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

1.1 [ucuumimnaa «OCHOBBI AeJIONPOU3BOJACTBA» o0eclevynuBaeT OBJAJeHUue cleayloniei
KOMIIETeHIIU e :

IIK — 15  Vwmenue eecmu 0enonpouzeo0cmeo u 00KyMeHmooOopom 6 Opeanax 20Cy0apCcmeeHHOuU
enacmu Poccutickoti @edepayuu, opeanax 2ocyoapcmeenHou eiacmu cyowekmoe Poccutickou
Dedepayuu, OpeaHax MeCcmHO20 CAMOYRPABLEHUS, 20CYOAPCMBEHHbIX U  MYHUYUNATbHBIX
NPEONpUAMUAX U  VUPEeHCOeHUsX, HAYYHBIX U 00PA308AMENbHLIX OP2AHUAYUSX, NOIUMUYECKUX
Napmusix, KOMMEPUeCKUX 1 HeKOMMePUECKUX OPeAHUZAYUSIX.

dopmupoanue [1K-15 ocymiecTBisieTcs B paMKax OHOTO dTara, BKIIOYaeT B ceOs:

- TOJy4YeHHME TMPOYHBIX 3HAHUW B cdepe TOoCYAapCTBEHHOT0 W  MYHMIIMIIAJLHOIO
JIeTIONPOU3BOICTBA;

- YCBOCHHE OCHOBHBIX IMOJIXOJIOB K IOPUIMYECKH IPAMOTHOMY COCTaBIICHHIO U O()OPMIICHUIO
VIIpaBIEHYECKNX CIY)KEOHBIX JTOKYMEHTOB, HCIIONE3YEMBIX B OpraHax rocyJapCTBEHHOW BIAacTH W
OpraHax MECTHOIO CaMOYIIPABJICHHS, OpraHu3aldsAX ¢ MOPSANPUATHIX Pa3IMYHBIX  QopM
COOCTBEHHOCTH;

- npuoOpeTeHHWE  MPAKTHMYECKUX  HABBIKOB  IMPUMEHEHHUS  JCJIONPOU3BOJCTBECHHOMN
TEPMUHOJIOTUH, HOPMATHBHBIX M METOAUYECKMX JOKYMEHTOB IIPH CO3JaHHUH JOKYMEHTOB M
OpraHu3anuy padoThl ¢ HUMHU.

dopMHUpOBaHKME KOMITCTCHIIUH 3aBEPIIACTCSA B TCUCHUE M3YUCHUS JTaHHON JAUCIUILINHBL

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

- cthopmuposanvl 3uanus:
- OCHOB JIEJIONPOM3BOJCTBA B OpraHax rocyaapcTBeHHOM Biactu Poccuiickoil @enepaunu, opraHax
rocyapcTBEHHOH BiacTH cyObekToB Poccuiickoit denepanmm, opranax MECTHOT'O CaMOYIPaBIIeHUS,
roCyaAapCTBCHHBIX U MYHUIIMIIAJIBHBIX MPCANIPUATHAX U YUPCKIACHUAX, HAYYHBIX U 06pa30BaTeJ'H)HBIX
opraHuvsanusiax, MOJIUTHUYCCKUX MaApTHUAX, KOMMEPYCCKNX U HEKOMMCPUYCCKHUX OpTraHU3alnigX,
- OCHOBHBIX MIPUHIIMIIOB OPTaHU3aIMH JCIOIPOU3BOICTBA B JOKYyMEHTO000POTa;

- cihopmuposarvl ymeHusL:
- 00BSCHUTH coliepKaHue, CYITHOCTh U OpraHH3allUIo JICNONPOU3BOJICTBA B cepe rocyIapCTBEHHOM
CykObl M MECTHOTO CaMOYIpABJICHUs, B OpPTaHU3AlMAX M MPEANPHATUAAX Pa3IAYHBIX (HOpPM
COOCTBEHHOCTH;
- ACTONB30BaTh 3HAHUS OCHOB JIETIONPOM3BOJICTBA B CBOCH MPOQECCHOHATBHON e TENbHOCTH;
- COCTaBJISAITh B COOTBETCTBHUH C )Z[Gf/iCTB}HOHII/IMI/I HOpMaMHU M IIpaBUJIaMHU HGOGXOZ[I/IMBIG HOKYMCHTEI,
- BIIaJIETh TEPMUHOJIOTHEN B 00JIACTH JENOMPOU3BOICTBA.

1.3. CTyaeHTbl 10/:KHBI OBJIAIETh HABBIKAMM

- BEJICHU JCJIONPOU3BOJICTBA U JOKYMEHTOO0O0POTa B OpraHaxX rocyIapCTBEHHON BiacTH Poccuiickoit
denepanyy, opraHax TroCyJapCTBEHHOW BIAacTH CyObekToB Poccuiickoit ®enmepaiuu, opraHax
MECTHOI'O CaMOYMpPAaBJIE€HUS, FOCYJapCTBEHHBIX WU MYHHUIMIAJIbHBIX MPEANPUITHAX U YUPEKICHUSAX,
HaydyHbIX M 00pa30BaTEIbHbIX OPraHM3alMAX, IOJUTHUYECKUX MapTHUAX, KOMMEPYECKHX M
HEKOMMEPUECKUX OpraHu3aIusix.

2. O0beM U MeCcTO IMCHUILIUHBI B cTpykType OIl BO

Hucrunmmaa B1.B.04 «OCHOBBI A€TTOMPON3BOJCTBA» OTHOCUTCS K TUCIUILIMHAM YacTH
b.1. BazoBoit wactu Omoka b.1. Huctummua OIT BO nanpasienust 38.03.04 «["ocynapctBeHHoe U
MYHUIUIAJIbHOE yrpasiieHney. OcBOeHHE AWCIUILIMHBI OCYIEcTBIsiercss Ha 2 Kypce. OOmas
TpynoEMKOCTh auciuIuiiHb 3 3E.

