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1. Hepe‘leﬂb MJIAHUPYEMBIX PE3YyJbTaTOB Oﬁy‘le}ll/lﬂ Mo JMCIMIIJIMHE,
COOTHECCHHBIX C IJIAHUPYEMBIMHU pE3yJdbTaTaMHU 0CBOCHUSA IIPOTrPaMMbI

1.1 [ucuumimnaa «OCHOBBI AeJIONPOU3BOJACTBA» o0eclevynuBaeT OBJAJeHUue cleayloniei
KOMIIETeHIIU e :

IIK — 15  Vwmenue eecmu 0enonpouzeo0cmeo u 00KyMeHmooOopom 6 Opeanax 20Cy0apCcmeeHHOuU
enacmu Poccutickoti @edepayuu, opeanax 2ocyoapcmeenHou eiacmu cyowekmoe Poccutickou
Dedepayuu, OpeaHax MeCcmHO20 CAMOYRPABLEHUS, 20CYOAPCMBEHHbIX U  MYHUYUNATbHBIX
NPEONpUAMUAX U  VUPEeHCOeHUsX, HAYYHBIX U 00PA308AMENbHLIX OP2AHUAYUSX, NOIUMUYECKUX
Napmusix, KOMMEPUeCKUX 1 HeKOMMePUECKUX OPeAHUZAYUSIX.

dopmupoanue [1K-15 ocymiecTBisieTcs B paMKax OHOTO dTara, BKIIOYaeT B ceOs:

- TOJy4YeHHME TMPOYHBIX 3HAHUW B cdepe TOoCYAapCTBEHHOT0 W  MYHMIIMIIAJLHOIO
JIeTIONPOU3BOICTBA;

- YCBOCHHE OCHOBHBIX IMOJIXOJIOB K IOPUIMYECKH IPAMOTHOMY COCTaBIICHHIO U O()OPMIICHUIO
VIIpaBIEHYECKNX CIY)KEOHBIX JTOKYMEHTOB, HCIIONE3YEMBIX B OpraHax rocyJapCTBEHHOW BIAacTH W
OpraHax MECTHOIO CaMOYIIPABJICHHS, OpraHu3aldsAX ¢ MOPSANPUATHIX Pa3IMYHBIX  QopM
COOCTBEHHOCTH;

- npuoOpeTeHHWE  MPAKTHMYECKUX  HABBIKOB  IMPUMEHEHHUS  JCJIONPOU3BOJCTBECHHOMN
TEPMUHOJIOTUH, HOPMATHBHBIX M METOAUYECKMX JOKYMEHTOB IIPH CO3JaHHUH JOKYMEHTOB M
OpraHu3anuy padoThl ¢ HUMHU.

dopMHUpOBaHKME KOMITCTCHIIUH 3aBEPIIACTCSA B TCUCHUE M3YUCHUS JTaHHON JAUCIUILINHBL

1.2. B pe3yabTare 0CBOEHUS AMCUUILIUHBI Y CTYACHTOB J0JIKHBI ObITh:

- cthopmuposanvl 3uanus:
- OCHOB JIEJIONPOM3BOJCTBA B OpraHax rocyaapcTBeHHOM Biactu Poccuiickoil @enepaunu, opraHax
rocyapcTBEHHOH BiacTH cyObekToB Poccuiickoit denepanmm, opranax MECTHOT'O CaMOYIPaBIIeHUS,
roCyaAapCTBCHHBIX U MYHUIIMIIAJIBHBIX MPCANIPUATHAX U YUPCKIACHUAX, HAYYHBIX U 06pa30BaTeJ'H)HBIX
opraHuvsanusiax, MOJIUTHUYCCKUX MaApTHUAX, KOMMEPYCCKNX U HEKOMMCPUYCCKHUX OpTraHU3alnigX,
- OCHOBHBIX MIPUHIIMIIOB OPTaHU3aIMH JCIOIPOU3BOICTBA B JOKYyMEHTO000POTa;

- cihopmuposarvl ymeHusL:
- 00BSCHUTH coliepKaHue, CYITHOCTh U OpraHH3allUIo JICNONPOU3BOJICTBA B cepe rocyIapCTBEHHOM
CykObl M MECTHOTO CaMOYIpABJICHUs, B OpPTaHU3AlMAX M MPEANPHATUAAX Pa3IAYHBIX (HOpPM
COOCTBEHHOCTH;
- ACTONB30BaTh 3HAHUS OCHOB JIETIONPOM3BOJICTBA B CBOCH MPOQECCHOHATBHON e TENbHOCTH;
- COCTaBJISAITh B COOTBETCTBHUH C )Z[Gf/iCTB}HOHII/IMI/I HOpMaMHU M IIpaBUJIaMHU HGOGXOZ[I/IMBIG HOKYMCHTEI,
- BIIaJIETh TEPMUHOJIOTHEN B 00JIACTH JENOMPOU3BOICTBA.

1.3. CTyaeHTbl 10/:KHBI OBJIAIETh HABBIKAMM

- BEJICHU JCJIONPOU3BOJICTBA U JOKYMEHTOO0O0POTa B OpraHaxX rocyIapCTBEHHON BiacTH Poccuiickoit
denepanyy, opraHax TroCyJapCTBEHHOW BIAacTH CyObekToB Poccuiickoit ®enmepaiuu, opraHax
MECTHOI'O CaMOYMpPAaBJIE€HUS, FOCYJapCTBEHHBIX WU MYHHUIMIAJIbHBIX MPEANPUITHAX U YUPEKICHUSAX,
HaydyHbIX M 00pa30BaTEIbHbIX OPraHM3alMAX, IOJUTHUYECKUX MapTHUAX, KOMMEPYECKHX M
HEKOMMEPUECKUX OpraHu3aIusix.

2. O0beM U MeCcTO IMCHUILIUHBI B cTpykType OIl BO

Hucturumimaa B1.6.25 «OcHOBBI enonpon3BOCTBa» OTHOCUTCS K JAMCHUILUIMHAM 0a30BOH
gactu Onoka b.1. qucrummua OI1 BO nanpasnenust 38.03.04 «[ocynapcTBeHHOE M MyHHIIUTIAIEHOE
yrpasierue». OCBOeHHE AUCIUIUIMHBI OCYIIECTBIsETCS B 3 ceMecTpe 2 Kypca. O0mas TpyoéMKOCTh
mucuriuael 3 3E.

OcBoenne AUCHUIUIMHBI ONUPACTCA W B3aMMOCBA3aHO C TaKUMWU OUCHUIIIIMHAMH KakK
«CocynapcTBeHHast 1 MyHHUIMIIANBHAS CITy)0a», « KOHCTUTYIIHOHHOE MPaBo», « AIMHHHCTPAaTUBHOE
npaBoy», «Teopust yrpaBieHus», « ITHKA TOCYIAPCTBEHHON H MyHUIIUTIAILHON CITYKOBD).

O6u;ee KOMUYECmB80 aKa0emMuyuecKux uacoe, BLIOC/ICHHLIX HA KOHMAaKmHY1o pa60my C
npenoaaeameﬂeM:



Tabauua 1
. O0beM JUCHUIJIMHDBI, Yac.
Bun y4eOHBIX 3aHATHIA
M CaMOCTOsITeJIbHAsI padoTa Beero T 2] 3 C‘]M‘:Tlr 5T6[ 738
Ounasn opma odyuenusn
KonTakTHas padoTa odyuyarommxcsi ¢ 54 54
npenogaBaTeseM, B TOM YHCJe:
JIeKIOHHOro Trma (JI) 18 18
npakTudeckoro (cemuHapcekoro) tumna (I13) 36 36
CamocTrosiTesibHas pa6ota odyuyatommxcs (CP) 54 54
IIpome:xxyTouHasi aTTecTaNUS dopma 3auem 3a4er
qac.
O0mas Tpy10eMKoCThb (4ac./3.e.) 108/3 108/3

dopma MPOMEKyTOUHOH aTTECTAIIUN B COOTBETCTBUU C yUEOHBIM INITAHOM— 3a4eT.

