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

Bopounexckuii guianan

Mex1yHapoJHO-IPaBOBOM (haKyIbTeT

Kadenpa rocymapcTBeHHOM U MyHUITUTIATBHOM CITYKObI M KaJIpOBOW MOJTUTHKH

Yr1BepxkeHa

petenrneM Kadeapsl

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

PABOYAS ITIPOI'PAMMA JUCHHUITJIMHBI
b1.B.04 «OcHOBBI 1eOITPON3BOICTBAY

T10 HaIpaBJIEHUIO TIOATOTOBKU
38.03.04«I ocymapCTBEHHOE U MYHHUITATIATHLHOE YIIPABICHUE)»
[Mpoduns «YnpasiieHre B TOCYTapCTBEHHONW U MYHHIIMITABHON CITYyKO€ U KaJpoBasi TIOJIMTHKAY

Kpanudukarus 6akanasp

OYHas, 32049Hast POPMbI 00yUCHUS

(mabop 2015 roma)

Boponex, 2016 1.



ABTOpP—COCTABHTEJIb:

I'ocynapcTBeHHON 1
MYHHIIMITAJIBHON CITY:KOBI U
Jorent KaJpOBOM MOIUTUKHU

3aBenyromuii kadeapoit

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

— TlomoB A.H.

Comomaxud A.H.



COJAEP)KAHUE

1. [lepeyeHpb MIaHUPYEMBIX PE3YJILTATOB O0YUEHUS MO AUCHUILIMHE, COOTHECEHHBIX C IIAHUPYEMBIMHU

PE3YIABTATAMH OCBOCHHS TIPOTPAMMDBI .....ceeeiuutteeeuttteesaiteteetesatateesautaeeeaastteeaaseaeseeesanteeesssseeesansaeessannes 4
2. O6beM 1 MecTO TUCHMILTAHBI B CTPYKTYPE OIT BO ...iiiiiiiiiiiiiiicce e 4
3. Conep>KaHUE U CTPYKTYPA IACIIATIIIIHBL. .....eeeeueevvrerressssnnsrseessseesessssssssseeeesssssssssssssssseeessenssssseseees 5
4. ®OH/T OLIEHOYHBIX CPEJICTB MPOMEKYTOUHON ATTECTAIIMH TIO JUCIHIIITHHE. ......eveeeeeeeeeeeenneeeeneeeanns 8
5. Meroauueckue yka3aHus AJsl 00yHIarOIIIXCS 110 OCBOCHHIO JHCIIUTUTHHBI .........eeeeeeeeieeneeenieeeenns 13
6. YueOHast uTepaTypa u pecypchl HH(OPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH "MHTepHer",
BKITIOYAs TIepeYeHb y4eOHO-METOUIECKOTO 00SCTICUCHMUS TUCTIUTUIMHBL . ...c.evvieneieeeeeieeeeeenneeaeenneeenns 15
6.1. OcHoBHas UTEPATYPa (OUOTHOTCUHBIA (DOHIT) ..veeeerreeeeerreeeeerreeerrnerreeesereeeessreessssseeensssnnnes 15
6.2. JIOTIOTHUTEIBHAS JIATEPATYPA. v vvereeeesseerrrreeessasansnnsssssseeesessssssseeessssssssnssssssseeessssssssssseeeessnnnes 15
6.3 HOpMATHBHBIC TIPABOBBIC JOKYMEHTDL........vveeeeeeesuerrrereaseeseesssassssereessesssssssseeeesssessssssssssseesssnnnes 15
(T T 12 )= (51 K 0 1S 07 013 ) SRS 17
6.5. CITPABOUHBIC CHCTEMBL.........uuuvvvvereeeessensrsreesseeeeesssssssseeesssasssssssssssseeesssnsssssssessssmssssssssssseeeesns 17

7. MaTepuasibHO-TeXHUYeCcKas 0a3a, MHPOPMAIIMOHHBIC TEXHOJIOTHH, IPOrPAMMHOE 00€CIICUCHUE U
WHQOPMAITUOHHBIE CITPABOUHBIC CHCTEMBI .....eeeuevieeueieeieeanaseeesnseeaneeeanseesnseeaasseasseesaanseeaaneeesnseesnseeans 17



4

1. Hepe‘leﬂb IJIAHUPYEMBIX PE3yJabTaTOB oﬁyqe}mﬂ Mo JMCIMIIJIMHE,
COOTHECECHHBIX C INIAHUPYEMBIMHU pPE3yJbTaTaMHU 0CBOCHUS IMIPOTrPaMMbI

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

IIK — 15  Vwmenue eecmu 0enonpouzeo0cmeo u 0OKyMeHmooOopom 6 Opeanax 20Cy0apcmeeHHOuU
enacmu Poccuiickoti @edepayuu, opeanax eocyoapcmeeHunou enacmu cybvexkmog Poccuiickoii
Dedepayuu, O0OpeaHax MeCcmHO20 CAMOYNPABLEHUs,  20CYOAPCMBEHHbIX U  MYHUYUNATbHBIX
NPeOnpuaAmuUAX U YUpeHCcOeHUsax, HAYUHbIX U 00pA308AMENbHBIX OPSAHUAYUAX, NOJUMUYECKUX
Napmusix, KOMMEPUeCKUx 1 HeKOMMePUECKUX OPeAHUZAYUSIX.

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

- TOJy4YeHHE TMPOYHBIX 3HAHMW B cdepe TOCYIapCTBEHHOr0 W  MYHHIIMIIAILHOIO
JIeTIONPOU3BOICTBA;

- YCBOCHHE OCHOBHBIX IMOJIXOJIOB K IOPUIMYECKH IPAMOTHOMY COCTaBIICHHIO U O0()OPMIICHHIO
VIIpaBJIEHYECKNX CIYKEOHBIX JTOKYMEHTOB, HCIIONB3YEMBIX B OpraHax rocyJapCTBEHHOW BIAacTH U
OpraHax MECTHOIO CaMOYIIPABJICHHUS, OpraHu3aldsAX ¢ MPEANPHATHIX Pa3IMYHBIX  (PopM
COOCTBEHHOCTH;

- npuoOpeTeHHWEe  MPAKTHMYECKUX  HABBIKOB  MPUMEHEHHUS  JCJIONPOU3BOJCTBECHHOMN
TEPMUHOJIOTUH, HOPMATHBHBIX M METOIUYECKHX JOKYMEHTOB IIPH CO3JaHHH JOKYMEHTOB M
OpraHu3anuy padoThl ¢ HUMHU.

dopMHUpOBaHME KOMIICTCHIIUH 3aBEPIIACTCSA B TCUCHUE U3YUCHUS JTaHHON AUCIUILINHBL

1.2. B pe3yabTare 0CBOEHUS AMCUUILIIUHBI Y CTYACHTOB 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 06p330BaTeIH)HLIX
opraHvsanusiax, NOJUTHYCCKUX MAPTHUAX, KOMMEPUYCCKNX U HEKOMMCPUYCCKUX OpTraHrU3aluigX,
- OCHOBHBIX MIPUHIIMIIOB OPTaHU3AIMH JCIONPON3BOICTBA U JJOKYMEHTO000POTa;

- cthopmuposarvl ymeHusL:
- 00BSCHUTH coliepKaHne, CYITHOCTh U OPTaHMU3aIUIO JIENONPOU3BOJICTBA B cdepe rocyapcTBEeHHON
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 OBJIAIETh HABBIKAMM

- BEJICHUS JCJIONPOU3BOJICTBA U JOKYMEHTOO00POTa B OpraHax rocy1apcTBEHHON BiacTH Poccuiickoit
denepanyy, opraHax ToOCYJapCTBEHHOW BIacTH CyObekToB Poccuiickoii ®emepanuu, opraHax
MECTHOT'O CaMOYMpPAaBJIE€HUS, FOCYJapPCTBEHHBIX U MYHHUIMIAJIBHBIX MPEANPUATHAX U YUPEKICHUSX,
HaydyHbIX M 00pa30BaTEIbHbIX OPTraHM3AlUAX, MOJUTHUYECKHUX MapTHUAX, KOMMEPYECKHX H
HEKOMMEPUECKUX OpraHu3aIusix.