OcBoeHHE IUCHUIUITMHBI ONHPAeTCss W B3aUMOCBSI3aHO C TaKMMH JUCIHUIUIMHAMH Kak
«CocynapcTBeHHast 1 MyHHUIMIIANBHAS CITy)0a», « KOHCTUTYIIHOHHOE MPaBo», « AIMHHHCTPAaTUBHOE
npaBoy», «Teopust yrpaBieHus», « ITHKA TOCYIAPCTBEHHON H MyHUIIUTIAILHON CITYKOBD).

O6u;ee KOMUYECmB80 aKa0emMuyuecKux uacoe, BLIOC/ICHHLIX HA KOHMAaKmHY1o pa60my C
npenoaaeameﬂeM:



Tabnumna
. O0beM JUCHUILIMHDI, Yac.
Buja yueOHBIX 3aHATHIH
U caMoCTOsITeJIbHasi padoTa Beero Kype
P 1 [ 2 [3]4]5
3aounasn gpopma odyuenusn
KonTakTHasi padoTa 00y4Jaromuxcs ¢ npenoaaBarejieM, B TOM
qucie:
nekionHoro tuna (JI) 4 4
npakTudeckoro (cemuHapckoro) tuna (I113) 8 8
CamocTosiTesibHas padoTa o0yuaomuxcsi (CP) 92 92
IIpoMexxyToUHas aTTECTAIUSA ¢hopma 3auer 3aye
T
Jac. - -
OO6mast TpyaoeMKocThb (4ac. / 3.e.) | 108/3 108/
3
dopma MpoMeKyTOYHON aTTECTAI[MH B COOTBETCTBHH C YISOHBIM IIJITAHOM— 3a4ET.
3. ConepskaHue U CTPYKTYpPa AU CHUILIHHBI
Tabmuma 2.1
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas paGora TeKylero
o0yuarouuxcsi ¢ KOHTPOJIsI
Ne /it HaumeHoBaHue TeM npernoaaBarejemM ycreBaeMocT
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3ansatuii | CP | u,
POMEXKYTOYHO
J JIP n3 | KCp i
arrecramum **
3aounan ghopma odyuenusn
Hcropus pas3BuUTHUA
CHCTEMBI
Tema 1 | rocymapcTBeHHOTO 4 4 o
JIeTIONPOU3BOICTBA B
Poccun
HopmartusHo-
METOUYECKast 0aza
Tena 2 | ACTONPOH3BOCTBA. 17 ) 15 0.y
OCHOBHBIC ~ TIOHATHS |
TEPMHUHOJIOTUS
JIeTIONPOHU3BOICTBA
OCHOBBI
Tema 3 | AORYMCHTHDOBATHA, 22 2 20 0,113,y
OOmmye HOpMBI U TIpaBHIIA
oopMIIEHHS TOKYMEHTOB
Tema 4 | Cuctembl JOKYMEHTAIIUH 22 2 20 O, 113
Tema 5 | SI3bIK MOKyMeEHTa 10 2 8 O, 113,y
Tema 6 Opranuszaiuss  paboThl ¢ 19 5 ) 15 0. T3.Y
JIOKYMEHTaMHU
Teva 7 ApxuBHOE XpaHEHHE 7 6 o
JOKYMEHTOB U JIeJ
KonduaeHnaaisHOCTD
Tema 8 | uHOpMaIUK W TPUHIUTIBI 4 4 o
ee o0ecreyueHus] B CHCTEME




JOKYMEHTAIIHOHHOTO
obecriedeHvsl yIpaBJICHHsI
[IpomexxyTounas arrecranus 4 3auer
Bcero: 108 4 8 92 4
npumeuanue:

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

Tema 1. Mcmopusa pazeumus cucmemsi 20CY0apCmMEeHHo20 deronpousgoocmea & Poccuu

HenonpousBoactBo B [peBHepycckom rocynapcrBe. I[IpukasnHoe aenonpousBoactBo XV-XVII B.
Cucrema KOJJIEKCKOrO  Jelomnpous3BojacTBa. (CucTteMa MHUHUCTEPCKOTO — «HCIIOIHHUTEIHHOTO»
nenornpousBoacTBa XIX — Hayana XX B. Opranuzanus 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 HOPMATHBHO-METOIUYECKON Oa3bl JE/ONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIUK © JOKyMEHTallMW. YKasbpl, pacnopsokeHusi [lpesupenta P®, mnocranoBieHus
[IpaBurenscrBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/iepaTbHBIX OPTaHOB UCTIONIHUTEIBHOM BIIACTH,
perJIaMEeHTHUPYIOIIUE BOMPOCH JOKYMEHTAIIHOHHOTO o0ecrieueHusl. YHHU(DUIMPOBAHHBIC CHCTEMBI
nokymentanuu.  OOmepoccuiickue — KiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApPTHI  HA
JOKYMEHTAIIHIO.
Oommas XapaKTepucTHuKa TEPMHUHOCHCTEMBI JIENTOTIPOU3BO/ICTBA. JlokymeHTOBeIeHHE.
Henonponsoactso. JlokyMeHT U ero ¢pyHknun (MHGOpMaIMOHHAS, OpTaHU3AIIMOHHASI, FOPUANYEcKasl,
BocnHTaTeNnbHas U Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JTOKYMEHTOOOOpOTA.
XpaHeHre T0OKyMEHTOB (apxuBHOe feno). Homenkmnarypa nen, aeno.

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

OCHOBHBIE IIOJIOKEHUST II0 OTOKYMEHTHUPOBAHUIO praBnqueCKofz'l JACATCIIBHOCTH. PexBusur
nokymeHnta, ®opmyisip — oOpasenl. biank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MOl JEI0BBIX
nokyMeHTOB. Hymeparus crpanun. OdopmiieHue AaT M HanMCaHHWE 4YHCE B JOKYMEHTax.

