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1. HEJIX U 3AJAYHU OCBOEHM A JNCHUITJIMHBI

Henp y4eOHOI IMCHMIVIMHBI - TOJArOTOBKA CHELMANUCTa, OOJIaJaroIlero 3HAHUAMU
[IPaBOBBIX, HOPMATUBHBIX U OPraHU3aLMOHHBIX OCHOB JIOKYMEHTAllMOHHOIO oOOecreyeHus
yIIpaBJICHUS, YMEHUSIMH TI0 COCTABJICHHUIO M O(OPMIICHUIO OTIEIBHBIX BUIOB YIPABICHYECKUX
JOKYMEHTOB M HaBBIKAMM HX NPUMEHEHUS U1 pelIeHHs 3a7ad JOKYMEHTAllMOHHOTO
obecrieueHns paboThl OPraHOB rOCYIAPCTBEHHOM BIACTU M MECTHOTO CaMOYIIPABIICHUSI.

3agauu u3yyeHHUs TUCHUIINHBI:
- c(hopMHPOBaATH LIEIOCTHOE MPECTABICHUE O IEJIONPOU3BOICTBEHHOM IIPOLIECCE;
- U3Y4YHUTb COBpEMEHHbIE TPEOOBAaHUS K JOKYMEHTHPOBAHUIO YIPABIEHUYECKOW NEATENbHOCTH U
OpraHu3anuu padoThl ¢ JOKYMEHTaMH B TOCYJapCTBEHHBIX OpraHax;
- OBJIQJIETh COBPEMEHHOW MPAaKTUKOW M opraHu3anueil paboTbl ¢ JOKYMEHTAMM IPH PEIIEHUU
CTPATETMYECKHUX M ONEPATUBHBIX 33]1a4 OpraHU3allNH;
- COpDUEHTHpPOBATh CTYACHTOB Ha aHaJiM3 COLMAJIbHBIX SBICHUH, (QUKCUPYEMBIX B
OpPraHM3alMOHHO-PACIOPAIUTENPHONM  JOKYMEHTAIlMM  OPraHoOB  TOCYAAPCTBEHHOTO U
MYHUIUIIAJIBHOTO YIIPABICHHUS.

2. MECTO JUCHHUIIJINHBI B CTPYKTYPE OIIOII

VYyeobnas aucuumuirHa «OCHOBBI fAenonpon3BoictBa» (I1K-6) BxoauTt B OJ0K TUCITUTUINH,
(dbopMHpYEeMBbIX YYaCTHHKaMH OOpa30BaTCIIbHBIX OTHOIICHWH, SBISETCS JUCIHMIUIMHOW TI0
BeIOOpY OOII 6akanapuata ®I'OC BO mno nanpasnenunio 38.03.04 «['ocymapcTBeHHOE U
MYHHIIMIIAJILHOE YIPaBJICHUE» W HAXOAUTCA B JIOTUYECKOM M COJAEp)KaTeIbHO-METOINYECKON
cBs3M ¢ gucuumuinHo  «CoBpeMeHHble  (PMHAHCOBBIE  MHCTPYMEHTBHI  COLMAIBHOTO
npeanpuauMareabcteay (ITK-6).

J1J1 Ka4eCTBEHHOT'O OCBOCHHUS AUCIUILITUHBI 00 yJaIONIUIiCs TOKEH:
3HATh:
- OCHOBBI YITPABJICHHUS;
- CHCTEMY IIPaBOBBIX PETYISTOPOB;
- 3HaueHue HHQOpPMAIMK B COBPEMEHHOM HWHGOPMAIMOHHOM OOIIECTBE B LEJIOM U B
npodeccruoHabHOM 1eATeIbHOCTH;
- 3aKOHOJAaTeNbCTBO P®, pernaMeHTupyomiee KOMIETEHIIMIO OPraHOB TOCYJapCTBEHHOM BJIaCTU
Y MECTHOT'O CaMOYIIPaBJICHUs U BUJbI JOKYMEHTOB, BOSHUKAIOIIUX B pE3yJbTaTe peaau3alun Uux
MTOJTHOMOYHH;
- TpaBOBbIe TPeOOBaHUS YCTAHOBJICHHS M COONIOICHUS peXUMa OIpaHUYCHHS JOCTyHa K
nH(pOpMaLIUY, B TOM YHCIIE TOCYJapCTBEHHON U MHBIX OXPaHSIEMbIX 32aKOHOM BHUOB TaiiH.
YMETh:
- paboTaTh B TEKCTOBOM PEIAKTOPE;
- paboTaTh B JIOKAJIbHBIX U TTIO0ATBHBIX CETSX;
- OpPraHU30BBIBaTh U MOJIEPKUBATH (DYHKIIMOHUPOBaHUE MH(POPMAIIOHHO-I0KYMEHTAIIMOHHBIX
cucteM,  OOecrneuyMBarOMIMX  COONIOIEHHE  pPEXUMOB  OTpaHHYEHHUs  JIOCTyma K
JOKYMEHTUPOBAaHHOM MH(OopManuu;
- aHaNTU3UPOBATh U YHU(DUIIUPOBATH OUIHATIEHBIE TEKCTHI,
- HWCIOJIb30BaTh 3aKOHOJaTeNbHble akThl Poccuiickoit deneparuu, HOpMATUBHBIC MPABOBBIC
aKThl U HOPMATHUBHO-METOJWYECKHE JTOKYMEHTHI (QelepallbHbIX OpPraHOB HCHOJHUTEIHHOM
BIIACTH MPU COCTaBICHUU U OPOPMIIEHUH YIIPABICHYECKUX JOKYMEHTOB.
BIIAJICTh:
- o(UIIMaTBHBIM CTHIIEM MTUCHbMEHHON peuu;
- TEXHOJIOTHEH roucka u 06paboTku TpedyeMoil nHpopmanuy;
- HaBBIKAMHU JOKYMEHTHPOBAHUS YIPaBICHUECKON JEATEIHbHOCTH C HCHOJIb30BAHUEM
COBPEMEHHBIX TEXHUYECKHUX CPEJCTB;
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- HaBBIKAMM ITMCbMEHHBIX KOMMYHUKALINIA;
- HaBbIKaMH pabOThI C MPAaBOBBHIMH aKTaMH.

«OCHOBBI JIEJIONPOU3BOJCTBA» SIBISIETCA AUCLUIIMHONW, NPEAIIECTBYIOUIEH Uil Takux
muctuiine  Kak:  «[Ipegmummomuas npakrtukay (I1K-6), «[lomroroBka k cmaye u cjaaya
rocyziapcTBeHHoro sk3amenay (I1K-6).

3. HEPEYEHD IINIAHUPYEMBIX PE3YJIbTATOB OBYUYEHUS 1O AUCHUIIJIMHE
MOAYJIIO), COOTHECEHHBIX C INTAHUPYEMbBIMU PE3YJbTATAMU
OCBOEHHS OCHOBHOM MPO®ECCHOHAJILHOM OFPA3OBATEJIBHON
MPOT'PAMMBI

B coBokymnHoCTH ¢ apyruMu qucuMiuinHamu npodeccronanbHoro mukiaa @I'OC BO no
HAIPaBJICHUIO MY TUCOUIUINHA «OCHOBBEI JIEIIONIPOU3BOACTBAY o0ecrieunBaeT
WHCTpYMEHTapueM (OpMHUPOBAHUS CIECAYIOIINX KOMIETCHIINH.

Kon n nHaumeHoBanue [lepeuens mIaHupyeMBbIX pe3yabTaTOB 00YUEHHUS T10
peanu3yeMoi KOMIIETEHIIUN JUCHUIUIMHE (MOYIII0), COOTHECEHHBIX C MHINKATOPAMHU
JOCTHKEHHS] KOMITETEHIU I

IK-6 - crnocoGen paspabarbiBaTh | 3HATH: IpaBHia, [NPUHLMIBL U IOAXOAbI  Pa3pabOTKH
METOJIUYECKHE u CIIpaBOYHEIE METOAMYCCKHUX W CIPAaBOYHBIX MATEpUaJIOB IO BOIIpOCaM
MaTepHabl o BorpocaM | MPO(ECCHOHATBHOM e TETbHOCTH;
JeATENbHOCTH JIHIL HA TOIDKHOCTAX YmeTb: pa3pabaThiBaTh METOAWYIECKHE M CIIPABOYHbIC
. . | MaTepuajbl IT0 BOII M II MOHAIBHON JEITEILHOCTH,;
TOCYIAPCTBEHHOI TPk IAHCKOI aTepHalIbl o BOIpocaM MpodecCHoOHATBHON IeSITETLHOCTH;
. Bianernb: HaBBIKAMU pa3paOOTKH METOIMICCKUX W CIIPABOYHBIX
cyx0b1 Poccuiickoit denepanun, .
MaTEpHaIOB 110 BOMPOcaM IMpOoQeCcCHOHATBLHON JAeITEIbHOCTH

roCyJIapCTBEHHOM CITYKOBI
CyOBEKTOB Poccuiickoii
®denepanuu, NOJDKHOCTSIX

MYHHIMIAIBEHOMN CITyKObI

VYyeOHas QUCHMIUIMHA OPUEHTUPOBAHA Ha HccieloBaHue Y(PPEKTUBHOCTH OpraHU3alUU
JOKYMEHTOOO0OpOTa, B TOM 4YHCIIE JJIEKTPOHHOTO, Ha TOCYIapCTBEHHOM M MYHUUUMATbHON
cinyxx0e P®. Tembl Kypca OpraHUYecKd YBsI3aHbI C OCOOCHHOCTSIMU PabOThHl C JTOKYMEHTaMHU
PYKOBOJIUTENEH U CIIEHUATNCTOB B CHCTEME rOCYIapCTBEHHOTO M MYHUIIMIIAIBHOTO YIIPABICHUS
Ha COBpeMEHHOM »HTame. JluciurumHa crnocoOcTByeT (OpMHUpPOBaHUS y CTYACHTOB BHACHUS
BO3MOXHOCTH YIIpaBlieHUs1 HH(OpMalLMel Kak YaCTH CUCTEMBbI CTPATETHUYECKOTO YIIPABICHHUS.

Nzyuenne mucuuruinHbl «OCHOBBI JICIOMPOU3BOJCTBAY OTKPHIBAET MEPCIEKTUBBI IS
YCIIEUTHOTO MPOXOXICHHUS IO KOHKYPCY B OpraHbl TOCYAapCTBEHHOTO W  MECTHOTO
caMOyTpaBICHUS.

4. OBIIAA TPY AOEMKOCTD JUCHUIIJIMHBI
4.1. O0beM TUCHMILIMHBI B 3a4€THBIX €AUHUIAX (Bcero) 2 3auéTHpie eauHuipl. O0mas
TPYAOEMKOCTb TUCITUIUIMHBI COCTABINSET 72 yaca, BUJ MPOMEKYTOYHOW aTTeCTAIlUH - 3aU€ET.
4.2. O6beM IUCUUIUIMHBI 0 BUAaM y4eOHOU paboThI (B yacax)

KonudectBo yacoB (popma oGyueHust ouHo-

3a04Has
Bun yae6HOMI paboTh )
B T.4. [10 CEMECTpaM
Bcero no miany 5
KonTakTHas pabora oOyyaromuxcs ¢ 16* 16*
IperoiaBaTesieM
AyIUTOpPHBIE 3aHATHS: 16* 16*
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JICKIHH 8* 8*
CEeMMHAPbI M IPAKTUYECKUE 3aHATHS 8* 8*
nabopaTtopHbIe padOThI, TPAKTUKYMBI - -
CamocrositenpHas paboTta 56 56

dopma TEeKYIIEero KOHTPOJIs 3HaHUN U
KOHTPOJISI CAaMOCTOSITENIbHON pabOThI:

YCTHBIN OIIPOC, PELICHUE

KelicoB, pedepar,

YCTHBIH OIIpOC,
pELICHHE KEWCOB,

TECTUPOBAaHUE, KOHTP.padoTa, TECTUPOBAHUE pedepar, TecTupoBaHHE
KOJUTOKBHYM, pedepar u ap.

