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4

1. Ilepeyennb NJIaHUPYEMbIX pPe3yJabTATOB 00YUY€E€HUSI M0 U CHUIIUHE, COOTHECEHHBIX C
IJIAHUPYEMBbIMHU Pe3yabTATAMU 0CBOEHHS TPOTrPaMMBbI
1.1 Jducimmumba B1.B.16 «OcCHOBBI JeNONPOM3BOACTBA» OO0CCIICUMBACT OBJIAJICHHE CIICAYIOIICH

KOMIIETEHIINEH C

CTOM OTarlia.

Kon
KOMIIETCHIIMH

HanmMmenosanue

KOMIIETEHIIUHN

HanmMenosanue 3tamna
OCBOCHUA KOMIICTCHIINN

Konx srama
OCBOCHHUA
KOMIIETCHIIMH

K-8

Brnanenue
JIOKYMEHTAIILHOTO
ohopmiieHHs pelleHui B
YIIpaBJICHUH
OpraHU3alMOHHON
(TIpOM3BOJCTBEHHO )
JIESTEIIbHOCTH
OpraHHu3alni
BHEIIPCHUU
TEXHOJIOTHYECKUX,
MIPOYKTOBBIX ~MHHOBAITHI
WU OpTraHu3aInOHHBIX
HU3MEHECHUH.

HaBbIKaMH

npu

IIK - 8.1 OsBnaneune OCHOBHBIMH
ITOHSITHSIMH

JICTIONTPOU3BOICTBA u
opranmzanmeii  paboTel  C

JIOKYMEHTaMHU.

1.2. B pe3ynbTaTe OCBOCHHS JUCIUIUIMHBI Y CTYJCHTOB JIOJDKHBI OBITH COPMUPOBAHEI:

OTO/TD Kopx srama Pesynbratel 00ydeHus
TPYAOBBIC M1 OCBOCHUSI
npogeccuoHaIbHbIE KOMIIETEHIIUH
JIEUCTBUS
bopmupoBaHue IK - 8.1 Ha YPOBHE 3HAHMIA:

TPYAOBBIX (PyHKIHIA,
CBSI3aHHBIX C U3YYCHHUEM
Y aHAJIN30M
JeSATEbHOCTH
ayupyeMoro Juna u
Cpelibl, B KOTOPOH OHA
OCYILlECTBIIAETCS,
BKITIOYAst CHCTEMY
BHYTPEHHETO KOHTPOJIS

- OCHOB JIEJIONIPOM3BOJCTBA B OpraHax TIOCYIapCTBEHHOMN
Biactu Poccuiickoil @enepanuu, opraHax rocyJapCTBEHHON

Bnactn cyObekToB  Poccumiickoli  @exepanmu, opraHax
IMECTHOT'O CaMOYyIIpaBJICHUA, rocyaapCTBECHHbBIX 41
MYHHILAIIAJIbHBIX NPEANPUITUAX " YUpeKACHUAX,
OpraHu3alMsaX ¥ TPSINpUATHIX — Pa3lUYHBIX  QOpM
COOCTBEHHOCTH;

- OCHOBHBLIX ITPUHOUWIIOB OpraHU3aln AOCIOIIPOU3BOACTBA U
TOKYMEHTO000pOTa;

- OCHOB JOKYMCHTAlIlMOHHOI'O obecreueHus YIIpaBJICHUS.

Ha YPOBHE YMEHUM:

- BIIQJICTh TEPMUHOJNOTHEH B cdepe Ienonpon3BOJCTBA H
NTOKYMEHTAIIMOHHOT'O 00eCieYeH s yIPaBICHHUS;

- OINpEeNeNsITh KOMIUIEKC JIOKYMEHTOB, HEOOXOAMMBIX JUIs
oopMIIEHUS pelICHUH B YIpaBICHHH OPraHU3aIUOHHON
(TIpOM3BOJCTBEHHOM) NEATEIHHOCTH ;

- KCIIONIb30BaTh 3HAHUS OCHOB JIENIONPOHM3BOJICTBA B CBOEH
poecCOoHaIbHON AATEIbHOCTH;

- COCTaBJISTh B COOTBETCTBHHM C JACWCTBYIOIIMMU HOPMaMH H
MpaBHUIaMH HEOOX OJTMMBIE IOKYMEHTBI.

Ha YPOBHE HABBIKOB:
- JIOKYMEHTaJIbHOTO O(GOPMIICHHS PEIICHUH B yIpPaBICHUU

OpraHu3alOHHON (TIpOM3BOJCTBEHHO ) JIeATENIbHOCTH
opraHu3anui npu BHEIIPCHUU TEXHOJIOTHYIECKUX,
MPOTYKTOBBIX WHHOBAIIUN WIn OpTraHN3aInOHHBIX

M3MEHEHUH.




2. O0beM U MeCcTO ITMCHUILIUHBI B cTpykType OIl BO

JucrunuHa b1.B.16 «OCHOBBI 1€7T0MPON3BOACTBAY» OTHOCUTCS K AMCIUIUIMHAM dacTd b.1.
Bazosoit wactu 6moka B.1. Juctumuua OIT BO nanpasnenus 38.03.02 «MenemkMenT». OcBoeHHE
JUCIMILIMHBI OCYIIECTBIIICTCS B 7 ceMecTpe 4 kypca. Obmas tpynoémkocts auciuiuinbbl 3 3ET (108

akamemMuyeckux w81
TpernoiaBaTesieM

COCTaBJIACT

ACTPOHOMHYECKHX YacoB).

54  akameMHYEeCKHUX

N

KonraktHas pabora oOydarommxcs ¢
40,5

ACTPOHOMUYCCKUX qacCoB,

caMmocTrosTenbHas padora — 54 akageMuueckux win 40,5 aCTpOHOMUYECKUX YacOB.

dopma MPOMEKyTOUHOH aTTECTAI[MH B COOTBETCTBUU C yUEOHBIM IJIAHOM — 3a4eT.

O6u;ee KOMUYeCmB80 aKa0emMuyuecKux uacoe, BbIOC/ICHHLIX HA KOHMAaKmHY1o pa60my C

npenooasamenem:
Tabauua 1
. O0beM JUCHUNJIMHBI, aKa/J.49AacC./acTp.4yac.
Buja yueOHBIX 3aHATHIH
U caMoCTOsITeJIbHasi padoTa Beero Cemecrp
P 1 [ 23 [4]5]6] 7 |38
Ounas popma odyuenusn
KontakTHasi paboTa 00y4aronuxcsi ¢ 54/40,5 54/40,
npernoaaBarejieM, B TOM YHCJIE: 5
JIEKITHOHHOrO Tuta (JI) 18/13,5 18/13,
5
MPaKTHYECKOro (CEeMUHApPCKOro) TUIa 36/27 36/27
(I13)
CamocTosiTesibHAsA padoTa 54/40,5 54/40,
ooyuaromuxcs (CP) 5
I[IpomexxyTounas ¢opma 3auem 3a4er
aTTecTalus Jac.
Oo0mas TpynoeMkocThb (akan. yac. | 108/81/ 108/81
/acTp. 4ac. / 3.e 3 /3
3. ConepskaHue U CTPYKTYPa AU CHUILIHHBI
Tabauna 2
O0beM JUCHUILIMHDI, Yac. ®opma
KonTakTHas paGora TeKylero
00yJaKIIUXCH C KOHTPOJIsI
N HaumeHoBaHue TeM npernoaaBarejemM yCcneBaeMocCT
o n/m .
(pa3nenoB) Bcero | mo Bugam y4yeoHbIx 3ansatuii | CP | u,
MPOMEKYTOY
J JIP n3 | KCp HOH
arrecramum **
Ounas popma odyuenusn
Hcropus pas3BuUTHUA
CHUCTEMBI
Tema 1 | rocymapcTBEHHOTO 6/4,5 2/1,5 4/3 H, O
JICTTONTPOU3BOICTBA B
Poccun
HopmartusHo-
METOUYECKast 0aza
Tema 2 | 2O ONPOMIBOLCTEA. 16/12 | 2/1,5 6/4,5 8/6 H, 0V
OCHOBHBIC  TIOHATHS |
TEPMUHOIIOTUA
JICTIONTPOU3BOJICTBA
Tema 3 | OcHOBEI 12/9 2/1,5 6/4,5 4/3 H, O, I13,¥Y