3. Coaepskanue U CTPYKTYPA TUCHHUIIMHBI

Tabauna 2
O0BbeM TUCHUILINHBI, Yac. ®dopma
KonTakTHas pa6ota TEeKyLIero
HanMenoBamnme Tem o0yvaronmxcs ¢ KOHTPOJIsA
Ne n/m npenoaaBareiemM yCIeBaeMOCTH,
(pa3nenoB) Bcero . CP
10 BHAAM Y4eOHBbIX 3aHSATHIl MPOMEKYTOYHO
i
J JIP 3 KCP .
aTTecTaluu

Ounasn ¢opma odyuenusn

Hcropust pa3BUTHS CHUCTEMBI
Tema 1 | rocymapcTBeHHOIO 8 2 2 4 (0]
JenonpousBocTBa B Poccuu

HOpMaTI/IBHO-MeTOI[I/I‘I C€CKas

6aza JIeTIONPOU3BO/ICTBA.

Tema 2 | OcHOBHEBIE TOHATHS i 16 2 6 8 0,y
TEPMHHOJIOTHSI
JIeTIONPOU3BOJICTBA
OCHOBBI JTOKYMEHTHPOBaHUSI.

Tema3 | OOmme HOPMBI M IpaBHIA 10 2 4 4 O, I13,¥
o opmIIeHHS JOKYMEHTOB

Tema4 | Cucrembl JOKYMEHTAlUU 30 4 10 16 0O, I13

Tema 5 | SI3BIK TOKyMeHTa 12 2 4 6 0O, I13,¥

Tema 6 Opranmszaims  paboOTBl € D 5 4 6 0.13.Y
JIOKYMEHTaMHU

Tema 7 ApXUBHOE XpaHCHHE 12 ) 4 6 0y
JIOKYMEHTOB H JIeJT
KoHdpuaeHnuapHOCTh
UH(POPMAIIMU U TPHHITUIBI e

Tema 8 | obeciedeHust B cucTeme 8 2 2 4 O
JIOKYMEHTAI[AOHHOT'O
o0ecrieueH s ynpaBiIeHHs

IIpomexxyTouHas aTTecTaIus 3a4ueT
Bcero: 108 18 36 54
npumedanue.

** _ dhopmwl mexyugezo koumpoiis ycnesaemocmu: onpoc (0), npaxmuueckoe sausmue (113),
ynpasicrenus (V).
Conep:xkanue IUCHHUILTUHBI

Tema 1. Mcmopusa pazeumus cucmemsbi 20CY0apCmMeeHHo20 deronpousgoocmea & Poccuu

HenonpousBoactBo B [peBHepycckom rocynapctBe. I[IpukasnHoe aenomnpousBoactBo XV-XVII B.
Cucrema KOJIEKCKOrO JenomnpousBojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOTHHUTEIHHOTO»
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nenornpousBoacTBa XIX — Hayana XX B. Opranuzanus aenonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctea B 1945-1990 rr. CoBpeMeHHOE JeIOMPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmed. OCHOGHbLE NOHAMUSL U
MEePMUHON02US OEIONPOUIB00CINEA
CocTaB HOPMAaTHBHO-METOIUYECKON Oa3bl JE/IONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIUK W JOKyMEHTallMh. YKaspl, pacnopsokenusi [lpesupenta P®, mnocranoBieHus
[IpaBurenscTBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/IepaTbHBIX OPTaHOB UCTIONIHUTEIBHOM BIIACTH,
perJIaMEeHTHUPYIOIINE BOMPOCH JOKYMEHTAIIHOHHOTO o0ecriedeHusl. YHH(DUIUPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue  KiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApTh  HA
JOKYMEHTAIIHIO.
Oommas XapaKTepucTHuKa TEPMHUHOCHCTEMBI JIENTOTIPOU3BO/ICTBA. JlokymeHTOBeIEHHE.
Henonponsoactso. JlokyMeHT U ero ¢pyHkmun (MHGOpMAIMOHHAS, OpTaHU3AIIMOHHAS, FOPUANYEcKas,
BocnHTaTeNnbHas U Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JTOKYMEHTOOOOpOTA.
XpaHeHre TOKyMEHTOB (apxuBHOe neno). Homenkmnarypa nen, aeno.

Tema 3. Ocnosuvl doxymenmuposanus. Qduue HopMvl U NPAGULA OGOPMACHUS OOKYMEHNOE

OCHOBHBIE ITIOJIOKEHUST  TI0 OTOKYMEHTHUPOBAHUIO praBnqueCKofx'I JACATCIIBHOCTH. PexBusur
nokymenta, ®opmyisip — oOpasenl. bimank nokymeHnra. Pasmepsl Oymaru, pa3mepsl MOJNeH AEI0BBIX
nokyMeHTOB. Hymeparus crpanun. OdopmiieHue AaT M HanMCaHWE 4YHCET B JOKYMEHTax.

CokpallileHisi CIOB M clioBocoueTaHuit B Tekcre. OdopmieHue Ttabnui, odopMicHHE
Ha3BaHWH JOKYMEHTOB OpraHoB BiacTH. CocTaB W TpaBmiia OQOPMIICHUS PEKBU3UTOB JOKYMEHTOB
(cormacao I'OCT P 6.30-2003).

Tema 4. Cucmembvt 0oxymeHmayuu

Cucrema oOpraHu3allMOHHO-TIPAaBOBOM JOKyMeHTallmu. Ha3HadueHue W cOCTaB OpraHHU3alMOHHO-
npaBoBoil  JgokymeHTanmuu. OdopmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TIOJIOKEHUS], MHCTPYKIIUH, IITATHOTO PACIUCAHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopsIuTeNbHON
nokymeHTtanuu.  [lpomenypa — wW3maHUS  pacHopsIUTENBHBIX  TOKyMeHTOB.  OdopmieHue
pachopsiIMTENbHOW  JOKyMeHTauuu  (IIOCTaHOBJGHMM,  yKa3aHMW,  TPUKa30B,  pEIICHUH,
pacnopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIIOHHOM JOKyMEHTanmuu. Ha3HaueHHWe MW cOCTaB  CIPABOYHO-
nHpOpPMAaIMOHHONH  JokyMeHTanuu. OdopmieHne CcrnpaBOYHO-WH(OPMAIMOHHBIX  JIOKYMEHTOB
(mokmamHOU, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJICHHUM, MPEACTABICHUHN, MPEIOKCHHH,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITY»KEOHBIX MUCEM, TeIerpaMm, TelleOHOTpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuiib. CBoWCTBa (PKCTPATMHTBHCTHYECKHE) YIIPABICHUYECKOH WH(pOPMAaIIUH
(aKTyanmpbHOCTB, JOCTOBEPHOCTb, OOBEKTUBHOCTH, aJPECHOCTh, YOCTUTEINBHOCTh, MOJTHOTA W JIp.).
OcobeHHoCcTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTh M SICHOCTh U3JI0KEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MTUHTBHcTHYecKHE). CTaHAapTU3aIMs JIEKCHKU. YTIOTpeOsieHe
CTEUAILHON JIGKIUH (TEPMHHBI M MPOGECCHOHANN3MBI, MPOPECCHOHANbHAS JKaproHHas JIEKCHKA).
VYcrapeBmasi iekcuka (apxau3mbl U ucTopu3Mbl). Heomorusmel. 3amMcrBoBaHHBIE cioBa. CioBa ¢
«yHHUBepcalbHbIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JICKCHMYECKUE COKpallleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBOW cTaHmapT aokyMeHTa. OcoOEHHOCTH pPEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIoTpeOiieHHe S3BIKOBBIX (hOPMYJI-KITUIIIE., DTUKET JCI0BOT0 OOIIECHUS.

