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1 Ilean ocBoOeHMSI AUCHHUILINHDBI

[lenbto OCBOGHMSI TUCHUIUIMHBI «/{OKyMEHTHpOBaHME YIPaBICHUYECKON JEATEIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHOI OpraHu3aluyu COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUATHIX
U B OpraHu3aiusx.

2 MecTo TUCHUILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl
MOJATrOTOBKHU OakajiaBpa

Jucuummuza b1.6.13 «/lokyMeHTHpOBaHKE YIIPaBIEHYECKON JESATENIBHOCTH» BXOIUT B
6a30By10 yacTh oOpa3zoBaresbHON porpammel 010ka b1. mo Hanpasnenuto noarorosku 38.03.04
«["ocymapcTBeHHOE 1 MyHUIIUTIAIBHOE YIPABICHUEY.

s v3ydeHusi TUCHUILUIMHBI HEOOXOIMMBI 3HAHMSI, YMEHHUSI, BIaJeHUs, chopMUpOBaHHbBIE
B mIpoliecce o0ydeHHs Ha OakajaBpuaTe: BIAJCHHEM 0a30BBIX HABBIKOB MPAKTHUYECKON PaOOTHI
no cOopy pealbHbIX (aKTUUECKUX MaTepUaIoB, HMX KOMIUIEKCHOM OLIEHKe, aHalIu3y |
CUCTEMATHU3allMM B YacTH, Kacalollelcs pelleHus JOKYMEHTUPOBAaHUS YIPaBICHUYECKON
JESITEIbHOCTH, CIIOCOOHOCTh K aOCTPaKTHOMY MBIILICHUIO, aHAM3Y, CUHTE3Y, CIIOCOOHOCTHIO
NPUHUMATh OPTraHU3AIMOHHO-YIIPABICHUYECKUE PEIICHUs, OICHWBATh WX MOCIEICTBUS, HECTH
OTBETCTBEHHOCTbH 32 MX PeajM3alii0, TOTOBHOCTh MOJb30BATHCS HOPMATUBHBIMU JOKYMEHTAMU
Ha MPaKTHKE

3HaHUs, YMEHUS,BJIAJICHUS, TMOJYYCHHbIE NPHU H3YyUYEHUU TUCIUIUIMHBI HEOOXOAMMBI B
OCBOCHHMH CIIEAYIOIINX KYpPCOB: «JleloBbIe KOMMYHHKAIMU»«YTIPABICHYECKHE PELICHUSY,
«CounanbHO-93KOHOMUYECKOE IJIaHUPOBAHUE B MYHUIMIAIBHBIX 00pa3oBaHUsIX», «CBs3u C
OOLIECTBEHHOCTBIO B OpraHax BiacTu», «lIpoekTHas NesATeNbHOCTbY. 3HAHUS IO IpobiieMaM
JOKYMEHTHUPOBAHHUS YIPABICHUECKON NeATEIbHOCTH HYXHBI B HAYYHO - HMCCIIEI0BATEIbCKOM
paboTe U MPaKTHYECKOU IeATETbHOCTH.

3 Komnerenunu o0y4amomerocsi, popmupyemMbie B pe3yJibTaTe 0CBOCHHUSA
AUCHUILIMHBI M IJIAHUPYeMbIe pPe3yJibTaThl 00y4eHusl

B  pe3ynprare OCBOEHUSI  OUCHUILIMHBI  «JlOKyMEHTHpOBaHHE  YIPABIECHYECKON
JESATETLHOCTHY 00yYaIoUNiCs TOJDKEeH 00J1a1aTh CISAYIOMUMHA KOMIIETEHITUSIMU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUeHUS
KOMIIETEHIINH

OIIK — 4 —cnoco0HOCTBHIO OCYLIECTBJISITH /IeJIoBOe O0LeHHe U MyOJuYHbIe BBICTYIJICHUS,
BECTH IEPEroBOpPbI, COBEIIAHHUS, OCYLIECTBJIATH NEJI0BYI0 NMEPENHCKY W IOAJEeP:KHUBATh
3J1eKTPOHHbIe KOMMYHHKALMH.

3HaTh — OCHOBHBIE TOHSTHSA M COBPEMEHHBIC NPHUHIMIIBI pabOTHI ¢ /1eJI0BOM MH(opManuen, a
Tax’ke UMETh TIPEJICTaBIEHIE O KOPIIOPATUBHBIX MH(OPMAIIMOHHBIX CUCTEMax 1 0a3aX JTaHHBIX

- OCHOBHBIE ITPUHINIBI OPraHU3alnH JeJI0NPON3BOJICTBA H JOKYyMEHTO000pOTa B OpraHax
rOCYyapCTBEHHON U MYHUIIUIIAJILHOM BJIACTU

— pa3iMYHbIE CTPATETHH TIPEACTABJICHUS pPe3yJIbTaTOB CBOEH pabOTBI i APYrHX
CIIELIMAJINCTOB.

YMeTh — HUHTETPUPOBATH B JICSATEIBHOCTH MOAPA3ACIICHUS MOJIOXKEHUS aHATUTUYECKUX JTOKJIA0B,
OTYETOB M JPYTUX HHPOPMAIMOHHBIX MAaTEPHATIOB

Bnanetn — HABBIKAMH  COCTABIICHUS, y4YeTa, XPaHEHWsS, 3allUTHl, Mepefadyd CIayxeOHOU
ITOKYMEHTAIIH B COOTBETCTBUH C TPEOOBAHMSIMH JOKyMEHTO000pOTa

— HaBbIKaMu cbopa, 00paboTkun wHPOpPMAMK W JAOKYMEHTAIIMOHHOM O00eCIeYeHHH
TOCY/apCTBEHHBIX OPraHOB BIACTH, OPraHOB BIACTH CyObekToB P®, opranoB MCY yu
OpraHu3aIfil MaKeTOM O(PUCHBIX MPOTPaMM ISl pabOThI ¢ AeN0BOK WHpOpPMAIMEH U OCHOBaMH|
CeTeBbIX TEXHOJIOTUH




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh JUCHMILUIMHBI COCTABIISIET 3 3aUeTHBIX eauHulbl 108 akaj. yacoB, B TOM YHUCIIE:

— KoHTakTHas padora — 10,7 akan. gaca:

— aynuropHas — 10 akaj. 4yacos;

— BHeayauTopHas — 0,7 akaJ. 4acos;

— camocTosTenpHas pabora —93,4 akaj. 4acos;

- I[OATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.
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1.Tema: Teoperuyeckne OCHOBBI| 2 1 1\1 16 |- 3yueHue yueOHOTO [TpoBepka muaAuBUAYyanbHbIX| OITK-4-3y8.
A€eJ0NPOU3BOACTBA OpraHu3anmm. MaTepHalia, BRIHECEHHOTO  (3a/laHUi.
Nudopmanus, ee kputepuu. J[oKymeHT. Ha CaMOCTOSITENIbHYIO
PexBuzur JIOKYMEHTA. OyHKIUU MpopaboTKy, MOATOTOBKA
JIOKYMEHTA. IOpunnyeckas cuna K TeKYIIUM 3aHSITHSIM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, - Ilouck AOMOJHUTENBHOMN
JIOKYMEHTHPOBaHHE. uHpoOpMalUK TO 3aJaHHOU
JlokymeHTaIrmoHHOe obecrieueHne TeMe (pabota c
YIpaBJICHHUS. JlokyMeHTO000pOT. oubnuorpaduueckumu
Knaccudukanus JOKYMEHTOB. MaTepHalaMH,
Crangapruzanus u yHU(pUKAIUS CIIPaBOYHHUKAMH,
JIOKYMEHTOB. YHuuuupoBaHHast KaTaJoraMy,  CJIOBapsIMH,
cucremMa JIOKYMEHTAIUU (YCL). SHIUKJIOTICUSIMHU ).
CucreMbl JTOKyMEHTaNuu. [IpWHITATIBI
JIeNIOTIPOU3BO/ICTBA. HopmatusHo-

MeToan4YecKas 0a3a JOKYMEHTHPOBAHUS
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YIPABJICHYECKOH  JIEATCIBHOCTH |
opranu3anu paboThl ¢ JOKYMEHTaMH.
2. Tema:O0mmue npaBujaa| 2 1 1\ 16 |- Usyuenme  yueOHoro |lIpoBepka nHmuBuayanbHbix | OIIK-4-3ys.
oopmiIeHUs1 ynpaBJIieHYeCKNX MaTepuasa, BHIHECEHHOTO  |3aJaHuil.
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENTbHYIO
«YHUPHUIMPOBAHHBIC CHCTEMBI popaboOTKy, OArOTOBKA
JOKYMEHTAIUH. YHaudunupoBaHHast K TEKYIIM 3aHATHSM.
cucreMa OpraHu3aIIOHHO- - Ilouck nomomHUTETHHON
pacropsIuTeIbHON JOKYMEHTAITUH. uHbOpMAIIMK TIO 3aJaHHOH
TpeGoBanwus K o OopMIIEHHUIO TeMe (pabota c
JIOKYMEHTOB'". PexBusur 01- o6ubauorpadpuueckuMu
locynapctBennsiit repd P®D. PexBuzut MaTepUalaMHu,
02- I'ep6 cyOBeKTa P® u CIPaBOYHHKAMH,
MYHUIUTIATBHOTO o0pa3oBaHUsL. Karajoramy,  CJIOBapsMH,
PexBuzur 03 -DmOnema opraHuzanuu SHUUKJIONIEUSIMHU).

wiM ToBapHbI 3Hak. PekBusut 04- Kog
opranmsanuu. PekBusutr 05- VYkazanue
Ha OCHOBHOM roCyJapCTBEHHBIN
PEruCTPalMOHHBIN HOMEp
npennpustus. Pexsuzur 06- Ykasanue Ha
UACHTU(DUKAITMIOHHBIH HOMED
HaJIOTOTIJIaTE bINNKA/ KO IIPUYUHBI
noctaHoBku Ha y4der. PekBusut 07- Kog
dopmbl  nokymeHTa. PekBmsur  08-




Pasnen/ tema
JIUCIIUILINHEI

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.

3aHATUA

CaMocTosTenbHast
baboTa (B aKaj. Jyacax)

Bun camocrosTenbHOU
paboThI

@®opMa TEeKyILIEro KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEKYTOUHOM aTTECTALNU

Koa u cTpyKTypHBIT

JJIEMEHT
KOMIIETEHIIN U

HaumenoBanue OpraHu3anuu. PexBusut

09-CrpaBouHbIe CBEICHHSI 00
OpraHu3aIuy. PexBuzur 10-
HaumenoBanue BUJA JIOKYMEHTA.
PexBusur 11- Hata  ngokymeHrTa.

