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1. Hepe‘leﬂb MJIAHUPYEMBIX PE3YyJbTAaTOB Oﬁy‘le}[l/lﬂ Mo JMCIUIIJIMHE, COOTHECCHHBbIX C
IMJIAHUPYEMBIMH pPE3yJbTATAMHU 0CBOCHUS MIPOTrPaMMbI

1.1 Jucuunauna «/JoxkyMeHTAMOHHOEe o0eclieueHHe YNPABJEHHs 00ecleYuBaeT OBJIAJeHUE
cjeayiel KoMneTeHIueii:

JHIIK — 9  Cnocobrocmv gecmu 00KYMeHmMOOOOpOm Apu OCYujecmeieHuu npagonpuMeHumenvHol,
HOPMOMBOPHECKOU 8UOAX NPOPeCCUOHATLHOU 0eMeNbHOCTIU.

®opmuposanue [I1K-9 ocymecTBisiercss B paMkax OJJHOTO dTara, BKIIOUYaeT B ceOs:

- TIOJyYEHHE TPOYHBIX 3HAHUHN MPAaBOBBIX M OPraHU3AIMOHHBIX OCHOB JIOKYMEHTAI[HOHHOI'O
obecriedeHsl yrpaBicHs,

- YCBOCHHE OCHOBHBIX IMOJIXOJIOB K IOPUIMYECKH IPAMOTHOMY COCTaBIICHHIO U O()OPMIICHUIO
VIIpaBJIEHYECKNX CITYKEOHBIX JOKYMEHTOB, HCIIONB3YEMBIX B OpraHax rocyJapCTBEHHOW BIAacTH W
opraHax MECTHOTO CaMOYINpPABJICHHs, OPraHU3alMAX M MNPEANPHATHSAX Pa3TUYHBIX  (hopm
COOCTBEHHOCTH;

- IproOpeTeHN e MPAKTHUECKUX HABBIKOB BEICHHS JOKYMEHTO00O0pOTA.

dopmupoBaHUE KOMITETEHIINY 3aBEpIIACTCS B TEUCHUE H3YUCHUS TAHHOW JUCIIUTUTHBL.

1.2. B pe3yabTare OCBOEHHS TUCHUILIHHBI Y CTYAEHTOB H0JKHBI ObITh:

- chopmuposanvl 3HAHUS:
- OCHOB JIOKYMEHTAI[HOHHOTO OOECIIeYeHUsI YIPABIEHHWs B OpraHax TOCYJapCTBEHHOH BJacTH,
opraHax MECTHOIro CaMOYIIpaBJICHUA, TOCYJApPCTBCHHLIX W MYHUIHIAJIBHBIX TMPCANPUATUAX U
YVUPEKICHUSIX, IPSAIPUATHIX U OPTaHU3ANUAX PA3ITHIHBIX (HOPM COOCTBEHHOCTH;
- OCHOBHBIX IIPHUHIIMITOB OPTaHU3aIMH JEIOIPON3BOICTBA U JOKYMEHTO000POTa;

- chopmuposanvl ymeHus:
- HCIIOJIb30BaTh 3HAaHHMA OCHOB AJOKYMCHTAIIlMOHHOI'O OGCCHC‘ICHI/IH YIpaBJICHUSA B CBOEH
npoheCCOHaIBHON AATEIbHOCTH;
- COCTaBJIATH B COOTBECTCTBUH C Z[eﬁCTByIOIlIHMH HOpMaMHU M IIpaBUJIaMHU HCOGXOZ[I/IMBIC HOKYMCHTEI,
- aHaIM3UPOBATh IPOIECCH MOKYMEHTHPOBAHMS M OpPraHM3aAIMM JOKYMEHTOOOOpOTa B OpraHax
TOCYIapCTBEHHON BIAaCTM W OpraHax MECTHOTO CaMOYIPABJIEHHs, TOCYJApPCTBEHHBIX U
MYHUIUTAJIBHBIX TPEANPUATHIX U YUPESKICHHUIX, PESANPHUATAIX U OPTaHU3ANUAX PA3TUIHBIX (Hopm
COOCTBEHHOCTH;

- chopMUPOBaHbL HABBIKIL:
- BEICHHUS JETOMPOU3BOACTBA U JOKYMEHTOOO0pOTa B OpraHax rOCyJapCTBEHHOM BIIACTH M OpraHax
MCECTHOI'o CcaMOylpaBJICHHA, IT'OCYJAPCTBCHHBIX U MYHUIIUIIAJIBHBIX HNPCANIPUATHUAX U YUPCKICHUAX,
MPEANPHUITUSAX U OPTaHU3AIUAX PA3THYHBIX (POPM COOCTBEHHOCTH.

2. O0beM U MeCTO IMCHUILIUHBI B cTpyKkType OIl BO

Huctmmuimna  b1.B.14  «JlokyMeHTanlmoHHOE oOOeCIiedeHne YIpaBieHUs» OTHOCUTCS K
TUCIMILUIMHAM BapuaTuBHOM wactu Onoka b.1. Juciurmuima OII BO wanpasnenus 40.03.01
«fOpucnpynenuus» «I"ocynapCTBEHHO-IIPaBOBOT0» poQuIIs. OcBoenne JUCHUTITUHBI
oCyIIecTBIsIeTCs Ha 5 Kypce. O0mas TpyaoéMKocTh qucuuruinibl 2 3E.

OCBOEHUIO  JTUCIHUIUIMHBI ~ TPEANIECTBYET  HM3y4Ye€HHE  TakuX  JAMCLUUIUIMH,  Kak:
«Koncturynmontoe mpaBo», «AIMUHUCTpATUBHOE MpaBoy», «[IpaBoBble OCHOBBI rOCYIapCTBEHHON U
MYHUIUTIATBHON CITY:KObI», «H(pOopMaIlMOHHBIE TEXHOJIOTHH B FOPHIUYECKOHN JSSITEIHHOCTI).

Obwee KonUMeCmMB8o aKAOCMUYECKUX YACOS8, BbIOCICHHbIX HA KOHMAKMHYIO pabomy ¢
npenooasameinem:
Tabauua 1

O0beM JUCHUILIMHDI, Yac.

