(I)ezlepaﬂbﬂoe rocyaiapCTBeHHO€ ﬁlOZDKeTHoe 06pa30BaTeJ‘lLl—l0e
yupe:K/IeHne BbiclIero 0opazoBanus
«POCCHIMCKAS AKAJJIEMHUS HAPOJTHOI'O XO3SIICTBA
U IT'OCYJAPCTBEHHOM CJIYXBbI
ITPA TPE3UJIEHTE POCCUMCKOM ®EJIEPAIIUN»

Bopounexckuii guianan

MexmyHapOoaHO-TIPaBOBON (aKyIbTeT
Kadenpa rocymapcTBeHHOM U MyHUITUTIATIBHOM CI1YKObI M KaJIpOBOW MOJTUTHKH

YT1BepxkeHa

peteHneM Kadeapsl

[Ipotokon ot «26» centsiops 2016 r.
No 3

PABOYAS ITIPOTPAMMA AJTATITAIIMOHHOM JUCIUTLTAHBI

b1.B./IB.12.01 «OcHOBBI 1eOMIPOU3BOICTBAY
10 HAMPAaBJICHUIO MMOATOTOBKHU
38.03.02 «MeHemKMEHT
[poduns «YnpasiieHHEe YEIOBEYECKHMHU PECYPCAMUY)
Kpanudukarus 6akanasp

o4Has hopMa 00ydeHHUs

(mabop 2014 rona)

Boponex, 2016 1.



ABTOpP—COCTABHUTEJIb:

I'ocynapcTBeHHON 1
MYHHIIMITAJIBHON CITY:KOBI U
Joment KaJpOBOM MOJTUTUKHU

3aBenyromuii kadeapoit

I'ocynapcTBeHHON 1
MYHHIIMITAJIBHON CITY:KOBI U [Ipodeccop, mokTOp
KaJIpOBOW MOJTUTHKHU 9KOHOMHYECKHX HayK

— ITomoB A.H.

Comomaxud A.H.



COAEPKAHHUE
1. [TepeueHb MIAHUPYEMBIX PE3YIIBTATOB OOYUYCHUS 110 aJaNTAIlHOHHON TUCITUTLUTHHE, COOTHECEHHBIX
C TUITAHUPYEMBIMH PE3YIbTATAMI OCBOCHHS TIPOTPAMMBL. .....cceeutrteeairteeantreeeteesaiteeesaureeeesnmeeeessnneeeeeens
2. O0beM U MeCTO aJlanTalMOHHON JucHUIUIMHBL B cTpykTrype OIT BO ..
3. ConeprkaHue U CTPYKTYpa alanTalliOHHONW TUCITUTUIAHBI

4. ®oH/I OIEHOYHBIX CPEICTB MPOMEKYTOUHON aTTECTAIINH 110 AAANTAIIMOHHON TUCITUTIINHE ............ 7
5. Meroauyeckue yKkazaHust st 00y4JarOIIMXCs TI0 OCBOCHHEO JTUCIIUTIIAHBL ........vveeeeereeeererreeesernnnas 12
6. YueOHast uTepaTypa u pecypchl HH(OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOMN ceTH "MHTepHer",
BKJIIOYAs TIepeUeHb YI4eOHO-METOIUYECCKOIO O0CCIICUCHHS TUCIIUTITHHBL ... . vveeeererreeessereeessereereeesennes 14
6.1. OcHoBHas UTEPATYPa (OUOTHOTCUHBIA (DOHIT) ..veeeerrereeerreeeierreeertnerreeessereeeessseeessnseeensssnnnes 14
6.2. JIOTIOTHUTEIBHAS JIATEPATYPA.« vvvvereeeesuerrrrreesessannnnsssseseesssesssssseeesssssssnnsssssseeessssssssssseeessannnes 14

6.3 HopmaTuBHBIE TPaBOBbIE JOKYMEHTHI. ..

6.4 VHTEPHET-PECYPCHI ...evveeeeeneerrreeeeennnnnns

6.5. CripaBOYHBIE CHCTEMBI
7. MatepuaiibHO-TeXHUYecKas 0a3a, MHPOPMAIIMOHHBIC TEXHOJIOTUH, IPOrPAMMHOE 00€CIICUCHUE U
MH()OPMAIUOHHBIE CITPABOUHBIC CHCTEMBI ....vveeeevreeeeerreeesereeessessnseeessessesesssssessssssessessssssseessnsessnnsnes 16




4

1. Hepe‘leﬂb IJIAHUPYEMBIX PE3YyJbTaTOB oﬁyqe}mﬂ mo a[laHTaIIHOHHOﬁ JAUCHUIJIMHE,
COOTHECECHHBIX C INIAHUPYEMBIMHU pPE3yJbTaTaMHU 0CBOCHUS IMIPOTrPaMMbI

1.1 [ducuumimnaa «OCHOBBI [AeJIONPOU3BOACTBA» o0eclevynuBaeT OBJaJeHUue cleayloniei
KOMIIETEHIM eI

IIK- 8 Braoenue Hagvikamu OOKYMEHMAALHO2O — OQOPMACHU  peuleHull 8  YHpasieHuu
Op2AHUBAYUOHHOU  (NPOU3BOOCMBEHHOU)  OesAMeNbHOCMU — Op2aHu3ayuii.  npu  GHeOpeHUuU
MEeXHON02UYeCKUX, NPOOYKINOBbIX UHHOBAYUL U OPSAHUZAYUOHHBIX USMEHEHUU.

dopmupoBanue [1K- 8 ocyiiecTBisercss B paMKax OJJHOIrO 3Tara, BKIOYaeT B ceOsl:

- TNOJy4YEHHE MPOYHBIX 3HAHMK B cdepe IOKYMEHTAIIMOHHOIO OOCCIICUCHUS YIpaBJICHUS
OpraHu3alni;

- YCBOGHHE OCHOBHBIX TOAXOJOB K IOPHANYSCKH TPAMOTHOMY COCTABJICHHUIO U O(OPMIICHHUIO
YIPaBICHUYECCKUX JIOKYMEHTOB, HUCIIONB3YEMbIX B OPraHU3alUsiX U MPEANPUATHIX Pa3inuHbIX (HOpM
COOCTBEHHOCTH;

- npuoOpeTeHHWE  MPAKTHMYECKUX  HABBIKOB  NPUMEHEHHUS  JECJIONPOU3BOJCTBECHHOMN
TEPMUHOJIOTUH, HOPMATHBHBIX W METOAWYECKHUX JOKYMEHTOB IIPH CO3JMaHMHM JOKYMCHTOB,
oOPMIIAIONIMX pEIICHUS B YIPaBICHUM OPraHM3alMOHHON (IIPOM3BOACTBEHHON) EATEIbHOCTH
OpTraHM3alMK MPU BHEAPEHUU TEXHOJIOTMYECKHX, MPOMYKTOBBIX MHHOBALMH WM OPraHU3allMOHHBIX
HU3MEHECHUH.

dopMHUpPOBaHKME KOMITCTCHIIUH 3aBEPIIACTCSA B TCUCHUE U3YUCHUS JTaHHON AUCIUILINHBL

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

- cthopmuposanvl 3Hanus:
- OCHOB JIEJIONPOM3BOJCTBA B OpraHax IrocyJapcTBEHHOM BiacTtu Poccuiickoit @enepaunu, opraHax
rocyapcTBEHHOH BiacTH cyObekToB Poccuiickoit denepannu, opranax MECTHOrO CaMOYIpaBIIeHUS,
TOCYAapCTBCHHBIX W MYHHUIMIAIBHBIX TPEANPHATHSIX MW YUIPSKICHUAX, OpraHu3amusx |
MPEANPUITHAX Pa3IHUHBIX (OPM COOCTBEHHOCTH;
- OCHOBHBIX MIPUHIIMIIOB OPTaHU3AIMH JCIONPON3BOICTBA U JJOKYMEHTO000POTa;
- OCHOB JJOKYMCHTAIIHOHHOTO 00€CIIeUeH s YIPaBIICHHUS;

- cthopmuposarvl ymeHusL:
- BIAJeTh TEPMHHONOTHEH B cdepe IeNmonpon3BOACTBA M JIOKYMEHTAIIMOHHOTO O0ecredeHHs
YIpaBlIeHUS;
- ONpEAeNATh KOMIUIEKC TOKYMEHTOB, HEOOXOIUMBIX Uil O(QOpMIICHUS pEIICHWH B YIpPaBICHUH
OpPTaHMU3aLIMOHHOI (ITPOM3BOACTBEHHOM) AEATENBHOCTH ;
- ACTONB30BaTh 3HAHKS OCHOB JIETIONPOM3BO/ICTBA B CBOCH MPOQECCHOHATBHON JeATENbHOCTH;
- COCTaBIISITh B COOTBETCTBHH C JISHCTBYIONIMMU HOPMaMH H TIPAaBUIIAMH HEOOXOJMMBbIC JOKYMEHTHI;
1.3. CTyaeHThbl 10J:KHBI OBJIAIETh HABBIKAMM
- JOKYMEHTAIILHOTO O(GOPMIICHHUSI PEIICHU B YIPAaBICHWU OPraHU3allMOHHON (IIPOM3BOACTBEHHON )
NEeSITeIbHOCTH OpTaHM3allMii TpPU BHEIPEHUH TEXHOJIOTMYECKUX, MPOMYKTOBBIX HHHOBAIMN HIIH
OpPTaHMU3aIIMOHHBIX U3MEHEHHM.

