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1. HEJA U 3AJIAYN OCBOEHMUS JTUCHUIIJINHBI

Hean y4eOHOW MUCHUIUIMHBI - TOJArOTOBKA CIEIHAINCTA, OONQJAMOIIETO 3HAHUSIMH
MPaBOBbIX, HOPMATHUBHBIX M OPTraHU3AIMOHHBIX OCHOB JOKYMEHTAIlHOHHOTO OOeCIeYCHUS
yIpaBJICHHUs, YMEHHUSIMH IO COCTaBICHHI0 M OQOPMIICHHIO OTACIBHBIX BHJIOB YIPABICHYECKUX
JOKYMEHTOB W HaBbIKAMH WX [PUMEHEHUs JJs pelIeHus 3aJady  JOKYMEHTAllMOHHOIO
obecrieueHust pabOThl OPraHOB I'OCYIAPCTBEHHOM BJIACTH M MECTHOTO CaMOYITPaBJICHUS.

3agaun u3yyeHUs1 JUCHUILIMHBI:
- copMUpPOBaTh 1EIOCTHOE MPEICTABICHUE O JAEIOMPOU3BOICTBEHHOM MPOIIECCE;
- U3YYUTh COBPEMEHHbIE TPeOOBAaHMS K JOKYMEHTHPOBAHUIO YIPABICHUECKON AEATEIHHOCTH U
opranu3anuu paboThl ¢ JOKYMEHTAMH B TOCYIapCTBEHHBIX OpraHax;
- OBJIAJIETh COBPEMEHHOM NPAKTHUKOW M OpraHu3anued padoThl ¢ JOKYMEHTaMH IpPU PELICHUU
CTPATETMYECKUX U ONEPATUBHBIX 3a]]a4 OpTaHU3al1Y;
- COPHEHTHpPOBATh CTYJCHTOB HAa AaHAJINW3 COIMAIBHBIX  SBJICHUH, (UKCUpPYEMBIX B
OpraHu3alMOHHO-PACIOPAIUTEIBHON JIOKyMEHTaIu1 OpraHoB rocyJaapCcTBEHHOrO u
MYHUIHUIIAJIBEHOTO YIpaBiICHUSI.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

VYyebnas mucummuimHa «OcHOBBI aenonponsBoacTBay (I1K-6) BxomuT B OMOK AMCIMILINH,
(GOopMHUPYEMBIX YYACTHHKaMH OOpa30BaTE/IbHBIX OTHONICHHUM, SBJISETCS  TUCHUIUIMHOW — TO
BbiOOpy OOIIl 6akanmaBpuata PI'OC BO mno nampasnenuio 38.03.04 «['ocymapctBenHoe u
MYHUIUIIATIBHOE YIPABICHUE» M HAXOAWUTCS B JIOTMYECKOM W COAEp)KaTeIbHO-METOIUYECKOM
CBSI3M C TAKMMH JHCHUIUIMHAMA KaK «AHaJIW3 yrpaBleH4YecKod nestensHocTH u ayauT» (I1K-6),
«CoBpeMeHHbIE (HHAHCOBBIE HMHCTPYMEHTHI CONMAIBHOrO TnpennpuHuMarenbeTBay (I1K-6),
«OcHOBBI poccuiickoro napiameHtapusmay (I1K-6).

JIisl KaueCTBEHHOT'O0 OCBOCHUS JUCIUILIMHBI 00yJalOMINUNCS TOJIKEH:
3HATh!
- OCHOBBI YIPaBJICHUS;
- CHCTEMY IIPaBOBBIX PEryJsTOPOB;
- 3Ha4YeHHWE WH(POPMAMM B COBPEMEHHOM WHQPOpPMAIMOHHOM OOIecTBE B IEJIOM H B
podecCHOHANBHON AESITENbHOCTH;
- 3aKOHONATENbCTBO P®, pernamMeHTHpyrollee KOMIIETECHIIMIO OPTraHOB TOCYJAapCTBEHHOM BIACTH
¥ MECTHOTO CaMOYIPAaBJICHUS U BHJBI JOKYMEHTOB, BO3HHKAIOIIMX B PE3y/lbTaTe pean3aluyd UX
TIOJTHOMOYHH;
- TpaBOBble TPEOOBAaHUSI YCTAHOBJICHHS U COONIONCHHS pPEXKHMMa OTPaHUYEHHS JOCTYyINa K
nHpOpPMAIUHU, B TOM YHCJIE TOCYIAPCTBEHHOW M WHBIX OXPaHSEMbIX 3aKOHOM BHJOB TaiiH.
YMETh!
- paboTaTh B TEKCTOBOM PEIAKTOPE;
- paboTaTh B JIOKAJBHBIX U IIT00ATBHBIX CETSX;
- OpraHW30BBIBaTh M MOAJCPKHUBATH (HYHKIMOHHPOBAHHE HH(OPMAIIMOHHO-JOKYMEHTAI[MOHHBIX
crcTeM, 00eCTIeYHBAIOIIUX COOIOACHUE PEKIMOB OTPAHUYCHUS JOCTyHa K
JTOKYMEHTHPOBaHHOW MH(OpMAIIHH;
- aHAJTM3UPOBATh M YHU(PHUIHUPOBATH OQUIHATIBHBIE TEKCTHI;
- WCTOJIb30BaTh 3aKOHOJATENbHbIE aKkThl Poccuiickoii dexepannu, HOPMAaTHBHBIE  I[PABOBBIC
aKThl W HOPMATHBHO-METOAWYECKHE JOKYMEHTHI (efepaqbHbIX  OPraHOB  HMCHOJHHUTEIBbHOU
BJIACTH TIPU COCTABJICHUH U O(POPMIICHUH YIPABICHYECKUX JTOKYMEHTOB.
BIIAJICTh:
- O(UIMATBHBIM CTUJIEM MUCHbMEHHON peyu;
- TEXHOJIOTHEH MOoucKa U 00paboTKu TpeOyemMol HMH(pOopMaLnH;
- HaBBIKAMH  JIOKyMEHTHPOBAaHHUS  YIPABICHYECKOW  JESATENBHOCTH C  HCIOJB30BaHUEM
COBPEMEHHBIX TEXHUYECKUX CPEICTB;
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- HaBBIKAMH TTHCHMEHHBIX KOMMYHUKAIIHH;
- HaBBIKAMH PAa0OTHI C MMPABOBBIMHU aKTaMH.

«OCHOBBI  JICIIONIPOM3BOJICTBAY SIBIIACTCS JUCIUIIIMHOW, MPEAMICCTBYIOMEH I TaKUX
muctmiine - Kak:  «[Ipemmuruiomuast mpaktukay (I1K-6), «IloaroroBka K cmade H caada
rocyaapctBeHHoro osk3amena» (I1K-6), «3ammra BBITYCKHOH — KBaJM(UKALMOHHONH paboOTHI,
BKJIFOYAst [TOJrOTOBKY K MPOILEAYPE 3alUThI U mpotieaypy 3amutsD (ITK-6).

3. HEPEYEHbD INTAHUPYEMBIX PE3YJIBTATOB OBYUYEHMUS 11O JUCIUIIIMHE
MOAYJIH0), COOTHECEHHBIX C INTAHUPYEMBIMU PE3YJIBbTATAMU
OCBOEHHMS OCHOBHOM MPO®ECCUOHAJLHON OBPA3OBATEJBLHOM

ITPOI'PAMMBI
B coBokynHocTH ¢ apyrumu aucrurimHamu npodeccuonansHoro nukiaa @r'oC BO no
HAIIPaBIICHUIO My JUCLUIIINHA «OCHOBBI JIETIONPON3BOACTBAY» obecrieunBaeT
MHCTpYMEHTapueM (pOpMUPOBAHUS CIEAYIOIIMX KOMITETEHIINH.

Kon n HaumenoBanune [lepeuenb naaHUPyEeMBIX pe3yabTaTOB 00yUEHHS 110
pean3yeMoil KOMIETEHIIUH JUCLIMILIIMHE (MOYJII0), COOTHECEHHBIX C HHIUKATOPaMHU
JOCTUKEHHS] KOMIIETEHIINH

MK-6 - cnocoben paspabarbiBaTh | 3HATB: IpaBWia, NPUHIMIBI ¥ IOAXOABI  pa3pabOTKu
METOANYECCKUE u CIIpaBOYHBIC METOAMYCCKHUX U CIPAaBOYHBIX MAaTEpUaAJIOB 110 BOIIpoCaM
MaTepualIbl 10 BOIIPOCAM HpO(i)eCCI/IOHaHBHOI‘/'I JCATCIIBHOCTH,

NEATENBPHOCTH JIMI HA JIOIKHOCTSX | Y MeTh! pa3zpabaTeiBaTh METOAWYECKHE W  CIIPaBOYHBIC
MaTepHalbl 110 BOIIpocaM HMpodecCHOHAIBLHON AeITEIbHOCTH;

roCyJ1apCTBEHHOM TpaXk IaHCKOU B 5

CHy)K6LI Poccuiickoii CDez[epauHH, JIAI€Th: HABBIKaMH pa3paoOOTKU MCTOHPI‘-IGCIEPIX " CIIPpaBOYHBIX
o MaTEpHUAaIOB 10 BOMPOCcaM MPOoQPeCCHOHAIBLHON ACATEIbHOCTH

roCyJapCTBEHHOU CITY>KOBI

CyOBEKTOB Poccuiickoit

®enepanuy, JOJKHOCTSIX

MYHUIUTIATIBHON CITYXOBI

VY4eOHas AMCHUIUIMHA OPHEHTHPOBaHA Ha wHccienoBaHne 3((EKTHUBHOCTH OpraHU3alnud
JTOKYMEHTOO0OpPOTa, B TOM WYHCIE OICKTPOHHOTO, Ha T'OCYHAPCTBEHHOW H MYHHUIUITATbHON
cryx6e P®. Tembl Kypca oOpraHMYeCKH YBS3aHBI C OCOOCHHOCTSMH pa0OThI C JIOKYMEHTaMHU
PYKOBOIUTENIEH M CHENUAIUCTOB B CHCTEME FOCYIAPCTBEHHOI'O U MYHHUIHITAIBHOTO YIIPABICHUS
Ha COBpEeMEHHOM OJrame. JlucuuruimHa cnocoOcTBYeT (GOpMHUpPOBAHHS Y CTYICHTOB BHICHUS
BO3MOXKHOCTU yHpaBiieHHs HH(OpMaIeld Kak 9aCTH CHCTEMBbI CTPATETHYECKOro YIpPaBICHHS.

Wzydyenne mucuurinabl «OCHOBBI JEIOMPOU3BOJCTBAY» OTKPBIBACT MEPCIIEKTHBBI LIS
YCHCIIHOTO MPOXOXKICHUS TI0 KOHKYpPCY B OpraHbl  TOCYIApCTBEHHOIO M MECTHOI'O
CaMOYIIpaBIICHUSI.

4. OBIIASI TPYAOEMKOCTDb JUCIHUILIJIMHBI
4.1. O0beM TUCIMILIMHBI B 3a4€THBIX ¢AMHKIIAX (BCero) 2 3auéTHble equHuIbl. OOIas
TPYAOEMKOCTh JTUCIIUIUIMHBI COCTABJISICT 72 4aca, BUJ IPOMEKYTOYHOM aTTeCTaIllUu - 3a4ET.
4.2. O0beM AMCIUIUIMHBI 110 BUJaM Y4e0HOH paboThl (B Yacax)

KonuuectBo yacoB (popma oGyueHHUsi 0UHO-
3a04HAas)

Bua yuebHoit paboTs
B T.4. IO CEMeCTpam

Bcero no nnany g

KonTakTHas pabora oOydaromuxcs ¢ 18* 18*
npernoaBaTeneM
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AyIUTOpHBIC 3aHATHA: 18* 18*
JICKIUU 8* 8*
CEMUHApPBl U MPAKTUUECKUE 3aHATUS 10* 10*
nabopaTropHbie PadOThI, MPAKTHUKYMbI - -
CamocrositensHas pabora 54 54

dopMa TeKyLIero KOHTPOJIs 3HAHUN U

YCTHBII OIIPOC, pelIeHue

YCTHBIH OIpocC,

KOHTPOJISI CAMOCTOSITENIHON paboThI: KelcoB, pedepar, pellIeHue KENCoB,
TeCTUPOBaHME, KOHTP.paboTa, TECTUPOBaHUE pedepar, TecTupoBaHue
KOJIJIOKBUYM, pedepart u ap.