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

Tema 4. Cucmembvt doKymeHmayuu

Cucrema oOpraHu3allMOHHO-TIPAaBOBOM JOKyMeHTallmu. Ha3HadueHue W cOCTaB OpraHHU3alMOHHO-
npaBoBoil  JgokymeHTanuu. OdopmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
TIOJIOKEHUS], HHCTPYKIIMH, IITATHOTO PACIUCAHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopsIuTeNbHON
nokymeHTtanuu.  [lpomexnypa  W3maHUsT  pacHopsIUTENBHBIX  JOKyMeHTOB.  OdopmieHue
pactopsiIMTENbHOW — JOKyMEHTauuu  (IIOCTaHOBJGHMM,  yKa3aHMW,  TPUKa30B,  pEIICHUH,
pacnopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMOHHOM JOKyMEHTanmuu. Ha3HaueHHWe W cOCTaB  CIPABOYHO-
nHpOpPMAIMOHHON  JokyMeHTanuu. OdopMieHne CcrnpaBOYHO-WH(OPMAIIMOHHBIX  JIOKYMEHTOB
(mokmamHOW, CIy)KeOHOW M OOBSICHUTEIBLHOW 3aIMCOK; 3asABJCHHUM, MPEICTABICHUHN, NMPEIIOKCHHH,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITy»KEOHBIX MUCEM, TeIerpaMm, TelieOHOTpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-enoBoi cTuiib. CBoWCTBa (PKCTPATMHTBHCTHYECKUE) YIIPABICHUYECKOH WH(pOPMAaIIUH
(aKTyaJIbHOCTB, JIOCTOBEPHOCTb, OOBEKTHBHOCTb, aJPECHOCTb, yOSOUTENBbHOCTh, IOJHOTA M Jp.).
OcobeHHocTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTD M SICHOCTh U3JIOKEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).
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TpeboBaHus K TEKCTaM JOKYMEHTOB (MTUHTBHCTHYecKHE). CTaHAapTU3alMs JEKCHKU. YTIOTpeOsieHe
CTIEUALHON JIGKIUHN (TEPMHHBI M MPOPECCHOHANN3MBI, MPOPECcCHOHANbHAS JKaproHHas JIEKCHKA).
VYcrapeBmias nekcuka (apxau3mbl W ucTopusMmbl). Heomorusmel. 3ammcrBoBaHHBIE cioBa. CioBa ¢
«yHHUBepcalbHBIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JICKCHMYECKUE COKpallleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBOW cTaHmapT aokyMeHTa. OcoOEHHOCTH pEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIoTpeOiieHHe S3BIKOBBIX (hOPMYJI-KIIUIIIE., DTUKET JACI0OBOT0 OOIECHUS.

Tema 6. Opeanuzayus pabomul ¢ 0OKyMeHmMamu

[Topsimok NBHIKEHMS JTOKYMEHTOB B OpraHu3aiuu. [IOHATHE «JIOKyMEHTOOOOPOT» M €ro OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAIOIIMX B
opranm3anuio. [IpenBapuTenbHOE pacCMOTpEHHE JOKYMEHTOB B CIIy:KOE JIEIONPOU3BOICTBA.
OcHOBHBIC 3Tambl 00pPaOOTKM BXOMAIIMX M MCXOISAIIMX JOKYMEHTOB. TeXHOIOrMu 00pabOTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT W KOHTDPOJIb 3a MCIIOJIHCHHEM JIOKYMCHTOB.
Opranu3zaiusi CIpaBOYHO-MH(POPMAIIMOHHOH paboThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). Dopmupopanue aen. CocraBieHHEe HOMEHKIATypbl nen. Ilomroropka,
oopmiieHHE e K c1ayue B apXuB.

Tema 7. Apxugnoe xparienue 00KyMeHMO8 U Oell

ApxuB. JIoOKyMeHTaNbHBIA (QOHJA OpraHu3aiuu (yupexaeHus). ApXUBHBIH (OHA. ApXUBHOE JIEIO.
ApxuBHbI nOKymeHT. Hcropust ¢opmupoBanus [‘ocynapcTBEHHOW apXUBHOW Ciy:kObl PO.
locynapcrBennast yactb ApxusHoro ¢onna P®. HerocynapctBennas yacte ApxuBHoro ¢onaa PO.
OKcrepTH3a LEHHOCTH JOKyMeHTOB. IloaroroBka, odopmieHue paen K Iepefade B apXuB.
Odopmnenne nen IIUTENBHBIX CpPOKOB xpaHeHus. Ilepemaua men B apxuB. lcmomb3oBaHue
JIOKYMEHTOB apXHBa.

Tema 8. Kougudenyuarbnocms ungopmayuu u npunyunsl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs ynpaeaieHus..

KondunennmansHocts uHpoOpManuu. Pexxum cekperHoctu. [ocynapcrBennas taiiHa. CekperHoe
Ienonpon3BoAcTBO. CeKpeTHOCTh U ONpeleleHHe CTENEeHH CEKPETHOCTH JoKyMmeHTa. [lopsmok
paboThl UCTIONHUTENEH ¢ KOH(UICHIINATbHBIMU TOKYMEHTAMU M MaTepuaiaMu. 3amura, oopadorka,
y4eT KOH(pHICHIINATbHBIX TOKyMEeHTOB. DOpMUpPOBAaHUE U XpaHEHUE Jie. Y HUUTOKEHHE JOKYMEHTOB,
JieT ¥ HocuTerneld MHPOpMAaIHH.

4. ®oH/1 OLIEHOYHBIX CPEACTB MPOMEKYTOYHON aTTeCTAIMU MO JUCHHUIIIMHE
4.1. ®opMBI ¥ METOABI TEKYIIIET0 KOHTPOJIS yCIIEBAEMOCTH U IPOMEXYTOUHOM aTTeCTalllu.

4.1.1. B xoae peanu3aiuv AUCIMILIMHBI «OCHOBBI JIEIOMPON3BOICTBA» HCIONB3YIOTCS CIACIYIONIHE
METO/IbI TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH O0YUATOIIMXCSL:
- NpU NPoBedeHUU 3aHAMUL IeKYUOHHO2O MUNA.:
HAOJIOIEHNEe 3a TIOBEIECHMEM CTYAEHTOB BO BpeMS 3aHATHH, 3a MPOSBICHHEM
3aMHTEPECOBAHHOCTH K COIEPIKAHUIO 3aHATHS JEKIIMOHHOTO THIIA;
3aIOJIHEHHUE CTYICHTaMHM JIUCTa 0OpPaTHOM CBsI3M (Tadiuia 3)
Tabmuna 3

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

BOIIPOCHI CTYJAEHTaM MW OTBETHl CTYJEHTOB HA IIOHUMAHUE HOBOW TEPMHHOJOIHH, C
KOTOPO# 3HaKOMSTCS CTYIEHTHI Ha 3aHATHH (TI0 X0y 3aHATHS);
3a1aHMsI CTYACHTAM JUIS IOATOTOBKU KOHCIIEKTA 3aHATHS;

- npu nPoGedeHUl 3aHAMUL CEMUHAPCKO20 MUna:




3aounan hopma odyuenusn

Tema 2. «OcHogvl Ookymenmupoganus. Obwue Hopmbl U npaguia o0QopmieHus

doxymenmosy (2 uaca)

dopma TeKyIero KOHTPOIIS — ONPOC, YIIPaKHEHHE.