Tema 6. Opeanuzayus pabomul ¢ 0OKyMeHmMamu

[Topsimok IBHIKEHMS JTOKYMEHTOB B OpraHu3aiuu. [IOHATHE «JIOKyMEHTOOOOPOT» M €ro OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAIOIIMX B
opranm3zanuio. [IpenBapuTenbHOE pacCMOTpEHHE JOKYMEHTOB B CIIy)KOE JIEIONPOU3BOJICTBA.
OcHOBHBIC 3Tambl 00pPaOOTKM BXOIAIIMX M MCXOISAIIMX JOKYMEHTOB. TEXHOIOrMH 00pabOTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT U KOHTDPOJIb 3a MCIIOJIHEGHHEM JIOKYMEHTOB.
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Opranuzanusi CIpaBOYHO-HH(POPMAIIMOHHOH paboThl (KapTOTEKH, aBTOMATHU3HUPOBAHHAS CHCTEMA
perucrpanuu aokymentoB). @opmupoBanue aen. CocraBiaeHHe HOMEHKIATYpHI naeil. I1oaroroBka,
oopmiieHHE JeN K c/1ayue B apXuB.

Tema 7. Apxugnoe xparienue 0OKyMeHMO8 U Oell

ApxuB. JIoOKyMeHTaNbHBIA (QOHJA OpraHu3aiuu (yupexkaeHus). ApXWBHBIH (OHA. ApXUBHOE JENO.
ApxuBHbI nOKymeHT. Hcropust ¢opmupoBanus [‘ocynapcTBEHHOW apXUBHOH Ciy:kObl PO.
locynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapctBennas yacte ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmieHue paen K Iepefade B apXwuB.
Odopmnenne nen IIUTENBHBIX CpPOKOB xpaHeHus. Ilepemaua men B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

Tema 8. Kougudenyuarbnocmov ungopmayuu u npunyunsl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs YnpaeaeHus..

KondunennmansHocts uHpoOpManmu. Pexxum cekperHoctu. [ocynapcrBennas taifHa. CekperHoe
Aenonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEKPETHOCTH JoKyMmeHTa. [lopsamok
paboThl UCTIONHUTENEH ¢ KOH(HUICHINATbHBIMU TOKYMEHTAMU M MaTepuaiaMu. 3amuTa, oopadorka,
y4eT KOH(HICHIINATbHBIX TOKyMEeHTOB. DOpMUPOBAaHUE U XpaHEHUE Jie. Y HUUTOKEHHE JOKYMEHTOB,
JieN ¥ HocuTerneld MHPOpMAaIHH.

4. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHON aTTeCTAIMU MO JUCHHUIIIMHE
4.1. ®opMBI ¥ METOABI TEKYIIIETO KOHTPOJIS yCIIEBAEMOCTH U IPOMEXYTOUHOM aTTeCTalllu.

4.1.1. B xoae peanu3aiiuv AUCIMILIMHBI «OCHOBBI JIEIOMPON3BOICTBA» HCIONB3YIOTCS CIACIYIONIHE
METO/IbI TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH O0YYATOIIMXCSL:
- NpU NPo8edeHUU 3aHAMUL IEKYUOHHO2O MUNA.:
HAOJIOIEHNEe 3a TIOBEIECHMEM CTYAEHTOB BO BpeMS 3aHATHH, 3a MPOSBICHHEM
3aMHTEPECOBAHHOCTH K COIEPIKAHUIO 3aHATHS JEKIIMOHHOTO THIIA;
3aMOJIHEHHUE CTYICHTaMHM JINCTa 0OpPaTHOM CBsI3M (Tabiuia 3)
Tabsuna 3

O 4gem uzet peub? YUTo BBl yCIBIIIATH, TOHSITH U Jornonuenus. Y TOUHEHHE.
3aroMHuIN?

BOIPOChI CTyACHTaM MW OTBETHI CTYACHTOB Ha IIOHMMAaHUC HOBOI1 TEPMUHOJIOTUH, C
KOTOPOM 3HaKOMSTCS CTYIEHTHI Ha 3aHATHH (TI0 X0y 3aHATHS);
3aaHrsd CTYACHTAM IJIA IMOATOTOBKH KOHCIICKTA 3aHATHUSA,;
- npu npogedeHUY 3aHAMUL CEMUHAPCKO20 MUNA.
Ounas hopma odyuenusn

Tema 1. «HMcmopus pazsumus cucmemvl 20Cy0apcmeenno2o denonpouzgoocmea 6 Poccuuy (2

yaca).

dopmMa TEKYIIEro KOHTPOIS — ONPOC.

Bomnpocs! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Jlemonpoun3BoAcTBO B JpeBHEPYCCKOM rOCYIapCTBeE.

2. Ilpukasnoe penonpousBoactso XV-XVII B.

3. Cucrema KOJUIEKCKOTO JIeIONPON3BOICTBA.

4. CucrtemMa MUHHCTEPCKOT'O «HCIOMTHUTENBFHOr0» Aenonpou3BoacTBa XIX — Hauama XX B.

5.  Opraamzamus nenonponsBonactsa B 1917 — 1941 rr. Mcropus memompomnsBojcTBa B 1945-
1990 rr.

6. CoBpeMeHHOE JIeIONPOU3BOICTBO.

Tema 2. «Ocho8Hble NOHAMUSL U MEPMUHON02US OeNONPOU3800cmeay (4 uaca).
dopma TeKyIero KOHTPOJIS — OIPOC, YIPAKHEHHE.




Bormpochl 3aHATHS] CEMHHAPCKOTO TUTIA:
1. OO6uias XxapaKTepUCTUKa TEPMHHOCUCTEMBI JICTIOMPONU3BO/ICTRA.
2. JlokymeHToOBeAcHUE. J]enompon3BOACTRO.
3. JokymeHnT u ero ¢yHknun (WHQOpMaNMOHHAs, OpPTraHW3AIMOHHAS, IOPUIMYECKas,
BOCITUTATENIBHAS U JIP.).
4. Cucrema nokymentanuu. JJokymentoobopotr. O6beM qokymenToobopora. Homenkiarypa
e

Tema 3. «Hopmamueno-memoouueckas 6aza oenonpouzeoocmear (2 waca).

Popma TeKyIIero KOHTPOJIs — OIpoc.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocraB HOpMATHBHO-METOIUYECKOH 0a3bl JICIOMPOU3BOJICTBA.

2. 3akoHoparenbHbIC aKThl PD B chepe mHPpOpMAIK U TOKYMEHTAIIHH.

3. Vxka3sl pacnopspkenus [Ipesunenta P®, [locranosnenus [IpaButenscrea PO.

4. HopmaTuBHBIE TPaBOBBIE aKThl (elepalbHbIX OPraHOB HCIOJIHUTENBHON BIIACTH,
peryIaMeHTHPYIOIINE BOMPOCHI JOKYMEHTAIIMOHHOTO 00ecIeueH s.

5. YHuuIupoBaHHBIC CHCTEMbI JOKYMEHTALIUU.

6. OOmepoccuiickue KiacCu(pUKaTOPHI.

7. TocymapCTBEHHBIE CTAaHIAPTHI HA JOKYMEHTALUIO.

Tema 4. «Ocnosvr doxymenmupoganus. Obuue HOpMbL U NPABULA OPOPMAEHUSL OOKYMEHMOBE)
(4 uaca)
dopma TeKkyIero KOHTPOIISL — ONPOC, MPAKTHYECKOE 3aIaHke, YIPaKHEHHE.

Bormpocs! 3aHATHS CEeMUHAPCKOTO THIIA!

1. OCHOBHBIE TTOI0XKEHUS T10 JOKYMEHTHUPOBAHHIO praBnqueCKofz'l JCATCIIBHOCTH.

2.  PexkBU3HUTHI JOKYMEHTA.

3. bmank nokymenra. Pazmepsl Oymaru, pa3mepsbl 1ojiell AeNOBBIX TOKYMEHTOB.

4. CocraB u paBuia opopmiIeHUs PeKBU3UTOB nqokyMeHToB (coriacHo [OCT P 6.30-2003):
ohopmIIeHHE IaT ¥ HAMKMCAHKE YKCET B JOKYMEHTAaX, COKpPAIICHHS CJIOB M CIIOBOCOYETaHHI B TEKCTE,
oopmiieHHE TaOIUIL U JIp.

Tema 5. «Cucmema opeanu3ayuoHHO-Npagosol OoKymenmayuuy (4 vaca)

dopma TeKyIero KOHTPoIsl — ONpoc, NPaKTUUECKOE 3aJaHUe.
Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

[TonsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opraHusaiuu.

