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1. HEJA U 3AJAYU OCBOEHUA JIUCHUIIJIIMHBI

Ieas y4eOHOM AMCHMIUIMHBI - MMOJATOTOBKA CIENHMAINCTa, 00JaJarollero 3HaAHUSIMH
MPAaBOBBIX, HOPMATHUBHBIX M OPTraHU3AIMOHHBIX OCHOB JOKYMEHTAI[MOHHOTO oOO0ecredeHus
yIpaBJeHHS, YMEHUSMH 10 COCTABJICHUIO U O(POPMIIEHHIO OTAENBbHBIX BUIIOB YNPABICHYECKUX
JOKYMEHTOB M HaBbIKAMHM WX MPUMEHEHHsS s pelleHus 3aAady JOKYMEHTALHOHHOTO
obecriedeHns paboThl OPraHOB TOCYJAPCTBEHHOMN BJIACTH U MECTHOT'O CAMOYIPaBJICHHS.

3agaun M3y4yeHUs AUCHMIIMHBI:
- copMHpOBaTh LIETOCTHOE MPEICTABICHUE O AETONPOU3BOJCTBEHHOM IPOIIECCE;
- U3yYUTHh COBPEMEHHBIE TPeOOBaHUA K JOKYMEHTHPOBAHUIO YNPABICHYECKON JAEATETbHOCTH H
opraHu3anuu padoThl C JOKYMEHTAMH B T'OCYIapCTBEHHBIX OpTaHax;
- OBJIaJIETh COBPEMEHHOI MPaKTUKON M OpraHu3anueil paboTsl ¢ JOKYMEHTaMU MpPU PELICHUU
CTPAaTErMYECKUX U OMEPATUBHBIX 3a7a4 OpraHu3aluu;
- COpHEHTHUPOBAaTh CTYACHTOB Ha AaHAJIW3 COIMAIBHBIX SBJICHUH, QUKCUPYEMBIX B
OpraHu3alMOHHO-PACTIOPSAAUTEIbHON  NOKYMEHTallMM  OpPraHoB  TOCYJApCTBEHHOr0 U
MYHUIHUTIAIBHOTO YIPaBJICHHUS.

2. MECTO JUCIHUIIJIMHBI B CTPYKTYPE OIION

VYyeoOnas aucuuruinia «OcHoBbI nenonpouspoacteay ([1K-6) Bxoaut B 010K AUCIMIUINH,
bopMHUpYEMBIX YYaCTHUKAMH OO0pa30BaTEIbHBIX OTHOIICHHH, SBISETCS JAUCIHMIUIMHOW IO
BeIOOpy OOII 6akamaspuata ®I'OC BO mno nampaBnenuto 38.03.04 «I'ocymapcTBeHHOE H
MYHHUIUIIAJBHOE YIpaBJiICHHE» W HAXOAMTCS B JOTHYECKOH M COJEPKATEIbHO-METOAMYECKOMN
CBSI3M C TAKMMH TUCIUIUIMHAMHA KaK « AHAJIHM3 yIpaBlieHYecKor nesTenbHocTH u ayaut» (I1K-6),
«CoBpeMeHHBIC (PHHAHCOBBIE HWHCTPYMEHTHI COIHUANBHOTrO mpennpuHuMarenbctBay (I1K-6),
«OcHOBBI poccuiickoro napiamentapusmay (I1K-6).

Jlnisl Ka4yecTBEHHOT0 OCBOCHMS JWCIUIUIMHBI O0YYarOIIUICS JOIDKEH:
3HATh:
- OCHOBBI YIIPABJICHHUS;
- CUCTEMY IIPABOBBIX PETYJSATOPOB;
- 3HayeHWe HWHPOpPMAIHH B COBPEMEHHOM WH(OPMAIMOHHOM OOIIeCTBE B IIEJIOM U B
npoQeCcCHOHAIBHON JESITeNIbHOCTH;
- 3aKOHOAATENbCTBO PD, pernaMeHTHPYyIONee KOMIETEHIIUIO OPTaHOB TOCYIapCTBEHHOUN BIACTH
Y MECTHOT'O CaMOYIpPaBJCHUS U BUJBI JOKYMEHTOB, BOSHUKAIOLIUX B PE3yJbTaTe pealn3aliuu ux
MOJITHOMOYHNH;
- TpaBOBBIC TPEOOBAHUS YCTAHOBJICHUS U COONIOEHUS PEKUMA OIPaHUUCHUS JTOCTYIA K
nH(popManuu, B TOM YHCII€ TOCYIaPCTBEHHON U MHBIX OXPAaHSIEMBIX 3aKOHOM BUJIOB TaiiH.
YMETh:
- paboTaTh B TEKCTOBOM PEIAKTOPE;
- paboTaTh B JOKANBHBIX U INIO0ANBHBIX CETSX;
- OPTaHU30BBIBATh M MOJIEPKUBATh (PYHKIIMOHMPOBAHWE HWH(POPMAIIMOHHO-TOKYMEHTAMOHHBIX
cUCTEM,  oOecrmeuMBalOmUX  COONIIOJACHHE  PEKMMOB  OTpAaHWYEHUs  JOCTyma K
JOKyMEHTUPOBaHHOI nH}opManuu;
- aHANIM3HUPOBATh U YHU(PHUIMPOBATH OPHUIIMAIBHBIE TEKCTHI;
- WUCIIOJIB30BaTh 3aKOHOJATENbHBIE akThl Poccuiickoit denepannu, HOpMAaTUBHBIC MPABOBHIC
aKThl ¥ HOPMAaTHBHO-METOJWYECKHE JOKYMEHTHl (efepalbHBIX OpPraHOB HCIOJHHUTEIbHON
BJIACTH NP COCTABJICHUU U OPOPMIICHUH YIPABICHYECKUX JOKYMEHTOB.
BIIAJICTh:
- o(MIHANBHBIM CTHJIEM MUCBMEHHOW PeYH;
- TeXHOJIOrue norcka u o0paboTku Tpedyemoil nHpopMaLnu;
- HaBBIKAMH JIOKYMEGHTHPOBAHHS YNPABJICHUYECKOW JEATENIbHOCTH C  HCIOJIb30BAHUEM
COBPEMEHHBIX TEXHUYECKHUX CPENICTB;
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- HaBBIKAMU TMHChbMEHHBIX KOMMYHHUKAITUH;
- HaBBIKaMU PabOThI C MPABOBLIMH aKTaMHU.

«OCHOBBI JIEJIONPOU3BOJCTBAY SABISETCA AUCHUIUIMHON, MPEAIISCTBYIOUIEH IS TaKUX
mucuumind  Kak: «[Ipenaummomuas npaktuka» (I1K-6), «[loaroroBka k caavye u caada
rocyaapctBeHHoro sk3amena» (IIK-6), «3ammra BBINYCKHOH KBanu(pHUKALHOHHOW paboTH,
BKJIIOYAsi OJrOTOBKY K MPOIIEAype 3allUThl U mpoieaypy 3amuts» (ITK-6).

3. IEPEYEHD IINTAHUPYEMBIX PE3YJIBTATOB OBYUEHUS 11O JUCIIUIIVIMHE
MOAYJIIO), COOTHECEHHBIX C IINTAHUPYEMbBIMU PE3YJIbTATAMHU
OCBOEHHMSA OCHOBHOM ITPO®ECCUOHAJIBHON OBPA3OBATEJBHOM

INPOI'PAMMBI
B coBokynHOCTH ¢ ApyruMH AucHUIIHHAMU npodeccuoHanbHoro nukia I'OC BO no
HampaBieHuto  I'MVY  ngucnunnmHa  «OCHOBBI  JENONPOM3BOJACTBA»  o0OecleunBaeT
WHCTpyMEHTapueM (GOpMHUPOBAHUS CIEAYIOMMUX KOMIETEHIINMN.

Kon n HaumeHoBanue [Tepeuenp mIaHUPYEMBIX pe3yJIbTATOB O0YUEHUS 110
peann3yeMol KOMIIETEHLUN JUCLMIUINHE (MOZYJII0), COOTHECEHHBIX € MHIMKATOPAMU
JOCTUKEHUS] KOMIIETEHIIN I

IK-6 - cnocobeH pa3pabarwiBaTh | 3HATh: IpaBWja, NPHHIUIBI M IOAXOABI  Pa3pabOTKH
METOJHUYECCKHUEC " CHpaBOYHBIC | MCTOIMYCCKMX H  CIPABOYHBIX MATCPUAIOB MO BOIpOCaM
MaTepHUalIbl o BOIIpOCaM HpO(i)eCCHOHaHBHOﬁ JCATCIIBHOCTH,
NeATeNbHOCTH JHIl HA JOKHOCTAX YmeTb: pa3zpabaThIBaTh MeTO)II/IT-IeCKI/Ieu A CIIpaBOYHBIE
rOCY/IApCTBEHHOH  TpakiaHcKoif | MATEPHATIbL 110 BOMpoOcam poQecCHOHAIBHOMN AeSTENbHOCTH;

G Baanerb: HaBbIKaMU pa3paOOTKU METOAMYECKUX U CIPaBOYHBIX
cyx0b1 Poccuiickoit denepamnuu, N

MaTepHaJIoB 110 BOMPOCAM MPOPECCHOHANBHON IeATeTbHOCTH

rocyJapCTBEHHON CITYKOBI
CyOBEKTOB Poccuiickoit
®enepanum, JIOJDKHOCTSIX

MYHHUIUTIATBHON CIyXOBI

VYyeOHas AUCIUILIMHA OPUCHTUPOBAHA HA WCCie0BaHne Y PEKTUBHOCTH OpTraHHU3aIHH
TOKYMEHTO00O0pOTa, B TOM YHCJIE JJIGKTPOHHOI'O, Ha TOCYAapCTBEHHOW W MYHUIUNAIBHOU
cnyxx6e P®. Tembl Kypca OpraHHYECKH YBS3aHBI C OCOOCHHOCTSMH pPabOTHI C MOKYMEHTaMH
PYKOBOJMTEIIEH U CIIENUAIHCTOB B CHCTEME TOCYJapCTBEHHOI'0 U MYHHIIUIIAJILHOTO YIIPABJICHHS
Ha COBpEMEHHOM JTamne. Jucnuruimmaa crnocoOCTBYeT (OPMUPOBAHUS Yy CTYIACHTOB BHJICHUS
BO3MOXXHOCTH YIIpaBJICHUS HH()OpMALHEl KaK YaCTH CHCTEMbI CTPATErHYeCKOro YIpaBJICHUsI.

Uzydenne aucuuminHbl «OCHOBBI JEIONPOHU3BOACTBA» OTKPBIBACT MEPCHEKTUBBI IS
YCIICMIHOTO MPOXOXKJCHHUS MO KOHKYPCY B OpraHbl TIOCYAapCTBEHHOTO W  MECTHOrO
CaMOyIpaBIeHUSI.

4. OBIIASI TPYAOEMKOCTDb AWUCHUILIJINHBI
4.1. O06beM TUCHHUILIMHBI B 3a4ETHBIX €IUHHUIAX (BCero) 2 3a4éTHble eauHunbl. OOImas
TPYAO0EMKOCTh JUCIUILIMHBI COCTABJISAET /2 Yaca, BUJ MPOMEKYTOUYHON aTTECTAIlUH - 3a9€T.
4.2. O0beM IUCHUIUTMHBI IO BUIaM Yy4eOHOW paboThI (B yacax)

KonuuectBo yacoB (popmMa 00yueHHsT OYHO-

. 3a04HasA
Bun yaeOHoM paboThl )
B T.4. IO CEMECTpam
Bceero no nnany 5
KonTaktHas pabora o0yyarouuxcs ¢ 18* 18*
npernoiaBareseM
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AyIuTOpHBIC 3aHITHS: 18* 18*
JeKLIUU 8* 8*
CEMHUHAapBI U IPAKTUUECKUE 3aHATUS 10* 10*
nmaboparopHbie paboThI, MPAKTHKYMbI - -
CamocTtosTenbHas pabora 54 54

dopMa TEKYILIEro KOHTPOJsl 3HAHUUN U
KOHTPOJISI CaMOCTOSITEJIbHOM paloThI:

YCTHBIH OIIPOC, peLIeHUE
KeiicoB, pedepar,

YCTHBII OIpoc,
pelIeHne KencoB,

TEeCTUpOBaHUE, KOHTp.paborTa, TEeCTUpPOBaHUE pedepar, TecTupoBaHue
KOJITTOKBUYM, pedepar u ap.