Bormpocs! 3aHATHS ceMUHAPCKOTO THIIA:

1. OCHOBHBIE TTOI0XKEHUS 10 JOKYMEHTHUPOBAHHIO ynpaBHeH‘IeCKOﬁ JCATCIIBHOCTH.

2.  PexkBU3HUTHI JOKYMEHTA.

3. bmank nokymenra. Pazmepsl Oymaru, pa3mepsbl 1ojield AeNOBBIX TOKYMEHTOB.

4. CocraB u paBuia opopmiIeHHs PeKBU3UTOB nokyMeHToB (coriacHo [OCT P 6.30-2003):
ohopmIIeHHE IaT ¥ HAKMCAHKE YKCET B JJOKYMEHTAaX, COKpPAIICHHS CIIOB M CIIOBOCOYETaHHI B TEKCTE,
oopmiieHHE TAOIUIL U JIP.

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

Tema 3. «Cucmemovl dokymenmayuuy (2 waca)
Bomnpock! 3aHATHSA CEMUHAPCKOTO THIIA:

1. TlonsTtue opraHu3alMOHHO-NPABOBON JoKyMeHTauuu. Paznosuanoctu O],

2. llonsTtne pacmopsAUTENbHON TOKYMEHTAIlMM B OpTraHax TOCYJapCTBEHHON BIJIACTH U
OpraHax MECTHOTO CaMOYIIPABJIEHHMSI, OPraHU3ALUAX U IPENITPUATHUSX.

3. Tlonstue kagpoBoi JOKYMEHTAIIHH.

4. Cucrema cripaBo4HO-MH(POPMAITUOHHOHN TOKYMEHTAIIHH

PopmMa TEeKyIEero KOHTPOIsL — OIPOC, NPAKTUYECKOE 3aJaHNE, YIPAKHEHHE.

Tema 4.« Hzvix Ookymenmay (2 waca)

dopma TeKyIIero KOHTPOIIS — ONPOC, MPAKTHYECKOE 3aIaHHe.

Bormpocs! 3aHATHS cCeMUHAPCKOTO THIIA:

1. OdunmanbHO-IEIOBON CTHIID.

2. TpeboBaHHA K TEKCTaM JIOKYMEHTOB.

3. CranmapTu3aliis JCKCHKH.

4. VYmnorpebneHue  cHenuaibHOM  JIGKCUKH  (TEPMHHBI W MPOQECCHOHAIN3MBIL,
npodeccHoHaANbHAS KapTOHHAS JIEKCHKA).

5. SI3BIKOBOH CTaHAAPT JOKYMEHTA.

Tema 5. ««Opeanuzayus pabomoi ¢ doKymenmamuy (2 uaca)
dopma TeKyIero KOHTPOIISL — ONPOC, YIPAKHEHHUE, TPAKTHYECKOE 3aIaHHe.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Tlopsimox ABM)KEHHS TOKYMEHTOB B OpraHHU3aIlHH.

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

3. JIOKYMEHTONMOTOKH. OKCIEIUIIMOHHAs 00pa0oTKa JIOKYMEHTOB, IOCTYMAIONIUX B
opranuzanuo. [IpeaBapuTensHOe pacCMOTpeHNE JOKYMEHTOB B CIIyKO€ JelI0InpOn3BO/CTBA.

4.  OcHOBHbIC JTambl O0pPaOOTKH BXOMAIIMX M MCXOMIIIMX JOKYMEHTOB. TEeXHOIOIHH
00paboTKH JOKYMEHTOB. Perucrpaius, yder 1 KOHTPOJIb 3a HCTIOJIHEHHEM JIOKYMEHTOB.

5. OpraHuzanus crnpaBovYHO-MHQOPMAIIMOHHON paboOTHl (KapTOTEKH, aBTOMATH3UPOBAaHHAs
CHCTEeMa perucTpanuu J10KymMmeHToB). @opmuposanue aen. CocraBieHre HOMEHKIATYPHI 1€l

4.2. Martepualsl TEKYIIET0 KOHTPOJIS YCIICBAEMOCTH

Meroauueckue MaTepHalibl, ONPENCNSIONIME MPOICAyphl OIICHUBAHHWS 3HAHUH, YMCHHH,
HABBIKOB, XapaKTepH3YIOIIMX JTambl (HOpMHpOBaHUS KoMIleTeHIUH onpenenensl «[lopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH H HpOMe)KyTO‘IHOﬁ arreéCTaiuu CTYJACHTOB B
BoponexxckoM  ¢unuane  (peaepaqbHOr0  roCyIapcTBEHHOrO  OIODKETHOrO  00pa3oBaTeIbLHOrO
yupexaeHus «Poccuiickas akaJeMus HapOJHOTO XO3SHMCTBA U TOCYIAPCTBEHHOM CIyKObI IpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1.



4.3.01eH0YHbIE CPECTBA TS POMEKYTOUHOM aTTECTAIINH.

VYcnorus Jonycka o0yYaroIierocss K NMPOMEXKYTOYHOH aTTecTalMM, IIKaldbl U IPOLEAYPhI
OLICHUBAHUs OIpeneneHbl [1opsakoM mpUMeHEeHUsT Oa/UIbHO-PEHTHHIOBOM CHCTEMBI OLICHKH 3HAHUIA
oOyuaromuxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsI0ps
2016 romga Ne 114-228/1.