Buj yuyeOHBIX 3aHATHI Bcero Kype

H caMoCTosATe/IbHas paboTa 1]2]3]4]5

3aounasn ¢hopma odyuenusn

KonrakTHasn paﬁoTa Oﬁy‘lalOIllI/lXCH C nmpemnoaaBaTresieM, B TOM
qucjie:




JeKInoHHoro Trmna (JI) 4 4
npakTudeckoro (cemuHapckoro) tuna (I13) 4 4
CamocTosiTesibHas padoTa odyuaromuxcsi (CP) 60 60
IIpomexyTouHas aTTecTaNUs ¢popma 3auer 3aye
T
Jac. - -
OO0mast TPyA0eMKOCTh (4ac. / 3.e.) | 72/2 72/2

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

3. Coaepskanue U CTPYKTYPA TUCHHUIIMHBI

Tabauna 2
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas paGora TeKylero
o0yuaromuxcs ¢ KOHTPOJIsI
Ne i/ HaumenoBanue Tem npernoaaBareemM yCcneBaeMocCT
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3anstuii | CP | u,
POMEXKYTOYHO
J JP 13 | KCP i
arrecranuu **
3aounan ghopma odyuenusn
Hcropus pasBuUTHUA
CHCTEMBI
Tema 1 | rocymapCTBEHHOTO 2 2 o
JICTTONTPOU3BOICTBA B
Poccun
HopmartusHo-
MeTOoau4IecKast 6aza
Tena 2 | ACTONPOU3BONCTEA. 10 ) 2 0
OCHOBHBIE  MOHATHA U
TEPMHUHOJIOTUS
JICJIONTPOU3BO/ICTBA
OCHOBBI
Tema 3 | FORYMCHTHDOBAHML. 12 2 10 0, I13,Y
OOmmye HOpMBI U TIpaBHIIA
oopmIIEHHS TOKYMEHTOB
Tema 4 | Cuctembpl JOKYMEHTAIIUH 12 12 O
Tema 5 | f3pIk JOKyMeEHTa 4 4 0
Tema 6 Opranuszaiust  paboTel ¢ 16 5 5 12 0. 1T3.Y
JIOKYMCHTaMHU
Teva 7 ApxuBHOE XpaHEHHE ] ] o
JOKYMEHTOB U JIeJ
KonbuaeHnaisHOCTD
“H(OpMAIMK W MPHHIIUIIBI
Tema 8 | ee obecreuenust B cucTEME 4 4 0]
JIOKYMEHTAIIHOHHOI'O
obecrieueHvsl yIpaBJICHHsI
[IpomexxyTounas arrecranus 4 3auer
Bcero: 72 4 4 60 4
npumevarue:

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

Tema 1. Mcmopusa pazeumus cucmemsbi 20CY0apCmMeeHHo20 deronpousgoocmea & Poccuu
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HenonpousBoactBo B [peBHepycckom rocynapcrBe. I[lpukasnHoe aenomnpousBoactBo XV-XVII B.
Cucrema KOJJIEKCKOrO JenomnpousBojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOTHHUTEIHHOTO»
nenornpousBoacTBa XIX — nayana XX B. Oprannzanus aenonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctea B 1945-1990 rr. CoBpeMeHHOE JeIOIPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmed. OCHOGHbLE NOHAMUSL U
MePMUHON02US OEIONPOUIB00CINEA
CocTaB HOPMATHBHO-METOIMYECKON 0a3bl JEONMPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIMK W JOKyMEHTAallMW. YKaspl, pacnopsokenusi Ilpesupenta P®, mnocranoBieHus
[IpaBurenscTBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/iepaTbHBIX OPTaHOB UCTIONIHUTEIBHOM BIIACTH,
peryIaMeHTHPYIOIINE BOMPOCH IOKYMEHTAIIMOHHOTO oOecIiedeH s yIpaBlieHHs. Y HU(QHIUPOBAHHBIC
cucreMbl JokyMmeHTtanun. OOmepoccuiickue knaccudukatopbl. ['ocymapcTBeHHBIE CTaHIAPTHI Ha
JOKYMEHTAIIHIO.
O6mmas XapaKTepucTHuKa TEPMHUHOCHCTEMBI JIENTOTIPOU3BO/ICTBA. JlokymeHTOBeIeHHE.
Henonponsoactso. JlokyMeHT U ero ¢pyHKun (MHGOpMAIMOHHAS, OpTaHU3AIIMOHHAS, FOPUANYEcKasl,
BocnHTaTenbHas u Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JIOKYMEHTOOOOpOTA.
XpaHeHre TOKyMEHTOB (apxuBHOe neno). Homenkmnarypa nen, aeno.

Tema 3. Ocnoguvl doxymenmuposanus. Qduue HopMvlL U NPABULA OGOPMAEHUS OOKYMEHNOE

OCHOBHBIE ITIOJIOKEHUST  I10 OTOKYMEHTHUPOBAHUIO praBnqueCKofx'I JACATCIIBHOCTH. PexBusur
nokymeHnta, ®opmyisap — oOpasenl. bimank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MOl AEIOBBIX
nokyMeHTOB. Hymeparus crpanun. OdopmiieHue AaT M HanMCaHUWE 4YWCET B JOKYMEHTax.

CokpallileHusi CIOB M clioBocoueTaHuit B Tekcre. OdopmiueHue Ttabnui, odopMiIeHHE
HA3BaHWH JOKYMEHTOB OpraHoB BiacTH. CocTaB W TpaBmiia OQOPMIICHUS PEKBU3UTOB JOKYMEHTOB
(cormacao I'OCT P 6.30-2003).

