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

1.1  OucuurmuimHa «OCHOBBI  JCNONMPOM3BOJCTBA»  O0CCICUMBACT  OBJIAJICHHE  CJICAYIOIICH
KOMIIETEHIIUEN C YYETOM JTala:

Kon HaumenoBanue Kox srama HaumenoBaHue 3Tamna
KOMIIETEHIINH KOMIIETEHIINH OCBOCHUS OCBOEHHS KOMIIETCHIINH
KOMIIETEHIINH

IIK - 15 YMmenue Bectu | [IK - 15.1 YMmenue BECTH
JIEJIOTIPON3BOJICTBO H JICITOTIPOU3BOICTBO "
JOKyMEHTOO0O0POT B JOKyMEHTOOOOPOT B OpraHax
OpraHax roCyIapCTBEHHOM roCyapCTBEHHOM BJIACTH
BJIACTH Poccuiickon Poccuiickon denepanuu,
denepanuuy, opranax opraHax rocy1apCTBEHHOMH
roCyJapCTBEHHOW  BJIACTH BJIACTH CYOBEKTOB
CyOBEKTOB Poccuiickoi Poccuiickoi denepanuu,
denepanuuy, opranax opraHax MECTHOI'0
MECTHOI'O caMOyIpaBJICHHUS,
caMOYIIpaBJICHUS, roCyIapCTBEHHBIX "
roCyIapCTBEHHBIX H MYHHIIUTIAIbHBIX
MYHHIIMTIAIBHBIX MPEAIPUITUIX 5
MPEANPUITHIX H YUPSKICHHUIX, HAY4YHBIX U
YUPSKICHUAX, HAYYHBIX U 00pa3oBaTeNbHbBIX
00pa3oBaTeNbHBIX OpPTraHM3AIMSIX, TOTUTHYSCKUX
OpTaHU3AIIHSX, MapTUiIX, KOMMEPYECKHX M
MOJIUTHYCCKUX  MapPTHSIX, HEKOMMEPYECKHX
KOMMEPYECKHX H OpTaHU3AIHIX
HEKOMMEPYECKHX
OpTaHU3aIHIX

1.2. B pe3ynbTaTe OCBOCHHS JUCIUILUIMHBI Y CTYJICHTOB JIOJDKHBI OBITH COPMUPOBAHEI:

Kog nrama ocsoenus
KOMIICTCHIIUN

Pesynbrarel 00yueHus

K -15.1

Ha ypOBHE 3HAHUM:

- OCHOB JICJIONPOM3BOJCTBA B OpraHax TOCYJapCTBEHHON BIACTH
Poccuiickoii denepannmn, opraHax rocylapcTBEHHOW BIIACTU CYOBEKTOB
Poccuiickoit ~ denepanuu, opraHax MECTHOIO  CaMOYIIPABIICHHS,
roCyaAapCTBECHHBIX W MYHHUIUIIAJIBHBIX MPECANPUATUAX U YUPCKICHUAX,
HAaYYHBIX H O6pa3OBaTeJ'H)HBIX opraHmsalnuax, IHOJUTHYCCKUX IapTUIX,
KOMMEPYECKHX U HEKOMMEPUECKHUX OpTraHU3aIusiX;

= OCHOBHBIX IIPUHIIAIIOB opraHnuvsanuu ACIOIIPON3BOACTBA n
ITOKYMEHT0000pOTa;

Ha YPOBHE YMEHUM:

- O0BSICHUTH COfIep)KaHHUE, CYIIHOCTh M OPTaHM3AINIO AEIO0IPOU3BOACTBA
B cepe ToCyIapCTBEHHOW CIIY)KObI M MECTHOTO CaMOYIpaBJICHUS, B
OpraHU3alHIX U MPESANPUSTHSIX Pa3IHYHBIX (OPM COOCTBEHHOCTH;

- HCIIONB30BaTh 3HAHUS  OCHOB  JEIONMPOM3BOACTBA B  CBOEH
podecCOoHaIbHON ACATEIbHOCTH;

- COCTAaBJIATh B COOTBETCTBHU C Z[eﬁCTByIOIlIHMH HOpMaMH U IIpaBHJIaMU
HE00XOMMBIE TOKYMEHTHI;

- BJIaJICTh TEPMHUHOJIOTHEH B 00JIACTH JAEIOMPOU3BOICTRA.

Ha YPOBHE HABBIKOB:
- BEACHMSA JCIONPOM3BOACTBA M JOKYMEHTOOOOpOTa B OpraHax
rocyaapcTBeHHOM  Biactu  Poccuiickoii  denpepauuu, — opraHax

roCyIapCTBEHHOM BiacTH CyObekToB Poccuiickoit ®eaeparuu, opraHax




IMECTHOTI'O

OpraHu3alusx,

caMOYIIpaBJICHUS,
MPEeaNpUATHAX U

YUPEKICHUSIX,

ITOJIUTUHYCCKHUX nmapTuiax,

HCKOMMEPYCCKHX OpraHu3aluax.

TOCYyJapCTBEHHBIX W MYHHUIUIIAJIBHBIX
Hay4YHBIX

u  00pa3oBaTEIbHBIX
KOMMEPYECKHX 4§

2. O0beM U MeCcTO IMCHUILIUHBI B cTpykType OIl BO

HucrunuHa b1.B.04 «OCHOBBI 1€7T0MPON3BOACTBAY» OTHOCUTCS K AMCIUIUIMHAM dacTd b.1.

bazoBoit wactu Onoka b.1. Hucnumnua OIT BO nampasnenus 38.03.04 «[ocymapcTBeHHOE U

MYHHUITUIIATBHOE yIpaBieHue». OCBOCHHE MUCIUILIMHBI OCYIIECTBISETCS B S5 ceMecTpe 3 Kypca.
Oo6mas Tpynoémkocts mucuumuiniel 3 3ET (108 akamemuueckux win 81 acTPOHOMHYECKHX YacoB).
KonrtaktHast pabora oOydwarommxcsi ¢ TpenojaBaTeneM cocTaBisier 54 akagemuueckux wim 40,5

ACTPOHOMMYECKHX YaCOB; CAMOCTOsATENbHAs paboTa — 54 akagemudeckux win 40,5 acTpOHOMHYECKUX

JacoB.

dopma MPOMEKyTOUHOH aTTECTAI[MH B COOTBETCTBUU C yUEOHBIM IJIAHOM — 3a4erT.

