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MuHuCTepCcTBO HayKH U BhIcIIero odpasoBanus PO

o o Dopma
YIIbSHOBCKUI rOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma 1o JUCHHILIHHE

1. HEJA U 3AJAYHN OCBOEHU A JUCIIUITJIMHBI

Heab y4yeOHOW AMCUHMIUIMHBI - MOJATOTOBKA CHEIHMATHNCTA, OO0JIAAAIOUIET0 3HAHUAMHU
MIPABOBBIX, HOPMAaTHBHBIX W OPTraHMU3ALMOHHBIX OCHOB JOKYMEHTAIIMOHHOTO OOECIIeYeHHS
YIIpaBJICHUS, YMEHUSMH TI0 COCTaBJICHUIO U O(QOPMIICHHIO OTACIBHBIX BHIOB YIPABICHYECKHX
JOKYMEHTOB M HaBbIKAMM WX IIPUMEHEHHs Ul pelIeHus 3a7ad  JOKYMEHTalMOHHOIO
obecrieueHns paboThl OPraHOB TOCYIapCTBEHHOM BIACTH M MECTHOTO CaMOYIIPABIICHHUS.

3agauu u3yyeHUs1 JUCHUIINHBI:
- c(opMHPOBATH IETIOCTHOE IPEICTABICHUE O JICIONPOM3BOICTBEHHOM IIPOLIECCE;
- U3y4UTh COBPEMEHHbIE TPEOOBAHUS K JOKYMEHTHPOBAHUIO YIPABICHUECKON NESATENHOCTH U
OpraHu3aiuu padboThl ¢ JOKYMEHTaMH B FOCYJAApCTBEHHBIX OpraHax;
- OBJIQJIETh COBPEMEHHOM NMPAKTUKOM M OpraHu3anueid paboThl ¢ JTOKYMEHTaMU IpPU PELICHUH
CTPATETMYECKUX M ONEPATHBHBIX 33]1a4 OpraHU3allNH;
- COpPHEHTHpOBaTh CTYJIEHTOB Ha aHalu3 COLMAJIBHBIX SBJICHUHM, (UKCHUpYEMBIX B
OpPraHU3allMOHHO-PACIOPAIUTEIBHON  JIOKYMEHTAlMM  OpPraHOB  TOCYJAapCTBEHHOIO  H
MYHUIUIIAJIBHOTO YIIPABIICHHUS.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII
VYuebnas auciuiuinia «OcHOBHI aenonpon3BoacTBa» ([TK-6) Bxoaut B GJIOK AUCIUILINH,
hopMUPYEMBIX YYaCTHHUKAMH OOpa30BaTEIbHBIX OTHOIIEHWH, SBISETCS JUCIUTUIMHOW I10
BeIOOpy OOII GakanaBpuara ®I'OC BO no wnanpasnenuto 38.03.04 «['ocymapcTBeHHOE U
MYHULUIIAJIBHOE YIPABJICHUE» W HAXOJUTCSA B JIOTMYECKOM M COJEP>KATEJIbHO-METOAUYECKOU
CBSI3M C TAKUMHM JUCHHIUIMHAME KaK « AHAIN3 YIpaBieHYeCKOr aesrenpHocTr U ayaut» (ITK-6),
«CoBpeMeHHbIe (PMHAHCOBBIC HHCTPYMEHTHI COLHMANbHOTO mpeanpuaumareiabctBa» (ITK-6),
«OcHOBBI poccuiickoro mapiaamentapusmay (ITK-6).
JJ1s KaueCTBEHHOTO OCBOCHHUSI IMCUUIUIMHBI 00YJaromuics JOJKEH:

3HaTh:
- OCHOBBI YIIPaBJICHUS;
- CUCTEMY IIPAaBOBBIX PErYISATOPOB,;
- 3HaueHHWe HHQOpPMALMUKM B COBPEMEHHOM HH(OpPMAIMOHHOM OOIIeCTBE B I€JIOM U B
npodeccuoHaIbHON 1eATeIbHOCTH,;
- 3aKoHO1aTenbcTBO P®D, pernameHTupyroniee KOMIETEHIIUIO OPraHOB rOCYAapCTBEHHOM BIIACTU
1 MECTHOT'O CaMOYIPABJIEHUS U BUbI TOKYMEHTOB, BOBHUKAIOIINUX B pe3y/IbTaTe peain3aluu UX
HOJIHOMOYHH,
- TpaBOBble TpeOOBAaHMS YCTAHOBIEHUS W COOMIOACHMSI peXUMa OrpaHHYEHHUs IOCTyNa K
nH(pOopMaLIUY, B TOM YHCIIE TOCYAAPCTBEHHOM U MHBIX OXPaHsAEMbIX 3aKOHOM BUJIOB TaliH.
YMETh:
- paboTaTh B TEKCTOBOM PEIAKTOPE;
- paboTaTh B JIOKAJIbHBIX U TTI00ATBHBIX CETAX;
- OPraHu30BBIBATH M MOACPKUBATH QYHKIIMOHHUPOBAHHE NH(GOPMAIIMOHHO-OKYMEHTAIIHOHHBIX
cUcTeM,  O0OecleyHWBaIONIMX  COOMIOJCHHE  PEeXHMOB  OTpaHUYEHHs  JOCTyma K
JOKYMEHTUPOBAHHOUN HHPOpMAIUH;
- AaHaTTU3UPOBATh U YHU(DUIIUPOBATH O(UITHAIBHBIE TEKCTHI,
- HWCIOJB30BaTh 3aKoHOJaTelbHble akThl Poccuiickoii denepanuu, HOpMATHUBHBIE IMPABOBbIE
aKThl M HOPMATHBHO-METOJIMYECKHE JOKYMEHTHI (eepanbHbIX OPraHOB HCHOIHUTENBHOM
BIIACTH MPHU COCTABJICHUU U OPOPMIICHUHU YIPABICHUYECKUX TOKYMEHTOB.
BIIQJIETh:
- o(uIMaTbHBIM CTHIIEM TUCBMEHHON peuH,
- TEXHOJIOTHEH moncka u 00paboTku TpedyeMoil nHpopmaIuu;
- HaBbIKAMHU JIOKYMEHTHPOBAHUSl YIPABICHUECKOW JIEATENIbHOCTH C  HCIHOJIb30BaHUEM
COBPEMEHHBIX TEXHUYECKUX CPEJICTB;
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MuHuCTepCcTBO HayKH U BhIcIIero odpasoBanus PO

o o Dopma
YIIbSHOBCKUI rOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma 1o JUCHHILIHHE

- HaBbIKAMHU NMUCbMEHHBIX KOMMYHUKAIIH;
- HaBBIKAMH PabOTHI C TIPABOBBIMH AKTAMH.

«OCHOBBI JIEJIONPOU3BOJICTBA» SIBISETCS JUCHHUIUIMHON, MPEIIISCTBYIOMICH I TaKuUX
macuuiuind  Kak:  «[Ipemmuruiomuas npaktuka» (I1K-6), «[loarotroBka k caade W cjaada
rocynapctBernHoro sk3ameHa» (I1K-6), «3amura BBITYCKHOW KBaIM(HKALMOHHOW pPabOTHI,
BKJIIOYas [MOJATOTOBKY K MPOIIEYPE 3alIUTHI U mporieaypy 3amuthbi» (I1K-6).

3. HEPEYEHbD I[INTAHUPYEMBIX PE3YJIbTATOB OBYYEHUSA 11O JUCHUIIJIMHE
(MOAYJIO), COOTHECEHHBIX C IJIAHUPYEMbBIMMU PE3YJIbTATAMU
OCBOEHHS OCHOBHOWM MPO®ECCHOHAJIBHOM OBPA3OBATEJBLHOM

MNPOI'PAMMBI
B coBokymHOCTH ¢ ApyruMu aucuuiiimHamu npodeccuonansHoro nukia @I'OC BO no
HanpasieHntro MY mucnumuimHa — «OCHOBBI  JI€JIONPOM3BOJCTBA»  o0OecrednBaeT

UHCTpYMEHTapueM (OpMUPOBAHUSI CIAEAYIOMIMX KOMIIETEHIUI.

Konx 1 HaumenoBanue
peanu3yemMol KOMIETEHIINT

[lepeueHb MIaHUPYEMBIX PE3YIHTATOB 00YUEHHUS T10
JUCHUIUINHE (MOIYII0), COOTHECEHHBIX C MH/IMKATOpaMu

JOCTHXXCHUA KOMHGTCHHI/Iﬁ

3HaTh: pa3paboTku

IK-6 - cnocoGen pa3pabaTbIBaTh NpaBujia, MNPUHIMIBL ¥ [OAXOABI

METOJIUYECKHE u CIIpaBOYHEIE METOAMYCCKUX W CIIPpaBOYHbLIX MaT€puaJioB 10 BOIIpOCaM
MaTepHabl o BOIpocaM | POECCHOHATbHON IeATeNBHOCTH,
JEATENBHOCTH JIUIL Ha JOJKHOCTSX Ymerb: paspabareiBaTh MeTOJ_II/I‘-IeCKI/Ieu A  CIpaBOYHBIE
9] o | MaT€puajbl 10 BOIIPOcCaM MPOPECCUOHATILHOU ACITEIbHOCTH,
FOCYyJIJapCTBEHHOM  TPaKIAHCKOU P p pog &
. . Biaanernb: HaBBIKaMU Pa3pabOTKH METOMUICCKUAX W CIIPABOYHBIX
cyx0b1 Poccuiickoit deneparum, N
N MaTepHaJIOB TI0 BOIIPOCaM MPOQeCCHOHANEHON ACATEILHOCTH
roCyJ1lapCTBEHHOM CITYKOBI
CyOBEKTOB Poccuiickoi
denepanuu, HOJDKHOCTSAX

MYHHUIIMIIAILHOM CITY>KOBI

VYyeOHas QUCHMILIMHA OPUEHTHPOBaHA Ha HcciefoBaHue 3()(HEeKTUBHOCTH OpraHu3aluu
JOKYMEHTOOO0OpOTa, B TOM YHCJE 3JIEKTPOHHOrO, Ha TOCYJApCTBEHHONW M MYHULUIMATbHOU
cinyxx0e P®. TeMbl Kypca OopraHH4eCKH YBA3aHBI C OCOOEHHOCTSIMH PabOThI C JOKYMEHTaMU
PYKOBOJIUTENIEH U CIIEHUAINCTOB B CUCTEME TOCYJapCTBEHHOIO U MYHUIIUIIAJILHOTO YIIPABIICHUS
Ha COBpeMEHHOM oJTare. JlucuuminHa crnocoOcTByeT (OPMUPOBAHUS Y CTYIACHTOB BHJICHUS
BO3MOXHOCTH YIIpaBlieHUs1 HH(OpMaIMel KaK 4aCTH CUCTEMBI CTPATETUYECKOTO YIIPABICHHUS.

N3yuyenue mucruruinabsl «OCHOBBI JENOMPOU3BOJICTBA» OTKPHIBAET MEPCIEKTUBBI IS
YCIEIIHOTO TPOXOXKJCHUS 1O KOHKYPCY B Opranbl TOCYJapCTBEHHOTO UM MECTHOTO
camMoyIpaBJICHUSI.

4. OBIIASA TPYAJOEMKOCTD JUCIHHUIIJINHBI
4.1. O6beM TUCHMILIMHBI B 3a4E€THBIX €IUHMIAX (Bcero) 2 3auéTHple eauHuinbl. OOrmas
TPYAOEMKOCTh AUCIMILINHBI COCTABISAET /2 Yaca, BUA MPOMEXKYTOUHON aTTeCTaIlUH - 3a4€ET.
4.2. O06beM AMCHIUILITUHBI IO BUJIaM y4eOHOHM paboThI (B yacax)

KonndectBo yacoB ((popma oGyuenusi ouHasi)
Bun yae6HO#I paboThI B T.4. IO CEMECTPAM
AYe P Bcero no miany 6 P

KonTakTHas pabota oOydaroniuxcs ¢ 32 32
MIPero1aBaTesieM
AyIUTOpHBIE 3aHATHS: 32 32
JIEKIIUHA 16 16
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MuHuCTepCcTBO HayKH U BhIcIIero odpasoBanus PO
o o Dopma
VIbsHOBCKHMIT TOCYJapCTBEHHbIH YHUBEPCUTET
®-Pabouas nporpamMma 110 JUCUUILIHHE
CEMHUHApbI ¥ IPAKTUYECKUE 3aHATH 16 16
nabopaTtopHbIe pabOThI, MPAKTUKYMBI - -
CamocTrosTenpHas paboTta 40 40

dopma TEeKyIIero KOHTPOJIs 3HAHUN U
KOHTPOJISI CAMOCTOSATEIbHON PabOTHI:

YCTHBIN OIIPOC, pELICHUE
KeiicoB, pedepar,

YCTHBIN OIIpOC,
pELIEHHE KEWCOB,

TECTHPOBAaHUE, KOHTP.paboTa, TECTUPOBAHUE pedepar, TecTupoBaHue
KOJUIOKBUYM, pedepar u ap.