JOKYMCHTHUPOBAaHUA.
OOmmye HOpMBI U TIpaBHIIA
oopmIIEHHS TOKYMEHTOB
Tema 4 | CHCTEMPIIOKYMEHTALMK. | 3554 | 43 12/9 162/ ' mom
Tema 5 | SI3bIK TOKyMeHTa 12/9 2/1,5 4/3 6/4,5 H, O, I13,¥Y
Tema 6 | OPrammsamus  paGothl € | s | o)) g 4/3 6/4,5 | H, 0,3,y
JTOKYMEHTaMHU
Tema 7 | APXHBHOC XPAHEHHE | 167 5 | 5/ 5 21,5 6/45| H OV
JTOKYMEHTOB H JIEJT
KonbuaeHnaisHOCTD
WHGPOPMAIIUA ¥ TIPHHIUITBI
Tema 8 | ee obecrieueHuss B CHCTEME 8/6 2/1,5 2/1,5 4/3 H, O
JIOKYMEHTaIlMOHHOT O
obecriedeHvsl yIpaBJICHHsI
[TpomexxyToUyHAas aTTeCTalNs 3a
Beero: | 108/81 | 1513 36/27 S4/4
5 0,5
npumeuanue:

* - hopmul mexyweco kowmpoas yenesaemocmu: onpoc (0), npaxmuueckoe 3ansmue (113),
ynpasicrenus (V)
** _ chopmwl npomesicymounot ammecmayuu: 3avem (3a)

Conep:xkanue IUCHHUILTUHBI

Tema 1. Mcmopusa pazeumus cucmemsbi 20CY0apCmeeHHo20 deronpousgoocmea & Poccuu
HenonpousBoactBo B [peBHepycckom rocynapctBe. I[lpukasnHoe aenomnpousBoactBo XV-XVII B.
Cucrema KOJJIEKCKOrO JenonpousBojacTBa. (CucteMa MHUHUCTEPCKOTO — «HCIIOIHHUTEIHHOTO»
nenornpousBoacTBa XIX — nayana XX B. Oprannzauus aenonpoussoactsa B 1917 — 1941 rr. Ucropus
nenonponsBonctea B 1945-1990 rr. CoBpeMeHHOE JeIOIPOU3BOICTRO.

Tema 2. Hopmamusno-memoouueckas 6aza oenonpouzeoocmed. OCHOGHbLE NOHAMUSL U
MEePMUHON02US OEIONPOUIB00CINEA
CocTaB HOPMAaTHBHO-METOIUYECKON Oa3bl JE/ONPOU3BOACTBA. 3aKOHOATEIbHbIC akThl PD B cdepe
uHpOpMaIMK W JOKyMEHTallMh. YKasbpl, pacnopsokenusi [lpesumenta P®, mnocranoBieHus
[IpaBurenscTBa P®. HopmaTHBHEIE TPaBOBBIE aKTHI (e/iepaTbHBIX OPTaHOB UCTIONIHUTEIBHOM BIIACTH,
perJIaMeHTHUPYIOIINE BOMPOCH JOKYMEHTAIIMOHHOTO o0ecriedeHusl. YHHU(DUIMPOBAHHBIE CHCTEMBI
nokymentanuu.  OOmepoccuiickue  KiaccupukaTopbl.  [ocymapcTBeHHBIE — cTaHAApTHl  HA
JOKYMEHTAIIHIO.
O6mas XapaKTepucTHuKa TEPMHUHOCHCTEMBI JIENTOTIPOU3BO/ICTBA. JlokymeHTOBeIEHHE.
HenonponsBoactso. JlokyMeHT U ero ¢pyHkiun (MHGOpMAIMOHHAS, OpTaHU3AIIMOHHAS, FOPUANYecKasl,
BocnHTaTeNnbHas U Ap.). Cucrema gokymeHTanuu. JlokyMeHTO000poT. O0beM JTOKYMEHTOOOOpOTA.
XpaHeHre TOKyMEHTOB (apxuBHOe 1eno). Homenkmnarypa nen, aeno.

Tema 3. Ocnosvl doxymenmuposanus. Qduue HopMvlL U NPAGULA OGOPMAEHUS OOKYMEHMOE

OCHOBHBIE IIOJIOKEHUST  I10 OJOKYMEHTHUPOBAHUIO praBnqueCKofz'l JACATCIIBHOCTH. PexBusur
nokymeHnta, ®opmyisip — oOpasenl. bimank nokymeHnrta. Pasmepsl Oymaru, pa3mepsl MOl JEIOBBIX
nokyMeHTOB. Hymeparus crpanun. OdopmileHue AaT M HanMCaHUE 4YHCE B JOKYMEHTax.

CokpalliegHusi CIOB M clioBocoueTaHuit B Tekcre. OdopmiueHue Ttabnui, odopMieHHE
HA3BaHWI JOKYMEHTOB OpraHoB BiacTH. CoCTaB W TpaBmiia OQOPMIICHUS PEKBU3UTOB JOKYMEHTOB
(cormacuo I'OCT P 6.30-2003).

Tema 4. Cucmembvt doxymeHmayuu




Cucrema OpraHM3allMOHHO-TIPAaBOBOM JOKyMeHTallmu. Ha3HadueHue W cOCTaB OpTraHHU3alMOHHO-
npaBoBoil  JokymeHTanuu. OdopmileHHEe OpraHH3allMOHHO-PABOBOW JIOKyMeHTanuu (ycrasa,
MOJIOKEHUS], HHCTPYKIIMH, IITATHOTO PACIUCAHUA U JIp.).

Cucrema pacrnopsguTenbHONW JOKyMeHTanuu. Ha3zHaueHme W cocTaB  pacmopsIuTeNbHON
nokymeHTtanuu.  [lpomexnypa — W3maHUS — pacHopsIUTENBHBIX  JOKyMeHTOB.  OdopmieHue
pacnopsiIMTENbHOW  JOKyMEHTauuu  (IIOCTaHOBJGHMM,  yKa3aHMW,  TPUKAa30B,  pEIICHUH,
pacnopsKeHuit).