O6u;ee KoJuvecmeo 4acoe, BbLOCICHHBIX HA KOHMAaKmMHYI0 pa60my C npenoaaeameﬂeM:

Tabmuma 1.1
. O0beM JUCHUNJIMHBI, aKa/J1.49AacC./acTp.4ac.
Bua yueOHBIX 3aHATHIH
U caMocTosiTeJIbHasi padoTa Beero Cemectp
P 1 [2]3 4] 5 6173
Ounas popma odyuenusn
KontakTHasi paboTa 00y4aronuxcsi ¢ 54/40,5 54/40,5
NpenoaaBaTeieM, B TOM YHcJIe:
JIeKITHOoHHOro Tuna (JI) 18/13,5 18/13,5
npakTudeckoro (cemuHapckoro) tuna (I113) 36/27 36/27
CamocTosiTeIbHAsA padoTa 00y4aroImuxcsi 54/40,5 54/40,5
(CP)
I[IpomexxyTounas ¢opma 3auem 3ayer
aTTecTalus Jac.
OO0mas Tpy10eMKOCTh (aKaj. 4yac. /acTp. 108/81/3 108/81/
yac. / 3.e) 3
3. ConepskaHue U CTPYKTYPa AU CHUILIHHBI
Tabmuna 2.1
O0beM TMCHUILINHBI, aKa1.Yac./acTp.yac. dopma
KonTakTHas paGora TeKy1lero
o0yuarouiuxcsi ¢ KOHTPOJIA
N HaumeHoBaHue TeM npernoaaBarejemM ycreBaeMocT
° n/m .
(pa3nenoB) Bcero | mo Buaam y4yeoubix 3auaruii | CP | u*,
MPOMEKYTOY
J JIP n3 | KCp HOH
arrecramum **
Ounas popma odyuenusn
Hcropus pas3BuUTHUA
CHUCTEMBI
Tema 1 | rocymapcTBEHHOTO 8/6 2/1,5 2/1,5 4/3 H, O
JIeTIONPOU3BOICTBA B
Poccun
HopmartusHo-
METOUYECKast 0aza
Tema 2 | ACTONPOMSBOACTEA. 16/12 | 2/1,5 6/4,5 8/6 H0,Y
OCHOBHBIC  TIOHATHS |
TEPMUHOIIOTUA
JIeTIONPOHU3BOICTBA




OCHOBBI
Tema 3 | AORYMCHTHDOBATHA, 10/7,5 | 2/1,5 43 43 | H,0,13Y
OOmmye HOpMBI U TIpaBHIIA
oopmIIeHHS TOKYMEHTOB
Tema 4 CucteMbl TOKyMEHTaIuU 30/522, 43 105/7, 162/ 1 H, 0,113
Tema 5 | SI3bIK TOKyMeHTa 12/9 2/1,5 4/3 6/4,5 H, O, I13,¥Y
Tema 6 | OPramusauns  pabotel ¢ |y | o) 5 4/3 6/4,5 | H,0,I3,Y
JOKyMEHTaMHU
Tema 7 | APXHBHOS XPAHEHHE | 15/ | o)1 5 473 6/45| H OV
JOKYMEHTOB H JIeJ
KonbuaeHnaisHOCTD
HHGOPMAIIUY ¥ TIPHHITAITBI
Tema 8 | ee obecrieueHuss B CHCTEME 8/6 2/1,5 2/1,5 4/3 H, O
JOKYMEHTAIIHOHHOTO
obecriedeHvsl yIpaBJICHHsI
[IpomexxyTounas arrecranus 3a
Beero: | 108/81 | 1813 36/27 S4/4
5 0,5
Ilpumeuanue:

* - hopmul mexyweeco koumpoas ycneeaemocmu: Habdmooenue (H), onpoc (0), npaxmuueckoe
sanamue (113), ynpasicrnenue (V).
** _ chopmwl npomesicymounot ammecmayuu: 3avem (3a)

Conep:xkanue aUCHHUILTUHBI

Tema 1. Mcmopusa pazeumus cucmemsbi 20CY0apCmMEeHHo20 deronpousgoocmea & Poccuu
HenonpousBoactBo B [peBHepycckom rocynapcrBe. I[lpukasnHoe aenomnpousBoactBo XV-XVII B.
Cucrema KOJIEKCKOrO JenomnpousBojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOTHHUTEIHHOTO»
nenornpousBoacTBa XIX — nayana XX B. Oprannzanus aenonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBoncta B 1945-1990 rr. CoBpeMeHHOE JeIOIPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmed. OCHOGHbLE NOHAMUSL U
MEPMUHON02US OEIONPOUIB00CINEA
CocTaB HOPMAaTHBHO-METOIUYECKON Oa3bl JS/IONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIMK W JOKyMEHTAallMW. YKaspl, pacnopsokeHusi [lpesupenta P®, mnocranoBieHus
[IpaBurenscTBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/IepaIbHBIX OPTaHOB UCTIONIHUTEIBHOM BIIACTH,
perJIaMEHTUPYIOIIUE BOMPOCH JOKYMEHTAIIHOHHOTO obecredeHusl. YHH(DUIUPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue — kiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApTHI  HA
JOKYMEHTAIIHIO.
Oommas XapaKTepucTHuKa TEPMHUHOCHCTEMBI JIENTOTIPOU3BO/ICTBA. JlokymeHTOBeIeHHE.
HenonponsBoactso. JlokyMeHT U ero ¢pyHkun (MHGOpMAIMOHHAS, OpTaHU3AIIMOHHAS, FOPUANYEcKas,
BocnHTaTeNnbHas u Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JIOKYMEHTOOOOpOTa.
XpaHeHre TOKyMEHTOB (apxuBHOe neno). Homenkmnarypa nen, aeno.

Tema 3. Ocnoswvl doxymenmuposarusi. Qduue HopMvlL U NPAGULA OGHOPMACHUS OOKYMEHMOE
OCHOBHBIC TIOJOXCHHMSI TI0 JOKYMEHTUPOBAHHIO VIPABJICHUCCKOW JCATENBHOCTH. PEKBU3HT
nokymeHnta, ®opmyisip — oOpasenl. bimank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MOJNeH AEIOBBIX
nokyMeHTOB. Hymeparus crpanun. OdopmiieHue AaT M HanMCaHUE 4YHCE B JOKYMEHTax.

CokpalliegHusi CIOB M clioBocoueTaHuit B Tekcre. OdopmieHue Ttabnui, odopMiIeHHE
Ha3BaHMH JIOKYMEHTOB opraHoB Biactu. CocTaB u npaBuiia oQOpMIICHHS PEKBHU3MTOB JOKYMEHTOB
(cormacuo I'OCT P 6.30-2003).

Tema 4. Cucmemvl doxymeHmayuu
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Cucrema oOpraHu3allMOHHO-TIPAaBOBOM JOKyMeHTallmu. Ha3HadueHue W cOCTaB OpraHHU3alMOHHO-
npaBoBoii  JokymeHTanud. OdopmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TIOJIOKEHUS], MHCTPYKIIMH, IITATHOTO PACIUCAHUA U JIp.).

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

Cucrema crpaBOYHO-MH(QOPMAIMIOHHOM JOKyMEHTanmuu. Ha3HaueHHWe UM cOCTaB  CIPABOYHO-
nHpOpPMAIMOHHON  JoKkyMeHTanuu. OdopmieHne CcrnpaBOYHO-WH(POPMAIMOHHBIX  JIOKYMEHTOB
(mokmamHOM, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJICHHUM, NMPEICTABICHUH, MPEIIOKCHHH,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITy»KEOHBIX MUCEM, TeIerpaMm, TeleOHOrpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuiib. CBoWCTBa (PKCTPATMHTBHCTHYECKUE) YIIPABICHUYECKOH WH(pOPMAaILIUH
(aKTyanmpbHOCTB, JOCTOBEPHOCTb, OOBEKTUBHOCTH, aJ[PECHOCTh, YOSTUTENBHOCTh, MOJTHOTA H JP.).
OcobeHHoCTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTD M SICHOCTD U3JIOKEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MTUHTBHCTHYecKHE). CTaHAapTHU3alMs JIEKCHKU. YTIOTpeOsieHe
CTIEUAILHON JIGKIUH (TEPMHHBI B MPOPECCHOHANN3MBI, MPOPECcCHOHANbHAS JKaproHHas JIEKCHKA).
VYcrapeBmias nekcuka (apxau3mbl W ucTopusMmbl). Heomorusmel. 3ammcrBoBaHHBEIE cioBa. CioBa ¢
«yHHUBepcalbHBIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JICKCHMYECKUE COKpallleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBoW cTaHmapT aokyMeHTa. OcoOEHHOCTH pPEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIoTpeOiieHHe s3BbIKOBBIX (hOPMYJI-KIIHIIE., DTUKET JACI0OBOT0 OOIECHUSI.