Kypcosas pabora - -

Bunbl mpoMexxyTOYHOM aTTecTaluu 3a4eT 3a4eT
(3K3aMeH, 3a4er)

Bcero yacoB 1o AMCHUIUIMHE 72 72

Bun yue6Hoit paboThl

KonunuectBo vacos (¢popma 00yyeHUs1 OUHO-
3204Has)

Bcero no miany

B T.4. IO CEMECTPaAM

5
KonTakTHas paboTa oOydaronmxcs ¢ 18* 18*
MIPETI0IaBaTeNIeM
AyIMTOpHBIC 3aHATHUS: 18* 18*
JIEKIUHA 8* 8*
CEMUHAPHI ¥ MPAKTUICCKUE 3aHITH 10* 10*
J1a00paTOpHBIC PAOOTHI, MPAKTHKYMBI - -
CamocrositenpHas paboTa 54 54

®dopma TeKylEero KOHTPOJIs 3HAHUW U
KOHTPOJISI CAMOCTOSATEIHbHOU pabOThI:

YCTHBIN OMPOC, PEIICHUE
KeiicoB, pedepar,

YCTHBIN OIpOC,
pelIeHNE KEWCOoB,

TECTHPOBaHHUE, KOHTP.paboTa, TECTUPOBAHUE pedepar, TecTupoBaHUE
KOJUIOKBUYM, pedepar u jap.

Kypcosas pabora - -

Bupl mpoMeKyTOUHOM aTTecTaluu 3a4er 3ayer
(’K3aMeH, 3a4eT)

Bcero yacos o gucCHUAILINHE 12 72

*KonnuectBo wacoB pabotel [IIIC ¢ oOywarommmucs B JUCTaHIUOHHOM dopMmaTte ¢

IIPUMCHCHUECM JJICKTPOHHOTI'O 06y‘ICHI/I$I

4.3. Conepxanue nucHUILUIMHBI (Monyns). PacmpeneneHue 4yacoB mo TemMam M BUAAM
y4eOHOI paboThI
DopMma 00yUeHHUsI OYHASA
Bunpl yueOHBIX 3aHATHI
AynuTOpHBIE 3aHITHS
JAMTOP 3amarus | Cawmo- ®opma
IIpaxtn- | JlaGopa-
B cTosI- TEKYIIIEro
Ha3Banue paznenoB u Tem Bceero YECKUE TOpHBIE
Jlex WHTEpaK- | Telb- KOHTPOJIS
3aHATHSA, | paboTHI, N N
MU THBHOMN Hast 3HaHUH
CeMHHa- | TpPaKTH-
hopme pabora
pHI KyMBI
1 2 3 4 5 6 7 8
Pasnea 1. TepmuHoJiorus, HICTOpUsi M HOpMATHBHAA 0a3za JIOY
1. CoBpemeHHast 3aKOHOIATENbHAas W 6 1 1 - - 4 TECTHPO-
HOPMaTHBHO-METOJMIECKast 6aza BaHHE
JITIONPOU3BOJCTBA
2. CranoBnenue u pa3BHTHE 6 1 1 - - 4 YCTHBII
Jieronpon3BoacTBa B Poccun orpoc
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MuHuCTepCcTBO HayKH U BhIcIIero odpasoBanus PO

YIIbSHOBCKUI rOCY1apCTBEHHBII YHUBEPCUTET Popua
®-Paboyas mporpamMma 1o JUCIUILIIIHE
3. OpraHuzanuoHHbIE (b opmbI 6 1 1 - - 4 TECTHPO-
JIeTIONPOU3BOJICTBA BaHHE
Paznen 2. JlokyMeHTHpOBaHHE YIPABJICHYECKOIl 1eATeTbHOCTH
4, Crpykrypa u coJiepKaHue 8 2 2 - - 4 TECTHpO-
JIOKyMEHTa, TpeOOBaHUS K OOPMIICHHIO BaHHe
JIOKyMEHTOB
5. Cucrema opraHu3alioHHO-TIPaBOBOM 8 2 2 - - 4 pelnieHue
JIOKYMEHTAIHU KelicoB
6. Cucrema pacnopsiiuTenbHON 8 2 2 - - 4 perieHue
JIOKYMEHTaIHU KelicoB
7. Cucrema UH(POPMAITMOHHO- 8 2 2 - - 4 pelieHue
CIIPABOYHOM JJOKYMEHTAIIUU KelcoB
Pa3nen 3. Opranu3anusi padoTsl ¢ JOKYMEHTAMU
8. Opranuszaius JAOKyMEHTOOOOpOTa W 6 1 1 - - 4 TECTUPO-
yIIpaBJICHUsI JOKYM €HTaIeH BaHHe
9. Cucremarmzauuss ¥  XpaHEHHE 8 2 2 - - 4 peleHue
JIOKyMEHTOB KelicoB
10. ApxusHoe aeino B Poccun 4 1 1 - - 2 TECTHPO-
BaHHe
11. CoBpemenHble HH(pOpPMALMOHHBIE 4 1 1 - 2 pelieHue
TEXHOJIOI'UHU B JAOKYMEHTAaTUOHHOM KelcoB
o0ecreueHuH yIIpaBIeHUs
Konrponb - - - - - - pedepar,
3auer
Bcero 72 16 16 - - 40 -
DopMa 00yUeHHUS] 0YHO-3204YHASA
Bupp! yaeOHbBIX 3aHATHIA
AYIMTODHEIC SAHATHA 3aHaTus Camo- dopma
IIpaxtu- | Jlabopa-
Ha3Banue paznenoB u tem Bcero YeCcKHe TOpHBIE b crot- TeKymiero
Jlex HUHTEpaK- | Telb- KOHTPOJIA
105058 3AHATHA, | paboThI, TUBHOM Hast 3HaHUI
CEeMUHa- | TPaKTH-
dbopme | pabota
pbl KyMBI
1 2 3 4 5 6 7 8
Pa3nen 1. TepmuHoJiorusi, icTopusi 1 HopMaTuBHas 6a3a JIOY
1. CoBpemeHHass 3aKOHOIATENbHAas U 7 1 1 - - 5 TECTHPO-
HOPMaTHBHO-METOJUYIECKas 6aza BaHHE
JIETIONPOU3BOJCTBA
2. CranoBneHue u pasBuTHE 6 - - - - 6 YCTHBIH
JenonpounsBoacTea B Poccun orpoc
3. OpraHu3anoHHbIE (bopMEI 6 - 1 - - 5 TECTHPO-
JIETIONPOU3BOJCTBA BaHHE
Pazpnen 2. JlIokyMeHTHPOBaHME YIIPaBJIeHYeCKOIi AesiTeTbHOCTH
4. CrpykTypa u cofepKaHue 8 1 2 - - 5 TECTHPO-
JOKYMEHTa, TpeOoBaHUS K 0POPMIICHHIO BaHHE
JIOKyMEHTOB
5. Cucrema OpraHM3aIMOHHO-TIPAaBOBOMN 7 1 1 - - 5 pelenne
JIOKYM €HTallu1 KENcoB
6. Cucrema pacropsAUTENbHON 7 1 1 - - 5 peleHne
JIOKYM €HTallu1 KENcoB
7. Cucrema nH(popMannoHHO- 7 1 1 - - 5 peleHne
CIPaBOYHON JOKYMEHTAIMU KelcoB
Pazgen 3. Opranusanust padoTbl ¢ JOKYMEHTAMH
8. Opranmzanust JOKYMEHTOOOOpOTa M 7 1 1 - - 5 TECTHPO-
YIpaBJIeHUs JOKYMEHTaIen BaHHE
9. Cucrematmzamst ¥ XpaHEHHE 7 1 1 - - 5 peleHue
JIOKyMEHTOB KeiicoB
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MI/IHI/ICTepCTBOvHayKI/I Y BBICILIET O ?GpaBOBaHI/I}I PO Dopma
VbsSHOBCKUI TOCYJapCTBEHHBIN YHUBEPCUTET
@-Pabouast mporpaMma 1o JUCHHILIHHE

10. ApxusHoe neno B Poccun 6 1 1 - - 4 TECTHPO-
BaHUE

11. CoBpemenHble WH(pOpPMALMOHHEIE 4 - - - 4 pelieHue

TEXHOJIIOTUM B  JOKYMEHTAllHOHHOM KelcoB

obecrieyeHnH yIpaBIIeHUs

Kontpons - - - - - - pedepar,
3auer

Bcero 72 8 10 - - 54 -

5. COAEP) KAHUE JUCHUIIJIMHBI (MOJAYJISA)

B mporecce u3yueHuss AJaHHOW TUCIUIUTMHBI CTYJAEHTHI 3HAKOMATCS CO CIICTYIOIIMMHU
KJIFOUE€BBIMH BOTIPOCAMHU.

Pasnen 1. TepmuHosiorus, ucropusi 1 HopmatuBHas 6a3za 10Y

Tema 1. CoBpemeHHasi 3aKOHOAATeJIbHAsi W HOPMATHBHO-MeToAH4YecKasi 0a3a
AeJ0NPOU3BOACTBA

CoctaB ® CTpyKTypa HOPMAaTHBHOM TIPaBOBOM M  METOAMYECKOM  OCHOBBI
JOKYMEHTAI[MOHHOTO  O0ECTICUEeHHs]  yNpaBJE€HUS, PpPOJb W OOBEKTHl  PEryIUpOBaHUS
3aKOHO/ATEeNbHBIX aKTOB W HOPMATHUBHBIX TIPAaBOBBIX AaKTOB (enepasbHBIX OPraHoOB
WCTIOHUTEIPHOW  BJIACTH, HAIIMOHAJIBHBIX W JIOKAJBHBIX  HOPMATHBHO-METOIUYECKUX
nokymMeHTOB. HasHaueHme © OCOOCHHOCTH WCIOJIB30BaHUSA [ OCYyTapCTBEHHOW CHCTEMBI
JOKYMEHTAIMOHHOTO obecreueHus ynpaieHuu u [IpaBun nemompounsBoacTBa B (deaepalibHBIX
opraHax MCIIOJHUTEIHHOMN BJIACTH.

Tema 2. CTaHOBJIEHHEe U Pa3BUTHE JeJ0NPon3BoaAcTBa B Poccun

[Ipuka3noe nemompon3BoAcTBO Pycckoro rocymapctBa (15-17 BB.) Komnexckoe
JIETTOTPOU3BOJICTBO B TOCYJApCTBEHHBIX YyupexaeHusax Poccum 18 Beka. McnosHutenbHOE
JETOMPOU3BOACTBO B  yupexaeHusix Poccun (19-mau. 20 BB.) JlemompousBOACTBO B
YUpexICHUSAX coBeTckoro mepuwona. OcHoBHbie paszpaborku BHUMJIA/L B obnactu
JIeTIOTIPOU3BOCTBA.

Tema 3. OpranusanuoHHbie ()OPMbI 1eJIONPOU3BOACTBA

3HaueHue OpraHu3aluu JTOKYMEHTAI[MOHHOTO O0eCIeueHus yIpaBiIeHUsI B COBPEMEHHOM
SKOHOMMYECKON ku3Hu Poccun. OpraHuzannoHHO-(QYHKIIMOHANIbHAS CTPYKTYpa CIYXKObI
nenonpousBoacTBa. HopMaTuBHOE peryaupoBaHHe ACSITEIbHOCTU CIIY>KObI JAETOMPOU3BOACTBA.
JIOMKHOCTHOM cocTaB  CIY)KObl JICJIOMPOU3BOJACTBA. PONb CTPYKTYpHBIX MOJApa3ieseHuit
OpraHu3aliy B peanu3anuu QyHKIUI 1e10NpOU3BOICTBRA.

Pa3nen 2. /lokyMeHTHPOBaHUE YIIPABJIEHYECKOI 1eATEJIbHOCTH

Tema 4. CTpykTypa M colep:xaHHe JAOKYMEHTa, TpeOGoBaHMA K 0GOpMJICHHUIO
JOKYMEHTOB

OyHKIMM ¥ BUIBl JJOKYMEHTOB, UX yHHU(uUKanus u cranpaprusauus. Knaccudukanus
NoKyMeHTOB. TpeOoBaHus Kk 6iaHKaM 10KyMeHTOB. IlpaBuia cocraBienus qokymeHnToB. Cocras,
coJiepKaHWe U OCOOEHHOCTH peaju3alMu TpeOOBaHMM K PpACHOJIOKEHHIO M O(OPMIIEHUIO
PEKBU3UTOB IOKYMEHTOB. CTPYKTYypH3allus TEKCTOB YIPaBICHYECKHX JOKYMEHTOB. TpeboBaHUs
K Ka4eCTBY JIOKYMEHTOB.

Tema 5. Cucrema opraHu3aliiOHHO-NIPABOBOH JOKYMEHTAIIUH

JloKyMeHTaJIbHBIH  ()OHJ M TlepedyeHb JOKYMEHTOB, 00pasyloluxcsi B Ipolecce
NeATeNbHOCTH TOCylapcTBeHHOro opraHa. CocTaB, pacmojoXeHHEe U IpaBuia O(QOpPMIIECHUS
PEKBU3UTOB OTAEIBHBIX BHJIOB OPraHU3aIMOHHO-IIPABOBBIX, JOKYMEHTOB. (OcoOeHHOCTH
oopMIIeHHsS OTIENbHBIX BUJOB JOKYMEHTOB, O0Opa3yroIIUXcs, OOpa3yloIluMXcs B MpoLecce
JEATEIBbHOCTH I'OCYIapCTBEHHOI'O OPraHa.

Tema 6. Cucrema pacnopsiauTe/IbHONH JOKYMEHTALMHU

Hasnauenne u cocraB pacnopsAOUTENIbHOW JTOKYMEHTAallMH B  YIIPABJICHYECKOHN
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ACATCIBbHOCTHU opraHa BJIaCTH. PaCHOpHI[I/ITeJILHLIG JOKYMCHTBI, n3gaBacMbIC npu
KOJUJICTUAJIBHOM  IMPUHATUH pemeHHﬁ. PaCHOpHI[I/ITCJILHBIe AOKYMCHTBI, H3AaBaCMbIC IIpH
€AVHOJIMYHOM IIPUHITUU PEILECHUN.