Tema 4. Cucmembvl doxymeHmayuu

Cucrema oOpraHu3allMOHHO-TIPAaBOBOM JOKyMeHTallmu. Ha3HadueHue M cOCTaB OpraHHU3alMOHHO-
npaBoBoil  JgokymeHTanmuu. OdopmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TOJIOKEHUS], HHCTPYKIIMH, IITATHOTO PACIHCAHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopsIuTeNbHON
nokymeHTtanuu.  [lpomenypa  wW3maHUsT  pacHopsIUTENBHBIX  JOKyMeHTOB.  OdopmieHue
pactopsiIMTENbHOW  JOKyMEHTauuu  (IIOCTaHOBJGHMM,  yKa3aHWMW,  TPUKA30B,  pEIICHUH,
pacnopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMOHHOM JOKyMEHTanmuu. Ha3HaueHHWe W cOCTaB  CIPABOYHO-
nHpOpMaIMOHHONH  JoKkyMeHTanuu. OdopMieHne CcrnpaBOYHO-WH(POPMAIMOHHBIX  JIOKYMEHTOB
(mokmamHOM, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJCHHUM, MPEACTABJICHUHN, MPEIIOKCHHH,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITyKEOHBIX MUCEM, TeIerpaMmM, TelleOHOTpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuiib. CBoWCTBa (PKCTPATMHTBHCTHYECKUE) YIIPABICHUYECKOH WH(pOPMAaIIUH
(aKTyanmpbHOCTB, JOCTOBEPHOCTh, OOBEKTUBHOCTH, aJPECHOCTh, YOSTUTEINBHOCTh, MOJHOTA W JIp.).
OcobeHHoCcTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMAIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTh M SICHOCTh U3JI0KEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MTUHTBHCTHYecKHE). CTaHAapTHU3alMs JEKCHKU. YTIOTpeOsieHe
CTEUAILHON JIGKIUH (TEPMHHBI B MPOGECCHOHANN3MBI, MPOPECcCHOHANbHAS JKaproHHas JIEKCHKA).
VYcrapeBmasi iekcuka (apxau3mbl U uctopu3Mbl). Heomorusmel. 3auMcrBoBaHHBIE ciioBa. CioBa ¢
«yHHUBepCcalbHBIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JICKCHMYECKUE COKpallleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBoM cTaHmapT aokyMeHTa. OcoOEHHOCTH pEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIOoTpeOieHHE S3BIKOBBIX (hOPMYJI-KITUIIIE., DTUKET JACI0OBOT0 OOIECHUS.

Tema 6. Opeanuzayus pabomul ¢ 0OKyMeHmMamu

[Nopsimok NBUXKEHUS JTOKYMEHTOB B opraHu3amnud. [IoHATHE «IOKyMEHTOOOOPOT» W €ro OCHOBHBIC
oTambl. JIOKyMEHTOMOTOKH.  DKCIEAWIMOHHAass 00paboTka JOKYMEHTOB, IIOCTYNAIOIIUX B
opranmzanmoo. [IpenBapurensHOoe paccCMOTpEHHE JOKYMEHTOB B CIYXOe JIENONpOW3BOJICTBA.



OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOMAIIMX M MCXOIAIIMX JOKYMEHTOB. TEXHOJIOrMH 00pabOTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT W KOHTDPOJIb 3a MCIIOJIHCHHEM JIOKYMCHTOB.
Opranu3zaiusi CIpaBOYHO-MH(POPMAIIMOHHOH paboThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHToB). dopmupopanue aen. CocraBiecHHEe HOMEHKIATypbl naen. Ilomroropka,
oopmiieHHE el K c/1ayue B apXuB.

Tema 7. Apxugnoe xparienue 0OKyMeHMO8 U Oell

ApxuB. JIoOKyMeHTaNbHBIA (QOHJA OpraHu3aiuu (yupexkaeHus). ApXUBHBIH (OHA. ApXUBHOE JEIO.
ApxuBHbII nOKymeHT. Hcropust ¢opmupoBanus [‘ocynapcTBEeHHOW apXUBHOH Ciy:kObl PO.
locynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapctBennas yacts ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmieHue paen K Iepefade B apXHB.
Odopmnenne nenm IIUTENBHBIX CpPOKOB xpaHeHus. Ilepemaua men B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

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

KondunennmansHocts uHpoOpManuu. Pexxum cekperHoctu. [ocynapcrBennas taifHa. CekperHoe
Aenonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEKPETHOCTH JoKyMmeHTa. [lopsamok
paboThl UCTIONHUTENEH ¢ KOH(UICHINATBHBIMU TOKYMEHTAMU M MaTepuaiaMu. 3amura, oopadorka,
y4eT KOH(HICHIINATbHBIX TOKyMEeHTOB. DOpMUpPOBAaHUE U XpaHEHHUE Je. Y HUUTOKEHHE JOKYMEHTOB,
JieT ¥ HocuTerneld MHPOpMAIHH.

4. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHON aTTeCTAMYU MO TUCHHUILIMHE
4.1. ®opMBI ¥ METOABI TEKYIIIETO0 KOHTPOJIS yCIIEBAEMOCTH U IPOMEXYTOUHOM aTTeCTalllH.

4.1.1. B xome peanu3aluyd JUCHMIUIMHBI «J/{OKyMEHTAI[MOHHOE OOCCIICUCHHE YITPaBJICHUSD)
WCTIOJIB3YIOTCS CIICAYIOIINE METOBI TEKYIIIEro KOHTPOJIS YCIIEBAEMOCTH 00YJarOIIHXCSl:
- IpU NpoedeHUU 3AHAMUL TeKYUOHHO20 MUNA.:
HaOJIIOJICHME 3a TMIOBEACHHEM CTYICHTOB BO BpEMs 3aHATHH, 3a MPOSBICHUEM
3aMHTEPECOBAHHOCTH K COICPKAHUIO 3aHATHUS JICKITMOHHOTO TUTIA;
3aIOJIHEHHUE CTYICHTaMHM JINCTa 0OpPaTHOM CBsI3M (TadiuIa 3)
Tabmuna 3

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

BOIIPOCHI CTYJAEHTaM W OTBETHl CTYJECHTOB HA IIOHUMAHUE HOBOW TEPMHHOJOIUH, C
KOTOPOM 3HaKOMSTCS CTYIEHTHI Ha 3aHATHH (TI0 X0y 3aHATHS);
3a1aHMsI CTYACHTaM JUIsl IOATOTOBKU KOHCIIEKTA 3aHATHS;

- npu nPogedeHUl 3aHAMUL CEMUHAPCKO20 MUna:

3aounan hopma odyuenusn

Tema 3. «Ocnosbl 0okymenmuposanus. Obujue HOpMbl U NPABULA OPOPMIEHUS OOKYMEHMOE)
(2 uaca)

Bomnpock! 3aHATHS ceMUHAPCKOT0O THIIA:
1. OcHOBHBIE MOJIOKEHUS 110 JOKYMEHTHPOBAHUIO YIIPABICHUYECKON NeATeIbHOCTH.