Kypcosas pabora - -

Buzbl mpoMexyTO4HON aTTeCTaluu 3a4eT 3a4er
(7K3aMeH, 3a4eT)

Bcero wacos no aucuuiuivige 72 72

*KonmuuectBo uacoB paborel IIIIC ¢ oOywaromumucs B JUCTAHIMOHHOM ¢opmare ¢

MIPUMEHEHUEM 3JIEKTPOHHOI'0 00yUYEHHUs

4.3. CopepxaHue NUCHUIIMHBI (MOnyns). PacmpeneneHne 4acoB MO TeMaM W BUIaM

y4eOHO# paboThI

®opma 00y4yeHHs] 0YHO-3204YHASA

Buzb! y4eOHBIX 3aHATUH
AYAMTODHEIE 3aHATHS 3anarus | Camo- ®opma
IIpaxtu- | JlaGopa- ) CKVIIIErO
Ha3Banue pa3nenos u tem Bceero T yecKue TOPHEIE B crod TeRyI
eK UHTEpaK- | Telb- KOHTPOJIS
1005051 3aHATHA, | paborH, THUBHOM Has 3HaHUHI
CEMUHa- | MpPaKTH- dopme | pabora
pbI KYMBI
1 2 3 4 5 6 7 8
Pazgen 1. Tepmunoaorusi, ucropus u HopMaTuBHas 6asza 10Y
1. CoBpeMeHHas 3aKOHOATENbHAS U 7 1 1 - - 5 TECTUPO-
HOPMaTHBHO-METOJUYIECKas 6aza BaHHE
JIeJIONPOU3BOCTBA
2. CraHoBJICHHE u pasBuTHE 6 - - - - 6 YCTHBI
Jenonpoun3BoacTea B Poccun orpoc
3. OpraHu3anuoHHbIC (hopMeI 6 - 1 - - 5 TECTUPO-
JIeTIONPOU3BOJCTBA BaHHE
Pa3nen 2. JlokyMeHTHpPOBaHMe YIPaBJeH4YeCKOil 1esITeIbHOCTH
4. Crpykrypa u CofiepKaHue 8 1 2 - - 5 TECTUPO-
JOKYMEHTa, TpeOOBaHUSI K 0()OPMIIEHUIO BaHHUE
JOKyMEHTOB
5. Cuctema OpraHu3aIMOHHO-TIPABOBOI 7 1 1 - - 5 pelenue
JIOKYM €HTal[u1 KelcoB
6. Cucrema pacnopsauTENnbHON 7 1 1 - - 5 pelieHue
JOKYMEHTAIUH KelcoB
7. Cucrema WHPOPMAIIMOHHO- 7 1 1 - - 5 pemieHne
CHPaBOYHON JIOKYMEHTAIH KeiicoB
Paznen 3. Opranuszanusi paéoThl € JIOKYMEHTAMHU
8. Opranu3zanus JOKYMEHTO000pOoTa U 7 1 1 - - 5 TECTUPO-
YIpaBiICHUS JOKyMEHTAIEH BaHHE
9. Cucremarmzaisi W XpaHEHHE 7 1 1 - - 5 pelieHue
JOKYMEHTOB KelcoB
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10. ApxuBHoe nerno B Poccrn 6 1 1 - - 4 TECTUPO-
BaHHUC

11. CoBpemenHble HHPOPMAIIMOHHBIE 4 - - - 4 pelieHue

TCXHOJIOT'MHU B JAOKYMCHTAIIMOHHOM KEHUCOoB

o0ecrieyeHnH yIpaBIIeHUs

Kontpons - - - - - - pedepar,
3a4€T

Bcero 72 8 10 - - 54 -

5. COAEP)KAHUE JUCHUIIJIMHBI (MOAYJIA)

B mnpouecce m3ydeHus: AaHHOW IUCHUIUIMHBI CTYAEHTHI 3HAKOMSTCS CO CIEAYIOIIUMHU
KJIFOUCBBIMHU BOIIPOCAMU.

Paznea 1. TepmuHosorusi, MCTOpUsi 1 HOpMaTUBHAA Oa3a JIOY

Tema 1. CoBpeMeHHasi 3aKOHOJaTelbHasi M HOPMATHBHO-MeToAMYecKasi 0a3a
AeJIONPOU3BOACTBA

CoctaB W CTpyKTypa HOPMarUBHOHM TMpPaBOBOM MU  METOJMYECKOH  OCHOBBI
JOKYMEHTAI[MOHHOTO  O0ECIeYeHHs]  yIpPaBJICHHUSA, POIb U  OOBEKTH  PEryJInpOBAHUS
3aKOHOOATCIBbHBIX aKTOB n HOPMAaTUBHBIX IMpaBOBbIX aKTOB @enepanbnmx opraHosn
HCIIOJTHATEIILHON BJIaCTH, HalMOHAJIbBHBIX n JJOKAJIBHBIX HOPMAaTUBHO-METOJUYCCKUX
nOoKyMeHTOB. Ha3HaueHme © OCOOCHHOCTH MCHONB30BaHUA | OCynapCTBEHHOW CHCTEMBI
JOKYMEHTAIMOHHOTO o0ecredueHus ynpasieHuH u lIpaBui neixonpousBoacTBa B (eneparbHbIX
opraHax HCITOTHHUTESILHON BJIACTH.

Tema 2. CtaHoB/ieHHe U Pa3BUTHE JejionpousBoacTtBa B Poccun

IIpuka3Hoe pemonpou3BoAcTBO Pycckoro rocymapcerBa (15-17 BB.) Komnexckoe
JIeJIONPOU3BOJICTBO B TOCYAApCTBEHHBIX yupexzaeHusx Poccum 18 Beka. McmomHuTenbHOE
JICJIONPOU3BOJCTBO B  yupexaeHusx Poccunm (19-mau. 20 BB.) J[lenmonpou3BojacTBO B
YUpEeXKACHUSIX CcoBeTckoro mnepuoma. OcHoBHble paspaborknm BHUUWUJAJL B obnactu
JEIONPOU3BOJICTBA.

Tema 3. Oprann3zanuoHubie GopMblI 1eJT0NPOU3BOICTBA

3HaueHue OpraHU3alNH JOKYMEHTAMOHHOTO 00eCIeYeH s YIpaBIeHus B COBPEMEHHON
SKOHOMHUYECKOH ku3HH Poccun. OpranuzanuoHHO-QYHKIHMOHATIBHAS CTPYKTYypa CIYKObI
JeIonpou3BOICTBa. HopMaTHBHOE peryiupoBaHue ACSTENbHOCTH CIYXOBI JEIOMpPOU3BOACTBA.
JIOJDKHOCTHOW  cOCcTaB  CIYKOBI JIETTONPOM3BOACTBA. PONb CTPYKTYpHBIX TOApa3neIeHHI
OpraHu3alMy B peasn3anuu (pyHKIUN IeI0MpON3BOICTBA.

Pa3znen 2. JlokyMeHTHpOBaHHE YNPAaBJIE€HYECKOW JAesITeTbHOCTH

Tema 4. CTpykTypa U coJep:KaHHe JOKYMeHTa, TpeOoBaHHsA K 0(OopMJIeHUIO
AOKYMEHTOB

OyHKIMU U BUABI JOKYMEHTOB, UX yHU(HUKauus U craHgaprusauus. Kiaccudukamms
nokyMeHTOB. TpeboBaHus k OmankaMm ToKyMeHTOB. [IpaBuna cocraBienus nokymentoB. Cocras,
colepkaHue M OCOOEHHOCTH pealu3aluu TPeOOBaHMI K pPAaCHONOKEHUI0O U O()OPMIICHHIO
PEKBU3UTOB JOKYMEHTOB. CTpYKTypH3alMs TEKCTOB YIPABJICHUYECKUX JOKYMEHTOB. TpeboBaHus
K Ka4eCTBY JOKYMEHTOB.

Tema 5. Cucrema OpraHm3anMOHHO-NIPABOBOI I0KYMEHTAILUH

JlokyMeHTanbHbIH (QOHJ U IepeyeHb JOKYMEHTOB, OOpa3ylolluXxcsi B IHpolecce
JEeSTENbHOCTH TOCYJapCTBEHHOro opraHa. CocTaB, paclojoXeHHE W IMpaBuia O0QOPMIICHHUS
PEKBU3UTOB OTAEIbHBIX BHUJOB OPraHU3allMOHHO-TIPABOBBIX, JOKYMEHTOB. (OcoOeHHOCTH
opopmiIeHUS OTIENbHBIX BHUJAOB JOKYMEHTOB, OOpa3yloUIUMXCs, O00pa3yloIIMXCcsi B IMpolLecce
JIEATEIbHOCTH I'OCYJapCTBEHHOIO OpraHa.

Tema 6. Cucrema pacnopsiIuTeLHON TOKYMEHTAIINH

Ha3znaueHne u cocTaB pacnopsOWTENbHOW JOKYMEHTAIMM B  YIPaBICHUYECKON

Dopma A Crpanuna 5 u3 21




MuHHCTEpPCTBO HAyKH U BBICIIEro oOpa3oBanus PO

o o Dopma
VYIIbSHOBCKUI rOCY1apCTBEHHBII YHUBEPCUTET

@-Pabouast mporpamMMa JUCIHUAILIHHBL

NeSATeNbHOCTH  OpraHa  BiacTH. PacmopsaurenbHble  JTOKYMEHTBI, HU3/laBaeMble  IpHU
KOJUIETHAJbHOM IPUHATUM pelleHui. PacnopsiauTenbHble [OKYMEHTBHI, H3/1aBaeMble MpU
€AMHOJIUYHOM MPUHATHHI PEIICHUI.

Tema 7. Cucrema mHGOPMALHOHHO-CIIPABOYHON JAOKYMEHTAIUH

XapaKTepucTuKa OCHOBHBIX BHJOB HH()POPMALMOHHO-CIPABOYHBIX M AHAIUTUYECKHUX
NOKyMEeHTOB. (OCOOEHHOCTH COCTaBJI€HUS MH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB B
pa3IUYHBIX CUTYallUs yIPaBJICHUECKOH NesTenbHOoCTU. Poilb M Ha3HaueHHE JeI0BOH MEepEeNnucKu
KaK cpejcTBa U crioco0a nH(GOpMaMOHHOr0 OOMEHa MEK/ly OpraHaMu BJIaCTH, OpTaHU3alUsIMU,
rpakJIaHaMU.

Paznea 3. Opranusanus paGoTbl ¢ JOKyMeHTaMHU

Tema 8. Opranu3zanusi J0KyMeHTO000pPOTAa U yNpaBjieHUs NOKYMeHTauueil

[IpuatMnBEl opraHu3anuu JOKyMeHTOooOopora. [lopsmok nBUXKEHUS TOKYMEHTOB B
OpraHM3allMi U OCHOBHBIC 3Tambl HOKyMeHTOOOOpoTa. Llenu, 3amaum M OCHOBHBIE MPUHIIUITBI
peructpanuu. Pa3paboTka peructpanmoHHBIX (GopM HOKyMeHTOB. OpraHusanus KOHTPOJIS
ucromHeHus TokyMeHToB. [Topsimok paboTsl ¢ obpamenusmu rpaxaad. OcoOEHHOCTH OpTaHU3AIHH
paboThI ¢ KOH(PUIEHIHATHHBIMU TOKYMEHTAMH.

Tema 9. CucremaTu3anusi 4 XpaHeHHe JOKYMEHTOB

HoMmenknarypa men opraHm3amiy Kak cCXeMa CHCTeMaTH3alliu JOKyYMeHTOB. [IpaBmiia
MOCTPOEHHUS 3ar0JIOBKOB J€JI M UX CUCTEMAaTU3alli B HOMEHKJIaType nen. OnpeaeneHne CpoKoB
XpaHeHusI TOKyMeHTOB U aein. [Ipuamuner popmuposanus nen. OcobeHHocTH HOPMUPOBAHHUS B
JieNia pa3IMYHbIX KaTErOpUil JOKYMEHTOB.

Tema 10. ApxuBHoe aesno B Poccun

[Tonsitne «apxuBHBIA AOKyMeHT». Kiaccudukanus TOKyMEHTOB MO CPOKaM XpaHEHHS.
DkcnepTru3a IEeHHOCTH NOKyMeHTOB. llonroroBka pen ais mepegayd B apXUB OpraHU3AIMH.
Odopmienne pena: BHYTPEHHSs ONWCHh Jeja, JHUCT-3aBEpUTENb Jena, OO0JIoXKKa Jena.
CocraBneHnue omuceil Ha nena, repegaBaeMble B apxuB opranuzanuu. [lopsnok mnepenadn
JOKYMEHTOB W JieJ Ha apxuBHOe xpaHeHHe. [Topsaok yHHYTOXKEHHS ITOKYMEHTOB U el C
UCTEKIIUMH CPOKAMU XpaHEHUS.