Kypcosas pabora - -

Buzbl mpoMeXyTOUHOM aTTecTauuu 3a4eT 3a4eT
(3K3aMeH, 3a4er)

Bcero vacoB 1o aucuuIinHe 72 72

*KomuuectBo uacoB pabotel [IIIC ¢ oOydamomumucs B JUCTaHIMOHHOM dopmare ¢

MIPUMEHEHUEM JIEKTPOHHOTO O0yUYEeHUS

4.3. Coxaepxanue NUCIUTUIHHBI (MoJyis). Pacmipenenenue 4acoB Mo TeMaM W BHJAM
y4eOHOM paboThI
DopMa 00y4eHHsI 0YHO-3204YHASA
Buzp! yueOHBIX 3aHATHIH
AYIHTOPHBIC SAHATHA Bansatus | Camo- dopma
IIpaktu- | JlabGopa-
Ha3zBanue pa3ienios u Tem Bcero N CTOf= | TEKYIICro
pas3nx 11 YECKUE TOpHBIE g ;
eK HHTEpaK Telb KOHTPOJIS
1005051 3aHATHA, | paboTL, THUBHOM Has 3HaHUHN
CeMHHa- | MpaKTu-
tdbopme | pabora
pBI KyMBI
1 2 3 4 5 6 7 8
Pazgen 1. TepmuHoaorus, uctopusi 1 HopmMaTuBHas 6aza JIOY
1. CoBpeMeHHast 3aKOHOJATENbHAs H 6 1 - - - 5 TECTUPO-
HOPMAaTHUBHO-METOIUYECKast 0aza BaHUE
JIeTIONIPOU3BOJICTBA
2. CraHoBneHue u pa3BuTHE 6 - - - - 6 YCTHBIH
Jienonpon3BojcTBa B Poccun onpoc
3. OpraHu3anuoHHbIE (hopmbI 6 - - - - 6 TECTUPO-
JeONIPOU3BOCTBA BaHHUE
Pa3gen 2. [lokyMeHTHpPOBaHUe YIPaBJIeHYeCKOil AeITeIbHOCTH
4. Crpykrypa U COZIepIKaHHe 8 1 2 - - 5 TECTUPO-
JOKyMeHTa, TpeOoBaHUSA K 0(pOPMIICHHIO BaHHE
JOKYMEHTOB
5. CucremMa OpraHM3alMOHHO-TIPABOBOI 7 1 1 - - 5 pelenue
JOKyMEHTaluH KelcoB
6. Cucrema pacnopsauTENnbHON 7 1 1 - - 5 peleHue
JOKyMEHTaluH KelcoB
7. Cucrema WHPOPMAIMOHHO- 8 1 1 - - 6 pemieHne
CIIPABOYHOU JOKYMEHTALMH KelcoB
Paznen 3. Opranu3zanusi padoThl ¢ JOKYMEeHTaMH
8. OpraHmzauust TOKyMEHTOOOOpoTa M 7 1 1 - - 5 TECTHPO-
YIIpaBJICHUS JOKYMEHTAIUeH BaHUE
9. Cucremarmzauus W  XpaHEHHE 7 1 1 - - 5 peleHue
JOKYMEHTOB KelcoB
10. ApxuBHoe neno B Poccun 6 1 1 - - 4 TECTHPO-
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BaHHUC
11. CoBpemeHHble HH(POPMAIMOHHBIE 4 - - - 4 pelieHue
TCXHOJIOT'HHU B JAOKYMCHTAIITMOHHOM KCHCOB
o0ecrieYyeHnH YIpaBIIeHUs
Kontpons - - - - - - pedepar,
3a4€T
Bcero 72 8 8 - - 56 -

5. COAEP KAHUE JUCHUIIJIMHBI (MOAYJIA)

B mpouecce n3ydyeHus AAaHHOM NUCUUIUIMHBI CTYJEHTBI 3HAKOMSTCS CO CIIEAYIOUIUMU
KIIFOUEBBIMH BOTIPOCAMH.

Paznen 1. Tepmunosiorus, ucropusi 1 HopmatusHas 6aza 10Y

Tema 1. CoBpemeHHasi 3aKoHoJaTeJlbHass W HOPMATHBHO-MeToAu4eckasi 0a3a
AeJI0NPOU3BOACTBA

CoctaB u CTpyKTypa HOPMATHBHOM TPaBOBOM U  METOAMYECKOM  OCHOBBI
JOKYMEHTAI[MOHHOTO  00OecreyeHusl  YIpaBlIeHUs, pOJb U  OOBEKTHl  PErylIupoBaHUS
3aKOHO/ATEeNbHBIX AKTOB M HOPMATHBHBIX TMPABOBBIX aKTOB (heepalbHBIX  OPraHoB
WCTIOTHUTENBHOW  BJIACTH, HAIMOHAIBHBIX M  JIOKAIHHBIX  HOPMATHBHO-METOIWYECKHUX
NoKyMeHTOB. Ha3sHaueHne U OCOOEHHOCTM WCHOJIb30BaHUA [ 'OCyIapCTBEHHON CHCTEMBbI
JOKYMEHTAI[MOHHOTO obecriedenust ynpasienuu u [IpaBun aenonpousBojcTBa B ¢enepalbHbIX
OpraHax MCIOJIHUTEIbHOU BIACTH.

Tema 2. CTaHoBJIeHHE U Pa3BUTHE AeJonpon3BoacTBa B Poccuu

[Ipukasuoe menompousBoacTBO Pycckoro rocymapctBa (15-17 BB.) Kostexckoe
JIeIONPOU3BOJCTBO B TOCYAApCTBEHHBIX YyupexkaeHusx Poccum 18 Beka. McmomHurtenbHOe
JETOMPOU3BOACTBO B  yupekacHusx Poccum (19-mau. 20 BB.) Jlemompou3BOACTBO B
YUpeXKICHUSAX CcOoBeTCKoro riepuoaa. OcHoBHble pazpadotkn BHUUWIAJL B oOmactu
JIeTIOTIPOU3BOCTBA.

Tema 3. Opranuzannonnbie Gopmbl 1eJ10NPOU3BOACTBA

3HaueHue OpraHu3aluu JOKyMEHTAMOHHOTO OOeCIeueHusl yIIPaBJIeHUs B COBPEMEHHOM
SKOHOMMYECKON ku3HM Poccuu. OpraHuzanoHHO-(QYHKIHMOHAIbHAS CTPYKTypa CIIyKObI
nenonpousBoacTBa. HopMaTtuBHoe perynupoBaHHe AEATEILHOCTH CIIY:KOBI JEIOIPOU3BOJICTBA.
JIOMKHOCTHOM CcOCTaB  CIyXObl JEJIONpPOU3BOACTBA. PoJb CTPYKTYpHBIX MOJpa3feieHuit
OpraHu3aliy B peanu3auy QyHKIUN JeI0IpPOU3BOICTBA.

Pa3nen 2. JlIokyMeHTHPOBaHHE YIIPABJICHYECKOH JeSITeJIbHOCTH

Tema 4. CTpykTypa M colepxKaHHMe JOKYMEHTa, Tpe0OBaHHUA K O(OPMJICHHIO
JOKYMEHTOB

OyHKIMM ¥ BUABI JOKYMEHTOB, UX yHU(HKaUMs M craHgaptuzauusd. Kiaccuduxauus
nokyMeHToB. TpeOoBaHus k GiiaHkam gokymeHToB. [IpaBuia cocraBnenust 1okymeHToB. Cocras,
coliepKaHUe U OCOOCHHOCTH pealn3alud TpeOOBaHUI K paclOIOKEHUI0 U O(OPMIICHHUIO
PEKBU3UTOB T0KyMEHTOB. CTPYKTypH3alisl TEKCTOB YIPABICHUECKUX JIOKyMEHTOB. TpeboBaHus
K KaueCTBY JOKYMEHTOB.

Tema 5. Cucrema opraan3aniOHHO-NIPABOBOM JOKYMEHTALMH

JlokyMeHTaJIbHBIH  (pOHA W mepeueHb JIOKYMEHTOB, OOpa3yloluxcs B Ipolecce
JEeATeNbHOCTH TOCYAapcTBEHHOro opraHa. CocTaB, PacHoJOXKEHHE M MpaBuia OQOpPMIICHHUS
PEKBU3UTOB OTJEJIBHBIX BHJOB OPraHU3allMOHHO-TIPABOBBIX, JOKyMEHTOB. (OcobeHHOCTH
oopMIIeHHs OTIENBHBIX BHJIOB JOKYMEHTOB, 00pa3ylolIuxcsi, oOpasyloluxcs B Ipolecce
JESITEILHOCTH TOCYIapCTBEHHOTO OpraHa.

Tema 6. Cucrema pacnopsiiuTe/IbHON JOKYMEHTAMHU

Haznauenne u cocTaB pacnopsOUTENbHOM JOKYMEHTAllUM B  YIPABIEHYECKOU
NEeSITEIbHOCTH OpraHa BIacTH. PacniopsanuTenbHble TOKYMEHTHI, N3/1aBaeMble IpU
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KOJUJICTHAJIBHOM TPHUHATHUU pe].HeHHﬁ. PaCHOpHI[I/ITCJILHBIe JOKYMCHTBI, H3JaBaCMbIC IIpHU
€AVHOJIMYHOM IIPUHATUU PEILICHUMN.

Tema 7. Cucrema nungopManmoHHO-CIIPABOYHOI TOKYMeHTALHH

XapaKTepI/ICTI/IKa OCHOBHBIX BHIOB I/IH(I)OpMaIII/IOHHO-CHpaBO'-IHBIX U aHAJIUTHUYCCKUX
TOKYMEHTOB. (OCOOEHHOCTM COCTaBJICHUS HWH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B
Pa3IMYHBIX CUTyalrs YIPABICHUECKON AEATEIbHOCTH. PONb M Ha3HAYEHHE JIETTOBOM NEPENUCKU
KaK CpeJICTBa M crocoba HH(POPMAITMOHHOTO 0OMEHa MEX/Ty OpraHaMH BJIACTH, OPTaHU3AIMSIMHI,
rpakJaHaAMH.

Pazgen 3. Opranusanus padoTsl ¢ JOKyMeHTaAMHU

Tema 8. Opranusanusi J0KyMeHTO000pPOTa U YIIPaBJIeHHUS JOKYMEHTalHel

[IpuHnumel opranuzanuu JT0KymMmeHTooOOpoTa. llopsimok JBMXKEHHS JTOKYMEHTOB B
OpraHM3alii M OCHOBHBIE 3Tambl JOKyMeHTooOopoTta. Llenu, 3amaun ¥ OCHOBHBIE MPHUHIIMIIBI
peructpanuu. Pa3paboTka perucTpauoHHbIX (OpM JOKyMeHTOB. OpraHuzanusi KOHTpPOJIS
WCTIOJTHEHUSI TIOKyMeHTOB. [lopsiiok paboTs ¢ oOpamiernsMu rpaxaad. OCOOCHHOCTH OpraHU3aIuH
paboThI C KOH(DHUICHIIMATTLHBIMU TOKYMEHTAMH.

Tema 9. CucremaTu3zanus u XpaHeHHe JOKYMEHTOB

Homenknatypa gen opraHu3anyy Kak cXeMa cHCTeMaTu3aluu AokymeHToB. [IpaBumia
MTOCTPOEHHUSI 3ar0JIOBKOB JIeJl M UX CUCTEMAaTU3allui B HOMEHKIatype nen. OnpeneneHne cpokos
XpaHeHHsI TOKyMEHTOB U aein. [Ipuniuner popmupoBanus aen. OcodeHHocTH (popMUpPOBaHUS B
JieNia Pa3InyHbIX KaTerOPUid TIOKYMEHTOB.

Tema 10. ApxuBHoe aeJio B Poccun

[lonsite «apxuBHBIA HOKyMeHT». Knaccudukanusi JOKYMEHTOB MO CpOKaM XpaHEHHS.
DKkcnepTu3a HEHHOCTU JO0KyMEHTOB. [loaroroBka aen [uisl mepeiayd B apXWUB OpraHU3allvu.
Odopmnenue nena: BHYTPEHHSSI OIKCh JeNla, JIMCT-3aBEpUTENb Jena, OO0JoXKa Jena.
CocraBneHune omnMced Ha Jerna, NepeaBaemMble B apXuB opranusanuu. [lopsmok mnepenayu
JOKYMEHTOB W JIell Ha apXuBHOe XpaHeHue. [lopsjok YHHUUTOXKEHHUS JOKYMEHTOB M JEN C
HCTEKIIUMH CPOKAMU XPaHEHHS.

Tema 11. CoBpemeHHble HH(OPMANMOHHBIE TEXHOJOTHHM B JOKYMEHTAIMOHHOM
o0ecrieyeHNH yIpaBJIeHUs

CucreMbl 3JNEKTPOHHOTO JOKYMEHTOO0OpOTa, WX KIacCHU(PHUKAIUs, OCOOEHHOCTU
BHEJIPEHUS M TEHACHIMH pa3BuTus. CucreMa MEXKBEJOMCTBEHHOTO  AJIEKTPOHHOTO
nokymeHntoooopora (MDJIO): HasHaueHue, (QyHKOMH, CTPyKTypa. Buabl T0KyMEHTOB,
nepecbutaeMbix 1Mo MOJIO. Crpykrypa snextpoHHoro coobmenuss MDJIO. Cucrema
MEXBEJOMCTBEHHOTO 3IIeKTpoHHOTO B3ammojeiicteus (CMOB). Pons CMOB B peanuzanuu
(GYHKIHHI 3JIEKTPOHHOTO MPABUTEILCTBA.