2. PeKkBU3UTHI TOKyMEHTA.
3. bBnank nokymenra. Pazmepsl Oymaru, pazMepsl Tosei I1enoBbIX JOKYMEHTOB.




—_—

4. CocrtaB ¥ mnpaBuia oQpOpMIICHUS PEKBU3UTOB JokyMmeHToB (cormacHo ['OCT P 6.30-2003):
ohopmiieHHE JaT W HAlHMCaHWE YHCEN B JOKYMEHTaxX, COKpAIIeHHsS CJIOB U CIOBOCOYETaHHU B
TekcTe, o opMIICHUE TaOIMI U Jp.

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

Tema 6. «Opeanuzayus pabomul ¢ OOKymeHmamuy (2 uaca)
Bomnpockl 3aHATHS CEMUHAPCKOT'0O THIIA:

[opsaok qBMKEHUS JOKYMEHTOB B OpraHHU3aIlHY.

[ToHsATHE «TOKYMEHTOOOOPOT» U €r0 OCHOBHBIC ATAIIBI.

JIOKyMEHTOIOTOKH. ODKCIEIUIIMOHHAs 00paboTKa JTOKYMEHTOB, IIOCTYMAIOIINX B OpraHU3aluio.
[IpenBapuTeabHOE paCCMOTPEHHE JOKYMEHTOB B CIIy)KO€ JIeIOIPOM3BOICTRA.

OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOIAIIMX M MCXOISAIIMX JOKYMEHTOB. TEXHOIOrMH 00pabOTKU
JOKYMEHTOB. Perucrpaiius, y4er 1 KOHTPOJIb 3a UCIIOJIHEHHEM JOKYMEHTOB.

Opranu3zaiusi CIpaBOYHO-MHPOPMAIIMOHHONH paboThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu 10KyMeHToB). @opmupopanue neia. CocTaBicHHE HOMEHKIATYPBI €.

dopMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPaKHEHHUE, MPAKTUUECKOE 3aJaHHeE.

4.2. Martepuaisl TEKyIIEro KOHTPOJIS yCIIeBaEMOCTH

MeroanuecKkue MaTepHalbl, ONPEACIAIONINe MPOIEAYPHl OIEHUBAHUSA 3HAHWH, yMEHUH,
HABBIKOB, XapaKTepH3YIOIIMX JTambl (HOpMHpOBaHUS KoMIleTeHIUH onpenenensl «[lopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH H HpOMe)KyTO‘IHOﬁ arreéCTaiuu CTYJACHTOB B
BoponexxckoM  ¢unuane  (geaepasbHOr0  roCyIapcTBEHHOrO  OIO/DKETHOrO  00pa3oBaTEeIbHOrO
yupexaenuss «Poccuiickas akageMusi HapOAHOI'O0 XO3SHMCTBA M TOCYJApCTBEHHOW CIIYXOBI TIpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1.

4.3.01eH0YHbIE CPECTBA TS MPOMEKYTOUHOM aTTECTaIINH.

VYcnorus Jonycka oOyYaromierocss K NMPOMEXKYTOYHOH aTTecTalMM, IIKaldbl U IPOLEAYPhI
OLICHUBAHUs OIpeneneHbl [1opsakoM nTpUMeHEeHUsT Oa/UTbHO-PEHTHHIOBOM CHCTEMBI OLICHKH 3HAHUIA
oOyuaroruxcst B Boponexckom ¢unmane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsI0ps
2016 romga Ne 114-228/1.

Bonpocs! aiis mpoBeneHrs MPOMEKYTOYHOM aTTECTAllUU 110 JUCLUTIINHE
«JloKyMEHTaIMOHHOE 00eCTICUeHHE YITPABIICHHSD

1. UcTopust pa3BUTHS CHCTEMBI TOCYIapCTBEHHOI'O AeIONPOU3BOACTBa B Poccuu.

2. HopmatuBHO-nipaBoBas 6aza J10Y.

3. HopMaTuBHBIE TPaBOBBIE JOKYMEHTHI, pErJIaMEeHTHPYIOIINE eI TeNbHOCTh cyx0br IOV

4. Yuudukanus u cranaaptuzanus B J10Y.

5. OcHoBHbIe TOHATHS U TepMuHOiorus JJOY.

6. JIOKyMEeHT ¥ ero QyHKIIHH.

7. OCHOBHBIE TTOJIOKEHUS TI0 JJOKYMEHTHPOBAHUIO YIIPABICHYECKON NeATEeIbHOCTH.

8. ®opmar Oymaru. Buabsl popmaToB, mpuMeHSIEMBIX T 0OpMIIEHHSI CITY’)KEOHBIX JIOKYMEHTOB.

9. OdopmiieHHe HyMepalMH CTpPaHWI] Ha CIYy)KEOHBIX JHOKyMeHTax. CrocoObl M pPa3HOBUIHOCTH
oopmiieHHS 1aT B TOKyMEHTaX.

10. Bugp! cokpaliieHui cioB U CIIOBOCOYETaHHM.

11. CocTaB peKBU3UTOB IOKyMEHTA.

12. biaHk TOKyMEHTa U BBl OJJAHKOB.

