MHWHWUCTEPCTBO HAYKHW 1 BBICITEIO OBPA3OBAHNSI
POCCUNCKOU OEJIEPAIIMN
{arre Denepaibioe rocy/lapeTsentoe 610/uKeTHOE 00pa30BaATEILHOE YUPEIKICHHE
BbICHICTO 0Opa3zoBaHus
«MarnuToropckuii rocy1apeTBeH bl rexunueckuit ynusepeuret um. .M. Hocosa»
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PABOYASI [IPOT'PAMMA JIMCHUITVIMHBI (MOJTY JIST)

HAOKYMEHTAIIHOHHOE OBECIIEYEHHUE JIEATEJIBHOCTH OPI'AHOB
MECTHOI'O CAMOYIIPABJIEHHA H MYHHIIHTIA/TBHBIX
OPI'AHHU3ALIUH

Harpagsienue noAroroBky (crennaibHoCTh)
46.03.02 JlokyMEHTOBEICHHE U APXHBOBEICHHE

HanpasnennocTs (pouib/crieuann3aiiis) NporpamMmbl
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ovHast
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Kype 3
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PaGouas nporpamma cocrasiena na ocioe ®I'OC BO - GakanmaBpuar 1o HanpasJieHHIC
nojroropku 46.03.02 Jlokymenrosejienue n apxuBoseieHue (rnpukas MunoOpHayku Pocenn o
29.10.2020 r. Ne 1343)

Pabouas nporpavMma paceMoTpena u 0/100pena Ha 3ace/iannn Ka())cslpm [lesarornyeckore
00pa3oBatus i JJOKYMEHTOBC/ICHHSI
30.01.2023, nporoxon Ne § /) /

3as. Ka<|)e11pon C.C. Beankanone

Pabouas nporpamma 0106peHa METOMYECKOT KO\/IH(,\C)A&/
14.02.2023 r. nporokoi Ne 6 ”
[Ipejcenareis ~_T.E. AGpam3on

PaGouas nporpamma cocrasjieHa:

Jonent kadeaps [On/1, kanst. punos. nayk ~ CJLAnapeesa

Penensenr:

Ct. menejukep (B npombliientoceti) [TAO "MMK" 2 C.A. benobopojiosa




JIucr aktyanusanuu padoueii nporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzaruu B 2024 - 2025
ydaeOHOM roy Ha 3acefaHuu kageapel [lemarormueckoro o0Opa3oBaHus U JOKYMEHTOBEICHUS

IIporokomor 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanuszanuu B 2025 - 2026
y4eOHOM roy Ha 3acenanuu kageapel Ilegarormueckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Ipotokom ot 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamsanuu B 2026 - 2027
yueOHOM roy Ha 3acenanuu kadeapel [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHSI

[Iporokom ot 20 . Ne

3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMmma repecMoTpeHa, 00CyKaeHa 1 0100peHa s peanuzarnuu B 2027 - 2028
y4eOHOM roy Ha 3acefaHuu kapeapel [lemarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa




1 Iles1u ocBOEHUSI TN CHMUTLTHHBI (MOLYJI51)

MOATOTOBKA K pealn3allid U PYKOBOJICTBY JAESTEIBHOCTBIO MO JOKYMEHTAIMOHHOMY
00€CIIEUCHNIO YMpaBICHUS B OpraHax MECTHOTO CaMOYIpaBICHUS W MYHHUIIUIAIbHBIX
OpTraHU3aIMUAX

2 MecTo qUCHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe1bHOIi POrpaMMbl

HucuuiuinHa JlOKyMEHTalMOHHOE oO0OecleyeHue JesTeIbHOCTH OPraHoB MECTHOTO
CaMOYTIPaBJICHUS] U MYHHUIMIIAIbHBIX OpPraHU3alMii BXOAUT B 00s3aTENbyl0 YacTh y4eOHOTO
11aHa 00pa30BaTeNIbHON POrPaMMBI.

Jns  W3ydeHUs  JUCHUIUIMHBL ~ HEOOXOOUMBI  3HAaHUS  (YMEHHs,  BIIAQJCHUA),
c(hOpMHUPOBAHHBIE B PE3YJIbTATE U3YUEHHS AUCLUIUINH/ IPAKTUK:

CoBpeMeHHas opraHu3alysi rocy1apCTBEHHbIX yupekaeHuil Poccun

IIpon3BoaCTBEHHAsA - MPAKTUKA 110 MOJYYEHHUIO NPOPECCHOHATIbHBIX YMEHHH U OIbITa
po(hecCHOHALHOM AeITeTLHOCTH

JlokyMeHTOBEICHHE

IIpoexkTupoBaHue ynpaBIeHUYECKON JOKYMEHTAlMU OpraHu3aluu

JlokyMeHTalMoHHOEe OOecreueHue JEeSTENIbHOCTH OPraHOB TIOCYAApCTBEHHOM BIIACTH,
YIPAaBJIEHUS U IOJBEAOMCTBEHHBIX OpraHu3alui

Opranu3anus 1 TEXHOJIOT U TOKYMEHTALMOHHOT0 00eCTIeYeHUs yIIPaBIeHUs

Kanposoe nenonpounsBoacTso

JIoKyMeHTaIlMOHHOE 0OecrieueHre aIMUHUCTPATUBHBIX OTHOILIEHUH B PD

3HaHus (YMEHMs, BIaJIeHHs ), NOIYUYEHHbIE NIPU U3YUYCHUU JAHHOW TUCLHUIUIMHBI OyIyT
HEOOXOIUMBI [Tl U3yUCHHS TUCIUTLTH/TIPAKTHK:

HNudopmannonnoe odecrieyeHue ynpapieHus

WudopmanroHHbIe pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTHUECKUE ACTIEKThI

VYnpaiieHue TOKyMEHTaMU U 3aIIUCSIMU B CUCTEME MEHEKMEHTA KaueCcTBa

TexHuueckue cpeacTBa ynpaBieHUs B JOKYMEHTAMOHHOM 00eCIeueHUH YIpaBIeHUs U
apXuBax

[Ipown3BoicTBEHHAs — IPEIUIIOMHAS [TPaKTUKa

IIpoekTHast JAEATENBHOCTh IO JOKYMEHTAI[HOHHOMY OOECIEYEHUIO YIPABICHUS
OpraHu3aruen

[IpakTHKyM 10 COCTAaBIECHUIO U O(POPMIIEHUIO CITYKEOHBIX JOKYMEHTOB

IToaroroBka k cade u cjada rocyJapCTBEHHOT0 SK3aMEHa

[ToaroroBka Kk npoiietype 3aliuThl ¥ 3allMTa BHITYCKHON KBaTM(PUKAMOHHOMN paboThI

Opranu3zanys padoThl ¢ 00palleHUsIMU TPakIaH

KondunennuanbHoe 1e10npon3BoCTBO

ApXUBBI IO TUNYHOMY COCTaBY

3 Komnerenuun odyuaromierocs, popMupyemMbie B pe3yJibTaTe 0CBOEHUS

AUCHHUILINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThl 00y4eHH s

B pesynprate OCBOEHUS AMCUMIUIMHBI (MOIyJsl) «JlOKyMEHTallMOHHOE oOecreueHue
JESTEIbHOCTH OpPraHOB MECTHOTO CaMOYIpPAaBJICHHUS W MYHHUIMNAIbHBIX OpTraHU3aLui»
00yyaromuics JoIKeH 001a1aTh CICAYIOIIMMU KOMIETEHIIUSIMHU:

KO,}I HHIUKaTopa I/IH}II/IKaTOp JOCTHIXXCECHUA KOMIIECTCHIITN

OIIK-1 CrnocoGeH mpuMeHATh Ha 6a30BOM ypOBHE 3HAHUS HUCTOPUUYECKUX HAYK MPH PEIICHUH
3amad B chepe cBoeil IpodhecCHOHAILHON NEATEILHOCTH,

OIlK-1.1 3HAaeT HCTOPUIO M COBPEMEHHYIO OpraHU3aldl0 CUCTEMbl OPraHOB
FOCYyJJapCTBEHHOW BJIAaCTU M YympasieHUss B Pd, opraHoB MeCTHOTO
caMOVIPaBJICHUS U OpraHu3aIui

OIlK-1.2 Brnageer HaBbIkaMu moucka U O0TOOpa MCTOYHUKOB, KOTOPbIE BaKHBI JJISI
KOHKPETHO-UCTOPUYECKOI 0 UCCIIEA0BAHNUS C yUETOM LIECHHOCTH




AOKYMCHTAJIBHOI'O HMCTOYHHKA KaK 4YaCcTU HUCTOPHUYCCKOIO0 HacJICausd H
AKTHBA OpraHu3anivin

OIIK-2 CriocobeH HaXOIUTh OpPraHU3alnOHHO-YIIPaBICHYECKHE PELICHUS IIPU PEIICHUH 3a/1a4 B
cdepe cBoeill mpodecCHOHATBHON AeITEILHOCTH,

OIlK-2.1 Omnpenensier ey U 3a/1a49u ynpasiieHus B chepe cBoeit npodeccrnoHaibHOM
JeSITeNbHOCTH

OIIK-2.2 Hcnone3yer OCHOBHBIE METOABI U IIPUEMBI OPraHM3ALUU, IUIAHUPOBAHMS,
MOTHBAlLMM, KOOPAMHALMM M KOHTPOJIS IpoleccoB B cdepe cBoel
npodeccuoHaTbHON e TeIbHOCTH

OIIK-2.3 Ymeer uneHTHPUUIMPOBATH TPeOOBAHUS HOPMATHBHO-TIPABOBOM CpeIbl K

CBOCH HDO(beCCHOHaHBHOﬁ JCATCIIbHOCTH U ACATCIIbHOCTH OpraHu3animu




4. CTpPyKTYpa, 00bEM U coiepKaHue TUCIMIIINHBI (MOIYJIs)
OO0mmast TpyI0eMKOCTh MUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauHui 108 akan. gacoB, B TOM
qHCIe:
— KOHTaKTHas pabora — 75,8 akaj. 4acoB:
— aynuTopHas — 68 aka. 4acos;
— BHeayaAUTOpHAs — 7,8 akaj. 4acoB;
— camocTosiTenpHas padoTta — 32,2 akaj. 4acos;
— B (hopMe nmpakTuyeckoit moaroroBku — 0 akaj. yac;

dDopMa arrecTaluu - 3a4cT

AynutopHas 3 e
o | xonTakTHAs pabora E QE dopma TeKyIIero
Pazzen/ tema § (B axaz. qacax) E [ Brx . KOHTpOJIA Kon
J— : S ©|caMoCTONTENEHOH | yomeBaeMOCTHH | 0o o
@) g & paboTs MIPOMEKYTOYHOM
Tlex. mab. | MpaKT. =9 arTecTalyy
3aH. 3aH. | O &
1. 1. Tlomsatue o006 opranax
MECTHOTO CaMOYIPABICHUS |
MYHHIUATbHBIX
ITouck
JIOTIOTHUTENBHOMN
HHPOPMAITHH 10
3a/laHHON TeMe.
KonTponpnas
paborta.
Brinmonsenue
1.1 Opra#bl  MeCTHOTO JIOMAIIHUX Teopemmieckoe
CaMOYTIPaBJICHHUSI. u MPAKTHIECKUX 3anamme k Teme 1 OMK-11,
MY HHIU AT HBIC pabot [pakTHyeckoe OIIK-1.2,
6 10 1021 5 3panue 1 OIIK-2.1,
OpTaHM3alNU KaK OOBEKTHI CamocTrosTenpHoe
MYHHUIUNIAIBHOTO u3ydeHue yueOHon Konrpobras OIK-2.2,
yIpaBIeHUs Y HAYYHO padota OlK-2.3
3auer
JIUTEPATyPhI
Pabora ¢
KOMITBIOTEPHBIMH,
JIIEKTPOHHBIMH
y4eOHUKAMH,
TECTOBBIMHU
CHCTEMaMHU
HWroro no pazaeny 10 1021 ]| 5
2. 2. OcoOEHHOCTH OpraHu3aliy
JIETIONPOU3BOACTBA B OpraHax
MECTHOTO CaMOYIPABICHUS |
MYHHLITATbHBIX




ITouck
JIOTIOJTHUTEILHOM
UHOPMAIIH 110
3aJJaHHOM TeMeE.

KoHTpomTbHas Teopetnueckoe
3amanne K teme 2.1 OIIK-1.1,
21 21  OcobenHnocru pabota.
JIOKYMEHTAIBHBIX  (DOHJIOB Brmonaenne Ipaxmirieckoe OIIK-1.2,
8 821 10 371aHuE 2 OIIK-2.1,
OMC wu M}u/HI/IHI/IHaJIbHLIX JIOMAITHUX KoHTposbHast OITK-2.2
OpraHu3anui MPAKTHYECKUX pabora OHK-2.3’
pador 3auer
CaMoCTOATEILHOS
u3yueHHe yueOHOMH
Y HAYYHO
JIUTEPATYPBI
TTouck
JIOTIOJTHUTEILHOM
HHPOPMAITHH 10
3aJJaHHOM Teme.
KonTponpaas
pabora.
Brimonnenue
22 2.2 Oprasuzanus JIOMAaITHUX Teoperuueckoe
3aJaHHE K TeMe 2.2 OIIK-1.1,
OMEpPaTUBHOTO  XpaHEHUS MPAaKTUYIECKUX TpaxTuteckoe OIK-1.2.
JIOKYMCHTOB B Opraax 8 821 | 8,3 pagor 31aHue 3 OIIK-2.1,
MECTHOTO CaMOYIPaBJICHUS CaMoCTOATETHLHOE KoHTpombHas OINK-2.2
u MYHHIIMITIATBHBIX H3yYCHUE YU4eOHOMH pabora OHK-2.3’
OpraHu3anui U Hay4HO 3auer
JIUTEPATYPBI
Pa6ora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMHU
CHCTEMaMM
TTouck
JTIOTIOJTHUTENHHOM
uH(popMaIy 10
3aJIaHHOM TEME.
KonrponbHas
paborta.
B;éﬁ;ﬁlf;:e Teopetuueckoe
3aJaHue K Teme 2.3 OIIK-1.1,
2.3 Oprasu3zanus MPaKTUIECKUX TpaxTyeckoe OIK-1.2,
JIOKYMEHT0000pOoTa B 8 21 5 pabor snane 4 ONK-2.1,
OMC u MyHHMIHMIATBHBIX CaMmocrosTensHoe KomTpombHas OIIK-2.2
OpTaHM3aIMIX u3yueHue yueOHoH pabota OITK- 2' 3’
U Hay4HO 3auer
JIUTEPATYPBI
Pabora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4eOHUKaMU,
TECTOBBIMU
CHCTEMaMM
HWroro no pazgeny 24 24/61 | 27,2
Wroro 3a cemectp 34 34/8U | 28,3 3a4ET
Hroro no aucrumianne 34 34/8U | 32,2 3a4eT




5 O06pa3oBaTejibHbIE TEXHOJIOTHH

B npomecce o0ydenuss mno gucuuiuinHe — «JlOKyMEHTallMOHHOE obecneueHue
JEATCIIBHOCTY OpPraHOB MECTHOIO CaMOYIPABJIEHUS M MYHHULUNAIbHBIX OPIraHU3ALMI»
NPUMEHSFOTCS AMCTAHIIMOHHO ¢ wucnonb3oBanueM WKT cnexyromue oOpa3oBaTenbHBIC
TEXHOJIOTUH.

1. TpaguunuoHHble 0Opa3oBaTeIbHbIE TEXHOJIOTMH, MPEAIOIaraplue IpsMyro
TPAHCIALMIO 3HAaHUM OT mpenojaBareiss K CTyAEHTY (IPEeUMYLIECTBEHHO Ha OCHOBE
O0BSICHUTEBHO-WITIOCTPATUBHBIX METO/I0B 00ydeHus ). YueOHas qesITeIbHOCTh CTYACHTa HOCUT
B TAKUX YCJIOBHAX, KaK [IPABUIIO, PENIPOyKTUBHBIA XapaKTep.

@®opmbl yueOHBIX 3aHATHH C UCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

WudopmannonHas Jekuus — IOCIeNOBaTelIbHOE M3JIOKEHHE MaTepuajla B
JUCHUTUTMHAPHON JIOTHKE, OCYLIECTBISIEMOE NPEUMYIIECTBEHHO BepOAJbHBIMU CpEICTBAMU
(MOHOJIOT TperoaaBaTes).

[IpakTueckoe 3aHsTHE, TOCBSIIEHHOE OCBOEGHUIO KOHKPETHBIX YMEHMH U HABBIKOB I10
IIPEUI0KEHHOMY aITOPUTMY.

[IpakTnueckoe 3aHsATHE B (QOpME Mpe3eHTAlMM — IMPEACTABICHUE pPE3yJIbTaTOB
IIPOEKTHOM MJIM MCCIIEN0BATENIBCKONW JESTEIBHOCTH C MCIOIb30BAaHUEM CHELUAIN3UPOBAHHBIX
IIPOrPaMMHBIX CpEJ.

[IpakTHyeckue 3aHATHS NPOBOAATCA B (opMe NMPaKTHUUECKOW MOATOTOBKU B YCIOBHUSAX
BBHITIOJTHCHHSI OOYyYalOUMUCS BHJIOB pPabOT, CBS3aHHBIX ¢ Oyaymield mnpodeccHOHATBHON
JeSITeIbHOCTBIO M HAIPaBJICHHBIX Ha ()OPMHUPOBAHUE, 3aKPEIUIEHUE, Pa3BUTHE MPAKTUYECKHX
HABBIKOB U KOMIIETEHITUH 110 PO U0 00pa3oBaTeIbHON MPOTrpaMMBI.

2. TexHosoruu MmpoOJEeMHOro 00ydeHUs] — opraHu3anus o0pa3oBaTeNbHOrO Ipoliecca,
KOTOpasi MPEANoaraeT moCcTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3AaHUE YUYEOHBIX MPOOIEMHBIX
CUTyalUi JUIs CTUMYJIMPOBAHUS AKTUBHOW MI03HABATEIbHOU AEATEIbHOCTHU CTYICHTOB.

®opMbl y4eOHBIX 3aHATHUH € UCIIOJIB30BAHUEM TEXHOJIOTUH POOIEMHOI0 00YUEHHUS:

[IpakTnueckoe 3aHaTHEe B (GopMe NPAKTHKymMa — OpraHu3anus ydeOHOM paboThl,
HalpaBJIeHHas Ha pelIeHHe KOMIUIEKCHOM y4eOHO-NIO3HABaTEeNbHOM 3ajgauu, TpeOyromel oT
CTyJI€HTa MPUMEHEHNUS KaK HayYHO-TEOPETUUECKUX 3HAHUM, TaK U MPAKTUYECKUX HABBIKOB.

