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1. HEJIX OCBOEHMA JUCHUAIIJIMHBI

1.1 | MOATOTOBKA CHENUATHCTOB, OOIANAIONIMX HAYATbHBIMU HABBHIKAMH OPTaHW3AllMH JeJIOTPOU3BOJICTBA U JIOKYMEHTOO0OpOTa
B opraHuzauuu. JlucumriummHa IoibkHa oOecredrBarh (popMUpOBaHHE MOHHMaHMS POJH JTOKYMEHTOB B cdepe Mpasa,
yIOpaBICHUS, B OSKOHOMHKE, B COIMATIBHBIX TIpOIeccaX, BCKPHITHE B3aMMOCBS3M HWHGOPMAUU ¥ JOKYMEHTA,
¢dopMupoBaHne y 0OyYaromMXCs CHCTEMHOTO IIPEICTABICHHS OCOOEHHOCTEH COCTaBICHHS W OQOPMIEHHS Pa3THIHBIX
BUJIOB M pa3sHOBUJHOCTEH JIOKYMEHTOB, a TaKXe [pe/ICTaBJeHUIl O palMOHAIbHBIX TMOJAXOAAaX K OpraHu3aluu
JIeNOTIPOU3BOJICTBA U JJOKYMEHT0000pOTa, KyJIbTYpe PaboThl ¢ JOKYMEHTaMHU.

2. TPEBOBAHMUA K PE3YJIBTATAM OCBOEHUA JUCHUAIIJIMHBI

YK-4: Cnoco0eH ocymecTBJIAThL 1eJ10BYI0 KOMMYHMKALMI0O B YCTHOW M NHCbMEHHOH (hopMax Ha rocylapCcTBEHHOM sI3bIKe
Poccuiickoii @enepaunn 1 HHOCTPaHHOM(BIX) sI3bIKe(aX)

OIIK-4: CnocoGen pa3padaTbiBaTh HNPOEKThI HOPMATHBHBIX NPABOBBLIX aKTOB B cdepe nmpodeccHOHANILHOI esiTeILHOCTH,
OCYIIECTBJIAITh MX MPABOBYI0 U AHTHKOPPYNMIHOHHYIO JKCIIEPTH3Y, OLEHKY PeryJIHpYyIoIiero Bo3AeiicTBHA M MOCIeACTBHI HX
TIPHMEHEHNI;

B pe3yabrate ocBOeHMSI AMCHUILIMHBI 00y4aromIuiics J0JIKeH:

3narn:

- TpaBWJIa W TIPUHIMIIBI JEJIOBOM YCTHOW W NMHUCHMEHHOW KOMMYHHUKAIlMM Ha TOCYJApCTBEHHOM si3bike Poccuiickoit denepanuu u
WHOCTPaHHOM $I3bIKe (COOTHECEHO ¢ MHaukaropom YK-4.1);

- TIPUHIMUIBl JOKyMEHTAlMOHHOTO OOECHEeUeHUs YIPaBICHUS U OPraHW3alWd JETONPOU3BOICTBA, IPABOBBIC M METOAUYECKHE
HOPMBI JIOKYMEHTHUPOBAaHMs YyIpaBICHUYECKOH JesTenbHOCTH (3akoHonarenseTBo, [OCThI M 1p.), cHcTEMy OpraHU3aldOHHO-
pacTIopsiTUTENbHON JTOKYMEHTAIlH, CHCTEMY IOKyMEHTOOOOpOTa, HOPMBI NHCHMEHHOW Pa3sHOBHIHOCTH O(MHIMATBHO-IEIOBOTO
CTHJIA peun(CooTHECEeHO ¢ nHauKaTopoM YK-4.1);

- 3aKOHOMareNnbcTBO Poccuiickoit denepanru, B TOM YUCIC HOPMATHBHBIC MPABOBBIC aKThI, PETYJIUPYIONIHE NEITENBHOCTh B chepe
roCy/apCTBEHHOTO U MYHULIMTIAIBHOTO yripasiieHusi(cooTHeceHo ¢ naaukaropom OIIK-4.1);

- METOMKY aHTHKOPPYIIIIMOHHON SKCIEPTU3HI IIPABOBHIX aKTOB(COOTHECEHO ¢ mHAnKaropom OITK-4.1)

YMeThb:

- OCYIIECTBIATH AEIOBYI0 KOMMYHHKAIIMIO B YCTHOM M NMHCBMEHHOH ()OpMax, MCIIOI30BaTh METOIBI M HABBIKM JIEJIOBOTO OOIICHMS
(cooTtHeceHo ¢ nHAMKaropoMm YK-4.2);

- BOCIPOHM3BOAUTH COJCPKAHUE MNPUHLHUIIOB M HOPM JEJIONPOU3BOACTBA, MU(depeHIrnpoBars BHIb O(UIHMAIBHBIX IOKYMEHTOB,
MHTEPIPETHPOBATh JAOKYMCHTHPOBAHHYIO HH(OPMALUIO, OLCHUBATh COOTBETCTBHE O(QOPMIICHHS JOKYMEHTOB HOpMaM, O(OPMILITH
JIOKyMEHTBI(COOTHECEHO ¢ mHAnKaropoMm YK-4.2);

- paspabarbIBaTh TMPOEKTHl HOPMAaTHBHBIX IIPABOBBIX aKTOB, IIPOTHO3HPOBaTh M OLEHMBATh HX pEryJIHpYyIOOIee BO3JCHCTBHE,
MOCIIEACTBHSI UX pUMeHeHusI(cooTHeceHo ¢ nHaukaropom OITK-4.2);

- pa3pabaTbIBaTh MPOCSKTHI MHBIX JOKYMEHTOB, OTYETOB, B TOM YHCIE B cdepe TocyaapCTBEHHO-YaCTHOTO ITapTHEPCTBA(COOTHECEHO
¢ uaaukaropom OITK-4.2)

Binagern:

- HaBBIKAMH JICJIOBOTO OOIICHWS Ha TOCYNApCTBEHHOM s3bike Poccuiickoit denepanuyt W WHOCTPAHHOM SI3BIKE(COOTHECEHO C
uHaukaropom YK-4.3);

- HaBbIKaMH paboTHI C 3akoHOnarenbcTBOM, [OCTammu, y4eOHBIMH M CIPAaBOYHBIMH HCTOYHHKAMH IO JUCIUIUIMHE, HABBIKAMHU
aHanM3a cojepkanus U HopMbl OPUIMATHHBIX JOKYMEHTOB, HaBBIKaMU O(GOPMIICHHUST JOKYMEHTOB(COOTHECCHO ¢ WHIMKaropom YK-
4.3);

- HaBbIKAMU TPOBEIECHUS MPABOBOKH M aHTHKOPPYIMIMOHHON SKCHEPTH3bI HOPMAaTUBHO-NPABOBBIX aKTOB B cdepe rocyaapCTBEHHOTO
Y MYHULIMIIATEHOTO yTpaBiieHus1(CooTHECeHO ¢ nHankaropom OITK-4.3)

3. CTPYKTYPA U COAEPKAHMUE TUCIUIIJINHBI

Pazzen 1. «O0mas XapaKTepuCTHKA JOKYMEHTAHOHHOI0 00ecedeHus

Cemectp Yacos Komneren- Jureparypa

Ne HaumenoBanue Temsl / Buja 3ansarus
/ Kype Lo

Tema 1.1 «Mcropus pasBurus aenonpousBoacrsa B Poccuu. Poub
JIETIOMPOU3BO/ICTBA B YIIPABICHUI
Hcropust 0TEYeCTBEHHOTO JICJIONPOU3BOJICTBA.

CkanpIBaHne CHCTEMBI TIPaBOBOM JIOKYMEHTAIIHH.
€JIONPOU3BOJICTBO OPEBOTIOIMOHHOM Poccun(nmpukasnoe
Henonpoussox siop 5 (np VK-4, OTK | JI1.1,J11.2, JT1.3,
1.1 |Aenonpou3BOACTBO, KOJLIIEKCKOE JIENIOTIPOU3BOJICTBO, 2 8

4 J2.1,712.2, J12.3
HNCITOJIHUTCIIBHOC Z[eJ'IOHpOPIBBOZ[CTBO).

Jemonpon3BoacTBo B coBeTckyo 3moxy (1917-1991 rr.) Enunas
TOCYJapCTBEHHAS CUCTEMa JeNIONPOU3BOJICTBA.

JenonpousBoactBo B coBpeMeHHOW Poccun. OCHOBHBIC MOHATHS H
ONpeNeTICHUs: JTOKYMEHT, IeJOIpPON3BOJICTBO, JOKYMEHTOBEICHHE,




JIOKyMEHTAIlHOHHOE

obecrieueHne ympaBieHUs, JTOKYMeHT0000poT, pekBu3utbl, [OCT.
CranpapTusaiusi IeJ0IpPOU3BOCTRA.

3aKOHOAATEIbHOE  PEryJMpOBaHHE  JCJIONPOU3BOJACTBA.  3aKOHBI
00111ero IeHCTBHS M I03aKOHHEIE aKkThI. / JIek /

1.2

Tema 1.1 «Mcropus pasBurus aenonpousBoacrsa B Poccuu. Pomb
JICTIONIPOU3BOCTBA B YIIPABICHUI
Hcropust 0TEYeCTBEHHOTO /ICJIONPOU3BOJICTBA.

CKJIaI[I)IBaHI/Ie CHCTCMBI l'[paBOBOI\/'I JAOKYMCHTAIUH.
JenonpousBoncTso JIOPEBOIIOLMOHHOI Poccun(mpukasaoe
JIETIOIIPOHU3BO/ICTBO, KOJUIEKCKOE JIeIIONIPOH3BOICTBO,

HCIIOTHUTEIFHOE AETOIPOU3BOACTRO).

Jemonpon3BoacTBo B coBeTckyro 3moxy (1917-1991 rr.) Enunas
TOCY/IapCTBEHHAs CUCTEMA [IEJIONPOU3BO/ICTBA.

JenonpounsBoacteo B coBpeMeHHON Poccun. OCHOBHBIC TOHATHS H
ONpelieTICHUs: JTOKYMEHT, IeJOIPON3BOJCTBO, JOKYMEHTOBEICHHUE,
JIOKyMEHTallMOHHOE

obecrieyeHrne ympaBieHUs, JOKYMEHT0000poT, pekBusuTbl, [OCT.
CranmapTu3anys IeI0IpON3BOICTRA.

3aKkOHOMATeNbHOE  PEryJHpOBaHWE  JEJIONPOM3BOACTBAI  3aKOHBI
oOmiero neiicTBus ¥ Moa3akoHHbIe akThl. / [Tp /

VK-4, OTIK
4

JI.1, J11.2, JI1.3,
J12.1,712.2,J12.3

1.3

Tema 1.1 «Mcropus pasButus nenonpousBojactBa B Poccuu. Poib
JIeJIONPOU3BOICTBA B YIIPABJICHUN

HcTopus 0Te4eCcTBEHHOIO AEI0NPOU3BOCTBA.

CkuagpiBanye CHUCTEMBI MIPaBOBOM JIOKYMEHTAIIHH.
JenonpousBoacTso JIOPEBOTIOLMOHHOM Poccun(mpukazHoe
JIEJIONPOU3BOJICTBO, KOJIJIEIKCKOE JIEJIONPOU3BOJICTBO,
UCTIOTHUTEIHHOE AETONPOU3BOACTBO).

JenonpousBoactBo B coBerckyro smoxy (1917-1991 rr.) Enunas
TOCYJapCTBEHHAs CUCTEMA JIENIONIPOU3BOJICTBRA.

JHenonpousBoactso B coBpemeHHOW Poccun. OCHOBHBIE TOHSATHS H
ompeneNneHus: JTOKYMEHT, JAEJONpPOM3BOJACTBO, TOKYMEHTOBEICHHE,
JIOKYMEHTALlMOHHOE

obecrieueHre ymNpaBieHUs, JTOKYMeHT0000poT, pekBu3utbl, [OCT.
CrangapTuzanys AeJ0NpOn3BOICTBA.