13. Cuctema oprann3aliMOHHO-PACTIOPSAUTENBHON TOKYMEHTAIIH.

14. Bujipl opraHM3aiiiOHHbIX JOKyMeHTOB. OCOOCHHOCTH COCTABJICHHUS M O(OPMIICHUS.

15. Bunsl paciopsauTensHbIX JOKyMeHTOB. OCOOEHHOCTH cocTaBiIeHHs U 0hopMITCHHS.

16. Buns! nHQOpMaIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCcOOEHHOCTH cOCTaBJICHHS U 0()OPMIICHHS.



17. CnyxebHoe nucbMo. Bunpl rucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

18. TpeOoBaHus K COCTABICHHUIO ¥ O(OPMIICHHUIO TelIerpaMM, Tene(oHorpaMM.

19. Ocobennocty ohOpMIICHHS TOKIIATHOM, CITy)KEOHOH M 00BACHUTEIBHOMN 3aITUCOK.

20. OcoO0eHHOCTH cOCTaBICHUS U 0(OPMIICHHSI aKTOB U IIPOTOKOJIOB.

21. Otnmure opUIHaIBHO-ACIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH SI3bIKA U CTHIICH pedH.
22. XapaKTepuCTHKa OCHOBHBIX 3KCTPAJTHMHIBUCTUYECKIUX OCOOCHHOCTEH JJOKYMEHTA.
23.JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

24. CtanmapTu3aiys TeKCTa B TOKyMEHTE.

25. JIokyMeHTOOOOpOT ¥ MPHHLMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKH B JOKYMEHTOOO0OpOTe
MPEATIPHUSITHSI.

26. TTopsnok MPOXOXKICHUS U HCIIOTHEHUS BXOJSIINX JTOKYMEHTOB.

27 IlepBoHauanbHas M peBapUTENbHAs 00paboTKa MocTynaromiel KoppecoH ICHIIHH.

28. TTopsAoK MOATOTOBKH U MPOXOXKICHUS UCXOASIINX JTOKYMEHTOB.

29. Iopsnok MpOXOXKAEHHS BHYTPEHHUX JOKYMEHTOB.

30. Opranuzaryst KOHTPOJISA 32 UCTIOTHECHUEM TOKYMEHTOB.

31. Opranuzanus cripaBouyHO-HH()OPMAIIMOHHON PabOTHI.

32. Haznauenwue, nmopsiok GOpMHUPOBaHIS, YTBEPIKICHHSI BEICHUSI HOMEHKIIATYPBI JICI.

33. IlpuHIun TpynnupoBaHUsA JOKYMEHTOB OpTraHU3AIlMH B JIENO.

34. DkcrepTr3a EHHOCTH JAOKYMEHTOB: CYIIHOCTH, MOPSJIOK MPOBENEHUSA. JKCIIepTHAs KOMHCCHUA,
HEHTpaJIbHAsL SKCIIEPTHAS KOMUCCHSI.

35. IlopsAmok mepenadu Iei B apXuB.

36. ApxuB, apXUBHOE J€I0, APXUBHBINA JOKYMEHT.

37.Ilopsinok gomycka u paboThl ¢ JOKYMEHTAMHU B YMTAILHOM 3aJI¢ apXHBa.

38.ITonsTHE «KOHOUACHIINATLHOCTh HHPOPMAIIH» U «CEKPETHOCTh B CHCTEME JICIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro MeldH W 3aJa4d, MPUHIKIBI 00eCeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3allUThl KOH(PHUACHIIMAIBHONH HH(OpMaluu ¥ O00eCHCUCHUs HAASKHOH COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

40. OO0s3aHHOCTH CITYXKAIlEro W OrPaHUYCHUS, KOTOPHIM IOJIBEPracTCsl MEPCOHAN C TOYKH 3PEHUS
COOJIIOJICHUS PSKHMa CEKPETHOCTH B pabOTe C IOKyMEHTaMHU.

5. MeToanuyeckue ykazaHus JJIs 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanusi no UCHOIL30BAHUIO pabOUell NPOSPaAMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHUPYEMBIX PE3yJbTaToB OOYy4YeHHUs IO JAHCIUILIHHE,
COOTHECEHHBIX C IUTAHUPYEMBIMH pPE3yJIbTaTaMHA OCBOCHHUS 00pa30BaTENbHOW  MPOTrpaMMBI
JMCIUTUIMHBI, ONIPEIEINTE, YTO B PE3YNIbTaTe H3YUCHUS TUCIUTUIMHBI BBl JIOJDKHBI 3HATD, YTO YMETh,
4YeM BJIAJICTh, O YEM UMETH TIPE/ICTaBIICHHE.

2. [No3HakombTech ¢ paboueil mporpammoi aucuuIuinHbl. Ocoboe BHUMaHHWE 0OpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JOKYMEHTOB, KOTOPBIMH CJIEQyeT pYKOBOJICTBOBAThCS B
JEONIPOM3BO/ICTBE.

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

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

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

Memooduueckue yxazanusi no pabome c aumepamypotl

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

O3HAKOMJICHHE C HACTOSIIMMHU PEKOMEHIALUSIMU;

W3y4YeHHEe OCHOBHOW y4eOHOH JINTEpaTyphl;



10

mpopaboTKa JOMOTHUTENBHOH (yu4eOHON 1 HAyYHOH ) IUTEPaTYpHI.

B Xxome uTeHHsT OYeHb TOJNE3HO, XOTS W He 00s3aTeNbHO, NIENaTh KpPAaTKHE KOHCIEKTHI
MPOYUTAHHOTO, BBIMUCKH, 3aMETKH, BBIACIATh HESICHBIC, CIIOKHBIC JUTSI BOCIPHUATHS BOIPOCHL. B 1emsix
MpOsICHEHHs TOCTEMHUX HYXXHO oOpamarbcs K mpenoiasarento. [lo 3aBepumieHHH W3ydeHUS
PEKOMEHTyeMOl JTUTEepaTyphl MOJIE3HO MPOBEPUTH YPOBEHH CBOMX 3HAHHH C IMOMOIIBIO0 KOHTPOJIBHBIX
BOIIPOCOB JIJIsl CAMOIIPOBEPKH.

HacrositensHo pekoMeHayercsi n30erath MeXaHHUECKOrO 3aydydBaHHs Y4eOHOTO MaTepuala.
[IpakTrka yOenuTENbHO MOKa3bIBaCT: caMbiM () (EKTHBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexKay, a
riry0oKoe, TBOPUECKOe, CAMOCTOSTEIbHOE MPOHUKHOBEHHE B CYILIECTBO H3Y4aeMBIX BOIIPOCOB.