Bormpocs! aig npoBeeHus IpOMEXKYTOYHOM aTTECTAlUK 110 TUCLUIUIMHE
«OCHOBBI J€TOMPOU3BOCTBA»

. Tpaguiuu co3nanusi JOKyMEHTOB, KX 0OpaOOTKH B XpaHeHus B JJpeBHEPYCCKOM rocynapcTae.

. [Ipuka3Hoii epro CTAHOBIICHHS U Pa3BUTHSI TOCYAaPCTBEHHOTO JIETIOMPONU3BO/ICTBA.

. CHcreMa KOJIEKCKOT0 JENONPOU3BOCTRA.

. CucremMa MHHHCTEPCKOTO «UCIOTHUTEIHHOrO» enonpousBoacTsa XIX - nagama XX BB.

. Opranmzanus aenomnpousBoactsa B 1917-1941 rr. CoBpeMeHHOE TET0MPON3BOJCTBO.

. HopmatuBHo-ipaBoBas 6aza JJOVY.

. CyTb yHU(UKAIMK ¥ CTAHIAPTH3AINHN B JIETOMPOU3BOJCTBE.

. 3aKOHO/ATENbHBIC AKTHl © HOPMAaTHBHBIE IOKYMEHTBI, PEriJaMeHTHPYIOIINE A TEIbHOCTD CITYKOBI
JIeTIONPOU3BOICTBA.

9. ®opmat Oymaru. Bunpl popMaToB, mpruMeEHSIEMbIX JJIsl OPOPMIICHUS CITYKEOHBIX JOKYMEHTOB.

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

11 Bugpl cokpalieHuii CiioB U CII0BOCOYETaHHI.

12.CocTaB peKBU3UTOB TIOKYMEHTA.

13. biaHk TOKyMEHTa U BHUJbI OJJAHKOB.

14.CucreMa opraHU3aIOHHO-PACTIOPATUTEIHHON TOKYMECHTAIIHH.

15. Bunsl opraHu3ainoHHBIX JOKyMeHTOB. OCOOEHHOCTH COCTaBIICHUS M OpopMITEHUSI.

16. Bunsl pacniopsauTensHbIX JOKyMeHTOB. OcOOEHHOCTH cocTaBiIeHHs U 0hOpMITCHHS.

17. Bunsl nHGOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCcOOCHHOCTH cOCTaBJICHHS U 0()OPMIICHHS.
18. CnyxebHoe nucbMo. Buapl mrucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

19. TpeboBaHHs K COCTaBICHUIO U OPOPMIICHHUIO TEIerpaMM, TeleOHOrpaMM.

20. OcobeHHOCTH OhOPMITEHUS JTOKIAIHON, CITY)KEOHON U O0BSICHUTEIILHON 3aMHCOK.

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

22. Otnnure opUIHaIbHO-ACIOBOTO CTHIIS PEYH OT JPYTUX Pa3HOBHIHOCTEH SI3bIKA U CTUIICH pedH.
23. XapaKTepuCcTUKa OCHOBHBIX 3KCTPATHMHIBUCTUYECKIUX OCOOCHHOCTEH JJOKYMEHTA.

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

25. CtanmapTu3aiys TeKCTa B TOKyMEHTE.

26. JIokyMeHTOOOOPOT ¥ TMPHHLMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKA B JOKYMEHTOOOOpOTE
MPEATIPHUSITHS.

27. TlopsAnoK MPOXOXKIACHUS U HCTIOTHEHUS BXOJSIINX JTOKYMEHTOB.

28.IlepBoHavanbHas U IpeABapUTEIbHAS 00pabOTKa MOCTYMArOIIeH KOPPECIIOHICHIUY.

29. TlopsAoOK MOATOTOBKH U MPOXOXKICHUS UCXOASIINX JTOKYMEHTOB.

30. Iopsiiok MpoxX0KAeHNUS BHYTPEHHUX JOKYMEHTOB.

31. IlpuHun rpynnupoBaHus JOKYMEHTOB OpTraHU3AIlMH B JIENO.

32. HomeHkIaTypa Aen opraHu3aIim.

33. CocraB pabort 1o oopMiIcHHIO e i XpaHeHus. [Topsaaok nmepenadu 11 B apXuB.

34. DkcnepTu3a EHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenads Aei B apXuB.

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

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

38.ITonsATHE «KOHDUACHIINATLHOCTh HHPOPMAIIH» U «CEKPETHOCTh B CHCTEME JICIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro IelIH W 3aJa4d, MPUHIKIBI 00eCIeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3allUThl KOH(PHUACHIIMAIBHONH HH(OpMaluu ¥ O00eCHCUCHUs HAASKHON COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

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

0N DN KW~

1.4. Meronuueckue MaTepuabl



10

Meroanveckie MaTepHasbl, ONPENCISIONIME TMPOICAYPhl OICHUBAHWS 3HAHWH, YMEHHIA,
HABBIKOB, XapaKTepH3YIOMIMX JTambl (HOpMHpOBaHUS KoMIleTeHIUH onpenenensl  «[lopsakom
MPOBCACHUA TCKYIICTO KOHTPOJIA YCIIEBAEMOCTH M HpOMe)KyTO‘IHOﬁ arreéCtaiuu CTYJACHTOB B
Boponexckom ¢unmane (¢denepaabHOro TOCYJapCTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexaeHus «Poccuiickas akaaemusi HapOAHOIO XO3SIMCTBA M TOCYIapCTBEHHOM CIIyXObl TpH
[pesunente Poccuiickoit denepanmm» ot 01.09.2016 Ne 114-217/1

5. MeToanuyeckue ykazaHus Ui 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanusi no UCHOIL30BAHUIO paboUell NPOSPaMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHHPYEMBIX PE3yJbTaTOB OOY4YeHHUs M0 JAHCIUILIHHE,
COOTHECEHHBIX c TUTAHUPYEMBIMH pe3yabTaTaMu OCBOCHHS 00pa3oBaTeNbHOI
MPOTPaMMBITUCIUIUIMHBI, ONPEETUTE, YTO B PE3YJIbTaTe H3y4EeHHUs JUCIUIUIMHBI BBl IOJDKHBI 3HATS,
YTO YMETh, YeM BJIaJIeTh, O YEM UMETh MPEACTaBICHUE.

