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1. Hepe‘leﬂb IJIAHUPYEMBIX PE3yJabTaTOB oﬁyqe}mﬂ mo a[laHTaIIHOHHOﬁ AUCHUIJIMHE,
COOTHECECHHBIX C INIAHUPYEMBIMHU pPE3yJbTaTaMHU 0CBOCHUS IMIPOTrPaMMbI

1.1 [ucuumimnaa «OCHOBBI AeJIONPOU3BOJACTBA» o0eclevynuBaeT OBJaJeHUue cleayloniei
KOMIIETEHIIH eI

IIK — 15  Vmenue eecmu 0enonpou3so0cmeo u OOKYMEHMOO0O0pOm 8 Opeanax 20Cy0apCmeeHHOU
enacmu Poccuiickoti @edepayuu, opeanax eocyoapcmeeHunou enacmu cybvexkmog Poccuiickoii
Dedepayuu, O0peaHax MeCcmHO20 CAMOYNPABLEHUs,  20CYOAPCMBEHHbIX U  MYHUYUNATbHBIX
NPeOnpuaAmuUAX U YUpeHcOeHUsax, HAYUYHbIX U 00pA308aMENbHbIX OPSAHUAYUAX, NOJUMUYECKUX
Napmusix, KOMMEPUeCKUx 1 HeKOMMePUECKUX OPeAHUZAYUSIX.

dopmupoanue [1K-15 ocymiecTBisieTcs B paMKax OIHOTO dTara, BKIIOUYaeT B ceOs:

- TOJy4YeHHME TMPOYHBIX 3HAHMH B cdepe TOCYIapCTBEHHOI0 W  MYHHIIMIIAJLHOIO
JIeTIONPOU3BOICTBA;

- YCBOCHHE OCHOBHBIX IMMOJIXOJIOB K IOPUIMYECKH IPAMOTHOMY COCTaBIICHHIO U O0()OPMIICHHIO
VIIpaBJIEHYECKNX CIYKEOHBIX JTOKYMEHTOB, HCIIONB3YEMBIX B OpraHax rocyJapCTBEHHOW BIAacTH U
OpraHax MECTHOIO CaMOYIIPABJICHHS, OpraHu3alusAX ¢ MPEANPHATHIX Pa3IMYHBIX  (PopM
COOCTBEHHOCTH;

- npuoOpeTeHHE  MNPAKTHMYECKHUX  HABBIKOB  NPUMEHEHHUS  JCJIONPOU3BOJCTBECHHOMN
TEPMUHOJIOTUH, HOPMATHBHBIX M METOIUYECKHX JOKYMEHTOB IIPH CO3JaHHH JOKYMEHTOB M
OpraHu3anuy padoThl ¢ HUMHU.

dopMHUpOBaHHE KOMITCTCHIIMH 3aBEPIIACTCSA B TCUCHUE U3YUCHUS JTaHHON IUCIUILINHBL

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

- cthopmuposanvl 3Hanus:
- OCHOB JIEJIONPOM3BOJCTBA B OpraHax IrocyJapcTBEHHOM BiacTtu Poccuiickoilt @enepaunu, opraHax
rocyapcTBEHHOH BiacTH cyObekToB Poccuiickoit denepannu, opranax MECTHOrO caMOYIpaBIIeHUS,
roCyaapCTBCHHBIX U MYHUIIMIIAJIBHBIX MPCANIPUATHAX U YUPCKICHUAX, HAYYHBIX U OGpaSOBaTeﬂbeIX
opraHvsanusiax, NOJUTHYCCKUX MAPTHUAX, KOMMEPUYCCKNX U HEKOMMCPUYCCKUX OpTraHrU3aluigX,
- OCHOBHBIX MIPUHIIMIIOB OPTaHU3AIMH JCIONPON3BOICTBA H JJOKYMEHTO000POTa;

- cthopmuposarvl ymeHusL:
- 00BSCHUTH coliepKaHue, CYITHOCTh M OPTaHU3aIUIO JIENONPOU3BOJICTBA B cdepe rocyaapcTBeHHON
CIly)kObl M MECTHOTO CaMOYIPABJICHUs, B OpPTaHU3AIMAX H MPEANPHITUSX Pa3IWYHBIX (OpM
COOCTBEHHOCTH;
- ACTONB30BaTh 3HAHKS OCHOB JIETIONPOM3BO/ICTBA B CBOCH MPOQECCHOHATBHON e TENbHOCTH;
- COCTaBJISAITh B COOTBETCTBUH C I[GﬁCTB}HOH.[I/IMI/I HOpMaMHu M IIpaBUJIaMH HCO6XO)II/IMLIG JOKYMCHTBI;
- BIIaJIETh TEPMHUHOJIOTHEN B 00JIACTH JENONPOU3BOJICTBA.

1.3. CTyaeHThbl 10J:KHBI OBJIAETh HABBIKAMM:

- BEJICHUS JCJIONPOU3BOJICTBA U JOKYMEHTOO0O0POTa B OpraHax rocy1apcTBeHHON BiacTH Poccuiickoi
denepanyy, opraHax ToOCYJapCTBEHHOW BIacTH CyObekToB Poccuiickoii ®emepanuu, opraHax
MECTHOI'O CaMOYMpPAaBJIE€HUS, FOCYJapPCTBEHHBIX U MYHHUIMIAJIBHBIX MPEINPUITHAX U YUPEKICHUSAX,
HaydyHbIX M 00pa30BaTEIbHbIX OPTraHM3AlUAX, MOJUTHUYECKHUX MapTHUAX, KOMMEPYECKHX H
HEKOMMEPUECKUX OpraHu3aIusix.

2. O0beM U MecTO alanTAllMOHHON AMCHMIIMHBI B cTpyKType OIl BO

Huctmuimaa B1.5.25 «OcHOBBI 1enonpon3BOICTBa» OTHOCUTCS K JAMCHUILUIMHAM 0a30BOM
gactu Onoka b.1. qucnummuna OI1 BO nanpasnenust 38.03.04 «[ocynapcTBeHHOE M MyHHIIUTIAIBHOE
ynpasieHue». OCBoeHHE AUCIUIUIMHBI OCYIIECTBIsETCS B 3 ceMecTpe 2 Kypca. O0mias Tpy1oéMKOCTh
mucuuiuiael 3 3E.

OcBoenne AUCHUIUIMHBI OMUPACTCId MW B3aMMOCBA3aHO C TaKUMWU OUCHUIIIIMHAMH KakK
«[ocymapcTBeHHAss M MyHUIIMNAIBbHAS CIyxk0a», «KOHCTUTYIIMOHHOE MPaBo», « AIMUHUCTPATHBHOE
npaBo», «Teopus ympaBieHus», «ITHKA TOCYAAPCTBEHHON 1 MyHHUIIUNIATIHHON CITYKOBI».

061,(466 KOMUYECmMB0 aAKAOeMUYECKUX uacoe, BbLOC/ICHHbIX HdA KOHMAaxKmHywo pa6omy C
npenodaeamexzexw:



Tabauua 1

Bua yueOHbIX 3aHATHH

O0beM JUCHUILIMHDI, Yac.

U cCaMOCTOsITeJIbHAasi padoTa Beero Cemecr
P 1 2] 3 [4]5]6]7]8
Ounas popma odyuenusn
KontakTHas padoTa o0y4aronuxcsi ¢ 54 54
npenoaaBarejieM, B TOM YHCJIE:
JeKirnoHHoro Tuna (JI) 18 18
npakTudeckoro (cemuHapckoro) tuna (I13) 36 36
CamocTosiTeIbHAsA padoTa 00y4aroIuXxcsi 54 54
(CP)
I[IpomexxyTounas dopma 3auem 3a4er
aTTecTalus Jac.
Oo0masi Tpy10eMKOCTh (4ac./3.e.) 108/3 108/3
dopma NMpoMeKyTOYHON aTTECTAI[MH B COOTBETCTBHH C YISOHBIM IIJITAHOM— 3a4ET.
3. Conep:kaHue U CTPYKTYpPA alanTAIMOHHON AU CIUIIHHBI
Tabauna 2
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas padora TeKylero
o0yuarouiuxcsi ¢ KOHTPOJIsI
Ne i/ HaumeHoBaHue TeM npernoaaBarejaemM ycrneBaeMocCT
(pa3nenoB) Bcero | mo Bupam y4yeoHbIx 3ansatuii | CP | u,
POMEXKYTOUHO
J JIP n3 | KCp i
arrecranum **
Ounas popma odyuenusn
Hcropus pas3BuUTHUsA
CHUCTEMBI
Tema 1 | rocymapCTBEHHOTO 8 2 2 4 o
JICTTOTIPOU3BOICTBA B
Poccun
HopmartusHo-
METOUYECKast 0aza
Tena 2 | ACTIONPON3BONICTRA. 16 ) 6 2 0.y
OCHOBHBIC  TIOHATHS |
TEPMUHOJIOTUS
JICJIONTPOU3BOICTBA
OCHOBBI
Tema 3 | FORYMCHTHDOBAHIL. 10 2 4 4 0,113,y
OOmye HOpMBI U TIpaBHIIA
oopmIIEHHS TOKYMEHTOB
Tema 4 | Cuctembpl JOKYMEHTAIINH 30 4 10 16 O, 113
Tema 5 | SI3bIK MOKyMeEHTa 12 2 4 6 O, 113,y
Tema 6 Opranuszaiust paboThl ¢ 12 5 4 6 0. 113.Y
JIOKYMEHTaMHU
Tema 7 ApxuBHOE XpaHEHHE 12 > 4 6 0.y
JOKYMEHTOB U JIeJ
KonbuaeHnaisHOCTh
“H(OpMAIMK U TPUHIIUIIBI
Tema 8 | ee obecrieueHuss B CHUCTEME 8 2 2 4 o
JIOKYMEHTAIIHOHHOI'O
obecriedeHvsl yIpaBJICHHS




IIpomexxyTouHas arrecTanus 3a4er

Bcero: 108 18 36 54

npumeyanue:
** _ dhopmwl mexyugezo koumpoiist ycnesaemocmu: onpoc (0), npaxmuueckoe sausmue (113),
ynpasicrenus (V).

