHue Mo peopraHu3alud aJIMUHUCTpalUd
Bbpsiackoit o6nactu B [IpaBurensctBo bpsinckoii odnactu. I'ydoepHaTop bpsHckoit obmactu A.B.
TumodeeB cipocui JOKJIATINKA O KOJMYECTBE 3amecTuTeneit ['ybepHaropa B HOBOM CTPYKTYpE,
MPEJIOKUI COKPaTUTh MX Ha 2 eauHulpl. [lopydeHo ympaBieHHIO MO KajapoBoi pabote k I
kBapraity 2017 roga noaroToBUTh MPOEKT peopranu3zanuu. HauanbHUKy nenaprameHTa (MHAHCOB
[1.LE. BnacoBy npocuuTarh pacxo/ bl o peopranusanuu ko Il kapramy 2017 rona.

Bam HeoOxomumo Hanucath nuchbmMo Ha ums Ilpeacenarens bpsiHckoit obmactHoi J{yMbl
A.E. EnuceeBa 3a moAmuchIO BaIero pykoBoauTes — 3amecturens ['yoepaatopa A.A.ITomo3oBa.
B muceme, cormacuo 3anpocy u3 Jlymsr (Ne 1-342 ot cerogusiHero 4nciia) —mpouH(GOpPMHUPOBATH

EnuceeBa o ToM, 4TO MPOU30LLIO HA IPE3UTUYME.

IIpakxmuueckoe 3a0anue: oghopmums NONHbBIL RPOMOKOJL NO NPEOLONCEHHOU CUMYAYUL.

B 3A0 «/Ipuratens» coctosyioch 3acenanue texuudyeckoro Coera mpu ['eHepaibHOM
mupekrope T.J1. 'maronese moj ero mpeacenaTeaIbCTBOM, B MPUCYTCTBUH BeeX wieHOB CoBera (16
yenoBek) u cekperapss Coera. CoBer oOCyXmal BONPOCHI O cocTtossHuM padotel 3A0 3a
MpOLIEAIIUN ToA U TepcreKkTuBbl pa3BuTHs OOmiectBa B OyaylieM IOy, O BBIIOJHEHUU
MpPOrpaMMbl BBITyCKAa MPOIYKIHH U ee peanusanuu. [lo mepBomy Bompocy [OKIan aeial
3amectuTenb [enepanpHoro gaupektopa K.A. PycnaHoB, KOTOpbI Jal pa3BEepHYTYIO
XapaKTepUCTUKY AesaTenbHOCTH OOIecTBa, OTMETWJ paCIIMpPEHHE COTPYIHUYECTBA» C
naptHepamu B Apyrux peruoHax. K. A. PycrnaHoB JOJOXuI O MOJANMCAHUM COTJIAILICHUS C
yHUTapHBIM TpeanpuatueM «TypOuna» u ero mepcrmekTtuBax s O6mectBa. COBET HPUHSAT
pelieHre O 3aKIIOYeHHH JoroBopa ¢ mpeanpustueM «TypOWHa» O BBIMYCKe 3amdacTedd s
CENbCKOXO35MCTBEHHONW TexHUKU. Kommepueckuit nupekrop AHTOHOB M.K. nonoxun o
COOJIOICHNUH TUTAHOB peain3alliy TOTOBOM MPOIYKIIMH, OTMETUB MPH STOM TpPU CIlydasi CpPbIBOB
MOCTaBKU U HapymieHuss OO0IIecTBOM CBOMX 0053aTeNbCTB M3-32 HEMPABUIHBHONW KOMIUICKTAIIMH
3aKa3oB. [IpUYMHON TaKOro TMOJIOKEHUSI SBUIOCh OTCYTCTBUE COBPEMEHHOIO CKJIaJCKOTO

obopynoBanusi. PerieHne mo BTOpoMy BOmIpocy cojepxkaio nopydenune Kommepueckomy
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mupexTopy AHTOHOBY M.K. mOArOTOBUTH OOOCHOBAaHHME MPOEKTa PEKOHCTPYKIMM CKJaza

MPEATNPUATHSL.