3aKOHOAATENbHOE  PETYJHMPOBAaHUE  JENIONPOU3BOJCTBA:  3aKOHBI
olmero JeicTBHS W IIOJI3aKOHHBIC aKTHL.BrImomHeHue pedepara c
ncnonb3oBanueM LibreOffice / Cp /

VK-4, OTIK
4

JI1.1, JI1.2, JI1.3,
J12.1,J12.2,J12.3

1.4

Tema 1.2 «Knaccupuxarmmu NOKyMEHTOB: BHIBI, (YHKIMM U IpaBHIIa
odopMIICHHS

O6mee noHsTHE 0 NOKyMeHTe. OpraHn3alvoOHHO - PacTOPSAUTEIbHAST
JOKyMeHTanus. Bumsl mokymeHTOB W ux Kiaccupukarus. Llens
knaccuukanuu. [lo HauMeHOBaHHMIO, TO crocoly ¢ukcanuu, MO
CTENEHU CIO0XKHOCTH, 1O CTENEHM TJIACHOCTH, MO IOPUIMYECKON cuie,
M0 TIPOMCXOXKAEHHIO, TI0 CPOKaM  XpaHEHWs, TI0 CTENeHH
00513aTeIBbHOCTH, 10 CTEICHU

yau¢ukarmu. / Jlek /

VK-4, OITK
4

JI.1,J11.2, J11.3,
J12.1,J12.2, J12.3

1.5

Tema 1.2 «Knaccudukanunu TOKyMEHTOB: BHUABIL, (GYHKIHH U MpaBHiIa
opopMIICHUD)

Ob6mee noHsATHE 0 JOKyMeHTe. OpPraHu3alMoOHHO - PaCTIOPSAUTEIbHAs
JOKYMEHTalus. Bumsl MOKyMeHTOB W uX Kiaccubukanus. lens
wraccuukanun. [lo HaMMEHOBaHHIO, MO cHocoly GuKcaluu, 1o
CTEMEHH CJIOKHOCTH, 10 CTENEHH IIACHOCTH, 110 IOPUANYECKOW CHIIE,
00 MOPOUCXOKICHUIO, IO CPOKAM  XpaHEeHHs, [0  CTEleHH
00s13aTeIbHOCTH, 10 cTenenu / [p /

YK-4, OTIK
4

JI1.1, JI1.2, JI1.3,
J12.1,J12.2,J12.3

1.6

Tema 1.2 «Knaccupukanuy JOKYMEHTOB: BHJIbI, QYHKIHHM ¥ TpaBHiIa
oopMIICHHUSD)

OO6mee noHsATHE O JOKyMeHTe. OpraHu3alloHHO - PaclopsAUTENbHAs
JOKyMeHTanus. Bumel mokymMeHTOB W ux kiaccudukanus. Llens
kinaccuukanuu. [lo HamMmeHOBaHWIO, TO crocoOy dukcammu, O
CTENCHU CIOXKHOCTH, IO CTENCHH TJIACHOCTH, MO IOPHIWYIECKON CHIIE,
M0 MPOUCXOXKAEHHIO, IO CpPOKaM  XpaHeHHs, 1O  CTEHeHU
00s3aTeTIPHOCTH, 10 CTeNeHHW.  BwmomHennme — pedepara ¢
ncnonb3oBanueM LibreOffice / Cp /

VK-4, OTIK
4

J1.1, J11.2, J11.3,
J12.1,J12.2,J12.3

1.7

Tema 1.3 «/lenoBas nmepenucka u 36K YIPABICHYCCKUX JOKYMEHTOBY
®denepanbHblii 3akoH P "OO snekTpoHHOW 1MdpoBoi mommHcH".
JlenoBas mepenmcka. ONEKTPOHHA MOMIINMUCH, CEPTH(HHUKAT ITPOBEPKH

VK-4, OTIK
4

JI1.1,J11.2, J11.3,
J2.1,J12.2, 12.3




AIEKTPOHHON MTOJIITHCH, KJTFOY SJIEKTPOHHOU TOJIITHMCH,
YIOCTOBEPSIOIINNA IIEHTP, CPEACTBA IIEKTPOHHOM moamucu. IIpaBoBoe
pEryJIrpoBaHNE OTHOLICHUH B OOJACTH HCIIOJIB30BaHUS SJIEKTPOHHBIX
noanuced. Buapl snexkTpoHHbIX noanuced. [Ipu3HaHue 31eKTPOHHBIX
MOANUCEH, CO3JaHHBIX B COOTBETCTBHM C HOPMaMU WHOCTPAHHOTO
MpaBa ¥ MEXXIYHAPOAHBIMU CTaHIAPTAMH.

/ Jlex /

1.8

Tema 1.3 «JlenoBas nepenucka 1 A3bIK YIPaBICHUECKUX T0KYMEHTOBY
OenepaneHplii 3akoH PO "OO snekrpoHHON IMdpoBol mommmcH".
JlenoBas mepenucka. OIEKTPOHHAS MOMANUCH, CEPTH(HUKAT IMIPOBEPKH
3JIEKTPOHHOU MOJIHUCH, KJIFOY 3JIEKTPOHHOU MHOAINCH,
YAOCTOBEPSIOUIN LIEHTP, CPEeNCTBa IEKTPOHHOHM nmonnucu. IIpaBoBoe
PETYIMPOBaHHE OTHOIICHUH B OOJACTH HCIIOJNE30BaHUS JJIEKTPOHHBIX
noanucedt. Bunpl anekrponHbix noxnuceil. IlpusHaHue 371€KTPOHHBIX
MOJNMCEH, CO3AaHHBIX B COOTBETCTBUM C HOPMaMH HMHOCTPAHHOTO
IIpaBa U MEXIYHapOAHBIMU CTaHapTaMH.

/Mp/

VK-4, OTIK
4

J.1, J11.2, J11.3,
J12.1,J12.2, J12.3

1.9

Tema 1.3 «JlenoBast nepenucka 1 36K YIPABICHUYECKHX JOKYMEHTOBY
®denepanbHblii 3akoH PP "OO snmekTpoHHOH IMdpoBoi mommucH".
JenoBas mepenmcka. ONEKTPOHHA MOMIIUCH, CEPTH(HHUKAT ITPOBEPKH
9JIEKTPOHHOMI MIOAIINCH, KIIIOY 3JIEKTPOHHOI TIOAIIHCH,
YIAOCTOBEPSIOIIMNA LIEHTP, CPEACTBA IEKTPOHHOM moanucu. IIpaBoBoe
pEryIHpOBaHNE OTHOLICHHWI B OOJIACTH HCIONB30BaHHS JICKTPOHHBIX
noanuced. Buzapl snekTponHbIX noanuceil. IIpusHaHue 3J1€KTPOHHBIX
HOAMUCEH, CO3MaHHBIX B COOTBETCTBHM C HOPMAaMH HHOCTPAHHOTO
npasa u MEKTyHapOAHBIMH CTaHJapTaMH. Beinonnenue
CUTYallMOHHBIX 3amaHuii ¢ ucnonbzoanneM LibreOffice / Cp/

YK-4, OITK
4

JI.1, J11.2, JI1.3,
J12.1,J12.2,J12.3

Pa3gen 2. «@opMupoBaHne U BeieHHe JOKYMEHT0000poTa

HaumenoBanue Tembl / Bua 3ansaTus

Cemectp
/ Kype

Yacos

Komneren-
Jiviiie

Jlutepatypa

2.1

Tema 2.1 «PexBu3uThl O(PUUUATHHBIX JOKYMEHTOB M IMpaBHJIa HX
0(OpMIICHUS U XpaHEHHS

30 OCHOBHBIX PEKBH3WTOB OQHIMATEHBIX JOKYMEHTOB W TIpaBHJa WX
pacmonoxeHus Ha JokymeHTe. CocraB ® mpaBuna O(OPMICHUS
PEKBU3UTOB JOKYMEHTOB. TpebGoBaHHsS K O(QOPMIICHHIO PEKBHU3UTOB.
CxeMbl pacIONOXKEHHsI PEKBU3UTOB. PEKBU3NTHI, KOTOPHIE IOJDKHEI
UCTIONB30BaTbCd  MPH  HW3TOTOBICHHHM  ONAaHKOB  JIOKyMEHTOB.
[lepBuuHbIE JOKYMEHTBHI TNPEANpPUSTHS. XpaHEHHWE JIOKyMEHTOB B
Iporecce HUX HCIOMHEHHs. XpPaHEHHE MWCIIOJIHEHHBIX JOKYMEHTOB.
TocynapcTBeHHBIN apXUB, MYHHIUIATBHBIA apXWB, MPOQIIIL apXHBa,
apxuBHBIH (oI, ApxuBHbI (oHA P®D, 0O0BEIUHEHHBIH apXUBHBII
¢dong, ApXUBHBIN dhonn JIMYHOTO MIPOUCXOMKIICHHUS,
(dhonmoobOpazoBarenn, 0OecIeYeHIE

/ Jlex /

VK-4, OTIK
4

JI.1, J11.2, JI1.3,
J12.1,712.2,J12.3

2.2

Tema 2.1 «PexBH3UTHI OQHUIUATHEHBIX MOKYMEHTOB M TIPaBHIA UX
oopMIIEHUS U XPaHEHUS»

30 OCHOBHBIX PEKBH3WTOB O(GHIMATEHBIX JOKYMECHTOB M TIpaBHIa WX
pacmionoxeHns Ha JokymeHTe. CocraB W TmpaBmna O(OPMIICHUS
PEKBU3UTOB JOKYMEHTOB. TpebGoBaHWsS K O(QOPMIICHHUIO PEKBHU3HUTOB.
CXeMBl pPacloNOKEHHsT PEKBU3UTOB. PEKBH3MTBI, KOTOpBIE HOJIKHBI
WCTIONB30BaTbCd ~ MNPH  HW3TOTOBICHHHM  OJAaHKOB  JIOKyMEHTOB.
IlepBuuHbIE JOKYMEHTHI MPEANPHUATHA. XpaHCHHE JOKYMEHTOB B
IpoLecce UX HUCIOMHEHUs. XpaHEHHe MHCIONHEHHBIX JOKyMEHTOB.
TocynmapcTBeHHBIN apXUB, MYHHIUITATBHBIA apXWB, MPOQIIIL apXHBa,
apxuBHBIH (oHI, ApxuBHbI (oHx PP, 0O0BEIMHEHHBIH apXUBHBIH
¢dong, ApXUBHBIN dhonn JIUYHOTO MIPOUCXOKICHHUS,
(honmoobdpazoBarenn, odecneuenue / [Ip /

VK-4, OTIK
4

JI1.1, J11.2, JI11.3,
J12.1,J12.2,J12.3

23

Tema 2.1 «PexBH3UTBI OQUIUATBPHBIX JOKYMEHTOB M IIpaBHIA UX
0(OpMIICHUS U XPaHEHHS

30 OCHOBHBIX PEKBH3WTOB O(GHIMATEHBIX JOKYMEHTOB M TIpaBHJIa WX
pacmonoxeHns Ha JokymeHTe. CocraB ® mpaBuna O(OPMICHUS
PEKBU3UTOB JOKYMEHTOB. TpebGoBaHHsS K O(QOPMIICHHIO PEKBHU3UTOB.
CxeMbl pacIONOXKEHHsI PEKBU3UTOB. PEKBU3WTHI, KOTOPbHIE IOJDKHEI
WCTIONB30BaTbCd ~ MPH  HW3TOTOBICHHHM  OJAaHKOB  JTOKyMEHTOB.
IlepBuuHbIE JOKYMEHTHI MpPEANpPUATHA. XpaHEHHE JOKYMEHTOB B
Ipolecce HUX MCIOMHEHHs. XPaHEHHE MWCIIOJHEHHBIX JIOKYMEHTOB.