6. TEMbI IPAKTUUYECKHUX U CEMUHAPCKUX 3AHATUA

Pa3nen 1. TepmunoJiorusi, ucropusi 4 HopMaTuBHas 6aza JI0Y

Tema 1. CoBpeMeHHasi 3aKOHOJaTeJbHasi M HOPMATHBHO-MeToAW4eckasi 0a3a
AeJIONPOU3BOACTBA

dopmar npoBeACHUA: BBICTYILUIEHUE C JOKIAA0M, MYIbTUMEIUINHOMN IIPE3ECHTALUEN.

Bomnpocs! 1st o0cyxieHust:
1. 3HaueHue TOKyMEHTa B *KU3HM YeJI0BeKa 1 o011ecTBa
2. JIokyMeHTHpOBaHUE AEATEIBHOCTH YIPABICHYECKUX CTPYKTYP KaK UICTOYHHUK BOZHUKHOBEHHUS
JOKYMEHTALUU
3. PoJib TOKyMEHTAalIMOHHOTO 00eCeueH sl B COBEPILICHCTBOBAHUH MIPOLIECCOB YIIPaBJICHUS
4. XapakTepuCTHKa 3aKOHOJATENbHBIX W HOPMAaTHBHBIX akToB Poccuiickoii denepauuu,
HOPMaTUBHO-METOIUYECKHUX JIOKYMEHTOB u roCyJapCTBEHHBIX CTaHJApTOB,
periIaMeHTHPYIOUINHI TOKyMEHTallMOHHOE 00ecrieueHHEe YIpaBIeHUsS
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5. IlpumensieMble TEPMUHBI U ONIPEACTICHHS B TOKYMEHTAIMOHHOM 00ECTICUCHUH YIIPaBJICHUS.
(I'OCT P 51141-98 Jlenonpou3BOJCTBO U apXUBHOE Je710. TepMHUHBI U ONIpeIeTICHHS)
6. VMcrouHuku Ui U3y4eHHs Kypca: 3aKOHOAATENbHbIE W HOPMATHUBHBIC aKThl, HOPMATHBHO-
METOAUYECKUE TOKYMEHTbI
3aaHusl K CEMUHAPCKOMY 3aHSTHIO:
1. U3yuuTh OCHOBHBIE TEepMHHBI H omnpeneneHus muctuminael o ['OCT P 51141-98
«/1enonpou3BoICTBO U apXUBHOE /1€710. TepMUHBI U OTIpEACTIECHUS
2. Ilpoananu3upoBaTh MOHIATHE «JOKYMEHT» 110 HOPMAaTUBHBIM aKTaM, BBISIBUTH CHEIH(PUKY
onpeseNneHus
3. CocTaBHTH KPOCCBOP/ MO MOHSATHIHOMY anmapary JUCIUILTAHEI
Tema 2. CTtanoB/IeHHEe U pa3BUTHeE /1eJIONPON3BoAcTBa B Poccuu
@opmar NpoBeAEHUS: BEICTYIIIICHUE C JOKIAI0M, MYJIbTUMEIUMNHON NTPE3CHTALNEHN.
Bompocs! 1 06cyxieHus:
1. OcHoBHBIE TNpPUYMHBI BO3HUKHOBEHHUS JENONPOU3BOACTBA KaK CHENHAJbHOTO BHJA
NeSITeNIbHOCTH
2. ®aKTOpHI, BIUSIONINE Ha COCTOSTHUE JIETTONPON3BOICTBA
3. CpaBHHTENBbHAS XapaKTEPUCTUKA (OPM COBPEMEHHOTO JIEITOTPONU3BOICTBA
4. Jlenompon3BOCTBEHHBIE ONIEpaIliy B yupexxaeHussx Poccun 1o pesoonuu 1917 rona
5. OcoOEHHOCTH COBETCKOM CHCTEMBI OPraHU3alUU JAETIOPOU3BOICTBA
6. 3HadyeHWe OpraHM3alWU JOKYMEHTAI[MOHHOTO O00ECIIeYeHHUs YIPABICHUS B COBPEMEHHOMN
SKOHOMHUYECKOH xu3HU Poccnn
3amaHus K CEeMUHAPCKOMY 3aHATHUIO:
1. TlpoBecTu CpaBHHUTENBbHBIA aHATU3 (POPM JOKYMEHTOB, OCOOCHHOCTEH MTOKYMEHTHPOBAHUS,
BEJICHUS JIETOMPOU3BOICTBA HA KaXXA0M 3Tane pa3Butud JJOY B 10COBETCKUI epruo
2. [Ipoananu3upoBaTh HOPMATUBHYIO 0a3y JIEIONMPOU3BOJICTBA HA KaXA0M 3Tare pa3putus JJOY
B JIOCOBETCKHU MEPUO]T
3. Onpenenuth BIMSHHUE PA3BUTHUS TEXHUYECKUX CPEJCTB HAa pa3BUTHE JEJIONMPOU3BOJCTBA U
HU3MeHEeHUs (POPMBI TOKYMEHTa
4. BoisiBUTH 00LIME U CHIEHU(PUUECKUE YePThl Pa3BUTHUS JEIONPOU3BOJICTBA B COBETCKUI NEPUOJ
Y HA COBPEMEHHOM 3Tane
Tema 3. Opranusanuonsbie (OpMbI 1eJIONPOU3BOACTBA
dopmat npoBeaeHus: PPOHTATBHBIA TUCHMEHHbBIN KOJIJIOKBHYM.
Bormpocs! komokBuyma:
1. XapakTepucTika OCHOBHBIX ()OpPM JI€TIOMPOU3BOJICTBA
2. OyHKIMH ¥ 33]]a41 CITY>KOBI JIEIOMPOU3BOJICTBA
3. KBanuduxanronnsie TpeOOBaHUS K COTPYAHUKAM CIYXKObI 1€0MPOU3BOJICTBA
4. Opranuzanus Tpyaa pabOTHUKOB CIIY>KOBI JEIOMPOU3BOJICTBA
5. Knaccudukanus, ynudukanus 1 cTaHAapTH3AIUS B 1€TOMPOU3BOJICTBE
6. HopmaTtuBHO-METOqMUECKHE aKThI, PETJIaMEHTUPYIONINE Pa0OTy CIyXKObI AETOTPOU3BOACTBA
7. @akxTopbl, BIMSIONME HAa OPraHU3alMIO JEJIONPOU3BOICTBA U TEXHOJIOTHIO B YUPEKICHUAX
pa3IMYHBIX YPOBHEH YIPABICHUS
8. OpraHu3anoHHbIE, TPABOBbBIE, COIIMATIBHBIE U MICUXOJIOTHYECKHE acTIeKThI IEIONPOU3BOICTBA
9. ABTOMaTH3MpPOBAHHBIE TEXHOJOIMU 0OPAOOTKU JOKYMEHTOB U MX BIIUSHHE Ha CUCTEMY
JEIONPOU3BOCTBA KOHKPETHOM OpraHu3aluu
10. BnusHue xapakrepa ynpapieHHs, IPUHIMIIOB IPUHATHS YIPaBICHYECKUX pelleHUH Ha
OpraHM3alUI0 U TEXHOJIOTUIO AEJIONPOU3BOICTBA
11. B3auMocCBs3b AETONPOU3BOACTBA C OpraHU3alMedl BEJOMCTBEHHOTO M TOCYAApPCTBEHHOTO
XpaHEHUS TOKYMEHTOB
12. TunoBble CTPYKTYpPHI AETOMPOU3BOACTBEHHOH CITYKObI B OpraHU3aLUAX Pa3InYHbIX YPOBHEH
yIIpaBJIECHUS
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13. PernamenTtanus QyHKIMIA OIpa3IeICHUH 110 JOKYMEHTAIMOHHOMY OOCITY>KHUBAaHUIO

14. TunoBble U UHAUBHYAIbHBIE OJOXKEHNUS 0 ciayxoe I0Y

15. JlomkHOCTHasi MHCTPYKILIMS KAK OCHOBHOM HOPMAaTUBHBIN JJOKYMEHT, OIPENEISIFOIIHMA

OpraHU3alMOHHO-IIPABOBOE MOJI0KEHUE pa0OTHUKA

16. MHCTpYKIHS 11O TOKYMEHTAITMOHHOMY 00ECIIEUEHUIO YIPABICHHS - OCHOBHON HOPMAaTHBHBIN

aKkT [0 perjiaMeHTally opranu3anuu u Texsosoruu JOY

17. Tabens yauduunupoBaHHbIX (OPM TOKYMEHTOB Opranu3auu. [lopsmox pazpaboTku

18. Anp6omM yHUGHUIIPOBAHHBIX POPM JOKYMEHTOB opranu3anuu. [lopsgok pa3paboTku

19. HopmmpoBanue Tpyaa paboTHUKOB ciyk0b1 JIOY, THIIOBBIE HOPMATHUBBI BPEMEHH Ha

JeTI0TIPON3BOACTBEHHBIE PAOOTHI

20. Pa3merenue CTpyKTYpHBIX Moipa3ienenuit ciyxosr JJOY

21. YcnoBus Tpyaa, OpraHu3anis 1 000pyoBaHUe padbOunX MECT

22. Tlopsiiok XpaHeHHs MevaTei, OJJaHKOB W MPaBUIIA TTOJTb30BaHUS HMHU

23. DTHKa JeNOBBIX OTHOUICHHUH, TICHXOJIOTUYECKHE acTIeKThI pabOThI ¢ JOKyMEHTAMHU

24. TloarotoBka KaapoB crieruanictoB ciryx0 JJOY, popmbl MOBBIIICHNS UX KB (DUKAIIH
CtpykTypa OTBETa Ha BOIIPOCHI KOJUIOKBUYMa!

- TeOpeTHYECcKas 9acTh (max 2 pyKONMUCHBIX CTPAHHMIIBI);

- IpaKTHYecKas 4yacTh (min 2 pyKOMHCHBIX CTPAHUIIBI), TJI€ TPUBOJUTCS KOHKPETHAs! CUTYaIUs C

aHaAJIM30M B COOTBETCTBUHU C TEOPETHUECKOM yacThio. KOHKpeTHast cuTyaluss MOKeT ObITh B3sITa

KakK U3 o(pULIMaIbHBIX HCTOUHUKOB, TaK 110 Pe3yJIbTaTaM MPOXOXKICHHS MPAKTUKU CTYACHTA.

Pa3nen 2. JlokyMeHTHPOBaHHe YIIPABJIeHYECKOH 1esiTeJIbHOCTH

Tema 4. CTpykTypa M colep:KaHuHe TOKYMeHTa, TpeOOBaHUA K O(OPMJIEHUIO
AOKYMEHTOB

dopmaT npoBeieHUs: paboTa B MAJIbIX TPYIIIaX.

