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Pa6ouast mporpamma cocrasieHa Ha ocHoe ®I'OC BO mo HanpasieHHIO MOATOTOBKH
(cnenmanbroctr) 38.03.04 I'ocymapcTBeHHOE M MyHHIUNATIBHOE YIIPABICHUE, YTBEPKICHHOTO
npukazom MOuH P® ot 10.12.2014 Ne 1567.

PaGouas nporpaMma paccMOTpeHa i ofo0peHa Ha 3ace/lanuH Kadeapst I'ocynapcTBeHHOTo
H MyHMIMIATLHOTO YIPABICHUS U yNpaBjieHus nepconanom «31» asrycra 2018 r., mpoTokon
Ne 1. :

3as. kadenpoii / H.P. Banbisckast /
oghiucs) (H.0. ©amunus)

PaGouas mporpaMma 0j00peHa METOIMYECKOH KOMHCCHEH WHCTHTYTa DKOHOMHKH H
ynpasienus «05» centsaops 2018 r., mpotokon Ne 1.

Ipencenarens 7 /H.P. Baneckas /
(nbonuce) (H.0. Damunus)

PaGouast mporpaMma cocTaBlIeHa: CTapIHii penoasarelb kadenpsl ['ocy 1apcTBeHHOTO H

MyHHIUTAILHOTO YIIPABJICHUS 1 YIPABIEHHS EPCOHAOM, KOH
(Oondicocm, yuenas cmeneis, yyeHoe 36anue)

)
(4 /T.B. Maitoposa/
(noonuce) (H.0. @amunus)

Penensent: aupekrop OO0 «MMK-UHycTpUaibHbLi 1apK», KaHIHAaT JKOHOMHIECKHX HayK
(Oondicnocme, yuenas cnienens, yuexoe 36anue)

Z «+~——— [ B.B. Jlpemos /
noonuce) (H.0. Pamunus)
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1 Ilean ocBOEeHMSI AUCHHUILJINHDBI

Lenpto OCBOGHHS TUCHUILUIMHBI «J{OKyMEHTHpOBaHHE YIPABICHUYECKOW JEATEeIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHOI OpraHU3alMu COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUATHIX
U B OpraHu3aiusx.

2 MecTo THCHMILUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMmbl
MOJAroTOBKHOaKaJIaBpa

Jucuummuza b1.6.13 «/lokyMeHTHpOBaHME YIIPaBIEHUYECKON AESTEIBHOCTH» BXOIUT B
06a3oByro  yacTb  oOpa3oBaTeqpHOW  mporpamMmel  Oimoka bl. mo  HampaBieHMIO
noarotoBkn38.03.04«"ocynapcTBeHHOE M MYHHUIIMIIATBHOE YIIPABICHUE).

JUis u3ydeHus QUCLUIUIMHBI HEOOXOAMMBI 3HAHUS, YMEHUs, BIIaJeHus, chopMUpOBaHHbBIE
B IIpolecce 00ydeHus Ha OakanaBpuaTe: BIaJCHUEM 0a30BBIX HABBIKOB MPAKTUYECKON pabOTHI
no cOopy peanbHbIX (PAKTUUYECKUX MATEpUAIOB, UX KOMIUIEKCHOW OLEHKE, aHalu3ly U
CUCTEMATHU3allMM B YacTH, Kacalollelcs peleHUsJOKYMEHTUPOBAHUS  YIPaBIECHUYECKOU
JeSITeIbHOCTH, CIOCOOHOCTh K aOCTPAaKTHOMY MBIIUICHUIO, aHAJIU3y, CUHTE3Y, CIOCOOHOCTBIO
IPUHUMATh OPraHU3AIlMOHHO-YIIPABJIECHYECKUE PEIICHUs, OLICHUBAaTh WX IOCIEICTBUS, HECTU
OTBETCTBEHHOCTb 32 UX PEAIN3aLNI0, TOTOBHOCTh MOJIb30BATHCS HOPMAaTHUBHBIMH JOKYMEHTaMHU
Ha MPaKTHKE

3HaHUs, YMEHMs,BIAJACHUS, NOJIYYEHHbIE NMPH M3YyYEHUH TUCLMIUIMHBI HEOOXOIUMBI B
OCBOCHHHU CIICAYIOIIHNX KYpCOB: «JlenoBeie KOMMYHHUKAIUU»« Y IPaBJI€HYECKUE
peteHus», «ColuaabHO-3KOHOMUYECKOe [UIAHUPOBAaHME B MYHHULMIAIBHBIX 00Pa30BaHUIX),
«CBsi3u ¢ OOILIECTBEHHOCThIO B OpraHax BiacTu», «lIpoekTHas IesTenbHOCTb».3HAHUS 10
npobiemMaM JOKYMEHTUPOBAaHHMS YHPABICHYECKOW JEATENbHOCTH HYXHBI B HAy4dHO -
UCCIIEI0BATEIbCKON PabOTe U MPAKTUYECKOMN EATEIILHOCTH.

3 Komnerenuun o0y4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS
AUCHUILIMHBI U IUVIAHUPYeMble pe3yJbTaThl 00y4eHust

B pE3YyIbTaTe OCBOCHHA JAUCIHUITIINHBI «I[OKYMGHTI/IpOBaHI/IC ynpaBnqueCKOﬁ
JACATCIIBHOCTH» 06y‘laI-OIIII/II\/'IC$I JOJIKEH 06J'IaJIaTI> CICAYIOIUMHU KOMIICTCHIIUAMM

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUeHUS
KOMIIETEHIINH

OIIK — 4 —cnoco0HOCTHIO OCYLIECTBJISITH /ieJIoOBOe O0lleHre U MyOJuYHbIe BHICTYIJICHUS,
BECTH IEPEroBOpPbI, COBEIIAHHUS, OCYLIECTBJIATH NEJ0BYI0 NEPEeNHCKY W IOAJep:KHMBATh
IJICKTPOHHbBIC KOMMYHHUKAIIMH.

3HaTh — OCHOBHBIE TOHSTHSA M COBPEMEHHBIC NPHUHIMIIBI pabOTHl ¢ J1eJIoBO MH(opManue, a
TaK)ke MMETh TPEJICTaBIEHIE O KOPIIOPATHBHBIX HH(YOPMALIMOHHBIX CUCTEMax 1 0a3ax JaHHBIX

— OCHOBHBIE ITPUHIMIBI OpraHU3alnH JeJI0NPONU3BOJICTBA U JOKYMEHTO000pOTa B OpraHax
rOCYAAPCTBEHHOM U MyHMLIMIIAJbHON BIACTH

— pa3iIMYHBIE CTPATETWH TIPEACTABJICHHUS pPe3yJIbTaTOB CBOEH pabOTBI Ui APYrHX
CIIELIMAJINCTOB.

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

Bnanets — HABBIKAMH  COCTABJICHUS, y4YeTa, XPAHCHWUsS, 3allUTHl, Mepefadyd  CIyx)eOHOU
ITOKYMEHTAIIH B COOTBETCTBUH C TPEOOBAHISIMH JOKYyMEHTO000pOTa

— HaBbIKaMu cOopa, o0paboTkn wHPOpPMAMK W JOKYMEHTAIIMOHHOM O0OeCIeYCHHH
TOCYIapCTBEHHBIX OPTaHOB BJIACTH, OPTaHOB BiIacTH CcyoOwbekToB P®, opranoB MCY wu
OpraHu3aIfil MAKETOM O(QHUCHBIX MPOTPaMM ISl pabOThI ¢ Ae0BOK WHpOpPMAIMEeH U OCHOBaMH|
CETEBBIX TEXHOJIOTUH







4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh AUCIUIUIMHBI COCTABIISIET 3 3aueTHbIX enuHulibl 108 akas. yaca, B TOM 4ucClie:

— KOHTakTHas pabota — 73,9 akaj. 4acos:

— ayauTopHAas — /2 aKaj. 4acoB;

— BHeayauTopHas — 1,9 akan. Jaca;

— camMocTosTenpHas padora —34,1 akaz. yaca;

~
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1.Tema: Teopernueckne ocHOBbI| 1 6 5 |- U3yuenue yuebHOrO YcTHBIN onpoc. OIlIK-4-3ys.
AeJI0NPOU3BO/ACTBA MmarepHaia, BelHeceHHoro |[IpoBepka HMHIMBHIyaIbHBIX
opranuzauuu.Mapopmanus, ee Ha CaMOCTOSITENIbHYIO | 33 JTaHHI.
KPUTEPHH. JIOKyMeHT. PexBusur npopaboTKy, HOJArOTOBKA
nokymenta.  OyHKIUM  JTOKyMEHTA. K TEKYIUM 3aHATHSM.
IOpunuueckas cuia JIOKYMEHTA. -IToaroroBka BBICTYIUIEHUI
Jlenonpon3BoACTBO, TOKYMEHTHPOBaHHE. C TOKJIAJIaMHU.
JIoKyMeHTaIMOHHOE obecrieyeHue -Hanmucanue KkoHTpoOIBHOM
yIpaBIeHUS. JlokyMeHTOO060pOT. paboThL.
Knaccudukanus JIOKYMEHTOB. - Ilouck nomomHUTETHHON
Cranmaptuzanus " yHU(DUKaIHS nHpOpMAIMK TIO0 3aJaHHON
JTIOKYMEHTOB. YHupuuupoBaHHas TEMe (pabota C
cucremMa JIOKYMEHTAITUN YC). oubmmorpaduaeckuMu
Cucrembl JokyMeHTauuu. [IpuHIUIBI MaTepHagamH,
JIeTTOTIPON3BO/ICTBA. HopmarusHo- CTPaBOYHUKAMH,
MeTtoauyeckas 0a3a JOKYMEHTHPOBAHUS Karajoramy,  CJIOBapsMH,
YIPABJICHYECKON  NESATETBbHOCTH W SHIMKJIOTICTUSIMH ).




AynutopHas
KOHTaKTHasi pabota
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OpraHu3aiuu paboThl ¢ JOKYMEHTaMH.

2. Tema:O0mme npaBwia| 1 6 6 5 |- MUWsyuenme  ydeOHOro|YCTHBIN OMPOC. OIIK-4-3ys.
odopmieHus1 yIpaBJieHYeCKHUX Mmarepuaia, BelHeceHHoro  |[IpoBepka MHIAMBHyaIbHbBIX
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENIbHYIO | 33 JaHHI.

«YHUPUIHMPOBAHHBIE CHCTEMBI npopaboTKy, OArOTOBKA
JIOKYMEHTaI1H. YHuduuupoBaHHast K TeKYIIHM 3aHSATHSIM.
cucrema OpraHU3alMOHHO- -IToaroroBka BBICTYIUIEHUH
pacnopsAUTENbHON JIOKYMEHTaI1H. C JIOKJIa/laMHu.

