





AHHOTaNUA

JucuunnmHa «/lenonpons3BoACcTBO B TOCYAAPCTBEHHOM U MYHULIUIIAJILHOM YIIPABICHUM
BXOJIUT B 00pa30BaTEIbHYIO MPOrPaMMYy BEICIIIETO0 00pa30BaHMs — MPOrpaMMy OakaiaBpuaTa Io
HarpasjieHnt0 noarotoBku/ crneruanbHocTu 38.03.04 «['ocymapcTBEHHOE W MYHHUIIUIIAILHOE
YIOPABJICHUE)» HAMNPABICHHOCTU «YTpaBJIE€HUE TOCYJAPCTBEHHBIMU M MYHHUIUIAIBHBIMU
3aKynkamuy. Jlucuumimaa peanusyercs kageapoi «Ne§1y.

JuciunimHa HalleJeHa Ha JOPMUPOBAHUE Y BBIMTYCKHUKA CIIETYIOIINX KOMITCTCHIIUN:

ITK-10 «CriocobeH oCyImecTBIATh YIPABICHUECKYIO IEATeIbHOCTh Ha TOCYAapCTBEHHOM
U MYHUIUIATHPHOM YPOBHE, CO3/1aBaThb CXEMbl KOMMYHUKAIIMM B LEIIX 3(P(HEKTHBHOTO
B3aUMOJICHCTBUS YUaCTHUKOB ITPOEKTA TOCYIaPCTBEHHBIX U MYHULIMIAJIBHBIX 3aKYITOK)

[TK-11 «Crioco0eH K OCYIIECTBICHUIO MPOLEAYPHI 3aKYIIOK»

ConepxaHue AUCHUIUIMHBI OXBAaTBIBAET KPYI BOIIPOCOB, CBSI3aHHBIX C IOJIYYEHHEM
3HAHUW O CHCTEME JOKYMEHTHPOBAaHUS WH(POPMAIUU B MPAKTHUYECKOHN JCSATEILHOCTH, a TaKXKe
KOPPEKTHOTO OTHOILIEHUS K JOKYMEHTY Kak K TEKCTy, HMEIOUIeMYy OCO0YI0 MpPaBOBYIO
3HAYUMOCTb.

[IpenogaBanue AMCHUIUIMHBI TpeAycMaTpUBaeT cieayromue ¢GopMbl OpraHU3aIUH
y4eOHOTO Tpolecca: JeKyuu, NpaKmuyeckue 3auAmus, CamoCmosmenvhas paboma
obyuarowe2ocs.

[IporpammMoit AMCHUIUIMHBI MPEAYCMOTPEHBI CIEAYIONINE BUIBI KOHTPOJS: TEKYIIHI
KOHTPOJIb YCIIEBAEMOCTH, IPOMEXKYTOUHAs aTTecTanus B GopMe IK3aMeHa.

OO0mast Tpy10€MKOCTh OCBOCHHUSI JTUCIMIUIMHBI COCTABISICT 4 3a4eTHBIX enuHHIbI, 144
yaca.

S3b1K 00y4YeHUS 110 TUCIUTUTHHE «PYCCKUH »



1. TlepedeHb mIaHUPYEMBIX PE3YIbTATOB OOYUEHUS 110 JUCLIUILTIHE
1.1. llenu mpernonaBaHus JUCHUIUIMHBI OCBOCHUE OOYUYAIOIIMMUCS TEOPETUYECKUX 3HAHUU B

o0jacTd JTOKyMEHTUPOBaHHUA HH(OpPMAIMM B OpraHax TOCYJapCTBEHHOTO U

MYHUIIUTAIBHOTO yIpaBieHUs U (HOPMUPOBAHHE MPAKTUYECKUX HABBIKOB OPraHU3alud

JIOKYMEHTOO0OpOTa B OpraHu3alUy, YYPEKICHUU, MEXAHUYECKUMHU DIECKTPOHHBIM

criocobamu, cornacHo TpedoBanusm ['OCTa.

1.2. JucuuninuHa BXOOUT B  COCTaB  4YacTd, (opMmupyemMod  y4acTHUKAMHU
00pa3oBaTeNbHBIX OTHOIICHUH, 00pa30BaTeNbHOM MPOrpaMMBbl BhICIIET0 0Opa3oBaHus (nanee —
OI1 BO).

1.3. TIlepeueHb MmIaHUPYEMBIX PE3YJIHTATOB 00YyUEHUS MO TUCIMILIMHE, COOTHECEHHBIX C
IJIaHupyeMbIMU pe3ysibTaTamMu ocBoeHus OI1 BO.

B pesynbrare M3ydeHUs AMCUUILUIMHBI OOYYarOIIMICS JTOJHKEH O0JIafaTh CIEAYIOIIMMU
KOMITETEHIMSIMH UM UX 4YacTsMHu. KoMIeTeHIMN 1 MHAUKATOPbl UX JOCTH)KEHUS IPUBEICHBI B

Tabmune 1.

Tabmuma 1 — IlepedeHb KOMIETEHIIUN U HHAUKATOPOB UX JTOCTHKCHUS

Kon n
Kareropus (rpymnmna) Kon n HaumeHoBaHME HHIMKATOPA TOCTUKEHUS
KOMIETEHIIUU HaHMCHOBAHME KOMIIETEHINH
KOMIETEHIIUU
I1K-10 Criocoben
OCYILIECTBIISITh
YIPaBIECHYECKYIO [1K-10.3.1 3HaTh NPUHIHUIIBI U TPEOOBAHUS
NesITeNIbHOCTh Ha MPEIOCTABICHUS TOCYAAPCTBEHHBIX YCIYT,
TOCY/IapCTBEHHOM H | JIOKYMEHTOOOOPOT, aIMUHUCTPATUBHBIH
MYHHUIIUTATEHOM periaMeHT, IpaBuja BeJCHUs IEPErOBOPOB
YpPOBHE, CO3/1aBaTh MEX/1y YJaCTHUKaMH MPOLIEyphl 3aKyIOK
[TpodeccuonanpHbie | CXEMbI [1K-10.Y.1 ymeTs 0pOBOIUTH NIEPETOBOPHI C
KOMIIETEHINH KOMMYHHKAITUH B Y4aCTHUKAMU MPOEKTOB IOCYAapCTBEHHBIX U
LEJIIX MYHUIUTATBHBIX 3aKYIIOK, BECTH
3¢ deKTUBHOTO JIOKYMEHTOO0O0POT 1O 3aKJIIOYEHHUIO TEHIEPOB Ha
B3aMMOJICHCTBHS 3aKyIKH
yaactHukoB npoekTa | [1K-10.B.1 B1ageTs HaBbIKaMu NPEAOCTaBICHUS
TOCYJJApPCTBEHHBIX U | TOCY/IaPCTBEHHBIX YCIIYT B 3JIEKTPOHHOU (hopme
MYHUIHTTATEHBIX
3aKyIIOK
I1K-11.3.1 3HaTh aHTUMOHOMOJIBHOE
3aKOHOJIaTEJIbCTBO, OCHOBBI OYXTaJITepPCKOTo U
OIO/KETHOTO yueTa, 0COOCHHOCTU COCTABIICHUSI
3aKyIIOYHOM TOKyMEHTALUN
IIK-11 Cnocoben k| IIK-11.Y.1 ymeTs cocTaBiasTh 1 0pOPMIISATh
[TpodeccronanbHbIe
KOMITETEHIIHH OCYILIECTBIICHUIO JIOKYMEHTAIMIO 110 3aKyIIKaM, B TOM YHMCJIE OTYET
MPOLEYPHI 3aKYNOK | 00 00beMe 3aKyIOK, YMETh OTpa)xkaTh B
OyXrajaTepcKoM y4eTe Mpolelyphl 3aKyIOK
I1K-11.B.1 BmameTpy HaBBIKaMU BBIOOpA
MOCTABIIMKA, COITIAaCOBBIBATH TPEOOBAHUS K
3aKyIKaM, pa3paboTKH MPOEKTOB KOHTPAKTOB

2. Mecro qucuuruinHel B crpykrype OIT
JucnurnnuHa MOKeT 0a3upoBaThCS HAa 3HAHUSX, paHee TPHUOOPETEHHBIX 00YJIAFOIITIMUCS
IIPU U3YYEHHUH CIEAYIOUIUX JUCLUILINH:
— OKoHOMHKa.MHKPO3KOHOMHKA
— HMHdopmanmoHHble TEXHOJIOTUU B YKOHOMHKE U MEHEPKMEHTE
— OKOHOMMKA roCy/IapCTBEHHOTO0 M1 MyHHUIIMIIAJILHOTO CEKTOpa




— OCHOBBI TOCYIaPCTBEHHOTO MYHHUITUTIATBHOTO YIIPABICHHUS

3HaHMs, TONyYeHHBbIC TPU U3YUYCHUU MaTepuaia MJaHHOW IUCUUIUIMHBI, UMEIOT Kak
CaMOCTOSITEJIbHOE 3HAUYCHHUE, TAK M UCIIOJIb3YIOTCS IIPH U3YYCHHUH JPYTHX JUCIHATLINH:

— IlnmanupoBaHWe W OpraHW3als aHAIATHYCCKUX pabOT C  HUCIHOJb30BAaHUEM
TEXHOJIOTHH OOJIBIINX JaHHBIX

3. O0BEeM U TPYIOEMKOCTb TUCITUTLTHHBI

JlanHple 00 00IIEeM 0OO0beMe IUCIUILUIMHBI, TPYIOSMKOCTH OTICIBHBIX BHJIOB YYCOHOM
paboTHI 1O TUCHUILIHHE (M paclpeeseHIe 3TON TPYIOEMKOCTH 110 CEMECTPaM) IPEICTABICHEI B
Tadymue 2.

Tabmuma 2 — O0beM U TPYIOEMKOCTh TUCITUTITHHBI

TpynoemMKocTs 110

Bun yaeGHOI paboThI Bcero cemecTpam
Ne5
1 2 3
Oowan mpyooemKocmup OuCyuUnIUHbL, 4/ 144 4/ 144
3E/ (dac)
U3 Hux uacoe npakmuueckoil nO020moseKu 17 17
AyoumopHnuie 3anamus, BCETro vac. o1 51
B TOM YHCIIC:
nekiuu (JI), (dac) 34 34
npakTudeckue/cemunapckue 3ansatus (I13), 17 17
(gac)

nabopaTtopusie padoTtsl (JIP), (dac)

KypcoBoii mpoekT (padota) (KII, KP), (dac)

9K3aMeH, (4ac) 45 45
Camocmoamenvnas paboma, Bcero (4ac) 48 48
Buo npomescymounoit ammecmayuu’ 3a4er,
mudd. 3ager, sk3amen (3auer, [qudd. 3ay, Ox3. k3.
OK3.**)

IpuMedanue: * KaHIUIATCKUI SK3aMeH

4. ConepxaHue TUCIUILIMHBI
4.1. PacnpeneneHnue TpyAO0EMKOCTH JAUCLHUILINHBI [0 pa3/ieNaM 1 BUAaM 3aHATHH.
Paznenbl, TeMBl TUCIUIUTHHBI ¥ KX TPYIOEMKOCTh IIPUBE/ICHBI B Ta0nwmIe 3.

Tabmuna 3 — Pa3aensl, TEMbI AUCIUIUINHBL, HX TPYAOEMKOCTb

Paznensl, TeMBI TUCIUTLTHHBI Jlexwn | T3 (C3) |- JIP KII CPC
’ (gac) (uac) (gac) (gac) (uac)
Cemectp 5

Tewma 1 Tpenmer, comepskaHue ¥ 3a1a49H JUCIATUTHHBT 2 1 2
Tema 2 OcHOBHBIE CBOICTBA, (QYHKLINH U IPU3HAKH 2 1 4
JOKyMEHTa
Tema 3 OOmmme HOPMBI U TpaBmia oQopMIICHHUS 4 3
YIIPaBIIEHYECKUX IOKYMEHTOB
Tema 4 Cucrema opraHu3aiioHHO- 2 1 4
pacnopsIUTENILHON TOKYMEHTALIMU
Tema 5 JlokymeHTarimonHoe odecrieueHne 4
KOJUJIETHAJIbHBIX OPTraHOB YIIPABIICHHUS, 3 5
OpraHu3aiys CoBelanuii, KoHpepeHLIN,
coOpaHuit




Tema 6 Cuctema cripaBOYHO-UHGOPMAITHOHHOM 1 2 1 4

AQHATMTHYCCKOW JIOKYMEHTAIHH

Tema 7 CoBpeMEHHOE JIETI0BOE MHCHMO 3 2 4

Tema 8 CocrasiieHrie U 0pOpMIICHHE IOKYMEHTAIIHH TI0 2 1 4

JUYHOMY COCTaBYy

Tema 9 Opranmzaimss ©M TEXHOJOTHS pPabOTHl O 4 5 5

JOKYMEHTaMH

Tema 10 Opranuzarus ANEKTPOHHOTO 4 2 4

JIOKyMEeHT0000poTa

Tema 11 Opranuzaiys XpaHeHHsI JOKYMEHTOB U 3 2 4

o0ecIeueHne X COXPaHHOCTH.

Tema 12  Jlenompow3BOACTBO 1O  YCTHBIM M 3 ) 4

NHCHMEHHBIM O0pAICHUSIM IPaX/IaH B OpraHU3aINI0

HUroro B cemectpe: 34 17 48
Hroro 34 17 0 0 48

IIpakThueckas IOATOTOBKA  3aKJIOYAaEeTCd B  HEIOCPEACTBEHHOM  BBIIOJHEHUU
O0yJaroIMMUCS ~ OMNpENEeNeHHBIX  TPYIOBBIX  (YHKIMH,  CBSA3aHHBIX C  Oya;ymiei
poecCUOHATILHOMN 1EATEIbHOCTBIO.

4.2. ConepxaHue pa3JesioB U TEM JICKIIMOHHBIX 3aHSTHIA.
Copneprkanue pa3ienoB U TEM JEKIIMOHHBIX 3aHATHUI MpHUBeieHO B Tabuule 4.

Tabnuna 4 — Coneprxkanue pa3/iejoB U TeM JIEKIIMOHHOTO ITUKJIa

Homep

HasBanue u conepxanue pa3aeinoB U TEM JEKIIMOHHBIX 3aHATHN
paszena

1 «JloOKyMEHTaIllMOHHOE 00eCledYeHUe U AEIONPOU3BOACTBO B TOCYJAPCTBEHHOM U
MYHUIIMIIAJIBHOM YIIpaBICHUM» Kak ydeOHas aucuuiimHa. llens u 3ajmaum
JUCLIUATIIVHBIL.

Ponb nokymenTa u MHGpOpMaUU B KM3HU 4esloBeKa M oOmiecTBa. JIOKyMEHTH B
cdepe mpaB u ynpaBieHus. JIOKyMEHT Kak MHCTPYMEHT yImpaBieHus. BiusHue
Hay4YyHO- TEXHUUYECKOTO IMporpecca Ha pa3BUTHE AOKyMeHTa. COBpeMEHHbIE BUIbI
U TpeOOBaHMSK JOKYMEHTAM.