Bompocsr mist o6cykaeHus:
1. Be1siBUTH OCHOBHBIE IPU3HAKH KiIaccu(UKaMK JOKYMEHTOB
2. OnpenenuTh HampaBlieHUs YyHU(UKAIUU B paboTe C JTOKYMEHTaMU Ha MpUMepe KOHKPETHOU
opraHu3aiuu (OpraHa BJIaCTH)
3. OnpenenuTh HapaBIeHUS cTaHaapTu3amuu B chepe JJOY
4. CnpoextupoBaTh Ha ¢opmare A4 ONaHKH JOKYMEHTOB OpPraHOB TOCYIApCTBEHHOW BIIACTH
(MecTHOTO caMOyIpaBJI€HHUs) B COOTBETCTBHUU C TPEeOOBAHUSIMH HOPMATHBHO-METOJUYECKUX
JOKYMEHTOB
5. [Ipoananu3upoBath OObEKTHUBHBIC MPUYHHBI IPUMEHEHHSI PEKBU3UTOB
6. OxapakTepu3oBaTh TpeOOBaHUS, IPEIbIBIsIEMbIE K opMaTaM OJIaHKOB U pa3Mepam IMoJien
7. [laTh XapaKkTepUCTUKY MOpsAKa 0(hOpMIICHUS! PEKBU3UTOB TOKYyMEHTOB
8. [IpoaHanu3npoBaTh CXEMbI PACIIOIOKEHNUS KOHKPETHBIX PEKBU3UTOB Ha OJIaHKaX IOKYMEHTOB
9. OmnpenenuTh NOHITHE 30HBI YHUPHUIIMPOBAHHOW (DOPMBI JOKYMEHTA U CIIY>KEOHOTO OIS
yHUPUIUPOBAHHOU (POPMBI JOKYMEHTA
10. OnpenenuTs cay:keOHbIE OTMETKH
11. OnpenenuTs peKBU3UTHI, TPUIAIOIINE OPUIMUECKYIO CUITY JOKYMEHTY
12. ChopmynupoBate npaBuia opopmiieHust pexkBuzutoB B cootBerctBun ¢ 'OCT P 7.0.97-
2016 «HamumonanpHbeii cTaHgapt Poccuiickoit  ®eneparuu. CucremMa CTaHIApTOB IO
uHpopmanuy, OUOIMOTEYHOMY U H3JAaTeNbCcKoMy Aeny. OpraHuszaloHHO-paCHOPSAUTETbHAS
nokymenTanus. TpeboBanus kK 0(hOPMICHUIO TOKYMEHTOBY»

3amanus s paboThI B TpyIIIE:
1. u3 BBIJAHHBIX PEKBU3UTOB COCTABUTH OJIAHK MUChMA B YIIIOBOM H MTPOJOIHLHOM IIITAMIIE
2. Y3 BBIJAaHHBIX PEKBU3UTOB COCTABUTH OJIAHK aKTa B YIIIOBOM H MPOJOIHHOM IITAMIIE
3. U3 BBIIAHHBIX PEKBU3UTOB COCTaBUTH OJIAHK PACHOPSKEHHS B YIIIOBOM U MPOAOTIHHOM
mTamIe
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4. onpeneNuTh PeKBU3UT U3 TPYIIIBI BBIIAHHBIX MPENoaBaTeieM HHPOPMAIMOHHBIX JIEMEHTOB
B COOTBETCTBUHU C KOHKPETHBIM 3aJJaHUEM.

Tema 5. Cucrema opranu3aniiOHHO-NIPABOBOM IOKYMEHTALMH

dopmar npoBeaeHHs: padoTa B MaJIbIX TPYIIIIAX.

Bormpocs! 1 06cyx1eHus:
1. ®yHKkuMM OpraHU3aMOHHBIX JOKYMEHTOB
2. CpaBHHTEIBHBIN aHAJIN3 OCHOBHBIX OPTaHU3AMOHHBIX TOKYMEHTOB
3. TpeboBaHus K COCTaBICHHUIO U O(POPMIICHHIO OPTaHNU3AMOHHBIX IOKYMEHTOB, 0COOCHHOCTH
0(pOpMIIEHHS B OpraHax rocyAapCTBEHHOTO0 ¥ MyHHMIIMIIAJILHOTO YIIPABIICHUS
4. IlepeuricnuTe peKBU3UTHI, IPEAYCMOTPEHHBIE HA OPraHU3AL[MOHHBIX TOKYMEHTaX
5.JlaitTe onpenesieHre OpraHn3alluOHHBIM JOKYMEHTAM.
6. KakoB nopsi1ox co3aanus JOHKHOCTHOTO perjlaMeHTa CyKalllero

3ananus i paboThl B IPyIIIE:
1. Ha ocHOBaHMM yIpaBJIEHYECKON  CHUTyalluu, MPEAJOKEHHOM  IpenojiaBaTeseM,
CaMOCTOSITENIBHO COCTAaBUThH (POPMYJISIp OPTaHU3AIMOHHBIX TIOKYMEHTOB
2. BeisiBUTH OMMOKK B COCTAaBICHUU B O(pOpMIICHUH 00pa3IoB OPraHU3aIlOHHBIX JIOKYMEHTOB,
MPeII0KEHHBIX MPENo/laBaTeIeM
3. YCTaHOBHTH UEPAPXHIO BUIOB JOKYMEHTOB, cojaepkamuxcs B Koncrurynuu PO, npencraBus
€€ B BUJIE CXEMBbI
4. TlpoananuzupoBaTh 0Opa3ibl JOKYMEHTOB OPTraHOB IOCYAApCTBEHHOW BJIACTH M MECTHOIO
CaMOYIIPABJICHMSI, SIBJIAIOLIUXCS IPAaBOBBIMU aKTaMHU. BbIABUTH 00s3aTelbHBIM  COCTaB
PEKBU3HUTOB M PACIIOJIOKUTH UX Ha (popmate A4
5. IIpoanammsupoBaTh 00pa3slbl OPraHU3ALUOHHO-HOPMATUBHBIX JOKYMEHTOB OpPraHOB
rOCyJapCTBEHHON BJIACTM M MECTHOTO CaMOYNpaBieHHsA. BBIABUTH 00s3aTeNbHBIM cOCTaB
PEKBU3HUTOB M PACIIOJIOKUTH UX Ha hopmaTe A4

Tema 6. Cucrema pacnopsiauTe bHON JOKYMEHTAUMN

dopmar nposeeHUs: paboTa B MajbIX IPyMIaXx.

Bomnpocs! st o0cyxneHus:
1. dyHkuMu pacrnopsAUTENbHBIX JOKYMEHTOB
2. CpaBHMTENbHBII aHAIN3 PACIOPSIUTENbHBIX JOKYMEHTOB
3. TpeboBaHuUs K COCTABICHUIO U O(OPMIICHHUIO PACIIOPAIUTEIbHBIX TOKYyMEHTOB
4. TlonHomMouMs W3JaHMS PA3JIMYHBIX BUIOB OPraHU3aLMOHHBIX W PACHOPSAUTEIBHBIX
JOKYMEHTOB B 3aBUCHUMOCTH OT YpPOBHS OpraHa YIPABJICHHS M KOMIETCHIMH IOJDKHOCTHOTO
amua

3ananus 11 paboThl B IpyIIe:
1. U3yunTh TpeGOBaHUS rOCYJAapCTBEHHBIX CTAHAAPTOB U HOPMATHBHO-METOJUYECKUX AKTOB K
COCTaBJIEHUIO U O(POPMIICHUIO PACTIOPSAAUTENIBHBIX JOKYyMEHTOB
2. Ha3BaTh BH/IbI paclopsAUTENIbHBIX IOKYMEHTOB, IIPOBECTU UX CPAaBHUTENILHBIN aHATIU3
3. CocTaBUTh NPOEKTHI PACHOPSIAUTENIBHBIX JOKYMEHTOB Ha OCHOBE B3ATBIX U3 IPAKTUKU PaOOTHI
KOHKPETHBIX OPraHOB BJIACTH, UCIOJIb3YSI MOJEIU-00pa3LIbl
4. BbIABUTBH OIIMOKH B COCTABICHUH U 0(OPMIIEHHH 00pa310B paclopsIUTeIbHbIX JOKYMEHTOB,
IIPEVI0KEHHBIX MPENOIaBaTENEM
5. M3yunTh KOMIO3HIHUIO TEKCTOB PACIIOPAIUTEIbHBIX TOKYMEHTOB (ITOCTAHOBJICHMS, pEIIEHUS,
MIPUKAa3bl, PACTIOPSIKEHHS)
6. IlpoanamusupoBaTh 00pa3libl PACHOPAAMTENBHBIX JOKYMEHTOB, HPOTOKOJBI 3acelaHHil
KOJUIETUH, KOMUCCHI, TOCTOSIHHO JIEHCTBYIOIIUX COOpaHHil OpraHoB rOCYAapCTBEHHO BIACTH U
MECTHOTO CaMOYIpaBieHHs. BBISIBUTH 00s3aTeIbHbIN COCTaB PEKBU3UTOB U PACIIOJIOXKUTh UX HA
¢dopmate A4

Tema 7. Cucrema nuHGpOpPMALMOHHO-CIIPABOYHOI TOKYMEHTALUH

dopmar npoBeeHHs: padoTa B MaJbIX IPYIIAX.

®Popma A Crpanuna 9 u3 21



MuHHCTEpCTBO HAyKH U BBICIIEro obpa3oBanus PO

o o Dopma
YIIbSHOBCKUI TOCYJapCTBEHHBIH YHUBEPCUTET

@ - PaGouast mporpamMma JUCIHUILIHHBI

Bomnpocs! 1t 00CyX1eHus:
1. ®ynkumuu HHGOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB
2. CpaBHHTENBHBII aHAIN3 OCHOBHBIX HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
3. TpeboBanus K COCTaBICHHUIO U 0(POPMIICHHIO HH(POPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB,
0c00eHHOCTH 0(OPMIICHHSI B OpTaHaxX TOCYIapCTBEHHOTO U MYHHIIUIIAIBHOTO YIIPABJICHUS
4. Cneuupuyeckue dYepTbl COJNEPKATEIBHOTO  acmeKkTa HMH(OPMAIOHHO-CIPABOYHBIX
JOKYMEHTOB
5. OO6nactp mnpuMeHeHUs WHHOPMANMOHHO-CIIPABOYHBIX JIOKYMEHTOB. lVcmosib30BaHUE
YHUPHUIIMPOBAHHBIX GOpM

3ananus 11 paboThI B TpymIe:
1. Ha3Barp BUABI U UHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, IIPOBECTU HUX CPABHUTEIbHBIN
aHaJIn3
2. CocTaBHUTbH MPOEKTH M HHOOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB Ha OCHOBE B3SITHIX M3
MPaKTUKU pabOThl KOHKPETHBIX OPraHOB BJIACTH, MCIIOJIBb3YSl MOAETU-00pa3Ibl
3. BeisiBUTH OIMOKM B cOCTaBlIieHHH U 0(hopMiIeHHH 00pa3oB U HH(OPMAIIMOHHO-CIIPAaBOYHBIX
JOKYMEHTOB, NMPEAJIOKEHHBIX MPEno aBaTeaeM
4. I3yunTh KOMIO3HIIMIO TEKCTA MPOTOKOJIA U aKTa
5. M3yuuTh KOMIIO3UIMIO TEKCTOB HH(OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB (CIy)KeOHOe
MMCbMO, TOKJIaJIHAasl 3aMUCKa, CIIpaBKa, OTYET U T.1.)
6. IIpoanamm3upoBarth 00pa3npl WHGOPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB  OPraHOB
rOCyJAapCTBEHHON BJIACTM M MECTHOIO CaMOYIpaBieHHsA. BBIABUTH 00s3aTeNbHBIM cOCTaB
PEKBU3HUTOB M PACIIOJIOKUTH UX Ha hopmate A4

Pa3nen 3. Opranusamnus paéoTsl ¢ JOKYMeHTaMU

Tema 8. Opranusanusi JOKYyMeHTO000pPOTA U YNIPABJIEHUS TOKYMEHTAU el

@dopmaT mpoBeneHUs: MacTep-kiacc (MPOU3BOJCTBEHHOE COBEIIAHHWE) C y4acTHEM
TrOCYJapCTBEHHBIX W MYHHUIIMIIATBHBIX CIyKaIlIMX YJIbSHOBCKOW oOmactu. [IpumepHsrit
repeyeHb BOIPOCOB MPEACTABIIEH B POEKTE periiaMeHTa COBEIIaHMUs.