Kypcosas pabora - -

Bu bl mpoMexXyTOYHOH aTTecTanuu 3a4er 3a4er
(aKx3ameH, 3a4eT)

Bcero wacos no aucnumiuHe 72 72

*KonuuectBo uacoB paborsl IIIIC
MPUMEHEHUEM DJIEKTPOHHOT'0 00ydeHus

4.3. Copnepxanue mUCIUIUTHHBI (Momyisi). Pacripenenenue 4acoB 1mo TemMam U BUIAM

yaeOHOi paboThI

¢ 0OyyarouumMucs

®opma 00yueHHs] 0YHO-3204YHAS

B JUCTAaHIMOHHOM (opmare c

Buzbl y4eOHbBIX 3aHATHH
AYIHTOPHBIC SAHATHS 3anarus | Camo- dopma
Ipaxru- | Jlabopa- B cros- TEKYILEro
Ha3Banue pa3nenos u tem Bcero Tex | HecKue TOpHEIE HHTepaK- | Tem- KOHTpOT
| AHATAA, | pabOTHL | yppofi | mas 3HaHUi
CEMUHAa- | IpaKTu- dopme | pabora
pbI KyMBI
1 2 3 4 5 6 7 8
Pazgen 1. TepmuHosiorus, ucTopus u HopMaTuBHas 6a3za 10Y
1. CoBpeMeHHas 3aKOHOATENbHAs U 7 1 1 - - 5 TECTUPO-
HOPMaTHBHO-METOJUYECKas 6aza BaHHE
JIeTIONPOU3BOCTBA
2. CraHoBJIeHHE U pasBuTHe 6 - - - - 6 YCTHBII
Jenonpoun3BoacTea B Poccun orpoc
3. OpraHu3annoHHbIE (hopmbl 6 - 1 - - 5 TECTUPO-
JIeJIONPOU3BO/ICTBA BaHHE
Pa3nen 2. JlokyMeHTHpOBaHMe YIIPAaBJeHYeCKOMH AesATeJIbHOCTH
4, Crpykrypa u COZIEpIKaHHe 8 1 2 - - 5 TECTUPO-
JOKyMeHTa, TpeOoBaHMA K 0()OpPMIICHHIO BaHHE
JIOKyMEHTOB
5. Cucrema opraHM3aIMOHHO-TIPaBOBOH 7 1 1 - - 5 penieHue
JOKYyMEHTAINU KeiicoB
6. Cucrema pacmopsIIuTeTHHON 7 1 1 - - 5 peleHue
JOKyMEHTAIN! KeiicoB
7. Cucrema HHPOPMAITIOHHO- 7 1 1 - - 5 peleHue
CHPaBOYHON TOKYMEHTAIHH KeiicoB
Paznen 3. Opranusanus paGorsl ¢ JOKYMeHTaMH
8. Opranu3arus JOKyMeHT0000pOTa U 7 1 1 - - 5 TECTUPO-
YIIpaBICHUS TOKYMEHTaIeH BaHHE
9. Cucremarmzauuss W  XpaHCHHE 7 1 1 - - 5 pelieHue
JOKyMEHTOB KeiicoB
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10. ApxuBHoe nemno B Poccun 6 1 1 - - 4 TECTUPO-
BaHHUC

11. CoBpeMeHHBIE HH(POPMAIIOHHBIE 4 - - - 4 pelieHue

TCXHOJIOT'MHU B JOKYMEHTAallMOHHOM KelicoB

obecrieyeHnH YIIpaBIIeHUs

Kontpons - - - - - - pedepar,
3a4€T

Bcero 72 8 10 - - 54 -

5. COAEP KAHUE JUCHUIIVIMHBI (MOOYJIS)

B mpouecce wu3yueHus AaHHOW JUCHUIUIMHBI CTYJIEHTBI 3HAKOMSTCS CO CIEIYIOIIMMHU
KJIFOUCBBIMU BOITPOCAMMU.

Paznea 1. TepmuHosorus, ucropuss 1 HopmatupHasi 6aza JI0Y

Tema 1. CoBpemeHHass 3aKOHoOAaTeJbHasi M HOPMATHBHO-MeToAWYecKasi 0a3a
JAeJ10IPOU3BOACTBA

CoctaB ¥  CTpyKTypa HOpPMAaTHBHOM  NpPaBOBOM U METOAMYECKON OCHOBBI
JOKYMEHTAllUOHHOTO  O0ECHeueHus]  yNpaBJeHUs, poilb M| 00BEKTHI peryanpoBaHUs
3aKOHOAAaTCIIbHBIX aKTOB n HOPMAaTHUBHBIX IIPaBOBLIX aAKTOB @enepam,me opraHoB
HCIIOJTHUTEILHON BJIaCTH, HAITMOHAJIBHBIX U JIOKAJIbHBIX HOPMATUBHO-MCTOANYCCKUX
NOKyMeHTOB. HasHaueHme ¥ OCOOEHHOCTH  HCIIOJB30BaHUS ['OCyZapCTBEHHON  CHUCTEMBI
JOKYMEHTAIlMOHHOTO obecnieueHust ymnpasieHun u IIpaBun nemompou3BoiacTBa B (heaepabHBIX
opraHax HCIOJIHUTECIBHON BIACTH.

Tema 2. CTaHoBJIeHHe U pa3BUTHE JeJ0Npou3BoacTBa B Poccun

[Ipukasnoe nemonpousBojacTBO Pycckoro rocymaperBa (15-17  BB.) Komrexckoe
JIETIONIPOM3BOJICTBO B TOCYAApCTBEHHBIX yupexkaeHusax Poccum 18 Beka. HcmomuutenbHOe
JICTIONPOM3BOJCTBO B yupexaeHusx Poccunm  (19-mau. 20 BB.) /[lemompou3BOaCTBO B
VApeKIEHUSIX  coBeTckoro mnepuoma. OcHoBHble pa3paborkm  BHUMJIAJL B  obmactu
JeJTONPOU3BOJICTBA.

Tema 3. Oprann3zauuonHble (POpMBbI /1€JIONPOU3BOIACTBA

3HavyeHHEe OpraHU3alMM JOKYMEHTALMOHHOI'O O0ECIeUeHHs YIpPaBICHHS B COBPEMEHHOM
sKOHOMMYecKOH xu3HM Poccun. Opranum3anoHHO-(QDYHKIIMOHAJIbHAS ~ CTPYKTypa  CIIY>KOBI
JIeTIONPON3BOICTBA. HoOpMaTHBHOE peryimpoBaHHE JIESTENBHOCTH CIYXObI IeJIONpON3BOJICTBA.
JIOJTDKHOCTHOM — cocTaB  CIIyKObI ~ JCNTOMPOM3BOACTBA.  POJb  CTPYKTYpHBIX  IOApa3eiieHUI
OpraHH3ally B peann3auuy pyHKIUN AeT0npPOU3BOACTBA.

Pa3nen 2. JlokyMeHTHpOBaHUE YNPAaBJIE€HYECKOW esiTeTbHOCTH

Tema 4. CTpykTypa M cojJep:KaHue JOKyMeHTa, TpeOoBaHusA K oQopMiIeHHI0
AOKYMEHTOB

OyHKIMM ¥ BUABI JOKYMEHTOB, WX yHUUKanus W crangaptu3anusa. Knaccudukarnums
JOKyMEHTOB. TpeOoBaHus K OnaHkam JOKyMeHTOB. [IpaBmiia coctaBieHust HOKyMeHTOB. Cocras,
COZep)KaHHEe W OCOOCHHOCTH peanu3allii TPeOOBaHWUH K PpACIONIOKEHUI0 H  O(QOPMICHHUIO
PEKBU3UTOB JOKYMEHTOB. CTpyKTypH3alMsi TEKCTOB YIPaBICHUYECKUX JOKyMEHTOB. TpeOoBaHus
K Ka4eCTBY JIOKYMEHTOB.

Tema 5. Cucrema opraHu3anMOHHO-NPABOBOI JOKYMEHTALMH

JlokymMeHTanpHBld  (OHA M MEpeueHb JOKYMEHTOB, O00pa3ylolmxcs B  IpoOLEcce
JeATENIbHOCTH TOCYAapCTBeHHOro oprana. (CocraB, pacmojoKEeHWe U TpaBwiIa OPOPMIICHHS
PEKBU3UTOB  OTAEIBHBIX BMJIOB  OpPraHM3allMOHHO-TIPABOBBIX, JOKYMEHTOB. (OcCOOEHHOCTH
opopmiieHHST OTAEIbHBIX BHJIOB JOKYMEHTOB, 0Opa3ylooIuxcs, o0O0pa3yloluxcs B IpoLecce
JESATENBHOCTH TOCYAAPCTBEHHOIO OpraHa.

Tema 6. Cucrema pacnopsiguTeJbHON TOKYMEHTAHMH

Hasnauenne u cocTaB pacnopsAWTENbHOM JOKYMEHTAUMW B  YOPaBJICHYECKOU
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JeATeJIbHOCTH OpraHa BilacTH. PacriopsaurenbHble JOKYMEHTBI, U3JaBaeMble npu
KOJUIETMAJIbHOM IPUHATUM pelleHuil. PacnopsiauTenbHble  IOKYMEHTBI, HU3JaBaeMble IpU
€IMHOJIMYHOM NPUHSITUN PELICHUM.

Tema 7. CucreMa MH(POPMALHOHHO-CIIPABOYHON AOKYMEHTALMH

XapakTepucTUKa OCHOBHBIX BHUIOB HMH()OPMAIIMOHHO-CIIPABOYHBIX M  AHAJUTHUYECKUX
JNOKyMEHTOB. OCOOEHHOCTH  COCTaBJIEHMS ~ MH(QOPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB B
pasIMYHbIX CUTYalUsl YIpPaBICHUYECKON JedaTeNnbHOCTH. Ponb 1M Ha3HaueHHE JIENIOBOM MEpenucKH
Kak cpeJcTBa M crocoba MH(OPMALMOHHOTO OOMEHa MEXIy OpraHaMM BJIACTH, OpPraHU3ALUSIMH,
rpaxJaHaMu.

Paznes 3. Opranuszanus padoTbl ¢ JOKYyMEHTaMH

Tema 8. Opranuszanusi A0KyMeHTO000pOTa M YNPaBJIeHUs JOKyMeHTalueil

[IpuHmMmBl  opraHu3anmuu  JTOKyMeHTooOopoTa. [lopsmok OBMKEHHWS JOKYMEHTOB B
OpTraHM3allid M OCHOBHBIE OJTambl JOKyMeHTooOoporta. llemm, 3agauym W OCHOBHBIE NPUHIIUIIBI
peructpanuu. Pa3paboTka perucTpanMoHHBIX (QOpM JOKYMEHTOB. OpraHuzanus KOHTPOJIS
WCTIOTHEHUS TOKyMeHTOB. [Topsmok paboTel ¢ oOpamenusMu rpaxaad. OcoOEHHOCTH OpTaHU3AINH
paboThl ¢ KOH(DUICHITMATTEHBIMUA JOKYMEHTAMH.

Tema 9. CucremaTnzauusi U XpaHeHue JOKYMEHTOB

Howmenkmnarypa nenm opraHm3anuy Kak CXeMa CHCTeMaTH3aluu JOKyMeHTOB. IlpaBumia
MOCTPOCHHUS 3arOJIOBKOB JI€1 M HMX CHCTEMaTH3alud B HOMEHKIaType nen. OmpeneneHue CpoKoB
XpaHeHus1 JOKyMEeHTOB W nen. [lpunammner dopmupoBanus nen. OcobeHHoct (GopMupoBaHus B
JieT1a Pa3TUIHbIX KaTeropuid JOKyMEHTOB.

Tema 10. ApxusHnoe nesio B Poccun

[lonstne «apxuBHBI AOKyMeHT». Kiaccupukamuss JTOKYMEHTOB IO CpPOKaM XpPaHCHHS.
DKcnepTu3a LEHHOCTH JOKyMeHTOB. lloaroroBka nenm uis mepefayd B apXWB OpTraHU3aIUH.
Odopmnenne pena: BHYTPEHHSSI ONHMCh Jeia, JICT-3aBepUTENb Jena, OOJIOKKa  Jena.
CocraBienue omnmceil Ha Jena, IepeJaBaeMble B apXWB opraHusammu. llopsnok mepenaun
JOKYMEHTOB M JeJ Ha apXWBHOE XpaHeHHe. [lopsgoK YHHUYTOXEHHS [IOKYMEHTOB M el C
WCTEKIINMH CPOKAMH XPaHEHHUSI.

Tema 11. CoBpeMeHHble HH(POPMALHMOHHBbIE TEXHOJOTMH B JOKYMEHTAIHOHHOM
ofecrnieyeHNH YNIPaBJIeHUsI

CucteMbl  IJIEKTPOHHOTO  JOKYMEHTOOOOpOTa, WX  KIAacCH(pUKAIUsA, OCOOCHHOCTH
BHEAPEHUs W  TEeHACHUMH  pa3BuTHsa. CucremMa  MEXBEJIOMCTBEHHOTO  BJIEKTPOHHOTO
nokymentoobopora (MDJIO): Haznauenwe, ¢QyHKUMH, CTpyKTypa. BuIbl  TOKYMEHTOB,
nepeceimaeMbix 1o MOJIO.  Crpykrypa snektpoHHoro coobmenus MDJIO. Cucrema
MEXBEJIOMCTBEHHOTO 3JIeKTpOHHOro B3aumozeiictBus (CMDB). Pony CM3B B peanuzanuu
(GyHKUIUH 3JIEKTPOHHOTO IIPAaBUTEIIHCTBA.

6. TEMbI IPAKTUUYECKNX U CEMUHAPCKHX 3AHATHI

Pa3znea 1. TepmunoJiorusi, ucropusi 1 HopmatupHasi 6aza 10Y

Tema 1. CoBpeMeHHas1 3aKOHOIATEJIbLHAS 1 HOPMATHBHO-MeToANYecKas 0a3a
AeJ0NPOU3BOACTBA

dopmar npoBeASHHUS: BBICTYIUIEHHUE C JOKIAI0M, MYJIbTUMEIUHHON MTPEe3eHTALUEH.