Conep:xxanue afanTaluOHHON AU CHUIIJIUHBI

Tema 1. Mcmopusa pazeumus cucmembi 20CY0apCmMeeHHo20 deronpousgoocmea 6 Poccuu

HenonpousBoactBo B [peBHepycckom rocynapcrBe. I[lpukasHoe aenonpousBoactBo XV-XVII B.
Cucrema KOJUIEKCKOrO JenonpousBojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOIHHUTEIHHOTO»
nenornpousBoacTBa XIX — Hayana XX B. Opranuzanus aenonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctsa B 1945-1990 rr. CoBpeMeHHOE JeIOMPOU3BOICTBO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmea. OCHOGHbLE NOHAMUSL U
MepMUHON02UA 0eIONPOU3B00CMEa
CocTaB HOPMATHBHO-METOIMYECKON 0Oa3bl JEONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIMK W JOKyMEHTAallMH. YKasbl, pacnopsokenusi [lpesumenta P®, mnocraHoBieHus
[IpaBurenscTBa P®. HopmaTHBHBIE TPaBOBBIE aKTHI (e/IepaIbHBIX OPTaHOB UCIIONIHUTEIBHOW BIIACTH,
perJIaMeHTHUPYIOIIUE BOMPOCH JOKYMEHTAIIHOHHOTO obecrieueHusl. YHHU(UIMPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue  kiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApPTH  HA
JOKYMEHTaIIHIO.
Oommas XapaKTepuCcTHUKa TEPMHUHOCHCTEMBI JIEJIOTPON3BO/ICTBA. JlokymeHTOBEnCHNE.
HenonponsBoactso. JlokyMeHT U ero GpyHKuK (MHGOpMAIMOHHAS, OpTaHU3AIIMOHHASI, FOPUANYecKas,
BocnuTatenbHas u Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JIOKYMEHTOOOOpOTA.
XpaHeHre TOKyMEHTOB (apxuBHOe neno). Homenkmnarypa nen, aeno.

Tema 3. Ocnoguvl doxymenmuposarusi. Obuue HopmbvlL U NPABULA OPOPMACHUS OOKYMEHMOE

OCHOBHBIE ITIOJIOKEHUST IO JOKYMCHTUPOBAHHIO ynpaBnqueCKoi/'I JCATCIIBHOCTH. PexBu3ur
nokymenta, ®opmyisap — oOpasenl. bimank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MHOJNeH AEIOBBIX
nokymeHToB. Hymepamust crpanun. OdopmiieHHe aaT W HalMCaHWe 4YuCeNl B JOKYMEHTax.

CokpallieHisl CIOB M clloBocoueTaHuit B Tekcre. Odopmienue Ttabnui, ohopMiICHHE
HA3BaHWH JOKYMEHTOB OpraHoB BiacTH. CocTaB W mpaBmiia OQOPMIICHUS PEKBU3UTOB JOKYMEHTOB
(cormacao I'OCT P 6.30-2003).

Tema 4. Cucmembvl doxymeHmayuu

Cucrema OpraHM3allMOHHO-TIPAaBOBOM JTOKyMeHTalnu. Ha3HadueHue W COCTaB OpraHHU3alMOHHO-
npaBoBoil  JokymeHTanuud. OdopMmileHHEe OpraHU3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TIOJIO’KEHUS], MHCTPYKIIMH, IITATHOTO PACIHCAHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopaguTeNbHON
nokymeHtanuu.  [Ipomeaypa  W3maHUS — pacHoOpSIUTENBHBIX  JOKyMeHTOB.  Odopmienue
pachopsiIMTENbHOW  JOKyMEHTauuu  (IIOCTAaHOBJGHHWH,  YKa3aHMW,  TNPUKA30B,  peEIICHUH,
pacnopsiKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMOHHOM JOKyMEHTanmud. Ha3HavueHHWe MW cOCTaB  CIPABOYHO-
nHpOpMaIMOHHON  JokyMeHTanuu. OdopmieHne CcrnpaBOYHO-WH(POPMALMOHHBIX  JIOKYMEHTOB
(mokmamHOU, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJICHUM, MPEICTABICHUHN, MPEIIOKCHUM,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITy»KEOHBIX MMHCEM, TeIerpaMm, TeleoHorpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuiib. CBOWCTBA (PKCTPATMHTBUCTHYECKUE) YIIPABICHUYECKOH WH(pOPMAIIUH
(aKTyaJIbHOCTB, JIOCTOBEPHOCTb, OOBEKTHBHOCTb, aJPECHOCTh, yOSOUTENBbHOCTh, IOJHOTA M [p.).
OcobeHHocTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHUSI, TOYHOCTD M SICHOCTD U3JIOKEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MMHTBHCTHYecKHE). CTaHAapTU3aIMs JEKCHKU. YTIOTpeOsieHe
CTIEUAILHON JIGKIUH (TEPMHHBI M MPOPECCHOHANN3MEI, MPOPEeCcCHOHANbHAS JKaproHHas JIEKCHUKa).
VcrapeBmas jekcuka (apxam3Mbl M ucTopu3Mbl). Heonmornsmsel. 3amMcTBOBaHHBIE cioBa. CioBa ¢
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«yHHBEpCcalbHbIM» 3HaueHneM. CoKpallleHHbIe cloBa (JIEKCHYeCKHEe COKpamieHus (abOpeBHatypsi),
rpaduueckue COKpamieHus). SI3bIKoBOW cTaHmapT aokyMeHTa. OcoOEHHOCTH peYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIOTpeOieHHe S3BIKOBBIX (hOPMYJI-KITUIIE., DTUKET JCI0OBOTO OOIICHUS.

Tema 6. Opeanuzayus pabomul ¢ OOKYyMeHmamu

[Topsimok IBHIKEHMS JTOKYMEHTOB B OpraHu3aiuu. [IOHATHE «IOKyMEHTOOOOPOT» M €r0 OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAlOIIMX B
opranm3zanuipo. [IpenBapuTenbHOE pPacCMOTPEHHE JOKYMEHTOB B CIIYy)KOE JICIONPOU3BOICTBA.
OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOIAIIMX M MCXOIAIIMX JOKYMEHTOB. TeXHOIOruu 00paboTKu
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT U KOHTDPOJIb 3a MCIIOJIHCHHEM JIOKYMEHTOB.
Opranuszaiusi CrpaBoYHO-MH(POPMAIIMOHHOH pa0oThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). dopmupoBanue aen. CocraBieHHe HOMEHKIATypbl nen. Ilomroropka,
oopmiieHHE JeN K c1ayue B apXuB.

Tema 7. Apxugroe xparerue 0OKYyMeHMO8 U Oell

ApxuB. JIoOKyMeHTaNbHBI (QOHJA OpraHu3aiuu (YU4pexKaeHus). ApXWBHBIH (OHA. ApXUBHOE JIEIO.
ApxuBHBII noKkymeHT. Hcropust ¢opmupoBanus [‘ocynapcTBEHHOW apXUBHOW Ciy:kObl PO.
locynapcrBennast yactb ApxupHoro ¢onna P®. HerocynapctBennas yacte ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmiieHue pen K Iiepefade B apXHUB.
Odopmnenne nen IIUTENBHBIX CpPOKOB XpaHeHus. Ilepemaua men B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

Tema 8. Koughudenyuanpbnocmov ungopmayuu u npunyunsl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs YNpaeaieHus..

KondunennmansHocts uHpoOpManmu. Pexum cekperHoctu. ['ocynmapctBenHast TaitHa. CekperHoe
Aenonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEeKPeTHOCTH JokyMmeHTa. Ilopsmok
paboThl UCTIONHUTENEH ¢ KOH(HICHINATBHBIMU JOKYMEHTAMU M MaTepuaiaMu. 3amura, oopadoTka,
y4eT KOH(HICHIINATBHBIX TOKyMEeHTOB. DOpMUpPOBAaHUE U XpaHEHHE e, Y HUUTOKEHHE JJOKyMEHTOB,
JieN ¥ HocUTerneld MHPOpMAITHH.

4. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHOMN aTTeCTAMH MO AJANTAIMOHHON TUCIUIIINHE
4.1. ®opMBI ¥ METOABI TEKYIIIETO KOHTPOJIS yCIIEBAEMOCTH U IPOMEXYTOUHOM aTTeCTalllu.

4.1.1. B xoae peanu3aiuv AUCIMILIMHBI «OCHOBBI JIEIONPON3BOICTBA» HCIONB3YIOTCS CICIYIONIHE
METO/IbI TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH O0YUATOIIMXCSL:
- NpU NPoBedeHUU 3aHAMUL IEKYUOHHO2O MUNA.:
HAOJIOIEHNE 3a TIOBEICHMEM CTYAEHTOB BO BpeMS 3aHATHHA, 3a MPOSBICHHEM
3aMHTEPECOBAHHOCTH K COIEPIKAHUIO 3aHATHS JEKIIMOHHOTO THIIA;
3aIOJIHEHHUE CTYICHTaMHM JIUCTa OOpPaTHOM CBsI3M (Tadiuia 3)
Tabsuna 3

O 4gem uzet peub? YUTo BBI yCIBIIIATH, MOHSITH U Jomnonnenus. Y TOUHEHHE.
3aroMHuIn?