Tema 6. Opeanuzayus pabomul ¢ 0OKyMeHmMamu

[Topsimok NBHIKEHMS JTOKYMEHTOB B OpraHu3aiiu. [IOHATHE «JIOKyMEHTOOOOPOT» M €ro OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAlOIIMX B
opranm3zanuio. [IpenBapuTenbHOE pacCMOTpEHHE JOKYMEHTOB B CIIy)KOE JIEIONPOU3BOJICTBA.
OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOMAIIMX M MCXOIAIIMX JOKYMEHTOB. TeXHOIOrHu 00pabOTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT U KOHTPOJIb 3a MCIIOJIHEHHEM JIOKYMCHTOB.
Opranu3zaiusi ClpaBOYHO-MH(POPMAIIMOHHONH paboThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). DopmupoBanue aen. CocraBieHHEe HOMEHKIATypbl naen. Ilomroroexa,
oopmiieHHE e K c1ayue B apXuB.

Tema 7. Apxugnoe xparienue 0OKYyMeHMO8 U Oell
ApxuB. JIoOKyMeHTaNbHBI (OHJA OpraHu3aiuu (YupexkaeHus). ApXUBHBIN (OHA. ApXUBHOE JEIO.
ApxuBHbI nOoKymeHT. Hcropust ¢opmupoBanus [‘ocynapcTBEeHHOW apXUBHOW Ciy:kObl PO.
TlocynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapctBennas yacte ApxuBHoro ¢onaa PO.
OkcnepTr3a IIEHHOCTH JIOKYMEHTOB. [loaroroBka, odopmieHHe el K Iepelade B apXuB.
Odopmienne aen IUTEIBHBIX CPOKOB XpaHeHus. [lepemaua pgen B apxuB. Mcmonmb3oBaHue
JOKYMEHTOB apXHBa.

Tema 8. Kouguoenyuanvnocms ungopmayuu u npunyunvl ee obecnevenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becneyenus ynpasieHusl.
KondunennmansHocts uHpoOpManuu. Pexxum cekperHoctu. [ocynapcrBennas taiiHa. CekperHoe
Aenonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEKPeTHOCTH JoKyMmeHTa. [lopsamok
paboThl UCTIONHUTENEH ¢ KOH(UICHINATBHBIMU TOKYMEHTAMH M MaTepuaiaMu. 3amuTa, oopadorka,
y4eT KOH(pHICHIINATBHBIX TOKyMEHTOB. DOpMUpPOBAaHUE U XpaHEHUE Jie. Y HUUTOKEHHE JOKYMEHTOB,
JieN ¥ HocuTerneld MHPOpMAIHH.

4.Matepuajbl TeKyIlIero KOHTPOJIS YCIeBaeMOCTH 00ydaomuxcsi H poH/I OleHOYHBIX

CPeJCTB MPOMEKYTOUYHON aTTeCTAIUM 110 TUCIHIJINHE

4.1. ®opMbl ¥ METOABl TEKYHIEr0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOMIMXCSd W MPOMEXKYTOYHOM
aTTeCTaluH.

4.1.1. B xome peanmzanuu guciuiuimabl b1.B.04 «OCHOBBI JEMONPON3BOICTBA» HCIOIB3YIOTCS
CIIEIYFOIIE METO/IBI TEKYIIETO KOHTPOJISL YCIIEBAEMOCTH O00YUaIOIINXCS:



HpI/I HpOBe}leHI/II/I 3aH5[THI71 JICKIITUOHHOI'O TUIIA:
- HaOJrOIEHHE, OIIPOC;

IIpY IPOBEACHUM 3aHATHM CEMUHAPCKOT0 TUIIA!
- OIIpOC, JUCIIYT, MPAKTUYECKOE 3aJaHUE, YIIPaKHEHUE

MIPH KOHTPOJIE PE3yIbTATOB CAMOCTOSTEILHOW PabOTHI CTYICHTOB!
- KOHTPOJIb CAaMOCTOSTEIBHON pabOThl OCYIIECTBIISCTCS HA 3aHATHSIX CEMHUHAPCKOrO THIIA.

4.1.2. 3a4eT MPOBOAUTCS ¢ IPUMEHEHHEM CJIeYIONIMX METOI0B (CPEACTB): YCTHBII OTBET.

4.2 MartepuaJjbl TEKylIero KOHTPOJIsl yCIeBaeMOCTH 00y4aroIuXxcsi.

Tema 1. «HMcmopus pazsumus cucmemvl 20Cy0apcmeennozo denonpouzgoocmea 6 Poccuuy (2
yaca).

Popma TeKyIIero KOHTPOJIs — OIpoC.

Bompock! 3aHATHSA CEMUHAPCKOTO THIIA:

1. Jlemonpoun3BoAcTBO B JpeBHEPYCCKOM rOCYIapCTBeE.

2. Ilpukasnoe genonpousBoactso XV-XVII B.

3. Cucrema KOJUIEXKCKOTO JIeIONPON3BOICTBA.

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

5.  Opraamzamnus nenonpousBonctsa B 1917 — 1941 rr. Mcropus memompomnsBojcTBa B 1945-
1990 rr.

6. CoBpeMeHHOE JIeIONPOU3BOICTBO.

Tema 2. «OchogHble NOHAMUSL U MEPMUHON02US OeNONPOU3800cmaay (4 uaca).
dopma TeKyIero KOHTPOJIS — OIPOC, YIPAKHEHHE.

Bormpochl 3aHITHS] CEMHHAPCKOTO TUTIA:
1. OO0uias xapaKTepuUCTUKa TEPMHHOCUCTEMBI JICTIOMPOU3BOICTRA.
2. JlokymeHTOBeAcHUE. J]ernompon3BOACTRO.
3. JokymeHnT u ero ¢yHknun (WH(QOpMaNMOHHAs, OpPTraHW3AIMOHHAS, IOPUIMYECKas,
BOCITUTATENIBHAS U JIP.).
4. Cucrema gokymentanuu. JJokymentoobopor. O6beM qokymeHToobopora. Homenkiarypa
hi (S

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

Popma TeKyIIero KOHTPOJIs — OIpoc.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocraB HOpMATHBHO-METOIUYECKOH 0a3bl JICIOMPOU3BOJICTBA.

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

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

4. HopmaTuBHBIE TIpaBOBBIE aKThl (QellepalbHbIX OPraHOB HCIOJNHUTENBHON BIIACTH,
peryiaMeHTHPYIOIINE BOIPOCHI JOKYMEHTAIIMOHHOTO 00ecIeueH s.

5. YHuuIupoBaHHBIE CHCTEMbI JOKYMEHTAIIUU.

6. OOmepoccuiickue KiacCu(pUKaTOPHI.

7. TocymapCTBEHHBIE CTAaHIAPTHI HA JOKYMEHTALUIO.

Tema 4. «Ocnosvr doxymenmuposanus. Obwue HOpMbL U NPAGULA OPOPMAEHUSL OOKYMEHMOBE)
(4 uaca)

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

Bomnpocs! 3aHATHS CEeMUHAPCKOT0 THTIA:

1. OCHOBHBIE TTOI0XKEHUS T10 JOKYMEHTHUPOBAHHIO ynpaBHqueCKOﬁ JCATCIIBHOCTH.
2.  PexkBU3HTHI JOKYMEHTA.

3. bmank nokymenra. Pazmepsl Oymaru, pa3mepsbl Mojield AeNOBBIX TOKYMEHTOB.
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4. CocraB u npaBuia opopmiIeHUS PeKBU3UTOB qokyMeHToB (coriacHo [OCT P 6.30-2003):
ohopmIIeHHE IaT ¥ HAMCAHKE YKCET B JJOKYMEHTaX, COKpPAIICHHS CJIOB M CIIOBOCOYETaHHI B TEKCTE,
oopmiieHHE TAOIUIL U JIP.