Bonpocs! 1t o0cyxeHus:
1. 3HaueHune NOKyMEHTa B *H3HU YEJIOBEKA M OOLIECTBa
2. JIokyMEHTHPOBaHUE JCATEIbHOCTH YITPABICHUYECKUX CTPYKTYP KaK HCTOYHHK BOSHUKHOBEHHUS
JOKYMEHTAlUU
3. Ponb mokyMeHTalmOHHOTO 00ECIeYeHUsI B COBEPIICHCTBOBAHMH MPOILIECCOB YIIPABIICHUS
4. XapakTepucCTHKa 3aKOHOJATEIbHBIX M HOPMaTUBHBIX akToB Poccuiickoit dexneparuu,
HOPMaTHUBHO-METOUYECKUX JIOKYMEHTOB U roCy1apCTBEHHBIX CTaHJapTOB,
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periIaMeHTUPYIOUIMH TOKYMEHTAIlIOHHOe 00ecIieueHue yIpaBJIeHUs
5. IlpumensieMble TEPMUHBI U ONPEAEICHUS B JOKYMEHTALIUOHHOM 00€CII€YEeHUH YIIPaBICHUS.
(F'OCT P 51141-98 /lenonpon3BoACTBO U apXUBHOE J1€J10. TepMHUHBI U OMpPEeIIeHNUs)
6. VcTouHuku Ui U3y4eHUs Kypca: 3aKOHO/ATelbHble 1 HOPMAaTHUBHBIE aKThl, HOPMAaTHBHO-
METOANYECKHE JOKYMEHThI
3agaHusa K CEMUHApCKOMY 3aHATHIO!
1. U3yuuth OCHOBHBIE TepMHHBI M onpeaeneHus aucuumuasl no ['OCT P 51141-98
«J1enonpon3BOJICTBO U apXUBHOE €710. TepMUHBI U ONpeeIeHHs»
2. TlpoaHanu3upoBaTh MOHATHE «IOKYMEHT)» [0 HOPMAaTUBHBIM aKTaM, BEISIBUTH CIIELU(UKY
OIpEeICTICHUS
3. CocTaBUTh KpOCCBOPA IO NOHATHHHOMY ammnapary AUCHUILUINHBI
Tema 2. CtaHoBJIeHHe U pa3BUTHE Je0Npou3BoiacTBa B Poccun
®dopmar npoBeEeHU: BBICTYIJICHHUE C JOKIAA0M, MYJIbTUMEUITHON NIPE3EHTAIIUEH.
Bomnpocsr ai1st o6cyxieHus:
1. OcHOBHBIE TpPUYMHBI BO3HUKHOBEHHUS  JIEJIONPOM3BOJCTBA  KaK CIEIMAIbHOIO  BHUIA
JeATEIbHOCTH
2. @aKTopHl, BIAMSIONIME HA COCTOSHUE JIEIONPONU3BOICTBA
3. CpaBHMTENbHAS XapAaKTEPUCTHKA (OPM COBPEMEHHOIO AEIONPOU3BOJICTBA
4. Jlenonpon3BOJICTBEHHBIE Onlepanuy B yupexaeHusx Poccun no pesomonuu 1917 rona
5. OcoOGeHHOCTH COBETCKOM CHCTEMBI OpraHH3alMy AEIONpPOU3BOJICTBA
6. 3HaueHMe OpraHM3aIMH JOKYMEHTAIIMOHHOTO OOECIIEYEeHUs yIPaBICHUs B COBPEMEHHON
3KOHOMHYECKOM Kn3HU Poccun
3aJaHus K CEMUHAPCKOMY 3aHSTHUIO:
1. TlpoBecTu cpaBHUTENBHBIN aHATH3 (HOPM TOKYMEHTOB, 0COOCHHOCTEH TOKYMEHTUPOBAHWS,
BEJICHUSI JIETIONPOU3BOICTBA Ha Kaxk1oM 3Tare pa3puTust JJOY B 10coBEeTCKUI IEPHO
2. [Ipoananm3upoBaTh HOPMAaTUBHYIO 0a3y JETOMPON3BOICTBA HA KaKIOM dTare pa3Butus JJOY
B IOCOBETCKHU MEPHUOT
3. OmpenenuTh BIUSHHE PA3BUTHS TEXHUYECKUX CPEACTB Ha Pa3BUTHUE JEIONPOU3BOICTBA U
M3MeHeHUs (POPMBI TOKYMEHTa
4. BeisiBUTH 00IIKe U crienn(pUIecKre YepThl Pa3BUTHs AEJIONPOM3BOJCTBA B COBETCKHI MEPUOL
Y Ha COBPEMEHHOM JTare
Tema 3. Opranuzaunonnbie GopMbl 1eT10NPOU3BOACTBA
dopmar npoBeneHus: PPOHTATHHBIA TUCHMEHHBIN KOJTIOKBHYM.
Bonpocs! konnokBuyma:
1. XapakTepucTuka OCHOBHBIX (pOpM J€IONpPOU3BOICTBA
2. OyHKIMH U 337a49H CITY>KOBI JeTOMPOU3BOICTBA
3. KBanudukannonnsie TpeOOBaHUS K COTPYAHUKAM CIYKOBI JIEIIONPOU3BOICTBA
4. Opranuzanus Tpyaa pabOTHUKOB CIIY>KOBI JIETTONMPOU3BOICTBA
5. Knaccudukanus, yaudukanus u cTaHIapTH3aMs B IEIONPOH3BOJICTBE
6. HopMaTHBHO-METOIMYECKUE aKThl, PErIIaMEHTHPYIOLIHE paboTy CIIy>KOBl 1EIONpPOU3BO/ICTBA
7. dakrTopsl, BAUSAIOLIME HA OPraHU3ALUIO I€I0NPOM3BOACTBA U TEXHOJIOTHIO B YUPEKACHUSIX
Pa3IMYHbIX YPOBHEW YIpaBICHUS
8. Opranu3annoHHbIC, IPABOBHIE, COIMAILHBIE U TICHXOJIOIMYECKHE aCIIeKThI JIEIONPOU3BOICTBA
9. ABTOMaTH3MPOBAaHHBIE TEXHOJIOIHU 00PAOOTKH JOKYMEHTOB U MX BIMSHUE HA CUCTEMY
JIeNTONPOU3BO/ICTBA KOHKPETHOM OpraHu3aluuu
10. BnwustHMe XapakTepa YIpaBJIeHUs, IPUHIUIIOB IPUHATHS YIIPABICHUYECKUX PEIICHUI Ha
OpraHu3alMIo0 U TEXHOJIOTHUIO IEI0NPOU3BOACTBA
11. B3aumocCBs3b [€N0ONPOU3BOACTBA C OPraHU3aLKel BEJOMCTBEHHOIO U IOCY1apCTBEHHOT O
XpaHEHUs JOKYMEHTOB
12. TunoBsle CTPYKTYpBI JETOMPOU3BOACTBEHHON CIYXOBl B OpPraHU3aIMAX PA3THYHBIX YpPOBHEN
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YIIPaBICHUS

13. PernamenTanus GyHKIMA moapa3aeneHuil Mo JOKYMEHTAllMOHHOMY OOCTY>KUBAaHUIO

14. TunoBble U UHIUBUIYAIbHBIE TIOJOXKEHUS O cinyxoe JJOY

15. JlomKHOCTHAs MHCTPYKLMSI KAK OCHOBHOW HOPMAaTUBHBIM JJOKYMEHT, OIpeaes oM

OpraHU3allMOHHO-IIPABOBOE IOJI0KEHNE pabOTHUKA

16. MucTpyKIus 1Mo JOKYMEHTAIIMOHHOMY OOECIIE€UEHHUI0 YIPABJICHHS - OCHOBHOM HOPMAaTHUBHBIH

aKT 10 perjlaMeHTaluy opranu3anuu u texuonoruu JJ0OY

17. Tabens yHupULIIPOBaHHBIX (OPM TOKYMEHTOB opraHuszauuu. Ilopsiok pazpaborku

18. Anp60oM yHHUGHUUIMPOBAHHBIX (OPM JTOKYMEHTOB opraHuszaunuu. [lopsmok paspaboTku

19. HopmupoBanue Tpyaa paboTHuKOB ciyx0b1 JIOY, THIIOBBIE HOPMATHUBBI BpEMEHH Ha

JIETIONPOU3BOJICTBEHHBIE PaOOTHI

20. Pa3merienue CTpyKTYpHBIX mojapaszaeneHuil ciayxosr 10Y

21. YcnoBus Tpyna, opraHusanus 1 o0opyaoBaHHE pabouux MecT

22. Ilopsinok xpaHeHus redareii, OJ1aHKOB U MIPaBUiIa MOJNb30BAHUS UMHU

23. DTuKa JIeTIOBbIX OTHOLICHWH, TICUXOJIOTHYECKUE acleKThl paboThl C JOKYMEHTaMU

24. TloaroroBka kazspoB crienuanucToB ciyx6 IOV, GopMbl MOBBIIEHUS UX KBAIU(UKAIIIH
CtpyKTypa oTBETa Ha BOIPOCH! KOJUTOKBUYMa!

- TeopeTHdeckasi 9acTh (Max 2 pyKOIMHCHBIX CTPAHUIIBI);

- TIpaKTHYecKast 4acTh (Min 2 PYKOMHMCHBIX CTPAHUIIBI), T/I€ MPUBOJUTCS KOHKPETHAs CUTYalUs C

aHAJIM30M B COOTBETCTBUH C TEOPETHUYECKOW 4acThio. KOHKpeTHas cuUTyalust MOXKeT OBITh B3ATa

KakK 13 OUINATIBHBIX HCTOYHUKOB, TaK I10 Pe3yIbTaTaM MPOXOXKACHUS MPAKTHKH CTYICHTA.

Pa3nen 2. JlokyMeHTHPOBaHHE YNPABJIEHYECKOI esITeTbHOCTH

Tema 4. CTpykTypa H coJep:KaHHe JAOKYMEHTa, TpeOoBaHUSI K O(OpPMJIEHHIO
AOKYMEHTOB

®dopmat npoBeseHHs: paboTa B MaJbIX IpyHmax.

Bonpocsr st obcyxeHus:
1. BeiIBUTH OCHOBHBIE MPU3HAKU KIACCH(PHUKALNN JTOKYMEHTOB
2. OmpenenuTh HampaBieHUs YHHU(PHKaIWKA B paboTe ¢ JOKyMEHTaMH Ha MpPHUMEpe KOHKPETHOM
opraHuzanuu (opraHa BJIACTH)
3. Onpenenuth HarmpaByieHUs1 cTanaapruzanuu B chepe 10OV
4. CnpoektupoBarb Ha (opmaTe A4 OJaHKA JTOKYMEHTOB OpPraHOB TOCYJApCTBEHHOW BIIACTH
(MECTHOTO CcaMOyIpaBJIeHHs) B COOTBETCTBUH C TPeOOBAHUSAMH HOPMATUBHO-METOINYECKUX
JOKYMEHTOB
5. [Ipoananu3upoBaTh OOBEKTHBHBIC MPUYMHBI IPUMEHEHUST PEKBU3UTOB
6. Oxapakrepu3oBaTh TpeOOBaHUS, MIPEIbABIseMbIe K (popmaTaM OJaHKOB U pa3Mepam Iojen
7. JlaTh XapaKTepHCTUKY MOpAIKa OOPMIICHHSI PEKBU3UTOB JOKYMEHTOB
8. [Ipoananu3upoBaTh CXEMbI PACIIOIIOKEHUSI KOHKPETHBIX PEKBU3UTOB Ha OJaHKAaX JOKYMEHTOB
9. OmpenenuTh MOHATHE 30HBI YHUPHUIIMPOBAHHON (POPMBI JOKYMEHTA U CITY>KEOHOT O TTOJIS
YHUPHUITUPOBAHHON (OPMBI TOKYMEHTA
10. Onpexnenuts cnyxeOHbIE OTMETKU
11. OnpenenuTh PEeKBU3UTHI, TPUIAIONIUE FOPHIUIECKYIO CHUIY TOKYMEHTY
12. ChopmynupoBars npaBuia opopmieHuss pekBu3uToB B coorBerctBuu ¢ ['OCT P 7.0.97-
2016 «Hamumonanbubii  cranmapT Poccuiickoit  ®epepanuu. Cucrtema  CTaHIApTOB IO
uHbOpManuy, OHOIMOTEYHOMY M U3JaTelnbcKoMy jeny. OpraHu3alMOHHO-PAcIOPSAUTENbHAS
nokymeHTanus. TpeGoBaHus K 0)OPMICHHIO TOKYMEHTOB

3aganus s paObOTHI B TpyIIIE:
1. 3 BBIIaHHBIX PEKBU3UTOB COCTaBUTH OJIAHK MHUChMA B YTJIOBOM M MPOAOIBHOM IITAMIIE
2. U3 BBIJIaHHBIX PEKBU3UTOB COCTABUThH OJAHK aKTa B YIJIOBOM M IPOJIOIBHOM ILTaMIIe
3. W3 BBIIAHHBIX PEKBH3HUTOB COCTABUTh OJIAHK pACIOpPSHKCHUST B YIJIOBOM U TPOJOTHHOM
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mTaMIie
4, OIPCACIINTDb PCKBU3UT U3 I'PYIIIbl BBIAAHHBIX IIPEIIOJaBaTCICM I/IH(bOpMaL[I/IOHHLIX DJICMCHTOB
B COOTBETCTBHUH C KOHKPCTHBIM 3aJaHHUEM.

Tema 5. Cucrema opraHu3anMOHHO-NIPABOBOH A0KYMEHTALMH

®dopmar nposeieHUs: paboTa B MaJIbIX IpyIIax.

Bomnpocs! 115t o6cyxieHus:
1. ®ysxkuuu opraHu3alMOHHBIX JTOKYMEHTOB
2. CpaBHHTCJ’IBHLIﬁ AHaJIM3 OCHOBHBLIX OPraHU3allMOHHBIX JOKYMCHTOB
3. TpeGoBaHus K COCTABICHUIO U OQOPMIICHUIO OPTraHU3AllMOHHBIX JOKYMEHTOB, 0COOEHHOCTH
oopmiieHHs B OpraHax rocy1IapcTBeHHOTO M MyHHIIMITAILHOTO YITPaBICHUS
4. Tlepeuncianre peKBU3UTHI, IPEIYCMOTPEHHbIE HA OPTaHU3AI[MOHHBIX IOKYMEHTaX
5.JlaiiTe onpeneneHue OpraHu3alMOHHBIM TOKYMEHTaM.
6. KakoB nopsi/iok co3jaHus TODKHOCTHOT'O PETJIaMEHTa CITyKallero

3ananus a7t paboThI B TpyIIIE:
1. Ha ocHOBaHMM  yHIpaBIIEHYECKOM  CHUTYaIuH, IPETIOKEHHOM IperoaBaTeseM,
CaMOCTOSITEIBHO COCTaBUTH (DOPMYJISIp OPraHNU3aIMOHHBIX JOKYMEHTOB
2. BoIsIBUTH OMMOKK B COCTaBIeHHMH W O(opmieHHMH 00pa3IoB OpraHWU3allMOHHBIX JOKYMEHTOB,
MIPEUIOKEHHBIX MPENOoAaBaTeIeM
3. YCcTaHOBUTH MEpapXHI0 BUJOB JOKYMEHTOB, coaepkammxcs B Koncrutynuu P®, mpencraBus
€€ B BUJIC CXEMBI
4. Tlpoananu3upoBaTh 00pa3lbl JOKYMEHTOB OPraHOB TOCYIApCTBEHHOW BJIACTH M MECTHOTO
CaMOYNPAaBJICHUS, SIBISIOUIMXCS IPABOBBIMH aKTaMH. BBIIBUTH  00s3aTeNbHBIN COCTaB
PEKBHU3HUTOB U PACIOIOKUTh X Ha popmare A4
5. Ilpoanamu3upoBaTh  00pa3lbl  OPraHU3allMOHHO-HOPMATHUBHBIX  JOKYMEHTOB  OpPraHOB
TOCYAapCTBEHHOW BIACTM W MECTHOI'O CaMOYINpAaBJICHUSA. BBIABUTH 00s3aTeNbHBI  COCTaB
PEKBHU3HUTOB U PACIONIOKUTH X Ha popmare A4

Tema 6. CucreMa pacnopsiiMTEIbHONH JOKYMEHTAIIUH

dopmar npoBeeHus: paboTa B MaJIbIX TPYIINAX.