JlomKHOCTHASI HHCTPYKLUS

Cay>keOHBIH periiaMeHT.

[IItaTHOE pacnucanue.

JloroBopHast JOKyMeHTaLMsl.

ANl o e

Tema 6.«Cucmema pacnopsaoumenvHou OOKYMeHMAyuu 68 op2anax 2ocyoapcmeenHol

61ACMU U OP2AHAX MECMHO20 CAMOYnpasieHusn» (4 yaca)

dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. Tlomsatne pacmopsSAUTENHHON TOKYMEHTAIlMM B OpraHax TOCYJapCTBEHHON BIIACTH U
opraHax MECTHOTO CaMOYITPaBJICHHS.

2. PacnopsgutenbHble  JTOKYMEHTHI, TPUHUMAaeMble KOJJICTHAILHO ¥ Ha  OCHOBE
eIMHOHAYATIHS.

Tema 7. «Cucmema Kaoposoiu OOKYMEHMAyuu 6 Opeanax 20CYOapCMEeHHOU 6AdcCmu U
OpeaHax MecmHo20 camoynpagieHusy (2 vaca
dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.
Bomnpock! 3aHATHSA CEMUHAPCKOTO THIIA:




ITonatue kaapoBoil JOKyMEHTAIINH.

TpynoBoi 10roBop.

Jlnunas kaptouka ¢popmsr T-2.

YHubuimpoBaHHasi CUCTeMa KaJpoBoH JOKyMeHTauy. [Iprukassl 110 JMYHOMY COCTaBY.
OdopmIieHne 3anucei B TPYIOBYIO KHIKKY.

IIpuka3el 0 KOMAHAUPOBAHNUU.

JInuHble fena ciyxaumx.

[Toowmpenus.

JucnunnrHapHoe B3bICKaHHUE.

A e A A S

Tema 8. «Cucmema cnpagouHoO-uHGOpMayuorHol 0oKymeHmayuuy (2 uaca)

dopma TeKyIero KOHTPoJIs — ONPOC, MPAKTUYECKOE 3aJaHHe.
Bormpock! 3aHSITHS CEeMHUHAPCKOTO TUTIA:

JlokmamHble 3aMMCKU BHYTPEHHUE W BHEIITHHUE.
NHupopMalinoHHbIC U aHATUTHYECKHIE CITPABKHU.
CrpaBKu JIMYHOTO XapaKTepa.

OOBSACHUTEIBLHBIC 3aITHUCKHU.

CrnyxeOHast KOpPECIIOHICHITHS.

Bupr akToB.

IIpoTokOnsL.

Nk W=

Tema 9. «A3vix dokymenmax( 4 waca)
@dopma TeKyIero KOHTPOIISL — ONPOC, YIPaKHEHHE, TPAKTHYECKOE 3aaHHe.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. OdunmanbHO-IEIOBOMH CTHIIb.

2. TpeboBaHHS K TEKCTaM JIOKYMEHTOB.

3. CranmapTu3aliiis JCKCHKH.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCUKH  (TEPMHHBI W MPOQPECCHOHAIN3MBIL,
npodeccHoHaNbHAS KapTOHHAS JIEKCHKA).

5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.

6. OcobeHHOCTH PEYeBOro ATHKETA JACIOBON TMCHbMEHHOW PEYH.

Tema 10. «Opeanuzayus pabomsi ¢ dokymenmamuy (4 uaca)
@dopma TeKyIero KOHTPOIISL — ONPOC, YIPaKHEHHUE, TPAKTHYECKOE 3aIaHHe.

Bormpockl 3aHATHS CEMUHAPCKOTO THIIA:

1. Tlopsimox ABM)KEHHS TOKYMEHTOB B OpraHHU3aIlHH.

2. TloHsATHE «IOKYMEHTOOOOPOT» M €r0 OCHOBHBIC JTAIIBI.

3. JIOKYMEHTONMOTOKH. OKCIEIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IOCTYMAIOMIUX B
opranuzanuio. [IpenBapuTensHOe pacCMOTpeHNE JOKYMEHTOB B CIIy»KO€ JelI0IMpOon3BO/CTBA.

4. OcHOBHbIC JTambl O0pPaOOTKH BXOMIIMX M HCXOMIIIMX JOKYMEHTOB. TEeXHOIOrHH
00paboTKH JOKYMEHTOB. Perucrpaiius, yder 1 KOHTPOJIb 3a HCTIOJIHEHHEM JIOKYMEHTOB.

5. OpraHuzanus crnpaBovYHO-MHPOPMAIIMOHHON pPaboOTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAsS
CHCTEeMa perucTpanuu J10KymeHToB). @opmupoBanue aen. CocraBieHre HOMEHKIATYPHI 1€l

Tema 11. «Apxusnoe xpanenue 0okymenmos u oen» (4 uaca)
dopma TeKyIIero KOHTPOJIS — OIPOC, YIPAKHEHHE.

Bomnpocs! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Apxus. JlokyMeHTanbHbIH QOHA oOpraHu3anuu (YUpeKAcHUs). ApPXUBHBIA  (OHI.
ApxuBHOE J1ef10. APXUBHBIHN TOKYMEHT.

2. Hcropus dpopmuposanus ['ocynapcTBEHHON apXUBHOM CITyKObI PD.

3. TocynmapcrBennas uactb ApxuBHoro ¢onga P®. HerocymapcrBeHHast 4yacte ApXHUBHOTO
¢douna PO.

4. DkxcrepTH3a IEHHOCTH JOKyMeHTOB. IloaroroBka, oopmieHue nen kK mepenade B apxus.
Odopmnenne nen IIUTENbHBIX CPOKOB XpaHeHus. [lepenaya e B apxus.

5. Hcnonp3oBaHuE TOKyMEHTOB apXHBa.
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Tema 12. «Konguoenyuarpbnocms unpopmayuu u npuHyunvl ee obecneyenus 6 cucmeme
O0OKYMEeHMAYUOHHO20 obecneyenus ynpasienusy (2 uaca)

dopma TekyIero KOHTpoIs — OIpoc.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. KoudunennmansHocts nHPpopManuu. Pexxum cekpernoctu. ['ocynapcrBenHas taitna.

2. Cekpernoe nemonpous3BoacTBO. CEKPETHOCTh M OINPEICICHUE CTEIEHH CEKPETHOCTH
JOKyMEHTA.

3. Tlopsinok paOoThI HCTIONHUTENEH € KOH(OUICHIINATILHBIMHA JOKYMEHTaMHU M MaTepHalaMU.

3aimuTa, 00padoTKa, yueT KOH(PHUICSHIIMAIBHBIX JOKYMEHTOB.

4. @opMupoBaHHEe U XpaHEHHE Jel. YHWYTOXKEHHWE JOKYMEHTOB, el W HOCHTEIeH
nH(pOpPMAITUH.

4.2. Marepuraibl TEKYIIETO KOHTPOJIS YCIICBAEMOCTH

Meroauueckue MaTepHalibl, ONPENCNSIONINE MPOICAyphl OIICHUBAHHWS 3HAHUH, YMCHHH,
HABBIKOB, XapaKTepH3YIOMIMX JTambl (HOpMHpOBaHUS KoMIleTeHIuH onpenenensl «[lopsakom
MMPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH H HpOMe)KyTO‘IHOﬁ arreéCtauu CTYJACHTOB B
BoponexxckoM  ¢unuane  (peaepasbHOr0  roCyIapcTBEHHOrO  OIODKETHOrO  00pa3oBaTeIbLHOrO
yupexaeHus «Poccuiickas akaJgeMus HapOJHOTO XO3SHMCTBA W TOCYIAPCTBEHHOM CIyKObI IpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1.

4.3.01eH0YHbIE CPECTBA TS POMEKYTOUHOM aTTECTAIINH.

VYcnorus Jonycka 00yYaroIierocss K NMPOMEXKYTOYHOH aTTecTallMM, IIKaldbl U IPOLEAYPhI
OLICHUBAHUs OIpeneneHbl [1opsiakoM npUMEeHEeHUsT Oa/UTbHO-PEHTHHIOBOM CHCTEMBI OLICHKH 3HAHUIA
oOyuaroruxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsI0ps
2016 romga Ne 114-228/1.