Tema 5. «Cucmema opeanu3ayioHHO-Npagosol OoKymenmayuuy (4 vaca)

Dopma TeKylero KOHTPoIIsl — ONpPoc, NPaKTUUECKOE 3aJaHUeE.
Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

[ToHsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opraHusaiuu.

JlomKHOCTHAsI HHCTPYKLUS

Cry>keOHBIH periiaMeHT.

[IItaTHOE pacnucanue.

JloroBopHast JOKyMeHTaLMsl.

Nk =

Tema 6.«Cucmema pacnopsaoumenvHou OOKYMeHMAayuu 68 op2anax 2ocyoapCcmeenHol

61ACMU U OP2AHAX MECMHO20 CAMOYnpasieHusa» (2 yaca)

dopma TeKyIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. Tlonsatne pacmopsSAUTENHHON TOKYMEHTAIlMM B OpraHax TOCYJapCTBEHHON BIIACTH U
opraHax MeCTHOTO CaMOYITPaBIICHHS.

2. PacnopsgurtenbHble  JIOKYMEHTHI, TPUHUMAaeMble KOJJICTHAILHO W Ha  OCHOBE
eIMHOHAYATIHS.

Tema 7. «Cucmema Kaoposoiu OOKYMEHMAyuu 6 Opeanax 20CYOapCMEeHHOU 6AAcCmu U

0p2aHax Mecmuo2o camoynpasieHusa»(2 yaca

Popma TEeKyIIETo KOHTPOJIS — ONIPOC, NPAKTHYECKOE 3aJaHuE.

Bomnpocs! 3aHATHS CEeMUHAPCKOTO THIIA:
ITonarue kaapoBOil JOKyMEHTAIINH.
TpynoBoi 10roBop.
Jlnunas kaptouka ¢popmsr T-2.
VYuaudumpoBaHHas cucremMa KaJipoBoi ToKyMeHTalun. [IpruKka3sl 0 JINYHOMY COCTaBYy.
OdopmIieHune 3amuce B TPYIOBYIO KHIKKY.
IIpuka3el 0 KOMAaHAUPOBAHUU.
JInuHble fena ciyxaumx.
[Toowmpenus.
JucnunnrHapHoe B3bICKaHHUE.

A e A A

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

@dopma TeKyIero KOHTPoJIs — ONPOC, MPAKTUYECKOe 3aJaHHe.
Bormpock! 3aHSITHS CEMHUHAPCKOTO TUTIA:

JlokmamHble 3aMMCKU BHYTPEHHIE W BHEIITHHUE.
HHupopMalinoHHbIC U aHATUTHYECKHIE CITPABKH.
CrpaBKu JIMYHOTO XapaKTepa.

OOBSACHUTEIBHBIC 3aITHUCKHU.

CrnyxeOHast KOpPECIIOHICHITHS.

Bupr akToB.

IIpoTokOnBsL.

Nk W=

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

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. OdunmanbHO-IEITOBON CTHIb.

2. TpeboBaHHS K TEKCTaM JIOKYMEHTOB.

3. CranmapTu3aliis JCKCHKH.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCUKH  (TEPMHHBI W MPOQPECCHOHAIN3MBIL,
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npogeccuoHalbHas JKaprOHHAs JTEKCHKA).
5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.
6. OcobeHHOCTH PEeYeBOro STHKETA JACIOBON TMCHMEHHOW PEUH.

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

Bormpockl 3aHATHS CEMUHAPCKOTO THIIA:

1. Tlopsimox ABM)KEHHS TOKYMEHTOB B OpraHHU3aIlHH.

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

3. JIOKYMEHTONMOTOKH. OKCIEeIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IOCTYMAIONIUX B
opranuzanuio. [IpenBapuTensHOe pacCMOTpeHNE JOKYMEHTOB B CIIy»KO€ elI0INpOn3BO/CTBA.

4.  OcHOBHbIC JTambl O0pPaOOTKM BXOMAIIMX M MCXOMIIIMX JOKYMEHTOB. TEeXHOIOTHH
00paboTKH JOKYMEHTOB. Perucrpaius, yder 1 KOHTPOJIb 3a HCTIOJIHEHHEM JIOKYMEHTOB.

5. OpraHuzanus crnpaBovYHO-MHPOPMAIIMOHHON paboTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAs
CHCTEeMa perucTpanuu 10KymeHToB). @opmuposanue aen. CocraBieHre HOMEHKIATYPHI 1€l

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

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

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

2. Hcropus dpopmuposanus ['ocynapcTBEHHON apXUBHOM CITyKObI PO.

3. TocynmapcrBennas uacth ApxuBHoro ¢onga P®. HerocymapcrBeHHast 4yacth ApXHUBHOTO
¢douna PO.

4. DkxcrepTH3a IEHHOCTH JOKyMeHTOB. IloaroroBka, oopmieHue nen k mepenade B apxuB.
Odopmnenne nen AIUTENbHBIX CPOKOB XpaHeHus. [lepenaya nen B apxus.

5. Hcnonp3oBaHuE TOKYMEHTOB apXHBa.

Tema 12. «Konguoenyuarpbnocms unpopmayuu u npuHyunvl ee obecneyenus 6 cucmeme

O0OKYMEHMAYUOHHO20 obecneyenus ynpasienusy (2 uaca)

Popma TeKyIIero KOHTPOJIs — OIpoc.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. KoudunenumansHocts nHGopManuu. Pexxum cekpernoctu. ['ocynapcrBenHas taitna.

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

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

3amura, 00paboTKa, yueT KOH(PHICHINATbHBIX TJOKYMEHTOB.

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

4.3. OueHoYHble CpPeACTBA AJ MPOMEKYTOYHOI aTTecTaAllUN

4.3.1. Ilepeyenb KOMIETEHIUIA C YKa3aHHeM 3TaN0B UX (JopMHUPOBaHHA B Mpoliecce
0CBOCHHUs 00pa3oBaTeJbHON NporpaMmmbl. Iloka3are/ 1 KpUTEpHH OLlCHUBAHUA
KOMIIETEHIMI ¢ y4eTOM 3Tana ux (popMUpoOBaHUA