Cucrema crpaBOYHO-MH(QOPMAIMIOHHOM JOKyMEHTanmuu. Ha3HaueHHWe W cOCTaB  CIPABOYHO-
nHpOpMaIMOHHONH  JokyMeHTanuu. OdopmieHne CcrnpaBOYHO-WH(POPMAIMOHHBIX  JIOKYMEHTOB
(mokmamHOW, CIy)KeOHOW M OOBSICHUTEIBLHOW 3alMCOK; 3asABJICHHUM, MPEICTABICHUHN, MPEIIOKCHHH,
aKTOB, CIIPaBOK, MPOTOKOJIOB, CITy»KEOHBIX MUCEM, TeIerpaMm, TelleOHOTpaMM | JIp.)

Tema 5. A3vix Ookymenma

OdunmanbHo-ienoBoi cTuiib. CBoWCTBa (PKCTPATMHTBHCTHYECKHE) YIIPABICHUYECKOH WH(pOpPMAaILIUH
(aKTyampbHOCTB, JOCTOBEPHOCTb, OOBEKTUBHOCTH, aJ[PECHOCTh, YOCTUTEINBHOCTh, MOJIHOTA W JIp.).
OcobeHHoCcTH  (PKCTPATMHIBUCTUYECKHE) OQUIIMATIBHO-ACIOBOTO CTWIsSL  (HEHTpaNbHBIA  TOH
W3TIOKEHHSI, TOYHOCTD M SICHOCTD U3JIOKEHUSI, TAKOHUYHOCTb, CKATOCTh TEKCTa U JIP.).

TpeboBaHus K TEKCTaM JOKYMEHTOB (MUHTBHcTHYecKHE). CTaHAapTHU3alMs JIEKCHKU. YTIOTpeOsieHe
CTIEUALHON JIGKIUN (TEPMHHBI M MPOPECCHOHANN3MBI, MPOPECCHOHANbHAS JKaproHHas JIEKCHKA).
VYcrapeBmas Jiekcuka (apxau3mbl U ucTopu3Mbl). Heomorusmel. 3amMcrBoBaHHBIE cioBa. CioBa ¢
«yHHUBepcalbHBIMY 3HaueHueM. COKpallleHHbIE ClIoBa (JIKCHMYECKUE COKpallleHHus (abOpeBuaTyphl),
rpaduueckue COKpamieHus). SI3bIKoBOW cTaHmapT aokyMeHTa. OcoOEHHOCTH pPEeYeBOro JTHUKETa
JICJIOBOM MTUCBMEHHOM peun. YIOoTpeOieHHE S3BIKOBBIX (hOPMYJI-KIIUIIIE. DTUKET JCTI0OBOT0 OOIIECHUS.

Tema 6. Opeanuzayus pabomwl ¢ 0OKyMeHmMamu

[Topsimok IBHIKEHMS JOKYMEHTOB B OpraHu3aiuu. [IOHATHE «JIOKyMEHTOOOOPOT» M €ro OCHOBHBIC
sTanbl. JIOKYMEHTONOTOKH. OKCIEIUIIMOHHAs 00paboTKa JOKYMEHTOB, TIIOCTYHAlOIIMX B
opranm3zanuio. [IpenBapuTenbHOE pacCMOTpEHHE JOKYMEHTOB B CIIYy)KOE JIEIONPOU3BOJICTBA.
OcHOBHBIC 3Tamnbl 00pPaOOTKM BXOMAIIMX M MCXOISAIIMX JOKYMEHTOB. TEXHOJIOrMH 00pabOTKU
BHYTPEHHMX JOKYMEHTOB. Perumcrpamus, y4eT W KOHTPOJIb 3a MCIIOJIHEHHEM JIOKYMCHTOB.
Opranu3zaiusi ClpaBoOYHO-MH(POPMAIIMOHHOH paboThl (KapTOTEKH, aBTOMATHU3WPOBAaHHAS CHCTEMa
perucTpanuu A0KyMeHTOB). Dopmupopanue aen. CocraBicHHEe HOMEHKIATypbl naen. Ilomroropka,
oopmiieHHE el K c/1ayue B apXuB.

Tema 7. Apxugnoe xparienue 0OKyMeHMO8 U Oejl

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

Tema 8. Kougudenyuarbnocmov ungopmayuu u npunyunsl ee obecneyenus 6 cucmeme
OOKYMEHMAYUOHHO20 0becnedeHUs YnpaeaieHus..

KondunennmansHocts uHpoOpManuu. Pexxum cekperHoctu. [ocynapcrBennas taifHa. CekperHoe
Aenonpon3BoAcTBO. CeKpeTHOCTh U ONpelereHHe CTENEeHH CEKPeTHOCTH JoKyMmeHTa. [lopsmok
paboThl UCTIONHUTENEH ¢ KOH(UICHINATBHBIMU TOKYMEHTAMU M MaTepuaiaMu. 3amuTa, oopadorka,
y4eT KOH(HICHIINATbHBIX TOKyMEeHTOB. DOpMUpPOBAaHUE U XpaHEHUE Jie. Y HUUTOKEHHE JOKYMEHTOB,
JieT ¥ HocuTerneld MHPOpMAaIHH.



4.MaTepuajbl TEKYLIEr0 KOHTPOJISI YCIIEeBAeMOCTH 00yUyaromuxcss 4 GoHI OLeHOYHBIX
CPeICTB MPOMEKYTOUYHOI aTTecTAlUM M0 JUCUUILINHE

4.1. ®opMbl UM METOABl TEKYHIEr0 KOHTPOJS YCIIEBAEMOCTH OOYYAIOIIUXCSd W MPOMEXKYTOYHOM
aTTeCTaluH.

4.1.1. B xome peanmzanuu guciuiuimabl b1.B.04 «OCHOBBI JEMONPON3BOICTBA» HCIOIB3YIOTCS
CIICIYFOIIE METO/IBI TEKYIIETO0 KOHTPOJIS YCIIEBAEMOCTH O0YUYaIOIINXCS:

HpI/I HpOBe}leHI/II/I 3aH5[THI71 JICKIITMUOHHOI'O THUIIA.
- HaOJIIOIEHHE, OIIPOC;

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

MPU KOHTPOJIE PE3YJIbTaTOB CAMOCTOSTEIILHOM PabOThI CTY/ICHTOB:

- KOHTPOJIb CAMOCTOSITEIbHON PabOThI OCYILECTBIISCTCS Ha 3aHATHIX CEMUHAPCKOTO THIIA.
4.1.2. 3a4eT NPOBOAUTCS € IPUMEHEHHEM CJIeYIOUINMX METOI0B (CPEACTB): YCTHBII OTBET.
4.2 MartepuaJjibl TEKylIero KOHTPOJIsSl yCIeBaeMOCTH 00y4aroIuXxcsi.

Tema 1. «OcnogHble noHAMUSL U MEPMUHON02US OENONPOU3BOOCBAY

Bomnpock! 3aHATHS ceMUHAPCKOTo TUTIA:

—_—

OO0r1mast XapaKTepUCTHKAa TEPMHHOCHCTEMBI JSTTOPOM3BOICTBA.

2. JlokymenToBenenue. [lenonpon3BoicTBo.

3. Jokyment wu ero ¢yskumm (MHPOpMAIMOHHAS, OpraHU3alMOHHAs,  FOpUANYEcKas,
BOCITUTATENIbHAS U JIP.).

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

dopmMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPAKHECHHE.

Tema 2. «Hopmamueno-memoouueckasi 6aza 0enonpouzso0cmear.