2. O0beM U MecTO alanTAllMOHHON AMCHMIIMHBI B cTpyKType OIl BO

Hucrummaa b1.B.JIB.12.01 «OcHOBBI I€I0MPOU3BOACTBAY» OTHOCUTCSA K JUCIMILUIMHAM I10
BbIOOPY BapuatuBHO# dactr Onoka b.1. Juctummina OI1 BO nanpasnenus 38.03.02 «MeHemKMEHT».
OcBoeHHe TUCHMILIMHBI OCYIeCTBIseTCS B 7 cemecTpe 4 kypca. OOmiast Tpy10EMKOCTh TUCITUILIMHBI
3 3E.

OcBoeHME TUCITUTIIIMHBI ONUPASTCS] U B3aMMOCBSI3aHO C TAKUMHU JTUCIUILTHNHAMHU Kak «Teopus
opranuzanuny, «lIpaBoBencHme»

061,(466 KOMUYECMB0 aAKAOeMUYECKUX uacoe, BbIOCNICHHbIX HA KOHMAaxKmH#ywo pa60my c
npenoaaeameﬂeM:



Tabauua 1
. O0beM JUCHUILIMHDI, Yac.
Bua yueOHBIX 3aHATHIH
U cCaMOCTOsITeJIbHAasi padoTa Beero Cemectp
P 1 [ 2 [ 3 [4]5]6] 7 | 8
Ounas popma odyuenusn
KontakTHasi padoTa o0y4aronuxcsi ¢ 54 54
npenoaaBarejieM, B TOM YHCJIE:
JeKirnoHHoro Tuna (JI) 18 18
npakTudeckoro (cemuHapckoro) tuna (I13) 36 36
CamocTosiTeqIbHAsA padoTa 54 54
ooyuarommuxcs (CP)
I[IpomexxyTounas dopma | 3auem 3a4uer
aTTecTalusA qac.
Oo6mas TpynoeMkocTh (dac./3.e.) | 108/3 108/3
dopma MpoMeKyTOYHON aTTECTAI[MH B COOTBETCTBHH C YISOHBIM IIJITAHOM— 3a4ET.
3. Conep:kaHue U CTPYKTYpPA alalTAIMOHHON AU CIUIIHHBI
Tabauna 2
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas padora TeKylero
00yJaKIIUXCSH C KOHTPOJIsI
Ne /it HaumeHoBaHue TeM npernoaaBarejaemM ycrneBaeMocCT
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3ansatuii | CP | u,
MPOMEKYTOY
J JIP n3 | KCp HOH
arrecranum **
Ounas popma odyuenusn
Hcropus pas3BuUTHUsA
CHUCTEMBI
Tema 1 | rocymapCTBEHHOTO 6 2 4 o
JICTTOTIPOU3BOICTBA B
Poccun
HopmartusHo-
METOIUYECKast 0aza
Tena 2 | ACTONPOH3BOICTBA. 16 ) 6 ? 0.y
OCHOBHBIC  TIOHATHS |
TEPMUHOJIOTUS
JICJIONTPOU3BOICTBA
OCHOBBI
Tema 3 | AORYMCHTHDOBAMHA, 12 2 6 4 0,113,y
OOmye HOpMBI U TIpaBHIIA
oopMIIEHHS TOKYMEHTOB
Tema 4 | Cuctembpl JOKYMEHTAIIUH 32 4 12 16 O, 113
Tema 5 | SI3pIK TOKyMeHTa 12 2 4 6 0, 113,y
Tema 6 Opranuszaiust paboThl ¢ 12 5 4 6 0. 113.Y
JIOKYMEHTaMHU
Tema 7 ApxuBHOE XpaHEHHE 10 > > 6 0.y
JOKYMEHTOB U JIeJ
KonbuaeHnaisHOCTD
“H(OpMAIMK U TPUHIIUIIBI
Tema 8 | ee obecrieueHuss B CHUCTEME 8 2 2 4 o
JIOKYMEHTAIIHOHHOI'O
obecriedeHvsl yIpaBJICHHS




[IpomexxyTouHas aTrecTanus 3a4er

Bcero: 108 18 36 54

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

Conep:xxanue afanTalHOHHON AU CHUIJIUHBI

Tema 1. Mcmopusa pazeumus cucmembi 20Cy0apCmMeeHHo20 deronpouzgoocmea 6 Poccuu
HenonpousBoactBo B [peBHepycckom rocynapctBe. I[IpukasHoe aenonpousBoactBo XV-XVII B.
Cucrema KOJIEKCKOrO Jenomnpous3BojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOIHHUTEIHHOTO»
nenornpousBoacTBa XIX — Hayana XX B. Opranuzanus genonpousBoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctea B 1945-1990 rr. CoBpeMeHHOE JeIOMPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmed. OCHOGHbLE NOHAMUSL U
MepMUHON02UA 0eNIONPOU3B00CMEa
CocTaB HOPMAaTHBHO-METOIMYECKON 0Oa3bl JEIONPOU3BOACTBA. 3aKOHOATEIbHbBIC akThl PD B cdepe
uHpOpMAIMK W JOKyMEHTAallMH. YKasbl, pacnopsokeHusi [lpesumenta P®, mnocraHoBieHus
[IpaBurenscTBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/IepaIbHBIX OPTaHOB UCTIONIHUTEIBHON BIIACTH,
perJIaMEeHTHUPYIOIIUE BOMPOCH JOKYMEHTAIIHOHHOTO o0ecriedeHusl. YHH(UIMPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue  kiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApPTH  HA
JOKYMEHTAIIHIO.
Oomas XapaKTepucTHKa TEPMHUHOCHCTEMBI JIEJIOTPON3BO/ICTBA. JlokymeHTOBenCHNE.
HenonponsBoactso. JlokyMeHT U ero GpyHKIuU (MHGOpMAIMOHHAS, OPTaHU3AIIMOHHAS, FOPUINIECKas,
BocnHuTateNnbHas 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. PexBusur
nokymenta, ®opmyisap — oOpasenl. bimank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MOJNeH JEI0OBBIX
nokymeHToB. Hymeparust crpanun. OdopmiieHHe JaT W HalMCaHWe 4YuCceNl B JOKYMEHTax.

CokpalliegHusi CJIOB M clioBocoueTaHuit B Tekcre. Odopmienue Ttabnui, ohopMIICHUE
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. Ha3nadeHue M COCTaB OpraHHU3alMOHHO-
npaBoBoil  JokymeHTanud. OdopmileHHEe OpraHU3allMOHHO-PABOBOW JIOKyMeEHTanuu (ycrasa,
TIOJIOKEHUS], MHCTPYKIIMH, IITATHOTO PACIHCAaHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopaauTeNbHON
nokymeHtanuu.  [lpomexnypa  wW3maHUS — paclopsIUTENBHBIX  JOoKyMeHToB.  Odopmienue
pachopsiIMTENbHOW  JOKyMEHTauuu  (IIOCTAaHOBJGHHWH,  YKa3aHMW,  TNPUKA30B,  peEIICHUH,
pacnopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMOHHOM JOKyMEHTanmud. Ha3HavueHWe MW cOCTaB  CIPABOYHO-
nHpOpMaIMOHHON  JokyMeHTanuu. OdopmieHne  CrnpaBOYHO-WH(POPMALMOHHBIX  JIOKYMEHTOB
(mokmamHOU, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJICHUM, MPEICTABICHUHN, MPEIIOKCHUH,
aKTOB, CIIPaBOK, IPOTOKOJIOB, CITy»KEOHBIX MMHCEM, TeIerpaMm, TeleoHorpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuib. CBOWCTBA (PKCTPATMHTBUCTHYECKUE) YIIPABICHUYECKOH WH(pOpPMAIIUH
(aKTyaJIbHOCTB, JIOCTOBEPHOCTb, OOBEKTHBHOCTb, aJPECHOCTb, yOSOUTENIBbHOCTh, IOJHOTA M [p.).
OcobenHocT  (PKCTPATMHIBUCTUYECKHE) OQUIIMAIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTh M ICHOCTh U3JIOXKEHUS, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MMHTBHCTHYecKHE). CTaHAapTU3aIMs JEKCHKU. YTIOTpeOsieHe
CTIEUAILHON JIGKIUH (TEPMHHBI M MPOPECCHOHANN3MEI, MPOpECCHOHANBHAS JKaproHHas JIEKCHKa).
VcrapeBmas nekcuka (apxan3Mbl M ucTopu3Mbl). Heomornsmsel. 3amMcTBOBaHHBIE cioBa. CioBa ¢




«yHHBepcalbHbIM» 3HaueHneM. CoKpallleHHbIe cjoBa (JIEKCHUeCKHEe COKpamieHus (abOpeBHatypsl),
rpaduueckue COKpamieHus). SI3bIKoBOW cTaHmapT aokyMeHTa. OcoOEHHOCTH pPEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIOTpeOieHHE S3BIKOBBIX (hOPMYJI-KITUIIIE., DTUKET JCIOBOT0 OOICHUS.

Tema 6. Opeanuzayus pabomul ¢ OOKyMeHmamu

[Topsimok IBHIKEHMS JTOKYMEHTOB B OpraHu3aivu. [IOHATHE «IOKyMEHTOOOOPOT» M €ro OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAlOIIMX B
opranm3zanuipo. [IpenBapuTenbHOE pPacCMOTpEHHE JOKYMEHTOB B CIIy)KOE JICIONPOU3BOICTBA.
OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOIAIIMX M MCXOIAIIMX JOKYMEHTOB. TeXHOIOruu 00paboTKu
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT ¥ KOHTDPOJIb 3a MCIIOJIHCHHEM JIOKYMEHTOB.
Opranu3zaiusi CrpaBOYHO-MH(POPMAIIMOHHONH pa0oThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). DopmupoBanue aen. CocraBieHHEe HOMEHKIATypbl nen. Ilomroropka,
oopmiieHHE e K c1ayue B apXuB.