OcHOBHbIE TOHATHS U ONpEIENICHUs: JTOKYMEHT (€ro CBOHCTBA U (PYHKLHUH),
JIeNONPOU3BOACTBO  (LeNM, 3aJaud M [PUHLUIBI), JOKYMEHTOBEJICHHE,
JOKYMEHTO000pOoT. Buasl nOKyMeHTOB M MX Kiaccupukanus. YHubukauus u
CTaHJapTU3aLUs YIPABIECHYECKUX TOKYMEHTOB.

HopmartuBHas 6a3a 1OKyMEHTAllMOHHOTO OOecreyeHHsl YIpaBieHHs U €€ YpPOBHHU

(38.KOHOI[8.TCJ'IBHBIC AKThI, MOJA3aKOHHBIC HOPMATUBHO-IIPABOBBIC AKTbHI, HOPMATUBHO-
METOAHUYCCKHUC ,Z[OKYMCHTLI) B OpraHu3alusax U B OpraHax I OCYI[&pCTBCHHOfI BJIACTH
U OpraHax MECTHOI0 CaMOYIIPpaBJICHUA. FOCYI[apCTBCHHBIC N OTPaCJICBLIC CTAHOAPT
Ha YHH(bHHHpOBaHHBIG CUCTCMbI JOKYMCHTAIINU.

2 CootHomieHre NOHATUN «WHoOpManus» U «I0KyMeHT». CBsi3b MHGOpManuu u
nokyMmeHTa. Posb uMH(OpManmuum B COIMANBHBIX M SKOHOMHYECKHX Ipolieccax.
Wudopmanns Kak OCHOBA TMPUHATHS  YIpaBICHUYECKOro pemieHus. Poib
UH(POPMAILIMU B aBTOMATU3UPOBAHHBIX CUCTEMAX.

Bo3HuKHOBEHHE  JOKYMEHTa, €ro 3HaueHue. TpaHcpopmanusi  MOHSTHSA
«10KyMeHT».OnpeeneHrne TOKyMEHTa B TOCYJapCTBEHHbBIX cTaHaapTax. CBolicTBa
u QyHkuuu gokymeHTa. CounuanbHbIN, MPaBOBOM M HCTOPUYECKHI XapakTep
JokymeHTa. Ilonstue opuruHana. YMHOMKEHHBIE OpUrHHaibl. YEepHOBHKU U




OCTOBUKM  TEKCTOBBIX  JOKyMeHTOB. ABrorpadel.  Pemakuuu. Ilonsartue
«MONIMHHUK». OCHOBHBIE MPU3HAKU MOATMHHMKA. [lOJIMHHBIE W TOIJIOXKHBIE
JNOKyMeHThI. Buabl danscudukanun noxkymeHToB. Danbcudukanust copepskaHusl.
Wntepnonsitust. Panbcudukanusi cocraBa yAOCTOBepeHUs, OiaHka. Ounurpanu
(OymakHbIe BoAsHBIC 3HAKH ). [leuaru.

[TonsiTue «konus». Mcropuueckoe pazButue Konud. Bunpl konuii, onpenensieMbix
cnocoOboM uX BocmpousBeneHus. Kommu, pasiauyaemble IO CIOCOOYy HX
YIIOCTOBEpPEHUSI. [Tonsitue u UCTOPUYECKHIA Xapakrtep croco6oB
JOKYMEHTUPOBAaHUSA. 3ByKOBasi peub, €€ BO3MOXXHOCTM U HEJOCTaTKU B
3aKpeIyieHuH U mepenade uHopmanuu. Pa3sButhe rpapukud pyccKoro muchma.
Ckoponuce. CteHorpadus.

[IpyMeHeHre TEeKCTOBOTO TOKYMEHTUpPOBaHHs. TeXHHYeCKOe HOKYMEHTHpPOBAHUE.
®oto-, KUHO-, (POHO-, TeneOKyMeHTHpOBaHUEe. V3roToBIeHNEe MaITMHOYUTAEMbIX
U 4eJIOBEKO-MAIIMHOYUTAEMBbIX JOKYMEHTOB. Matepuaibl Al TEXHUYECKOTO
JOKYMEHTHPOBaHUS. MaluHHbIe HOCUTENH HH(pOpManuu. BnusHue HocuTens
uH(}OpPMaIIMU Ha JI0JITOBEYHOCTh U CTOUMOCTH JIOKyMEHTA.

[Tonsstue «pekBusuT». IlocTOsAHHBIE UM TiepeMeHHbIE pPEKBU3UTHL. lloHsATHE
«hopmysip noxymeHTay. OcobeHHOCTH (HOPMYISPOB JTOKYMEHTOB, MOJTYyYSHHBIX
pasIMYHBIMM  crloco0aMu  JTOKyMEHTHpoBaHUs. WHAMBHUIyalbHbII M THUIIOBOH
dopmynsip nokymenra. dopmynsap — oOpasen. Bompocsl nokymMeHTHpoOBaHUS,
coCTaBJIeHUS! U O(GOPMIIEHUS JOKYMEHTOB B 3aKOHOJATEJIbHBIX M HOPMAaTHUBHBIX
akTax. YHH(UKaUsS JIOKyMEHTOB. BHyTpuBmmoBas yHupukanus. Passutne
YHU(DUKALUY U CTAaHJAPTU3ALMH JJOKYMEHTOB.

['ocynapctBennsie crannaptel Ha nokymeHThl. ['OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB 1O HHGpopManuy, OUOIMOTEYHOMY U  H3JATEIbCKOMY  JIEIy.
OpranuzallMOHHO-  pacHopsAuTeNbHas  JOKyMeHTauus.  TpeboBaHus K
0(pOpPMIICHHIO JTOKYMEHTOB». PEKBU3UTHI, periaMeHTHpyeMble ToCyAapCTBEHHBIM
cTanzapToM. ABTOp oKyMmeHTa. Ponb O6naHka B opopmiieHnn aokymenta. Cocrtas
OyaHKa, MOPAJOK PACHOJOXKEHHUS PEKBU3UTOB B OjaHke. biaHkKM ¢ yIJoBBIM U
LHEHTPaJIbHBIM PacHoOJIOKEHUEM peKBU3UTOB. IIpaBuna KoHCTpyupoBaHUs OJaHKA.
ABTOpBI JINYHBIX JOKyMEHTOB. lloanuce, medarb Kak NpHU3HAKK aBTOpa. Bun
nokyMeHTa. Pa3BuTue BHJIOB JTOKYMEHTOB. Buabl JTOKYMEHTOB, OIpenaessieMble
3aKOHOJATEIbHBIMA W HOpPMAaTHBHBIMU akTaMu. CBA3b BHUAOB JOKYMEHTOB U
GyHKIMHI ynpaBieHHs. YKazaHWE BHJAA JOKYMEHTa, €r0 MECTO M Ha3HAaueHHE B
dopmynspe JTOKyMeHTa. 3aBUCHUMOCTb (OpMBI JOKyMEHTa OT €ro BHAA.
O6o3nauenue anpecara. IlpaBwia HanucaHusl ajgpecata U MECTO yKa3aHUS
azpecara B popmyssipe fokyMeHTa. OTpaxkeHue chepbl AeHCTBUS TOKYMEHTa B €T0
aapecare. Ilopsnok odopmieHuss TOKyMEHTa C HECKOJIbKUMH aJipecaTaMu.
[Topsimox  odopmienuss moutoBoro azpeca. Jlata gokyMmeHTa. 3HaueHHe
TAaTUPOBAaHUS  JIOKyMEHTa. TOYHbIE JaThl, XapaKTEepPHU3YIOUIUE BJIEMEHTHI
dopmynspa. ABTOpCKHE IaThl (COCTaBIEHUE, MOJMUCAHNE), AAThl, OTHOCAIINECS K
conepkanuto. Jlatel oOpaboTku nqoxkymeHToB. Ilopsaok odopmienus aar. CoctaB
ynocToBepeHus: JnokymeHTa. (CocTaB YIOCTOBEPEHHS TEKCTOBBIX JIOKYMEHTOB
pa3InyuHbIX Kareropuil. Mecto noanucanus B GopMyssipe T0OKyMEHTA.

[Teyatn u wx HasHadyeHue. Bumpl mewateit. ['ocymapcTBeHHass repOoBasi medarh.
3aKOHOJATEIbCTBO OO0 M3TOTOBJICHMHM M MCIONb30BaHMM TnedaTH. Ilopsaok
MPOCTaBJICHUs TeyaTe Ha JOKyMEHTaX. YTBepkIeHue IoKymMeHTOB. CocTaB
rpucda yTBEepKIeHU, MOPAIAOK ero opopMIIeHHs, MECT B (popMyIsipe TOKyMEHTa.
OtmeTku Ha JoKyMeHTaX. VX poJib B MPOUCXOKICHUH U UCIIOIHEHUU JJOKYMEHTOB,
MecTo B Gopmyispe nokyMmeHTa. Ocoboe HazHaueHue pesontouuu. TpeboBaHue K
e€ cogepxanuto u opopmiieHn0. OTMETKH O MOCTAHOBKE JOKYMEHTA Ha KOHTPOJIb,




MCIIOJTHEHUH TOKYMEHTA U JIp.
[TonsiTe «TEKCT OOKYMEHTa» MpPU Pa3IUYHBIX CHOCO0aX JOKYMEHTHPOBAHUS.
CopnepxaHue HPOCTBIX U CIOXKHBIX JOKYMEHTOB. Ilopsnok H3n0oXeHHs TeKcTa
nokyMeHTOB. Jloruueckasi cTpykTypa Tekcra. B3auMocBszb conepkanus U Gpopmbl
nokymenta.  Q@opmanuzanusi  TEKCTOB  JOKYMEHTOB.  AHKeTa, Tabnuua.
OcoOenHoctu CTPYKTYpBI TEKCTa OpraHU3alMOHHO-PACIOPAIUTEIbHBIX
JIOKYMEHTOB. DJjleMeHThl TekcTa. [loHsaTHE «3aronoBok AokyMmeHTa». Ha3naueHue
3aroJjioBKa, €ro Mecto B popMyIisipe JoKyMeHTa. [IpuiokeHus: K TeKCTY U MOPSIOK
ux odopmwienus. [lpaBonmucanue Ha3BaHUM  YUpEeXKICHHH, OpraHu3aLui,
npeanpuatuil. [IpaBonrcanue Ha3BaHui 10KyMeHTOB. [IpaBonucanue JOKHOCTEH
u 3Banuil. [IpaBomucanue nar, umcen, 3HAKOB. CHHTaKCHYECKHE OCOOCHHOCTH
JOKyMEHTOB. CHHTaKCU4YECKNE KOHCTPYKIUU.

YHuuKanus JOKyYMEHTa KakK OJHO W3 HAaIlpaBJICHHH €ro COBEpIICHCTBOBAHUS.
[Tpenmocbuiku U METONl YHU(PHUKAIUHU. YHUPUKAIUS CTPYKTYPbI TEKCTa. DIEMEHTBI
dopmanuzanun. DopManu30BaHHBIA XapakTep TEKCTOB IJIAHOBOW M y4ETHOMH
JTOKYMEHTAIuu. Y HU(pUKAIH SI3bIKOBBIX cpeAcTB. PopMbl YHHU(PHUKALIMU: TUIOBOH,
TpadapeTHbIii TEKCTHI.

Cucrema OpraHu3allMOHHO-IIPABOBOM JOKYMEHTAlluM, €€ Ha3HAaYeHHE U COCTaB.
CocraBnenne M 0QGOpMIIEHHE OTIENBHBIX BHJIOB OPraHU3aIlMOHHO-TIPABOBBIX
JOKYMEeHTOB. OCHOBHbIE BHJbl U TPEOOBAaHUS K COCTaBJIECHUIO U O(OPMIICHUIO
OpraHU3al[MOHHO- [TPAaBOBBIX JIOKYMEHTOB.

Cucrema pacnopsAUTENbHON JOKYMEHTAlU|, e€ Ha3HadeHue 1 coctan. [Ipouenypa
U3JIaHUS pacCIOPSAIUTENBHBIX JOKYMEHTOB B YCIOBUAX equHOHavdanus. Haznauenue
U BUJIBl pacloOpsIUTEIbHOM JOKyMeHTauuu. TpeGoBaHus K €€ 0oQpOpMIIEHUIO
cornmacHo ['OCT. CocraBienue u 0o(GOpMIIEHHE MPOEKTOB PACHIOPSIUTEIBHBIX
JIOKYMEHTOB (I10- CTAaHOBJIEHUH, peLLICHUH, PUKA30B, PACIIOPSIKEHUH, YKa3aHUil).
Ha3znauenune pacnopsiAuTeNbHON JOKYMEHTAMU B YIIPABJICHUYECKON IEATEIbHOCTH
opra"a BinacTh. CocTaB pacnoOpsOUTENIBHON TOKyMeHTauuu: PacnopsauTensHele
JNOKYMEHTBI,  M3/1aBaeéMbleé  MpU  KOJUIETHAILHOM IIPUHSITUN perieHuit
(moctaHoBIIEHHE, pelieHue). PacopsaauTenbHble JOKYMEHTHI, U3aBaeéMble IpU
€IMHOJIIMYHOM TPUHATHM  pelleHuid (MpuKa3, paclopsskeHue, — yKazaHue).
[lpouenypa  MOATOTOBKM  PACHOPSAAUTENBHBIX  JOKYMEHTOB  (IPUKa30B,
pacnopsikenuit). [lopsaok U3naHns COBMECTHBIX PacOPSIAUTEIbHBIX IOKYMEHTOB.
OdopmiieHne pacnopsAUTENbHBIX JOKyMEHTOB. DopMymsp pacnopsauTeIbHOTO
JIOKYMEHTa, COCTaB PEKBU3UTOB, NpaBuia ux oopmieHus. TpeboBaHuUs K TEKCTaM
pacropsUTENbHBIX  JIOKYMEHTOB. IIpaBuia  cocTtaBineHuss  npeamOyIIbl
(KOHCTAaTUPYIOUIEH YacTH) TEKCTa pPAcloOpsIUTENbHOrO AoKymeHTa. llpaBuia
COCTaBJEHUS U O(GOPMIIEHUS paACIOPSAUTENBHON YacTH TeKcTa. TUIoBbIe
A3BIKOBBIE 00OPOTHI, HCIIOJIb3YEMbIE B TEKCTAX PAaCHOPSAIUTENBHBIX JOKYMEHTOB.
OCOOEHHOCTH  COCTaBJIEHHSI PACHOPSAMTENBHBIX JOKYMEHTOB B  Ppa3iIMYHBIX
CUTYyallUsl YIIPaBICHUYECKON AESTEIbHOCTH.

[lponienypa  M31aHUS  pacHOPAIUTEIbHBIX  JOKYMEHTOB B YCIIOBHSX
KOJIJIETHAJIEHOTO

ynpaBieHus. Bapuantbl noamucanuss npotokona. OdopmieHue BBINUCKUA U3
MIPOTOKOJIA KOJIJIETHAIbHOIO OpraHa yIpaBleHusl.