2. [No3HakombTech ¢ paboueil mporpammoi aucuIuinHbl. Ocoboe BHUMaHHWE OOpaTHTE Ha
CIIHCOK HOPMATHBHBIX TIPAaBOBBIX JOKYMEHTOB, KOTOPBIMH CJEQyeT pYKOBOJICTBOBaThCS B
JEONPOM3BO/ICTBE.

3. Becy matepuan pacmpenened no temam. Crenyer u3y4yaTh JUCHMILTUHY 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 TIONOKEHUSIMH OTBETHTE Ha BOMPOCHI (BOIIPOCHI 11O
TeMe), B caydae 3aTpyIHEHUH BHOBb OOpATUTECh K TEOPHH, HOPMATHBHEBIM MTPABOBBIM JIOKYMEHTaM I10
JMCITUTUTNHE.

5. BeimonauTte 3aaanus 1o uydaeMbelM TeMaMmaMm. 1Ipu 3ToM uCHonb3yiTe NPEeIoKEHHYIO B
nporpaMMe y4eOHYIO JIUTEpatypy M pecypchl HH(GOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«HTEepHETY.

Memooduueckue yxazanusi no pabome ¢ aumepamypotl

Haubonee mnpeamnouTuTenbHa MOCIENOBATENLHOCTh B pabore ¢ nurteparypoil. Ee MoxkHO
MPEACTaBUTh B BUJIE CIEIYIONIEr0 MPUMEPHOT0O allTOpPUTMA:

O3HaKOMJICHHE C HACTOSIIIUMK PEKOMEH JAIHsIMHU;

W3y4YeHHEe OCHOBHOW y4eOHOH JINTEpaTyphl;

npopaboTKa NOMOTHUTENBHOM (y4eOHON 1 HAyYHOH ) JIUTEPaATYPHI.

B X0A€ YTCHHA OYCHBb IIOJIC3HO, XOTA M HEC 065[3aTeJ'H)HO, AcIaTbh KpPaTKUC KOHCICKThI
IMPOYUTAHHOI'O, BBIITMCKHU, 3aMCTKH, BBIJACIATH HECACHBIC, CIIOKHBIC IJId BOCIPUATUA BOIIPOCHI. B neisax
MPOSCHEHMS TIOCICAHMX HYXHO oOpaiiatbes K mpenogaBateio. [lo 3aBeplieHMM H3y4YCHHS
PEKOMEHYEMOU JTUTEPaTyphl MOJIE3HO MPOBEPUTh 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, TBOPUECKOe, CAMOCTOSTEbHOE MPOHUKHOBEHHE B CYIIIECTBO H3Y4aeMBIX BOIIPOCOB.

HeoOxoquMo BeCTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haja JIHTEpaTypHBIMH
ncrtoyHrkamMu. O0beM HHOOpPMAIMU MO AMCHHUILIMHE HACTOJIBKO OOLIMPEH, YTO MM HE yaaercs
OBJIAJIETh B «IOCICIAHHWE IHW» Iepe] ceccueill, Kak Ha STO HMHOT/IA PaCcCUUTHIBAIOT HEKOTOpPBIE
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 IyIIIEM.

Memoouueckue pexomenoayuu no KOHCNEKMUPOBAHUIO.

IIpexxae yeM HayaTh COCTABIIATH KOHCIIEKT, HY)KHO O3HAKOMHUTBHCS C KHHTOH (pas3mernom,
TEeMO#), MpOoYMTaTh €€ cHavyaja W [0 KOHIA, IOHATH MpounTanHHoe. Ha o0O6I0XKKe Terpaan
3alMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOTrO MPOM3BENCHHS M HWMS €ro amTtopa, - (ammms
00y4aroIIerocs.

CocraBJsieTcst T1aH KOHCTIEKTHPYEMOTO TEKCTa.
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3amuch Jydie BCero JieNnaTth MO MPOYTEHHH HE OJHOr0 — JBYX a03alleB TEKCTa, a IENIOoro
naparpada Wi TaaBbl (eciu OHa HeOombIast).

KoncrnekTupoBaHue BeZIeTCSl HE C LENbI0 UMETh ONpe/eNIeHHbIE 3aI1CH, a IS 0osiee TOIHOTo
OBJIAJICHUS COJIEPKAHUEM H3ydaeMON KHUTH.

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

ITocne Toro, Kak crenaHa 3amuch colaepskaHHs maparpada, TJIaBbl, CleIyeT HNepeduTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TNPOBEPUTH CeOs, MPaBHIBHO JIA W3I0KEHO OCHOBHOE €ro
CoZIepKaHue.

TexHUKa KOHCIIEKTUPOBAHMUS:

1. KoHCcniekTHpys KHUTY OONBIIOr0 00beMa, 3alHCh JIy4Ille BCEro BECTH B OOIICH TeTpajH.

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

3. Kaxxpmast crpaHuIia TeTpaau UMeeT MOPSIKOBBIH HOMED.

4. JIns TIOBBIMIEHHS DPa30OPUYHUBOCTH (YUTAEMOCTH) 3aIMCH OCTABISIOT HHTEPBAIBl MEKIY
cTpokamu, abzaramMu. HOByIO MBICITE HAUMHAIOT ¢ KPACHON CTPOKH.

5.1Ipu 3amucH IMHPOKO KCIIOAB3YIOT Pas3IHuYHBIE COKpPAIEHHS W YCIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHCAaHHOrO0. PEeKOMEHAyercs MPUMEHSATh OOIIEyMOTPeOHTENbHBIE COKPAIEHMS,
HaTpumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHbIN

1.0. — 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 TM0Ib3y 00y4aroIeMycst TONBKO TOT/Ia, KOT/1a OH COCTaBJICH JIMYHO MM.

Koncnexmuposanue nexyut

YcTHOE M3oKeHHe y4eOHOro Marepuaja WM KaKoro-auOo BOIpoca Ha 3aHSATHSIX, JOIDKHO
KOHCITEKTUP OBATHCAL.