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. CocTtaB HOpMATHBHO-METOJMYECKON 0a3bl JIENONPON3BOJICTBA.

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

3. Vkassl, pacniopspkenus [Ipesugenta PO, [Toctanosnenus [IpaButennctBa PO.

4. HopMmaTwBHBIE TIpaBOBBIE  aKThl  (elepalbHBIX  OPraHOB  HCIIOJHHUTENHLHOH  BIACTH,
peryiaMeHTHPYIOIINE BOIPOCHI JOKYMEHTAIIMOHHOTO 00ecIeueHUs.

5. YHU(HUIMPOBAHHBIC CUCTEMBI JTOKYMEHTAIUH.

6. OOmepoccuiickue Kiaccu(puKaTopbl.

7. TocymapcTBeHHBIE CTAHAAPTHI HA TOKYMEHTALIHIO.

dopma TekyIero KOHTpoIs — OIpoc.

Tema 3. «OcHosvl doxymenmuposanus. Obuyue HOPpMbL U NPABULA OPOPMIEHUS OOKYMEHMOB)
Bomnpock! 3aHATHS ceMUHAPCKOT0O THIIA:
1. OcHOBHBIE MTOJIOKEHUS TI0 JOKYMEHTHPOBAHUIO YIIPABICHUYECKON NeATeIbHOCTH.

2. PexBU3UTHI TOKyMEHTA.
3. bBnank nokymenra. Pazmepsl Oymaru, pazmepsl Tosei IenoBbIX JOKYMEHTOB.
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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 4. «Cucmema opeaHu3ayuOHHO-NPABOBOU OOKYMEHMAUUU»
Bomnpocs! 3aHATHS CEeMUHAPCKOTO THIIA:

[TonsiTHE OPraHU3aLlMOHHO-IIPABOBON TOKYMEHTALIUU
YcraB opranusaiuu.

JlomKHOCTHASI HHCTPYKLUSA

Ciy>keOHBIH periiaMeHT.

[IItatHOE pacnucanue.

JloroBopHast JOKyMEHTaLMsl.

dopMa TEKYIIEro KOHTPOJISI — OIPOC, MPAKTHISCKOE 3aJIaHHKE.

Tema 5.«Cucmema pacnopsaoumenvHol 0OKYMeHmMayuu 6 Opeanax 20Cy0apcmeeHHol 61acmu
U OpeaHax MecmHo2o camoynpasienusny (4 waca)

Bonpockl 3aHTHS CEMHHAPCKOIO TUIIA:
IlonsiTne pacnopsaUTENBHOM JOKYMEHTalUMHd B OpraHax TIOCYyJapCTBEHHOM BIACTH M OpraHax
MECTHOI'O CAMOYIIPaBJICHU.

PaCHOpHZ[I/ITeIIBHBIe OOKYMCHTEI, IPUHUMACMbIC KOJUICTHAJIBHO 1 HA OCHOBC €IMHOHAYaIusd.

dopMa TEKYIIEro KOHTPOJISI — OIPOC, MPAKTHISCKOE 3aJIaHKE.

Tema 6. « Cucmema Kaoposoui OOKYMeHMayuu 8 opeanax 20Cy0apCmeeHHOU 61ACU U OP2aHaX
MECMHO20 CAMOYNPAGAEHUSLY

BOHpOCBI 3aHATUA CEMHUHAPCKOr'o TUIIA:

ITonatue kaapoBOil JOKyMEHTAIINH.

TpynoBoii 10roBop.

Jlnunas kapTouka ¢popmsr T-2.

VYuauduimpoBaHHas cucremMa KaJipoBoi ToKyMeHTaun. [IpruKka3sl 0 JINYHOMY COCTaBYy.
OdopmIieHne 3amucei B TPYIOBYIO KHHKKY.

IIpuka3el 0 KOMAHAUPOBAHNUU.

JInuHble fena ciyKaumx.

[Toowmpenus.

JucounnrHapHoe B3bICKaHHUE.

dopMa TEKYIIEro KOHTPOIS — OIIPOC, MPAKTUIECKOE 3aJJaHHeE.

Tema 7. «Cucmema cnpagoyHoO-UHGOPMAYUOHHOU OOKYMEHMAYUUY

Bomnpock! 3aHATHS ceMUHAPCKOTo TUTIA:

JloKJ1aiHbIE 3aIIMCKY BHYTPEHHHUE U BHEILIHUE.
NudopmaninonHble ¥ aHATUTUICCKHIE CIIPABKH.
CrpaBKu JIMYHOTO XapaKTepa.
OG’I)S[CHI/ITCJ'H)HBIC 3aIIUCKH.

CrnyxeOHast KOpPECIIOHICHITHS.

Buapr akToB.
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7. 1IpoTOKOIBI.

b S

b

—_—

dopMa TEKYIIEro KOHTPOJISI — OIPOC, MPAKTHISCKOE 3aJIaHHKE.

Tema 8. «3vix OoKyMenmay

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

OdunmanbHO-IEIOBON CTHIID.

TpeboBanus K TEKCTaM JIOKYMEHTOB.

CrannmapTuzanus JeKCHKH.

VYnorpebnenue crenuanbHOW JIEKCUKHA (TEPMHUHBI W MPOPECcCHOHATM3MEL, TpodeccHoHaIbHas
YKaproHHAas JIEKCUKA).

SI3BIKOBOM CTaHAAPT NOKYMEHTA.

Oco0eHHOCTH PEeYeBOro dTHKETa JACIOBON THCHEMEHHOW PEUH.

dopMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPaKHEHHE, MPAKTUUECKOS 3aJaHHeE.

Tema 9. «Opeanuzayust pabomul ¢ OOKYMEHMAMUY
Bomnpockl 3aHATHS CEMUHAPCKOT'0O THIIA:

[opsaok qBMKEHUS JOKYMEHTOB B OpraHHU3aIlHY.

[ToHsATHE «TOKYMEHTOOOOPOT» U €r0 OCHOBHBIC ATAIIBI.

JIOKyMEHTOIOTOKH. DKCIEAUIIMOHHAsE 00paboTKa TOKYMEHTOB, MOCTYIHAIOIIMX B OPraHU3aIlHIo.
[IpenBapuTeabHOE paCCMOTPEHHE JOKYMEHTOB B CIIy)KO€ JIeIOIPOM3BOICTRA.

OCHOBHBIC 3Tanbl 00PaOOTKH BXOIAIIMX M HCXOAANIUX JOKYMEHTOB. TEXHOJIOIMH 00pabOTKU
JOKYMEHTOB. Perucrpaiius, y4er 1 KOHTPOJIb 3a UCIIOJIHEHHEM JOKYMEHTOB.

Opranu3zaius CrpaBoYHO-UHGOPMAIIMOHHOM pabOThl (KapTOTEKH, aBTOMATH3UMPOBaHHAS CHCTEMa
perucTpanuu 10KyMeHToB). @opmupopanue aeia. CocTaBieHHE HOMEHKIATYPHI €.

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

Tema 10. «Apxusroe xpanenue OOKYMeHMO8 U Oen»
Bomnpock! 3aHATHSA CEeMUHAPCKOTO THIIA:

ApxuB. JlokyMeHTanbHBIH (HOH] OpraHu3anuu (YupexacHus). ApXuBHBIN GOHA. APXHBHOE JENO.
ApPXUBHBII TOKYMEHT.