VK-4, OTIK

JI1.1, JI1.2, JI1.3,
JI2.1,J12.2, J12.3




TocynapcTBeHHBIH apXWB, MYHULUNATBGHBIA apXWB, MPOQHIb apXHBa,
apxuBHBIH (oHI, ApxuBHbI (oHx PP, 0O0BEIMHEHHBIH apXUBHBII
¢ouzm, apXUBHBII oz JIMYHOTO IIPOUCXOKIEHHUS,
(oHno0OpazoBarenp, obecreucHUE. BBINOMHEHHE  CHUTYalHMOHHBIX
3aanuii ¢ ucnosnb3oBanneM LibreOffice / Cp /

24

Tema 2.2 «®PopMmupoBaHme ¥ BeICHHE JOKyMEHTOOOOpoTa B
OpTaHU3aLUI»

JloKkyMeHTO000pOT,  MOHSTHE, OCHOBHBIE TpeOOBaHHS K  €ro
opraHm3anyy. JJOKyMEHTOIIOTOKH, UX aHATN3 1

COBEPIIICHCTBOBAHHE. Knaccnduxanns JIOKyMEHTOIIOTOKOB:
TOPU3OHTAIBHBIE,  BEPTUKATbHBIE,  BOCXOMSIIME,  HHUCXOAAIIUE,
BXOJSIIME, HWcxonxdmme U BHyTpeHHme. Ilomcuer  oObema
JIOKyMEHT0000pOTa. 3HadeHue obbemMa JOKyMEHT0000pOoTa.
OcHOBHBIE 3Tanbl  pabOTBI €  JOKyMeHTaMHu. IlepBoHadanpHast
00paboTka HOCTYTaroIei KOpPECTIOHICHIINN, COPTUPOBKa
JMOKyMEHTOB WM WX TIIpeABapuTeNbHas  perucrpanms. I[lopsmox
MPOXOXKICHUS BXOIAIINX U BHYTPEHHUX JOKYMEHTOB.

Peructparus ciaykeOHBIX JOKYMEHTOB, IPHUHIMIBI PETUCTPALUH.
JIOKyMEHTEI, oAjIexarue 00s3arebHON

peructpanuu. Mupekcamuss — gokyMeHTOB. DOpMBI  perucTpanuu
J0KyMeHTOB. CIpaBOYHO-UH(DOPMAIIMOHHBIE KAPTOTEKH.

OpraHuzanys  HMCHONHEHUS  JOKyMeHTOB. CpoKM  HCIOJIHEHHs
JOKyMeHTOB. DOpPMBI KOHTPOJIS, aHATH3 HCIIOTHUTEIEHOH

paboTBl W CHATHE AOKYMEHTOB C KOHTpPONS. J[OKyMEHTHpPOBaHHE B
YIPaBIEHUYECKON JesaTeNbHOCTH pykoBoautens. IIpouecc Tpyna u
HPOAYKT TPyZAa PyKOBOAUTENS. TpymOEMKOCTh pabOThI PYKOBOIHUTEIL
¢ JoKyMeHTaMH. [IpHHSATHE yNpPaBICHYECKOTO PEIICHHUS - OCHOBHASA
(yHKIMS pyKOBOAUTENS. Buabl TOKYMEHTHPOBAHHBIX PEUICHHH M UX
ocobenHoctH. / Jlek /

VK-4, OTIK
4

JI1.1, J11.2, JI1.3,
J12.1,J12.2,J12.3

25

Tema 2.2 «DopMupoBaHHE U BelIeHHE JTOKYMEHTOOOOpOTa B
OpTaHM3AINI

JIOKyMeHTO00OpOT,  TOHSTHE, OCHOBHBIE TpeOOBaHHS K  €ro
opranu3anuy. JJokyMeHTONOTOKH, UX aHATH3 U

COBEPIIICHCTBOBAHHE. Knaccnduxanns JOKyMEHTOITOTOKOB:
TOPU3OHTATBHBIC,  BEPTUKATBGHBIC,  BOCXOISAIIME,  HHUCXOAAIINE,
BXOJAIIME, HCXoAdllue M  BHyTpeHHHMe. lloacuer  obbema
JOKYMEHTO000pOTA. 3HadyeHHe o0beMa JTOKYMEHT0000poTa.
OcHOBHBIE JTambl  paboOTBl ¢ JIOKyMeHTamMH. [lepBoHaYaIbHAs
o0OpaboTka MOCTYTAIOUIeH KOPPECIIOHICHIINH, COpPTHPOBKA
JOKyMEHTOB M HMX TIpeABapuTenbHas  peructpauus. Ilopsmox
MPOXOXKICHUS BXOIAIINX W BHYTPEHHUX TOKYMEHTOB.

Peructparus  cayxeOHBIX JOKyMEHTOB, IPHHIWIBI PETUCTPALNH.
JIoKyMeHTBI, oJIeKaIe 00s3aTenbHOM

peructpauuu. HMHnekcaums  nokymeHTOB. DopMBI  perucTpanuu
JOKyMeHTOB. CIipaBOYHO-NH()OPMAITMOHHBIE KAPTOTEKH.

OpraHuzaniss ~ HCHOJHEHHUS  JOKyMeHTOB. CpoKHM  HCIOTHEHHS
JOKyMeHTOB. DOpMBI KOHTPOJIS], aHANTN3 UCIOTHUTENBHON

paboTEl W CHATHE MOKYMEHTOB C KOHTpOJNS. J[OKyMEHTHpOBaHHE B
YIPaBICHYECKOH [esTeNbHOCTH pykoBoxutensd. [Ipomecc Tpyma u
HOPOAYKT TpyAa pyKoBoAMTENs. TpyaoeMKOCTb pabOThl PyKOBOIUTEINS
¢ nokymeHTamH. IIpHHATHE yNpaBIEHYECKOTO pEIICHHsS - OCHOBHAsA
(YHKINS PYKOBOAWTENS. BUABI TOKYMEHTHPOBAHHBIX PEUICHUH M WX
ocobennoctu. / Ip /

10

VK-4, OTIK
4

JI1.1, JI1.2, JI1.3,
J12.1,J12.2, J12.3

2.6

Tema 2.2 «®PopMmupoBaHme ¥ BeICHHWE JOKyMEHTOOOOpoTa B
OpTaHM3ALUIY

JlokyMeHTOOOOpOT,  NOHATHE, OCHOBHBIE TpPeOOBaHUS K  €ro
opraHm3anyy. JJOKyMEHTOIIOTOKH, UX aHATH3 U

COBEPIIICHCTBOBAHME. Knaccnduxanns JIOKyMEHTOIIOTOKOB:
TOPU3OHTAIBHBIC,  BEPTUKAIbHBIC,  BOCXOISIIME,  HHUCXOAAIIUE,
BXOJAIIME, HCXojsdlude W BHyTpeHHHMe. Iloacuer  obbema
JOKYMEHTO000pOTA. 3HaveHne o0beMa JTOKYMEHT0000pOTa.
OcHOBHBIE 3Tanbl  PabOTBI €  JOKyMeHTaMHu. IlepBoHadanpHas
00paboTka nocTynaromei KOPPECTIOHICHIINY, COPTUPOBKA
JOKyMEHTOB W WX TIIpeIBapUTeNbHas  perucrpanus. I[lopsmok
MPOXOXKICHUS BXOIAIINX U BHYTPEHHUX JOKyMEHTOB.

Peructparus ciayxeOHBIX JOKYMEHTOB, IPHUHIMIBI PETUCTPALUHU.
JIOKyMEHTBI, Nojsexarue 00s3arebHON

VK-4, OTIK
4

JI.1, J11.2, J11.3,
J12.1,J12.2, J12.3




peructpauuu. Munekcaums  nokymeHToB. @DopMbl  perucTpanuu
JOKyMeHTOB. CIipaBOYHO-HH()OPMAITMOHHBIE KAPTOTEKH.

OpraHuzaiss ~ HUCHOJHEHHS  JOKyMeHTOB. CpoKHM  HCIOTHEHHS
JOKyMeHTOB. DOpMBI KOHTPOJISI, aHANTN3 UCIOTHUTENBHON

paboTEl W CHATHE MOKYMEHTOB C KOHTpPONS. J[OKyMEHTHpOBaHHE B
YIPaBICHYECKOH [esTeNpHOCTH pykoBoxutens. [Ipomecc Tpyma u
OPOAYKT TpyAa pyKoBoAMTENs. TpyaoeMKoCTb pabOThl PyKOBOIUTEINS
¢ nokymeHTamH. IIpHHATHE yNpaBIEHYECKOTO pEIIEHHs - OCHOBHas
(YHKINS pYKOBOAWTENS. BHABI TOKYMEHTHPOBAHHBIX PEUICHHH M WX
0COOCHHOCTH. Beinonnenue CUTYallMOHHBIX 3anaHui c
ucnonb3oBanueM LibreOffice / Cp /

Tema 2.3 «DJEKTPOHHBINA TOKYMEHTOOOOPOT»

ITonsTHE IEKTPOHHOTO JOKYMEHTOO00POTA B OPTaHN3AIlHH.

O030p aBTOMATH3MPOBAHHBIX CHCTEM YMPaBICHHUSA JOKYMEHTAMH.
[lpaBuna nNpPUMEHEHUS BIEKTPOHHOIO JOKYMEHTOOOOpoTa. Bubl
2.7 |900. TIlpaBa w® 00A3aHHOCTH COYYaCTHHKOB  BIJIEKTPOHHOTO 2 4
B3aMMOZEHCTBUS B cepe TOKyMeHTooOopoTa. TIpHHITHITEI TpU3HAHUS
UIEKTPOHHOTO  JIOKYMEHTOOOOpOTa,  IOJNMCAHHOTO  IU(pPOBOI
HO/ANKCHIO, PAaBHO3HAYHBIM JOKYMEHTaM Ha OyMaXHOM HOCHTENe. /
Jlex /

VYK-4,OIIK | JI1.1,JI1.2, JI1.3,
-4 J12.1,J12.2,J12.3

Tema 2.3 «OnexTpoHHBIH JOKyMEHTO000POT»

IToHsITHE JIEKTPOHHOTO JOKYMEHTOOO0POTA B OpraHU3aI1u.

O030p aBTOMAaTH3MPOBAaHHBIX CHCTEM YIPAaBICHHUSA JOKYMEHTaMH.
IMpaBmna mpUMEHEHHS 3JEKTPOHHOTO JOKyMEHTOOOopoTa. Bumsr
2.8 |O00. TIIpaBa u 00A3aHHOCTH COYYaCTHHKOB  JIIEKTPOHHOTO 2 4
B3aUMOJEHCTBHS B cepe HoKyMeHTooOopoTa. [TpHHIMIBI MpU3HAHUS
3JEKTPOHHOTO  JOKYMEHTOOOOpOTa,  IOAMHCAHHOTO  HU(POBOI
MOANNUCHI0, PABHO3HAUHBIM JOKYMEHTaM Ha OyMaXHOM HocuTene. /
Ip /

VYK-4,OIIK | JI1.1,JI1.2,JI1.3,
-4 JI2.1,J12.2,J12.3

Tema 2.3 «DneKTpOHHBINA JOKYMEHTOO00POT

[TonsTHE IIEKTPOHHOTO JOKYMEHTO000POTAa B OPTaHN3AIlHH.