Kon HaumenoBanue Kox srama HaumenoBaHue 3Tamna
KOMITETCHIIUH KOMITETCHIIUH OCBOCHUS OCBOCHUS KOMIIETCHIIHH
KOMITETCHIINU
IIK - 15 Ymenue Bectu | [IK - 15.1 YMenue BECTU
JIeTIONPOU3BOICTBO 17§ JIeTIONPOU3BOICTBO 17§
JOKyMEHTOO0OPOT B JOKyMEHTOOOOPOT B OpraHax
opraHax ToCyIapCTBEHHON roCy/apcTBEHHOM BIIACTH
BJIACTU Poccuiickoii Poccuiickoit Denepanuu,
Ddenepannn, opraHax opraHax rOCy1apCTBEHHOM
TOCYapCTBEHHOH  BJIACTH BIIACTH CyOBEKTOB
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CyOBEKTOB Poccuiickoi Poccuiickoi Denepanuu,
denepanuy, oprasax oprasax MECTHOT'0
MECTHOT'O CaMOYIIPaBIICHHUS,
CaMOYIIPaBIICHHS, rocyIapCTBEHHBIX 17§
roCyaapCTBECHHbBIX u MYHUIIUITIAJIbHBIX
MYHUIIUITIAJIBbHBIX NpEanpuUuATHAX u
NpEeanpuATHAX u YUPECKIACHUAX, Hay4YHBbIX u
YUPEKICHUSAX, HAYYHBIX H 00pa3oBaTeNbHBIX
00pa3oBaTelbHBIX OpraHu3alMAX, TOIUTHIECKUX
opraHuvsanusx, nmapTusax, KOMMCPUYCCKUX U
ITOJIMTHYECCKHUX nmapTuiax, HEKOMMEPYCCKUX
KOMMEPYCCKUX u opraHuvsanusax
HEKOMMEPYECKHX
OpraHU3aLUsAX

Oran ocBOeHUs [Toka3zarens Kpurepuit onennBanus

KOMITIETCHLIUU OLICHUBAHUS

K -15.1 VYyacTByer B dKcIpecc - OtBeuaer Ha BONPOCH  3aHATHI (1O

OIpocax 1o U3y4yaeMbIM TeMaM
JUCIUIIJIMHBI

VYdacTByer B 00CYXJICHUN
MaTepuaia 1o pe3yjabTaram
HU3YUCHHA OTACIBHBIX TEM
IIPOrpaMMBL.

JeMoHCcTpupyer opraHu3aluio
pa6OTBI C pa3JIM4YHbIMU BHIaMU
JOKYMCHTOB W pa3jIMYHbIMU
IMOTOKaMH JJOKYMCHTOB.
[eMoHcTpupyer  pasjiMuHbIE
OTallbl pa6OTBI C JOKYMCHTaMHU.
00paboTKy
JOKYMCHTOB B 3aBUCUMOCTHU OT

OcymecTBisieT

ux (YHKIIMOHATEHOTO
HA3HAYCHHS.

Opranusyer mopsaIoK
JIBYDKEHHSI TJOKYMEHTOB.

3a/laHHOM IIKaJIe OIEHUBAHUS).
JIeMOHCTpUpPYET OCMBICICHUE HW3yYEHHOT'O
MaTepuaa.

To4HO M B IONHOM 0OBEME JAEMOHCTPUPYET
TCOPECTUYCCKNEC 3HAHNA U NX IIPUMCHCHUEC Ha
MPAKTUYCCKUX 3aHATUAX.

Ocy1ecTBIsieT pa3IUYHbIe BUIBI Pa0dOT MpH
00paboTke JIOKYMEHTOB pa3Horo
(YHKIIMOHATBHOTO Ha3HAYCHUSI.

Brinonaser HeoOX0aMMBIE dTAIlbl ABKEHUS
JIOKYMEHTOB.

4.3.2 TunoBble OLlEHOYHbIE CPeICTBA

Hepe‘leﬂb BOIIPOCOB 1JIfl TCCTUPOBAHUSA U OLCHKH IMPOMEKYTOYHBIX 3HAHM I CTYACHTOB:

0NN DNk W~

ACIOIMpOnU3BOACTBA.

. Tpaauiuu co3anusi JOKyMEHTOB, KX 0OpaOOTKH B XpaHeHus B JJpeBHEPYCCKOM rocynapcTBe.
. [Ipuka3Hoii epro CTAHOBIICHHUS U Pa3BUTHSI TOCYAaPCTBEHHOTO JIENIONPONU3BO/ICTBA.

. CucreMa KOJI&KCKOro JENOIpOU3BOACTBA.
. CucremMa MHHHCTEPCKOTO «UCIOTHUTEIHHOrO» enonpousBoacTBa XIX - nayama XX BB.
. Opranuzanus aenonpon3ponactsa B 1917-1941 rr. CoBpemeHHOE 1€10MPONU3BOACTBO.

. HopmatuBHo-ipaBoBas 6aza JJOVY.
. CyTb yHU(UKAIMK U CTAHIAPTH3AINHN B JIETOMPOU3BOJCTBE.

. 3aKOHOZ[aTeJ'H)HBIe AKTBl U HOpPMAaTUBHBIC TOKYMCHTBI, PCrIIaMCHTHUPYIOIHNEC JCATCIbHOCTD CJ'Iy‘)K6BI

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

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

11 Bugpl cokpalieHuii CioB U CJI0BOCOYETaHHI.
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12.CocTaB peKBU3UTOB TIOKYMEHTA.

13. biaHk TOKyMEHTa U BBl OJJAHKOB.

14.CucteMa opraHu3aliMOHHO-PACTIOPSAUTENBHOMN TOKyMEHTAINH.

15. Bunpl opraHu3aimoHHBIX JOKyMEHTOB. OcOOEHHOCTH COCTaBICHUS M OpopMITEHUSI.

16. Bunsl pacniopsauTensHbIX JOKyMEHTOB. OCOOEHHOCTH cOocTaBiIeHHs U 0hOpMITCHHS.

17. Buns! nHGOpMAIMOHHO-CIIPABOYHOM JOKyMeHTannu. OCcOOEHHOCTH cOCTaBJICHHS U 0()OPMIICHHS.
18. CnyxebHoe nucbMo. Bunpl ucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

19. TpeboBaHus K COCTaBICHUIO U OPOPMIICHHUIO TEIerpaMM, TeleOHOrpaMM.

20. OcobeHHOCTH OhOPMITEHUS JTOKIATHON, CITY)KEOHON U 00BSICHUTEIILHON 3aMHCOK.

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

22. Ornnure opUIHaIbHO-ACIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH S3bIKA U CTUIICH pedH.
23. XapaKTepuCTHKa OCHOBHBIX 3KCTPATHMHIBUCTUYECKIUX OCOOCHHOCTEH JJOKYMEHTA.

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

25. CtanmapTu3aiys TeKCTa B TOKYMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHLMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKA B JOKYMEHTOOO0OpOTe
MPEATIPHUSITHSI.

27. TlopsAnoK MPOXOXKICHHUS U HCTIOTHEHUS BXOJSIINX JTOKYMEHTOB.

28.IlepBoHauanbHas M peBapUTelbHAs 00paboTKa MocTynaromiel KoppecoH ICHIIHH.

29. TlopsA0K MOATOTOBKH U MPOXOXKICHUS UCXOASIINX JOKYMEHTOB.

30. Iopsiiok MpoxXoKAeHNUs BHYTPEHHUX JOKYMEHTOB.

31. IlpuHnun rpynnupoBaHus JOKYMEHTOB OpTraHU3AIlMH B JIEINO.

32. HomeHkIaTypa Aen opraHu3aIim.

33. CocraB pabot o oopmiteHuIo e st xpaneHus. [1opsiok mepenayuu ien B apXuB.

34. DkcnepTU3a EHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenads Iei B apXuB.

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

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

38.ITonsTHE «KOHOUACHIINATLHOCTh HHPOPMAIH» U «CEKPETHOCTh B CHCTEME JICIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro MeldH W 3aJadd, MPUHIUIB 00eCIeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3aIUThl KOH(PHUACHIIMAIBHONH HH(OpMaluu ¥ 00eCHeUeHUs HAASKHON COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

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

IIIkana oneHUBaHMS.