2. O0beM U MeCTO ITMCHUILIMHBI B cTpyKType OIl BO

Hucrunmmaa b1.B.04  «OcCHOBBI ~ AETOMPOM3BOJCTBA» OTHOCHUTCS K  TUCITUILIMHAM
BapuaTuBHOM vactu Onoka b.1. gucrummma OIl BO nanpamnenus 38.03.04 «["ocymapcTBeHHOE |
MYHUIUIAJIbHOE yrpaBieHue». OcBOEHHE MUCHIUIUIMHBI OCYIIECTBISIETCS B 3 ceMecTpe 2 Kypca 1o
o4yHOi (opMe oOydeHHs M Ha 2 Kypce Mo 3aodHoil ¢opme oOydeHus. OOmas TpymoEMKOCTb
mucuuiuiael 3 3E.

OcBoeHHE IUCHUIUITMHBI ONUPAETCs W B3aUMOCBSI3aHO C TaKHUMH JUCIUTUIMHAMH Kak
«[ocymapcTBeHHass M MyHUIIMNAIBbHAS CIyx0a», «KOHCTUTYIIMOHHOE MPaBo», « AIMUHUCTPATHBHOE
npaBo», «Teopus ynpaBieHus», « ITHKa TOCYAaPCTBEHHON 1 MyHHIIUNIATIHHON CITYKOBI».

061,(466 KOMUYECmMB0 aAKAOeMUYECKUX uacoe, BbLOC/ICHHbIX HdA KOHMAaxKmHywo pa60my c
npenodaeamexzexw:



Tabauna 1.1

. O0beM JUCHUILIMHDI, Yac.
Buj yueOHBIX 3aHATHIH
U caMocTosiTe/IbHasi padoTa Beero Cemecr
P 1 2] 3 [4]5]6]7]8
Ounas popma odyuenusn
KontakTHas padoTa o0y4aronuxcsi ¢ 54 54
NpenojaaBareieM, B TOM YncJie:
JeKirnoHHoro Tuna (JI) 18 18
npakTudeckoro (cemuHapckoro) tuna (I113) 36 36
CamocTosiTeIbHAsA padoTa 00y4aroIuXxcsi 54 54
(CP)
I[IpomexxyTounas dopma 3auem 3a4er
aTTecTalus Jac.
Oo0masi Tpy10eMKOCTh (4ac./3.e.) 108/3 108/3
Tabmuna 1.2
. O0beM JUCHUILIMHDI, Yac.
Bua yueOHBIX 3aHATHIH
U caMocTosiTe/IbHasi padoTa Beero Kype
1 | 2 |3 14 |5
3aounasn ¢popma odyuenusn
KontakTHas padoTa o0y4aronuxcsi ¢ 12 12
NpenojaaBareieM, B TOM YncJie:
nekuroHHoro tuna (JI) 4 4
npakTudeckoro (cemuHapckoro) tuna (I13) 8 8
CamocTosiTesibHas padoTa odyuaomuxcsi (CP) 92 92
IIpoMexxyToUHasi aTTECTAIUSA ¢opma 3a4er 3ayer
yac. 4 4
Oo6mas TpynoeMkocTh (uac. / 3.e.) | 108/3 108/3
dopma MpoMeKyTOYHON aTTECTAI[MH B COOTBETCTBHH C YISOHBIM IIJITAHOM— 3a4YET.
3. ConepskaHue U CTPYKTYPa AUCHUILINHBI
Tabmuma 2.1
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas padora TeKylero
o0yuarouiuxcsi ¢ KOHTPOJIsI
Ne i/ HaumeHoBaHue TeM npernoaaBarejaemM ycrneBaeMocCT
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3ansatuii | CP | u,
POMEXKYTOUHO
J JIP n3 | KCp i
arrecramum **
Ounas popma odyuenusn
Hcropus pas3BuUTHUA
CHUCTEMBI
Tema 1 | rocymapCTBEHHOTO 8 2 2 4 o
JIeTIONPOU3BOICTBA B
Poccun
HopmarusHo-
METOUYECKast 0aza
Tema 2 | nemonpous3BOACTBA. 16 2 6 8 0,y
OCHOBHBIC  TIOHATHS |
TCPMUHOJIOTUA




JICTIONTPOU3BOICTBA
OCHOBBI
Tema 3 | FORYMCHTHDOBAHML. 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 Opranuszaiusi paboThl ¢ 12 5 4 6 0.13.Y
JIOKYMEHTaMHU
Tema 7 ApxuBHOE XpaHEHHE 12 5 4 6 0.y
JIOKYMEHTOB U JIeJ
KonbuaeHnaisHOCTD
“H(OpMAIMK U TPUHIUIIBI
Tema 8 | ee oOecrieueHuss B CHUCTEME 8 2 2 4 o
JIOKYMEHTAIIHOHHOI'O
obecrieueHvsl yIpaBJICHHS
IIpomexxyTouHas arrecTanus 3a4er
Bcero: 108 18 36 54
npumeyauue:
** _ dhopmwl mexyugezo koumpoiis ycnesaemocmu: onpoc (0), npaxmuueckoe sausmue (113),
ynpasicrenus (V).
Tabmuna 2.2
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas paGora TeKylero
00yJaKIIUXCH C KOHTPOJIsI
N HaumeHoBaHue TeM npernoaaBarejiemM ycrneBaeMocCT
° n/m .
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3anstuii | CP | u,
POMEXKYTOYHO
J JIP n3 | KCp i
arrecranum **
3aounasn ghopma odyuenusn
Hcropus pas3BuUTHUA
CHUCTEMBI
Tema 1 | rocymapcTBeHHOTO 4 4 o
JICTIOTIPOU3BOICTBA B
Poccun
HopmarusHo-
METOUYECKast 0aza
Tena 2 | ACTIONPON3BONICTRA. 17 ) 15 0.y
OCHOBHBIE  TIOHATHS |
TEPMUHOJIOTUS
JICIIONIPOU3BOICTBA
OCHOBBI
Tema 3 | FORYMCHTHDOBAHMIL. 22 2 20 0, I13,Y
OOmye HOpMBI U TIpaBHIIA
oopmIIEHHS TOKYMEHTOB
Tema 4 | Cuctembpl JOKYMEHTAIINH 22 2 20 O, 113
Tema 5 | SI3bIK MOKyMeEHTa 10 2 8 O, 113,y
Opranuzanmust  paboTel ¢
Tema 6 | mOKyMEHTaMHU 19 2 2 15 O, 113,y
ApxuBHOE XpaHEHHE
Tema 7 | MOKYMEHTOB U 1€ 6 6 O
Tema 8 KonbuaeHnaisHOCTh 4 4 0
rH(OpMAIUK W TPUHIUIIBI




ee 00eCIiCUeHHs B CHCTEME
JIOKYMEHTAIMOHHOTO
obecriedeHvsl yIpaBJICHHS
[TpomexxyTo4yHas aTTecTalus 4 3auer
Bcero: 108 4 8 92 4
npumeuanue:

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

Tema 1. Mcmopusa pazeumus cucmembi 20Cy0apCmMeeHHo20 deronpouzgoocmea 6 Poccuu

HenonpousBoactBo B [peBHepycckom rocynapcrBe. I[lpukasHoe aenomnpousBoactBo XV-XVII B.
Cucrema KOJUIEKCKOrO  Jenomnpous3BojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOIHHUTEIHHOTO»
nenornpousBoacTBa XIX — Hayana XX B. Opranuzanus genonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctea B 1945-1990 rr. CoBpeMeHHOE JAeIOMPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmea. OCHOGHbLE NOHAMUSL U
MepMUHON02UA 0eIONPOU3B00CMEa
CocTaB HOPMAaTHBHO-METOIMYECKON 0a3bl JEONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIMK W JOKyMEHTallMW. YKasbl, pacnopsokenusi [lpesumenta P®, mnocraHoBieHus
[IpaBurenscrBa P®. HopmaTHBHBIE TPaBOBBIE aKTHI (e/IepaIbHBIX OPTaHOB UCIIONIHUTENBHON BIACTH,
perJIaMeHTHUPYIOIIUE BOMPOCH JOKYMEHTAIIHOHHOTO olecriedeHusl. YHH(UIMPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue  kiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApPTH  Ha
JOKYMEHTAIIHIO.
Oommas XapaKTepuCcTUKa TEPMHUHOCHCTEMBI JIEJIOTPON3BO/ICTRA. JlokymeHTOBEnCHNE.
Henonponsoactso. JJokyMeHT U ero GpyHKIuU (MHGOpMAIMOHHAS, OPTaHU3AIIMOHHAS, FOPUINIECKas],
BocnHuTateNbHas u Ap.). Cucrema gokymeHTanuu. JlokyMeHTo000poT. O0beM JIOKYMEHTOOOOpOTA.
XpaHeHre TOKyMEHTOB (apxuBHOe neno). Homenkmnarypa nen, aeno.

Tema 3. Ocnoguvl doxymenmuposarusi. Qduue Hopmbvl U NPABULA OGOPMAEHUS OOKYMEHMOE

OCHOBHBIE ITIOJIOKEHUST IO JOKYMCHTUPOBAHHIO ynpaBnqueCKofx'I JCATCIBbHOCTH. PexBusur
nokymeHnta, ®opmyisap — oOpasenl. bimank nokymeHnra. Pasmepsl Oymaru, pa3mepsl MHOJNEH ACTOBBIX
nokymeHToB. Hymeparust crpanun. OdopmiieHHe JaT W HalvMCaHWe 4YuceNl B JOKYMEHTax.

CokpalligHusi CJIOB M clioBocoueTaHuit B Tekcre. Odopmienue Ttabnui, odopMicHHE
HA3BaHWH JOKYMEHTOB OpraHoB BiacTH. CocTaB W mpaBmiia OQOPMIICHUS PEKBU3UTOB JTOKYMEHTOB
(cormacuo I'OCT P 6.30-2003).

Tema 4. Cucmembl doxymeHmayuu

Cucrema oOpraHM3allMOHHO-TIPAaBOBOM JTOKyMeHTalnu. Ha3HadeHue M cOCTaB OpraHHU3alMOHHO-
npaBoBoil  JokymeHTanuu. OdopMmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TIOJIOKEHUS], MHCTPYKIIMH, IITATHOTO PACIHCAaHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopaauTeNbHON
nokymeHtanuu.  [lpomexnypa  W3maHUS — pacloOpsIUTENBHBIX — JOoKyMeHToB.  OdopmieHue
pachopsiIMTENbHOW  JOKyMEHTauuu  (IIOCTaHOBJIGHHWH,  YKa3aHWMH,  TPUKA30B,  peEIIECHUH,
pactopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMOHHOM JOKyMEHTanmud. Ha3HaueHHWe MW cOCTaB  CIIPABOYHO-
nHpOpMaIMOHHON  JokyMeHTanuu. OdopmiieHne CrnpaBOYHO-WH(POPMAIMOHHBIX  JIOKYMEHTOB
(mokmamHOU, CIy)KeOHOW M OOBSICHUTEIBLHOW 3aIlMCOK; 3asABJICHUU, MPEACTABICHUHN, MPEIIOKCHHM,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITy»KEOHBIX MHCEM, TeIerpaMm, TeleoHorpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuib. CBOWCTBA (PKCTPATMHTBUCTHYECKUE) YIIPABICHUECKOH WH(POPMAIIUH
(aKTyaJIbHOCTB, JIOCTOBEPHOCTb, OOBEKTHBHOCTb, aJPECHOCTh, yOSOUTENBbHOCTh, IOJHOTA M [p.).
OcobenHocTH  (PKCTPATMHIBUCTUYECKHE)  OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHMSI, TOYHOCTh M ICHOCTh U3JIOKEHUS, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).




TpeboBaHus K TEKCTaM JOKYMEHTOB (MMHTBHcTHYecKHE). CTaHAapTHU3alMs JIEKCHKU. YTIOTpeOsieHe
CTIEUALHON JIGKIUH (TEPMHHBI M MPOPECCHOHANN3MEI, MPOpEeCcCHOHANbHAS JKaproHHas JIEKCHUKa).
VYcrapeBmias nekcuka (apxau3mbl W ucTopusmbl). Heomorusmel. 3amMmcTBoBaHHBIE cioBa. CioBa ¢
«yHHUBepcalbHbIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JIKCHMYECKUE COKpalleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBoW cTaHmapT aokyMeHTa. OcoOEHHOCTH pPEeYeBOro JTHUKETa
JICJIOBOM MTUCHbMEHHOM peun. YIOTpeOieHUE S3BIKOBBIX (hOPMYJI-KITUIIE., DTUKET JCI0BOT0 OOIECHUS.

Tema 6. Opeanuzayus pabomul ¢ OOKyMeHmamu

[Topsimok IBHIKEHMS JTOKYMEHTOB B OpraHu3aiuu. [IOHATHE «JIOKyMEHTOOOOPOT» M €r0 OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIOCTYHAlOIIMX B
opranm3zanuipo. [IpenBapuTenbHOE pPacCMOTpEHHE JOKYMEHTOB B CIIy)KOE JIEIONPOU3BOJICTBA.
OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOIAIIMX M MCXOIAIIMX JOKYMEHTOB. TeXHOIOrnu 00paboTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT ¥ KOHTDPOJIb 3a MCIIOJIHCHHEM JIOKYMEHTOB.
Opranu3zaiusi CrpaBoYHO-MHPOPMAIIMOHHONH pa0oThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). DopmupoBanue aen. CocraBicHHe HOMEHKIATypbl nen. Ilomroropka,
oopmiieHHE e K c/1ayue B apXuB.

Tema 7. Apxugroe xparenue 0OKYMeHMO8 U Oell

ApxuB. JIoKyMeHTaNbHBI (QOHJI OpraHu3aluu (YUpexkaAeHHs). ApXWBHBIN (OHA. ApXUBHOE JEIO.
ApxuBHbBI nOKkymeHT. Hcropust ¢opmupoBanmus [‘ocymapcTBEHHOW apXUBHOW Ciy:kObl PO.
locynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapcrBennas yacte ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmiieHue paen K Iepefade B apXwuB.
Odopmnenne nenm IIUTENBHBIX CpPOKOB XpaHeHus. Ilepemaua menm B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

Tema 8. Koughudenyuarpbnocmov ungopmayuu u npunHyunsl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs YNpaeaeHus..

KondunennmansHocts uHpOpManuu. Pexum cekperHoctd. ['ocynapcrBenHast TtaitHa. CekperHoe
nenonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEeKPeTHOCTH JokyMeHTa. Ilopsmok
paboThl UCTIONHUTENEH ¢ KOH(UICHINATbHBIMU JOKYMEHTAMU M MaTepuaiaMu. 3ammura, oopadorka,
y4eT KOH(pHICHIINATBHBIX TOKyMEeHTOB. DOpMUpPOBAaHUE U XpaHEHHE e, Y HUUTOKEHHE JJOKyMEHTOB,
JieT ¥ HocUTeneld MHPOpMAITHH.

4. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHON aTTeCTAMYU MO TUCHHUILIMHE
4.1. ®opMBbI 1 METOABI TEKYIIIETO KOHTPOJIS yCIIEBAEMOCTH U TIPOMEXYTOUHOM aTTeCTalllH.

4.1.1. B xoae peanuzaiuv AUCHMILIMHBI «OCHOBBI JIEIOMPON3BOICTBA» HCIONB3YIOTCS CICIYIONIHE
METO/IbI TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH O0YUATOIIMXCSL:
- NpU NPoOBedeHUU 3aHAMUL IEKYUOHHO2O MUNA.:
HAOJIOIEHNE 3a TIOBEIECHMEM CTYAEHTOB BO BpeMS 3aHATHHA, 3a MPOSBICHHEM
3aMHTEPECOBAHHOCTH K COJEPIKAHUIO 3aHATHS JEKIIMOHHOTO THIIA;
3aIOJIHEHHUE CTYICHTaMHM JIUCTa OOpPaTHOM CBsI3M (Tadiuia 3)
Tabsuna 3

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

BOIIPOCHI CTYJEHTaAM M OTBETHl CTYIEHTOB Ha IIOHUMaHUE HOBOM TEPMHMHOJOTUHU, C
KOTOPOM 3HaKOMSTCS CTYIEHTHI Ha 3aHATHH (TI0 X0y 3aHATHS);
3a1aHMsI CTYACHTaM JUIS IOATOTOBKU KOHCIIEKTA 3aHATHS;

- npu npogedeHUl 3aHAMUN CEMUHAPCKO20 MUna.




Ounas hopma odyuenusn

Tema 1. «HMcmopus pazsumus cucmemvl 20Cy0apcmeenno2o denonpouzeoocmea 6 Poccuuy (2
yaca).
Popma TEKyIIero KOHTPOJIs — OIpoC.

Bomnpocs! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Jlemonpoun3BoacTBO B J[peBHEPYCCKOM TOCYIapCTBE.

2. Ilpukasnoe genonpousBoactso XV-XVII B.

3. Cucrema KOJUIEKCKOTO JIeIONPON3BOICTBA.

4. CucrtemMa MUHHCTEPCKOT'O «HCIOMHUTENBHOr0» Aenonpou3BoacTea XIX — Hauama XX B.

5.  Opraamzamus nenonpousBonctsa B 1917 — 1941 rr. Mcropus menmompomn3BoacTBa B 1945-
1990 rr.

6. CoBpeMeHHOE JIeIONPOU3BOICTBO.

Tema 2. «Ocrho8Hble NOHAMUSL U MEPMUHON02US OeNONPOU3800cmeay (4 uaca).
dopma TeKyIero KOHTPOJIS — OIPOC, YIPAKHEHHE.
Bompockl 3aHATHS CEMUHAPCKOT'O THIIA:
1. OOmas xapakTepuCTHKa TSPMHUHOCHUCTEMBI JISIOIPOM3BOICTRA.
2. JlokyMmeHTOBeAcHUE. J]enompon3BOACTRO.
3. [JokymeHntr u ero QyHkuud (uH(GOpPMAIMOHHAS, OpraHU3AIlMOHHAs, IOPHINYECKas,
BOCITUTATENBHAS U JIP.).
4. Cucrema nokyMmenTanuu. JJokymenToooopor. O0beM nqokyMeHTo0O0poTa. HoMenkmatypa
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Tema 3. «Hopmamueno-memoouueckas 6aza oenonpouzeoocmear (2 waca).

Popma TEeKyIIero KOHTPOJIs — OHpPoC.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocraB HOpMATHBHO-METOIUIECKOH 0a3bl JICIOMPOU3BOJICTBA.

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

3. Vxka3sl pacnopspkenus [Ipesunenta PO, [loctanosnenus [IpaButenscra PO.

4. HopmaTuBHBIE TIPaBOBBIE aKThl (ellepalbHBIX OPraHOB HCIOJHUTEIHHON BIIACTH,
peryiaMeHTHPYIOIIUE BOMPOCHI JOKYMEHTAIIMOHHOTO 00eCIeueHHsI.

5. YHuuuupoBaHHBIC CHCTEMbI JOKYMEHTALIUH.

6. OOmepoccuiickue KiacCU(pUKaTOPHI.

7. TocynmapCTBEHHBIE CTaHIAPTHI HA JOKYMEHTALUIO.

Tema 4. «Ocnosvr doxymenmuposanus. Obujue HOpMbL U NPABULA OPOPMAEHUSL OOKYMEHMOB)
(4 uaca)
@dopma TeKkyIero KOHTPOIISL — ONPOC, MPAKTHYECKOE 3a/IaHke, YIPaKHEHHE.

Bormpocs! 3aHATHS CEeMUHAPCKOTO THIIA!

1. OCHOBHBIE TTOI0XKEHUS T10 JOKYMCHTHPOBAHUIO ynpaBnqueCKoﬁ JCATCIBHOCTH.

2. PexkBU3HUTHI JOKYMEHTA.

3. bmank nokymenra. Pazmepsl Oymaru, pa3mephbl 1ojieli AeNOBBIX TOKYMEHTOB.

4. CocraB u npaBuia opopmiIeHUS PEeKBU3UTOB JokyMeHTOB (coriacHo OCT P 6.30-2003):
ohopmIIeHHE IaT ¥ HAKCAHKUE YKCET B JJOKYMEHTAaX, COKpAIIIEHHS CJIOB M CIIOBOCOYETAHHI B TEKCTE,
oopmiieHHE TaOIUIL U JIp.

Tema 5. «Cucmema opeanu3ayuoHHO-Npagosoll 0oKkymenmayuuy (4 vaca)

dopma TeKyero KOHTPOIIsl — ONPoc, NPAKTUUECKOE 3aJaH1e.
Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

[TonsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opraHusaiuu.

JlomKHOCTHASI HHCTPYKIUS

Cry>keOHBIH periiaMeHT.

[IItatHOE pacnucanue.

M
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6. [loroBopHas JOKyMEHTaLUs.

Tema 6.«Cucmema pacnopsaoumenvHol OOKYMEHMAyuu 6 Op2aHax 20Cy0apCmeeHHol

61ACMU U OP2AHAX MECHHO20 CAMOYnpasieHusy (4 yaca)

dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. Tlomsatne pacmopsSAMTENHHON TOKYMEHTAIlMM B OpraHax TOCYJapCTBEHHON BIIACTH U
opraHax MeCTHOTO CaMOYITPaBIICHHS.

2. PacnopsgutenbHble  JIOKYMEHTHI, TPUHUMAaeMble KOIJICTHAILHO ¥ Ha  OCHOBE
eIMHOHAYATIHS.

Tema 7. «Cucmema Kadpoeou OOKYMEHMAYUU 8 OpPeaHax 20CYyOapCmeeHHOU 61acmu u

0p2aHax Mecmuo2o camoynpasieHus»(2 waca

PopMa TEeKyIIET0 KOHTPOJIS — ONIPOC, NPAKTHYECKOE 3aJaHuE.

Bonpocsl 3aHTHS CEMHHAPCKOIO TUIIA:
ITonarue kaapoBoil JOKyMEHTaIIUH.
TpynoBoi 10roBop.
Jlnunas kaptouka ¢popmsl T-2.
VYuauduimpoBanHas cucremMa KaJIpoBoil TIOKyMeHTaun. [IprKa3bl 10 JINYHOMY COCTaBY.
OdopmIieHne 3anucei B TPYIOBYIO KHIKKY.
IIpuka3el 0 KOMaHAUPOBAHNUU.
JInuHble fena ciyKanmx.
[Toowpenus.
JucnunnrHapHoe B3bICKaHHE.