O030p aBTOMATH3MPOBAHHBIX CHCTEM YIPABICHHUSA JOKYMEHTAMH.
[IpaBuna mnpUMEHEHHs JJIEKTPOHHOTO JIOKYMEHTooOopoTa. Bunasl
2.9 [B10. TlpaBa W O00S3aHHOCTH  COYYaCTHHKOB  3JEKTPOHHOTO 2 2
B3anMOZeHCTBUSA B cepe TOKyMeHTooOopoTa. TIpHHITHITEI TPH3HAHUS
9JEKTPOHHOTO  JOKYMEHTO00OpOTa,  MOAMUCAHHOTO  IHU(POBOIA
HOANKUCHIO, PAaBHO3HAYHBIM JOKyMEHTaM Ha OyMaXHOM HOCHTEIE.
Brmmonaenne pedepara ¢ ncnonszoaaneM LibreOffice / Cp /

VK-4,OTIK | JI1.1,J11.2, JT11.3,
4 J2.1,712.2, J12.3

KypcoBas pabota. IlepeueHp Tem MpelncTaBlieH B MNPWIOKEHHH 1 K VK-4, OIIK | JI1.1, JI1.2, JI1.3,

2.10

pabodeii mporpamMme nuctuiiuebL / Cp / -4 JI2.1,J12.2, J12.3
YK-4, OIIK | JI1.1,J11.2, JI1.3,
2.11 | / Dk3amen / 2 36 A 2.1, 2.2, 123

4. ®OH/JI OLIEHOYHBIX CPEJICTB

CrpykTypa u conepkanue (oHAA OLEHOYHBIX CPEACTB JUIS MPOBEICHUS TEKYIIEH M IPOMEKYTOUHOW arTeCTAllMM IPE/CTABICHBI B
[Ipunoxennn 1 k pabodeit mporpaMMe AUCITUTUINHEIL.

5. YAEBHO-METOJUYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE JTUCIUITJINHBI

5.1. OcHoBHas1 InTEpaTypa

ABTOpBI, 3arnasue WznarenscTBO, roa Konug-Bo
.1 JlokymenTsI u genonpouns3BoacTBo: Copas. mocobue | M.: DxoHoMuKa, 1991 111
1.2 Kparkuit kypc 1o rocy1apCTBEHHOMY H Mocksa: PUTTIOJI knaccuk, | https://biblioclub.ru/inde
MYHUIHIIATEHOMY YIIpaBICHHUIO: yaeOHoe mocodne | 2015 x.php?
page=book&id=480801
HEOTpaHUYEHHBIN
JOCTYII JUTst
3apEeruCTPUPOBAHHBIX
M0JIb30BaTeNen
JI1.3 |Bpese, B. A., bpese, Jlenompoun3BoACTBO: yueOHOE mocodue Kemepogo: KemepoBckuii https://www.iprbooksho
0.5. TEXHOJOTHYECKUI p-ru/14364.html
HWHCTUTYT MUILEBOU HEOrPaHHYCHHBIN
npoMeIieHHocTH, 2008 AOCTYII A
3apETHCTPUPOBAHHBIX
T0JIb30Barenen




5.2. lonoJHUTeIbHAS IUTEPATypa

ABTODSI, 3arnaBue H3parenscTBO, 1O Komnunu-Bo
JI2.1 | Aumutpuesa JI. J1., Jlenompou3BOACTBO B YIPABICHUH: yueh. mocodue Pocrtos w//1: Usn-Bo PIDY 60
Mucuuenko H. 10. (PUHX), 2012
JI2.2 |Hosukos, E. A. Jlenompou3BOACTBO B CIyXk0e MmepcoHana Caparos: Aii [Tu Op https://www.iprbooksho
Menua, 2007 p.ru/1532.html
HEOTpaHUYEHHBIN
JOCTYII JUTS
3apETHCTPUPOBAHHBIX
T0JIb30Barenen
.3 Vupasnenue: xKypHaT Mocksa: Uznarenbckuii https://biblioclub.ru/inde
nom IV x.php?
(TocymapcTBeHHBIH page=book&id=563352
YHHBEPCHTET HEOTpaHHYEHHBIH
ympasienns), 2018 JOCTYII ISt
3aperucTPUpPOBaHHBIX
T10JIb30BareNnen

5.3 lIpodeccnonanbHbie 6a3bl JAHHBIX U HHGOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

baswl nannbIx Poccrara https://gks.ru/databases
Ba3w1 mannbpIx PocToBcTara https://rostov.gks.ru
NCC "Tapant"http://www.internet.garant.ru/
NCC "Kouncynprantlimoc"

5.4. IlepevyeHb NPOrpaMMHOro odecrnevdeHust

Onepauunonnas cucrema PEJl OC
LibreOffice

5.5. YueGHO-MeTOTHYECKHE MATEPHAIBI /IS CTYA€HTOB ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH 3/I0POBbS

Ilpy HEOOXOAMMOCTH IO 3asiBJICHUIO OOy4Yaromlerocs C OrPaHWYCHHBIMH BO3MOXKHOCTSIMH 3JI0pPOBBSI  y4eOHO-METOANYECCKHUE
MaTepHaIbl MPEAOCTABIAIOTCA B (OpPMax, amaNTUPOBAHHBIX K OTPaHWYCHHSIM 30pPOBbS M BOCHPHATHSA HMHpopMmammu. [lns mwi c
HapyImIeHUSIMHA 3peHus: B (opMme ayauodaiina; B medaTHOH (opme yBeTHUCHHBIM mIpudToM. s IUI ¢ HapymICHHSIMH CIyXa: B
(opMe 3INIEKTPOHHOTO JNOKYMEHTa; B TedarHod Qopme. s Il ¢ HapyLIEHHSMH OIOPHO-ABUIATENBbHOrO amnmapara: B (opme
UEKTPOHHOTO JIOKYMEHTA; B I1e4aTHOH (opMe.

6. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI

IMomemenus s Bcex BUAOB pabOT, MPETyCMOTPEHHBIX y4eOHBIM IUIAHOM, YKOMIUIEKTOBAaHBI HEOOXOAMMOH CHenMaTn3UpOBAaHHOMN
y4eOHOIl MeOemnbIo M TEXHUUECKUMH CPEICTBAMH 00yUCHHUS:

- CTOJIBI, CTYJIbS;

- IEPCOHATBHBIA KOMITBIOTEp / HOYTOYK (IIEPEeHOCHOIT);

- IPOEKTOP;

- 9KpaH / MHTEpaKTHBHAs JOCKA.

7. METOINYECKHUE YKA3ZAHUA V1A OBYYAIOIIINXCA 11O OCBOEHUWIO JUCHHUIIIMHBI

MeTtoaudeckue YKazaHus 10 OCBOCHUIO JUCHHUIIIMHBI IIPEACTAaBJICHBI B HpI/IJ'IO)KeHI/II/I 2K pa60qeﬁ nporpamMmme qUCHUITIIIUHBI.




IIpunoxenue 1

®OH/J ONEHOYHbLIX CPEIACTB

1 OnucaHue noKa3aTeJsiell 1 KpUTepueB OLleHUBAaHUSI KOMIIETeHIMi HA pa3/IMYHbIX
3Tanax ux GopMHUPOBaHMA, ONIMCAHUE IIKaJ OLleHUBAHUA

1.1 Tloka3aTenu 1 KpUTEpUN OIIEHUBAHUS KOMIIETEHITHI:

3VH, cocrapasromniue
KOMIIETEHIUIO

Ilokazarenu OLICHHUBAHUA

Kpurepuu onienuBanus

CpencrtBa
OLIEHUBAHUS

VYK-4: CnnocoOeH oCyIIecTBIATh ASIIOBYI0 KOMMYHHKAITMIO B YCTHOM M MUCbMEHHOM hopMax Ha
rocynapcTBeHHOM si3bike Poccuiickoit deaepanuu 1 HHOCTpaHHOM(BIX) si3bIKe(ax)

3HaTh:

- TMpaBWwia W  NPUHIUIIBI
JIeII0BOU YCTHOU u
MUCbMEHHOW  KOMMYHUKAILIUU
Ha TOCYJApCTBEHHOM SI3BIKE
Poccuiickoit  depepanuu u
WHOCTPAHHOM SI3BIKE;

- TIPUHITATIBI
JTIOKYMEHTAIMOHHOTO
o0OecrieueHUs. YIpaBJICHUA W
OpraHu3aIu
JIETIOTIPOU3BOJICTBA, TIPABOBBIC
U METOJAMYECKHE  HOPMBI
JIOKYMEHTHUPOBAHUS
YIIPABJIEHYECKOU
JIeSITeIbHOCTH
(3akonomatenbctBo, 'OCTHI 1
ap.), CUCTEMY
OpraHU3aIMOHHO-
pacnopsIuTeIbHON
JIOKYMEHTAIINH, CUCTEMY
JOKYMEHTO000pOTa,  HOPMBI
MACbMEHHOW  Pa3HOBHUJIHOCTH
O(UINATEHO-IEJIOBOTO  CTHJIS
peun

Nwmeer [IpEACTaBIICHUE 0
IpaBUjIax v NPUHLMIIAX JEIOBOU
YCTHOU u MMHUCbMEHHOMN
KOMMYHUKAaIUU Ha
roCy1apCTBEHHOM S3BIKE
Poccutickoit ®Oenepanuu "
MHOCTPaHHOM(BIX) sI3bIKE(ax)

ITonmxora n
COJIEPKATEIHHOCTD

OTBETA Ha BOIPOCHI;
yMeHHue MPUBOAUTH
MIPUMEPHI; yMEHUe
OTCTauBaTh CBOIO

MO3HUIUIO; COOTBETCTBUE
IIPeJICTaBICHHON B
oTBeTax HMHMOpPMaNUU
MaTepuaiaM JIeKIHA U
yaeOHOM

CBEJICHUSIM

JUTEpaType,

u3
MH(OPMaLMOHHBIX
pecypcoB HNurepner;
IIPABWJIBHOCTD PEILECHUS
TecTa

T — mecm
(sonpocwr 1-
50),
P-peghepam
(memwr 1-30)
Bonpocwt k
IK3AMEHY
(sonpocwr 1-
34),

O — onpoc
(sonpocwr 1-
13),

KP —xypcosas
paboma (memvl

1-26)

YMeTh:

- OCYIIECTBIATH  JEJOBYIO
KOMMYHI/IKaIII/IIO B yCTHOI\/II 158
MMMCbMEHHOM dbopmax,
HUCIIOJIB30BAThH METOAbI nu
HaBBIKH JI€JIOBOTO OOIIIEHHS;

- BOCITPOM3BOIUTE COJIEPIKAHHE

MPUHIIUIIOB u HOPM
JIeTTOTIPOU3BOJICTBA,
mudhepeHIpoBaTh BH/JIBI
OQUIMATEHBIX  JIOKYMEHTOB,
UHTEPIPETHPOBATH
JIOKyMEHTHPOBAHHYIO
uH(pOpMAIIHIO, OIICHUBATH

COOTBETCTBHC

oopMITEHUS

JeMoHCTpHpYyeT YMEHHE
OCYIIECTBISATh TIEIIOBYIO
KOMMYHHKAIIMI0O B YCTHOH H
MMHUCHbMEHHOM bopmax,
HCIIOJIb30BaTh METOABI M HABBIKU
JIEJIOBOTO OOIIICHUS

ITomnoTa u
MIPAaBUWIBHOCTD PELICHUS
CUTYallMOHHBIX
3aJJaHuH, HaJIu4yue

BBIBOIOB K HUM.