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBu3ut 13- Ccpuika Ha
perUCTpAallMOHHBIH ~ HOMEpP U JaTy
nokymeHTta. PexkBusutr 14-  Mecto
COCTABJICHUS] WJIM W3JaHHS JIOKYMEHTA.
PexBusur 15- CBenmenuss 06 ampecare.
PexBuzur 16 -I'pud yrBepkaeHUS
nokymeHTta. PexBusut 17-Pe3omtonus.
PexBu3ut  18-3aroioBok K  TEKCTY.
PexBuzutr 19- OrTMmMeTka O KOHTpoJe
PexBusur 20- TekcT nmoKyMmeHTa.
PexBuzutr 21- OTmeTKka O HalW4yuu
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacOBaHUA JI0KyMeHTa. PexBu3ut 25-
[Tewats. PexBusur 26-OTMeTka 0
3aBepeHuu  komuH. PekBuzur  27-
OtmeTka 06 ucnonguutene. Peksusur 28-
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OtmeTka 00 MCHONHEHUHM IOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTKka O TOCTYIUIGHHH JAOKYMEHTA.
PexBusut 30- Wnentudukarop
AIIEKTPOHHON KOMUU TIOKYMEHTA.
Cocras PEKBU3HUTOB, ux
MECTOPACIOJIOKEHUE HA  JIOKYMEHTE.
DopMyIsip-oOpaser] JOKYMEHTA.
3. Tema: Ocobennoctu| 2 1 1 16 |Uzyuenue yaeOHOTO IIpoBepka unauBuayanbHbix | OITK-4-3y6.
COCTaBJICHUA U oopMJIeHUA Marepuana, BBIHECEHHOIO  |3aJaHMi.
OCHOBHBIX JOKYMEHTOB YIpPaBJICHHS. Ha CaMOCTOSITENIEHYIO
OcHoBHbIE TPYIIIBI JIOKYMEHTOB. popaboTKy, MOATOTOBKA
HopmarusHbie JOKYMEHTBI K TeKYLIUM 3aHATHUSM.
TOCYJapCTBEHHBIX OPraHoOB. - [Touck nonoaHUTENBHOU
OpranuzanroHHbIe JIOKYMEHTBI nH(bOpMaINH 10 33JaHHON
MPEATPUSITHS. JIOIDKHOCTHBIE Teme (pabota c
MHCTPYKLHUU. Pacniopsurenbubie o6ubnuorpaduyeckumu
JTOKYMEeHThI mpennpustus. [Ipukasel mo MaTepuagamH,
OCHOBHOM JIESTEIIBHOCTH. CIPaBOYHHUKAMH,
Pacniopsxenus, pelIeHusl. KaTajoramu, cJoBapsMu,
WndpopmanoHHO-CcTIpaBOYHbIE SHIMKJIOTICTUSIMH).
NOKyMeHThl. [IpoTokonbl, monHas U

KpaTkas ¢opma ux opopMieHHs. AKTHI.
CnyxeOHbIC u O0OBSICHUTEIIbHBIC
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3aIUCKH. CrnpaBku. CayxeOHble
JIOBEPEHHOCTH. [Tucema, X
KJaccupukanus, CTPYKTYpa,
CTaHJapTHBIE (pa3sbl M  BBIPAKCHHUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JOKyMeHTOB.  /[lemoBoe
OUCbMO  MEXIYHapoAHOTo  oOpasia.
®daxkcel, TenedoHorpammel. Jloroeopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHUKA CO3JIaHHsI TOKYMEHTOB.
4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 1 16 |- 3y4eHue yueGHOIO [TpoBepka muaMBHUAYyanbHbIX| OITK-4-3y8.
AOKYMEHTOB 110 JIMYHOMY COCTaBY. MaTepuasa, BBIHECEHHOrO  |3aJaHuM.
[lonaTtne u CTpyKTypa NEpCOHAIBHBIX Ha CaMOCTOSITENIbHYIO

JTAaHHBIX. [IpunannexxHocTh
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK,
JiepaKaTenb u M10JIb30BaTEIb
NEPCOHAIBHBIX  JaHHBIX. CTpykTypa
KaJIpOBOM MH(pOPMaILMOHHO-
JIOKYMEHTallMOHHON CUCTEMBI.

OdopmieHne TOKyMEHTOB MpH NpUEME,
YBOJIBHEHUHU U TEpeBojie pabOTHHKA Ha
IPYTYIO0 NOJKHOCTh. AHKeTa. TpynoBbie
KOHTpakThl. [Ipukaspl MO JUYHOMY
COCTaBY. OCHOBHBIE PEKBU3UTHI

popaboTKy, MOATOTOBKA

K TEKYLUM 3aHATHUSM.

- Ilouck pomomHUTENBHOU
uHboOpMalUK O 3aJaHHOH
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepuagamH,
CIPaBOYHHUKAMH,
Karajoram,  CIOBapsMH,
SHIMKJIOTICTUSIMH).
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JOKYMEHTOB U IMpaBuiIa UX 0hopMIICHUS.
Kpatkme  cBemenums 0  mpaBmiax
oopmIIeHUS TPYAOBBIX KHIDKEK,
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.
5. Tema: Opranuszanusi| 2 1 1 16 |- U3yuyenue yueGHOTO [IpoBepka unauBUAYyanbHBIX | OITK-4-3y6.
AOKYMEHT0000poTA. ITonsTHA Marepuana, BBIHECEHHOIO  |3aJaHMi.
JOKYMEHTOOOOpPOT W OpraHu3auus Ha CaMOCTOSITENIbHYIO
JIOKYMEHTO000pOoTa. HopmatusHo- popaboTKy, MOATOTOBKA
MeTOnYecKast perimaMeHTanus K TeKYIIHM 3aHSITHSIM.
JOKyMeHT000opoTa. OCHOBHBIE TpaBUIIa - Ilouck pomomHUTENHHOU
OpraHM3alMyl  JOKYMEHTOOOOpoTa Ha uHbOpMAIIMK TIO 3aJaHHON
MPEINPUATHH. KauecTBeHnsie TeMe (pabota C
XapaKTEPUCTUKH JIOKyMEHTO00O0pOTAa. oubnuorpaduueckuMu
Knaccudukanus  JTOKYyMEHTOMOTOKOB: MaTepuaIamH,
TOPH30HTAIILHBIE, BEPTUKAJbHBIE, CIIPaBOYHHKAMH,
BOCXOJISIIIINE, HUCXOAAIINE, BXOMSIIHE, Karajorami,  CIOBapsSMH,
ucxomsamme W BHyTpeHHue. [lomcuer SHIMKJIOTICTUSIMH ).
o0beMa JOKYMEHTO000pOoTa.
6. Tema: OcHoBHBbIe mpaBWia| 2 1 1 2,8 |- U3ydeHue yueOHOTO Yeruwrit  onpoc.  Ilposepka| OITK-4-3ys.
OpraHu3anuu padoThl ¢ JOKyMEHTAMH. MaTepuasna, BRIHECEHHOTO  |MHAMBUAYAIbHBIX 3aJaHUM.
O6paboTka MOCTYMAIIMKUX JTOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO
IlepBuuynast 00pabOTKa  JTOKYMEHTOB. popabOTKy, HOATOTOBKA

10




AynutopHas

=
w8 =
< Q X
KOHTaKTHasi pabota TS =S
0
B aKaj. yacax SR . @®opMa TEeKyILIEro KOHTPOJIA E" =it
Pasnen/ tema 2, ( ) = Bun camocrosTenbHOU p Y p £ 5=
> R YCIIEBAEMOCTHU U > s 8
JVCLIATUTHHEI < . : S < paboThI . )
= g = T 3 5 M IIPOMEIKYTOYHOHU aTTECTAlUU 55 E
= S == o o 0 =
E o ® ¥ ® s B8 ~ 5
1B 25|88 5 *
= = ™ = ™ U % bd
(oW
Ob6ume npaBuia perucTpanuu K TEKYLUM 3aHATUSAM.
JOKYMEHTOB,  (OpPMBI  perucTparum. - Ilouck pnomnonHUTENBHON
[lepenaua JOOKYMEHTOB, pacCMOTpEHHE uHboOpMalMU O 3aJaHHON
179 PYKOBOJIUTEIIEM. [Mopsimok TEMe (pabota C
HalpaBJIeHUs JOKYMEHTA Ha UCIOJHEHHE o6ubnuorpaduyeckumu
U pabOoTHI UCIIOTHUTENS C TOKYMEHTAMH. MaTepuagamH,
Ucnonnenne pokymenta. Bunel u CIPaBOYHHUKAMH,
dopmbI KOHTPOJIS UCIIOJIHEHUS, Karajoram,  CJIOBapsMH,
cpokoBas  kaproreka. OpraHuzanus SHIMKJIONETUSIMH).
Tekyliero xpanenus nen. Homenknarypa
nen,  obmume  TpeOoBaHMs,  BHUIBI
HOMEHKJIATyp. CocraBnenue
HOMeHKJaTypel nen. dopmupoBaHue u
opopmiienue  nen.  Cucremaruzanus
JOKYMEHTOB B Jiesie. XpaHEeHHe Jedl.
[ToaroroBka TOKyMEHTOB K Iepeaaye Ha
apxuBHOe XpaHeHue. Kpurepuu oueHku
TOKyMeHTOB. CoCTaBI€HUE OMUCEH JIEIT.
Uroro no pazneny 4 6\2 13,4 [TpoBepka HHAMBUAYATBHBIX
3aaHui
Hroro 3a kype 4 6\2 13,4 IIpomesxyTounas
aTTecTanus - 3a4eT
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2/V — B TOM 4mcIe, 4achl, OTBEJICHHBIC HA pa0OTy B HHTEPAKTUBHOU (opme.
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5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanmaunﬂ KOMIICTCHTHOCTHOI'O MOAXOJa NpEeaAyCMaTpruBacT HMCIIOJIb30BAHHEC B y‘le6HOM

nporecce AaxkTHBHBIX W HMHTEPAKTHBHBIX (OPM TPOBEACHHUS 3aHATUI BCOYETAaHUU C
BHEAYJMTOPHOW pabOTO#l ¢ Henbi0 (OPMHPOBAHUS U Pa3BHTUSI NMPOPECCHOHATIHHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHHUM CTYAEHTOB JUCUUIUIMHE «J{OKYMEHTHpOBAaHUE YIpPaBICHUYECKOM
JESTEIILHOCTHY CIIEyeT OCYIIECTBISATh CICAYIOIIHE 00pa30BaTeIbHbIC TEXHOJIOTHH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa3oBaTeNbHOIO  Mpollecca, MPEANoJaralollyr0 MOpsIMyI  TPAHCIALMI 3HAHUM  OT
npenojaBareinss K CTYyJeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WITFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WudopmanimonHasl  JEKIUs —  TOCIECNOBAaTEIIbHOE  W3JIOKEHHWE  Marephajia B
JTUCIUIUIMHAPHON JIOTUKE, OCYILECTBISIEMOE IPEUMYIIECTBEHHO BEpOAJbHBIMU CPEICTBAMU
(MOHOJIOT TIpeno/1aBaTe’is).

[TpakTyeckoe 3aHSATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN U HAaBBIKOB IO
MIPEIOKECHHOMY aJITOPUTMY.

2. TexHoJioruM NPOOIEeMHOr0 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MpeArojaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JaHHE YUEOHBIX MPOOIEMHBIX
CUTYallui AJIs CTUMYJIMPOBAHUS aKTUBHOM MM03HABATEIBHOMN JE€ATEILHOCTH CTYICHTOB.

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YUeHUA:

[IpakTueckoe 3aHaTHEe B (QOpME NPAKTHKymMa — OpraHu3aius y4deOHOU paboThl,
HalpaBJ€HHAs Ha PEIICHHE KOMILJIEKCHOW Y4YeOHO-TIO3HABaTEIbHOM 3a/a4yu, TpeOyromen oT
CTyJICHTa IPUMEHEHHSI KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHOJIOTUH TPOEKTHOr0 O00y4YeHHs — OpraHM3anms 00pa3oBaTEILHOTO Iporecca B
COOTBETCTBUHU C AJITOPUTMOM IOITAMHOTO pEUICHUS MPOOJIEMHOIN 3aJauyd WU BBIOJHEHUS
yaeOHoro 3aganus. [IpoekT npeanonaracT COBMECTHYIO Y4€OHO-TI03HABATEIBHYIO ACATEIHHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBIECHHYIO Ha BbIPAOOTKY KOHIEMIUHU, YCTAaHOBIIEHUE LieJei U 3anad,
(GOpMYIUPOBKY O0XXHIAEMBIX pE3YyJIbTaTOB, OMNpPEIEICHUE NPUHIIMIIOB W METOJIUK PEIICHHS
MOCTaBIIEHHBIX 3aj]a4, IUIAHMPOBaHHE XoJa pabOThl, MOUCK JOCTYMHBIX W ONTUMAJbHBIX
pPecypcoB, MOATANHYIO peaTu3alfio IUIaHa paboThl, MPE3CHTAIMIO PEe3yIbTaTOB PabOTHI, MX
OCMBICIIEHHE U pedrekcuro.