TpeGoBanus K 0(OpMIICHHUIO -Hanncanue KOHTPOJIBHOM
JIOKYMEHTOB'". PexBuzur 01- paboTHI.

['ocynapctBennbiit repd P®. PexBuzut - Ilouck AOMOJHUTENBHOMN
02- I'ep6 cyObeKTa P® u nHpopMaluy MO 3aJaHHOU
MYHUIIUTIAJTEHOTO o0Opa3oBaHusl. TeMe (paborta C
PexBuzur 03 -DmOnema opraHuzanuu O6ubanorpaduueckuMu

wiM ToBapHbI 3Hak. PekBusut 04- Kog Marepuaiamy,
opranmsanuu. PekBusutr 05- VYkazanue CIIPaBOYHHUKAMH,

Ha OCHOBHOM roCy1apCTBEHHBIN Karajorami,  CJIOBapsMH,
perucTpanoHHbIN HOMeEp SHIUKJIONIEUSIMHU).
npennpustus. Pexsuszur 06- Ykaszanue Ha

UICHTU(DUKAITHTOHHBIN HOMeEp

HaJIOTOTIJIaTE bINNKA/ KO IIPUYUHBI
noctaHoBku Ha y4der. PekBusut 07- Kog
dopmbl  nokymeHTa. PekBusur  08-




Pasnen/ tema
JIUCIIUILINHEI

Cemectp

AynutopHas
KOHTaKTHasi pabota
(B akaj. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.
3aHATUA

CamocrosTenpHas
baboTa (B aKaj. 4acax)

Bun camocrosTenpbHOU
paboThI

@dopMa TeKyIIEero KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEXKYTOUYHOU aTTECTALNU

Kox v cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

HaumenoBanue OpraHu3anuu. PexBusut

09-CrpaBouHbIe CBEICHHSI 00
OpraHu3aIuy. PexBuzut 10-
HaumenoBanue BHUA JIOKyMEHTA.
PexBusur 11- Hata  ngokymeHrTa.

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBus3ut 13- Ccbuika Ha
perUCTpAallMOHHBIH ~ HOMEpP U JaTy
nokymeHTta. PexkBusutr 14-  Mecto
COCTABJICHUS] WJIM W3JaHHS JIOKYMEHTA.
PexBuzur 15- CBenmenuss 06 anpecare.
PexBuzur 16 -I'pud yrBepkaeHUS
nokymeHTta. PexBusut 17-Pe3omtonus.
PexBu3ut  18-3aroioBok K  TEKCTY.
PexBuzutr 19- OrTMmMeTka O KOHTpoJe
PexBuzut  20- TekcT nmoKyMmeHTa.
PexBuzur 21- OrMmerka 0 HaJIMYUH
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacOBaHUA JI0KyMeHTa. PexBu3ut 25-
Ileyats. PexBusur 26-OTMmeTKa o
3aBepeHuu  komuH.  PekBuzutr  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-




AynutopHas
KOHTaKTHasi pabota

—
= & =
< Q X
: 5 E 5
= (B akaz. yacax) =S o . | DopMa TeKyIIero KOHTPOIs E“ ==
Pasnen/ tema 3 = Bun camocrosTenpbHOU p Y P g 5o
= R yCII€BAEMOCTH U > s 8
JVCLIATUTHHEI 5 e C w S = paboThI . 2 g o
@) = g5 = == 58 NPOMEKYTOUYHOU aTTECTANU 5 = ;
= = m
E % = ; w % s i g
sS85 £ |88 5
S B9 o | ©9 <z
(@W
OtmeTka 00 MCHONHEHUHM IOKYMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTKka O TMOCTYIUIGHHH JOKYMEHTA.
PexBusut 30- Unentudukatop
AIIEKTPOHHON KOMUU TIOKYMEHTA.
Cocras PEKBU3HUTOB, ux
MECTOPACMOJIOKEHHE Ha JOKYMEHTE.
Dopmynsp-obpazel JOKYMEHTa.
3. Tema: Ocobennoctu| 1 6 6 5 |HU3ydenme yaeOHOTO Y CTHBIN ompoc. OIIK-4-3ys.
COCTaBJICHUA U oopMJIeHUA Marepuania, BblHeCeHHOro  |I[IpoBepka MHIMBUAYaIbHBIX
OCHOBHBIX AOKYMEHTOB Ha CaMOCTOSITENIbHYIO | 3aJaHUH.
ynpasJjieHus.OCHOBHbIE TPYIIIBI popaboTKy, MOATOTOBKA

JAOKYMCHTOB. HOpMaTI/IBHLIe AOKYMCHTBI

roCyJapCTBEHHBIX OpTraHoB.
OpranuzannoHHbIE JOKYMEHTBI
PEATPUITHS. JIOJDKHOCTHBIE
UHCTPYKIUU. Pacnopsaurensusie
JOKYMEHTHI npeanpusatus. [Ipukassl mo
OCHOBHOM NEATEIBHOCTH.
Pacnopsixenus, peLIeHus.
WndpopmanoHHO-CcIIpaBOYHbIE

NOKyMeHThl. [IpoTOkosbl, monHas wu

KpaTkas ¢opma ux opopMieHHs. AKTHI.
CnyxeOHbIC " O0OBSICHUTEIIbHBIC

K TEKYILUM 3aHATHSM.
-IToaAroToBka BEICTYIIIIEHUH
C JIOKJIa/laMHu.

-Hanncanue KOHTPOJIBHOMN
paboThI.

- [Tonck mOMOIHUTEIIHHOMN
uH(pOpMaIMHY 10 33JaHHOU
Teme (paboTa ¢
o6ubnuorpaduyeckumu
MaTepuagamH,
CIPaBOYHHMKAMU,
KaTajoramu, cJoBapsMu,




AynutopHas
KOHTaKTHasi pabota
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3aIUCKU. CrpaBku. CayxeOHble SHIMKJIONECTUSIMH).
JIOBEPEHHOCTH. [Tucema, 150.
KJaccupukanus, CTPYKTYpa,
CTaHJapTHBIE (pa3sbl M  BBIPAKCHHUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JIOKyMeHTOB.  /[lemoBoe
OUCbMO  MEXIyHapoAHOro  oOpasia.
®daxkcel, TenedoHorpammel. Jloroeopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHHMKA CO3JIaHUS TOKYMEHTOB.
4. Tema: IlpaBmiaa odgopmiaenusi| 1 6 6 5 |- U3yuenue yuebHOTO VYerubiii  omnpoc. Ilposepka| OITK-4-3ys.
AOKYMEHTOB 110 JIMYHOMY COCTaBY. MaTepuasa, BBIHECEHHOIO  |MHAMBUAYAJIbHBIX 3aJIaHUM.
[ToHsATHE M CTPYKTypa NEpPCOHAIbHBIX Ha CaMOCTOSITENIbHYIO

JTAaHHBIX. [IpunannexxHocTh
NEPCOHANbHBIX JIaHHBIX: COOCTBEHHUK,
JepKaTenb u 10JIb30BaTEIb
NEPCOHAIBHBIX  JaHHBIX. CTpykTypa
KaJIpOBOM MH(pOPMaILMOHHO-
JIOKYMEHTallMOHHON CUCTEMBI.

OdopmieHne TOKyMEHTOB MpH NpUEME,
YBOJIBHEHUHU U TepeBojie pabOTHHKA Ha
JIPYTYIO TOJDKHOCTh. AHKeTa. TpymoBbie
KOHTpakThl. [IpHKa3pl 1O JUYHOMY
COCTaBy. OcHOBHbIE PEKBHU3UTHI

popaboTKy, MOATOTOBKA

K TEKYILUM 3aHATHSM.
-IToaAroToBka BEICTYIIIIEHUN
C JIOKJIa/laMHu.

-Hanncanue KOHTPOJIBHOM
paboThI.

- Tlowck IOMOJHUTEIHHOMI
uHboOpMalUK O 3aJaHHON
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepuagami,

10




AynutopHas
KOHTaKTHasi pabota
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JOKYMEHTOB U IMpaBuiIa UX 0hopMIICHUS. CIPaBOYHHUKAMHU,
Kpatkme  cBemenums 0  mpaBmiax KaTaJloTaMH,  CIIOBAapsIMHU,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONICTUSIMHU ).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.
5.Tema: Opranmzamus| 1 6 6 7 |- N3yuenue yueOHOTO Yeruwiii  ompoc. IIposepka| OITK-4-3ys.
AOKYMEHT0000poTa. [TonsTus MaTepuana, BRIHECCHHOTO  |MHIWBHIyaTbHBIX 3aaHHA.
JOKYMEHTOOOOpPOT W OpraHu3auus Ha CaMOCTOSITENIbHYIO
JIOKYMEHTO000pOoTa. HopmatusHo- popaboTKy, MOATOTOBKA
MeTOnYecKast perimaMeHTanus K TeKYIIIHM 3aHSTHSIM.
JOKyMeHT000opoTa. OCHOBHBIE TpaBUIIa -IToaroroBka BRICTYIIIEHUH
OpraHu3alii  JIOKyMeHTooOOpoTa Ha C TOKJIaJIaMHU.
MPEINPUATHH. KauecTtBeHHbie -Hamucanve KOHTPOJIBHOU
XapaKTEePUCTUKU JIOKyMEHTO00O0pOTAa. paboTHI.
Knaccudukanus  JTOKYyMEHTOMOTOKOB: - Ilouck pomomHUTENHHON
TOPU30HTAIILHEIE, BEPTUKAJIbHBIE, nHbOpMAMK TIO 3aJaHHON
BOCXOJISIIIINE, HUCXOAAIINE, BXOMSIIHE, TEMe (pabota C
ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu
o0BemMa TOKyMEeHTO000pOoTa. MaTepuagamH,
CIPaBOYHHKAMH,
Karajoramu,  CIIOBapsMH,
SHIUKJIOTICTUSMU ).
6. Tema: OcHoBHble mnpaBuiaa| 1 6 6 7,1 |- U3yuenue yueOHOTO VYerupiii  ompoc. Ilposepka| OITK-4-3ys.
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KOHTaKTHasi pabota