Bornpocs! aig npoBeeHus IpOMEKXKYTOYHOM aTTECTAlUK 110 TUCLUIUIMHE
«OCHOBBI J€TOMPOU3BOCTBA»

. Tpaauiuu co3manusi JOKyMEHTOB, KX 0OpaOOTKH B XpaHeHus B JJpeBHEPYCCKOM rocynapcTae.

. [Ipuka3Hoii mepros CTAaHOBIICHHUS U Pa3BUTHSI TOCYAapCTBEHHOTO JIENOMPON3BO/ICTBA.

. CHcreMa KOJIIEKCKOro JENONpOU3BOCTRA.

. CucreMa MUHHCTEPCKOT'O «MCIIOTHUTEIBHOT0Y» AeONpon3BoacTBa XIX - Hagama XX BB.

. Opranmzanus aenompousoactsa B 1917-1941 rr. CoBpeMeHHOE IET0MPON3BOJCTBO.

. HopmatuBHo-ipaBoBas 6aza JJOVY.

. CyTb yHU(UKAIMK U CTAHIAPTH3AINHN B JIETOMPOU3BOJCTBE.

. 3aKOHO/aTENBbHBIC aKTHl © HOPMATHBHBIE IOKYMEHTBI, PEriJaMeHTHPYIOIINE AeITEIbHOCTD CITYKOBI
JIeTIONPON3BOICTBA.

9. ®opmat Oymaru. Bunpl popMaToB, mprUMEHSIEMbIX JJIs1 OPOPMIICHUS CITYKEOHBIX JOKYMEHTOB.

10. OdopmiieHre HyMepalliid CTpPaHMI[ Ha CIyXeOHbIX AoKyMeHTaxX. CrocoObl M pPa3HOBUAHOCTH
oopmiieHHS 1aT B TOKyMEHTaX.

11 Bugpl cokpatieHuii cioB U CII0BOCOYETaHHI.

12.CocTaB peKBU3UTOB JIOKYMEHTA.

13. biaHk TOKyMEHTa U BBl OJJAHKOB.

14.CucreMa opraHHU3aIMOHHO-PACTIOPATUTEIHHON TOKYMECHTAIIHH.

15. Bunpl opraHu3aimoHHBIX JOKyMeHTOB. OcOOEHHOCTH COCTaBICHUS M OpopMITEHUSI.

16. Bunsl pacniopsaquTensHbIX JOKyMEHTOB. OcOOEHHOCTH cOoCTaBiIeHHs U 0hOpMITCHHS.

17. Bunsl nHGOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCcOOEHHOCTH cOoCTaBJICHHS U 0()OPMIICHHS.
18. CnyxebHoe nucbMo. Buapl mrucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

19. TpeOoBaHus K COCTABICHHUIO ¥ OOPMIICHHUIO TelIerpaMM, Tene(oHorpaMm.

20. OcobeHHOCTH OhOPMITEHUS TOKIATHON, CITY)KEOHON U 00BSICHUTEIILHON 3aIHCOK.

21. OcobeHHOCTH cocTaBICHUS U 0()OPMIICHHSI aKTOB U IIPOTOKOJIOB.

22. Otnnure opUIHaIbHO-ACIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH SI3bIKA U CTUIICH pedH.
23. XapaKTepuCcTUKa OCHOBHBIX 3KCTPATHMHIBUCTUYECKIUX OCOOCHHOCTEH JJOKYMEHTA.

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

0N DN W~
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25. CtanmapTu3aiys TeKCTa B TOKYMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHLMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKA B JOKYMEHTOOOOpOTe
MPEATIPHUSITHSI.

27. TopsAnok MPOXOXKIACHUS U HCTIOTHEHUS BXOJSIINX JTOKYMEHTOB.

28.IlepBoHauanbHas M peBapUTelbHAs 00paboTKa MocTynaromiel KoppecoH ICHIIHH.

29. TTopsA0K MOATOTOBKH U MPOXOXKICHUS UCXOASIINX JOKYMEHTOB.

30. Iopsiiok MpoxXoKAeHNUs BHYTPEHHUX JOKYMEHTOB.

31. IlpuHun rpynnupoBaHus JOKyMEHTOB OpTraHU3AIlMH B JIENO.

32. HomeHkmatypa e opraHu3aiiim.

33. CocraB pabort 1o oopMiIcHHIO e i XpaHeHus. [lopsaaok nmepenadu a1 B apXuB.

34, DKcnepTr3a eHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenads Ae B apXuB.

36. ApxuB, apXUBHOE J€J0, APXUBHBINA JOKYMEHT.

37.Ilopsinok pomycka u paboThl ¢ JOKYMEHTAMH B YMTAILHOM 3aJI¢ apXHBa.

38.ITonsTHE «KOHOUACHIINATLHOCTh HHPOPMAIH» U «CEKPETHOCTh B CHCTEME JICIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro Meldd W 3aJadd, MPUHIUIBI 00ECTIeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3aIlUThl KOH(PHUACHIIMAIBHONH HH(OpMAaluu ¥ 00eCIeUCHUs HAASKHOH COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

40. OO0sA3aHHOCTH CITYXKAIlEro W OrPaHUYCHUS, KOTOPHIM IOJIBEPracTCsl MEPCOHAN C TOYKH 3PEHUS
COOJIIOJICHUS PSKHMAa CEKPETHOCTH B pabOTe C IOKyMEHTaMHU.

4.4, Meroanueckue MaTepUuabl

Meroanveckie MaTepHasbl, ONPENCISIONME TMPOICAYPhl OICHUBAHWS 3HAHWH, YMEHHIA,
HABBIKOB, XapaKTepH3YIOMIMX JTambl (HOpMHpOBaHUS KomIleTeHnUH onpenenensl «[lopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH H HpOMe)KyTO‘IHOﬁ arreéCtauu CTYJACHTOB B
Boponexckom ¢unmane (¢denepadbHOro TroOCYJapCTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexaeHus «Poccuiickas akaaemusi HapOAHOIO XO3SIMCTBA M TOCYIapCTBEHHOM CIIyXObl TpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus JJIs 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanusi no UCHOIL30BAHUIO pabOUell NPOSPaAMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHUPYEMBIX PE3yJbTaToB OOYy4YeHHUs IO JAHCIUILIHHE,
COOTHECEHHBIX C IUTAHUPYEMBIMH pPE3yJIbTaTaMHA OCBOCHHUS 00pa30BaTENbHOW  MPOTrpaMMBI
JMCIUTUTMHBI, ONPEETNTEe, YTO B PE3yNIbTaTe H3yUCHUS TUCIUTUIMHBI BBl IOJDKHBI 3HATDH, YTO YMETh,
4YeM BJIAJICTh, O YEM UMETH TIPE/ICTaBIICHHE.

2. [No3HakombTech ¢ paboueil mporpammoit auciuIuinHbl. Ocoboe BHUMaHHWE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JOKYMEHTOB, KOTOPBIMH CJEQyeT pYKOBOJCTBOBAThCS B
JEONIPOM3BOICTBE.

3. Becy matepuan pacmpenener no temam. Crenyer u3y4daTh JUCHMILIUHY B TOM TOPSIKE,
KOTOpBII TIpE/ICTaBlIeH B pabodell mporpamMme JWCHUIUTHHBI, TaK KaK OH TOJYUHSICTCS JIOTHKE
pacronoXeHus: MaTepuana, cleoBaTelbHo, Oonee 3 dekTuBeH.

4. Iocne 3HAKOMCTBA C TEOPETHUECKHMHU TOJIOKEHUSIMH OTBETHTE Ha BOMPOCHI (BOIIPOCHI 11O
TeMe), B cydae 3aTpyIHEHUH BHOBb OOpATHTECh K TEOPHH, HOPMATHBHEBIM MTPABOBBIM JIOKYMEHTaM I10
JMCITUTUINHE.

5. BeimonauTe 3agaHus 1o u3ydaemblM TemaM. [Ipu 3TOM ucCnonb3ydTe NPEAJIOKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(GOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHETY.