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

Tema 1. «Hcmopus pazsumus cucmemvl 20Cy0apcmeeHno2o oenonpouzsoocmea 6 Poccuuy (2
yaca).
Popma TEeKyIIero KOHTPOJIs — OHpPoC.




Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Jlemonpou3BoACTBO B J[peBHEPYCCKOM rOCYIapCTBE.

2. Ilpukasnoe genonpousBoactso XV-XVII B.

3. Cucrema KOJUIEKCKOTO JIeIONPON3BOICTBA.

4. CucrtemMa MUHHCTEPCKOT'O «HCIOMHUTENBLHOr0» Aenonpou3BoacTBa XIX — Hauama XX B.

5.  Opraamzamus nenonponsBonctsa B 1917 — 1941 rr. Mcropus memomnpomn3BoacTBa B 1945-
1990 rr.

6. CoBpeMeHHOE JIeIONPOU3BOICTBO.

Tema 2. «OcrhosHbIE NOHAMUSL U MEPMUHONI02US OEIONPOU3800cmeay (4 uaca).
dopma TeKyIero KOHTPOJIS — OIPOC, YIPAKHEHHE.

Bompock! 3aHATHS CEMHHAPCKOTO THIIA:
1. OO0rmas xapaKTepuCcTHKa TEPMHHOCHCTEMBI JSIOIPOM3BOICTBA.
2. JlokyMmeHTOBeAcHHE. J]ernompon3BOACTRO.
3. Jokyment u ero ¢yHknun (WH(QOpMaNMOHHAs, OpPTaHW3AIMOHHAS, IOPUIHYECKas,
BOCITUTATENIBHAS U JIP.).
4. Cucrema nokyMmenTaiuu. JJokymenToo00por. O0beM qokyMeHT0o0O0poTa. HoMeHkmatypa
Ted.

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

Popma TEeKyIIero KOHTPOJIs — OHpoC.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocraB HOpMATHBHO-METOIUYECKOH 0a3bl JICIOMPOU3BOJICTBA.

2. 3akoHoparenbHbIC aKThl PD B cepe mHPpOpMAIIK 1 TOKYyMEHTAIIHH.

3. Vxka3sl pacnopspkenus [Ipesunenta PO, Iloctanosnenus [IpaButenscrsa PO.

4. HopmaTuBHBIE TIPaBOBBIE aKThl (ellepalbHBIX OPraHOB HCIOJHUTEIBHON BIIACTH,
peryiaMeHTHPYIOIINE BOMPOCHI JOKYMEHTAIIMOHHOTO 00eCIeueHHsI.

5. YHuuuupoBaHHBIC CHCTEMbI JOKYMEHTAIIUH.

6. OOmepoccuiickue KiacCu(pUKaTOPHI.

7. TocynmapCTBEHHBIE CTAaHIAPTHI HA JOKYMEHTALUIO.

Tema 4. «Ocnosvr doxymenmupoganus. Obujue HOpMbL U NPABULA OPOPMAEHUSL OOKYMEHMOB)
(4 uaca)
@dopma TeKky1Iero KOHTPOIISL — ONPOC, MPAKTHYECKOE 3a1aHKe, YIPaKHEHHE.

Bormpocs! 3aHATHS CEeMUHAPCKOTO THIIA!

1. OCHOBHBIE TTOI0XKEHUS T10 JOKYMCHTHPOBAHUIO ynpaBnqueCKoﬁ JCATCIBHOCTH.

2. PexkBU3HUTHI JOKYMEHTA.

3. bmank nokymenra. Pazmepsl Oymaru, pa3Mephbl 1ojield AeNOBBIX TOKYMEHTOB.

4. CocraB u npaBuia opopmiIeHUS PeKBU3UTOB qokyMeHTOB (coriacHo OCT P 6.30-2003):
ohopmIIeHHE IaT ¥ HAIMCAHKUE YKCEN B JJOKYMEHTAaX, COKpAIIICHHUS CJIOB M CIIOBOCOYETAHHH B TEKCTE,
oopmiieHHE TaOIUIL U JIP.

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

dopma TeKyIero KOHTPoIIsl — ONPoc, NPAKTUUECKOE 3aJaHUe.
Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

[TonsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opraHusanuu.

JlomKHOCTHASI HHCTPYKIUS

Cry>keOHBIH periiaMeHT.

[IItatHOE pacnucanue.

JloroBopHast JOKyMEHTaLMs.

Al e

Tema 6.«Cucmema pacnopsaoumenvHol OOKYMEHMAyuu 6 Op2aHax 20Cy0apCmeeHHol
61ACMU U OP2AHAX MECMHO20 camoynpasienusny (4 yaca)
dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.




Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Tlomsatne pacmopsSAWTENHHON TOKYMEHTAIlMM B OpraHax TOCYJapCTBEHHON BIIACTH U

opraHax MECTHOI0 CaMOYIIpaBJICHUAA.
2. PaCIlOp}IZ[I/ITeJIBHBIe NOKYMCHTEI, IMIPpUHUMACMBIC KOJUICTHAJIBHO n Ha
CANHOHa4YaJIus.

OCHOBC

Tema 7. «Cucmema Kaoposoiu OOKYMeHMAayuu 6 Opeanax 20CyOapCMEeHHOU 6Adcmu U

0p2aHax MeCmHO20 CamMoynpagieHusay»(2 uaca
PopMa TEeKyIIET0 KOHTPOJIS — ONIPOC, NPAKTHYECKOE 3aJaHuE.
Bonpochkl 3aHTHS CEMHHAPCKOIO TUIIA:

ITonarue kaapoBoil JOKyMEHTaIIUH.

TpynoBoi 10roBop.

Jlnunas kapTouka ¢popmsl T-2.

OdopmIieHne 3amucei B TPYIOBYIO KHHKKY.
IIpuka3el 0 KOMaHAMPOBAHNUU.

JInuHble fena ciyxanmx.

IToompenus.

JucuunnrHapHoe B3bICKaHHUE.

A e A A

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

@dopma TeKyIIero KOHTPOoJIs — ONPOC, MPAKTUYECKOE 3aJaHHe.
Bormpock! 3aHSITHS CEMHUHAPCKOTO THTIA:

JloknmamHble 3aMMCKU BHYTPEHHUE W BHEIITHHUE.
HHupopMalinoHHbIC U aHATUTHYECKHIE CITPABKHU.
CrpaBKu JIMYHOTO XapakKTepa.

OOBSACHUTEIBHBIC 3aITHUCKH.

CrnyxeOHast KOpPECIIOHICHITHS.

Buabr akToB.

IIpoTokOnsL.

Nk W=

Tema 9. «A3vix Ookymenmax( 4 waca)
@dopma TeKyIIero KOHTPOIISL — ONPOC, YIPAKHEHHE, TPAKTHYECKOE 3aIaHHe.

Bomnpock! 3aHATHSA CEMUHAPCKOTO THIIA:
1. OdunmanbHO-IEIOBOR CTHIIb.

2. TpeOoBaHus K TEKCTaM JOKYMEHTOBR.
3. CranmapTu3zaius JCKCHKH.

YuauduimpoBanHas cucremMa KaJipoBoil TOKyMeHTaun. [IprKa3bl 10 JINYHOMY COCTaBYy.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCMKH  (TEPMHHBI W MPOQPECCHOHAIU3MBI,

npogeccuoHaNbHas JKaprOHHAs JTEKCHKA).
5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.
6. OcobeHHOCTH PEYeBOro STHKETA JACIOBON MTUCHMEHHON PEYH.

Tema 10. «Opeanuzayus pabomsi ¢ dokymenmamuy (4 uaca)
@dopma Teky1ero KOHTPOIISL — ONPOC, YIPaKHEHHE, TPAKTHYECKOE 3aIaHHe.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Tlopsnok ABY>KEHHS JOKYMEHTOB B OpraHHM3aIlUH.
2. TloHsATHE «IOKYMEHTOOOOPOT» M €r0 OCHOBHBIC ITAIIBI.

3. JIOKYMEHTONMOTOKH. OKCHEeIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IIOCTYMAIOMIUX B

opranuzanuio. [IpenBapuTenpHOE pacCMOTPEHUE JOKYMEHTOB B CIIY)K0€ J1eII0IPOH3BO/ICTBA.

4. OcHOBHBIC 3Tanbl OOPAa0OTKH BXOAAINIMX W HCXOMAIIMX JOKYMEHTOB. TEXHOIOTHU

00pabOTKH JOKYMEHTOB. Perucrpalius, y4eT ¥ KOHTPOJIb 3a HCIIOJHEHHEM JOKYMEHTOBR.

5. OpraHuzanus crnpaBo4YHO-MHPOPMAIIMOHHON pPaboOTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAsS

cucreMa perucrpanum 1okyMeHToB). @opmupoBanue aen. CocTaBiieHMEe HOMEHKIATYpbI Jell.

Tema 11. «Apxusnoe xpanenue 0okymenmos u oen» (4 uaca)
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dopmMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPAKHEHHE.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Apxus. JlokyMeHTanbHbIH (QOHA OpraHu3anud (YUpeKAcHUs). ApPXUBHBIA  (QOHI.
ApxuBHOE 71ef10. APXUBHBIN JOKYMEHT.

2. Hcropus popmuposanus ['ocynapcTBEHHON apXUBHOM CITyKOb1 PO.

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

4. DkcrnepTH3a MEHHOCTH AOKyMeHTOB. [loaroroBka, odopmileHHe A€ K mepenade B apXuB.
Odopmnenne nen AIUTENBHBIX CPOKOB XpaHeHus. [lepenaya nen B apxus.