w /;cé\ =
Paznen/ rema g (B akax. Hacax) § 5 | Bux camocTosTenbHOM opma TEKYILIEro KOHTPOIIS g % E
JVCLIATUTHHEI 3 . : 5= paboThI YCICBAEMOCTH 1 225
@) = g = z 2 52 IIPOMEKYTOYHOM aTTECTALMH S =
E % g ; ; % s i g
e | 85 &3 |88 SO
5 o = 2 <z
OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MaTepuana, BRIHECEHHOTO  |MHAWBHYyaJbHBIX 3aJJaHHM.
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO
[lepBuunas o0OpaboTka JOKYMEHTOB. npopaboTKy, MOJATOTOBKA
OO6mue npaBuia perucTpanuu K TEKYIIUM 3aHSITHSIM.
JOKYMEHTOB,  (OpMBI  pErucTpaIiu. -IToaroroBka BBICTYIIICHUI
[lepenaua OOKYMEHTOB, paccMOTpPEHHUE C JIOKJIa/laMHu.
ux PYKOBOJUTETIEM. [Topsmox -Hanucanve KOHTPOJIBHOU
HaIpaBJIeHUs JOKYMEHTa Ha UCIIOJIHEHHE paboTHI.
U paboThl UCHIOIHUTENS C TOKYMEHTaMH. - Ilouck nomomHUTETHHON
HUcnonnenne  nokymeHra. Buael wu nHpopMaluy MO 3aJaHHOU
dbopMbI KOHTpPOJIA WCIIOJIHEHMUS, TeMe (paborta c
cpokoBasi  kaptoreka.  Opranuzanus oubnuorpaduueckuMu
TEKyIIero XxpaHeHus nen. Homenknarypa MaTepuataMu,
Zen, obmue  TpeOoBaHUA, BUJIBI CIIPaBOYHHUKAMHU,
HOMEHKJIATYP. CocraBnenue KarajoramM,  CJOBapsiMH,
HOMEHKJIaTypbl nen. dopmupoBaHue U SHIUKJIONEUSIMHU).
opopmnenne nen.  Cucremaruzanus
JIOKYMEHTOB B Jeje. XpaHeHue Jedl.
[TonroroBka JOKYMEHTOB K Iepejiade Ha
apxuBHOe XpaHeHHe. Kpurepuu oueHku
JOKyMeHTOB. CocTaBi€HUE ONUCEN JIE.
Hroro no pazneny 36 36 34,1 IIpoBepka MHAMBUAYAIBHBIX
3aJaHui
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5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanuzaius KOMIETEHTHOCTHOTO MOJAXOa MPeayCMaTpPUBAEeT MCIOJIb30BaHUE B y4EOHOM
nporecce AakTHBHBIX W HMHTEPAKTHBHBIX ()OpPM TPOBEACHHMS 3aHATUH B COYETAaHUH C
BHEAYJIMTOPHON paboToil C 11eNbl0 (OPMUPOBAHUS U PA3BUTUSA NMPOPECCUOHANBHBIX HABBIKOB
o0yyJarouuxcs.

[Ipu oOyyeHMM CTYAEHTOB JUCHUIUIMHE «J{OKYMEHTHpOBAaHUE YIpPaBICHYECKOM
JeSITeIbHOCTHY CIIEIYEeT OCYIIECTBISATh CIEAYIOINE 00pa3oBaTeIbHbIE TEXHOJIOTHUH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTeNbHOTO  IpOLIECcCa, IPEANONAralollyl0 MpsMYyIH0  TPaHCIALUIO 3HAHUH  OT
npenojaBareinss K CTYyJeHTY (MPEeuMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WITFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yueOHbIX 3AHAMUIL C UCNOTB306AHUEM MPAOUUUOHHBIX MEXHOIOZUIL:

WnpopmanimonHasi ~ JeKUUs —  IOCJIENOBAaTEIIbHOE  H3JIOKEHHWE  Marepuaja B
TUCIUIIMHAPHON JIOTUKE, OCYILECTBISEMOE IPEUMYIIECTBEHHO BepOAbHBIMH CpeICTBaMU
(MOHOJIOT IIpenoaaBaTes).

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

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

Dopmbl yueOHbIX 3AHAMULL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YyUeHUA:

[IpakTueckoe 3aHaTHEe B (QOpME NPAKTHUKyMa — OpraHu3aius y4deOHOU paboThl,
HalpaBJ€HHAs Ha PEIICHHE KOMILJIEKCHOW Y4YeOHO-TIO3HABaTEIbHOM 3a/a4yu, TpeOyromen oT
CTyJIEHTa IPUMEHEHHS KaK HAyYHO-TEOPETUUECKUX 3HAHUMN, TaK M MPAKTUIECKUX HABBIKOB.

3. TexHoJIOTHH MPOEKTHOr0 O0Y4YeHMsI — OpraHM3alus 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUHU C AJITOPUTMOM TMOITAMHOTO pEUICHUS MPOOJIEMHOIN 3aJauyd WU BBITIOTHEHUS
yuebHoro 3aaanus. [IpoekT npeanogaraeT COBMECTHYIO Y4eOHO-TI03HABATENbHYIO AESITEIbHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBICHHYIO Ha BHIPAOOTKY KOHIEMINH, YCTAaHOBICHUE IeNel U 3ajad,
(GOpMYyIUPOBKY OXHUAAEMBIX PE3Yy/IbTaTOB, OMNPEIEIIEHUE MPUHIUIOB M METOJUK PpEHICHUS
MOCTaBIIEHHBIX 3aj]a4, IUIAHMPOBaHHE XoJa pabOThl, MOUCK JOCTYMHBIX W ONTUMAJbHBIX
pecypcoB, MOATANHYIO pealu3alHio IIaHa paboThl, MPE3EHTALUI0 PE3yJbTaTOB pPadOThI, HX
OCMBICIICHHE U peQIIEKCHUIO.

OcHogHble munsl RPOEKmMog:

TBopyeckuil TPOEKT, Kak MPaBUIO, HE HMMEET JETATbHO NPOPAOOTaHHON CTPYKTYpHI,
yueOHO-T03HABATENbHASL JIEATENbHOCTh CTYJIEHTOB OCYILIECTBISETCS B paMKax pPaMOYHOIO
3a/laHusl, TOIYUHSISCH JIOTHKE U UHTEPEeCcaM YYaCTHUKOB MPOEKTA, JKaHPY KOHEYHOTO pe3ylbTaTa
(razera, puIIbM, IPA3AHUK, U3/1aHUE, SKCKYPCHUS U T.I1.).

4. UHTepakTHBHbIE TeXHOJOIMHU — OpraHu3alys 00pa3oBaTeIbHOIO IMpolecca, KOTopas
npejoiaraeT akTHBHOE U HEJNMHEWHOE B3aMMOJECHCTBHE BCEX YYACTHHUKOB, JOCTHIKEHHE Ha
3TOH OCHOBE JMYHOCTHO 3HAYMMOIO /s HHUX oOpa3oBaTeNbHOro pesyibrara. Hapsay co
CHEIUAIM3UPOBAHHBIMU  TEXHOJIOTUSAMM  TaKOro  pojAa  MPHUHLIMI ~ HMHTEPAKTUBHOCTHU
MPOCIIEKHUBACTCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTEbHBIX TEXHOJIOTHH.

Dopmbl yueodHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-MCKyCCHsl — KOJUIEKTUBHOE OOCYXJIE€HHE KaKoro-inbo CIIOPHOrO BOIIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpyHHIOBOW AHMANOT, JUCKYCCHS KakK CIIop-
JIAajor).

5. HudpopManMOHHO-KOMMYHUKAINIMOHHBIE  00pa3oBaTe/ibHbIe  TEXHOJOTHH —
opraHusaiys 00pa3oBaTeIbHOTO MpoIlecca, OCHOBAaHHAs HAa MPUMEHEHUU CIEUAIN3UPOBAHHBIX
IPOTPAMMHBIX CPEJl U TEXHHUECKUX CPEACTB PabOThI ¢ HH(POpMAIUEH.

@opmbl  y4eOHBIX 3aHSATUH C HCIONIb30BaHHEM HWH(GOPMALMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA:



Jlexuusi-BU3yanu3aus — M3JI0KEHUE COAEPIKaHUS  CONPOBOXKAACTCS  IMPE3CHTALUCH
(memMoHcTpanmell y4eOHBIX MaTepPHAaIOB, MIPEACTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPpa)MUeCKUX, ayJU0-  BUJICOMATEPHAIIOB).

[IpakTrueckoe 3aHsATHE B (hOPME MPE3CHTAIIMU — IPE/ICTABICHNE PE3YJIBTATOB MIPOSKTHON
WIA  HCCIENOBATENbCKOM  JIEATENILHOCTH C  HCIOJNB30BaHUEM  CIHEIHATM3HPOBAHHBIX
HPOTPaMMHBIX CPEJICTB.

6 YueOHO-MeTOqMYEeCKOE 0O0ecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaommXxcst

Ilpumepnaa cmpykmypa u cooepicanue pazoena:

Ilo oucyunaune «/[okymenmuposanue ynpagieHyeckou 0esamenrbHOCmuy npeoycmMompend
ayOumopHas u 6HeayOUMoOpPHAs CAMOCMOAMENbHAS paboma 00y4arouuxcs.

Ayoumopnas camocmosamenvHas paboma CmMyoOeHmo8 Hpeonoiazaem 6biNOJIHeHUe
nNpaKmuyecKux pabom.

Ilpumepnuie ayoumopnuvie npaxmuuecxkue pavomut (AIIP):

AIIP Nel «Teopemuueckue 0CHO8bL 0€10RPOU3BOOCHIBA OP2AHUIAUUU Y.

Ilposooumcs 6 gopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL 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[lenonpouzeoocmseo 6 cpedHue eexka (XI-XV es.).
Ilpukaznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII a.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX 6s.). l'ocyoapcmeennoe
0enonpouszeo0cmeo & cogemckoe pems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

AIIP No2 «Cospemennoe 2ocyoapcmeennoe pecyiuposanue 0ea10onpou3eoocmea ¢ P®y.
3axonooamenvnoe pezynuposanue Oenonpouzeoocmea 6 Pd. ®Deodepanvhuiti 3axkon «06
uHgopmayuu, UHGOPMAYUOHHBIX MEXHOI02UAX U 0 3auume uHpopmayuuy. Pedepanbwlil 3aKOH
«0 kommepueckot matiney. Dedepanvuviii 3axon «06 apxusHom Oene 6 Poccuiickoti
Dedepayuuy.  Dedepanvhoiii  3axkon  «O  nepcoumanvhvlx  0anmvixy.  I[locmanosnenue
npasumenvcmea P® «Ilpasuna nod2omosku npagogvix axmos @eoepanivbHbiX O0peaHo8
UCNOTHUMETbHOU 6IACMU U UX 20CYOAPCMBEHHOU PESUCPAYUULY.

Hopmamusno-memoouueckoe pezynupoganue oenonpouzsoocmea. I ocyoapcmeennas cucmema
O00KYMeHmMayuoHno2o obecneuenus ynpaenenus. Obwue nonodcenus. Obwue mpebosanus K
QoKkymenmam u cayxcoam ookymenmayuonnozo obvecneuenus (I'CHOY). TOCT P 6.30-2003:
Yuuguyuposannvie cucmemovr dokymenmayuu. Yuuguyupoeannas cucmema opeanuzayuoHHO-
pacnopsioumenvroti ookymenmayuu. I OCT P 51141-98 Jlenonpouzeoocmeo u apxusnoe oeio.
Tepmunvt u onpedenenusi Tunoeas uHCMpPYKyus no 0e10npou3800cmey 6 hedepaibHbiX Op2aHax
ucnoarnumensrou eiacmu. Ilepeuens munogvix ynpagieHueckux 00KyMeHmos, 00pa3yioumuxcs 6
0esAmenbHOCMU OP2aHU3ayuUll, ¢ YKA3aHUuemM CPOKO8 XPaHeHUs.