VYcnorus Jonycka 00yYaroIierocss K NMPOMEXKYTOYHOH aTTeCTalMM, IIKaldbl U IPOLEAYPhI
OLICHUBAHUs OIpeneneHbl [1opsakoM mpUMeHEHUsT Oa/UTbHO-PEHTHHIOBOM CHCTEMBbI OLICHKH 3HAHUIA
oOyuaroruxcst B Boponexckom ¢ummane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsI0ps
2016 roma Ne 114-228/1.

4.4. MeToan4yecKue MaTepHaIbl

Meronuueckue MaTepHalibl, ONPENeNsIONe MPOIeayphl OICHHBAHUS 3HAHWM, yMCHUH,
HABBIKOB, XapaKTepH3YIOMIMX JTambl (HOpMHpOBaHUS KoMIleTeHIuH onpenenensl «[lopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH M HpOMe)KyTO‘IHOﬁ arreéCtaiuu CTYJACHTOB B
Boponexckom ¢unmane (¢denepadbHOro TOCYJapcTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexnaeHust «Poccuiickas akajgeMusi HapoOJHOI'O XO3SMCTBA WM TOCYJapCTBEHHOW CIYXObI TpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus JJIs 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanusi no UCHOIBL30BAHUIO paboOUell NPOSPaAMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHUPYEMBIX PE3yJbTaTOB OOY4YeHHUs IO JAHCIUILIHHE,
COOTHECEHHBIX c [IJIAHUPYEMBIMU pe3ynpTaTaMu OCBOEHUS oOpa3zoBatelnbHON
POrPaMMBIIMCHUIIIIMHEL, ONPEAEIUTE, YTO B PE3ylbTaTe U3YYEHUS NUCLHUIUIMHBI Bbl JOJLKHBI 3HATH,
YTO YMETh, YEM BJIAJETh, O YEM UMETh IIPEICTABIICHUE.
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2. [No3HakombTech ¢ paboueil mporpammoit auciuIuinHbl. Ocoboe BHUMaHHWE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JOKYMEHTOB, KOTOPBIMH CJEQyeT pYKOBOJICTBOBaThCS B
JEONIPOM3BO/ICTBE.

3. Becy matepuan pacmpenened no temam. Crenyer u3y4daTh JUCHMILTUHY B TOM TOPSIKE,
KOTOpBII TIpe/ICTaBlIieH B pabodell mporpamMme JWCHUIUTUHBI, TaK KaK OH TOJYUHSICTCS JIOTHKE
pacronoXeHus: MaTepuana, ciaeoBaTelbHo, Oonee 3 dekTuBeH.

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

5. BeinmonauTte 3aaanus 1o u3ydaeMbelM TeMaMmaMm. 1Ipu 3ToM uCHonb3yiTe NPEIIoKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(OPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHETY.

Memooduueckue yxazanusi no pabome c aumepamypot

Haubonee npeamnouTuTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MoxkHO
MPEACTaBUTh B BUJIE CIEIYIONIEr0 MPUMEPHOTO allTOpPUTMA:

O3HaKOMJICHHE C HACTOSIIIUMH PEKOMEH JAIHSIMHU;

W3y4YeHHE OCHOBHOW y4eOHOH JINTEpaTyphl;

npopaboTKa JOMOTHUTENBHOH (y4eOHON 1 HAyYHOH ) JIUTEPATYPHI.

B X0A€ YTCHHA OYCHBb IIOJIC3HO, XOTA M HE 065[3aTeJ'H)HO, ACIaTb KpPaTKUC KOHCICKThI
IMPOYUTAHHOI'O, BBIITMCKHU, 3aMCTKH, BBIJCIATH HECACHBIC, CIIOKHBIC IJId BOCIPUATUA BOIIPOCHI. B neisax
MNpOACHCHHUA TMOCICAHUX HYXKHO 06pa111aT1)05[ K OperoaaBaTeilo. ITo 3aBCPIICHUN M3YUYCHUA
PEKOMEHYEMOU JTUTEPATyphl MOJIE3HO MTPOBEPUTh YPOBEHH CBOMX 3HAHUW C MOMOIIBIO KOHTPOIBHBIX
BOIIPOCOB JIJIsl CAMOIIPOBEPKH.

HacrositensHo pekoMeHayercsi n30erath MeXaHHUECKOrO 3aydyduBaHHs Y4eOHOTO MaTepuala.
[IpakTrka yOennTENbHO MOKa3bIBaCT: caMbiM 3((EKTHBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexKay, a
riry0oKoe, TBOPUECKOEe, CAMOCTOSTEIbHOE MPOHUKHOBEHHE B CYIIIECTBO H3Y4aeMBIX BOIIPOCOB.

HeoOxoquMo BECTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haja JIHTEpaTypHBIMH
ncrtoyHukamMu. O0beM HHOOpPMAIMU MO AMCHHUILIMHE HACTOJILKO OOLIMPEH, YTO MM HE yaaercs
OBJIAJIETh B «IOCICIAHHWE ITHW» TIepe] ceccrueill, Kak Ha STO HMHOT/IA PaCCUUTHIBAIOT HEKOTOpPHIE
CTYZICHTBI.

HpOI/I3BOZ[I/ITCSI KOHCIICKTUPOBAHHUE JIMIIb TEX MaTCpUalioB, HCOGXOZ[I/IMOCTB KOTOPBIX JIA
pabotel oueBumHa. [lone3HO KpaTko 3amucaTh, O KAKHM CMEKHBIM BOMPOCaM B JAHHOW KHUTE
HMEIOTCS CBEIICHUS, HEOOXOAMMBIE B Oy IyIlIEM.

Memoouueckue pexomernoayuu no KOHCHEKMUPOBAHUIO.

[Ipexxne yeM HavyaTh COCTaBIATH KOHCIEKT, HY)KHO O3HAaKOMHUTBCS C KHHUTOH (pazzenom,
TEeMOI), MpOYMTATh €€ cHavyaja W J0 KOHIA, MOHATh NpouynTtaHHoe. Ha oOnoxke Terpaan
3alMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOTrO MPOM3BENCHHS M HWMS €ro amTopa, - (ammms
00y4aroIIerocs.

Cocrasinsercs miaH KOHCIIEKTHPYEeMOro TeKCTa.

3amuch 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/eNIeHHbIC 3aI1CH, a IS 00sIee TIOIHOTo
OBJIAJICHUS COJIEPKAHUEM H3ydaeMOW KHUTH.

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

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

TexHUKa KOHCIIEKTUPOBAHMUS:

1. KoHcniekTHupysl KHUTY OONBIIOT0 00beMa, 3aIHCh JIyUIlle BCEro BECTH B OOIICH TeTpajH.

2. Ha xaxoif cTpaHHIle clieBa OCTABISAIOTCS MOJS MHPUHOM 25-30 MM 115 3amKcH KOPOTKUX
M10/[3ar0JI0OBKOB, KPAaTKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia Terpagu UMeeT MOPSIKOBEIN HOMED.
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4. JIns TIOBBIMIEHHS DPa30OPYHUBOCTH (YUTAEMOCTH) 3aIMCH OCTABISIOT HHTEPBAIBl MEKIY
cTpokamu, abzariamMu. HOByIO MBICITE HAUMHAIOT ¢ KPACHON CTPOKH.