HUcropus popmuposanus ["ocynapcTBeHHON apXUBHOM CITyKObI PD.

locynapcreennast wactb ApxuBHoro gonma P®. HerocynapcrBennas dyactb ApXxuBHOro (oHAa
PO.

DOKcrepTH3a IIEHHOCTH JOKyMeHTOB. [loaroroBka, odopmieHue nen K Iepegaue B apXuB.
Odopmnenne nen AIUTENbHBIX CPOKOB XpaHeHus. [lepenaya e B apxus.

Hcnonp3oBanue TOKyMEHTOB apXHBa.

dopMa TEKYIIEro KOHTPOJISI — OIPOC, YIIPAKHECHHE.

Tema 11. «Konguoenyuanbnocmov ungopmayuu u npunyunvl ee obecneuenusi 8 cucmeme

OOKyMeHmal/;MOHHOZO obecneuenus ynpaenenusa»

Bomnpoce! 3aHATHS CEeMUHAPCKOTO THIIA:

1. Kou¢uaennmansaocts nHpopmanmu. Pexum cekpernoctu. ['ocyaapcTBenHas raitna.
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2. CexperHoe Aenonpou3BoAcTBo. CEKpeTHOCTh U OIPEeIeHHE CTEEHH CeKPETHOCTU TOKYMEHTA.
3. Tlopsimok paGoOTHI HCTIOMHUTENEH € KOH(GUACHIIMATHHBIMU JOKYMEHTAMH H MaTepraiaMu.

3amura, 00paboTKa, yueT KOH(PHUICHINATbHBIX JOKYMEHTOB.
dopmupoBaHUe U XpaHEHUE Jiel. Y HUUTOKEHHE JOKYMEHTOB, JIeNl U HOCUTENeH nH(OpMAaInu.

4,

dopma TekyIero KOHTpoIs — OIpoc.

4.3. OueHoyHble CpeACTBA AJ MPOMEKYTOYHOI aTTecTAllUN

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

Kon HaumenoBanue Kox srama HaumenoBaHue 3Tamna
KOMITETCHIIUH KOMITETCHIIUU OCBOCHUS OCBOCHUS KOMIIETCHIIHH
KOMITETCHIINU

IIK - & Bnanenue "aseikamu | ITK — 8.1 Osnaneune OCHOBHBIMU
JOKYMEHTaJIbHOTO MOHSTHSMHA
odhopMIIeHUS pelIeHU B JIeTIOMPOH3BOICTBA "
YIpaBlIeHUH .

. opraHu3anuein c
OpTaHU3aIMOHHOM
(TpoU3BOACTBEHHOI) AOKYMCHTAMH.
JeSITeTbHOCTH
OpraHu3alun npu
BHE/IPEHUHN
TEXHOJOTMYECKHX,
MPONYKTOBBIX ~ MHHOBAIIUIA
WJIH OpraHHU3alMOHHBIX
WM3MEHEHU.
Oran ocBoeHUs [Toka3zarenn Kpurepuii onenuBanus
KOMIIETECHIINA OLICHUBAHHUS
IIK - 8.1 VYyacTByer B 3KcIpecc- OtBeuaer Ha BONPOCH  3aHATHI (1O

OIpocax 1Mo U3y4aeMbIM TeMaM
JUCIUIIJIMHBI

VYdacTByer B 00CYXJCHUN
MaTepuaa 1o pesyjabTaram
HU3YUCHHA OTACIBHBIX TEM
IIPOrpaMMBL.

JeMoHCcTpupyer OopraHu3aluio
pa6OTBI C pa3JIM4YHbIMU BHIaMHU
JOKYMCHTOB W pPa3sjIMYHbIMU
IMOTOKaMH JJOKYMCHTOB.
JleMoHCTpUpYET pa3inu4HbIe
OTallbl pa6OTBI C JOKYMCHTaMHU.

3a/laHHOM IIIKaJIe OIEHUBAHMS)
JIeMOHCTpUPYET OCMBICIEHUE H3YYEHHOI'O

Marepuana.

TouyHO ¥ B MOJHOM OOBEME JIEMOHCTPHPYET
TEOPETUUECKUE 3HAHUS U UX IPUMCHEHHE Ha
MIPAKTHYECKUX 3aHATHUSIX.

4.3.2 TunoBble OLlEHOYHbIE CPeACTBA
Bornpocs! ag npoBeneHus: IpOMEXKYTOYHOM aTTECTAUK 110 TUCLUIUIMHE
«OCHOBBI ACIONpPONU3BOACTBAY

1. Tpaauuuu co3nanus JOKYMEHTOB, UX 00pa0OTKH U XpaHeHUs B JIpeBHEPYCCKOM I'OCyJapCTBe.
2. IIpuka3Hoii Iepro CTAHOBJICHUA U Pa3BUTH FOCYIaPCTBEHHOTO JEOMPON3BOJICTBA.

3. Cucrema KOJIEKCKOTO JEIO0MPOU3BOCTBA.
4. Cucrema MHHHCTEPCKOTO «UCIOTHUTEIHHOrO» enonpousBoacTsa XIX - nayama XX BB.
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5. Opranmzarnus aenomnpouspoactsa B 1917-1941 rr. CoBpeMeHHOE TET0PON3BOICTRO.

6. HopmaTtusHo-mipaBoBas 6aza JIOY.

7. CyTh YHUUKAIINY U CTAHJAPTH3ALIUH B JETONPOU3BOJICTBE.

8. 3akoHOJATENBHBIC aKTHl 1 HOPMATHBHBIC IOKYMEHTBI, PErJIAMEHTUPYIONIHE ACATENEHOCTD CITY>KOBI
JIeTIONPON3BOICTBA.

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

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

11 Bugpl cokpalieHuii CioB U CII0BOCOYETaHHI.

12.CocTaB peKBU3UTOB IOKYMEHTA.

13. biaHk TOKyMEHTa U BBl OJJAHKOB.

14.CucteMa opraHu3aliMOHHO-PACIOPSAUTENBHOMN TOKYMEHTAIIH.

15. Bunpl opranu3ainoHHBIX JOKyMeHTOB. OCOOEHHOCTH COCTaBIICHUS M 0popMITeHUSI.

16. Bunsl pacniopsauTensHbIX JOKyMeHTOB. OCOOEHHOCTH cOoCTaBiIeHHs U 0hOpMITCHHS.

17. Buns! nHQOpMAIMOHHO-CIIPABOYHOM JOKyMeHTanuu. OCcOOCHHOCTH cOCTaBJICHHS U 0()OPMIICHHS.
18. CnyxebHoe nucbMo. Buapl rucem. CocTaB peKBU3UTOB U CTPYKTYpa CITyKeOHOTO IHChMa.

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

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

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

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

24 JIMHrBUCTHYECKHE OCOOCHHOCTH IOKYMEHTA.

25. CranmapTu3aiys TeKCTa B TOKyMEHTE.

26. JIokyMeHTOOOOPOT ¥ MPHHILMUIBI €ro opraHu3anud. JJOKyMEHTONOTOKA B JOKYMEHTOOO0OpOTE
MPEATIPHUSITHS.

27. TopsAnok MPOXOXKIACHUS U HCTIOTHEHUS BXOJSIINX JTOKYMEHTOB.

28.IlepBoHavanbHas U IpeABapUTEIbHAS 00pab0TKa MOCTYyMArOIIeH KOPPECIIOHICHIUY.