C3—
CUMYayuoHHvle
3a0aHus
(3a0anue 1-12)
Bonpocw k
9K3aMeH)
(6onpocwi 35-
51),

KP — kypcosas

paboma (memwl
1-26)




JIOKYMEHTOB HOpMaMm,
0OPMIISTH TOKYMEHTBI

Brnanets:

- HaBBIKAMH JIEJIOBOTO
OOLIEHMS HA rOCY1apCTBEHHOM
a3bike Poccuiickoit denepanu
Y UHOCTPAHHOM SI3BIKE;

- HaBBIKAaMH  paboOTBl  C
3aKOHOJIATENILCTBOM,
I'OCTamu,  y4eOHBIMH U

CIIpaBOYHbBIMHU HUCTOYHHUKaAMU
0 JWUCHMIUIMHE, HaBBIKAMU
aHanm3a cofiep KaHust U POpPMbI

oUIMaTbHBIX ~ JIOKYMEHTOB,
HaBbIKaMU odopmieHHs
JOKYMEHTOB

Nwmeer

HaBBIKH JACJI0OBOI'0

oOLIeHNs] Ha TOCYAapCTBEHHOM
a3pike Poccuiickon denepanuu u
WHOCTPaHHOM(BIX ) sI3bIKe(ax)

OOyuaromuiicsi BIIaJieeT
HaBbIKAMH  pabOThl ¢

3aKOHO/IaTEIILCTBOM,
I'OCTamu, yueOHBIMU U
CIPaBOYHBIMHU
HCTOYHUKAMHU o
TUCLUIUIMHE,  pelIaer
CUTYallMOHHBIC
3a7aHus, Jenaer
BBIBO/JIBL.

C3-
CUMyayuoHHvle
3a0anus
(3a0anue 1-12)
Bonpocwt k
9K3aMeH)y
(6onpocwi 35-
51),

KP —xypcosas
paboma (memol
1-26)

OIIK-4: Criocoben pa3zpabaTsiBaTh MPOEKTHI HOPMATHUBHBIX MPABOBBIX aKTOB B c(hepe mpodecCnoHaIbHON
JesTeIbHOCTH, OCYLIECTBIISATh UX IIPABOBYIO U aHTUKOPPYILIMOHHYIO 3KCIIEPTU3Y, OLIEHKY PEryJIUpPYIOLIEro

BO3JEHUCTBUS U MOCIEACTBUIN UX IPUMEHECHHUS

3HaTh:

- 3aKOHOJIaTEIbCTBO
Poccniickoit @enepanyu, B TOM
YlcJie HOpMaTHBHBIE IIPABOBBIE
aKThI, perynupymoiue
JeSITebHOCTD B chepe
roCy/1apCTBEHHOTO u
MYHUILUIAIBHOIO YIPABICHHUS;
- METOIUKY
AHTUKOPPYNLHUOHHON
OKCIICPTU3BI IPABOBLIX AKTOB

Nwmeer

MNpeacTaBJICHUC 0

3aKoHOIATeIbCTBE Poccuickoi

denepanuu,

B TOM YHCIEC O

HOPMAaTHUBHBIX IPAaBOBBIX aKTaX,
PErYJIUPYIOIIMNX JESITEIBHOCTh B

chepe

rocya1apCTBEHHOI'O u

MYHHUIUIIAJIBHOTO YIIPABICHHUS

ITonnoTa u
COIEPKATEIBHOCTh

OTBETAa Ha BOMPOCHI;
YMEHHE MIPUBOJIUTH
MIPUMEDBI; YMEHHE
OTCTanuBaTh CBOIO

MO3MLIHIO; COOTBETCTBHE
IPEICTaBICHHOM B
oTBeTax HH(poOpMaIUU
MmarepuaiaMm JeKIUH U

yueOHOM  JuTepatype,

T — mecm
(sonpocwr 1-
50),
P-peghepam
(memwbr 1-30)
Bonpocwt k
IK3AMEHY
(6onpocwi -
34),

O — onpoc
(sonpocwr 1-
13),

KP —xypcosas

CBEJICHUSIM W3 | hagoma (memor
MH(OPMaLMOHHBIX 1-26)
pecypcoB HNutepner;

NPaBUIBHOCTh PEUICHHUS
TECTOB

YMers: JemoHCTpUpYyeT ymenue | [TomnoTa u|C3-

- pa3pa6aTBIBaTB MMPOCKTHI | UCIIOJIB30BATh YCTAHOBJICHHBIC MPaBUIBHOCTh PELICHUS cumyayuoHHble

HOPMAaTHUBHBIX MPABOBBIX | POCCHHCKUM CHTYAIMOHHBIX 3a0anus

aKTOB, MPOTHOSUPOBATH | SAKOHONATENLCTEOM MPOUEAYPH [ oo rer MG (3adanue 8-12)

OIICHUBATh MX PETYIHPYIOIIEe | TOATOTOBKU IPOEKTOB Bonpocuwl k

BO3/ICHCTBHE, MOCIEACTBHS HX | HOPMATHBHBIX TPABOBBIX aKTOB, | SoIPOAOB K HIM. IK3AMEHY

IIPUMEHEHNS; a TakXke TpPOBENECHHMS  HX (6onpocwt 35-

- pa3pabarbIBaTh  IPOEKTHI | SKCIIEPTHU3 u OLICHKHU 51),

WHBIX IOKyMEHTOB, OTYETOB, B | PETYIIMPYIOMIETO  BO3JEHCTBHSA KP — kypcosas

TOM qucie B chepe [mpr  HamMcaHUM ~ KypCOBOM paboma (memvl

rocy/1apCTBEHHO-YaCTHOTO paboThI 1-26)

apTHEPCTBa

Brnanets: HNmeer HaBeikum mpoBeneHus | OOyuaromuiics Bnageer | C3 —

- HaBbIKaMH MMPOBCACHUA HpaBOBOﬁ " | gaBpIKaMUu pa6OTBI c | cumyayuoHHble

IPaBOBOU U | aHTUKOPPYIIIHOHHON NpOeKTaMH 3a0anus

AQHTUKOPPYNIHMOHHOM HKCHEPTHU3BI HOPMAaTHBHO- (3adanue 8-12)




JKCIIEPTU3BI HOPMAaTUBHO- | IPAaBOBBIX ~ aKTOB B  c(epe | HopMaTUBHBIX Bonpocul k

MPaBOBEIX aKTOB B cdepe | rocyaapCcTBEHHOTO U | IpaBOBBIX ~ aKTOB B | IK3AMEHY
roCy/1apCTBEHHOTO 1 | MYHHLHMIANBHOTO  YIPABIEHHA | odyene (6onpocwt 35-
MYHUIUIIAJIBHOTO YIPABJIEHUS |MpPU  HANUCAHUU  KYpPCOBOM . 51),
rocy/1apCTBEHHOM
paboThI KP — kypcosas
MOJIUTUKU u

paboma (memvi
myOJIUYHOTO 1-26)

yIOpaBieHUs,  peulaer
CUTYyaIlMOHHbBIE
3aJ1aHus, JieNaeT
BBIBO/IBI.

1.2 llkanbl OLICHUBAHUSA:
Tekymuii KOHTPOJb YCIEBAEMOCTH M MPOMEXKYTOYHAs aTTeCTallusi OCYILIECTBISETCS B paMKax
HaKOIMTEJIbHON OAJITbHO-PEUTUHTOBOM cucTeMbl B 100-0aibHOM HIKae:

84-100 6ay1oB (OIIEHKA «OTIMYHO)

67-83 6ay1oB (OLIEHKA «XOPOIIOY)

50-66 6am10B (OIIEHKA «YIOBIETBOPUTEIHLHO)
0-49 6anoB (OLIEHKA «HEYIOBIETBOPUTEIHHOY)

2 TunoBble KOHTPOJIbHbIE 33/ aHMA WM HUHbIe MaTepua/ibl, HEOOXOJUMBbIE IJIS
OLeHKM 3HAaHWHM, YMEHHUH, HaBBIKOB U (WIiM) omnbiTa /[JeATeJbHOCTH,
XapaKTepu3ywINUX 3Tanbl (pOPMUPOBAHUSA KOMIIETEHL UM B IpoLecce OCBOEHUS
00pa3oBaTeJIbHOU MPOrpaMMbl

Bomnpocsl k 3xk3aMeny

1o gucuuiuivae /[okymenmayuoutoe obecneuenue 20cy0apCcmeeHHo20 U
MVYRUUUNATIDHOZ0 YNPAGIEHUA

HcTopus pa3BuTHs Jenonpou3BoacTBa B Poccun
3Ha4YeHne CTaHIAPTH3AIMH U YHU(PHUKAIIMNA JOKYMEHTOB
3nanue pexBuzutos o 'OCTy 6.30-2003.
Krnaccudukanus 10KkyMeHTOB
IIpaBuia cocTaBieHUs: TEKCTAa JOKYMEHTOB
JlaTh KpaTKylo XapaKTePUCTUKY OPTraHU3allMOHHBIM JOKYMEHTaM
W3 kakux yacTtel COCTOUT NOJIKHOCTHAs MHCTPYKLIUS
Bunsl nporokosnos. CocraBienne u 0popMIIEHHE TPOTOKOIOB
JlaTh KpaTKylo XapaKTepUCTUKY paclopsIuTeIbHbIM TIOKyMEHTaM
. CocraBienne u oopMIIeHHE ITPUKA30B IO OCHOBHOM JIEATEIILHOCTH
. CocraBienne u opopMIIeHHE TPUKA30B 0 JMIHOMY COCTaBY
. Kakue 1oxyMeHTBl OTHOCATCS K MH(OPMAIIMOHHO-CIIPAaBOYHBIM JIOKyMeHTaM. J[aTh KpaTKyro
XapaKTePUCTHKY
13. CocraBnenue u opopmMiIeHUE TOBEPEHHOCTU. BUIbI TOBEPEHHOCTH.
14. Bunsl u TpeOOBaHUS K COCTABICHUIO HOMEHKJIATYPHI JE.
15. Opranuzanus S5KCHepTH3bl IEHHOCTH JOKYMEHTOB
16. Opranu3anus JOKyMEeHTO000pOTa B OpraHu3aiuu
17. ITpuém u nepBuyHast 00paboTKa JOKYMEHTOB.
18. ®opMmBI perucTpay J0OKyMEHTOB.
19. Pa6oTa ¢ KoH(pUIeHINATbHBIMU JOKYMEHTaMH.
20. KoHTpOJb HaT UCTIOJTHEHUEM JIOKYMEHTA.
21. [luckMeHHOe U YCTHOE oOpaleHue rpaxaad. Buasr oOpamieHus.
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22,
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

45.

46.

OdopmiieHne 1 BeIeHUE TUYHBIX JIeJT COTPYAHHUKOB.

OdopmiieHne 1 BeieHUE TPYAOBBIX KHIKEK.

[Tporecc 3ammThl MpohecCHOHATBFHBIX JaHHBIX B KaJPOBOI ciyxoe.

3amgaun 1 QYHKIMH KaapoBOH CIy)O0bl. OpraHu3allMOHHAs CTPYKTYpa KaJIpOBOM CITY>KOBI.

[Tpununs! 1 GOPMBI OpraHU3aLUH JICIOTPOU3BO/ICTBA HA MIPEIPUATHH.

Cayx0a 10OKyMEHTallMOHHOT 0 0OecrieueHus yIpaBieHus: (QyHKIUU, CTPYKTYpa, JOPKHOCTHON COCTaB.
[TonATHE, MPUHIUIIBI 1 XapaKTEPUCTHKHU IOKYMEHTOO0OpOTa

OcHOBHBIE 3Talbl JOKYMEHTO000POTA.

[lepBoHauanbHast 00pabOTKa TOKYMEHTOB B OPTaHU3AIIH.

TexHosOrNsa paccMOTpEHUsI JOKYMEHTOB B OPTaHU3ALIHH.

[lonroroBka k nepepaye e B apXUB.

ITopsimoKk UCTIONHEHUS TOKYMEHTOB, OTMETKA 00 MCIIOJIHEHUH JJOKYMEHTA U HAIIPABJICHUU €ro B JIEJIO.
Howmenknarypa nen, Bupl, TpeOOBaHUs, IPEABABIsIEMbIe K HOMEHKIIATYpe A€

Cekperaps pykosoauteis K. JI. Ky3Henosa B 0HO [€J10 moMeana J0KyMEHTbI BpEMEHHOIO U
IIOCTOSIHHOT'O CPOKOB XpaHeHus. JlolycTiMa JIM JaHHas CUTYyalus?