Tema 11. CoBpemeHHble MH(OPMAIMOHHBbIE TEXHOJOTHM B JOKYMEHTALMOHHOM
obecrnieyeHUH yIpPaBJIeHUs

CHuCcTeMBl JJICKTPOHHOTO JTOKYMEHT000OpoTa, HX Kiaccudukamus, OCOOCHHOCTH
BHEIPEHUsT W TeHIeHUWH pa3Butui. CucremMa MEXBEJIOMCTBEHHOTO  3JEKTPOHHOTO
nokymeHntoobopora (MDJIO): HasHaueHue, (QYHKIUH, CTpYKTypa. Buapl JOKyMEHTOB,
nepecbutaeMbix 1o MOBJIO. Crpykrypa »snextpoHHoro coobmenuss M3JIO. Cucrema
MEXBEJOMCTBEHHOT0 3JeKTpoHHOro B3auMmojeicTteus (CMDOB). Pons CMO3B B peanuzanun
(GYHKLIHA 3JIEKTPOHHOTO TPABUTEIHCTBA.

6. TEMbI IPAKTHYECKHWX U CEMUHAPCKHUX 3AHSTHUI

Pa3znea 1. TepmuHoJi0THs, HCTOPUSA U HOPpMaTUBHAsA 0a3a IOY

Tema 1. CoBpeMeHHas1 3aKOHOAaTeJIbHASI M HOPMATHBHO-MeToAu4YecKast 6aza
AeJIONPON3BOICTBA

dopmar npoBeJEHMs: BBICTYIJIEHUE C JOKIJIAZ0M, MYJIbTUMEAUHHON Mpe3eHTaIe.

Bonpocs! aiis 06cyxaenus:
1. 3HayeHue JOKyMEHTA B )KM3HM YEJI0BEKa U 001ecTBa
2. JIoOKyMEeHTUpOBaHHE ACATEIILHOCTH YIPABICHYECKUX CTPYKTYP KaK HCTOYHHK BOSHUKHOBEHUS
JOKYMEHTalUH
3. Ponb ToKyMeHTalmmoHHOTO 00ecreueHus] B COBEPIICHCTBOBAHUU MPOILIECCOB YIIPABIICHUS
4. XapaKTepHCTHKa 3aKOHOJIaTeNIbHBIX U HOpMAaTUBHBIX akTOB Poccuiickoit denepauuu,
HOPMaTHUBHO-METOUYECKUX JIOKYMEHTOB U roCyJ1apCTBEHHBIX CTaHJapTOB,
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pErIaMeHTUPYIOIIUN JIOKYMEHTAMOHHOE O0eCIeueHHe YIpaBJIeHUsS
5. IlpumeHsieMble TEPMHUHBI U ONpPENEIEHUs B JJOKYMEHTALlHOHHOM O0€CIEeYeHUHU yIpaBICHUS.
(I'OCT P 51141-98 Jlenonpou3BOACTBO U apXUBHOE Aes0. TepMUHBI U OIpeaeIeHus)
6. McTouHuKHM JUIsl U3y4EHUsI Kypca: 3aKOHOJATelIbHble U HOPMAaTHBHBIE aKThl, HOPMATUBHO-
METOANYECKUE JOKYMEHTBI
3agaHusg K CEeMUHApCKOMY 3aHATHIO!
1. M3yuuTh OCHOBHBIE TEepMHUHBI M omnpeneneHus aucuuminHel no I'OCT P 51141-98
«J1lenonpon3BOJICTBO U apXUBHOE J1€10. TepMHUHBI U ONpeieNeHus»
2. IlpoaHanu3upoBaTh MOHATHE «JOKYMEHT» 110 HOPMATUBHBIM aKTaM, BBISIBUTh CIELU(UKY
ornpeneaeHus
3. CocTaBUTh KpOCCBOP[ IO MOHATHUHHOMY anmnapary JUCLUILUIMHBI
Tema 2. CraHoBJ/IeHMe U pa3BUTHe Aejonpou3BoiacTtsa B Poccun
dopmar npoBEACHMS: BBICTYIIEHUE C JOKIJIAOM, MYJIbTUMEIUMHON NPE3EHTALIUEH.
Bormpocs! st o0cyxaeHus:
1. OcHOBHblE NIPUYMHBI BO3HUKHOBEHMS JEJIONPOU3BOJACTBA KaK CIEIUAIbHOTO BHJA
JeSITeNbHOCTH
2. @aKTopHl, BIUSIONIME HA COCTOSHUE ETIONPOM3BOJICTBA
3. CpaBHHTENbHAS XapaKTEpUCTHKAa (POPM COBPEMEHHOT'O JIEIOMPOU3BOICTBA
4. Jlenonpon3BOJCTBEHHBIE ONepanuu B yupexaeHusx Poccun no pesomormu 1917 roma
5. OcoOGeHHOCTH COBETCKOM CHCTEMBblI OpraHH3allMy JETONpPOU3BOACTBA
6. 3HaueHHe OpraHM3aIUy JOKYMEHTAlMOHHOI'0 00eCedeH s yIpaBiIeHus B COBPEMEHHOM
3KOHOMMYECKOH xu3HU Poccun
3ajaHus K CEMUHAPCKOMY 3aHSATHIO:
1. TlpoBecTn cpaBHUTEIBHBIA aHaIU3 (HOPM IOKYMEHTOB, OCOOCHHOCTEH JTOKYMEHTHPOBAHUS,
BEJICHUS JISJTONPOU3BOJICTBA Ha Kaxk1oM dTarne pazButus [JOY B nocoBeTcKkuil mepuos
2. IIpoananu3npoBaTh HOPMATHBHYIO 0a3y JIENOMPOM3BOICTBA Ha KaxjaoM dtare pasputus [JOY
B JOCOBETCKUU MEPUOT
3. OmpenenuTh BIMSHUE Pa3BUTHUS TEXHHYECKHX CPEJCTB HAa pa3BUTHE ACIONPOM3BOJCTBA U
n3MeHeHUs1 (POpPMBI TOKYMEHTa
4. BeisiBUTH 0o0mue U cienupruyecKue 4epThl pa3BUTHUS JEIONPOU3BOJICTBA B COBETCKUN MEPHOJ
Y Ha COBPEMEHHOM 3Tare
Tema 3. OpranuzanuoHHbIe (POPMBI J1€JI0NIPOU3BOICTBA
dopmar npoBeseHNs: PPOHTATBHBINA MUCEMEHHBINA KOJUTOKBHYM.
Bomnpocsl komnokBuyma:
1. XapakTepucTuka OCHOBHBIX ()OPM JENONPOU3BOICTBA
2. OyHKIMH U 3a]a4U CIIY>KOBI JeONpPON3BOJICTBA
3. KBanudukannonneie TpeOOBaHHUA K COTPYAHUKAM CIYKOBI JeONPOU3BOICTBA
4. Opranuzanys Tpyna paOOTHHKOB CIYKOBI J1EIONPOHU3BOICTBA
5. Knaccudukanms, yHupuKkanus ¥ CTaHAAPTU3AIUSA B JIEIONPOU3BOJICTBE
6. HopMaTHBHO-METOIMYECKUE aKThI, PErIaMEeHTHPYIOLIHe padoTy CIIyKOblI JIEIONpPOU3BOACTBA
7. dakTophbl, BAUSIOLUIME HA OPraHU3ALMIO JEIOIPOU3BOACTBA U TEXHOJIOTHIO B YUPEXKICHUAX
pa3IMYHBIX YPOBHEH ympaBieHUs
8. Opranu3annoHHbIC, TPABOBHIC, COIMAIbHBIC U MCUXOJIOIMYECKHE ACTEKThl JEeIONPOU3BOICTBA
9. ABTOMaTHU3MpPOBAaHHBIC TEXHOJIOTUH OOPAOOTKM TOKYMEHTOB M UX BIUSHHUE HA CUCTEMY
JIeIONPON3BOICTBA KOHKPETHOW OpraHu3aluu
10. BnusiHMe xapakTepa ynpaBieHHs, IPUHIUIIOB IPUHATHS YIPAaBICHUYECKUX PEIIEHU Ha
OpraHU3alMI0 U TEXHOJOTUIO AEJIONPOU3BOJICTBA
11. B3auMocBs3b 1€T0NPOU3BOACTBA C OpraHU3aleil BEAOMCTBEHHOIO U FOCYAapCTBEHHOIO
XPaHEHUS JOKYMEHTOB
12. TunoBble CTPYKTYpHI J1EIOMPOU3BOACTBEHHON CIIY>KObI B OPraHM3ALUSAX Pa3lUYHBIX ypPOBHEH
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yIpaBJIEHUS

13. PernamenTauust GyHKUMNA MOApA3JEICHUNA MO JOKYMEHTALIHOHHOMY OOCITY>KMBaHHIO

14. TunoBble U MHANMBUAYaJIbHbBIE OJIOXKEHU O ciayx0e JJOY

15. JlomxHOCTHas MHCTPYKLMS KaK OCHOBHON HOPMAaTHUBHBIM JTOKYMEHT, ONpEeesouuii

OpraHM3allMOHHO-IIPaBOBOE MOJI0KEHHE pabOTHUKA

16. MHCTpyKIMs 1O TOKYMEHTAI[MOHHOMY OOECIEUCHHMIO YIPABJIEHUS - OCHOBHOM HOPMAaTHBHBIN

aKT I10 perylaMeHTaluy opraHus3auuu u rexuonoruu 10V

17. Tabenp yHupULIUPOBAHHBIX (OPM JTOKYMEHTOB opraHuzaiuu. [lopsmok paspaboTku

18. AnsOom yHuUIIMPOBaHHBIX (OPM AOKYMEHTOB opranu3anuu. [lopspok pazpaborku

19. HopmupoBanue Tpyna paboTHUKOB ciyx0bl JJOY, TummoBsie HOpMAaTUBBI BPEMEHHU Ha

JIeJIONPOU3BOJICTBEHHBIE pa0OTHI

20. Pa3menieHre CTpYKTYpHBIX HojpasieneHuil ciyxos JJOY

21. YcnoBus Tpyza, opraHusanus 1 o0opynoBaHHE pabOYMX MeCT

22. Ilopanok xpaHeHus eyaTeii, 0JaHKOB U MPaBHIIA MTOJIb30BAHUS MU

23. DTHKa J1eJIOBBIX OTHOIICHHM, ICUXOJIOTMYECKHE aCHeKThl PabOThl C JOKYMEHTaMHU

24. TloaroroBka kaapoB crenuanucToB ciyx6 JI0Y, ¢dopmbl MOBBIIIEHNS NX KBATH(DUKALINT
CTpykTypa OTBETa Ha BOMPOCHI KOJJIOKBHYMa:

- TeopeTHdeckasi 4acTb (MaX 2 PyKOMHCHBIX CTPAaHHIIBI);

- mpakTudeckas 9actb (MiN 2 pyKONMHUCHBIX CTPAHMIIBI), I/I€ TPUBOIUTCSI KOHKPETHAS CHTYAIHS C

aHAJIM30M B COOTBETCTBHH C TEOPETHUECKOH yacThio. KOHKpeTHas cuTyanus MOXeT OBITh B3sITa

KaK U3 O(pUIIHaIBHBIX HCTOYHUKOB, TaK IO PE3yIbTaTaM MPOXO0KIEHUS MPAKTHUKH CTYACHTA.

Pa3znen 2. JlokyMeHTHpPOBaHHE YNPaBJIeHYECKOH IesiTeJIbHOCTH

Tema 4. CTpyKTypa M cojepkaHHe [IO0KyYMeHTa, Tpe0oBaHHMs K 0O(OpPMJIEHHIO
AOKYMEHTOB

®dopmar mpoBesneHus: paboTa B MalbIX TPYIIaXx.