Tema 7. Cucrema nH(pOPMALHOHHO-CIIPABOYHOI JOKYMEHTAIIUU

XapaKTepI/ICTI/IKa OCHOBHbBIX BHI0B I/IH(bOpMaIH/IOHHO-CHpaBOLIHBIX N aHaAJIUTHUYCCKUX
TOKyMEeHTOB. (OCOOEHHOCTH COCTaBIICHHS HMH(POPMAIIMOHHO-CIPABOYHBIX JIOKYMEHTOB B
Pa3IMYHBIX CUTYyalUsl YIPABICHYECKON AESITEIbHOCTU. POJIb U Ha3HAYEHHE JEI0BOM MEPENUCKU
KaK CpeJICTBa U criocoba MHPOPMAIIMOHHOT0 0OMeHa MEX/1y OpraHaMHU BJIACTH, OPraHU3alUIMU,
rpakJaHaAMH.

Paznen 3. Opranusauusi pa6éoThl ¢ JOKYyMEHTaMH

Tema 8. Opranuszanus J0KyMeHT0000pOTa U YNIPaBJIeHUsI TOKYMeHTanuei

[IpuHimnel  opranuzauu  JAoKyMeHTooOopoTa. Ilopsimok ABHMKEHUS JOKYMEHTOB B
OpraHu3allid U OCHOBHBIE 3Tarbl JOKyMeHTooOopota. Llenu, 3amauu W OCHOBHBIE NPUHIUIIBI
peructpanuu. Pa3zpaboTka perucTpanuoHHbIX (opM JOKyMeHTOB. OpraHuzanus KOHTPOJIS
WCIOJTHEHUs TIOKyMeHTOB. [lopsiiok paboThl ¢ oOpartenusmu rpaxaad. OcoOEHHOCTH OpraHU3aIluu
paboThI ¢ KOHGUICHITMATEHBIMU JTOKYMEHTaMH.

Tema 9. CucremaTu3anus M XpaHeHue J0KyMEHTOB

Homenknarypa aen opraHu3alMu Kak cxeMa CHCTeMAaTH3allu JOKyMeHTOB. [IpaBuia
MTOCTPOEHHUS 3ar0JIOBKOB JIEJl U UX CUCTeMaTH3al[ui B HOMEHKJIaType nen. OnpeneneHne CpokoB
XpaHeHUs! TOKyMeHTOB U Jien. [Ipunuunsl GopmupoBanus nen. OcobeHHocTu GOpMUPOBAHUS B
Jiefia pa3InyHbIX KaTerOpUid JOKYMEHTOB.

Tema 10. ApxuBHoe neso B Poccun

[lonsite «apxuBHBIA JOKyMeHT». Knaccudukaius JOKYMEHTOB IO CPOKaM XpaHEHUS.
DkcnepTu3a IEHHOCTH JOKyMeHTOB. lloarotoBka nenm g mepenadyd B apXWB OpraHU3allvu.
Odopmnenue nena: BHYTPEHHsS ONUCh Jejia, JIMCT-3aBEpUTENb Jiela, OOJoKKa Jena.
CocraBnenue omnucedl Ha Jena, nepeiaBaeMble B apxXuB opranuzanuu. Ilopsnox mnepenauu
JOKYMEHTOB W JeJl Ha apxuBHOe xpaHeHHe. Ilopsaok yHHUYTOXKEHHS AOKYMEHTOB M Jied C
HCTEKIIUMH CPOKAMH XPaHEHHUS.

Tema 11. CoBpeMeHHble MH(OPMAIMOHHBIE TEXHOJOTHH B [JOKYMEHTAUMOHHOM
o0ecrieyeHNH yIpaBJIeHUs

CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, HUX Kilaccu(uKaius, OCOOCHHOCTH
BHEIPEHUd U TeHACHUUU pa3BuTus. Cucrema MEXKBEJOMCTBEHHOTO  3JIEKTPOHHOTO
nokymenroobopora (MOJIO): Ha3HaueHue, QYHKIUHM, CTPYKTypa. Buasl a0KyMeHTOB,
nepecbutaeMbix 1o MDJIO. Crpykrypa »snekrpoHHoro coobmenuss MDOJ[O. Cucrema
MEXBEJOMCTBEHHOTO 3JIEKTpOHHOTO B3aumozeiictBus (CMDOB). Ponr CMOB B peanuzanuu
(GYHKIHHI 3JIEKTPOHHOTO MPAaBUTEIIbCTBA.

6. TEMbI IPAKTUYECKNUX U CEMUHAPCKHUX 3AHSATUN

Paznen 1. Tepmunosorus, ncropusi 1 HopmatusHas 0aza JI0Y

Tema 1. CoBpeMeHHasi 3aKOHOAAaTeJbHAsi M HOPMATHBHO-MeTOAMYecKass 0a3a
AeJIONPOM3BOACTBA

dopmar npoBeAEHUS: BHICTYIIJIEHUE C JOKIAJI0M, MYJIbTUMEIUUHON MPE3EHTALINEH.

Bormpocs! st 06cyxaeHus:
1. 3HaueHue JOKyMEHTa B KU3HU YellOBEKa U 00IIecTBa
2. JIOKyMEHTHPOBAHUE IEATEIbHOCTH YIPABIEHYECKUX CTPYKTYP KaK UCTOYHUK BO3ZHUKHOBEHUS
JOKYMEHTalUH
3. Pob TOKYMEHTAIIMOHHOTO O0ECTIEUeHUs B COBEPIIICHCTBOBAHUU TIPOIIECCOB YIIPABICHUS
4. XapakTepucTHKa 3aKOHOJATEIbHBIX M HOPMAaTHUBHBIX akTOB Poccuiickoir ®enepauuu,
HOPMAaTHBHO-METOINYECKUX JOKYMEHTOB u roCyJapCTBEHHBIX CTaHJapTOB,
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perIaMeHTUPYIOIMUN JOKYMEHTAITMOHHOE 00eCTIeUeHUE YIIPaBICHUS
5. IIpumeHseMble TEPMHUHBI U OTPEIEICHUS B JOKYMEHTAIIMOHHOM OOECIEUYCHUH YIPABJICHHUS.
(I'OCT P 51141-98 Jlenonpou3BoJACTBO U apXUBHOE J1€710. TepMUHBI U OIIPEIECIECHMUS)
6. VcrouHmkyu JuIs M3y4deHHsI Kypca: 3aKOHOJATe/IbHBIE W HOPMATHUBHBIC aKThl, HOPMATHUBHO-
METOIUYECKUE JJOKYMEHTBI
3agaHus K CEMUHAPCKOMY 3aHSTHIO!
1. Uzyuutp ocHOBHbIE TepMUHBI W ompexaeneHus mucuummael mo [OCT P 51141-98
«/lenonpou3BoACTBO U apXUBHOE J1€710. TEPMUHBI U OTIPEICTICHUS
2. Tlpoananu3upoBaTh TMOHITHE «IOKYMEHT» MO HOPMATUBHBIM aKTaM, BBISIBUTH CIECIHPUKY
onpeseNneHus
3. CocTaBUTh KPOCCBOP/ MO NOHITUHHOMY anmnapaTy JUCLHUILINHBI
Tema 2. CTaHOB/IeHHE U pa3BUTHE 1eJI0NPOU3BoACTBA B Poccuu
@opmar NpoBeAECHU: BBICTYIIIICHUE C JOKIAI0M, MYJIbTUMEIUMNHON NTPE3EHTALNEH.
Bormpocs! 1t 06cyxaeHus:
1. OcHoBHBICE TIPUYMHBI BO3HUKHOBEHHS JCIOMPOU3BOACTBA KaK CHEIUAIBHOTO BHIA
e TETLHOCTH
2. @aKTOpHI, BIUAIONIME HA COCTOSHHE JCIIONPOU3BOICTBA
3. CpaBHHTEIbHAS XapaKTePUCTHKA (OPM COBPEMEHHOTO JICIIOTIPOU3BOICTBA
4. Jlenonpon3BOJACTBEHHBIE ONEpAIIMU B yupexaeHusx Poccun o pesomtonnu 1917 rona
5. OcoOEHHOCTH COBETCKOM CHCTEMBI OpTraHU3aI|H JICTOTTPOMN3BOICTBA
6. 3HaueHHe oOpraHu3aluM JOKYMEHTAIIMOHHOTO OOECleYeHHs] YIpPaBJIEHHUS B COBPEMEHHOM
SKOHOMHUYECKOH ku3HU Poccun
3aaHus K CEMUHAPCKOMY 3aHATHIO:
1. IlpoBecTn CpaBHUTENBHBIA aHATW3 (HOPM JTOKYMEHTOB, OCOOCHHOCTEH MOKYMEHTHPOBAHMS,
BEJCHUS JIETOMPOU3BOJICTBA HA KakA0M 3Tane pazsutusa [JOY B 1ocoBeTckuil mepuon
2. Ilpoananu3upoBaTh HOPMATHBHYIO 0a3y JETONPOM3BOACTBA HA KaXka0M 3Tare pazsutus [JOY
B JIOCOBETCKHUI MEPUO
3. OnpenenuTh BIUSHUE Pa3BUTUSA TEXHUUYECKHX CPEICTB Ha pPa3BUTHUE JIEJIONPOU3BOJCTBA U
U3MeHEeHUs (POPMBI TOKYMEHTa
4. BpisBuTh 0o01IME U crielprUecKue YepThl pa3BUTHUS JIEIONPOU3BOJICTBA B COBETCKHI Mepro
Y Ha COBPEMEHHOM 3Tare
Tema 3. Opranusanuonsbie (OpMbI 1eJIONPOU3BOACTBA
dopmat npoBeaeHUs: PPOHTATBHBIA MTUCEMEHHBIN KOJJIOKBUYM.
Bomnpocs! koiokBuyma:
1. XapakTepucTika OCHOBHBIX ()OPM AETOMPOU3BOICTBA
2. OYHKIMH U 33]1a41 CIYXKObI AeTOMPON3BOCTBA
3. KBanuduxanronusie TpeOOBaHUS K COTPYAHUKAM CITY>KOBI JIETOIIPOU3BOICTBA
4. Opranuzanus TpyJa pabOTHUKOB CIYKObI J1€JI0MPOU3BOJICTBA
5. Knaccuduxkanus, yaudukanus u CTaHIapTU3AIMS B IEIONPOU3BOJICTBE
6. HopMaTuBHO-MeTOAMUECKHE aKThI, pErIaMeHTHPYIONIUE padoTy CIIYKObI 1€T0NPOU3BOICTBA
7. ®@akTophl, BIMIIONIME HA OPTaHU3AIUIO JEIOMPOU3BOICTBA U TEXHOJOTHIO B YUPEKJICHHUIX
Pa3IMYHBIX YPOBHEH yIpaBICHUS
8. OpranuzanoHHbIe, IPABOBbIE, COIIMAILHBIE U TICUXOJIOTHUYECKHE ACTIEKThI IEIOTIPOU3BOICTBA
9. ABTOMAaTHM3MpOBaHHBIE TEXHOJOTHU OOpPAOOTKH JOKYMEHTOB W HMX BIMSHHE Ha CUCTEMY
JIEJIONIPOU3BO/ICTBA KOHKPETHOW OpraHu3aluu
10. BnusHue xapakTepa yHpaBleHUs, MPHUHIIMUIIOB MPUHITHS YIPAaBICHYECKUX pEIICHUN Ha
OpraHU3aIMIO U TEXHOJIOTHUIO IETOMPOU3BOJICTBA
11. B3auMoCBsI3b JIIOMPOU3BOJICTBA C OpPraHU3aliell BEIOMCTBEHHOTO U TOCYAApCTBEHHOTO
XpaHEHHUsI TOKYMEHTOB
12. TunoBsI€ CTPYKTYPHI IETOMPOU3BOJICTBEHHOM CITYKObI B OpraHu3aIysIX pa3IndHbIX YPOBHEN
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yIIpaBJICHUS

13. Pernamenranus QpyHKIMIA OIpa3IeIeHUI 110 TOKYMEHTAIMOHHOMY OOCITYKHBAHHIO

14. TunoBsle U UHAUBUIYATIbHBIE [I0JIOKEHUS O cityx0e JJOY

15. JlosKHOCTHasE MHCTPYKLUSI KaK OCHOBHOM HOPMAaTUBHBIM JOKYMEHT, OIpEIEISIIOIIMMA

OpraHU3alMOHHO-TIPABOBOE I10JI0KEHHE PAOOTHHUKA

16. UncTpyKums 1o JOKYMEHTAI[HOHHOMY 00€CTIeUeHHIO YIIPABJICHUS - OCHOBHON HOPMAaTHUBHBIN

aKT [0 perjJaMeHTaluy opraiu3anuu u texsosnoruu JOY

17. Tabenp yHu(DUIIUPOBAHHBIX ()OPM TOKYMEHTOB Oopranu3anuu. [lopsmgok pa3paboTku

18. AnnbOoM yHHUPHUIIMPOBAHHBIX POPM JOKYMEHTOB opranuzanuu. [lopsaok pazpaboTku

19. HopmupoBanue Tpyna paboTHHKOB ciyxObl JIOY, THUNOBbIE HOPMATHBBI BpPEMEHH Ha

JIeJIONIPOU3BOJICTBEHHBIE PA0OTHI

20. Pa3menienne CTpyKTypHBIX oipa3ieieHnit ciyxoer JJOY

21. YcnoBus Tpyia, OpraHu3anus 1 000pyIoBaHue pabouruX MeCT

22. TlopsoK XpaHEeHUs TiedaTed, OJJaHKOB U TPaBWIIa TIOJIH30BAHUS HMH

23. DTHKa JeNOBBIX OTHOIIEHHH, IICHXOJIOTUIECKHE aCTIeKThI pabOThI C TOKYMEHTaMHU

24. TloaroToBKa KaJpoB crienuanucToB ciyx06 10V, hopMbl NOBBIIIEHUS X KBATH(DUKAITAT
CrpykTypa oTBeTa Ha BOIIPOCHI KOJNIOKBUYMA:

- TeopeTnyeckas 4acTb (Max 2 pyKOMUCHBIX CTPAHUIIbI);

- MpaKkTU4ecKas yacTh (MIN 2 pyKOMUCHBIX CTPAHUIIBI), /1€ TPUBOIUTCS KOHKPETHAs CHUTYAIHs C

aHaJIM30M B COOTBETCTBUU C TEOPETUUYECKOH dacThio. KOHKpeTHast cUTyalusi MOXKeT ObITh B35iTa

KaK U3 O(pHMIHATIbHBIX HICTOUHUKOB, TaK 0 Pe3yJabTaTaM IPOXOKICHUS IPAKTUKU CTYIEHTA.