Tema 7. Apxugroe xparerue 0OKYyMeHMO8 U Oell

ApxuB. JIoKyMeHTaNbHBI (QOHJI OpraHu3aluu (YUpexkaAeHHs). ApXHBHBIH (OHA. ApXUBHOE JENO.
ApxuBHBI noKkymeHT. Hcropust ¢opmupoBanus [‘ocymapcTBEHHOW apXUBHOW Ciy:kObl PO.
locynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapcrBennas yacte ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmiieHue paen K Iepefade B apXuB.
Odopmnenne nen IIUTENBHBIX CpPOKOB XpaHeHud. Ilepemaua menm B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

Tema 8. Kougudenyuanonocmov ungopmayuu u npunyunvl ee obecneyeHus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs YNpaeaieHus..

KondunennmansHocts uHpoOpManmu. Pexum cekperHoctu. ['ocynmapctBenHast TaitHa. CekperHoe
Ienonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEKPeTHOCTH MokKyMmeHTa. [lopsamok
paboThl UCTIONHUTENEH ¢ KOH(HICHINATbHBIMU JOKYMEHTAMH M MaTepuaiaMu. 3amuTa, oopadorka,
y4eT KOH(pHICHIINATbHBIX TOKyMEeHTOB. DOpMUpPOBaHUE U XpaHEHHE e, Y HUUTOKEHHE JJOKyMEHTOB,
JieT ¥ HocUTeneld MHPOpMAITHH.

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

4.1.1. B xoae peanuzaiuv AUCIMILIMHBI «OCHOBBI JIEIONMPON3BOICTBA» HCIIONB3YIOTCS CIACIYIONIHE
METO/IbI TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH O0YUATOIIMXCSL:
- NpU NPoBedeHUU 3aHAMUL IEKYUOHHO2O MUNA.:
HAOJIOIEHNE 3a TIOBEIECHMEM CTYAEHTOB BO BpeMS 3aHATHH, 3a MPOSBICHHEM
3aMHTEPECOBAHHOCTH K COIEP/KAHUIO 3aHATHS JEKIIMOHHOTO THIIA;
3aIOJIHEHHUE CTYICHTaMHM JIUCTa OOpPaTHOM CBsI3M (Tadiuia 3)
Tabmuna 3

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

BOIIPOCHI CTYJEHTaAM M OTBETHl CTYIEHTOB Ha IIOHUMaHUE HOBOW TEPMHMHOJOTUH, C
KOTOPOM 3HaKOMSTCS CTYIEHTHI Ha 3aHATHH (TI0 X0y 3aHATHS);
3a/1aHMsI CTYACHTaM JUISl IOATOTOBKU KOHCIIEKTA 3aHSATHUS;

- npu npogedeHUl 3aHAMUL CEMUHAPCKO20 MUna:

Tema 1. «Ocnoguble noHsmus 4 mepmMuHoI02Us 0enonpou3eo0cmeay (4 waca).

Bomnpock! 3aHATHS ceMUHAPCKOTo TUTIA:




Nk =

1.

—_—

OO0r1mast XapaKTepUCTHKAa TEPMHHOCHCTEMBI JETOIPOM3BOICTBA.

2. JlokymenToBenenue. [lenonpons3BoacTao.

3. Jokyment wu ero ¢yakumm (MHPOpMAIMOHHAS, OpraHU3alMOHHAS,  FOPUAWYECKas,
BOCITUTATENBHAS U JIP.).

4. Cucrema nokymentaiuu. JJokymenToo00opor. O0beM nokymeHToo0opoTa. HomeHkmaTypa ner.

dopmMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPAKHEHHE.

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

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocTtaB HOpMATHBHO-METOJMUECKON 0a3bl JISNOMPON3BO/ICTBA.

2. 3akoHonmatenbHble akThl PO B chepe nHDopManum u JOKyMeHTaluH.

3. VYkassl, pacniopspkenus [Ipesuaenta PO, [Toctanosnenus [IpaButenncTra PO.

4. HopMmaTwBHBIE TIpaBOBBIE  aKThl  (elepalbHBIX  OPraHOB  HCIIOJHHUTENHHOH  BIACTH,
peryiaMeHTHPYIOIINE BOMPOCHI JOKYMEHTAIIMOHHOTO 00ecIeueHHs.

5. YHU(HUIMPOBAHHBIC CUCTEMBI TOKYMEHTAIUH.

6. OoOmepoccuiickre Kiaccu(puKaTophl.

7. TocymapcTBeHHBIE CTAHAAPTHI HA TOKYMEHTALIHIO.

dopma TekyIero KOHTPoIs — OIpoc.

Tema 3. «Ocnogwl doxymenmuposanus. Obuue HOpMbL U RPABUIA OPOPMAEHUSL OOKYMEHMOBE)
(6 uacos)

Bomnpock! 3aHATHS ceMUHAPCKOT0O THIIA:

OcHOBHBI€ MOJIOKEHUS TI0 JOKYMEHTHPOBAHUIO YIIPABICHUYECKON JeATeIbHOCTH.

PexBU3UTHI TOKYMEHTA.

Bbnank mokymenTa. Pasmepsr Oymaru, pa3mMepsl OJIeH JeT0BbIX JOKYMEHTOB.

CoctaB u mpaBuia odopmieHHS PEeKBU3UTOB A0KyMeHTOB (cormacHo I'OCT P 6.30-2003):
odhopmIIeHHE JaT W HalHMCaHWE YHCEN B JIOKYMEHTaX, COKpaIleHHs CJIOB M CIOBOCOYETAHHUU B
TekcTe, o opMIICHUE TaOIMII U Jp.

b s

dopmMa TEKYIIEro KOHTPOJISI — OIPOC, MPAKTHUISCKOE 3aJIaHKe, VIIPAKHECHHE.

Tema 4. «Cucmema opeaHu3ayuoHHO-NPABosol OoOKymMenmayuuy (4 waca)
Bomnpock! 3aHATHSA CEMUHAPCKOTO THIIA:

[TonsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opraHusaiuu.

JlomKHOCTHASI HHCTPYKIUS

Cy>keOHBIH periiaMeHT.

[IItatHOE pacnucanue.

JloroBopHast JOKyMEHTaLUS.

dopmMa TEKYIIEro KOHTPOJIS — OIPOC, MPAKTHISCKOE 3aJJaHHKE.

Tema 5.«Cucmema pacnopsaoumenvhol OOKYMEHMayuy 8 OpeaHax 20Cy0apCmeeHHol 8iacmu
U Op2anax Mecmno2o camoynpasienusy (4 yaca)

Bomnpoce! 3aHATHS CEMUHAPCKOTO THIIA:

ITonsiTue pacnopsaUTENBHOM JOKYMEHTalUMHM B OpraHax TIOCYyJapCTBEHHOM BIACTM M OpraHax
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MECTHOI'0 CaMOYIIPaBJICHUS.
PacniopsaurenbHble TOKyMEHTHI, TPUHUMAaEMble KOJUIETHAIBHO U HAa OCHOBE €IMHOHAYAIHSL.

dopMa TEKYIIEro KOHTPOJIS — OIPOC, MPAKTHISCKOE 3aJaHKE.

Tema 6. « Cucmema kadposoti OOKYMEHMayuu 6 OP2anax 20CyOapCmeeHHOU 6I1ACMU U OP2AHAX
MecmHo20 camoynpasieHuay(2 vaca)

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

ITonarue kaapoBoil JOKyMEHTAIIUH.

TpynoBoi 10roBop.

Jlnunas kapTouka ¢popmsr T-2.

YHubuImpoBaHHasi CUCTeMa KaJIpoBor JOKyMeHTauu. [Iprukassl 110 JIMYHOMY COCTaBY.
OdopmIieHne 3amuceid B TPYIOBYIO KHIKKY.

IIpuka3el 0 KOMaHAUPOBAHNUU.

JInuHble fena ciyxanmx.

[Toowpenus.

JucuunnrHapHoe B3bICKaHHE.

dopMa TEKYIIEro KOHTPOIS — OIIPOC, MPAKTUUECKOE 3aJJaHHeE.

Tema 7. «Cucmema cnpagouHo-uHGOpMayuorHol 0oKymenmayuuy (2 uaca)

BOHpOCBI 3aHATUA CCMHUHApPCKOIro THIla:

JloknmamHble 3aMMCKU BHYTPEHHUE W BHEIITHHUE.
NHupopMalinoHHbIC U aHATUTHYECKHIE CITPABKHU.
CrpaBKu JIMYHOTO XapaKTepa.
OOBSACHUTEIBHBIC 3aITHUCKU.

CrnyxeOHast KOPPECIIOHICHITHS.

Buapr akToB.

IIpoToKOnBL.

dopMa TEKYIIEro KOHTPOJIS — OIPOC, MPAKTHISCKOE 3aJJaHKE.

Tema 8. «3vix Ookymenmax(4 uaca)

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. OduimanbHO-AeI0BON CTHIIb.

2. TpeboBaHuUs K TEKCTaM JOKYMEHTOB.

3. CranmapTu3amnusi JEKCUKH.

4. VmorpeOlieHHE CIEMUaTbHON JEKCUKH (TEPMHHBI M TPO(ECcCHOHAIN3MBL, MPOoQdecCHOHANbHAS
YKaproHHAs JIEKCUKA).

5. SI3BIKOBOM CTaHIAPT NOKYMEHTA.

6. OcobeHHOCTH peveBOro ITHKETA JIENIOBOM MMCHbMEHHON pedu.

dopmMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPAKHEHHE, MPAKTUUECKOE 3aJaHHeE.