OcHogHble munsl RPOEKmMog:

TBopyeckuil TPOEKT, Kak MPaBUIO, HE HMMEET JETATbHO NPOPAOOTaHHON CTPYKTYpHI,
y4eOHO-TI0O3HABATENbHASl JICSITEIIBHOCTh CTYJEHTOB OCYIIECTBIISIETCS B pPaMKax pPaMOYHOTO
3a/laHusl, TOAYUHSSCH JTOTHKE U UHTEpPECaM YYaCTHUKOB MPOEKTa, )KaHPY KOHEYHOT 0 pe3yabTaTa
(razera, GriibM, pa3IHUK, U3AHUE, DKCKYPCHS U T.I1.).

4. InTepakTUBHbIE TEXHOJOTHHM — OpPTaHU3alMs 00pPa30BATENBLHOTO MpPOIEcca, KOTOpast
MpeAnojaraeT akKTUBHOE M HEJIMHEWHOE B3aMMOJIEWCTBHE BCEX YYACTHHKOB, JOCTHIXKEHHE Ha
ATOW OCHOBE IWYHOCTHO 3HAYUMOTO JUIsi HUX 0Opa3zoBaTeNbHOrO pe3ynbTaTa. Hapsgy co
CIICIUATM3UPOBAHHBIMA  TEXHOJIOTHSIMH ~ TaKoro  poja  NPHUHIMI  WHTEPAKTUBHOCTHU
MIPOCIIEKUBACTCS B OOIBIIMHCTBE COBPEMEHHBIX 00pPa30BaTENbHBIX TEXHOIOTUH.

Dopmbl yuedHbIX 3aHAMUIL C UCNOIb306AHUEM CREUUATUIUPOCAHHBIX UHMEPAKMUBHBIX
mMexHoN0cuiL:

CeMHuHaAp-MCKYCCUS — KOJUIEKTHBHOE OOCYXJICHHE KaKOTO-IHMO0 CIOPHOTO BOIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpyHHIOBOW AHMANOr, JUCKYCCHS Kak CIop-
JIAAJIor).

5. HNudpopManmoOHHO-KOMMYHUKAINIMOHHBIE  00pa3oBaTe/ibHbIe  TEXHOJOTHH —
opraHu3arys 00pa3oBaTeILHOTO MPOIECcca, OCHOBAHHAsI Ha IPUMEHEHUHU CTICIIUATN3UPOBAHHBIX
MPOTPaMMHBIX CPeJl M TEXHUYECKHUX CPEICTB pabOThI ¢ MH(OpMALIUEH.

®opMbl Yy4EOHBIX 3aHATUM C HCIOJIB30BAaHHEM HWH()POPMAIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTHH:



Jlexuus-Buzyanu3auusi — H3JI0KEHUE COJEPKAHMS  COMPOBOXKIACTCS  MpE3CHTAINei
(memoHcTpaleil yueOHbIX MaTepuaioB, IPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPpa)MueCKUX, ayJU0- ¥ BUICOMATEPHAIIOB).

[TpakTueckoe 3aHsATHE B (pOpME MpE3EeHTAIMHN — IPEJCTABICHUE PE3yIbTaTOB MPOEKTHOMN
WIM  HCCIENOBATEIbCKOW  JEATEJIBHOCTM  C  HCIIOJIB30BAHMEM  CHELUAIM3UPOBAHHBIX
MPOrPaMMHBIX CPEJCTB.

6 YueOHO-MeTOqMYEeCKOE 0O0ecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaommXxcst

Ilpumepnaa cmpykmypa u cooepircanue pazoena:

Ilo oucyunaune «{okymenmuposanue ynpagieHueckou 0esamenrbHOCmuy npeoyCcmMoOmpend
ayOumopHas u 6HeayOUMoOpPHAs CAMOCMOAMENbHAS paboma 00y4arouuxcs.

Camocmosmenvnaa paboma CcmyoeHmos npeononazaem GblNOIHeHUe NPAKMUYECKUX
pabom.

Ilpumepnvie memu.

1 «Teopemuueckue 0cnosvl 0e10RPOU3EO0CIEA OPZAHUIAUUUY.

Ilposooumcs 6 gopme  cemunapa no obobwenuro U yeayonreHur)  3HAHUUL NOHAMUIHO-
Kame20puanibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCK)CCULL.

Onpoc no mamepuanam nexyuu 1.

Deontoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenHo2o Oenonpouzsoocmea. J[lenonpouzeoocmeo 6 cpednue eexka (XI-XV es.).
Ilpuxasznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII 6.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). l'ocyoapcmeennoe
0enonpouzeo0cmeo 6 cogemckoe gpems. Cogpementoe denonpoussoocmeo 6 PO.

2 «Cospemennoe zocyoapcmeeHnHoe pecyiuposanue 0e1onpou3eoocmea ¢ POy,
3axonodamenvhoe pezynuposanue Oderonpouzsoocmea 6 P®D. @Deodepanvuviti 3axon «06
unghopmayuu, UHGOPMAYUOHHBIX MEXHONI02UAX U O 3awume uHgopmayuuy. Pedepanvuviii 3aKOH
«O Kommepueckou matney. Dedepanvrvii 3axkon «06 apxusHom Oene 6 Poccuiickoll
Qedepayuuy.  Dedepanvhvii  3akon  «O  nepcoHanbHublx  OauHbixy.  Ilocmanoenenue
npagumenvcmea P® «llpasuna noo2comoexku npasosvix aKkmos GeoepanrbHblX O0peaHos
UCNOIHUMENLHOU 8TIACMU U UX 20CYOAPCMEEHHOU PeSUCPAYUU».

Hopmamusno-memoouueckoe pecynuposanue oenonpouzgoocmea. I ocyoapcmeennas cucmema
0oKyMeHmayuouHo2o obecneyenus ynpaeienus. Oowue nonoxcenus. Obwue mpebosanus K
OOKYyMeHmam u cayxicoam ooxymenmayuonrnozo obecneuenus (I'CHOY). I'OCT P 6.30-2003:
Yuupuyuposannvie cucmemvr ookymenmayuu. Ynuguyupoeannas cucmema opeanu3ayuoHHO-
pacnopadumenvrou doxymenmayuu. I'OCT P 51141-98 [lenonpouzeoocmeo u apxueroe oeo.
Tepmunvl u onpedenenusi Tunosas uHCMpyKyus no 0e10npou3800Ccmsy 6 (heoepaibHblX OpeaHax
ucnonnumenvuou enacmu. IlepeueHb munogvix ynpasieHueckux 0OKyMeHmos, 00pazyioumuxcs 6
O0essmenbHOCMU OP2aHU3aYULl, ¢ YKA3aHuem CpoKO8 XpaHeHusl.

3 «Tpebosanus Kk d1aHKAM OOKYMEHMO8 YRPAGICHUSL).

Ilposooumcsa 6 ¢opme cemunapa no o60b6wenuio u yeayoneHulo 3HAHULl C dNeMeHmamu
ouckyccuu. Ilonamue u 6uovl O1ankos. Oowuii 6ank. braunk nucoma. brank KoHKpemHo2o euoa
o0okymenma. bBranku ons pabomul ¢ unocmpanuviMu Komnanuamu. I epboswiii onank. Pexeuzumoi
bnanxa. Ilpooonvnoe pacnonodcenue pekeusumos onamka. Yznoeoe ¢razoeoe u yenmposantoe
pacnonodicenue peku3umos O1aHKa.

Buvinonnenue npakxmuuecko2o 3a0auusi no cocmagienuio y2i08020 U NPOOOIbHO20 00pasya
onamka.

4 «Obwue npasuna oghopmienus ynpasieH4ecKux 0OKyMeHnoey.
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Ilposooumcs 6 ¢hopme cemunapa no o0600wenulo u Y2uyoOneHulo 3HAHUU ¢ dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. IIpakmuueckoe 3HAKOMCMBO ¢ OgopmieHuem
PEeKBU3UMOB8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpPOIbHbIX 3A0aHULL

5 «Cocmaenenue 1uuHbIX OOKYMEHM 06,

Ilposooumcs 6 ¢opme cemunapa no 060OweHU0 U YenyOaeHUu 3HAHUL ¢ dleMeHmamu
ouckyccuu. 3asenenus, agmooduocpaguu, pesrome, iuunsvle 0osepeHHocmu, pacnucku. OCcHogHbie
PpeKsuzumbl, NPAGULA COCMABIEHUs U OopMIeHUs. Boinonnenue konmponvhwix 3a0anuil

6 «Paboma c 0oKymenmamu, cooeprcauiumu KOHPuoeHuyuaibHvle c6e0CHUN).

Ilepeuensy ceedenuti KoH@uOenyuanvHozo xapaxkmepa. Ilonsmue KomMMmepuecKol MAliHbl.
Ceedenusi, omuHocawuecs Kk Kommepueckou maune. Ilopsaook eedeHus 0enonpou3so0cmea
OOKYMEHmMO8, CO0epHcauux KOMMep4ecKylo matHy. 3awuma OOKYMEHMO8, CO0epHCAUUX
KOMMepPUeCKy0 mauHy.

Ilpumepnvie memvl uHOUBUOYATLHBIX 3A0AHUIL:

1 «Ponb 00KymMeHmuposanus ynpasieHueckoil 0esameibHOCmU 8 PA36UMUL 00U eCmEar.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

Paccmompenue oannou memvt He0OX00UMO HAYAMb C U3YYEHUS. OCHOBHBIX NOHSAMUL OAHHOLUL
oucyunaumsl.  Ilpu  smom  ciredyem  pazobpamvcsa ¢ CYWHOCMbIO — Kame2opuu
«/{okymenmuposanuey. bonee noopobHo credyem paccmompemsv CMPYKMYpy, COOepicaHue,
yenu u 3a0ayu OUCYUNIUHBI, UCMOPUIO pa3sumus OOKyMmeHmooboopoma. Jlanree Heob6x00umo
U3YYUMb  COCMAB HOPMAMUBHO-MEMOOUYECKol 0a3zbl  OOKYMEHMUPOBAHUSL YIPAGIEHUECKOU
0esAmenIbHOCIU 8 COBPEMEHHBIX YCI08UAX X03aticmeosanuss. OmoenrbHo ciedyem paccmompems
cmpame2uro  Ynpaenenus OOKYMEHmamu 6 OpeaHu3ayuu, a makice usyyums Gopmol
COBPEMEHHOU OOKYMEeHMAayuu.

Kniouesvie  cnosa: odoxymenm, OOKyMeHmMuposauue uHgopmayuu, OOKyMEeHMUposaHue
VAPABIEHUecKol  0esmelbHOCMU, — KIUHONUCL,  NOJUMUKA — VAPAGIeHUsi  OOKYMEHMAMU,
cmanoapmuzayusi, cmpamezust YpaeieHusi 00KyMeHmamu, YHupurayus.

3aoanue ons camocmosmenvHol pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomames mamepuansl 1eKyuu.

3. Hoocomosumvcs x pabome na nexyuu no meme 1. Ilosmopums eonpoc: cywHocms
kamezopuu «/[okymenmuposanuey (yueonas oucyuniuna «/Jokymenmuposanue ynpasieHyecKoll
oesamenvHocmuy, nekyus Nel). Boimb 20mogbim K 00CYHCOeHUI0 2M020 80npoca 8 Xo0e NeKyul.

2 «Obuue npasuna ogpopmnenus ynpasieHuecKux 00KyMeHmaoe.