IMPOEKT PEI'/TAMEHTA
NPOBe/IeHUs] MacTep-KJjiacca (MPOM3BOICTBEHHOI0 COBEIIAHUs) N0 TeMe
«JloOKyMeHTAIlHOHHOE o0ecneyeHHe YIIPaBJIeHUsl HA TOCYIapCTBEHHOM I'PaXKIaHCKOM
ciry:k0e»

00.00.2015 2 akaa.daca
MecTo npoBenenus: 3ai 3aceqanuii Ilpasutenscrsa (1 stax)

5 MuH. 1. IlpuBeTCTBEHHOE CJIOBO HAYAJIBHHUKA YTNPaBJIeHUs /1eJIONPOU3BOICTBA U
padoThI ¢ 00palIeHUSIMH T'PAXKIAH

20 muH. 2. OpraHm3amusi J0KyMEHTO000pPOTa B OpPraHax HCHOJHUTEJIbHOH BJIACTH
YIbsIHOBCKOH 00;1acTH (COCTaBJICHHEe HOMEHKJIATYPHI Aena, (opmupoBanue
aeJi, padora ¢ apXuBoOM)
JIOKmaguuK: MpeaCTaBUTENb YIOpPaBICHHUs JAEJIONPOM3BOACTBA M paboTHl ¢
oOpalieHUsIMU TpaXkaaH

20 mua. 3. OpraHu3anusi JOKYMEHT0000POTa B OPraHax HCHOJHUTEIbHOH BJIACTH
YIbsIHOBCKOH o00sacTu (perucrpanusi, NOCTAHOBKAa Ha KOHTPOJb, padora
MAaIIMHOMUCHOT0 010PO)
JIOKNajuuK: TpeACTaBUTENb YIpPaBICHHUS JIEIONPOM3BOJICTBA U PabOTHI ¢
oOpalieHUsIMHU rpaXkaaH
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20 mun. 4.  ABTOMATH3alUsl JOKYMEHTAHMOHHOIO  oO0ecleYeHWsi  YNpPaBJICHHS:
BO3MOKHOCTH cHcTeMbl «L0otus»
JIOKIamyuK: TPEACTaBUTENb YIPABICHUS JEJOTNPOM3BOACTBA M PabOTHI  C
oOpamieHusIMH rpakaan

25 4gac 5. Cnemm¢puka opranu3zanum padoThl ¢ JOKYMEHTAMH B OpPraHax BJIACTH
(cuctema KoHTpoJisi mopydenuii ['yOepHatopa u oOpamenuii rpaxias,
NMOJAr0TOBKA K NMeYaTH NMPOeKTOB HOPMATHBHO-TIPABOBBIX AKTOB)
JIOKImayuK: TpPEeACTaBUTENb YNPaBICHHUS JEJONPOM3BOACTBA M paboOTHl ¢
oOpallleHUsIMHU Tpax1aH

Tema 9. CucremaTu3anus U XxpaHeHHue J0KYMEHTOB
@opmar NpoBeAECHUS: BBICTYIIEHNE € JOKIaJA0M, MYJIbTUMEAUMHON NIPE3ECHTALIUEH.
Bormpocst 1t 06cyx1eHus:
1. CrpykTypa AOKYMEHTOOOOpOTa, MAapIIPYTHO-TEXHOJOTHYECKHE CXEMbl  JIBUKCHHUS
JOKYMEHTOB
2. XapakTepuCTHKa TOKYMEHTOTIOTOKOB
3. Perucrpanus xak KIIFOYEBOM AIIEMEHT OpPraHu3aIini J0KYMEHTO000pOoTa
4. 3HaueHHe KOHTPOJIS UCTIOJIHEHUS TOKYMEHTOB /ISl pEIIeHUsI yIIPaBICHYECKUX 3a/1a4
5. TpagunuoHHAs TEXHOJOTUS KOHTPOJIA 32 MCIOJIHEHUEM JOKYMEHTOB M BUIbl KOHTPOJbHBIX
KapTouek
6. HomenkiaTypa jen Kkak OCHOBHOHM YYETHBIN JOKYMEHT B JICJIOTIPOM3BOICTBE
7. [IpaBuia cocTaBiieHUS! HOMEHKJIATYpPhI A€
8. HopmartuBHbIe TpeOOBaHMs K OPMUPOBAHUIO JET
9. OcHOBBI OpraHu3aIy TEKYLIET0 XpaHEHHs TOKyMEHTOB
3ananus as paboThl B TpyIIIIE:
1. pa3paboTtath u mpe3eHToBaTh cBOHYI0 HJI /1 opranuzamnuu, cocTosme u3 6 CTpYKTYPHBIX
noapasaenenuii: 01 - cekperapuar (20 men), 02 - 3amecTUTENb JUPEKTOPA TT0 aIMUHHCTPATHBHO-
X03scTBeHHOM nearenbHocTH (12 neim), 03 - otaen kaapos (25 xen), 04 - Oyxrantepus (25 men),
05 - kommepueckuit otnen (12 gem), 06 - nmpousBoacTBeHHBIN 1ex (12 men). [lepedenp aen mo
OTJIeIaM BBIJIAET MPEIOIaBaTENb.
Tema 10. ApxuBHoe aejio B Poccun
®dopmat npoBeieHUs: paboTa B MaJIbIX TPYIIIaX.
Bormpocs! 1 06cyxieHust:
1. HopmaTuBHBIE JOKYMEHTBI, PETJIaMEHTUPYIOUIME BOMPOCHl OpraHu3alld apXUBHOTO
XpaHEHUS TOKYMEHTOB
2. TpeGoBaHMsI K MPOBEACHUIO IKCIEPTU3BI IEGHHOCTU JOKYMEHTOB, K KOMIUIEKTOBAHHUIO apXHBa
Y OpraHM3aliy XpaHEeHUs! JOKYMEHTOB
3. HopmaTuBHBIE JOKYMEHTBI, PETIAMEHTUPYIOIUE OPraHu3aluio paboThl C PIEKTPOHHBIMU
JOKyMEHTaMu
4. XapakTepuCcTHKa COBPEMEHHOI0 IporpaMMHoro odecrieuenus B chepe 10Y
5. [Nonsarue nnpopmanroHHo-nouckosbix cucrem (UI1C)
6. IIpuHUMIIEI ¥ TPeOOBaHUS K OPraHU3aLUHU 3JIEKTPOHHOTO apX1UBa, 0COOCHHOCTH HKCIIEPTHU3HI
LIEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB
3amanus ans paboThl B TpyIIIE:
1. Pa3paGoraiiTe cucremy IeiCTBUIA IS CIEAYIOIUX CUTYalUM:
- HETIOCPEeACTBEHHOE (PU3NUECKOE YHUUTOKEHUE, BKITIOYask C)KUTaHue, H3MeNbUYeHUE, Mepe3anuch
U CTUpPAHUE;
- JanbHeNIIee XpaHEHUE B CTPYKTYPHOM NOAPA3EIICHUN;
- IEPEMEIIECHUE B COOTBETCTBYIOLIEE XPAHUIIUIIIE, OCYILECTBIISIEMOE 110 KOHTPOJIEM;
- Iepelrada B JIpYT'yl0 OpraHu3alMio, KOTOpas MpHHsJIAa Ha cebs OTBETCTBEHHOCTh 3a
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YIPaBJIEHUECKYIO JAESTENbHOCTD B PE3YJIbTATE PECTPYKTYPHU3ALUH, IPOIAXKU WU IPUBATH3ALUY;
- mepefada JOKyMEHTOB B XpaHWIHIIE, YIIPABIsIEMOE B UHTEpEcax OpraHM3alMyi HE3aBUCHUMbIM
MIOCTABILUKOM YCIYT IO COOTBETCTBYIOIIEMY KOHTPAKTHOMY JI0TOBODY;

- lepeiaya B apXuB OpraHu3aluu;

- lepeiaya B CTOPOHHUE ApXUBHbIE YUPEKIACHUS

2. CocTaBHTh MPUKA3 O CO3/IaHUH dKCTIepTHOH KoMuccun (OK) B ycI0BHO# opraHu3aniu

3. CocraButh nmpoTokoi 3aceqanus K 00 yHUUITOKEHUH 1T U U3MEHEHUH CPOKOB XPaHCHHS

4. CocTaBUTb aKT 00 YHUUTOXKEHUH JJOKYyMEHTOB, YTPATUBIINX HAyYHO-IIPAKTUYECKOE 3HAUCHHE

5. OopmuTs fena s cAaYU B apXUB OpraHu3aluu

Tema 11. CoBpemenHble MH(POPMALNHOHHBIE TEXHOJOTHH B JOKYMEHTAIMOHHOM
olecreyeHNH yNpaBJIeHUs!

dopmat nmpoBeieHUS: paboTa B MAJIBIX TPYITIAX.

3amaHns K CEMUHAPCKOMY 3aHSTHIO:
1. ITpoaHanu3upoBaTh HOPMATHBHBIE TOKYMEHTHI, PETIIAMEHTHPYIONTUE OPTaHU3aIHUI0 PabOTHI ¢
IEKTPOHHBIMU JJOKYMEHTaMH
2. JlaTh XapaKTEpHCTUKY BO3MOXHOCTSIM COBPEMEHHBIX TEXHOJOTHH B OTHOIICHUHU
JTOKYMEHTHPOBAaHUS, JOKYMEHTOOOOpOTa ¥ OpraHu3anud padoTel ¢ OQUIHATEHBIMHU
JOKyMEHTaMH
3. JlaTh XapakTepUCTUKY TPAJUIIMOHHBIM H COBPEMEHHBIM BO3MOXKHOCTSM HH()OPMAIMOHHO-
MTOUCKOBBIX CHUCTEM
4. Ha ocCHOBaHMHU YIPaBICHYECKON CHUTyallMd MpOaHAIU3UPOBATh CHOCOOBI OpraHU3aluH
JOKYMEHTOO00POTa U MPEI0KUTh HanboJiee 3H(PEKTUBHBIN 11 KOHKPETHOW OpraHu3aIiiu
5. Onpenenuth 3hPEeKTUBHOE MpPOrpaMMHOE OOecredeHHe, MPOAHATM3UPOBATh U MPEIIOXKHUTH
CHocoObl ONTHUMH3ALUHN CYIIECTBYIOIIETO MPOrpaMMHOTO 00eCHedYeHUs C LEIbl0 MOBBIIICHUS
3(h(HEKTUBHOCTH yIPABICHHS JOKYMEHTAIUEH
6. Pa3paboTtarh aJirOpuT™M BHEIPEHHSI CUCTEMBI YIIPaBICHHS JOKYMEHTAIeH
7. U3y4uTh NPUHIUIIBI OPraHU3alUHU 3JICKTPOHHOTO apXUBa, apXUBa JIEKTPOHHBIX IOKYMEHTOB
8. M3yuuTh OCOOEHHOCTH SKCHIEPTU3bl IIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB, OpraHH3al[uu
XpaHEHUS U UCIOJIB30BaHUS IEKTPOHHBIX JOKYMEHTOB
9. Ilpoananmu3upoBaTh COBpPEMEHHOE IIpOrpaMMHOE oOecrieyeHrne B cdepe opraHU3aluu
XpaHEHUS ¥ UCIOJIB30BaHUS IEKTPOHHBIX JOKYMEHTOB

JIABOPATOPHBIE PABOTBI, IPAKTUKYMbI
Jannbiit Bug pabot He mpenycMoTper YII.

TEMATHUKA KYPCOBBIX, KOHTPOJIBHBIX PABOT, PE®OEPATOB

Crymarenu caMOCTOSITEIFHO MPOBOJSAT HCCICIOBAHUS W BBINONHSIOT pedepaTsl 1o
BOIIPOCAaM  OpraHW3alud  JOKYMEHTOOOOpPOTa W COCTaBJIEHHsS  OpraHU3aldOHHO-
pacropsIuTeIbHON JIOKYMEHTAallud B OpraHax BIacTH Bcex YypoBHeH. Pedepar moryr
npeanojaraTb  pacKpbITHE TEOPETHYECKUX BOIMNPOCOB, a TAaKKe MH3YuYeHHEe U aHalu3
CTaTUCTMYECKMX JIaHHBIX MO TMpoOjieMaM BHEAPEHHs IEKTPOHHOIO JOKYMEHTO00OpoTa B
cucreMe I'MY, opranuszauuu paboTsl ¢ OOpalleHUsIMH T'paXJaH, a TakKe OIEHKM KauyecTBa
COCTaBJICHUS CIIY)KEOHBIX JIOKYMEHTOB B (e/lepaibHbIX, PETHMOHAJIBHBIX OpraHax BJIacTH U B
OpraHax MECTHOTO CaMOYIIpaBJICHUS.

Ob6bem pedepata He MoxkeT npeBbimarte 30 MaIMHONMCHBIX cTpaHull (opmaTta A4,
mpudr Times New Roman mpudr 14, mexcrpounsiii mHTepBan 1,5. Pedepar conepxur
TUTYJIBHBIA JIMCT C YKa3aHHUEM TE€Mbl U €ro aBTOpa, COJEepKaHUE, TEKCT, CIIMCOK HUCIOJIb3yeMOM
muteparypel. CTpykTypa TekcTa pedepara AobKHA OBITh HPUOTU3UTENBHO CIIEAYHOIIAs:
PacKphIBaeTCsl aKTYaJIbHOCTh BOIIPOCA, BBICKA3BIBAIOTCS UMEIOLINECS PA3JInYHbIE MOJXObI K
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M3YYCHHUIO BOTPOCA, MPOBOJUTCS aHATU3 IMPAKTUKA M BBISBISIOTCS TPOOJIEMBI, MPUBOASTCS
PEKOMEHJANNN TI0 PEIICHUIO BBISBICHHBIX MPOOJIeM, B 3aKIIOYCHHH H3J1araloTCs OCHOBHBIC
BBIBOJIBI.