[IpakTHyeckoe 3aHATHE HA OCHOBE Kelc-MeTo/1a — 00yueHHe B KOHTEKCTE MOAEIUPYEMOil
CUTYyaIuH, BOCIIPOU3BOISIIEH pealbHbIC YCIOBUS HAYYHOU, TPOU3BOACTBEHHOM, OOIIIECTBEHHOM
nestenbHOCTH. OOydarouiyecs AOJDKHBI MPOAHATM3MPOBATh CHUTYAIMIO, Pa3o0paThCcst B CyTH
po0JieM, NPeUI0KUTh BOZMOXKHBIE PEIIeHUs U BBIOpaTh Jyullee u3 HUX. Kelcel 6a3upyrorcs Ha
pearabHOM (paKTHYECKOM MaTepHualle WM 5Ke MPUOIMKEHBI K pealbHOM CUTyalnu.

3. TexHONOTMU MPOEKTHOTO OOYYEHMs — OpraHU3alms 00pa30BaTENLHOTO TpoIecca B
COOTBETCTBUHM C AJITOPUTMOM IIOATAITHOTO PELIeHUs MPOOJEMHOHN 3a7add WM BBIIOJIHEHUS
yuebHoro 3aianus. [IpoekT npeanonsaraer COBMECTHYIO yU€OHO-TIO3HABATEIbHYIO 1€ATEIbHOCTh
IPYyMIbI CTYIEHTOB, HANPaBJIEHHYIO Ha BhIPAOOTKY KOHLIEMIMH, YCTAaHOBIEHHE IeNiel U 3a1ad,
(GOpMyJIMPOBKY OXHJAAEMBIX pPE3yJbTAaTOB, ONPEAECICHUE MPUHIMIIOB U METOJIUK PpEIICHUS
MOCTaBJIEHHBIX 3aJla4, IUJIAHUPOBAaHUE XoJa paldOoThl, MOUCK JOCTYHHBIX M ONTHMAJbHBIX
pECYpCOB, MO3TANHYIO pealn3aluio IIaHa paboThl, MPE3EHTALMI0 PEe3yJbTaTOB pabOThI, UX
OCMBICJICHHE U peIIEKCHIO.

NndopmanoHHblii  MpoeKT — y4yeOHO-TIO3HABAaTENbHAs JESITENbHOCTb C  SIPKO
BBIpa)KEHHON 3BPHCTUYECKOI HAPaBIEHHOCTHIO (ITOUCK, OTOOP U cUCTeMaTU3alus HHPOPMaLuU
0 KakoM-TO 00BEKTe, 03HAKOMJIEHHE YYaCTHUKOB IMPOEKTa ¢ 3TOM MH(OpMalMel, ee aHaIu3 U
00o011eHue 1151 Mpe3eHTauy 60see HIMPOKON ayTUTOPHH).

4.  HWNubopMallmOHHO-KOMMYHHUKAIIMOHHBIE ~ OOpa3oBaTelbHblE  TEXHOJOTUH  —
oprasu3zaiusi 00pa3oBaTeIbLHOIO MPOIecca, OCHOBaHHAs HA MPUMEHEHHUHN CHEeIMaTU3UPOBAHHBIX
IPOrpaMMHBIX Cpell U TEXHUYECKHX CpeACTB paboTel ¢ uHpopmanuen. Mcnonb3yroTcs
JMCTAaHIIMOHHBIE 00pa30BaTeIbHbBIE TEXHOJIOTH, PeaI3yeMble ¢ IPUMEHEHUEM



6 YueOHO-MeTOAUYECKOE 00eciedeHUe CAMOCTOSITeJIbHOH PadoThl 00y4Yaromuxcst
[Ipencrasneno B npuioxenuu 1.

7 OueHOYHBIE CPeACTBA /sl IPOBeeHHs IPOMEKYTOUHOI aTTecTAllMH
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. AmupoB, A.P. JlokymeHTannoHHOE OOECTEUCHHE YIPABICHHUS B OpPraHU3ALUAX |
yuebHoe nmocobue / A.P. Amupos, B.1. Muxaiinos. — Ya : BI'TIY umenu M. Axmysuisr, 2009.
— 176 ¢c. — ISBN 978-5-87978-513-5. — Tekcrt : a5eKTpoHHbI# // DaeKTpOHHO-OUOIHOTeUHAs
cucrema «Jlaup» : [caiit]. — URL: https://e.lanbook.com/book/42213 (mara oOGpamicHus:
11.12.2022). — Pexxum JIOCTYyTIa: JUTSt aBTOPHU3. MOJIb30BATEIICH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Kysnuenos, . H. JlokyMeHTaIImOHHOE 0OecIieueHUe ypaBiieHus. JJokyMeHTo000pOT 1
JICTIONIPOM3BOICTBO | YYEOHUK M MPAKTUKYM JUTs pukiIaaHoro 6akanaspuata / 1. H. Ky3ueros.
— 3-e u3n., nepepad. u gorn. — Mocksa : M3narensctBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknagaoit kypc). — ISBN 978-5-534-04275-7. — Teker : snekrponnsiii // DBC HOpaiit
[caiiT]. — URL: https://urait.ru/bcode/431759 (nara o6paruenus: 16.12.2022).

3. 'ocynapcTBeHHOE W MYHUIIMIIATbHOE yrpaBieHue B Poccuu: ucTopusi, COBpeMeHHOE
COCTOSIHHE, IEPCIIEKTUBBI pa3BuTus : MoHorpadus / M. B. Anekcanaposa, H. P. banbiackas, C. B.
Butuk u mp. ; MI'TY. - Marauroropck : MI'TY, 2015. - 1 snektpon. onrt. auck (CD-ROM). -
3arn. c TUTYJL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=1319. pdf&show—dcatalogues/1/1123
548/1319.pdf&view=true (mata oOpamenus: 15.01.2023). - Makpoobbekr. - Tekcr
3JICKTPOHHBIN. - CBeieHus 1oCcTyIHBI Takke Ha CD-ROM.

0) lonotHuTeEIBHAS TUTEPaTypa:

1.Anronenko, H. M. CucremHoe pyKOBOACTBO opraHusanmed : ydeOnuk / H. .
Anronenko. - M. : Dk3amen, 2006. - 1 anektpon. onT. muck (CD-ROM). - 3aru. ¢ TuTyn. sKpaHa. -
URL: https://magtu.informsystema.ru/uploader/fileUpload?name
=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true (mata obpamienus: 04.12.2022). -
MaxkpooObeKT. - TekcT : aeKTpoHHBIN. - CBeneHus nocTynHbl Takke Ha CD-ROM.

2.AnapeeBa, C. JI. Opranuzanus paboTel ¢ OOpalleHUsIMH  TpaXkaaH
yuebHo-MeTouueckoe nmocobue / C. JI. Auapeera ; MI'TY. - Maruutoropck : MI'TY, 2016. - 1
sanekTpoH. omnt. guck (CD-ROM). - 3arm. ¢ Turyn.  okpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mata oOpamenus: 04.12.2022). - MakpooObekT. - Tekcr
AJIEKTPOHHBIN. - CBeleHus nocTynHbl Takke Ha CD-ROM.

3. Kuoppunr, B. M. OcHOBBI rocynapcTBEHHOIO W MYHUIUMNAIBHOIO YIpaBIECHUS !
yue0-auk / B. . Knoppusr. - M. : Dk3ameHn, 2006. - 1 snektpon. ont. quck (CD-ROM). - 3ari. ¢
TUTYJL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=190. pdf&show dcatalogues/1/10528
53/190.pdf&view=true (nara oopamenus: 14.12.2022). - MakpooOBeKT. - TEKCT : 371€KTPOHHBIH. -
Ceenenus noctymasl Takke Ha CD-ROM

B) MeToan4yeckue ykazaHusi:

CamocrosiTenbHas paboTa CTYJICHTOB By3a : mpakTukym / coctaButenu: T. I'. Heperuna,
H. P. YpazaeBa, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOroOpcKuil roc. TEXHUYECKUI YH-T UM.
I'. . Hocoga. - Maraurtoropck : MI'TY um. I'. W1. Hocoga, 2019. - 1



CD-ROM. - 3ari. C

URL:

TUTYIL. JKpaHa. -

https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530

261/3816.pdf&view=true (mara oOpaieHus:

28.01.2023). - Makpoobwekt. - Tekcr

ANIEKTPOHHBIN. - CBefieHus ocTynHbI Takke Ha CD
Metoanueckue yka3aHus K OCBOSHHIO Kypca IIPeCTaBIEeHbI B IPHIIOKEHUAX 1 1 2.

r) [Iporpammuoe odecnneuenne u UaTepHeT-pecypcebl:

IIporpammHoe o0ecnieyeHue

HaumenoBanue o

10 Ne morosopa Cpoxk neiicTBuUS JTULIEH3UU
7Zip ¢BOOOHO 0eCCpOYHO
MS Office 2007 |, 135 1 17.09.2007 GeccpodHO
Professional

IIpodeccnonanbHbie 0a3bl JAHHBIX U HHGPOPMANMOHHbIE CIIPABOYHbIE CUCTEMbI

HasBaunue kypca

CchUIKa

DneKTpoHHas 0asa NEPUOANUECKUX
n3nanui East View Information Services,

https://dlib.eastview.com/

HanmnonanpHas
MH(POPMaIMOHHO-aHATUTUYECKAs] CUCTEMA
Poccuiickuii HHIIEKC HAYYHOTO

URL.: https://elibrary.ru/project_risc.asp

ITouckoBas cucrema Axkagemus Google
(Google Scholar)

URL.: https://scholar.google.ru/

HNudopmanmonnas cucrema - Equnoe okHO
I0CTyHa K HHOOPMAIIMOHHBIM PECYPCaAM

URL.: http://window.edu.ru/

Poccuiickas ['ocynapcTBeHHast 6MbanoTeka.
Karasnoru

https://www.rsl.ru/ru/4readers/catalogues/

DnekTpoHHbIE pecypcbl Onbnnorexku MI'TY
uM. I'.11. HocoBa

https://magtu.informsystema.ru/Marc.html?local
e=ru

ApxuB Hay4YHBIX
«HarnmonanbHbIN
3JIEKTPOHHO-MH()OPMAIIMOHHBIN

KYPHAJIOB

https://archive.neicon.ru/xmlui/

9 MaTtepuajJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTIHHBI (MOLYJIs1)

MaTepI/IaJ'IBHO'TeXHI/ILIeCKOC obecrneucHue JUCITUITIIIMHBI BKIIFOYACT:



VY4eOHble ay TUTOPUH U1 TPOBEACHUS 3aHATUH JIEKIIMOHHOTO TUTIA '

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIN, CTyn O(UCHBIN, JOKyMeHT-Kamepa Epson,
ucrounnk Oecriepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronbubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKpO(OH C IIyMOIMOJABJICHUEM), dKpaH HacTeHHbId Digis
Optimal-C MW DSOC-11032*2

Y4eOHble ayAWTOpPHH [UIS TPOBEACHHS TMPAKTUYECKUX 3aHSATHH, TPYIIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAIMMA, TEKYIIETO KOHTPOJIS U IPOMEXYTOUHOMN aTTECTAIINU:

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIH, CTyn O(UCHBIN, JOKyMEeHT-Kamepa Epson,
ucrounnk Oecrniepedoiitnoro nmrtanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHus1, KOMIIBIOTEp MepcoHabHbIN (Trl 6), mpoektop ViewSonicPJD7526W, crinkepdon
nacronpubiii  Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akycThueckas
HACTOJIbHAS, CTepeorapHuTypa (MHKpOQOH C IIyMOIOJABICHHUEM), JKpaH HacTeHHbIDIQIS
Optimal-C MW DSOC-11032*2

[Tomemenuss st caMOCTOATENBHOM  pabOThl  OOy4YalOIIMXCA:  MEPCOHATBHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C IOCTYIOM B 3JIEKTPOHHYIO
nH(pOPMAIIMOHHO-00PA30BATENBHYIO CPEly YHUBEPCHUTETA.

[Tomemenne s XxpaHeHus U HpoduiIakTUYecKoro oOCTy)KUBaHUS Y4eOHOTO
000pYIOBaHUS: CTEIUTAXKH JUIS XPaHEHHs YIeOHO-HATTIIHBIX TOCOOUH M y4eOHO-METOINIECKOM
JIOKYMEHTaIUH.



Ipuioxenune 1

Paznen 1. [lonsitue 00 opranax MeCTHOI0 CaMOYIIPaBJIeHUS] U MYHUIIUIIAJTbHBIX
OpraHu3anMusIX
Tema 1. Opranbl MECTHOTO CAMOYIIPABJIEHHS. U MYHHUIMIIAJbHbIE OPraHU3AIUN KAK
00beKThl MYHHIMNIAJIBHOTO YIIPABJIEHUSI
Opranbl MecTHOTO camoyrpaBiieHus. CriocoObI CO3IaHUS] MYHUITMTAIbHBIX OPraHU3aIUM.
Opragsl yOopaBJeHUs MYHAIMIAILHBIMY opraHuzanusaMu. OcoO0eHHOCTH OpraHu3aliu
yHOpaBJICHUS MYHUIIMIAJILHBIMU YUPESKACHUSIMH _ YIIpaBJIeHUE MYHUIIUIIAILHBIMHA
3aKyIKaMu ¥ aenonpous3soactso OMC u MO

IIpakTHyeckoe 3aanue Ne 1
1. M3yuuts 'K P® B yactu kacaromieicsi AesITEIbHOCTY MYHUIIUMIIAIBHBIX YUPEXKICHUM.
Crenatp U3BJIEUEHHUS U3 TEKCTA 3aKOHA, YKa3aB IyHKT, CTAThIO, YaCTh.
2.M3yunts @3 "O HEKOMMEpPUYECKUX OpraHu3alMsXx" B 4acTU Kacarollehcs IeATeNbHOCTH
MYHULUIAIBHBIX YyupexaeHuil. Crenatb U3BICUYEHHMS U3 TEKCTa 3aKOHA, yKa3aB ITYHKT,
CTaThIO.

HaumenoBanue H3Bneuenne TpeboBanue K|
IIPAaBOBOTO aKTa OpraHu3aluu
CraThs / MyHKT JIEJIONPOU3BOJICTBA

Teopernyeckoe 3ajaHue K JeKnnoHHomMy marepuauy Teme 1.1
CocraBuThb 1o 2 Bompoca K Kaxaomy naparpagy tembl. OTBET yKa3aTh B CKOOKaX.

paszzgena 2. Oco0eHHOCTH OPraHHU3aIUH JeJONPOU3BOACTBA B OPraHAX MECTHOIO
caMOynpaBJIeHUs] H MyYHHIMIIAIbHBIX OPraHU3anusx
Tema 1 OcodenHocTH NOKYMEHTAJBHBIX (PoHT0B OMC M MyHHIIMIIAJIBHBIX
opranusanui [IpakTuueckoe 3aganue2
1.M3yunth cnpaBouHyio uH(popmaiuio: "Cpokd XpaHEHHs JOKYMEHTOB OpraHu3anuil"
(Marepuan MOJIFOTOBJIEH CHelHaTuCTaMU
Koncynsrantllnroc) http://www.consultant.ru/document/cons_doc LAW 121777/
OTBeThTE Ha BOIIPOCHI:
1.1. KakoB cniucok nepedHei, B COOTBETCTBUH C KOTOPBIMU MYHHUIUIAIBHBIE YUPEKACHUS
MOTYT XPaHUTbh JOKYMEHThI? YKaKUTE MOJTHbIN NepEUEHb.
1.2. Ot yero 3aBUCHUT HAOOp MepeyHen A KOHKpeTHO! opranuzanuu? OTBeT 000CHOBATD.
[IpuBectn npumepsl.
1.3. B KakuMX HOPMAaTUBHBIX AaKTaxX MOYKHO HAWTH YCTaHOBJIEHHBIE CPOKH XpaHECHMS
nokymeHToB MY? OtBer o60ocHOBaTh. [IprBecTu nmpuMepsl.

2. U3yuuts Yxka3 Ilpesunenta P® ot 06.03.1997 N 188 (pen. or 13.07.2015) "O6
YTBEPKACHUU [lepeuns CBEICHUM KOH(HIEHIINATHHOT O
xapaktepa" http://www.consultant.ru/cons/cgi/online.cgi?reg=doc&base=L AW&n=18273
4&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
OTBeTbTE HA BOIIPOCHI:

2.1. Kakue cBefeHUs KOH(HUAECHIMAIBLHOIO XapaKTepa MOTYT XPaHUTh MYyHHIIMIIAIbHbIE
yupexaeHus? Otser 060ocHoBaTh. [IpuBecTH npuMepsI.

2.2. Ot 4yero 3aBUCUT Ha0Op CBelEeHUH KOH(UICHIMAIBHOTO Xapakrepa B MY? Otger
ob0ocHoBatk. [IpuBecTu mpumepsl.

Tema 2. Opranuszanusi OnnepaTuBHOr0 XpaHeHus J0KyMeHToB B OMCu
MYHUIIHNIAJTbHBIX OPraHU3anusAX


https://newlms.magtu.ru/mod/page/view.php?id=710735
https://newlms.magtu.ru/mod/page/view.php?id=710736
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710748
https://newlms.magtu.ru/mod/page/view.php?id=710748
https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=710749
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608

IIpakTH4Yeckoe 3a/1aHue 1O Teme 3
[Tonp3ysice IlpumepHOM MHCTPYKUHMH MO JEJIONPOU3BOJACTBY B TOCYIJApPCTBEHHBIX
opranmzarusax (2018), oOmEpOCCHUCKUMU M BEIOMCTBEHHBIMU TIEPEUHSIMH, YKa3zaMu
[Tpesunenta P® u np. akramu, HOArOTOBUTH (PParMEHT UHCTPYKIIMH 10 JIEJIOTPOU3BOJICTBY,
KACAIOUIMIICA OpraHu3aliy ONEPAaTUBHOTO XPAHEHUs JOKYMEHTOB MYHULIUIIAIBHOIO
yupexaeHus (ykaszath cepy) 10 nepeaud ux Ha XpaHEHHUE B apXUB WM YHUUYTOKEHHE.
Memooduueckue ykazanus
IIpu cocraBieHUMM IIPOEKTa YUYUTHIBATh OPraHU3ALMI0 OIIEPATUBHOIO  XpaHEHUS
JIOKYMEHTOB, OTHOCSAILIMXCS K CBEJICHUSIM KaTErOpUU OTPaHUYEHHOTO AOCTYyIa.
Tun yupexxaenus BHIOUpaeTcsi B COOTBETCTBUU C THIIOM MY, BBIOPaHHOTO B KOHTPOJIBHOM
pabore.
Hcrounuku:

1. [Tpukas Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxxaeHuu [IpuMepHON HHCTPYKIIUHU T10
JIEJIIONPOU3BOJICTBY B I'OCYIapCTBEHHBIX opranu3zanusax" (3apeructpupoBaHo B MuHIOCTE
Poccun 17.08.2018 N 51922)

2. CnpaBounas uHbopMmanus: "l[lepedeHb HOPMATUBHBIX aKTOB, OTHOCSIIMX CBEACHUS K
KaTeropuu orpaHuyeHHoro jgocrymna" (Martepuas MOATOTOBIEH  CIEUHUAIMCTAMU
Koncynprantllmroc. URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

Tema 3. Opranuzanusi 10KkyMeHT0000poTa B OMC M MyHHIIUIIAIbHOM OpraHU3aluN

IIpakTHyeckoe 3aganue 4
1. Uzyuuts Ilpuxa3z PocapxuBa or 11.04.2018 N 44 "OO6 ytBepxaenuu IlpumepHoit
UHCTPYKLIUU o JIeJIOTIPOU3BO/ICTBY B rocyJ1apCTBEHHBIX
opranuzanusax” (3apeructpupoano B Muntocte Poccun 17.08.2018 N 51922) B cucreme
Koncynbrantllmroc www.consultant.ru http://www.consultant.ru/document/cons_doc_LA
W_305137/
OTBeTUTH Ha BONPOCHI U PEJCTABUTh UX B CBOOOAHON yacTy TaOIMIIBI.
Bormpocel no Teme «Opranu3zaiiusi JOKYMEHT0000pOTa MYHULIMNIATIbHBIX YUPEKICH U

No Bomnpoc OTtser
I1.o.