Pexomenoayuu no cocmaenenuto u oopabomke Koncnekma naekyuu. M3yuenue mamepuanos
OaHHOU meMbl Cledyem HAYamv ¢ paccMOmMpeHus mpebo8anuti K OQOpMIeHUIO PEeKeU3UMOS.
Taxowce cnedyem u3yyums cocmas pekeusumos. Jlanee HeoOX00umo pazobpamscsi C
npUMeHeHUeM U PACNON0NCeHUeM HA OOKYMeHme PeK8U3Umos, onpedeiums ux oouue yepmol u
pasauuusa. Kpome mozo, myscHo OemanbHO pazodopamvcs ¢ pasiudHbiMU GUOAMU MeKcma
O0oKkymenma: mpaghapemuuiil OOKYMeHM, aHKema, maoiuya, OJ1aHK.

Kniouesvie cnosa: euza coenacosanus, epugh osnaxomnenus, 0ama 0OKyMeHma, 3a2071060K

K meKcmy, UOeHMUPUKAMOp INeKMPOHHOU KONUU OOKYMEHmA, UHMep8an, HOONUChb, NoJje
OOKYMeHma, pecUcmpayuoHHblll HOMep OOKYMEHMA, pe30nt0Yus, pPeKeUsum, CmaHoapmublii
aucm Oymazu, CColiKa HA PecUCmpayuoHHblil HOMep U O0amy OOKyMeHnmd, YOOCmosepeHue
0oKymenma, hopmynsap.

3adanue onsa camocmosmenvuol pabomoi:

1. H3yuums kamezopuanbHblil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Illoocomosumwcs kK cemunapy.
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3. [loocomosumscs k pabome na aekyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONb306AHUS  A3bIKA 6  0eloBoU  nepenucke  (yueOHas  OUCYUNIUHA
«/loxymenmuposanue ynpasneHueckou oesamenbHocmuy, aekyus Nel). Beime comoevim
00CYIAHCOCHUIO IMO20 BONPOCA 8 X0O€ JIeKYUU.

3 «Ocobennocmu cocmaesnenus u 0opmiaeHuUs 0CHOBHBIX 0OKYMEHM 08 YRPAGICHUA).
Pexomenoayuu no cocmasnenuro u 00pabomxe KOHCHEKmMa NeKyuu.

Paccmompenue oannoti memvl HeobXoOumo Havams ¢ aHaiu3a ocobeHHocmell OQUYUATLHO-
0€11086020 CMUsA NO CPABHEHUIO C X)YO0HCECMBEHHBIM, NYOIUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32080PHBIM CIUNIMU SI3bIKA.

Ipu 5mom HysH#cHO ROOPOOHO U3YUUMb JeKCUdecKue 0COOeHHOCMU OOKYMEHMO8: Ynomped.ieHue
NapoOHUMO8, NIEOHA3MO8, UCNOIb308aHUE pedesblx Kauwe. Tlocie amozo ciedyem paccmompems
opgoepaghuueckue ocobeHHocmU OOKYMEHMO8: NPUMeHeHUue NPONUCHBIX OYKE 8 2eoepauyecKux
HA36AHUAX, HAUMEHOBAHUSX OPCAHUAYUIL.

Kpome moco, Heobxooumo obpamums enumanue Ha opgoepaguueckue o0cobenHocmu
OOKYMEHMO8: NpUMEHEeHUe NPONUCHBIX OVKE 6 2e0epaghuueckux HA36aHUsX, HAUMEHOBAHUSX
opeanuzayuil. Tax oice credyem GvlACHUMbL Haubolee PACNPOCMPAHEHHble 8 OOKYMEeHmAax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPs00K Cl08, CO2NACOBAHUE NOONeHCAUe20 U CKAZYeMO20,
npuyacmuvle u 0eenpuddacmuvle 000pomvl, ci08000pA308AHUSL.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUZM GOPMYIUPOBOK, HEUMPAIbHASL IKCHPECCUBHASL
OKpACKa A3bIKA, HEON02U3M, OPUYUATbHO-0eN080l CMUb, NOJHOMA UHDOPMAYUL, CUHOHUMDBL,
MAasmono2uu, Ppaszeonocusmbl.

3aoanue ons camocmoamenvHol pabomol.

1. U3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKYuu.

3. Iloocomosumvcss k pabome Ha Jnekyuu. Ilosmopums eonpoc: opghocpaguueckue
ocobeHnocmu  OOKYMeHmo8 (yuebHas Oucyuniuna «/JoOKymMeHmuposanue YHpasieH4ecKol
OdesamenvHocmuy, rekyus Ne3). Boims 20mosvim Kk 00CyiHcOeHU0 3mo2o 80npoca 6 Xxooe JeKyuu.

4 «Ilpasuna oghopmnenus 00OKymMeHmos no TUYHOMY COCHABY).

Ilpu usyuenuu OanHOU membl CMyOeHmMAM HeobXo0UMO pazobpamvcs ¢ NPUHYUNAMU
paszpabomku npocpamm ynpaseienus Ookymenmamu. Ocoboe eHumaHue credyem Yoeiums
PAcCMOmMpenuio npoyeodypbl NPOEKMUPOBAHUs U 6HeOpeHUss OOKYMeHmHublX cucmem. Taxoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMSAX MOHUMOPUHEA U AYOUMAa OOKYMEHMHbIX CUCTEM.
Bonee oemanvro neobxooumo paccmompems cyuyyHoCms 00120CPOUHOL NPOCPAMMbBL 0OVUEHUS.
NepCcoHana opeaHusayuu 8 ob1acmu Ynpasienus OOKYMeHmamu U NPUMEHEeHUs 00y4arouux
UHCMPYKYUU, BKII0YAS 00YHAIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie crosa: ayoum ynpasnenusi OOKyMeHmMAamu, KOHEEPMAayus, Memoooa02us 6HeOPeHUsl,
Muepayus OOKyMeHmos, MOHUMOPUHE, HAOeHCHOCMb OOKYMEHMHOU CUCHEeMbl, NPOEKMUPOBaHUe
OOKYMEHMHOU CUCMEMDbL, PACHPEOeleHHOe YIPAGIeHUe, pecyaupylowas cpeod, cmpameus
YApasieHus OOKYMeHMAMU.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanvbHulii annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Illooecomosumwcs k cemunapy.

4. I[Toocomosumscs k pabome na aexyuu. Ilosmopums 6onpoc. obwjas xapakmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  Oucyuniuna  «Joxymenmuposanue YAPAGIEeHYeCKOU
OdesmenvHocmuy, rekyus Ne4). Boimb 20mosvim K 00CYyHcOeHU0 3mMo20 860npoca 6 Xooe JeKYUU.

5 «Opeanuzayua 0oKymenmooodopoma.

Pexomenoayuu no cocmasnenuro u 0opabomke KOHCNEeKmMa AeKyuu.
B nauane cneoyem paccmompems mepmuHvl «0e0NPOUIBOOCMBO», «OOKYMEHMAYUOHHOE
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obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOGaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABNIeHYecKoU 0esimeNbHOCMUY, «OOKYMEHMONOMOKUY, K OOKYMEHMO0O0pomy.

Hanee neobxooumo uzyuums opeaunuzayuro O0oKymeHmoobdoopoma. Taxoce HYH#cHO NoOOpoOHO
NPOAHATUUPOBAMbL OCODEHHOCMU PAOOMbL C XOOAUWUMU U UCXOOSUUMU OOKYMEHMAMU.

Kpome moeo, mHeobxooumo  ocmamosumvca Ha  U3VYEHUU ~ MeMOO08  COKPAUeHUs
00KyMeHmoobopoma.

Cnedyem yoenums HUMAHUE COOEPHCAHUIO KOHMPOA UCHOIHEHUSI OOKYMEHMO8, €20 IManam u
MEexXHOL02UMU.

Kniouegvie cnosa: enympennuii  0oKymenm, 6X00Awull OOKYMEHM, OOKYMeHmMOoobopom,
OOKYMEeHMONOmoKy,  UHOPMAYUOHHO-NOUCKOBASL — cucmema,  UHOeKcayus  OOKYMeHma,
ucxo0sull  OOKyMenm, Kamanoe, 00veM OOKYMEeHmMOOOOpOma, pAayuoOHAIbHOe OBUNCEHUE
OOKYMEHmOo8,  pecucmpayuoHHO-KOHMPOIbHAL — KAPMouKd,  pecucmpayus  OOKYyMeHma,
MEXHON02UHECKAs CXeMA OBUNCEHUSI OOKYMEHNO8, IKCNeOUyus.

3aoanue ons camocmosmenvHol pabomol.

1. HU3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3.Iloemopums 6onpoc: opeanusayus OOKymeHmoobopoma. bvimb comoevim K 00cysHcoenuro
9M020 80NPOCA 8 X00e NeKYUU.

6 «OcnoeHble npaguna op2anu3ayuu padomul ¢ OOKyMeHmamuy.

Pexomenoayuu no cocmagnenuro u 00pabomie KOHCHEKMa NeKYuu.

Paccmompenue Oannoti memvl He0OX00UMO HAYAMb C U3VHEHUS POIAU  UHDOPMAYUOHHO
CNPABoOYHOU pabomvl CIYHCObL 0EIONPOU3BOOCNEA OPAHUIAYULU.

Ilpu smom cnedyem obpamumv 6HUMAHUE HA 6UObL, SMANLL  Pa3paboOmKu, pazoenvl
HomeHKaamypbl 0ell. Takoce HeoOX0OUMO YACHUMb, KAK OCYWeCmBIsemcs meKkyujee XpaneHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3nauarom «iucm-3amecmumendy, «<Kapmazamecmumensy?

Kpome moco, credyem oxapaxmepuzosams 3Kcnepmusy YeHHOCMU OOKYMEHmMO8, Kpumepuu
OYeHKU OOKYMEHMO8, 0pOpMIeHUE ee Pe3YIbmamos, pabomy d3KCHePMHOU KOMUCCUU.

Takowce cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUSL, XPAHEHUsl U
UCNONb308AHUSL KOHPUOCHYUATbHBIX OOKYMEHMO8. Jlanee HYHCHO U3YYUMb KAHAIbL B03MONCHOU
ymeuku uHgopmayuu u ympamsi OOKyMeHmos. M 6 3axiouenue Heobxooumo paccmompems
mpebo8arUs K U320MOGIEHUIO, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 0oneocpounoe xpanenue 00OKyMeHmMo8, 00CMyn K OOKyMeHmam,
KOHMPOb O0elcmeuil, KOHMpOIb MECMONONIONCEeHUsI OOKYMEHMA, HOMEHKIAmypa oOel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKyuee Xpanerue 00KyMeHmos, munosas HOMeHKIamypa oer,
CBOOHAsL HOMEHKIAMypa 0ell, YHUYMOoMCeHue OOKYMEHMO8, IKCNepmu3a YeHHoCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanudenus 00Cmyna Kk OOKyMeHmy, 3aujuieHHbulll OOKYMeHmoobopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHM, NPOMbIULIEHHbIN WAUOHANC, VZPO3bl
OOKYMEeHmMam, YeHHas UHGOpMAayus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4.Iloemopums 80NpoOC: IKCnEpMuU3a YeHHOCmu 0OKymenmos. bvimb comosbim k 0OcyscOenuio
9MO20 BONPOCA 6 X00€ JeKYUU.

Ilpumepnas memamuka peghepamos

3nauenue denonpouzsoocmea 6 ¢hghexmusHom ynpagieHuu opeaHu3ayuell.

Cmpykmypa u ocobennocmu pabomul ciysxcovt [JOY 6 paziuyHvix opeaHu3ayusx.
Cosepemennas nopmamueHo-npasosas 6aza 0oKymenmuposanus 6 PP.

OcHosHbie 00KYyMeHnmbl YNpasieHus U mpebdo8anus K ux opopmieHuio.

Kaoposvie doxymenmol u mpebosanus Kk ux ogpopmieHur.