Temaruka Hanmcanus pedepara mo Kkypcy «OCHOBBI ISITONPOU3BOJICTBAY:
1. TocymapcTBeHHOE pETyIUpPOBaHHE JIOKYMEHTAI[MOHHOTO OOCCIICUCHUSI YIIPABJICHUS B
COBpPEMEHHBIN NIEPUOJ
2. HopmaruBHO-TIpaBOBas 6a3a 2JIEKTPOHHOTO JOKyMeHTooOopoTa B Poccun
3. JlokyMeHTanMoOHHOE 00CTY)KUBaHNE KaK OCHOBHAs (DYHKIMS 00eCTIeUeHHs yIpaBICHHUS
4. OpraHu3aius ¥ TeXHOJIOTHS padoThl ¢ JOKYMEHTaMH B OpraHaX TOCyJapCTBEHHOW BJIACTH U
MECTHOTO CaMOYIIPaBJICHHUS
5. MeToapl KOHTPOJISI WUCHOJHEHUS MPUHATHIX JTOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax WA
VAPESKICHUIX
6. Jlemmonpon3BoACTBO Kak WH()OPMAMOHHO-KOMMYHHUKAIIHOHHOE 00SCTICUCHUE YITPABICHUS
7. ApxuBHas cuctema Poccuiickoit @enepanuu
8. Dramnbl MPOX0KICHHS JJOKYMEHTOB B TOCYIaPCTBEHHOM OpPTaHEe HITH YUPEIKICHUN
9. Opranu3zanus JAeJI0NPOU3BOJICTBA 110 TPEUIOKCHHSIM, 3asIBJIICHUSM U jKajo0aM rpakIaH
10. OcobGeHHOCTH OpraHu3aIi 000pOTa TOKYMEHTOB, COACPIKAIINX CITY>KEOHYIO TallHY
11. TlpeumymecTBa HyMEpauu JOKYMEHTOB C HCIIOIh30BaHUEM HOMEHKIIATYPHI JIEIT
12. TIpoBemeHune SKCHEPTU3HI IICHHOCTH JIOKYMEHTOB B TOCY/IaPCTBEHHBIX OpPTaHax HITU
VAPESIKICHUAX
13. Oco6ennoctu paboThl LleHTpabHOM SKCIEPTHOM KOMHUCCHH TOCYAapCTBEHHOTO OpraHa
14. TlpaBuna cocTaBieHUS OMHCEH /el TOCTOSHHOTO XpPaHEHUS W OMHCEH JIed M0 JIMYHOMY
COCTaBY B FOCYapCTBEHHBIX OpraHax WU YUPexKACHHUIX
15. Ilepenaua nenm Ha BEJOMCTBEHHOE apXMBHOE XpaHEHHE B FOCYIAPCTBEHHBIX OpraHax HIId
YUPEXKICHUAX
16. Ilporecc opranuzanuu JOKYMEHTO000POTa OPTaHOB TOCYIAPCTBEHHOM BIACTH Y JIbTHOBCKOM
obnactu
17. OcoGeHHOCTH OpraHu3aluy JOKyMEHTOOOOpOTa OpPraHOB MECTHOTO CaMOYIpaBJICHUS
VY bsiHOBCKOM 00nacTu
18. PermameHnTanusi mpoIecCOB JOKYMEHTAIMOHHOTO OOeCleYeHMs] YIpPaBIIEHUS B OpraHax
rocy/IapCcTBEHHOW BJIACTH U MECTHOTO CaMOYIPABIICHUS
19. Be3znokymeHTHBI 00MeH MH(pOpMaluell B opraHax rocyJapCTBEHHOH BJIACTH U MECTHOTO
caMOyTpaBJIeHUS
20. KoHTpOJIb UCTIOJIHUTENBCKOM TUCIUIUIMHEI B OpraHax rocyJapCTBEHHOM BJIAaCTH M MECTHOTO
CaMOYTIpaBlIEHUS: PYYHOU U aBTOMATU3UPOBAHHBIA BapUAHT
21. HopMmaruBHBIE MaTepuajbl, OIpPEICISIONINE AEATENbHOCTh M0 JTOKyMEHTAIHOHHOMY
o0ecreveHnI0 ypaBiIeHUs B OpraHax rocy/IapcTBEHHOM BJIACTH U MECTHOTO CaMOYIPaBICHUS
22. ®opmupoBanue nHpopmanmoHHo-nouckoBoit cucremsl (UIIC) B opranax rocyaapcTBeHHOM
BJIACTH M MECTHOTO CaMOYIIPaBJICHUS
23. Poct wuH(MOPMAlMOHHBIX MOTOKOB KaK OOBEKTHBHAs pealbHOCTh HH(OPMAIMOHHOTO
oOm1ecTBa: OCHOBHBIE IYTH PEIeHUs TPoOIeM HHOOPMAIIMOHHON Meperpy3Ku
24. BHenapeHue KOMIIBIOTEPHBIX TEXHOJOTUH B TMPOLECCH JTOKYMEHTOOOpa3oBaHUS U
opraHu3alui paboThl C JOKYMEHTaMH B OpraHax TOCYAapCTBEHHON BJIACTU M MECTHOTO
caMOyTpaBleHUs
25. MapuipyTsl ABHKEHHS TOKYMEHTOMIOTOKOB B OpraHax roCyAapCTBEHHOU BIACTU U MECTHOTO
CaMOYTIpaBIIEHUS: UX ONTUMH3AIUS, TIOHATHE ONIEPOTPaAMMBI

9. HIEPEYEHDB BOIIPOCOB K 3AYETY
1. ConeprkaHue U Ha3HAYEHUE JETONIPOU3BOICTBA
2. Opranu3anoHHbIe (JOPMBI AETONPOU3BOJICTBA
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3. Ciyx0a J1enonpou3BO/ICTBA, ENU U 3a/1a4d, (YHKITMOHATIBLHOE COJIePIKaHNe IeATEIbHOCTH

4. 3akononatenscTBO Poccuiickoit denepanyu B chepe nHOpMAIMU U JOKYMEHTAI[H

5. 3aKOHOIATENBCTBO 00 IEKTPOHHON NOITUCH

6. Buibl 37I€KTPOHHOM MTOAIUCH ¥ TIOPSIOK UX IPUMCHCHHUS

7. HopmartuBnblii gokymeHT «lIpaBmia penonpousBojacTBa B (pelepalbHBIX —OpraHax
WCTIOJITHUTEIBHOM BIIACTHY», €70 Ha3HAUCHHE

8. HatimoHasesHBIE CTaHAAPTHI 10 YIPABICHUIO JOKYMEHTAMU

9. HopmatuBHBIE TIPAaBOBBIE aKThI OpPraHa BJIACTH, PErJIAMEHTHPYIOIINE OPraHU3aIrio paboTHI ¢
JOKYMEHTaMHU

10. WHCcTpyKIHs 1O JIEIONMPOU3BOJICTBY, HOPMATHBHAS M METOIUYecKas 0aza pa3paOdoTKH
WHCTPYKIIUHU TIO JIETOTIPOU3BOJICTBY

11. bnank nokyMeHTa, BU/bl OJJAHKOB COCTaB PEKBU3UTOB OJIaHKa

12. CocTaB peKBU3UTOB yOCTOBEPEHHUS, IOPSIOK UX OPOPMIICHHS

13. CiyxeOHbIe OTMETKHM Ha JIOKyMEHTE, OPSAI0K X 0(OPMIICHUS

14. Cucrtema opraHM3aIlMOHHO-TIPABOBOM JOKYMEHTAIIMU, HA3HAYCHHE M BUJOBOU COCTaB
JTOKYMEHTOB

15. TloHsATHE HOPMATHBHOIO IPABOBOTO aKTa, BHUABl HOPMATHUBHBIX IPABOBBIX AaKTOB
(benepaabHBIX OPraHOB HCIIOJHUTEIHHOHN BIIACTH

16. JloyoKHOCTHASI MHCTPYKITUS, Ha3HAYCHHUE JJOKYMEHTA, COCTaBIICHUE H OPOpMIICHUE

17. Tlpouemypa corjacoBaHus JIOKYMEHTOB, €€ Ha3HAu€HUE, BHEIIHEe U BHYTpPEHHeEe
COTJIacOBaHHE

18. BusupoBaHue JOKyMEHTOB, 0COOCHHOCTH BU3UPOBAHUS PaCOPAIUTENbHBIX TOKYMEHTOB

19. Cucrema pacnopsANTEIILHON JOKYMEHTAIIMH, Ha3HAYCHUE U BUJIOBOM COCTaB IOKYMEHTOB
20. CocraByenne 1 opopMiIeHHE TTPUKA3a 10 OCHOBHOM JCSATEIHHOCTH

21. ITopsaoK TOKYMEHTHPOBAHUS KOJUIETHATIBLHOM (COBEIIATEIBHON) ACATEHHOCTH

22. IIpoToKko 3aceqanusi, BUJIbI IPOTOKOJIOB, COCTABJIICHUE U OPOPMIICHUE

23. Cucrema nH()OpPMaIMOHHO-CIIPABOYHON JTOKYMEHTAIIMU, Ha3HAYCHHE U BUIOBON COCTaB
JOKYMEHTOB

24. JlenoBoe NMCbMO, Pa3HOBUIHOCTHU JEJIOBBIX MHCEM

25. CocraBiienue u 0popMIICHUE ISTOBOTO ITMChMa

26. TekcT ynpaBlieHYE€CKOrO TOKyMEHTa, O0II1e TpeOOBaHUs K COCTaBICHUIO TEKCTa JOKyMEHTa
27. AKT KaK BUJ IOKYMEHTa, Pa3HOBUIHOCTHU aKTOB, 0COOEHHOCTU COCTaBIIEHUS U O(POpMIICHUS
28. llonsatue JAOKYMEHTOOOOpOTa, KAYECTBEHHbIE M  KOJUYECTBEHHBIE  IapaMeTpbl
JOKyMEHT000opoTa

29. IIpuHLHUIIBI pallMOHATILHON OpraHu3aluu J0KyMEeHToo00poTa

30. OcHOBHBIE 3TaNbl ABMKEHUSI IOCTYIAIOIIUX JOKYMEHTOB

31. OcHOBHBIE 3TaNbl JBMKEHUSI OTIIPABIISEMBIX JOKYMEHTOB

32. ®opMbl 1 METOIBI COBEPIIIEHCTBOBAHUS IOKYMEHTOO00pOTa

33. Ha3znaveHue u 1ieNu perucTpaii J0KyMEHTOB, IPUHITUIIBI PETUCTPALlUU

34. CTpykTypa perucTpaiioOHHOTO HOMEpa MOCTYMAONIUX, OTIPABISIEMbIX U BHYTPEHHUX
JTOKYMEHTOB

35. OcHOBHBIE PEKBU3UTHI PETHUCTPALMOHHBIX (hOpM

36. OcoOeHHOCTH PErucTpaliy OTAEIbHBIX BUAOB JOKYMEHTOB (TIPHKa3, 1€JI0BOE MMHCHMO)

37. Opranu3aloOHHBIE OCHOBBI KOHTPOJISI UCTIOJIHEHUS IOKYMEHTOB (TIOPYYEeHUIA )

38. TexHOIOTHS KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (TIOPYUYCHHI)

39. Cpoku MCIIOTHEHHS TOKYMEHTOB, BU/bI CPOKOB, MOPSAAOK UCUUCICHHUS CPOKOB MCHIOTHEHUS
JOKYMEHTOB, MOPSAIOK IIepeHOca CPOKa UCTIOJIHEHHSI TOKYMEHTa

40. OcHOBHBIE 3TaIlbl KOHTPOJIS UCTIOJIHEHUS IOKYMEHTOB (TIOPYYECHUI )

41. Opranuzanus paboThI UCTIOTHUTENS ¢ JOKYMEHTAMH

42. HopMaTuBHBIE OCHOBBI M OOIIHE IPUHIIMITBI OPraHU3aluu padoThI C 0OpalleHusIMHU TPak/IaH
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43. Buspl oOpateHuii rpaxkjad, 0COOCHHOCTH PacCMOTpPEHUs oOpalieHuii rpaxaan PO

44. TloHsTHEe IEHHOCTH JOKYMEHTa, KPUTEPUU IIEHHOCTHU IOKYMEHTOB, CPOKHU XpaHECHHUS
JTOKYMEHTOB

45. OpraHu3anus 1 HOPsIOK MPOBEICHHUS YKCIIEPTU3HI IEHHOCTH JOKYMEHTOB OpraHa BJIacTh

46. Cpoku XpaHEHHUs! TOKYMEHTOB, KaTETOPUHU JOKYMEHTOB, BBIICISIEMBIX IO CPOKAM XpaHEHHS,
CPOKH XpaHEHUS 3JICKTPOHHBIX JIEJT

47. Ilepednu TOKyMEHTOB CO CPOKAMH XpaHEHUsI, UX IPUMEHEHHE B JICIIOTIPOU3BOICTBE

48. HowmeHnknarypa Aen opraHa BIacTd, (QyHKIMU HOMEHKIIATYPHI JeJl, IPUHIUIIEI €e
MOCTPOCHHS

49. dopmMa HOMEHKJIATYPHI JIeJI, OCHOBHBIE ATAITbI €€ Pa3pad0TK HOMEHKIIATYPHI JIe

50. TIpaBuiia cocTaBiIeHHs 3ar0JIOBKOB JIeJT HOMEHKIIATYPHI JIeIT

51. CornacoBaHue U yTBEpXJACHUE HOMEHKIATYPHI JIeN, CPOK ACUCTBUS HOMEHKIATYPHI JEll, €€
BEJICHHE M KOPPEKTUPOBKA

52. ®opmupoBaHHe JIEN B JIENONPOU3BOACTBE, 0COOCHHOCTH (POPMUPOBAHHS B JIeJIa OTIEIBHBIX
KaTeropuil TOKyMEHTOB