Pasznen 2. /lokymeHTHpPOBaHME YIIPABJIEHYECKOM AeSITeJIbHOCTH

Tema 4. CTpykTypa M coJep:KaHue JOKYMeHTa, TpeOoBaHUs K 0(OPMJIEHHIO
AOKYMEHTOB

®dopmat npoBeaeHus: padboTa B MaJlbIX rpynmnax.

Bormpocs! s 06cyxaenus:
1. BoIsBUTH OCHOBHBIE MPU3HAKU KJIACCU(PUKAIIUU TOKYMEHTOB
2. OnpenenuTh HampaBieHUs YHUPUKALUKA B paboTe C TOKyMEHTaMU Ha MpUMEpEe KOHKPETHOM
opraHu3aIuy (opraHa BJIaCcTH)
3. OnpenenuTh HaPaBJICHUS CTaHAapTU3auu B chepe JOY
4. CnpoektupoBaTh Ha ¢popmare A4 ONaHKK TOKYMEHTOB OPraHoOB TOCYJapCTBEHHOHW BIIACTH
(MECTHOTO CaMOYIpaBJICHHUsS) B COOTBETCTBMU C TPeOOBAaHUSMHU HOPMATHBHO-METOIUYECKHUX
JOKYMEHTOB
5. [Ipoananu3upoBaTh OOHEKTHUBHBIC TPUUMUHBI IPUMEHEHUS PEKBU3UTOB
6. Oxapakrepu3oBaTh TpeOOBaHUs, IPEabIBIsIEMbIE K (hopMaTaM OJIAHKOB M pazMepam MoJjei
7. aTh XapakTepUCTUKY NOpAIKa 0(OPMIICHHS PEKBU3UTOB JOKYMEHTOB
8. [Ipoananu3upoBaTh CXEMbI PACTIONOKEHUS KOHKPETHBIX PEKBU3UTOB Ha OJIaHKaX IOKYMEHTOB
9. OmpenenuTh MOHATHE 30HBI YHUDUIIUPOBAHHOW (OPMBI TOKYMEHTAa U CIY:KEOHOTO MO
YHU(DUIUPOBAHHOHN (POPMBI TOKYMEHTA
10. OnpenenuTh ciyxkeOHble OTMETKU
11. Onpenenutb peKBU3HUTHI, IPUIAIOIINE FOPUINYECKYIO CUITY JOKYMEHTY
12. CdopmynupoBare npasuia opopmiieHUs pekBu3uToB B cootBerctBuu ¢ 'OCT P 7.0.97-
2016 «Hamwonanbublii cranmapT Poccuiickoit @enepanuu. CucremMa CTaHAapTOB 10
uHpopmanuy, OUOIHOTEUHOMY M H3JAaTeNbckoMy feny. OpraHu3alMoHHO-PACTIOPSIUTENbHAS
nokymeHnTarus. TpeboBanus Kk 0()OPMICHHUIO TOKYMEHTOB»

3amanus ans paboThl B TPYIIIE:
1. U3 BBIJAHHBIX PEKBU3UTOB COCTABUTH OJIAHK MUChMA B YIIIOBOM H MTPOJOJILHOM IITaMIIe
2. U3 BBIJAHHBIX PEKBU3UTOB COCTABUTH OJIAHK aKTa B YIIIOBOM U MPOJIOJIHHOM IITaMIIE
3. U3 BBIJAHHBIX PEKBU3UTOB COCTAaBUTH OJAHK PACHOPSHKEHHUS B YTJIOBOM U IPOJIOJEHOM
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HITamIe
4. onmpenenuTh PEKBU3UT U3 TPYIIIHI BBIIAHHBIX MPET0AaBaTesieM HH(POPMALMOHHBIX JIEMEHTOB
B COOTBETCTBUU C KOHKPETHBIM 3a/1aHUEM.

Tema 5. Cucrema opraHu3aliioOHHO-NIPABOBOM JOKYMEHTAIlUH

®dopmaT npoBeieHUs: padoTa B MaJIbIX TPYIIIAX.

Bomnpocs! st 06cyxaeHust:
1. ®ynkuuu opraHU3aMOHHBIX JOKYMEHTOB
2. CpaBHUTENbHBIN aHAJIN3 OCHOBHBIX OPraHU3al[MOHHBIX JOKYMEHTOB
3. TpeGoBaHuUs K COCTaBJICHUIO U O(OPMIICHUIO OPraHU3aLMOHHBIX JOKYMEHTOB, OCOOEHHOCTH
o(opMIIeHHS B OpraHax roCyJapCTBEHHOTO U MyHUIIMIIAIIBHOTO YIIPABIICHUS
4. Tlepeuncnute peKBU3UTHI, IPEAYCMOTPEHHBIE HA OPraHNU3alIMOHHBIX JOKYMEHTaX
5.JlaliTe onpeneneHrne OpraHu3alliOHHBIM JOKYMEHTaM.
6. KakoB MopsiIok co37jaHusI TOJDKHOCTHOTO PETJIAMEHTA CITYXKAIIEro

3ananus i paboThl B IpyIIIIE:
1. Ha ocHoBaHMM  yHpaBJIEHYECKOW  CHUTyallud, TPEAJIOKEHHOM  IMpernojaBaresieM,
CaMOCTOSITENIBHO COCTaBUTh (GOPMYJISIp OPraHU3alMOHHBIX JOKYMEHTOB
2. BBIABHTH OMIMOKYU B COCTaBICHUH U O(OPMIICHHH 00pa3I0B OPraHN3allMOHHBIX JOKYMEHTOB,
MIPeII0’KEHHBIX MPEToiaBaTeIeM
3. YCTaHOBUTH HEpapXUIO BHIIOB JTOKYMEHTOB, cojepkanuxcs B Koncturyun PO, npencraBus
€€ B BUJIE CXEMBbI
4. IlpoaHanu3upoBaTb 00pa3lbl JOKYMEHTOB OPraHOB IOCYJapCTBEHHON BIACTU MU MECTHOTO
CaMOYIIPABJICHMSI, SIBJIAIOLUIMXCS TPAaBOBBIMM aKTaMH. BBIIBUTH 00s3aTenbHBI  COCTaB
PEKBU3HMTOB M PACIOJIOKUTH UX Ha popmare A4
5. IlpoananusupoBarh o0Opa3lbl OPraHU3aLUOHHO-HOPMATHBHBIX JOKYMEHTOB OpPraHOB
rOCyJapCTBEHHON BIIACTM W MECTHOIO caMoOylpaBlieHUs. BbIIBUTH 00s3aTenbHBI cOcTaB
PEKBU3HUTOB M PACIOJIOKUTH UX Ha popmare A4

Tema 6. CuctemMa pacnopsiiuTeJIbHOI JOKYMEHTAHH

dopmar nposesieHHs: paboTa B MaJIbIX IPyIIax.

Bomnpocs! st 06¢cyxaenus:
1. dyHKkuMK pacnopsAUTENIbHBIX T0KYyMEHTOB
2. CpaBHMTEJIbHBIN aHAIN3 PACHIOPSAUTENBHBIX IOKYMEHTOB
3. TpeboBaHMsI K COCTABIEHUIO U 0(OPMIIEHUIO PACIOPSIIUTENBHBIX JOKYMEHTOB
4. TlomHOMOuHMS W3AaHUS PaA3IMYHBIX BMJOB OPraHU3ALMOHHBIX M  PACHOPAAUTENbHBIX
JOKYMEHTOB B 3aBUCHMOCTH OT YpPOBHS OpraHa YIpPaBJICHHS M KOMIIETCHLIMM JIOJDKHOCTHOTO
amua

3ananHus A5 paboThl B TpyIIIE:
1. U3yunts TpeOoOBaHMs TOCYIapCTBEHHBIX CTaHAAPTOB MU HOPMATHBHO-METOAMYECKHX aKTOB K
COCTaBJIEHUIO U 0(OPMIICHHUIO PacTIOPAIUTEIbHBIX JOKYMEHTOB
2. Ha3BaTh BU/IbI paclopsAAUTEIbHBIX TOKYyMEHTOB, IPOBECTU UX CPAaBHUTEIbHBIN aHAIN3
3. CocTaBUTh MPOEKTHI PACIIOPAIUTEIBHBIX JOKYMEHTOB Ha OCHOBE B3SIThIX U3 PAKTUKU PAOOTHI
KOHKPETHBIX OPraHOB BJIACTH, UCHOJIb3Ys MOJIEIN-00pa31bl
4. BoIsBUTH OIIMOKU B COCTABJICHUHU U 0(OPMIIEHUH 00pa3LOB paclopsAUTEIbHBIX JOKYMEHTOB,
IIPEVI0KEHHBIX MPEIOIaBaTENEM
5. 3y4nTh KOMIIO3UILIHIO TEKCTOB PacIOPSIUTEIbHBIX TOKYMEHTOB (IOCTAaHOBIIEHHS], PELIECHUS,
MIPUKA3bl, pACIOPSKEHHS)
6. Ilpoananu3upoBaTh 00pa3ibl pacHOPSIUTEIbHBIX JIOKYMEHTOB, IPOTOKOJBI 3acelaHuil
KOJUJIETUH, KOMUCCHIA, TOCTOSIHHO JIEHCTBYIOIMX COOpaHHii OpraHoOB TOCYAapCTBEHHO BIACTH U
MECTHOTO CaMOYIpaBieHHs. BBIABUTH 00s3aTeNbHBINA COCTaB PEKBU3UTOB U PACIOJIOKHUTH UX Ha
¢dopmate A4

Tema 7. Cucrema MH(pOPMALMOHHO-CIPABOYHOI JOKYMEHTAILIUU
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dopmar npoBesieHHs: paboTa B MaJIbIX IPyIIax.

Bomnpocs! st 06cyxaenust:
1. ®yHKIMM UHPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB
2. CpaBHUTENBHBIN aHAIN3 OCHOBHBIX WH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
3. TpeGoBanus K COCTAaBICHHIO UM O(GOPMIICHUIO HWH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB,
0c00eHHOCTH 0(OPMIICHHS B OpraHax rocyJapCTBEHHOTO M MyHUIIMTIAILHOTO YIPABICHHS
4. Cneuu¢uyeckne 4YepTHl COJECPKATEIBHOTO  acreKkra HH(POPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTOB
5. OO6mactp mnpuMeHEHUs HWH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB. lcrnosib3oBaHue
YHUPHUIIMPOBAHHBIX GOpM

3ananus i paboThI B IpyIIIe:
1. HasBaTh BUJBI U MH(GOPMALMOHHO-CIPABOYHBIX JIOKYMEHTOB, MPOBECTH MX CPAaBHUTEIbHBIN
aHaJIn3
2. CocraBUTh MPOEKTH M WH(MOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB Ha OCHOBE B3SITHIX W3
MPaKTUKU PabOThl KOHKPETHBIX OPTaHOB BJIACTH, HUCIIOJIb3YS MOAETN-00pa3Ibl
3. BBIABUTH OMIMOKH B COCTaBIIeHHH ¥ O(hOpMIICHHU 00pa3IoB M MHPOPMAIIMOHHO -CIIPAaBOYHBIX
JOKYMEHTOB, MPEAI0KEHHBIX IIPEToAaBaTeIeM
4. I3yuuTh KOMIIO3UIINIO TEKCTa IPOTOKOJIA U aKTa
5. M3yuuTh KOMIO3HMIMIO TEKCTOB HH(DOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (CIyeOHoe
MMCbMO, TOKJIa/{Has 3aIlliuCKa, CIpaBKa, OTYET U T.1.)
6. Ilpoanamm3upoBath 00pa3ipl WH(POPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB OPraHoB
rOCyJapCTBEHHON BJIACTM M MECTHOIO CcaMoylpaBiieHUs. BbIABUTH 00s3aTENbHBIA COCTaB
PEKBU3HMTOB M PACIOJIOKUTH UX Ha popmare A4

Pa3znen 3. Oprannszanusi padoThbl ¢ JOKYMEHTAMU

Tema 8. Opranusanusi J0KyMeHT0000pOTa U YNIPaBJIeHHsI JOKYMeHTaIu el

@dopmaT mpoBeleHUs: MacTep-kiacc (IMIPOU3BOJICTBEHHOE COBEIIAHUE) C Y4aCTHUEM
rOCy/IJapCTBEHHBIX M MYHHULHUIAJIBHBIX CIY)KalUX YIbIHOBCKONH obOnactu. I[IpumepHblit
repeyeHb BOMPOCOB MPEICTaBJICH B MMPOEKTE perjaMeHTa COBEIIaHuS.