Ocobennocmu cocmagnienusi nucem (0en0gvle NUCbMA HA PYCCKOM U UHOCHMPAHHBIX
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AZBIKAX, INEKMPOHHBLE NUCOMA,).

7. Opeanuzayus pabomvi ¢ 0OKyMeHmMamu ¢ npumerneruem cogpemeruuix 1T.

8. Ocobennocmu pabomei ¢ apxusuvimu 0okymenmamu. Co30anue’INeKmpoHHbIXAPXUBOS.

9. Cpeocmea obecneuenus 3awumvl uHgopmayuu npu pabome ¢ KOHGUOEHYUATIbHLIMU
.OOKYMEHMamu.

10. 3aoauu cnysncowt J[OY.

11. /leronpouzeo0cmeo — 0ocho6bi mexHoI02UU ynpasieHus.

12. Jlokymenmoobopom u e20 0CHOBHblE IMAnNb.

13. Tpebosanus k oghopmaeruio OOKyMenmos.

14. OcHosmbie 0oKyMmenmol YNpasieHus.

15. Pexsuzumul ynpasnenyeckux OOKYMeHmos, npaguia ux oghopmieHus.

16. Opeanuzayuonno-pacnopsaoumenvhsvie OOKYMEeHMbl, UX COCMABIeHUe U Opopmaerue

17. Texywee xpanenue oen.

18. Ilepeoaua doxymenmos Ha apxueHoe Xpaneuue.

19. Cnpasouno-ungopmayuonnsvie OOKymMeHmsl, UX cocmasienue u 0opmieHue.
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7 OueHoYHbIE CPeCTBA JIJIsl IPOBeIeHH s POMEKYTOYHOM aTTeCTAIMU

a) HHaHpreMLIe pe3yJbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CpeaACTBA AJIsl IPOBECACHUSA l'[pOMC)KyTO‘IHOfI aTrrecramum.

CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemble pe3ynbTaThl
oOydeHus

O1neHOYHBIC CPEACTBA

OIIK — 4 —cnoco0HOCTBHIO OCYLIECTBJISITH /1eJI0BOe OOlIeHHe M NMYyOJHYHbIe BBICTYIICHHSI, BECTH MEpPeroBOpPbl, COBEIIAHHUs, OCYLIECTBJATH
AeJIOBYIO MepPenucKy M NOJ/1ePKUBATH JJIeKTPOHHbIe KOMMYHUKAIMH.

3HaTe

— OCHOBHBIC COCTaBJIAIOIIUE H

ATaIbI MOJITOTOBKH
nyOJIMYHOTO  BBICTYIUJICHHS,
IJIaBHbIE TpeOoBaHUs K
OpraHu3aIuu yOTMYHBIX
BBICTYIUICHUU

CIIocoObI 3¢ dexTUBHOTO
JIEII0OBOTO o01IeHMS,
MyOIMYHBIX BBICTYIUICHHIA,
[IEPETOBOPOB, MIPOBEICHUS
COBEIIaHMMH, IEIIOBOH
MEPENCKH, JIEJIOBOTO
oOu1eHus, AIIEKTPOHHOMN
KOMMYHHUKAIIHH OCHOBBI
JIEJIOBOTO O0IIEeHUs

CIoco0bI u CpencTBa
MH(OPMaLMOHHOTO
BO3JICUCTBUSA

OCHOBHBIE TTOHSTHS u
COBpPEMEHHbIE TIPUHITUITHI
paboThI c JIeJI0BOM
uH(popMalel, a TakKe UMETh
npeCcTaBIeHue 0

KOpIOpaTUBHBIX

TCOPCTI/I‘IG CKHUC BOIIPOCHI:

1.

2
3.
4.
5

~No

10.

11.
12.
13.
14.

15.

16.
17.

Yro Takoe JOKyMEHT, C KaKOH IeJIbI0 OH MOXKET CO3/1aBaThbCsi?

KakoBbI 0COOEHHOCTH JIeI0BOTO OOLIEHUS U ITYOIUYHBIX BBICTYIIJICHUN?

KakoBbI 0OCHOBHBIE TPU3HAKH KJIaCCU(DUKAITUN TOKYMEHTOB?

Yro nmoHuMaercs noj JOKYMEHTAMOHHBIM 00€CIIeYeHUEM YIIpaBIeHUs ?

B dem cyrp crampgaptuzanum ¥ yHH(uKanuu gokymeHtoB? Kakue paspabarbeiBaroTCs
CTaHIapThI?

Yem ornnuaercs opopmiieHHE PEKBU3UTOB 00I1IEero OJaHKa OT O1aHKa nucbMa?

KakoBbI OCHOBHBIE PEKBU3UTHI, UCIIOJIb3yEMbIE JIJIs1 0(OPMIICHHS ITPUKA3a U PaCIOPSIKEHHUSL.
Kakne (hopmMbl TPOTOKOIOB MOKHO HCIIONIB30BAaTh B YIIPABICHUYECKOW JESTEIHLHOCTH, B YeM
UX oTnuue?

VYkakute 0OCHOBHBIE TPeOOBaHUS K 0(POPMIICHHUIO JIETTOBOTO HCHMA.

Kakne KOMIIIEKCHI JTOKYMEHTAllMd BKJIIOYaeT B ce0s KaapoBas WHQPOPMAITMOHHO-
JOKyMEHTAIlMOHHAasl cucTeMa?

B ueM ocobenHocT ohopmIIeHUS TPUKA30B IO TUYHOMY COCTaBy?

Yro moHMMaeTcs Moj opraHu3anueil 10KkyMeHToooopoTa?

Yro Takoe cxembl JOKYMEHTOO000pOTa, 3a4eM OHHU HY)KHBI?

C kakoil menbio pa3pabaThIBAIOTCS HMHCTPYKLIMH IO JEJIOMPOMU3BOACTBY, YTO B HHX
HEOOXOAMMO MPEAYyCMOTPETH?

VYKaXuTre TEeXHOJOIMYECKYI0 IOCJIEA0BaTeIbHOCTD
JOKYMEHTaMH.

KakoBa nocienoBaTenbHOCTh Orepaluii npu padore ¢ BHYTpEHHUMHU JOKyMEHTamMu?

C kakoil 1enpo MpoBoAUTCsS (GOpMUPOBAHME €, KaKUe MPH 3TOM HEe0O0X0IUMO cOOIIoaaTh
TpeGoBaHuUs?

OTalloB pa6 OTBI C BXOJAIIMMH




CTpyKTypHBII
DJIEMEHT

[Tnanupyemsble pe3ynbTaThl

OneHouHble CpeCTBA

KOMIICTCHITHH 00yueHms

WH(OPMAIMOHHBIX CHCTEMaX H 18. Uto Takoe HOMEHKJIATypa Jiej, ¢ KaKoW IeJbI0 pa3padaThIBAIOTCS THIIOBBHIC HOMEHKIIATYPHI
0azax JJaHHBIX nen?
OCHOBHBIE HPUHIIAIIBL 19. Kakyro nHbOpMaIUIO COACPKUT HOMEHKIIATypa J1ei?
OpTraHHu3aIuu 20. Yto moHMUMAETCS MOJT IKCIIEPTU30i IIECHHOCTH JIOKyMeHTa?
JEIONPOU3BOICTBA u 21. Kakue KpuTepHH UCIIOJIB3YIOTCS MPU OLICHKE TOKYMEHTOB?
JOKYMEHTOO0OpOTa B OpraHax 22. Kak ocymiecTBisieTcs mpueM-nepeaada Jaei B apXuB?
roCyIapCTBEHHOU u 23. Yto Takoe KOH(pUICHIIUATBHBIN JOKYMEHT?
MYHHIMIIAIBHOM BIaCTH 24. Kakyie OCHOBHBIC YIPO3bI BO3HUKAIOT MPU PadOTe C KOH(DUICHIIMAILHBIMEA JOKyMEHTaMU?

— pazIH4HbIe cTpaTerun 25. VKakuTe OCOOCHHOCTH BEJICHUS  JICJIONPOM3BOJICTBA, OOCCIEUMBAIOIICTO YYEeT U
TNpe/ICTABIEHUS]  Pe3yJbTaTOB COXPaHHOCTh KOH(QUICHIIMATHLHOU HH()OPMAITUU U JOKyMEHTOB.
cBoeil paboOTHI s APYrUX 26.YTOo mMOHMMAETCS MO 3allMIICHHBIM JOKYMEHTOOOOPOTOM, 3a CYET Yero MOXET OBITh
CIICIIHAIIACTOB. obecriedeHa ero 3amura’?

YMmerb aHaJIU3UPOBAThH KowmmuiekT TecToBbIxX 3amanuii: Nel

KOMMYHUKATHBHBIE TPOLIECCHI
B OpraHHu3anuu u
pa3pabaTbIBaTh MPEATIOKESHUS
o TIOBBIIICHUIO ux
3¢ (HEeKTUBHOCTH

JIOTUYECKU BEPHO,
aprYMEHTHPOBAaHO H  SICHO
CTPOUTH YCTHYIO u
MHCEMEHHYIO PEYb
HOJJIePKUBATh
po¢eCCHOHATBHYIO
KOMMYHHUKAIHIO,
OCYIIECTBIIATh nyOJIUYHBIE
BBICTYIUICHUS
AQHAJIM3UPOBATh  JIOTUYECKYIO
CTPYKTYPY H  OINpPEICISTh

1. ®opmymsip — 3TO:

a) ocHOBHasg ¢opmMa JOKYMEHTa, (UKCHpYOIas IpaBOBble OTHOWIEHHs B JlpeBHepycckoMm
roCy/1apCTBe;

6) oco00 BbIeNaHHAs KOXa HBOTHBIX, MPUMEHSBINASCS B KayecTBE OCHOBHOI'O Marepuana s
nuceMa B J[peBHEpYCCKOM rocyapcTBe;

B) CAaMOCTOSITEIIbHOE MOApa3ieNeHHe, OCYLIECTBISAIONIEE AEI0NPON3BOICTBEHHYIO 1€ATEIbHOCTD;

T') TUMOBast ycToitunBasi hopma (00pazelr) OTaeIbHBIX Hanboliee paclpoCTpaHEHHBIX TOKYMEHTOB.

2. YcTraHOBJI€HHE €IMHO00pa3us coctaBa U (OpM YIPaBIEHUECKUX JTOKYMEHTOB, CO3/1aBa€MbIX IPU
pELIeHNN OJTHOTUITHBIX YIPABICHUECKUX (YHKIIHI:

a) YHU(pUKAIUS;

0) cepruduxanms;

B) KOJIUPOBAHME;

') JOKyMEHTHUPOBAHUE.

3. OOs3aTenpHBIM YCIOBHEM JUIsl BKJIIOYEHUS HHPOpManud B HH(OPMAIMOHHBIE PECYPCHI,
OCYILIECTBIISIEMOTO B MOPSIZIKE, YCTAHABIMBAEMOM OpraHaMu rOCyJapCTBEHHOM BJIACTH, SIBISIETCS €€:
a) CTaHIapTU3ALINS;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBA

CTEIEHb
apryMEHTHPOBAHHOCTH
MUCbMEHHOM W YCTHOM peuH,
CO3/1aBaTh pa3JIMYHbIC THIIbI
TEKCTOB YCTHOM, MUCbMEHHOM,
BUPTYQJIbHOW M CMEIIAHHOU
KOMMYHUKAIlUM Ha pPYCCKOM
S3bIKE B PA3UYHBIX >KaHpax
YIPABJICHYECKOU
KOMMYHHKAITMH  (ITyOJIUIHBIX
BBICTYIUICHUSX, IE€PEroBOpax,
COBEIIAHMAX, JICITOBOM
MIEPETTUCKH )

WHTETPUPOBATH B
JEATEeILHOCTh TOAPAa3ACIICHUS
MOJIOKEHUSI  AHAIUTHUYECKHUX
JIOKJIAZI0B, OTYETOB U JPYTHX
UH(GOPMaIMOHHBIX
MaTepHayioB.