Ipakmuyeckoe 3a0anue. cocmagums OJ1AHK HOMEHKIAMYPbl 0ell U PEeKGUIUNIbL
HOMEHKJIATYPHI JIeTT 10 TeKCTa.
dupma: opssackoe OO0 «PaccBer», HomeHknatypa nen Ha 2017 rox. Jupekrop OO0 —

AnTtoH NBanosuy Tenerux.

Ilpakmuueckoe 3a0anue: cocmagumes omeem 6 ude 0e108020 NUCbMA HA 0OpawyeHue
2pariCcOanuHa.

B xanuemspuro komMmepueckoro OaHka «ATJIaHTUYECKUH TpaH3uT» 27 sHBapd
T.I.IIOCTYNWJIO MUCHEMO OT rpaxaanrHa Bana EsrenseBuua TyxukoBa. OH MPOCUT pPYKOBOICTBO
0aHKa MPEIOCTaBUTh €My OECIPOIEHTHYIO CCYAy Ha ISTh JEeT («Ha MOTPEOUTEThCKHUE TSI ).
CocraBpTe OTBET OT JWIa JuUpeKkTopa Oanka AnHapes MarBeeBuda TuTOBa, TA€ H3BECTHUTE
3asBUTEIIS, YTO CPEIU MOTPEOUTETHCKUX KPEAUTOB OaHKa MOJ0OHBIX KPEAUTHBIX MTPOTYKTOB HET.

O3HAaKOMUTCS C KpPEOUTHBIMU TPEIOKEHUSIMH MOXHO B oduce Oanka (bpsHck,

yin.Beprazckoro, 4, od. 3) wiu Ha caiite OaHka: www.a-tranzit32.ru

Ilpakmuueckoe 3adanue: nod2omoeumsv nyOIUYHOE BbICMYNIEHUE NO NPEOLONCEHHOU
cumyayuu.

[ToAroToBUTH MOKIA O CBOEH IpyIIe OT UMEHH CTapOCTHI TPYIIIbI JJIs BBICTYIIJICHHUS Ha
Bcepoccuiickom cnére crapocT. B BBICTyIUIEHMH O3BYyYUTh Y4YeOHYI0O U BHEYy4eOHYIO

ACATCIIbHOCTD I'PYIIIILI, 0COOEHHOCTH crienyalin3anuu, 6y,HYI_HI/IC KapbCpHEBIC IICPCIICKTHBEI.

Ilpaxmuueckoe 3a0anue: cocmagvme u oghopmume 3as6exue Ha OMNYcK
Bl — navanpHuk opranuzauuonHHoro otaena OOO «Cucrema-bpsnck». OT0 Baiu
OCHOBHOI1 OTITyCK, KOTOPBIi BBl Oepere Ha 30 nuei ¢ 12 aBrycra 1.r. 3aMecTUTENb JUPEKTOPA IO

kagpam OOO — Omner MBanoBuu Kopo6oB.
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[Ikana ¥ KpUTEPUH OLIEHUBAHUS KOHTPOJBHBIX padoT

I xaJya oneHuBaAHUA

Kpurtepuu onennBanus

«OMAUYHOY OOyuaromiuiicst rTyOOKO M COEPIKAaTEIbHO PACKPBIBACT TEMY
KOHTPOJILHOHM paboThI, HE IOMYCTUB OMMO0K. OTBET HOCUT
pa3BEPHYTHIM ¥ MCUEPIIBIBAIOIINN XapaAKTED.

«xXopouLoy OOyuaromuiicsi B IEJIOM PACKPBIBAET TEMY KOHTPOJIbHOU

paboThl, OIHAKO OTBET HE HOCUT Pa3BEPHYTOT0 U UCUEPIIBIBAIOLIETO
XapakTepa.