Bompocs! miist o6cyxaeHus:
1. BeiIBUTH OCHOBHBIE NMPHU3HAKU KJIACCH(PHUKALUU TOKYMEHTOB
2. OnpenenuTs HanpaBiIeHUS YHU(PUKALUK B paboTe ¢ JOKYMEHTaMHU Ha NMpUMepe KOHKPETHOMH
opraHu3anuu (OpraHa BJIacTH)
3. Onpenenuth HampaBieHHUs craHaapTusanuu B chepe 10OV
4. CupoextupoBath Ha (popmare A4 OlaHKM JOKYMEHTOB OPTaHOB T'OCYJapCTBEHHOW BJIACTH
(MecTHOrO caMOyNmpaBJeHHUs) B COOTBETCTBUU C TPEOOBAHHMSIMU HOPMAaTUBHO-METOIUYECKUX
JTOKYMEHTOB
5. [Ipoananu3upoBaTh OOBEKTHBHBIC MPUYUHBI IPUMEHEHUS PEKBU3UTOB
6. Oxapaktepu3oBaTh TpeOOBaHMS, MpeabABIseMble K (hopMaTraM OJAHKOB M pa3Mepam IoJei
7. JlaTh XapakTepUCTHUKY MOpsAaKa O(QOPMIICHHS PEKBU3UTOB JOKYMEHTOB
8. [Ipoananu3upoBaTh CXEMbl PACIIONOKEHHUS KOHKPETHBIX PEKBH3UTOB Ha OJIaHKaX TOKYMEHTOB
9. Omnpenenuth MOHATHE 30HBI YHU(DUIIMPOBAHHOW (OPMBI JOKYMEHTA U CIIY>KEOHOTO MO
yHHU(UIHUPOBAHHON (POPMBI JOKYMEHTa
10. Onpenenutk ciyeOHbIE OTMETKH
11. OnpenenuTh PEKBU3UTHI, NPUAAIONINE IOPUANIECKYIO CHITy JOKYMEHTY
12. ChopmynupoBars npaBmiia opopmiieHus: pekBu3utoB B coorBercteuu ¢ ['OCT P 7.0.97-
2016 «HamumonaneHblli ctanmapt Poccuiickoit ®enepanmu. Cucrema cTaHIapTOB IO
nHpopmanuu, OMOIMOTEUHOMY M HU3IATEIbCKOMY neny. OpraHu3alrOHHO-pACHOPSAUTENbHAS
nokymeHTanus. TpeboBaHus K 0 OPMIICHUIO IOKYMEHTOB»

3ananus 15 paboTHl B TpymIe:
1. u3 BBIIAHHBIX PEKBU3UTOB COCTABUTh OJIaHK MHMCbMA B YTIIOBOM U MPOJIOJIBHOM LITAMIIE
2. V3 BBIJIAHHBIX PEKBU3UTOB COCTaBUTH OJIAaHK aKTa B YTJIOBOM M MPOJOJIEHOM IITAMIIE
3. W3 BBIJIAaHHBIX PEKBU3UTOB COCTABUTH OJaHK PACIOPSKCHHS B YIJIIOBOM M TPOJIOJBHOM
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niTamie
4. ompenenuTh PEKBU3UT U3 IPYIIHI BBIIAHHBIX MIpernoaBaTeneM HHHOPMaMOHHBIX 3JIEMEHTOB
B COOTBETCTBUHU C KOHKPETHBIM 3aJJaHUEM.

Tema 5. Cucrema OpraHM3anMOHHO-NIPABOBOI JOKYMEHTAILUH

®dopmar npoBeeHus: paboTa B MaJIbIX IPYIINaXx.

Bormpocs! miist o0cyxaeHus:
1. ®yHKIMKM OpraHU3alMOHHBIX JOKYMEHTOB
2. CpaBHUTENIBbHBI aHAIU3 OCHOBHBIX OpPIaHU3ALMOHHBIX JIOKYMEHTOB
3. TpebGoBaHus K COCTABJICHHUIO U O(QOPMIICHHIO OPraHU3AIMOHHBIX TOKYMEHTOB, 0COOEHHOCTH
odopMieHus B opraHax rocy1apCTBEHHOI'0O U MYHUIIMIIAIIBHOT'O YIIPABIECHHUS
4. TlepeunciuTe peKBU3HUTHI, IPETYCMOTPEHHBIE HA OPTaHU3AI[MOHHBIX JOKYMEHTaxX
5.laliTe onpeeneHnue OpraHu3aluOHHBIM JOKYMEHTaM.
6. KakoB mopsiaok co3aHMsl TODKHOCTHOTO PETrJIAMEHTa CIIY’Kalllero

3ananus 1 paboThl B TpyMIIe:
1. Ha ocHOBaHMM  yHpaBJIEHYECKOM  CHUTyalluu, MpPeMIOKEHHON  IpenoaaBaTeseM,
CaMOCTOATENIBHO COCTABUTH (POPMYIISIP OPTaHM3ALMOHHBIX TOKYMEHTOB
2. BeisiBUTH OMIMOKM B COCTABICHUU B 0POPMIICHUH 00pa3Il0B OpPTraHU3aMMOHHBIX JOKYMEHTOB,
MPEAT0KEHHBIX MPenoaBaTeaeM
3. YcTaHOBUTH HEpapXuI0 BUIOB JOKYMEHTOB, coaepxamuxcsa B Koncturynuu P®, npeacrasus
€€ B BUJIE CXEMBI
4. Tlpoananu3upoBaTh 00pa3ibl JOKYMEHTOB OpPraHOB TOCYAapCTBEHHOW BJIACTH U MECTHOTO
CaMOYTIpaBIIEHUS, SBISAIOIIMUXCSA TPABOBBIMH aKTaMU. BBIABUTH 00s3aTeNbHBIH COCTaB
PEKBU3UTOB M PACIOJIOKHATH UX Ha ¢popmare A4
5. Ilpoananm3upoBaTh 00pa3lbl OPraHM3alMOHHO-HOPMATHBHBIX JIOKYMEHTOB OpPraHOB
roCyZapCTBEHHON BJIACTH M MECTHOTO CaMOYNPAaBJICHHS. BBIIBUTH 00s3aTeNbHBIA COCTaB
PEKBU3UTOB M PACIOJIOKHATH UX Ha ¢popmare A4

Tema 6. CucreMa pacnopsiiMTEIbHOH TOKYMEHTAUHHU

dopmar nmpoBeeHus: paboTa B MaJbIX TPYIINAX.

Bompocs! miist 06cyxaeHus:
1. dyHKuMM pacTOpsSAUTENbHBIX JOKYMEHTOB
2. CpaBHUTENbHBI aHAIHU3 PACTIOPSAIUTENBHBIX JTOKYMEHTOB
3. TpeOoBaHMsI K COCTaBICHUIO M OGOPMIICHHUIO PACTIOPSIIUTENBHBIX JOKYMEHTOB
4. TlomHOMOYMS W3JaHUS PA3NIUYHBIX BUIOB OPTaHU3AIUOHHBIX W PACHOPAIUTEIBHBIX
JOKYMEHTOB B 3aBHCHMOCTH OT YPOBHSI OpraHa yHpaBJieHUS U KOMIETEHIUU JIOJHKHOCTHOTO
auna

3amanus nis paboThI B Tpynme:
1. M3yunuth TpeOOBaHUS TOCYAaPCTBEHHBIX CTAHJAPTOB M HOPMATUBHO-METOAMYECKUX AKTOB K
COCTaBJICHHIO U 0(OPMIICHHIO PACIIOPSAIUTEIbHBIX JOKYMEHTOB
2. Ha3BaTh BUBI pacHOPSIIUTEIBHBIX TOKYMEHTOB, TPOBECTH MX CPABHUTEIBHBIA aHAJN3
3. CocTaBUTh MPOEKTHl PACHOPSAUTENBHBIX JOKYMEHTOB HAa OCHOBE B3STBIX M3 MPAKTUKU PaOOTHI
KOHKPETHBIX OPraHOB BJIACTH, HCIIOIb3Ysl MOJEIH-00pa3Lbl
4. BBISIBUTH OIIMOKH B COCTABJICHUHU U OPOPMIICHUU 00pPa3I[0B PAaCHOPSAUTEIbHBIX TOKYMEHTOB,
MPEATOKEHHBIX MpenoaBaTeaeM
5. 3yunTh KOMIIO3UIIUIO TEKCTOB PACIIOPSIUTEIBHBIX TOKYMEHTOB (ITOCTAaHOBJICHHS, PEIICHHUS,
MIPUKA3bl, PACTIOPSIKCHHS)
6. Ilpoananmu3mpoBaTh OO0pa3lbl PACHOPSAIUTEIBHBIX JOKYMEHTOB, IPOTOKOJBI 3aceaHUU
KOJUIETHH, KOMUCCHM, IOCTOSSHHO ACHCTBYIOLIUX COOpaHUN OPraHOB TOCYIapCTBEHHOM BIACTH U
MECTHOT'0 CaMOyTNpaBieHus. BoIABUTH 0053aTeIbHBINH COCTaB PEKBU3UTOB U PACIIOJIOKUThH UX HA
¢dbopmare A4

Tema 7. CucreMma MH(pOPMAIMOHHO-CIPABOYHONH JOKYMEHTALMHU
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®opmMmat npoBeieHus: padboTa B MalblX Ipymnmax.

Bomnpocs! aiist 06cyxaenus:
1. ®ynxkuun HHGOPMALMOHHO-CIPABOYHBIX JTOKYMEHTOB
2. CpaBHUTENbHBIA aHAIU3 OCHOBHBIX MH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB
3. TpeboBaHMsI K COCTaBJIEHUIO U OPOPMIICHUIO HH(OPMALMOHHO-CIIPAaBOYHBIX JOKYMEHTOB,
0CO0EHHOCTH O(OpMIICHHUS B OpraHax rocyAapCTBEHHOI0 U MYHULIMIIAIIBHOT'O YIIpaBIeHUs
4. Cnenu¢puueckue dYepTbl COAEPKATEIBHOIO  acmekTa HH(OPMALMOHHO-CIPAaBOYHBIX
JIOKYMEHTOB
5. OOnactp TpUMEHEHUS HWHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB. Mcmonb3oBaHue
YHU(DUIHUPOBAHHBIX (hopM

3ananus 11t paboTHI B TpYIIIE:
1. Ha3Barp BuJbl 1 MHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, IIPOBECTH MX CPaBHUTEIbHBIN
aHaIu3
2. CocTaBUTh NPOEKTHl U MH(POPMALMOHHO-CIPABOYHBIX JOKYMEHTOB Ha OCHOBE B3STBHIX W3
MPaKTUKH pabOThl KOHKPETHBIX OPraHOB BJIACTH, UCIOIB3Ys MOJEIN-00pa3Iibl
3. BoiaBUTH OmMOKM B COCTAaBIEHUU U 0OpMIIEHUH 00pa3noB U HH(OPMAILIMOHHO-CIPABOYHBIX
JOKYMEHTOB, IIPEAT0KEHHBIX MTPEN0AaBaTeIeM
4. I3y4nTh KOMITO3HUIIUIO TEKCTA IPOTOKOJIA U aKTa
5. M3yunth KOMMIO3MIHIO TEKCTOB HH(OPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (CiyxkeOHOe
MHCHMO, JOKJIaHAas 3alUCKa, CIPaBKa, OTYET U T.1I.)
6. Ilpoanamu3upoBaTh 00pa3nbl HHOOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB OpPraHOB
rocyJlapCTBEHHOW BIACTH M MECTHOIO CaMOYINpaBieHHUS. BBIABUTH 00s3aTeNbHBIN CcOCTaB
PEKBU3UTOB M PACIOJIOXKHATH UX Ha ¢popmare A4

Paznen 3. Opranusamnusi padoTsl ¢ JOKyMeHTaMH

Tema 8. Opranu3anusi 1T0KyMeHTO000pOTa M yNpaBJeHHUs JAOKYMeHTaluel

dopmaT NpPOBEIEHHUS: MacTep-Kiacc (IPOU3BOJACTBEHHOE COBEIIAHHME) C YYAaCTHUEM
TOCYIapCTBEHHBIX M MYHUIMIAIBHBIX CIYXamUX YIBbIHOBCKOH oOnactu. IIpuMepHBIid
IepeyeHb BOIPOCOB NPECTABIIEH B IPOEKTE PErJIaMEHTA COBELAHMS.

IMPOEKT PEI'JTAMEHTA
NpoBe/IeHUsl MacTep-KJiacca (IPOM3BOJICTBEHHOI0 COBELIAHUs) N0 TeMe
«JlokymMeHTallMOHHOE O0ecleyeHne yIpaBJeHUs HA rocy/IapCTBEHHON IPasKIaHCKOM
cayxoe»

00.00.2015 2 akaja.gyaca
MecTto npoBeaeHusi: 3ai 3aceqanuii [IpaBurenbctBa (1 3TaK)

5 mun. 1. IIpuBeTcTBEHHOE CJOBO HAYAJIBLHUKA YNpaBJeHHUs /IeJONPOU3BOACTBA M
padoThI C OOpalleHUAMH TPAKIAH

20 muu. 2. OpraHu3amusi JOKYMEHTOO00pPOTa B OPraHax MCHOJHHUTEJIbHOH BJIACTH
YiabsiHOBCKOH 00Js1acTH (COCTaBJieHMe HOMEHKJIATYpbI J1esl, (opMupoBaHHe
JieJ1, padoTa c apxXuBOM)
JIOKIauuK: TpPENCTaBUTENb YIpPaBICHUS JACJIONPOU3BOJACTBA M paboOTBl ¢
oOpalieHus MU Tpak/iaH

20 muu. 3. OpraHm3amusi JOKYMEHTOO0O0pPOTa B OPraHax MCHOJHHUTEJIbHOH BJIACTH
YabsiHOBCKOH o0JacTH (perucTpanusi, MOCTAHOBKA Ha KOHTPOJIb, padora
MANIMHONIMCHOTO OI0PO)
Jloknaguuk: TpeACcTaBUTENb YIpaBIE€HHS JEJONPOU3BOJCTBA U paboOTHl ¢
oOpalIeHHsIMHU TpakI1aH
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20 muH. 4. ABTOoMaTH3alusl JIOKYMEHTAIIMOHHOIO o0ecmeveHusl YNpPaBJICHUS:
BO3MOKHOCTH cucTeMbl «Lotus»
JloKnajguuK: TpeNCcTaBUTENb YIpaBICHUs JAEJONPOU3BOJACTBA U paboTel ¢
oOpalleHUsIMU IpaklaH