Tema 9. «Opeanuzayus pabomol ¢ OoKymeHmamuy (4 uaca)
Bomnpockl 3aHATHS CEMUHAPCKOT'0O THIIA:

1. Tlopsmok ABM>KEHUS JOKYMEHTOB B OPTaHU3AIINH.



—_—

10

2. TloHsATHE «TOKYMEHTOOOOPOT» U €r0 OCHOBHBIC ATAIIBI.

3. JIOKyMEHTOMOTOKH. DKCIEIUIIMOHHAsS 00paboTKa JOKYMEHTOB, MOCTYMAKIIUX B OpraHU3allHIo.
[IpenBapuTeabHOE pacCMOTPEHHE JOKYMEHTORB B CIIy)KO€ JIeIONPOM3BOICTRA.

4. OcHOBHBIC dTambl 00PA0OTKH BXOASAIIMX U HMCXOISAIIUX JOKYMEHTOB. TexHomoruu 0o0padOTKH
JOKYMEHTOB. Perucrpaiius, y4er 1 KOHTPOJIb 3a UCIIOJHEHHEM JOKYMEHTOB.

5. Opranuzanus cCrpaBOYHO-WH(POPMAIIMOHHON PadOTHI (KapTOTEKH, aBTOMATH3UPOBAHHAS CHCTEMa
perucTpanuu 10KymMeHToB). @opmupopanue neia. CocTaBjicHHE HOMEHKIATYPHI €.

dopMa TEKYIIEro KOHTPOJIS — OIPOC, YIIPAKHEHHE, MPAKTUUECKOE 3aJaHHeE.

Tema 10. «Apxusnoe xpanenue 0oKymenmos u oen» (2 uaca)
Bomnpock! 3aHATHSA CEMUHAPCKOTO THIIA:

1. Apxus. JlokyMeHTaNbHBIH QOHM opraHu3auy (YUpeKeHus1). ApXUBHBINA (QOHI. APXHUBHOE JIEIO.
ApPXUBHBII TOKYMEHT.

2. HWcropus dopmupoBanus ["ocynapcTBeHHOM apxuBHOH ciry)Ob1 PO.

locynapcrBennast wactb ApxuBHoro gonma P®. HerocynapcrBennas dactb ApXuBHOro (oHzAa

PO.

4. DkcrnepTH3a IICHHOCTH JOKyMeHTOB. [loaroroBka, odopmieHHE Ael K Iepeqadye B apXuB.
OdopmIieHune nen JUTMTENBHBIX CPOKOB XpaHeHus. [lepenaya Jien B apXuB.

5. Hcnonb3oBaHue JOKYMEHTOB apXuBa.

W

dopmMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPaKHEHHE.

Tema 11. «Konguoenyuanbnocmov ungopmayuu u npunyunvl ee obecneuenusi 8 cucmeme
OOKYMEHMAYUOHHO20 obecneyenus ynpasienusy (2 uaca)

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

Kondunennmansaocts nHpOpMaiun. Pesxxum cekperHocTH. ['ocynapcTBeHHas TaifHa.
CexkperHoe nenonpou3BoacTBo. CeKpeTHOCTh U OIpeieIeHUE CTENEHU CEKPETHOCTH JJOKYMEHTA.
[Mopsinmok paboTel UCTIONHUTENEH C KOHPHICHIIUATEHBIMH JIOKYMEHTAMU U MaTepHAJIaMH.
3amura, 00paboTKa, yu4eT KOH(PHUICHIINATbHBIX TOKYMECHTOB.

dopmupoBaHUe U XpaHEHUE Je. Y HUUTOKEHHE JOKYMEHTOB, JIeNl M HOCUTENeH HH(POpPMAaIIUH.

dopma TekyIero KOHTPoIs — OIpoc.

4.2. Marepuaisl TEKYIIEr0 KOHTPOJIS YCIICBAEMOCTH

Matepuasibl  TEKYIIErO0  KOHTPOJNS  YCIHEBAEGMOCTH  MPEAOCTaBIsAOTCsS B (opmax,
aJaliTAPOBAHHBIX K KOHKPETHBIM OIPAaHUYCHHSM 370POBbS M  BOCHPHUATHSA  HMH(pOpMAIuu
00yJarOIIUXCS :

— 7 UL C HApYUICHUSIMH 3pEHUs: B MeYaTHOW (opMe yBETHMUCHHBIM MPUQPTOM, B hopme
AJIEKTPOHHOI'0 JOKYMEHTa, B hopme ayauodaiiia.

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

—  JUIs JIMI ¢ HapyLICHUSIMU OMOPHO-/IBUTATEIBHOIO arapara: B rmedatHoi ¢popme, B popme
AJIEKTPOHHOI'0 JOKYMEHTA, B hopme ayauodaiiia.

[lpu mpoBeneHUM NPOUETYPHl OICHUBAHUS PE3YJAbTATOB OOYYCHUS WHBAJIHIIOB W IIUI] C
OTPaHUYECHHBIMA BO3MOXXHOCTSAMM 3JI0pPOBbS IIPENYyCMATPUBAETCS HCIOIb30BAaHUE TEXHUYECKUX
CpeICTB, HEOOXOMAUMBIX MM B CBSI3H C WX MHIMBHUIYaJbHBIMH OCOOCHHOCTSIMH. DTH CPEICTBA MOTYT
ObITh nIpenoctasiieHbl Boponexckum umanom PAHXul C unm MoryT ucronbs3oBaThesi COOCTBEHHBIE
TEXHUYECKUE CPENCTBA.
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HpI/I HCO6XOIH/IMOCTI/I HWHBAJIWOaM U JIMaM € OrpaHNU4YC€HHBIMU BO3MOXKXHOCTAMU 3J0POBbA
MpEaOCTABIIACTCA AOIMOTHUTCIILHOC BPpEMS 1JIA ITOATOTOBKU OTBCTA HA BBITTOJTHCHUC 3aZ[aHI/II>'I

Meroauueckue MaTepHalbl, ONPEACIAIONINE MPOIEAYPEl OIECHUBAHUS 3HAHWH, YMEHHM,
HABBIKOB, XapaKTepPH3YIOMIUX dTambl (HOpMHpOBaHUS KoMIleTeHInH onpeneneHsl «llopsakom
MPOBCACHUA TCKYIICTO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOfI aTrTreCtaiuu CTYJICHTOB B
BopoHexxckoM  ¢unmane  (geaepasbHOro  roCyIapcTBEHHOrO  OIODKETHOrO  00pa3oBaTeIbLHOrO
yupexaennst «Poccuiickas akageMusi HapOAHOI'O XO3SHMCTBA M TOCYIapCTBEHHOW CIIYXOBI TIpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1.

4.3.01eH0YHbBIE CPENCTBA TS POMEKYTOUYHOM aTTECTAIINH.

[lpu mpoBemeHUM MPOIEAYPHl OIICHUBAHHS PE3yJIbTaTOB OOYYEHWs] HMHBAJIUJOB W JIUI[ C
OTPaHUYEHHBIMH BO3MOKHOCTSIMH 3J0POBBSl IIPEIyCMaTpPHBAETCS MCIOJIb30BAHHE TEXHUYECKHX
CpE/ICTB, HEOOXOMUMBIX UM B CBSI3H C MX WHIUBHUIYaJbHBIMH OCOOCHHOCTSMH. DTH CPEACTBA MOTYT
OBITH MTPEIOCTABIICHBI WIIH MOT'YT UCIIOJIb30BAThCSl COOCTBEHHBIC TEXHHUECKHE CPE/ICTRA.

[Ipr HE0OXOXMMOCTH WHBAIWAAM W JIAIAM C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3]IOPOBBSI
MIpeI0CTaBIsAeTCs JOMOMHUTEIFHOE BPpEMsI ISl TOATOTOBKU OTBETA Ha BBHIMTOJTHEHHE 3aJaHUI.

WucTpykiuss 1O TOpsAKY TPOBENEHUS TNPOIETyphl OLIGHWBAaHWSA MPEAOCTAaBISIETCS B
JNOCTynHOH ¢opme (ycTHO, B TNHCBMEHHOW QopMe, YCTHO C HCHONBb30BAaHHUEM  YCIYT
CYpAOIIEPEBOTUNKA).

HocrymHast gopMa MpeIoCTaBleHUsT 3aJlaHAi OICHOYHBIX CPENCTB: B Te4yaTHOH (opme, B
(hopMe DIIEKTPOHHOTO JOKYMEHTA, 3aJJaHusl 324U THIBAIOTCS aCCUCTEHTOM, 3aJIaHUsI TPETOCTABIISIFOTCS C
HCIIOJIb30BAaHUEM CYPIOIIEPEBOIA).

HocrynHas ¢opma TpemocTaBiICHUS OTBETOB Ha 3ajaHusl (MMUCBMEHHO Ha Oymare, Habop
OTBETOB Ha KOMIIBIOTEPE, C NCIOIB30BAaHMUEM YCIYT aCCHUCTEHTa, YCTHO).

[Tpu HEOOXOMUMOCTH [T O0YHYAIOIIUXCS C OrPaHHUYCHHBIMUA BO3MOKHOCTSIMHU 3JI0OPOBBSI U WHBAIUIOB
MpoIeypa OICHUBAaHUSI PE3YJbTATOB OOYUYEHHUsS 10 JUCIUIUIMHE MOXKET MPOBOJUTHCS B HECKOJIBKO
3TaroB.