53. Bujpsl onrceld Jei1, OCHOBHBIE TIPUHITUTIBI U MIOPSIIOK COCTABIICHUS OTIUCEH JelT

54. JIndHoe A€o0 rocy1apCTBEHHOTO IPaskJaHCKOTO CITYKalllero, COCTaB JOKYMEHTOB Jiefa,
0COOEHHOCTH €ro GOpMUPOBAHUS

55. Opranu3arus paboThI IO YHUYTOKEHUIO JJOKYMEHTOB C UCTEKIIUMH CPOKAMHU XpaHEHHS

56. Odopmienne e mpu UX rnepenade Ha apXUBHOE XpaHEHHUE

57. IlonsiTne «HGOPMAIIMOHHASA CHCTEMa JIEKTPOHHOTO JOKyMeHTooOopoTay (CO/I), pyHkmm
Co

58. HopmaruBabie  TpeGoBaHMs K  WH(DOPMAIMOHHBIM  CHCTEMaM  DJIEKTPOHHOTO
JTOKYMEHTO000pOoTa

59. TloHsATHE «ANEKTPOHHBIA JOKYMEHT)», OCHOBHBIE IPUHIIUIIBI OpraHU3aIii paboThI C
AIIEKTPOHHBIMU JJOKYMEHTaMH B JAEJIOMPOU3BOICTBE

60. Ha3naueHne cCUCTEMBI MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO IoKymeHToobOopora (MD]J10),
cTpykrypa M3/10

10. CAMOCTOSTEJIBHAS PABOTA OBYYAIOIIIUXCS

®opma 00yuyeHHsI 0YHO-3204YHAS

HammenoBanwue pa3nenoB u TeM Bun camocTosTenbHON pabOTHI O6pem ®Dopma KOHTPOIIA
(mpopabotka yuebHOr0 MaTepuana, | B4acax (IpoBepKa peneHus
penrenune 3anad, pedepar, TOKIaz, 3anay, pedepara u
KOHTpOJIbHAsA paboTa, MOArOTOBKA K Ip.)

c/iave 3a4eTa, SK3aMeHa U Jp.)

Pa3nen 1. Tepmunosnorusi, ucropusi 1 HopmaTuHas 6a3za 10Y

1. CoBpemeHHas 3aKOHOAATENBHAS U TECTHPOBaHUE 5 MpOBEpKa TecTa
HOPMAaTHBHO-METOANIECKAS Oasa
JIETIONPON3BOICTBA
2. CraHoBJCHHE u pasButHe | mMpopaboTKa yd4eOHOTO MaTepuaia 6 YCTHBIH OIIPOC
JenonpousBoacTsa B Poccuun
3. OpraHu3anuoHHbIC (hopmbl TECTUPOBAHHE 6 MpoBEpKa TecTa
JIETIONPON3BO/ICTBA

Paznen 2. lokyMeHTHPOBaHUE YIPABJIEHYECKOI 1esITeJIbHOCTH
4. Crpykrypa u coziepKaHue TECTUPOBAHHE 5 MPOBEPKa TeCTa
JIOKyMEHTa, TPeOOBaHUS K 0 OPMIICHHIO
JIOKyMEHTOB
5. Cucrema OpraHM3alMOHHO-TIPABOBOI pelenue keiicos 5 NPOBEPKA  PELICHUS
JOKyMEHTAINN KeiicoB
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6. Cucrema pacnopsauTensHON pelieHne KeHcoB IIPOBEPKa TECTa
JIOKYMEHTaIUH
7. Cucrema nH(pOpManuOHHO- peleHne KeHcoB MPOBEpKA  PEIICHHUS

cr[paBquoﬁ JOKYMCHTAallun

KEHCOoB

Pazgen 3.

Opranusanus pa6oTel ¢ JOKyMeHTAMH

8. OpraHuzamusi JOKyMEHTOO0OpOTa U
yIpaBJIeHHUs JOKyMEHTAIUEH

TCCTUPOBAHUC

HpOBEpKa TecTa

9. Cucremarnzanuss ©  XpaHEHHE
JIOKYMEHTOB

pelieHne KeHcoB

MPOBEpPKa  pPELICHUS
KEHCoB

10. ApxuBHoe neno B Poccun

TCCTUPOBAHUC

HpOBEpKa TecTa

11. CoBpemeHHble HH(pOPMAIMOHHBIE
TEXHOJIOTUM B  JOKyMEHTAllMOHHOM

pelieHne KencoB

MpPOBEpPKa  PELICHUS
KENCoB

obecrieueHn yrpaBJIeHUs

Kontpois Haricanue pedepara, MOAroToBKa - npoBepka  pedepara,
K cliaye 3ayera 3a4eT

O} PekTUBHOCTh JIEKIMOHHBIX W MPaKTUYECKHX 3aHiATHM 1o Kypcy «OCHOBBI
JIeTIOTIPOU3BOCTBA» 3aBHCUT OT KadecTBAa CaMOCTOATENbHOM paldoTel cryaeHToB. llpn
MOATOTOBKE K 3aHATHSIM CTYAEHTY MOJIE3HO:

- U3yYUTh TEOPETUUECKUIN MaTepual 1o JaHHOU TeMe (KOHCIIEKT 3aHATHS);
- 03HAaKOMUTBCS C TUTEPATYpPOl, PEKOMEHJOBAaHHOM MPEIo aBaTeseMm;
- BBITIOJIHUTD 3aJJaHUsl, IPETI0KEHHBIE TIPETI0aBaTeNeM K 3aHITHIO;

- COCTaBUThH IMEPEUCHb BOMPOCOB, BBI3BIBAIONIUX 3aTPYIHECHUS, HESICHOCTH WM COMHEHHS, OOCYIUTh UX
C Ipe€rogaBaTCiIEM HUJIN Ha 3aHATHHU,
- 3AaHUMATHCS CAMOCTOSTEIBHBIM TOMCKOM JTOTIOJTHUTEILHOM JIMTEPATYPhI IO U3Yy4aEMOU TEME.

CamocrositensHass paboTa Tpu3BaHA 3aKPENUTh W AKTUBU3UPOBATH TEOPETHYECCKUE
3HaHUS W TIPAKTUYCCKHUE HABBIKM, TOJYYCHHBIC CTYICHTAaMH Ha JIEKIHSIX W J1a00paTopHBIX
3aHATUAX. YacTh BpEMEHH, OTBEJIEHHOTO Ha CAMOCTOSITEIIBHYIO pabOTy, TOJDKHA MCTIOIB30BaThCS
Ha TMOJrOTOBKY K ayAUTOPHBIM 3aHITUAM, Jpyrasg 4YacTb - HAa OCMBICIECHHE pE3YyJIbTaTOB
CEMHHAPCKUX 3aHATHI.

[Ipn opraHu3amuu TPAKTUYECKUX 3aHATHH MCIHOJB3YIOTCSA: pa300op KOHKPETHBIX
cuUTyalui (KEWChl), BBIMOJHEHHWE NPAKTUYCCKUX pPabOT B MajlbIX TPYIIax, TECTHUPOBAHHUE,
MOJTrOTOBKA pedepara.

st mydniero yCBO€HUs MOJIOKEHUN JUCHUTUIMHBI CTYACHThI JOJIKHBI:

- TMOCTOSIHHO M CUCTEMAaTHYECKH C UCIOJIb30BaHUEM PEKOMEHI0BAaHHOM JIUTEPATYpPhl U
AIIEKTPOHHBIX UCTOYHUKOB MH(GOPMAIIMHU 3aKPETUIATh 3HAHUS, TIOTyYCHHbIE Ha JICKIIHSIX;

- HaXOJUTh PEIICHHs MPOOIEMHBIX BOTIPOCOB, MMOCTABJICHHBIX MIPEMNOIaBaTelIeM B XOI€ JICKIIUH,
CEMMHAPCKUX 3aHSATUM;

- PpEeryisipHO U CBOEBPEMEHHO H3ydaTb MaTepual, BbIJAHHBII @penojaBaTelieM Ha
CaMOCTOSITENIbHYIO TPOPaOOTKY;

- PEryJsipHO OTCIIEKHUBATh U UCTIOJIB30BaTh HHPOPMAIINIO, HAMIEHHYIO HA CHEIHATU3UPOBAHHBIX
cairax.

CamoctoarenbHass paboTa CTYAEHTOB CTPOMTCS Ha OCHOBE  HCIOJb30BAHUS
JUCTAHIIMOHHBIX TEXHOJOTHUH O0O0y4eHHs, TpU KOTOpPOM 0Opa3oBaTENbHBIE  PECYpChI
pa3pabaTeiBatoTCsi Ha 0a3e MHOXKECTBa pPa3HOOOpA3HBIX CPEICTB: TIeuYaTHbIe MaTepuabl,
JJIEKTPOHHBIE JIEKLIMM, OJJIEKTPOHHBIE IKYPHAJbI, YAAJIEHHBIA JOCTYIl K HPOrpaMMHBIM
CpEACTBAM.
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11. YYEBHO-METOAUYECKOE U TH®OPMAIIMOHHOE OBECITEYEHUE
JAUCHUIIJINHBI
a) CnucoKk peKoMeH/IyeMoii JTuTepaTypbl
OCHOBHAasl JINTepaTypa:
1. I'pozora, O.C. [lenonmpou3BoACTBO: y4eOHOE MOCOOME ISl aKaJeMHUIecKoro OakanaBpuara/
O.C.I'pozoBa. - Mocksa: MUznarensctBo FOpaiit, 2019. - 124 c. - (YHuBepcuretsl Poccun). -
ISBN  978-5-534-06787-3. - Tekcr: onekrponnsiii/ DObC  FOpaitr  [caiiT]. -
URL:https://www.biblio-online.ru/bcode/438790
2. Kompmmkuaa, T.b. JlenoBbie KOMMYHHKAIIMH, JOKYMEHTOOOOPOT H JEIIOTIPOU3BOICTBO:
yaebHoe nocobue st npukiagaoro Oakanaspuata/ T.b.Konemukuna, U.B.1llyctuna. - 2-e u3n.,
ucrp. u jom. - Mocksa: U3znarensctBo FOpaiit, 2019. - 163 c. - (bakanasp. [IpukinagHoit kypce). -
ISBN 978-5-534-07299-0. - Tekcr: anekrponnsii// DBC IOpaiT [caliT]. -
URL:https://www.biblio-online.ru/bcode/437256
JAOTOJIHUTEIbHAA JIUTepaTypa:
1. TOCT P 7.0.97-2016. HamumonanmeHelii cranmapT Poccuiickoit ®enepanmu. Cucrema
CTaHAapTOB MO0 WHMOPMAIUHU, OUOIMOTEYHOMY M H3JaTeIbCcKoMy Jaermy. OpraHu3alioOHHO-
pacnopsauTensHas JoKyMeHTanus. TpeboBaHus Kk opopmieHHio JTokyMeHTOB (yTB. Ilpukazom
Poccranmapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018). - Tekct: snexrponnsii// CIIC
Koncynerant [Tnroc. - 2019
2. Ilpukaz ®enepanpHoro apxuBHoro areHTcTBa oT 11.04.2018 Ne 44 «OO6 yrBepKACHUHU
MIPUMEPHOIN MHCTPYKIMH IO JEIOMPOU3BOACTBY B TOCYAAPCTBEHHBIX OpPraHu3alusix». - TeKcT:
anextponHslit// CIIC KoncynwranT [Tmtoc. - 2019
3. Kysuenos, W.H. J[loxymeHtammonHoe oOecrieueHue ymnpapieHus. J[oKymeHTOOOOpOT u
JIEJIOTIPON3BOJICTBO: YUeOHUK W MPAKTHKyM Ui TpukiIagHoro Oakanaspuata/ M.H.Ky3nenos. -
3-¢ m3na., mepepadb. m gom. - MockBa: M3marensctBo IOpaiit, 2019. - 461 c. - (bakamasp.
[TpuknagHoit kypc). - ISBN 978-5-534-04275-7. - Tekct: snexkrponusiit// DbC IOpaiit [caitt]. -
URL.:https://www.biblio-online.ru/bcode/431759
y4eOHO-MeTo MY ecKas JIuTepaTypa:
1. Mopo3osa T.B. Meroauueckue yKa3zaHUsS [0 OPraHHU3aIlMUd CaMOCTOSITEIIBHOW pPabOThI
CTYIACHTOB MO AucUUIUIMHE «OCHOBBI JEIONPOU3BOACTBA»: ISl CTYIEHTOB OakanaBpuara IO
HanpasieHuio noarotoBku 38.03.04 «l'ocymapCTBEHHOE M MYHMIMIIAIBHOE YIIPABJIECHUE» BCEX
dbopm obyuenms/ T.B.Mopozora; Ynl'Y, UDub, Kad. skoH.aHanm3a u roc.ympaBieHUS. -
VaesnoBek: Ynl'Y, 2019. - 3arn. ¢ axkpana; HeonyO0nmkoBaHHBIN pecypce. - DIEKTPOH.TEKCTOBBIC
JaH. (1 (harin: 373 KB). - Tekcr: AIEKTPOHHBIMN. — URL.:
http://lib.ulsu.ru/MegaPro/Download/MObject/2325