25 yac 5. Cpnenmu¢uka opraHu3anmu padoThl ¢ JOKYMEHTAMHM B OpraHax BJIACTH
(cucrema koHTpoJs mnopydenuii I'yOepHaropa u oOpamieHuii rpaxiaaH,
NMOAr0TOBKA K NMeYaTH NPOCKTOB HOPMATHBHO-NIPABOBHIX AKTOB)
JloknajguuK: TpeNCcTaBUTENb YIpaBiICHUs JAEJONPOU3BOJACTBA U paboTel ¢
oOpaleHUsIMU Ipak/1aH

Tema 9. CucremaTu3anusi 4 XpaHeHHe JOKYMEHTOB
dopmar npoBEACHMS: BBICTYIIEHUE C JOKJIAOM, MYJIbTUMEIUHHON NIPE3EHTALIUEH.
Bormpocs! st o6cyxaeHus:
1. Crpykrypa JOKYMEHTOOOOpPOTa, MAapUIIPYTHO-TEXHOJIOTHYECKHE CXEMBI  JIBHIKCHUS
JTOKYMEHTOB
2. XapakTepucThKa JTOKyMEHTOIIOTOKOB
3. Peructpamus xak KIIFOUYEBOM SJIEMEHT OpPTaHW3aldd TOKyMEHTO0O0OpOoTa
4. 3navyeHre KOHTPOJS UCTIONHEHHUS JOKYMEHTOB JUIS PEIICHUS YIPABICHUECKHUX 3ajad
5. TpagunuoHHAs TEXHOJOTHS KOHTPOJS 32 MCIIOJHEHUEM JTOKYMEHTOB M BUIIBI KOHTPOJIBHBIX
KapTo4yeK
6. HomenxkiaTypa aen Kak OCHOBHOM YYeTHBIH TOKYMEHT B JICJIONPOM3BOJICTBE
7. IIpaBuna cocTaBIeHUS HOMEHKIJIATYPHI JIeI
8. HopmaTuBHBIE TpeOoBaHUS K (POPMHPOBAHHIO AET
9. OCHOBBI OpraHM3aldU TEKYIIEro XpPaHEHHUs TOKYMEHTOB
3anmanus nis paboThl B TpyMIIe:
1. pazpaboraTh u mpe3eHTOoBaTh CBOAHYIO HJI /st opraHu3anuu, coCTOAIMEH U3 6 CTPYKTYPHBIX
noapasaenenuii: 01 - cexkperapuar (20 nen), 02 - 3aMecTUTENh TUPEKTOPA IO AIMUHUCTPATUBHO-
X035 CTBeHHOM AestenbHOCcTH (12 nem), 03 - otnen kaapos (25 gem), 04 - Gyxranrepus (25 aen),
05 - komMmepueckuit otnen (12 ger), 06 - mpousBoacTBeHHBIH 1ex (12 men). [lepedens nem mo
OT/ieJIaM BBIJAET PENoJaBaTelb.
Tema 10. ApxuBHoe 1es10 B Poccun
®opmar npoBeneHus: paboTra B MalbIX TPYIIaXx.
Bompocs! miis 06cyxaeHus:
1. HopmaruBHBIE JOKYMEHTBHI, PpErJaMEHTUPYIOLIME BOMNPOCHl OpPraHU3allMU aAPXUBHOTO
XpaHEeHHUsI TOKYMEHTOB
2. TpeGoBaHUs K TPOBEACHHUIO HKCIIEPTU3BI IEHHOCTH TOKYMEHTOB, K KOMILIEKTOBAaHUIO apXUBa
Y OpraHu3aliy XpaHEeHUs JOKYMEHTOB
3. HopMmaTuBHBIE JOKYMEHTBI, PErJIAMEHTUPYIOIIUE OPTaHU3AIHI0 PA0OTHI C 3JIEKTPOHHBIMU
JOKyMEHTaMu
4. XapakTepucTHKa COBPEMEHHOro mporpamMmmHoro obecneuenus B chepe J0Y
5. [Tonsitne uHpopmanronHo-nouckoBbix cucrem (UIIC)
6. [IpuHIMIBI U TPEOOBAHUS K OPTaHU3ALMH JIEKTPOHHOTO apXUBa, OCOOCHHOCTH YKCHEPTU3HI
LIEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB
3agaHus 1715 paboTHI B IPYIIIE:
1. PazpabotaiiTe cuctemy ACUCTBUN AN CIEAYIONUX CUTYAIUMN:
- HEMOCPEACTBEHHOE (PU3NYECKOE YHUUTOKEHHUE, BKIIIOYAsl CKUTAHHWE, M3MENIbYCHHE, Iepe3anuch
U CTUpAHHUE;
- nanbHellee XpaHeHue B CTPYKTYPHOM MOJpa3ielieHuu;
- IIepeMeIlleHUue B COOTBETCTBYIOIIEE XPAHWIUIIE, OCYLIECTBISIEMOE MO KOHTPOJIEM;
- mepedaya B JAPYI'yl OpraHu3aldio, KOoTopas HpHUHsJIa Ha ce0sd OTBETCTBEHHOCTHh 3a
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YIPaBJIEHYECKYIO AESTEIbHOCTh B PE3yibTaTe PECTPYKTYpPH3aLUH, MPOJAKH WM NPUBATU3AINY;
- mepejavya JOKYMEHTOB B XpaHMIIUIIE, YIIPaBIsIeMOe B HHTEpecax OpraHHU3allli HE3aBHCHMbIM
MOCTABIIMKOM YCIIYT 110 COOTBETCTBYIOIIEMY KOHTPAaKTHOMY JOTOBODY;
- lepesiaya B apXUB OpPTaHU3AINH;
- Iepesiaya B CTOPOHHUE apXUBHBIC YUPEKICHUS
2. CocTaBUTb IIPUKA3 O CO3/1aHUM 3KcnepTHON koMuccuu (OK) B yciioBHOI opraHu3anuu
3. CocraButh mpoTokoi 3acenanus DK 00 yHHUTOKEHHUHU A€ U U3MEHEHHH CPOKOB XpaHEHUS
4. CocTaBUTh aKT 00 YHHUYTOKEHHH IOKYMEHTOB, YTPATHUBIINX HAayYHO-TPAKTHYECKOE 3HAYCHUE
5. OpopmuTh Aena s CAaYM B ApXUB OpTraHU3aANHT

Tema 11. CoBpemenHble HHGOPMAIMOHHBIE TEXHOJIOTHH B TOKYMEHTAMOHHOM
odecre4YeHUH yNpaBJIeHUsI

dopmar npoBeeHns: paboTa B MANIBIX TPYIIIax.

3agaHus K CEMHHAPCKOMY 3aHITHIO:
1. Tlpoananu3npoBaTh HOPMATHBHBIE JOKYMEHTHI, PErIaMEHTUPYIONHE OpraHN3auio paboThI ¢
3JIEKTPOHHBIMU TOKYMEHTAMH
2. [laThb XapaKTepUCTUKY BO3MOKHOCTSIM COBPEMEHHBIX TEXHOJIOTHH B OTHOIIECHUHU
TOKYMEHTUPOBAaHHS, JOKYMEHTOO0OpOTa U OpraHu3anud paboTel ¢  OQUIHATHHBIMHA
JTOKYMEHTaMHU
3. JlaTe XapakTepUCTHKY TPAAMIHOHHBIM M COBPEMEHHBIM BO3MOXKHOCTSIM HH(OPMAIMOHHO-
MIOMCKOBBIX CHCTEM
4. Ha OCHOBaHWH YIpPaBICHYECKOW CHUTYyallMH IPOAHAIU3UPOBATH CIIOCOOBI OpraHU3alHH
JIOKYMEHT0000pOTa ¥ MPEIOKNTHh Hanbosee 3¢ HEeKTUBHBIN 1711 KOHKPETHON OpraHU3aIinu
5. Onpenenuts 3¢ dexkTuBHOE TpOorpaMMHOEe oOecriedeHre, MPoaHaIu3upoBaTh U MPEIITOKHUTH
CHOCOOBI ONTHMMH3ALHMH CYIIECTBYIOMIETO MPOTPAMMHOI0 OOECHEUYEHUsI C IIeJIbIO MOBBIIICHUS
3 PEeKTUBHOCTH yIpaBIeHUS TOKyMEHTAINEH
6. PazpaboTraTh anropuT™M BHEAPEHHS CHCTEMBI YIPABIIEHUS TOKyMEHTAIHen
7. I3yunTh NPUHIMIBI OPTaHU3ALUHN AJIEKTPOHHOTO apXHBa, apXUBA AJIEKTPOHHBIX JTIOKYMEHTOB
8. N3yunTb 0OCOOEHHOCTH HKCIEPTU3Bl LEHHOCTHU 3JEKTPOHHBIX JOKYMEHTOB, OPTaHHM3allUU
XPaHEHHS ¥ MCIOJIb30BaHUS IEKTPOHHBIX JOKYMEHTOB
9. Ilpoanamu3upoBaTh COBpPEMEHHOE IIporpaMMHoOe oOecreueHue B cdepe opranuzanuu
XPaHEHHS ¥ UCIOJIb30BaHUS IEKTPOHHBIX JOKYMEHTOB

JIABOPATOPHBIE PABOTBI, TIPAKTUKYMBbI
Jauublid BUA paboT HEe mpeaycMmoTper YII.

8. TEMATUKA KYPCOBBIX, KOHTPOJIbHbIX PABOT, PEOEPATOB

Cnymarenu caMOCTOSTENBHO TNPOBOAST HCCIEJAOBAHHMS M BBHIMOIHSAIOT pedeparsl Mo
BOIIpOCaM OpraHu3aluu JOKyMEHTO000pOTa ¥ COCTaBJICHUS OpraHU3alOHHO-
pacnopsAMTEeNbHON JOKyMEHTAallMd B OpraHax BJAacTH Bcex ypoBHel. Pedepar moryr
NpeAnojaratb pPacKpbITUE TEOPETUYECKHX BONPOCOB, a TaKXKe H3yYeHHE U aHaIu3
CTAaTUCTHUYECKUX JAHHBIX N0 MpoOJeMaM BHEAPEHHUS JJIEKTPOHHOTO JIOKYMEHTOOOOpoTa B
cucreme I'MY, opranuszanuu paboThl ¢ 0OpalleHUSIMH TPaKJaH, a TAaKXKe OLIEHKH KayecTBa
COCTaBJICHHS CIYKEOHBIX JOKYMEHTOB B (helepalbHbIX, PETHOHAJIBHBIX OpraHax BIIACTH U B
OopraHax MECTHOTO CaMOYIPaBJICHUSI.

O0bem pedepara He MOXKeT mpeBblmarh 30 MamIMHONUCHBIX CcTpaHull ¢Gopmara A4,
mpupt Times New Roman mpudrt 14, mexcrtpounsiii mutepBan 1,5. Pedepar comepxkur
TUTYJBHBIA JIUCT C YKa3aHHEM TE€Mbl U €r0 aBTOpa, COJAEpKaHUE, TEKCT, CIIMCOK UCIOJIb3yeMOi
nutepatypbl. CTpykTypa TekcTa pedepara aokHa ObITh NPUOIU3UTEIBHO CIEAYIOIIAS:
pacKpbIBaeTCs aKTyaJbHOCTb BOINPOCA, BBICKA3BIBAIOTCA HMEIOLIMECS pa3UyHble MOAXOIbI K
M3YyYEHHUIO BOIPOCA, MIPOBOJUTCSA aHANIN3 NMPAKTUKU U BBISBIISIIOTCS MPOOJIEMBbI, TPUBOIATCA
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PEKOMEHIallUi [0 PELICHUIO BBIABIEHHBIX NPOOJIEM, B 3aKIIOYEHUU H3JIAraroTCs OCHOBHBIE
BBIBOJIBI.