YcnoBus aomycka oOydvaromierocsi K MPOMEKYTOYHOH aTTecTalid, IIKajdbl M IPOICAYpPHI
OllGHMBAHUs onpenerneHbl [lopsakoM nMpuMeHeHHs OauTbHO-PEHTHHIOBOW CHCTEMBI OI[SHKH 3HAHWI

oOyuaromuxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM mpuka3zoM oT 09 ceHTsIO0ps
2016 roma Ne 114-228/1.

BOHpOCBI IJIA IPOBEACHUA HpOMe)KYTO‘IHOﬁ aTTeCTAallMH 110 JUCHHITIINHE
«OCHOBBI ACIONpPOnU3BOACTBAY

. Tpaauiuu co3anusi JOKyMEHTOB, KX 0OpaOOTKH B XpaHeHus B JIpeBHEPYCCKOM rocynapcTae.

. [IpukazHoii mepron CTAaHOBJIEHUA U Pa3BUTHSI FOCYIaPCTBEHHOTO JEOMPOU3BOJICTRA.

. Cucrema KOJUIEKCKOTO JeJIONPOU3BO/ICTBA.

. Cucrema MHHHCTEPCKOTO «UCIIOTHUTEIHHOrO» enonpousBoacTea XIX - nagama XX BB.

. Opranmzanus genompousoactsa B 1917-1941 rr. CoBpeMeHHOE IET0MPONU3BOCTRO.

. HopmatuHo-nipaBoBas 6aza JJOVY.

. CyTb yHU(UKAIMY ¥ CTAHJIAPTH3AINHN B JIETOMPOU3BOCTBE.

. 3aKOHO/aTENbHBIC AKTHI 1 HOPMATHBHBIE JOKYMEHTBI, PErJaMeHTHPYIOIINE ACITEIbHOCTD CITYKOBI
JIENTOTIPOU3BOICTBA.

9. ®opmat Oymaru. Bunpl popMaToB, mpruMeEHsIEMBIX 7151 OPOPMIICHUS CITYKEOHBIX JOKYMEHTOB.

10. OdopmiieHre HyMmepallid CTpPaHMI[ Ha CIyXeOHbIX AOKyMeHTax. CrocoObl M Pa3HOBUIAHOCTH
oopmiieHHs 1aT B TOKyMEHTaX.

11 Bugpl cokpalieHuii CioB U CIIOBOCOYETaHHI.

12.CocTaB peKBU3UTOB JIOKYMEHTA.

13. biaHk TOKyMEHTa U BBl OJJAHKOB.

14.CucteMa opraHM3allMOHHO-PACTIOPSAUTENBHOMN TOKYMEHTAINH.

15. Buapl opranu3ainoHHBIX JOKyMeHTOB. OcOOEHHOCTH COCTaBICHUS 1 0hopMITEHHSI.

16. Bunsl paciopsauTenbHbIX JOKyMEHTOB. OCOOEHHOCTH cOCTaBICHHS U 0(hOPMIICHHS.

17. Bunsl nHQOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCOOCHHOCTH COCTaBIICHHS U O(OPMIICHHS.

0N DN bW~
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18. CnyxebHoe nucbMo. Buasl rcem. CocTaB peKBU3UTOB U CTPYKTYpa CITy»KeOHOTO IHChMa.

19. TpeboBaHus K COCTaBICHUIO U OPOPMIICHHUIO TEIErPaMM, TeleOHOTpaMM.

20. OcobeHHoCcTH 0hOpPMITEHUS JTOKIIATHOM, CITY)KEOHOH U O0BSICHUTEIILHON 3aIHCOK.

21. OcoO0eHHOCTH COCTaBICHUS U 0(DOPMIICHHS aKTOB U MPOTOKOJIOB.

22. Otnnure opUINaIbHO-ACIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH SI3bIKA U CTHIICH pedH.
23. XapaKTepuCTHKa OCHOBHBIX SKCTPaJIMHIBUCTHYECKIX OCOOCHHOCTEH JOKYMEHTA.

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

25. CranmapTu3aiys TeKCTa B JOKYMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHIMUIBI €ro opraHu3anvd. JJOKyMEHTONOTOKM B JOKYMEHTOOOOpOTe
MPEATIPHUSITHS.

27. Tlopsnok MPOXOXKIACHUS U HCTIOTHEHHS BXOJISIINX JIOKYMEHTOB.

28.IlepBoHauanbHas M penBapUTeNbHas 00paboTKa MocTynaronield KoppecnoH ICHIIHH.

29. TTopsAoK MOATOTOBKH U MPOXOXKICHUS 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. [Topsaok nmepenadu 11 B apXuB.

34. DxcnepTu3a EHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenadu Aei B apXuB.

36. ApxuB, apXUBHOE €0, APXUBHBIA JOKYMEHT.

37.I1opsinok gomycka u paboThl ¢ JOKYMEHTAMH B YMTAILHOM 3aJI¢ apXHBa.

38.ITonATHE «KOHOUACHIINATHLHOCT HHPOPMAIMN» U «CEKPETHOCTh B CHCTEME JICIIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro MeldH W 3aJa4d, TMPUHIUIBI 00eCTeYeHUs, MePbl OpraHH3alluOHHO-
MPABOBOM 3aIUThl KOH(PHUACHIIMAIBHONH HH(OpMAIMU M OOECIICUCHUS HAJISKHOM COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

40. OO0s3aHHOCTH CITYXKAIIlEro W OTPaHWYCHUS, KOTOPBIM IOJIBEPTracTCsl MEPCOHAN C TOYKH 3PEHUS
COOJIIOJICHUS PSKHMAa CEKPETHOCTH B pabOTe C IOKyMEHTaMH.

4.4 Metomuyeckrie MaTepHaIbl

Meroanveckie MaTepHasbl, ONPENCISIONME MPOIEAYPhl OICHUBAHUS 3HAHWH, YMEHHIA,
HABBIKOB, XapaKTepH3YIOMIUX JTambl (HOpMHpOBaHUS KoMIleTeHIUH onpeneneHsl  «llopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOﬁ arreéCtauu CTYJACHTOB B
Boponexckom ¢Qunmane (¢denepadbHOro TOCYIapcTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexaeHus «Poccuiickas akaaemus HapOAHOIO XO3SIMCTBA M TOCYIapCTBEHHOM CIIyXObl TpH
[pesunente Poccutickoit @enepanum» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus JJisi 00y4ar0IMXCsl M0 OCBOEHUIO M CUMIIMHBI

Memoduueckue yrazanusi no UCHOIL30BAHUIO paboOUell NPOSPaAMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHHPYEMBIX pPE3yJbTaTOB OOY4YeHUs M0 JAUCIUILIHHE,
COOTHECEHHBIX c TUTAHUPYEMBIMH pe3yabTaTaMu OCBOCHUS 00pazoBaTenbHON
MPOTrPaMMBITUCIUIUINHBI, ONPEIETUTE, YTO B PE3YJIbTaTe H3y4EeHHs JUCIUIUIMHBI BBl IOJDKHBI 3HATS,
YTO YMETh, YeM BJIaJIeTh, O YEM UMETh MPEACTaBICHUE.

2. [ToznakombTech ¢ pabodell mporpamMmoil AucHHILIMHBL Oco0oe BHMMaHHE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JIOKYMEHTOB, KOTOPBIMH CJEQyeT pYKOBOJICTBOBAThCS B
JIENTOTIPOU3BO/ICTBE.

3. Becy matepuan pacmpeznened mo temam. Crenyer u3ydaTh JUCHMILTMHY B TOM IOPSIKE,
KOTOpBIM TIpE/ICTaBlIeH B pa0odel mporpamMme JWCHUIUIMHBI, TaK KaK OH TOJAYMHSICTCS JIOTHKE
pacronoXeHus: MaTepuana, ciaeoBaTelbHo, Oonee 3hdekTuBeH.

4. Iocne 3HAKOMCTBA C TEOPETHUECKHMH TOJIOKEHUSIMH OTBETHTE Ha BOMPOCHI (BOIIPOCHI 1O
TeMme), B cydae 3aTpyIHEHUH BHOBb OOpaTHTECh K TEOPHH, HOPMATHBHEBIM MTPABOBBIM JIOKYMEHTaM I10
JMCITUTUINHE.

5. BeinmonauTte 3aanus 1o u3ydaeMbelM TeMaMmaMm. 1Ipu 3ToM HCHonb3yiTe NPEIoKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHET».
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Memoouueckue ykazanus no pabome ¢ 1umepamypou

Haubonee npeamnouTHTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MokHO
MPEACTaBUTh B BUJIE CIEIYIONIEr0 MPUMEPHOTO allTOpUTMAa:

O3HaKOMJICHHE C HACTOSIIUMH PEKOMEH JAlHSIMHU;

W3y4YeHHE OCHOBHOW y4eOHOH JINTEPaTyphl;

npopaboTKa JOMOTHUTENBHOH (yu4eOHON 1 HAYYHOH ) JIUTEPaTyPHI.