WOk W=

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

@dopma TeKyIIero KOHTPOJIs — ONPOC, MPAKTUYECKOE 3aJaHHe.
Bormpock! 3aHSITHS CEeMHUHAPCKOTO TUTIA:

JloknmamHble 3aMMCKU BHYTPEHHUE W BHEIITHHUE.
NHupopMalinoHHbIC U aHATUTHYECKHIE CITPABKHU.
CrpaBKu JIMYHOTO XapakTepa.

OOBSACHUTEIBHBIC 3aITHUCKU.

CrnyxeOHast KOpPECIIOHICHITHS.

Buabr akToB.

IIpoTokOmBsL.

Nk W=

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

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. OdunmanbHO-IEIOBOR CTHIIb.

2. TpeboBaHHS K TEKCTaM JIOKYMEHTOB.

3. CranmapTu3ais JCKCHKH.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCUKH  (TEPMHHBI W MPOQPECCHOHAIU3MBIL,
npodeccHoHaANbHAS KapTOHHAS JIEKCHKA).

5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.

6. OcobeHHOCTH PEYeBOro STHKETA JACITOBON MTMCHMEHHOW PEYH.

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

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. Tlopsnok aBMXKEHHUS JOKYMEHTOB B OpraHHU3AlIHU.

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

3. JIOKYMEHTONMOTOKH. OKCHEeIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IIOCTYMAIOMIUX B
opranuzanuio. [IpenBapuTensHoe pacCMOTpEeHHE JOKYMEHTOB B CIIy»K0€ JelI0IMpOon3BO/ICTBA.

4. OcHOBHBIC 3Tanbl OOPAa0OTKH BXOAAIIMX W HCXOMAIIMX JOKYMEHTOB. TEXHOIOTHU
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00paboTKH JOKYMEHTOB. Perucrpaius, yder 1 KOHTPOJIb 3a UCTIOJIHEHHEM JIOKYMEHTOB.
5. OpraHuzanus crnpaBo4YHO-MHPOPMAIIMOHHON pPaboOTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAsS
CHCTEMa perucTpanuy 1oKyMmeHToB). @opmuposanue 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 OpraHu3anuu (YUpeKAcHUs). ApPXUBHBIA  (QOHI.
ApxuBHOE 71ef10. APXUBHBIN JOKYMEHT.

2. Hcropus dpopmuposanus ['ocynapcTBeHHON apXUBHOM CITyKOb1 PO.

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

4. DkcrnepTH3a MEHHOCTH AOKyMeHTOB. [loaroroBka, odopmileHHe Jed 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! 3aHATHS cCeMUHAPCKOTO THIIA:

1. KoudunennmansHocts uHGpopManyu. Pexxum cekpernoctu. ['ocynapcTBeHHas Taita.

2.  Cekpernoe paenmonpou3BoacTBO. CEKPETHOCTh M OINPEACIICHUE CTEIEHH CEKPETHOCTH
JOKyMEHTA.

3. Tlopsinok paboThl HCTIONHUTENEH ¢ KOHQUICHIIMATFHBIMHA JJOKYyMEHTAMHU M MaTepHalaMu.

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

4. @opMupoBaHHE ¥ XpaHEHHE Jel. YHHUYTOXKEHHWE JOKYMEHTOB, el W HOCHTENeH
WH(POPMAITUH.

3aounan hopma odyuenusn

Tema 3. «Cucmemol dokymenmayuuy (2 waca)

Popma TEeKyIIero KOHTPOJI — ONPOC, NPAKTHUYECKOE 3ajaHue, YIPaKHEHHUE.

Bonpochkl 3aHTHS CEMHHAPCKOIO TUIIA:

1. TloHsTHe opraHU3aIMOHHO-TIPABOBOM HokyMeHTaruu. Pasnosununoctu OIL/I.

2. llonsTtHe pacropsAUTENbHON TOKYMEHTAIlMM B OpTraHax TOCYJapCTBEHHOM BIIACTH U
OopraHax MECTHOTO CAMOYIIPABJIEHHMSI, OPraHU3ALMAX U IPENITPUATHUSX.

3. Tlonstue kagpoBoi JOKYMEHTAILIHH.

4. Cucrema cripaBo4HO-MH(POPMAITUOHHOHN TIOKYMEHTAIIHN

Tema 4.« HAzvix Ookymenmay (2 waca)

dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. OdunmanbHO-IEIOBON CTHID.

2. TpeboBaHHS K TEKCTaM JIOKYMEHTOB.

3. CranmapTu3zais JCKCHKH.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCUKH  (TEPMHHBI W MPOQPECCHOHAIU3MBI,
npodeccHoHaANbHAS KapTOHHAS JIEKCHKA).

5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.

Tema 5. ««Opeanuzayus pabomsi ¢ OoKymenmamuy (2 uaca)
@dopma TeKkyIero KOHTPOIISL — ONPOC, YIPaKHEHHE, TPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

1. Tlopsnok aBMXKEHHUS JOKYMEHTOB B OpraHHU3AlIHU.

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

3. JIOKYMEHTONMOTOKH. OKCHEeIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IIOCTYMAIOMIUX B
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opranuzanuio. [IpenBapuTensHoe pacCMOTpEeHHE JOKYMEHTOB B CIIy»KO€ elI0InpOon3BOCTBA.

4. OcHOBHbIE OTambl OOPaOOTKM BXOJSIIMX M HUCXOMSIIIUX JOKYMEHTOB. TEXHOJIOTUH
00paboTKH JOKYMEHTOB. Perucrpaius, yder 1 KOHTPOJIb 3a UCTIOJIHEHHEM JIOKYMEHTOB.

5. OpraHuzanus crnpaBo4YHO-MHPOPMAIIMOHHON pPaboOTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAsS
CHCTEMa perucTpanuu J10KyMmeHToB). @opmuposanue aen. CocraBieHre HOMEHKIATYPHI 1€l

Tema 6.«Cucmema pacnopsaoumenvHou OOKYMeHMAayuu 68 op2anax 2ocyoapcmeenHou

61ACMU U OP2AHAX MECHMHO20 CAMOYnpasieHusy (4 yaca)

dopma TeKkyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHSI cCeMUHAPCKOTO THIIA:

3. Ilonstue pacnopsAUTENbHON TOKYMEHTAIlMM B OpraHax TOCYIJapCTBEHHOM BIIACTH U
opraHax MeCTHOTO CaMOYITPaBIICHHS.

4. PacnopsgutenbHble  JIOKYMEHTHI, TPUHUMAaeMble KOIJICTHAILHO ¥ Ha  OCHOBE
eIMHOHAYATIHS.

4.2. Martepuaisl TEKYIIEr0 KOHTPOJIS YCIICBAEMOCTH

Meroauueckue MaTepHalibl, ONPENSNSIONIMe MPOICIyphl OIICHUBAHHWS 3HAHWUH, YMCHUH,
HABBIKOB, XapaKTepH3YIOMIUX dTambl (HOpMHpOBaHUS KoMIleTeHInH onpeneneHsl  «llopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOfI aTrTreCtauunu CTYJICHTOB B
BopoHexxckoM  ¢unuane  (peaepasbHOro  roCyIapcTBEHHOrO  OIODKETHOrO  00pa3oBaTeIbHOrO
yupexaeHus «Poccuiickas akaJeMus HapOJHOTO XO3SHMCTBA W TOCYIAPCTBEHHOM CIIY)KObI IpH
[pesunente Poccuiickoit @enepammm» ot 01.09.2016 Ne 114-217/1.

4.3.011eH0YHbIE CPEICTBA TS POMEKYTOUYHOM aTTECTAIINH.

VYcnorus Jonycka OOYyYaroIierocss K NMPOMEXKYTOYHOH aTTeCTallMM, IIKalbl W MPOLEAYPHI
OLICHUBAHUs orpeneneHbl [1opsakoM nmpUMeHEeHUsT Oa/UIbHO-PEHTHHIOBOM CHCTEMbI OLICHKH 3HAHUIA
oOyuaromuxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM mpuka3zoM oT 09 ceHTsIO0ps
2016 romga 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 mepro CTAHOBIICHHS U Pa3BUTHSI TOCYIapCTBEHHOTO JIETIOMPON3BO/ICTBA.