Memooduueckue yxazanusi no pabome ¢ aumepamypotl

Haubonee npeamnouTHTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MoxkHO
MIPECTaBUTH B BHUJIE CIEAYIOIIEr0 MPUMEPHOT0 alropuTMa:

O3HAKOMJICHHE C HACTOSIIMMHU PEKOMEHIALUSIMU;

W3y4YeHHEe OCHOBHOW y4eOHOH JINTepaTyphl;

npopaboTKa JOMOTHUTENBHOMN (y4eOHON 1 HAYYHOH ) JIUTEPATYPHI.
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B xone uTeHMs O4YeHb IOJIE3HO, XOTSA W HE O00S3aTENbHO, JeNaTh KPaTKHUE KOHCIEKTHI
MPOYMTAHHOTO, BBIMIMCKH, 3aMETKHU, BBIICIATh HESICHBIC, CIIOKHBIC JJIsS BOCIIPUSATHS BOMPOCHL. B memsax
MPOSCHEHMS TIOCICIHMX HYXHO oOpaiiarbes K mpenogaBateio. [lo 3aBeplieHMM H3y4YCHHS
PEKOMEHIyEMOM JIUTEPATyphI MOJIE3HO MPOBEPUTH YPOBEHL CBOMX 3HAHHUM C MOMOIIBIO KOHTPOIbHBIX
BOIPOCOB JJIs1 CAMOITPOBEPKH.

HacrosTensHo pekoMeHayeTcss n30erath MEXaHHYeCKOro 3ay4MBaHHsS y4eOHOrO MaTepHuaa.
[IpakTrka yOenuTENbHO MOKa3bIBaCT: caMbiM (O (EKTHBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexKay, a
rIy0OKO€, TBOPUECKOE, CAMOCTOSTEIbHOE TPOHUKHOBEHHE B CYIIECTBO M3y4aeMbIX BOIIPOCOB.

Heo0OxoauMo BeCcTH CHUCTEMAaTHUECKYH) KaKIOJHEBHYIO pa0OTy HaJI JIMTEPAaTypHBIMU
ncrtoynrkamMu. O0beM HHOOpPMAIMU MO AMCLHUIUIMHE HACTOJILKO OOLIMPEH, YTO MM HE yaaercs
OBJIAJICTh B «IIOCICAHHME MHM» IEpPel Cecchel, KaKk Ha 3TO WHOIJIa PacCYMTHIBAIOT HEKOTOPHIC
CTYICHTBI.

[Ipou3BoaAUTCS KOHCIIEKTHMPOBAHME JIMIIL TEX MaTepUaOB, HEOOXOIUMOCTh KOTOPBIX IS
paboTbl oueBuaHa. [loe3HO KpaTKo 3amucaTh, 10 KAKUM CMEKHBIM BOIIPOCaM B JaHHOM KHUTE
HMEIOTCS CBEIICHUS, HEOOXOAMMBIE B Oy IyIlIEM.

Memoouueckue pexomenoayuu no KOHCHEKMUPOBAHUIO.

[Ipexxne yeM Ha4yaTh COCTaBIATH KOHCIEKT, HY)KHO O3HAaKOMHUTBCS C KHHUTOH (pazmenom,
TEeMOI), MpOoYMTATh €€ cHavyaja W J0 KOHIA, MOHATh NpouynTtaHHoe. Ha oOmoxke Terpaan
3aIMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOTrO MPOM3BENCHHS W WMS €ro amTopa, - (ammms
00y4aroIIerocs.

Cocrasinsercs miaH KOHCIIEKTHPYEeMOro TeKCTa.

3amuch Jydine BCero JieNaTth MO MPOYTEHHH HE OJHOr0 — JBYX a03alleB TEKCTa, a IENOoro
naparpada Wid TaaBbl (e€ciu OHa HeOOombIast).

KoncrnekTupoBaHue BeIeTCsl HE C LENbI0 UMETh ONpe/eNIeHHbIE 3aM1CH, a JJs 0osee TIOIHOTo
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHUTH.

B 3ammcsx oTmedaeTcs W BBIICISACTCS BCE TO HOBOE, HHTEPECHOE M HYKHOE, YTO OCOOEHHO
IIPUBJICKJIO BHUMAaHUE.

[ocne Toro, xak cienana 3amuch coiuepaHus maparpada, TJIaBbl, ClENyeT MepeYnTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TNPOBEPUTH CeOs, MPaBHIBHO JIA W3IO0KEHO OCHOBHOE €ro
coaiepKaHue.

TexHHUKa KOHCIIEKTUPOBAHMUS:

1. KoHCcniekTHpysl KHUTY OONBIIOT0 00bheMa, 3aIHCh JIyUIlle BCEro BECTH B OOIICH TeTpajH.

2. Ha xaxmoif cTpaHHIle clieBa OCTABISAIOTCS MOJS MHPUHOM 25-30 MM 71 3amKUCH KOPOTKUX
M10/[3ar0JI0OBKOB, KPATKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpagu UMeeT MOPSIKOBEIN HOMED.

4. JIns TIOBBIMIEHHS DPa30OPYHUBOCTH (YUTAEMOCTH) 3aIMCH OCTABISIOT HWHTEPBAIBl MEKIY
cTpokamu, abzariamMu. HOBYIO MBICITE HAUMHAIOT ¢ KPACHON CTPOKH.

5.1Ipu 3amucH IMHPOKO KCIIOAB3YIOT Pa3IHUYHBIE COKDAIEHHS W YCIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHCaHHOrO. PEeKOMEHAyercs HpPUMEHSATh OOIIEyMOTPeOHTENbHBIE COKPAIEHMS,
HaTmpumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHBbIN

1.06. — TOJDKHO OBITH H T.JI.

He cneayer cokpariath MeHa U Ha3BaHHUS, KPOME OUEHb YACTO MMOBTOPSIOIIMXCS.

B KkoHCIIEKTE HE JO/KHO OBITH MEXaHHUYECKOTO TIEPEIMCHIBAHUS TEKCTa 0€3 MPOIyMbIBAHMS
ero coaep KaHus ¥ CMBICIIOBOTO aHaJIN3a.

KoHCITeKT mprHEeCeT 03y 00y4aroIeMycst TONBKO TOT/Ia, KOT/Ia OH COCTaBJICH JIMYHO MM.

Koncnexmuposanue nexyut

YcTHOE M3okKeHHe y4eOHOro Marepraja Wik KaKoro-auOo BOIpoca Ha 3aHSATHIX, JOIDKHO
KOHCITEKTUP OBATHCAL.

Crymath JEeKIUI0 HaJ0 YMETh: TOJIICPKHUBATh CBOE€ BHUMAaHHWE, IOHATH M 3allOMHUTH
yCIBIIIAHHOE, YJIOBUTH Iay3bl. B mpoliecce HM3JIOKECHHs MpernojaBaTeiieM JICKIIMH O0Yy4aromuics
JIOTKCH BBIICHUTH BCE HETIOHSATHBIC BOIIPOCHI.



13

3anuceiBaTh CollepKaHME JICKIINH HaJ|0 00SI3aTENBHO — 3TO CTYJICHTHI JIOJDKHBI YCBOUTH OYCHb
YeTKO. 3aluch TIOMOTaloT MOAJEP)KUBATh BHUMAaHHUE, CIIOCOOCTBYIOT TTOHUMAHUIO W 3aIIOMHHAHUIO
YCIBIIIAHHOTO, NMPUBOJUT 3HAHHWE B CHUCTEMY, CIyKaT OIMOpOM A mepexoga K Ooiee IriyOokomMy
CaMOCTOSITEIbHOMY U3Yy4EHUIO IIpeMeTa.

Memoouueckue cosemul no KOHCNEKMUPOBAHUIO ./leKlzﬂztlZ.’

3amuch J0MKHA OBITH CHUCTEMHOW, TPENCTaBIATh COOOW COKpalleHHBI BapHaHT JICKIUH
npenonaBatens. HeoOXomumMo HayInuThes CAyIIaTh, [yMaTh M 3alHChIBATh OJJHOBPEMEHHO.