HeoOxoquMo BECTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haja JIHTEpaTypHBIMH
ncrtoynrkamMu. O0beM HHOOpMAIMU MO AMCLHUILIMHE HACTOJILKO OOLIMPEH, YTO MM HE yaaercs
OBJIaJIETh B «IOCICIAHHWE IHW» TIepe] ceccrueil, Kak Ha JTO HMHOT/IA PaCCUUTHIBAIOT HEKOTOpPHIE
CTYIICHTHI.

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

Memoouueckue pexomenoayuu no KOHCHEKMUPOBAHUIO.

[Ipexxne yeM Ha4yaTh COCTaBIATH KOHCIEKT, HY)KHO O3HAaKOMHUTBCS C KHHUTOH (pazzenom,
TEeMOI), MpOYMTATh €€ cHavyaja W J0 KOHIA, MOHATh NpouyntaHHoe. Ha oOnoxke Terpaan
3alMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOTrO MpPOM3BENCHHS W WMS €ro amTtopa, - (ammms
00y4aroIIerocs.

Cocrasinsiercs miaH KOHCIIEKTHPYEeMOro TeKCTa.

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

KoncrniekTupoBaHue BeIeTCsl HE C LENbI0 UMETh ONpe/eNIeHHbIE 3aI1CH, a JJs 0osiee TIOIHOTo
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHUTH.

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

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

TexHHUKa KOHCIIEKTUPOBAHMUS:

1. KoHcniekTupysl KHUTY OONBIIOr0 00beMa, 3alHCh JIyUIlle BCEro BECTH B OOIICH TeTpajH.

2. Ha xaxoif cTpaHHIle clieBa OCTABISAIOTCS MOJS MHPUHOM 25-30 MM 171 3amKUCH KOPOTKUX
M10/[3ar0JIOBKOB, KPATKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpagu UMeeT MOPSIKOBEIN HOMED.

4. JIns TIOBBIMICHHS DPa30OPUYHUBOCTH (YUTAEMOCTH) 3aIMCH OCTABISAIOT HHTEPBAIBl MEKIY
cTpokamu, abzaramMu. HOByIO MBICTE HAUMHAIOT ¢ KPACHON CTPOKH.

5.1Ipu 3amucH IMHPOKO KCIIOAB3YIOT Pa3IMUYHBIE COKpPAIEHHS W YCIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHCaHHOrO. PEeKOMEHAyercs MPUMEHSATh OOIIEyMOTPeOHTENbHBIE COKPAIEHMS,
HaTmpumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHBbIN

1.06. — TOJDKHO OBITH H T.JI.

He cneqyer cokpariath MeHa U Ha3BaHHUS, KPOME OUEHb YACTO MTOBTOPSIOIIMXCS.

B KkoHCIIEKTE He JO/KHO OBITH MEXaHHYECKOTO TEPEIMCHIBAHUS TEKCTa 0€3 MPOIyMbIBAHMS
€ro coaep KaHus ¥ CMBICIIOBOTO aHaJIN3a.

KoHCITeKT mprHEeCeT M0b3y 00y4aroIeMycst TONBKO TOT/Ia, KOT/Ia OH COCTaBJICH JIMYHO MM.

Koncnexmuposanue nexyut

VYcTHOE M3NOKEeHHEe yueOHOro MaTepuasia Wik Kakoro-Tnbo BOMpoca Ha 3aHSATHSX, JOJDKHO
KOHCITEKTUP OBATHCAL.
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Crymath JEeKIUI0 Hag0 YMETh: TOJIICPKHUBATh CBOE€ BHUMAaHHWE, IOHATH M 3allOMHUTH
yCTBIIAaHHOE, YJIOBUTH May3bl. B mporecce M3NMOXEHHS MPenojaBaTeneM JIKIUU O0y4alomuncs
JIOJKCH BBISICHUTH BCE HETIOHSATHBIC BOIIPOCHI.

3anuchIBaTh COACPIKAHNUE JICKIIMHM HA0 005A3aTEIBHO — 3TO CTYACHTHI TO/KHBI YCBOMTH OYCHb
YeTKO. 3amucy MOMOTAIT IMOAACPKMBATh BHUMAaHHUE, CIIOCOOCTBYIOT MOHMMAHHMIO M 3allOMHHAHHIO
YCTBIIIAHHOTO, TIPUBOJUT 3HAHWE B CHCTEMY, CIyXaT OIOpOH Ui Iepexofa K Oolee TIyOOKOMY
CaMOCTOSATEIbHOMY U3yUEHHIO TIPEeMETa.

Memoouueckue cosemul no KOHCNEKMUPOBAHUIO ./leKlzﬂztlZ.’

3amuch J0MKHA OBITH CHUCTEMHOW, TPENCTaBIATh COOOW COKpAlIeHHBIM BapHaHT JICKIUH
npenojasarens. HeoOXoanMo HAyIHUThCS CTyIIaTh, yMaTh U 3alMChIBATH OJTHOBPEMEHHO.

3amuch Benercsi 04eHb ObICTPO, YeTKO, IO BO3MOKHOCTH KOPOTKUMH BBIPAKEHUSMH.

He mpekpamast cnymars npenoaaBatels, Hy’)KHO 3allUCBIBAaTh TO, YTO HEOOXOJMMO YCBOUTb.
Henp3st 3anuceiBaTh cpasy ke BHICKa3bIBAEMYIO MBICIIb TIPENOIaBaTEeM, CIEAYET €€ MOHITh U Tocie
3TOTO KPaTKO 3aMUcaTh CBOMMH CIIOBAMH WJIM CIIOBaMU Ipernojasartels. BaxHo, 4ToObl B Hell He ObLI
MOTEPSIH OCHOBHOW CMBICI CKa3aHHOTO.

[lpn 3ammcu HEOOXOAMMO TIONB30BATHCS COKPALIEHWEM CIIOB W TPEIIOKEHHH, Kak
001eyNOTPEOUTENbHBIMU, TAK U CBOMMH COOCTBEHHBIMH.