CornacosaHo:

' NAE 2y eNUD 1EKR 6 [ N2 cong vV

SO TAHOCTE COTPYINEA Ay DI0K ONO.THOTEKA SHO THLUTHE T
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12. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUITIJIMHbI

Heo0xoanMoe MatepraibHO-TEXHUYECKOE 00eCTIeYeHIE JUCIUTUIMHBI TIPEAIIOIaraeT:

- ayIMTOPUM ISl TIPOBEACHUS JICKIMH, CEMHUHAPCKUX 3aHATUH, MPOBEACHUS
TEKYIIETO KOHTPOJIA W TPOMEKYTOYHON AaTTeCTallid, T'PYNIOBBIX W HHIWBUAYATbHBIX
KOHCYJIbTAIU;

- HaTyre OmOIMoTeYHOro QOHIA JUTEpaTyphl MO aHAIM3Y YIPABICHYCCKOM
JEeATEIBHOCTH M YIIPABICHYECKOMY aynuTy (Y4eOHHKH W y4eOHbIe MOCOOUs, KypHAJIbI,
MIEPBOUCTOYHUKH);

- aKTyal3aliio padoyeil MporpaMMbl JTUCHHIUIMHBI, BKIIOYAIOIIEH OCHOBHBIE
MOHATHUSI TEOPETUYECKOTO Marepuaja, MPaKTHUECKUE 3aJaHusl, KOHTPOJIbHBIE BOTPOCHI
IUTSL CAMOTTPOBEPKH, BOTIPOCHI K AK3aMEHY, TECTOBBIC 3a/IaHUS;

- HaJIM4ue JOCTYITHOTO /IS CTyJIeHTa BhIXoa B IHTEpHeT;

- HAJIMYHUE CIeHaIbHO 000pyIOBAaHHBIX ayTUTOPHH JUTSI MyJTbTUMEAUWHBIX MPE3ECHTALINH;

- TECTOBBIE MaTEepPHAIIBI IO TEMaM Kypca Ha OyMa)KHOM HOCHTEIIE;

- KapTOYKH C CUTYal[MOHHBIMU 33/1a4aMu (Keiicamu).

Aynutopun Aisl IPOBECHUS JIEKIUNA, CEMUHAPCKUX 3aHSATHM, IS IPOBEICHUS TEKYIIETO
KOHTPOJISI ¥ TIPOMEKYTOYHON aTTECTAIMH, TPYIIIOBBIX U WHAWBUIYAIbHBIX KOHCYITBTAIUH.

AynuTopuH  YKOMIUIEKTOBAHbI  CIEHUAIN3UPOBAHHON MeOenbio, y4yeOHOM JTOCKOM.
Aymutopun Aisl POBEICHUS JIEKIIUH 000OpYIOBAaHBI MYJIBTHUMEAMWHBIM O0OpPYHOBAaHUEM IS
npeAocTaBieHuss WHGoOpManuu OoJiblol ayauTopun. [lomemenue sl CaMOCTOSTEIBHOM
paboThl OCHAIIEHO KOMIIBIOTEPHONW TEXHHKOM C BO3MOKHOCTBIO MOAKIIOUEHHUS K CETH
«MHTepHET» M o0ecreyeHueM JOCTyMa K JJIEKTPOHHOW HH(POPMAIMOHHO-00pa30BaTEIbHOM
cpene, IEKTPOHHO-OMOIMOTEYHOM CHCTEME.

13. CHEIIMAJIBHBIE YCJIOBUSA 1JIS1 OBYUYAIOUIUXCSA C OTPAHUYEHHBIMHU
BO3MOKHOCTAMU 3J0POBbSI U UHBAJIM1OB
B cnyyae HeoOXomuMoOcCTH, OOyYarOmUMCS W3 4YHCIA JIMIl C OrPaHUYCHHBIMH

BO3MOJKHOCTSIMU 3JIOPOBBSI (110 3asBIICHUIO OOYYAIONIErocs) MOTYT IpeIuiaratbCs OJWUH W3
CIICAYIONIMX BApUAHTOB BOCHPUATHS HMHPOpPMAIMM C YYETOM WX HHIUBUAYaJIbHBIX
MCUX0(U3UIECKIX 0COOCHHOCTEH
- JUIs I C HAapyIICHWEM 3peHus: B TedaTHOW (opme yBenndeHHbIM mpudToM; B dopme
ANIEKTPOHHOTO JIOKYMEHTa; B ¢opme ayauodaiina (mepeBoj y4eOHBIX MaTepuaioB B
aynmuodopmar); B rmedyatHoW ¢opme Ha s3bike bpailis; WHIUBUAYadbHbIC KOHCYJIBTALUU C
MPUBJIICYCHUEM TU(IIOCYPIOTIEPEBOIUNKA; HHIUBUIYaIbHbBIC 331aHUSI M KOHCYJIbTAIIUH;
- Ui JIMIl C HApyIICHHEM cliyxa: B TeyaTHOW (opme; B (Gopme 3JIEKTPOHHOTO TOKYMEHTa;
BUJICOMATEpUANIBI € CYOTHTpamMH, WHIUBUAyaJIbHbIC KOHCYJIBTAIlMKM C TPUBJICYCHHEM
CYpJIOTICPEBOTYMKA; HHIUBUAYAJIbHBIC 33aHUSI U KOHCYJIbTAIINY;
- Ui JIMII C HapylIeHHEeM OTIOPHO-IBUTATEIILHOTO ammapara: B medaTHod Qopme; B dopme
AIIEKTPOHHOTO JOKYMEHTa; B popme aynuodaiina; HANBUAYAIbHbIE 331aHUS U KOHCYIIbTAIlUH.

2

Pa3pabotuuk: nouent xkadeapsl I'Yud AnumbekoBa @.b.

p ’//Zf —
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®opma A

B) IlpodeccnonannbHbie 6a3bI JAHHBIX, HHHOPMAIHOHHO-CIIPABOYHbIE CHCTEMbI
1. DIeKTPOHHO-0H0INOTEeYHbIE CHCTEMbI:
1.1. Liudpposoii obpasosatensHblil pecype IPRsmart : 251eKTpoHHO-0UbIMOTEYHAs CUCTEMA

caiitr / OO0 Kommanus «Ait Ilm Ap Memma». - Caparos, [2022]. - URL:
http://www.iprbookshop.ru. — Pexum mocryma: Juisi 3aperucTpup. monb3opateneil. - Tekcr :
AJIEKTPOHHBIMA.

1.2. OO6pasoBatenbHas Iarpopma IOPAMT : o6pa3oBaTenbHEIA pecype, MEKTPOHHAS
oubmmoreka : caidt / OOO DiekTpoHHOE H3AATEIBCTBO JOPAWT. — Mocksa, [2022]. - URL:
https://urait.ru. — Pexxum gocTyma: 1uIs 3aperucTpup. ojib3oBaTenel. - TEKCT @ 3J1eKTPOHHBIH.

1.3. Ba3za manubix «DnekTpoHHas Oubimmoreka texHuueckoro BY3a (OBC «Koncynbrant
CTY/IEHTa») : 2JeKTpOoHHO-OuOnHoTeunast cucrema : caidr / OOO Ilomurexpecypc. — Mocksa,
[2022]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. — Pexum pocryna: st 3aperucTpup.
noJjip3oBareneil. — TeKCT : 2JeKTPOHHBIMN.

1.4. OBC Jlanp : snekrponHO-0ubmmoTeunas cucrema : caiit / OO0 OBC Jlanp. — Cankr-
Ilerepbypr, [2022]. — URL: https://e.lanbook.com. — Pexum Jjgocryma: mis 3aperucTpup.
nojs3oBareneit. — TeKCT : 9JeKTPOHHBIN.

1.5. OBC Znanium.com : 3JIeKTpOHHO-OHOIHOTeUHas cucreMa : caiit / OOO 3nHaHuyM. -
Mocksa, [2022]. - URL:  http:/znanium.com . — Pexum jgocTyma : Juis 3aperucTpup.
0JIb30BaTeNe. - TEeKCT : 2JIeKTPOHHBIN.

2. KoncyasrantIlmoce [DnekTpoHHELT pecype]: crnpaBoynas mpasoBasi cucrema. /000
«Koncynprant [Tmroc» - Dnekrpon. xas. - Mocksa : KoncynsrantlImoc, [2022].

3. ba3bl JaHHBIX NEPHOAUYECKUX H3aHMI:

3.1. Basa maHHBIX nepuoauyeckux u3gaHuil EastView : anextponnsle sxypHainsl / OO0
MBHUC. - Mocksa, [2022]. — URL: https://dlib.eastview.com/browse/udb/12. — Pexxum moctyna :
JUISL aBTOPHU3. TIOJIb30BaTeneil. — TeKcT : AeKTpOHHBINI.

3.2. eLIBRARY.RU: nayunas osnekrponHas Oubmmoreka : caiit / OOO Hayunas
DnekTponnas bubnmorexa. — Mocksa, [2022]. — URL: http://elibrary.ru. — Pexxum noctyna : juis
aBTOPH3. TOJIb30BaTeNel. — TeKCT : 2IeKTPOHHbINA

3.3. Dnektponnas OGubnmorexka «M3marenbckoro noma «I'pebennuxon» (Grebinnikon) :
snektponnas 6ubmmorexa / OO0 U] I'peGennnkos. — Mocksa, [2022]. — URL: https://id2.action-
media.ru/Personal/Products. — Pexum poctyma : s aBTOpu3. Iosb3oBareneit. — Tekcr :
9NIEKTPOHHBIA.

4. ®epepanbHasi rocyaapcrBennasi uHdopmanuonnas cucrema «Hanmonansnas
3JIeKTpOHHAst GubaHoTeKa» : dIeKTpoHHas 6udmmoTeka : caitt / PI'BY PI'b. — Mocksa, [2022]. —

URL: https://us6.pd. — Pexxum noctyna : Juist mosis3oBareneil HayuHoit 6ubnuorexu. — Tekcr :
9JIEKTPOHHBIH.

5. SMART Imagebase : Hayuno-unpopmarmonHtas 6a3a ganueix EBSCO // EBSCOhost :
[mopran]. - URL: https://ebsco.smartimagebase.com/? TOKEN=EBSCO-

1a2ff8¢552a76d8229047223a7d6dc9c&custid=s6895741. — Pexum poctynma : s aBTOPH3.
noJip3oBareneii. — MizobpakeHue : 21eKTpOHHBIE.

6. ®enepanbabie HHPOPMALHOHHO-00Pa30BaTEIbHbIE IIOPTAJIbI:

6.1. Equnaoe 0KHO JOCTyIa K 00pa3oBaTelIbHBIM pecypeam : (epepanbhblii moprai . — URL:
http://window.edu.ru/ . — TeKcCT : 3J€KTPOHHBII.

6.2. Poccuiickoe obpazoBanue : Genepaibublii noprai / yupemurens OIAY «DULTO». —
URL: http://www.edu.ru. — TekcT : 2n1eKTpOHHBIH.

7. O6pazoBaTenbHbie pecypebl Yal'y:

7.1. DnextponHas 6ubnuorteunas cucrema Yiul'V : Momynb «DieKTpoHHas OHOIMOTEKa»
ABUC Mera-ITPO / OO0 «Jlata Dxcmnpece». — URL: http://lib.ulsu.ru/MegaPro/Web. — Pexxum
JIOCTYTA : JUISt TIOb30BaTeNeit HayuHoi 6ubanoTeku. — TEKCT : 3IEKTPOHHBDIH.

COT'JIACOBAHO:
e regn J2hT fooypokl 2B 1| SN0 | 0306 2084,
/" JlomkHocTs cotpyauuka YUTuT OUO q(y!ﬁucs nara
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