IMPOEKT PEI'JIAMEHTA
NPOBe/IeHUs1 MacTep-KJacca (IPOU3BOJACTBEHHOI0 COBEIIAHMS) 110 TeMe
«JloOKyMeHTAIlHOHHOE o0ecneyeHHe YIIPABJIEeHUsI HA TOCYIapCTBEHHOM IPaskIaHCKON
ciry:k0e»

00.00.2015 2 akaa.daca
MecTo npoBeaenusi: 3ai 3acenanuii [IpaBurenbcrBa (1 3Tax)

5 MuH. 1. IlpuBeTcTBeHHOE CJI0BO HAYAJIbHMKA YIPABJEHUHA HeJONPOM3BOACTBA M
padoThI ¢ 00palICHUSIMHU I'PaKAAH

20 MuH. 2. OpraHm3anusi JTOKYMEHTOO0OpPOTa B OpPraHax HCHOJHUTEIbHOW BJIACTH
YIIbSIHOBCKOH 00J1acTH (COCTAaBJICHHME HOMEHKJIATYPbI JAes, (pOpMHpPOBaHHUE
aes, padbora ¢ apxuBOM)
JIOKIamuuK: MpeCTaBUTENb  YIPABJIECHUS JEJIONPOMU3BOJACTBA M pabOThl C
oOpalieHusIMU TpakaaH

20 MuH. 3. Opranm3anusi JTOKYMEHTOO0OpPOTa B OpPraHax HCHOJHUTEJIbHOW BJIACTH
YIbsiHOBCKOH o00sacTu (permcrpanus, IOCTAHOBKA Ha KOHTPOJb, padora
MAaIIMHOMUCHOT0 0K0PO)
JIOKIauuK: MpPeJCTaBUTENb  YIPABJICHUS JEJIONPOMU3BOJACTBA M pabOThl C
oOpalieHusIMH TpakaaH
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20 MmuH. 4. ABTOMaTH3aluMsl  JIOKYMEHTAIIMOHHOTO  oOeclieYyeHHsl  yNpaBJICHHs:
BO3MOKHOCTH cHcTeMbI «LOotus»
JIOKIaguuK: TPEeACTaBUTENb YIPABJIEHHUS JICJIONPOU3BOJICTBA U PabOTHl €
oOpamnieHusIMu rpakaaH

25 yac 5. Cnenn¢uka opranmsanum padoTbl ¢ JOKYMEHTAaMH B OpraHax BJIACTH
(cucreMa KoHTpoasi mnopydyeHuii ['yOepHaTtopa W oOpamieHWii rpakiaH,
MOJAr0TOBKA K NMeYaTH NMPOEKTOB HOPMATHBHO-NIPABOBBIX AKTOB)
JIOKIaguuK: TPEeACTaBUTENb YIPABJIEHHUS JICJIONPOU3BOJICTBA U PabOTHl €
oOpallleHUsIMHU TpaxaaH

Tema 9. CucremaTuzanus u XpaHeHue J0KyMEHTOB
@opmar NpoBeAECHUS: BEICTYIIIICHUE C JOKIAI0M, MYJIbTUMEIUMHON NTPE3EHTALNEH.
Bormpocs! 1151 06CcyxaeHus:
1. CrpykTypa JOKYMEHTOOOOpOTa, MAapHIPYTHO-TEXHOJIOTHUYECKHUE CXEMBbI  JBUKEHUS
JOKYMEHTOB
2. XapaKTepuCTUKa JOKYMEHTOIIOTOKOB
3. Peructparnus Kaxk KI0UYEBOU AIEMEHT OpraHu3aIlliid JOKyMEHTO000poTa
4. 3HaueHre KOHTPOJIA UCIIOJHEHUS TOKYMEHTOB JUIs PEellIeHUs YIpaBIeHUECKHUX 3a1a4
5. TpaguunoHHast TEXHOJIOTHSI KOHTPOJIS 32 UCIOJHEHUEM JOKYMEHTOB U BHJbI KOHTPOJIBHBIX
KapTouek
6. Homenkiatypa fienm Kak OCHOBHOW YYETHBINH JJOKYMEHT B JICJIONPOU3BOJICTBE
7. [IpaBuia cocTaBieHUsI HOMEHKIIATYpPhI A€
8. HopmatuBHbie TpeOoBaHUsI K POPMHUPOBAHUTO ACIT
9. OcHOBBI OpraHu3aIK TEKYIIEro XPaHEeHUs JOKYMEHTOB
3ananus as paboThl B TpyIIIIE:
1. pa3paboTath u npe3eHToBaTh cBOHYI0 HJI /U1 opranusaruu, cocTosmel u3 6 CTpyKTYPHBIX
nonpazaenenuii: 01 - cekperapmatr (20 gem), 02 - 3amecTuUTeNnh JAUPEKTOpa IO
aMUHUCTPATUBHO-XO03sICTBEHHOHN nesarenbHOCTH (12 mem), 03 - otaen kampoB (25 nen), 04 -
oyxrantepus (25 nem), 05 - kommepueckuit otaen (12 gem), 06 - mpou3BoACTBEHHBIN 1iex (12
nen). [lepedyens fien o oTAenaM BbIJIAET MPENOIaBaTENb.
Tema 10. ApxuBHoe 1es10 B Poccun
dopmat npoBeseHUs: paboTa B MaJIbIX TPYIIaX.
Bormpocs! st 06cyxaeHus:
1. HopmaruBHBIE JTOKYMEHTHI, PErJIAMEHTUPYIOIIME BOIPOCHl OPTraHU3alUU APXUBHOTO
XpaHEHHUsI TOKYMEHTOB
2. TpeboBaHus K MPOBEACHUIO HKCIEPTU3BI IICHHOCTU JOKYMEHTOB, K KOMILJIEKTOBAaHUIO apXHBa
Y OpraHu3aluy XpaHeHUs JOKYMEHTOB
3. HopmaTuBHBIE NOKYMEHTHI, periaMEHTHPYIOIIHE OpraHU3aluio padoThl C AIEKTPOHHBIMU
JOKYMEHTaMU
4. XapakTepHuCTHKa COBPEMEHHOI0 IporpaMMHoro obecneyenus B chepe JJOY
5. [lonstre nnpopmanroHHo-nouckoBbix cucreM (UIIC)
6. [IpuHuns! 1 TpeOGOBaHMS K OpPraHU3allUU 3JIEKTPOHHOTO apXHMBa, OCOOCHHOCTU HKCIEPTU3HI
LIEHHOCTH JIEKTPOHHBIX JOKYMEHTOB
3amanus ans paboThl B TPYIIIE:
1. Pa3paboraiite cucremy AeHCTBUI I CIEIYIOIIMX CUTYaIUil:
- HETIOCPEJICTBEHHOE (PU3MUECKOE YHUUTOKEHHUE, BKIIIOUasi COKUTaHUe, H3MeNIbUeHUE, TTepe3anuch
U CTUpaHUE;
- JanbHeNIIee XpaHEHUE B CTPYKTYPHOM MOpa3/IeiICHNH;
- IEpPEMEIIIEHNE B COOTBETCTBYIOLIEE XPAHUIIUIIIE, OCYILIECTBIIAEMOE 110 KOHTPOJIEM;
- Iepejaya B JpPYryl0 OpraHM3allMIoO, KOTOpas IpHHSAJIa Ha ceds OTBETCTBEHHOCTb 32
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YIIPaBIIEHUYECKYIO JICATEILHOCTD B PE3YJbTaTe PECTPYKTYPHU3ALNHU, TPOAAXKH UIH TPUBATU3ALNH;
- repejaya JOKyMEHTOB B XPAaHWIHIIE, YIIPABIEMOE B MHTEPECaX OPraHU3allui HE3aBUCHUMBIM
MOCTABIIMKOM YCITIYT TIO COOTBETCTBYIOLIEMY KOHTPAKTHOMY JOTOBODY;
- Iepeaya B apXvuB OpraHu3allumg;
- Iepeada B CTOPOHHUE apXUBHBIC YUPEKICHHS
2. CocTaBUTH MPUKA3 O CO3/IaHUM dKcnepTHON Komuccuu (DK) B yCII0BHOM OpraHU3aIiiu
3. CocTaBuTh NpoTOKO 3acenanus OK 00 yHMUTOXEHHUHU Je]1 U U3MEHEHUH CPOKOB XpaHEHUs
4. CocTaBHUTh aKT 00 YHUYTOKCHUH TOKYMEHTOB, YTPATUBIIMX HAYYHO-ITPAKTUYECKOE 3HAUCHUE
5. Odopmuts nena Ans caavu B apXUB OpraHU3aliu

Tema 11. CoBpemeHnHble HWH(POPMANMOHHBIE TEXHOJOTHMH B JAOKYMEHTAIIMOHHOM
olecrieyeHNH ynpaBJIeHUs!

dopmar npoBenieHus: paboTa B MaJIbIX TPYIIaX.

3amaHns K CEMUHAPCKOMY 3aHSTHIO:
1. Ilpoananu3upoBaTh HOPMATHBHBIE JOKYMEHTHI, PETIIAMEHTHPYIOIINE OPraHU3auio paboTHI ¢
AJIEKTPOHHBIMU JJOKYMCHTAMH
2. JlaTb XapaKTEPUCTUKY BO3MOXKHOCTSAM COBPEMEHHBIX TEXHOJOTMA B OTHOLICHHH
JOKYMEHTHUPOBAHUS, JAOKYMEHTOOO0OpOTa M OpraHm3anmuud  paboTel ¢  OQUIIHATBHBIMU
JTOKYMEHTaMH
3. JlaTh XapaKTepUCTHKY TPAJWIIMOHHBIM U COBPEMEHHBIM BO3MOXKHOCTSM HH()OPMAIMOHHO-
MTOMCKOBBIX CHCTEM
4. Ha ocHOBaHWM yHIpPaBJICHUYECKOW CHUTyallUM MPOAHAIN3UPOBATH CIOCOOBI OpraHU3aIluu
JOKYMEHTOO0O0POTa U MPEI0KUTh Hanboiee YPEeKTUBHBIN TSI KOHKPETHOW OpraHu3aIiuu
5. Onpenenuth 3pPexkTHBHOE MporpaMMHOE oOecriedeHne, MPOAHATM3UPOBATh U MPEIOKUTH
CHocoObl ONTHUMH3ALMHN CYHIECTBYIONIETO MPOTPaMMHOT0 O0ECHedeHUs C IENbI0 MOBBIIICHUS
3¢ (HEKTUBHOCTH YIPABIICHHS TOKYMEHTAIIUEH
6. Pa3zpaboTaTh anropuT™M BHEAPECHHS CUCTEMBI YITPABJICHUS JOKYMEHTAIUCH
7. N3y4uTh NPUHIMIIBEI OPTaHU3ALUU JIEKTPOHHOTO apXHBa, ApXUBa 3JIEKTPOHHBIX JOKYMEHTOB
8. M3yuuTh OCOOEHHOCTH OSKCHEpPTU3bl LEHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB, OpraHHU3allH
XpaHEHUS U UCIOIb30BaHUS 3JEKTPOHHBIX TIOKYMEHTOB
9. Ilpoananu3upoBaTh COBPEMEHHOE IMpOrpaMMHOE obecrieyeHrne B cdepe OpraHuszaliu
XpaHEHUS U UCIOIb30BaHUS 3JIEKTPOHHBIX JOKYMEHTOB

7. JABOPATOPHBIE PABOTbBI, IPAKTUKYMbI
Jannblii Bug padbot He npeaycmotper YL

8. TEMATHUKA KYPCOBBIX, KOHTPOJIbHBIX PABOT, PE®@EPATOB

Caymatenu caMOCTOSATENIBHO HPOBOJAT HCCIEAOBAaHUS U BBINOJHAIOT pedepaTsl IO
BOIIPOCaM  OpraHu3alluM  JIOKYMEHTOOOOpOoTa M COCTaBJIEHMs  OpPraHM3allMOHHO-
pacropsIuTenbHONM JOKyMEHTallMM B oOpraHax BiacTd Bcex YypoBHed. Pedepar wmoryr
npeanojaraTb PacKpbITHE TEOPETHMUYECKHMX BOMPOCOB, a TaKKE H3yuyeHHEe U  aHalu3
CTaTUCTMYECKMX JIaHHBIX MO TMpoOieMaM BHEIPEHUs D3JIEKTPOHHOTO JOKYMEHTO0OOpoTa B
cucreme ['MYVY, opranuzanuu pa®oTbl ¢ OoOpallleHMSAMH TpaXKJaH, a TaKKe OLEHKH KayecTBa
COCTaBJICHUS CIIY)KEOHBIX JIOKYMEHTOB B (peliepasIbHbIX, PETHOHAIBHBIX OpraHax BJIACTH U B
OpraHax MECTHOTO CaMOYIpaBJICHUS.

O0bem pedepata He MoXeT mpeBbllaTh 30 MANIMHOMMCHBIX CTpaHULl ¢opmara A4,
mpudr Times New Roman mpudr 14, mexcrpounsiii maTepBan 1,5. Pedepar comepxut
TUTYJIBHBINA JIMCT C yKa3aHUEM TEMBI M €ro aBTOpPa, COAEPIKaHUE, TEKCT, CIHCOK HCIOJIb3YeMOM
muteparypel. CTpykTypa Tekcra pedepara mopkHa OBITh MPHUONHU3UTENBHO CIEAYIOIIAs:
PacKpBIBA€TCSl aKTYaJIbHOCTb BOIIPOCA, BBICKA3bIBAIOTCS MMEIOLIMECS pPa3IUYHbIe MOIXOJBI K
U3YYEHHIO BOIPOCA, MPOBOAMUTCS aHAIM3 MPAKTUKUA U BBIABISIOTCS MPOOIEMBI, MPUBOAATCS
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PEKOMEHJAlU TI0 PEIICHUIO BBISABICHHBIX MpPOOIeM, B 3aKIIOUYEHUH M3JIaraloTCsi OCHOBHBIC
BBIBO/IBI.