Bonpocsr a1t o6cyxaeHus:
1. ®yHKuMM pacTiopsSAUTENBHBIX JOKYMEHTOB
2. CpaBHUTENbHBI aHATN3 PACHOPAIUTEIBHBIX JTOKYMEHTOB
3. TpeGoBaHMsI K COCTaBJICHUIO ¥ OQOPMIICHHIO PACIIOPSIUTEIBHBIX JOKYMEHTOB
4. TlomHoMOuYMsT W3AaHUS PA3IUYHBIX BHJOB  OPraHU3AlMOHHBIX W  PACHOPSIIUTEIHHBIX
JOKYMEHTOB B 3aBUCHMOCTH OT YPOBHS OpraHa YHpPaBJICHUS M KOMIIETCHLUH JIODKHOCTHOTO
JHIa

3amanus it paboTHI B TPYIIIE:
1. U3yuyntp TpeOOBaHMS TOCYAAPCTBEHHBIX CTAaHIAPTOB W HOPMATHBHO-METOIUYECKHUX aKTOB K
COCTaBJICHHIO U 0O()OPMIICHUIO PACTIOPSAIUTEIBHBIX TOKYMEHTOB
2. Ha3BaTh BU/BI pacriopsAUTENLHBIX JOKYMEHTOB, IIPOBECTH UX CPAaBHHUTEIBHBIA aHAJN3
3. CocTaBUTh MPOEKTH PACTIOPSIIUTEIBHBIX JOKYMEHTOB Ha OCHOBE B3STHIX M3 MPAKTUKU pabOTHI
KOHKPETHBIX OPT'aHOB BIIACTH, UCIIOIB3Ys MOJIEIIN-00pa3Ibl
4. BbISIBUTH OIIMOKM B COCTAaBICHHH M OQOPMIICHHH OOpa3IOB PaclOpSAUTENbHBIX IOKYMEHTOB,
MIPEUIOKEHHBIX MPENoaaBaTesieM
5. 3y4nTh KOMITO3MIIMIO TEKCTOB PACIOPSIIUTEIBHBIX JTOKYMEHTOB (TIOCTAHOBIICHHS, PEIICHHS,
MIPUKA3bl, PACTIOPSHKEHUS )
6. IIpoanamu3upoBaTb 0O0pa3lbl PACHOPATUTEIBHBIX JIOKYMEHTOB, NPOTOKOJBI  3acedaHuit
KOJUIETHH, KOMHUCCHH, MOCTOSHHO JEHCTBYIOIINX COOpaHMH OpraHoB TOCYAApCTBEHHON BIACTH H
MECTHOTO CaMOYIpaBJICHUS. BBIIBUTH 00S3aTeNbHBI COCTaB PEKBU3UTOB M PACIONOXKHUTH UX Ha
¢dopmate A4

Tema 7. Cucrema HH(POPMALMOHHO-CIIPABOYHOMH JOKYMEHTALUH
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®dopmMmart npoBeneHus: paboTa B MalbIX Ipynmax.

Bonpocs anist o6cyxxaeHus:
1. ®ynkuuu UHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
2. CpaBHMTENIbHBI aHAJIN3 OCHOBHBIX MH()OPMALIMOHHO-CIPABOYHBIX JIOKYMEHTOB
3. TpebGoBaHus K COCTaBIECHHUIO U OGOPMIICHUIO HH(POPMAIIMOHHO-CIIPAaBOYHbIX JTOKYMEHTOB,
oco0eHHOCTH O(OpPMIIEHHUSI B OpraHax rocyJapCTBEHHOIO M MYHUIUIAIBHOIO YIPaBJIECHUS
4. Cneuuduueckue  4epTbl  COAEPKATEIBHOIO  acleKkTa  MH(OpMalMOHHO-CIPAaBOYHBIX
JOKYMEHTOB
5. O0macte mNpUMEHEHHS HWH(POPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB. lcmonb3oBaHue
yHU(UIIIPOBAHHBIX (HOPM

3ananus Ui paboThHI B TpyIIIE:
1. HasBatb Bujp! 1 HH()OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB, IIPOBECTH UX CPAaBHUTEIbHBIH
aHaJIM3
2. CocTaBUTh MPOEKTHI U MHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB Ha OCHOBE B3STHIX U3
MIPAKTUKU pabOThl KOHKPETHBIX OPTraHOB BIIACTH, UCTIONB3YsI MOJIENN-00pa3Iibl
3. BeIABUTH OMMOKH B COCTaBICHUU B 0(hopMIIEHHH 00Pa3LioB U HH()OPMAITMOHHO-CIIPABOYHBIX
JOKYMEHTOB, IPEIJIOKEHHBIX MPENoAaBaTeieM
4. V3yunTh KOMIO3UIUIO TEKCTA IPOTOKOJIA U aKTa
5. U3yunTh KOMIIO3UIMIO TEKCTOB WH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (ciyxkeOHOe
MUCHMO, JOKJIa{HAsl 3aMIMCKa, CIIPaBKa, OTYET U T.1.)
6. Ilpoanamm3mpoBath  00pa3mbl  MH()OPMAIMOHHO-CIIPABOYHBIX  JOKYMEHTOB  OpPTaHOB
rOCylapCTBEHHOH BJIaCTU M MECTHOTO CaMOyIpaBieHus. BbLIBUTH 00s3aTenbHBIH  cocTaB
PEKBHU3HUTOB U PACIOIOKUTh X Ha popmare A4

Pa3nen 3. Opranusanusi paéoTbl ¢ TOKYMEHTAMH

Tema 8. Opranuszanusi JOKYMeHTO000pPOTa M YNPaBJIeHHUs JOKYMeHTalueii

dopmar MpoOBENEHUA: MacTep-Kiacc (IIPOU3BOJICTBEHHOE COBEIIAHHE) C Y4YaCTHEM
FOCYJTapCTBEHHBIX W MYHULHUNAIBHBIX CHYXalUuX YIIbSHOBCKON o0macrwu. [TpumepHbIit
IepeyeHb BOIIPOCOB MPEACTABIIEH B IPOEKTE PErJaMEHTa COBEILAHUS.

IMPOEKT PEI'TAMEHTA
NPOBe/IeHUsl MacTep-KJacca (IPOM3BOJICTBEHHOI0 COBEIlaHusl) 0 TeMe
«JlokymMeHTaMOHHOE 00ecnieyeHue YIIPABJIeHUsI HA FOCY/IapCTBEHHOM rPaskIaHCKOI
ciyskoe»

00.00.2015 2 akaja.gyaca

MecTo npoBeneHusi: 3an 3acenanuii [IpaBurenscTa (1 3TaK)

5 mun. 1. llpuBeTcTBeHHOEe CJOBO HAYaJbHHKA YIpaBJeHUS AeJIONPOM3BOACTBA M
padoThI ¢ OOpaNIeHHsIMU I'PAKIAH

20 wmun. 2. OpraHu3anusi [J0KYMEHT0000poTa B OpraHax HCHOJHUTEJIbHOH BJIACTH
YiabsiHOBCKOH o00s1acTH (cocTaBJieHHe HOMEHKJATYpPbl e, ¢opMupoBaHue
JeJ1, paboTa ¢ apXUBOM)
JIOKmaquuK: TpEeACTaBUTENb  YINPaBICHHS JICNONPOM3BOACTBA M paboThl ¢
oOpalieHus MU IpakJIaH

20 wmun. 3. OpraHum3anusi JOKYMEHTO000pPOTa B OpraHax MCHOJHUTEIbHOH BJIACTH
YabsiHoBcKOH o0JacTH  (perucTpamusi, NOCTAHOBKA HA KOHTPOJb, padora
MANIUHOMUCHOTO 0I0PO)

I[OKJ'I&,Z[‘-II/IKZ NpeaACTaBUTCIIb  YIIPABJICHUA  AOCJIOIPOMU3BOACTBA H paGOTBI C
06paIJ_[eHI/IHMI/I TpaxaaH
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20 wmuH. 4. ABTOMATH3alUsl JAOKYMEHTALHOHHOIO oOf0ecrevYeHust yYIpaBJIeHHS:

BO3MOXKHOCTH cHCcTeMbl «Lotus»
JIOKMaguuK: OpeACTaBUTENb  YIPaBICHHUsS  JENONPOM3BOJICTBA U PabOTBl  C
o0palleHusIMH I'paxkJ1aH

25 uac 5. Cnenuduka opraHmzanum padoTbl ¢ JOKYMEHTAMH B OpraHax  BJIacTH
(cucrema KoOHTpoJsa mopydeHuit I'yOepHaTtopa u  oOpalieHuii  rpaxias,
NMOAr0TOBKA K Me4YaTH NMPOeKTOB HOPMATHBHO-NPABOBLIX AKTOB)
JIOKIaguuK:  IMpeJICTaBUTENb  YIPAaBJIEHUS  JIENONPOM3BOACTBA U paboOThl  C
o0palleHusIMH IpaxkJiaH

Tema 9. CucremaTuzaumusi U XpaHeHue JOKYMEHTOB

®dopmar npoBeNeHU: BBICTYIICHHUE C JOKIAA0M, MYyJIbTUMEUITHON NIPE3EHTAIIUEH.

Bomnpocsr ai1st o6cyxieHus:
1. Crpykrypa  JOKyMEHTOOOOpOTa,  MapuIpyTHO-TEXHOJIOTUYECKUE CXeMbl  JBHXKECHHUSA
JIOKYMEHTOB
2. XapakTepucTHKa JTOKyMEHTOIOTOKOB
3. Peructparus kak KJIFOUEBOH JIEMEHT OpraHU3aIliu JOKYMEHT0000pOoTa
4. 3navyeHre KOHTPOJIS MCIIONIHEHUST TOKYMEHTOB Il PEUICHHUS YIPaBIEHYECKUX 3a7ad
5. TpamurmoHHas TEXHOJIOTHSI KOHTPOJIS 32 UCITOJIHEHHUEM IOKYMEHTOB M BHJIBI KOHTPOJIBHBIX
KapTO4YeK
6. HomenxkiiaTypa Jienm Kak OCHOBHOM YYeTHBIN JOKYMEHT B JICTIONPOU3BOACTBE
7. IlpaBuia cocTaBIeHUS HOMEHKIJIATYPHI JeTT
8. HopmaTuBHBIe TpeOoBaHMs K (HOPMUPOBAHHIO JIET
9. OcHOBBI OpraHU3aLNH TEKYIIETO XPAaHEHUS JOKYMEHTOB

3amanus st paboTHI B TpyIIIIE:
1. paspaborate m mpe3eHTOBaTh CBOMHYIO HJI mnmst opranm3ammu, coctosmield u3 6 CTPYKTYPHBIX
nonpazaenenuii: 01 - cekperapuar (20 mem), 02 - 3amMecTUTENb AUPEKTOpPA MO AJMUHUCTPATHBHO-
X03sicTBeHHOU aesaTenbHocTH (12 nen), 03 - ortmen kampoB (25 men), 04 - Oyxranrepus (25 nmen),
05 - xommepueckuii otaen (12 mem), 06 - mpowmsBoacTBeHHbidt nex (12 mem). Ilepedenn nenm mo
OT/ieJIaM BBIJAET MPEro/aBaTelb.

Tema 10. ApxuBHoe 1es10 B Poccun

dopmar mpoBesneHHs: paboTa B MajbIX IpyIIax.

Bonpocsr a1t o6cyxaeHus:
1. HopmaTuBHBIE JOKYMEHTHI, pErJaMEHTHPYIOUIME  BOMPOCHl OPraHMU3alUU  APXUBHOIO
XpaHEHUs JOKYMEHTOB
2. TpeOoBaHUs K MPOBENEHUIO SKCIEPTU3bI IIEHHOCTH JOKYMEHTOB, K KOMIUIEKTOBAHUIO apXHBa
Y OpraHU3alyy XPaHEHHs JOKYMEHTOB
3. HopmaTuBHBIE TOKYMEHTHI, periaMeHTHPYIOIIHE OPTaHU3aIUI0 PAa0OTHI C 3JIEKTPOHHBIMU
JOKYMEHTaMU
4. XapakTepucTHKa COBPEMEHHOr0 MporpaMMHoro odecneuenus B chepe 10Y
5. [Nonsite nHpopManmonHo-moruckoBbix cucrem (MUIIC)
6. [IpuHUMIIEI ¥ TpeOOBaHMS K OPTaHU3ALUU SJIEKTPOHHOTO apXHBa, 0COOEHHOCTH IKCIEPTH3HI
LEHHOCTH DJIEKTPOHHBIX JTOKYMEHTOB

3ananus U1 paboThl B IpyMIie:
1. Pa3pabotaiiTe cuctemy ACUCTBUI ISl CIENYIONIUX CUTYaIlHiA:
- HEMOCPEJCTBEHHOE (PU3NYECKOEe YHUUTOKEHHE, BKITIOYasi CXKUTaHHe, N3MEJbYeHHE, TIepe3anuch
U CTHpAaHUE;
- JajbHeiIee XpaHeHHe B CTPYKTYPHOM MOJIpa3iesieHUH;
- IIEpEMEIIEHUE B COOTBETCTBYIOLIEE XPAHUIIMIIE, OCYLIECTBISIEMOE O] KOHTPOJIEM;
- Tepejada B JPYryl0 OpraHu3aldio, KOTopas TMpHUHsIa Ha ce0s OTBETCTBEHHOCTh 3a
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YIIPABJIEHYECKYIO JIESITENIFHOCTD B PE3yIbTaTe PEeCTPYKTYPU3AIMHU, MPOAAKU WM MPUBATU3ALNY;
- meperada JOKyMEHTOB B XpaHWIUINE, YIPaBIseMOe B HHTEpecax OpraHu3aluy He3aBUCHMBIM
MOCTABIIMKOM YCIIYT 110 COOTBETCTBYIOIIEMY KOHTPAKTHOMY JIOTOBOPY;
- TIepeavya B apXuB OpraHU3aLUH;
- Ilepesiaya B CTOPOHHME apXHUBHBIE YUPEKICHUS
2. CocTaBuTh IPUKa3 0 CO3JaHUU FKcnepTHOI komuccun (OK) B ycioBHOM opraHuzaiuu
3. CocraButh mpoTokon 3aceqanus DK 00 yHHUTOXEHUH JIe]l U U3MEHEHUU CPOKOB XPaHEHHs
4. CocTaBUTh aKT 00 YHHYTOXXEHUH JOKYMEHTOB, YTPATHBIIUX HAYYHO-TIPAKTUYECKOE 3HAYCHUE
5. Odopmuts n1ena 1S cjauv B apXuUB OpraHU3aINU

Tema 11. CoBpemennbie HHGOPMAIMOHHbIE TEXHOJOTHMH B TOKYMEHTAIMOHHOM
o0ecreyeHHH YIIPABJICHUSA

dopmar mpoBeieHNs: paboTa B MAIIBIX IPYIIIaXx.