«y00871€eMEOPUMENILHOY

OOyyaromuiics B 1I€JIOM PacKpbIBaeT TEMY KOHTPOJIbHOM paboThl U
JIOITYCKAET PsiZl HETOUYHOCTEH, (hparMeHTapHO paCKpPbIBAET
COJIepKaHNEe TEOPETHIECKUX BOTIPOCOB MIIM MX PACKPHIBAET
COJIepKaTeIbHO, HO IOMyCKasi 3HAYMTEIbHbIE

HETOYHOCTH.

«HEY0081emME8OPUMENLHO»

OOyuaromuiics He BiajeeT BBIOpaHHON TeMON KOHTPOJIBHOM
paboTel. Tema KOHTPOJIBLHOU paboThl HE PaCKPHITA

INPUMEPHBIE TEMbI TOKJIAOB (PE®EPATOB) 11O JUCIUIIJIMHE

1. Pa3ButHe 3akoHOMATENHHOW perjiaMeHTaluu paboThl C JOKyMEeHTaMH B Poccuiickoii

®enepannu B 1990- €2013 rr.

2. AHanu3 HMHCTPYKIIMU TIO JIEJOMPOU3BOJICTBY (HAa TMpUMEpPE HMHCTPYKIUH KOHKPETHOMU
OpraHU3aIIH )
3. AHanu3 J0JHKHOCTHBIX HHCTPYKITUN paOOTHUKOB CiTyk0b1 JIOY (Ha nmpuMepe HHCTPYKITUI

KOHKPETHOTO YUPEKICHUs).

4, AHanmu3 cTpyKTyphl ¥ (QYHKIUH CITY>KOBI JEIONMPOU3BOJCTBA (Ha TpUMepe KOHKPETHOU
OpraHU3AINH ).

5. Opranusanus padotsl ciryx0b1 JIOY (Ha mpuMepe KOHKPETHOM OpraHu3allim).

6. Opranmzanus J0KyMEHTO000poTa (Ha pUMepe KOHKPETHOUW OpraHU3aIlii) U OCHOBHbBIE

HallpaBJICHUA €TI0 COBCPIICHCTBOBAHUA.

7. Opranuzanus perucTpalnuy J0KyMEHTOB (Ha IpuMepe KOHKPETHON OpraHu3alun).

8. Meronpl OpraHu3aldy KOHTPOJIS 32 HCIOJHEHHEM JOKyMEHTOB MPU TPaJUIIMOHHOM
JEeTONPOU3BOICTBE.

9. Opranuzanus paboTsl ¢ 00paleHUsIMH I'PaXJIaH B TOCYAAPCTBEHHBIX YUPEK ICHUIX.

10.  Metoauka cocTaBlIe€HHsI HOMEHKIIATYPHI Je YUPExKICHHS.

11.  TIpoGmemsl SKCepTU3BI IEHHOCTH JOKYMEHTOB B JEJIONPOU3BOICTBE.

12. OmnbIT Opranu3anyu padoThl C JOKYMEHTaMU 3a pyOexxoM.
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[Ikana v KpUTEPUH OILEHUBAHUS TOKIAI0B (pedeparos)

IlIka1a oneHMBAHUSA Kpurtepuu onennBanus

«OMAUUHO» OOyuaromuiicst TITyOOKO M CO/IePKATENbHO PACKPBIBAET TEMY
noknana (pedepara), He JOMYyCTUB OMIMOOK. OTBET HOCUT
Pa3BEPHYTHIM M MCUEPIIBIBAIOIINANA XapaKTED

«XOpouo» OO6yuaromuiicst B 11eJI0M pacKpbIBaeT Temy Jokiana (pedepara),
OJHAKO OTBET XOTA 6I)I Ha OJJUH M3 HUX HC HOCUT PA3BCPHYTOI'O U
MCUEPITBIBAIOIIETO XapaKTepa.