TemaTtuka Hanucanus pedepara 1o Kypcy «OCHOBBI A€IONPOU3BOICTBAN:
1. TocynmapcTBeHHOE pEryJHpOBaHHME JOKYMEHTALlMOHHOIO OOecledYeHusl YIpaBJIeHUS B
COBpPEMEHHBIN MepUO
2. HopmaTtuBHO-TIpaBoBas 0aza 3JIEKTPOHHOI'O JOKyMeHTooOopoTa B Poccum
3. JIOKyMEHTallMOHHOE O0CITyXMBaHHE KaK OCHOBHas (PYHKIMsI oOecriedeHus yIpaBIeHHUs
4. Opranusanus ¥ TEXHOJIOTUS pabOThl C JOKYMEHTaMH B OpPTaHax I'OCyAapCTBEHHOM BJAacTH U
MECTHOTO CaMOYIIpaBJICHUS
5. MeToasl KOHTPOJIS MCIOJHEHUS MPUHATHIX JTOKYMEHTOB B TOCYAApCTBEHHBIX OpTaHax WU
YUPEIKICHUSIX
6. Jlenonpou3BoACTBO Kak MH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHOE O0ECHeueHne yIpaBIeHUs
7. ApxuHas cuctema Poccuiickoit deneparnun
8. Dranbl NPOXOKJICHUS TOKYMEHTOB B TOCYIaPCTBEHHOM OpIaHe UM YUpPEXkIECHUH
9. Opranu3zanus AeIONpOU3BOACTBA M0 MPEATOKECHUAM, 3asiBICHUSIM U Kajlo0aM TpakaaH
10. OcoGeHHOCTH OpraHU3aMK 000pOTa JOKYMEHTOB, COAEPKAIINX CIYKEOHYIO TallHY
11. IlpenmymiecTBa HyMepaluyu JOKYMEHTOB C HMCIOIb30BAHUEM HOMEHKJIATYPHI IET
12. TlpoBeneHue HKCIEPTU3BI IEHHOCTH JOKYMEHTOB B T'OCYAapCTBEHHBIX OpraHax HIIU
YUPEIKICHUSIX
13. Ocobennoctu pabotel LleHTpambHON SKCIEPTHONH KOMHUCCHH T'OCYIAPCTBEHHOIO OpraHa
14. TlpaBuia coCTaBJICHUS OMHCEH e MOCTOSHHOTO XPAaHEHUS W OIMHCEH JeN MO JTUYHOMY
COCTaBY B TOCYJaPCTBEHHBIX OpraHax WIH yUPEKICHHUIX
15. Ilepenaya nen Ha BEIOMCTBEHHOE apXWBHOE XpaHEHHE B TOCYJAapCTBEHHBIX OpPTaHax HIIH
YUPpEKIECHUIX
16. [Ipomecc opranu3anuu JOKyMEHTO00OpOTa OPTaHOB TOCYJAPCTBEHHOM BIIaCTH Y JIbSTHOBCKOM
obnacTu
17. OcobeHHOCTH OpraHu3alMi JTOKYMEHTOOOOpOTa OpraHOB MECTHOTO CaMOYIpaBIICHUS
VYbsiHOBCKOU obnactu
18. PermameHnTanusi mpoLeccOoB TOKYMEHTAIIMOHHOTO OOECIEeYeHHUs YIPABJICHHS B OpraHax
roCyAapCTBEHHOI BIACTH U MECTHOTO CaMOYIPaBIICHUS
19. be3nmokymeHTHBIH 00MeH mMH(MOpMaIueld B opraHax rocyJapCTBEHHOW BIIACTH U MECTHOT O
caMOyIpaBlIeHUS
20. KoHTpOJIb HCTIOMHUTEIHCKOW NUCIUILIMHBI B OPraHax rocyAapCTBEHHOH BIACTH U MECTHOTO
CaMOYIIpaBIICHUS: PYYHOH U aBTOMaTU3HPOBAHHBIA BapHaHT
21. HopmaruBHBIE MaTepHuajbl, ONpEHEIAIINE HAeATEIBbHOCTh IO JOKYMEHTAIMOHHOMY
o0ecreyeHn o yrpaBJIeHHs B OpraHax rocyJapCTBEHHON BIACTH M MECTHOT'O CAMOYIIPaBICHUS
22. ®opmupoBanue uHGopmanmonuo-nmouckoBoi cucremsl (MIIC) B opranax rocynapcTBeHHOM
BJIACTU U MECTHOTO CaMOYITPABICHUS
23. Poct WH(QOpPMALMOHHBIX IOTOKOB KaK OOBEKTHBHAs pPEATbHOCTh HH(OPMALMOHHOTO
oOmiecTBa: OCHOBHBIE MMYTH pelIeHHs TPpoOieM HHPOPMAIIMOHHON Teperpy3Ku
24. BHenpeHue KOMIIBIOTEPHBIX TEXHOJOTMH B MPOLECCHl JOKYMEHTOOOpa3OBaHHUS U
opraHu3anuu pabdoOThl C JOKYMEHTaMH B OpraHax TOCYIapCTBEHHOH BJIAacCTH M MECTHOTO
caMOyIpaBlIeHUs
25. MapuipyThl ABHKEHUS JTOKYMEHTOIOTOKOB B OpPraHax rocyJapCTBEHHOM BIACTH U MECTHOTO
CaMOYIIPaBIIEHUS: UX ONTHUMH3ALUS, IOHATHE ONEPOrPaMMBbI

9. HEPEUYEHb BOITPOCOB K 3AYETY
1. Conepxanue U Ha3HAYeHHE AETONPOU3BOJCTBA
2. Opranu3anmoHHbIe (OPMBI JIEIOMPOU3BOACTBA
3. Cnyx0a Ienonpon3BOJICTBA, ETH U 3aa4yd, (QYyHKIMOHAIBHOE COIEPIKAaHUE JCSTEILHOCTH
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4. 3axonomarenscTBO Poccuiickoit denepanuu B chepe uHbopMaIK U JOKYMEHTAIIUU

5. 3aKOHOJATENBCTBO 00 IJIEKTPOHHON MOIMHUCH

6. BUibI 2JIEKTPOHHOM MOITUCH U MOPSIIOK UX IPUMCHCHHS

7. HopmaruBHbiii nokymeHT «[IpaBuna nenompousBoacTBa B (efepalbHBIX —OpraHax
UCIIOJIHUTEJIBHON BJIACTHY», €T0 Ha3HAUCHUE

8. HanmoHnanbHble CTaHAAPTHI 10 YIPABICHUIO JOKYMEHTaMU

9. HopmaTuBHBIE IPaBOBbIE aKThl OpraHa BJIACTH, PEIVIAMEHTUPYIOIHE OpraHU3alo paboThl ¢
JOKyMEHTaMHU

10. HMHCcTpyKums 1o IEeTONpPOU3BOACTBY, HOPMAaTUBHAs M MeToAuyeckas 0aza pa3paboTku
MHCTPYKIUU T10 JIEJTONPOU3BOICTBY

11. bnaHk 1OKyMeHTa, BUbI OJIAaHKOB COCTaB PEKBU3UTOB OJIaHKa

12. CoctaB peKBU3UTOB YIOCTOBEPEHHUS, MOPAIOK UX O(OpMIIEHUS

13. Cny>xeGHbIe OTMETKH Ha TOKYMEHTE, IOPs 10K UX OpOopMIIeHUs

14. Cucrema opraHu3anoHHO-IIPABOBOM JOKYMEHTAIlUH, HA3HaUYE€HUE U BUJIOBOI COCTaB
JIOKYMEHTOB

15. TloHsTHe HOPMATUBHOIO TWPABOBOTO aKTa, BHUJbl HOPMATHBHBIX IPABOBBIX aKTOB
denepanbHBIX OPraHOB UCIOJHUTEIBHON BJIACTH

16. JlomkHOCTHAsT WHCTPYKIMS, Ha3HAYEHUE JOKYMEHTa, COCTaBJIEHHE U O(hOpMIICHHE

17. Ilpouenypa coriacoBaHusi JOKyMEHTOB, €€ Ha3HAu€HHWE, BHEIIHEC U BHYTPEHHEE
corjacoBaHue

18. BusupoBaHue TOKYMEHTOB, OCOOCHHOCTH BHM3HPOBAHUS PACIOPAIUTEIBHBIX JOKYMEHTOB

19. Cucrema pacropsUTENbHON JOKYMEHTAIMH, Ha3HAYE€HHE M BUIOBOIl COCTaB JOKYMEHTOB
20. CocraBiienne 1 oOpMIICHHE TIPHKa3a MO OCHOBHOM JESITeThHOCTH

21. TlopsAmoK TOKyMEHTHPOBAHUS KOJUIETHAIIBHOW (COBEMIATEIHHON) IesTeIbHOCTH

22. Ilporokon 3acenanwsi, BUIBI MPOTOKOJIOB, COCTAaBIIEHWE W OGOPMIICHHE

23. Cucrema nHPOPMAIIMOHHO-CIIPABOYHON TOKYMEHTAIIMH, HA3HAYCHUE U BUIOBOI COCTaB
JIOKyMEHTOB

24. JlenoBoe MUCHMO, Pa3HOBHIHOCTH JICJIOBBIX IMHCEM

25. CocraBiienre 1 0)OpMIICHHE JIEIIOBOTO THChMa

26. TekcT ynmpaBIeHUYECKOTO JOKyMEHTa, 001Iie TpeOOBaHUS K COCTABICHHIO TEKCTA JOKYMEHTA
27. AKT KaK BUJ JIOKyMEHTa, Pa3HOBUIHOCTH aKTOB, OCOOCHHOCTH COCTAaBJICHHS U OGOPMIICHUS
28. llomsTHe JOKYMEHTOOOOpOTa, KAYECTBEHHBIE H  KOJWUYECTBEHHBIC  IapaMeTpPhI
JIOKYMEHT0000pOoTa

29. IlpuHIMIBI PalMOHANBHOW OpraHU3alud JOKYMEHTO00O0pOoTa

30. OcHOBHBIE 3Tambl JABMKECHUS MOCTYMAIOMIUX JOKYMEHTOB

31. OcHOBHBIE 3Tambl IBUKEHUS OTIPABIIEMBIX TOKYMEHTOB

32. ®opMBI U METOABI COBEPUICHCTBOBAHUS JTIOKYMEHTOOOOPOTa

33. Ha3HaueHue M LENH PErucTpaliy JOKYMEHTOB, HPUHIUIIBI PETHCTPALUU

34. CTpyKTypa perucTpallHOHHOIO HOMEpa MOCTYMAaIOUINX, OTIPABIIEMBbIX U BHYTPEHHUX
JIOKYMEHTOB

35. OCHOBHBIE PEKBHU3HUTHI PErHCTPAMOHHBIX (POpM

36. OCOOEHHOCTH PErucTpaliy OTACIBHBIX BHJIOB JIOKYMEHTOB (IIPHKa3, JEIOBOE MUCHMO)

37. OpraHu3alMOHHBIE OCHOBBI KOHTPOJIS MCIOJHEHUS TOKYMEHTOB (TIOpY4YCHHA)

38. TexHoMOrNsl KOHTPOJSI MCIOMHEHUS AOKYMEHTOB (MOpY4eHUIN)

39. CpoKH HCTIOTHEHUS JOKYMEHTOB, BUJIbI CPOKOB, MOPSIAOK HCUUCICHUSI CPOKOB MCIIOTHEHUS
JOKYMEHTOB, IOPAI0K [IEPEHOCa CPOKA UCIIOJIHEHUS JOKYMEHTa

40. OCHOBHBIE ATalbl KOHTPOJISI MCIOMHEHHS JOKYMEHTOB (TIOpYUYCHHIA)

41. Opranusanust paboThl UCHIOTHUTENS C TOKYMEHTaMU

42. HopMaTuBHBIE OCHOBBI U OOIIWE MPUHIMIBI OPraHU3alUuU PabOTHl ¢ OOPALICHUSMHU Tpa)xIaH
43. Bunbl oOpaieHuii rpaxkjiaH, 0COOCHHOCTH PacCCMOTPEHUs oOpalnenuii rpaxaan PO
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44. TloHsATHE LIEHHOCTH IOKYMEHTAa, KPUTEPUHU IICHHOCTH JOKYMEHTOB, CPOKH XpaHCHHS
JIOKYMEHTOB

45. Opranusanus 1 HOPSJIOK MPOBEICHUS SKCIEPTU3bl IIEHHOCTH JOKYMEHTOB OpraHa BIacTH

46. Cpoku XpaHEHUS JOKYMEHTOB, KATETOPUU JJOKYMEHTOB, BBIACISAEMBIX I10 CPOKAM XpaHEHUS,
CPOKM XpaHEHMS AJIEKTPOHHBIX JIeJ

47. IlepeyHn TOKYMEHTOB CO CpPOKaMH XpaHEHUs, UX NPUMEHEHHE B JICJIONPOU3BOJICTBE

48. HowmenknaTypa Jie1 opraHa BJIacTH, (PYHKIIMHM HOMEHKJIATYpBl /1], IPUHIUIIBI e
MIOCTPOEHUS

49. ®opMa HOMEHKJIATYphI JIeJl, OCHOBHBIE 3TaIlbl €€ Pa3paOOTKH HOMEHKIATYpHI Tl

50. IlpaBuna cocraBieHHs 3arojIOBKOB JIeJI HOMEHKJIATYPhI A€

51. CornacoBanue U yTBEp>KJIEHHE HOMEHKJIATYPHI €], CPOK JAEHCTBUSI HOMEHKIIATYPHI /€T, ee
BEJIEHNE U KOPPEKTUPOBKA

52. dopmupoBaHHe A€ B AEIONPOU3BOJICTBE, OCOOCHHOCTH (POPMHUPOBAHUS B JI€NIa OTACIbHBIX
KaTeropuil TOKyMEHTOB