Temaruka Hanucanus pedepara no Kypcy «OCHOBBI AETOMPOU3BOICTBAY:
1. TocymapcTBEHHOE pEryJupOBaHUE JOKYMEHTAIMOHHOTO OOECIIeYeHUs YIpPaBICHHUS B
COBPEMEHHBIN NIEPUOL
2. HopmatuBHO-TIpaBOBas 6a3a 3JIEKTPOHHOTO JTIOKyMeHT0oOopoTa B Poccun
3. JlokyMeHTallMOHHOE 0OCTY)KHBaHNE KaK OCHOBHAsl (yHKIMSI OOECTICUCHHSI YIIPaBICHUS
4. Opranuzanus 1 TEXHOJOIUsl padoThl C JOKyMEHTaMU B OpraHax IoCyJapCTBEHHOM BJacTU U
MECTHOTO CaMOYITpaBJICHUS
5. MeTozibl KOHTPOJISl MCIOJIHEHUS MPHUHATHIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax WM
YUPEXKIEHUAX
6. [lenonpon3BoACTBO Kak UH()OPMALIMOHHO-KOMMYHHMKAIIMOHHOE 00eCTIeUeHUE YIPaBIECHUS
7. ApxuBHas cucreMma Poccniickoit ®enepanun
8. DTanbl NPOX0XKJIeHNUS JOKYMEHTOB B TOCY/IapCTBEHHOM OpraHe WM YUpexXICHUN
9. Opranu3zanus IeopON3BOICTBA TI0 IPEUIOKEHHSIM, 3asBICHUSAM H Kajlo0aM rpaxaaH
10. OcobGeHHOCTH Opranu3aluyu 000poTa JOKYMEHTOB, COJIEPKAIINX CIIYKEOHYIO TallHY
11. [IpenmyiiecTBa HyMepanuu JOKYMEHTOB C CIOJb30BaHUEM HOMEHKIIATYPBI JEI
12. TlpoBeneHue 3KCIEpPTH3bl LEHHOCTU JIOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax Wi
YUPEXKJIEHUAX
13. Ocobennoctu paboTsl LleHTpanbHOM 3KCTIEPTHOM KOMHUCCHU TOCYIapCTBEHHOTO OpraHa
14. TlpaBuna cocTaBJIeHUsI OMUCEH €]l MOCTOSIHHOIO XPAaHEHHS M OINKCEH AeN MO JMYHOMY
COCTaBY B TOCYJapCTBEHHBIX OpraHax WIH yUpeKIECHUSIX
15. Ilepegaua nenm Ha BEIOMCTBEHHOE apXMBHOE XpPaHEHHME B TOCYJApCTBEHHBIX OpraHax WIIH
YUPEXKIEHUAX
16. [Ipomecc opranu3anuu J0KyMEHTOOOOPOTa OPraHOB TOCYIAPCTBEHHOU BIIACTH Y JIbTHOBCKOM
obnactu
17. OcoOGeHHOCTH OpraHu3alUu JOKyMEHTOOOOpOTa OpPraHOB MECTHOTO CaMOYIIPaBJICHUS
VY bstHOBCKOM 065acTH
18. PernmamenTanusi mpoIleccCOB JOKYMEHTAIIMOHHOTO OOECIeueHHusl YIpaBieHHs B OpraHax
rocy/1apcTBEHHOW BJIACTH U MECTHOT'O CaMOYIIPaBIICHUS
19. be3nokyMeHTHBIM 00MeH MHGpOpPMAIMEl B OpraHax rocyJapCTBEHHOW BJIACTU U MECTHOTO
caMoOyTpaBlieHUS
20. KoHTpOb UCHOTHUTENBCKON TUCIIUILUIMHBI B OpraHax rocy1apCTBEHHOM BJIaCTU U MECTHOTO
CaMOyTIpaBleHUS: PYYHOU U aBTOMAaTU3UPOBAHHBIN BapUaHT
21. HopmaTuBHBIE MaTe€pHUalbl, OMPENCIAIONNe ACATeIbHOCTh MO JOKYMEHTAIHOHHOMY
o0ecreveHnIo yIpaBIeHHs B OpraHax rocy1apCTBEHHOM BIACTH U MECTHOTO CaMOYIPaBIICHUS
22. ®opmupoBanue nHbopMamoHHO-TiouckoBoii cuctemsl (MIIC) B opranax rocynapcTBeHHOM
BJIACTH M MECTHOTO CaMOYIIPaBIICHUS
23. Poct uHpOpPMAIMOHHBIX TOTOKOB KaK OOBEKTHBHAS pPealbHOCTh HH(POPMAIIOHHOTO
oO11ecTBa: OCHOBHBIE ITYTH peIIeHus MpoosieM HHYOPMAITMOHHON TIeperpy3Ku
24. BaenpeHue KOMIIBIOTEPHBIX TEXHOJOTMH B MpOIEcChl JOKYMEHTOOOpa3oBaHUS MU
opraHu3anuu paboThl C JOKyMEHTAMH B OpraHax TOCYJapCTBEHHOW BJIACTU M MECTHOTO
caMOYIpaBJICHUs
25. MapuipyTsl IBUKEHHUS TOKYMEHTOIIOTOKOB B OpraHax rocyAapCTBEHHOM BJIACTU U MECTHOTO
CaMOYIpaBJIEHUA: UX ONTUMU3ALINS, TIOHATHE ONIEPOTPAMMBI

9. HEPEYEHD BOITPOCOB K 3AUYETY
1. COI[Cp)KaHI/IC N Ha3HAYCHUC ACIIONMPONU3BOACTBA
2. Opranu3anuoHHble (POpMBI JeTONPON3BOACTBA
3. Cﬂy>1<6a ACJIOMPOU3BOACTBA, LCIIN U 3a/1da4H, (pyHKL[I/IOHaJ'H:HOC COACPIKAaHUC ACATCIbHOCTH
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4. 3akononarenscTBo Poccuiickoit @enepanyu B chepe nHGOpMALUKN U JOKYMEHTAIIUN

5. 3aKOHOJATENIHCTBO 00 IEKTPOHHON MOIIHCH

6. Buibl 371€KTPOHHOM MOANKCH U MIOPSIIOK UX IPUMEHEHHUS

7. HopmaruBueiii gnokymeHT «llpaBuna nemompousBoAcTBa B (efepalibHBIX — OpraHax
WCIIOJIHUTENIBHOM BJIACTU», €0 Ha3HAUCHHE

8. HanmoHanbHble CTaHIAaPThI 1O YIPABJICHUIO TOKYMEHTaMU

9. HopMmaTuBHBIE PABOBBIC aKThl OpraHa BIACTH, PETJIAMEHTHPYIOIINE OPTaHU3AIHI0 PadOTHI C
JOKYMEHTaMu

10. WHcTpyKuus 1o Jelonpou3BOACTBY, HOpMaTHBHAs W MeToauyeckas 0Oa3a pa3paboTKu
MHCTPYKLUU O JEJIOIPOU3BOJCTBY

11. bnank 10KymMeHTa, BUJIbl OJIAaHKOB COCTAaB PEKBU3UTOB OJIaHKa

12. CocTaB peKBU3UTOB yJIOCTOBEPEHUS, MOPSIA0K UX 0DOPMIICHUS

13. CnyxeOHble OTMETKH Ha IOKYMEHTE, OPSAJOK UX oopmiieHus

14. Cucrema oOpraHu3allMOHHO-TIPABOBOM JOKYMEHTAIlMM, HA3HAY€HHWE M BHUJOBOW COCTaB
JOKYMEHTOB

15. TloHsiTMe HOPMATHBHOTO IMPAaBOBOIO AaKTa, BHJAbl HOPMATUBHBIX IPABOBBIX AaKTOB
(benepanbHBIX OPraHOB HCIIOTHUTEILHON BIACTH

16. JlomkHOCTHAS MHCTPYKIUS, HA3HaYeHHE JJOKYMEHTa, COCTaBJIeHHe U oopmiieHne

17. Tlpouenypa corjiacoBaHus JOKYMEHTOB, €€ Ha3HAaY€HHWE, BHEIIHEE U BHYTPECHHEE
COTJIACOBaHUE

18. BusupoBaHue TOKyMEHTOB, 0COOEHHOCTH BU3UPOBAHUS PACTIOPSIUTENBHBIX JOKYMEHTOB

19. Cucrema pacnopsauTeIbHON JOKYMEHTAIMU, HA3HAYEHNUE U BUJOBOM COCTaB IOKYMEHTOB
20. Cocrapnenue u 0(hopMIICHHE MMPUKa3a 10 OCHOBHOM JEATEIHHOCTH

21. Iopsaok TOKYMEHTHPOBAHHUS KOJIJIETHAIEHOM (COBEIIATENbHOM) ACATEIHhHOCTH

22. IIpoToKOJ 3acenanus, BUIbI TPOTOKOJIOB, COCTaBJICHUE U 0hopMiIcHUE

23. Cucrema uH(OOPMAIMOHHO-CIIPABOYHOW JOKYMEHTAIlMHM, HAa3HAYCHHE M BHJIOBOW COCTaB
JOKYMEHTOB

24. JlenoBoe MUCbMO, pa3HOBUIHOCTH JIEJIOBBIX ITUCEM

25. CocraByienre 1 0(hOPMIICHHE JIETIOBOTO ITUChMa

26. TekcT ynpaBlieHYeCKOTo TIOKyMeHTa, OOIIre TpeOOBaHUS K COCTaBICHHUIO TEKCTa JOKYMEHTa
27. AKT KaK BHJ JOKYMEHTA, Pa3HOBUIHOCTH aKTOB, 0COOCHHOCTH COCTABJICHUS U O(POPMIICHHUS
28. Ilonstue JOKYMEHTOOOOPOTa, KAuyeCTBEHHbIE M  KOJMYECTBEHHBbIE  IapaMeTpbl
JOKYMEHTOO0OopoTa

29. [IpuHLIUIIBI pallMOHATIBLHON OpraHU3aIi JOKYyMEHTO000poTa

30. OcHOBHBIE ATaMnbl JBWKEHUS MOCTYNAOIIMNX JOKYMEHTOB

31. OcHOBHBIE ATanbl JBUKEHUS OTIPABISEMBIX JOKYMEHTOB

32. ®opmbl U METOBI COBEPIICHCTBOBAHUS TOKYMEHTO000POTA

33. Ha3nauenue U e perucTpauuu JOKyMEHTOB, IPUHLIMIIBI PETUCTPAluU

34. CrpyKTypa pEerucTpallMOHHOIO HOMEpAa MOCTYNAOLIUX, OTIPABISEMbIX U BHYTPEHHUX
JOKYMEHTOB

35. OcHOBHBIE PEKBU3UTHI PETUCTPALMOHHBIX (hopMm

36. OcoOEHHOCTH perUCTpaIMy OTJEIbHBIX BUJIOB JOKYMEHTOB (IIPHUKa3, JeI0BOE MHCHMO)

37. Opranu3anioHHbIE OCHOBBI KOHTPOJISI HCIIOJHEHUS JJOKYMEHTOB (IIOPY4YEHUH)

38. TexHOJIOTUS KOHTPOJIS UCTIOJIHEHUS TIOKYMEHTOB (TTOpyUYEHUIA)

39. CpoKH HCIIOJIHEHUS NOKYMEHTOB, BUJbI CPOKOB, OPAIOK HCUUCIECHUS CPOKOB MCIIOJIHEHHUS
JOKYMEHTOB, NTOPSII0K IEPEHOCA CPOKA UCIIOJIHEHUS JOKYMEHTA

40. OcHOBHBIE 3TaIlbl KOHTPOJIS UCTIOIHEHNS JOKYMEHTOB (TIOPYYEHUH)

41. Opranu3zaius paboTbl HCIIOTHUTENS ¢ JOKYMEHTaMHU

42. HopMaTUBHBIE OCHOBBI U OOIIKE MPUHIIMITBI OPraHU3aluK paboThl ¢ 0OpaIIeHUMU TpaKIaH
43. Buzel obpatieHuii rpaxkjiad, 0coOeHHOCTH pacCcMOTpeHUs oOpaiieHuit rpaxaan PO
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44. TloHsATHE LEHHOCTH JOKyMEHTA, KPUTEPUU LIEHHOCTU JOKYMEHTOB, CPOKU XpaHEHUS
JOKYMEHTOB

45. Opranu3zanys U NOpsA0K MIPOBEIEHUS IKCIEPTU3bI LICHHOCTH JOKYMEHTOB OpraHa BJIacTH

46. Cpoku XpaHEHUs JOKYMEHTOB, KATETOPUH JOKYMEHTOB, BBIJCIIIEMbIX IO CPOKAM XpaHEHMUS,
CPOKH XpaHEHUS AJIEKTPOHHBIX JEJI

47. Ilepeunu TOKyMEHTOB CO CPOKaMH XpaHEHUs, UX IPUMEHEHUE B JAEJIONPOU3BOJICTBE

48. HomeHkmarypa Jen oOpraHa BIAacTH, (YHKIMM HOMEHKJIATyphl [eJ, NPUHIHIBI ee
IIOCTPOEHHUS

49. ®opma HOMEHKJIATYpHI /1€, OCHOBHBIE ATAIbI €€ Pa3padOTKH HOMEHKJIATYphl Jell

50. [IpaBuna cocTaByieHHs 3aT0JIOBKOB JIeJ1 HOMEHKJIATYPHI JEI

51. CornacoBanue M yTBEp»KICHHE HOMEHKJIATYPHI /1€, CPOK JIEHCTBUS HOMEHKJIATYphl Jell, €€
BEJICHUE U KOPPEKTUPOBKA

52. ®opmupoBaHHEe Ae B JI€IONPOU3BOJICTBE, OCOOEHHOCTH (OPMHUPOBAHUS B JIeNa OTAEIbHBIX
KaTeropui JOKYMEHTOB