AIIP No3 «Tpebosanusn Kk on1ankam 00OKymMeHmos ynpasieHus).

Ilposooumcs 6 @opme cemunapa no 06odbwenuro u yeayoaeHuro 3HAHUL C deMeHmamu
ouckyccuu. Ilousamue u uowi 6nankos. Oowuil orank. bnank nucvma. bBrank KoHkpemuozo euoa
doxymenma. bnanku ons pabomwi ¢ unHocmpauuvimu komnanusamu. I epooswiii bank. Pexsusumoi
onanka. Ilpooonvroe pacnonoscenue pekeusumog 61anka. Yanosoe grazosoe u yenmpoganmoe
PACNoNodHCeHUe PEKBUSUMO8 DIAHKA.

Bvinonnenue npakmuuecko2o 3a0anus NO COCMAGIEHUIO Y2l08020 U NPOOOIbHO20 00pazyd
bnauka.

AIIP Ne4 «OQowgue npasuna ohopmiaenus ynpasienuyeckux 00KyMeHmos).
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Ilposooumcs 6 ¢hopme cemunapa no o0600wenulo u Y2uyoOneHulo 3HAHUU ¢ dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nexyuu 2. [Ipakmuueckoe 3Hakomcmeo ¢ ogopmueruem
PeKBU3UMO8 OOKYMEHMO8 YNpasieHus, BvinoiHnenue KOHMpPONbHbIX 3A0aAHUL

AIIP No5 «Cocmaenenue 1udHbIX 0OKYMEHM 08,

Ilposooumcs 6 ¢opme cemunapa no 060OweHU0 U YenyOaeHUu 3HAHUL ¢ dleMeHmamu
ouckyccuu. 3asenenus, agmoouozpaghuu, pesrome, 1uunsie 0ogepeHHocmu, pacnucku. OcHogHbie
PpeKsuzumbl, NPAGULA COCMABIeHUs. U Oopmienus. Buinonnenue KonmponvHbix 3a0anuil

AIIPNo6 «Paboma c 0oKymenmamu, cooepycaumiumu KOHPuoeHyuaibHvle c6e0eHU ).
Ilepeuens ceedenuti KoHQuOenyuanvnozo xapaxkmepa. Ilowsamue Kommepueckou MAtiHbl.
Ceedenusi, omHocawuecs K Kommepueckou matne. Ilopsaook eedenus 0enronpou3eoocmaea
OOKYMEHmMO8, CO0epHcauux KOMMep4ecKylo matHy. 3awuma OOKYMEHMO8, CO0epHCAUUX
KOMMepPUEeCKy0 mauHy.

Ilpumepnvie unousudyanvhvie oomawinue 3aoanusn (U/]3):

H/3 Ne 1 «Ponb O00KymMeHmMupoeanus YnpaeieH4YecKoll O0eameabHOCImU 6 pa3eumuu
oowecmeay.

Pexomenoayuu no cocmasnenuro u 0opabomke KOHCNEKMA NeKYuu.

Paccmompenue oannou memvt Heo6x00uMo Hauamsv ¢ U3y4eHUs: OCHOBHBIX NOHAMUU OAHHOU
oucyunnumsl.  Ilpu  smom  ciredyem  pazobpamvci ¢ CYWHOCMbIO — KAme2opuu
«/lokymenmuposanuey. bonee nodpobno cnedyem paccmompemv CMPYKmMypy, cCOOepicanue,
yenu u 3a0ayu OUCYUNIUHBI, UCMOPUIO pazsumus O0OKymeHmoobopoma. [lanee HeoOX00UMO
UsyuUmsb COCmag HOPMAMUEHO-MEMOOUYEeCKol 06a3bl OOKYMEHMUPOBAHUs YNPABIeHYeCKOoU
O0essmebHOCIU 8 COBPEMEHHBIX YC08UAX X03aticmeosanus. OmoenvHo credyem paccmompens
cmpame2uto  YNpaenenus OOKYMEHMAMu 6 Op2aHu3ayuu, a makdice u3yuumes Qopmol
COBPEMEHHOU OOKYMEHMAaYUU.

Kniouesvie  cnosa:0oxymenm,  Ookymenmupogsanue  uHpopmayuy,  OOKYMEHMUpOosaHue
VAPABNeHYecKoUu  0esamelbHOCMY,  KIUHONUCL,  NOAUMUKA — YNpaeleHus  OOKYMeHmamu,
cmaunoapmu3ayus, cmpameusi ynpaenieHus 00KyMeHmamu, YHUGUKayus.

3aoanue ons camocmoamenvHou pabomuwl.

1. H3yuums xamezopuanbHulii annapam.

2. [lopabomams mamepuansi 1eKyuu.

3. Iloozomosumvscsi k pabome na nekyuu no meme 1. Iloemopums 6onpoc: cywHocms
kamezopuu «/[okymenmuposanuey (yyeonasa oucyuniuna «/[okymenmuposanue ynpasieHieckoti
Odessimenvrocmuy, nekyus Nel). Boimb 20mo6vim K 00CYHCOEeHUI0 9MO020 BONPOCa 8 X00e JeKYUU.

H/[3 Ne 2 «Obugue npasuna ogpopmaenus ynpasneHuecKux 0OKyMeHmoe».

Pexomenoayuu no cocmasnenuro u oopabomke KOHCnekma Jekyuu. HM3yuenue mamepuanos
OanHOU meMbl cledyem HaAYyamv ¢ paccMompeHuss mpebo8anuti K 0QOPMIEHUIO PEeKEU3UMOS.
Takoce cnedyem usyyums cocmas pexeusumos. [anee Heobxooumo paszobpamscs ¢
npUMeHeHUeM U PACNnoN0NHCeHUeM Ha OOKYMeHme PeK8U3Umos, onpeoeums ux ooujue yepmol u
paznuyus. Kpome mozo, Hys#cHO O0emanvbHO pazoopamvcsi ¢ pasiuyHbIMU GUOAMU MEKCMA
0oKyMenma: mpagpapemuwviii OOKyMeHm, aHKema, maoauya, O1aHkK.

Kniouesvie cnosa: eusa coenacosanus, cpugh o3nakomienus, oama 0OKyMeHma, 3a201080K

K meKkcmy, UOeHmMupuKkamop 31eKMPOHHOU KOnuu OOKYMEeHmd, UHmepsal, NOONUCL, Nnoje
OOKYMEHMA, pecUCmMpayuoHHblll HOMEpP OOKYMEHMA, pPe30aI0YuUsl, PEeKeU3um, CMAanoapmHblil
aucm Oymazu, CCblIKA HA pPe2UCMpayuoHHblli HOMep U O0amy OOKYMEeHmd, YOOCmoGepeHue
00KYyMeHma, opmynap.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvHuli annapam.

2. Jlopabomams mamepuanvi 1ekyuu.
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3. [loocomosumucs Kk cemunapy.

3. [loocomosumucsa k pabome Ha nexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONb306AHUA  A3bIKA 6  0el060U  nepenucke (yuyeOHas  OUCYUNIUHA
«/[oxymenmuposanue ynpasieHueckou oOesmenvHocmuy, aekyus Ne2). Bvimb 2comosvim K
00CYAHCOEHUIO DMO20 BONPOCA 8 X00e eKYUU.

HJ[3 No3 «Ocobennocmu cocmagieHus u ohopmaieHus 0CHOGHbIX 0OKYMEHN08 YRPAGICHUA ).
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKma 1eKyuu.

Paccmompenue oannoti memvl He0OX00UMO HA4amMdb ¢ AHAIU3A O0COOEHHOCMEU OPUYUATLHO-
0e1108020 CMUIsl NO CPABHEHUIO C XYO0HCECMBEHHBIM, NYOIUYUCTUYECKUM, HAYYHBIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU A3bIKA.

Tlpu smom HysHcHO NOOPOOHO U3YUUMD JleKCUYeCKUe 0CODEHHOCMU OOKYMEeHMOo8. ynompeoaeHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe pedesblx Kauwe. [locie amozo credyem paccmompems
opghocpaghuueckue ocobeHnocmu OOKyMeHmMos8: NpuUMeHeHue NPONUCHbIX OYK8 8 ceoepaguieckux
HA36AHUAX, HAUMEHOBAHUAX OPLAHUAYUIL.

Kpome moco, neobxooumo obpamums eHumanue Ha oppocpaguueckue ocobenHoCmU
OOKYMEHMO8: NpUMeHeHUe NPONUCHBIX OVKE 6 2eocpapuyecKux HA36aAHUSAX, HAUMEHOBAHUSX
opeanusayuti. Tax oice cnedyem GbIACHUMb Haubolee pPACnpPOCMPAHEHHble 6 OOKYMEHMAX
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CIO8, CONACOBAHUE NOONIeHCAUe20 U CKA3YeMO2o,
npuyacmuole u Oeenpuiacmuvle 000pomwl, ci08000PA306AHUSL.

Kniouesvie cnosa: abopesuamypa, 1aKOHUZM DOPMYIUPOBOK, HEUMPANbHASL IKCHPECCUBHASL
OKPACKA S13bIKd, HEON02U3M, OPUYUATLHO-0eN060U CMUb, NOJHOMA UHDOPMAYULU, CUHOHUMBL,
Masmono2uu, hpazeonocusmbl.

3adanue onsa camocmoamenvuol pabomol:

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Ilooecomosumvcsi k pabome mna nexyuu. Iloemopums 6onpoc: opgoepaghuueckue
ocobeHnocmu  OOKyMeHmog (yuebHas oOucyuniuna «/Joxymenmuposanue ynpagieHueckou
OdessimenvHocmuy, nekyus Ne3). Boimb 20mo6vim K 00CYHCOeHUI0 IMO020 BONPOCA 8 X00e JeKYUU.

HJ[3 Ne4d «Ilpasuna oghopmnenus 00Kymenmos no JTuYHOMY COCIABY).