5. Hcnonp3oBaHue JOKYMEHTOB apXHBa.

Tema 12. «Konguoenyuarpbnocms unpopmayuu u npuHyunvl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 obecneyenus ynpasienusy (2 uaca)

dopma TekyIero KOHTPoIs — OIpoc.

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. KoudunenumansHocts uHGpopManyu. Pexum cekpernoctu. ['ocynapcTBenHas taitna.

2. Cekpernoe paenonpou3BoacTBO. CEKPETHOCTh M OIPEICIICHUE CTEIeHH CEKPETHOCTH
JOKyMEHTA.

3. Tlopsinok paOoThl UCTIONHUTENEH ¢ KOHQUICHIINATFHBIMHA JOKYyMEHTAMHU M MaTepHaaMu.

3amura, 00paboTKa, yu4eT KOH(PHICHIINATbHBIX TOKYMECHTOB.

4. @opMupoBaHHE U XpaHEHHE Jel. YHWYTOXKEHHWE JOKYMEHTOB, el M HOCHTENeH
WHPOPMAITUH.

4.2. Marepuraibl TEKYIIET0 KOHTPOJIS YCIICBAEMOCTH

Matepuasibl  TEKYIIErO0  KOHTPOJNS  YCIEBASGMOCTH  MPEAOCTaBIsAlOTCS B (opmax,
aJaliTAPOBAHHBIX K KOHKPETHBIM OIPAaHUYCHHSM 370POBbS M  BOCHPHUATHSA  HMH(pOpMaIuu
00y4arOIIUXCS :

— s UL C HApYUICHUSIMH 3pEHUS: B Me4aTHOW (opMe yBETHMUCHHBIM MPUQPTOM, B opme
AJIGKTPOHHOI'0 JOKYMEHTA, B hopme ayauodaiiia.

— 7S JIUIL C HApYIIGHUSIMH CITyXa: B TIe4aTHOH (opme, B popMe AIEKTPOHHOTO JTOKYMEHTA.

— JUIs JIMI C HapyLICHUSIMU OMOPHO-IBUTATEIBHOIO ariapara: B medatnoi ¢popme, B popme
3JIGKTPOHHOI0 JOKYMEHTA, B hopme ayauodaiiia.

[lpu mpoBemeHUM NPOUETYPHl OICHUBAaHUS PE3YJAbTATOB OOYYCHUS HWHBAJIHIIOB W IIUI[ C
OTPaHUYEHHBIMH BO3MOKHOCTSMH 3[0POBBS TPETyCMAaTPUBAETCS HCIIOIB30BAHHE TEXHUYECKUX
CpeICTB, HEOOXOMAUMBIX MM B CBSI3H C WX MHIMBHUIYaJbHBIMH OCOOCHHOCTSIMH. DTH CPEICTBA MOTYT
ObITh nIpenocTasiieHbl Boponexckum umanom PAHXul' C unm MoryT ucronb3oBaThesi COOCTBEHHBIE
TEXHUYECKHUE CPEICTRA.

[Ipr HeoOXOAMMOCTH WHBAIHIAM W JIMIAM C OrPAaHUYCHHBIMH BO3MOKHOCTSIMH 310POBBS
MPEAOCTABIAETCS TOMOIHUTEBHOE BPEMs IS IIOATOTOBKH OTBETA Ha BBHINOTHEHNE 3aJaHUI.

Meroauueckue MaTepHalbl, ONpENeNsiole MPOIenyphl OLICHWBAHHUS 3HAHWUH, YMEHHUH,
HABBIKOB, XapaKTepPH3YIOMIUX dTambl (HOpMHpOBaHUS KoMIleTeHIUnH onpeneneHsl  «[lopsakom
MPOBEJICHUS TEKYIIEro KOHTPOJS YCIeBAEMOCTH W MPOMEKYTOYHON aTTeCTalliM CTYIEHTOB B
BopoHexxckoM  ¢unmane  (geaepasbHOro  roCyIapcTBEHHOrO  OIODKETHOrO  00pa3oBaTEeIbLHOrO
yupexnaenust «Poccuiickas akajgeMusi HapoOAHOI'O XO3SHMCTBA M TOCYJapCTBEHHOW CIYKObI TpH
[pesunente Poccuiickoit @enepammm» ot 01.09.2016 Ne 114-217/1.

4.3.01eH0YHbIE CPENCTBA TS POMEKYTOUYHOM aTTECTAIIUH.

[lpu mpoBemeHUM MPOIEAYPHl OIICHUBAHHS PE3yIbTaTOB OOYYEHWs] HWHBAJIUJOB W JIUI[ C
OIrpaHUYCHHBIMHU BO3MOXHOCTAMH 3O0POBbA IMPEAYCMATPHUBACTCA HMCIOJIB30BAHHUE TCEXHHUYCCKUX
CpCacTB, HeO6XOIII/IMBIX UM B CBiA3U C UX MHAWBUAYAJIbHBIMH OCO6eHHOCT51MI/I. Ot cpeacrsa MoryrT
6BITB MIpEaOCTaBJICHLI NJIK MOT'YT UCITIOJIb30BaThHCA CO6CTBeHHBIe TEXHUYCCKUC CPCIACTBA.

HpI/I HeO6XOIH/IMOCTI/I HHBAJIMAAM MW JMIaM C OIrpaHMYC€HHBIMHU BO3MOXXHOCTAMU 3I0POBLA
MPEIOCTABIISACTCS JOMOJHUTEILHOE BPEMsI ISl TOATOTOBKH OTBETA HA BBHITIOJHCHHE 3aJaHHUM.
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WucTpykiuss 1O TOpSAKY TPOBENEHUS TNPOIENyphl OLIGHWBAaHWSA MPEAOCTAaBISIETCS B
JNOCTynHOH ¢opme (ycTHO, B TNHCBMEHHOW QopMe, YCTHO C HCHONBb30BAaHUEM  YCIYT
CYpAOIIEPEBOTUNKA).

HoctymHast gopMa MpeIoCTaBleHUsT 3aJlaHAi OICHOYHBIX CPENICTB: B me4yaTHOH (opme, B
(hopMe DIIEKTPOHHOTO JOKYMEHTA, 3aJJaHusl 324U THIBAIOTCS ACCUCTEHTOM, 3aJIaHUsI TPETOCTABIISIFOTCS C
HCIIOJIb30BAaHUEM CYPIOIIEPEBOIA).

HocrynHas ¢opma TpelocTaBiICHUS] OTBETOB Ha 3ajaHusl (MMUCBMEHHO Ha Oymare, Habop
OTBETOB Ha KOMIIBIOTEPE, C CIOIB30BAaHMEM YCIYT aCCHUCTEHTa, YCTHO).

[Tpu HEOOXOMUMOCTH [T 00YHAIOIIUXCS C OrPaHHUYCHHBIMUA BO3MOYKHOCTSIMHU 3JI0OPOBBSI 1 MHBAJIUJIOB
MpoIeypa OICHUBAaHUSI PE3YJbTATOB OOYUYEHHUsS 10 JUCIUIUIMHE MOXKET MPOBOJUTHCS B HECKOJIBKO
3TaIloB.

VYcnoBus nomycka oOydaromierocsi K IMPOMEKYTOYHOH aTTecTalliy, IIKajdbl M IMPOIETYPhI
OllCHMBAHUs onpeneneHbl [lopsakoM nMpuMeHeHHs OauTbHO-PEHTHHIOBON CHCTEMBI OI[SHKH 3HAHWI
oOyuaromuxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsIOps
2016 roma Ne 114-228/1.

BOHpOCBI IJIA IPOBEACHUA HpOMe)KYTO‘IHOﬁ aTTCCTAallMH 110 JUCHHUITIINHE
«OCHOBBI ACIOIIPOU3BOACTBA»

. Tpaauiuu co3nanusi JOKyMEHTOB, KX 0OpaOOTKH B XpaHeHus B JIpeBHEPYCCKOM rocynapcTBe.

. [Ipuka3Hoii meproa CTAHOBIICHHS U Pa3BUTHSI TOCYIapCTBEHHOTO JIETIOMPON3BO/ICTBA.

. CHcreMa KOJTEKCKOT0 JEIONPOU3BOCTBA.

. Cucrema MHHHCTEPCKOTO «UCIOTHUTEIHHOrO» enonpousBoactea XIX - nagama XX BB.

. Opranuzanus aenonpon3Bonactsa B 1917-1941 rr. CoBpemeHHOE 1€710MPONU3BOACTBO.

. HopmatuHo-nipaBoBas 6aza JJOVY.

. CyTb yHU(UKAINK ¥ CTAaHJIAPTH3AINHI B JIETIONPOU3BOCTBE.

. 3aKOHO/aTENbHBIC AKTHI 1 HOPMATHUBHBIE IOKYMEHTBI, PErJaMeHTHPYIOIINE ACITEIbHOCTD CITYKOBI
JIeTIONPOU3BOICTBA.

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

10. OdopmieHre HyMmepallid CTPaHMI[ Ha CIyXKeOHbIX JOKyMeHTaX. CIocoObl M Pa3HOBHIHOCTHU
oopmiieHHS 1aT B TOKyMEHTaX.

11 Bugpl cokpalieHuii CiioB U CIIOBOCOUETaHHI.

12.CocTaB peKBU3UTOB JIOKYMEHTA.

13. biaHk TOKyMEHTa U BHUJbI OJJAHKOB.

14.CucteMa opraHM3allMOHHO-PACTIOPSAUTENBHOMN TOKYMEHTAINH.