3armuch BeeTcs 04eHb OBICTPO, YETKO, M0 BO3MOKHOCTH KOPOTKUMHU BBIPAKECHHSIMH.

He npekpainasi ciymiate npernoaBatesisi, Hy)KHO 3alHChIBATh TO, YTO HEOOXOIMUMO YCBOUTb.
Henp3st 3annchIBaTh cpasy e BBICKa3bIBAEMYIO MBICIIb ITPEIOaBaTelIeM, CIeIyeT ee MOHATh U I0cie
ATOr0 KPaTKO 3aMucath CBOMMH CIIOBAMH WJIM CIIOBaMHM IperoaaBaTens. BaxxHo, 4ToObl B Heil He ObLT
HOTEPSIH OCHOBHOM CMBICI CKa3aHHOTO.

Ilpu 3ammcu  HEOOXOAMMO TMOJB30BATHCS COKpAICHHEM CJIOB W MNPEUIOKEHUH, Kak
001eyNIOTPEOUTENbHBIMHU, TaK U CBOMMH COOCTBEHHBIMH.

JlaThl, UMEHa, Ha3BaHHsI, BHIBOJIbI, ONPECIICHUS 3aMMChIBAIOTCS TOYHO.

Crnenyer oOpaTuTh BHHMAaHUE CTYISHTaM Ha O(GOpMIICHHE 3alMCH JIeKIuH. J[1sd Kaxaoro
npenMera 3aBOAWTCS OTHebHAs TeTpaab. OTIMYHBIM OT OCTAJbHOIO IIBETa BBIACIATH OTICIbHBIC
MBICITH U 3arOJIOBKH, COKpAIaTh OTICIbHbBIC CJIOBA U MPELIOKEHHUS, UCTIONh30BaTh YCIOBHBIC 3HAKH,
OyKBBI JIATUHCKOTO M TPEYEcKOro ajiadaBUTOB, a TaKKe HEKOTOPbIC MPUEMbI CTEHOrpaduveckoro
COKpAIIEHHUsI CIIOB.

[IpenycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
crocoOcTByeT, Ooinee TIIyOOKOMY YCBOGHHIO H3Y4aeMOro Kypca, (opMHUpyeT HaBBIKH
MCCIIEI0BATEIILCKOM PabOThl M OPHEHTHUPYET CTYJACHTOB Ha YMEHHE HPUMEHSTh TEOPETUYECKHE
3HAHHUS HA TPAKTHKE.

6. YueOHas iuTepaTtypa u pecypchbl HHGPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UHTepHeT", BKIIOYAS NepevyeHb YUeOHO-METOAMYECKOTr0 o0ecneyeHu sl AU CIUILTHHbI

6.1. OcHoBHasi IuTepaTypa (0nd1uoTEeYHBIH GOHT)
1. Beikora T.A. [enonpousoacteo: Yueouuk. I'pud YMO MO PD, UHDA-M,2014.
2. Kabamor C.FO. Opranuzainus oO0IIEro M CIEMUaIBLHOTO JENONPOU3BOJICTBA B OpraHax
MECTHOI'O camoymnpasjieHus: ¥YdyeoHoe nocodoue — M.: MHDA-M, 2013.
3. KysuenoB M.H. [lokymeHTannoHHOEe oOOecreueHHe YNpaBICHUS H JCIONPOU3BOJICTBA:
y4eOHHK JJis1 OaKalaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

6.2. JlonoJHUTEeIbHAS JUTEPATYpPA
1. MaewinoBa O.H., PeidakoB A.E. [lenonpon3soactBo: Y4ueOHO-IPaKTHYECKOE PYKOBOACTBO/
9-e u3n. — MHu.: Terpa Cuctemc, 2010.
2. Kupcanoa M.B. CoBpemeHHOe aenonpousBoAcTBo: Yu. [Tocobue,-5 uzn. — M.: UHOPA —
M; 2010.
3. CrentokoB M.B. JlokymeHTOBeneHHE W JEIOMPOU3BOACTBO (KOHCIEKT JIeKIMii). — M.:
[Ipuop-uznart., 2010.

6.3 HopmaTuBHBIE IPABOBBIE JOKYMEHTHI

1. Koucturymus Poccuiickoii ®@epepanuu (MpHHATa BCEHAPOAHBIM  TOJIOCOBAaHHUEM
12.12.1993) (c yderoMm morpaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Koncrutymmm PO ot
30.12.2008 Ne 6-DK3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-0K3, ot 21.07.2014 Ne 11-OK3).

2. O rocynapcTBEHHOM rpaxIaHcKoil ciyxbe PD: denepanbhsbiii 3akon ot 27.07.2004 Ne 79-
@3.

3.0 cucteMe rocynapcTBeHHOH ciy)kObl Poccuiickoit denepanuu: denepaabHblii 3aKOH OT
27.05.2003 Ne 58-3.

4. O TocynmapctBenHoM repbe Poccuiickoit denepannn: denepanbHblii KOHCTUTYIIMOHHBIH
3aKkoH oT 25.12.2000 Ne 2-®K3 // Cobpanmue 3akononatenberBa Poccuiickoit @eneparuu. 2000. Ne 52
(a.1). Cr. 5021; 2002. Ne 28. Ct. 2708; 2003. Ne 27 (u. 1). CT. 2696.
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5. O rocymapctBeHHOM TaitHe: 3akoH Poccuiickoit ®eneparuu ot 21.07.1993 Ne 5485-1//
Co0panue 3akoHonarenbersa Poccutickoit denepanuu. 1996. Ne 15. Ct. 1768; 1997. Ne 41. Cr. 4673;
2002. Ne 52 (4. 2). C1. 5288; 2003. Ne 6. C1. 549; No 27 (u. 1). Ct. 2700; Ne 46 (u. 2). Cr. 4449.

6. O0 wunbpopmaimy, HHPOPMALMOHHBIX TEXHOJOTHAX W O 3alluTe HH(pOpManuu:
OenepanpHbIif 3ak0H 0T 27.07.2006 Ne 149-D3.

7. O s3eikax HapomoB Poccuiickoii ®enepanuu: 3akon PCOCP ot 25.10.1991 Ne 1807-1//
Benomoctn CH/l 1 BC PCOCP. 1991.Ne50.C1.1740; C3 P®D.1998. Ne 31.Ct1.3804; 2002. No50. Cr.
4926.

8. O rocymapctBenHoM si3bike Poccutickont deneparun: Oenepanbubiii 3akoH oT 01. 06. 2005
Ne 53-@3.

9. 00 apxuBHoM aene B Poccuiickoit ®enepannn: denepanbubiii 3akoH ot 22.10.2004 Ne
125-@3.

10. O06 anextponHoi noanuck: Menepanbhblii 3akoH oT 06.04.2011 Ne 63-D3.

11. O6 yrBepxnennn [lepeuns cBeneHuit KoHGUACHIIMATFHOTO Xapakrepa: Yka3 [Ipesnaenrta
P® ot 06.03.1997 Ne 188 // Cobpanue 3akoHonarenbcTBa Poceniickoit denepanun. 1997. Ne 10. Cr.
1127

12. O6 yrBepxknenun [lepeunsi cBeleHWH, OTHECEHHBIX K TOCYAapCTBEHHOH TaiiHe: Yka3
[pesupenta P® or 30.11.1995 Ne 1203 (pen. or 30.11.2016) // CoOpaHue 3aKOHOAATEIHCTBA
Poccuiickoit ®enepannu. 1995. No 49. Ct. 4775; 1998. Ne 5. Ct. 561; 2001. Ne 24, CT. 2418; 2001. Ne
38. Cr. 3724; 2002. Ne 22. Cr. 2074

13. O Ilepeune cBeaeHUN, KOTOpPhIE HE MOIYT COCTaBISATh KOMMEPYECKYIO TailHy:
[Mocranosnenue mpaButenbctBa PO or 05.12.1991 Ne 35 (B pem. or 03.05.2002) // CoHopHUK
[Mocranosnennii Poccuiickoit ®emepammu. 1992. No 1-2. Cr. 7; CoOpaHue 3aKOHOIATENbCTBA
Poccuiickoit ®eneparuu. 2002. Ne 41. Cr. 3983.