Ilpu u3yuenuu OawHOU meMbl CMYOEHMAM HEOOX00UMO pazoopamvci ¢ NPUHYUNAMU
paspabomku npozpamm ynpaeneHus Ooxkymenmamu. Ocoboe eHuMmanue ciredyem YOeaums
PACCMOMpPeEnUIo npoyedypbl NPOeKMUPOBAHUs U BHEOPeHUs OOKYMEeHMHbIX cucmem. Takoice
cnedyem oCmaHo8UMbCsL HA 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee oemanvno neobxooumo paccmompenms cyuyHOCmMb 00A20CPOUHOU NPOSPAMMbL 0OYUeHUs
nepcoHana opeanuzayuu 6 o06aacmu YnpaeneHus OOKYMEeHMAaMu U HpUMEeHeHUs 00yuanuux
UHCMPYKYUU, KII04AS 00YHaIOWYI0 UHCMPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenusi 00OKyMeHmMamu, KOHEEpmMayus, mMemooo02us 6HeOpeHtus,
Muepayus OOKyMeHmos, MOHUMOPUHS, HAOEHCHOCMb OOKYMEHMHOU CUCTNEeMbl, NPOEKMUPOBAHUe
OOKYMEHMHOUL CUCmeMbl, pAcnpeoeleHHoe YnpaeieHue, pe2yiupyloujas cpeoda, cmpameus
YApasienus 0OKYMeHMAaAMU.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4. Iloocomosumucsa k pabome Ha nexyuu. [loemopums 6onpoc: obwas xapakmepucmura
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «/Jokymenmuposanue  ynpagieHuecKou
OoessimenvHocmuy, nekyus Ned). Boimb 20mo6vim K 00CYHCOeHUI0 9MO020 80NPOCA 8 X00e JeKYUU.

HJI3 Ne5 «Opzanuzayusn 00KymeHmoooopoma.
Pexomenoayuu no cocmagnenuro u 0opabomxe KOHCNEKMa AeKYuu.
B nauane cnedyem paccmompems mepmunsl «0e10NPOU3BOOCNEOY, KOOKYMEHMAYUOHHOE
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obecneyeHue  ynpaeieHus»,  «OOKYMEHMUPOBAHUe  UHpoOpMayuuy,  «OOKYMEHMUPOBaHue
VAPABIEHUECKOU 0esimeNbHOCIUY, «OOKYMEHMONOMOKUY, «OOKYMEHMO0O0pomy.

Hanee neobxooumo uzyuums opeanuzayuro O0oKymeHmoobopoma. Takdce HYHCHO NOOPOOHO
NPOAHATUUPOBAMbL OCODEHHOCMU PAOOMbL C XOOAUWUMU U UCXOOSUUMU OOKYMEHMAMU.

Kpome moeo, HeobXxooumo  ocmanmosumvcsi HA  UBYYEHUU — MeMOO008  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPHCAHUIO KOHMPOJISL UCNOTHEHUS OOKYMEHMO8, €20 IManam u
MEXHONI0UU.

Knrouesvie cnosa: 6HympeHHUuti OOKYyMeHmM, 6X00wutl OOKYMeHm, OOKYMeHmMooOopom,
OOKYMEHMONOMOKU, — UHDOPMAYUOHHO-NOUCKOBASL — cucmemda,  UHOeKcayusi — OOKYMeHma,
UCXo0sull  OOKyMenm, Kamanoe, 00vbeM OOKYMEeHmMOooOOpoma, payuoHAIbHOe OBUICEHUE
OOKYMEHMO8,  pecUCmpayuoOHHO-KOHMPOIbHAL — KAPMOYKaA,  pecucmpayusi — OOKYMeHma,
MEXHONIO2UHECKASI CXeMA OBUNCEHUSI OOKYMEHMO8, IKCHeOUYUs.

3adanue onsa camocmoamenvrol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Iloozcomosumscsi « pabome Ha aekyuu. Iloemopums  e6onpoc:  opeanuzayus
O0okymenmoobopoma  (yuebHas  Oucyuniuna  «/JoKymeHmuposauwue  YNPAGIEHUECKOU
OoesimenvHocmuy, aekyus Ne3). Boimb 20mosvim K 00CYHCOeHUI0 I3M020 80NPOCaA 8 X00e JIeKYUU.

HJ[3 Neb «OcHosHble npasuna op2anu3ayuu pabomslt ¢ 00KyMeHmMamu».

Pexomenoayuu no cocmasnenuio u 0opabomke KOHCNEKMa AeKYuu.

Paccmompenue oannoti memvl HEOOX00UMO HAYAMb C U3VYUEHUS POAU  UHDOPMAYUOHHO
CNPABOYHOU pabomuvl CIYHCObL 0EIONPOUZBOOCIBEA OPESAHUZAYULU.

Ilpu smom cnedyem obpamums 6HUMAHUE HA 6UObL, 2Manvl pazpadomKu, pasoeivl
HoMenkiamypwioen. Taxoce Heobxo0umMo YACHUMb, KAK OCYUWeCmeIsiemcs mekyujee XpaueHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo o3Hauarom «iucm-3amecmumendy, «<Kapmasamecmumenby?

Kpome moco, cnedyem oxapaxmepuzosamsv dKcnepmu3y YEHHOCMU OOKYMEHMO8, Kpumepuu
OYEeHKU OOKYMEeHMOo8, ohopMiieHue ee pe3yibmamos, pabomy 3KCHepmHOL KOMUCCUU.

Taxowce cnedyem paccmompemv 0COOEHHOCHMU NPOYUECCO8 NOO20MOBKU, U30AHUS, XPAHEHUS U
UCNONIL30BAHUSA KOHDUOCHYUATbHBIX OOKYMEHMO8. Jlanee HYHCHO U3yUUmb KAHAIbL 03MONCHOU
ymeuku ungopmayuu u ympamaol O0OKymeHmos. M 6 3axnrouenue Heooxooumo paccmompens
mpe608aHuUs K U320MOGIEHUI, YUemy, UCNOJIb308AHUI0 U XPAHEHUIO 2epO0o8biX OJIAHKO8.
Knrouesvie cnosa: akm, deno, 0oneocpounoe xpanenue 0OKYMeHmMos, O0CMYn K QOKYMeHmMAaM,
KOHMPONb O0elcmeull, KOHMPONIb MeCmONOJI0NCeHUsi OOKYMEHMA, HOMEHKAAmypa o0ell, ONUCH,
npuUMepHas HOMeHKIamypa 0ejl, meKywee Xpanenue 0OKYMeHmos, munogas HOMeHKIamypa oell,
CBOOHAsL HOMEHKIAmypa 0ell, YHUUModicenue 0OKYMEHMO8, IKCNepmu3a YeHHoCmu OOKYMeHmd.
T'epbosbiii bnank, epugh oepanudenuss 00cmyna Kk 0OKyMeHmy, 3auuyeHHbli OOKYMeHmoobopom,
KoMMepyYecKas mauna, KOH@OUOEHYUANbHbIL OOKYMeHmM, NPOMbIULIEHHbIU WNUOHAMNC, V2PO3bl
O0OKYMeHmMaM, YeHHAas UHPHOPMAayusi.

3adanue onsa camocmosmenvuol pabomoi:

1. H3yuums kamezopuanbHblil annapam.

2. [lopabomams mamepuanvl 1eKyuu.

3. Illooecomosumwscs k cemunapy.

4. Iloocomosumscs k pabome ua aexyuu. Ilosmopums 6onpoc. 3sKcnepmuza YeHHOCmu
O0oKkymenmos (yuedOuas oucyuniuna «JJokymenmuposanue ynpasieH4eckol O0esamerbHOCmuy,
nexyus Ne6). Boimb 20moguim K 00CYHCOEHUIO 21020 80NPOCA 8 X00e JIeKYUU.
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7 OueHoYHbIE CPeCTBA /ISl MPOBeIeHHUs POMEKYTOYHOM aTTeCTALMU

a) [lnannpyemble pe3yabTaThbl 00y4eHHsI H OIIEHOYHbIE CPEICTBA /I IPOBeAeHHs MPOMEKYTOYHON aTTeCTAlNM:
CTpyKTYPHEBIN
PYKTYP [Tnanupyembie pe3ysbTaThl
DJIEMEHT OueHouHbIE CpeIcTBa
oOyueHus
KOMIIETEHIINHU

OIIK — 4 —cnocoOHOCTBHIO OCYIIECTBJISITH /IeJIOBOE OOIIeHHe M MYyOJHYHbIe BBICTYIUIEHHSI, BECTH IepPeroBOpbl, COBEIIaHHUs, OCYIIEeCTBJATH
JAeJIOBYI0 MEPeNnucKy M NOJAePKUBATH JJIEKTPOHHbIE KOMMYHMKALIMH.

3HaTh

- OCHOBHbBIE HOHSTHUS "
COBpPEMEHHBIC TPHUHIMIIBL PabOTHI C
Jie7I0BOM MHpOpMaluei, a TakKe UMETh
NPEACTaBICHHE O  KOPHOPATHBHBIX
nH(OpMALMOHHBIX CHCTEMax M 0a3ax
JaHHBIX

- OCHOBHBIC TIPHUHIIATIBI
OpraHW3alMi  JEJIONpPOU3BOJICTBA U
JOKyMEHT0000pOTa B opraHax

rOCyJapCTBEHHON ¥ MYHHIMIIAIBHON
BJIACTH

- pa3nuJHbIe CTpaTeruu
MIPEJCTAaBICHNUS  PpEe3yJbTaTOB  CBOEH
paboThI U1 APYTUX CIELHAINCTOB.

Teopernyeckre BOMpPOCHI:

1. Uto Takoe JOKYMEHT, C KaKO! L[eJIbI0 OH MOXET CO3/1aBaThCs?

2. KakoBbl 0COOEHHOCTH JIEI0BOTO OOIIEHUS U MYOIMYHBIX BBHICTYIUICHUN?

3. KaxoBbl 0CHOBHBIE IPU3HAKHU KJIACCU(PHUKAIIMKU JOKYMEHTOB?

4. Urto noHuMaeTcs moj JOKYMEHTAI[MOHHBIM 00eCIieueHUEM YIIpaBIeHUs?

5. B dem cytb cranmapTuzanuu 1 yHU(UKauu JokyMeHToB? Kakue pa3pabaTsiBaroTCs
CTaHIapThI?

6. YeMm omimyaercst ohopmiieHHE PEKBU3UTOB 001Iero OaHka oT OiaHka nmucbma?

7. KakoBbl OCHOBHBIE PEKBU3UTHI, HCIOJNb3yeMble M OGOpMIICHHS TIpUKa3a U
pacrnopsiKeHHUsL.

8. Kakue ¢opmbl MPOTOKOJIOB MOYXHO HCIIOJIb30BaTh B YIPABICHUYECKON EATENBHOCTH,
B UeM uX ominuue?

9. VYKakuTe OCHOBHbIE TpeOOBaHUS K O()OPMIIEHHUIO I€TI0BOTO MHChMA.

10. Kakve KOMIIEKCHI JOKYMEHTAlluM BKIIIOYAeT B ceOs KaapoBas WHGOPMAIIMOHHO-

AOKYMCHTAIIMOHHAA cuctema?