B X0A€ YTCHHA OYCHBb IIOJIC3HO, XOTA M HE O6$I3aTeHLHO, JACNIaTb KPAaTKHUE KOHCIICKThI
IIPOYUTAHHOI'O, BBIITMCKHU, 3aMCTKH, BBIJACIATH HEACHBIC, CIOXKHBIC IJIA BOCTIPUATUA BOIIPOCHL. B Oeisax
MNPOACHCHUA TMOCICAHUX HYXKHO 06pamaTLc;1 K OperogaBaTeilo. ITo 3aBCPIICHUN M3YYCHUA
PEKOMEHYEMOU JTUTEpaTyphl MOJIE3HO MPOBEPUTh YPOBEHH CBOMX 3HAHUW C MOMOIIBIO KOHTPOIBHBIX
BOMPOCOB JJIsl CAMOIIPOBEPKH.

HacrositensHo pekoMeHayercsi n3beraTh MEXaHMUECKOTO 3ay4HBaHHS Y4eOHOrO Marepuana.
[IpakTrka yOennTENbHO MOKa3bIBaeT: caMbiM 3((EKTHBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexkKay, a
riry0oKoe, TBOpUECKOe, CAMOCTOSTEbHOE MPOHMKHOBEHHE B CYILIECTBO H3Y4aeMbIX BOIIPOCOB.

HeoOxoquMo BECTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haa JIHTEpaTypHBIMH
ncrtoynukamMu. O0beM HHOOpMAIMU MO AMCUUIUIMHE HACTOJIbKO OOLIMPEH, YTO MM HE yHaercs
OBJIAJIETh B «IOCICIAHHUE IHW» TIepe] ceccueill, Kak Ha 3TO HHOI/IA PACCUUTHIBAIOT HEKOTOpPhIE
CTYIEHTBL.

HpOI/I3BOIII/ITC$[ KOHCIICKTUPOBAHHUE JIMIIb TEX MaTCpUalioB, HeOGXOZ[I/IMOCTB KOTOPBIX I
pabotel oueBumHa. [lonme3HO KpaTko 3amucaTh, O KAKAM CMEKHBIM BOMPOCaM B JAHHOW KHUTE
HMEIOTCS CBEIICHUS, HEOOXOAMMBIE B Oy IyIlIeM.

Memoouueckue pexomenoayuu 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.

CocraBinsercs miaH KOHCIIEKTHPYEeMOro TeKCTa.

3amuch Jydine BCero JieNaTh MO MPOYTEHHH HE OMHOr0 — JBYX a03aleB TEKCTa, a IENoro
naparpada Wi TaaBbl (ecid OHa HeOOombIast).

KoncnexkrupoBanue BefieTcs He C LENbI0 HIMETh ONPEAeTIeHHbBIE 3aIUCH, a /Ui Oojee OTHOro
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHUTH.

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

[ocne Toro, xak cienaHa 3amuch colepKaHus maparpada, TIaBbl, CIeNyeT MepeUnTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TNPOBEPUTH CeOsl, MPaBHIBHO JIM HW3JIOKEHO OCHOBHOE €ro
coJiepKaHHue.

TexHHKa KOHCIIEKTUPOBAHMUS:

1. KoHCniekTHpYys KHUTY OONBIIOT0 00beMa, 3aIHCh JIy4Ille BCEro BECTH B OOIICH TeTpajH.

2. Ha xaxmoi cTpaHuIle clieBa OCTABISAIOTCS MOJS MHPUHOM 25-30 MM A1 3amKUCH KOPOTKUX
10/[3ar0JI0OBKOB, KPAaTKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpaay UMEeT MOPSIKOBBIN HOMED.

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

5.1Ipu 3amucH IHPOKO HCIOAB3YIOT Pas3iMdYHBIE COKDAIIEHHS W YCIIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHCaHHOrO. PEeKOMEHAyercs NPUMEHSATh OOIIEYMOTPEONTENbHBIE COKPAIEHHMS,
Hampumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHbIN

1.6. — TOJDKHO OBITH H T.JI.

He cneqyer cokpariath IMeHa W Ha3BaHHUS, KPOME OUYEHB YaCTO MOBTOPSIOIINXCSL.
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B kxoHcmekTe He JOJIZKHO OBITH MEXAHHUYECKOI'O MEpCrChIBaHNA TEKCTA 6e3 IMPpOAyMbIBAaHH A
€ro coacpKaHus U CMBICIIOBOI'O aHalikn3a.

Koncmekr IIPUHECET MOJIb3Y 06yqalomeMycs[ TOJIBKO TOT'J1a, KOI'la OH COCTaBJICH JIMYHO WM.

Koncnexmuposarnue JleKlztulZ

YcTHOE M3NOKEeHHEe y4eOHOro MaTepuasia Wik Kakoro-Tmbo BOMpoca Ha 3aHSATHAX, JOJDKHO
KOHCITEKTUP OBATHCAL.

Cnymath JEeKIUI0 HaJg0 YMETh: TOJJACPKHUBATh CBOC BHHUMAaHUE, IOHSATh M 3allOMHUTH
yCTBIIIAHHOE, YJIOBUTH May3bl. B mpolecce M3MOXKEHHS MPENojaBaTeneM JICKIUH O00ydatomuncs
JIOTKEH BBISICHUTH BCE HETTOHSATHBIC BOIIPOCHI.

3anuchIBaTh COACPIKAHME JICKIIMKM HAI0 0053aTEeIbHO — 3TO CTYACHTHI IOJDKHBI YCBOUTH OYCHb
YeTKO. 3amucy MOMOTAlT IMOMACPKUBaTh BHUMAaHUE, CIIOCOOCTBYIOT NMOHMMAHUIO M 3alIOMHUHAHHIO
YCTBIIIAHHOTO, TIPUBOJUT 3HAHWE B CHCTEMY, CIYXaT OIOpPOH Ui IMepexoia K Oolee TIyOOKOMY
CaMOCTOSATEIbHOMY HU3yUEHHIO IIPeMeTa.

Memoouueckue cosemul no KOHCNEKMUpPOBAHUIO JleKlzﬂ/llZ.’

3amuch J0MKHA OBITh CHUCTEMHOW, TPENCTaBIATh COOOW COKpalleHHBI BapHaHT JICKIUH
npenogaBatens. HeoOXomuMo HayInuThCs CAyIIaTh, [yMaTh M 3alMChIBATh OJJHOBPEMEHHO.

3aruch BeeTcs 04eHb OBICTPO, YETKO, M0 BO3MOKHOCTH KOPOTKUMHU BBIPAKECHHUSIMH.

He npekpaias ciymiate npenojaBatesisi, Hy)KHO 3alHUChIBATh TO, YTO HEOOXOIMMO yCBOUTb.
Henb3s 3anuchiBaTh cpasy jKe BBICKAa3bIBAEMYIO MBICIb MpEroaaBaTesieM, CleAyeT ee MOHATh U IOCie
ATOr0 KPaTKO 3aMucaTh CBOMMH CIIOBAMH WJIM CIIOBaMHM IpernojaaBaTesis. BaxxHo, 4ToObI B HEil He ObLT
MOTEPSIH OCHOBHOM CMBICIT CKa3aHHOTO.

Ilpu 3ammMcu HEOOXOAMMO MOJB30BAThCS COKPAIICHUEM CJIOB W MPEIOKCHUH, Kak
00I1IeyIOTPEOUTEILHBIMH, TAK ¥ CBOMMH COOCTBEHHBIMHU.

JlaThl, *MEHA, Ha3BaHHsI, BHIBOJIbI, ONPECIICHUS 3aMUChIBAIOTCS TOYHO.

Crnenyer oOpaTWTh BHHMAaHHE CTyICHTaM Ha O(OpMIICHHE 3amHCH JeKIHu. s KakIoro
npenMera 3aBOAMTCS OTAebHAs TeTpaab. OTIMYHBIM OT OCTAJbHOIO IIBETA BBIACIATH OTICIbHBIC
MBICITH U 3aTOJIOBKH, COKpAIaTh OTIEIbHBIC CJIOBA U MPEIIOKEHHUS, UCTIONh30BaTh YCIOBHbBIC 3HAKH,
OyKBBI JIATUHCKOTO M TPEYEcKOro ajndaBUTOB, a TaKKe HEKOTOPbIC MPUEMBI CTEHOrpa(uvecKoro
COKpAIIICHHUS CJIOB.

[penycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
cocoOcTByeT, Ooinee TIIyOOKOMY YCBOGHHIO H3Yy4aeMOro Kypca, (opMHpyeT  HaBBIKH
MCCIIEIOBATENILCKOM PabOThl M OPUEHTHUPYET CTYJACHTOB Ha YMECHHE HPUMEHSTh TEOPETHYECKHE
3HAHHUS HA MIPAKTHKE.

6. YueOHas iuTepaTtypa u pecypchbl HHPOPMAIHMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UHTepHeT", BKIIOYAS NepedyeHb Y4eOHO-METOAMYECKOTro o0ecneyeHu sl AU CIUILTUHbI

6.1. OcHoBHasi MTepaTypa (0ndaAMoTEYHBIH GOHT)

1. Beikora T.A. [enonpousroacteo: Yueouuk. 'pud YMO MO PD, UHDA-M,2014.

2. Ka6amor C.}O. Opranuzanusi o0IIEro M CIENUAIBHOTO JeIONPON3BOJCTBA B OpraHax
MECTHOI'O camoymnpasjeHus: ¥YdyeoHoe nocodoue — M.: MHDA-M, 2013.

3. KysuenoB M.H. [lokymeHTannoHHOEe oOecrieueHHe YNpPaBICHUS M JICIONPOU3BOJICTBA:
y4eOHUK JJis1 OaKajaBpoB. — U3AaTenbcTBO FOpaiit, 2014.

6.2. JlonoJiHUTeIbHAS JUTEPATYpPA

1. aesinoBa 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. [lokyMeHTOBeneHHE W AEIONPOU3BOJCTBO (KOHCIEKT JeKIuil). — M.:
[Ipuop-uznart., 2010.