5.1Ipu 3amucH IMHPOKO KCIIOAB3YIOT Pa3IMUYHBIE COKpPAIEHHS W YCIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHUCAHHOrO. PEeKOMEHAyercs MPUMEHSATh OOIIEyMOTPEOHTENbHBIE COKPAIEHMS,
HaTpuMmep:

M.0. — MOXeT OBITh

0.4. — GOJIBIIEH YaCTBIO

roc. — rocyJapCTBEHHBbIN

11.0. — 1OJDKHO OBITH U T.J.

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

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

KoHCITeKT mprHeCeT TM0Ib3y 00y4aroIeMycst TONBKO TOT/Ia, KOT/Ia OH COCTaBJICH JIMYHO MM.

Koncnexmuposanue nexyut

VYcTHOE M3NOKEeHHEe yu4eOHOro MaTepualia Wik Kakoro-Tmbo BOMpoca Ha 3aHSATHAX, JOJDKHO
KOHCITEKTUP OBATHCAL.

Crnymath JEeKIUI0 HaJ0 YMETh: TOIICPKHUBATh CBOE€ BHUMAaHHWE, IOHATH M 3allOMHUTH
yCTBIIAaHHOE, YJIOBUTH May3bl. B mporecce M3NMOXEHHS MPenojaBaTeneM JIKIUU O0y4alomuncs
JIOTKCH BBIICHUTH BCE HETIOHSATHBIC BOIIPOCHI.

3anuceIBaTh COACPIKAHMUE JICKIIMHM HA0 005A3aTEIbHO — 3TO CTYACHTHI TO/KHBI YCBOMTH OYCHb
YeTKO. 3alucy MOMOTAIT IMOAACPKMBATh BHUMAaHHE, CIIOCOOCTBYIOT MOHMMAHHMIO M 3allOMHHAHHIO
YCTBIIIAHHOTO, TIPUBOJUT 3HAHWE B CHCTEMY, CIYXaT OIOpOH Ui Irepexoia K Oolee TIyOOKOMY
CaMOCTOSATEIbHOMY U3yUEHHIO TIPEeMETa.

Memoouueckue cosemul no KOHCNEKMUPOBAHUIO ./leKlzﬂztlZ.’

3anuch A0MKHA OBITh CHCTEMHOM, NPEACTaBIATH COOOM COKpAIICHHBIM BapHaHT JICKIMH
npenonaBatens. HeoOXomuMo HayInuThes CAyIaTh, [yMaTh M 3alHChIBATh OJJHOBPEMEHHO.

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

He npekpainasi cinymiate npenoaBatesisi, Hy)KHO 3alHChIBATh TO, YTO HEOOXOIMUMO YCBOUTb.
Henb3s 3anuchiBaTh cpasy jKe BHICKAa3bIBAEMYIO MbBICIb MpEroaaBaTeiieM, ClIeAyeT ee MOHATh U MOoCie
ATOr0 KPaTKO 3aMucaTh CBOMMH CIIOBAMH WJIM CIIOBaMHM IperoaaBaTens. BaxxHo, 4ToObl B Heil He ObLT
MOTEPSIH OCHOBHOM CMBICIT CKa3aHHOTO.

Ilpu 3ammMcu HEOOXOAMMO TMOJB30BATHCS COKpAICHHEM CJIOB W MNPEUIOKEHUH, Kak
00IIeYIOTPEOUTEIILHBIMH, TAK M CBOMMH COOCTBEHHBIMHU.

JlaThl, UMEHA, Ha3BaHHsI, BHIBOJIBI, ONPECIICHUS 3aUChIBAIOTCS TOYHO.

Crnenyer oOpaTWTh BHMMaHHE CTyISHTaM Ha O(QOpMIICHHE 3amHcH JeKiuu. s Kakaoro
npenMera 3aBOAMTCS OTAebHAs TeTpaab. OTIMYHBIM OT OCTaJbHOIO IIBETa BBIACIATH OTICIbHBIC
MBICITH U 3arOJIOBKH, COKpAIaTh OTICIbHBIC CJIOBA U MPEIOKEHHUS, UCTIONh30BaTh YCIOBHBIC 3HAKH,
OyKBBI JIATUHCKOTO M TPEYECcKOro ajiadaBUTOB, a TaKKe HEKOTOPbIC MPUEMbI CTEHOrpaduvecKoro
COKpAIIICHHUS CJIOB.

[IpenycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
cmocoOcTByeT, Ooinee TIIyOOKOMY YCBOGHHIO H3Yy4aeMOro Kypca, (opMHUpyeT  HaBBIKH
MCCIIEI0BATENILCKOM PabOThl M OPHEHTHUPYET CTYJICHTOB Ha YMEHHE HPUMEHSTh TEOPSTUYECKHE
3HAHHUS Ha MTPAKTHKE.

6. YueOHas iuTepaTypa u pecypchbl HHPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UnTepHeT", BKIIOYAS NepevyeHb YHeOHO-METOAMYECKOTr0 00ecneyeHu sl AU CIUILTHHbI

6.1. OcHoBHas quTepatypa (0ndaAUOTEUHBIH (OHT)

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

2. KysuenoB W.H. JlokymMeHTalMOHHOE OOCCIICUCHHE YIIPABJICHUS W JIEIONPOM3BOJCTRA!
y4eOHHK 1J1s1 OaKajaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

3. Ilyeamoa H. H. OpraHu3anys ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOeCIeueHHs
yrpaBieHus: yaeOHUK 1 MpakTukyM.- M.: FOpaiit,2017 .- 221c.
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4.JlokyMeHTaIlMOHHOE O0ecleueHne YIpaBJIeHUs: ydeOHo-meroa. mocobdue /coct. O.H.
Kopuunosa.- Boponex: BO PAHXul'C, 2011.- 46¢

6.2. JlonoJHUTEeIbHAS JUTEPATYpPA

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

2. Kupcanoa M.B. CoBpemeHHOe aeonpou3BoAcTBo: Yu. [Tocobue,-5 uzn. — M.: UHOPA —
M; 2010.

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

6.3 YueOHo-MeTOIMYECKOE 00ecneyeHrne CaMOCTOATEIbLHOH padoThI
1. [IpeoOpakenckuii b.I'. Meroanyeckue pekoMeHaauu «OpraHu3aiys caMOCTOSITeIbHON

paboTHI CTYACHTOBY JUIs MperoiaBaTeliel U cTyaeHToB HanpasneHui 38.03.02 «MeHemKMEHT» U
38.03.04 «I"'ocymapcTBEeHHOE M MyHHITUTIATBHOE yripaBieHuey, 2016. — 16 c.

6.4 HopmaTnBHbBIe NPaBOBble JOKYMEHTbI

1. Koucturymuss Poccuiickoii ®@epepanun (MpHUHATa BCEHAPOAHBIM  TOJIOCOBAaHHEM
12.12.1993) (c yderom morpaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Koncrtutymmum PO ot
30.12.2008 Ne 6-DK3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-0K3, ot 21.07.2014 Ne 11-OK3).

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

3.0 cucteMe rocynapcTBeHHOH ciy)xObl Poccuiickoit denepanuu: denepaabHbli 3aKOH OT
27.05.2003 Ne 58-03.

4. O TocynmapctBenHoM repbe Poccuiickoit denepannn: denepanbHblii KOHCTUTYIIMOHHBIH
3aKoH oT 25.12.2000 Ne 2-®K3 // Cobpanue 3akoHoaatenbeTBa Poceuiickoit denepanuu. 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 3akoHonarenbersa Poccutickoit denepanuu. 1996. Ne 15. Ct. 1768; 1997. Ne 41. Cr. 4673;
2002. Ne 52 (4. 2). C1. 5288; 2003. Ne 6. C1. 549; No 27 (u. 1). Ct. 2700; Ne 46 (u. 2). Cr. 4449.