. CHcreMa KOJTEKCKOT0 JEIONPOU3BOCTBA.

. Cucrema MHHHCTEPCKOTO «UCTIOTHUTEIHHOrO» ienonpousBoacTea XIX - nagama XX BB.

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

. HopmatuHo-nipaBoBas 6aza JJOVY.

. CyTb yHU(UKAIMK ¥ CTAHJIAPTH3AINHN B JIETONPOU3BOJCTBE.

. 3aKOHO/aTENbHBIC AKTHI 1 HOPMATHBHBIE JOKYMEHTBI, PEriJaMeHTHPYIOIINE A TEIbHOCTD CITyKOBI
JIeTIONPOU3BOICTBA.

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

10. OdopmieHre HyMmepalliid CTpPaHMI[ Ha CIyXeOHbIX JOKyMeHTaxX. CrocoObl M Pa3HOBHIAHOCTHU
oopmiieHHs 1aT B TOKyMEHTaX.

11 Bugpl cokpalieHuii cioB U CIIOBOCOYETaHHI.

12.CocTaB peKBU3UTOB IOKYMEHTA.

13. biaHk TOKyMEHTa U BHUJbI OJJAHKOB.

14.CucreMa opraHHU3aIMOHHO-PACTIOPATUTEIHHON TOKYMCHTAIIHH.

15. Buapl opranu3aiuoHHBIX JOKyMeHTOB. OCOOEHHOCTH COCTaBICHUS 1 0hOpMITEHHSI.

16. Bunsl paciopsauTenbHbIX JOKyMEHTOB. OCOOEHHOCTH cOCTaBICHHS U ODOPMIICHHS.

17. Bunsl nHGOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCOOCHHOCTH COCTaBIICHHS U OOPMIICHHS.
18. CnyxebHoe nucbMo. Buapl ucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

19. TpeOoBaHus K COCTABICHHUIO ¥ O(OPMIICHHUIO TeJIerpaMM, Tene(OoHOrpaMM.

20. OcobeHHOCTH 0hOPMITEHHS JTOKIIATHOM, CITY)KEOHOH U O0BSICHUTEIILHON 3aMHCOK.

21. OcoOeHHOCTH cOCTaBICHUS U 0(OPMIICHHS aKTOB U MPOTOKOJIOB.

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

0NN W~
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24 JIMHrBUCTHYECKHME OCOOCHHOCTH IOKYMEHTA.

25. CranmapTu3aiys TeKCTa B JOKYMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHIMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKA B JOKYMEHTOOOOpOTe
MPEATIPUSITHSI.

27. TlopsAnoK MPOXOXKICHUS U HCTIOTHEHHS BXOJISIINX JIOKYMEHTOB.

28.IlepBoHauanbHas M peBapUTeNbHAs 00paboTKa MocTynaromield KoppecnoH ICHIIHH.

29. TTopsAoK MOATOTOBKH U MPOXOKICHUS UCXOASIINX JTOKYMEHTOB.

30. Iopsitok MpoxXoKAeHNU BHYTPEHHUX JOKYMEHTOB.

31. IlpuHnun rpynnupoBaHus JOKYMEHTOB OpTraHU3AIMH B JIEINO.

32. HomeHKkIaTypa J1en opraHu3aliim.

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

34. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

35. IlopsAmok mepeaadu 16 B apXuB.

36. ApxuB, apXUBHOE J€JI0, ApPXUBHBIA JOKYMEHT.

37.Iopsiiok pomycka u paboThl ¢ JOKYMEHTAMH B YMTAIILHOM 3aJIC apXHBa.

38.ITonATHE «KOHOUACHIINATHLHOCT HHPOPMAIIN» U «CEKPETHOCTh B CHCTEME JICIIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro IelH W 3aJa4yd, TMPUHIUIBI 00eCTeYeHUs, MePbl OpraHH3alluOHHO-
MPABOBOM 3aIUThl KOH(PHUACHIIMAIbHONH HH(OpMAIMd M OOECICUCHHUS HAJISKHOM COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

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

4.4, Meroauueckue MaTepuabl

Meroanveckine MaTepHasbl, ONPENCISIONME MPOIEAYPhl OICHUBAHUS 3HAHWH, YMEHHIA,
HABBIKOB, XapaKTepH3YIOMIUX dTambl (HOpMHpOBaHUS KoMIleTeHIUH onpeneneHsl  «llopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH U HpOMe)KyTO‘IHOfI arreéctaliuu CTYJACHTOB B
Boponexckom ¢unmane (¢denepadbHOro TOCYIapcTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexaeHus «Poccuiickas akaaemuss HapOAHOTO XO3SIMCTBA M TOCYAapCTBEHHOM CIIyXObl TpH
[pesunente Poccuiickoit denepanmm» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus JJisl 00y4ar0IUXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanus no UCHOIL30BAHUIO paboUell NPOSPaMMbl OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHHPYEMBIX PE3yJIbTaTOB OOY4YeHHUs M0 JAHCIUILIHHE,
COOTHECEHHBIX C IUIAHUPYEMBIMH pPE3YJIbTaTaAMH OCBOCHHUS  00pa30BaTEIbHOW  MPOTrPaMMBI
JMCIUTUIMHBI, ONPEEINTE, YTO B PE3YNIbTaTe H3YUCHUS TUCIUTUIMHBI BBl JIOJDKHBI 3HATDH, YTO YMETh,
4YeM BIIAJICTh, O YEM UMETH TIPE/ICTABIICHHE.

2. [No3HakombTech ¢ paboueil mporpammoit aucuuIuiMHbl. Oco0oe BHUMaHHE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JIOKYMEHTOB, KOTOPBIMH CJEIYyeT pYKOBOJICTBOBAThCS B
JEONPOM3BOICTBE.

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

4. Iocne 3HAKOMCTBA C TEOPETHUECKHMH TOJOKEHUSIMH 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 uCnonb3ydTe NPEAJIOKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHETY.

Memoouueckue ykazanus no pabome c 1umepamypou

Hamubonee npeamnouTHTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MoxkHO
MIPECTaBUTh B BHJIE CIEAYIOIIEr0 MPHUMEPHOT0 alNropuTMa:

O3HAKOMJICHHE C HACTOSIINMHU PEKOMEHIALUIMU;

W3y4YeHHE OCHOBHOW y4eOHOH JINTEpaTyphl;
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mpopaboTKa JOMOTHUTENBHOH (yu4eOHON 1 HAyYHOH ) JIUTEPaTYPHI.

B Xxome uTeHHs OYeHb TOJNE3HO, XOTS W He 00S3aTeNbHO, JeNaTh KpPaTKHE KOHCIEKTHI
MPOYUTAHHOTO, BBITUCKH, 3aMETKHU, BBIJIEIISATH HESICHBIE, CIIOKHBIE [T BOCIIPUATHSI BOIIPOCHL. B menmsx
MPOSICHEHHs TOCIEMHUX HYXXHO oOpamarbcss K mpenojasarento. [lo 3aBepumieHUH M3ydeHUs
PEKOMEHTyeMOl JTUTEepaTyphl MOJIE3HO MPOBEPUTH YPOBEHH CBOMX 3HAHHH C IMOMOIIBIO KOHTPOJIBHBIX
BOIIPOCOB JIJIsi CAMOIIPOBEPKH.

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

HeoOxoquMo BECTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haja JIHTEpaTypHBIMH
ncrtoynukamMu. O0beM HHOOpMAIMU MO AMCHIHUILIMHE HACTOJIbKO OOLIMPEH, YTO MM HE yaaercs
OBJIAJIETh B «IOCICIAHHWE IHW» TIepe] ceccueill, Kak Ha 3TO HMHOI/IA PACCUUTHIBAIOT HEKOTOpPhIE
CTY/ICHTHI.