53. Bugpl onuceit e, OCHOBHBIE IPUHIUITBI U TOPSIIOK COCTABIICHUS OTTUCEN JIET

54. JludHO€ nemo0 TOCYJApCTBEHHOTO TIPa)KJaHCKOTO CIYXKaIlero, cOCTaB JOKYMEHTOB [I€fa,
0COOEHHOCTH €ro (GopMHUPOBAHUS

55. Opranuzanus paboThl 10 YHUUTOKEHHUIO TOKYMEHTOB C UCTEKIIMMH CPOKAMH XpaHEHUS

56. OdopmiieHne e Mpu WX Tepeiade Ha apXUBHOE XpPaHECHHE

57. Ilonatue «MHPOPMAIIMOHHASA CHCTEMA AIIEKTPOHHOTO JTokyMeHToobopotay (CO/]), pyHkunu
Co

58. HopwmaruBHbie  TpeOoBaHuMs K  HHPOPMAIMOHHBIM  CHCTEMaM  D3JEKTPOHHOTO
JTOKYMEHTO000pOTa

59. TloHATHE «ANEKTPOHHBIA JOKYMEHT», OCHOBHBIC NPHUHIIUIBI OpPraHU3alid padoThl C
AIIEKTPOHHBIMU JOKYMEHTAMHU B JI€JIOMPOU3BOJICTBE

60. HaznaueHne CHUCTEMBI MEKBEIOMCTBEHHOTO JJICKTPOHHOTO AOKyMeHTooOopoTa (MDJ10),
cTpykrypa M3/10

10. CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIUXCSA

DopMma 00yUeHHUSI OYHASA

HaumenoBanue pa3zenoB u TeMm Bun camocrostensHON paboTHI O0beM dopma KOHTpOIA
(mpopabotka yuebHOro MaTepuana, | B4Yacax | (IpOBepKa pemieHHs
peuenue 3agad, pedepat, JOKIAL, 3anay, pedepara u
KOHTpOJbHAs paboTa, MOATr0TOBKA K ap.)

cliave 3a4eTa, 9K3aMeHa | JIp.)

Pasznea 1. TepmuHoJiorusi, HCTOPHsI U HOpMaTHBHas1 6a3a JIOY

1. CoBpemeHHass 3aKOHOAATENbHAS U TECTHPOBaHUE 4 MpOBEpKa TecTa
HOPMaTHBHO-METOANIECKAS Oasa
JIETIONPOU3BOJCTBA
2. CraHoBiICHHE u pa3ButHe | mpopaboTKa yaeOHOro MaTepuaia 4 YCTHBIN OTIPOC
JenonpousBojcTsa B Poccun
3. Opraan3anuoHHBIE (hopMBI TECTHPOBaHNE 4 MIpOBEpKa TecTa
JIETIONPOU3BOJCTBA

Pa3nen 2. JlIokyMeHTHPOBaHHE YIIPABJIEHYECKOM AeSITeJIbHOCTH
4, Crpykrypa u coepKaHne TECTHPOBaHNE 4 MIPOBEpKa TecTa
JOKYMEHTa, TpeOoBaHUS K 0POPMIICHHIO
JIOKyMEHTOB
5. Cucrema OpraHM3alMOHHO-TIPAaBOBOMN pemenue KeiicoB 4 NPOBEPKA  pelIeHHs
JOKyMEHTAIHU KeiicoB
6. Cucrema pacnopsANTEeTLHON pemenue KeiicoB 4 MPOBEPKa TECTa
JIOKyMEHTAIHU
7. Cucrema nH(popMannoHHO- penienue KeiicoB 4 NPOBEPKA  penIeHus
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CIpaBOYHON TOKYMEHTALUH | | | KelCcoB

Paznen 3. Opranusanusi paGoTsl ¢ JOKYMEHTAMHU

8. Opranuzanust JOKYMEHTOOOOpOTa W TECTUPOBaHHUE 4 IIpOBEpKa TecTa
yIIpaBJICHUsI JOKYM EHTaIHeH
9. Cucrematmzauust ¥  XpaHEHHE pelieHne KecoB 4 NpOBEpKa  pelIeHus
JIOKyMEHTOB KeilicoB
10. ApxuBHoe nieno B Poccun TECTUPOBAHUE 2 MIPOBEPKA TECTA
11. CoBpemenHble WH(pOpMaLMOHHEIE pelieHne KecoB 2 NpOBEpPKa  pelIeHus
TEXHOJIOTMM B  JOKYMEHTAlMOHHOM KeiicoB
o0ecrieueHNH yIpaBIIeHUs
Konrpons HanucaHue pedepaTa, HOAroTOBKa - npoBepka  pedepara,
K caye 3aueTa 3ayer
dopMma 00yUeHUs1 0YHO-3204HAS
HaumenoBanue pazzienoB u Tem Bun camocTosITebHOM PaboTHhI O0Bvem dopma KOHTPOIS
(mpopabotka ydeOHOro Marepuana, | B 4acax | (IpoOBepKa pelleHus

peuieHue 3anay, pedepar, 10KiIa,
KOHTpPOJIbHAs paboTa, MOArOTOBKA K
cliaye 3a4eTa, 9K3aMeHa U Jp.)

3a1a4, pedepara u
p.)

Paznes 1. Tepmunosorus, ucTopusi 1 HopmaTuHas 6aza JI0Y

1. CoBpemeHHass 3aKOHOIATENbHAs U TECTUPOBAHHE 5 MpoBepKa TecTa
HOPMaTHBHO-METOANYECcKast 0aza
JeTIONPOU3BOCTBA
2. CraHoBneHUE u pasBuTHE | TpOpaboTKa yueOHOro Marepuaia 6 YCTHBIH O1poc
JenonpousBozcTsa B Poccun
3. OpraHu3anuoHHbIC (b opmbl TECTUPOBAHHE 5 MpoBEpKa TecTa
JIeTIONPOU3BOJCTBA
Paznes 2. JlokyMeHTHpPOBaHHE YIIPABJICHYECKON 1eATeIbHOCTH
4. Crpykrypa u coJiepKaHue TECTUPOBaHHE 5 MIpOBEpKa TecTa
JIOKyMeHTa, TpeOOBaHUsI K OOPMIICHHIO
JIOKyMEHTOB
5. Cucrema OpraHHM3aIlMOHHO-TIPABOBOM pelIeHne KencoB 5 [IPOBEPKA  PELICHUS
JIOKYM €HTallu1 KEHCoB
6. Cucrema pacropsAuTeNnsHON penieHne KeiicoB 5 MIpOBEpKa TecTa
JOKYMEHTAllUU
7. Cucrema nH(pOpMaIMOHHO- penieHne KeiicoB 5 MpOBEpKa  peIIeHHs
CIIPABOYHON JOKYMEHTALUU KEHCoB
Pa3nen 3. Opranusanus padoTsl ¢ JOKYMeHTAMH
8. Opramzammsi IOKYMEHTOO0OpOTa M TECTHPOBaHNE 5 MpOBEpKa TecTa
YIpaBICHUS JOKYM EHTAIMEH
9. Cucremarm3zauss ¥  XpaHCHHE penieHne KeicoB 5 MPOBEpKa  peIICHHs
JIOKYMEHTOB KEeNcoB
10. ApxuBHoe geino B Poccun TECTHPOBaHHNE 4 MpOBEpKa TecTa
11. CoBpemenHble HH(pOPMAMOHHBIC penieHne KeicoB 4 MPOBEpKa  peIICHHS
TEXHOIOTMM B  JOKYMEHTALMOHHOM KeiicoB
00ecTieYeHNH yIIPaBIICHAS
KonTpons HanucaHue pedepaTa, HOArOTOBKA - nmpoBepka  pedepara,
K cllade 3aJeTa 3a4er

a(b(beKTI/IBHOCTb JICKOHUOHHBIX W  MPAKTUYCCKUX 3aHATHA  TIO KypCy «OCHOBBI

ACIIOMMPOU3BOACTBA» 3aBUCUT OT Ka4YC€CTBa CaMOCTOSITEIIbHOM pa6OTBI CTYACHTOB. HpI/I

MOATOTOBKE K 3aHATHAM CTYACHTY ITOJIC3HO:
- U3YUUTH TCOpCTI/I‘-ICCKI/Iﬁ MaTepurall 1o JIaHHOU TeMe (KOHCHCKT 38.H${TI/I}I);
- O3BHAKOMUTHBCA C JIHTCp&TypOfI, pCKOMCHI[OBaHHOﬁ NpenoaaBaTCIICM;

- BBIIIOJIHUTD 3aAaHUs, IPCIJIOKCHHLBIC ITPCTIO AABATCIICM K 3aHATULO,

®opma A
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o0CyIMTh UX C MpenoJaBaTeIeM WK Ha 3aHATUY;
- 3aHUMAThCSI CAMOCTOSITEIBHBIM MTOMCKOM JIOTIOJIHUTEILHON JINTEPATypPhI IO U3ydaeMoi TeMe.

CamocrositenpbHas padoTa TpHU3BaHA 3aKPENHUTh W AKTHBH3HPOBATH TEOPETUUYECKUE
3HAaHUS W TIPAKTHYECKHE HABBIKM, IOJIydCHHBIE CTYACHTAMHM Ha JIGKIUAX U Ja0OpaTOPHBIX
3aHATUAX. YacTh BpEMEHH, OTBEIEHHOTO Ha CaMOCTOSITEIbHYIO paboTy, TOJKHA UCTIOIH30BATH CS
Ha TOJIrOTOBKY K ayIWTOPHBIM 3aHATHSM, Jpyras 4acTb - Ha OCMBICJICHHE pPe3yJIbTaTOB
CEMHMHAPCKUX 3aHSATHM.

[Ipu opraHM3anmu NPAKTUYECKUX 3aHATUNH HCHOJB3YIOTCS: Pa300p KOHKPETHBIX
cutyanuid (KeHChl), BBINOJHEHWE NPAKTUYECKUX pPadOT B MajbIX TpyIIax, TECTUPOBaHUE,
MOJrOTOBKA pedepara.

JUJ1s1 JTydnIero yCBOSHHS MOJIOKEHUIA AUCITUTUINHBI CTYIEHTHI JIOJKHBI:

- TIOCTOSHHO ¥ CHCTEMAaTHYeCKH C HCIOJIb30BaHUEM pPEKOMEHJIOBAaHHOW JIMTEpaTypsl |
AIIEKTPOHHBIX HCTOYHUKOB HH(POPMAIINH 3aKPETUISITh 3HAHUS, TOJTyICHHBIE HA JICKINAX;

- HaXOJWTh PEIICHUs MPOOJIEMHBIX BOIPOCOB, MOCTABICHHBIX MPETIOIaBATEIIEM B XOJ€ JICKIIHIA,
CEMUHAPCKUX 3aHITHUH;

- PerylsipHO H CBOEBPEMEHHO U3y4yaTb MarTepual, BBIJAHHBIA IperojaBareieM Ha
CaMOCTOSITENIbHYIO POPAOOTKY;

- PETYISPHO OTCIICKHUBATH M HCIOIB30BaTh WHPOPMAIINIO, HAWICHHYO Ha CTICIUAIN3HPOBAHHBIX
calTax.