3ajaHust K CEMUHAPCKOMY 3aHSTHIO:
1. Tlpoananu3upoBaTh HOPMATHUBHBIE JOKYMEHTHI, PETIIAMEHTHPYIOIINE OPTaHU3alHI0 paboTHl C
AJIEKTPOHHBIMHU JIOKYMEHTaMHU
2. Jlatb  XapaKTEepUCTUKYy BO3MOXKHOCTSIM  COBPEMEHHBIX TEXHOJNOTMH B  OTHOLICHUH
JTOKYMEHTHPOBAHHS, JTOKyMEHTOOOOpOoTa ¥  opraHm3amuu  paboTel ¢ odUIIHATHHBIMHU
JTOKyMEHTaMHU
3. JlaThb XapaKTepUCTHKY TPaIWIHOHHBIM H COBPEMEHHBIM BO3MOXKHOCTSIM HH(OPMAIIMOHHO-
TIOMCKOBBIX CHCTEM
4. Ha oOCHOBaHWH YIPaBJICHYECKOH CUTYallMd IIPOAHAIM3UPOBATH CIOCOOBI OpraHU3alNU
JOKYMEHT0000pOTa U IPEUIOKUTh HanOosee 3 (HEeKTUBHBIN /711 KOHKPETHOW OpTaHU3aIHH
5. Onpenenuth 3(PQPeKTHBHOEC TPOrpaMMHOE OOECIICUCHUE, MPOAHAIM3UPOBATh W TPEIOKUTH
CIOCOOBI ONTHMHU3ALUHU CYIIECTBYIOMIETO MPOTPAMMHOIO OOECIIEYEeHHUsI C LENbI0 IOBBIIICHUS
3¢ (HEeKTUBHOCTH YIpaBICHUS TOKyMEHTAITUEH
6. PazpaboTaTh alropuT™M BHEAPEHUS CHCTEMBI YIPABICHHUS JOKyMEHTalnen
7. I3yunTh NPUHIMIIEI OPTaHU3ALUH JIEKTPOHHOTO apXUBa, apXHBa AIEKTPOHHBIX JOKYMEHTOB
8. M3yunTh 0COOEHHOCTH SKCHEPTH3bl IIEHHOCTH JJEKTPOHHBIX JIOKYMEHTOB, OpraHH3aluu
XPpaHEHHUs ¥ UCIOIb30BAaHMS SJIEKTPOHHBIX TOKYMEHTOB
9. Ilpoananmu3upoBaTb COBPEMEHHOE IpOrpaMMHOE oOecriedeHne B cdepe  OpraHu3aluu
XpaHEHHUs ¥ UCTIOIb30BaHMS AJIEKTPOHHBIX JOKYMEHTOB

JIABOPATOPHBIE PABOTbBI, IPAKTUKYMbI
Jannblii B paboT He npeaycmorper YII.

8. TEMATHUKA KYPCOBbBIX, KOHTPOJIbHBIX PABOT, PE®EPATOB

CaymaTteny CcaMOCTOSTEIbHO TPOBOAAT WCCIEAOBAHHMS M BBINONHAIOT pedepaTsl 10
BOIIPOCAM OpPTraHU3aLUH IOKYMEHTO000pOTa M COCTaBJICHUS OpraHU3alMOHHO-
pacropsIMTeNIbHOW  TOKYMEHTAalliM B OpraHax BIacTW Bcex ypoBHeil. Pedepar wmoryr
NPEINoNaraTh PacKpbITHE TEOPETHYECKHX  BOIPOCOB, a Takke H3y4eHHe W aHaIu3
CTaTUCTUYECKUX JAaHHBIX 10 TpoOieMaM BHEAPEHHsS DIIEKTPOHHOTO JIOKyMEHTOOOOpOTa B
cucreMe MY, opranuzanuu paboThl C OOpallleHHSAMH TpaxJaH, a TaKKe OLIEHKH KayecTBa
COCTaBJICHHSI CIIY)KEOHBIX JOKYMEHTOB B (pelepanbHbIX, PETMOHAIBHBIX OpraHax BJIACTH H B
OopraHax MECTHOT'O CaMOYIIPaBJICHUSI.

O0vem pedepara He MoxeT mnpeBblmarh 30 MamMHOMUCHBIX cTpaHul (opmara A4,
mpudpt Times New Roman mpudt 14, Mexcrpounsiii wHTepBan 1,5. Pedepar comepxut
TUTYJABHBIA JIUCT C yKa3aHUEM TEMbl U €ro aBTOpa, COAEpkKaHHe, TEKCT, CIUCOK HCIOIb3yeMON
mutepatypsl. CTpykTypa Tekcrta pedepara A0KHA OBITh NPUOIM3UTENBHO — CIETYIOLIAs:
PAacKpbIBAaeTCsl aKTYaJlIbHOCTh BOIPOCA, BBICKA3bIBAIOTCA HMMEIOIIMECS Ppa3IUYHbIE MMOIXOAbl K
M3Y4YEHHIO BOMPOCA, MPOBOJUTCS aHAIM3 MPAKTUKU U BBISBISIOTCS MPOOJIEMBI, MPUBOAATCS
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PEKOMEHIAIIMK 110 PELLICHUIO BBISIBIICHHBIX IPOOJIEM, B 3aKJIFOUEHUN U3JIaratoTCsl OCHOBHBIE
BBIBOJIBI.

TemaTuka Hanucanus pedepata 1o Kypcy «OCHOBBI 1€IONPOU3BOICTBAN:
1. TocynapcTBeHHOE peryjlupoBaHME JIOKYMEHTAI[MOHHOI'O  OOECleYeHus YIpaBlIeHUS B
COBPEMEHHBIN NIEPUOJL
2. HopmaTtuBHO-TIpaBoBasi 6a3a 3JIEKTPOHHOTO TOKyMeHTooOopora B Poccuu
3. JlokyMeHTalMOHHOE 00CIIy’)KUBAaHHE KaK OCHOBHasl (PYHKIIMsI oOecreueHus yIpaBiIeHUs
4. OpraHu3anusi U TEXHOJIOrHs. pabOThl C JOKYMEHTaMHU B OpraHax IOCyIapCTBEHHOI BJIACTU U
MECTHOI'0 CAMOYIPaBJICHUS
5. Meto/p! KOHTPOJISE HCIIONHEHHUS IPHHSATHIX JOKYMEHTOB B FOCYIapCTBEHHBIX OpraHaxX WiIH
YUPEXASHUSIX
6. Jlenonpon3BoACTBO KaKk MH(POPMALMOHHO-KOMMYHHKAIIMOHHOE O0ECreueHne yInpaBiIeHUs
7. ApxuBHas cuctema Poccuiickoit @enepannn
8. Dranbl NpOX0XKIEHNUS JOKYMEHTOB B TOCY/IaPCTBEHHOM OpraHe WIN YUpeKICHUU
9. Opranu3anus 1eI0NpOU3BOICTBA 10 MPEAT0KEHUAM, 3a8BICHUSAM U Kajg00aMm rpakaaH
10. OcobenHocTn oOpraHu3anuyd 000pPOTa JTOKYMEHTOB, COAEPKAIIUX CIYXKEOHYI0 TaiHy
11. IlpeumymecTBa HyMepayK JOKYMEHTOB C MCIIOJIb30BAHNEM HOMEHKJIATYPHI eI
12. TlpoBenenne SKCHEpPTH3BI IEHHOCTH JOKYMEHTOB B T'OCYAAPCTBEHHBIX OpraHax WiIH
YUPEXKACHUSIX
13. Ocobennoctu paboTs! LleHTpanbHOM SKCIIEPTHOH KOMHCCHU T'OCYAapCTBEHHOI'O OpraHa
14. TlpaBwmiia coCTaBIIEHHUSI ONMHUCEH /I MOCTOSHHOT'O XpaHEHUS W OMHUCEH /e MO JIMYHOMY
COCTaBY B TOCYJAPCTBEHHBIX OpraHax WM YUPeKACHUAX
15. Ilepenaua nen Ha BEIOMCTBEHHOE apXMBHOE XpaHEHHE B TOCY/IaPCTBEHHBIX OpraHax WIIN
YUPEXKACHUIX
16. IIporecc opranu3anuu JOKYMEHTO000pOTa OPTaHOB TOCYIapCTBEHHOW BIACTH Y JIbSTHOBCKOU
obnactu
17. OcobOeHHOCTH OpraHM3alMH JOKYMEHTOOOOpOTa OpPraHOB MECTHOTO  CaMOYIIPABJICHHS
VY IIbSIHOBCKOM 00nacTu
18. PermameHTamusi TPOIECCOB JIOKYMEHTAIMOHHOTO OOCCIICYCHHs YIPABJICHUS B OpraHax
rOCYAAapCTBEHHOW BIACTH M MECTHOT'O CAMOYIPABIICHHS
19. Be3noxkymeHTHBIN 00MeH MH(pOpPMAIHEl B OpraHax roCcyIapCTBEHHOH BJIACTH U MECTHOTO
CaMOYIPaBICHUS
20. KoHTponb HCITOTHUTENHCKOM TUCIMITIIMHEI B OpraHaxX IroCyAapCTBEHHON BIACTH U MECTHOTO
CaMOYNpAaBJICHUS: PYYHON 1 aBTOMAaTH3MPOBAHHBINA BapUaHT
21. HopmaTuBHBIE MaTepHallbl, ONPEACNIAIONINE JESATEIBHOCTh IO  JTOKYMEHTAIHOHHOMY
o0ecIieueHUI0 yIpaBJIeHUs B OpraHax rocyJapCTBEHHOW BIACTU M MECTHOTO CaMOYIPaBJICHUS
22. ®opmupoBanue nHpopMarmonHo-mornckoBoi cucteMsl (MIIC) B opranax rocynapcTBeHHON
BJIACTH M MECTHOT'O CAMOYIIPABJICHUS
23. Poct wuHPOPMALMOHHBIX TIOTOKOB KaK OOBEKTHUBHAs PEaJbHOCTb HH(POPMALMOHHOTO
o01IecTBa: OCHOBHBIE YT PeIIeHUs MPodieM HHPOPMALMOHHON TIeperpy3Ku
24. BHeapeHHe KOMIBIOTEPHBIX TEXHOJIOTMH B  MPOIECCHl  JTOKYMEHTOOOpa3OBaHHA U
opraHu3ali padoThl € JOKyMEHTAMH B OpraHax TOCyJapCTBEHHOM BJIACTH M MECTHOIO
CaMOyIpaBICHUS
25. MapumpyTbl JABWXEHUS TOKYMEHTOIIOTOKOB B OpraHax TrOCYAapCTBEHHOW BIIACTH U MECTHOTO
CaMOYNPAaBJICHUS: UX ONTHMHU3ALHUS, IOHATUE OMIEPOrPAMMBI

9. HIEPEYEHDb BOIIPOCOB K 3AYETY
1. Conepxanue U Ha3HAYEHHE AETONPOU3BOJCTBA
2. Opranu3anyuoHHbIe (OPMBI JETOMPOU3BOICTBA
3. Cnyx0a nenmonpon3BOICTBA, LENU U 33aaul, (QYHKIIMOHAIBHOE COJIEPKAHUE JCATEILHOCTH
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4. 3axonogarenscTBO Poccuiickoit @enepaunn B cepe nHGOpMauu U JOKYMEHTALUN

5. 3aKoHOATENBCTBO 00 JIEKTPOHHOM TMOIMUCH

6. Bupl 2JIEKTPOHHOM MOANUCH U TIOPSI0K UX TPUMEHEHUS

7. HopmaruBubiii nokymenTt «lIIpaBuna pmenonpousBojcTBa B (eAepalbHBIX — OpraHax
UCTIOJTHUTEIILHOM BIACTH», €T0 Ha3HAUCHHE

8. HanmoHanpHbIe CTaHIAPTHI 110 YIPABICHHIO JOKYMEHTAMU

9. HopMaTuBHBIC IIPaBOBBIE AKTHI OpPraHa BJIACTH, PETJIAMEHTHPYIOIIUE OPTaHU3ALUI0 PAOOTHI C
JTOKyMEHTaMU

10. MHCcTpyKums 1o AenIonpou3BOJCTBY, HOPMATUBHAS U METOAWYECKas 6a3a pa3padoTKu
MHCTPYKIINH T10 JEIONPOU3BOJICTBY

11. bnaHk ToKyMeHTa, BUbI OJIAHKOB COCTaB PEKBM3HMTOB OaHKa

12. CocraB peKBHU3UTOB YIOCTOBEPEHHMS, MOPSAOK X O(HOPMICHHS

13. Ciryxe0OHbIE OTMETKM Ha JOKYMEHTE, OPSJOK UX O(pOpMIICHHS

14. Cucrtema opraHm3alMOHHO-TIPAaBOBOM JOKYMEHTAIMM, Ha3HAaYeHUE M BUJOBOW COCTaB
JIOKYMEHTOB

15. TloHsATHE HOPMATHBHOTO IPAaBOBOI'O aKTa, BHIbl HOPMATUBHBIX MPABOBBIX aAKTOB
(benepanbHBIX OPraHOB UCIIONTHUTELHOM BIACTH