29. TlopsAoK MOATOTOBKH U MPOXOXKICHUS UCXOASIINX JOKYMEHTOB.

30. Iopsiok MpoxoKAeHNUs BHYTPEHHUX JOKYMEHTOB.

31. IlpuHnun rpynnupoBaHus JOKyMEHTOB OpTraHU3AIlMH B JIEINO.

32. HomeHkIaTypa Aen opraHu3aiim.

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

34. DkcnepTu3a EHHOCTH JOKYMEHTOB.

35. IlopsAmok mepenadu Iei B apXuB.

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

37.Ilopsinok gomycka u padoThl ¢ JOKYMEHTAMH B YMTAIILHOM 3aJIe apXHBa.

38.ITonsTHE «KOHOUACHIINATLHOCTh HHPOPMAIIH» U «CEKPETHOCTh B CHCTEME JICIIONPOU3BOICTBAY.
39.«PeXUM CEKpEeTHOCTHY», €ro IelH W 3aJadd, MPUHIUIBI 00eCIeYeHUs, MEPbl OpraHH3alluOHHO-
MPABOBOM 3aIUThl KOH(PHUACHIIMAIBHONH HH(OpMaluu ¥ 00eCHeUCHUs HAASKHOH COXPaHHOCTH
CEKpETHBIX JIOKYMEHTOB.

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

IIIkana oneHUBaHMS.

VYcnorus Jonycka 00yYaroIierocss K NMPOMEXKYTOYHOH aTTecTallMM, IIKaldbl U IPOLEIYPhI
OLICHUBAHUs OrpeneneHbl [1opsakoM mpUMeHEeHUsT Oa/UTbHO-PEHTHHIOBOM CHCTEMBbI OLICHKH 3HAHUIA
oOyuaronuxcst B Boponexckom ¢unmmane PAHXul'C, yrBepkaeHHbIM npuka3zoM oT 09 ceHTsI0ps
2016 roma Ne 114-228/1.

4.4 MeToanuyeckue MaTepuaibl
Meronuueckue MaTepHalibl, ONPENENsIONe MPOIeayphl OICHUBAHUS 3HAHWM, yMCEHUH,
HABBIKOB, XapaKTepH3YIONIMX JTambl (HOpMHpOBaHUS KoMIleTeHnuH onpenenensl «[lopsakom
MPOBCACHUA TCEKYIICTO KOHTPOJIA YCIIEBAEMOCTH H HpOMe)KyTO‘IHOﬁ arreéCTaiuu CTYJACHTOB B
Boponexckom ¢unmane (¢denepadbHOro TOCYJapCTBEHHOrO  OIOJDKETHOTO  00pa3oBaTEIbHOIO
yupexnaenust «Poccuiickas akajgeMusi HapoOJHOI'O XO3SHMCTBA WM TOCYJapCTBEHHOW CIYXObI TpH
[pesunente Poccuiickoit denepammm» ot 01.09.2016 Ne 114-217/1
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5. MeToanuyeckue ykazaHus JJIsl 00y4ar0IMXCsl 0 OCBOEHUIO M CUMIIMHBI

Memooduueckue yrazanusi no UCHOIBL30BAHUIO pabOUell NPOSPaAMMbL OUCYUNTUHBI

1. [To3HakOMbTECH C TIEpEUHEM IUIAHUPYEMBIX pE3yJbTaToOB OOY4YeHHUs M0 JAHCIUILIHHE,
COOTHECEHHBIX c TUTAHUPYEMBIMH pe3yabTaTaMu OCBOCHHS 00pa3oBaTeNbHOI
MPOTrPaMMBITUCIMIUIMHBI, ONPEETUTE, YTO B PE3YJIbTaTe H3Y4ECHHUs JUCIUIUIMHBI BBl IOJDKHBI 3HATS,
YTO YMETh, YeM BJIaJIeTh, O YEM UMETh MPEACTaBICHUE.

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

3. Becy matepuan pacmpenener no temam. Crenyer u3y4daTh JUCHMILIUHY B TOM TOPSIKE,
KOTOpBII TIpe/ICTaBlieH B pabodell mporpamMme JWUCIUILTHHBI, TaK KaK OH TOJAYUHSICTCS JIOTHKE
pacronoXeHus: MaTepuana, ciaeoBaTelbHo, Oonee 3 dekTuBeH.

4. Iocne 3HAKOMCTBA C TEOPETHUYECKHMHU TONOKEHUSIMH OTBETHTE Ha BOMPOCHI (BOIIPOCHI 1O
TeMe), B caydae 3aTpyIHEHUH BHOBb OOpATUTECh K TEOPHH, HOPMATHBHEBIM MTPABOBBIM JIOKYMEHTaM I10
JMCITUTUINHE.

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

Memooduueckue yxazanusi no pabome c aumepamypotl

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

O3HaKOMJICHHE C HACTOSIIIUMH PEKOMECH JAIHSIMHU;

W3y4YeHHE OCHOBHOW y4eOHOH JINTEpPaTyphl;

npopaboTKa JOMOTHUTENBHOH (yu4eOHOH 1 HAYYHOH ) TUTEPATYPHI.

B X0A€ YTCHHA OYCHBb IIOJIC3HO, XOTA M HEC 065[3aTeJ'H)HO, AclaTb KpPaTKUE KOHCICKThI
IMPOYUTAHHOI'O, BBIITMCKH, 3aMCTKH, BBIJACIATH HECACHBIC, CIIOKHBIC IJId BOCIPUATUA BOIIPOCHI. B neisax
MPOSCHEHMS TIOCICIHMX HYXHO oOpaiiatbes K mpernogaBateio. [lo 3aBeplieHMM H3y4YCHHS
PEKOMEHYEMOU JTUTEPATyphl MOJIE3HO MTPOBEPUTh YPOBEHH CBOMX 3HAHUW C MOMOIIBIO KOHTPOIBHBIX
BOIIPOCOB JIJIsl CAMOIIPOBEPKH.

HacrositensHo pekoMeHayercsi n30erath MEeXaHHYECKOrO 3aydydBaHHs Y4eOHOTO MaTepuala.
[IpakTrka yOenuTENbHO MOKa3bIBACT: caMbiM 3((EKTHBHBIM CIIOCOOOM SIBIISIETCS HE «3yOpexKay, a
riry0oKoe, TBOpUECKOe, CAMOCTOSTEbHOE MPOHUKHOBEHHE B CYIIIECTBO H3Y4aeMBIX BOIIPOCOB.

HeoOxoquMo BeCTH CHUCTEMATHUECKYIO KaKJOAHECBHYIO paboTy Haja JIHTEpaTypHBIMH
ncrtoynrkamMu. O0beM HHOOpPMAIMU MO AMCHHUILIMHE HACTOJILKO OOLIMPEH, YTO MM HE yaaercs
OBJIAJIETh B «IOCICIAHHUE ITHW» TIepe] ceccrueil, Kak Ha JTO HMHOT/IA PaCCUUTHIBAIOT HEKOTOpPBIE
CTYZICHTBI.

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

Memoouueckue pexomenoayuu no KOHCREKMUPOBAHUIO.