Kommiiekc opraHu3almOHHO-TEXHUYECKUX MEpONPHUATUH 10 OpraHu3alud U
MIPOBE/ICHUIO COBEIIAHWM, KOH(EpEeHIH, coOpaHuil (manee - COBEMIAHUN):
BbIpa0OTKa TMOBECTKH JHA M ONpeAeNeHHE Kpyra MpeAroyiaraéMblX yYaCTHUKOB;
O3HAKOMJICHHE C TIOBECTKOM [JHS MpeirnojaraéMblX YYacTHHMKOB; BbIpabOTKa
periaMeHTa  COBEUIaHMS; TMOJATOTOBKAa  MaTepuajoB, HaMEYaeMbIX Ul
pacCMOTpEHMsT ~ Ha  COBEIaHMM  (JOKJIajga,  COJOKJIAna,  CIPaBOYHO-
MH(GOPMALIMOHHBIX MaTepUasoB, MPOEKTa pElIeHHs); OpraHu3alnus padoThI




CeKpeTapuaTa; TEXHHYECKOoe oOecreueHHe IMPOBEICHHS COBEINaHUs (ayano- |
BUJICOANIaparypa M Jp.);JOKYMEHTUPOBaHHE pabOThl cCOBeIIaHus; odopmieHue
JOKYMEHTAaJIbHBIX MaTEPHAJIOB COBELIaHUs (M3TOTOBJICHUE IIPOTOKOJIA, UTOTOBBIX
MaTepHalioB, pa3MHOKEHHIE U 00ECIIEYeHUE MU YIaCTHHUKOB COBCIIIAHMS).

Ha3nauenue uHQPOpPMALMOHHO-CIIPABOYHON M aHATUTHUYECKOW ITOKYMEHTALUU B
ynpasieH4eckoll aearenbHocTH. Kiaccudukanus nHpopManoHHO-CIIPaBOYHBIX U
AQHAINTUYECKUX JOKYMEHTOB ([0 Ha3HAYEHWIO, IO aApecaTy U Ap. HMpPU3HAKaM).
XapakTepuCcTUKa  OCHOBHBIX BHJIOB UH(QOPMALIMOHHO-CIIPABOYHBIX U
AQHATUTHYECKUX  JOKYMEHTOB  (JOKJIAJHBIE, CIOyXeOHble, aHAJTUTHYECKHE,
HOSCHUTENbHbIE, OOBSICHUTENbHbIE 3alUCKH, AaKThl, CIPAaBKH, MPEAJIOKECHHUS,
IIPEICTABIICHNUS).

[Tponienypa MOArOTOBKH, COCTaBJIEHUS M O(GOPMIICHMS 3allUCOK (JIOKIAJHBIX,
CIIy’)K€OHBIX, OOBSICHUTENbHBIX, AHATUTHYECKUX), CIPABOK, AaKTOB, 3asBICHUM,
IIPEJICTaBICHUM, CIIUCKOB,

NepeyHen u JIp.

HenoBas (cmyxeOHasi) mepenucka. Poimb ¥ Ha3HAaYeHWE JIETOBOM INMEPENUCKU Kak
cpeacTBa U crnocoba HH(OPMAMOHHOTO OOMEHa MEXIy OpraHaMH BIIACTH,
OpraHM3alUsaMH, TpakJaHamMu. Buabl JOKYMEHTOB, COCTABIISIOIIMX HEPENUCKY
(memoBoe THCBMO, Telle- rpamma (Tenekc), TtenedoHorpamma, dakcorpamma,
AJIEKTPOHHOE IHCHbMO), OCOOEHHOCTH HX HCIOJb30BaHUS B YIPaBIECHYECKOU
JEeSITeTbHOCTH.

Knaccugukanust nenoBsix muceM (mo cdepe MpUMEHEHUs, M0 Ha3zHAuYeHHIo, IO
MecTy B uH(OpManuoHHOM oOMeHe u aAp. mnpuszHakam). CocTaB pPEeKBU3UTOB
nenoBoro nuchMa. biaank penoBoro muckma. OOmue TpeboBaHUS K 0(pOPMICHHUIO
JEJIOBBIX THCEM, OCOOEHHOCTH O(OpMIIEHUS [EJOBBIX MHUCEM OTIEIbHBIX
pa3HOBUIHOCTEH  (CONPOBOJUTENIBHOE MNHUCHMO, MHCbMO-IIpOChOa,  3ampoc,
npeioxkeHne, TpeboBanue, rapantuitHoe u ap.). CocTaBieHrne TEKCTa JIEIOBOTO
nucbMa. KoMno3uimonHas cTpykTypa JeJI0BOr0O MUCbMa, S3bIK U CTHJIb J€JIOBOTO
nucbMa. [IuCbMEHHBIM  [1€TOBOM  JTHUKET BENECHUS  JICJIOBOM  IEPEIUCKH.
Oco0eHHOCTH BEJIEHUS! DJIEKTPOHHOM NMEePENHCKHU.

JlokyMeHTanusi 1O JIMYHOMY COCTaBy Kak IIOACHCTEMA OpraHHU3allOHHO-
pacnopsAUTENbHON JOKYMEHTAMH. 3a/laull yIpaBIeHUs, pellaeMble IpyU OMOIIH
KaJpOBBIX JIOKYMEHTOB (JOKYMEHTUPOBAaHHE TPYIOBBIX MPABOOTHOLICHUH).
CocTaB JOKYMEHTOB, 0OPMIISIEMBIX B KaJpOBOIl Ciyk0e: MEepBUUHBIX, YUETHBIX,
pacropsAUTENbHbIX, IHYHBIX, 10 COLIMATLHOMY 00€CTIEYEHUIO.

[Topsimox opopmiIeHHs M COCTaB IOKYMEHTOB IPU MpUEME, YBOJIIBHEHUH, IEPEBOJIE
Ha Jpyryoo paboTy, NpeJoCTaBIeHHE OTHYyCKa, OQOpMIIEHHE TOOLIPEHHH,
JUCIUIIMHAPHBIX B3bICKAHUM.

TexHomorun  AOKYMEHTOOOOpOTa:  co3laHuMe, 00paboTKa,  XpaHeHHe U
HUCITIOJIL30BaHUEC JOKYMCHTOB B TeKyHIeﬁ JCATCIIbHOCTHU opraHusanuu,
yupexaenus, npeanpusatusi. OpraHuzanus JIBHKEHUS TOKyMEHTOB, ITOCTYHAIOIINX
B YUpeXIEHHE: OKCHEIUINOHHAs o00pabOoTKa W COPTHPOBKA JIOKYMEHTOB,
npeBapUTeIbHOE PACCMOTPEHUE IOKYMEHTOB, BKJIIOUeHHE JoKyMeHTOB B CO 10O
(ckaHWpOBaHWE JOKYMEHTOB, PETHUCTpAIHS U JP.), PACCMOTPEHHE TOKYMEHTOB
PYKOBOJICTBOM M BBIHECEHHUE PE30JIIOLINH, IIepeiaya JOKYMEHTOB Ha HCIIOJIHEHHUE.
OpFaHI/ISaI_[I/ISI JABHKCHHA  OTHPABIIACMBIX JOKYMCHTOB: IIOJATOTOBKA IIPOCKTA
JOKYMEHTa, COIJIACOBaHME (BHU3HMPOBAHME) TMPOEKTa C 3aWHTEPECOBAHHBIMU
noapa3acIiCHUAMAU U JOJKHOCTHBIMHU JIMIIAMU, }IOpa6OTKa IIPOCKTa TOKYMCHTA,
oopmiieHHEe  JOKYMEHTa, T[OANUCAHUE W/WIM  YTBEP)KACHUE  JOKYMEHTAa,
BKJItOUeHue o¢unuanbHoro nokymenta B COJIO (perucrpauusi JOKYMEHTa,
CKaHUPOBAHME U JIp.), OTIpPaBKa JOKYMEHTa ajpecaTaM, repegaya JOKyYMEHTa Ha
XpaHEHHE.




Opranu3zanus JBUKEHUS BHYTPEHHUX JOKYMEHTOB.

PernamenTanus nedTeiabHOCTH CIIY:KOBl JIEJIONPOM3BOJCTBA HAa BCEX YPOBHAX
ynpasieHus. llonoxxeHue o ciyx0e JeI0Npou3BOACTBA, HHCTPYKIUS IO
JEJIIONPOU3BOJICTBY; JOKHOCTHBIE HWHCTPYKIUHU, OpraHu3auus pabouux MecT.
CoBpeMeHHBIE ~ OpraHW3alMOHHBIE  (QOPMBI  CIYKOBI  JIEIOIPOM3BOJICTBA.
PernamenTanus ocHoBHBIX 3amad u GyHkuuid JIOY. Pasznenenue tpyma mexmy
NOJIpa3/ieJICHUsIMU U UCTIOJIHUTEIISIMU.

[IpaBoBass 0a3a neIONPOM3BOJACTBA KaK COBOKYIHOCTb 3aKOHOB, HOPMaTHBHO-
MpPaBOBbIX  AKTOB,  OPraHU3AIMOHHBIX M  METOJUYECKHX  JIOKYMEHTOB,
roCy/IapCTBEHHBIX CTAHJAPTOB, PETJIAMEHTUPYIOLIUX.

WMHCcTpyKIus 110 1EI0IPOU3BOACTBY — OCHOBHOM HOPMATUBHBIM aKT OpraHU3alu
JENIOTIPOU3BOACTBA. THMOBbIE U HMHIUMBUAyalbHble WHCTpYKuMU. [lopsaok
pa3pabOTKH, CO/AEp)KaHWE, TpPaBWIa  YTBEPKICHHUS u BHE/[PEHUSI.
[InanupoBanue, opraHu3anysi 1 MeToAuKa KOHTpoJs coctosHus 1OV u
oOecrieueHrsl COXPAHHOCTH JOKYMEHTAIlMM B YYPSKICHHH H CTPYKTYPHBIX
nonpaszaenenusx. O6padoTka MOCTYMAKLIUX JOKYMEHTOB (0JI0K-cxema paboThI ¢
BXOJALIMMU JOKyMeHTaMu ). OOpadoTKa OTIpaBIIIEMbIX JOKYMEHTOB (0JI0K-cxema
paboThl C UCXOIALIMMH TOKyMEHTaMu). Peructpanus u KOHTPOJIb HCIOIHEHUS
JTOKyMeHTOB. JKypHan perucrpauuy BXOJAIIMX M HCXOJSAIIMX JIOKYMEHTOB.
TexHonmorust pabOThl € HMCXOIAIIMMHU JOKYMEHTaMH (MHUIMATUBHBIMU U
OTBETHBIMH).

TexHonornueckoe o0ecreueHrne KOHTPOJIS UCIOTHEHUS JOKYMEHTOB, MMOCTAaHOBKA
Ha KOHTpOJIb, paboTa ¢ KOHTPOJIbHOW KapTOTEKOW Ha JIOKYMEHTbI U Ha YCTHBIE
3aJjaHUsl U TOPYYECHUS] PYKOBOJAUTEINS, POAJIEHUE CPOKOB HCIIOIHEHHUSI, CHITHUE C
KOHTpoJIsl. Busibl KOHTpOIIS.

CucremaTu3zaiys JTOKyMEHTOB (COCTaBIIEHUE HOMEHKIATYpHI Aeln). DopMupoBaHue
JeNl 10 KJIacCH(PMKAMOHHBIM TIpH3HAaKaM, TpeOoBaHUS K (hOpMUpPOBaHHIO e,
odopmIiIeHHE Jel B anKax.

WNupopmanmonHo-cnipaBoyHast  pabora. KadecTBeHHblE U KOJIWYECTBEHHbIE
XapaKTEePUCTHKH JOKYMEHTOO0O0pOTa.

Opranuzanys [eJ10NpOU3BOJICTBA B OpraHax BJacTU. THIOBask MHCTPYKLHUS IO
JIEJIONPOU3BOJICTBY B (heJIepaTbHBIX OPraHax MCIOJIHUTEILHON BIACTH.
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OcoOeHHOCTH pabOTHI € 3JIEKTPOHHBIM JOKYMEHTOM B TOCYJapCTBEHHOM U
MYHHLIMIIAJIBHOM yIpaBiieHHH. HOpMaTHBHO-TIPaBOBBIE aKThl U IOCYIapCTBEHHBIE
CTaHJapThl,  PErJIaMEHTHPYIOIME  OpraHu3alui0  JOKYMEHToo0opoTa ¢
JIEKTPOHHBIMU ~ JOKyMeHTaMH. [Opuauueckas 3HAYMMOCTb  DIIEKTPOHHOIO
nokyMmeHTa. HasHaueHue, BUIBI 3JEKTPOHHOM MOJNUCU M UX HCIIOJIB30BAHHUE B
rOCyIapCTBEHHOM U MYHUIIMIIaJIbHOM YIIPABJICHUH.

[TonsiTie cuCTEMBI AMEKTPOHHOTO JoKyMeHTooOopoTa (CO/10), naznauenune CIH/I,
¢bynkuuu CO/1. TpeboBanus k CO/I.

MexBe1IOMCTBEHHBIN BJIEKTPOHHBIN JIOKyMEHTOO0O0POT. Cucrema
MEKBEJJOMCTBEHHOT'O 3JIEKTPOHHOTO J0KyMeHToobopora (M3O/10), Ha3zHaueHue u
¢byuknun MOJ10, crpyktypa MDJIO. Buasl JOKYMEHTOB, IMEpEChUIAEMBIX IO
MBJI0. CtpykTypa snexkrponHoro coodmerns MI/O.

CuctemMa MEXBEJIOMCTBEHHOTO 3JIEKTpOHHOTO B3ammojehcTBus (CMOB). Pomis
CMD3B B peanuzanuu QyHKIHHA 31eKTpoHHOTO MpaBUTenbeTBa. CTpykTypa CMOB.
[Tpumenenne CMOB npu npenocTaBieHuu rocy1apcTBeHHon ycinyru B MOILI.
Hcnonp3oBanne C3JIO ang aBTOMAaTH3allMd  MapIIPYTHBIX KapT JIBH)KEHUS
JEKTPOHHBIX JOoKyMeHTOB B opranmzanuu (Workflow). ApxuBHoe xpaHeHHE
JJIEKTPOHHBIX TOKYMEHTOB B opranuzanui. OcoO0eHHOCTH Nepeadn 3JIeKTPOHHBIX
JOKYMEHTOB Ha XPaHEHHE B BEJJOMCTBEHHBIE U T'OCY1apCTBEHHBIE APXUBBI.
HopmartusHo-nipaBoBbIE aKTbl, OpPraHU3AL[MOHHBIE u METOANYECKHUE




JIOKYMEHTBI, TOCYJIapCTBEHHbIE CTaHIApTEe, PETrJaMEHTHPYIOIIMX  TEXHOJOTHUIO
paboThl C AJIEKTPOHHBIMUA JOKYMEHTaMH B TOCYAApCTBEHHOM W MYHHUIUIATHLHOM
yIpaBJIeHUU
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Cucrematuzanus JOKYMEHTOB KaK OCHOBAa OpraHM3allUd HUX TOCIEAYIOLIEro
xpaHeHus. HoMmeHnknaTypa Jnen opraHM3anuM Kak cXeMa CHCTeMaTH3aluu
JOKYMEHTOB. Buibl HOMEHKIATyp Jen (TUIOBbIe, TPUMEpPHBIE, UHAUBUIYyaIbHBIE),
IPUHLIMIIBI TIOCTPOEHUSI HOMEHKJIATYphI fied. CpoK IeHCTBUS HOMEHKIATYPHI €.
OcHoBHBIE 3Tambl pa3pabOTKM HOMEHKIATYphl Jed opranuzanuu. llopsaok
oopMmIIeHHS, COTJIaCOBAaHUS, YTBEPKICHHS W BEICHHUS HOMEHKIATYpHl JIE.
Odopmnenne UTOroBoi 3amuMcu B HOMEHKiIatype nei. Koppekrtuposka
HOMEHKJIATYpBbI JIE.