16. JlomKHOCTHAS MHCTPYKIWS, Ha3HAYCHHE JOKYMEHTA, COCTaBJICHHE W OpOopMIICHHE

17. Tlpouemypa corjacoBaHHMs JOKYMEHTOB, €€ Ha3Hau€HHe, BHEIIHEE M BHYTPCHHEE
COTJIacOBaHME

18. BusupoBanue JOKYMEHTOB, OCOOCHHOCTH BU3UPOBAHUS PACIIOPSIUTENBHBIX JOKYMEHTOB
19. Cuctema paciopsauTeIbHON TOKYMEHTAIIUH, HA3HAUYE€HHE U BHJIOBOM COCTAaB JOKYMEHTOB
20. CocraBnenue u ohopMIICHHE TIPUKa3a 10 OCHOBHOM JIEATEIHHOCTH

21. Tlopsimok TOKYMEHTHPOBAHHS KOJIJIETHATHHON (COBEIIATEBHOMN) JesITeThHOCTH

22. TIpoTokon 3aceqanusi, BUIbI TPOTOKOJIOB, COCTaBJICHHE U o(hopMIICHHE

23. Cucrema nHGOPMAIIMOHHO-CIIPABOYHOMN IOKyMEHTAIINH, Ha3HAYCHHE 1 BUIOBOH COCTaB
JIOKYMEHTOB

24. ]lenoBoe MUCHMO, Pa3HOBUIHOCTH JICTIOBBIX ITHCEM

25. CocraBnenue 1 ohopMIICHHE JAETOBOTO MHChMa

26. TekcT ympaBlieHYECKOro JOKYMEHTa, 00Iue TpeOOBaHUs K COCTABICHUIO TEKCTa JOKYMEHTA
27. AKT Kak BUJ JOKYMEHTA, Pa3HOBHIHOCTH aKTOB, OCOOCHHOCTH COCTABJICHUS W O(OpMIICHUS
28. llomstHe  JOKYMEHTOOOOpOTA, Ka4eCTBCHHBIE W  KOJIHMYECTBCHHBIE  IapaMeTphI
JOKYMEHT0000poTa

29. IIpuHIUNIBI pallMOHANBHONW OpraHU3alUU JTOKYMEHTOO00pOTa

30. OcHOBHBIE ATaIlbl ABMKEHHS MOCTYMAIONIUX TOKYMEHTOB

31. OcHOBHBIE 3Tanbl ABIKEHHS OTIIPABISEMBIX JOKYMEHTOB

32. ®opMBI 1 METOABI COBEPLICHCTBOBAHUS JOKYMEHTO000pOTa

33. Ha3znaueHue u 1ieny perucTpayy JOKyMEHTOB, IPUHIIUITBI PErucTpariiu

34. CrpyKTypa perucTpaiioHHOT O HOMEpa MOCTYMAIONINX, OTIIPABIISEMBIX U BHYTPEHHHUX
JOKYMEHTOB

35. OCHOBHBIE PEKBU3UTHI PETUCTPALIMOHHBIX (POpM

36. OCOOEHHOCTH PEruCTPalUU OTACIBHBIX BHJIOB JOKYMEHTOB (TIPHKa3, JEIOBOE MUCHMO)

37. OpraHu3anyoHHbIE OCHOBBI KOHTPOJISI UCIIOJIHEHHS TOKYMEHTOB (TIOpY4YEHHI)

38. TexHONOrUs KOHTPOJISI UCIIOJHEHUSI JOKYMEHTOB (ITOpYYECHUN)

39. Cpoku HCIIOTHEHUS TOKYMEHTOB, BUIBI CPOKOB, TIOPSIOK HCYMCIICHHS CPOKOB MCTIOTHEHHS
JOKYMEHTOB, TIOPSIJIOK ITEPEHOCA CPOKA UCTIOIHEHHSI JOKYMEHTa

40. OcHOBHBIE dTarbl KOHTPOJISI UCIIOJHEHUsI JOKYMEHTOB (TIOpYYCHUN)

41. Opranu3zanys padoTbl UCIOIHUTENS C JOKYMEHTAMU

42. HopMaTuBHBIE OCHOBBI M OOIIME MPUHIMITEI OPraHu3alii paboThl ¢ OOpaLICHUSMHU TPaKIaH
43. Bunsl oOpamieHuii rpaxkaaH, OCOOCHHOCTH PAacCMOTpPEHHs oOpaiieHuil rpaxkaan PO
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44. TloHsTHE LEHHOCTH JOKYMEHTA, KpUTEPUH LIEHHOCTH IOKYMEHTOB, CPOKH XPaHCHHUS
JTOKYMEHTOB

45. Opranuzanys ¥ NOPSAOK MPOBEACHHS dKCIIEPTH3bl IEHHOCTH JOKYMEHTOB OpraHa BIAacTH
46. Cpoku XpaHeHUs JOKyMEHTOB, KATETOPHH JIOKYMEHTOB, BBIIEISIEMBIX 110 CPOKAM XpaHEHHUS,
CPOKH XpaHEHUS 3JIEKTPOHHBIX A

47. IlepeyHn TOKYMEHTOB CO CPOKAMHU XPaHEHHs, X MPUMEHEHHE B JICJIONPOU3BOJICTBE

48. HomeHkiarypa Jies1 opraHa BJIacTd, (DYHKIMM HOMEHKJIATYphl J€Jl, IPUHIUIBI ee
MIOCTPOCHUS

49. dopma HOMEHKIIATYPHI /i€, OCHOBHBIE ITAIbI €€ Pa3padOTKU HOMEHKIIATYPHI JIeN

50. IIpaBuna cocraBiieHHs 3arojOBKOB /1€l HOMEHKJIATYPhI A€

51. CormnacoBaHue U yTBEep:KIeHHE HOMEHKJIATYphI J€1, CPOK ACHCTBUS HOMEHKJIATYPHI JIEll, €€
Be/ICHHE H KOPPEKTHPOBKA

52. ®opmupoBaHue 1l B AETIONPOU3BOJCTBE, OCOOCHHOCTH (POPMUPOBAHUS B JIeNIa OTJEIIBHBIX
KaTeropuii JOKyMEHTOB

53. Bunpl onuceil en1, OCHOBHBIE IPUHLIUIIBI U TMOPSAZOK COCTABJICHUS! OMUCEH Iem

54. JInuHOE AeJ0 rocyJapCTBEHHOTO IPayKAaHCKOTO CIy>Kalllero, COCTaB JJOKYMEHTOB Jefa,
0CcOOEHHOCTH €ro (HOpMUPOBAHUS

55. Opranusanus paboTHI M0 YHHYTOKEHUIO JOKYMEHTOB C MCTEKIIMMHU CPOKAMHU XpaHEHUS
56. OdopmieHne nen npu UX Mepegade Ha apXUBHOE XpaHEHHUE

57. Tlonarne «mHPOPMAIMOHHAS CHCTEMA JIEKTPOHHOTO TOKyMeHTooO0opoTay (CO/I), hyrkinn
coa

58.  HopwmaruBabie TpeOOBaHUS K  WHPOPMAIMOHHBIM CHUCTEMaM  DJICKTPOHHOTO
JOKYMEHT0000poTa

59. TloHsTHE «3NEKTPOHHBIN JOKYMEHT», OCHOBHBIE MPHUHIUIIBI OPTaHU3AIMU PAOOTHI C
3JIEKTPOHHBIMH JOKYMEHTaMH B JIETIONPOM3BOJICTBE

60. HasmaueHme cucTeMbl MEKBEIOMCTBEHHOT O JIEKTPOHHOTO JoKyMeHToobopoTa (MO /10),
ctpykrypa MO10

10. CAMOCTOATEJIBHASI PABOTA OBYYAIOIIINXCSA

®opma o0yueHHs] OYHO-3204HAasI

HanmenoBanue pa3zienos u Tem Bun camocrostenbHOM paboThI O0Bem dopma KOHTpOIIS
(mpopabotka yqeOHOr0o MaTepuana, | Bdacax (mpoBepKa pereHus
peuenue 3agad, pedepart, JOKIAL, 3anad, pedepara u
KOHTpOJbHAs paboTa, IMOAr0TOBKA K Ip.)

cliave 3a4eTa, SK3aMeHa u Jp.)

Pazpnen 1. Tepmunonorusi, ucTopus 4 HopMaTuBHasi 6a3a JI0Y

1. CoBpeMeHHas1 3aKOHOAATENbHAS H TECTHPOBaHUE 5 MPOBEPKa TeCTa
HOPMATHBHO-METOANIECKAS 0aza
JIETIONPON3BOCTBA
2. CraHoBneHue u pasButHe | TpopaboTKa yueOHOro MaTepuaa 6 YCTHBIH OIPOC
JIEIoNpon3BoACTBa B Poccuu
3. OpraHu3anyoHHbIE hopmBI TECTHPOBaHUE 5 MPOBEPKA TECTA
JIETIONIPON3BO/ICTBA

Pa3znen 2. lokyMeHTHPOBaHHE YIPABJIEHYECKOH JIeATeIbHOCTH
4, CrpykTypa U COZIepIKaHHe TECTHPOBaHUE 5 MpPOBEPKA TECTA
JOKYMEHTa, TpeOOBaHHUA K OPOPMIICHHIO
JIOKyMEHTOB
5. Cucrema opraHM3aIiMOHHO-TIPABOBOH peleHue KeicoB 5 IOpOBEpPKA  pelIeHHs
JOKyMEHTAIHN KeiicoB
6. Cucrema pacropsITeNbHON peleHune KeicoB 5 TIPOBEPKa TECTA
JIOKyMEHTAINN
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M/fismcTe RepsorBa HRay R BHBENETRr00 pepaBomatBP O Gopwa
ViThsHaBeOHKH DOV NANPP TR CHIEMI YHRERNSUITRST T

PO AT T HORV T b b!
1. Cucrema HMH(OPMAaIIMOHHO- peleHne KefcoB 5 NPOBEPKA  peIleHHS
CIIPaBOYHOU JTOKYMEHTAIMH KeiicoB

Pa3nen 3. Opranusaunus padoTsI ¢ J0KYMeHTAMH
8. Opranuzanus J0KyMeHT0000pOTa 1 TECTUPOBAHKE 5 TpOBEpKa TecTa
yIpaBIIEHUs JOKYMEHTaIMen
9. Cucremarnsauysi ¥ XpaHeHHe pelieHue KelicoB 5 IPOBEPKA  pelIeHHUs
JIOKyMEHTOB KeiicoB
10. ApxuBHoe zeno B Poccun TECTUPOBaHHE 4 TIPOBEPKa TECTA
11. CoBpemeHHbIe HH(OPMALIMOHHBIE peleHre KeHcoB 4 IIPOBEPKA  pEILEHUS
TEXHOJIOTMM B  JOKyMEHTallMOHHOM KeiicoB
o0ecrieYyeHnH YIIpaBIIeHUs
Konrpons HarnucaHue pepepaTa, HOIrOTOBKA - npoBepka  pedepara,

K cljaye 3a4yera 3ayer

D¢} (exTUBHOCTh  JIGKIMOHHBIX W  MPaKTHMYECKMX 3aHATUH 1m0 Kypcy «OCHOBBI
JETONPOU3BOJACTBA»  3aBUCUT OT KauecTBa CaMOCTOATENbHOM paboTel  cryneHtoB. Ilpu
MOJTrOTOBKE K 3aHATHUAM CTYIEHTY IOJIE3HO:

- U3y4UTh TEOPETUYECKUH MaTepHual Mo JaHHOH TeMe (KOHCIEKT 3aHATHS);

- O3HAKOMUTBCS C JIMTEPATypOl, PEKOMEHI0OBAaHHON MpENoJaBaTesieM;

- BBIIIOJIHUTD 3a/1aHUs, NIPEITI0KEHHBIE ITPETIOAABATEIEM K 3aHATHIO;

- COCTaBUTH IEPEUYECHb BOIPOCOB, BBI3BIBAIOLINX 3aTPYIHEHUS, HEACHOCTU WJIM COMHEHHS,

00CYIUTh MX C MPEToaBaTeyeM WIH Ha 3aHSATHH;

- 3aHUMAThCSl CAMOCTOSITETTHHBIM TTOMCKOM JIOTIOJTHUTEIBHON JTUTEPATyphl 110 M3y9aeMOil TeMe.
CamocTosTensHast paboTa MpU3BaHA 3aKPENUTh W AKTUBU3UPOBATh  TEOPETHUYECKHE

3HaHUS W TPAKTUYECKWE HABBIKM, IIOJMYyYCHHBIE CTYJICHTaMH Ha JEKIHIX U J1abopaTOPHBIX

3aHATHAX. YacTh BpeMEHH, OTBEIEHHOIO Ha CaMOCTOSATENBHYIO DPalOTy, JOKHA HCIIONb30BaThCS

Ha TOATOTOBKY K ayIUTOPHBIM 3aHATUAM, Jpyras 4YacTb - Ha OCMBICIIEHHE pe3yJIbTaToOB
CEMHUHAPCKUX 3aHATHI.
[Ipu opranuzanmuu MNPAKTUYECKUX 3aHATHH HCIONB3YIOTCA: pa3dop KOHKPETHBIX

cutyauuii (Keicbl), BBINOJHEHHE TNPAKTHUYECKUX paboT B MalblX Tpynmnax, TEeCTHPOBAHUE,
MOJIrOTOBKA pedepara.

Jlid jtydniero yCBOEHHMsI MOJIOKEHUH TUCHUIUIMHBI CTYAEHTHI JOJKHBI:

- IIOCTOSIHHO M CUCTEMAaTHYECKH C UCIOIb30BaHHEM PEKOMEHI0BAaHHOM JINTEPATYPHI U
AJIEKTPOHHBIX UCTOYHUKOB MH(OPMAIIUH 3aKpPEIUIATh 3HAHUA, TIOIyYCHHbIE Ha JICKIHIX;

- HaXOJUTh PELIeHUS MPOOIIEMHBIX BOIIPOCOB, TOCTABJICHHBIX IPENOAABATENIEM B XO/I€ JICKIUH,
CEMHUHAPCKUX 3aHATHUH;

- PperylmsipHO M CBOEBPEMEHHO M3y4yaTb MaTepuaj, BbIIAHHBIM MpenojaBaTeeM  Ha
CaMOCTOSITEIBHYIO TPOPa0OTKY;

- PeryJsipHO OTCIIEKUBATh U MCIIOIB30BATh HH(OpMALINIO, HAWACHHYIO Ha CHICIIMATH3HPOBAHHBIX
calTax.