15. Buapl opranu3aiuoHHBIX JOKyMeHTOB. OCOOEHHOCTH COCTaBICHUS 1 OpopMITEHUSL.

16. Bunsl paciopsauTenbHbIX JOKyMEHTOB. OCOOEHHOCTH cOCTaBICHHS U ODOPMIICHHS.

17. Bunsl nHQOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCOOCHHOCTH COCTaBIICHHS U O(OPMIICHHS.
18. CnyxebHoe nucbMo. Buasl ucem. CocTaB peKBU3UTOB U CTPYKTYpa CIIyKeOHOT0 IHCchMa.

19. TpeboBaHHs K COCTaBICHUIO U OPOPMIICHHUIO TEIErPaMM, TelleOHOTpaMM.

20. OcobeHHoCcTH 0hOpPMITEHUS JTOKIATHOM, CITY)KEOHOH U O0BSICHUTEIILHON 3aMHCOK.

21. OcoOeHHOCTH COCTaBICHUS U O(DOPMIICHHS aKTOB U IPOTOKOJIOB.

22. Otnnure opUIHaIbHO-ACTIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH SI3bIKA U CTHIICH pedH.
23. XapaKTepuCTHKa OCHOBHBIX 3KCTPaJHMHIBUCTHYECKIX OCOOCHHOCTEH JOKYMEHTA.

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

25. CtanmapTu3aiys TeKCTa B JOKYMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHIMUIBI €ro opraHu3anud. JJOKyMEHTONMOTOKM B JOKYMEHTOOO0OpOTe
MPEATIPUSITHSI.

27. Tlopsnok MPOXOXKIACHUS U HCTIOTHEHHS BXOJSIINX JIOKYMEHTOB.

28.IlepBoHavanbHas U IpeABapUTEIbHAsS 00pab0TKa MOCTYMArOIIeH KOPPECIIOH ICHIUH.

29. TlopsAoK MOATOTOBKH U MPOXOXKICHUST UCXOASIINX JTOKYMEHTOB.

30. Iopsiiok MpoxXoKAeHNU BHYTPEHHUX JOKYMEHTOB.

31. IlpuHnun rpynnupoBaHus JOKyMEHTOB OpTraHU3aIlMH B JIEINO.

32. HomeHkIaTypa Jen opraHu3alim.

33. CocraB pabort 1o oopMiIcHHIO e I XpaHeHus. [lopsaok nmepenadu 11 B apXuB.

34. DxcnepTu3a EHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenadu Iei B apXuB.

36. ApxuB, apXUBHOE €0, ApPXUBHBIA JOKYMEHT.

0NN W~
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37.Ilopsimok morycka u paboThl C JOKyMEHTaMH B YATATBHOM 3aJie apXHBa.

38.ITonsTHE «KOHOUACHIINATHLHOCT HHPOPMAIN» U «CEKPETHOCTh B CHCTEME JICIIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro IelIH W 3aJa4yd, TMPUHIUIBI 00eCTeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3aIUThl KOH(PHUACHIIMAIbHONH HH(OpMAIMU M OOECICUCHHUS HAJISKHOM COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

40. OO0s3aHHOCTH CITYXKAIIlEro W OTrPaHWYCHUS, KOTOPHIM IOJIBEPTracTCsl MEPCOHAN C TOYKH 3PEHUS
COOJIIOJICHUS PSKHMa CEKPETHOCTH B pabOTe C IOKyMEHTaMHU.

4.4. Meroanueckue MaTepuabl

Meroanveckie MaTepHasbl, ONPENCISIONME MPOIEAYPhl OICHUBAHUS 3HAHWH, YMEHHIA,
HABBIKOB, XapaKTepPH3YIOMIMX dTambl (HOpMHpOBaHUS KoMIleTeHIUH onpeneneHsl  «l[lopsakom
MPOBCACHUA TCKYIICTO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOfI arreéCtauu CTYJACHTOB B
Boponexckom ¢unmane (¢denepadbHOro TOCYIapcTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexaeHus «Poccuiickas akagemus HapOAHOIO XO3SIMCTBA M TOCYAapCTBEHHOM CIIyXObl IpH
[pesunente Poccuiickoit @enepanum» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus JJIs 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memoduueckue yrazanus no UCHOIL30BAHUIO paboUell NPOSPamMMbl OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHHPYEMBIX PE3yJbTaTOB OOY4YeHUs M0 JAHCIUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMBIMH pPE3YJIbTaTaAMH OCBOCHHUS  00pa30BaTENbHOW  MPOTrPaMMBI
JMCIUTUTMHEI, ONIPEEINTE, YTO B PE3YNIbTaTe H3yUCHUS TUCIUIUIMHBI BBl JIOJDKHBI 3HATDH, YTO YMETh,
4YeM BIIAJICTh, O YEM UMETH TIPE/ICTABIICHHUE.

2. [No3HakombTech ¢ paboueil mporpammoi aucuuIuinHbl. Ocoboe BHUMaHHWE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JIOKYMEHTOB, KOTOPBIMH CJEIyeT pYKOBOJICTBOBAThCS B
JEONPOM3BOICTBE.

3. Becy matepuan pacmpernened no temam. Crenyer u3ydaTh JUCHMILIUHY B TOM IOPSIKE,
KOTOpBIM TIpE/ICTaBlIeH B pa0odel mporpamMme JWCHUIUIMHBI, TaK KaK OH TOJYUHSICTCS JIOTHKE
pacronoXeHus: MaTepuana, ciaeoBaTelbHo, Oonee 3pdekTuBeH.

4. Iocne 3HAKOMCTBA C TEOPETHUYECKHMH TIOJIOKEHUSIMH OTBETHTE Ha BOMPOCHI (BOIIPOCHI 11O
TeMme), B cydae 3aTpyIHEHUH BHOBb OOpaTHTECh K TEOPHH, HOPMATHBHEBIM MTPABOBBIM JIOKYMEHTaM I10
JACITUTUINHE.

5. Beimonaute 3agaHus 1o u3ydaemblM TemaM. [Ipu 3TOM ucCnonb3ydTe NPEAJIOKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHET».

Memoouueckue ykazanus no pabome c 1umepamypou

Hamubonee npeamnouTuTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MoxkHO
MIPECTaBUTh B BHJIE CIEAYIOIIEr0 MPUMEPHOT0 alropuTMa:

O3HAKOMJICHHE C HACTOSIINMHU PEKOMEHIALUIMU;

W3yYeHHE OCHOBHOW y4eOHOH JINTepaTyphl;

mpopaboTKa JOMOTHUTENBHOH (yu4eOHON 1 HAyYHOH ) JIUTEPaTYPHI.

B X0A€ YTCHHA OYCHBb IIOJIC3HO, XOTA M HE 06$I3aTeJ'H)HO, JACNIaTb KPAaTKHUE KOHCIICKThI
IMPOYUTAHHOI'O, BBIITMCKH, 3aMCTKH, BBIJACIATH HEACHBIC, CIOXKHBIC VI BOCIIPUATUA BOIIPOCHL. B Oeisax
MMPOACHCHHUA TMOCICAHUX HYXKHO OGpaH.[aTBCH K OperogaBaTelo. ITo 3aBCPIICHUN M3YYCHUA
PEKOMEHYEMOU TUTEpaTyphl MOJIE3HO MTPOBEPUTHh YPOBEHH CBOMX 3HAHUW C MOMOIIBIO KOHTPOIBHBIX
BOMPOCOB JJIsl CAMOIIPOBEPKH.

HacrositensHo pekoMeHayercsi n3beraTh MEXaHMUECKOTO 3aydHBaHHs Y4eOHOrO Marepuana.
[IpakTrka yOennTENbHO MOKa3bIBaeT: caMbiM 3((EKTHUBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexKay, a
riry0oKoe, TBOPUECKOE, CAMOCTOSTEIbHOE MPOHMKHOBEHHE B CYILIECTBO H3Y4aeMbIX BOIIPOCOB.

HeoOxoquMo BECTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haa JIHTEpaTypHBIMH
ncrtoynukamMu. O0beM HHOOpMAIMU MO AMCUUIUIMHE HACTOJIbKO OOLIMPEH, YTO MM HE yHaercs
OBJIAZICTh B «IIOCIEAHHE JHM» Tepel cecchel, Kak Ha 5TO HHOT/Ia PACCUYUTHIBAIOT HEKOTOpHIE
CTYIEHTBHI.
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[Ipou3BoauTCS KOHCIIGKTHPOBAHME JIMIIL TEX MaTePUAIOB, HEOOXOIUMOCTh KOTOPBIX IS
paboTbl oueBuaHa. [lome3Ho KpaTko 3amucaTh, 10 KAaKUM CMEKHBIM BOIPOCaM B JaHHOM KHUTE
HMEIOTCS CBEIICHHS, HEOOXOAMMBIE B Oy IyIIIEM.

Memooduueckue pexomernoayuu no KOHCREKMUPOBAHUIO.

[Ipexxne yeM Ha4yaTh COCTaBIATH KOHCIEKT, HYKHO O3HAKOMHUTBCS C KHHUTOH (pazzenom,
TEeMOI), MpOoYMTATh €€ cHavaja W J0 KOHIA, MOHATh mpouyntaHHoe. Ha oOnoxke Terpaan
3alMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOTrO MPOM3BENCHHS M WMS €ro amTopa, - (ammms
00y4aroIerocs.

Cocrasinsercs miaH KOHCIIEKTHPYEeMOro TeKCTa.

3amuch Jydine BCero JieNaTh MO MPOYTEHHH HE OMHOr0 — JBYX a03alleB TEKCTa, a IENoro
naparpada Wi TaaBbl (eciu OHa HeOombIIast).