[Tonsitue «aeno». Ilpunuunsr popmupoBanus nen. OcobeHHOCTH GOPMUPOBAHUS B
Jie- J1a pa3IM4YHbIX KaTeropuil J0KyMeHTOB. IIpaBuiia mocTpoeHus 3arojaoBKOB Jel
U HUX CHCTEeMaTH3alud B HOMEHKiaType nen. OmnpenerneHue CpOKOB XpaHEHUs
nokymentoB u jaen. Ormerka «OIIK». Wunekcamus gen. [loaroroBka nen ans
nepenaun B apxuB opranuzanuu. llonsrtue ommcu nen. IlpaBuna cocraBneHus
oruceii. OgopmiieHHEe ONMUCH A€l CTPYKTYpHOro mojapasneneHus. HopmarusHo-
MeToauyeckue wmarepuanbl @DenepanbHON  apXxuBHOM ciyxObl Poccunm 1o
opopmiiernto jaen. OcHoBHBIE TpeOoBanus K (hopmupoBanwio Aen. [lomHoe wim
yacTuyHoe odopmiieHHe Jen B 3aBUCUMOCTH OT CPOKOB xpaHeHus. Hymepanus
JMCTOB. 3aBepIIMTENbHAs MOMNUCh. BHyTpeHHsst onuch. OdopMiieHne 00I0XKKH
JIeJT IOCTOSIHHOTO M BpEeMEHHOTO XpaHeHus. OopmiieHue aena: BHyTPEHHSS OMKChH
Jiena, JHUCT-3aBepuTenb Jena, obnoxka jaena. CocTaBieHHe omucel Ha Jena,
nepegaBaeMble B apXuB opranuzanuu. [lopsaok mepegaun TOKyMEHTOB U €T Ha
apxuBHOe XpaHeHue. [lopsaoK yHHUYTOXKEHUS NOKYMEHTOB U JIeJd C HUCTEKIIUMU
CpOKa- MU XpaHEeHHS.

XpaHeHHE JIOKYMEHTOB B  CTPYKTYPHbIX IOJpa3fele€HUSX OpraHU3allUu.
OTBETCTBEHHOCTD 32 COXPAaHHOCTh JOKYMEHTOB. 3aKOHOJATEIBCTBO U HOPMATHUBBI
10 00ECHEUEHUI0 COXPAHHOCTU JOKYMEHTOB. EMMHCTBO TpeOOBaHMN K XpaHEHHIO
JIOKYMEHTOB B J€JIONPOU3BOACTBE. [IopAIoK BbIgaun NOKYMEHTOB BO BPEMEHHOE
MOJIb30BAHNME TPU XPAaHEHUU B CTPYKTYPHBIX THOJpa3AeNeHUsIX. XpaHEHHE U
OpraHuzaisi J0oCTyna K JOKYMEHTaM B YCIOBHAX (DYHKIIMOHUpPOBaHHUS
aBTOMATHU3UPOBAHHBIX ~ MHPOpPMAIMOHHBIX cucteM. [loHsTHE  «OKcnepTH3a
LeHHOCTN». HOpMaTMBHO-METOAMYECKHE M TEOPETHUECKHE OCHOBBI INPOBEIEHUS
sKcrepTusbl. TpeboBaHMs K MPOBEIECHUIO SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB B
«OCHOBHBIX TpaBWiIax pabOThl BEJAOMCTBEHHBIX apXWBOB». Opranuzanus
AKCIEPTU3BI IEHHOCTU JOKYMEHTOB, LEHTPAJIBHBIX AKcHepTHhIX koMuccuil (LIDK)
u skcnepTHeiX Komuccuit (OK) yupexnenus. IlpaBa um (yHKIMH KOMHCCHH,
OpraHu3aiys ux padoThl U JOKYMEHTHPOBAHUE JESATENILHOCTH. DTalbl IPOBEACHUS
HKCHEePTH3bl LEHHOCTH JOKyMEHTOB. O¢opMieHne pe3ylbTaToB 3KCIEPTH3BI
LEHHOCTHU JOKYMEHTOB.

[lepenaua nen B apxuB opraHu3aluu (BeAOMCTBa). YHH(pUKauus TpeOOBaHUI K
JenaMm, caaBaeMbIM B apxuB. BzammoperictBue ciyx6 JIOY u BeIOMCTBEHHOTO
apxuBa 0pU (OPMHPOBAHUU OCHOBBI ISl TOCIEAYIOIIETO XpaHEHUS U
MCIOJIb30BaHUsI JOKYMEHTOB.
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OcHoBHBIE BHJIBI OOpAaIllEHUN: MpenoKeHUe, 3asBlIeHUs, kanoba, XoJaTaicTBo,
netunusg. HopMaTuBHBIE JHOKYMEHTBHI, pEryaupyromme padboTy ¢ oOpalieHus MU
rpaxaaH. JIn4HbId MpUEM TpaklaH B OpraHu3alii. Buasl oOpalleHuii TpakaaH:
NpeUIOKEHHS, 3asBIeHUs, >kanoObl. OpraHuzauus pabOTbl € NHUCHMEHHBIMU
oOpalleHus MU Tpa)IaH: PETUCTPALINS, KOHTPOJIb, OTBETHI (CPOKH OTBETOB), aHATIN3
oOpallieHuit rpaxk/iaH, CpOK XpaHEHUsI.

HampaBnenne moasegoMcTBeHHOocTH. (OOKamoBaHWE TpakJIaHaMH OTBETOB,




‘ IMOJIYYCHHBIX OT OpraHU3allnuH.

Tabnua 5 — [IpakTuueckue 3aHATUS U UX TPYJOEMKOCTb

4.3. TlpakTuyeckue (CEMUHAPCKUE) 3aHATHUS

TeMbl MPaKTUYECKHUX 3aHATHIA U UX TPYIOEMKOCTb IIPUBEICHBI B TAOIUIIE 5.

4K
HUX No
Ne 3 ®opmel | Tpynoem EE?SIT( paszen
I /;1 Tembl MpaKTUUECKUX 3aHITHIMA NPaKTHYECK | KOCTb, oit a
WX 3aHATHHA | (4ac) JIUCLIATI
OO
TOBKH, JIUHBI
(gac)
Cemectp 5
1 | Tema 1 [TIlpenmer, conepxanue W 3a1a4d | TUCKYCCHUS 1 1
JIMCLUTUIMHBI
2 | Tema 2 OcHOBHBIE CBOMCTBA, (DYHKIIMH U IPU3HAKU JTUCKYCCHSI 1 2
JIOKYMEHTa
3 | Tema 3 OOmme HOpMBI U TIpaBMIIa OGOPMIICHHS JTUCKYCCHSI 3 3
YIIPABJICHYECKUX JOKYMEHTOB
4 | Tema 4 Cucrema OpraHu3aliMOHHO- JTUCKYCCHSI 1 4
pacnopsAUTeNbHON JOKYMEHTAu!
5 | Tema 5 JlokymeHTarimoHHoOe oOecrieueHme JTUCKYCCHSI 2 5
KOJUIETUAJIbHBIX OPTaHOB YIIPABJICHHUS,
OpraHu3aIys COBEIIAHUH, KOHPEPCHITUH,
coOpaHuii
6 | Tema 6 Cucrema cripaBo4HO-WH(GOPMAITHOHHON U JTUCKYCCHSI 1 6
AHAIIMTUYECKOUN JJOKYMEHTAIIUU
7 | Tema 7 CoBpeMEHHOE JIETIOBOE TUCHMO JUCKYCCHSI 2 7
8 | Tema 8 CocraBnenue u ohopmjIeHUE JOKYMEHTAUH| JTUCKYCCHS 1 8
110 JINYHOMY COCTaBY
9 | Tema 9 Opranmsauuss M TEXHOIOTMS PpabOTHI €| JUCKYCCHS 2 9
JIOKYMEHTaMH
10 | Tema 10 Opranuzaius BJIEKTPOHHOIO|  TUCKYCCHSI 2 10
JIOKYMEHTO000pOoTa
11 | Tema 11 Opranuzanusi XxpaHEHUs] JOKyMEHTOB U JTUCKYCCHSI 2 11
o0ecrieyeHne X COXPaHHOCTH.
12 | Tema 12 [lenonpou3BOACTBO MO  YCTHBIM M JTUCKYCCHS 2 12
MUCHMEHHBIM OOPAIICHUSIM TPaKIaH B OPraHU3AIHIO
Bcero 17
4.4. JlabopaTopHbIE 3aHATUS
Tembl Ta0OpaTOPHBIX 3aHATHI U UX TPYAOEMKOCTh MPUBEIEHBI B Ta0IHIIE 6.
Tabnuia 6 — JlabopaTopHbIe 3aHATHS U UX TPYJOEMKOCTh
N3 Hux No
Ne HaunmenoBanue mabopaTopHbIX paboT TpyOeMKOCTS, | MPaKTHUECKO | pasiena
n/m (gac) MOATOTOBKH, | JUCLHII
(gac) JIUHBI

Y4eOHbIM IJIAHOM HE MPEeTyCMOTPEHO

Bcero




4.5. KypcoBoe npoekTrupoBaHue/ BEIIOTHEHHE KYPCOBOM pabOThI
VY4eOHBIM IIJIAHOM HE TIPETyCMOTPEHO

4.6. CamocrosTenbHasi paboTa 00yJaroIuXcs
Bujibl caMmocTosTeNIbHON pabOThI M €€ TPYI0EMKOCTh MPUBE/ICHBI B TA0HIIE 7.

Tabnua 7 — Buasl caMocTOsTeNIbHOM paboThI U €€ TPYAOEMKOCTh

N Bcero, | Cemectp 5,
Bun camocTositensHOM paboThI
yac yac
1 2 3
H3ydeHne TeopeTH4eckoro Mmarepuaa 35 35
nucuuruael (TO)
[ToaroroBka K MPOMEXYTOYHOM 13 13
arrectranuu (ITA)
Bcero: 48 48

5. Ilepeuyenp yueOHO-METOUYECKOTO OOECIICUCHHUS
IUIl CAMOCTOSITEBbHOM paboThl 00Y4aIOLIUXCS 110 TUCIMITIIMHE (MOJLYJIIO)
Y4eOHO-METOIUYECKHE MaTEepUaIIbl JIUIsl CAaMOCTOATEIbHOW pabOThl O0y4aroIMXCcsl yKa3aHbl B

m.a. 7-11.

6. IlepeueHb neYaTHBIX U IEKTPOHHBIX Y4EOHBIX U3JaHUN
[TepeveHp eYaTHBIX M AJIIEKTPOHHBIX YUEOHBIX M3IaHUH MpUBeIeH B Tabmmie 8.

Ta6muna 8— IlepedeHs meYaTHBIX M AIEKTPOHHBIX YICOHBIX U3AAHUI

HIudp/
URL axpec

bubnnorpaduueckas ccbuika

KomuectBo sK3eMILsipoB
B OMOIMoTeKe
(KpoMe 2IIEeKTPOHHBIX
9K3EMIUISIPOB)

URL :
https://urait.ru/bcode/489555

loponuna, JI. A. Opranuzanus u
TEXHOJIOTHS JOKYMEHTAIIHOHHOTO
oOecrnieueHuns yrnpaBaeHUs :
Y9eOHUK U IPAKTHKYM JJISI By30B
/J1. A. loponuHna,

B. C. UputuxoBa. — Mockaa :
NznarensctBo FOpaiit, 2022. —
233 ¢. — (Bmiciiee
obpaszoBanue). —ISBN 978-5-
534-04568-0.

URL:
https://urait.ru/bcode/489305

Kysneyos, 1. H.
JlokymMeHTaIrmoHHoeo0ecneueHne
yIIPaBJICHUS IEPCOHATIOM :
y4eOHHK U TIPAKTUKYM IS BY30B
[ U. H. Ky3HenoB. — 2-¢ u3a. —
Mocksa : U3gatenbctBo FOpaiit,



https://urait.ru/bcode/489555
https://urait.ru/bcode/489305

2022. — 393 ¢. — (Bricuiee
obpaszoBanue). — ISBN 978-5-
534-14830-5

URL :
https://urait.ru/bcode/487943

LUlysanosa, H. H. OCHOBBI
JIeTIOTIPOU3BOICTBA. SI3bIK
CITy’)KEOHOTO JIOKyMEHTA:
y4eOHHUK U MPAKTHUKYM JIJISI By30B
/ H. H. Illysanosa,A. IO.
WBanoBa ; moj oOmen
penakuueit H. H. IllyBanosoi.
— 3-e usn.,nepepad. u 1om. —
Mockga : M3narensctBo FOpaiit,
2022. — 384 c. —(Bricmiee
obpaszoBanue). — ISBN 978-5-
534-15217-3.

URL :
https://urait.ru/bcode/489985

Llysanosa, H. H.
JloKyMeHTaImoHHOeo0ecieueHne
YIIPABJICHUS ;| YICOHUK U
MIPAKTUKYM ISl CPETHETO
po¢eCCUOHATBHOTO 00pa30BaHuUs
/H. H. lllyBanoBa. — 2-e uza. —
Mocksa : U3natensctBo FOpaiir,
2022. — 265 c. —
(ITpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-
534-00088-7

URL:
https://urait.ru/bcode/489984

Illysanoea, H. H. Opranuzanus
Y TEXHOJIOTHS
JIOKYMEHTAIMOHHOT'O
oOecreyeHus yrpaBaeHus :
y4EOHUKH NMPAKTUKYM JJIs1 By30B
/H. H. lllyBanoBa. — 2-e u3 .,
nepepad. u gomn. — Mocksa :
WznarensctBo KOpaiir, 2022, —
265 c. — (Bricuiee
o0OpasoBanmue). —

ISBN 978-5-534-12358-6

URL:
https://urait.ru/bcode/489890

Hesanosa, A. FO. Pycckuii S3bIK B
JIe-JI0OBOM JOKYMEHTAIINH :
YIeOHUK U IPAKTHKYM JIJIS
By30B/A. 1O. lIBaHOBa. — 2-¢
u31., nepepad.u gomn. — MockBa
: U3narensctBo HOpaiit, 2022.
— 187 ¢. — (Boiciee
obpaszoBanue). — ISBN 978-5-



https://urait.ru/bcode/487943
https://urait.ru/bcode/489985
https://urait.ru/bcode/489984
https://urait.ru/bcode/489890

| 534-12357-9

7. IlepedyeHb DIEKTPOHHBIX 00pPa30BATEIBLHBIX PECYPCOB
UH()OPMAIIOHHO-TEIEKOMMYHUKAIIMOHHO# ceTr «HTepHeT»
[MepeueHn AIIEKTPOHHBIX 00pa3oBaTeNIbHBIX pecypcoB MH(pOpPMAIIMOHHO-
TENICKOMMYHUKAMOHHOW ceTH «HTepHeT», HEOOXOMUMBIX JUIsi OCBOCHHUS JUCLUILIHHBI
npuBe/eH B Tabimie 9.