Crymath JEeKIUI0 HaJ0 YMETh: TOICPKHUBATh CBOE€ BHUMAaHHWE, IOHATH M 3aIllOMHUTH
yCIBIIIAHHOE, YJIOBUTH May3bl. B mpoliecce HM3JIOKECHHs MpernoaBaTeiieM JICKIIMH O0YyYaromuics
JIOTKCH BBIICHUTH BCE HETIOHSATHBIC BOIIPOCHI.

3anuchIBaTh COACPIKAHNE JICKIIMHM HA0 005A3aTEIbHO — 3TO CTYACHTHI TOKHBI YCBOUTH OYCHb
YeTKO. 3amucy MOMOTAIT IMOAACPKMBATh BHUMAaHHE, CIIOCOOCTBYIOT MOHMMAHHMIO M 3allOMHHAHHIO
YCIBIIIAHHOIO, MPUBOIUT 3HAHUE B CHUCTEMY, CIIY)KaT OMOPOM UIs Iepexona K Oosiee TiiyOoKOoMYy
CaMOCTOSITCITHHOMY U3YYCHHIO TTPeIMETa.

Memoouueckue cosemul no KOHCNEKMUPOBAHUIO ./leKlzﬂztlZ.’

3anuch A0MKHA OBITh CHCTEMHOM, NPEACTaBIATH COOOM COKpAIICHHBIM BapHaHT JICKIMH
npernoaasarers. HeoOXoauMo HayYuThCS CIIyIIaTh, IyMaTh U 3alIUCHIBATH OJJHOBPEMEHHO.

3anuch BeACTCSA 0YEHb OBICTPO, YE€TKO, 110 BO3MOKHOCTH KOPOTKUMH BBIPAKCHUSMHU.

He npekparias ciymarths mperoaaBarteisi, Hy>KHO 3allMChIBaTh TO, YTO HEOOXOIMMO YCBOHTH.
Henb3st 3anmuchiBaTh Cpasy e BbICKa3bIBAEMYIO MBICIbL MPENOAaBaTeIeM, ClIeAyeT €€ MOHITh U MOCie
ATOr0 KPaTKO 3alKcaTh CBOMMHM CJIOBAMH WJIM CJIOBaMH IpenojaBatelis. BaxkHo, 4ToObl B Hell He ObLI
MOTEPSIH OCHOBHOM CMBICIT CKA3aHHOTO.

[lpu 3ammMcu HEOOXOAMMO IOJIB30BAThCS COKpAICHHEM CJIOB W NPEIJIOKEHUH, Kak
001eyOTPEOUTENbHBIMHU, TAK U CBOUMH COOCTBEHHBIMH.

JaTbl, MMeHa, Ha3BaHMsI, BHIBOIBI, ONIPEICIICHHUS 3alIMChIBAOTCS TOYHO.

Crnenyer oOpaTuTh BHUMAaHHME CTyACHTaAM Ha O(OpMJICHHME 3aluCH JIeKIUH. [IJId Ka)aoro
MpeaMera 3aBOAUTCS OTHAENbHAsE Terpaib. OTIMYHBIM OT OCTadbHOIO IIBETa BBIACIATH OTICIIbHBIC
MBICJIM M 3ar'0JIOBKH, COKpAIllaTh OTACIbHBIC CJIOBA U MPEAI0KEHHS, HCIIOIb30BaTh YCJIOBHBIC 3HAKH,
OYKBBI JIATHHCKOTO M T'PEUECKOro aji(aBUTOB, a TaK:KE HEKOTOpPbIC MPUEMBI CTEHOrpa(HUUECKOro
COKpAIIICHHUS CJIOB.
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[penycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
cocoOcTByeT, Ooinee TIIyOOKOMY YCBOGHHIO  HM3Yy4aeMOro Kypca, (opMHUpyeT HaBBIKH
MCCIIEI0BATENILCKOM PabOThl M OPHEHTHUPYET CTYJICHTOB Ha YMEHHE HPUMEHSTh TEOPSTUYECKHE
3HAHHUS HA MTPAKTHKE.

6. YueOHas quTepaTtypa u pecypchbl HHPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UHTepHeT", BKIIOYAS NepevyeHb YHeOHO-METOAMYECKOTr0 o0ecneyeHu sl AU CIUILTUHbI

6.1. OcHoBHas quTepaTtypa (0ndaUOTEUHBIH (OHT)

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

2. Kabamor C.FO. Opranuzanus oOIIero M CIEMUaIBLHOTO JENONPOU3BOJCTBA B OpraHax
MECTHOI'0 camoymnpasjieHus: ¥YdyeoHoe nmocodbue — M.: MHDA-M, 2013.

3. KyszuenoB M.H. [lokyMeHTallMOHHOE OOECIICUCHUE YIPABJICHUS M JIEIONPOM3BOJCTRA!
y4eOHUK JJ1s1 OaKajaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

6.2. JlonoJHUTEeIbHAS JUTEPATYpPA

1. MaewinoBa O.H., PeidakoB A.E. [lenonpoun3soactBo: Y4ueOHO-IPaKTHYECKOE PYKOBOACTBO/
9-e u3n. — MHu.: Terpa Cuctemc, 2010.

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

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

6.3 HopmaTuBHbBIe NPaBOBble JOKYMEHTbI

1. Koucturymus Poccuiickoii ®@epepanuu (MpUHATa BCEHAPOAHBIM  TOJOCOBAaHHUEM
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-DK3).

2. O rocynapcTBEHHOM rpaxIaHckoi cinyxbe PD: denepanbhsbiii 3akon ot 27.07.2004 Ne 79-
@3.

3.0 cucteMe rocynapcTBeHHON ciykObl Poccuiickoit denepanuu: denepaabHblii 3aKOH OT
27.05.2003 Ne 58-03.

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

5. O rocymapctBeHHOM TaitHe: 3akoH Poccuiickoit ®eneparuu ot 21.07.1993 Ne 5485-1//
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. OO0 wunbpopmaimy, HHPOPMAIMOHHBIX TEXHOJOTHAX W O 3alluTe HH(pOpManuu:
OenepanpHbIif 3ak0H 0T 27.07.2006 Ne 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. No 31.Ct1.3804; 2002. Ne50. Cr.
4926.