[Ipon3BoAMTCS KOHCIEKTHPOBAHHE JIMIIb TEX MAaTEpUaioB, HEOOXOIUMOCTh KOTOPBIX JUIS
pabotel oueBumHa. [lone3HO KpaTko 3amucaTh, O KAKAM CMEKHBIM BONPOCaM B JAHHOW KHUTE
HMEIOTCS CBEIICHUS, HEOOXOAMMBIE B Oy IyIIIEM.

Memooduueckue pexomenoayuu no KOHCREKMUPOBAHUIO.

[Ipexxne yeM Ha4yaTh COCTaBIATH KOHCIEKT, HY>KHO O3HAKOMHUTBCS C KHHUTOH (pazmenom,
TEeMOI), MpOYMTATh €€ 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 ONHOr0 — JBYX a03aleB TEKCTa, a IENoro
naparpada Wi TaaBbl (eciu OHa HeOombIIast).

KoncnexkrupoBanue BefieTcs He C LENbI0 UIMETh ONPEAeTIeHHbBIE 3aIUCH, a /Ui Ooiee OJIHOro
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHUTH.

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

[ocne Toro, xak cienana 3amuch colepaHus maparpada, TIaBbl, CIeNyeT NMepeUnTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TNPOBEPUTH CeOs, MPaBHIBHO JIM HW3JI0KEHO OCHOBHOE €ro
coJiepKaHHue.

TexHHKa KOHCIIEKTUPOBAHMUS:

1. KoHCniekTHpYys KHUTY OONBIIOT0 00bheMa, 3alHCh JIy4Ille BCEro BECTH B OOIIEH TeTpaiH.

2. Ha xaxmoif cTpaHuIle clieBa OCTaBISAIOTCS MOJS MHPUHOM 25-30 MM A1 3amKUCH KOPOTKUX
10/[3ar0JI0OBKOB, KPATKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpaay UMEeT MOPSIKOBBIN HOMED.

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

5.1Ipy 3amucH IHPOKO KCIIOAB3YIOT Pas3iMdYHBIE COKpAIEHHS W YCIIOBHBIC 3HAKH, HO HE B
yiep6 CMBICITY 3alHCaHHOrO0. PEeKOMEHAyercs HpPUMEHSATh OOIIEYMOTPEOHTENbHBIE COKPAIEHHMS,
Hampumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHbIN

1.6. — TOJDKHO OBITH H T.JI.

He cnexyer cokpariath IMeHa W Ha3BaHHUS, KPOME OUEHb YACTO MOBTOPSIOIINXCA.

B KkoHCIIEKTE He JO/KHO OBITH MEXaHHUYECKOTO TEPENMCHIBAHUS TEKCTa 0€3 MPOIyMbIBAHHMS
€ro coaep KaHus ¥ CMBICIIOBOTO aHAIN3a.

KoHCcITeKT mprHeCeT Mob3y 00y4aroIeMycst TONBKO TOT/Ia, KOT/Ia OH COCTaBJICH JINYHO MM.

Koncnexmuposanue nexyut

YcTHOE M3IokKeHHe y4eOHOro Marepuajia WM KaKoro-auOo BOIpoca Ha 3aHSATHSAX, JOJDKHO
KOHCITEKTUP OBATHCAL.

Crymath JEeKIUI0 HaJg0 YMETh: TOJIACPKHUBATh CBOC BHUMAaHUE, IMOHSATh M 3allOMHUTH
YCIBIIIAHHOE, YJIOBUTH May3bl. B mpoliecce M3JIOKEHHs MpernojaBaTeiieM JICKIMH O0Yy4aromuics
JIOTKEH BBIICHUTH BCE HETTOHSATHBIC BOIIPOCHI.
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3anuceBaTh CollepKaHUE JICKITMH HAZ0 00S3aTENbHO — 3TO CTYJCHTHI IOJDKHBI YCBOUTH OYEHb
YeTKO. 3alucy TOMOTaloT MOAJEP)KUBAaTh BHUMAaHHUE, CIIOCOOCTBYIOT MOHUMAaHHIO U 3aIIOMHUHAHUIO
YCIBIIIAHHOTO, MPUBOJUT 3HAHHWE B CHUCTEMY, CIyKaT ONOpOH A mepexoga K Oosiee riyOokomMy
CaMOCTOSITEIbHOMY U3Yy4EHUIO IIpeaMeTa.

Memoouueckue cosemul no KOHCNEKMUpPOBAHUIO JleKlzﬂ/llZ.’

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

3aruch BeeTcs 04eHb OBICTPO, YETKO, M0 BO3MOYKHOCTH KOPOTKUMHU BBIPAKECHHUSIMH.

He npekpainas ciyniate npenojaBatesisi, Hy)KHO 3alHUChIBATh TO, YTO HEOOXOIMMO yYCBOUTb.
Henb3s 3anuchiBaTh cpasy jKe BHICKAa3bIBAEMYIO MBICIb MpEroaaBaTesieM, ClIeAyeT ee MOHATh U IMOCie
ATOr0 KPaTKO 3aMucaTh CBOMMH CIIOBAMH WJIM CIIOBaMHM IpernojiaBarels. BaxkHo, 4TOObI B HEil HE ObLT
MOTEPSIH OCHOBHOM CMBICIT CKa3aHHOTO.

Ilpu 3ammMcu HEOOXOAMMO MOJB30BATHCS COKPAIICHUEM CJIOB W MPEIOKCHUH, Kak
001IeyNOTPEOUTENbHBIMHU, TAK U CBOUMH COOCTBEHHBIMH.

JlaThl, *MEHa, Ha3BaHHsI, BHIBOJIbI, ONPECICHUS 3alUChIBAIOTCS TOYHO.

Crnenyer oOpaTWTh BHMMAaHHE CTyICHTaM Ha O(QOpMIICHHE 3amHCH JeKIuu. s KakIoro
npenMera 3aBOAUTCS OTAeIbHAs TeTpaab. OTIMYHBIM OT OCTAJbHOIO IIBETA BBIACIATH OTICIbHBIC
MBICITH U 3arOJIOBKH, COKpAIlaTh OTICIbHBIC CJIOBA U MPEIOKEHHUS, UCTIONb30BaTh YCIOBHbBIC 3HAKH,
OyKBBI JIATUHCKOTO M TPEYEcKOro ajndaBUTOB, a TaKKe HEKOTOPbIC MPUEMBI CTEHOrpaduvecKoro
COKpAIIICHHUS CJIOB.

[IpemycMoTpeHa y4eOHBIM IJIAHOM B 00bEME, COOTBETCTBYET 00pa30BaTEILHOMY CTaHIAPTY,
cocoOcTByeT, Ooinee TIyOOKOMY YCBOGHHMIO H3Yy4aeMOro Kypca, (opMHUpyeT  HaBBIKH
MCCIICIOBATENILCKOM PabOThl M OPUEHTHUPYET CTYJACHTOB Ha YMEHHE HPUMEHSTh TEOPETUYECKHE
3HAHHUS HA MPAKTHKE.