53. Bunsl onuceil 1€, OCHOBHBIE IPUHIMIIBI M TOPSIAOK COCTABIIEHUS ONUCEH el

54. JIn4HOE €710 roCyJapCTBEHHOI0 I'PAXKIaHCKOT 0 CITY>KaIIero, COCTaB JOKYMEHTOB JIea,
0COOEHHOCTH ero (GOpMHPOBAHUS

55. Opranuzanus paboThl M0 YHUUYTOKEHUIO JIOKYMEHTOB C HCTEKIIUMH CPOKaMH XPaHEHUS

56. O¢dopmiieHHe J1e P UX Nepeaade Ha apXUBHOE XpaHEHHe

57. llonsatue «uH(MOPMAITMOHHAS CUCTEMA JIEKTPOHHOTO JoKyMeHToobopoTay (CI/I), dyHkunn
coa

58. HopwmatuHBIC
JIOKYMEHT0000pOoTa
59. IloHATHE «3JIEKTPOHHBIH AOKYMEHT», OCHOBHBIE IPHHLMIIBI OPraHU3allMU paboThl ¢
3JIEKTPOHHBIMU JOKYMEHTAaMHU B JI€JIONpPOU3BOICTBE

60. Ha3naueHue cHCTEMBI MEXKBEIOMCTBEHHOT'O JICKTPOHHOTO MOoKyMeHToobopora (MDJ10),
ctpykrypa M2 10

TpeboBaHMs K  HMHPOPMALMOHHBIM  CHCTEMaM  3JEKTPOHHOTO

10. CAMOCTOSATEJIBHASA PABOTA OBYYAIOIIIUXCSA

®opma 00yueHUs 0UHO-320UHAS

HaunmeHoBaHue pa3enoB U TeM Bun camocrositenbHON paboThI O0bem dopma KOHTpOIA

(mpopabotka yuebHOro MaTepuana, | BUacax (TipoBepka pemnieHus

petrenne 3agad, pedepat, JOKIA, 3amay, pedepaTa u

KOHTpOJIbHAsA paboTa, IOATOTOBKA K Ip.)

criaye 3a4era, 9K3aMeHa | JIp.)
Pa3nen 1. TepmunoJiorusi, uctopusi 4 HopmatuHas 6a3a JI0Y
1. CoBpemeHHas 3aKOHOAATENBHAS U TECTHPOBaHUE 5 MIPOBEpKa TECTa
HOPMAaTHBHO-METOANIECKAS Oaza
JIETIONPON3BOJCTBA
2. CraHoBneHue U pasButHe | MpopaboTKa yIeOHOro MaTepraa 6 YCTHBIN OIIPOC
JenonpousBozacTBa B Poccun
3. OpraHu3anroHHbIC hopmBI TECTHPOBaHNE 5 MIPOBEpKa TECTa
JIETIONIPON3BO/ICTBA
Paznen 2. lokyMeHTHPOBaHHE YIPABJIEHYECKOI 1esITeIbHOCTH

4, CrpykTypa u coJiep KaHue TECTHPOBaHNE 5 MIPOBEpKa TECTa
JOKYMEHTa, TpeOoBaHUSI K 0(hOPMIICHUIO
JOKyMEHTOB
5. Cucrema opraHu3aIlMOHHO-TIPABOBOI peleHne KecoB 5 NPOBEPKAa  pEIIeHUs
JOKyMEHTAIN! KeiicoB
6. Cucrema PpacropsiIUTeTbHOU pelieHue keiicos 5 MIPOBEpKa TeCcTa
JIOKyMEHTAIHU
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1. Cucrema HHPOPMAITOHHO- pelieHre Keiicon 5 IIPOBEPKA  pEIICHUS
CIIPaBOYHOMH IOKYMEHTALIH KelicoB
Pa3znes 3. Opranusanusi paéoThbl ¢ JOKYMEHTaMHU
8. Opranuzanus T0KyMeHTO000pOTa U TECTUPOBAHHE 5 IIPOBEpKA TECTA
yTpaBJIeHUs JOKyMEHTalen
9. Cucrematmzaimss W  XpaHEHHE pelIeHne KelcoB 5 MPOBEpKa  pEIICHUs
JIOKYMEHTOB KelicoB
10. ApxuBHoe zaeno B Poccun TECTUPOBaHHE 4 IIPOBEpKa TECTa
11. CoBpemeHHbIe MH(POPMAIIOHHBIE peleHre KeiicoB 4 IIPOBEPKA  pEIICHUs
TEXHOJIOTMM B  JOKYMEHTAlIOHHOM KelicoB
obecrieyeHnH yIpaBiIeHUS
Kontpons Hanucanue pedepara, IororoBKa - npoBepka  pedepara,
K c1aye 3ayera 3auer

O¢}dexkTUBHOCTh JEKIMOHHBIX U MPaKTHUUYECKUX 3aHATHH 10 Kypcy «OCHOBBI
JEJIONPOU3BOJCTBAY» 3aBUCUT OT KadyecTBa CAMOCTOATENbHOW paboThl cTyaeHToB. Ilpu
MIOATrOTOBKE K 3aHATUSAM CTYAEHTY IOJIE3HO:

M3YYUTHh TEOPETUUECKUI MaTepuall Mo JaHHOW TeMe (KOHCIIEKT 3aHSTHS);

O3HAaKOMHTBCS C JMTEPATypOd, PEKOMEHJOBAHHOM IPENOAABATEIIEM;

BBINIOJIHUTD 3aJlaHUs, MPEIJIOKEHHBIE MIPENOAABATENEM K 3aHATHUIO;

COCTaBHUTh IIEPEUYEHb BOIPOCOB, BBI3BIBAIOLINX 3aTPYAHEHUS, HESICHOCTU WU COMHEHMUS,

00CYIUTh MX C TPEToIaBaTeNIeM WM Ha 3aHSATHH;
- 3aHUMATHBCA CaMOCTOATCIIBHBIM ITONCKOM HOHOJ’IHI/ITGJ’IBHOﬁ JATEpATyphI 110 I/I3yqaeM0171 TEME.

CamocrosiTenpHass paboTa NpHU3BaHA 3aKPENHUTh M AKTUBU3MPOBATH TEOPETHUYECKHE
3HAaHUS M TPAKTUYECKHE HAaBBIKH, MOJYYEHHBIE CTYJEHTAaMH Ha JIKIUAX M J1aOOpaTOPHBIX
3aHATHAX. YacTe BpeMEHH, OTBEJIEHHOIO Ha CaMOCTOSTEIbHYIO paboTy, MOKHA MCIOIb30BATHCS
Ha TOATOTOBKY K ayJWTOPHBIM 3aHATHAM, JApyras 4acTb - Ha OCMBICIEHHE pe3yJbTaTOB
CEeMUHAapCKUX 3aHATUU.

[Ipn opranu3anmuu MNPAKTHUYECKUX 3aHATHH HCIONB3YIOTCS: pa300p KOHKPETHBIX
cuTyanuii (KeWchl), BBHIMOJIHEHHE MPAKTHUYECKUX paboT B MalbIX TpyNnax, TECTHUPOBaHUE,
MOJTrOTOBKA pedepara.

JUid Jydiiero ycBOEHUs IMOJIOKEHUN JUCHUIUIMHBI CTYAEHTBI JTOJIKHBI:

- IIOCTOSIHHO U CUCTEMAaTHYECKH C UCIOJIb30BAHUEM PEKOMEHIOBAHHOMN JUTEPaTyphl U
AJIEKTPOHHBIX MCTOYHHUKOB MH(OpMAIMK 3aKPEIUIATh 3HAHMS, MOMYYCHHbIE HA JICKIUX;

- HaXOJAWUTH PelIeHHsS NPOOJIEMHBIX BOIPOCOB, MOCTABIEHHBIX MPENOAaBaTeNIeM B X0/€ JEKIHH,
CEMUHApPCKUX 3aHIATHH;

- peryisipHo M CBOEBPEMEHHO M3y4yaTh MaTepuasl, BBIJAHHBIM MpenojaBaTeleM Ha
CaMOCTOATENbHYIO TPOPAOOTKY;

- PeryJsipHO OTCIIEKUBATh U UCTIOIB30BaTh HH(OPMALIMIO, HAMICHHYIO Ha CIIEHUAIN3UPOBAHHBIX
caifTax.

CamocrosiTenpbHass paboTa CTYIEHTOB CTPOMTCS Ha OCHOBE  HCIIOJIb30BAHUS
JUCTAHIIMOHHBIX TEXHOJIOTMH O00ydeHHus, HpuU KOTOpoM o0Opa3oBaTelbHBIE pPECYpPCHI
pa3pabarbiBaloTCss Ha 0a3e MHOXECTBa Pa3HOOOpa3HBIX CPEJCTB: IMEe4YaTHbIE MaTepUallbl,
9JIEKTPOHHBIE JIEKUHUH, OJJIEKTPOHHBIE JKypHalbl, YJAJ€HHBIH JOCTYl K HPOrpaMMHBIM
CpeACTBaM.
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11. YYEBHO-METOJANUYECKOE 1 UH®OPMAIIMOHHOE OBECIIEYUEHUE
JUCHUITJINHBI
a) CniucoK peKOMeH1yeMOil JIuTepaTyphl
OCHOBHAsI JINTepaTypa:
1. I'pozoBa, O.C. [lenonpou3BoAcTBO: yueOHOe 1mocobue ajs akajJeMuueckoro OakaiaBpuata/
O.C.I'po3oBa. - Mocksa: U3natensctBo Opaiit, 2019. - 124 c¢. - (YHuBepcuretsl Poccun). -
ISBN  978-5-534-06787-3. -  Texcr: osnekrponnsnit// ObC  IOpaiit  [caiiT]. -
URL:https://www.biblio-online.ru/bcode/438790
2. Kompmmkuua, T.b. [lemoBble KOMMYHHUKAlMH, JAOKYMEHTOOOOPOT U JEJIOMPOHU3BOJICTBO:
ydueOHOe nocobue ans npuknaanoro 6akanaspuara/ T.b.Koneukuna, U.B.llyctuna. - 2-e u3g.,
ucnp. u nom. - Mocksa: U3narensctBo KOpaiit, 2019. - 163 c. - (bakanasp. [Ipuknagnoit kypce). -
ISBN 978-5-534-07299-0. - Tekcrt: anexrponubiii// 9bC HOpaiit [caiiT]. -
URL :https://www.biblio-online.ru/bcode/437256
JAOMOJIHMTEeIbHASL JIUTepaTypa:
1. TOCT P 7.0.97-2016. Hamumonanwsusiii ctangapt Poccuiickoii ®enpepamuu. Cucrema
cTaHgapToB 1o uHMopmarnuu, OMOTMOTEYHOMY UM H3AaTenbCcKoMmy pemy. OpraHu3aruoHHO-
pacnopsauTenbHas AOKyMeHTanusa. TpeGoBaHus k opopmieHuo 1okyMeHTOB (yTB. IIpukazom
Poccrangapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018). - Tekct: sanexkrponnsit// CIIC
Koncynsrant [lntoc. - 2019
2. Ilpuka3z ®enepanpHoro apxupHoro arentctBa oT 11.04.2018 Ne 44 «OO0 yrtBepxaeHUHU
NPUMEPHON MHCTPYKIUH IIO IEJIONPOU3BOACTBY B TOCYNAapPCTBEHHBIX OPraHU3alMAX». - TeKCT:
anekrponnbiii// CIIC KoncynpranT [lmroc. - 2019
3. Kysmeno, M.H. [lokymeHTanmoHHOe oOecmedeHne ymnpaBlieHHus. J[okyMeHTO0OOpOT u
JIeJIONPOU3BOJICTBO: YUeOHUK M MPaKTUKYM JAJsl nmpukiagHoro 6akamaspuara/ M.H.Ky3nenos. -
3-¢ u3n., mepepab. u nmom. - MockBa: M3garenbctBo HOpaiit, 2019. - 461 c. - (bakanasp.
[Mpuknagaoit kypc). - ISBN 978-5-534-04275-7. - Tekcr: anexktponusbiit// 9bC IOpaiit [caiit]. -
URL:https://www.biblio-online.ru/bcode/431759
y4eOHO-MeToAMYecKasi JiMTepaTypa:
1. Mopo3oBa T.B. Meronuueckne yKazaHUs IO OPTaHU3AIUU CaMOCTOSTEIBHOW pPabOTHI
CTYIEHTOB 1o aucuuiuinae «OCHOBBI JETOMPOU3BOACTBA»: A CTYIEHTOB OakamtaBpuaTa IO
HampaByieHnio moArotoBku 38.03.04 «["ocyaapcTBEHHOE W MYHHUIMIIAIBLHOE YIPABJIEHUE)» BCEX
dbopm obOyuenusi/ T.B.Moposzosa; Yal'V, UDub, Kad. skoH.aHanmm3a u rOC.ynmpaBICHHS. -
VaesaoBck: Yal'V, 2019. - 3aru. ¢ sxpana; HeonmyOnmukoBaHHEIH pecypc. - DIEKTPOH.TEKCTOBBIC
JIaH. (1 ¢aiin: 373 KB). - Tekcr: IJICKTPOHHBIN. — URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