0) 3ammra;

B) IOKYMEHTUPOBAHHUE;

I') BBIKYII TOCYAapCTBOM Y YaCTHBIX JIUILI.

4. CpenctBoM ycTpaHeHUs! «OyMaXHOTO OyMay SIBIISETCS:

a) KOMITbIOTepU3aLUs JeIONPOU3BOICTBA;

0) yHuUKAIUs JOKYMEHTOB;

B) KJaccu(uKanus J0KyMEHTOB;

T') IPUMCHCHHUE PA3HOCTOPOHHEH OPTTEXHUKHU

5. 3HaueHHe JOKYMEHTAMOHHOTO 00eCIeYeH s YIPaBICHUS OIpeIeseTCs:

a) KOMMYHHUKaIUsIMU;

0) uneHtuduKanuei;

B) QuKcauuen;

T) cy1eOHBIM Pa30HPaTEIbCTBOM.

6. B mpaBoM BepXxHEM yTriy JOKYMEHTOB PacIoNiararoTcsl CIASAYIONINEe PEKBH3UTHI: )
rpu¢ cornmacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) rpu( yTBEp)KICHMUS;

T) ajgpecar.

7. B 1eBoM BepXHEM yIiay JOKYMEHTOB pacloiaratoTcs CIeAYOIUe PEeKBUZUTHI:
a) pe30JTIoLIHS;

0) OTMETKa O HATMYHMH MIPUIIOKECHHUS,

B) OTMETKA 00 MCIIOJIHUTEIIE;

T') KOJl OpraHu3alluu.

8. B mpaBoM HMXKHEM YTy PacloiaraloTCsi PeKBU3UTHI:

a) OCHOBHOM TrocyJjapcTBEeHHbIN peructpanonssiii Homep (OI'PH) ropunnyeckoro
TU1Ia;

0) koa popMBbI JOKYMEHTA;

B) WICHTU(UKAIIMOHHBIN HOMep Hanororiarensinuka (MHH);

r) rpu¢ orpaHMYeHUs JOCTYMNA K TOKYMEHTY.

9. B 1eBOM HMKHEM YTy paCHONAraloTcs PeKBU3UTHI:
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBA

a) KOJ MPUYMHBI IOCTAHOBKHU Ha YYET;

0) OTTHUCK II€YaTH;

B) BU3HI,

T') OTMETKa 00 MCIIOJTHHUTEIIE.

10. K B3aMMOUCKITIOYAIOIINM PEKBU3UTAM OTHOCSTCS:

a) sMOJeMa opraHu3ay U TOCYAapCTBEHHBIN repd PO;

0) Ko opraHuzanuu 1 ko1l (OpMbI IOKYMEHTa;

B) PETUCTPALIMOHHBIN HOMEP JOKYMEHTA U CChUIKA Ha PETUCTPALIMOHHBII HOMEP U
JaTy JOKYMEHTAa;

r) rpud yrBepxkaeHus u mnedath.ll. Ecnm opraHuzanus MnoJBEJOMCTBEHHAa OJHOBPEMEHHO
HECKOJIbKUM OpraHam

YIPaBJIEHUS, TO B Pa3HBIX CUTYaLlUsAX YKa3bIBAETCS:

a) HETIOCPEJCTBEHHO BBIIIECTOSIIIAs OPTaHU3AIHS;

0) camas rjaBHas BBILLIECTOSIAS OPraHU3alMs;

B) He OoJiee Tpex cTerneHei Mo IBeJOMCTBEHHOCTH;

I') HE YKa3bIBa€TCs HU OJIHA BBILLIECTOSAIIAS] OPTaHU3alMsL.

12. JlaToii JoOKyMeHTa MOXET OBbITh JaTa:

a) ero HalMCaHMs U COTJIaCOBAHUS;

0) ero MmoamuCcaHus;

B) €r0 YTBEPXKJIEHUS;

T') IPOBEJICHUS 3aCeAaHUsI, HA KOTOPOM MPHHSITO pELIeHHE.

13. JlaTel B JOKyMEHTaX MOT'YT ObITh O)OPMJIICHBI:

a) 22. 08. 1997,

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 yac.45 muH.

14. Kakne peKBU3UTHI TOKYMEHTOB ITUIIYTCS, KaK MIPaBUJIO, OT PYKH:
a) BU3a,

0) pe3oronus;

B) MTOATIHCE;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBA

T) ajgpecar.

15. K xakum pexkBU3UTaM OTHOCATCS CJIOBA:
a) «BepHo» A)
0) «/lnst ciry>xeOHOTO MOJIb30BaHUS» b)
B) «3aMeuaHus mpujararorcs» B)
r) «IlerpoB M.K. 924-76-40» I')
16. PEeKBU3UT «IIOAMKICHY» HA Pa3HBIX JOKYMEHTAX BKIIOYAET:

a) TMYHYIO POCIHCH aBTOPA JJOKYMEHTA;

0) TMYHYIO POCIIHCH PYKOBOJIUTENS U €€ paciu(poBKy;

B) YKa3aHHE TOJDKHOCTH, JINYHYIO POCIIUCH PYKOBOAUTEINS U €€ Pacin(poBKy;

T') yKa3aHue JOKHOCTH, HAMMEHOBAHHUE OpTraHU3aIluH, TUYHYIO POCIUCH PYKOBOIUTES,
ee pacuudpoBky.

Komiuiekt TecToBbIX 3amanuii: No2

1. Kakoe cokparieHue siBisieTcst abOpeBruaTypoii:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarasus;

r) o/m, /0.

2. CnoBo, kKoTOpoe 0003HaYaeT HOBOE MOHATHE, YIIOTPeOIsieMoe B IOKyMEHTax, —

3TO:

a) abOpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

I) apXau3M.

3. OtbGepute npUHIHT OPHUITMATBHO-IETOBOTO CTHIISA JOKYMEHTAIIUH

a) MPeIOCTABICHUS MAaKCUMAaIbHO BO3MOKHON MH(POPpMAITNH;

0) IpUMEHEHNE CIIOB «MBI BBITTOJTHIMY, «SI CIICIIAI0»;

B) OTPAaHUYEHHOCTh B IPUMEHEHUU S3BIKOBBIX CPE/ICTB;

T') IPUMEHEHHUE Y€TKUX OTBETOB «J1a», KHET.

4. Jlekcuyeckoe COKpalieHHe CI0Ba, YIOoTpebsieMoro B JOKYMEHTaX — 3TO:
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble CpeCTBA

a) abOpeBuaTypa;

0) CHHOHUM;

B) HEOJIOTH3M;

I') IaPOHUM.

5. Uto He OTHOCUTCS K OUIHATIBHO-AEI0BOMY CTUIIIO TIOKYMEHTA:

a) aAPECHOCTH H(OPMAITNH;

0) TeMaTH4ecKasi OrpaHUUYEHHOCTh B IPUMEHEHHUH S3bIKOBBIX CPEJICTB;

B) MPEIOCTABICHNE MAKCUMAJIHLHO BO3MOXHON HH(OpMAIIHH;

) yHUQUKAIUs JOKYMEHTA.

6. K mpaBuiiaM 1€710BOTO STUKETa OTHOCSTCS:

a) HETOPOIUIUBOCTb C OTBETOM;

0) O;arogapHOCTh 3a OTBET WUJIU JACHCTBUE;

B) 00CTOSITENBHOE U3JI0KEHHE JOKYMEHTA,;

I') YMEHHUE CIaylaTh ApYrux Jojei.7. B kakoM 10KyMEHTE UCIOIb3YIOTCS CJIOBA «... B IPOTUBHOM
ciydae Bam Oynyt

MpeIbsIBIICHBI IITPa(HBIE CAHKIIMI» B KAYECTBE S3BIKOBOM (POPMYIIBI, KaK pe3yIbTara
YHU(UKALUH SI3BIKOBBIX CPEJICTB:

a) B rapaHTUHHOM NHCHME;

0) B pexJIaMallMOHHOM MTUCbME;

B) B ”HPOPMAIIMOHHOM MHCHME;

I') B IMCbMe-HaIIOMMHAHUM.

8. CrnoBa, KOTOpbBIE CTAaHOBATCS HEOMUIIMATBLHBIM 3aMEHHTE]IEM TEepPMHUHA M HMX NPUMEHEHHE B
JOKYMEHTaX HeJ0IMYCTUMO, — 3TO:

a) IpoeCCUOHATN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

I') HApOHUMBI.

9. 3aKkOHYEHHBI! B CMBICIOBOM OTHOIIEHUHU OTPE30K TEKCTa, MO3BOJIAIONINI YCTaHOBUTH
3Ha4YCHHE BXOSIIETO B HETO CJIOBA WK (pa3bl — 3TO:

a) aHHOTAIIMS;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus
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0) pedepar;

B) KOHTEKCT;

') KOHCTICKT.

10. Perynupyromas (Ae4T€IbHOCTh OpraHu3aliiii) cpea BKIYaeT:

a) TOCyJJapCTBEHHbIE CTaH/1aPThI;

0) 0OIIIECTBCHHBIC OXKUIAHUS;

B) PEKOMEHJIAlUHU, OTPaXKAIOIUE I1€PEIOBOM OIBIT;

') HOPMAaTUBHBIE JOKYMEHTBI, OTPAYKAIOIINE ICATEIHOCTh OPTaHU3AIHH.

11. [NonuTHKa ynpaBieHus JOKyMEHTaMU OpraHU3aluy 1103BOJISET:

a) MOBBIIATh 3()(HEKTUBHOCTH AEATEIEHOCTH OPTraHU3AINH;

0) cobmroaTh TpeOOBaHUS 3aKOHO/IATENILCTBA U PETYIUPYIOLIEH Cpelbl;

B) M30€XaTh PUCKOB MPEANPHHUMATEIILCKON JeSITeTbHOCTH, CBI3aHHBIX C IOKyMEHTAMU;

I) COXpaHATh MNaMATh OpraHu3aluu, HMHAUBHIA M oOmectBa.l12. K mnpuHnunam paspaboTku
MpOrpamMM YIPaBJICHUS TOKyMEHTAMUA OTHOCHUTCSI:

a) OLIEHKA PUCKOB, CBA3aHHBIX C OTCYTCTBUEM O(QUIMABHBIX JOKYMEHTOB;

0) ompeenieHre MpaBuil CO3AaHus METaJaHHBIX O IOKYMEHTaX;

B) oOecrieueHne XpaHeHus JOKyMEHTOB B 0€30MacHO 1 3aIlMIIEHHON cpefe;

I') oNpe/iesieHne BO3MOKHOCTEN MOBBILIEHUS YPPEKTUBHOCTU pabOThl OpraHU3aIMH

B pPe3yJbTaTe KaYeCTBEHHOTO YIPaBJIEHUS IOKYMEHTaMHU.

13. PacnipenenieHne OTBETCTBEHHOCTH 3a JOKYMEHTAllMOHHOE 00eCTieueHUE YIIpaBJIeHUs
IpearnosaaraeT OTBETCTBEHHOCTb:

a) BCeX COTPYAHHUKOB OpPTaHU3AINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHU3aINH 32 ;

T') cekperapen 3a .

14. Ecium NOKyMEHT sBIS€TCS TEM, 4YeM JOJDKEH ObITh; CO3JaH WJIM OTIPABJICH JIULIOM,
VIIOJTHOMOYEHHBIM Ha 3TO, a TaKXKe B TO BPEeMs, KOTOpOE yKa3aHO Ha JOKYMEHTE, TO 9TO O3HadaeT
ero:

a) IOCTOBEPHOCTb,

0) LIETTOCTHOCTb,
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B) ayTEHTUYHOCTb;

T') IPUTOAHOCTb IS UCTIOIb30BaHUSI.