11. B uem ocobennocT ohopmiieHUs PUKA30B IO TUIYHOMY COCTaBy?

12. Urto noHuMaeTcs Moj opraHu3aiueil 10KyMeHToo0opoTa’?

13. Yo Takoe cxeMbl JOKyMEHTO000pOTa, 3a4eM OHU HYKHBI?

14. C kakoil 1enplo pa3pabarbIBarOTCSl MHCTPYKIMH MO JEIOMPOU3BOACTBY, YTO B HUX

HEOOXOAMMO MPETYyCMOTPETH?

15.  VYkaxuTe TEXHOJOTMUYECKYIO MOCIEI0OBATEIbHOCTh ATAoOB pabOThl € BXOASIIUMHU
JOKYMEHTaMH.

16.  KaxkoBa nocnezoBareiabHOCTh ONEpaIyii mpu padbore ¢ BHyTPEHHUMH JOKyMEHTaMu?

17. C xaxko# 1enbio IpoBOAUTCS (HOPMUPOBAHME [eN, KaKHe MpU 3TOM HEO0OXOIUMO

coboiath TpeOoBaHUs?




CTpyKTypHBII
DJIEMEHT

[Tnanupyemsble pe3ynbTaThl

OneHouHble cpesicTBa

KOMIIETEHINH 0byuenus
18. Uro Takoe HOMEHKJIaTypa Jell, C Kakoil Ienbl0 pa3padarbIBalOTCS THUIIOBBIE
HOMEHKJIATYphI J1e1?
19.  Kakyro uHbOpMaLHio COAEPKUT HOMEHKIIaTypa e’
20.  YTo moHMMAaETCs MO SKCIIEPTH30M [IEHHOCTH JJOKYMEHTa?
21.  Kakue KpUTEepUU UCIOIb3YIOTCS MPU OL[CHKE TOKyMEHTOB?
22.  Kak ocymiecTBiseTcs mpueM-mepeada el B apXuB?
23. Uro Takoe KOH(UIEHITNAIBHBIN TOKyMEHT?
24.  Kakue OCHOBHBIC YIpo3bl BO3HHKAIOT NpH padboTe ¢ KOHPHUICHINATHLHBIMU
JOKyMEHTamu?
25.  VYkaxure OCOOCHHOCTH BEICHHS JEIONPOU3BOJICTBA, OOCCIICUMBAIOIICTO Yy4YET U
COXPaHHOCTh KOHGUICHIIUATHHOW HH()OPMAIIUU U TOKYMEHTOB.
26.  Yro moHMMAaeTCs TOA 3AIIUIICHHBIM IOKYMEHTOOOOPOTOM, 32 CUET YEro MOXKET OBITh
o0ecrieueHa ero 3ammura’?
YMeTh - MHTETPUPOBATH B | KomruiekT TecTOBBIX 3amanmii: Nel
ACATCIBbHOCTD noapa3acjacHus 1 (DOpMyJ'I}Ip — 93TO:

TIOJIOKEHHST AHAJIMTUYECKUX JOKJIAJIOB,
OTYETOB W JPYTMX HMHQPOPMAIIMOHHBIX
MaTepHaoB

a) OcCHOBHasg (¢opma JOKyMEHTa, (QHUKCHPYIOIAs TIpaBOBble OTHOIIEHUS B JlpeBHEpyccKOM
roCyJ1apCTBe;

0) 0co00 BbIIENaHHAs KOXa XUBOTHBIX, PUMEHSBINASCS B Ka4yeCTBE OCHOBHOTO MaTepuaia s
nuchMa B J[peBHEPYCCKOM rocy1apCTBe;

B) CAaMOCTOSITETIFHOE TTOApa3IeNieHHe, OCYIIECTBISIONIEE AeTONPON3BOACTBEHHYIO AEATEIHHOCTD;

I') TUIOBas ycToiuuBas ¢popma (00paselr) OTAeIbHbIX HanboJiee pacipoCTPaHEHHbBIX JOKYMEHTOB.

2. YcraHoBIeHUE eqUHO00pa3us cocTaBa U (POpM yIpaBIECHYECKUX JTOKYMEHTOB, CO3/JaBAEMbIX TTPH
peLIeHNH OJTHOTUITHBIX YIIPaBIEHYECKUX (PYHKIUIL:

a) yHUpUKaLus;

0) cepTuduranus;

B) KOJIUPOBAHMUE;

I') JOKYMEHTHUPOBaHHE.

3. OOs3aTenbHBIM yCIOBUEM Ui BKIIOYEHUS HH(opManuu B HHOOPMALMOHHBIE PECYPCHI,
OCYILECTBIISIEMOIO B MOPSIJIKE, YCTAaHABIMBAEMOM OpraHaMu T'OCYAapCTBEHHOM BIIAcTH, SIBIISETCS €e:
a) CTaHJIapTU3AIINS;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble cpesicTBa

0) 3ammra;

B) IOKYMEHTUPOBAHHUE;

I') BBIKYII TOCYAapCTBOM Y YaCTHBIX JIUILI.

4. CpencTBOM yCTpaHEHUS «OyMaKHOTO Oymay SIBISIETCS:

a) KOMITbIOTepU3aLUs JeIONPOU3BOICTBA;

0) yHuUKAIUs JOKYMEHTOB;

B) KJaccu(uKanus J0KyMEHTOB;

T') IPUMCHCHHUE PA3HOCTOPOHHEH OPTTEXHUKHU

5. 3HaueHHe JOKYMEHTAMOHHOTO 00eCIeYeH s YIPaBICHUS OIpeIeseTCs:

a) KOMMYHHUKaIUsIMU;

0) uneHtudukanue;

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 yriy JOKYMEHTOB pacHoNaratoTcsl CIeAYIONINe PEKBU3UTHI:
a) pe30JTIoLIHS;

0) OTMETKa O HATMYHMH MIPUIIOKECHHUS,

B) OTMETKA 00 MCIIOJIHUTEIIE;

T') KOJl OpraHu3alluu.

8. B mpaBoM HM)XKHEM YTy PacloiaraloTcsi PeKBU3HTHI:

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 cpesicTBa

a) KOJl MPUYMHBI IOCTAHOBKHU Ha YYET;

0) OTTHUCK II€YaTH;

B) BU3HI,

T') OTMETKa 00 MCIIOJTHHUTEIIE.

10. K B3aMMOUCKIIIOUAIOIINM PEKBU3UTAM OTHOCSATCS:

a) sMOJeMa opraHu3ay U TOCYAapCTBEHHBIN repd PO;

0) Ko opraHuzanuu 1 ko1l (OpMbI IOKYMEHTa;

B) PETUCTPAIMOHHBII HOMEP JOKYMEHTA U CChUIKA Ha PETUCTPAIMOHHBIN HOMEP U
JaTy JOKYMEHTAa;

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

YIPABJICHHS], TO B Pa3HBIX CUTYAIUsAX YKA3bIBACTCS:

a) HETIOCPEJCTBEHHO BBIIIECTOSIIIAs OPTaHU3AIHS;

0) camas rjaBHas BBIILIECTOSIAs OPraHU3ALIMS;

B) He OoJiee Tpex cTerneHei Mo IBeJOMCTBEHHOCTH;

I') HE YKa3bIBae€TCs HU OJIHA BBILLECTOALIAs] OPraHu3altsl.

12. JlaToii JoOKyMeHTa MOXET OBbITh JaTa:

a) ero HalMCaHMs U COTJIaCOBAHUS;

0) ero MmoamuCcaHus;

B) €r0 YTBEPXKJIEHUS;

T') IPOBEJICHUS 3aCeAaHUsI, Ha KOTOPOM MPHUHSITO PELICHHE.

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 cpesicTBa

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, HAMMEHOBAHHE OpPraHU3alluu, IMYHYIO POCIUCH PYKOBOIAUTES,
ee pacuudpoBky.

Komiuiekt TecToBbIX 3amanuii: No2

1. Kakoe cokpareHue 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;

T') apXxau3M.

3. Ot0Gepute IpUHIHUT OPHUITMATBHO-IETOBOTO CTHIISA JOKYMEHTAIUH

a) MPeIOCTABICHUS MAaKCUMAaIbHO BO3MOKHON MH(POPpMAITNH;

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

B) OTPaHUYEHHOCTh B IPUMEHEHUH S3BIKOBBIX CPEJICTB;

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

4. Jlekcuyeckoe COKpalieHHe ClI0Ba, YIoTpebaseMoro B JOKYMEHTaX — 3TO:
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble cpesicTBa

a) abOpeBuaTypa;

0) CHHOHUM;

B) HEOJIOTH3M;

I') IaPOHUM.

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

a) aAPECHOCTH UH(OPMAIIHH;

0) TeMaTH4ecKasi OrpaHUUYEHHOCTh B IPUMEHEHHUH S3bIKOBBIX CPEJICTB;

B) MPEIOCTABICHNE MAKCUMAJIHLHO BO3MOKHON HH(OPMAIIHH;

) yHUQUKAIUs JOKYMEHTA.

6. K mpaBuiiam J1€J10BOro 3TUKETa OTHOCSITCSL:

a) HETOPOIUIUBOCTb C OTBETOM;

0) O;arogapHOCTh 3a OTBET WUJIU JCHCTBUE;

B) 00CTOSITENBHOE U3JI0KEHHE JOKYMEHTA,;

I') YMEHHUE CIylaTh ApYrux Jitojel.7. B kakoM 10KyMEHTE UCIOJIb3YIOTCS CIOBA «... 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. CroBa, KOTOpHIE CTAaHOBATCS HEOQUIMATIHHBIM 3aMEHHTENEM TepMUHA M WX TNPUMECHEHHUE B
JOKYMEHTaX He0IYCTHUMO, — 3TO:

a) NpoeCCHOHATN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

I') HApOHUMBI.

9. 3aKkOHYEHHBI! B CMBICIOBOM OTHOIIEHUHU OTPE30K TEKCTa, MO3BOJIAIONINI YCTaHOBUTH
3HaYEHHUE BXOJSIIEr0 B HEro CJIoBa WK (pa3bl — 3TO:

a) aHHOTAIIMS;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3ysIbTaThl
oOyueHus

OneHouHble cpesicTBa

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;

') HOPMAaTUBHBIC JOKYMEHTBI, OTPAYKAIOIINE ICATEILHOCTh OPTaHU3AIHH.

11. [NonuTHKa ynpaBieHus JOKyMEHTaMU OpraHU3aluy 1103BOJISET:

a) MOBBIIATh 3()(HEKTUBHOCTH AEATEIHEHOCTH OPTaHU3AIHH;

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

B) M30€XaTh PUCKOB NPEANPHHUMATEILCKON JeSITEIbHOCTH, CBI3aHHBIX C JIOKyMEHTAMU;

I') COXpaHATh MNaMATh OpraHu3aluu, HMHAUBUAA M oOmiectBa.l12. K mnpuHununam paspaboTku
MpOTrpaMM YIPaBJICHUS TOKYMEHTaMU OTHOCHUTCS:

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 MOBBIILIEHUS 3PPEKTUBHOCTH pabOThl OpraHU3aluu

B pPe3yJbTaTe KaYeCTBEHHOTO YIPaBJIEHUS IOKYMEHTaMHU.