15

6.3 HopmaTnBHbBIe NPaBOBble JOKYMEHTbI

1. Koucturymuss Poccuiickoii ®epepanun (MpHHATa BCEHAPOAHBIM  TOJOCOBAaHHUEM
12.12.1993) (c yderom 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 ciyx0bl Poccuiickoit deneparuu: denepanbHblii 3aKOH OT
27.05.2003 Ne 58-03.

4. O TocynmapctBennoM repbe Poccuiickoit denepannu: denepaibHblii KOHCTUTYIIMOHHBIH
3aKoH oT 25.12.2000 Ne 2-®dK3 // Cobpanue 3akoHOoAaTenbcTBa Poccuiickoit denepammu. 2000. Ne 52
(a.1). Cr. 5021; 2002. Ne 28. Ct. 2708; 2003. Ne 27 (u. 1). CT. 2696.

5. O rocynmapcrBenHoil TaiiHe: 3akoH Poccuiickoit @enepanmnu or 21.07.1993 No 5485-1//
Co0panue 3akoHnonarenbersa Poccutickoit denepanuu. 1996. Ne 15. Ct. 1768; 1997. Ne 41. Ct. 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. O6 wuHpopManmy, HHOOPMANMOHHBIX TEXHOJIOTUSX H O 3amure uHbopMamu:
OenepanpHbIif 3ak0H 0T 27.07.2006 Ne 149-D3.

7. O s3pikax HapoaoB Poccuiickoit @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 rocynapctBeHHoM s3bike Poccuiickoit denepannu: @enepanbubiii 3akoH ot 01. 06. 2005
Ne 53-@3.

9. 006 apxuBHoM aene B Poccuiickoit ®enepannn: denepanbubiii 3akoH ot 22.10.2004 Ne
125-@3.

10. O6 snextponnoii noamucu: denepanbublii 3akoH oT 06.04.2011 Ne 63-D3.

11. O6 yrBepxnennn [lepeuns cBenenunit KoHUACHIMATBFHOTO Xapakrepa: Yka3 [Ipesnaenra
P® ot 06.03.1997 Ne 188 // Cobpanue 3akoHomarenbctBa Poccutickoit ®enepanuu. 1997. Ne 10. Cr.
1127

12. O6 yrBepxknennn [lepeuHsi cBeleHUI, OTHECEHHBIX K TOCYJAapCTBEHHOW TaifHe: YKa3
[pesunenta P® or 30.11.1995 Ne 1203 (pen. or 30.11.2016) // CoOpaHue 3aKOHOAATEIHCTBA
Poccuiickoit ®enepanmu. 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 MOTYT COCTaBJISAThH KOMMEPYECKYIO TailHy:
[TocranoBnenue mpaButenbcTBa P® ot 05.12.1991 Ne 35 (B pen. or 03.05.2002) // CGopHuk
[MocranoBnennii Poccuiickoit ®emepammu. 1992. No 1-2. Cr. 7; ColOpaHue 3aKOHOJATENbCTBA
Poccwuiickoit @eneparuun. 2002, Ne 41. Ct. 3983.

14. O6 yrBepxnenun [IpaBHi MOATOTOBKM HOPMATHBHBIX TPABOBBIX aKTOB (enepabHbIX
OpraHoB HCIOIHUTENRHOM BJIACTH M HX FOCY}IapCTBeHHOI\/’I perucTtpanyu: 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

I'ocynapcTBeHHBIE CTAHIAPTHI

1.TOCT P 6.30—2003. YuudunmpoBaHHas cucTeMa JIOKYMEHTAIMH. YHHU(pHIUpOBaHHAS
CHCTEMa OpraHU3AIlMOHHO-PACIIOPSIIUTEIBHON JOKyMEHTauu. TpeOoBaHHsS K  OQOPMIICHHIO
nokymeHToB. M.: 'occtanmapt Poccun, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucreMa JOKyMeHTanuu. [IpumaHue ropuanyecKon
CHJIBI JOKYMECHTaM Ha MAaIIMHHOM HOCHUTEJIE M MaIIMHOTPaMME, CO3/IaBa€MbIM CPEICTBAMHU
BBIYMCINTEIBbHON TexHuku. OCHOBHEBIEC ITOoKeHus . — M., 1985.

3. TOCT 7.1—84. bubmuorpadudeckoe omnmcanue pokymenta. OOmme TpeOoBaHUS U
MpaBmia cocTaBieHus.- M.: MI3a-Bo crangapros, 1995.

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

5.TOCT P 7.0.8-2013. Jlenonpon3BoACTBO U apXHUBHOE Aeno. TepMHuHBI U onpeaeneHus. M.:
@denepaabHOE ar€HTCTBO MO TEXHUYECKOMY PeryJupOBaHuIo U TexHonoruu, 2013.
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6. TOCT 17914—72. OOmoXKH JAen JUIMTENBHBIX CPOKOB XpaHEHWs.. THIBI, pa3Mephl,
TEXHUYECKHE YCIOBUSI.

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

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

I/IHcmpyKuuu, nepednu, npasujia u Memoouueckue pexomendauuu

1. Ilpuka3 denepanpHoro apxuBHOro areHrcrsa ot 23.12.2009 Ne 76 «OO0 yTBepkaeHUU
MeroauuecKkux peKOMEHalui 1Mo pa3paboTKe WHCTPYKIMHA O JIETONPOU3BOJCTBY B (eepanibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTHY.

2. Ilpukaz MunkynasTypsl Poccum ot 25.08.2010 Ne 558 (pea. or 16.02.2016) «O06
yTrBepkaeHUU «[lepedHss THIOBBIX YIPABICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3ylolIUXcs B
MpoIecce JAEATENbHOCTH TOCYNApCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpaBJIE€HUS H
OpTaHM3alINH, C YKa3aHHUEM CPOKOB XPaHEHHD.

3. OcHoBHBIC TpaBWiia Pa0bOTHl apXUBOB OpraHm3aiuii (omoOpeHbl pemenneM Komneruu
PocapxuBa ot 6 okTs16ps 2002 r.). M.: Pocapxus; BHUMIA/, 2003.

4. TIpuka3 Pocapxupa ot 19.01.1995 Ne 2 «O0 yTBep»KACHUN IPUMEPHOTO MOJIOKEHHUS O
IIOCTOSIHHO JAEUCTBYIOIIEH SKCIIEPTHON KOMUCCHH YUPEKICHUSI, OPTaHU3aLUH, IPEATPUSITHSI.

5. Meronuveckue peKOMEHJalui N0 YHU(UKAIMH TEKCTOB YIMPABICHYECKUX JOKYMEHTOB.
M.: BHUMJAZ, 1998.

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 Ne 65-ct «O mpuUHSTUU U BBEICHHUU B
neiicTBUe TocyaapcTBeHHoro craHaapra Poccuiickoit @enepanuun" (BMecte ¢ "I'OCT P 6.30-2003.
TlocynapcrBennsiii crangapt Poccuiickoit enepannu. Y HUQUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIINH.
YauduimpoBaHHas cUCTeMa OpPTaHU3AIMOHHO-PACTIOPSIIUTEIBHON JOKyMeHTanuu. TpeOoBaHus K
o(hOpMIIEHHUIO TOKYMEHTOBY)

7. Hopmbl BpeMeHHM MO JOKYMEHTAIIMOHHOMY OOECIICYEHHIO YIPaBICHYECKUX CTPYKTYD
(denepalbHBIX OPraHOB HCIOJHUTEIbHOW Biactd. I[locranoBnenne MunTpyma Poccuiickoit
®enepanuu ot 26.03.2002 Ne 23.

8. Ilpukxaz MuHHcTepCcTBa CBSA3M W MAacCOBbIX KoMMyHuKauuid Poccuiickoit denepanuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O0 yrBepxaenuu [IpaBui okasaHus yCIyr MOYTOBOU
CBSIZW».

9. TocynmapcTBeHHas CHCTEMa JOKYMEHTAIIMOHHOrO oOecriedeHusl ynpasieHUs. OCHOBHBIC
nojokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTAM W CIIy)KO0aM JTIOKYMEHTAI[HOHHOTO oOecriedeHus
(omobpena komterueit I'maBapxusa CCCP 27.04.1988, Ipuka3 ['maBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBuimaMu 3aNIOTHEHHSI OCHOBHBIX PEKBU3HTOB PETHCTPAIIOHHO-KOHTPOIBHEIX (OpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICUCHUS YIIPABIICHUS).