Tabmuma 9 — TlepeyeHb SICKTPOHHBIX 00pa30BaTENILHBIX PECYpPCOB HH(DOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOU ceTH «HTepHEeT»
URL anpec HaunmenoBanue
https://urait.ru/ OdunmanbHbIi caiiT u3aarenbcTsa KOpaiit
https://rosstat.gov.ru/ Odunmanbhelii caiit enepabHON CIY)KObI TOCYIaPCTBEHHOI
CTaTHCTUKHU
https://minfin.ru/ Odunmanbhblii caiit MunuctepcTBa puHancoB PO
WWW.pravo.gov.ru OdunmanbHbI TOpTaI MOMCKa HOPMATHBHON HH(POPMAIIMH 10
3aKOHOmaTeNbHON 0ase PO.
http://www.gov.ru Odunumanbuas Poccusi. OdunmanbHbIN cepBep OpraHoB
rocyaapctBeHHoi Binactu Poccuiickoit denepanuu.

8. IlepeueHb HHPOPMAIIMOHHBIX TEXHOJIOTHI
8.1. [lepeyeHp mpPOrpaMMHOTO OOECIIEUYEHHUs, MCIOIB3YyEMOrO TPH OCYIIECTBICHUU
00pa3oBaTeNBHOrO MpOoIecca Mo AUCIUILUIHHE.
[lepedyens ncnonp3yeMoro nporpaMMHOTo odecriedeHus mpeacrasiex B Tadmuue 10.

Tabmuma 10— [TepedeHp mporpaMMHOTO 0OCCIICUCHHUS

Ne /it HaumeHnoBanue

He npenycmorpeno

8.2. Ilepeuens MH(pOPMaIMOHHO-CITPABOYHBIX CHCTEM,UCIIOIB3YEMBIX npu
OCYIIIECTBIEHUH 00pa30BaTEIHHOIO MPOoIlecca MO AUCIUIIIINHE

[lepeuenr uCHONB3yeMbIX HHPOPMAIIMOHHO-CIIPABOYHBIX CHCTEM TMPEJCTaBICH B
Tabauie 11.

Tabnuna 11— [lepeuens nHGOPMaIMOHHO-CIIPABOYHBIX CUCTEM

Ne /it HaumeHnoBanue

He npenycmorpeno

9. MarepuanbHO-TeXxHUYecKas 0a3a
CoctaB  MaTepHaIbHO-TEXHUYECKOM  0a3pl, HEOOXOIMMOW ISl  OCYIIECTBJICHHUS
00pa3oBaTeNBHOrO MpoIiecca 10 IUCIUILINHE, peicTaBieH B Tabuumel 2.

Tabmuma 12 — CoctaB MaTepuaIbHO-TEXHUIECKOU Oa3bl

HanmeHoBaHue cocTaBHOM
No 4acTH Howmep aygutopuu

1/ MaTepHUaTbHO-TEXHUUECKON (Ipu HEOOXOIUMOCTH)
0a3bl



http://www.pravo.gov.ru/
http://www.gov.ru/

JlekuuonHas ayau-

VYyebnas ayauTopust I 3aHATHHA JIEKIIMOHHOTO THIIA,

TOpHUS (st 3aHATUM  CEMHUHAPCKOTO  THIA, TPYIIOBBIX |
JIEKLIMOHHBIX WH/IMBUYaJIbHBIX KOHCYJbTALUH, TEKYILEro KOHTPOJIS
3aHATUI) Y IIPOMEKYTOUYHOM aTTeCTaluu
MeGesnb; TeXHUYECKHE CPEICTBA 00YUEHUs, CIyKallue
JUI TIpeCTaBieHus y4yeOHoi mHpopmanuu OO0NbIION
ayAUTOpUH; NEPEHOCHOW HaboOp JAEMOHCTPALMOHHOTO
obopynoBanusi (HoyrOyk ASUS - 1 mT., mpoektop
BENQ W1100, sxpan nepeHOCHOI)
AynuTopust Uist VYuebHasg ayauTopus Ul HPAKTUYECKUX 3aHITHH,
HPaKTHYECKUX 3aHATHUM  CEeMHUHApCKOTO  THUMA, TPYNIOBBIX U
3aHATUI WH/IMBUYaJIbHBIX KOHCYJbTALUH, TEKYILEro KOHTPOJIS

U TIPOMEXYTOYHOH aTTeCTalluN

Mebenb; TeXHUUECKHEe Cpe/icTBa 00yUEeHHUs, CIy)Kallie
JUI TIpeCTaBieHus y4yeOHoi mHpopmanuu OONBIION
ayIUTOPUH; TEPEHOCHOW HAOOp JAEMOHCTPALMOHHOTO
obopynoBanus (Hoytoyk ASUS - 1 mr., mpoektop
BENQ W1100, sxpaH nepeHOCHOI)

Aymuropun o61ero
10JIb30BaHuA (AJ1s
I'PYNIOBBIX U
VHAMBUTyaIbHbIX
KOHCYJIbTAaIlUH, TEKYLIETO
KOHTPOJISI LIIPOMEKYTOYHON
aTTeCcTaIlrm)

VYuebHasg ayauTopus Ui HPAKTUYECKUX 3aHATHH,
3aHATHH  CEeMHUHApCKOTO  THUMA, TPYNIOBBIX U
WH/IMBUYaJIbHBIX KOHCYJbTAIUH, TEKYILEro KOHTPOJIS
U TIPO-MEXXYTOYHOM aTTeCTaI[IH

MeOenb, TeXHHYECKHE CpeAcTBa  00ydeHus,
CIyXamme Ui  TOpeACTaBICHUs  y4eOHOU
uHpopManuu OOJBIIOW ayIUTOPHH; MEPEHOCHON
Habop J€MOHCTPALIMOHHOTO 000pyIOBaHUS
(moytOykx ASUS - 1 mt., npoextop BENQ W1100,
SKpaH MEePEHOCHOI)

bubnuoTeka,
YUTATBHBIN 327 (1151
CaMOCTOATEIbLHOMN
paboThI)

ITomemenus JUIst CaMOCTOATEIIBHOU
(UuranbHblii 3a1, bubnuorexa)

MeGenb; WiFi ¢ BBIXOJIOM B BBIYMCIHMTEIbHYIO CETb
I'VAII u MWutepHer, obecreunBarouifii J0cTyn B
IIEKTPOHHYIO MH(POPMALIMOHHO-00pa30BaTEIbHYIO
Cpelly OpraHu3allud M K TOANHMCHBIM pecypcam:
«DNEeKTPOHHO-OMOIMOTEYHAs CUCTEMa Znanium.comy,
«M3natensctBOo  Jlanb.  DneKTpOHHO-OMOIMOTEUHAs
cucrtemMa»,  «DIEKTPOHHO-OMOIMOTEUHass  cHCTeMa
elibrary», pedepatuBHas 06a3a TaHHBIX Scopus U MaKeT
MOJIHOTEKCTOBBIX craTei Article Choice, 6a3a JaHHBIX
Web of Science; konup-npuntep Kyocera KM-2550

paboThI

10. OrmeHoOYHBIE CPENICTBA JIJIS TIPOBEACHHSI TPOMEKYTOTHOH aTTeCTaIluN

10.1. CocraB  OIICHOYHBIX
00ydJaronuxcs Mo JUCIUTIINHE TpUBeeH B Tabnuie 13.

CpCACTBAJIA TIPOBCACHUA HpOMC)KyTO‘-IHOI\/'I

arTcCTaluu

Tabmuia 13 — CocTaB OIEHOYHBIX CPEJCTB JIJIS IPOBEICHUS TPOMEKYTOUHOM aTTeCTAIlUN

By npoMexyTOUHOM arrecTarun

Hep CYCHb OUCHOYHBIX CPCIACTB

DK3aMeH

TecTol.

Cnucok BOIPOCOB K IK3AMEHY;

10.2. B kadecTBe KpUTEpHUEB

OLICHKN  YPOBHA

chopMHEpOBaHHOCTH  (OCBOCHUS)

KOMITETCHIMI OOYyJaroIuMuUCs MPUMEHsIETCS 5-0ayuthbHasi mikajga ONeHKH C(HOPMHUPOBAHHOCTH




KOMIIETEHIINH, KoTopas mpuBejeHa B Tabuuie 14. B TeueHne cemecTpa MOXKET HCIIOJIb30BAThCS
100-0anmnpHast ~ mIKajia  MOAYJIBHO-PEHTHHTOBOW  CHCTEMBl ~ YHHBEPCHUTETa,  IpaBUIIA
UCIIOJIB30BAHUS KOTOPOM, YCTaHOBJIEHBI COOTBETCTBYIOUIMM JIOKAJHLHBIM HOPMAaTHBHBIM aKTOM

I'VAIL

Tabnuma 14 —Kputepun onieHKH ypoBHS C(HOPMUPOBAHHOCTH KOMITETEHITHI

OreHKa KOMIIETEHITA N

5-0autbHad mKana

XapakTepucTrka chopMUPOBAHHBIX KOMITCTEHITUI

«OTIIMYHO»
BauYTCHO»

— oOyyaromuiicss TIayOOKO M BCECTOPOHHE YCBOWJI IPOTrPAMMHBIN
MaTepHal;

— YBEPEHHO, JIOTHYHO, TTOCIIE0BATEIBHO U TPAMOTHO €r0 M3JIaraeT;

— ONMHpasiCh Ha 3HAHWS OCHOBHOW W JIOTIOJHHUTEIHHOW JIUTEPATYPHI,
TECHO IPHBS3bIBACT YCBOCHHBIC HAYYHBIC IMOJIOKEHHS C MPAKTUYCCKOM
JIESITCIIbHOCTBIO HAIPABJICHHS;

— yMeJi0 000CHOBBIBAET M APTYMEHTHPYET BbIJIBUTAEMbIC UM H/ICH,

— JleJIaeT BBIBOABI M 0000IIECHNS;

— cBOOOJIHO BIIQJICET CUCTEMOM CTICIIHATU3UPOBAHHBIX TTOHATHH.

«XOopommo»
BauTCHO»

— 00yyJarouuMics TBEPI0 YCBOWI MPOrPaMMHBINA MaTepHall, (PaMOTHO U
M0 CYHIECTBY H3Jaraer €ro, ONUpasCh Ha 3HAHUS OCHOBHOM
JUTEPATypHI;

— HE JIONYCKAeT CYIIECTBEHHBIX HETOUHOCTEH;

— YBSI3bIBAaCT YCBOCHHBIC 3HAaHUA C MPAKTHUYECKOH AESITeTbHOCTHIO
HaIPaBJICHUS;

— apryMEHTUPYET HaY4HbIE MOJIOKEHUS;

— JIeJIacT BBIBOJBI M 00O0OIICHHUS;

— BIIAJICET CUCTEMOM CIIEIMATN3UPOBAHHBIX TOHATHMA.

«YAOBIIETBOPUTEIBHO»
«3a4TECHO»

— o0yyaroluiicss YCBOWJI TOJbKO OCHOBHOW IPOrpaMMHBIA MaTepua,
II0 CYHIECTBY M3JIaracT €ro, OMMpasCh HAa 3HAHUS TOJIBKO OCHOBHOM
JUTEPaTyphl,

— JIONyCKaeT HeCYILECTBEHHbIE OIIMOKN U HETOYHOCTH;

— UCHBITHIBACT 3aTPYJHEHHUS B IPAKTUYECKOM IPUMEHEHUU 3HAHWUU
HaIlpaBJICHUS;

— c1a00 apryMeHTHPYeT Hay4HbIE TOJIOKEHHUS;

— 3aTpyAHsieTcs B GOpMYIHpPOBAaHUH BHIBOJOB U 0000ILIEHHIA;

— YaCTUYHO BJIAJIEET CUCTEMON CIEMATIN3UPOBAHHbBIX ITOHITUH.

CHCYIOBJICTBOPUTCIIBHO»,

«HEC 3a4YTCHO»

— oOyJaromuiicss He YCBOWJ 3HAYUTEIBHON YacTH MPOrPaMMHOTO
MaTepuana;

— JIOMyCKaeT  CYIIECTBEHHbIE  OMUMOKM W  HETOYHOCTH  IpH
paccMOTpEeHHH MTPOOJIEM B KOHKPETHOM HaIPaBIICHUY;

— UCTIBITHIBACT TPYJAHOCTH B MTPAKTUICCKOM IIPUMCHEHUY 3HAHU;

— HE MOKET apTryMEHTHUPOBATh HAYYHBIE TIOJIOKEHHS,

— He (popMynHpyeT BEIBOJOB U 00O0OIIIECHHIA.

10.3. TumoBble KOHTPOJbHBIC 3aJaHUS HIIM UHBIE MaTePUAITbI.
Bomnpocsr (3amaun) 115 5K3aMeHa rnpeacTaBieHbl B Taduiie 15.

Tabnuma 15 — Bonpocs (3agaun) asis sKk3aMeHa

Ne Kon

i [Tepedyens BompocoB (3a7a4) A1 SK3aMeHa HHKaTOPA

1 Teopernueckue OCHOBBI U3yUeHUs TUCHUIUIMHEL. Llens, 3anaun yueGHOM I1K-10.3.1
JUCLUTUTMHBI.

2 Ponb nndopmannu B cucreme oOLUIECTBEHHBIX OTHOLIEHHUH U B CUCTEME I1K-10.3.1
rOCYJapCTBEHHOTO U MYHUIIMIIAILHOTO yrpasieHus. Mapopmanus u
colliajgbHble KOMMYHUKaluu. CpeacTBa MaTepuaii3alui HHGOpMalnu.

3 MerTobl OpraHu3anuy J0KyMeHToo0opoTa B opranax rocyaapcrsensoro u | I1K-10.3.1
MYHHMIMIIAJILHOTO YIIPaBJIECHUS

4 TexHonoruu 1e10BbIX KOMMYHHKAIUI B YCTHON U ucbMeHHOM opmax Ha | [1K-10.3.1




roCylapCTBEHHOM M MHOCTPAHHOM(BIX) SI3bIKaX B CUCTEME
JIeTIOTIPON3BOACTBAaHA TOCYAAPCTBEHHON U MYHHIIMIIAIBHOM CITY>KObI

I'ocynapcTBEHHOE  PEryjIMpOBaHHUE  OpPraHU3ALUMU  COBPEMEHHOIO
JEJIONPOU3BOJICTBA: CUCTEMA, IPUHLIMIIBI, COJIEPIKAHUE.