JlokymeHnToo6opor MY BKJIIOYAaeT MOCIEI0BATENbHOCTD
HGpGMGHIGHHfI AOKYMCHTOB, a TaK¥XKE Oorcpanuu,
COBEpLIAaEMbI€ C JIOKYMEHTAMH B IIPOLIECCE UX CO3NAHUS U
ncnonaenus. Hazosure st OIrcpanmu.

2 Ha  xakue NIPUHLIUIIBI OoInupaecTcs opraHu3anus
JOKyMeHToo0opoTa B MY ?

3 Kak BenyT yuer nokymenroobopora B MY?

4 Kakne noxkyMeHTBl moOmajarT B COCTaB BXOAALIUX H
HUCXOSIUX JOKYMEHTOB MY ?

5 Uto Takoe «MDJ1O»?

6 UTo BXOJMT B MOHATHE «KOPPECTIOHICHIU MY ?

7 Hy>xHo 11 mpoBOAUTH NEPBUUHYIO 00paOOTKY AJIEKTPOHHBIX
JIOKYMEHTOB?

8 [Tpukazam 1 pacriopsiKEHUSIM 10 OCHOBHOM JIEATEIIbHOCTH B
MY npucpauBaroTcs nopsiikossle HoMmepa? Crenyer au ux
pPErucTpUpoOBaTh B OTAEIBHO, B PA3HBIX PETHUCTPALIMOHHBIX
¢dopmax?

9 Kak  opranuzoBaTh  JOKYMEHTOOOOpPOT  MPHUCIAHHBIX
OyMa)KHBIX JIOKYMEHTOB, eciii B opranuzauuu CO/1?

10 Kakne nokymentsl MY MOryT cO3/1aBaThbCsi, XpaHHUTBCS H

HCII0JIb30BAThCS HCKIIOYUTENIBHO B 3JIEKTpOHHOM Bue? Kak



https://newlms.magtu.ru/mod/assign/view.php?id=714803
http://www.consultant.ru/document/cons_doc_LAW_93980/
https://newlms.magtu.ru/mod/assign/view.php?id=716049
https://newlms.magtu.ru/mod/assign/view.php?id=716049
http://www.consultant.ru/
http://www.consultant.ru/document/cons_doc_LAW_305137/
http://www.consultant.ru/document/cons_doc_LAW_305137/

YCTAHOBUTHL TICPCUYCHDb 9TUX ,Z[OKyMeHTOB?

11 I'ne peructpupyroTcsi IpOTOKOJBI 3aceJaHuil, COBEIIAHMIA,
MIPOBOJMMBIX PYKOBOJICTBOM OpraHU3aINuN?

12 Kakue TpeGoBaHUS TPEOBABISAIOTCA K  MapuipyTam
JIBUKCHHUSI OpraHU3aIMOHHO-PACTIOPS AU TEIBHBIX
JToKyMeHTOB B COJ1?

13 UeMy TOJDKHO COOTBETCTBOBATH MPOXOKJICHUE BHYTPEHHUX|
JOKYMEHTOB Ha 3Tamax MX IMOATOTOBKH M O(QOpPMIICHHUS U
YeMy Ha JTare UCIOoIHEHUs?

14 CKonpKO pa3 W TIA€ HYKHO DPETUCTPUPOBATH BXOSIINE
JIOKYMEHTBI?

15 Kakyro 3amaqy craBut pykoBoauTenb ciryx0e1 IOY MY npu
OpraHu3alyy J0KyMeHToo0opoTa?

16 Cnenyer 1M Bceraa COXpaHATb KOHBEPTHI WM YHAKOBKY
BXOJIAIINX JOKYMEHTOB?

17 Kakue nomosHUTENbHBIE TOTOKM HAOIIOJAIOTCS BHYTPH
MOTOKa BXOJSIIEH JOKyMeHTauu MY?

18 Korma HyXHO 3aperucTpupoBaTh MCXOJISUINI JTOKYMEHT,
eclii OH OBUI TOJANMCAaH B KOHIIE paboyero IHS WIA B
Hepabouee Bpemsi?

19 JUis  KakuxX HMCXOAAIIUX JTOKYMEHTOB  COCTaBIISIOTCS
CONPOBOIUTEINIbHBIEC MHChMa?

20 KakoBa 1eJb peaBapUTEIHLHOTO paccMOTpeHus
MOJIy4aeMbIX JOKYMEHTOB?

21 Orany nepBUYHON 00pabOTKH JTOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepauuii. HazoBure ux.

22 Kakme wmetagannbie BHOcATc B CDJ[ o BXomamux wu
HCXOJAIIUX JOKYMeHTax MV ?

23 Uro genaTth, €Clid BBl MOMYYWIH HECTaHIApTHOE IO BeCy,
pasMepy | T.II. IOYTOBOE OTIPABJICHHE?

24 Uro nenath, eciu BBl MOJYYWIH TIOYTOBOE OTIPABICHUE B
MOBPEXKIEHHON YIIaKoBKe?

25 CrnexyeT v AenaTh KOMUH UCXOISIINX JOKYMEHTOB?

26 KTo Takoil OTBETCTBEHHBIH WCIOIHUTENIb JOKYMEHTA?
KaxoBbl ero 00s3aHHOCTH?

27 Ilepen peructpanueit ucxonsmmx AokyMeHToB Ciyx0a
JIEJIONIPOU3BOJICTBA TPOBEPSIET WX MPaBWIbHOCTH. Ha d4TO
KOHKPETHO oOpaiaercsi BHUMaHue?

28 HazoBure cpeactBa CBsI3W IS JIOCTAaBKH W OTIPABKH
JOKYMEHTOB MY B opraHu3aIiuu ¥ OpraHbl BIACTH.

29 Kro paspabarbIBaeT MapIIPyThI JIBYDKEHUS
OpTraHU3aIMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB Juist CO/]
MY?

30 HazoBwute 11es1b opranusanum J0KyMeHToooopora B MVY.

31 Kak MOTyT perucTpupoBaTbcsi BHYTPEHHUE TOKYMEHTHI?

Tema 4. Opranusanus 3)peKTUBHOI0 UCI0JIb30BaHUA 10KyMeHTOB B OMC u MO
[TonsiTrie 06 MCHOIBL30BAHUU JIOKYMEHTOB B OPTaHM3AIMK . YYET WCIOJIb30BaHUs JOKYMEHTOB

Opu CO3JaHHWM CHCTEM VIIPABJIICHHUA AOKYMCHTAMM B OpraHU3alluu. MC)KI[VH&DOJIHBII\/'I OIIBIT.

Yuer 0cOOCHHOCTEH MCIOJIb30BaHUS JAOKYMCHTOB B 6VM8.)KHOM 1 CMCIHIAaHHOM THIIax

ACJIOITPONU3BOJACTBA Hcnonw3oBaHne JJICKTPOHHBIX KON JOKYMCHTOB

B

TCKYIIEM



https://newlms.magtu.ru/mod/page/view.php?id=724167
https://newlms.magtu.ru/mod/page/view.php?id=724169
https://newlms.magtu.ru/mod/page/view.php?id=724169
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724174

ACJIOITPON3BOJACTBC.

TeopeTnyeckoe 3ajaHue K JIeKIMOHHOMY MaTepuaiay Temam 1-4
CoctaBuTh 10 2 Bompoca K Kaxaomy naparpady temsl. OTBET yka3aTh B CKOOKaXx.

IlpakTnyeckoe 3aganue S
[Tonw3ysick auTepaTypoil MO JEIONPOU3BOACTBY M HOPMATUBHBIMU aKTaMH, COCTaBUTb
(parMeHT MHCTPYKLUH T10 ITONPOU3BOJICTBY MYHUITUIAIBHBIX YUPEKACHUN BHIOPAHHOTO
BaMH TUIIA U CPEPbI JeATETBHOCTH.
Memoouueckue yxazanus
B uHCTpyKIIMU criefyeT oTpa3uTh:
a) ycTaHOBJICHHE TpeOOBaHUH K ITOUCKY, MCTIOIB30BAHUIO U TIEpeiade TOKYMEHTOB, a TAKXKe
CpOKaM XpaHEeHHs JOKYMEHTOB
0) mpuHATHE pemeHuil 00 opraHu3alMy JOKYMEHTOB C TEM, 4YTOOBI OHH OTBEYAIH
TpeOOBaHUAM, IIPEIBIABIAEMBIM K UX UCIIOIb30BAHUIO;
B) OIpe/esieHue YpOBHS JOCTyNa IOJb30BaTeNed K pa3HbIM KaTEropusM JOKYMEHTOB
OpraHu3aluy;
I') OIpENEeJeHUE CIHCKOB PACCHUIKM JOKYMEHTOB IOJb30BaTENIIM M 3aUHTEPECOBAHHBIM
JHULIAM;
1) KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB;
€) opranuzanus HH(GOPMaIMOHHO-CIIPAaBOYHON PabOTHI C TOKYMEHTaMH.
Memoouueckue ykazanus
[ToMHUTE, YTO HEMAJIOBAXKHBIM SBJISIETCS] IPOLIECC aHAIM3a UCIIOIb30BaHUS JIOKYMEHTOB, B
X0Jle KOTOPOIO CIELMAIUCTBl U 3aUHTEPECOBAHHBIE CTOPOHBI NMPUHUMAIOT B3BELICHHOE
pelleHre, OCHOBaHHOE Ha MOTPEOHOCTSX BHEIIHUX M BHYTPEHHHX IOTpeOuTeneil
JNOKYMEHTHpOBaHHOW uHpopMmanuu. OlLeHUBaeTcs HE TOJIBKO I[eIeco00pa3HOCTh |
BO3MOXKHOCTh HCIIOJIb30BaHMUsI MH(OpMauy B Mepy KOMIIETEHLUH IOJIb30BATENs, HO U
yA00CTBO €€ pa3MelIeHHs, CKOPOCTh JOCTYINa U MPOYHE MOMEHTHI, KOTOPbIE HaXOJATCS B
cdepe BHUMaHUS aIMUHHCTPATOPOB CUCTEMBI YIIPABJICHUS JOKYMEHTaMH.
1.Ky3nenoBa T.B. [lenonpou3BojcTBO (IOKyMEHTAIIMOHHOE OOECTICUCHHUE YMPABIICHHUS ).
M.2007. C.216-218.
2. Cwm. Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O6 ytBepxaenun [IpumepHOit HHCTPYKIIUH
[0 JIeJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX oOpraHu3anusx" (3aperucTpupoBaHO B
Muntocte Poccun 17.08.2018 N 51922) B paznenax:
VI. KoHTposb UCTIOTHEHUS TOKYMEHTOB (TIOPYUYEHHIT)
VII. Opranu3zanust paboTsl UCTIOJIHUTENS C JOKYMEHTaMHU
IX. Opranuzanus 1octyna K JOKyMEHTaM U UX UCIOJIb30BAHUS
3.TOCT P UCO -15489-2007 u 2019

Kountpoasnas padora «/lesonpounzsoacteo OMC u MO»

1. BpiOpaTh u©3 cHOHMCKA JOMYCTUMBIX cdep AEATENBHOCTH JUIsI MYHHULIUIATBHBIX
opraHu3aruii ogHy chepy:

1) Hayka;

2) oOpasoBaHue;

3) 3IpaBOOXpaHEHHE;

4)  KyJIbTYpa;

5) cpencTBa MaccoBoOil HH(pOPMAIIH;

6) commaabHas 3aIUTa;

7)  3aHATOCTH HACEIICHHS;

8) ¢wusKkyIbTYpa H CHOPT;

9) opraHu3anus OKa3aHUs YCIYT'H OOIIECTBEHHOTO MUTAHHS B YUPEKICHHUAX COLUATIBHOM
chepsr;

10) nmesATenbHOCTH MO OpraHU3alMU OOYCTPOWCTBA MECT MAacCOBOTO OTIbIXa, CO3AAHUIO
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9.

YCIIOBUH JJI MACCOBOT'O OTJbIXa HACEJICHUS M PA3BUTUSI TOPOJICKOM CPEIbl;

11) peanuzanyvi HTHBECTUIITMOHHBIX MTPOEKTOB B cepe KyIbTYPHhI, (GU3KYIBTYphI U CIIOPTA;

12) TpaHCTIOPTHBIC YCIYTH.

2. BbiOpaTh BUJ MyHULIMIIAIBHOTO YUPEXKACHUS:

a ) Ka3eHHOE;

0) Or0KETHOE;

B) aBTOHOMHOE.

PesynbraTel BeIOOpa COOOIIMTH MpernoaaBatento (cdepsl AesITeIbHOCTH U BUABI MY He

JIOJIKHBI IOBTOPATHCA B rpynie). B cooTBeTcTBUYU € BBIOOPOM yTOUHSIETCS TEMA, HallpUMep:

«/lenonpousz800cmeo MyHUYUNATLHBIX OI00HCEMHBIX YupedicOeHull 8 cghepe 00pa308aHus»
Memoouueckue ykazanus k KP

[Tocne yrouHeHHs TEMBI M CTPOTO B €€ paMKax CielyeT MOArOTOBUTH pedepar u JoKIal Ha

CEMHUHAPCKOM 3aHATUU (C MPEe3eHTaIEe) Mo cIeaAyoeMy TUIaHy:

1. Oburas xapakTepuCTHKa MyHUIIMTAIBHBIX YUPEKICHUN BRIOPAHHOTO THIIA.

2. HopmatuBHO-TipaBoBasi 0a3a OpraHu3alUu JEJIONPOU3BOJCTBA MYHHIIMITAIBHBIX

YUpEKACHUH BHIOPAHHOTO THUIIA.

3. OOmast xapakTepHUCTHKA YIpPaBICHHS W THUIHYHAS CTPYKTypa MYHUIIUNAIBHBIX
yUpEeXKICHUH BHIOPAHHOTO TUIIA.

4. IOKyMEHTUPOBAHHE JCATEIHHOCTA MYHHUIUITATIBHBIX YUPEKICHUI BHIOPAHHOTO TUTIA.

5. Opranu3zanus 10KyMeHT0000pOTa MyHHUIIMNAIbHBIX YUPEXKIEHUH BEHIOPAHHOTO TUIIA.

6. OpraHuszanys OINEPaTUBHOTO XPaHEHHs JOKYMEHTOB MYHHUIMITAJIBHBIX YUPEKICHHN
BBIOPAaHHOTO THIIA.

7. OpraHu3anys UCIOJIb30BaHMs JOKYMEHTOB MYHUIUITAJIBHBIX YUPEKICHUN BHIOPAHHOTO
THIIA.

8. OOmas XapakTepHCTUKa JOKyMEHTAIbHOTrO (OHJA W  HOMEHKJIATYphl el
MYHHUIUTATBHBIX YYPEKACHUH BEIOPAaHHOTO THIIA.

9. PekomeHmanuu 1O OpPraHMU3AlWU JEIOTMPOM3BOJCTBA MYHHUIIMIIATBHBIX YUPESKICHUN
BBIOPAHHOTO THUIIA.

BOl'[pOCI)I K 3a49€Ty

Cucrema opraHoB MyHHIMNanpHOW Biactu B P®. Cneuuduka opraHoB MyHMIIMIAIbHOU
BJIACTH KaK CYOBEKTOB IPaXKIAHCKUX MTPABOOTHOIICHHIA.

HopmatnBHOE W mpaBOBOE PETYJIMPOBAHHE CHUCTEMBI OPraHOB MYHMIMIIAJLHOW BIIACTH W
yIpaBJi€eHUsI.

Nudopmarnimonnbie pecypchl OpPraHoB TOCYJIapCTBEHHOW W MYHHUIIMIIAJILHOW BIIACTH U
yIpaBJi€eHUSI.

Opranu3zanus 3TanoB padoThl C JTOKYMEHTaMH, B TOM YHUCJI€ apXUBHBIMH JIOKYMEHTaMHU, B
MYHUIUTATBHBIX YUPEKICHUAX.

Opraau3zanus TOKyMEHTO000pOTa B MyHHUIIUIIATLHBIX OPTaHU3aIUsIX.

[ToHATHE MyHULIMIIANBHBIX YUPEXKACHUN B 3aKOHOIATENILCTBE PD.

OO0mas XxapakTepPUCTHKAa MYHUIIMITAIBHBIX OpraHu3anuii mo cepam aestenbHocTH CrocoOb
CO3/1aHUSI MYHULIMNIAJIBHBIX YUPEKICHUMN.

Opranpl  ympaBieHUS MYHHIMNATBHBIMA opraHusanusmu. OOm@as xapakTepUCTHKA
yOpaBlIeHUs ¥ TUIIUYHAS CTPYKTYpa MyHHUITUTIAIBHBIX OpraHu3aiuii (chepa 1esaTenbHOCTH Ha
BBIOOP CTYJICHTOB.

Oco0OeHHOCTH OpTaHU3aIH YIIPABJICHUS MyHHUIIUIIATbHBIMUA OPTaHU3AIHSIMH.

10. YnpasieHne MyHUIUTIATBHBIMA 3aKyIIKaMH 1 eionpou3Boactso B OMC u MO.
11. Ocobennoctu cucremaruzanuu fokymentos OMC u MO.

12. Homenxknarypsr gen 8 OMC u MO. O0miast XapakTepuCcTHKA.

13. Uuctpykuus no aenonpousBoactsy OMC u MO. O61mas xapakTepucTHKa.



14.
15.
16.
17.
18.
19.

20.

HopmaruBHo-nipaBoBass ~ 0a3a  OpraHuzaluu  J€JIONPOM3BOJACTBA  MYHMIMIAIBHBIX
OpraHu3alii BRIOpaHHOTO THUIIA.

JIoOKyMeHTHpOBaHHUE JNESITEIbHOCTH MyHULMIIAIbHBIX OpraHU3aLUi BBIOPAaHHOT'O THIIA.
Opranuzanys JOKyMEHTO000pOTa MyHUIIMIIAIBHBIX OpraHW3aluii BBIOPAHHOTO THIIA.
OpraHu3anus OINEPAaTUBHOIO XpaHEHUS JIOKYMEHTOB MYHUIUMNAIbHBIX OpraHU3aluil
BbIOpaHHOIO TUIIA.

Opranu3anus HCHOJIb30BAHUSA JOKYMEHTOB MYHHULMIAIBHBIX OpraHU3alMi BBHIOPAHHOIO
THUIIA.