KoncnexkrupoBanue BefieTcss He C LENbI0 UIMETh ONPEAeTIeHHbBIE 3aIUCH, a /Ui Oojee OJIHOro
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHHUTH.

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

[ocne Toro, xak cienana 3amuch colepKaHus maparpada, TIaBbl, CIENyeT MepeUnTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TPOBEPUTH CeOs, MPaBHIBHO JIM H3JI0KEHO OCHOBHOE €ro
coJiepKaHHe.

TexHHUKa KOHCIIEKTUPOBAHMUS:

1. KoHCnieKTHPYS KHUTY OONBIIOT0 00beMa, 3alHCh JIy4Ille BCEro BECTH B OOIICH TeTpajiu.

2. Ha xaxoif cTpaHuIle clieBa OCTABISAIOTCS MOJS MHPUHOM 25-30 MM A1 3amKUCH KOPOTKUX
10/[3ar0JIOBKOB, KPATKUX 3aMEYaHH, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpaay UMEeT MOPSIKOBEIN HOMED.

4. JIns TIOBBIMIEHHS DPa3OOPUYMBOCTH (YUTAEMOCTH) 3aIMCH OCTABJISIOT HHTEPBAIBl MEKIY
cTpokamu, abzaramMu. HOBYIO MBICTE HAUMHAIOT ¢ KPACHON CTPOKH.

5.1Ipu 3amucH IHPOKO HCIOAB3YIOT Pas3iMyYHBIE COKpAIEHHS W YCIIOBHBIC 3HAKH, HO HE B
yiepO CMBICTY 3alHCaHHOrO. PEeKOMEHAyercs NPUMEHSATh OOIIEYMOTpEONTENbHbIE COKPAIEHHS,
Hampumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YACTBIO

roc. — rocyJapCTBEHHbIN

1.6. — TOJDKHO OBITH H T.JI.

He cneqyer cokpariath IMeHa W Ha3BaHMUS, KPOME OUEHB YACTO TOBTOPSIOIINXCS.

B KkoHCIIEKTE He JOKHO OBITH MEXaHHUYECKOTO TEPEIMCHIBAHUS TEKCTa 0€3 MPOIyMbIBAHHS
€ro coaep KaHus ¥ CMBICIIOBOTO aHAIN3a.

KoHCITeKT mprHeCeT MOb3y 00y4aroIeMycst TONBKO TOT/Ia, KOT/Ia OH COCTaBJICH JINYHO MM.

Koncnexmuposanue nexyut

YcTHOE M3NOKEeHHEe yu4eOHOro MaTepualia Wik Kakoro-Tubo BOMpoca Ha 3aHSATHAX, JOJDKHO
KOHCITEKTUP OBATHCAL.

Crymath JEeKIUI0 HaJg0 YMETh: TOJIACPKHUBATh CBOC BHUMAaHUE, IOHATh M 3allOMHUTH
yCTBIIIAHHOE, YJIOBUTH May3bl. B mpolecce M3MOXKEHHS MPENnojaBaTeleM JICKIUH O00y4alomuncs
JIOTKEH BBISICHUTH BCE HETTOHSATHBIC BOIIPOCHI.

3anuceIBaTh COACPIKAHME JICKIIMHM HAI0 0053aTeIbHO — 3TO CTYACHTHI IOJDKHBI YCBOUTH OYCHb
YeTKO. 3amucy MOMOTAlT IMOMACPKUBATh BHUMAaHUE, CIIOCOOCTBYIOT NMOHMMAHUIO M 3alIOMHUHAHHIO
YCTBIIIAHHOTO, TIPUBOJUT 3HAHWUE B CHCTEMY, CIYXaT OIOpPOH Ui Iepexona K Ooiee TIIyOOKOMY
CaMOCTOSATEIbHOMY U3YyUEHHIO IIPEeMETa.

Memoouueckue cosemul no KOHCNEKMUpPOBAHUIO JleKl/}ulZ.’

3anuch A0KHA OBITH CHCTEMHOM, NPEACTaBATH COOOM COKpAIICHHBIM BapHaHT JICKIMH
nperoaasarens. HeoOXoauMo HayYuThCs CIIyIIaTh, IyMaTh U 3alIUCHIBATh OJJHOBPEMEHHO.

3anuch BeACTCSA 0YEHb OBICTPO, YE€TKO, 110 BO3MOXKHOCTH KOPOTKUMH BBIPAXKCHUSIMHU.

He npekparias ciymarts npernoaaBarteisi, Hy)KHO 3allMChIBaTh TO, YTO HEOOXOAMMO YCBOHTD.
Henb3st 3anmuchiBaTh Cpasy e BhICKa3bIBAEMYIO MBICIB MPEOAaBaTeIeM, CISAyeT e¢ MOHITh U MOCie
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OTOI'0 KpaTKO 3alnMcaTb CBOMMHU CJI0OBAMHU HJIU CJIOBaAMU IIPEIoaaBaTeIIA. Ba)KHO, qTO6bI B HEH He 6])1.]]
HOTEPSIH OCHOBHOM CMBICI CKa3aHHOTO.

Ilpu 3ammcu HEOOXOAMMO MOJB30BAThCS COKpAICHHEM CJIOB W MPEIOKCHHUH, Kak
001IeyNOTPEOUTENbHBIMHU, TAaK U CBOUMH COOCTBEHHBIMH.

JIEITBI, HNMCHA, Ha3BaHU A, BBIBOJbI, OIIPEACIICHUA 3allMChIBAIOTCA TOYHO.

Cnenyer oOpaTuTh BHHMaHHE CTYISHTaM Ha O(QOpMIICHHE 3alMCH JIeKIuH. [ Kaxkaoro
npeaMeTra 3aBOAMTCA OTACIIbHAsA TETpalb. OTINYHBEIM OT OCTAILHOIO OBE€Ta BBIACIATH OTIACIIBHBIC
MBICITH U 3aTOJIOBKH, COKpAIaTh OTICIbHBIC CJIOBA U MPEIIOKCHHUS, UCTIONh30BATh YCIOBHBIC 3HAKH,
OyKBBI JIATUHCKOTO M TPEYEcKOro ajndaBUTOB, a TaKKe HEKOTOPhIC MPUEMBI CTEHOrpa(uvecKoro
COKpAIIEHHUsI CIIOB.

[penycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa3oBaTEIbHOMY CTaHAAPTY,
cocoOcTByeT, Oomee TIyOOKOMY YCBOGHHIO H3Yy4aeMOro Kypca, (opMUpyeT  HaBBIKH
MCCIIEIOBATENILCKOM PAabOThl M OPUEHTHUPYET CTYJACHTOB Ha YMCHHE NPUMEHSTh TEOPETUYECKHE
3HAHHUS HA MPAKTHKE.

6. YueOHas iuTepaTtypa u pecypchbl HHPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UHTepHeT", BKIIOYAS NepevyeHb Y4eOHO-METOAMYECKOTr0 00ecneyeHu sl AU CIUILTUHbI

6.1. OcHoBHasi uTepaTypa (0ndauoTEUHBIH GOHT)
1. beikoBa T.A. lenonpousBoxacto: Yuebnuk. ['pudp YMO MO PO, UHDPA-M,2014.
2. Kabamor C.IO. Opranusaims oOIIEro M CHEIMAILHOIO JEIONPOU3BOACTBA B OpraHax
MECTHOI'0 camoymnpasjeHus: ¥YdyeoHoe nmocodoue — M.: MHDA-M, 2013.
3. KysuenoB W.H. [lokyMeHTallMOHHOE OOECIICUCHUE YIPABJICHUSA M JICIONPOU3BOJCTRA!
y4eOHUK JJ1s1 OaKalaBpoB. — U3AaTenbcTBO FOpaiit, 2014.

6.2. JlonoiHUTeIbHAS JUTEPATYpPa
1. aewsinoBa O.H., PeidakoB A.E. [lenonpon3BoactBo: Y4ueOHO-IPaKTHYECKOE PYKOBOACTBO/
9-e u3n. — MHu.: Terpa Cuctemc, 2010.
2. Kupcanoa M.B. CoBpemenHnoe aenomnpon3BoactBo: Yu. [locobue,-5 u3n. — M.: UHOPA —
M; 2010.
3. CrentokoB M.B. [lokymeHTOBeneHHUE W JEIOMPOM3BOACTBO (KOHCIEKT JIEKIMi). — M.:
[Ipuop-uznart., 2010.

6.3 HopmaTuBHBIE IPABOBBIE JOKYMEHTHI

1. Koucturymuss Poccuiickoii ®epepanuu (MpUHATa BCEHAPOAHBIM  TOJIOCOBAHHUEM
12.12.1993) (c yderoMm mompaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Konctutynmum PD 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-DK3).

2. O rocynapcTBEHHOM IpaxIaHckoil cinyxoe PD: denepansubiii 3akon ot 27.07.2004 Ne 79-
@3.

3.0 cucreme rocynapcTBeHHOH ciyxObl Poccuiickoit deneparun: denepanbHblii 3aKOH OT
27.05.2003 Ne 58-03.

4. O TocynmapctBennoM repbe Poccuiickoit denepannn: denepanbHblii KOHCTHTYIIMOHHBIN
3aKkoH oT 25.12.2000 Ne 2-®K3 // Cobpanue 3akononatenbcrBa Poccuiickoit @eneparuu. 2000. Ne 52
(a.1). Cr. 5021; 2002. Ne 28. Ct. 2708; 2003. Ne 27 (u. 1). CT. 2696.