Jatel, MMeHa, Ha3BaHWUsI, BBIBOJIBI, ONIPE/ICICHUS 3aIIMChIBAIOTCS. TOUHO.

Crnenyer oOpaTHUTh BHHMaHHUE CTyJIEHTaM Ha OQOpMIICHHWE 3aluch JeKuuu. s Kaxmoro
npeaMeTa 3aBOJMTCS OTHeNbHas TeTpaab. OTIMYHBIM OT OCTAalbHOTO IIBETa BBIIEIATH OTACIHHBIC
MBICITH M 3ar0JIOBKH, COKPAIaTh OTACIbHBIC CJI0Ba M MPELIOKECHUS, UCIIOIB30BaTh YCIOBHBIC 3HAKH,
OYKBBI JIATHHCKOTO M TPEYECKOr0 anaBHTOB, a TaKKe HEKOTOpPhIE MPHEMBI CTEHOrpaduyecKoro
COKpAILIEHHUS CIIOB.

[penycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
cmocoOcTByeT, Oomee TIIyOOKOMY YCBOGHHIO  HM3Y4aeMOro Kypca, (opMHUpyeT  HaBBIKH
HCCIIEIOBATENILCKOW PabOThl M OPHECHTHPYET CTYIECHTOB Ha yMEHHE MPHMEHSTh TEOPEeTHUECKHE
3HaHUS Ha MPaKTHKE.

6. YueOHast 1uTepaTypa u pecypcbl HH()OPMANMOHHO-TEJIEKOMMYHUKAIMOHHOM CeTH
"UHTepHeT", BKIIOYAS NepevyeHb YHeOHO-METOAMYECKOTr0 o0ecneyeHu sl AU CIUILTHHbI

6.1. OcHoBHas quTepaTtypa (0ndAUOTEUHBIH POHT)

1. beikoBa T.A. lenonpouspoactBo: Yueduuk. ['pudp YMO MO PO, UHDA-M,2014.

2. Kabamor C.FO. Opranuzanus oOIIEro M CIEMUAIBLHOTO JENONPOU3BOJCTBA B OpraHax
MECTHOT'0 camoynpasiieHus: YueoHoe nmocoone — M.: UTHDA-M, 2013.

3. KyszuenoB M.H. [lokyMeHTallMOHHOE OOECIICUCHUE YIPABJICHUSA M JIEIONPOM3BOJCTRA!
y4eOHHK 1J1s1 OaKalaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

6.2 JlonosiHUTEIBLHAS JIMTEPATYypa

1. MaewinoBa O.H., PeidakoB A.E. [lenonpon3soactBo: Y4ueOHO-IPaKTHYECKOE PYKOBOACTBO/
9-e u3n. — MHu.: Terpa Cuctemc, 2010.

2. Kupcanoa M.B. CoBpemeHHOe aenonpousBoAcTBo: Yu. [Tocobue,-5 uzn. — M.: UHOPA —
M; 2010.

3. CreniokoB M.B. JlokymeHTOBeneHHE W AETONPOU3BOJICTBO (KOHCIEKT JeKIuii). — M.:
[Ipuop-uznart., 2010.

6.3 HopmaTnBHbBIe NPaBOBble JOKYMEHTbI

1. Koucturymus Poccuiickoii ®epepanuu (MpHHATa BCEHAPOAHBIM TOJMIOCOBAaHHUEM
12.12.1993) (c yderom morpaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Koncrtutymmm PO ot
30.12.2008 Ne 6-DK3, ot 30.12.2008 Ne 7-DK3, ot 05.02.2014 Ne 2-OK3, ot 21.07.2014 Ne 11-DK3).

2. O rocynapcTBEHHOM rpaxIaHckoil ciyxbe PD: denepanbhsbiii 3akon ot 27.07.2004 Ne 79-
@3.
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3.0 cucrteme rocynapcTtBeHHOH ciy)xObl Poccuiickoit denepanuu: denepaabHblii 3aKOH OT
27.05.2003 Ne 58-03.

4. O TocynmapctBenHoM repbe Poccuiickoit denepanmn: denepanbHblii KOHCTHUTYIIMOHHBIH
3aKkoH oT 25.12.2000 Ne 2-®K3 // Cobpanne 3akononatenberBa Poccuiickoit @eneparun. 2000. Ne 52
(a.1). Cr. 5021; 2002. Ne 28. Ct. 2708; 2003. Ne 27 (u. 1). CT. 2696.

5. O rocynapcrBenHoil TaiiHe: 3akoH Poccuiickoit @enepanmmuu or 21.07.1993 No 5485-1//
CobOpanue 3akononarenbera Poccutickoit denepanuu. 1996. Ne 15. Ct. 1768; 1997. Ne 41. Cr. 4673;
2002. Ne 52 (4. 2). C1. 5288; 2003. Ne 6. C1. 549; No 27 (u. 1). Ct. 2700; Ne 46 (u. 2). Cr. 4449.

6. O6 wHbpopmanmy, HWHOOPMAIMOHHBIX TEXHOJOTHUSX H O 3amuTe HHopMalmu:
OenepanpHbIii 3ak0H 0T 27.07.2006 Ne 149-D3.

7. O s3pikax HapoaoB Poccuiickoit @enepanun: 3akon PCOCP or 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 rocynapctBenHOM s3bike Poccuiickoit denepannu: @enepanbubiii 3akon oT 01. 06. 2005
Ne 53-@3.

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

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

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

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

13. O Ilepeune cBeaeHUH, KOTOphIE HE MOI'YT COCTaBISATh KOMMEPYECKYIO TailHy:
[TocranoBnenue mnpaButenbcTBa PD ot 05.12.1991 Ne 35 (B pem. or 03.05.2002) // CGopHHK
[MocranoBnennii Poccuiickoit ®emepammu. 1992. No 1-2. Cr. 7; CoOpaHue 3aKOHOIATENbCTBA
Poccwuiickoit @eneparun. 2002, Ne 41. Ct. 3983.