15. Ctparerust BHeAPEHUS TOKYMEHTHBIX CUCTEM MPEAyCMaTPUBAECT:

a) IPOCKTHUPOBAHUE JTOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHHUKOB, pabOTAIOUINX C JOKYMEHTAMU;

B) COOTBETCTBHUE JJOKYMEHTOB PETYJIUPYIOLICH cpefie;

') KOHBEPTAIIMIO IOKYMEHTOB B HOBBIE JJOKYMEHTHBIE CUCTEMBI, (POpPMATHI.

16. CrtocoGHOCTh JOKYMEHTHOW CUCTEMBI JJIUTENBHO U MIPABUIIBHO (DYHKIIMOHUPOBATH
B COOTBETCTBUU C TpeOyeMbIMHU MPOLIEAYypaMH O3HAYaeT ee:

a) HaJIe)KHOCTh;

0) a3bdexTUBHOCTS;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOW CUCTEMBI IPEOTBPAIATh HECAHKLIMOHUPOBAHHbBIE
JOCTYM K TIOKYMEHTaM, UX YHHYTOKEHUE, N3MEHEHUE WU TIepEMEIICHHs O3HaYaeT ee:
a) HaJIe)KHOCTh;

0) 7 (heKTUBHOCTB;

B) LIEJIOCTHOCTb;

I') KOMIUJIEKCHOCTh.18. MeTonoi0russ NpOeKTUPOBAHUS M BHEAPEHHMS JOKYMEHTHBIX
BKJTIOYAET:

a) aHaJU3 JEJI0BOH e TEeNbHOCTH OpraHu3aluy;

0) OIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHUHT, OLIEHKY, KOPPEKTHPYIOIIUE JeHCTBUS;

I') IpeKpalieHle MIPUMEHEHNS JOKYMEHTHBIX CUCTEM.

19. O6bexkTamMy yHU(PHUKAIIUN U CTAaHAAPTU3ALMHU B YIIPABICHYECKOH 1€ATEeIbHOCTH
SBIISIFOTCSI:

a) TEPMUHBI, UCTIOJIb3yeMbIe TIPH paboTe C yIpaBIeHIECKON HHPOpMAITUEH;

0) opraHu3aIMoOHHbIE CTPYKTYPhI OPraHU3aNH, yUpekKIeHUH U TPEANPUATUIN;

B) yIipaBiieHuecKre QyHKIUY;

I') yIipaBJIeHYeCKasi JOKYMEHTAIHSL.

CHUCTEM
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Bnanets

- CIIOCOOHOCTBIO OCYILECTBIISATH
JIEII0BOE OOIICHUE U MyOIMYHBIC

BBICTYILJICHUS], BECTU
MIEPETOBOPBHI, COBEIIIaHUA,
OCYILIECTBIISATh JIEJIOBYIO
MEepenucKky W  MOAIEP>KUBAThH

OJICKTPOHHBIC KOMMYHUKAIIWH.

[IpakTrueckue 3aganHus:

Kpoccropn 1.

ITo ropusonTanu: 1) 3anuck HHGOPMALIMU HA PA3IMYHBIX HOCUTENSAX M0 YCTAaHOBJICHHBIM IIPAaBUIIAM;
2) yCTaHOBJEHHE KOJMYECTBAa M COCTaBa JOKYMEHTOB B €IUHMLAX Yy4yeTa M (uxcanus
MPUHAIICKHOCTU KaXI0W €MHULIBI yUeTa K ONPEAeICHHOMY KOMIUIEKCY U O0IIEMY UX KOJIUYECTBY
B YUYETHBIX JOKYMEHTaX; 3) y4eTHbII IOKYMEHT, COJAepXKalliil Ha3BaHUE, CBEJICHUS O KOJMYECTBE,
COCTaBe JOKYMEHTOB (POHAA M MECTE €ro XpaHEHHs, MpeAHa3HAYCHHBIH ISl LEHTPAIU30BAHHOTO
ydeTa JOKYMEHTOB; 4) mepeueHb OQUIMAIbHBIX HAWUMEHOBAHUI XpaHAIMXCS, BBIOBIBIIUX U
MOCTYMAIOUINX apXUBHBIX ()OHJOB B TMOPSAKE BO3pACTaHUS TPUCBOCHHBIX MM HOMEpPOB; 5)
IPEJyCMOTPEHHbIE HOPMAaTUBHBIMH JOKYMEHTAaMH YCJIOBHUS MCIIOJIb30BaHMSI AapXMBHBIX U
KOH(HUICHIINATBHBIX JOKYMEHTOB; 6) 1uppoBoe u/min OyKBEeHHO-IIM(POBOEe 0003HAYCHHUE JieNia B
HOMEHKJIAType Jie]l OpraHM3allid, HAHOCUMOE Ha €ero OOJOXKYy; 7) CBOHCTBAa JOKYMEHTa,
oOyciaBiMBarolie €ro KyJIbTypHOE, HAay4yHOe€ M T.I. 3HA4YeHHe; &) BOCCTAHOBIICHHE
NEePBOHAYAIBHBIX WM OJNIM3KUX K NE€PBOHAYAIbHBIM CBOMCTB M BHELIHMX IPU3HAKOB apXHUBHOI'O
JIOKYMEHTA, TOJABEPTIIerocsl IMOBPEXKICHUIO WIM pa3pylleHHio; 9) CpeacTBO THUPaKUPOBAHUS
NOKyMeHTOB; 10) ydyeTHbBI NOKYMEHT, coJepXalluil rnepeyeHb JOKYMEHTOB Jefla ¢ yKa3aHHeM
MOPSIIKOBBIX HOMEPOB JOKYMEHTOB, WX WHJIEKCOB, Ha3BaHWUM, JaT, HOMEpPOB JHCTOB; 11)
IpUMEHeHHe HMH(pOpMAlMKM JOKYMEHTOB B KYJIbTYpHBIX, HayYHBIX W T.NI. LENAX, a TaKXKe I
oOecrieueHrs 3aKOHHBIX MpPaB U MHTEPECOB TpaxaaH; 12) cnpaBOYHHUK, B KOTOpOM HMHGpOpMaIus o
JOKYMEHTaX pacIiojio’keHa B COOTBETCTBUU C BbIOpaHHOW cxeMol kiaccupukanuu; 13) ToKyMeHT,
MOJIHOCTbIO BOCHPOU3BOAAIINNA HMH(QOpPMALMIO MOJJIMHHOIO JOKYMEHTa WU BCE €ro BHEIIHHE
MPU3HAKY WIM YacTh UX, HO HE UMEIOIUHI IOpUIUUECKON cuibl; 14) n3MeHeHne nepBOHavYaIbHbBIX
(U3UKO-XMMHYECKUX CBOMCTB JOKYMEHTA IMOJ BO3/JE€WCTBUEM BHEIIHUX M BHYTPEHHUX (aKTOPOB;
15) mepBBIi WM €IWHUYHBIA SK3eMIUIAp O(UIHUAIBHOIO JOKYMEHTa; 16) IopHAMYecKoe WU
(buzmvecKoe JUI0, B IEATETLHOCTH KOTOPOTO O0pa3yeTcs NOKyMeHTalnbHbIN GoHa, 17) cpencTBo
XpaHEHUs JOKYMEHTOB.
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ITo BepTukanu: 1) ABMKEHHE TOKYMEHTOB B OPraHU3AIlMM C MOMEHTA UX CO3JAaHUS UJIH MOTY4YEHUS
710 3aBEpILIEHUSI WCIIOJIHEHUS WJIM OTNpaBieHMs; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE IO
yCTaHOBJIEHHOH (opMme, ukcupyomas (akr ero coznaHus, OTHpPABICHHs WIM MoaydeHus; 19)
JOKYMEHT WJIM COBOKYIHOCTb JIOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BOINPOCY WM Y4YacTKY
NESTEIbHOCTH U TOMEIIEHHBIX B OTIEIbHYIO 0010XkKy; 20) opraHuzauus WIH CTPYKTYpHOE
MO/IPA3JEIICHNE, OCYILECTBIAIOLIEE JJIMTENBHOE WIM IIOCTOSHHOE XPAaHEHHE OKOHYEHHBIX
JIOKYMEHTOB C LI€JIbI0 MX MCIIONb30BaHUs;, 21) CpeICTBO KacCOBOM OPITEXHUKHU; 22) KOMMS 4acTu
TEKCTa JOKYMEHTa, O(OpMJIEHHas B YCTaHOBJICHHOM IOpsake; 23) CpeACTBO M3TOTOBJICHUS
M300pa3UTENbHBIX JIOKYMEHTOB; 24) cHenuaJbHO 00OpYJIOBAHHOE IIOMEIIEHHE MJsl XpaHEeHUS
apXMBHBIX JIOKYMEHTOB; 25) TOBTOPHBIH OJK3eMIUIAp MOMJUHHUKA JOKYMEHTa, HWMEIOIUi
IOPUJIMYECKYIO CcUiTy; 26) ¢u3HUecKkoe WIW IOPUIWYECKOE JIMIO, CO3JaBIIee JTOKYMEHT, 27)
opuLMaNbHBIA TOKYMEHT, HMMEIONIMHA IOPUAWYECKYI0 CHIIYy U CoJepXaluil MHPOpPMALHUI0 O
MpelMeTe 3ampoca, ¢ yKa3aHHEM IMOUCKOBBIX JaHHBIX JOKYMEHTOB; 28) OoTOOp JOKYMEHTOB Ha
XPaHEHUE WM K YHUUTOXKEHHUIO, a TAK)KE YCTAHOBJIEHUE CPOKOB MX XPAHEHUS Ha OCHOBE MPUHATHIX
KpUTEPUEB.
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Kpoccsopn 2.

[lo ropusoHTanu: 1) HOPMATUBHBIA JOKYMEHT, COJEpKallUil CHUCTEeMAaTU3UPOBAHHBIM IEepeUyeHb
CTPYNIIMPOBAHHBIX HAWMEHOBAaHUI OOBEKTOB M MPHCBOEHHBIE WM KOJbl; 2) HOPMAaTHBHBIN
JOKYMEHT, 3aKpeIUIAIOMUNA yHU(PUKAIUIO AETONpPOU3BOACTBA; 3) (ukcanus Ha MaTepuaIbHOM
HocuTeNle MHQOPMAIMK C PEKBU3UTAMHU, MTO3BOJISIOLUIMMHU €€ UIeHTU(PUINPOBaTh; 4) yCTaHOBJIEHUE
eanHooOpa3usi coctaBa U (GOpM YIPaBICHUECKUX JIOKYMEHTOB, CO3/1aBA€MbIX IPH pEIHICHUU
OJHOTUIIHBIX YIpaBieHYeCKHX (QYHKIUH; 5) wuHbopmanms, (QUKCHUpOBaHHas Ha KaKOM-JIHOO
MaTepUaJIbHOM HOCHUTEIIE.

Ilo Beprukamu: 1) nudpoBoe oOo3HaueHHe (GOpM JTOKYMEHTOB B XOJ€ COCTaBJICHUS
kiaccupukaropo uHbopmaruu; 6) 1udpoBoe 0003HAUECHHME, SIBISIONIEECS DIEMEHTOM
uACHTUGUKAIMM OOBEKTOB B XOJA€ MX KilacCHUKAMK;, 7) MEXKIYyHApPOAHBIM JOroBOp IO
OTpe/IeIEeHHOMY BOMpPOCY; 8) OpraHu3alus WU CTPYKTYpPHOE MOJApa3JeeHHe, OCYIIECTBISIOIIEe
JI0JTOBPEMEHHOE MJIU TIOCTOSIHHOE XpaHEeHWE OKOHYEHHBIX J1eJ; 9) BHECEHHE JOKHOCTHBIM JIULIOM
B o(ulMaIbHble JOKYMEHTHI 3aBEJOMO JIOKHBIX CBEIEHUIN WM HCIPABICHHM, MCKa)KaIOIUX HX
JeicTBUTENBHOE conepkaHue; 10) cMHOHMM cioBa 10roBop; 11) MOKyMeHT, MOATBEpKAArOIIMM
COOTBETCTBHUE NMPOIYKIUH, POIIECCOB U YCIYT YCTAHOBJIEHHBIM TPEOOBaHUSIM.
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0) Ilopsanox mnpoBeaeHMs TMPOMEKYTOYHOHM aTTeCTALMH, MOKA3aTeJH M KPHTEPHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepircanue NyHKma:

Ilpomesicymounas ammecmayusi npogooumcs 8 (opme 3awema N0  BONPOCAM,
oxeamwlsalowe meopemuiecKue OCHO8bl OUCYUNIUNBL «/JOKYMeHmUposanue ynpaeieHuyeckou
OesimenbHOCIu».