[Ipexxie YeM HavaTh COCTABJIATh KOHCIEKT, HY)KHO O3HAKOMHUTBCS C KHHUTOH (pasmenom,
TEeMOM), MPOYMTaTh €€ CHayajla M JO KOHIA, IOHATh MNpouuTaHHoe. Ha oOnoxke Terpaau
3alMCHIBAIOTCS HAa3BaHWE KOHCIEKTHPYEMOIrO MPOHM3BENCHHS W HWMS €ro amTtopa, - (ammms
00y4aroIIerocs.

CocraBJsieTcs T1aH KOHCTIEKTHPYEMOTO TEKCTa.

3amuch Jydine BCEero aefaTh IO MPOYTSHUH HE OJHOTO — JBYX a03alleB TEKCTa, a IeIOoro
naparpada Wid TaaBbl (eciu OHa HeOombIast).

KoHcnekTupoBaHue BeACTCS HE C LENbI0 MMETh ONPEICICHHBIC 3aIKCH, a Uis 00J1ee MOTHOT0
OBJIAJICHHS COICPKAHUEM H3Yy4aeMOil KHUTH.
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B 3ammcsx oTmedaeTcs W BBIICISACTCS BCE TO HOBOE, HHTEPECHOE M HYKHOE, YTO OCOOEHHO
MIPHUBJIEKIIO BHUMaHHE.

[ocne Toro, kak cienana 3amuch coluepaHus maparpada, TJIaBbl, ClENyeT MepeYnTaTh ee,
3aTeM BHOBb OOpAaTHUTBCS K TEKCTY M TNPOBEPUTH CeOs, MPaBHIBHO JIA W3IO0KEHO OCHOBHOE €ro
coziepKaHue.

TexHHUKa KOHCIIEKTUPOBAHMUS:

1. KoHcniekTupysl KHUTY OOINBIIOT0 00bheMa, 3aIHCh JIy4Ille BCEro BECTH B OOIICH TeTpajH.

2. Ha xaxoif cTpaHHIle clieBa OCTaBISAIOTCS MOJS MHPUHON 25-30 MM 1S 3amKUCH KOPOTKUX
M10/[3ar0JI0OBKOB, KPAaTKUX 3aMEYaHHii, BOIIPOCOB.

3. Kaxxnmas ctpanuiia TeTpaay UMeeT MOPSIKOBEIN HOMED.

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

5.1Ipu 3amucH IMHPOKO KCIIOAB3YIOT Pa3IHUYHBIE COKpAIEHHS W YCIOBHBIC 3HAKH, HO HE B
yiepO CMBICITY 3alHCAHHOrO. PEeKOMEHAyercs MPUMEHSATh OOIIEyMOTPeOHTENbHBIE COKPAIEHMS,
HaTpumep:

M.0. — MOXeT OBITh

0.4. — OOJIBIIEN YaCTBIO

roc. — rocyJapCTBEHHbIN

1.0. — TOJDKHO OBITH H T.JI.

He cnenyer cokpariath MeHa U Ha3BaHMS, KPOME OUEHb YACTO MTOBTOPSIOIINXCS.

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/Ia OH COCTaBJICH JIMYHO MM.

Koncnexmuposanue nexyut

YcTHOE M3okKeHHe y4eOHOro Marepraja WM KaKoro-auOo BOIpoca Ha 3aHSATHSIX, JOIDKHO
KOHCITEKTUP OBATHCAL.

Crymath JEeKIUI0 HaJo YMETh: TOJCPKHUBATh CBOE€ BHUMAaHHWE, IOHATH M 3allOMHUTH
yCIBIIIAHHOE, YJIOBUTH May3bl. B mpoliecce HM3JIOKECHHs MpernojaBaTeiieM JICKIIMH O0Yy4aromuics
JIOTKCH BBIICHUTH BCE HETIOHSATHBIC BOIIPOCHI.

3anuchIBaTh COACPIKAHNUE JICKIIMHM HA0 005A3aTEIbHO — 3TO CTYACHTHI TOJDKHBI YCBOMTH OYCHb
YeTKO. 3amucy MOMOTAIT IMOAACPKMBATh BHUMAaHHUE, CIIOCOOCTBYIOT MOHHMMAHHMIO M 3allOMHHAHHIO
YCIBIIIAHHOIO, MPUBOIUT 3HAHUE B CHUCTEMY, CIIY)KaT OMOPOM UIs Iepexona K Oosiee TiiyOOKOMY
CaMOCTOSITCITHHOMY M3YYCHHIO TTPeIMETa.

Memoouueckue cosemul no KOHCNEKMUPOBAHUIO ./leKlzﬂztlZ.’

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

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

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

Ilpu 3ammMcu HEOOXOAMMO TMOJB30BATHCS COKpAIlCHHEM CJIOB M MNPEUIOKEHUH, Kak
001eyOTPEOUTENbHBIMU, TaK U CBOMMH COOCTBEHHBIMH.

JlaThl, UMEHa, Ha3BaHHsI, BHIBOJIbI, OIPEICIICHUS 3aMUChIBAIOTCS TOYHO.

Crnenyer oOpaTWTh BHMMAaHHE CTyISHTaM Ha O(QOpMIICHHE 3amHCH JeKiud. 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 TPEYEcKOro ajiadaBUTOB, a TaKKe HEKOTOPbIC MPUEMbI CTEHOrpaduvecKoro
COKpAIIICHHUS CJIOB.

[penycmoTpena yueOHBIM TIIAHOM B 00BbEME, COOTBETCTBYET 00pa30BaTEIbHOMY CTaHAAPTY,
cocoOcTByeT, Oomee TIIyOOKOMY YCBOGHHIO HM3Yy4aeMOro Kypca, (opMHpyeT  HaBBIKH
MCCIIEI0BATENILCKOM PabOThl M OPHEHTHUPYET CTYJICHTOB Ha YMEHHE HPUMEHSTh TEOPSTUYECKHE
3HAHHUS Ha MTPAKTHKE.
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6. YueOHas iuTepaTtypa u pecypchbl HHGPOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
"UHTepHeT", BKIIOYAS NepevyeHb YHeOHO-METOAMYECKOTr0 o0ecneyeHu sl AU CIUILTHHbI

6.1. OcHoBHAs TUTeEpaTypa

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

2. Kabamor C.FO. Opranuzanus oOIIEro M CIEMUAIBLHOTO JENONPOU3BOJCTBA B OpraHax
MECTHOI'0 camoymnpasjieHus: ¥YdyeoHoe nocodoue — M.: MHDA-M, 2013.

3. KyszuenoB M.H. [lokyMeHTallMOHHOE OOECIICUCHUE YIPABJICHUS M JEIONPOM3BOJCTRA!
y4eOHHK 1J1s1 OaKajaBpoB. — U3aaTenbcTBO FOpaiit, 2014.

6.2. JlonoiHUTEeIbHAS JUTEPATYpPA

1. MaewinoBa O.H., PeidakoB A.E. [lenonpon3soactBo: Y4ueOHO-IPaKTHYECKOE PYKOBOACTBO/
9-e u3n. — MHu.: Terpa Cuctemc, 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 00ecreyeHne CaMOCTOATEIbLHOH padoThI
1. [IpeoOpakenckuii b.I'. Meroanyeckue pekoMeHaauu «OpraHu3aiys caMOCTOSITeIbHON

paboTHI CTYACHTOBY JUIs MperoaBaTeliel U cTyaeHToB HanpasineHui 38.03.02 «MeHemKMEHT» U
38.03.04 «I"ocymapcTBEeHHOE U MyHHITUTIATBHOE yripaBieHuey, 2016. — 16 c.