I1K-10.3.1

Conep:xaHue MOHATUH «IOKYMEHTAIIMOHHOE 00eCTieyeHne
YIOPABIECHUS» U <IEJIONPOU3BOACTBOY». (CHcTeMa JTOKYMEHTUPOBAHUS.
OOu1re NPUHIUIIBI U XapaKTePUCTHKA.

I1K-10.3.1

Opranuzanus AeJ0BbIX KOMMYHUKALUK HA TOCYAApCTBEHHOMN U
MYHHUIMIIAJIBHON C1yK0€ Ha PyCCKOM SI3bIKE B YCTHOW M NHCbMEHHOM
dopmax

I1K-10.3.1

OcCHOBHBIE TpeOOBaHUS K MOATOTOBKE  JTOKYMEHTOB
MyOJMYHBIX  BBICTYIUICHUMN, IEPETOBOPOB, COBEIAHUM B
TOCYJapCTBEHHOMN W MYHHIIMITAIBHOM CITyKOe.

I1K-10.3.1

HopmaruHas mpaBoBas 6a3a opraHu3anuy JeI0NpOU3BOJICTBA B CUCTEME
rOCYJapCTBEHHOTO U MYHULIUIIAILHOTO YIIPABICHMUSL.

I1K-10.3.1

10

Knaccudukanus ToOKyMeHTOB B cepe yrnpaBieHus. Y HUPHIUPOBaHHAS
CUCTEMa OpraHU3alMOHHO- PACHOPSAUTENbHBIX JoKyMeHTOB (OP/I).
Enunas rocynapcrsennas cucrema nenomnpoussojctsa (EI'CJl). Enunas
rocyJapCcTBEHHasi CUCTEMA JOKYMEHTAIIMOHHOTO 00ECTIICUCHHS YITpaBICHUS
(ETCHOY).

I1K-10.3.1

11

TexHoNOrMM EMTOBBIX KOMMYHUKAIIMI B YCTHOH M MHCBMEHHON (hopmax
Ha TOCYIapCTBEHHOM M HHOCTPaHHOM(BIX) S3bIKaXx B Ipolecce
JOKYMEHTUPOBAHMUS  YIPABICHYECKOM  JEATEIIBHOCTM B OpraHax
roCyapCTBEHHOIO U MYHUIIMIIAIIBHOTO YIIPABJICHUS

I1K-10.V.1

12

Cranmaptuzanus aenoBoi mHpopmanuu. 'OCT P MCO 15489-1 2007
«Cucrema  cragaaptoB 1o  uHpopmauuu, OUOIMOTEYHOMY  H
M3IaTeNbCKOMY Jeny», mocraHoBieHue ['occranmapra PO Ne 11- ot
12.03.2007,  OOmepoccuiickuii  KJIacCU(PHUKATOp  YHIPaBICHUECKOU
nokymenTtaiuu OK 011-92 (OKVY ).

I1K-10.V.1

13

WHCTpyKTUBHBIE ~ MaTepHualbl,  METOAMYECKHEe  pa3paboTKu 10
BBINOJIHEHUIO (DYHKIUI TOCYJapCTBEHHBIX M MYHUIIMIAIBHBIX OPraHOB
yOpaBlI€HUS B OpraHM3aluy  JeaonpousBojacTBa. MHeTpykuus 1o
JOKYMEHTUPOBAHUIO YIIPABIECHUYECKOU IEATEIbHOCTH.

I1K-10.V.1

14

CyImHOCTh ~ KaTeropum  «IOKyMEHT».  KOMIUIeKCHI ~ JOKyMEHTOB,
oOpasyrommecss B TIPOIECCE TOCYAapCTBEHHOTO W MYHHIIMIAIBHOTO
YIIPABJICHHSL.

I1K-10.V.1

15

Crioco6sl 3akperuieHust HHGOPMAIIHH JIJIs1 JOKYMEHTAI[HOHHOTO
UCIOJIb30BaHuA. Pecypchl HCIONb30BaHUs JOKYMEHTA.
MHOropyHKIIMOHATBHOCTH TOKYMEHTA.

I1K-10.V.1

16

Opranu3zanus Jel0BbIX KOMMYHUKAIUNA B chepe TOKyMEHTAllMOHHOTO
o0ecrnedeHns ToCyJapCTBEHHON U MYHULIUIIAIbHON CITY>KOBbI

[IK-10.V¥.1

17

Yuaudukanusa gokymenta. Cucrema yHu(pUKaLKUY, TPUHLUIIBL
OcoOeHHOCTHYHH(PHUKAIIMU B CUCTEME TOCYIapCTBEHHOIO U
MYHUIIUTIAIBHOTO YIPaBJICHHS.

[IK-10.V¥.1

18

Knaccudukanms nokymentoB. llens u npusHaku KiaccupuKammm
ToKyMeHTOB. Buiel nokymenToB. @opmynsap-oOpaser 10KyMeHTa.

[IK-10.V¥.1

19

Opranuzaiys 10KyMeHTO000poTa B TOCYAapCTBEHHON U MyHHUIIUTIAIBHOM
ciyx6e. OdunuanbHble JOKYMEHTBI

I1K-10.V.1

20

OpFaHI/ISaHHSI pa60TBI C BXOJAIIUMH, UCXOAAIUMHU U BHYTPCHHUMU
AOKYMCHTAaMH B OpraHax rocyIapCTBCHHOI'O U MYHUIIUTIAJILHOT'O

IK-11.3.1




YIIPaBIICHUSL.

21

OpFaHI/I3aI_II/I$I KOHTPOJIA UCIIOJHCHUA JOKYMCHTOB B CUCTECMC
rocyaapCTBCHHOI'O U MYHUIIMIIAJILHOT'O YIIPAaBJICHUA.

IIK-11.V.1

22

Opranuzanust paboTel ¢ HHPOPMALMOHHO- CIIPABOYHBIMH
nokymenTamu. I Ipotoko.

I1IK-11.B.1

23

Hoxnannas 3anucka. Crnpaska. 3assienue. JKano6a u ap. Ilpasuna
odopmiteHUs

IK-11.3.1

24

[IpuHIMIIBI OCYIIECTBICHUSI IETOBOI nepenucku. [JJoKyMeHTHl,
o0ecrneunBaroIre 1eJI0BYIO IEPEIHUCKY.

25

Cnyx0a JIOKyMEHTAlMOHHOTO OOeCHedyeHUs YOpaBlIeHUS B oOpraHax
rOCyJapCTBEHHON BJAacTH, MECTHOI'O CaMOYIIpaBJICHUS: YIIPaBJIECHUE
nenamu, oommmii otaen, kanuensipus. CTpykTypa, QyHKINUY, TOTHOMOYHSL.

IK-11.3.1

26

Opranu3anus 1e10BbIX KOMMYHUKALUN U JOKYMEHTOO0OPOTa B
rocy/1apCTBEHHON U MyHMLIMIIAJIbHOU city:k0e. TpeOoBaHus K OpraHuzanuu
JOKYMEHTO0000pOTa B rOCYJapCTBEHHON M MyHUIIMIIAJILHOMN CITyXKO0e.

IK-11.3.1

27

OpraHmauI/m JCITOBBIX KOMMyHI/IKaIII/Iﬁ B JACATCIIBHOCTH CJIy‘)KGI)I
ACIIOIMPOU3BOJACTBA B OpraHax roCyaapCTBEHHOTO W MYHHUIHUIIAJIBHOI'O
YIIPpABJICHUSL.

I1IK-11.B.1

28

Ocy1ecTBIIEHHE 1€T0BbIX KOMMYHHUKALMI IIPU IPUEME, PACCMOTPEHNUN U
perucTpanuu JOKyMEHTa.

IIK-11.B.1

29

OpFaHI/ISaIII/ISI KOHTPOJIA HCIIOJIHCHUA  JTOKYMCHTA B
rocyaapCTBECHHOIO U MYHUIIUIIAJIBHOT'O YIIPAaBJICHUS.

opraHax

[1IK-11.B.1

30

Homenkimarypa nen  opranmsauuu. iaauBuayaibHele,
THIIOBBIE HOMEHKJIATYpBI.

IIPUMEpPHBIE U

[1IK-11.B.1

31

dopmupoBanue 1 0ohopMIICHUE JIeT B OPTaHax TOCYAapCTBEHHOTO U
MYHUIIUIIATIEHOTO YIIPaBICHHUS.

[1IK-11.B.1

32

Opranuzanus XpaHeHHs JOKyMEHTAllUH, Iiepeada JOKYMEHTOB B apXuB.
XpaHeHUe JOKYMEHTOB.

IK-11.B.1

33

JIOKyMEHTUPOBAHUE TPYAOBBIX OTHOILIEHUN B CHUCTEME
roCy/1lapCTBEHHONW MMYHULIUIAIbHON CITYKOBI.

IIK-11.B.1

34

PGFHaMeHTaHI/Iﬂ JAOKYMCHTHUPOBAHUS IMTPOXOKIACHUA FOCYI[&pCTBCHHOfI
CJ'Iy>K6I>I B I[CflCTBymHIHX 3aKOHOAATCJIbHBIX U HOPMATUBHBIX aKTax.

IK-11.B.1

35

JIOKyMEHTUPOBAHHUE OTHOIIEHU MEXK 1y TOCCIIYKAIIUM U €ro
paboTosareseM — rocy1apcTBOM IO TOBOAY UCIIOIHEHUS! pAOOTHUKOM €ro
00513aHHOCTEHN B COOTBETCTBUHU C TPYIOBBIM 3aKOHOJATEILCTBOM

IK-11.B.1

36

OpraHI/ISaHI/I}I pa60TBI C JOKYMCHTaMH, UMCIOIIITUMHU l"pI/I(l) ((CereTHO»»,
«Z[J'ISI CJ'Iy>KG6HOFO IIOJIB30BAHH

IIK-11.B.1

37

JIoKyMeHTUpOBaHUE MPOXOXKACHUS TOCYIAPCTBEHHOMN CITY:KOBI B
anmapatax (eiepaibHbIX OPraHOB TOCYIAPCTBEHHOW BJIACTH M MHBIX
(dhenepalbHBIX TOCYTAPCTBEHHBIX OPTaHOB

IIK-11.B.1

38

Jlenonpon3BoaCTBO B (perepaibHBIX OpraHax UCIIOJTHUTEIIBHON BIACTH:
periiaMeHTalus BeAEHUs JeI0IPOU3BOJICTBA; COCTaB JOKYMEHTOB;
opranm3aiiys paboThl ¢ JOKyMEHTaIHen

[IK-11.B.1

39

Tpe6OBaHI/I$I K IIOATOTOBKE U MPECACTABICHUIO ITPOCKTOB 3aKOHOAATCIIbHBIX
1 HOPMATUBHBIX aKTOB

[IK-11.B.1

40

Oco0eHHOCTH TOATOTOBKHU U 0(POPMIIEHUS OTACIBHBIX BUIOB JIOKYMEHTOB
(dhenepalbHOTO OpraHa UCTIOTHUTENbHOU BiacTh. Crienuduka
YIPaBIECHYECKUX JOKYMEHTOB OPTaHOB rOCYAapCTBEHHOM BIIACTH

IIK-11.B.1

41

CekpeTHoe U KOH(PHIEHITHAIBHOE JIET0NPOU3BOJICTBO OPraHOB
rOCyJ1IapCTBEHHOM BJIACTH.

[IK-11.B.1




42

Opranu3zanus paboThl ¢ TUCbMEHHBIMU OOpAILIEHUSIMU TPaXKAaH

43

JIOKyMEHTUpOBaHHUE MPOXOKIECHHUS aTTECTAIlH FOCYIapCTBEHHBIX U
MYHUIUIATBHBIX CITYXaIIHX.

I1K-10.B.1

44

[TpUHIUIBI ¥ TEXHOJIOTUHU OCYILECTBIIEHUS 3JIEKTPOHHBIX KOMMYHHUKAIMH.
[TonsaTHE 37€KTPOHHOTO JOKyMeHTooOopoTa. [IpenmymiecTa
AJIEKTPOHHOTO HaJl OyMa)XHBIM TOKYMEHTOOOOPOTOM.

I1K-10.B.1

45

lNocynapcTBeHHast MOMUTUKA BHEAPEHUS SIEKTPOHHOTO
JOKYMEHTO00O0pOTa B OpraHax rocy1apCTBEHHOTO M MYHHIIUITAILHOTO
yIpaBJICHHUS.

I1K-10.B.1

46

TexHonoruyu IaeoBOU
KOMMYHHKalAN B
MYHUITUATIAIEHOMN CITY>KOBI

NEPENUCKH U IIEKTPOHHBIX
CUCTEME TOCYAAPCTBEHHOU U

I1K-10.B.1

47

Cucrema aBTOMaTHU3aLuU oOMeHa JIOKYMEHTAMH.
dopmarsl, CTaHJapTHl 0OecrieueHre rapaH THPOBAHHOM JTOCTaBKH
JJIEKTPOHHBIX JTOKYMEHTOB.

I1K-10.B.1

48

Aytentudukanys 1 KOHPUACHINATHHOCT. DIIEKTPOHHO- U(poBas
MOJITUCh

I1K-10.B.1

Bompocs (3amaun) s 3adera / audd. 3ayera npeacrasieHsl B Tabnuiie 16.

Tabnuua 16 — Borpocs! (3agaun) muis 3adera / qudd. 3auera

Ne /i1

[lepedens Bompocos (3amay) st 3auera / qudd. 3adera

Kon
HWHIUIKaTOpa

Y4eOHbIM MJIAHOM HE MPETYCMOTPEHO

HepequL TCM JI1  KYpCOBOI'O HpOGKTI/IpOBaHI/IH/ BBITIIOJIHCHUA

MpeCTaBIeHBI B TadmuIe 17.
Tabmuua 17 — [lepedens TeM ai1si KypcOBOTO MPOSKTHPOBAHMS/BBITIOIHEHUS KYPCOBO pabOTHI

KypcoBOi  paboThI

Ne /i [TpumMepHbIi nepedeHb TeM A7l KypcOBOTO MPOEKTUPOBaHHUS1/BBITOTHEHUS
B KypCOBOH pabOThI
Y4eOHBIM MJIaHOM HE MPETYCMOTPEHO
BOHpOCI)I 1A IIPOBCACHUA HpOMe)KYTOHHOﬁ arTeCTaliui B BHAC TCCTUPOBAHUSA

npecTaBieHbl B Tabmuie 18.