OO0mast XxapakTepuUCTUKa JOKYMEHTAJIBHOIO ()OHJAa U HOMEHKJIATypbl A€l MyHMLUNAIbHBIX
OpraHu3alii BRIOPaHHOTO THUIIA.

PexomeHgauuu 10 oOpraHu3anuu  JeJIONPOU3BOACTBA MYHHUIMNAIbHBIX OpraHU3aLUil
BbIOpaHHOIO TUIA.
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OIICHO‘IHLIG cpeacrea AJisi MpoOBECACHUSA HpOMe)KyTOqHOﬁ aTTeCTallumn

Kon WNunukato OueHouHbIE CpeacTBa
UH] P
JOCTUXKEH
UKar
opa i
KOMIIETEH
02071
OIIK-1 Cnoco0en npumeHssTb Ha 0a30BOM  ypOBHe 3HAHMS
HCTOPMYECKMX HAYK TMPH pelleHHMH 3aga4 B cdepe cBoeil mnpodeccHOHATLHON
JAeATEJIbHOCTH;
3Hae Bomnpocs! k 3auety
T UCTOPHIO 21. Cucrema opraHoB MyHHUIMIAIbHOH BiacTi B PO. Cniennduka
u OpPraHOB MYHHUIMIIAIbHOM BJIACTM KaK CYOBEKTOB TI'PaKAAHCKUX
COBpPEMEH IIPaBOOTHOLLIEHUH.
HYIO0 22. HopmatuBHOE 1 IPaBOBOE PETYIMPOBAHNE CHCTEMBI OPTaHOB
OpraHmsary MYHMIMIIAJIbHON BJIACTH U YIPABICHUS.
U0 23. TlonATne MyHUIMIIATBHBIX YUPEKACHUIN B 3aKOHOIATEIIHCTBE
CUCTEMBI P®.
| opraHoB 24. OOmas xapakTEepUCTHKA MYHHIUNAIBHBIX YYPESKICHUN II0
K- | rocyAaper cepam JesTeNbHOCTH CriocoObl  co3gaHusd ~ MYHHULMIAIBHBIX
11 | BeHHOH YUpEXKIECHUH.
BJIACTH U 25. OpraHbl yOpaBiIeHHUS MYHUUUNAIbHBIMU YUPEKICHUSAMU.
yIpaBiieH OOmass  XapakTepuCTUKa YIpaBI€HUS M TUIOUYHAs CTPYKTypa
ui B PO, MYHULUNAIBHBIX ~ yupexaeHui (cdepa JesaTenbHOCTH Ha  BbIOOp
OpraHoB CTYJEHTOB.
MECTHOTO 26. OcCOOEHHOCTH OpraHU3alMM YIpaBlIeHUs MyHULIUNATbHBIMU
camoympa YUPEXKICHUSMHU.
BICHUS U 27. VYmupasieHue MYHHIIMIIAJIbHBIMU 3aKyNKaMH U
OpraHmsarg nenonpousBoactso MO.
un

IIpakTHyeckoe 3aganue Ne 1
1. HM3yunts I'K P® B wactm Kacawoomencs IeATEIbHOCTH
MYHHUIMIAJIBHBIX yupexJaeHud. Crenatb HM3BICUYEHUS M3 TEKCTa 3aKOHa,
yKa3aB IIyHKT, CTaTbIO, YaCTh.

2.M3yunte ®3 "O HexkoMMepyecKHMX oOpraHu3anusax" B 4acTu
KacaroleNcss AESITEIbHOCTH MYHUIMNAIBHBIX yupexiaeHuid. Cpnenarte
W3BJICUYCHHUSI U3 TEKCTA 3aKOHA, YKA3aB ITYHKT, CTAThIO.
HanmenoBanue N3Bneuenue TpeboBanue
[IPaBOBOTO aKTa K OpraHu3anuy|
CraTbsi / IYHKT NIEJIONPOU3BO/ICTBA|

Teopernyeckoe 3aganue K JeKIMOHHOMY MaTepuaiay Teme 1.1
CoctaBuTh 1o 2 Bompoca K KaxaoMy mnaparpady tembl. OTBET yKka3aTh
B CKOOKax.

IIpakTHYeckoe 3a1aHue2
1.M3yuntes  copaBouHyto  uH(popmamuio:  "Cpoku — XpaHEeHHs
JIOKYMEHTOB opranm3anuii”" (Matepuan TOATOTOBJICH CHEIUATNCTaMU
Koncynbrantlliroc) http://www.consultant.ru/document/cons_doc_LAW 1
217771

OTBeThTE Ha BOIPOCHL:
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O1eHOYHEIE cpe€acTBa

1.1. KakoB cHUCOK TiepeyHeld, B COOTBETCTBUM C KOTOPBIMHU
MYHUIUIAIBHBIE YUYPEXKJCHUS] MOTYT XPaHUTh JOKYMEHTHI? YKaxuTe
TMIOJIHBIH MepeyeHb.

1.2. Ot uero 3aBUcUT HAOOP MepeuHel 11 KOHKPETHON Opranu3auuu’?
OtBet o6ocHoBaTh. [IpuBecTu npuMepsl.

1.3. B xakux HOpPMATHBHBIX aKTaX MOXXHO HaWTH YCTaHOBJICHHBIE
cpoku xpaHeHus 1okyMeHToB MO? OtBeT 000cHOBaTh. [IpuBecTn mpumepsl.

2. Uzyuuts VYka3 Ilpesugenta P® ot 06.03.1997 N 188 (pen. ot
13.07.2015) "O6 ytBepxaenun llepedyns cBeneHUN KOH(PHICHIIUATBHOTO
xapakrtepa" http://www.consultant.ru/cons/cgi/online.cgi?reg=doc&base=L
AW&N=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651758608

OTBeThTE HA BOIIPOCHI:

2.1. Kakue cBenieHUs1 KOH(QUIEHIMAIBHOTO XapaKTepa MOI'YT XpaHHUTh
MyHHULMIIATIbHBIE yupexkaeHus? OTBer o6ocHoBaTh. [IpuBecT npumepsl.

2.2. Or wyero 3aBUCHUT HabOp CBEACHMH KOH(UACHIUAIBHOTO
xapakrepa B MO? OtBet o0ocHOBaTh. [IpuBecTu nmpumepsl.

IIpakTnyeckoe 3aganue 4

1. U3yuuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yTBepkI1eHIH
[TpuMmepHO MHCTPYKUMH IO JAEJIONPOU3BOACTBY B TI'OCYJapCTBEHHBIX
opranuzanusax” (3apeructpupoBano B Muniocte Poccun 17.08.2018 N
51922) B cucreme
Koncynbrantllimroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/

OTBeTUTH Ha BOIIPOCHI ¥ IPEICTABUTh UX B CBOOOHON YaCTH TaOIUIIBL.

Bomnpocsr o TeMe «Opranusanus JOKYMEHTO0000poTa
MYHUIMIIAIBHBIX YUPEKICHUN
No Bomnpoc OTtser
I
1
JlokyMeHT0000pOT MO BKJIIOYAET|

ITOCICA0BATCIBHOCTD HepCMCIJ_ICHI/Iﬁ JOKYMCHTOB, a
TAKXKE OII€palnuu, COBEPIIACMBIC C OTOKYMCHTAMU B|
IMPONCCCC UX CO3AaHUA U UCIIOJIHCHUS. HazoBute 3t

orepanuu.

2 Ha xakue mpHUHIUMBI ONMUPAETCsl OpraHU3aIus
IToKyMeHToo00poTa B MY?

3 Kak BenyT yuer nokymenroo6opora B MO?

4 Kakue JOKyMeHTBl MONajaldT B  COCTaB
BXOJSIIINX U UCXOISIUX JOKyMEHTOB MO?

5 Uro Takoe «M3J1O»?

6 UTo BXOOUT B MOHATHE «KOPPECIIOHACHLIHS»
MO?

7 HyxHO 1M mpoBOIUTH NEPBUUHYIO 00pabOTKY)|

PJICKTPOHHBIX IIOKyMGHTOB?
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[IpukazaM u pacnopssKEHHSM 110 OCHOBHOM
nesitesnibHocTH B MO mpucBauBaroTCsl MOPSAKOBBIE
HoMmepa? CienyeT JIM UX PErUCTPUPOBaTh B OTIEIBHO,
B Pa3HBIX PErHCTPALMOHHBIX Gopmax?

Kax OpraHu30BaTh JIOKYMEHTOO00O0POT|
[PUCITAHHBIX OyMaXXHbIX JIOKYMEHTOB, €CJIH B
opranuzamuu CO/1?

Kakue pokymentst MO MoOryT co3gaBarhCs,
XPAaHUTBCS U HCIOJB30BAThCS HCKIIOYUTEIBHO B
biekTpoHHOM Buje? Kak yCTaHOBUThH IEpeUYeHb ITHX|
ITOKYMEHTOB?

['me perucTpupyroTcs MPOTOKOIBI 3acellaHui,

COBEIIIAHUH, MIPOBOJIUMBIX PYKOBOJICTBOM
opranuzamuu’?

Kakne TpeOOBaHUS MPEABSIBISIOTCS K
MapIpyTam JIBIOKEHUS

OpraHU3alMOHHO-PACIOPSAUTENbHBIX JOKYMEHTOB B
Co/1?

UeMy DOJKHO COOTBETCTBOBATH MPOXOXKIACHUE
BHYTPEHHHUX JIOKYMEHTOB Ha 3Tanax uX NOATOTOBKHU U
obOopMIICHUS U YEMY Ha JTare UCIIOTHEHUS ?

CKONBKO pa3 U TIZ€ HYXHO PETHCTPUPOBATH
BXOJISIINE TOKYMEHTHI?

Kakyro 3amady CTaBUT PyKOBOAMTEIb CIIyXkOBbI
/IOY MO 1ipu opraHuzanuu J10KyMeHToo0opoTta?

Cnenyer nu Bcerga COXpaHATb KOHBEPTHI WIIH
YIIAKOBKY BXOJASIINX JOKYMEHTOB?

Kakue nononHurtenbHble MOTOKU HAOIIOAAOTCS]
BHYTpHU IOTOKA BXOJsAIeW JOKyMeHTauuu MY?

Korga HyXHO 3aperucTpupoBaTh HCXOIALIUN
ITOKYMEHT, €CJIM OH ObUI MOJMUCAH B KOHIIE paboyero
ITHS WuIM B Hepabouee Bpems?

JIJ'ISI KaKux HCXOOAIINX JOKYMCHTOB
COCTABJIAKOTCS COIPOBOJAUTCIBHBIC nucrMa?

KaxkoBa 0eJIb MPEABAPUTEIIBHOTO paCCMOTPCHUA
MOJIYYaCMbIX JIOKYMCHTOB?

Otany MepBUYHOM 00pabOTKH JOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO onepauuii. HazoBure ux.

Kakne wmeramannbie BHocsiTcss B COJl o
BXOJISIIIIMX U UCXOJAIUX TIOKYMeHTax MVY?

Yro nenath, €CIIM BbI TOJIYYHIIM HECTAHIAPTHOE
10 BECY, pa3Mepy U T.II. IOYTOBOE OTIpaBJICHUE?

Uro pemarh, €cCliM BBl IOIYYWUIM I1OYTOBOE
OTIpaBJIeHNE B IOBPEKICHHON yIIaKOBKe?

CHCI[YGT JIN JCJIaTh KOIITNU NCXOOAIUX]




Kox Munukaro OueHOYHbIE CpEeACTBA
HH]T P
xcar | AOCTHIKEH
opa i
KOMIIETCH
LUK
5 ITOKYMEHTOB?
2 Kto Takoii OTBETCTBEHHBIM HCIIOJIHUTEIIH
6 imoxymenTa? KakoBsl ero o0s3aHHOCTH?
2 Ilepen peructpanueil UCXOI[IIMX TOKYMEHTOB
7 Cny:x6a  Jelonpou3BOACTBA  IPOBEpSIET ux|
MpaBUILHOCT. Ha 4YTO KOHKpeTHO oOparmaercs
BHUMaHUE?
2 HazoBure cpeactBa cBsi3u It JIOCTaBKU U
8 OTIpaBKU AOKYMEHTOB MO B opraHu3aiuu U OpraHbl
BJIACTH.
2 Kto paspabareiBaeT MapuipyThl JIBUKCHUS
9 OPTraHU3alMOHHO-PACTIOPSAUTENBHBIX  JIOKYMEHTOB
st COJI MVY?
3 HazoBute enb OpraHu3aluy
0 ITOKyMeHTO0000poTa B MYV,
3 Kak Moryr peructpupoBaThCsi BHYTPEHHHUE
1 ITOKYMEHTBI?
Bna
JeeT IIpakTHyeckoe 3ajanue Ne 1
HaBBIKaMH I. M3yunte ['K P® B wyactm Kacawuieics JIeATeIbHOCTH
[IOMCKA M | MyHUIMINAIbHBIX YyupexJaeHu. Chenarb W3BJIEUECHHUS] U3 TEKCTa 3aKOHa,
orbopa yKa3aB MyHKT, CTaTbIO, YaCTh.
HCTOYHHUK 2.3yunte D3 "O HEKOMMEpYECKMX OpraHu3alusx" B 4YacTu
0B, Kacaromieicsi JeATeTbHOCTH MYHUIMINAIBHBIX —yupexnaenuit. CrenaTh
KOTOpbIE M3BJICUYCHHUSI U3 TEKCTA 3aKOHA, YKAa3aB MYHKT, CTAThIO.
BAXHBI HanmenoBanue H3Bneuenune TpeboBanue K
JUTSE [IPaBOBOTO aKTa OpraHu3alNuH
KOHKPETHO Cratbs / NyHKT NIEJI0NTPON3BOJICTBA
-UCTOpUYE
OIl | ckoro
K-1. | uccnemona
2 HUSA c
y4eTOM TeopeTnueckoe 3aJjaHue K JeKIIMOHHOMY MaTepuaay Teme
LIEHHOCTH 1.1
MOKYMEHT CocraBuTh 10 2 Bompoca K KaxkaoMy naparpady temsl. OTBET yKa3aTh
alIbHOT'O B CKOOKax.
HCTOYHHKA
KaK 4YacTh IIpakTHyeckoe 3aganne2
HCTOPHUYEC [.M3yunth  crnpaBoyHyr0  WH(OOpPMAIUIO: "Cpokn  XpaHEHUS
KOro JIOKYMEHTOB opranuzanui”" (Marepuan MOATOTOBJIEH CHELUATUCTaMU
Hacnenusa | Koncynwsrantllaroc) http://www.consultant.ru/document/cons_doc LAW 1
u  aKTuBa | 21777/
opraHusarg OTBETHTE HA BOIIPOCHI:
nn 1.1. KakoB cmnucok mnepeuHen,

B COOTBETCTBUM C KOTOPBIMH
MYHULMIIAJIBHBIE YUPEXKJICHHUSI MOTYT XPaHUThb JOKYMEHTHI? YKaxuTe
IIOJIHBIN [IEPEYCHb.
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1.2. Ot yero 3aBUCUT HAOOP MEpEeUHEH ISl KOHKPETHOW OpraHu3aIiuu’?
OtBet 06ocHOBaTh. [IpuBecTy npUMeEpBHI.

1.3. B xakux HOPMATHBHBIX aKTaX MOYKHO HAaWTH YCTAHOBJICHHBIE
CpOKH XpaHeHHs JoKymMeHToB MY ? OtBeT 060cHOBaTh. [IpuBecTr mpumMepsl.

2. U3yuurs VYka3 Ilpesunenta PP or 06.03.1997 N 188 (pexn. or
13.07.2015) "O6 yrtBepxaeHuu llepeuns cBeneHWit KOH(PHUACHIIMATHHOTO
xapakTepa" http://www.consultant.ru/cons/cgi/online.cgi?reg=doc&base=L
AW&N=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651758608

OTBeThTE HA BOIPOCHL:

2.1. Kakue cBeneHusi KOHQHUICHIMATHHOTO XapaKTepa MOTYT XpaHHUTb
MYyHHIUIATbHBIE yupexkaeHus? OtBer o6ocHoBath. [IpuBecT nmpumepsl.

2.2. Or 4yero 3aBUCHT Ha0Op CBEACHHWH KOH(MUACHIIUAILHOTO
xapaktepa B MY? OtBeT 060cHOBaTh. [IpuBecT npumepsl.

IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IlpuMepHOM HMHCTPYKIHMH II0 JEJIONPOU3BOJICTBY B
rocyapcTBeHHbIX  opraHuzamusx  (2018),  oOmepoccuiickumu U
BEJIOMCTBEHHBIMU IIepeyHsMH, ykazaMu lIpesupnenta P® u np. akramuy,
HNOJArOTOBUTh (hparMeHT MHCTPYKLUH O JEIONPOU3BOJCTBY, KaCAIOIIMNACS
OpraHM3alil OMNEpPAaTUBHOTO XPaHEHUS JIOKYMEHTOB MYHMIIMIAIbHOIO
yupexkaeHus (ykasarb cepy) A0 mepeaud UX Ha XpaHEHHE B apXHUB WIH
YHUYTOXKEHHUE.

Memoouueckue ykazanus

[Ipu cocTaBiieHUN MPOEKTa YUUTHIBATH OPTaHU3ALMIO ONEPATUBHOIO
XpaHEHUs1 JOKYMEHTOB, OTHOCSIIMXCA K  CBEACHMSIM  KaTeropuu
OTPAaHUYEHHOTO J0CTYyIA.

Tun yupexnaeHuss BbIOMpaeTcs B COOTBETCTBHM ¢ TUIIOM MY,
BBIOPAHHOTO B KOHTPOJILHOM padoTe.

Hcrounnku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxaeHUU
[TpumepHO HMHCTPYKIMH MO JEJONPOU3BOJICTBY B TOCYJapCTBEHHBIX
opranmzaiusax” (3apeructpupoBano B Muntocte Poccumn 17.08.2018 N
51922)

2. ConpaBouynas wuHpopmanus: "IlepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIIUX CBEICHHS K KaTeropuy OrpaHudeHHoro noctyma" (Marepuan
MIOJATOTOBJIEH crenualIncTaMu KoncynpranTlnroc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

KourpoJuabnHuas padora «/legonpousBoactso OMC u MOy

1. HuadopmanunonHsle pecypchl OpraHoB
rOCyTapCTBEHHON ¥ MyHHUIIMTIAILHOW BIIACTH M YIIPABJICHUSI.
2. OcoOeHHOCTH CUCTEMAaTH3alNH JIOKYMEHTOB

MYHULUIIAIBHOTO YUPEXKICHHUS.



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
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3. Howmenknarypa el MyHUIMIAIBHOTO YYPEKICHUSL.
OO0mast xapakTepUCTHKA.

4.  HopmaTHBHO-IIpaBOBas 0a3za OpraHu3aluH
JIeTIOTIPOU3BO/ICTBA MYHUITUMIATBHBIX YUPESKIACHUN BBIOPAHHOTO
THIIA.

IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IlpuMepHOM HMHCTPYKUHMHM IO JEJIONPOU3BOJICTBY B
rocyJlapcTBeHHbIX  opraHmzamusx  (2018),  oOmepoccuiickumu U
BEJIOMCTBEHHBIMU IIepeuyHsIMH, ykazamu lIpesunenta PO u np. axramuy,
MOJATOTOBUTH (PparMEeHT MHCTPYKIUH IO JEIOMPOU3BOACTBY, KacaroIlIUics
OpraHM3alMy OIEPAaTUBHOTO XPAHEHHUS JOKYMEHTOB MYHMIIMIAILHOIO
yupexaeHus (ykazatb cdepy) 10 meperadd uX Ha XpaHEHHE B apXWUB WIH
YHUUYTOXKEHHUE.