6. YueOHasi iuTepaTtypa u pecypchbl HHPOPMAIHMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UnTepHeT", BKIIOYAS NepedyeHb YHeOHO-METOAMYECKOTr0 o0ecneyeHu sl AU CIUILTUHbI

6.1. OcHoBHasi MTepaTypa (0udaAuoTEeYHBIH GOHT)
1. Beikora T.A. [enonpousBoacteo: Yueouuk. ['pud YMO MO PD, UHDA-M,2014.
2. Kabamor C.}O. Opranuzanusi oOIIEro M CIENUAIBHOTO JENOMPON3BOJCTBA B OpraHax
MECTHOI'0 camoyrnpasjieHus: ¥YdyeoHoe nmocodoue — M.: MHDA-M, 2013.
3. KysuenoB M.H. [lokymeHTannoHHOEe oOOecreueHHe YIpPaBICHUS W JICIONPOU3BOJICTBA:
y4eOHUK JJ1s1 OaKalaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

6.2. JlonoiHUTeNbHAS JUTEPATYpPAa
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. [lokymeHTOBeneHHE W JEIOMPOM3BOACTBO (KOHCIEKT JIEKIHi). — M.:
[Ipuop-uznart., 2010.

6.3 HopmaTuBHBIE IPABOBBIE JOKYMEHTHI

1. Koucturymuss Poccuiickoii ®epepanuu (MpUHATa BCEHAPOAHBIM  TOJIOCOBAaHHUEM
12.12.1993) (c yderoMm morpaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Konctutynmu 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-OK3).

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

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

4. O TocynmapctBernnoMm repbe Poccuiickoit denepanuu: denepanbHblii KOHCTHTYIIMOHHBIN
3aKkoH oT 25.12.2000 Ne 2-®K3 // Cobpanue 3axononatenbcrBa Poccuiickoit @eneparnuu. 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 or 21.07.1993 Ne 5485-1//
Coo0panue 3akoHomarenbersa 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. Ne50. Cr.
4926.

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

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

10. O06 anexktponHoi noanucu: Menepanbhblii 3akoH oT 06.04.2011 Ne 63-D3.

11. O6 yrBepxnennn [lepeuns cBenenuit KoHUACHIIMATBFHOTO Xapakrepa: Yka3 [Ipesnuaenrta
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
[Mpesupenta 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 KOMMEPYECKYI0 TailHy:
[Mocranosnenue mpaButenbetBa PO or 05.12.1991 Ne 35 (B pen. or 03.05.2002) // Coopuux
[MocranoBnennii Poccuiickoit ®epepammu. 1992. No 1-2. Cr. 7; ColOpaHue 3aKOHOJATENbCTBA
Poccuiickoit ®eneparuu. 2002. Ne 41. Cr. 3983.

14. O6 yrBepxnaeHun [IpaBuil MOATOTOBKM HOPMATHBHBIX TPABOBBIX aKTOB (enepabHbIX
OpraHoB HCIOIHUTENRHOM BJIACTH H  HX FOCYI[apCTBeHHOi/'I perucTpanyu: 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 JOKyMEHTalmuu. TpeboBaHWsS K  OQOPMIICHHIO
nokymeHToB. M.: 'occtanmapt Poccun, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucreMa JOKyMeHTanuu. [IpupaHue ropuanyecKon
CHJIBI JOKYMECHTaM Ha MAaIIMHHOM HOCHUTEJIE M MaIIMHOTPaMME, CO3/IaBa€MbIM CPEICTBAMHU
BBIYMCINUTEIbHON TexHuku. OCHOBHBIEC TTOoKeHus . — M., 1985.

3. TOCT 7.1—84. bubnuorpaduueckoe omnucanue pokymenra. OOmme TpeOOBaHMS U
MpaBmiia cocTaBieHus.- M.: MI3a-Bo crangapros, 1995.

4. TOCT 6.10.5—87. VYuudpunupoBaHHas cUCTeMa JOKyMEHTaluu. 1peOoBaHUSA K
mocTpoeHuto Gpopmyspa-oodpasia. — M., 1987.

5.TOCT P 7.0.8-2013. [enompou3BOACTBO U apXUBHOE J1eN0. TepMUHBI U OnpeaencHus. M.:
®denepaabHOE ar€HTCTBO MO TEXHUYECKOMY PEeryJupOBaHUI0 U TexHonoruu, 2013.

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

7.TOCT P 51511-2001. Iewatn ¢ BoctipousBeneHueM [ocynapcrBenHoro 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 peKomMeHoauuu
1. INpuka3 denepanpHoro apxuBHOro areHrcrsa ot 23.12.2009 Ne 76 «OO6 yTBepkaeHUU
MeroauuecKkux peKOMEHaluil 1o pa3padoTKe WHCTPYKIMKA O JIETONPOU3BOJCTBY B (elepanibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTHY.
2. Ilpukaz MunkynasTypsl Poccum ot 25.08.2010 Ne 558 (pea. or 16.02.2016) «O6
yrBepkaeHUU «[lepedHss THIOBBIX YMPaBICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIIUXcS B
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MpoIecce JAEATENbHOCTH TOCYNApCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpaBJiE€HUS H
OpTaHM3alINH, C YKa3aHUEM CPOKOB XPaHEHH.

3. OcHoBHBIC TpaBwWiia PabOTHl apXUBOB OpraHu3anuii (omoOpeHbl pemenneM Komneruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMJIA/, 2003.

4. TIpuka3 Pocapxupa ot 19.01.1995 Ne 2 «O0 yTBep»KACHUN IPUMEPHOT'O MOJIOKECHHUS O
IIOCTOSIHHO JAEUCTBYIOIIEH SKCIIEPTHOM KOMUCCHH YUPEKICHUSI, OPTaHU3aLUH, IPEATPUSITHS.

5. Meronuyieckue peKOMEHJAluN N0 YHU(UKAIMH TEKCTOB YIMPABICHYECKUX JOKYMEHTOB.
M.: BHUMJAZ, 1998.

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

7. HopMbl BpeMeHHM MO JOKYMEHTAIIMOHHOMY OOECIICYEHHIO YIPaBICHYECKUX CTPYKTYP
(denepalbHBIX OPraHOB HCIOJHUTEIbHOW Biactd. I[locranoBnenne Muntpynma Poccuiickoit
®enepanuu ot 26.03.2002 Ne 23.

8. Ilpukxaz MuHHcTepcTBa CBSA3M M MacCOBbIX KoMMyHuKauuid Poccuiickoit deneparuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O0 yrBepxaeHuu [IpaBui okazaHus yCIyr MOYTOBOH
CBSIZU».

9. TocynmapcTBeHHas CHCTeMa JOKYMEHTAIIMOHHOrO oOecriedeHusl ynpasieHus. OCHOBHBIC
nonokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO oOecriedeHHs
(omobpena komierueit I'masapxusa CCCP 27.04.1988, Ipuka3 ['naBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBunaMu 3aNIOTHEHMSI OCHOBHBIX PEKBU3HTOB PETHCTPAIIOHHO-KOHTPOIBHEBIX (OpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CTYK0e TOKYMEHTAI[HOHHOTO 00ECTICUCHUS YIIPABIICHUS).

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

N —

6.5. CnpaBoyHble CHCTEMbI

Koncynprant mtoc
l'apant

N —

7. MaTepuajbHO-TeXHHYeCKas 0a3a, HH(POPMAIHOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
ob0ecneyeHne U MHGPpOPMAIMOHHbBIE CIIPABOYHbBIE CHCTEMbI
Jnst obecriedeHust y4eOHOTo TMpolecca MpH pealn3alydd JAUCIHHUIUIMHBL HCIONB3YIOTCS:

ayIUTOPHBIN (DOHA;, KOMIBIOTEPHBIH KJIaCC C BO3MOXHOCTBIO JOCTYNMAa K CIPAaBOYHO-TIOMCKOBBIM
cucTeMaM MH(pOPMaIMOHHO-TIPaBOBOro o0ecrieueHus; crenuain3upopantas ayauropus ¢ [IK u I1K
1 MYJbTUMEIUIHHBIM IPOSKTOPOM; OUOINOTEYHO-UH(POPMAIHOHHBIE PECYPCHI

B yueOHOM mporiecce MCIONIb3YIOTCS CIICAYIONIUE MPOrpaMMHBIC MPOAyKThl: Microsoft Word,
MS PowerPoint, Google Chrome.