[Tomomauk aupexTopa OO0 «Connbimko» @. C. CemeHOBa 00HApYX)UjIa MPOMAXy YIPEIUTEIbHBIX
nokyMeHToB. Kakue nocnenyromniye 1eiCTBUS JOJKEH IPEIIPUHATD TIOMOLUTHUK AUpPEKTOpa’?
Opranuzanus B okTsa0pe 2018 r. mpuctynuia K pa3paOoTKe M YTBEpXKACHHUIO IUIaHA PAa3BUTHUSA Ha
ommwxkaiimme 5 net. OH ObUT yTBEpXKI€H B HOSIOpe TOTO0 ke roja. [ 1e T0mKeH XpaHUThCS TAKOW JTOKYyMEHT
U KaK J0Jro?

B nene xpanstcs npukassl 0 IpeaOCTaBICHUHN OTIIyCKa COTpyIHUKaM opranuzauuu 3a 2010-2014 rr.
Cpok xpaHeHus npukazoB — 5 jer. Korga pomkHa ObITh NPOBEAEHA 3KCIEPTH3a LIEHHOCTU TaKHX
JNOKYMeHTOB? JIOKyMEHTHI 3a Kakod mepuoj OynyT yHuuTokeHbI? [Ipukasbl 3a kakoi mepuosa OyayT
OCTaBJICHBI HA XpaHEHHE?

Cexkpertaps nupekropa [1. P. PomanoBa, npoBos sKCcriepTU3y LICHHOCTEHN XpaHIIKUXCS Yy HEE IOKYMEHTOB,
BBIJIETINIIA K YHUUYTOXKEHUIO AKTBI 00 YHUUTOXKEHUH J0KyMeHTOB 3a 2005-2007 rr., coctaBuiia 00 3ToM
AKT 00 yHMUYTOXEHUM M IIPUHEC]Ia €r0 Ha YTBEPXKJACHHWE DPYKOBOJMUTEIIO, HO OH OTKa3ajics €ro
noanuceiBath. [IpaBuinbHO s nmoctynwin pykoBoautens? Hackonmpko npaBomounsl aeiictBus 11 P.
PomanoBoii? Mmeercs nu B 3TOM cuUTyaluuu HapyuleHHe 3akoHozarenbcTBa? Ecnu ga, To kakas mepa
OTBETCTBEHHOCTU MOXET ObITh IPUMEHEHA K CEKPETapI0 pyKOBOAUTESA?

Opranmsanus OTKpbUIack 5 ner Hazan. llepen cekperapeM mupekTopa Oblia TMOCTaBJIeHA 3ajaya
n30aBUTHCS OT «HEHYKHBIX» JJOKYMEHTOB, CKOITUBIINXCS 3a 5 JIET ee cylecTBOBaHUA. KakoBbI JOIKHBI
OBbITh IeWiCTBUA ceKkpeTaps?

CocTtaBbTe U MPaBUIBLHO 0(OPMHUTE HOMEHKIJIATYPY JIeJl KaHLEISPUHU, B KOTOPOH XPAHATCS CIEIYIOLHe
JOKYMEHTBI: IITaTHOE paclMCaHue, ycTaB opraHu3anuu, [lonokeHne o KaHUENSIpUH, JOJKHOCTHBIE
MHCTPYKLUUU COTPYAHMKOB KaHLEIAPUH, VIHCTPYKIUS 1O JEIONpPOU3BOACTBY, MPUKA3bl I€HEPATIBHOIO
JUPEKTOpa MO OCHOBHOM JESATENIbHOCTH, AKThl YHMUTOXKEHHUS JTOKYMEHTOB, IMEpENnucKa C pPa3HbIMU
OpraHu3alMsIMM, HOMEHKJIATypa A€ OpraHu3allly, IPOTOKOJIbI OMEPaTUBHBIX COBEIAHUM, CITy>KeOHbIe
3aMHCKH.

K mnomouHuMky pykoBoauTenss 0oOpaTuics COTPYIHUK OpraHM3allid ¢ Mpoch0oil HalTH MUCHMO,
MOJIyYEHHOE MecAll Ha3aJl OT BBIIIECTOALICH opraHuzanuy. YTo MOKEH NPEeanpHHSTH MOMOIIHUK
pykoBoauTens?

Cexkperaps aupexkropa OO0 «BUKMAKC» A. H. KynukoBa o6Hapyskuia, 4To NOpy4eHHUE TUPEKTOpa HE
ObUIO BBIMOJIHEHO B YKa3aHHbIE B PE30JIIOLMU CPOKHU. KakoBBI JOJKHBI ObITH JEUCTBHUS CEKpeTaps
JpeKTopa?

3aka3Hoe nucbkMo 6610 AocTtaBieHo B OO0 «CtpoiicynepuHBecTxomm» B cyo6oty B 22:00 u npHHSTO
ci1y>k0011 0XpaHbl MOJ] POCIUCH B OJIaHKE JOCTAaBICHHOW OpraHu3anvu. B nmoHeneabHUK yTpoM MHUCHMO
nepelany MOMOIIHUKY pykoBoauTessd. Kakol aToi OH JOJKEH 3aperucTpUpoOBaTh KOPPECTIOHACHIINIO?
Cekperapp pykoBonutenss M. H. Kypkosa, Bbiiifis Ha palOoTy mociie OTHYyCKa, yBUZENa Ha CTOJIe
HepazoOpaHHYIO KOppecToHAeHINI0. Ha yacTu nucem yxe CTOSIIM OTMETKH O MOCTYIJICHUH IOKyMEHTOB
B opraHuzanuio. Paz0oupas KoppecrnoHAEHIINI0, OHA BHOBb 3aperMCTpUpOBaja BCe JISKAIUE HA CTOJIE
nokymeHTsl. [IpaBunbael qu gevictus M. H. KypkoBoiit? O0ocHyiite cBoit oTBeT. KakoBbI 10IKHBI OBITH
JIEHCTBUSI CEKpETaps B TAHHOW CUTYyaIiu?

B npuemnyto pykoBogurenst OOO «Kuura» nocrynuio 10 nmucem, cpeu KOTOPBIX OAHO MHCbMO OBLIO
BCKPBITO, Y JPYTrOro — HaJIOpBaH KOHBEPT, TPEThE MUCHMO MO OIMOKE MOYTOBOMN CITYKObI IOCTYIUIIO HE
[0 ajpecy, 4YETBEPTOE NUCbMO HMMEJO JMYHBIA Xapakrep. Kakue neiCTBUS NOJDKEH NPEANPUHATH
ITOMOIIHUK PYKOBOJIUTENS?



47.

48.

49.

50.

51.

VYnpasmusromuit otaena cobita AO «Kpokye» M. WM. @umnunmoB 28 ceHTSIOps TEKYIIETo rojia 0no3ail Ha
paboTy MOYTH Ha LENbIX ABa 4aca, eMy ObUIO CIeNlaHO 3aMedyaHhe T'eHepalbHbIM qupekTopoM M. II.
OnpMC M TPEAToKEHO OOBSICHUTH MPUYUHBI ONO3JaHus B TNHCbMeHHOW Qopme. [IpaBuiabHO
3aI0KYMEHTUPYWUTE TaHHYIO CUTYalUIO.

Kypoep 3A0 «@okyc» C. C. CBUPHIOB pEryisipHO Oma3abplBal Ha paboOTy, YeM Hapylial TPYAOBYIO
mucuumuHy. Hadansauk otaena kagpos M. B. lllymuHa HeoqHOKpAaTHO Jenana eMy B YCTHOU dopme
3aMeyvaHus, a 12 sHBapst TEKYIIETro rojia ObuIa BHIHYX/I€HA 00PaTUTHCS C JAHHBIM BOIIPOCOM K JHPEKTOPY
A. B. BbuiexkaHuHy ¢ JOKJIAJHOW 3aMKMCKOW, B KOTOPOM MPOCHUiIA MPUHITH MEPhI JUCUUILIMHAPHOTO
xapakrepa k C. C. CBupunoBy. [dupexkrop npunsn peuieHue o0bsBuTh C. C. CBUPHUIOBY BBITOBOP.
[IpaBunbHO 3aJ0KyMEHTHUPYHTE JaHHYK cuTyauuto. IIucemo-orBer wusmarensctBy «Cokpar» OT
U3/1aTeNbCTBA «ATpPUYM» C COIVIACUEM O COTPYIHHUYECTBE [0 YYacTHIO B BBICTaBKE M3JaBacMOM
JTUTEepaTyphl, KOTopas OyAeT MPOXOIUTh B OKTSIOpe TEKYIIEero roja.

C 1enpio mpUBJICYEHHS CIIOHCOPOB JUIs 00eCIeueHHs MPOU3BOCTBEHHOM JESITEIbHOCTH Te€HEPATbHBIN
mupextop OO0 «Montep» (1. EkarepunOypr) O. I'. CokosoB 20 ceHTSOps TEKyIIero rojia u3aaji nprukas
0 CO3JJaHUM KOMMEPUYECKOT0 OTJENA CO CIEAYIOIHUM IITAaTHBIM COCTABOM: KOMMEpUECKHil tupexTop — 1
WIT. eA., BeAYIIH crienuanuct — 1 wr. ef., cnenuanuct — 1 mwr. ea. [maBHOMy Oyxrantepy mpeamnpusTis
I'. A. T'opsueBy ObIIO MOPYYEHO BHECTH U3MEHEHHS B IITATHOE pAacMCaHue MPEANIPHUTHS Ha 4-1 KBapTal
TEKYIIIETo IoJla ¥ BBIHECTH Ha YTBEP>KJICHHE HOBBIM TOKyMEHT K 1 okTs0ps. HauanbHuKy oTaena kaapos
T. H. WrnateeBy mpeanucaHo YKOMIUIEKTOBAaHUE OT/eNla KaJpaMyd C BBICIIUM HKOHOMUYECKUM
obpazoBanueM K 10 okTs0psa. OTBETCTBEHHOCTh 32 MCIIOJHEHHUE MPUKa3a AUPEKTOP OCTAaBUI 32 COOOH.
JIaHHBII NPOEKT MIPUKAa3a COCTABIILI CEKpeTaph reHepanpHoro qupekropa M. M. Binacosa.

Hupexkrop OO0 «Koupenuusi» O. HO. Tpodumor 7 ampens Tekymero rojga usgan mpuka3 o0
yrBepkaeHIH [10710KeHuns 0 MopsIKe pacueToB 3a OKa3aHue HHPOPMAIMOHHBIX ycIyT. KOpHUCKOHCYIbTY
opranmuzanuu B. I1. Mopo3oBy u cekperapro nupekropa E. A. Jlsrunesoii 6bu10 nmopydeHo k 10 anpens
pa3paboTraTh TUNIOBBIE (POPMBI JOTOBOPOB 00 OKa3aHWHU PA3IMYHBIX BHIOB WH(GOPMAIMOHHBIX YCIYT U
CTPOr0 KOHTPOJIMPOBAaTh HUX IPUMEHEHHE B JEATEIbHOCTH npeanpusatusa. OTBETCTBEHHOCTh 3a
U3rOTOBJIEHHE, YUET U COXPAaHHOCTh OJIaHKOB JJOTOBOPOB BO3JIo’keHa Ha E. A. Jlarunesy.

CoctaBbTe U HpPaBUIBLHO OPOPMHUTE CIPABKY B COOTBETCTBUM C yKazaHHOW uHGopmarueil. Unxenep
Oner I'ennanbeBny COKOJOB HOTEpsul padOTy B CBSI3U C JIMKBUJALMEN NPENUpPUATHSA, T1OCIE 3TOrO
3aperucTpupoBajics Ha Oupxke Tpyda. B wmapre Tekymero roma oH Hamen pabotry B AO
«Uupopmanmonnsie cucremel» (r. ExarepunOypr). K 1 ampenst emy HeoOXoaumMo NpeaocTaBUTh Ha
OMp)Ky CIpaBKy O TOM, YTO OH Ha3Ha4eH Ha JOJDKHOCTh HMHXKEHepa HMH(OPMAIMOHHBIX CHCTEM.
Crnenunanuct o nepconany M. B. MapkoBa odopmuiia HEOOX0IMMBIE CBEICHUS.