5. O rocymapctBeHHOM TaitHe: 3akoH Poccuiickoit ®eneparuu ot 21.07.1993 Ne 5485-1//
Cob0panue 3akoHnonarenbersa Poceutickoit denepanuu. 1996. Ne 15. Ct. 1768; 1997. Ne 41. Ct. 4673;
2002. Ne 52 (4. 2). Ct. 5288; 2003. Ne 6. C1. 549; No 27 (u. 1). Ct. 2700; Ne 46 (u. 2). Cr. 4449.

6. OO0 wunbpopmaimy, HHPOPMAIMOHHBIX TEXHOJOTHSAX W O 3alluTe HH(OpMAIUU:
OenepanpHbIif 3ak0H 0T 27.07.2006 No 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 s3bike Poccutickont deneparun: Oenepanbubnii 3akoH oT 01. 06. 2005
Ne 53-@3.
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9. 006 apxuBHoM aene B Poccuiickoit ®enepannn: denepanbubiii 3akoH ot 22.10.2004 Ne
125-@3.

10. O6 snextponnoii noamucu: denepanbhblii 3akoH 0T 06.04.2011 Ne 63-D3.

11. O6 yrBepxnennn [lepeuns cBenennit KoHbUACHIIMATBFHOTO Xapakrepa: Yka3 [Ipesuaenta
P® ot 06.03.1997 Ne 188 // Cobpanue 3akoHomarenbcTBa Poccutickoit ®enepanuu. 1997. Ne 10. Cr.
1127

12. O6 yrBepxknennn [lepeuHsi cBefeHUI, OTHECEHHBIX K TOCYJAapCTBEHHOW TaifHe: YKa3
[pesupenta P® ot 30.11.1995 Ne 1203 (pen. or 30.11.2016) // CoOpaHue 3aKOHOAATEIHCTBA
Poccwuiickoit ®enepannu. 1995. No 49. Cr. 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:
[TocranoBnenue mpaButenbcTBa P® ot 05.12.1991 Ne 35 (B pen. or 03.05.2002) // CGopHuk
[MocranoBnennii Poccuiickoit ®Demepammu. 1992. No 1-2. Cr. 7; CoOpaHue 3aKOHOJATENbCTBA
Poccwuiickoit @eneparuun. 2002. Ne 41. Ct. 3983.

14. O6 yrBepxnaeHun [IpaBuil MOATOTOBKM HOPMATHBHBIX TPABOBBIX aKTOB (eepabHbIX
OpraHoB HCIOIHUTENRHOM BJIACTH H  HX FOCYI[apCTBeHHOf/'I perucTpanyvu: ITocTranoBnenue
npaBuTeiabcTBa PD ot 13.08.1997 Ne 1009 // Cobpanue 3akoHomaTenbcTBa Poccuiickoit denepanuu.
1997. Ne 33. Cr. 3895; Ne 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. YuudummpoBaHHas cucTeMa JIOKYMEHTAIMH. YHHU(pHIUpOBaHHAS
CHCTEMa OpraHU3AIlMOHHO-PACIIOPSIIUTEIBHON JOKyMEHTaluu. TpeOoBaHus K  OQOPMIICHHIO
nokymeHToB. M.: 'occtanmapt Poccun, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucreMa JOKyMeHTanuu. [IpumaHue ropuanyecKon
CHJIBI JOKYMECHTaM Ha MAaIIMHHOM HOCHUTEJIE M MAaIIMHOTPaMME, CO3/IaBa€MbIM CPEICTBAMHU
BBIYMCINTEIbHON TexHuku. OCHOBHEBIE TTOoKeHus. — M., 1985.

3. TOCT 7.1—84. bubnuorpaduueckoe onucanue pokymeHnra. OOmme TpeOOBaHMS U
MpaBmiIa cocTaBieHus.- M.: MI3a-Bo crangapros, 1995.

4. TOCT 6.10.5—87. VYuudpunupoBaHHas cUCTeMa JOKyMEHTaluu. TpeOoBaHUS K
mocTpoeHuto Gpopmyspa-oopasia. — M., 1987.

5.TOCT P 7.0.8-2013. [enompou3BOJACTBO U apXUBHOE N1eN0. TepMUHBI U ONpeaesieHus. M.:
®denepaabHOE ar€HTCTBO MO0 TEXHUYECKOMY PeryJupOBaHuIo U TexHonoruu, 2013.

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

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

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

Hucmpykyuu, nepeunu, npasuna u Memoouyeckue peKkomMeHoauuu

1. Ilpuka3 denepanpHoro apxuBHOro areHrcrsa ot 23.12.2009 Ne 76 «OO6 yTBepkaeHUU
MeroauuecKkux peKOMEHaluil 1o pa3padoTKe WHCTPYKIMKA O JIETONPOU3BOJCTBY B (elepaibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTHY.

2. Ilpukaz MunkynasTypsl Poccum ot 25.08.2010 Ne 558 (pea. or 16.02.2016) «O6
yrBepkaeHUU «[lepedHss THIOBBIX YIPABICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3ylolIUXcS B
MpoIecce JAEATENbHOCTH TOCYNApCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpaBJiEeHUS H
OpTaHM3alINH, C YKa3aHHUEM CPOKOB XpaHEHHS.

3. OcHoBHBIC TpaBWiia PabOTHl apXUBOB oOpraHm3aiuii (omoOpeHbl pemenneM Komneruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMIA/, 2003.

4. Ipukas Pocapxusa ot 19.01.1995 Ne 2 «O6 yTBepKIeHUU PUMEPHOTO TIOIOKEHUS O
IIOCTOSIHHO JAEUCTBYIOIIEH SKCIIEPTHON KOMUCCHH YUPEKICHMSI, OPTaHU3aLUH, IPEATPUSITHS.

5. Meronu4veckue peKOMEHJAluN N0 YHU(UKAIMH TEKCTOB YIMPABICHYECKUX JOKYMEHTOB.
M.: BHUMJA, 1998.

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 No 65-ct «O mpuUHSTUU U BBEICHHUU B
neiicTBUe TocyaapcTBeHHoro craHaapra Poccuiickoit @enepanuun" (BMecte ¢ "I'OCT P 6.30-2003.
TlocynapcrBennsiii crangapt Poccuiickoit denepannu. Y HUQUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIINH.
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YauduimpoBaHHas cUCTeMa OpPTaHU3AIMOHHO-PACTIOPSIIUTEIBHON JOKyMeHTanuu. TpeOoBaHus K
o(OpMIIEHHUIO TOKYMEHTOBY)

7. Hopmbl BpeMeHH MO JOKYMEHTAIIMOHHOMY OOECIICUEHHIO YIPaBICHYECKUX CTPYKTYD
(denepalbHBIX OPraHOB HCIOJHUTEIbHOW Biactd. I[locranoBnenne MunTpynma Poccuiickoit
®enepanuu ot 26.03.2002 Ne 23.

8. Ilpukxaz MuHHcTepCcTBa CBSA3M W MacCOBbIX KoMMyHuKauuid Poccuiickoit deneparuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O0 yrBepxaenuu [IpaBui okazaHus yCIyr MOYTOBOU
CBSIZU».

9. TocynmapcTBeHHas cHCTeMa JOKYMEHTAIIMOHHOrO oOecriedeHusl ynpasicHUs. OCHOBHBIC
nojokeHusi. OOmme TpeOOBaHUS K JIOKYMEHTaAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO oOecriedeHHs
(omobpena komierueii I'masapxusa CCCP 27.04.1988, Ipuka3 ['naBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBunaMu 3aNIOTHEHHSI OCHOBHBIX PEKBU3HTOB PETHCTPAIIIOHHO-KOHTPOIBHBIX (hOpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CTYK0e TOKYMEHTAI[HOHHOTO 00ECTICUCHUS YIIPABIICHUS).

6.4. UnTepHeT-pecypchbl
OBC IPRbooks (http://www.iprbookshop.ru/)
. OBC JIAHBD (https://e.lanbook.com/)
3. DBC IOPAUT (http://www.biblio-online.ru/)

N —

6.5. CnpaBoyHble CHCTEMbI

Koncynprant moc
l'apant

N —

7. MatepuaibHoO-TeXHMYecKast 6a3a, MHPOPMALIMOHHBIE TEXHOJIOTHH, IPOrPAMMHOE
odecrieyenne U HHGOPMALUOHHBIE CIPABOYHbIE CHCTEMbI

7.1. Jocryn x wH(MOpMaMOHHBIM U OuOIHOrpaduvecknuM pecypcam B cetd MHTepHET st
Ka)XJIOTO 00y4aroIerocss MHBAINAA WK 00Yy4YaIOIIerocsi ¢ OorpaHu4eHHBIMA BO3MOYKHOCTSIMU 3JI0POBBSI
obecredeH MpeoCTaBICHUEM eMy He MEHEe 4eM OHOTO y4eOHOr0, METOIMYECKOro IEYaTHOrO H/UIH
SIIEKTPOHHOTO HW3JaHWsA 10 aJaNTalMOHHOW JUCHHUIUIMHE (BKJIIOYAs OJIEKTPOHHBIE — 0a3bl
MEPUONICCKUX W3aHuil), B popMax, alanTHPOBAHHBIX K OTPAHUYECHUSIM HX 37I0POBbSI M BOCIIPHUSATHUS
WH(POPMAIIH:

Jnist oOyvaromuxcst ¢ HapylUICHUSIMA 3PCHUSL:
— B TIe4aTHOH (opme yBeTHMUSHHBIM HIPU(PTOM;
— B (opMe INMEKTPOHHOTO JOKYMEHTA;
— B (dopMe ayTuoTPaHCISIUH C HCIIONBb30BAHUEM MPOrPaMMbl CHHTE3a PEUH;
—  WCIONb30BAaHHUE MTOMOIIN ACCHCTEHTA.
Jnst oOydaronmxcs ¢ HapyIICHUSIMU CITyXa:
— B me4aTHol dopme;
— B (hopMe IEKTPOHHOTO JOKYMEHTA;
— B (hopMe aynuOTPaHCIALNH C UCTIOIb30BAaHHEM IIPOrPAMMBI CHHTE3a PEYH;
—  HUCTONB30BaHUE MOMOIIH ACCHCTEHTA.