CornacosaHo:
(ﬂ/}ﬂ;;,b(u bw ONA27Ce, et rorl oc.52AM i ‘\/fv;d/’/ 95, -Z/ D& e
JOmKHOCTS COTPYAHHKA HAYHHOR OO IHOTCKH QHO ToAnNCE =

0) IlporpammHoe obecrieyeHue TUCHUNINHBI
1. OC Windows
2. Microsoft Office
3. «1C: Ilpennpusrtue 8». KoMruiekT st 00y4eHUs B BHICIIUX M CPEAHUX YYCOHBIX 3aBEIICHHUSIX
4, Statistica Academic for Windows
5. Kommiekt 1O «YHuBepcan» («®@uHaHcOBbIN aHanu3 + OueHka Ou3zHeca», «VHBECTUITMOHHBIN
aHanu3y, «brompker» n «OneHKa HEABUKUMOCTHY )
6. Arrurmiaruar BY3
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1) Hpodrecenomittinte Gaans SUmnes, o pssinommo-Copano e Cuer e
1. DaokTponno-onbomereaniie CHeTemn:

1.1, Lsdiponol ofpasonaremnmail pecypo TPRSman | sseerponso-Gulamoresmn cueroms :

cafir / O0Q0. Kommarnus oA [Im Ap Megman, - Caparvon, [2022). -~ LURL:
http/www iprbookshopru. — Pesame JOCTYIUL a0d Saperncypup, noassosateseft, - Teker o
apexrponmail,

1.2, Obpasonarcastos nunydopaa OPAHT | oSpasosarcasiafl pecype, WICKTpORas
Onbanoress : calty / 000 Daextponnoe wuareanctso IOPART. - Mocsna, [2022) - URL:
httpe//urait ). — Peutst T0CTYI! I8 MPperweTPRp. noasaoniteseil. - Texer - wexrpolmait.

1.3, Base manimiex «daextposnan Gmtnworeks rexmmveckore BY3a (O5C nK(mC)m.um
cryaentie) | asextporso-GreSatoresian euctoma - cafly [ 000 Tlommexpeeype. -~ Mocena,
[2022] - URL: bipm/www studentlibrry aw/cgl-bin/mbax, — Peikion 00Ty AR aperucipup.
noassosreacil. — Fexer & yexrponmsail,

1.4, IBC Jlaw @ serponmo-Guimmoremmn cneremn © eaivr 1 OO0 I6C Jlans. -~ Comer-
llerepSypr, [2022], -~ URL: httpsi//clanbook.com. — Peomiim socrynal JUs  SEperucpigp.
nomosonarencelt -~ Tercr | anewrportineit.

1.5, 9BC Znanium.com © anexTpoido-Onbamoresmng cucrema @ calty / OO0 3sannym, -
Mocena, [2022] - URL: hupfepaniumcom . - Peamse aoctynd - Jas aaperscipep.
nomssomareneil. « Texer & aexrpomimail,

2. Koucyanrnurilpoe [Dinecrpomuh pecype]: cnpasonias gpasosas cucress. (OO0
« Koy mrant Tlwocs » nexrpoir. zan, - Mockna : KowcyastmerlLinoc, [2022],

3. Bt UGS BERROTHMOCKIK WA

3.1 Basa g nepuogseckis sonanfl EastView @ ancerpommae sypesas / OO0
HBHC. < Mockma, [2022]. - URL: hapy/diih eastview.com/rowse/adb/12. — Pemum aoctyna :
Juam paropes. nosssosarenell, - Texer @ aestponmi,

32 cLIBRARY RU: waywms aesxypommas OGaomworexn - cuiir (000 Haywnan
Dnewrpinmak BaGiotoresn, ~ Mocksa, [2022], — URL: batp:/clibrary su, — Pesom nocrvia | s
untopiy, noakiosereneil, - Tewcr | saerrpomni

33 Dnexrporm Gefimoresa sHammemoxore aova «f pebeony (Grebinmikon) ©
saexrpotes Gifimorexs / OO0 WL NpeGennuson. - Mocksa, [2022]. - URL: https:/id2. action-
mediaruPensonal/Products. - Peaoon goctyma @ Jow aRTopins.  noasosareach, — Texer |

4, Deaepraannes  fecyiaperneanan  wmopsannonnny  cneress  oHanmowasasuasn

Gubanovexan - necepoiisas Gulamoresa - caity / OFBY PI'E - Mocsia, [2022). -
URL: hmn//mﬁ.pq. ~ Pemns octyna - e poausosareacl whyveolt GulGasorexn. - Texer |

6. Peaepraninae ummum-dpanuuwlm HOPTRAN

6.1, Erpooe s pocryia ¢ ofipaioearenssnim pecypoan | hegopasssiafl nopras . ~ URL:
hespe/fwindow,edurn/ . — Texer ¢ aexrpocsid,

6.2 Pocoricroe obpasospune | (etepuasasifl sopras £ yupenreess OUAY «DHITOx,
URL: http/iwww.edire, -~ Texcr @ anestposniail.

7, Obpsronareannnie pecypent Yal'y:

7.1, Daecrponsan Gubotorewnan cnctesa Yal'y | soavis «Dnewrpoman Oalasoresas
ABHC Mera-T1PO /[ OO0 oJlata Fweapoces, — URL: httpe//Aib ulser/MegaPro/Web, — Pexane
HoCTYNR - uts noassomarenell savanoft nGanorent, — Texor & akrposssalt.

COFJTACOBAHO:
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

Heobxonumoe marepuanbHO-TEXHUUYECKOE OOecledeHHe NUCLUIUIMHBI IPEeAroaraer:

- Hanuyue O0uOIMoTeyHOro (oHAa JIUTepaTyphl 10 OCHOBAM JOKYMEHTAIMOHHOTO o0ecnedeHus
ynpasieHus B cucreme MY (yueOHuku u ydeOHBbIE IOCOOMSI, )KYpHAIIbI, IEPBOUCTOUYHHUKH);

- aKkTyanu3anuioo pabodeld MpOrpaMMbl JIUCHUIUIMHBI, BKJIIOYAIOMIEH OCHOBHBIC ITOHSATHUS
TEOPETHUECKOro  MaTepuana, MpPaKTHYeCKHe 3aJaHusd, KOHTPOJbHBIE BONPOCHI IS
CaMOIIPOBEPKH, BONPOCH] K 3aU€Ty, TECTOBBIE 3aJaHUS;

- HaJIM4ue JTOCTYITHOT O /Ui CTyAeHTa BhIxoaa B VIHTepHeT;

- HUIMYKE CIEIUAbHO 00OPYIOBaHHBIX ayJUTOPHU JUIS MYJIbTHMEAUHHBIX IPE3CHTALNI;

- TECTOBbIE MaTepUAJIbI 10 TEMaM Kypca Ha OyMa)KHOM HOCUTEJIE;

- KapTOYKHU C CUTYallMOHHBIMH 3a7a4aMu (Kelcamu).

AynuTopun yKOMIUJIEKTOBAHBI CIENMATN3UPOBAHHOM Mebenbto, ydeOHOH JOCKOM.
Aynutopun I MPOBENEHUsS JIEKIHH 00OpYyIOBaHBI MYIbTUMEIUIHBIM O0OpYIOBAaHUEM IS
npenocTtaBieHuss uWHpopmanuu Oonpuiol ayautopuu. llomemnieHune I CaMOCTOSATEIbHOM
paboTBl OCHAIIEHBI KOMIIBIOTEPHOH TEXHHMKOH C BO3MOXXHOCTBIO IOJAKIIOYEHHUS K CETH
«HTepHeT» M olecreyeHWeM JOCTyma K 3JIEKTPOHHOH HH(OpMannoHHO-00pa3oBaTeNbHON
cpene, DIeKTPOHHO-OMOIMOTEYHON CHCTEME.

[Iepeuens o0opyaoBaHUs, UCIIONB3YEMOTO B yueOHOM Ipolecce, yKa3aH B CBEJCHUSAX O
MaTepHATbHO-TEXHUYECKOM OOECHEeYeHUHM U OCHAIEHHOCTH O00pa30oBaTeIbHOTO Ipolecca,
pasmenieHHBIX Ha odumuansHoM caite Ynl'V B pasmene «CBemeHus 00 oOpa3zoBaTenbHON
OpTaHU3aLHUN.

13. CHEIIMAJIBHBIE YCJOBUA JJI51 OBYUYAIOIIUXCSA C OTPAHUYEHHBIMU
BO3MOHOCTSMMU 310POBbsI U UHBAJIU10B

B cmydae HeoOXoAMMOCTH, O0OyYarOImIMMCS W3 4YHCIA JIHI C OrpaHHYECHHBIMH
BO3MOXXHOCTSIMH 3J0pOBBsSI (110 3asBICHUIO OOYYaroIIEerocs) MOTYT Mpeanaratbcs OIWH W3
CIIEJyIOIIUX BapHaHTOB BOCHPHUATHS HWHPOPMANMH C YYETOM WX HHAWBHIYAIbHBIX
ncuxo(GU3nIecKux 0COOCHHOCTEH:
- I JIAIl C HapylmIeHWEM 3peHHus: B medaTHOH (opme yBenum4eHHBIM MpuUPTOM; B (opMme
AJIEKTPOHHOTO JIOKyMEeHTa; B ¢opme aynuodaina (mepeBon ydeOHBIX MaTepualioB B
aynuodopmar); B medatHoi (opme Ha s3bike bBpaiins; WHAWBHIyaJIbHbIE KOHCYJIBTALUU C
pHUBJICYCHHEM TH(IOCYPAONEPEBOIIHKA; HHAUBUAYATbHBIC 3aJAHHS U KOHCYIbTAIlHH;
- Ui JIMI ¢ HapyIICHHEeM Ciyxa: B Ie4aTHoil (opme; B (GopMe 3JICKTPOHHOTO JTOKYMEHTA;
BHJCOMATEPHAIBl C CYOTHUTpaMH; WHIUBUIYyallbHbIE KOHCYJIBTAlMM C [PUBJICYCHUEM
CYpAOIEPEeBOIYNKA; WHIMBUAYATbHBIC 3a]JaHUS M KOHCYJIBTALIUN;
- U JIMI C HapylIIeHUEM OIOpPHO-JBHTaTeNLHOrO ammapara: B mne4atHod ¢opme; B ¢dopme
AJIEKTPOHHOI 0 IOKYMeHTa; B (hopme ayauodaiina; HHANBUIYAIbHBIC 3a1aHUsI M KOHCYJIbTAIUH.

B cinyyae HE0OXOIMMOCTH HCIIOJIB30BAHHS B y4EOHOM MPOIECCe YaCTUYHO/UCKIIOUUTEIBHO

JTUCTAaHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOIOTUH, opranu3anus padorsl [IIIC ¢ oOydaromumucs ¢
OB3 u uwHBamugaMu NpeAyCMaTpUBACTCS B JJIEKTPOHHOW HMH(OPMAIMOHHO-00pa30BaTEIbHOM
CpeleC yUeTOM UX MHAUBUYAJIbHBIX MCUXO(PU3NIECKUX OCOOEHHOCTEM.

Paspabotumnk Ures = JOIEHT Kadeaphbl Anmumb6exopa @.b.
I'yud
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IIpodeccnonaabubie 6a3bl 1aHHBIX, HHPOPMATTHOHHO-CIIPABOYHBIE CHCTEMbI
1. DIeKTpoHHO-0HO.IHOTEUHbIC CHCTEMbI:
1.1. Ilngposoit oGpasosareabbii pecype [PRsmart : sekTponHo-6ubanoTeYHas cHCTEMA :

caittr / OOO Komnamns «Ai Ilu  Ap Meaman. - Caparos. [2023]. — URL:
http://www.iprbookshop.ru. — Pesxum noctyna: st saperucTpup. nosib3osareseit. - Teker : aiek-
TPOHHBIH.

1.2. O6pasosaresnbnas niaatdopma FOPAMT : oGpasosarenbubiii pecype, aeKTpornas oné-
moteka : caitt / OO0 Dnekrponnoe m3narenbetBo «IOPAWT». — Mocksa, [2023]. - URL:
https://urait.ru. — Pexxum goctyna: aAnsi 3aperucTpup. noias3osaresieil. - TeKeT : 21eKTPOHHBIH.

1.3. baza nauubix «Jnexrponnas Oudrmorexa texuudeckoro BY3a (9BC «Koucynsrant
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