Memoouueckue ykazanus

IIpu cocraBiieHUH NPOEKTa YYUTHIBATh OPraHU3ALMIO ONEPATUBHOIO
XpaHEHHUs]  JOKYMEHTOB, OTHOCSUIMXCS K  CBEACHUSIM  KaTeropuu
OTPaHUYEHHOTO JA0CTYyIA.

Tun yupexaeHus BBIOMpPAETCS B COOTBETCTBHM C TUIIOM MY,
BBEIOpAHHOTO B KOHTPOJIBHOU padoTe.

Hcrounnku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxIeHUU
[TpuMmepHOM MHCTPYKIMH MO JAEJIONPOU3BOJACTBY B TOCYJapCTBEHHBIX
opranmzaiusax”" (3apeructpupoBano B Muntocte Poccunm 17.08.2018 N
51922)

2. ConpaBounas uHpopmanus: "IlepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIIUX CBEICHMUSI K KaTEropuu OrpaHuueHHoro noctyma" (Marepuan
MIOArOTOBJIEH crenualncTaMu KoncynperanTlnroc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

IIpakTnyeckoe 3aganue 4

1. Uzyuuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "OG6 yTBep>KIeHUHU
[TpumepHO MHCTPYKIMH IO JAEJIONPOU3BOJACTBY B TI'OCYJapCTBEHHBIX
opranmuzanusax” (3apeructpupoBano B Muniocte Poccun 17.08.2018 N
51922) B CHUCTEME
Koncynbrantllmroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/

OTBeTUTH Ha BOIIPOCHI ¥ IPEJICTABUTH UX B CBOOOTHON YaCTH TaOJIULIBI.

Bomnpocst o TEMe «Opranusanus JIOKYMEHTO0000poTa
MYHUIMIIAIBHBIX YUPEKICHUN
Ny Bormpoc OtBet
IT
1L
JlokymMeHTO000pOT MO BKJTFOYACT)
[OCJIeI0BATEIbHOCTh MEePEMEIICHU JOKYMEHTOB, 4|
[TAaK)KEe ONEpallfH, COBEPIIAEMbIE C JTOKYMEHTAMHU B
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[porecce X CO3/aHus U UcroHeHus. HazoBure atu
OIICpAIHH.

Ha kakue NpUHIMITBI OMHMPACTCS OpPTaHH3aIUs
TOKyMeHT0000poTa B MY?

Kak BenyT y4er gokymeHnToobopora B MY?

Kakue moKyMeHTBH TmOmajgalT B  COCTaB
BXOSIIIMX U UCXOJIAIIUX JIOKYMEHTOB MY ?

Uto Takoe «MDJ1O»?

YUTto BXOOUT B MOHATHE «KOPPECIIOHICHLIHS
MV?

HyXHO 11 mpoBOIUTH MEPBUUHYIO 00pabOTKY;
PICKTPOHHBIX JOKYMEHTOB?

[IpukazaM M pacnopspKeHHUsIM 10 OCHOBHOH
nesitennibHOCTH B MO mpucBaMBarOTCsl MOPSIIKOBBIE
HoMepa? Cieayer I UX PEruCTpUpOBaTh B OTAEIBHO,
B Pa3HBIX PETHCTPALMOHHBIX hopmax?

Kak OpraHH30BaTh JIOKYMEHTOO000POT]
MPUCIAHHBIX OyMaXHBIX JOKYMEHTOB, €CIIH B
opranuzanuu COJ1?

Kakue noxymentst MO MoryT coznaBaThcs,
XPAaHUTBCS U HCIOJIB30BATHCS HCKIIOYUTEIIBHO B
hiekTpoHHOM BHie? Kak ycTaHOBUTH IepeueHb ITHX
TTOKYMEHTOB?

I'me peructpupyrorcs NPOTOKOJBI 3aceqaHu,

COBEIIaHUH, MIPOBOJIUMBIX PYKOBOJICTBOM
opraHu3aIym?

Kakne TpeOoBaHus HPENbABIIAIOTCS K
MapiipyTam JBUKEHUS

OpraHU3alIOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB B
Coa?

UeMy OKHO COOTBETCTBOBATH MPOXOMKICHUE
BHYTPEHHUX JOKYMEHTOB Ha 3Talax UX NOATOTOBKHU U
0OpMIIEHUS U YEMY Ha JTaIe UCIIOTHEHUS ?

CKoIIbKO pa3 U TJ€ HYXHO PETUCTPUPOBATH
BXOJISAIINAE TOKYMEHTHI?

Kakyro 3amady CTaBUT PYKOBOAMTENH CIIYXKOBI
OV MO npu opraauzanuu J10KyMeHT0000poTa?

CrnenyeTr 1M Bceraa COXpaHSATh KOHBEPTHI WIIH|
YIAKOBKY BXOSIINX JTOKYMEHTOB?

Kakue nomnoiHuTensHble TOTOKK HAOIIOJAIOTCS
BHYTpH IIOTOKA BXOJSALIEHN ToOKymMeHTauuu MVY?

Kornma HyXHO 3aperucTpupoBaTh HUCXOASIIUHN
[TOKYMEHT, €CJIi OH ObLT MOJIKICaH B KOHIE pabovero
THS WJIM B Hepabouee BpeMs?

I[JISI KaKHnx NCXOOAIINX JOKYMCHTOB




Kon
HHT
HKAT
opa

Munukaro
p
JOCTH)KEH
ust
KOMIIETEH
1075041

O1eHOYHEIE cpe€acTBa

9 COCTABJIAIOTCS COIIPOBOAUTEIILHBIC nmichMa?

2 KaxoBa 11e51p npeBapuTeIbHOrO0 pacCMOTPEHUS
0 [10JIy4aeMbIX JOKYMEHTOB?

2 Ortary TEpBUYHOM O0OpabOTKHM JOKYMEHTOB
1 COOTBETCTBYIOT HECKOJIBKO onepauuid. Ha3oBure ux.

2 Kakue wmeramananple BHocaTcs B COJl o
2 BXOSIIMX U UCXOJAIINX JJOKYMeHTax MY ?

2 UYro nenartk, €CiU Bbl OJIYYUIH HECTAaHJAPTHOE
3 [10 BECY, pa3Mepy M T.II. IOYTOBOE OTIPABJICHUE?

2 Uto nenatb, €CaM Bbl MOJYYWIM IOYTOBOE
4 OTIPABJICHUE B MIOBPEKICHHOM YIIaKOBKe?

2 Cnenyer nm  1enatb KOMUHM — UCXOJSIIUX|
5 ITOKYMEHTOB?

2 Kto Takoifi OTBETCTBEHHBIM MCIIOJIHUTEIH
6 moxymeHnTa? KakoBsl ero o0s13aHHOCTH?

2 [lepen perucrpanueil UCXOASIIMX TOKYMEHTOB
7 Ciyx06a JIeTIONTPOU3BOJICTBA MpoOBEpsET 150:4
rpaBuibHOCTE. Ha dYTO KOHKpeTHO oOpariaercs
BHHMaHUE?

2 HazoBute cpencrtBa cBsi3u 1l TOCTaBKH U
3 OTIPaBKU TOKYMEeHTOB MO B opraHu3aii U OpraHbl
BJIACTH.

2 Kto pa3pabateiBaeT MapIipyThl JIBUKCHHS]
¢ OpraHU3aIlMOHHO-PACTIOPSAIUTENBHBIX  JIOKYMEHTOB
s COJL MVY?

3 Hazosurte enb OpraHu3alku
0 TOKYMEHT0000poTa B MYV,

3 Kak Moryr peructpupoBaTbCsi BHYTPEHHUE

1 TTOKYMEHTBHI?

IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IlpumMepHOW WHCTPYKLIMM TIO JEJIONPOU3BOJCTBY B
roCyJapCcTBeHHbIX  opranmzamusx  (2018),  oOmepoccuiickumu U
BEJIOMCTBEHHBIMHU IepeuyHsiMH, ykazamu lIpesunenta P u nap. akramuy,
MOJATOTOBUThH (hparMeHT MHCTPYKLHUH MO JIEIONPOU3BOJICTBY, KACAIOIIMHACS
OpraHM3alyl OMNEepPAaTUBHOTO XpPaHEHUS JIOKYMEHTOB MYHHULUIAIbHOIO
yupexaeHus (ykasatb cepy) A0 mepeqauyd UX Ha XpaHEHHE B apXHUB WIH
YHUYTOXKEHHUE.

Memoouueckue ykazanus

[Ipu cocTaBieHUH MPOEKTa YYUTHIBATH OPTaHU3ALMIO ONEPATUBHOIO
XpaHEHUsI  JIOKYMEHTOB, OTHOCSIIMXCA K CBEACHMSIM  KaTeropuu
OTPaHUYEHHOTO JOCTYyIA.

Tun yupexaeHuss BbBIOMpaeTcs B COOTBETCTBHM ¢ THIIOM MY,
BBIOPAHHOTO B KOHTPOJILHOM padoTe.

Hcrounukn:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepKICHHU
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[IpumMepHO HWHCTPYKIIMU 10 JEIONPOU3BOJICTBY B T'OCYJIapCTBEHHBIX
opraam3amusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922)

2. CopaBouynas wuHpopManus: "[lepeueHb HOPMATHUBHBIX aKTOB,
OTHOCSIIIIUX CBEICHHS K KaTeropuyd OrpaHHYeHHOro jpoctymna" (Marepuan
IMOATOTOBJICH cHelualInucTaMu Koncynbrantlliroc.
URL.: http://www.consultant.ru/document/cons_doc LAW 93980/

PCIICHHUH 3a1a4 B

OIIK-2 Cnoco0eH HAXOAUTh OPraHU3ANMOHHO-YIIPABJIeHYeCKHe PellleHusI IPH
cepe cBoeii npodeccHOHAIbHOM 1eITeJILHOCTH;

2.1

Omnp
eensieT
Lenu
3a/1a4uu
| ynpasieH
us B cepe
CBOEH
npodeccu
OHaAJILHOM
JeSITeNIbHO
CTH

u

BOHPOCLI K 3a49€Ty
7. OpFaHI/ISaHI/IH JTaIloOB pa6OTBI C JOKYMCHTaMHU, B TOM YHCJIC
APXUBHBIMH JOKYMCHTAMH, B MYHUIIUIIAJIbHBIX YUPCKICHUAX.

8. Opranuzanus  JOKYMEHTOOOOpPOTa B MYHUIHUIAIBHBIX
YVUPESKICHUIX

13. YmpasieHue MYHHIIUTIATbHBIMU 3aKyIKaMH u
JIeTOnpon3BoACTBO MYVY.

14, OcobeHHOCTH CHCTEMaTH3allun JIOKYMEHTOB
MYHHIIHITAIEHOTO YIPEKICHUS.

20. Opranuzanus  ONEpPaTUBHOTO  XPaHEHHUS  JIOKYMEHTOB

MYHMIMINAIbHBIX YUPEXKACHUN BHIOPAHHOTO TUIIA.

21. Opranuzanys UCIOJIb30BaHUS TOKYMEHTOB MYHULIUIIATIbHBIX
yUpeXJIeHU! BRIOPAaHHOTO THIIA.

23. PekoMenaanuu 1o opraHu3anuu AeJ0NpOU3BOICTBA
MYHMIMIMAJIBHBIX YUPEXKACHUNH BHIOPAHHOTO TUIIA.

IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IlpuMepHOM HMHCTPYKIHMH IO JEJIONPOU3BOJICTBY B
rocyJapcTBeHHbIX  opranmzamusx  (2018),  oOmepoccuiickumu U
BEJIOMCTBEHHBIMU IlepeyHsiMH, ykazaMu lIpesunenta P® u nap. akramuy,
NOATOTOBUTh  (pparMeHT HHCTPYKIMH 1O  JeJONPOM3BOJACTBY,
Kacaloluiicd OpPraHu3alid oONepPaTHBHOIO XPaHeHHS [IOKYMEHTOB
MYHHIHMNAJIBHOTO y4pe:xkaeHus (ykasarb cdepy) A0 nepegadyd HMX Ha
XpaHeHHe B APXMB MJIH YHHYTOKEHHeE.

Memoouueckue ykazanus

[Ipu cocTaBieHUH MPOEKTa YYUTHIBATH OPTaHU3ALMIO ONEPATUBHOIO
XpaHEHUsI  JIOKYMEHTOB, OTHOCSIIMXCA K  CBEACHMSIM  KaTeropuu
OTPaHUYEHHOTO J0CTYyIA.

Tun yupexaeHuss BbBIOMpaeTcs B COOTBETCTBHM € TUIIOM MY,
BBIOPAHHOTO B KOHTPOJILHOU padoTe.

Hcrounuku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxaeHUU
[TpumepHO MHCTPYKIMH MO JEJIONPOU3BOJICTBY B TOCYJapCTBEHHBIX
opranmzaiusax” (3apeructpupoBano B Muntocte Poccumn 17.08.2018 N
51922)

2. ConpaBouynas wuHpopmanus: "IlepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIUX CBEJICHMS K KaTeropuu OrpaHrdeHHoro poctymna" (Marepuan
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MOJITOTOBJICH CrenualicTaMu Koncynprantllntoc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_93980/
oIl IlpakTHyeckoe 3a1anue 4
K-2 1. U3yuuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yTBepkI1eHIH
2 [TpumepHO HMHCTPYKIMH MO JAETONPOU3BOJACTBY B TIOCYJapCTBEHHBIX
opranuzaiusax” (3apeructpuposano B Muntocte Poccun 17.08.2018 N
51922) B cucreMe
Koncynbrantllinroc www.consultant.ru http://www.consultant.ru/document/
cons_doc LAW 305137/
OTBeTUTH Ha BOIIPOCHI ¥ IPECTABUTh UX B CBOOOHON YaCTH TaOIUIIBL.
Bormpocsr o TeMe «Opranuzanus JIOKYMEHT0000pOoTa
MYHHIAITATLHBIX YIPEHKICHHID)
No Bomnpoc Otser
I1
Hen ||
OJIb3yCT JTOKyMeHTO000pOT MO BKJIFOYAET
OCHOBHBIC [10CIIEN0BATENBHOCTL IIEPEMEINEHUH JOKYMEHTOB, 4|
MCTOBI 1 TaK)Ke OIMEpaIid, COBEpIIaeMble C JOKyMEHTAMH B
HpUEMBI [IpoIecce MX CO3MaHus M MCIoiHeHus. HazoBure 3Tu
OpraHmsaig onepauum.
uu, 2 Ha Kakve NPUHIMIBI ONMMPAETCS OpPTraHU3alus
ITaHMpOB IoKyMeHT0060poTa B MY?
aHui, 3 Kak BenyT yuer nokymenroobopora B MY?
MOTHBalH 4 Kakue gokyMeHTHI TOMagarOT B  COCTaB
1, BXOSIIIMX U UCXOJIAIIUX JIOKYMEHTOB MY ?
KoopAuHa 5 Uto Takoe «MDJ1O»?
i . 6 UTo BXOOUT B TOHATHE «KOPPECIIOHACHIIMSDY
KOHTPOJIS 0
MPOLIECCOB MY
B chepe 7 HyHO 711 mpoBOAMTH MEPBUYHYIO 00pabOTKY)|
cBOGH PIICKTPOHHBIX JIOKYMEHTOB?
npodecc 8 [IpukazaMm © pacmopsHKEHUSIM IO  OCHOBHOI
OHATBHOM nesitenbHOCTH B MO TIPHCBaMBAIOTCS MTOPSIKOBBIE
JeSITENBHO HoMepa? CremyeT U UX PeTUCTPUPOBATH B OTAEIHHO,
. B pa3HBIX PETUCTPAITMOHHBIX (hopmax?
9 Kak OpTraHU30BaTh JIOKYMEHTOO000pOT]
MPUCIAHHBIX OyMaXHBIX JOKYMEHTOB, €CJIIH B
opranuzaruu COJ1?
1 Kakue noxymentst MO MoOryt co3gaBarhCes,
0 XPaHUTBCS W HUCIOJB30BAaThCS HCKIIOYUTEIHLHO B
PIEKTPOHHOM BHUE? Kak yCTAaHOBUTH IEpEUYEHb ITHUX|
ITOKYMEHTOB?
1 I'me perucTpupyroTcsi MPOTOKOJBI 3aceIaHul,
1 COBCIIIAaHUH, MTPOBOUMBIX PYKOBOJICTBOM
opraHuzauu?
1 Kakne  TpeOoBaHusi  TPEABSABIAIOTCS K
2 MapIIpyTaM JIBHKCHUS
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OpPTraHU3allMOHHO-PACIIOPAANUTCIBHBIX AJOKYMCHTOB B
Coa?

UeMy IOKHO COOTBETCTBOBATH IPOXOXKICHUE
BHYTPEHHUX JIOKYMEHTOB Ha 3Tarax uX MoJroTOBKH U
oopMIIeHHS U YeMY Ha dTane UCIOJIHEHUs?

CKOJIBKO pa3 U TJe HYXHO PErHCTPUPOBATH)
BXOSIIIINE TOKYMEHTHI?

Kakyro 3amady CTaBUT PYKOBOJIUTEIb CIIY>KOBI
OY MO npu opraauzaiuu J0KyMeHT0000poTa?

Cnenyer 11 Bcerja COXpaHSATb KOHBEPTHI WU
YITaKOBKY BXOJISIINX JTOKYMEHTOB?

Kakue nononHuTeNbHbIE TOTOKU HAOII01aI0TCS
BHYTpU IOTOKA BXOJsALIEH TJOKyMeHTauuu MVY?

Korga Hy:XHO 3aperucTpupoBarbh HUCXOISAIIMHN
ITOKYMEHT, €CJIM OH OBLI ITOAMKUCAaH B KOHIIC paboyero
THS UK B Hepabouee BpeMs?

[[J'IH KaKHnx HCXOOAIINX JOKYMCHTOB
COCTAaBJIAIOTCA COIIPOBOAUTCIILHBIC nrcbMa?

KaxoBa 11e516 mpeiBapuTeabHOrO pacCMOTPEHUS
[10JIy4aeMbIX JOKYMEHTOB?

Orany TepBUYHON 00pabOTKH JOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO onepannii. HazoBure ux.

Kakue wmeramannbie BHocsATcs B COJI o
BXOJSIIIMX U UCXOJISAIINX JTJOKYMEeHTax MY ?

Urto nenath, €Cu BB MOJTYYHIN HECTAHIAPTHOE
110 BECY, pa3Mepy M T.II. IOYTOBOE OTHPABJICHHE?

Yro AcIaTb, C€CJIM Bbl IMOJYYMWIHW IIOYTOBOC
OTIIPABJICHUC B HOBpC)K,Z[CHHOﬁ yHaKOBKe?