14. O6 yrBepxaeHun [IpaBuil MOATOTOBKM HOPMATHBHBIX TPABOBBIX aKTOB (enepanbHbIX
OpraHoB HCIOTHUTENRHOM BJIACTH H  HX FOCYZ[apCTBeHHOﬁ perucrpanuu: ITocranoBnenune
npaBuTeiabcTBa PD ot 13.08.1997 Ne 1009 // Cobpanue 3akoHomaTenbcTBa Poccuiickoit denepanuu.
1997. Ne 33. Cr. 3895; No 50. Ct. 5689; 1998. Ne 47. Cr. 5771; 1999. Ne 8. Ct. 1026; 2002. Ne 40. Cr.
3929

TocynapcTBeHHBIE CTAHAAPTHI

1.TOCT P 6.30—2003. YuudunmpoBaHHas cucTeMa IOKYMEHTAIMH. YHHU(pHIUpOBaHHAS
CHCTEMa OpraHU3AIlMOHHO-PACTIOPSIIUTEBHON JOKyMEHTalud. TpeboBaHuss K  OQOPMIICHHIO
nokymeHToB. M.: ['occtangapt Poccun, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucremMa JOKyMeHTanuu. [IpupaHue HOpUaHYSCKON
CHJIBI JIOKYMECHTaM Ha MAIIMHHOM HOCHUTEJIE W MAIIMHOTPAMME, CO3JIaBa€MbIM CpEICTBAMH
BBIYMCINUTEIbHON TexHuKu. OCHOBHEIE ITOoKeHus. — M., 1985.

3. TOCT 7.1—84. bubmumorpadudeckoe omnmcanue pokymenta. OOmme TpeOoBaHUS U
MpaBmIa cocTaBieHus.- M.: M3a-Bo crangapros, 1995.

4. TOCT 6.10.5—87. VuudunupoBaHHas cuUCTeMa JOKYMCHTAalMH. 1pedoBaHHS K
mocTpoeHuto Gpopmyspa-oopasia. — M., 1987.

5.TOCT P 7.0.8-2013. Jlenonpon3BOACTBO U apXHUBHOE Aeno. TepMuHBI U onpeneneHus. M.:
®denepaabHOE ar€HTCTBO MO TEXHUYECKOMY PEeryJupoBaHuio U TexHonoruu, 2013.

6. TOCT 17914—72. OOmoXKH JAen JUIMTENBHBIX CPOKOB XpaHEHHs. THUIBI, pa3Mephl,
TEXHUYECKHE YCIOBUSI.

7. TOCT P 51511-2001. Iewatn ¢ BoctipousseneHueM [ocynapcTBenHoro repba Poccuiickoit
Oenepannu. Dopma, pazMepbl U TEXHUIECKHE TPEOOBAHUSL.

8. Oomepoccuiickuii knaccudukarop ynpapieHueckoi mokymentaruu (OKY D). OK 011 -93
(yTB. IlocTanoBienuem I'occranmapra Poccun ot 30.12.1993 Ne 299).

Hucmpykyuu, nepeunu, npasuna u MemoouyecKue peKomMeHoauuu
1. Tlpuka3z ®PenepanpHoro apxuBHoro areHtcrBa ot 23.12.2009 Ne 76 «OO6 yrBepkIeHUH
Meroauueckux peKOMEHIaluii 1o pa3padoTKe MHCTPYKIMA IO JIETONPOU3BOJCTBY B (eepaibHbIX
opraHax MCIIOJHUTEIbHOM BJIACTHY.
2. Tlpuka3z MunkynbTypel Poccum or 25.08.2010 No 558 (pea. or 16.02.2016) «O6
yTBepkaeHUU «[lepedHss THIOBBIX YMPAaBICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIIUXcS B
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MpoIecce JAEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYINpaBieHUA W
OpTaHM3alNH, C YKa3aHWEM CPOKOB XpaHEHH.

3. OcHoBHBIC TpaBwWiia PaOOTHl apXUBOB OpraHu3anuii (omoOpeHbl pemennem Komneruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMJA/, 2003.

4. TIpukas Pocapxupa ot 19.01.1995 Ne 2 «O0 yTBep»KACHUN IPUMEPHOTO MOJIOKECHHUS O
IIOCTOSIHHO AEUCTBYIOIIEH SKCIIEPTHOM KOMUCCHH YUPEKIACHMS, OPTaHU3aLUH, IPEAIPHUSITHUS.

5. Meromuyieckue peKOMEHJAUN N0 YHU(UKAIMH TEKCTOB YIPABICHYECKUX JOKYMEHTOB.
M.: BHUMJA, 1998.

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 No 65-ct «O mpuUHSTUU U BBEICHUU B
neiicTBUe TocyapcTBeHHOoro cranaapra Poccuiickoit @enepanun” (Bmecte ¢ "I'OCT P 6.30-2003.
locynaperBennsiii cranmapt Poccuiickoit @eaepanuu. Y HUPUIIMPOBAHHBIC CHCTEMBI IOKYMEHTAIINH.
YauduimpoBaHHas cUCTeMa OPTaHU3AIMOHHO-PACTIOPSIIUTEIBHON JOKyMeHTanuu. TpeOoBaHus K
o OpMIIEHHIO TOKYMEHTOBY)

7. HopMbl BpeMeHH MO JOKYMEHTAIIMOHHOMY OOECIIEYEHHIO YIPaBICHYECKUX CTPYKTYP
(denepanbHBIX OPraHOB HCIOJHUTEIbHOW Biactu. IlocraHoBiienne Muntpynma Poccuiickoit
O®enepanuu ot 26.03.2002 Ne 23.

8. Ilpukxaz MuHHcTepcTBa CBA3M MW MacCOBbIX KoMMyHuKaumid Poccuiickoit deneparuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O06 yrBepxaeuuu [IpaBui oka3aHus yCIIyT MOYTOBOM
CBSI3U».

9. TocynmapcTBeHHas cHcCTeMa JOKYMEHTAIMOHHOrO oOecrieueHusl ynpasicHus. OCHOBHBIC
nojokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTAM W CIIYy)KO0aM JIOKYMEHTAI[HOHHOTO oOecriedeHHs
(omobpena komerueii I'maBapxusa CCCP 27.04.1988, Ipuka3 I'maBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBuiaMu 3amIOTHEHMSI OCHOBHBIX PEKBU3HTOB PETrHCTPAMOHHO-KOHTPOIBHEBIX (hOpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICYeHHUsT YIIPABICHUS).

6.4. UnTepHeT-pecypcebl
3BC IPRbooks (http://www.iprbookshop.ru/)
. OBC JIAHB (https://e.lanbook.com/)
3. DBC FOPAUT (http://www.biblio-online.ru/)

N —

6.5. CnpaBoyHble CHCTEMbI

Koncynprant mtoc
l'apant

N —

7. MarepuaibHO-TeXHHYeCKast 6a3a, MHPOPMANMOHHbIE TEXHOJIOTHH, POrPaMMHOe
obecrieyeHne U HHGOPMAIHOHHDBIE CIIPABOYHbIE CHCTEMbI
Jns oOecriedyeHuss y4eOHOro Mpolecca NpH pealu3alvy JUCIHHUILUIMHBL HCIIOIb3YIOTCS:

ayIUTOPHBIN (DOHA;, KOMIBIOTEPHBIH KJIaCC C BO3MOXHOCTBIO JOCTYNMAa K CIPAaBOYHO-TIOMCKOBBIM
crcTeMaM HH()OPMAIMOHHO-IIPABOBOIO 00ECIIeUeHHs; Criernann3npoBantas ayautopus ¢ IIK u TIK
U MYJbTUMEIUIHBIM IPOSKTOPOM; OUOIMOTEYHO-UH(POPMAIITHOHHBIE PECYPCHI

B yueOHOM mporiecce MCIONIb3YIOTCS CIICAYIONME MPOrpaMMHBIe MPOAYyKThl: Microsoft Word,
MS PowerPoint, Google Chrome.