«yooeremsopumenvroy | OOyJarOIIMIACS B IIETIOM PacKphIBaeT TeMy nokiana (pedepara) u
JOITYCKAeT PsJl HETOYHOCTEH, parMeHTapHO PacKphIBaeT
COJIep’)KaHNE TEOPETHICCKHUX BOIPOCOB WIIH UX PACKPHIBAET
COJICPIKATENBHO, HO JOMYyCKasi 3HAYUTEIbHBIC HETOYHOCTH

«Heyoosremeopumens | OOydarImuiics He BIaJeeT BRIOpaHHOM TeMol nokiana. Tema He
HO» packpbITa

2.2 IIpome:xxyTOUHAs aTTeCTANMS

HEPEYEHDB BOITPOCOB JIA IMTIOAI'OTOBKHU K 3AYETY

1. CBs3p unopMmaruu u JokyMeHnTa. Pons naopmaruu B COrMabHBIX M 9KOHOMHYECKHIX
mporieccax.

2. JIOKyMEHT U €ro MECTO B CUCTEME YIIPaBJICHHUS.

3. JloxymMeHTOBeICHNE KaK HaydHas! JUCITUIUIMHA B €€ CBS3b C IPYTUMHU HAyYHBIMU
JUCIUATUIMHAMMU.

4. OnpeneneHue T0KyMEHTa B HOPMATHBHBIX aKTax.

5. 3akoHO/MaTeNbHAs U HOPMATUBHAS PErilaMEeHTAIHsl JOKYMEHTUPOBAHHUS B IOPEBOJIOIIMOHHON
Poccumn.

6. 3akoHOJaTENbHBIC aKThl 00 00513aTEILHOCTH TOKYMEHTUPOBAHUS HH(POpMAITUH.

7. llonstue knaccudukanuu 10KyMeHTOB. Bunbl kinaccudukanuu. Pa3BuTie 10KyMEeHTHON
knaccudukanuu B Poccun.

8. O0mue u yacTHble QYHKIIUN JOKYMEHTA. 3aBUCUMOCTb IMOHATHS «TOKYMEHT» OT €T0
¢dbyakuuu. Biustaue GyHKIUN JOKyMEHTa Ha €r0 CTPYKTYPY.

9. 3aBHCUMOCTD MOHATUS «IOKYMEHT» OT €r0 ()yHKITUH.

10. Pa3BuTre NOHATHUS «TOKYMEHT.

11. Ilonsatue «uHpopMaLIKa» U €0 pa3BUTHE TPUMEHUTENBHO K JOKYMEHTOBEICHUIO.

12. ABTOp nOKyMEeHTa, HOPSAIOK 0003HAYEHHS OPraHU3alUK-aBTOPa JOKYMEHTA.

13.TOCT P 7.0.97-2016. Ero conepsxanue, 3Ha4eHHE, 0COOCHHOCTH BHEIPCHUSI.

14. latupoBka qokymeHTa. JlaTa kak cocTaBHas yacTb psifa peKBU3UTOB. TpeboBaHus

K 0(pOpMIICHUIO JaThI.

15. IpeBHeiimue maTepuansl As nuckMa. M3o0perenne Oymaru u COBepIIeHCTBOBAHUE €€
MIPOU3BO/ICTBA.

16. Uctopust BOBHUKHOBEHUS U PA3BUTHSI OTACIbHBIX BUJOB JOKYMEHTOB.

18. KunonoxymentupoBanue. [losiBnenue, pazsutue. Buneosanucs. Kpurepuu nesnoctu
KHHOJIOKYMEHTOB.

19. Konut TOKyMEHTOB, MX UCTOPHUUECKOE pa3BUTHE U BUABL. JlyOnuKaT TOKyMeHTA.

20. MarepuanbHasi COCTaBJIAIONIAsl JOKYMEHTA U €€ Pa3BUTHE.

21. OOBbeKT U mpeaMeT U3yYeHHs B JOKYMEHTOBEICHHH. MEeTO bl B IOKyMEHTOBEAUECKUX
HUCCIICA0BAHUSIX.

22. HopMaTUBHO-METOIUYECKUE aKThI, PETIIAMEHTUPYIOIIUE CO3/1aHne U 0(hopMIIeHUE
JIOKYMEHTOB.
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23. O6o3nauenue aapecara. [IpaBuiia HarMcaHus ¥ MECTO aapecara B popMysipe
JOKYMEHTA.