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

I'ocynapcTBeHHBIE CTAHIAPTHI

1.TOCT P 6.30—2003. YuudunmpoBaHHas cucTeMa IOKYMEHTAIMH. YHHU(pHIMpOBaHHAS
CHCTEMa OpraHU3AIlMOHHO-PACTIOPSIIUTENBHON JOKYMEHTalud. TpeOoBaHus K  OQOPMIICHHIO
nokymeHToB. M.: ['occtangapt Poccum, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucremMa JOKyMeHTanuu. [IpupaHue HOpuanyYeCKOM
CHJIBI JIOKYMECHTaM Ha MAIIMHHOM HOCUTEJIE W MAIIMHOTPaMME, CO3JIaBa€MbIM CpEICTBAMH
BBIYMCINUTEIBbHON TexHuKku. OCHOBHEIE ITOoKeHus. — M., 1985.

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

4. TOCT 6.10.5—87. VYuudunupoBaHHas cucCTeMa JOKYMCHTAalMH. 1peOoBaHHS K
mocTpoeHuto Ghopmyspa-oopasia. — M., 1987.

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

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

7.TOCT P 51511-2001. Iewatn ¢ BoctipousseneHueM [ocynapctBenHoro repba Poccuiickoit
Oenepannu. Dopma, pazMepbl U TEXHUYECKHE TPEOOBAHUS.

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

I/IHcmpyKuuu, nepeunu, npasujia u Memoouueckue pelcomenoauuu
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1. INpuka3 denepanpHoro apxuBHOro areHrcrea ot 23.12.2009 Ne 76 «OO6 yTBepkaeHUH
MeroauuecKkux peKOMEHIaluil 1o pa3padoTKe MHCTPYKIMA IO JIETONPOU3BOJCTBY B (eepaibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTUY.

2. Tlpuka3z MunkynbTypel Poccum or 25.08.2010 Ne 558 (pea. or 16.02.2016) «O6
yTrBepkaeHUU «llepedHss THIOBBIX YIPaBICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIIUXCS B
MpoIecce JEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYTNpaBieHUA W
OpTaHM3alINH, C YKa3aHWEM CPOKOB XpaHEHH.

3. OcHOBHBIC MpaBuWja PabOTHl apXHMBOB oOpraHu3aiuii (ogo0pensl perieHueM Koeruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMJA/, 2003.

4. TIpukas Pocapxupa ot 19.01.1995 Ne 2 «O0 yTBep»KACHUN IPUMEPHOTO MOJIOKEHHUS O
IIOCTOSIHHO JAEUCTBYIOIIEH SKCIIEPTHOM KOMUCCHH YUPEKIACHMS, OPTaHU3aLUH, IPEAIPHUITHUS.

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

6. IlocranoBnenue I'occranmapra P® ot 03.03.2003 No 65-ct «O mpuHSTUU U BBEICHUU B
NeiicTBUE TocyIapcTBeHHoro cranaapra Poccuiickoit @enepanun” (Bmecte ¢ "I'OCT P 6.30-2003.
locynaperBennsiii cranmapt Poccuiickoit @eaepanuu. Y HU(PUIMPOBAHHBIC CHCTEMBI JIOKYMEHTAIINH.
YauduimpoBaHHas cUCTeMa OPTaHU3AIMOHHO-PACTIOPSIUTEIBHON JOKyMeHTanuu. TpeOoBaHus K
0o(hOpMIIEHHIO TOKYMEHTOBY)

7. HopMbl BpeMeHHM MO JOKYMEHTAIIMOHHOMY OOECIIEYEHHIO YIPaBICHYECKUX CTPYKTYP
(denepanbHBIX OPraHOB HCIOJMHUTEIbHOW Biactu. IlocranoBiienne Muntpyma Poccuiickoit
®enepanuu ot 26.03.2002 Ne 23.

8. Ilpuxaz MuHucTepcTBa CBA3M W MacCOBbIX KoMMyHuKaumid Poccuiickoit deneparnuu
(Munkomcesa3b Poccun) ot 31.07.2014 Ne 234 «O06 yrBepx)aeHuu [IpaBui oka3aHus yCIIyT MOYTOBOM
CBSI3U».

9. TocynmapcTBeHHas cHcCTeMa JOKYMEHTAIIMOHHOrO oOecrieueHusl ynpasicHusi. OCHOBHBIC
nojokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTaAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO oOOecriedeHHs
(omobpena komnerueii I'maBapxusa CCCP 27.04.1988, Ipuka3 I'maBapxua CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBuimaMu 3amIOTHEHMSI OCHOBHBIX PEKBU3HTOB PETrHCTPAMOHHO-KOHTPOIBHBIX (hOpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICYeHHUsT YIIPABICHUS).

6.4.UnTepHeT-pecypchl

1. OBC IPRbooks (http://www.iprbookshop.ru/)
2. OBC JIAHD (https://e.lanbook.com/)
3. OBC IOPAUT (http://www.biblio-online.ru/)

6.5. CnpaBouHble CHCTEMbI

1. KoHcynbTaHT 1UIIOC
2. Tapant

7. MaTepuajbHO-TeXHHYeCKas 0a3a, HH(POPMAIHOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
ob0ecneyeHne U MHGpOPMALMOHHDBIE CIIPABOYHbBIE CHCTEMbI
Jns oOecriedyeHuss y4eOHOro Mpolecca MNP pealu3alMy JUCIHUILUIMHBI HCIIOIb3YIOTCS:
ayIUTOPHBIN (DOHA;, KOMIBIOTEPHBIH KJIaCC C BO3MOXHOCTBIO JOCTYNMAa K CIPAaBOYHO-TIOMCKOBBIM
cucTeMaM MH(pOPMaIlMOHHO-TIPaBOBOro o0ecrieueHus; crenuaiusupopantas ayauropus ¢ [IK u T1K
1 MYJbTUMEIUIHBIM IPOSKTOPOM; OUOIMOTEYHO-UH(POPMAIITHOHHBIE PECYPCHI
B yueOHOM mpoliiecce HCIONIb3YIOTCS CICAYIONME MPOrpaMMHBIe MPOAYyKThI: Microsoft Word,

MS PowerPoint, Google Chrome.