6.4 UnTepHeT-pecypcehl

1. OBC IPRbooks (http://www.iprbookshop.ru/)
2. OBC JIAHD (https://e.lanbook.com/)

3. DBC IOPAUT (http://www.biblio-online.ru/)

6.5. CnpaBoyHble CHCTEMbI

1. KoHcynbTaHT 1UTIOC
2. Tapant

7. MatepuaibHO-TeXHMYecKast 6a3a, MHPOPMALIMOHHBIE TEXHOJIOTHH, IPOrPAMMHO€
odecrieyenne u HHGOPMALUOHHBIE CIPABOYHbIE CHCTEMbI
7.1. Jocryn x wH(MOpMaMOHHBIM U OuOIHOrpaduvecknuM pecypcam B cetd MHTepHET st
Ka)XJIOTO 00y4arolerocss MHBAINAA WA 00YyYaIOIIerocsi ¢ OrpaHuYeHHBIMA BO3MOKHOCTSIMU 3JI0POBBSI
obecredeH NpeoCTaBICHUEM eMy He MEHEe 4eM OHOTO Y4eOHOIr0, METOIMYECKOro IEYaTHOrO W/ UIH
SIIEKTPOHHOTO W3JaHWsA 10 aJaNTaldOHHOW JUCHHIUIMHE (BKIIOYAs OJIEKTPOHHBIE — 0a3bl
MEPUOANICCKUX WU3aHuil), B popMax, alanTHPOBAHHBIX K OTPAHUYCHUSIM HX 37I0POBbSI M BOCIIPHUSATHUS
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WH(POPMAIIH:

Jnist oOydaromuxcst ¢ HapylUICHHSIMA 3PCHUSL:
— B TIe4aTHOH (opme yBeTHMUSHHBIM HIPH(PTOM;
— B (opMe INEKTPOHHOTO JOKYMEHTA;
— B (opMe ayTroTPaHCISIUH C HCIIONBb30BAHHEM MPOrPaMMbl CHHTE3a PEUH;
—  WCIONb30BAHHUE MTOMOIIN ACCHCTEHTA.
Jnst oOyqaronmxcs ¢ HapyIICHUSIMU CITyXa:
— B me4atHoi dopme;
— B (hopMe IEKTPOHHOTO JOKYMEHTA;
— B (hopMe aynuOTPaHCIALNH C UCTIOIb30BAaHHEM IIPOrPAMMBI CHHTE3a PEYH;
—  HUCTONB30BaHUE MOMOIIH ACCHCTEHTA.

JIi1st 00y9aroIuXCs ¢ HapYIICHUSIMUA OTIOPHO-IBUTaTeIbHOTO arnmapara:
— B me4atHoi dopme;
— B (hopMe NEKTPOHHOTO TOKYMEHTA;
— B (hopMe ayTHOTPAHCIIAINH C UCIIOIB30BAaHHEM IIPOrPAMMBI CHHTE3a PEYM;
—  HCIOJIb30BaHKE MOMOIIN aCCHCTEHTA.

7.2. ConepkaHue aJanTallMOHHON TUCIMILIMHBI Pa3MEIICHO Ha caiTe HH(OPMAIMOHHO-

KOMMYHHKaIHOHHOM cetn MuTtepuer: http://vrn.ranepa.ru/

7.3. Jlnd KOHTAKTHOM M  CaMOCTOSTEIBHOH pPabOThl  HCHONB3YIOTCA  CICHYIOIIUE
MYIBTUMEINHHBIE KOMIUICKCHI, 3JEKTPOHHBbIC YYEOHHKH W Yy4eOHble MOCOOMS, ananTHpOBaHHBIE K
OTpaHWYCHHAM 3I0pOBbsi oOydatommxcs: «KoHcynbranT mmocy, «[apaHt», «YHUBEpCHUTETCKAS
oubnmmoreka on-liney.

Wudopmanmonnsie cpeactBa OOy4deHHUs: DICKTPOHHBIE YYeOHHKH, ydueOHbIe (QHIBMBI IO
TEeMaTUKe JTUCIHILUINHBL, IPE3CHTAINH, HHTEPAKTUBHbBIC YUeOHbIC M HATIISIHBIC TIOCOOUS, TEXHUYECKUE
Cpe/cTBa TpeAbsBIcHUS WHpopManuu (MHOTO(QYHKIIMOHAIBHBIH MYJIbTUMEIUHHBIA KOMILIEKC) H
KOHTPOJISI 3HAHUH (TECTOBBIE CUCTEMBI).

MHOroyHKIIMOHATBHBIA MYTbTHMEINHHBIA KOMIUIEKC B JICKIIMOHHOW ayTUTOPHH.

Y4eOHbIe mocoOus I 00YYarOIIUXCsl ¢ HAapyIISHUSIMH 3peHust (cormacHo 1. 6.5. MuTepHer-
pecypchl).

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

VY4eOHbie TOCOOUS U y4eOHUKH JUTsl 00yUalomUXCcsl ¢ HapYIICHUSMH OIOPHO-IBUTATENLHOTO
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$[
HHBAJINIO0B:

Jli1st 00y9aronuuxcst ¢ HapyIISHUSIMA 3PEHUS:

MporpaMMHBIC CPEICTBa, OOECIeYMBAlOIIMe MPOCMOTP BuacodaitoB B (opmatax AVI,
MPEG, DivX, RMVB,WMV;

ITaker Access;

MicrosoftWord, MS PowerPoint, Internet — Explorer;

MAGic — nporpaMma 3KpaHHOTO YBETHUCHHUS;

banabosika — mporpaMMa CHHTE3a PeuH;
Coll Reader — nporpamma cuHTE3a peuu;
Jaws — mporpamMma pe4yeBOii HaBUTaIUU.

Jiist 00yJaromuxcst ¢ HapyUICHUSIMU CITyXa:
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MpOrpaMMHBIC CPENICTBA, OOECIeUMBAOIIME NPOCMOTp BHucodaiaoB B dopmarax AVI,
MPEG, DivX, RMVB,WMV;

ITaker Access;

MicrosoftWord, MS PowerPoint, Internet — Explorer.

Jiist 0Oy4aromuxcst ¢ HapyIeHUsIMUA OMTOPHO-JIBUTATENLHOTO ariapara;
MporpaMMHBIE CpPEICTBA, O0eCIeunBalonie MpocMOTp BuacodaiioB B ¢opmarax AVI,
MPEG, DivX, RMVB,WMV;

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

OOecrnieunBaeTcsi BO3MOXKHOCTh OECIPENATCTBEHHOrO JOCTyIa O0YdYarolMXCs WHBAJIHMIOB B
ayIUTOPHH, TyaJICTHBIC M JAPYTUe MOMEIICHHUS, a TAaK)Ke MX MPEObIBAaHUS B yKa3aHHBIX MOMEIICHHUIX
(Hanuuue TaHIYCOB, TOPYYHEH, PAaCIIMPEHHBIX ABEPHBIX MPOEMOB, ayAUTOPUS pacIiojiaracrcs Ha
MIEPBOM 3TaXKe, HAJTMYNE CIICIUATBHBIX KPECEN U JPYTrUuX MPUCIIOCOOJICHUH ).

Y4eOHbIC ayAIUTOPUU JJIS BCEX BHJIOB KOHTAKTHOW M CaMOCTOSTEIBHOW pPaOOThI, HaydHas
OuONIMoTeKa W WMHBIC TOMEIICHUS i1 OOYYEeHHs OCHAIICHBI CIICIUATIbHBIM O0OPYAOBaHHUEM U
y4€OHBIMA MECTaMH C TEXHUYCCKUMH CPEACTBAMH OOYUEHUS JUIS OOYYarOIIUXCsA ¢ OrpaHUYCHHBIMU
BO3MOKHOCTSIMH 3I0POBBS U 00YUAIOIIMXCS HHBAJIUAOB C Pa3HBIMY BHJIAMHU OIPaHHUYCHHUH 3710pOBbS:

- C HApYLUEHUAMU 3PEHUS:

OpaiineBckas KJaBuaTypa Jjisi BBoja HH(POPMAIUH;

YBENUYUTENh HH)OPMAIIMU HA MOHHTOPE;

HEBU3YaAJILHBIN TOCTYT K MH(OpMAIINY;

IIPOrPaMMBI-CUHTE3aTOPBI PEUH;

JIPYrUX TEXHUYECKUX CPENCTB MpHeMa-nepenadyn ydeOHOH WHQOpMAIlMU B JOCTYITHBIX
bopmax [uist CTYICHTOB C HAPYIICHUSIMU 3PCHUSI.

- C HapyLIEHUAMH ClIyXa:
cpencTBa OecIpoOBOAHON Mepeauu 3ByKa (epCOHAbHBIA YCHIIUTEb 3ByKa, HAYITHUKH);
ayIUTOPHBIE KOJIOHKUY,

- C HapyIIECHUSIMUA OTTOPHO-JIBUTATENHLHOTO ariapara:

ClicaJIbHO OTBCACHHLIC MCCTA JId MHBAJIUIAOB B ayJUTOPUH, NMOMCYCHHBLIC CIICIHAJIbHBIM
3HAKOM M HaXOJISIINECS B MAKCUMaJIbHOW OJIM30CTH OT BXOJIA;

aNbTepHATHBHBIC YCTPOCTBA BBO/IA MH(OpMAIINH;

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

Jnst MatepuanbHO-TEXHHYECKOTO O00ECIeueHHs TUCIHIUIMHBL UCIONB3YIOTCS: ayTUTOPHBIN
(OHJ; KOMIBIOTEPHBIH KJacc C BO3MOXHOCTBIO JIOCTyNa K CHPaBOYHO-TIOMCKOBBIM CHCTEMaM
WH(POPMAIMOHHO-TIPABOBOTO O0ECIIEUEHHsI U C YCTaHOBIICHHOW MPOrpaMMOH Uil KOMIBIOTEPHOI'O
TECTUPOBAHUA 3HAHUH CTYACHTOB II0 TEMaM JUCHHUIUIMHBI; CIICHUAJIM3WPOBaAHHAA ayIUTOPUA C IIK u
MYJIBTUMEIUHHBIM MTPOSKTOPOM; OMOMMOTeUHO-HH(pOpMAMOHHBIE pecypchl. B ydueOHOM mpomecce
HCIOB3YIOTCS CIAEAYIOIIME MPOorpaMMHbIe mpoaykThl: MicrosoftWord, MS PowerPoint, Internet —
Explorer.

7.5. CripaBOYHBIE CHCTEMBI

Koncynprant moc
l'apant