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

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

10. O06 anextponHoi noanuck: Menepanbhblii 3akoH oT 06.04.2011 Ne 63-D3.

11. O6 yrBepxnennn [lepeuns cBenenuit KoHGUACHIMATFHOTO 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



13

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 cBeaeHUN, KOTOpPhIE HE MOI'YT COCTaBJSATH KOMMEPYECKYIO TailHy:
[TocranoBnenue mnpaButenbcTBa PD ot 05.12.1991 Ne 35 (B pem. or 03.05.2002) // CGopHHK
[Mocranosnennii Poccuiickoit ®emepammu. 1992. No 1-2. Cr. 7; CoOpaHue 3aKOHOIATENbCTBA
Poccwuiickoit @eneparnu. 2002, Ne 41. Ct. 3983.

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

I'ocynapcTBeHHBIE CTAHIAPTHI

1.TOCT P 6.30—2003. YuuduimpoBaHHas cucTeMa IOKYMEHTAIMH. YHHU(pHIMpOBaHHAS
CHCTEMa OpraHU3aIlMOHHO-PACTIOPSITUTENBHON JOKyMEHTalud. TpeboBaHuss K  OQOPMIICHHIO
nokymeHToB. M.: ['occtangapt Poccun, 2003.

2. TOCT 6.10.4-84. YuudunupoBaHHas cucremMa JOKyMeHTanuu. [IpupaHue HOpUaHYSCKON
CHJIBI JIOKYMECHTaM Ha MAIIMHHOM HOCHUTEJIE W MAIIMHOTPAMME, CO3JIaBa€MbIM CpEICTBAMH
BBIYMCINTEIBbHON TexHuKu. OCHOBHEIE ITONoKeHus. — M., 1985.

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

4. TOCT 6.10.5—87. YuubuimpoBaHHas cHCTeMa JOKyMEHTAl[uu. TpeOOBaHUS K
mocTpoeHuto Gpopmyspa-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 XpaHEHHs. THUIBI, pa3Mephl,
TEXHUYECKHE YCIOBUSI.

7. TOCT P 51511-2001. Iewatn ¢ BoctipousseneHueM [ocynapctBenHoro repba Poccuiickoit
Oenepannu. Dopma, pazMepbl U TEXHUYECKHE 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
MeTroarueckux peKOMEHaluii 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
yTBepkaeHUU «[lepedHss THIOBBIX YMPAaBICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIIUXcS B
MpoIecce JAEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYINpaBieHUA 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, IPEAIPHIITUS.

5. Meromuveckue 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 TocyaapcTBeHHOro cranaapra Poccuiickoit @enepanun” (Bmecte ¢ "I'OCT P 6.30-2003.
lNocynaperBennsiii cranmapt Poccuiickoit @eaepanuu. YHU(PUIMPOBAHHBIC CHCTEMBI IOKYMEHTAIINH.
YauduimpoBaHHas cUCTeMa OPTaHU3AIMOHHO-PACTIOPSIIUTENBHON JOKyMeHTanuu. TpeboBaHUs K
0(hOpMIIEHHIO TOKYMEHTOBY)

7. HopMbl BpeMeHHM MO JOKYMEHTAIIMOHHOMY OOECIIEYEHHIO YIPaBICHYECKUX CTPYKTYP
(denepanbHBIX OPraHOB HCIOJHUTEIbHOW Biactu. IlocranoBiienue Muntpynma Poccuiickoit
®enepannu ot 26.03.2002 Ne 23.
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8. Ilpukxaz MuHHcTepcTBa CBA3M W MacCOBbIX KoMMyHUKaumid Poccuiickoit ®deneparuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O0 yrBepxaeHuu [IpaBui oka3aHHs YCIIyT MOYTOBOM
CBSI3U».

9. TocynmapcTBeHHas cHcTeMa JOKYMEHTAIIMOHHOrO oOecriedeHusl ynpasicHus. OCHOBHBIC
nojokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTaAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO oOecriedeHHs
(omobpena komnerueii I'maBapxusa CCCP 27.04.1988, Ipuka3 ['maBapxusa CCCP ot 25.05.1988 N
33) (Bmecte ¢ «I[IpaBuiaMu 3anIOTHEHMSI OCHOBHBIX PEKBU3HTOB PETrHCTPAHOHHO-KOHTPOIBHEBIX (OpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICYeHHUsT YIIPABICHUS).

1.4 D1eKTPOHHO-0MOIMOTEUHbIE CHCTEMbI M CHCTEMbI MPOBEPKH 3aUMCTBOBAHMIi
1. OBC IPRbooks (http://www.iprbookshop.ru/)
2. OBC JIAHB (https://e.lanbook.com/)
3. DBC IOPAUT (http://www.biblio-online.ru/)

6.5. CnpaBouyHble CHCTEMbI

1. KoHcynbTaHT 1UIIOC
2. Tapant

7. MaTepuajbHO-TeXHHYeCKas 0a3a, HH(POPMAIHOHHBIE TEXHOJIOTHH, TPOTPAMMHOE
ob0ecneyeHne U MHGpOPMAMOHHDBIE CIIPABOYHbBIE CHCTEMbI
s oOecriedyeHuss y4eOHOro Mpolecca NP pealu3alvy JUCIHHUILUIMHBI HCIIOIb3YIOTCS !
ayIUTOPHBIN (DOHA;, KOMIBIOTEPHBIH KJIaCC C BO3MOXHOCTBIO JOCTYNMAa K CIPAaBOYHO-TIOMCKOBBIM
cUcTeMaM MH(pOPMaIMOHHO-TIPaBOBOro o0ecrieueHus; crenuaiusupopantas ayauropus ¢ [IK u T1K
U MYJbTUMEIUIHBIM IPOSKTOPOM; OUOIMOTEYHO-UH(POPMAITHOHHBIE PECYPCHI
B yueOHOM mporiecce HCIONIb3YIOTCS CIISAYIONUE MPOrpaMMHBIe MPOAYyKThl: Microsoft Word,

MS PowerPoint, Google Chrome.