CamocrosiTenpHast ~ paboTa  CTYAGHTOB  CTPOMUTCS  Ha  OCHOBE  HCIOJB30BAHUS
JIMCTAHIIMOHHBIX ~ TEXHOJOTMH  OOy4eHHus, TMpH  KOTOPOM  OOpa3oBaTeIbHBIE  PECYpPCHI
paspabareiBatoTCsi Ha 0a3e MHOXKECTBa pa3HOOOpa3HBIX CPENCTB: IIEYaTHBIE MaTepUalbl,
AJIEKTPOHHBIE JIEKLMH, OJJIEKTPOHHBIE JKypHAJbl, YAAJEHHBIH JOCTYI K POrpaMMHBIM
CpeICTBaM.
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11. YYEBHO-METOJUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHHUE
JUCHUITIJIMHBI
a) CnHMCcOK peKOMeH1yeMO# JIMTepaTypbl
OCHOBHAsl JIUTEpaTypa:
1. I'pozoBa, O.C. [lenonpous3BoAcTBO: yueOHOe IocoOMe A akaJeMudeckoro OaxanmaBpuara/
O.C.I'po3oBa. - MockBa: UznarensctBo IOpaiit, 2019. - 124 c. - (YauBepcuretst Poccum). -
ISBN 978-5-534-06787-3. - Tekcr: anexrponusiii// IbC HOpaiit [caiit]. - URL:https://www.biblio-
online.ru/bcode/438790
2. Kompmmkuna, T.b. JlenoBble KOMMYHHKAIMd, JOKYMEHTOOOOPOT ¥ JIE€IONPOU3BOICTBO:
yuebHoe mocobue aist npukiagHoro OakamaBpuara/ T.b.Komenukuna, M.B.Illyctuna. - 2-e u3n.,
ucnp. u jpom. - Mocksa: M3parensctBo FOpaiit, 2019. - 163 c. - (bakanasp. [IpuknanHoit xypc). -
ISBN 978-5-534-07299-0. - Texcr: snextponnsiii// 9bC FOpait [caiT]. -
URL:https://www.biblio-online.ru/bcode/437256
JAOMOJIHMTEIbHASL JIUTepaTypa:
1. TOCT P 7.0.97-2016. Hauwmonanmeubiii cranmapt Poccmiickoii @enepanuu. Cucrema
CTaHmapToB 10 wuH(popmanuu, OHOIMOTEUHOMY W H3AaTeNbcKoMy jaeny. OpraHu3aluoHHO-
pacriopsiiuTeNnpHas JAOKyMeHTanus. TpeboBanus K odopmieHuio nokymMeHToB (yTB. Ilpmkazom
Poccranmapra ot 08.12.2016 Ne 2004-ct) (pem. or 14.05.2018). - Tekct: anekrponnsiii// CIIC
Koncynprant [Tmoc. - 2019
2. Ilpuxa3z @enepanpHoro apxuBHoro arenrctBa ot 11.04.2018 Ne 44 «O6 yTBepXkIeHUH
NIPUMEPHOM HMHCTPYKLUHU IIO IEIONPOMU3BOACTBY B TOCYNApPCTBEHHBIX OpraHu3anusax». - TekKcr:
anekrponnsblit// CIIC KoncymnpranT [lnroc. - 2019
3. KyszmemoB, W.H. JlokymeHTammoHHOE oOecrieueHue yrpaBieHus. JlokymMeHTOooOOpoT U
JIETTOTIPOU3BOJICTBO: YUEOHUK U TIPAKTHKYM Ul TpuKiIagHoro OakamaBpuata/ M.H.Ky3nemos. - 3-
e 3., mepepad. u mom. - MockBa: M3marensctBo FOpaiit, 2019. - 461 c. - (bakanasp. [IpuknamgHoit
Kypc). - ISBN 978-5-534-04275-7. - Tekcr: snexrponusii// IbC FOpaiit [calT]. -
URL:https://www.biblio-online.ru/bcode/431759
y4eOHO-MeToAMYecKasi JinTepaTypa:
1. Mopo3oBa T.B. Meromudyeckue yKa3zaHWs 110 OpTraHHU3AIMH CaMOCTOSATEIHHOH pPabOTHI
CTyAeHTOB TO jaucuuruinHe «OCHOBBI JIENONPOU3BOACTBA»: Ui CTYIEHTOB OakanaBpuara IO
HanpapiieHuto moArotoBku 38.03.04 «['ocymapcTBEHHOE W MYHHIMIAIBLHOE YIPABICHHE» BCEX
¢dopm obOyuenus/ T.B.Mopozosa; Ynl'Y, N3Oub, Kad. skoH.aHanmm3a ©u TOC.ympaBiIcHHS. -
VaestHOBeK: Yil'VY, 2019. - 3arn. ¢ skpana; HeomyOnmkoBaHHBIA pecypc. - DIEKTPOH.TEKCTOBEIC
JaH. (1 (aiin: 373 KBb). - Tekcr: AJICKTPOHHBIH. — URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

J4 fie inieorernry | Jonocohn M.t LD 06 4

JIOmKHOCTS COTPY/IHHKA HAYYHOH OHOMHOTEKH DUO MOANHCH nara

0) IlporpammHoe obGecneyeHue JAUCHUITIHHBI
1. OC Windows
2. Microsoft Office
3. «1C: IIpennpustue 8». KoMIIEKT yisi 00y4eHUs B BBICIIUX H CPEJHUX YICOHBIX 3aBEIACHUSIX
4. Statistica Academic for Windows
5. Kommiekt I1O «YHauBepcan» («@uHaHcOBBIM aHanu3 + Otenka 6usHecay, «HBECTUIIMOHHBIHI
ananmu3y», «bromker» u «O1ieHKa HEABUKUMOCTH))
6. Agruruiaruar BY3
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®-Pabouas mporpamMma JIUCLHUILIHHBI

12. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYHEHUE JUCHUIIVIMHBI

Heob6xoaumoe marepuanbHO-TEXHUYECKOEe OOecledeHne AUCLUILIMHBI IPEToaraer:

- Hamuuue OmOIMoTeyHoro (oHAa JUTEpaTyphbl MO OCHOBAM JOKYMEHTAIMOHHOTO O0eCIedeHHs
yrpasieHus B cucreme MYV (y4eOHUKH 1 yueOHbIe IOCOOMSL, XKYPHAIIbI, IEPBOMCTOYHHUKH);

- aKTyalu3auuioo pabodedl mporpaMMmbl JAUCLHUIUIMHBI, BKJIIOYAIOIIEH OCHOBHBIC IIOHSATHUS
TEOPETUYECKOro MaTepHaa, IpakTHUECKUE 3aJaHNs, KOHTPOJIbHBIE BOIIPOCHI TUTST
CaMOIIPOBEPKH, BOIIPOCHI K 3a4€Ty, TECTOBBIC 3a/laHMS;

- HaJIM4ue JIOCTYIHOIO JUIs CTyJAeHTa BeIxoza B VIHTepHeT;

- HAIMYHE CIEeINaIbHO 000pPYIOBAaHHBIX ayIUTOPUH U MYIbTHMEANHHBIX MPE3eHTAINH];

- TECTOBBIE MaTepHaibl 110 TEMaM Kypca Ha OyMa>KHOM HOCHTEIE;

- KQpTOYKHU C CUTYAIlMOHHBIMM 3a/1auaMu (Kehcamu).

AynuTOpUM  YKOMIUICKTOBAHBl ~ CIIEHUAIN3UPOBAHHOM  MeOenblo, Yy4eOHOM  JOCKOM.
AyauTopuu IS TIPOBEAEHHS JIEKIUH OO0OpYyIOBaHBI MYJIBTUMEAWHHBIM 00OpYJOBaHHEM JUIS
npenoctaBiieHuss WHpopManuu OoibInoi ayautopuu. l[lomemenue  ans  CaMOCTOSATEIHHOMN
palboThl OCHAIIEHBI KOMITBIOTEPHOW TEXHHMKOIH ¢ BO3MO)KHOCTBIO MOJKIIOUYEHHS K CETH
«MlaTepHeT» u o0ecrmeyeHWeM JOCTyma K 3JIEKTPOHHOM HH(OPMAIOHHO-00pa30BaTeNbHOMN
cpene, AIeKTPOHHO-ONOINOTEYHOM CUCTEME.

[lepeuens 00OpymOBaHMS, HCIOIB3YEMOTO B Y4e€OHOM IMpolecce, yKa3aH B CBEACHUSAX O
MaTepHaIbHO-TEXHUYECKOM O00ECHeueHNMH ¥  OCHAIIEHHOCTH 00pa30BaTEeIbHOrO  IpoIecca,
pa3MenieHHbIX Ha odummamsHOM caiite Yal'V B pasgene «CsemeHuss o0 00pa3oBaTEIbHOMN
OpraHu3aIumn».

13. CIEHUAJIBHBIE YCJIOBUS JJ151 OBYUYAIOILIUXCS C OTPAHUYEHHBIMUA
BO3MOXKHOCTSAMMU 310POBbsI U UHBAJIN/IOB

B cnydae HeoOxomuMocTH, OOydYaroIMMCs W3 4YHCIAa JIMI C  OrPaHUYCHHBIMHU
BO3MOJKHOCTSIMH  3/I0pOBbsl (110 3asBJICHUIO OOYYalOIIerocs) MOTYT NpemIaratbCs OJUH W3
CIeNYIONIMX  BAPHAHTOB  BOCHPHSATHS WHPOpPMAIMM C  Y4eTOM WX  WHAUBUAYAIbHBIX
MCUXOPU3NIECKUX OCOOCHHOCTEH
- I JIMIl C HapylIeHWeM 3pEHHs: B TedaTHoW ¢(opMme yBenwueHHbIM mmpudToM; B (Hopme
AJIGKTPOHHOTO JOKyMeHTa; B (Gopme ayamodaiina (mepeBon  y4eOHBIX  MaTepUAIIOB B
ayamodopmar); B TIeYaTHOH (opMe Ha s3bIKe bpailiis; HWHIMBUAYalbHBIE KOHCYIBTAIMH C
IpUBJICYCHUEM TUQIIOCYDPIOTIEPEBOIYNKA; MHIUBHIyIbHBIC 3aaHMUs U KOHCYIIBTAIUH;
- Ul JIMI C HapylIeHHWEeM cliyxa: B MedaTHOW ¢opme; B (GopMe 3JICKTPOHHOTO IOKYMEHTA;
BUJCOMATEpUANBI €  CYOTHTpaMH; WHIMBHIyaIbHbIC  KOHCYJBTAIMA C  [PUBJICYCHUEM
CYPIOIEPEBOIIHKA; HHMBUYaIbHbIC 33/IaHHS M KOHCYJIbTAIHH;
- UId JHIl C HapylIeHWeM OIOPHO-JBUTATEeIbHOrO armapara: B Ie4aTHoOi ¢opme; B Qopme
AJIEKTPOHHOT'O JIOKYMEHTA; B (popMe ayauodaiiina; HHANBUAYaTbHbIC 3aIJaHUsT ¥ KOHCYJIbTAIIHH.

B cnydae HeoOXOOMMOCTH HCIONB30BAHUS B y4eOHOM IPOLIECCEe YACTUYHO/UCKIIIOYUTEIHLHO

JMCTAaHLMOHHBIX O0pa30BaTENIbHBIX TEXHOJOrui, opranuszauus padbotsl [IIIC ¢ obywarommmucs c
OB3 wu wuHBanMgamMu MpeIyCMAaTPUBAETCS B DIIEKTPOHHOH HH(OpMaMOHHO-00pa30BaTeNbHON
cpeziec y4eToM UX WHAWBUIYATBHBIX MCUXO(PHU3MUECKIX OCOOCHHOCTEH.

PazpaboTunk ees = JIOLEHT KadephI AnmnmbekoBa O.b.
I'yud
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VIBSHOBCKHI rOCYIapCTBEHHEI yHHBEPCUTET

®-Pabouas mporpamMma JIMCLHUILIHHBL

[Tpogeccnonaibubie Ha3b1 IAHHBIX, HHOOPMAIHOHHO-CIIPABOYHBIE CHCTEMbI
1. IeKTPOHHO-OHOTHOTEUHBIC CHCTEMBI:
1.1. Iudposoit oGpasosarenshbiii pecype [PRsmart : 91ekTpoHHo-GHOIHOTEUHAS CHETEMA

caiit  / OO0 Komnauus «Ai  Ilm Ap Meama». - Caparos. [2023]. — URL:
http://www.iprbookshop.ru. — Pesxum octyna: s saperucTpup. nojib3osaresnei. - Teker : siek-
TPOHHBIH.

1.2. O6pazosaresnsuas naardopma KOPAUT : ofpazosarenshblii pecype, s1eKTpoHHas ono-
muoteka : caitt / 000 Jnekrponnoe wizatenbetBo «IOPAWMT». — Mocksa., [2023]. - URL:
https://urait.ru. — Pesxum goctyna: A 3aperucTpup. noab30Baresieii. - TEKCT @ 2IeKTPOHHBII.

1.3. baza mauubix «Dnexkrpounas Gudimoreka texuuueckoro BY3a (OBC «Koucynwrant
CTYACHTA») @ eKTPoHHO-OMOanoTedHas cucrema @ cailt / Q00 «[losmrexpecypen. — Mocksa.
[2023]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum jgoctyna: Ja7s 3aperucTpup.
nosik3oBarenei. — TekeT : 2IeKTPOHHBINI.

1.4. Koneyabrant Bpaya. DiexTpoHHas MeauuuHekas oubamoreka @ 0aza JaHHBIX © caiT /
000 «Bbicimas mKoaa OpraHu3ani 1 ypasiaeHus 31paBooxpaHenneM-KoMIeKeHbiit MeminH-
cKuit KoHcanTuury. — Mocksa. [2023]. — URL: https://www.rosmedlib.ru. — Pexum aocryna: s
3APErHCTPHP. MMOIB30BATENCH. — TeKCT @ 2IeKTPOHHbI.

1.5. Bonsmas meanumHekas oudrmorexka @ 371eKTpPoHHO-OMGIMoTedHas cuertema : caiit /
000 «bykan». — Tomek. [2023]. — URL: https://www.books-up.ru/rw/library/ . — Pesxxum nocryna:
JUIS1 3apEerHCTPUp. Nojb3oBartenei. — TeKeT : MIeKTPOHHbII.