CamocrosaTenbHass paboTa  CTYIEHTOB CTPOMTCS Ha OCHOBE  MCIIOJIb30BAHMS
OUCTAHLIMOHHBIX TEXHOJOTMiM oOydeHHus, TMpH KOTOpOM oOpa3oBaTelbHbIE PECYPCHI
pa3pabaThIBalOTC Ha 0a3e MHOXECTBA pPa3HOOOpA3HBIX CPEJCTB: IEUaTHBIC MaTepHUaIbI,
ANIEKTPOHHBIE JIEKIIMH, 3JEKTPOHHBIE >KypHalbl, YAAJEHHBIM JOCTYNl K MPOTpaMMHBIM
CpeacTBaMm.
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11. YYHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECIIEUEHUE
JAUCHUIIJINHBI
a) Cnucok peKoMeHyeMoii JJUTepaTyphl
OCHOBHAasl JINTepaTypa:
1. I'po3oBa, O.C. Jlenompou3BoACTBO: y4eOHOE MOcoOue s aKaJeMHYecKoro OakaraBpuata/
O.C.I'po3oBa. - Mocksa: U3garensctBo IOpaiit, 2019. - 124 c¢. - (YHuBepcuretsl Poccun). -
ISBN  978-5-534-06787-3. -  Tekct: oanekrponnsiii/ 3BC  HOpaiir  [caiiT]. -
URL:https://www.biblio-online.ru/bcode/438790
2. Konpmukuna, T.b. JlenoBble KOMMYHHKAIUH, JOKYMEHTOOOOPOT W JIEIOMPOM3BOJICTBO:
yaeOHoe ocobue s npukiiaaHoro 6akanaspuara/ T.b.Komemmkuaa, N.B.IlyctuHa. - 2-¢ u3.,
ucnp. u Joir. - Mocksa: M3garensctBo FOpaiit, 2019. - 163 c. - (bakanasp. [IpuknamHoit kypc). -
ISBN  978-5-534-07299-0. -  Tekct: oamektponnsiii/ 3BC  HOpaiir  [caiiT]. -
URL:https://www.biblio-online.ru/bcode/437256
JAOMOJTHUTE/ILHASI IUTEpaTypa:
1. TOCT P 7.0.97-2016. Hanmonamensiii cranmapt Poccuiickoii ®enepanuu. Cucrema
CTaHAapTOB TO WHpOpMaNKK, OMOTMOTEUHOMY W H3AATENbCKOMY Jeny. OpraHu3airOHHO-
pacrnopsauTenpHas JToKyMeHTalus. TpeOoBaHus Kk opopmiieHHI0 JOKyMeHTOB (yTB. [Ipukazom
Poccranmapra ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018). - Teker: anexrponusiii// CIIC
Koncynerant [Tnroc. - 2019
2. Tlpukaz ®enepanpHoro apxwBHOTO areHTcTBa OT 11.04.2018 Ne 44 «OO0 yTBepX)aeHUU
MPUMEPHON MHCTPYKIMK O AEJIONPOU3BOJICTBY B FOCYAapPCTBEHHBIX OpraHU3alUsIX». - TeKcT:
anexkrponHbIi// CIIC KoncynpranT Ilmroc. - 2019
3. Kysuenos, M.H. JlokymeHnTannonHoe obecrieueHue ymnpasiaeHUs. J[oKyMEeHTOOOOpOT u
JICIOTIPOM3BOJICTBO: YUCOHHK M MPAKTUKYM I IpukiagHoro OakamaBpuarta/ M.H.Ky3nenos. -
3-¢ m3a., mepepabd. m gom. - MockBa: M3marensctBo FOpaiit, 2019. - 461 c. - (bakamasp.
[TpuknagHoit kypc). - ISBN 978-5-534-04275-7. - Tekcr: sanexrponnsiii// ObC KOpait [caiit]. -
URL.:https://www.biblio-online.ru/bcode/431759
y4eOHO-MeTOoAMYecKas JuTeparypa:
1. Mopo3zoa T.B. Mertoauueckne yka3aHUs 10 OpraHU3alMH CaMOCTOSTEIBHOW pPadOThI
CTYICHTOB MO AucuuIuinHe «OCHOBBI JIEIOMPOU3BOJCTBAY: MJIs CTYIEHTOB OakanaBpuara IO
HanpapieHuo noarotoBku 38.03.04 «['ocynapcTBEHHOE M MyHULIMIAIBHOE YIIPABICHHUE)» BCEX
dbopm obyuenus/ T.B.Mopozopa; Yul'Y, NUDub, Kad. skoH.aHamm3a W TOC.ylpaBieHUS. -
VYaesnoBek: Ynl'Y, 2019. - 3arun. ¢ skpana; HeomyOnukoBaHHBIN pecypc. - DIEKTPOH. TEKCTOBBIC
JaH. (1 (aiin: 373 KB). - Tekcr: AICKTPOHHBIH. — URL.:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

Ja Kie Ineosepnry | Jonocorn M.t LD 06

JlomKHOCTS COTPYIHHKA HAYYHOH GHOMHOTEKH DUO HOAMHCH

nara

0) IIporpamMmmHoe obecrieyeHHe TUCHHILTHHbI
1. OC Windows
2. Microsoft Office
3. «1C: Ilpeampusrue 8». KomrekT s 00ydeHus B BHICIINX U CPETHUX YUCOHBIX 3aBEICHUSIX
4, Statistica Academic for Windows
5. Kommekr 1O «Yuusepcan» («dunancosslii aHamu3 + Onenka OusHeca», «/HBECTHIIMOHHBIN
aHam3», «bromker» n «OleHKa HEABHKUMOCTH)
6. Autumutaruar BY3
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ITpodecenonaabubie 6a3bl TAHHBIX, HHYOPMAHOHHO-CIIPABOYHBIE CHCTEMbI

1. DIeKTPOHHO-0HO.THOTEUHBIC CHCTEMBI:

I.1. Ilngposoit oGpaszoBarenbbiit pecype [PRsmart : snekrponno-6ubanoreunas cucrema :
caifit / OOO Komnauus «Air Ilu  Ap Meauan. - Caparos. [2023]. — URL:
http://www.iprbookshop.ru. — Pexxum noctyna: s 3aperucTpup. nojb3osareseit. - Teker @ anek-
TPOHHBIH.

1.2. O6pasosarenbnas naatdgopma FOPAHT : o6pasosatenbublii pecype, anekTponnas 61u6-
moteka : caiit / 000 Jnextponnoe wiatenbetBo «IOPAWMT». — Mocksa, [2023]. - URL:
https://urait.ru. — Pexxum goctyna: Ans 3aperucTpHp. nosis3opateseil. - TEKCT @ 2eKTpOHHMbII.

1.3. baza nanubix «Jnexrpounas Gudnuorexa texuudeckoro BY3a (OBC «Koucynsraut
CTY/CHTa») : 21eKTPOHHO-OuOinoTeunas cucrema : cait / OO0 «llonutexpecype». — Mocksa,
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum joctyna: s 3aperucTpup.
rnoss3oBareneit. — TekerT : AMeKTPOHHBI.

1.4. KoncyabranT Bpaya. DJIeKTpOHHAs MeauuMHCeKas Oubauoreka : 0a3za JaHHbIX : caifT /
000 «Bblcuias mKo1a Opraiu3aiy 1 YIpaBaeHus 3apaBooxpaHenneM-KoMmnekecHbii MeuinH-
cKkuit koHcanTuury. — Mocksa. [2023]. — URL: https://www.rosmedlib.ru. — Pexxum nocryna: s
3aperucTpHp. Mob3oBareseii. — TeKeT : 21eKTPOHHBII.

1.5. Bonbmasi Meauuackas 6ubanoTeka @ IeKTPOHHO-OuOImoTeuHas cuctema : cafit /
000 «bykan». — Tomck, [2023]. — URL: https://www.books-up.ru/rw/library/ . — Pexum nocryna:
JU18 3aperucTpup. noiab3opareneil. — Teker : 9IeKTPOHHbIH.

1.6. ObC Jlans : anextponno-oubnnoreunas cucrema : caiit / OO0 DBC «Jlanby. — Cankr-
[TetepOypr. [2023]. — URL: https://e.lanbook.com. — Pexxum goctyna: /uisi 3aperucTpup. Hojb3o-
Batesei. — TeKCT : AEeKTPOHHBbI.

1.7. 9BC Znanium.com : »1eKTponno-Oudamnoreunas cucrema @ caitt / OO0 «3nannym». -
Mockga, [2023]. - URL: http://znanium.com . — Pexkum JocTyna : /Uit 3aperucTpup. 1ojib3osare-
aeit. - Teker : 21eKTPOHHBIH.

2. KoncyabranrIlmoe [Daextpounbiii pecype]: cnpaBounas npasoas cuctema. / OO0
«Koncynsrant [Locy - Daexrpol. xan. - Mocksa : Koneyasrantlltoc, [2023].

3. ba3bl 1aHHBIX MEPHOIHYECKHX H31aHMIi:

3.1. eLIBRARY.RU: nayunas aiexrpounas oudmmoreka : caidt / OO0 «Hayunasi Dnek-
TponHas buGimoreka». — Mocksa, [2023]. — URL: http://elibrary.ru. — Pexxum goctyna : s aBro-
pu3. nosnb3oBateseit. — Teker : 21eKTpoHHbIIH

3.2, Duextponnas Gubnmorteka «M3narensckoro noma «I'pedennunkos» (Grebinnikon) :
snekTponnas  Oudnmoreka / OO0 W] «I'pebennuxoB». — Mocksa, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pesxxum 1octyna : Uit aBTOpU3. nosib3oBarenei. —
Teker : 371eKTpOHHBbIIA.

4. Wenepaabuas rocyaapersennas nadopmannonnas cnerema «Haunonaabnas d.iex-
TponHast OudaAHOTERA» : HeKTpoHHas Oubmmoreka : caiit / ®I'BY PI'b. — Mocksa, [2023]. — URL:
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MuHuCTepCcTBO HayKH U BhIcIIero odpasoBanus PO
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YIIbSHOBCKUI rOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpaMma 1o JUCHHILIHHE

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JJUCIHUITJINHBI

Heo0xoanMoe MaTepualibHO-TEXHUUECKOE 00eCTieYeHre JUCIUTUINHBI TPEI0Iaraer:

- Hamu4ue OMOIMOTEeYHOro (DOHJA JIUTEPATYPhI IO OCHOBAM JOKYMEHTAIIMOHHOTO OOCCIIeueHUs
ynpasieHus B cucteme ['MY (yueOHUKM U yueOHBIE TOCOOMS, )KypHAJIbl, IEPBOMCTOYHUKH );
- aKkTyanu3anuio pabouell NporpaMMbl JUCLUIUIMHBI, BKJIIOYAIOIIEH OCHOBHBIE IOHSATHS
TEOPETUYECKOT0  MaTepuana, I[pPAaKTUYECKUE 3aJaHus, KOHTPOJIbHBIE  BOIPOCHl  JJIs
CaMOIIPOBEPKH, BOIIPOCHI K 3a4€Ty, TECTOBbIE 3aaHNUS;
- HAJIMYKE JOCTYITHOTO JJIA CTY/IeHTa Bhixoaa B IHTepHeT;
- HAJIMYKE CIIEIUATBFHO 000PYIOBAHHBIX ayTUTOPHMA JIJIST MYJbTUMEIUUHBIX MPE3EHTAIUH];
- TECTOBBIE MaTEpUAJIbI IO TEMaM Kypca Ha OyMa)KHOM HOCHUTEIIE;
- KapTOYKH C CUTYallMOHHBIMU 3aJa4aMu (KelcamMu).
[Tpu n3ydeHnn TUCIUIUIMHBI PEKOMEHTYETCsI UCII0Ih30BAaTh:
- yueOHbIC HarJISAHBIC TTOCOOUS (TaOJIHIIBI, CXEMBI, JHArpaMMBbl U T.]1.);
- KapTOUKH C pa3JaTOYHbIM MaTepuaioM;
- TEXHUYECKHE CPeJICTBA OOyUeHus;
- KpyTJble CTOJIBI;
- JIeJIOBBIE U POJIEBBIE UIPbI
- BCTpPEUM C COTPYAHHKAMH OPraHOB TOCYJAapCTBEHHOTO U MYHHUIMIAIBLHOTO YIPaBICHUS
PETHMOHANBHOTO U (eiepabHOTO YPOBHS;
- JIEKLIUIO-THAJIOT.

AymaTOpUN YKOMILJIEKTOBAHBI ~CIICIIMATM3UPOBAHHON MeOenbplo, y4eOHOW JTOCKOHM.
Aynutopun Ass HpOBEACHUs JEKIUH 000pYAOBaHbI MYJIbTUMEAUMHBIM OOOpYIOBAaHUEM IS
MpeloCTaBleHus HHpOpMAMu OoJbiiol aynutopud. [lomemeHus aas caMOCTOSATENbHON
paboThl OCHAIIEHbl KOMIIBIOTEPHOM TEXHHKOM C BO3MOXHOCTHIO TMOAKIIOUEHUS K CETU
«HTepHeT» U olecrieyeHWeM JOCTyMa K 3JIEKTPOHHON HH(POPMAIMOHHO-00pa3oBaTeIbHON
cpene, 3JIeKTPOHHO-OMOINOTEeUHOM crucTeme.

[lepeuens 060pynOBaHuUs, UCHOIB3YEMOIO B YUEOHOM IpOLIECCe, YKa3aH B CBEACHUAX O
MaTepHUaTbHO-TEXHUYECKOM OOECIeUYeHUH U OCHAIICHHOCTH 00pa30BaTeIbHOro IMpoliecca,
pasMelIeHHbIX Ha oduimanbHoM caite Yial'Y B pazgene «CBeaeHus o0 0Opa3oBaTeIbHOM
OpraHu3aIium.

13. CHEIJMAJIBHBIE YCJIOBUA JJISA OBYYAIOHIUXCSA C OT'PAHUYEHHBIMU
BO3MOKHOCTAMMU 310POBbSA U UHBAJINIOB
B cnysae HeoOXoaumocTH, oOydarolMMcs M3 4YMCIAa JIML C OrPaHUYEHHBIMU

BO3MOJKHOCTSIMH 3/I0pOBbsl (IIO 3asBJICHHUI0 OOYyYarollerocsi) MOryT IMpeanaraTbCsi OAMH M3
CIIEAYIOIIMX BApUAHTOB BOCHPUATHS HHGPOPMALMM C Y4ETOM MX HUHAUBUIYaJIbHBIX
NCUXO(PHU3NUECKUX 0COOEHHOCTEH:
- JUIS JIMII C HapylleHHEeM 3peHHs: B INedaTHOH ¢opme yBelIMYeHHbIM Ipudrom; B (opme
JNIEKTPOHHOTO JIOKyMeHTa; B Qopme ayauodaitna (mepeBoj ydyeOHbIX MaTepHalioB B
aynuodopmart); B nedaTHOW ¢opme Ha s3bike bpaiins; MHAMBHIyanbHbIE KOHCYJIbTAllMM C
IpUBJICYEHUEM TU(IIOCYPOTIEPEBOUNKA; MHIUBUYaJIbHBIE 33/1aHUS U KOHCYJIbTAIUH;

- JUId JIMI] C HapylleHHWeM CiyXa: B NedaTHoW Qopme; B (GopMe 3JIEKTPOHHOTO JOKYMEHTa;
BUJEOMATepHallbl € CyOTUTpaMHd; WHAMBHMIYyalbHbIE KOHCYJbTAlMM C NPUBJICYCHHEM
CYpJIOTIEpEBOIUMKA; MHIUBUAYaIbHbIC 33aHUsI U KOHCYJIbTAIUH;
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" Pazpabotunk cr.npenojasarens Kadeaps IAulY Mopososa T.B.
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