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

7. O s3pikax HapoaoB Poccuiickoit @enepanuu: 3akon PCOCP or 25.10.1991 Ne 1807-1//
Benomoctn CH/l 1 BC PCOCP. 1991.Ne50.C1.1740; C3 P®D.1998. No 31.Ct1.3804; 2002. Ne50. Cr.
4926.

8. O rocynapctBenHOM s3bike Poccuiickoit denepannu: @enepanpubiii 3akon oT 01. 06. 2005
Ne 53-@3.

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

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

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

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

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

14. O6 yrBepxaeHun [IpaBuil MOATOTOBKM HOPMATHBHBIX TPABOBBIX aKTOB (eepanbHbIX
OpraHoB HCIOTHUTENFHOM BJIACTH H  HX FOCYZ[apCTBeHHOﬁ perucrpanuu: IToctanoBnenune
npaBuTeiabcTBa PD ot 13.08.1997 Ne 1009 // Cobpanue 3akoHomaTenbcTBa Poccuiickoit denepanuu.
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1997. Ne 33. Cr. 3895; Ne 50. Ct. 5689; 1998. Ne 47. Cr. 5771; 1999. Ne 8. Cr. 1026; 2002. Ne 40. Cr.
3929

I'ocynapcTBeHHBIE CTAHIAPTHI

1.TOCT P 6.30—2003. YuudunmpoBaHHas cucTeMa IOKYMEHTAIMH. YHHU(pHIMpOBaHHAS
CHCTEMa OpraHU3aIlMOHHO-PACIIOPSIIUTENBHON JOKYMEHTalud. TpeOoBaHuss K  OQOPMIICHHIO
nokymeHToB. M.: ['occtangapt Poccum, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucreMa JOKyMeHTanuu. [IpuaaHue HOpuaHYSCKON
CHJIBI JIOKYMECHTaM Ha MAIIMHHOM HOCUTEJIE W MAIIMHOTPaMME, CO3JIaBa€MbIM CpEICTBAMH
BBIYMCINUTEIbHON TexHuKku. OCHOBHEIE ITONoKeHus. — M., 1985.

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

4. TOCT 6.10.5—87. YuubuimpoBaHHas cHCTeMa JOKyMEHTAluu. TpeOOBaHUS K
mocTpoeHuto Gpopmyspa-oopasia. — M., 1987.

5.TOCT P 7.0.8-2013. [enompou3BOACTBO U apXUBHOE N1eN0. TepMUHBI U onpeaesicHus. M.:
®denepaabHOE ar€HTCTBO MO TEXHUYECKOMY PEeryJupoBaHuio U TexHonoruu, 2013.

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

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

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

I/IHcmpyKuuu, nepevdnu, npasuia u Memoouueckue pelcomenoauuu

1. Ilpuka3 denepanpHoro apxuBHOro areHrcrsa ot 23.12.2009 Ne 76 «OO6 yTBepxkaeHUH
MeroauuecKkux peKoMEHIaluii o pa3padoTKe MHCTPYKIMA 1O JIETONPOU3BOJCTBY B (eepaibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTUY.

2. Tlpuka3z MunkynbTypel Poccum or 25.08.2010 Ne 558 (pea. or 16.02.2016) «O6
yrBepkaeHUU «llepedHss THIOBBIX YIPAaBICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIHUXcS B
MpoIecce JAEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYINpaBieHUA W
OpTaHM3alINH, C YKa3aHWEM CPOKOB XpaHEHH.

3. OcHOBHBIC MpaBuWjia PabOTBHl apXHMBOB OpraHu3aiuii (omo0peHsl pereHueM Koieruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMJA/, 2003.

4. TIpukas Pocapxupa ot 19.01.1995 Ne 2 «O6 yTBep»KACHUN IPUMEPHOTO MOJIOKEHHUS O
MOCTOSIHHO JIEHCTBYIONIEN IKCIIEPTHON KOMUCCUU YUPEXKICHUS, OpTaHU3aLWN, TPEATPUATHS.

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
JeiicTBUE TocyIapcTBeHHOro cranaapra Poccuiickoit @enepanun” (Bmecte ¢ "I'OCT P 6.30-2003.
locynaperBennsiii cranmapt Poccuiickoit @eaepanuu. Y HU(PHUIIMPOBAHHBIC CHCTEMBI IOKYMEHTAIINH.
YauduimpoBaHHas cUCTeMa OPTaHU3AIMOHHO-PACTIOPSIIUTEIBHON JOKyMeHTanuu. TpeboBaHus K
0(hOpMIICHHIO TOKYMEHTOBY)

7. HopMbl BpeMeHH MO JOKYMEHTAIIHOHHOMY OOECIIEYEHHIO YNPaBICHYECKUX CTPYKTYP
(denepanbHBIX OPraHOB HCIOMHUTEIbHOW Biactu. IlocranoBiienne Muntpynma Poccuiickoit
®enepanuu ot 26.03.2002 Ne 23.

8. Tlpukaz MuHHCTEpCTBA CBS3M M MAacCOBBIX KoMMyHHKanmid Poccuiickoit ®emepanuu
(Munkomcesa3b Poccun) ot 31.07.2014 Ne 234 «O06 yrBepxaeHuu [IpaBui oka3aHus yCIIyT MOYTOBOM
CBSI3U».

9. TocynmapcTBeHHas cHCTeMa JOKYMEHTAIIMOHHOrO oOecrieueHusl ynpasicHusi. OCHOBHBIC
nonokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTaAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO oOecriedeHus
(omobpena komnerueii I'maBapxusa CCCP 27.04.1988, Ipuka3 ['maBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBuimaMu 3amOTHEHMSI OCHOBHBIX PEKBU3HTOB PETHCTPAHOHHO-KOHTPOIBHEBIX (hOpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICYeHHUsT YIIPABICHUS).
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6.5 NuTepHeT - pecypchl
1. OBC IPRbooks (http://www.iprbookshop.ru/)
2. OBC JIAHB (https://e.lanbook.com/)
3. DBC IOPAUT (http://www.biblio-online.ru/)

7. MaTepuajbHO-TeXHHYeCKas 0a3a, HH(POPMAIHOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
ob0ecneyeHne U MHGPpOPMALMOHHDBIE CIIPABOYHbBIE CHCTEMbI

i MaTepuaabHO-TEXHHYECKOr0 OOCCIICUEHHS JUCIUILIMHBI HCIOIB3YIOTCSA: ayaUTOPHBIN
(OHI; KOMIIBIOTEPHBIA KJIacC C BO3MOXKHOCTBIO JOCTYIIA K CIPABOYHO-IIOMCKOBBIM CHCTEMaM
MH(OPMAIMOHHO-TTPABOBOI0 00ECIEUYECHUS M C YCTAaHOBJICHHOH MPOrpaMMOM Ui KOMITBIOTEPHOTO
TECTUPOBAHUS 3HAHHMU CTYJCHTOB IO TeMaM JMCHMILIMHBI; Crieluaan3upoBanHas ayautopus ¢ 1K u
MYJIbTUMEIUHHBIM TPOSKTOPOM; OMOIMOTEYHO-HH()OPMALIMOHHBIE PECYPCHI.

B y4uebHOM mporiecce uconb3yercs ciueayroiee:

nporpaMMHbie TpoaykTel: Microsoft Office 2007,
CrpaBoYHBIE CUCTEMBI

1. Koncynprant moc
2. lapant