3awuma npakxmuueckux pabom nposOOUMCs — HENOCPEOCMBEHHO HA NPAKMUYECKUX
3AHAMUSIX.

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHAas JUTEpPaTypa

1. [Tanacenko, 10. A. JlokyMeHTHpOBaHUE yIPABICHUYECKON IeATEILHOCTH: YyeOHOe mocooue /
10.A. ITanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe ydueOHoe nocodue). - ISBN
5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekcr : snextponnsiid. - URL:
https://znanium.com/read?id=309085 (nara obpamenus: 15.12.2019)

0) lonoJIHUTeIbHASA JIATEPATYypa

1. Kopuees, U. K. JlokymeHTHpOBaHME ypaBiIeHUYECKON AesTeabHoCcTH + TecThl B OBbC :
yueOHUK U MPaKTUKYM JJig akajemudeckoro 6akanaspuara / M. K. Kopnees, A. B. ITmenko, B.
A. Mamypues. — 2-e u3fl., nepepab. u gon. — Mocksa : U3natensctBo FOpaiit, 2019. — 384 c.
— (bakanaBp. Akagemuueckuit kypc). — ISBN 978-5-534-04533-8. — Tekcr : 31eKTpOHHBIH //
OBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/433066 (mxara obpamenus: 15.12.2019).

2. KazakeBuy, T. A. JlokyMeHTaLlMOHHOE 0OecIieueHUEe YIIPaBIECHUs ;| YUeOHUK U IPAKTUKYM JUIs
cpeanero npogeccronanbHoro oopazosanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3f.,
ucnp. u gon. — Mocksa : M3parensctBo KOpaiit, 2019. — 177 c. — (IIpodeccronansroe
obpazosanme). — ISBN 978-5-534-06291-5. — Tekcr : anekrponnsiit // ObC FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/437587 (mata obpamienus: 15.12.2019).

B) MeTtoanueckue ykazanusi

Metoaudyeckue YKa3aHus MPUBCACHLI B HpI/IJ'IO)KeHI/II/I 1

r) Iporpammuoe o6ecrieyenne u UHTEpHET-pecypebl:

Haunmenosanue [10 No norosopa CpoK AeNCTBUS TUIEH3UU
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
H-757-17 ot 27.06.2017 27.07.2018
J1-593-16 ot 20.05.2016 20.05.2017
J1-1421-15 ot 13.07.2015 13.07.2016
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
KasperskyEndpoindSecurityans | JI-300-18 ot 21.03.2018 28.01.2020
o6usHeca-CtaH apTHBIN J-1347-17 o1 20.12.2017 21.03.2018
J1-1481-16 ot 25.11.2016 25.12.2017
1-2026-15 ot 11.12.2015 11.12.2016



https://urait.ru/bcode/433066
https://urait.ru/bcode/437587

7 Zip CBOOOJTHO PacCIpOCTpaHIEMOe | OECCPOUHO

FAR manager cBOOOIHO pacrpocTpaHseMoe | 6€CCpOIHO

HNHuTepHer pecypcesl

1. MexxnyHaposnas cripaBounast cucrema «llommpen» polpred.com otpacis «O0pa3oBanue,

Hayka». — URL: http://edication.polpred.com/.
2.HammonanbHast ”HGOPMAIIMOHHO-aHATMTHYECKas: cucTeMa — POcCHIICKUI MHIIEKC HAYYHOTO
mutupoBanus (PMHL). - URL:https://elibrary.ru/projest_risc.asp.

3. ITouckosas cucrema Akaaemust Google (GoogleScholar). - URL.: https://scholar.google.ru/.
4. Undpopmannonnas cucrema — EquHOe OKHO JTocTyma K HHPOpManoHHBIM pecypcam. - URL:

http://window.edu.ru/.

9 MaTtepuajibHO-TEXHHYECKOE o0ecnevyeHne JUCHUIJINHBI (MOIYJIs1)
MaTepI/IaJIBHO-TGXHI/I‘-IeCKOC O6CCHC‘ICHI/IC JOUCLUIIJIMHBI BKJIFOYACT:

Twum u Ha3BaHUE AyJAUTOPHUN

OcHareHue ayJIuTOpuu

Y4eOHbIe ayAUTOPHH IS
IPOBEACHUS 3aHATUIH JIEKIIHOHHOTO
TUIIA

MynbTHMeIMIHBIE CPEACTBA XPAHEHHUs, IIEPEAAUYn U
npecTaBiIeHNus HHPOPMALIUH.

Y4eOHbIe ayIUTOPUH AJIS
MPOBEJICHUS TPAKTUYECKHUX
3aHATUH, TPYNIIOBBIX U
VH/IUBUYAJIbHBIX KOHCYJIbTALlUM,
TEKYILIEro KOHTPOJIS U
MIPOMEKYTOUYHOM aTTECTALNKU

MynpTuMEIUIHBIE CPEACTBA XPAHEHNUS, IIEpeJadul 1
npecTaBIeHNus HHPOPMALIUH.

KomMIuiekc TecToBBIX 3aJaHui UIsl TPOBEIECHUS
MPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

ITomentenus 111 caMOCTOSTEIILHON
paboThI: 00YJAFOIIIHXCS

[Tepconanbubie kKombioTEPHI ¢ makerom MSOffice,
BBIXOIOM B IHTEPHET U ¢ JIOCTYIIOM B 3JIEKTPOHHYIO
UH(OPMAIMOHHO-00Pa30BaTEIbHYIO CPEy YHHBEPCHTETA

[Tomemenus Ui XpaHEeHHUs U
poUIAKTUIECKOTO
00CITy’)KUBaHUs y4eOHOT O
000pyTI0BaHUS

[Hxads! a5 XpaHeHus: y4eOHO-METOANUECKOMN
JIOKYMEHTAIUH, Y9eOHOTO 000PY/I0BaHMS H YIeOHO-
HaTJISIAHBIX ITOCOOMH.
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IIpniaoxenne 1
Tpe6oBanus k 0popMiIeHHI0O KOHTPOJIbHOW PadoThI:

1. PabGora BBINONHSETCS IMEYAaTHBIM CIIOCOOOM C HCIOJIb30BAaHHUEM KOMIIBIOTEpA H
MIPUHTEPA HAa OAHOM CTOpOHE JucTa popmara A4 yepes nmoartopa (1,5) uarepBana. Tun mpudra —
Times New Roman, 1Bet mpudra — yepHbIid, Kerib (pa3mep) mpudra — 12 unu 14. B pabote He
JIOITYCKaeTCs UCIOIb30BaHUE IIPU(PTA PA3HBIX TAPHUTYD.

2. AG3a1pl B TEKCTE) ClIeAyeT HaYMHATh C OTCTYIA, paBHOTO 1,25 MM, BEIpaBHHUBAaHHE TIO
HIUPUHE.

3. Ha3Banus pa3zienoB W MOJPA3/AeiOB BBLICISAIOTCA JKUPHBIM mpudrom. Hazpanue
pasziena pacrojaraercs IocepearHe CTPOKH, a moapaszesna — oT ad3ana.b

4. CIIiuCOK HCITOJIb30BaHHBIX HCTOUYHHUKOB U JIMTEPATYPhI TI€UATACTCA YEPE3 1,5 HUHTCpBAJa,
KaXJ0€ Ha3BaHUC HAYHMHACTCA C 3633113.

5. CtpaHulbl UMEIOT CIIEAYIOIIKE NOJIA: JeBoe 25 MM, paBoe - 10 MM, BepxHEe U HUKHEE
- 20 mm.

6. Ctpykrypa paboThI:

- TuTynbHBIN JIUCT.

- ConepxaHue.

- Beenenue.

- Tekct paboThI (TJIaBHI).

- 3aKJIr04YeHHUE.

- CIIMCOK MUCTOYHHMKOB U JINTEPATYPHI.

- [Ipunoxenus

Bce cTpyKkTypHBI€ 371€MEeHTHI pabOThl HAYUHAIOTCS C HOBOTO JIMCTA.

7. 3aroJOBKM pacIoJIaraloTCs IOCEPEAMHE CTPAaHULBI W YKa3bIBAIOTCS IPONHCHBIMU
OykBamH Oe3 KaBBIYEK M TOYKM B KOHIIE, BBIIEISIOTCA MOMYKUPHBIM Hpudrom. IlepeHocutsb
CIOBa B 3arojOBKE HE JOINYCKAeTCs. 3aroJIOBKH OIJIABIEHMUS JOJDKHBI TOYHO IOBTOPSTH
3aroJIOBKH B TEKCTE.

8. MmrocTpanuu, UCMONb3yeMble B TEKCTE pabOThl, pa3MEIIA0TCsl 110C)I€ IEPBON CCHUIKU
Ha HUX M CONpPOBOXJArOTCA cinoBamu «PucyHok», «Tabmauna», «Cxemar, «I'padpuk» u T.1. Bee
WUTIOCTPAllMM  HYMEpPYIOTCS CKBO3HOM HyMepauuend apaOckumu nudpamMu B HOpSAKe
YIIOMHHAHUS B TEKCTE (U1 KaX/10T0 BUJIAa MIUTIOCTPALIUI CBOSI HyMeparys).

9. IlpunoxeHus: NOJKHBI MMETh TEMaTHUYECKUE 3arojIOBKM M HYMEpPYIOTCS apaOCKUMHU
nugpamu. [lepeuens npunoKeHUN yKa3bIBA€TCs B OTJIABICHUU.

10. Bece crpanunbl paOoThl, BKIIIOYas MPHIOKEHUS, HyMepyroTcs mo nopsaky. [lepsoi
CTpaHMIIEH CUMTAeTCs TUTYJIbHBIA JHCT, HA HEM HOMep He craButTcs. Hymepyror apaGckumu
muppamu, ucnonb3dys mpupt Times New Roman, kernp 12, ¢ cobmrogeHHeM CKBO3HOMU
HyMepalnuu 1o BceMy TekcTy. HoMmep mpocTtaBiisercs B paBOM BEPXHEM YIUy (BbIpaBHUBaHUE
10 IPaBOBOMY Kparo) 6€3 TOUKH B KOHLIE.

11. Ccbulku HyMEpYIOTCSl B CKBO3HOM MOpsAKe apaObCcKuMH Hudpamu B Ipeenax KakIou
qacTH paboThl (BBECHUS, PA3/IEIOB U 3aKIIIOUCHHS).
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12. CHocka odopmisieTcs B kKoHIe pasaena (BcraBka — Cepuika — CHocka — KonieBast
CHOCKa, MPUMEHHUTDH KO BCEMY JJOKYMEHTY):

- bes kpacHoit cTpoku (ab3ama).

- Hymepanus: apabckumu nudpamu.

- HlpudT: Times New Roman, 10 kers.

- BolpaBHMBaHUeE 110 MIKUPHUHE.

- OnuHApHBIN HHTEPBAT KaK BHYTPH OJHOW CHOCKH, TaK U MEX]Y TBYMSI CHOCKAMH.
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