Kputepuu oneHuBanus:

84-100 GannoB (OIEHKA «OTIWYHO») BBICTABIAETCS, €CIU: MOJIHO PACKPBITO COAEpKaHHME MaTepuana
Ousera: MCYEPIBIBAIONINE W aPTYMEHTUPOBAHHBIE OTBETHI Ha BONPOCH B OMiIeTe; MaTepHall M3JIOKEH
IPaMOTHO, B OINpPEAEICHHOM JIOTMYECKOM IOCIeI0BaTeIbHOCTH, HE TpeOyeT JOMOIHUTENbHBIX
MOSICHEHUH, TOYHO HCIIOJB3YETCS TEPMHHOJIOTHS; JIEMOHCTPUPYIOTCS TIIyOOKHE 3HAHUS JUCIUILTIHBI
CMELUANBbHOCTH; 1aHbl 000CHOBAHHbIE OTBETHI Ha JIOTIOJIHUTENbHBIE BOIIPOCH! IIPENoJaBaTers.

67-83 6a/mwoB (OIIEHKA «XOPOIIO0») BBICTABIISETCS, €CIIU: OTBETHI HA TIOCTABJICHHBIC BOMPOCHI B OMiIeTe
M3JIAraloTCsl CHUCTEMAaTH3WPOBAHO M IMOCJENOBATENBHO; JIEMOHCTPUPYETCS yMEHHE aHAIU3UPOBAThH
MaTepuas, OJHAaKO HE BCE BBIBOJABI HOCSAT apryMEHTHPOBAHHBIM M JOKa3aTEeNbHBIN XapakTep, B
W3JI0KEHUU JIOMYIIEHbl HeOoJbInue Mnpolenbl (HETOYHOCTH), HE HCKAa3HUBIIME COJEpKaHUE OTBETA;
MaTepuai u3liaraeTcs yBepeHHO, B OCHOBHOM MPaBUILHO JaHBI BCE ONPEACICHUS U IOHSTHUS;, TPU OTBETE
Ha JOTOJTHUTEIBHBIE BOIIPOCHI MPETIOAABATEINS ITOTHBIE OTBETHI JaHBI TOJIBKO MPU MOMOIIN HABOISIIHX
BOIIPOCOB.

50-66 0OamioB (OIEHKA «YyTOBJICTBOPHUTEIHHO») CTABUTCS €CJIM: HEIOJHO WJIH HEIOCIIe0BaTeIHLHO
PacKpBITO Cofiep KaHne MaTepHalia, HO IOKa3aHo o0llee HOHMMaHKUe BOIPOCa; UMEIHCh 3aTPYAHEHUS WIH
JOMYIICHBI OMUOKHM B OTPEICICHUN MOHITUH, UCTIONB30BaHUN TEPMHUHOJIOTHH, UCTIPABICHHBIC TTOCIIE
HABOJSIIUX BOMPOCOB; JAEMOHCTPUPYIOTCS TOBEPXHOCTHBIC 3HAHUS TUCIUIUIMHBI CHEIUAIBHOCTH;
UMEIOTCS 3aTPYJHEHHUS C BBIBOJAAMU; IIPH OTBETE HA JIOTIOJTHHUTEIBHBIE BOIPOCHI MPETOAaBATENS OTBETHI
JAl0TCS TOJABKO MPU MOMOIIM HABOASIINX BOIIPOCOB.

0-49 OGamtoB  (OIEHKA  «HEYIOBJICTBOPHUTEIHHO») CTABHTCS  €CIU:  MaTepwal  H3Jlaraercs
HEMOCJIeI0BaTeNIbHO, COMBUMBO, HE MPEACTABISAET ONPEAETICHHON CHCTEMbl 3HAHUH 1O TUCIMILIMHE, HEe
PaCKpBITO €r0 OCHOBHOE COJICpIKaHMe; JOIMYIIEHBI TPYOble OMMOKN B ONPEICICHHUSIX M MOHITUAX, TIPU



HCIIOJIb30BAHHUU TCPMHUHOJIOTNH, KOTOPBIC HE UCITPABJICHLI ITOCJIC HABOAAIINUX BOIIPOCOB; ACMOHCTPUPYCT
HC3HAHUC HW HCIIOHMMAaHUC CYIIECTBAa JSK3aMCHAlIMOHHBIX BOIIPOCOB, HE€ JaHbl OTBETHBI Ha
AOMOJHUTCIIBbHBIC UJIM HAaBOAAIIUC BOMIPOCHI MPLCIIOAaBaTCIIA.

TeMbl KypcoBbIX padoT

JlokymeHT0o000pOT B 3akoHOAarenbHOM [lyme PocToBckoii obmactu.

JlokymMmeHT0o000pOT B AaMuHucTpanuu PocToBckoit o0macTu.

JHokymenToo6opot B Jlemapramente PocToBckoii obmactu (1o BEIOOPY).

JlokymeHnTo000poT B M30upaTtenbHOi komuccuu PocToBckoit obacTy.

JIokyMEeHTO000pOT B AMHUHUCTpanuu r. PocToBa-na-/{ony.

JlokyMeHTallMOHHOE 0OecrieueHe yIpaBleHusl B cucTeMe yrnpaieHus: PO

OneHka COBpEMEHHOTO COCTOSIHUSA JJOKYMEHTAIMOHHOTIO 00ECIIEUEHNUs yIIPaBICHHUS.

3HaueHue HOPMATUBHO-METOUYECKON periIaMeHTalluu AeIONPOU3BOICTBA. AHAIN3 UHCTPYKIIUHU T10

JIEJIONPOU3BO/ICTBY.

9. OpranuzanuoHHbie POPMBI IECTOMPOU3BOICTBA. AHAIIN3 CTPYKTYPHI U Ciryx0b1 JIOY.

10. Opranu3anus JOKYMEHTOO00POTa YUPEkKACHUS M OCHOBHBIC HAIIPABJICHUS €TO COBEPILICHCTBOBAHMUSL.

11. AHanu3 JOKYMEHTOOOO0POTa B COBPEMEHHBIX YupexaeHUusX. «besdyMaxHoe Aenonporu3BOACTBOY.

12. Onpenenenne CTPYKTYpPhl U YUCICHHOTO COCTaBa CIYKObI TOKYMEHTAIIMOHHOTO 00ECTICYEeHHUs YIIPABICHHUS.

13. AHanu3 peKBU3UTOB JOKYMEHTA: IIOHATHE, COCTaB, POJIb B JOKyMeHTHpoBaHUU. [IpaBuna opopmieHus
PEKBU3UTOB.

14. AHanu3 cUCTEMbI OPTaHU3alIMOHHO-TIPABOBBIX IOKYMEHTOB.

15. AHanu3 cUCTEMbI pacOPSAIUTENbHBIX JOKYMEHTOB.

16. AHanu3 cuctembl THGOPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.

17. Ponb nenoBoro nuchbMa B 1€ATEIbHOCTH COBPEMEHHBIX OpraHu3auuii. AHanu3 ocodbeHHocTel opopmiIeHus U
paboTHI C HUM.

18. AHanu3 noHATUs «ONaHK» TOKyMeHTa. TpeOoBaHUs, TPEIbBIsEMbIE K COCTABICHUIO OJIaHKOB.

19. Opranuzanus perucTpanuu J0KyMEHTOB. XapaKTepUCTHKA COBPEMEHHBIX PETHCTPAIIMOHHBIX (hOPM.

20. AHanu3 aBTOMaTU3UPOBAHHBIX CHCTEM PETUCTPALIUU JOKYMEHTOB.

21. Ananu3 nHGOPMAITMOHHO-CIIPABOYHOTO 0OCTYKHBAHUE aIiapara yIpaBJIeHHs B YCIOBUAX IPUMEHEHUS
BBIYHUCITUTENLHON TEXHUKH.

22. AHaim3 METOJI0B OPTaHU3AIMH KOHTPOJIS 32 HCIIOTHEHHEM JIOKYMEHTOB B YCIOBHUSIX TPAJAUIIMOHHOTO
JEJIONPOU3BOCTBA.

23. ABTOMaTHU3UPOBAaHHBIE CHCTEMBI KOHTPOJIS 32 UCTIOJIHEHNEM JJOKYMEHTOB. AHAJIN3 OTBITA UX TPUMEHEHHS.

24. Ananu3z paboThl ¢ BXOZSIIEH JOKYMEHTAIHEH.

25. Ananu3 paboThI ¢ UCXOAIIEH TOKyMEHTAIIUEH.

26. AHaJIM3 JOKYMEHTO0O0POTa KaK COCTaBHOM 4acTH JI€IONPOU3BOJICTBA OpPraHU3alllH.

LN~ wWNE

Kpurepun onenuBanus:

84-100 6a1,10B (OLIEHKA «OTJIMYHO») BHICTABIISICTCS B TOM CIIy4ae, €CIIH:
- coiepkaHue paboOThl COOTBETCTBYET BHIOPAHHON CHEIMATbHOCTH U TeME PabOTHI;
- paboTa akTyalibHa, BBITIOJHEHA CAMOCTOSITEIIBHO, UMEET TBOPUYECKUU XapaKTep, OTIMYACTCS ONpeAeTICHHOM
HOBH3HOM;
- MPOBE/ICH 0OCTOSTENbHBIN aHAIN3 CTENIEHU TEOPETUUECKOTO UCCIIEOBAHMSI MPOOIEMBI, Pa3IMYHBIX TTOIX0/I0B
K €€ PeIIeHUIO;
- TOKa3aHO 3HaHUE MHPOPMAITMOHHOM (TIpH HEOOXOJUMOCTH — HOPMATHUBHOMN ) 0a3bl, UCIIOJIB30BaHbI AKTyallbHbIE
JAaHHBIC,
- mpo0yemMa pacKkpbITa rTyOOKO U BCECTOPOHHE, MaTepUal U3JI0KEH JOTHYHO;
- TEOPETUICCKHE ITOJIOKCHHUS OPTAHUIHO COTPSIKCHBI C MMPAKTUKOM;
- TaHBI TPAKTUYECKHE PEKOMEH/IAIlMH, BBITEKAIOIINE U3 aHAIN3a MPOOIEMBI;
- TPOBEACH KOJIMYCCTBCHHBIH aHAIM3 MPOOJIEMbI, KOTOPBIH TMOATBEP)KIACT BHIBOJBI aBTOPA, WILIIOCTPHPYET
aKTyallbHYIO CUTYaIUIO, IPUBEACHBI TAOMUIBI CpaBHEHUH, TpaduKu, quarpamMmbl, (HOPMYIIbI, TTOKA3bIBAIOIIHE
yYMeHHEe aBTOpa (hopMan30BaTh Pe3yIbTaThl UCCIICIOBAHHS,
- IUPOKO TpeacTaBieHa oubauorpadus mo reme padboTHI, B TOM YUCIE U 3apyOeKHbIe UCTOUYHUKH;
- IPWJIOKEHHMSI K pa0d0Te WILTIOCTPHPYIOT TOCTHIKEHUS aBTOPA M IMOAKPEIIISIOT €TI0 BBIBOIBL;