1.6. 9bC Jlans : snekTponno-onbnunoreunas cucrema : caiit / OO0 IBC «Jlanb». — Cankr-
[Tetepdypr. [2023]. — URL: https://e.lanbook.com. — Pexxnum jgoctyna: /uis 3aperucTpup. Moib30-
Bare:en. — TeKeT @ AeKTPOHHbIIL.

1.7. 9BC Znanium.com : 1eKTponno-ondanoTeunas cucrema : caiit / OO0 «3nannymy. -
Mockga, [2023]. - URL: http://znanium.com . — Peikum jgocTyna @ s 3aperucTpup. nojib3osare-
aeit. - Teker : 21eKTPOHHBIH.

2. KoueyabranrlLmoe [Daexktponnslii pecype]: cnpaBounas npasosas cuctema. / 000
«Koncynsrant [Loey - Dinexrpon. xaH. - Mocksa : KoneyasrautlLioc. [2023].

3. Basbl JaHHBIX MEPHOINYECKHX H31aHMIi:

3.1. eLIBRARY.RU: nmayunas aiexrponnas 6udauoreka : caiit / OO0 «Hayunas Diek-
TpoHHas bubmuorekan. — Mocksa, [2023]. — URL: http://elibrary.ru. — Pexxum zoctyna @ i aBro-
pu3. nosnb3oBareneit. — Texer : 21eKTPOHHBbIit

3.2, Duextponnas Gubinoreka «M3parensckoro noma «l'pedennnkos» (Grebinnikon) :
anekTponnas Oubimoreka / 000 W]l «I'pebennmnkoB». — Moceksa, [2023]. — URL:
https://id2.action-media.ru/Personal/Products. — Pesxxum 1octyna @ a7 aBTOPU3. NM0Jb30BaTENEH. —
Teker @ 91eKTpOHHBII.

4. ®enepanabuasi rocyaapersennas nudopmannonnas cncerema «Haunonaabnas yiex-
‘Tponuasi oubanoTera» : yekTpornas Gubnuorexa : caiit / ®I'BY PI'b. — Mocksa. [2023]. — URL:
https://H30.pd. — Perxum moctyna @ s noaszosareneii HayuHoll Onbanoreku. — Teker 1 21eKTpon-
HBIH.

5. Poccuiickoe obpaszosanue : (esaepanbubiii nopran / yupeaurenab GIAY «DULTO». -
URL: http://www.edu.ru. — TekeT : 21eKTPOHHBIIA,

6. Jaexrpounast oudanoreunas cucrema Yal'V @ moayas «Daekrponnas Oudanorexkay
ABUC Mera-TTPO / 000 «[lara Dxcnpece». — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexum 1o-
CTYNa ! LTS MOJb30BaTe1eH HayHHOI OHOIHoTeKH. — TeKCT & 2IeKTPOHHBIH.

CorlacoBano: / (‘2 }/)
Wnskenep seavimmit -/ Hlypenko 10.B. / U _Aar] / Of. 06, de. 74 2
Aomspoets corpyanmsa YHTT WHO 1o ||Cg|. 1T
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MUHMCTEPCTRO HAYXH W BLICIICTO obpaiosiHis Pd dopun
YIsanonckiii FOCYIEPCTBCHIMA YIHREPCHTET

® - Paboyas nporpaMMi IHCUHIIHHA

6) IMporpammuoe ofecnievenne —
e Onepaunonnas cucrema Windows:
o [laxer oducnbix nporpamm Microsoft Office.

8) [podeccronaabanie 6aibl JaHHBLIX, HHPOPMAITHOHHO-CIIPABOYHBIC CHCTEMBI
1. DaexTponno-6HbInOTEYHBIE CHCTEMBI:
I.1. Undposoii obpazosatenbusiit pecype IPRsmart : anextponno-6ubanoreunas cucrema :

cairt / OO0 Komnanus «A Ilu Ap Memma». - Caparos. [2024]. - URL:
hup://www.iprbookshop.ru. — Pexum jocryna: ansa 3aperdcTpHp. noab3osatenei. - Texer :
NEKTPOHHBIH.

1.2. O6pazoparenshas nnatdopma OPAWT : ofpasoBateasuuiii pecype. aieKTpoHHAS
GnGmmoreka : caitt / Q00 Inexrponnoe u3arenscrso «(OPANUTY. — Mocksa, [2024], - URL:
hitps://urait.ru . — Pexkum JocTyna: ISt 3aperycTpip. nosibs3osareneil. - Teker : anexkTpoHHbii.

|.3. baza nanupix «DnextpoHHas oubamorexka Texmudeckoro BY3a (DBC «Koncynbraat
CTYJEHTa») @ MEKTpoHHo-OuOanoTeynas cucrema : cailr / OO0 «Ilommrexpecype». — Mocksa,
[2024]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexnum AocTyna: [is 3aperuCTpHp.
noab3osaresnel. — TeKeT : 21eKTPOHHBIH.

I.4. OBC Jlans : anexTpoHHO-OHOIMOTeuHan cuerema : cait / OO0 DBC «Jlaub». — Cankr-
[lerepGypr. [2024]. - URL: https://e.lanbook.com. — Pexum poctynma: ais 3aperdCTpHp.
nosin3osarenci. — TeKCT : 3NeKTPOHHKIH.

1.5. 3bC Znanium.com : anexkTponno-6ubanoTeynas cuerema : cair / 000 «3Hanmym». -
Mocksa, [2024]. - URL: htp:/znanium.com . — PexuM xocTynma : s 3aperucipHp.
noab3osarenel. - TeKeT | 3NMeKTPOHHBIN.

2. Koncyawrantilinoc [Dnexrponnsiii pecypel: cnpasousas npasosas cucrema. /| 000
«Koncynprant [Tnoc» - Dnexrpon, gaH. - Mockea : KoncynsrantlLnoc. [2024].

3. e¢LIBRARY.RU: nayunas snekrponnas OubGnuorteka : caiit  / 000 «Hayunas
Dnexrpontas bubanoteka». — Mockea, [2024]. — URL: http://elibrary.ru. — Pexum aoctyna ; s
ABTOPH3, NOJB30BaTENeH. — TeKeT | MMeKTPOHHbIH

4. Depepanbnan rocyjapersennan madopmanuonnas cucrema «Haumonaasuas
yiekTponnan Gubamorexa» : yektponnas GuGanorexa : caiit / ®I'BY PI'B. — Mocksa. [2024]. -
URL: hups://n36.pd. — Pexum goctyna : ans nonp3opareneid HayyHoW Oubnmorexkn. — Teker :
3ICKTPOHHbIH,

5. Poceniickoe obpasosanue : deaepanehniit nopran / yupeanrens LAY «OUITO». -
URL: http://www.edu.ru. — TekeT : 3neKTPOHHBIH,

6. Iaexrponnas oubanoreunan cucrema Yal'V : moayne «Dnexrpornas 6Gubimorexan
ABUC Mera-ITPO / 000 «[lara Dxkcnpeccy». — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexum
JIOCTYNA @ /IS NoAb30BaTeNel HayyHO#H 6ubmuoTekn. — TeKeT @ 2K TPOHHBIN.

o (
Hmkenep senymumi )«‘(, (v [Hypenxo 10.B.
20.05.2024
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MuHHCTepCTBO HAyKH M BhIcIIero obpasosanus PO
VIbSHOBCKHHN rOCyJapCTBEHHBIH YHUBEPCHTET

Dopma

®-Paboyas mporpamMma JIUCLHUILTHHBI

JIUCT UBMEHEHU

ConepxaHnue u3MeHeHUs
WM CChLIKA Ha
npujaraeMblii TEKCT
U3MEHEeHUsl

D®UO
3aBeylolIero
Kadeapoi

IMoanuce

Jara

BHeceHnne n3aMeHeHuit B 11.11.
[Tpodeccuonanpabie Oa3bl
JAHHBIX, THOOPMAIIMOHHO-
cripaBOYHbBIE cucTeMbl 11 11.
«Y4uebHO-METOINYECKOE U

nH(}OpPMaLMOHHOE
obecrieueHrne TUCITUTUTIHBD) C
0(hOopMIICHHEM OTAEITHHOTO
[Tpunoxxennst Nel

Kucenesa O.B.
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13.06.2023

BHeceHnne n3amMeHeHuit B I1.11.
Cnmcok pekoMeHayeMoMn
mutepatypsl 11 11. «YyeOHo-
METOANYECKOE U
nH(pOpMaITMOHHOE
obecrnieueHre AUCIUTLITUHBD) C
0hOopMIICHHEM OTACITLHOTO
[Tpunoxenns Ne2

Kucenena O.B.

N
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13.06.2023

Bnecenue nzmeHeHuit B 1111
Cnucok peKoMeH1yeMOou
nurepatypsl 1 11. «YaeOHo-
METOAUYECKOE U
nH(pOpMaITMOHHOE
obecrieueHne JUCHHUILIUHBDY C
opopMIIEHHEM OTIEIBHOTO
[Tpunoxenns: Ne3

Kucenesa O.B.

19.06.2024

Buecenue n3menenwuii B 11. 2
«MecTO TUCIUTUIUHBI B
ctpykrype OIIOII» ¢
ohopMIICHUEMIIPHIIOKCHUS 4

Kucenesa O.B.

30.08.2024
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MuHHCTepCTBO HAyKH M BhICIIero obpasosanus PO

o o Dopma
YIIbSHOBCKUI TOCYAapCTBEHHBIH YHUBEPCUTET

®-Paboyas mporpamMma JIUCLHUILTHHBI

[MPUJIOXXEHUE 4

2.MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

VYyeOnas mucuuminHa «OcHOBBI aenornpousBoacTBay (I1K-6) BxomuT B OI0K AMCHMILIIUH,
(GopMHUpYEMBIX YYaCTHHKaMH 0O0pa30BaTENIbHBIX OTHOLIEHWM, SBJISETCS  MUCHUIUIMHOW IO
BbIOOpy OOIIl 6akanmaBpuata PI'OC BO mno nanpasienuto 38.03.04 «I'ocynmapcTBeHHOE U
MYHUIMIAJIbHOE YIPABIEHUE» M HAXOAUTCS B JIOTMYECKOM WU  CoOpepKaTelbHO-METOIUYECKOM
CBSI3M C TaKMMH MCUMIUIMHAMH KaK «AHalW3 yrpaBieHuecKoW nestenbHocTd U ayaut» (I1K-6),
«CoBpemMeHHbIe (DMHAHCOBBIE HHCTPYMEHTBI ~ COIMAIBHOrO mpeanpuHuMarensctsay  (I1K-6),
«OcHOBBI poccuiickoro mapiaamentapusmay (ITK-6).

JIJ1s Ka4eCTBEHHOTO OCBOCHHMSI TMCIUTUIMHBI O0yUJarOIIUNACS TOKEH:
3HATh!
- OCHOBBI YIPaBJICHUS;
- CHUCTEMY IIPaBOBBIX PEryJsATOPOB;
- 3HaYeHWe WH(POPMAIMA B COBPEMEHHOM WH(GOpPMAIMOHHOM OOIecTBE B IEJIOM H B
npohecCOHaTBHON AESITETFHOCTH;
- 3aKOHOJATeNbCcTBO P®d, permameHTupyronee KOMIIETEHIIMIO OPraHOB TI'OCYJApCTBEHHOW BIIACTH
U MECTHOTO CaMOYIPAaBJICHHS U BHJBI JOKYMEHTOB, BO3HHMKAIOIIUX B PE3YIbTaTe€ PEANTHU3ALUU HX
MOJIHOMOYHM;
- TIpaBOBbIe TPEOOBAHUS YCTAHOBICHHS M COONIONEHUS PEXHMMa OTPaHUYEHHUS OCTyMa K
nHpOpPMAaIUH, B TOM YHCJIE TOCYIAPCTBEHHOW M WHBIX OXPAaHSIEMBIX 3aKOHOM BHJOB TaiH.
YMETh!
- paboTaTh B TEKCTOBOM PEIAKTOPE;
- paboTaTh B JIOKAJIBHBIX U TII00ATBHBIX CETSX;
- OPraHW30BBIBATh M TOAJEPKHUBATH (YHKIMOHMPOBAHHE WH()OPMAIIMOHHO-JOKYMEHTAI[HOHHBIX
crcTeM, 00eCTIeYMBAIOIINX COOIOAEHUE PEKIMOB OTPAHUICHUS JOCTyHa K
JTOKYMEHTHPOBAHHON HH(OpMAIIHIH;
- QHAJIM3UPOBATh M YHHU(PHUIHUPOBATH OQUIHATIHHBIE TEKCTHI;
- UCIONB30BAaTh 3aKOHOJATENbHbIE akThl Poccuiickoil ®enepanvii, HOPMATHUBHBIE  IMPABOBBIE
aKThl W HOPMATHBHO-METOAWYECKHE JOKYMEHTHI (efepaqbHbIX  OPraHOB  HCHOJIHHUTEIBbHOU
BJIACTH IPH COCTABJICHUH U O(POPMIIEHUH YIPABICHYECKUX TOKYMEHTOB.
BJIQJICTh:
- O(UIMATIBHBIM CTHUJIEM TUCHbMEHHON peyu;
- TEXHOJIOTHEH moucka u 00paboTku Tpedyemoit nHpopmanuu;
- HaBBIKAMH  JIOKYMEHTHPOBAaHHUS  YIPABICHYECKOW  JEATENbHOCTH C  HCIOJIB30BaHUEM
COBPEMEHHBIX TEXHUYECKUX CPEICTB;

- HaBBIKAMH MHMCHMEHHBIX KOMMYHUKAIIH;
- HaBBIKAMH Pa0OTHI C NMTPABOBBIMU aKTaAMHU.

«OCHOBBI  JICTIONPOM3BOJICTBAY SIBIACTCA JUCIUIIIMHON, MPEAMISCTBYIOMEH I TaKuX
mucnuiuine Kak: «[Ipemaumiomuas npaktuka» (ITK-6), «3ammura BeIMYCKHOH KBaTU(UKAIIMOHHOM
paboThI, BKJIFOYAs TOATOTOBKY K MPOLEAYPE 3alMThI U Tpoleaypy 3amuthd» (ITK-6).
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