Tabnuua 18 — [TpumepHsIi nepedeHb BONPOCOB JIsl TECTOB

. Kon
Ne n/mt [IpuMepHBIii TepedeHb BOIPOCOB IS TECTOB
WHIUKATOpa
1 3aganne KOMOMHHPOBAHHOTO THMa ¢ BbIOOopoM Heckoabkux | [1K-10.3.1
BAPMAHTOB  OTBeTa M3  NPEUIOKEHHBIX M  Pa3BePHYTHIM

00ocHOBaHMEM BbIOOpa:

Hucmpykyus: TpOYUTAWTE TEKCT, BBHIOEPHTE IpaBUIbHBIC BapHUaHTHI
OTBETa U 3allUIINTE apTyMEHTHI, 000CHOBBIBAIOIINE BEIOOP OTBETOB.
PexBu3uthl «IMbOnema npeanpudtus» u «HanmeHoBaHUE NPEATIPUATHS
pacroararoTcs:

1) B BepxHeii 4acTH JINCTa — CJIEBA B YTy

2) B BepxHeii 4acTH JIUCTA B LICHTPE

3) B HMXKHEW YacTH JHCTa

4) B HoKHEH YyacTH JIMCTa B IPABOM YTy

Kniou:1,2

Obocnosanue: TOCT P 6.30-2003 YHUOUIIMPOBAHHAS
CUCTEMA OPT' AHU3AITMOHHO-PACIIOPSJUTEJIBHOU
JOKYMEHTAIIMUN




Kpumepuu oyenusanus: 3amanne KOMOMHUPOBAHHOTO THIIA C BRIOOPOM
HECKOJIbKUX BapHaHTOB OTBETAa W3 MPEMIOKEHHBIX M Pa3BEPHYTHIM
00OCHOBAaHHEM BBIOOpA CUMTACTCSI BEPHBIM, €CIHM MPABHILHO YKa3aHbI
mudpel U TPUBEACHBI KOHKPETHBIC apTyMEHTHI, HCIOJb3yeMbIE MPH
BBIOOpE OTBETOB.

[TonmHOE coBNaieHue ¢ BEPHBIM OTBETOM OIlIeHHMBaeTcst 1 GanioMm, eciu
JOMYIICHBI OIIMOKH WU OTBET OTCYTCTBYET — () OaioB.

3agaHue OTKPBHITOIO THIA C PA3BEPHYTHIM 0TBETOM

HUncempykyusa: IpountaiiTe TEKCT U 3aMUIIUTE Pa3BEPHYTHII
000CHOBaHHBII OTBET.

Packpoiite nonsatue «NEeKTPOHHBINA TOKYyMEHTOO0OPOT»

Omanonnvlii omeem: DIEKTPOHHBIN JOKYMEHTOOO0POT —
BBICOKOTEXHOJIOTUYHBIN U IPOIPECCUBHBIN

MOJIXOJT K CYyLIECTBEHHOMY MOBBIIIEHUIO 3 ()EKTUBHOCTH pabOThHI
OpPraHoOB roCyAapCTBEHHOM BJIACTH U MECTHOT'O CaMOYIIPaBIICHUSI.
Kpumepuu oyenusanus: 3ananusi OTKpBITOrO THIIA C Pa3BEPHYTHIM
OTBETOM CUUTAETCSI BEPHBIM, €CJIM OTBET COBIAAAET C 3TAJIOHHBIM I10
COJIEp>KaHUIO U MONHOTE. [IpaBUIbHBIN OTBET 3a 3a/1aHKe OI[CHUBAETCS B
3 Oayuta, ecy JIOTyIeHa OHa OIIMOKa/HEeTOYHOCTH/ OTBET MPABUIIBHBIMH,
HO He MOJNHBIN — 1 6ari, ecnu qomymieHo 6onee 1 ommOKu/0TBET
HEMPaBWIbHEIN/0TBET 0TCyTCTBYET — 0 OaIIOB.

I1K-10.B.1

3agaHue 3aKPBHITOrO THIIA HA YCTAHOBJIEHHE COOTBETCTBHUS
Uncempykyus: TlpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBUE

B nenonpoun3BocTBE IpeACTaBICHBI MHCTPYKIIMHU 110 (HOPMUPOBAHHIO
otuyeTa 006 o6beMe 3akymnok. Jlajgee OyayT mpencTaBiIeHbl pa3aeibl U
rpadsl oTuera 06 00beMe 3aKyIOK, KOTOPbIE HEOOXOJMMO BEPHO
pacnpenenuTh.

A. pazMep MUHUMAaJIbHOM 01 1. I'pagpa 7
3aKyIOK B OTHOIIIEHHH TOBapa
b. 06Bem poccuiickoro ToBapa (B 2. I'pacpa 2,3

TOM YHCJIE TOBAPOB, TOCTABIISIEMbIX
IIPY BBITTOJTHEHUN 3aKYITaeMBIX
paboT, OKa3aHMU 3aKyNaeMbIX
yCJIYT), B OTHOIIIEHUH KOTOPOTO B
OTYETHOM T'OJTy B peecTp
KOHTPAKTOB, 3aKIFOUEHHBIX
3aKa34MKaMu, BKIIOUEHA
UH(OPMALIUS O €ro MPUEMKE.

B. uadopmarus o xojie ToBapa 1o 3. I'pada 4
Ob61epoccuiickoMy Ki1accupukaTopy
HPOAYKIMH 110 BUJIaM
YKOHOMHUYECKOH JIeSITeThHOCTH
(OKII/12) OK 034-2014 (KIIEC
2008) 1 HauMEeHOBaHUH TOBapa, B
OTHOILIEHHH KOTOPOTO YCTaHOBJIEHA
MUHHMAJIbHAS JOJIS 3aKYTIOK.

K ka)xao¥i mo3umuu B IEBOM CTOJIOIE MOAOEPUTE COOTBETCTBYIOIIYIO
TTO3UIINIO B TIPABOM CTOJIOIIE:

IIK-11.V.1




3anummure BeIOpaHHbIE IUQPHI 10T COOTBETCTBYIOIIMMHU OyKBaMHU.

A b B
Kniou:

A b B

3 1 2

pa3Mep MUHUMAJIBHOH 10711 3aKkynok | ['pada 4
B OTHOILLICHUHA ’T‘(\R.';lpﬂ
00BEM pOCCHIiCKOro ToBapa (B TOM I'pacpa 7
YHCIIe TOBAPOB, TIOCTABIISIEMBIX TIPU
BBITIOJTHEHUH 3aKyIaeMbIX pabor,
OKa3aHUU 3aKy[IaeMbIX YCIYT), B
OTHOIIEHUU KOTOPOTO B OTYETHOM
TOY B peecTp KOHTPAKTOB,
3aKJIFOUYEHHBIX 3aKa3uMKaMH,
BKJTIOYCHA MHPOPMALIUS O €T0
WpT/IPMR‘P

nH(poOpMaIus 0 Koje ToBapa 1o I'pada 2,3
Obmepoccuiickomy kinaccuduxaTopy
MIPOYKIIMH 110 BUAAM
SKOHOMMYECKO 1eATeTbHOCTH
(OKI1/12) OK 034-2014 (KIIEC
2008) 1 HaMMEHOBAaHUU TOBapa, B
OTHOIIIEHUH KOTOPOT'O YCTaHOBIICHA
MHUHUMAIBHAA JOJIA ?ﬂk'y]'l(\k'

Kpumepuii oyenusanus: 3aganne 3aKpbITOrO THIIA HA YCTAHOBIICHHE
COOTBETCTBUS CUUTAETCS BEPHBIM, €CITH YCTAHOBIIEHBI BCE COOTBETCTBUS
(TIO3UIIMKU U3 OJHOTO CTOJIOIAa BEPHO COTIOCTABIICHBI C TIO3UITUSIMHU
npyroro croibma). [TonHoe coBnaneHre ¢ BEpHBIM OTBETOM
otieHuBaercs 1 6aninoM, HeBepHBIM OTBET UM ero orcyTrcTBue — 0
0amioB

[lepeueHb TeM KOHTPOJBHBIX PabOT MO AUCHUIUIMHE OOydaroluxcsl 3a04HOU (HOpMBbI
o0y4eHus, npeAcTaBiIeHbl B Tabauie 19.

Tabmuma 19 — [MepedeHb KOHTPOIBHBIX pabOT

Ne n/m IlepeyeHb KOHTPOIBHBIX paboOT

He npenycmotpeno

10.4. Meroauueckue  Marepuaibl,  ONpPEAENSIONIMe  HPOIEeIyphl  OLICHWBAHUS
WHJMKAaTOPOB, XapaKTEepHU3YyIOIIUX JTamnbl (OpMHpPOBaHUS KOMIIETEHIMH, coJepxaTcs B
JOKAJIBbHBIX HOpMaTHBHBIX akrax ['YAIIL, pernmameHTHpylOIHUX MOPSIIOK M NPOLERYPY




MIPOBE/ICHUS TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M ITPOMEKYTOUHOM aTTeCTalli 00yJaromuXxcst
I'VAIL

11. Meroaudeckue yKkazaHus i1 00y4arOIUXCsl 0 OCBOCHHIO TUCIUTLTHHBI

11.1. Metonuueckue yka3zaHus s OOyYaroIIMXCA [0 OCBOCHHMIO JIEKLIHOHHOI'O
MaTepuaia

OcHOBHOE Ha3HA4Y€HHE JIEKIIMOHHOIO MaTepuaja — JIOTUYECKU CTPOMHOE, CHCTEMHOE,
ri1y0ooKoe U sCHOE M3JI0KeHHe ydeOHoro marepuana. Ha3HaueHue cCOBpeMEHHOH JEKIHMM B
paMKax JWUCHUIUIMHBI HE B TOM, YTOOBI MOJYYUTh BCIO MH(POPMALMIO MO TeME, 2 B OCBOCHHUH
(GyHIAaMEHTAJIBHBIX MNPOOJIEM JAUCUUIUIMHBI, METOJOB HAY4YHOTO IIO3HAHUS, HOBEHIINX
JOCTIDKEHUHM Hay4HOH MbIciu. B yueOHOM mporecce JIeKIusl BBIIOIHIET METO0JIOTHYECKYIO,
OpPraHU3alMOHHYI0 U UHPOPMALMOHHYIO (YHKUUU. JIEKIUs pacKpbIBaeT MOHATUHHBIN amnmapar
KOHKpETHOW 001acTu 3HaHWA, €€ MpOoOJEMBbI, JaeT LEeIbHOE IMPEICTaBICHHE O IUCIMILIMHE,
IIOKa3bIBAET B3aUMOCBS3b C APYTUMU AUCLUIITIMHAMM.

[Tnanupyemsble pe3ynbTaThl IPU OCBOCHUHU 00YUYaIOUIMMHUCS JIEKIIMOHHOTO MaTepuaa;

— TIOJyYEHUE COBPEMEHHBIX, LIEJIOCTHBIX, B3aMMOCBSA3aHHbIX 3HAaHUH, YpPOBEHb
KOTOPBIX ONPEAEIAETCS LEeJIEBOI YCTAHOBKON K KayKJOM KOHKPETHOU TEME;

— TIOJIyu€HHE OIbITa TBOPUECKOH PabOThl COBMECTHO C IIPENOIaBaTeNeM;

— pa3BuTHE HOPOQPECCUOHANBHO-JIENOBBIX  KAayecTB, JIIOOBM K  IpeAMETy H
CaMOCTOSITEJIbHOTO TBOPUYECKOI'O MBILLICHHUS.

— TOSIBJIEHUE HEOOXOAUMOTO HHTEpECa, HEOOXOIMMOTO [T CAMOCTOSITEIbHON paboTHI;

— TOJy4YyeHUE 3HAHUU O COBPEMEHHOM YPOBHE DAa3BUTUS HAyKH U TEXHUKU U O
IIPOrHO3€ UX Pa3BUTHUS Ha OJVDKaIINe TO/bI;

— HayyuTbCsd METOJUYECKH oOpabarbiBaTh MaTepuasl (BBIAEIATH IJIaBHBIE MBICIU U
MOJIOKEHUS, MPUXOAUTh K KOHKPETHBIM BBIBOAAM, IOBTOPATh MX B  Pa3IUYHbIX
(bopMyIHpOBKax);

— TOJIyueHHE TOYHOTO MOHUMAaHUS BCeX HEOOXOMMbIX TEPMUHOB U MOHATHH.

JlekunoHHBI MaTepua’d MOXKET CONPOBOXKIATHCS JAEMOHCTpalMed ClalIoB U
WCIOJIb30BAaHUEM pa3/laTOYHOrO MaTepuaja TIpU MPOBEACHUH KOPOTKHUX JTUCKycCH 00
0COOEHHOCTSIX IPUMEHEHHUs OTAENbHBIX TEMATHK MO JUCLUIUINHE.

CrpyKTypa npeiocTaBieHUs JEKIIMOHHOTO MaTepuaa:

Tema 1 Ilpeamer, coaeprkanue U 3aJjauu TUCHUIUINHBI

Tema 2 OcHOBHBIE CBOICTBA, (YHKIIMU ¥ TPU3HAKH JOKYMEHTA

Tema 3 O61Iue HOPMBI U TIpaBUIIa OPOPMIICHHSI YIIPABIEHYECKUX JOKYMEHTOB

Tema 4 Cuctema opraHu3allMOHHO-PACcTIOPSIAUTEIbHON JOKYMEHTAIIUH

Tema 5 JlokyMeHTallMOHHOE oO0ecleyeHrne KOJUIerHalbHbIX OPraHOB YIIPaBJICHUS,
OpraHu3aIys COBEIIaHUi, KOHPEPEHIIHH, COOpaHMii

Tema 6 Cucrema cripaBOYHO-UH(OPMAIIMOHHON U aHATUTUYECKON TOKYMEHTALUU

Tema 7 CoBpeMEHHOE JIeTTOBOE MUCHMO

Tema 8 CocraBieHue 1 opopMIIeHHE JOKYMEHTAIUU 10 INYHOMY COCTaBY

Tema 9 Opranu3zanus ¥ TEXHOJIOTUS pPabOTHI C TOKyMEHTaMU

Tema 10 Opranusanus 3J1€KTpOHHOTO JOKYMEHTO000poTa

Tema 11 Opranu3zaius XpaHeHUs TJOKYMEHTOB 1 00ecTieyeHNe UX COXPAaHHOCTH.

Tema 12 Jlenonpou3BOJICTBO MO YCTHBIM M HMUCbMEHHBIM OOpAIlleHUS MIpaXJaH B
OpraHu3aII0

11.2. Meroauueckue yKazaHHs Ul OOYYarOIIUXCS IO TPOXOXKICHHUIO TPAKTHUECKUX
3aHATUI

[IpakTyeckoe 3aHATHE SIBISETCS OJHOW M3 OCHOBHBIX (pOpPM OpraHuzalu y4eOHOTO
rpolecca, 3aKI0Yaromascs B BBIIOJIHEHUN 00y4aloIUMUCS 10 PyKOBOJCTBOM MPENOAaBaTEsI



KOMIUIEKCAa Y4YeOHBIX 3a/laHUil C LENbI0 YCBOCHUS HAYYHO-TEOPETUUYECKUX OCHOB YueOHOM
TUCLUUIUIMHBL, TPUOOPETEHHsI YMEHUI 1 HAaBBIKOB, OIBITA TBOPUECKON ACATEIHHOCTH.

Lesbro MPaKTUYECKOT O 3aHATHS U1 00yJaroIerocs siBJIseTCsl IPUBUTHE 00Y4atOIUMCS
YMEHUH U HAaBBIKOB IIPAKTUYECKON AEATEIbHOCTH 110 U3Yy4aeMOU TUCLUILINHE.