24. O0merocynapcTBeHHass yHU(UKAIHS TOKyMEHTOB. DOpMbI yHU(UKAIIH.

25. O0mue TpeboBaHMS K TEKCTY JOKyMeHTa. Jlornueckast CTpyKTypa TEeKCTa.

26. OnepatuBHas ¥ UCTOpHYECKast (PETPOCIIEKTUBHAS) TOKYMEHTHAs! HHPOPMAIUs KaK
enuHas HH(pOpPMaITMOHHAS CUCTEMA.

27. OCHOBHBIE TEXHOJIOTUU KOITUPOBAHUS U PA3MHOKEHUS JOKYMEHTOB

28. OcHoBHBIE (DAKTOPHI, OMPEACIIAIONINE PALMOHATHHYIO OPTaHU3AINI0
MH(POPMAIMOHHO-TOKYMEHTAITMOHHOTO 00CTY>)KUBAaHUS YIIPABICHYECKON JEATEIIHOCTH.
29. OcoOeHHOCTH TOKYMEHTUPOBAHUS IS TEIFHOCTH KOJUIETHAJIbHBIX OPTaHOB.

30. OcobernocTy GopMyssipa JOKyMEHTOB, TIOTYICHHBIX Pa3IMIHBIME CIIOCOOaAMU
JOKYMEHTUPOBaHHUS (TEKCTOBBIMHU, MAIIMHHBIMU, KHHO-, (POTO-, POHO-, TEXHUYECKUMHU ).
31. OTmeTku Ha JokyMeHTaX. X poJib B IPOX0K/IEHUHU U UCIIOIHEHNN JOKYMEHTA,
MecTO B (hopMyIIsipe TOKYMEHTA.

32. OTTHCK NeyaTH KaK peKBU3UT AoKyMeHTa. Ciryyau 00s3aTeIbHOrO MPOCTaBICHUS
repOOBOM MeYaTy Ha JJOKYMEHTaX.

33. IomnmaaNKY ¥ koK. Buasl ko, [Topsaok y1ocToBEpeHU KOTIHIA.

34. IlognuHHBIE U MOAJIOXKHBIE TOKYMEHTHI. Buibl dhanbcudukaiy 10KyMEeHTOB.

35. Iloanuck Kak cocTaBHAsi YaCTh PEKBU3UTOB (IIEPEUUCITUTH BCE PEKBU3UTHI).

36. [lonsiTHE «pEKBU3HUT NOKyMeEHTa». [I0CTOSIHHBIE U MEpEMEHHBIE PEKBU3HTHI.

37. IloHATHE «CUCTEMBI JOKYMEHTAIMN», Pa3BUTHE CUCTEM. Y HU(PUIIMPOBAHHbBIE
CUCTEMBbI JOKYMEHTAIIUH.

38. IloHsaTue «anekTpoHHBINH JOKyMeHT». Kinaccuduxaius u xapakTeprucTiuKa COBpEMEHHBIX
HOcHUTeNeH nHbOopMaIUK

39. [lonsTHe «OIaHK» IPH CO3AaHUH JOKYMEHTA. bIlaHKU IPeANpUATHNA pa3TuIHBIX
(hopM COOCTBEHHOCTH.

40. IToHsiITHE KOMILJIEKCOB JOKYMEHTOB. [IpOCThIe KOMITJIEKCHI TEKCTOBBIX JOKYMEHTOB.
41. IlonsiTve U MpU3HAKU OpUTHHAJIA TOKYMEHTA.