6.4 HopmaTnBHbBIe NPaBOBble JOKYMEHTbI

1. Koucturymus Poccuiickoii ®epepanun (MpUHATa BCEHAPOAHBIM  TOJOCOBAaHHUEM
12.12.1993) (c yderom mompaBoK, BHeceHHBIX 3akoHamMu P® o mompaBkax k Koncrtutymmm 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 rpaxIaHckoil cinyxbe 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 denepanmn: denepanbHblii KOHCTUTYIIMOHHBIH
3aKkoH oT 25.12.2000 Ne 2-®K3 // Cobpannue 3akononatenberBa Poccuiickoit @eneparun. 2000. Ne 52
(a.1). Cr. 5021; 2002. Ne 28. Ct. 2708; 2003. Ne 27 (4. 1). CT. 2696.

5. O rocymapctBeHHOM TaitHe: 3akoH Poccuiickoit ®eneparuu ot 21.07.1993 Ne 5485-1//
Co0panue 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. OO0 wunbpopmaimy, HHPOPMAIMOHHBIX TEXHOJOTHAX W O 3aliuTe HH(pOpManuu:
OenepanpHbIii 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. Ne 31.Ct1.3804; 2002. No50. Cr.
4926.

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

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

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

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

12. O6 yrBepxknenun [lepeunsi cBeleHWH, OTHECEHHBIX K TOCYAapCTBEHHOH TaiiHe: Yka3
[pesupenta P® or 30.11.1995 Ne 1203 (pen. or 30.11.2016) // CoOpaHue 3aKOHOAATEIHCTBA
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Poccwuiickoit @enepanmu. 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 MOIYT COCTaBISATh KOMMEPYECKYI0 TailHy:
[TocranoBnenue mnpaButenbcTBa PD ot 05.12.1991 Ne 35 (B pem. or 03.05.2002) // CGopHHK
[MocranoBnenuit Poccuiickort ®emeparuu. 1992, Ne 1-2. Cr. 7; CoOpaHue 3aKOHOIATEIbCTBA
Poccwuiickoit @eneparuun. 2002, Ne 41. Ct. 3983.

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

I'ocynapcTBeHHBIE CTAHIAPTHI

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

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

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

4. TOCT 6.10.5—87. VYuudunupoBaHHas cuUcCTeMa JOKYMCHTAalMH. 1peOoBaHHS 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 ['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. INpuka3 denepanpHoro apxuBHOro areHrcrea ot 23.12.2009 Ne 76 «OO6 yTBepkaeHUH
MeTroarueckux peKOMEHaluii 1o pa3padoTKe MHCTPYKIMA 1O JIETONPOU3BOJCTBY B (eepaibHbIX
OpTaHax MCIIOMHUTEIHHON BIACTUY.

2. Tlpukaz MunkynbTypel Poccum or 25.08.2010 Ne 558 (pea. or 16.02.2016) «O6
yTBepkaeHUU «[lepedHss THIOBBIX YMPABICHYECKUX APXHUBHBIX JIOKYMEHTOB, OOpa3yloIUXcS B
MpoIecce JAEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYINpaBieHUA W
OpTaHM3alINH, C YKa3aHWEM CPOKOB XpaHEHH.

3. OcHoBHBIC TpaBwWiia PaOOTBHl apXUBOB oOpraHu3anuii (omoOpeHbl pemennem Komneruu
PocapxuBa ot 6 okTsi6ps 2002 r.). M.: Pocapxus; BHUMJA/, 2003.

4. Ipukas Pocapxusa ot 19.01.1995 Ne 2 «O6 yTBepKIeHUU PUMEPHOTO TIOIOKEHUS O
IIOCTOSIHHO AEUCTBYIOIIEH SKCIIEPTHOM KOMUCCHH YUPEKIACHMS, OPTaHU3aL U, IPEAIPHUIITUS.

5. Meromuyeckue 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.
locynaperBennsiii cranmapt Poccuiickoit @eaepanuu. YHU(PUIMPOBAHHBIC CHCTEMBI IOKYMEHTAIINH.
YauduimpoBaHHas cHUCTeMa OPTaHU3AIMOHHO-PACTIOPSIUTEIBHON JOKyMeHTanuu. TpeboBaHus K
0(hOpMIICHHUIO TOKYMEHTOBY)

7. HopMbl BpeMeHHM MO JOKYMEHTAIIMOHHOMY OOECIIEYEHHIO YIPaBICHYECKUX CTPYKTYD
(denepanbHBIX OPraHOB HCIOJMHUTEIbHOW Biactu. IlocranoBienue Muntpynma Poccuiickoit
O®enepanuu ot 26.03.2002 Ne 23.
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8. Ilpukxaz MuHHcTepcTBa CBA3M W MacCOBbIX KoMMyHUKaumid Poccuiickoit ®deneparnuu
(Munkomces3b Poccun) ot 31.07.2014 Ne 234 «O0 yrBepxaeuuu [IpaBui oka3aHus yCIIyT MOYTOBOM
CBSI3U».

9. TocynmapcTBeHHas cHCTeMa JOKYMEHTAIIMOHHOrO oOecrieueHusl ynpasicHus. OCHOBHBIC
nonokeHusi. OOmue TpeOOBaHUS K JIOKYMEHTaAM W CIIy)KO0aM JIOKYMEHTAI[HOHHOTO OOecriedeHHs
(omobpena komnerueii I'masapxusa CCCP 27.04.1988, Ipuka3 I'maBapxua CCCP ot 25.05.1988 N
33) (Bmecte ¢ «[IpaBunaMu 3amIOTHEHMSI OCHOBHBIX PEKBU3HTOB PErHCTPAMOHHO-KOHTPOIBHEBIX (OpM
(PK®)», «IIpuMepHBIM MOIOKEHUEM O CITYK0e TOKYMEHTAIIHOHHOTO 00ECTICYeHHUsT YIIPABICHUS).

6.5 UnTepHeT-pecypchl

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

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

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

i MaTepuaabHO-TEXHHUYECKOr0 OOCCIICUEHHS JUCIUILIMHBI HCIOIB3YIOTCSA: ayaUTOPHBIN
(OHI; KOMIIBIOTEPHBIA KJIaCC C BO3MOXKHOCTBIO JOCTYIA K CIPABOYHO-IIOMCKOBBIM CHCTEMaM
MH(OPMAIMOHHO-TTPABOBOI0 00ECIEUYECHUS M C YCTAaHOBJICHHOH MPOrpaMMOM Ui KOMITbIOTEPHOTO
TECTUPOBAHUS 3HAHHMU CTYJCHTOB IO TeMaM JMCLMILIMHBI; Creluaan3upoBanHas ayautopus ¢ 1K u
MYJIbTUMEIUHHBIM ITPOSKTOPOM; OMOIMOTEYHO-HH(OPMALIMOHHBIE PECYPCHI.

B y4uebHOM mporiecce uconb3yercs cieayoliee:

nporpaMMHbie TpoaykTel: Microsoft Office 2007,
CrpaBOYHBIE CUCTEMBI

1. KoHcynbranT mitoc
2. lapant