CJ'IeI[yeT JIn JAcJIaTh KOIINH HNCXOOAIIHX]
TTOKYMEHTOB?

KTo TakoiW OTBETCTBEHHBIM HUCIOIHUTEIH
mokymenTa? KakoBbl ero 00si3aHHOCTH?

[lepen peructpammeil HCXOAAIIMX TOKYMEHTOB
Cyx6a JIEeTIOTIPON3BOICTBA MIPOBEPSIET HX
MpaBWIBHOCTh. Ha dYTO KOHKpeTHO oOparmaercs
BHUMaHHE?

HasoBute cpencrBa cBs3M s JOCTaBKU U
OTNPaBKU TOKYMEeHTOB MO B opraHn3anuu U opraHsl
BJIACTHU.

Kto paspabareiBaeT MapIipyThl JIBUKCHHS
OpraHU3aIIMOHHO-PACTIOPSAUTENFHBIX  TOKYMEHTOB
st COJI MVY?

Hazosure 1eJb OpraHu3aIiu
TOKyMeHT000opoTa B MVY.

Kak MOTYT perucTpHpoBaThCsS BHYTPCHHHC
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|1 |z[0KyMeHTLI? | |

KonTpoabHnas padora «leaonpoussoagctso OMC u MO»

Bormpocs! k 3auery

6. HudopmaninoHHble pecypchl OpPraHOB TOCYJaPCTBEHHOW H
MYHUIIUTATBHON BIACTH U YIIPABICHHS.

7. Opranuzanus 3TanoB padoThl C TOKYMEHTaMH, B TOM YHCIIE
ApPXUBHBIMH JOKYMEHTAMH, B MyHHIIUIAIBHBIX YIPEKICHHUSIX.

8. Opranuzanus  JOKyMEHTOOOOpPOTa B MYHUIHUIAIBHBIX
YUPEKIACHUAX

13. VYnpasnenue
JIeTOnpon3BoACTBO MYVY.

14. OcobenHoctu
MYHUIIUTATBHOTO YUPEKICHHSL.

15. Homenknatypa gen MyHULMNATbHOTO yupexxaeHus. OOras
XapaKTePUCTHKA.

16. WHCTpyKlMSg TO  JAETONPOU3BOJCTBY  MYHHIIMIIAIHLHOTO
yupexaeHus. O01as xapakTepucTrKa.

17. HopmatuBHOo-ipaBoBast Oa3za OpraHu3aIHH
JIeITOTIPOU3BOICTBA MYHHUIUITATIBHBIX YUPEKACHUI BHIOPAaHHOTO THIIA.

18. JlokyMeHTHupOBaHHe JeSTeIbHOCTH MYHHUIUTATBHBIX
YUpEKACHUH BHIOPAHHOTO THUIIA.

19. Opranuzanus
YUPEKIACHUH BHIOPAHHOTO THUIIA.

20. Opranuzanus  ONepaTUBHOIO
MYHUITUTIATBHBIX YUPEKACHUH BHIOPAHHOTO THIIA.

21. Opranu3anys UCIoIb30BaHMsI JOKYMEHTOB MYyHUIIMIATBHBIX
YUpEKACHUH BHIOPAHHOTO THUIIA.

22. OOmast  xapakTepucTHKa JOKYMEHTaJbHOro (oHma
HOMEHKJIATYPHI JIeJT MyHUIHITATbHBIX YUPEXKICHUI BEIOPAHHOTO THTIA.

23. PexomMeHmanuu 1Mo OpraHu3alMM  JI€JIONPOHM3BOJCTBA
MYHHUITUTIATBHBIX YUPEKACHUH BHIOPAHHOTO THIIA.

MYHUIUIIAJIbHBIMU 3aKyIIKaMU nu

CUCTEMAaTHU3al JAOKYMCHTOB

I[OKYMGHTOO60p0Ta MYHUIUIIAIBHBIX

XpaHCHHUA AOKYMCHTOB

OIl
K-2.

Yme
eT
uneHTudu
IUPOBAThH
TpeboBaHU
o
HOpMAaTHUB
HO-TIPAaBOB
Ol cpensl
K  CBoel
npodeccu
OHaJILHOMU
TeSITeIbHO
CTH U

IIpakTnyeckoe 3ajaHue 1o reme 3

[Tonb3ysice IlpuMepHOM HMHCTPYKIHMHM IO JEJIONPOU3BOJICTBY B
rOCyAapCcTBEHHBIX  opranuzanusx  (2018),  oOmepoccuiickumu  u
BEJIOMCTBEHHBIMHU IepeuyHsiMH, ykazamu lIpesunenta PO u np. axramm,
NOATOTOBUTH  (parMeHT HHCTPYKIMH 1O  JAeJONPOU3BOACTBY,
Kacaloluiicd OpPraHu3alid oONepPaTHBHOIO XpaHeHHMs JAOKYMEHTOB
MYHHIHMNAJIBHOTO y4Ype:xxaeHus (ykasarb cdepy) A0 nepegadyd HUX Ha
XpaHeHHe B APXMB MJIH YHHYTOKEHHeE.

Memoouueckue ykazanus

[Ipu cocraBiieHUH MpPOEKTa YYUTHIBATH OPraHU3ALMIO ONEPATUBHOIO
XpaHEHUs1  JIOKYMEHTOB, OTHOCSIIMXCA K  CBEACHMSIM  KaTeropuu
OTPaHUYEHHOTO0 JIOCTYIIA.

Tun yupexnaeHuss BbIOMpaeTcs B COOTBETCTBHM € TUIIOM MY,
BBIOPAHHOTO B KOHTPOJILHOM paboTe.



https://newlms.magtu.ru/mod/assign/view.php?id=714803
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NesITeNIbHO HcTounuku:
CTH
opraHu3ail 1. Tlpukaz PocapxuBa ot 11.04.2018 N 44 "OO yTBepKIeHUU
uu [IpumMepHO HWHCTPYKIMU 1O JAETOMPOU3BOJCTBY B TOCYJIaPCTBEHHBIX

opranmzarusax" (3apeructpupoBano B Muniocte Poccum 17.08.2018 N
51922)

2. CnpaBounas wuHbpopmanus: "IlepeyeHb HOPMATHBHBIX AaKTOB,
OTHOCSIIIUX CBEICHMSI K KaTEropuu OrpaHudeHHoro poctymna" (Marepuan
MOJITOTOBJICH CHeIUaIiCTaMu Koncynpsrantllntoc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

IIpakTnyeckoe 3aganue S

[Tonp3ysick nuTEpaTypoil MO JEJIONPOU3BOJACTBY M HOPMATHBHBIMU
aKTaMH, COCTaBUTHh (parMeHT WHCTPYKIUH 10 JIEJIOIPOU3BOJCTBY
MYHULUNAIBHBIX ~ YUYPEXKIEHUH BbIOpaHHOrO BaMM THUmAa U chepsl
JIeSITEJIbHOCTH.

Memoouueckue ykazanus

B uHCTpyKIIMHM CIIeyeT OTpa3nuTh:

a) ycTaHOBJIEHHE TpeOOBaHUH K MTOMCKY, UCIIOJIb30BAHUIO U Iepeaye
JIOKYMEHTOB, a TAK)K€ CPOKaM XpaHEHUS JOKYMEHTOB

0) NpuHSTHE pelICHUIH 00 OpraHnu3aluy JOKYMEHTOB C TeM, YTOObI OHU
OTBeYaI TPeOOBAHUAM, PEABSBISIEMBIM K UX UCIOJIb30BAHUIO;

B) OINpEACIeHUE YpPOBHA JOCTyla TOJb30BaTeNIed K Ppa3HbIM
KaTeropusiM JTOKyMEHTOB OpraHU3alluu;

I) omnpezesieHHe CIHCKOB PACCBUIKU JTOKYMEHTOB I10JIb30BaTeNsIM U
3aMHTEPECOBAHHBIM JIUIIaM;

1) KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB;

€) opraHuzanus  MHPOPMAIIMOHHO-CIIPABOYHOW  pabOThl ¢
JIOKYMEHTaMH.

Memoouueckue ykazanus

[ToMHUTE, 4YTO HEMaJOBAXXHBIM SBJSETCS IPOLECC  aHaIMU3a
UCIIOJIb30BAaHUSl  JOKYMEHTOB, B XOJ€ KOTOpPOrOo CHEUUAIUCThl U
3aMHTEPECOBAHHBIE  CTOPOHBI  NPUHMMAIOT  B3BELIEHHOE  pELICHHE,
OCHOBaHHO€ Ha NOTPEOHOCTSIX BHEIIHWX M BHYTPEHHUX MOTpeOuTenen
JOKYMEHTUPOBaHHOW  HMH(OpMaIu. OuenuBaercss  HE  TOJIBKO
11eJ1eCO00Pa3HOCTh U BO3MOYKHOCTh MCIIOJIb30BaHUSI MHPOPMAIMK B MeEpy
KOMIIETEHIIMM TOJIb30BaTeNsl, HO U YJOOCTBO €€ pa3MEeLIeHHs, CKOPOCTh
JocTyna U IpOYHe€ MOMEHTBI, KOTOpblE HaxoIiITcs B cdepe BHUMAHUS
aJIMUHUCTPATOPOB CUCTEMBI YIIPABICHUS JOKYMEHTaMHU.

1.Ky3nenosa  T.B.  Jlenmompou3BoacTBO  (JOKYMEHTAallMOHHOE
oOecnieuenue ympasnenus). M.2007. C.216-218.

2. Cwm. IIpuxa3 PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxaeHUU
IIpuMepHO MHCTPYKLIMH IO JAEJIONPOU3BOACTBY B TOCYJIapCTBEHHBIX
opranuzaiusax”" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922) B pazaenax:

VI. KoHTpob UCIOTHEHUSI JOKYMEHTOB (IIOPYUYEHMI)



http://www.consultant.ru/document/cons_doc_LAW_93980/
https://newlms.magtu.ru/mod/assign/view.php?id=735036
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VII. Opranuzanus paboThl HCIIOTHUTEIS ¢ JOKyMEHTaMHU
IX. Opranuzanus goctyna K JOKyMEHTaM U UX UCIIOJIb30BAHUS
3.TOCT P UCO -15489-2007 u 2019

BOHPOCLI K 3a49€Ty

1. Homenknarypa nen MyHUIUNanbHOrO yupexjaeHus. Oomas
XapaKTepUCTHKA.

2. WHCTpyKIMS 1O  AEJIONPOU3BOJACTBY  MYHHIMIIAIBHOTO
yupexaeHus. O0mas XxapakTepucTHKa.

3. HopmartuBHo-1ipaBoBas 0aza OpraHu3aluu
JIeJTOTIPOU3BO/ICTBA MYHUITUIIAIIBHBIX YUPEKACHUH BHIOPAHHOTO THIIA.

4. OcobenHoctu CUCTEMATU3ALNH JIOKYMEHTOB

MYHUIMIIAJIBHOTO YUPEXKICHUS.
IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IlpuMepHOM HMHCTPYKUHMH II0 JEJIONPOU3BOJACTBY B
rocyJlapcTBeHHbIX  opraHmzamusx  (2018),  oOmepoccuiickumu U
BEJIOMCTBEHHBIMU IIepeyHsIMH, ykazamMu lIpesunenta P® u ap. akramuy,
NOArOTOBUTH  ()parMeHT HMHCTPYKIUM IO  [1eJIONPOU3BOJCTBY,
Kacaloluiicd OpPraHu3alii oONepPaTHBHOIO XPaHEHHMs JOKYMEHTOB
MYHUIUNIAJIBHOTO Y4YpexaeHus (yka3atb cdepy) 10 mepeaayd MX Ha
XpaHeHHe B APXHMB MJIH YHHYTOKEHHeE.

Memoouueckue ykazanus

[Ipu cocTaBiieHUU MPOEKTa YUUTHIBATH OPraHU3ALMIO ONEPATUBHOIO
XpaHEHUs1  JOKYMEHTOB, OTHOCSIIMXCS K  CBEACHMSIM  KaTeropuu
OTPAaHUYEHHOTO J0CTYyIA.

Tun yupexaeHus BbIOMpaeTcs B COOTBETCTBHM ¢ TUIOM MY,
BBIOPAHHOTO B KOHTPOJILHOM padoTe.

Hcrounnku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxaeHUU
[TpuMmepHOM MHCTPYKIMH MO JAEJIONPOU3BOJACTBY B TOCYJapCTBEHHBIX
opranmzaiusax” (3apeructpupoBano B Muntocte Poccumn 17.08.2018 N
51922)

2. ConpaBounas uHpopmanus: "IlepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIIUX CBEICHHS K KaTeropuy OrpaHudeHHoro noctyma" (Marepuan
MIOJArOTOBJIEH crenualIncTaMu Koncynprantlnroc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

IIpakTHyeckoe 3a1aHue S

[Tonp3ysAchk JIUTEpaTypoll MO JEIONPOM3BOACTBY MU HOPMAaTHUBHBIMU
aKTaMHM, COCTABMTH (parMeHT HHCTPYKUHMH MO0 [1eJIONPOU3BOACTBY
MYHHIHMNAJBHBIX YYpekJAeHUil BbIOPAHHOIO BaMu THNA H cdepbl
AeATeTbHOCTH.

Memoouueckue ykazanus

B uHCTpYKIINM crieayeT OTpasuTh:

a) yCTaHOBJIEHHE TPeOOBaHUM K MOUCKY, UCIIOJIB30BAHUIO U Mepeaaye
JIOKYMEHTOB, a TAK)K€ CPOKAM XpaHEHUs JOKYMEHTOB



https://newlms.magtu.ru/mod/assign/view.php?id=714803
http://www.consultant.ru/document/cons_doc_LAW_93980/
https://newlms.magtu.ru/mod/assign/view.php?id=735036
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0) mpuHATHE pelIeHU 00 OpraHU3aliy JOKYMEHTOB C TEM, YTOOBI OHU
OTBEYaNM TPeOOBAHUSAM, MIPEABSIBISIEMBIM K UX UCIOJIB30BAHUIO;

B) oOIpejelieHue YypOBHS JOCTyla TOJb30BaTelied K pa3sHbIM
KaTEroOpusM JIOKyMEHTOB OpraHU3allUH;

) OIpeneseHHe CIUCKOB PACChUIKU JTOKYMEHTOB IOJb30BaTEIsIM U
3aWHTEPECOBAHHBIM JINIAM;

1) KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB;

€) opraHuszanus — WHPOPMAIIMOHHO-CIIPABOYHOH  paboOThl ¢
JIOKYMEHTaMHU.

1.Ky3nenoBa  T.B.  Jlenonpou3BoACTBO  (JIOKYMEHTallMOHHOE
obecnieuenue ynpasienus). M.2007. C.216-218.

2. Cwm. IIpuxa3 PocapxuBa ot 11.04.2018 N 44 "O06 yrtBepxaeHun
[TpumepHOl HMHCTPYKIUMH MO JAETONPOU3BOJACTBY B TOCYJapCTBEHHBIX
opranuzaiusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922) B pazaenax:

VI. KoHTposb UCTIOTHEHUS JOKYMEHTOB (IIOPYUYEHMUI)

VII. Opranuzauust paboThl UCIIOTHUTENS C JOKYMEHTaMHU

IX. Opraauzanus g0cTyna K JOKYMEHTaM U MX HCIOJIb30BaHHS

3.TOCT P UCO -15489-2007 u 2019

KonTtpoJjbsHas padora «/lesonpousBoactso OMC u MO»

1. BpiOpate u3 cnoMcka JONMYyCTUMBIX chep JeATeTbHOCTH Ul
MYHHUITUTIATIBHBIX OpraHu3auii oaHy chepy:

1) wHayka;

2) oOpasoBaHue;

3) 3apaBOOXpaHEHHE;

4)  KyIbTypa;

5) cpezacTBa MaccoBOM MH(pOPMALIUH;

6) commagbHas 3aIIUTa;

7) 3aHATOCTH HACEJICHHS;

8) (¢wuskymbTYpa H CHOPT;

9) opraHuzanUs OKa3aHHWsS YCIYrH OOLIECTBEHHOTO IHTAHUS B
YUPEKACHUSAX COIMATBHON chepsr;

10) meATeNbHOCTh MO OpPraHM3aLUU OOYCTPOMCTBA MECT MacCOBOIO
OTIBIXA, CO3AHUIO YCIIOBHIA TSI MACCOBOTO OT/IBIXA HACEIICHUS U PA3BUTHUS
TOPOJICKOM CPENBI;

11) peanmuzamuyi MHBECTHIIMOHHBIX MPOEKTOB B c(epe KyIbTYpHI,
(GU3KYIBTYpHI U CLIOPTA;

12) TpaHCIOPTHBIE YCIYTH.

2. BeiOpath BUA MyHUIIUNIATIBHOTO YUPEXKICHHS:

a ) Ka3eHHOE;

0) Or0JKETHOE;

B) aBTOHOMHOE.

Pe3ynbTaThl BbIOOpa COOOUIUTH MpenoaaBateto (chepsl AeITeNbHOCTH
1 Buibl MO He O KHBI TOBTOPATHCS B Ipymie). B cooTBeTcTBIM € BHIOOpOM
YTOYHSIETCSI TeMa, Hampumep: «/[enonpouzso0cmeo  MYHUYUNATILHBIX
010021cemubIX yupedcoeHull 8 cihepe 06pa308anUs)




IIpumepHasi CTPYKTYpa M coiepKaHUe MYHKTA:

[TpomexxyTouHas aTTecTalus 1o AUCUUIUIHHE «J[oKyMeHTannoHHOe 0OecriedeHre OpraHoB
MECTHOI'O CaMOYIPABJIEHUS M MYHHUIMIAIBHBIX OpraHu3alui» BKJIKOYAET TEOPETUUYECKUE
BOIPOCHI, TO3BOJISIIOIINE OLIEHUTh YPOBEHb YCBOCHHS 00YYaIOIIMMUCS 3HAHUM, U MPAKTUYECKUE
3aJjaHMsl, BBISBIIAIONINE CTENICHb C(OOPMUPOBAHHOCTH YMEHUH U BIIAJCHUH, IPOBOAUTCS B (hopme
3auera

IToxa3aTen U KPpUTepPHUH OLlCHNBAHUS:

— Ha OUEHKY «3a4TeHO»— OOy4aloluiicsi JEeMOHCTPUPYET BBICOKUNA YPOBEHb
c(OPMHPOBAHHOCTH KOMIIETEHIIMI, BCECTOPOHHEE, CHCTEMAaTHYeCKOe U TIIyOOKOe 3HaHHE
y4eOHOro MaTepuaia, CBOOOJHO BBINOJHSET MPAKTUYECKUE 3a/laHus, CBOOOIHO ONEpUPYET
3HAHUSIMM, YMEHUSIMU, IPUMEHSET UX B CUTYalUsIX IOBBIIEHHON CII0AKHOCTH.

— Ha OLIGHKY «He 3a4YTeHO»— OOydJarolluiics He MOXXET IOKa3aTh 3HAHMUS Ha YPOBHE
BOCIIPOM3BECHHS U OOBSICHEHUSI MHPOPMALIUHU, HE MOXKET IMOKa3aTh UHTEJUICKTYaJIbHbIEC HABBIKU
pElIeHUs IPOCTHIX 3a/1au.