13. PacnipenienieHne OTBETCTBEHHOCTH 3a JOKYMEHTAIMOHHOE O0EeCIeueHUe YIpaBJIeHUs
IpearnosaaraeT OTBETCTBEHHOCTb:

a) BCeX COTPYAHHUKOB OpPTaHU3AINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHU3aIlH 32 ;

T) cekpeTapen 3a .

14. Eciu nNOKyMEHT sBISE€TCS TEeM, 4YeM JIOJDKeH ObITh; CO3JaH WJIM OTHPABJICH JIULIOM,
VIIOJTHOMOYEHHBIM Ha 3TO, & TaKXKe B TO BPeMs, KOTOpOe yKa3zaHO Ha JJOKYMEHTE, TO 9TO O3HayaeT
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 COTPYAHHKOB, pabOTAIOUINX C JOKYMEHTAMH;

B) COOTBETCTBHUE JJOKYMEHTOB PETYJIUPYIOLICH cpefie;

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

16. CrtocoGHOCTh JOKYMEHTHOW CUCTEMBI JJIUTENBHO U MIPABUIIBHO (DYHKIIMOHUPOBATH
B COOTBETCTBUU C TPeOYEeMBIMHU MPOLIETypaMH O3HAYAET €e:

a) HaJIe)KHOCTh;

0) a3bdexTUBHOCTS;

B) LIEJIOCTHOCTB;

I') KOMIUIEKCHOCTb.

17. CrtocoGHOCTh JOKYMEHTHOM CUCTEMBI IPEIOTBpAIaTh HECAHKIIMOHUPOBAHHbBIE
JOCTYM K TIOKYMEHTaM, UX YHHYTOKEHUE, N3MEHEHUE WU TIepEMEIICHHs O3HaYaeT ee:
a) HaJIe)KHOCTh;

0) 7 (heKTUBHOCTB;

B) LIEJIOCTHOCTb;

I') KOMILJIEKCHOCTh.18. MeTooi0russ NpOeKTHUPOBAHUS M BHEAPEHMS JOKYMEHTHBIX
BKJTIOYAET:

a) aHaJU3 JEJI0BOH e TEeNbHOCTH OpraHu3aluy;

0) OIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHUHT, OLIEHKY, KOPPEKTHPYIOIIUE JeHCTBUS;

I') IpeKpalieHle NIPUMEHEHNS JOKYMEHTHBIX CUCTEM.

19. O6bexkTaMu yHU(DUKAIIMN U CTAaHAAPTU3ALMHU B YIIPABICHYECKON €S TEIbHOCTH
SBIISIFOTCSI:

a) TEPMUHBI, UCTIOJIb3yeMbIe TIPH paboTe C yIpaBIeHIECKON HHPOpMAITUEH;

0) opraHu3aOHHbIE CTPYKTYPhl OpPraHU3aIUi, yUpexIeHUN U IpeanpusTHII;

B) yIipaBiieHuecKre QyHKIUY;

I') yIipaBJIeHYeCKasi JOKYMEHTAIHSL.

CUCTEM
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Bnanets

- HaBbIKAMH COCTaBIICHUS,
ydeTa, XpaHCHHMS, 3allUThl, Neperadu

CITyKeOHOHI JOKYMEHTAIN B
COOTBETCTBHH c TpeOOBaHHUAMH
JOKYMEHTO0000poTa

- HaBbIKaMu cOopa, 00paboTKu
nHpopMaMM U JTOKYMEHTallMOHHOM
obecrieueHNn rOCYAapCTBEHHBIX
OpraHOB  BJIACTH, OPTaHOB  BIACTH
cyobexktoB P®, opranoB MCY wu
OpraHM3alliif  MaKeToM o(ucHBIX
nporpamMMm i paboOTBl C  JICNIOBOM
uHpOpPMAlMe W OCHOBAMH CETEBBIX
TEXHOJIOTUI

[IpakTrueckue 3aganHus:

Kpoccropn 1.

[To ropuzonTanu: 1) 3anuch nHGOPMAIMK HA PA3TMYHBIX HOCUTEIISAX 110 YCTAHOBJICHHBIM IIPAaBUIIAM;
2) YyCTaHOBJEHHME KOJHYECTBA M COCTaBa JIOKYMEHTOB B EIMHMIIAX Yydyera U (QuKcauus
MPUHAIICKHOCTU KaXI0W €MHULIBI yUeTa K ONPEAeICHHOMY KOMIUIEKCY U O0IIEMY UX KOJIUYECTBY
B YYETHBIX JOKYMEHTaX; 3) Y4EeTHBII JTOKYMEHT, CO/IepKallluii Ha3BaHUE, CBEJACHUS O KOJIUYECTBE,
COCTaBe JOKYMEHTOB (pOHAA M MECTE €ro XpaHEHHs, MpeAHa3HAYCHHBIH JJIS [EHTPATU30BaHHOTO
yueTa JOKyMEHTOB; 4) mepeueHb O(UUHMATbHBIX HAWUMEHOBAHHM XpPaHALIUXCS, BBIOBIBIIUX H
MOCTYNAIOUINX apXWBHBIX (OHJOB B IMOPSAAKE BO3pacTaHMsl NPUCBOCHHBIX MM HOMEpPOB; 5)
MPEIyCMOTPEHHbIE HOPMATUBHBIMU JIOKYMEHTAMU YCJOBHSI HCIIOJIb30BAHUS APXUBHBIX H
KOH(HUIECHIIMATBHBIX JOKYMEHTOB; 6) 1uppoBoe u/min OyKBeHHO-IM(POBOEe 0003HAYECHUE Jella B
HOMEHKJIaType Jell OpraHu3alii, HAaHOCHMOE Ha ero OOJIOXKKY; 7) CBOMCTBa JOKYMEHTa,
oOyciaBiIMBarolie €ro KyJIbTypHOE, HaydyHO€ W T.I. 3HA4YCHHE; &) BOCCTAHOBIICHUE
MEePBOHAYANIBHBIX WU OJIM3KUX K MEPBOHAYAIBHBIM CBOICTB M BHEUIHMX MPU3HAKOB aPXMBHOIO
JIOKYMEHTA, TOJABEPTIIerocsl IMOBPEXKICHUIO WIM pa3pylleHHio; 9) CpeacTBO THUPaKUPOBAHUS
NOKyMeHTOB; 10) y4yeTHbBI NOKYMEHT, coJepXalluil mnepeyeHb NOKYMEHTOB Jejla C yKa3aHHeM
MOPSIIKOBBIX HOMEPOB JOKYMEHTOB, WX WHACKCOB, Ha3BaHWW, JaT, HOMEPOB JIUCTOB; 11)
MpUMEeHEeHHe MH(QOpMAIMM JOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX M T.M. MENAX, a TaKkxke s
oOecrnieueHns 3aKOHHBIX MPaB U MHTEPECOB IpaxaaH; 12) cpaBOYHHUK, B KOTOPOM HH(OpMAIUS O
JOKYMEHTaX pacIiojlo’keHa B COOTBETCTBUU C BbIOpaHHOW cxeMoi kiaccudpukanuu; 13) 10KyMeHT,
MOJIHOCTbIO BOCHPOU3BOAAIINNA HMH(QOpPMALMIO MOJJIMHHOIO JOKYMEHTa WU BCE €ro BHEIIHHE
MPU3HAKK WM 4acTh UX, HO HE UMEIOIIUN IOpUINYecKoil cuibl; 14) U3MeHeHue NnepBOHavYaIbHbBIX
(U3UKO-XMMHYECKUX CBOMCTB JOKYMEHTA IMOJ BO3ACHCTBMEM BHEIIHUX UM BHYTPEHHUX (aKTOPOB;
15) mepBBIi WIM €IMHUYHBIA SK3eMIULIp O(UIMAIBHOTO JOKyMeHTa; 16) ropuauyeckoe HIN
(bu3mvecKoe JUI0, B JIEATETLHOCTH KOTOPOTO o0Opa3yeTcsi JOKyMEHTalbHbIH (oHA; 17) cpeacTtro
XpaHEHUs JOKYMEHTOB.
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ITo BepTukanu: 1) ABUKEHHE TOKYMEHTOB B OPraHU3AIlMM C MOMEHTA MX CO3JAaHUS UM MOTY4YEeHUS
710 3aBEpILIEHUSI WCIIOJIHEHUS WJIM OTNpaBieHMs; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE IO
yCTaHOBJIEHHOH (opMme, ¢ukcupyromas (pakr ero cozlaHus, OTHpPaBICHUS WM HoidydeHus; 19)
JOKYMEHT WJIM COBOKYIHOCTb JIOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BOINPOCY MM YYacTKy
NESATEIPHOCTH W TIOMEIICHHBIX B OTACNIBbHYIO 005I0kKy; 20) opraHuzaius WIH CTPYKTYpHOE
MOZIPA3JEIICHNE, OCYILECTBISIOLIEE JUINTENBHOE WJIM IIOCTOSHHOE XpAaHEHHE OKOHYEHHBIX
JIOKYMEHTOB C LI€JIbI0 MX MCIIONb30BaHUs; 21) CpeICTBO KacCOBOM OPITEXHUKH; 22) KOMMS 4acTu
TEKCTa JOKYMEHTa, O(OpMJIEHHas B YCTaHOBJICHHOM Iopsake; 23) CpeACTBO H3TOTOBJIECHUS
M300pa3UTENbHBIX JTOKYMEHTOB; 24) coenualbHO OO0OpYJOBaHHOE IOMEIIEHHUE Js XpaHEeHUS
apXMUBHBIX JIOKYMEHTOB; 25) TMOBTOPHBIA DJK3EMIUIS)p MOJJIMHHUKA JOKYMEHTa, HWMEIOIUN
IOPUJIMYECKYIO CcuiTy; 26) ¢u3HUecKkoe WIW IOPUIWYECKOE JIMIO, CO3JaBIIee JTOKYMEHT, 27)
opuLMaNbHBIA TOKYMEHT, HMMEIONIMHA IOPUAMYECKYI0 CWIY U CcoJepXKalluid HHPOpMAIHIO O
MpeiMeTe 3ampoca, ¢ yKa3aHHWEM MOUCKOBBIX 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 ropusontanu: 1) HOPMATUBHBIA JOKYMEHT, COJEpKallUil CHUCTEMaTHU3UPOBAHHBIM MepedyeHb
CTPYNIIMPOBAHHBIX HAWMEHOBAaHUI OOBEKTOB M IPHCBOEHHBIE WM KOJbI; 2) HOPMAaTHUBHBIN
JOKYMEHT, 3aKpeIUIIIomNi yHU(PHUKAIUIO AENONpPOU3BOACTBA; 3) (ukcanuss Ha MaTepUaIbHOM
HoOcHUTeNle UHQOPMAIK C PEKBU3UTAMM, TTO3BOJISIONIMMH €€ UACHTU(DHUIMPOBATh; 4) YCTaHOBIIEHUE
eauHooOpa3usi coctaBa U (GOpM YIPaBICHUYECKHUX JIOKYMEHTOB, CO3/1aBa€MbIX MpHU pEIICHUU
OJTHOTUIIHBIX YIpaBlIeHUYeCKUX (QYHKIUH; 5) uHbopManus, (UKCHpOBaHHAs Ha KaKOM-IHOO
MaTepUaJIbHOM HOCHUTEIIE.