[Tnanupyemble pe3ynbTaThl IPU OCBOCHUHU 00YYAIOUIMMCS IPAKTUIECKUX 3aHATHIA:

— 3aKpeIuvieHue, yryOJeHHue, pacliMpeHHe U JAeTajau3alys 3HaHUW NpU pelieHUH
KOHKDPETHBIX 33/1a4;

— pasBUTHE T[I03HABATENbHBIX  CIOCOOHOCTEH, CaMOCTOSITEIbHOCTH  MBIIUICHHS,
TBOPYECKON aKTUBHOCTH;

— OBJAJCHHE HOBBIMH METOJAMH M METOJMKAMH HM3yYeHHS KOHKPETHOH yueOHOM
JVCLIAIUIAHBL,

— BBIPa0OTKAa CIIOCOOHOCTH JIOTMYECKOI'O OCMBICICHHS IOJYYEHHBIX 3HAHUN JUIs
BBITTIOJTHEHUS 3a/IaHUH;

— obecrieyeHue PalMOHAIBHOTO COYETAHUS! KOJUICKTUBHOM M MHIMBHIYaIbHON (hopm
00y4YeHHS.

TpeboBaHus K IPOBEICHUIO MPAKTUYECKUX 3aHATUN

[IpoBeneHue MPaKTUYECKUX 3aHATUH CTPOUTCA HA 3aKPEIUIEHUH JIEKLIHOHHOTO
MaTepuasa U pe3yiabTaTOB CaMOCTOSITENbHON paboThl CTYAEHTOB C SKOHOMMUYECKON U IIPaBOBOM
auTeparypoil. MoryTt npoBojsTCs B BUJIE pacckasza pedepaToB, a TaK e I'PYIIOBbIE AUCKYCCUU
10 npo0jemMa- TUKE , TJ€ CTYJIEHThl CMOT'YT BBICKA3aTh CBOIO TOUKY 3PEHHUSI.

Metoanyeckue peKoMeHalK K IOJrOTOBKE M 0pOpMIICHHIO pedepaToB.

[Ipuctynass K BBINOJIHEHHUIO pabOThl HEOOXOJMMO BHHMMATEIBHO O3HAKOMHUTBCS C
npeuiaraeMoil TemMatukoil. Mcxoast u3 coOCTBEHHBIX MHTEPECOB, HAIMYMS JIUTEPATyphbl WIH
BO3MOKHOCTH MOJYYUTh €€ B OuOinoTeke, o0ydyaromuicss JOIKEH BhIOpaTh A pabOThl OHY
U3 PEKOMEH1YEMbIX TEM.

Pabotas ¢ 6ubanorpaguueckumMu UCTOYHUKAMHU, CII€AYeT MOMHMTb, YTO IOYTH BO BCEX
KHMraXx MMEETCs CIHCOK JIMTepaTyphl, KOTOPHIN JaeT MpeAcTaBleHUue O Haubosiee 3HauMMBIX
paboTax B COOTBETCTBYIOIIEH HAy4dHOH oOTpaciu. DTO 00Jerdar LeleHanpaBIeHHBIH MOMCK
muteparypsl. [IpreMiaeMbIM KOJIMYeCTBOM JIUTEPATYPHBIX HCTOYHUKOB MOKHO CUUTaTh 10 KHHT.
I'maBHOEe U1 aBTOpa — IOKa3aTh, YTO OH 3HAKOM C BaKHEHIIMMHU paboTaMH MO JaHHOMY
BOIIPOCY U CyMEJI Ha UX OCHOBE BCECTOPOHHE PACKPBITh TEMY.

[TpocMOTpeB OCHOBHYIO TUTEPATYPY, COCTABIISIETE MJIaH PadOTHI.

Janbiie mpucTynaere K HalMCaHMIO YEpHOBHKA paboThl. PaboTy ¢ suTepaTypHBIMU
HMCTOYHUKAMU HEOOXOAUMO MPOBOAUTH B OPME KOHCHEKTUPOBAHUS TEKCTa CBOMMHU CIIOBaMHU, a
He mepenucbiBaHueM ero. KoHcnekT syuiie JenaTh Ha HEOOJbIINX JIUCTaX OymMard ¥ Ha OAWH
JUCT THUCaThb TOJNBKO T€ MaTepHalibl, KOTOpblE€ OTHOCATCA K OAHOMY NYyHKTYy miaHa. [lo
BONpPOCaM, KOTOPBIE BBI3BIBAIOT 3aTPYJHEHHS HEOOXOIMMO MPOBOAUTH HHIUBUAYAIHHYIO
KOHCYJbTallMl0 ¢ ImpenojaBaTeneM. OTpa0oTaB THIATENIbHO YEPHOBUK, MPHUCTYHAeTe K
odopmIIeHHIO pabOTHI HA YUCTO.

Pabora He nomkHa ObITh 00beMHOM (15 mewyatHbix cTpanun). [Ipu opopminennn paboThl
HE00XO0AUMO MPUIEPKHUBATHCSA TPEOOBAHHM K HAIIMCAHUIO KyPCOBOM pabOTHI.

TemaTtuka pedeparos:

1. Uctopust pasButust ciayx0 pabOTel C  JOKyMEHTaluell B  CHUCTEME
TOCYJapCTBEHHOTO yrpasieHus Poccuun

2. Hctopust pa3BUTHsS JEIONPOU3BOJACTBA MU CIYXO JOKYMEHTAIMH: MPHKA3HOE

ACIOIMPONU3BOACTBO, KOJIJICIKCKOC ACIOMMPONU3BOACTBO, HUCITOJTHHUTCIIBHOC IIPON3BOACTBO.
I[CJ'IOHpOI/BBOIlCTBO B COBCTCKYIO 3I10XY.

3. ['ocynapctBenHas apxuBHas ciayx06a B Poccum: wuctopusi, HampapieHHE
JESATENIHOCTH, TOJTHOMOYMS
4. CoBpemeHHblE MpOOJIEMBbl OpraHU3allMud apxXuBHOro Jnena B Poccuiickoif

Denepaunun



S. Cucrema JTOKyMEHTAIIMOHHOTO OOECIEUEHUs! YIPaABJICHUS B TOCYJAapCTBEHHON U
MYHUIIUTIATBHON CITyk0€e: HauMEHOBaHHE, CTPYKTYypa, 3a1a4n

7. OTBETCTBEHHOCTh ~ IOCYJAapCTBEHHBIX M  MYHMLMIAJIBHBIX  CIyXallUX 32
COXpPaHHOCTh HH(pOpPMAIMK HA pabodnX MECTax

8. Crparerus pa3Butus naopmanmonHoro odmiectsa B Poccutickoii @eneparuun

9. MexayHapoaHbie CTaHAapThI, nH(pOpMaIMOHHAS 0e301acHOCTh u
JOKYMEHTOOOOPOT B OpraHax rocy1apCTBEHHOI0 1 MyHULIUIIAIILHOTO YIIPaBJICHUS

10. KOpuamyeckas cuia OQUIHMATBHOIO  JOKYMEHTa. AyTeHTUHUKAIUS U
KOH(HIEHIIMATIBHOCTh OPHUIMATIbHBIX JOKYMEHTOB

11.  OcHOBHblIE MNPUHLIMIBI  COBPEMEHHOI'O  JIEJONpPOU3BOJACTBA B  OpraHax
roCyJapCTBEHHOTO U MyHULIMIIAJIbHOTO yipasieHus Poccuiickoit @enepanuu

12. JlokyMeHTHpOBaHHE NPOXOXKICHHS TOCYIapCTBEHHOH CIyXObl B ammaparax
(benepanbHBIX OPraHOB I'OCYJApCTBEHHON BIACTU M HMHBIX (eAepalibHBIX T'OCYJapCTBEHHBIX
OpraHoB

13.  enompousBoactBO B  (eaepanbHbIX OpraHax HCIHOJIHUTEIBHOM  BIJIACTH:
perimaMeHTanus BEICHHS JENIONPOU3BOJICTBA; COCTAaB JOKYMEHTOB; OpTaHU3alUs pabOTHI ¢
JOKyMEHTanuen

14.  OcobenHHocTu NOArOTOBKM U O(OPMIIEHUS OTIENIbHBIX BHJIOB JIOKYMEHTOB
(benepanbHOro opraHa UCHOJHUTEIbHOM BIaCTH

15,  OcobeHHOCTM JIOKYMEHTHPOBAHHS CIELUAIbHBIX BHUJOB TIOCYAApCTBEHHOM

CIy>)kObl:  BOGHHOH, JIUIUIOMAaTHYeCKOW, HAJIOTOBOM, IMpaBo3allUTHOM (B  ammapare
YIIOJIHOMOYEHHOT'O 110 IIpaBaM YeJIOBEKa).

16. CnyxxebHOE  JEIONPOM3BOJACTBO M AWIUIOMATHYEeCKass  MEepemucka B
MEXTYHAPOIHBIX OTHOIICHHMSIX.

17. CekpeTHoe U KOH(PUACHIIUATIBHOE JAETONPOU3BOICTBO OPraHOB rOCYAAPCTBEHHOM
BJIACTH.

18. KoHTpob B crcTeMe JOKYMEHTOO00POTa OPraHOB TOCYAaPCTBEHHOM BIIACTH.

19.  JlokyMeHTHpOBaHHE MPOXOXKJICHUS TOCYIApPCTBEHHON CIy)KOBI B OpraHax
rOCy/IapCTBEHHOTO YIPaBICHUS

20. OcHOBHBIC  HampaBJICHWS W  TPOOJEMBI  BHEAPEHUS  DIIEKTPOHHOTO
JOKYMEHTOO00O0pOTa B OpraHax ToCyJapCTBEHHOTO U MYHUITUTIAIBHOTO YITPABJICHUS

21. ObecrieueHne HOPUIUYECKONW CHIIBI DJIEKTPOHHBIX TOKYMEHTOB, 3alllUTa WX
IIEJIOCTHOCTH U ayTEHTUYHOCTH

22. [TonsiTHe  PNEKTPOHHOTO AOKyMeHTooOopoTa. [IpemmyiecTBa 3IEKTPOHHOTO
HaJl 0yMa)KHBIM JIOKYMEHTOOOOPOTOM.

23. OcHOBHBIE  HampaBieHHs] U OpoOIEeMBbI  BHEAPEHHUS  DIEKTPOHHOTO
JIOKYyMEHTO000pOTA.

24. Cucrema aBTOMaTU3aluKd OOMEHa TOKyMEHTaMHU.

25. dopmaTel, CcTaHAApTBI, OOECIEYEeHWE TapaHTUPOBAHHOH  JIOCTABKHU

QJICKTPOHHBIX TOKYMCHTOB.

11.3. Meroauueckue ykazaHus UIsi OOYYaIOMIMXCS 110 MPOXOKIACHUIO CAMOCTOSITEITHHON
paboThI

B xone BBITIOJIHEHHS] CaMOCTOSITEIBHOU PabOThI, 00yJarONTUiCs BHITIOIHAET PaboTy 1o
3aJJaHUI0 ¥ TIPU METOJUYECKOM PYKOBOJCTBE INpErojaaBarels, HO 0e3 ero HemocpeaCTBEHHOTO
y4acTHsl.

Jns oOyyaromuxcst mo 3aoyHoi (opme O0ydeHHs, caMoCTOsITeNbHas paboTa MOXKET
BKJIIOYATh B ce0s1 KOHTPOJIbHYIO paboTy.

B mporecce BBITTONHEHUS CaMOCTOSTEIBHOM paboThI, y oOyuaromerocs GpopMupyercs
1esecoodpasHoe MIaHUpPOBaHUE Paboyero BPeMEeHU, KOTOPOE MO3BOJIIET UM pa3BUBATh YMEHUS



Y HaBBIKM B YCBOCHHMHM M CHCTEMATH3AllMH TMPUOOpPETAeMBbIX 3HAHUN, 00ECIeYHBAET BBHICOKUI
YPOBEHb YCIEBAEMOCTH B TMEPHOJ OOYYCHHs, TIOMOTAeT IOJTYYUTh HABBIKM ITOBBIIICHUS
poheCCHOHATBLHOTO YPOBHSI.

MeroauueckuMu ~ MaTepuallaMH,  HANpPaBISIONIMMHU  CAMOCTOSITENIbHYIO — PaboTy
00YYarOIIUX CSISIBIISTFOTCS:

—  y4e0HO-METOJANYECCKHIA MaTepHall 10 JUCIUTLTHHE;

—  METOIUYECKHE YKa3aHUS MO BBITOJHEHUIO KOHTPOIBHBIX PaOOT (151 00yJaroIIuX st
10 3a049HOM popme 0OydeHHS).

11.4, Meroauyeckue YyKazaHUsA I OOYYarONIUXCS IO TPOXOXKISHUIO TEKYIIEro
KOHTPOJIS YCTIEBAEMOCTH.

Tekymui KOHTPOJb YCIEBAEMOCTH NPEIyCMAaTPUBACT KOHTPOJIb KauecTBA 3HAHHMA
00yJaromuXcsi, OCYIIECTBIIEMOTO B TEUECHUE CEMECTpa C IICNIbI0 OICHUBAHHS XOJa OCBOCHUS
JIACIIATIIAHEIL.

11.5. Metoau4eckue yKazaHUs JJisi 0OYyUYaIONMUXCS MO MPOXOKICHHUIO IMPOMEKYTOTHON
aTTeCTallUu.

[Ipomexxyrounast ~ arrectamus  OOydyalOIIUXCA  MpPEaycMaTpUBAET  OICHUBAHUE
MIPOMEXYTOUHBIX U OKOHYATEIbHBIX PE3yabTaTOB 00y4YeHHs MO nuciuiuimHe. OHa BKIIIOYAeT B
ceost:

— D9JK3aMeH — QopMa OICHKH 3HAaHWMW, IOJIYYCHHBIX OOYJaroIIMMCS B IpoOIecce
W3Y4YEeHHS BCEH NUCHUIUIMHBI WM €€ YacTH, HaBBIKOB CaMOCTOSITEIIBHON PabOoThI, CIIOCOOHOCTH
MPUMEHATh MX JJIs PEUICHUs MPAKTHYECKUX 3a1ad. DK3aMEH, Kak IPaBWIIO, MPOBOJUTCS B
MepPHOJ] SK3aMEHAIIMOHHOW CECCHMM U 3aBEpIIAeTCsl aTTECTAIIMOHHOW OLIGHKOW «OTIUYHOY,
«XOPOUIOY, «yAOBIETBOPUTEIBHOY, «HEYIOBIETBOPUTEIILHO.

— DK3aMeH TpOXOJUT B YCTHOW (opMe Ha OCHOBE IEpPEYHs BOIPOCOB, KOTOPHIE
OTpaXalT COJEepKaHUE JACWCTBYIOLIEH pabouelt mporpaMMbl y4yeOHOW  JTUCIUILIMHBIL.
OO6yuatomemycs 3aga€Tcsl JBa TEOPETUUYECKHX BOIMPOCA, HA KOTOPHIE OH JIOJHDKEH OTBETHTH.
Crnucok BOMpOCOB yTBEPKAAOTCS KadeApoil v BBIIAIOTCS CTYACHTaM I 03HAKOMIICHHS.
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