IIpunoxenne 3
MeTtoanyecKkue yKazaHus VIl CAMOCTOSATEIbHOI padoThI CTY1eHTOB

B mporecce BBIMOTHEHHUS CAaMOCTOSTENBHOW PAa0OTHI CTYACHTHI JOJDKHBI HAYYHTHCS
BOCIIPUHMMATh CBEJIEHUS Ha CIyX, (UKCHUpPOBAaTh MHGOpPMALMIO B BUJE 3alUCEH B TeTpalsx,
paboTaTh C MUCHbMEHHBIMU TEKCTaMH, CAMOCTOATEIbHO U3BJIEKAs U3 HUX I10JIE3HbIE CBEACHUS U
opopmisii MX B BHJIE TE3MCOB, KOHCIEKTOB, CHCTEMaTH3MpOBaTh HH(GOpPMALUIO B BHJE
3aI10JIHEeHUs TaOJIMLl, COCTAaBIEHHs cXeM. Ba)kHO HayunThCsl BBIIEISTH IJIaBHBIE MBICIIU B JIEKLIUU
npernojaBarens JUOO0 B MHCbMEHHOM TEKCTE;, aHAIM3MPOBATH SBICHHS;, ONPEICHSATh CBOIO
MO3HIIMIO K TOJyYEHHBIM Ha 3aHATUAX CBEJICHHSIM, YETKO (hOPMYIHPOBATh €€; apryMEHTUPOBATh
CBOIO TOYKY 3pEHHUsS: BBICKA3bIBATh OLICHOYHBIE CYXXICHMS; OCYILIECTBIATh CaMOAHAJIM3.
HeoOxonuMo y4uThbCsl BIaJieTh YCTHOM M NMUMCBbMEHHOW PEUbl0; BECTHU JUAJIOT; y4acTBOBATH B
JUCKYCCUM; PpacKpbIBaTb COJAEp)KaHUE M3y4yaeMoil mpoOieMbl B MOHOJOTHMYECKOM peun;
BBICTYIIaTh C COOOLIECHUSMHU U JIOKJIAZIaMU.

IloaroroBka k mpakTuyeckuM 3aHATUSIM. CeMHHAp — OJIWMH W3 OCHOBHBIX BHJIOB
IPAKTUYECKUX 3aHATUN 10 TYMaHUTApHBIM AucuuiInHaMm. OH MpeHa3HaueH Jyis yriryOJeHHOro
U3y4YeHHs OTJENBHBIX TeM M KypcoB. 1o ¢opme npoBenenns ceMuHapbl OOBIYHO MPEICTABISIOT
co0oii perreHne 3aaa4, 00CyKIeHUE TOKIAI0B, Oeceay 1o IJIaHy WIH JUCKYCCHIO 110 TIpodiieMe.

[ToaroroBka K 3aHATHUSIM 3aKJIIOYAETCS, PEXK/IE BCET0, B OCBOEHUU TOT'O TEOPETUYECKOTO
MaTepuaia, KOTOpbIi BBIHOCUTCS Ha oOcyxaeHue. g 3Toro HeoOXoauMO B MEPBYIO OYEpeh
nepevynTaTh KOHCIEKT JEKIIMU WIN pa3fielbl yueOHHUKa, B KOTOPBIX MPUCYTCTBYET YCTaHOBOUHAs
uHpopmanus. M3yueHne pekoMeHAOBAaHHOM JHUTEpaTypbl HEOOXOAUMO cHeNlaTh MaKCHUMalbHO
TBOPYECKH — HE MPOCTO YKIAJbIBasl B MAMATh HOBBIE CBEACHUS, & OCMBICIUBAS U aHAIU3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILUBIO 3alMCEH, BBINMCOK WIM TE3HCHOTO
KOHCIIEKTa.

Ecnu cemunap mnpenctaBieH JOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJCHUE JISXKUT Ha Jokiaquukax. Kak crienars 3To ycnemHo cMoTpuTe B paszaene «Jlokmany.
OpnHako poib OCTaJdbHBIX YYAaCTHUKOB CEMUHApa HE JOJDKHAa ObITh maccuBHOW. CTYIEHTHI,
IIpOCITylIaB AOKJAJ, 3alIMCBIBAIOT KPATKO IVIABHOE €ro COAEpKAaHHWE M 33[ar0T BBICTYyHAIOLIEMY
yTOUHSAOLIME BorpocoB. UeM Oosiee ocHOBATENbHOM ObLIa JOMAIIHAS MOATOTOBKA MO TEME, TEM
aKTUBHEE TMPOMCXOAUT OOCYXIeHHE TMpoOJeMHBIX BompocoB. Ha cemuHape Bcsiuecku
MOOUIPSAETCS TBOpPYECKAs, CaMOCTOATEIbHAs MBbICHIb, JAaeTCd BO3MOXHOCTb BBICKA3aTh
KPUTHYECKHE 3aMEUYaHUsl.

becena mno mnnany mnpencraBnsieT co0oil  3apaHee IMOATOTOBIEHHOE COBMECTHOE
00-Cy>KZIeHHE BOIIPOCOB TEMbI KaXKIbIM U3 yYaCTHUKOB. JTa (popma noTpeOyeT OT CTyAEHTOB HE
TOJIBKO XOpOILIEH CaMOCTOSITENbHOM MPOpPaObOTKU TEOPETUYECKOro MaTepuaja, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTMBHOM AMCKYCCHM: KPaTKO, YETKO U SICHO (hOpMYyITUpOBaTh M U3JaraTh
CBOIO TOYKY 3pEHMs INEpell COKypPCHHKaMM, OTCTauBaTh IIO3ULMI0 B HAy4YHOM CIIOpE,
IIPUCOEANHSTHCS K Uy>)KOMY MHEHUIO WM ONIIOHUPOBATH APYTUM y4aCTHUKAM.

Pedepar — camblii pocTOi U HaUMEHEe CaMOCTOSTENbHBIA BHJI MUCbMEHHON PabOTHI.
CyTb €ro COCTOUT B KpPaTKOM H3JI0XKEHHH COJIEpKalUXCsS B Hay4YHOH JUTepaType B3IJIA0B U
uen o 3amanHoi teme. Pedepar He TpeOyeT OpUrHHATBHOCTHA U HOBU3HBI. B HeM olleHuBaeTcs
yMEHHE CTyJIeHTa paboTaTh ¢ KHHTOH: BBIACIATH U (opmynmpoBaTh mpoOiemy, OoTOMpaTh



OCHOBHbBIE T€3HCHl U BCIIOMOTaTeIbHbIEC JaHHBIE, IOTHYECKH BBICTpanBaTh MaTepHall, TpaMOTHO
0(OpPMIISITh HAYYHBIH TEKCT.

CrynentaMm npezasaraeTcs 18a Buia pedepaTHbix padoT:

PedepupoBanue HayuyHOW JHUTEpaTyphl MPEACTABISAET cO0O0M COKpAIIEHHOE H3JI0KEHHE
COJepKAaHUsl CTaThbU WM KHUTHM C OCHOBHBIMH CBEJCHUSIMH M BBIBOAAaMHU. Takue pedeparsi
aKTyaJIbHbI TOT/Ia, KOT/la B IOPUIMYECKUX MCTOYHUKAX MOSBISETCS HOBBIA TEOPETHUUECKHUM WU
NpaKTUYEeCKU Marepuas 1o uszydaemod Tteme. OT cTyneHTa TpeOyercsi, BHHUMATEIBHO
03HAKOMUBIINCH C IEPBOMCTOYHUKOM, MAaKCUMaJIbHO TOYHO U MOJHO MEPEAaTh €ro coaep KaHue.
Jns storo nenecoobpazHo BbIOpaTh (OopMy MOCIEIOBATEIBHOTO H3JIO0XKEHHUS MPOUYUTAHHOU
KHUTH, HE MEHsS ee OOIMU TUIaH U CTPYKTYpY (T1aBbl, pasznensl, naparpagsr). Heobxommmo
COXpaHHUTh JIOTUKY TIOBECTBOBAHUS U TM03a00THTBCS O CBA3HOCTH TEKCTa. ABTOPCKHE,
OpUTHMHAIBHBIE U HOBATOPCKWE MBICIM U WJCH Jy4YIle NepeaaBaTh HE CBOMMH CIIOBaMH, a C
noMomeio uTupoBanus. O0beM pedepara OyaeT onpeneniaTbesi CoAep)KaHWEM HCTOYHHKA, a
TaK)Ke ero Hay4YHOW M MpaKTHUYECKO# 1eHHOCThI0. Ho B 11060M ciyyae mpeanodreHue OTAaeTcs
KPaTKOCTH Y JIJAKOHUYHOCTH, YMEHHUIO OTOUPATh TJIABHOE U OCBOOOXKIATHCS OT BTOPOCTEIIEHHOTO.

Pedepar mo Teme  mpencraBisier 0030p HAyYHBIX B3MVISJIOB M KOHLEMIUH IO
poOJIEeMHOMY BOIIPOCY B M3y4aeMoOi TeMe.

- Ecnn Bam mpeuioskeHa Tema Takoro pedepara Ha BBIOOP, TO MPEANOYTEHUE CIEAYET
OTJaTh TOH, KOTOpas Ui BaC MHTEpeCcHa WM 3HakoMma. OHa He J0JDKHA OBITh OYCHb CIIOXKHON U
00BEMHOM, B IPOTUBHOM ciy4ae pedepar Oy1eT HaloOMUHATh KypCOBYIO paboTy.

- Hnsa moaroroBku pedepara CTyAEHTY HEOOXOIMMO CamMOMy WM C YYacTHEM
npenoAaBaresns moaoopaTe UCToOUYHUKU uH(popmanuu. Creayer 1mo3ab0TUThCS, YTOOBI B BallleM
CIUCKE OKa3aJlhCh HE CIy4aiiHble, a IIeHHble B WHGOPMAIMOHHOM IUIaHEe KHUTH. MOXXHO
BBIMOJIHUTh PabOTy, OOpaTHBIIMCh W K OJHOMY HCTOYHUKY — I0COOMIO, MOHOrpaduw,
uccienoBanuio. Ho mydiiie, eciu BbI 00paTUTECh K JBYM-TPEM HAYUHBIM TPYZaM — 3TO MO3BOJIHT
MPEJICTaBUTh MPOOJIEMY C HECKOJIBKIX TOUEK 3PEHUS M BBICKA3aTh TUYHbIE IPEATIOYTCHHUS.

- OgHUM U3 TIaBHBIX KPUTEPUEB OLIEHKHU pedepaTa OyJIeT COOTBETCTBUE €T0 COJEPIKAHUS
3asBleHHONH Teme. [l 3Toro Oerjo O3HAKOMHUBIIMCH C TEPBOMCTOYHHKAMH COCTAaBbTE
MpeABapUTENbHBIA TUTaH Oyaymiero pedepara, 0003HAYMB B HEM MPHUHIIUIHAIBHO BaKHbBIC
MOMEHTBI U ATaIbl OCBEHIeHUs MpobiemMsl. [locie Toro, kak y Bac MOSBATCS pabodyue 3alicH 110
pe3ynbTaTaM H3Y4YeHHsS HAy4dyHOUH JuTepaTypbl M oOmIMpHas MHGOpMAIUS MO TEME B IEJIOM,
MOXHO OyAeT CKOppeKTHpoBaTh oOuMi ruaH pedeparta. Crapaiitech nmpu paboTe HaJ HUM
THIATENTFHO M30aBIATHCS OT «HM3JIMIIECTBY»: BCAKOTO pojia aOCTPaKTHBIX PacCyKICHH,
Ype3MEPHBIX MOAPOOHOCTEN U MHOTOUMCIIEHHBIX NIPUMEPOB, KOTOPbIE «Pa3MbIBAIOT» TEMYy HIIU
YBOJAT OT HEE.

Crpykrypa pedepara BKIOYaeT B ceOs BBEEHHE, OCHOBHYIO 4acTh W 3aKitodeHne. Bo
BBEJCHUU (OPMYJIHPYIOTCS I[EIH W 3aJa4d padoOThl, €€ akTyalbHOCTb. OCHOBHas 4YacTh
IpeJCTaBIsIeT COO0H MOCIeI0BaTeIbHOE W apTyMEHTHPOBAHHOE W3JI0KECHUE PA3IMYHBIX TOYEK
3peHHsl Ha MpoOiieMy, €e aHajliu3, MpearoiaraeMble MyTH pelleHus. 3akioyeHue o0000maer
OCHOBHBIE MBICIIM HJIM OOOCHOBBIBAET MEPCIEKTUBBI JalbHEHIIEro uccieqoBanus temsl. Ecnu
pedepar nocraToyHo 0O0BEMEH, TO MOTpeOyeTcss pas3/ieleHHe TEeKCTa Ha pas3jeisl (TJIaBbl,
naparpadsl). mrocTpaTuBHBIN MaTepuan — TaOIUIIbl, CXeMBI, TpaUKu — MOTYT pacriojaraThCs
KaK BHYTPH OCHOBHOMW 9acCTH, TaK M B pazzene «lIpuroxeHuey.

O6bem pedepaTa 3aBUCUT OT IIEJIEH U 3ajad, peniaeMbiXx B pabote — oT 5 10 20 cTpaHuiy
MAIIMHOIIMCHOTO TEKCTa 4Yepe3 JBa WHTepBaia. Ecim B 3amaHuM, BBITAHHOM IIPEIIOIaBaTEIIeM
00BEM HE OrOBapUBaeTCsl, TO CIEAYyeT UCXOUTh U3 Pa3yMHOH 11eJ1IeCO00pa3HOCTH.



B pedepare B 00si3aTeabHOM MOPSIKE pa3MELIAIOTCS TUTYJIbHBIA JIUCT, IJIaH WU
OTJIaBJICHHE Pa0OTHI, @ TAKKE CITUCOK UCIIOIB3yEMOM JTUTEPATYPHI.

OObuHO pedepar MOXKET 3auMTHIBACTCA KaK IHUChbMEHHas paboTa, HO HEKOTOpbIE
NpenoJiaBaTeNl MPAaKTUKYIOT MyOJMYHYIO 3alMTy pedeparoB WM HX «O3By4YHMBAaHUE» Ha
CEeMMHAPCKHX 3aHATHAX. B 9TOM ciydae He0OOXOAMMO MPUIIOKUTH JONOTHUTEIbHbBIC YCHIIUS TS
MOJATOTOBKU MyOJIMYHOTO BRICTYIICHUS IO MaTepuaiam pedepaTHoi paboThI.

IIpe3eHTanusi — COBPEMEHHBIH CIOCOO YCTHOTO WM MNHCHbMEHHOI'O MPECTaBICHUS
uH(pOpPMALIMU C UCTIONb30BAHUEM MYJIbTUMEIUIHBIX TEXHOJIOTHI.

Cy1iecTByeT HECKOJIbKO BapUaHTOB MPE3EHTAIUH.

L4 HpeBCHTaHI/IH C BBICTYIIZICHUEM AOKJIag4HWKa
L4 HpCSGHTaHI/IH C KOMMCHTAapHUAMH JOKJIaJIYHKa
L4 HpCSGHTaHI/IH JIsA CaMOCTOATCIIBHOI'O MpoCMOTpa, KOTOpas MOXCT

JIEMOHCTPHPOBATHCS TIepe/1 ayIUTOpueit 06e3 yuacTus JOKIa 4HKa.
ITonroToBka mpe3eHTaly BKIOYAET B ce0s1 HECKOJIBKO 3TAIlOB:

1. IlnanupoBaHue Npe3eHTaluu
OT 0TBETOB Ha 3TH BOINPOCHI OyIET 3aBUCETh BCE OCTPOEHUE NPE3EHTALIUU!

o KaKOBO TPEJHA3HAYCHWE U CMBICT MPE3CHTAIlMH (IIEMOHCTpAIHs PE3yJIbTaTOB
Hay4YHOH paboThl, 3aIUTa AUIITIOMHOTO MTPOEKTA U T.11.);

. KaKyl0 pojb OyAeT BBIIOJNHATH TNPE3CHTAlMS B XOJE BBICTYIUICHHS
(compoBOXkIEHHUE JJOKJIA/Ia WIN €r0 WLTIOCTPAITHs ),

o KaKOBa I1eJIb MPe3eHTau (MHPOPMHUPOBAHUE, YOCKICHUE WITH aHATU3);

o Ha KaKoe BpeMs paccuWTaHa Ipe3eHTanus (Kopotkoe - 5-10 MUHYT wuiaH
IPOJODKUTENBHOE - 15-20 MUHYT);

. KaKoB pa3Mmep M cocTaB 3putenbekor ayautopuu (10-15 yenosex miu 80-100;

IpenoaaBaTesiy, CTyACHTbl UM CMELLIEHHAs ay JUTOPHS).
2. CTpyKTypupoBaHHe HHPOPMALIUU

) B MpE3CHTAIlMN He J0DKHA ObITh MeHee 10 cnaiimoB, a oOIiee MX KOJIUYECTBO
npesbimaTh 20 - 25.

° OCHOBHBIMHM TPUHIUIAMH TPU COCTaBICHUM TMPE3EHTAIIMH JOJIKHBI OBITh
SICHOCTD, HAITISIAHOCTD, JOTHYHOCTD M 3aIIOMHHAEMOCTh;

° Mpe3eHTANMsI JTOJKHA UMETh CIICHApUH M YETKYIO CTPYKTYpPY, B KOTOPOH OymyT
OTpakeHbI BCE MPUIMHHO-CIICACTBEHHBIE CBSI3H,

° paboTa Haj Mpe3eHTAlMell HauyMHaeTCs MOocie THIATeNbHOTO OOJYyMBIBaHHS WU

HallMCaHus TCKCTa JOKJiaaa, KOTOpBIfI HCO6XOI[I/IMO p8.36I/ITB Ha (l)paFMeHTBI u 0003HAYUTH
CBA3aHHBIC C KAXK/BIM U3 HUX 3aJa4u U HGfICTBHSI;

. MEpBbI mIar — 3TO ONpeAeNieHWe TJIaBHOW WJeH, BOKPYT KOTOpOW Oyner
CTPOMUTHCS IIPE3CHTALMS;
. yacTh WHGOPMAIMM MOXKHO TEPEeBECTH B JBa THUIA HATJSAHBIX IOCOOMIA:

TEKCTOBBIE, KOTOPbIE IMOMOTYT CIyLIaTeNIsIM CIEIUTh 3a XOJOM pPa3BEPThIBAHUS APryMEHTOB U
rpagpuyeckue, KOTOpble WIUIIOCTPUPYIOT TJaBHBIE IYHKTbl BBICTYIUIGHHS M CO3/AlOT
AMOITMOHAIbHBIE 00Pa3bl.

J CIOXKETBl TMPE3CHTAlUd MOTYT pa3bsCHATh WM WJUIIOCTPUPOBATH OCHOBHbBIE
MOJIOKEHUS JOKJIa/1a B CaMbIX pa3HOOOpa3HBIX BapHaHTaX.