Ilo Beprukamu: 1) nudpoBoe oOo3HaueHHEe (GOPM JTOKYMEHTOB B XOJA€ COCTABICHMS
kiaccupukaropo uHbopmarnuu; 6) 1udpoBoe 0003HAUEHHUE, SABISIIONICECS  AJIEMEHTOM
uACHTUGUKAMM OOBEKTOB B XOJA€ MX KilaccUUKAMK;, 7) MEXIYHApOAHBIM JOroBOp IO
OTIpe/IeIEHHOMY BOMpPOCY; §) OpraHu3alus WU CTPYKTYpHOE IMOApa3JieleHHe, OCYIIECTBISIONIEe
JOJITOBPEMEHHOE MJIM MIOCTOSIHHOE XPaHEHUE OKOHUYEHHBIX JI€]; 9) BHECEHNE JOJIKHOCTHBIM JIMIIOM
B o(unMaIbHble JOKYMEHTHI 3aBEJOMO JIOKHBIX CBEIEHUN WM HCIPABICHHUM, MCKaXKAIOIMIUX HX
JeicTBUTENBHOE conepkaHue; 10) cMHOHMM cioBa 10roBop; 11) MOKyMeHT, MOATBEpKAArOIIMM
COOTBETCTBHE NMPOIYKIUH, IPOIECCOB 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 3ayema NO  BONPOCAM,
oxeamwlsalowue meopemuiecKue OCHO8bl OUCYUNIUHBL «/[OKYMEeHmuposanue ynpaeieHuyecKol
0esimeibHOCIUY .

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

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHAas JUTEpPaTypa

1. ITanacenko, 0. A. JlIokyMeHTUpOBaHHE YIIPABICHUYECKOM NESITEIBHOCTH: Y4eOHOE mocooue /
FO.A. Ilanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yue6Hoe mocobue). - ISBN
5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : anekrponnsrii. - URL.:
https://znanium.com/read?id=309085 (nata oopamienus: 15.12.2019)

0) lonoJIHUTeIbHASA JIATEPATYypa

1. Kopuees, U. K. JlokymeHTHpOBaHME ypaBiIeHUYECKON AesTeabHoCcTH + TecThl B OBbC :
y4eOHUK U IPAaKTUKYM JJis akajemudeckoro 6akanaspuara / M. K. Kopnees, A. B. ITmenko, B.
A. Mamypues. — 2-e u3l., nepepab. u gon. — Mocksa : U3natensctBo FOpaiit, 2019. — 384 c.
— (bakanaBp. Axkagemuueckuii kypc). — ISBN 978-5-534-04533-8. — TekcT : 31eKTpOHHBIH //
3BC IOpaiit [caiit]. — URL: https://urait.ru/bcode/433066 (nara oopamenus: 15.12.2019).

2. KazakeBuy, T. A. JIokyMeHTallMOHHOE OOecrieueHe yIpaBIeHus : 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. — (IIpodeccronansHoe
obpaszosanue). — ISBN 978-5-534-06291-5. — Tekcr : anekrponnsiit // ObC FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/437587 (mata obpamienus: 15.12.2019).

B) MeTtoanueckue ykazanus

Mertoauueckue YKa3aHus MPUBCACHLI B HpI/IHO)KeHI/II/I 1

r) Iporpammuoe obecrieuenne u UHTepHET-pecypcehl:

Haumenosanue 110 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 6eccpouHo
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
J-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 | OECCpPOYHO

HNHuTepHer pecypcesl

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

Hayka». — URL: http://edication.polpred.com/.
2.HarmonanbHast ”HGOPMAIIMOHHO-aHATMTHYECKas: cucTeMa — POCCHIICKUI MHIEKC 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 MaTtepuajJibHO-TEXHHYECKOE o0ecnevyeHne TUCUUIINHBI (MOIYJIs1)
MaTepHaJIBHO-TGXHquCKOC O6CCHC‘ICHI/IC JOUCLHUIIJIMHBI BKJIFOYACT:

Tun u Ha3Banue AyIUTOPpUHN

OCHaH_[eHI/Ie AyJAUTOPUHN

Y4eOHbIC ayAUTOPHH IS
IPOBEACHUS 3aHATUIH JIEKIIHOHHOTO
TUIIA

MynbTUMEIMIHBIE CPEACTBA XPAHEHHUs, IIepeaud U
npecTaBiIeHNus HHPOPMALIUH.

Y4eOHble ayIUTOPUH AJIs
MPOBEJICHUS TPAKTUYECKHUX
3aHATUH, TPYNIIOBBIX U
VH/IUBUYAJIbHBIX KOHCYJIbTALlUM,
TEKYILIEro KOHTPOJIS U
MIPOMEKYTOUYHOM aTTECTALNKU

MynpTuMEIUIHBIE CPEACTBA XPAHEHNUS, IIEpeJadul 1
npecTaBIeHNus HHPOPMALIUH.

KoMIuiekc TecToBBIX 3aJaHui ISl IPOBEIECHUS
IIPOMEXKYTOUHBIX U pyOEKHBIX KOHTPOJIEH.

[lomentenus 111 caMOCTOSTEIILHON
paboThl: 00yJaIOMUXCS

[TepconanbHbIe KOMITbIOTEPHI ¢ TakeToM MSOffice,
BBIX0I0M B IHTEpHET U ¢ JOCTYIIOM B DJICKTPOHHYIO
nH(OPMaIMOHHO-00pa30BaTENbHYIO CPEAy YHUBEPCUTETA

[Tomerienus 171t XpaHeHUs U
pOoQUIAKTUIECKOTO
00CITy’)KUBaHUs y4eOHOT O
000pyTI0BaHUS

[xads! a1 XpaHeHUus: y4eOHO-METOANYECKON
JIOKYMEHTAIMU, y4eOHOTO 000pyI0BaHUS U yueOHO-
HATJISTHBIX TTOCOOUH.
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IIpniaoxenne 1
Tpe6oBanus k 0popMiIeHHI0O KOHTPOJIbHOW PadoThI:

1. Paborta BBIMONHSAETCS NEYAaTHBIM CHOCOOOM C WCHOJB30BAHWEM KOMIIBIOTEpA U
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
JIOTTYCKAeTCs UCIOIb30BaHUE LIPU(PTA PA3HBIX TAPHUTYD.

2. AG3a1pl B TEKCTE) ClIeAyeT HaUyMHATh C OTCTYIA, paBHOTO 1,25 MM, BEIpaBHUBAHHE T10
HIUPUHE.

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

4. CIIuCOK HCIIOJIb30BAaHHBIX HCTOYHHUKOB U JINTCPATYPHLI II€YATACTCA Y€PE3 1,5 HHTCpBAJa,
KaXJ0€ Ha3BaHUC HAYHMHACTCA C a63aua.

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

6. Ctpykrypa paboThI:

- TuTynbHBINA JUCT.

- Conepxanue.

- Beenenue.

- Texcr paGoTHI (TJ1aBHI).

- 3aKir04YeHue.

- CIMCOK HCTOYHUKOB U JINTEPATYPHI.

- [Ipnnoxenus

Bce cTpykTypHBI€ 351eMEeHThI paO0Thl HAUMHAIOTCS ¢ HOBOTO JIUCTA.

7. 3aroJOBKM pacIoJIaraloTCs IOCEPEAMHE CTPAaHULBI W YKa3bIBAIOTCS IPONHCHBIMU
OykBamu Oe3 KaBbIYEK M TOYKM B KOHIIE, BBIIEISIOTCSA MONYKUPHBIM IipudToM. [lepeHocuthb
CIOBa B 3arojOBKE HE JOINYCKAeTCs. 3aroJIOBKH OIJIABIEHMUS JOJDKHBI TOYHO IOBTOPSTH
3aroJIOBKH B TEKCTE.

8. NmmrocTpanuu, UCIONb3yeMbIe B TEKCTE pabOThI, pa3MEMIAtOTCs MOCHE MEPBOM CCHUTKH
Ha HUX U COMPOBOXKIArOTCS cioBamu «PucyHok», «Tabmunay, «Cxemay, «I'padux» u T.1. Bee
WUTIOCTPAIlM  HYMEPYIOTCS CKBO3HOM HyMepaiued apaOckumu mudpamMud B TMOPSAKE
YIOMHUHAHUS B TEKCTE (151 KaXKJ0T0 BUA MILTIOCTPALIMIA CBOS HyMepaIus).

9. IlpunoxeHus: JOJKHBI MMETh TEMaTHUECKHE 3aroJIOBKM M HYMEpYIOTCS apabCKUMU
uudpamu. [lepeuens npunokeHU yka3bplBaeTcsl B OTJIaBICHUN.

10. Bece crpanunbl paOoThl, BKIIIOYas MPHIOKEHUS, HyMepyroTcs mo nopsaky. [lepsoi
CTpaHMIIEH CUMTAeTCs TUTYJIbHBIA JHCT, HA HEM HOMep He craButTcs. Hymepyror apaGckumu
uuppamu, ucnonb3dys mpudt Times New Roman, xernmp 12, ¢ cobOnroneHueM CKBO3HOM
HyMepaluu 1o BceMy TekcTy. Homep mpocTaBisieTcsi B IpaBoOM BEpXHEM yriay (BbIpaBHUBAaHUE
10 TIPaBOBOMY Kparo) 0€3 TOUYKH B KOHIIE.

11. Cchulku HyMEpYIOTCSI B CKBO3HOM TOPSIIKE apaOCKuMu IudpaMu B Tipeenax KakIou
qacTH paboThI (BBEACHUS, PA3/ICIIOB M 3aKIIIOUCHHUS).
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12. CHocka odopmisieTcs B kKoHIe pasaena (BcraBka — Cepuika — CHocka — KonieBast
CHOCKa, IPUMEHHUTH KO BCEMY JJOKYMEHTY):

- bes kpacHoit cTpoku (ab3ama).

- Hymepanus: apabckumu nudpamu.

- HlpudT: Times New Roman, 10 kers.

- BolpaBHMBaHUeE 110 MIKUPHUHE.

- OnuHApHBIN HHTEPBAI KaK BHYTPH OJHOW CHOCKH, TaK U MEX]Y TBYMS CHOCKAMHU.
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