42. IToHATHS «LIEHHOCTh JOKYMEHTa», «3KCIEepTH3a LIEHHOCTUY. [lopsaok olleHnBaHus
JOKYMEHTOB.

43. Tlopsiiok noanucanus J0KyMeHToB. PopMbl noAnucaHus JokyMeHToB. [loanucu
KaK COCTaBHas 4acTh psijla PEKBU3UTOB.

44. TTopsaok coriacoBaHust JOKyMeHTOB. OGopMiIeHHE BHYTPEHHETO ¥ BHEITHETO
COIJIaCOBAHUS.

45. TTopsimoK ¥ ciocoObl YTBEPKICHUS TOKYMEHTOB.

46. IIpaBoBO€ peryaupoBaHUe IPOLECCOB 3JIEKTPOHHOTO JOKYMEHTHUPOBAHUS. DJIEKTPOHHAs
uu¢poBas MOANUCH.

47. Pa3zBuTHe YHU(PHUKALMM U CTAHAAPTU3ALMU JOKYMEHTOB BO BTOPOI 1osioBHHE XX B.
48. Pazutue popmymnsipa nokymenta B XVI-XX BB.

49. PexBU3UT «aJpecaTy, €ro 3Ha4eHUE U COBpPEMEHHbIE TPeOOBaHUs K 0(OPMIICHHIO.
50. PekBU3UTHI, IpUIAIOLIUE TOKYMEHTY IOPUINYECKYIO CHITY.

51. Pons 3akoHOaTenbHbIX akToB X VIII B. B yHHUKalIMK TEKCTa OTIAENBHBIX BUOB
JOKYMEHTOB.

52. CnoxHble KOMIUIEKCHI TOKYMEHTOB.

53. CocraB OpraHM3alMOHHBIX JOKYMEHTOB, UX XapaKTEPUCTUKA.

54. CoctaB ynocTtoBepeHus JOKyMeHTOB. [IpaBuia ohopMiieHus: pEeKBU3UTOB, yI0CTOBEPSIOLINX
JOKYMEHT.

55. Crioco06bl peicTaBiICHUs] YHU(PUIIMPOBAHHBIX TEKCTOB (QHKETHI, TAOIHIIbI, TpadapeTHble
TEKCTHI).

56. CreHorpadus, MUKTOTpaMMBbI U JJOTOTPaMMBbI; UX COBPEMEHHOE NPUMEHEHHUE.

57. CyniHOCTb NMOHATHS «IOKYMEHT» U €r0 PA3BUTHE.

58. TekcToBOE TOKYyMEHTHPOBAHUE U ATAIIBI €TO PA3BUTH.
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59. Texnu4eckoe TOKYMEHTUPOBAaHUE U 00IacTH ero npuMeHeHuss. OCHOBHBIE TPYIIIIBI
TEXHUYECKOM TOKYMEHTAIIMH U BUJIBI TEXHUUYECKHX T0OKyMeHTOB. [loHsATHE OpUrnHana B
TEXHUYECKON JOKYMEHTALINH.

60. TpeboBaHus K KOHCTPYHUPOBAHUIO OJTaHKOB. Bujpl OiiaHkoB. braHku opranu3anmii u
NPEINPUATHIA Pa3IuYHbIX (OPM COOCTBEHHOCTH.

61. TpeboBaHuUs K COCTABJIICHUIO U O(DOPMIICHHUIO aKTa.

62. TpeGoBaHUS K COCTABICHHUIO U 0(hOPMIICHNIO HHPOPMAIIMOHHO -CIIPABOYHBIX JOKYMEHTOB.
63. TpeboBaHUs K COCTABJIICHUIO U 0(DOPMIICHUIO TIPOTOKOJIA.