OdeHb BaXXHO HAWTH TMpaBWIbHBIA OajaHC MEXAY peublo JIOKJIaJAyuka |
COIPOBOKAAIOIIUMHU €€ MYJIbTUMENUUHBIMU 3JIEMEHTAMU.

Jlyst aTOTO 1IETIeCO00pa3Ho:

o OTIpeNIeNIUTh, YTO OYJIeT MPEICTaBICHO Ha KAXIOM claiiie, uTo OyAeT B 3TO BpeMs
TOBOPUTHCS, Kak OyJIeT cAelaH Mepexo/ K cIeIyroIeMy Clanay;
J camble BaXKHbIE HJIEW U MBICIIM OTPA3UTh U Ha cllaiifjaXx ¥ MPOU3HECTU CIOBaMH,

TOTJ1a KaK BTOPOCTEIICHHBIE — JTIN0O0 CIIOBaMU, JIMOO Ha Claiaax;



. uHOpPMALIMIO HA CIalijax MPEeJCTaBUTh B BHUJE TE3HCOB — OHU CONPOBOXKIAIOT
MOIPOOHOE U3II0KEHUE MBICIICH BBICTYIIAIOIIETO, & HE HA000pOT;

. JUISL pa3bsiCHEHUS TMOJIOXKEHUN JTOKJIa/la UCIOIb30BaTh Pa3HbIC BUJIbI CJIANUIOB: C
TEKCTOM, ¢ TabIunamu, ¢ JuarpaMMamu;
J mo0asi Mpe3eHTanusl J0JDKHA MMETh COOCTBEHHYIO JIpamMaTypruio, B KOTOPOMH

€CTb:
«3aBs3Kay - NPoOYXKICHHUE MHTEepeca ayAUTOPUH K TeMe COOOILIEHUs (SIPKUI HATJISTHBINA

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(POPMAIIMH B JIOTMYECKOI [TOCIIEI0BATEILHOCTH
(uepemoBaHME TEKCTOBBIX U rpa)UyecKux ClaiiioB);

«KyJTbMUHAIUS» - TPEACTAaBIEHHE CamMoro TJaBHOTO, HOBOTO, HEOXUIAAHHOTO
(SMOITMOHATIFHBINA PEUEBOM WU MILTIOCTPATUBHEIN 00pa3);

«pasBsi3ka» - popmyarpoBaHUE BHIBOJAOB MM MPAKTUYECKUX PEKOMEHIAIUI (BUICOPSN).

3. OdopmieHue nmpe3eHTauu

OdopMieHne Mpe3eHTaIH BKIFOYAET B CeOs CICAYIONIYI0 0053aTeIbHYI0 HH(OPMAIIHIO:

THUTyJIBHBIN TUCT

- IPEJICTABISACT TEMY JOKJIa/la U UM aBTOpa (UM aBTOPOB);

- Ha 3alluTe KypcOBOW MWJIM JIUIUIOMHON paOoThl yKa3bIBaeT (aMHINI0 U WHHUILIHAIbI
HAY4YHOI'O PyKOBOAMTEIISI MIIM OpraHU3alHY;

- Ha KOH(epeHLusAX 0003HaUaeT JaTy U Ha3BaHUE KOH(EPEHIUH.

[Inan BBICTYILIEHUSA

- (hopMynupyeT OCHOBHOE cofiepkaHue okiazna (3-4 myHKTa);

- (huKcupyeT MOPSAIOK N3JI0KEHHUS HHPOPMALINH;

CopepxaHue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U IparuecKyro HH(OpMAIHIO;

- WUTIOCTPUPYET OCHOBHBIE ITYHKThI COOOIICHHUS;

- MOJKET MPEJICTABIIATh CAMOCTOSTEIbHBIN BapUaHT JOKJIA/1a;

3aBepuicHMe

- 000011aeT, MOABOAUT UTOTH, CYMMHUPYET HH(POPMALIUIO;

- MOKET BKJIIOUYATh CIIUCOK JIUTEPATYPHI K JOKIIAY;

- COJICPKUT CJIOBA 0JaroJlapHOCTH ayIUTOPHH.

4. lnzaiiH npe3eHTauuu

TexkcroBoe oopmieHue

. He crout 3anonHsaTh cnaijl CIMMIKOM OOJIbIIMM 00BEMOM HH(POPMAIUH - JIydlle
BCET0 3allOMHHAI0TCS He 6osiee 3-X (pakToB, BHIBOJIOB, ONPEIEICHUH.

) OnTumanbHOE YMCIIO CTPOK Ha chaiige — 6 -11.

. Kopotkue ¢paspl 3anoMuHaioTcs BH3yalbHO Jiyuiie. [TyHKTBI mepedHed He
JTOJIKHBI IPEBBIIIATH IBYX CTPOK Ha (pasy.

. HaunGonpmas >¢¢heKTHBHOCTh JOCTUTAETCS TOTNA, KOTJa KIFOUEBBIE ITYHKTHI
0TOOpaXkaroTCs 10 OTHOMY Ha KaX/I0M OTJIEIIbHOM ClIaiifie

. Ecnu TekCT COCTOMT M3 HECKONbKHX ab3aleB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HYyIO CTPOKY M MHTEpBaJl MeX 1y ab3aramu.

. KiroueBsie crioBa B ”HGOPMaIIMOHHOM OJI0KE BBIIEISIFOTCS LIBETOM, MIPU(TOM HIIH
KOMITO3UIIUOHHO.

J Wudopmannio mnpeanodTuTenbHee pacrojaratb TOPHU3OHTaIbHO, Haubosee
BaXXHYIO - B LIEHTPE DKpaHa.

o He crnenyer 310ynoTpebnasTh OOJBIIMM KOJIMYECTBOM MPEUIOTOB, HApEUMid,
IpUiaraTeabHbIX, BBOJHBIX CIIOB.

J [TudpoBble MaTepuansl Jydllle NMPEACTaBUTH B BHUJAE TpapUKOB U AMATPAMM —

TaOIUIBI ¢ HU(PPOBBIMU TaHHBIMU HA CJIaiific BOCTIPUHUMAIOTCS IIJI0XO.



J Heo6xonuMo oOpatuTh BHUMaHHE HAa IPaMOTHOCTh HaNMCaHHUA TeKcTa. OmuOKu
BO BECh dKpaH MPOU3BOIAT HENPUATHOE BIICUATICHHE
[pudroBoe opopmiieHne

o Ipudter 0e3 3aceuek (Arial, Tahoma, Verdana) uurarotcs jierde, ueM rpoTECKH.
Henb3st cMemmBaTh pa3iuyHble TUIBI LIPUPTOB B OJHOM MPE3EeHTALNH.

J HIpudroBoii KOHTpacT MOXKHO CO3J4aTh IOCPEICTBOM pa3Mepa HipudTa, €ro
TOJIIIMHBI, HAYepTaHHs, (POPMBI, HAITPABIICHUS U IBETA;

J Jns 3aronoBka roautcst pasMep mpudta 24-54 myHkra, a s Tekcra - 18-36
ITyHKTOB.

J Kypcus, noaguepkuBanue, ;UpHbINA MWPUQT UCIIONB3YIOTCS OIPaHUYEHHO, TOJIBKO
JUIl CMBICJIOBOTO BBIJICJIEHUS ()ParMEHTOB TEKCTA.

J JlJ11 OCHOBHOT'O T€KCTa HE PEKOMEH/IIOTCSI IPOIIMCHBIE OYKBBI.

LIBeToBOE OOpMIICHHE

o Ha onHoMm craiine He ucnonb3yeTcs 6ojee Tpex LBETOB: (POH, 3ar0J0BOK, TEKCT.

o [{BeT mpudTa u 1Ber GpoHa JOIKHBI KOHTPACTUPOBATh — TEKCT JOJKEH XOPOIIO
YUTAThCSl, HO HE pe3aTh I1asa.

. s poHa nmpeAnodTuTENHEHEE XOJIOAHBIE TOHA.

. Cy1iecTByI0T He codyeTaeMble KOMOWHANUU 1BeTOB. OO0 3TOM MOXHO Y3HATh B
CIICLIMATILHOM JIUTEPATYpE.

. UepHblii 1IBET MMeET HEraTUBHBIM (MpayHblid) moATeKCT. benblii Ha depHOM
YUTAETCS IUI0XO.

o Ecnu npesenranust 6osiblias, TO €CTh CMBIC Pa3AeIuTh €€ Ha YaCTHU C IIOMOILIbIO
LIBETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh pa3Hblil SMOIMOHAIbHBINA HACTPOM.

. Heunb3s Be1OUpath (hoH, KOTOPBIA COEPKUT AKTUBHBIA PUCYHOK.

Kommnozumnmonnoe oopmieHue

J Crnenyer coOmronath enuHbBId CTHIB odopmieHus. OH MOXET BKIIOYAThH
ornpeneneHHbId mpudT (rapHUTypa U 1BeT), POoH 1BeTa MiIK (HOHOBBIM PUCYHOK, TEKOPATUBHBIN
3JIEMEHT HeOOJIBIIOro pa3Mepa ! T.1.

. He npuemnemsl cTiiiy, KOTOopble OyyT OTBJIEKATh OT MPE3EHTALIH.

. KpymnHbie 00beKThl B KOMIO3UIIUH CMOTPATCS HEBAXKHO.

. BcnomoratensHas  uHQOpManus  (YOpaBisIOIIMEe  KHOMKH) HE  JOJDKHA
npeo0IaaaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpaIuei).

. st cepbe3HOM Mpe3eHTAIluU OTOMPAIOTCS MIA0JIOHBI, BHITIOJHEHHBIE B JCJIOBOM

CTHIIE.
AHUMaImoHHoe ohopMIIeHHE

o OcHOBHast pojb aHUMAlMU — JO3UPOBaHMA HH(OpManuu. AyIuTOpus, Kak
OpaBUJIO, Jyyllle BOCHPUHHUMAET WHGOPMALMIO NOPLHUSIMH, HEOOJIBIIUMH 3pUTEIBHBIMU
(dparMeHTamu.

o AHuManus WCHONb3yeTcs Ui NPUBJICYCHUS BHUMAHHUA WIM JEMOHCTPALUU
pa3BUTHSI KaKOro-JImbO0 mpoliecca

o He crout 3moynorpe0nsars aHUMalMOHHBIMU 3P PEeKTaMu, KOTOpbIe OTBIEKAIOT OT
COJIepKaHMUs WIIM YTOMJISIFOT TJIa3a YHTAIOMIETO.

o OCOOCHHO HEXeNmaTebHO YacTOo€ WCIOJh30BAHWE TAKMX aAHUMAIMOHHBIX
3¢ PEeKTOB KaK BBUIET, BpallleHHEe, BOJIHA, TOOYKBEHHOE MOSBICHUE TEKCTA.

3ByKOBOE OpopMIIEHHE

o My3bIKanbHOE CONPOBOXKIECHUE TNPU3BAHO OTPa3uUTh CYTh WM TNOJYEPKHYTbH
OCOOEHHOCTH TEMBbI claiila WM Bced Mpe3eHTalluu, CO3[aTh OMPEIEICHHbIN 3MOIMOHAIbHBIN
HAaCTPOW.

o My3bIky 11eecoo0pa3HO BKJIIOYAaTh TOT/AA, KOTJa Mpe3eHTauus uaer Oe3
CJIOBECHOT'O COIPOBOKICHHUS.



. 3BYKOBOE COIPOBOKICHUE UCIIOIB3YETCS TOIBKO 110 HEOOXOAUMOCTH, TOCKOIIBKY
Jaxe (bOHOBaH TUXad My3bIKa CO31aCT W3ITAITHAN IyM U MCIIACT BOCIIPUATHUIO COACPIKAHU.

. Heo6xoanMo BeIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
CIyIIaTeseM, HO He ObUT OTJTYIIUTEIbHBIM.

I'paduueckoe opopmieHue

. Pucynku, ¢ororpaduu, auarpaMMmbl TPH3BaHbl  JIONOJHUTH  TEKCTOBYIO
uH(pOpPMAIIHIO UK TepeaaTh e€ B 00Jiee HATTISAHOM BH/IE.

° Henp3s mpenctaBisaTh pUCyHKH M (OTO IIIOXOTO KA4eCTBA MIIM C MCKAKEHHBIMH
IIPOITOPIIUSIMH.

° KenarenpbHo, dYTOOBI H300pakeHHME OBUIO HE CTOJBKO (OHOM, CKOJIBKO
WUTIOCTPAIMEH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI IOMOYb IO-HOBOMY IOHSATH M
PaCKpBITh €TO0.

o Crnenyer m30eraTb HEKOPPEKTHBIX HIUIIOCTPALUH, KOTOpPHIE HENPAaBUIBHO HITH
JIBYCMBICIIEHHO OTPaKat0T CMbICII HH(POPMALIUH.
o Heo6xonumMo 1m03ab0TUTBCS O PaBHOMEPHOM M pAallMOHAJIBHOM HCIHOJIb30BAHUU

MPOCTPAHCTBA HA CJIAMJIE: €CJIM TEKCT MEPBUYEH, TO TEKCTOBOM (PparMEeHT pa3MeIIaeTcs B JIEBOM
BEpPXHEM YTy, a rpauecKuii pUCYHOK BHU3Y CIpaBa U HA00OPOT.

° WnmrocTpaniii  peKOMEHIYETCS  COMPOBOXKAATh  MOSCHUTEIBHBIM  TEKCTOM.
[Toanucu k KapTHHKaM JIydllle BBITIOJHITH COOKY WJIM CHM3Y, €CJIM 3TO TOJbKO HE Ha3BaHUE
caMoro cjiauna.

° Ecnu rpadudeckoe n3zoOpakeHue HCMONb3yeTcs B KauecTBe (OHA, TO TEKCT Ha
9TOM (hOHE JTOJKEH OBITh XOPOIIIO YUTACM.

TaOauIBI U CXEMBI

. He crout BcTaBiATh B mpe3eHTANMIO OOJbIINE TAOMUIBI — OHH TPYAHBI IS
BocrpusThA. Jlydine 3aMeHUTh uX rpaduKkaMu, TOCTPOCHHBIMHA HA OCHOBE 3THUX TAOJHII.

. Ecnu Bce ke TabnuIly MoKaszaTh HAJ0, TO CIEAYeT OCTaBUTh KaK MOKHO MEHBIIIE
CTPOK M CTOJIOLIOB, OTOOpAB U Pa3MECTHB TOJILKO CaMble BaXKHbIE JaHHBIE.

. [Tpu ncnonbp30BaHMU CXEM Ha ciaiiax HeoOXOJMMO BBIPOBHATH Psifibl OJOKOB
CXEMBbI, pPAacCTOSTHUE MexAy OJokamu, A00aBUTh COEIWHUTENbHBIE CXEMbl IPU TOMOIIU
UHCTPYMEHTOB ABTODUTYD,

. IIpyn co3maHMM CXEM HYKHO YYUTBHIBATh CBSI3b MEXAY COCTaBHBIMM YacTSAMU
CXEMBI: €CJIM OHU PaBHO3HAUHBI, TO 3aIIOJIHAIOTCS OJTHUM HIPUPTOM, POHOM U TEKCTOM, ECIIH €CTh
nepBOCTENeHHas MH(OpMaIus, TO OHAa BBLAEISAETCS OCOOBIM CHOCOOOM C  TOMOIIBIO
OpraHU3alMOHHBIX IHArPaMM.

Aynuo- 1 BUaeoopopmiieHue

. Buneo, kuHO M Tene marepuaibl MOTYT OBITh HCIOJB30BAHBI TOJTHOCTBIO HITH
(parMeHTapHO B 3aBUCUMOCTH OT Li€JIeH, KOTOpbIE IPECIIEIYIOTCS.

o [TpomomkUTENBHOCTD (prIbMa HE TOJIKHA MPEBbIATh 15-25 MUHYT, a pparMeHTa
— 4-6 MUHYT.

o Henp3st ucnonb3oBare 1Ba (uiabMa Ha OJHOM MEPONPUATHH, HO IOKa3aTh

¢dbparMeHTH! U3 ABYX (DUIBMOB BIIOJHE BO3ZMOXKHO.
IHoaroroBka Kk 3a4éry. ['0TOBUTHCS K 3a4€Ty HY>KHO 3apaHee U B HECKOJIBKO 3Tanos. [y

9TOI0:

. IIpocmarpuBaiiTe KOHCHEKTBHI JIEKIMI cpa3y NOCHe 3aHATHM. OTO IOMOXKET
pa3o0paThCs ¢ HEMOHATHHIMM MOMEHTAMH JIEKIIMM U BOSHUKIIMMH BOIIPOCAMHU, MTOKA €II1e JEeKIHS
CBEa B MMAMSITH.

o berno mnpocmarpuBaiTe KOHCHIEKTHI A0 Hadajga CIEAYIOLMETO 3aHATHA. OJTO
MO3BOJIUT «OCBEXUTBHY» IPEABIAYIIYIO JIEKIUI0 W IOATOTOBUTBCA K BOCIPUATHIO HOBOIO
MaTepuania.

. Kaxyro Henento oTBoiuTe BpeMs JUIsl HOBTOPEHNUS MIPOMEHHOIO0 MaTepuraa.

HenocpeacTBeHHO NIpH MOATOTOBKE:



L4 yHOpH,Z[O‘-IBTG CBOHM KOHCIICKTHI, 3aI1MCH, 3aJaHu.

. [IpukuHbTE BpeMs, HEOOXOIUMOE BaM JUIsl TIOBTOPEHUS KaKIOoW dacTtu (0JI0Ka)
MaTepuana, BRIHOCUMOTO Ha 3a4erT.

J CocraBbTe pacnucaHue ¢ y4eTOM CKOPOCTH ITOBTOPEHUS MaTepuaa, JJs 4ero

. Paznenure Bompochl g 3au€ra Ha 3HAKOMbIE (MO JIEKIMOHHOMY KYpCY,

CceMHUHapaM, KOHCIEKTHPOBAHUIO), KOTOPbIE MOTPEOYIOT JIMIIb MOBTOPEHUS] U HOBBIE, KOTOPHIE
IIPUJIETCS OCBABATh CaMOCTOATENbHO. HauHKuTe ¢ TEM XOpOLIO BaM U3BECTHBIX U 3aKPENUTE UX C
MOMOIIbI0 KOHCHEKTa M y4eOHUKA. 3aTeM MOMOJHUTE CBOH TEOpPETHUECKHU Oarak HOBBIMU
3HAHUSIMH, 00513aTEIBHO BOCIIOIB30BABIINCH PEKOMEH/I0BAaHHOH JTUTEPATypPOil.

J [TpaBWJIbHO HCIIOJIB3YHTE KOHCYJIBTALMM, KOTOpBIE MPOBOJAUT IPENOJABATEINbD.
[Ipuxonure Ha HUX C 3apaHee MPOpPabOTaHHBIMU CAMOCTOSITENIbHO Bompocamu. Bbl Mokere
IOJIyYUTh Pa3bsICHEHHUE 10 ITOBOJY CIOXHBIX, HE 10 KOHIIA TIOHATHIX TEM, HO HE pacCUUTHIBANTE
BO BpeMs KOHCYJIbTAllMU Ha UCYEPIbIBAIONIYI0 HH(OpMAaLIUK [0 COACPHKAHUIO BCETro Kypca.