JIi1st 00y9aroIIMXCsl ¢ HAPYIICHUSIMUA ONIOPHO-IBUTaTEILHOTO arnmapara:
— B me4aTHol Gopme;
— B (hopMe IEKTPOHHOTO TOKYMEHTA;
— B (hopMe ayTHOTPAHCIIAINH C UCIIOIB30BAaHHEM IIPOrPAMMBI CHHTE3a PEYM;
—  HCIOJB30BaHKE MOMOIIN aCCHCTEHTA.

7.2. ConepkaHue aJanTallMOHHON TUCIMILIMHBI Pa3MEIICHO Ha caiTe HMH(OPMAIMOHHO-
KOMMYHHUKaIIMOHHOW cetn MHTepHer: http://vrn.ranepa.ru/

7.3. Jnsd KOHTaKTHOH M  CaMOCTOSITETIbHOM pabOThl  HCHONB3YIOTCS  CIICAYIOIINE
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MYIBTUMEINHHBIE KOMIUICKCHI, 3JEKTPOHHBbIC YYEOHHKH W Yy4eOHble MOCOOMS, ananTHpOBaHHBIE K
OTpaHWYCHHAM 3I0pOBbsi oOydatommxcs: «KoHcynbranT mmocy, «lapaHt», «YHUBEpCHUTETCKAS
oubnmmoreka on-liney.

Wudopmainmonnsie cpeactBa OOy4YeHHUs: DICKTPOHHbIC YYeOHHKH, ydueOHbIe (QHIBMBI IO
TEeMAaTUKe TUCIHILINHBL, IPE3CHTAINH, HHTEPAKTUBHBIC YUeOHbIC M HATIISIHBIC TIOCOOUS, TEXHUYECKUE
Cpe/cTBa TpEAbsBICHUS WHPOpManuu (MHOTO(YHKIIMOHAIBHBIH MYJIbTUMEIUHHBIA KOMILIEKC) H
KOHTPOJISI 3HAHUH (TECTOBBIE CUCTEMBI).

MHOroyHKIIMOHATBHBIA MYJTbTAMEINHHBIA KOMIUIEKC B JICKIIMOHHOW ayTUTOPHH.

Y4eOHbIe mocoOus I 00YJaroIIUXCsl ¢ HapyIIEHUSIMH 3peHus (cormacHo 1. 6.5. MuTepHer-
pecypchl).

Y4eOHbIe MOCOOUS M yUSOHHMKH IS 00YJaIONIMXCsl ¢ HAPYIICHUAMHU cliyxa (COTJIacHo II. 6.5.
HuTepHeT-pecypcesl).

VY4eOHbie TOCOOHS U y4eOHUKH JUTsl 00yUaIoIUXCsl C HapYIICHUSMH OIOPHO-IBUTATEILHOTO
ammapata (coriacHo 1. 6.5. aTepHeT-pecypch).

7.4. O6yuaromuecst 00eCIeUuuBAIOTCS CISAYIONIMM KOMIUIEKTOM IIPOrPaMMHOTO 00ecedeHusl,
aallITUPOBAHHOI'O JJIsA 06yqa101111/1x05[ C OIrpaHUYCHHBIMU BO3MOXHOCTSAMU 300POBLA U O6y‘~IaIOIIH/IXC$[
HHBAJINIOB:

JIi1st 0Oy9aronuxcst ¢ HapyIICHUSIMU 3PEHUS:

MporpaMMHBIC CPEICTBa, OOECIeYMBalOIIMe MPOCMOTP BuacodaitioB B (dopmatax AVI,
MPEG, DivX, RMVB,WMV;

ITaker Access;

MicrosoftWord, MS PowerPoint, Internet — Explorer;

MAGic — porpaMma 3KpaHHOTO YBETHUCHHUS;

Banabonka — nmporpaMMa CHHTE3a PEUH;

Coll Reader — nporpamma cuHTE3a peuu;

Jaws — mporpamMma pe4yeBoii HaBUTaIUH.

JIitst 0Oy9aronuxcst ¢ HapyIISHUSIMU CITyXa:

MpOrpaMMHBIC CPEICTBA, OOECIeUMBAOIIUME NPOCMOTp BHucodaiaoB B ¢opmarax AVI,
MPEG, DivX, RMVB,WMV;

ITaker Access;

MicrosoftWord, MS PowerPoint, Internet — Explorer.

Jiist 0Oyvaromuxcst ¢ HapyIeHUsIMUA OITOPHO-JIBUTATENILHOTO ariapara;
MporpaMMHBIE CpPEICTBA, O0eCIeunBalonie MpocMOTp BuacodaiioB B ¢opmarax AVI,
MPEG, DivX, RMVB,WMYV;

[MTaker Access;
MicrosoftWord, MS PowerPoint, Internet — Explorer.

OOecrnieunBaeTcsi BO3MOXKHOCTh OECIPENATCTBEHHOrO JOCTYyINa O0YdYarolMXCs WHBAJIMIOB B
ayIUTOPHH, TyaJICTHBIC M JAPYTUe MOMEIICHHUS, a TAaK)KE MX NMPEObIBAaHUS B yKa3aHHBIX MOMEIICHHUIX
(Hanuuue TaHIYCOB, TOPYYHEH, PAaCIIMPEHHBIX JBEPHBIX MPOEMOB, ayAUTOPUS pacIiojiaracrcs Ha
MIEPBOM 3TaXKe, HAJTMYNE CIICIUATBHBIX KPECEN U JPYTrUuX MPUCIIOCOOJICHUH ).

Y4eOHBIC ayAUTOPUU JJIS BCEX BHJIOB KOHTAKTHOM M CaMOCTOSTEIBHOW pPaOOThI, Hay4Has
OuONIMoTeKa W WHBIC TOMEIICHUS i1 OOYYeHHs OCHAIICHBI CIICIUATBHBIM O0O0PYJAOBaHUEM U
y4€OHBIMA MECTaMH C TEXHUYCCKUMH CPEACTBAMH OOYUEHUS JUIS OOYYarOIIUXCsA ¢ OrpaHUYCHHBIMU
BO3MOKHOCTSIMH 3[I0POBBS U 00YUAIOIIMXCS HHBAJIUAOB C Pa3HBIMY BHJIAMHU OIPaHHYCHHUH 3710pOBbS:

- C HApyLUEHUAMU 3PEHHUS:

OpaiineBckas KJaBuaTypa sl BBoJa HH(POPMAIUH;

YBENUYUTENh HH)OPMAIIMU HA MOHHTOPE;

HEBU3YaJILHBIN TOCTYT K HH(OpMAIINY;

IIPOrPaMMBI-CUHTE3aTOPBI PEUH;

IPYrUX TEXHUYECKUX CPENCTB MpHeMa-epenadyn ydeOHOW WHQOpMAlMU B JOCTYITHBIX
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(dbopMax JUIsl CTyIEHTOB C HAPYIICHUSMH 3PCHHS.

- C HapyILIEHUAMH ClIyXa:
cpencTBa OecIpOBOAHON TMepeauu 3ByKa (epcOHAbHBIA YCHITUTENb 3ByKa, HAYITHUKH);
ayIUTOPHBIE KOJIOHKUY,

- C HapyIIECHUSIMU OTTOPHO-JIBUTATENHLHOTO ariapara:

Cri€uaJIbHO OTBCACHHLIC MCECTA JId MHBAJIUIAOB B ayJUTOPUH, NMOMCYCHHBLIC CIICIHAJIbHBIM
3HAKOM M HaXOJISIIIMECS B MAKCUMaJIbHOW OJM30CTH OT BXOJIA;

aNbTepHATHBHBIC YCTPOCTBA BBO/IA MH(OpMAIINK;

CpelcTBa mpueMa-tiepefaun y4eOHoH uH(pOpPMAalK B OCTYIHBIX (opMax IJisi CTYACHTOB C
HapyIIEeHUSIMHU OTIOPHO-/IBUTATENILHOTO amnmapara.

Jnst MatepuanbHO-TEXHHYECKOTO 00ECIeueHHs TUCIHIUIMHBL HUCIONB3YIOTCS: ayTUTOPHBIN
(OHJ; KOMIBIOTEPHBIH KJacc C BO3MOXHOCTBIO JIOCTyNa K CHPaBOYHO-TIOMCKOBBIM CHCTEMaM
WH(POPMAIMOHHO-TIPABOBOTO O0CCIICUEHHsI M C YCTaHOBIICHHOW MPOrpaMMOHN JUIsi KOMIIBIOTEPHOI'O
TECTUPOBAHUS 3HAHWU CTYIECHTOB IO TeMaM TUCITUILIMHEL, criernanu3upoBanHas ayautopus ¢ [1IK u
MYJIBTUMEIUIHHBIM MPOSKTOPOM; OMOMMOTeUHO-HH(pOpMAMOHHBIE pecypchl. B ydueOHOM mpomecce
HCIOB3YIOTCS CIEAYIONIME MPOrpaMMHbIe mpoaykTel: MicrosoftWord, MS PowerPoint, Internet —
Explorer.

7.5. CripaBOYHBIE CHCTEMBI

Koncynprant moc
l'apant