64. TpeOoBaHuUS K COCTABICHHUIO U O(POPMIICHHIO PACTIOPSAUTEIBHBIX IOKYMEHTOB.

65. TpeboBaHUs K COCTABJIICHUIO U 0O(hOPMIICHHUIO CITy’)KeOHOTO TIHchbMa. PasHOBHIHOCTH
MTHUCEM.

66. YHU]UKaAIUA TEeKCTa JOKYMEHTa KaK OJHO U3 HalpaBJIEHUHN €ro COBEPILIEHCTBOBAHUSI.
YHupHUIUPOBaHHBIE TEKCTHI, METOAMKA WX Pa3pabOTKH M CIIOCOOBI MPEICTABICHHS.

67. YauunupoBaHHas CHCTEMa OPTaHU3AIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIHH.

68. danscudukanuu J0KyMeHTOB. CriocoObl MOAJIENKH TIOKYMEHTOB

69. ®onookymeHnTupoBanue. [losBienue, pa3Butue, npuMeHenue. Kpurepun ieHHOCTH
(OHOJTOKYMEHTOB.

70. dopmanuzanus TeKCTa JOKyMeHTa. Y HUUKALUs TeKCTa JOKyMeHTa. MeTo bl yHUpUKAIIH.
71. ®opmynsap JOKYMEHTa U €ro COCTaBHbIE YacTH. IHIMBUyanbHBIN U TUTIOBOM (OpMYIIsIp
72. ®oronoxkymentupoBanue. [losBienne, pazsutre, npuMeHenne. Kpurepnn neHHOCTH
(hOTOTOKYMEHTOB.

73. UepHOBUKH, MTOUIMHHUKHN, OPUTHHAIBI JOKYyMEHTOB. [Ipr3Haku opurrnHana.

74. DneMeHThbI TeKCTa: 3aroJIOBOK, MPUIIOKEHHS, TPeOOBaHUS K MX OPOPMIICHHUIO.

75. JINHTBUCTUYECKHNE OCOOEHHOCTH TEKCTOB CITYKEOHBIX JOKYMEHTOB.

Ikana v KpuTEpUM OLlEHUBAHMS 3a4eTa

Hlxana Kpurepun oueHuBanus
OlleHHUBAHMS
«3aumeHo» OrneHka «3auTeHO» BBICTABIIACTCS CTYACHTY, KOTOPBII

- IPOYHO YCBOWJI IPEYCMOTPEHHBIN MPOrpaMMHBII MaTepHalt;

- IPaBUJIHHO, APTYMEHTUPOBAHO OTBETUII HA BCE BOIIPOCHI, C
IpHUBEICHUEM IPUMEPOB;
- MOKa3aJl TITy00KMe CUCTEeMAaTU3UPOBAaHHbIC 3HAHUS, BIIAJICET
IpUEMaMHU PACcCYKJIEHUS U COMOCTABIIIET MaTepuall U3 pa3HbIX
UCTOYHUKOB: TEOPHIO CBS3BIBACT C MPAKTUKOM, TPYTUMH TEMaMHU
JAHHOTO Kypca, JPYTruX U3y4aeMbIX MPEIMETOB

- 0e3 omMOOK BBIMOJIHUI NPAKTUYECKOE 3a/IaHuE.

«He 3d4YmeHOo) OI_IeHKa «HC 3a4TCHO» BBICTABJISICTCA 06yqa}0meMyc;1, CCJIK: OH HE
3HAaC€T OCHOBHBIX OHpGHCJ’ICHHﬁ, HETIOCJICOOBATCIICH U cOMBYHB B
H3JI0KCHHUU MaTcpurajia, HC 06J'Ia,I[aCT onpez(eneHHoﬁ cuUCTeMOH
3HAHUH I10 JUCHUIIIINHE, HC B MOJTHOM MEpE BJIAZACCT HeO6XOI[I/IMI>IMI/I
YMCHHUAMHU U HABBIKAMU ITPU BBITIOJTHCHUHN TPAKTUYCCKUX 3aJIaHUI.

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