- IO COo/Iep KaHuI0 U (hopMe PabOThI MOTHOCTHIO COOTBETCTBYET BCEM IPEIBSIBICHHBIM TPEOOBAHUSAM, YKa3aHHBIM
B JJaHHBIX METOJUYECKUX PEKOMEHAALMSIX.
67-83 6a1710B (OLIEHKA «XOPOIO0») BHICTABIISETCS, €CIINU:
- TeMa COOTBETCTBYET CIELNAIbHOCTH;
- coJiepKaHue pabOTHI B IIEIOM COOTBETCTBYET TEME PabOTHI;
- paboTa akTyajabHa, HallMCaHa CAMOCTOSTEILHO;
- JaH aHAJIU3 CTETIEHU TEOPETHUECKOTO UCCIIETOBAHMS TPOOIIEMBI;
- OCHOBHbIE MOJIOKEHUS pabOThl PACKPBITHI HA JJOCTATOYHOM TEOPETUYECKOM U METOJ0JIOTUYECKOM YPOBHE;
- TEOPETUYECKHUE TTOJIOKEHUSI CONPSHKEHBI C TPAKTUKOM;
- IPE/ICTaBICHBI KOJIMUECTBEHHBIE MTOKA3aTENIH, XapaKTePU3YIOIIHE TPOOIEMHYIO CUTYAIUIO;
- MPaKTUYECKUE PEKOMEHIAIMA 0OOCHOBAHEI;
- IPUJIOKEHUSI TPAMOTHO COCTaBIIEHBI U IIPOCIIEKUBACTCS CBS3b C MOJIOKEHUAMU KYpPCOBOIl paboTHI;
- COCTaBJICH CITUCOK HCIIOJIb30BAaHHOM JINTEPATYPHI IO TEME PAOOTHI.
Ho umeroTcst oThenbHble HECOOTBETCTBUSI TPEOOBAHUSIM K KypCOBOM paboTe W HETOYHOCTH B O(OpMIICHUHU
paboTHL.
50-66 6a,1;10B (OLIEHKA «Y/10BJIETBOPHUTEIbHO0)») CTABUTCS €CIIH:
- paboTa COOTBETCTBYET CIIEUAIBHOCTH;
- IMEEeT MECTO OIpeIeIEHHOE HECOOTBETCTBUE COEPKAHUS paObOThI 3asBJICHHON TEME;
- uccieayeMas mpobjaemMa B OCHOBHOM PAacCKphITa, HO HE OTJIMYACTCS HOBH3HOW, TEOPETUYCCKOW TITyOMHOU H
apryMEHTUPOBaHHOCTHIO;
- HapylIeHa JIOTHKA U3JIOKSHHS MaTepHalia, 3a/1a4u PEIIeHbI HE TTOJHOCTHIO;
- B paboTe He TMOJHOCTHIO HCIOJIb30BAaHbl HEOOXOAMMBIC [UIsI PACKPBITHS TEMbl HaydHas JUTEpaTypa,
nH(OpMaMOHHBIC 0a3bI JAHHBIX, & TAK)KEC MAaTEPHAIIbI UCCIICIOBAHUIA;
- TEOPETHUECKHE TOJIOXKEHUS c1a00 CBA3aHBI C MPAKTUKOM, MPAKTUYECKUE PEKOMEHIAIMU HOCAT (DOPMAabHBIM
0e31oKa3aTeNbHBIN XapaKTep;
- COJIEpKaHNE MPUJIOKEHUM HE OTpa)kaeT PelIeHUs IOCTABICHHBIX 33]1a4;
- UMEIOTCS. MHOTOUYMCIICHHBIE HETOYHOCTH B O(hOpMIICHUH pabOTHI.
0-49 6a/1110B (OLIEHKA «HEYA0BJIETBOPUTEIbHO0)») CTABUTCS €CIIH:
- TeMa pabOoTHl HE COOTBETCTBYET CIICIIUATBHOCTH;
- coiepkanue paboThl HE COOTBETCTBYET TEME;
- paboTa COAECPKUT CYIIECTBEHHBIE TEOPETUKO-METOI0JIOTHIECKUE OMIMOKH M TTOBEPXHOCTHYIO apTyMEHTAIIHIO
OCHOBHBIX TOJIOKECHUIA;
- KypcoBas pab0Ta HOCUT KOMITUJIITUBHBINA XapaKkTep;
- IPEATIO’KEHUS aBTOPA YE€TKO HE CPOPMYTUPOBAHBI.

TecTbl

1. Kak npaBuJIbHO pacroyiaraTb HyMepaluio CTpaHUIl B JOKyMeHTax?
a) CripaBa BBEpXy Ha BCEX CTpaHUIIAX JTOKYMEHTa
0) B ienTpe BBepXy co BTOPOH CTpaHUIIbI TOKYMEHTa
B) B 11eHTpe BBepXy Ha BCEX CTPaHUIAX TOKYMEHTA
r) BHn3y Ha Bcex cTpaHMIIaX JOKyMEHTa
1) CripaBa BBepXY CO BTOPOI CTpaHUIIBI JOKYMEHTA

2. YCTaB MYHUITUTIAIBHOTO 00pa30BaHUS JIOJDKEH MPOWTH TOCYIaPCTBEHHYIO PETHCTPAIIHIO
a) mocJye oQUINAILHOTO OMYyOJIMKOBAHUS M BCTYIUICHUS B CHUITY
0) 1o ouIMaNTBPHOTO OMYOJIUKOBAHUS U BCTYIUICHHS B CHITY

3. B xakom cirydae mpumensietcst pekBH3uT «Buza (Bu3bl cormacoBaHus JOKYMEHTa)»?
a) Bo Bcex cimyuasx
6) [Ipu BHyTpEeHHEM COTJIaCOBaHUU JOKYMEHTA
B) /Ins (pmHAHCOBBIX 1 0COO0 OTBETCTBEHHBIX JOKYMEHTOB
r) [Ipu cornacoBanuu TOKyMEHTa C BHEIIHEH OpraHu3aluen

4. I'ne opopmisiercs pekBU3UT «OTMETKa 00 UCIIOIHUTEE»?
a) Ha nuueBoii cTopoHe NEpBOro JUCTa JOKYMEHTA B IPABOM HM)KHEM YTy, OT IPAHULIBI IPABOTO MOJIS



6) Ha nuieBoii cropoHe epBOro JHcTa JOKyMEHTA B JIEBOM HMXKHEM YIIIY, OT TPAHUIIBI JIEBOTO MOJIS

B) Ha nuueBoii unu o00OpOTHON CTOpPOHE MOCJEIHEro JINCTA TOKYMEHTa B JIEBOM HIDKHEM YIIIy, OT TPaHMIIbI
JIEBOTO I0JIA

r) B nenTpe nepBoro nucra 10KyMeHTa

5. Ecnu 1Be opraHu3aiuy COCTaBIISIOT COBMECTHBIN TOKYMEHT, TO JOKYMEHT oopMIIsieTcs:
a) He Ha OnaHke — Ha ucte Oymaru popmata A4
0) Ha OiaHKke JI000# M3 OpraHu3aIil
B) Ha CIIEIIMATTBHOM COBMECTHOM OJIaHKE 00EUX OpraHu3aIuit

6. Kakoii moxkymeHT cTaBUT cBoel 3ajgaueil mocTpoeHue InekrpoHHoro IIpaBuTenbcTBa M TOBBIIICHHE
3¢ (HEeKTUBHOCTH TOCYJAPCTBEHHOTO YIPABICHUS, Pa3BUTHE POCCHICKOrO0 pbhIHKA HWHGOPMALMOHHBIX H
TEJICKOMMYHUKAIIMOHHBIX TEXHOJIOTHA, 00eCIieueHre Mmepexoaa K SKOHOMHUKE, OCYIISCTBIIIEMON C MOMOIIBIO
MH(OPMALIMOHHBIX TEXHOJOTHH, 3a CYeT CTUMYJIMPOBaHUS OTEYECTBEHHBIX pa3paboTok B cdepe
MH(OPMAIIMOHHBIX U TEJIEKOMMYHHUKAITMOHHBIX TEXHOJIOTHIA U T.II.
a) ['ocynmapctBennas nporpamma PO «Mupopmannonnoe obmectBo (2011-2020 roa» (yrB. PacnopsbkeHuem
[IpaButensctBa PO ot 20.10.2010 Ne 1815-
0) @enepanbublii 3akoH oT 09.02.2009 Ne 8-D3 «O6 obecrnieueHuu noctyna K UHGOpManuu o AeSITeIbHOCTH
rOCYIapCTBEHHBIX OPTAaHOB M OPTaHOB MECTHOTO CaMOYIIPABIICHUS
B) [lonoxeHne o cucteMe MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JoKyMeHTooOoporta (yTB. [locTanoBneHuem
[IpaButensctBa PO ot 22.09.2009 Ne 75
r) ®enepanpHbiii 3akoH 0T 27.07.2006 Ne 149-03 «O6 unbopmaiuu, HHGOPMAITUOHHBIX TEXHOJOTHUSAX U O
3anuTe HHPOPMALTUN

7. B pexBu3HTE «aapecar» MpH aAPECOBAHUM JOKYMEHTA JOJDKHOCTHOMY JIMIY, TJ€ YKa3bIBAaIOT WHUIIHAIIBI
MMEHH U OTYECTBa ajpecara?

a) [Tocne pamumun

0) Ilepen dpamunueit

8. K xakomy Tuiy nHpopmalnuu OTHOCATCS IIEPCOHANIbHBIE AaHHbIE (MH(OpMaIHs 0 rpaxaaHax)?
a) K xondunennunansuon nadopmauu
6) K cexperHoii nadpopmanuu
B) K oTkpbITON MHPOpMaIn

9. Kaxoii Bu 37IeKTPOHHOI moanmucH B cooTBeTcTBHU ¢ DenepanbHbM 3akoHOM OT 06.04.2011 N 63-D3 «O6
3JIEKTPOHHOMN TMOANUCH» NMPU3HACTCS PAaBHO3HAYHBIM 3JIEKTPOHHOM IM(PPOBOM MOANUCH 1O JaThl MPU3HAHUS
yrpatuBmuM cmty @enepansaoro 3akoHa ot 10.01.2002 N 1-d3 «O06 31aeKTpoHHOM TMPPOBON TTOATTHCH

a) ycusieHHas (KBaqu(UIMPOBaHHAS M HEKBATU(PUIIUPOBAHHAS)

0) HUKaKast

B) YCHJICHHAsl KBAJTM(UIIMPOBAHHAS

10. Kora Berymnaet B cuity yctaB cyObekTa Poccuiickoit denepanyn?
a) TonpKo mocie BKIIIOUEHUS €ro B (heiepaabHbli PETUCTP HOPMATUBHBIX NIPABOBBIX aKTOB CYObEeKTOB P n
o(UIIMaNbHOTO OMYOIMKOBAHUS
6) Ilocne odunmambHOro ONMYyOIMKOBAHUS C IMOCIEAYIOIIMM BKJIIOYEHHEM €ro B (eaepajabHbIi peructp
HOPMAaTUBHBIX IPABOBBIX aKTOB CyOBbEKTOB PO

11. B kakoil mocienoBaTeNbHOCTH CJIENyeT YKa3blBaTh AJIEMEHTHI MOYTOBOTO aapeca PEeKBU3UTa «AapecaT»
(cormacHO mpaBWJIaM OKa3aHWs YCIyT TOYTOBOM CBs3u, noctaHoBieHue [IpaButensctBa PO ot 15.04.2005
Ne221)?
a) [TouToBbIi HH]IEKC, HA3BAHKE YIULIBI, HOMEP I0Ma, HOMEP KBapTUPhI, HA3BAHHE HACEJIEHHOTO TyHKTA (TOpO/I,
MOCETIOK, Ha3BaHUe paiioHa, Ha3BaHue obnacTH (kpast, AO, pecmyOiuk, cTpaHa (11 MEXIYTOPOAHHIX MOYTOBBIX
COO0O0IIIeHHUT)
6) HasBanume ynuiel, HOMEp JO0Ma, HOMEpP KBapTHUPHI, Ha3BaHHE HACEJIEHHOTO IyHKTa (rOpoj, MOCENOK,
Ha3BaHME palioHa, Ha3zBaHue obOnactu (kpas, AO, pecrmyOnuK, cTpaHa (Ui MEXIYrOPOJHUX IOYTOBBIX
COOOIICHUH, TTOYTOBBIN HHJICKC)



B) [louTOBBIN WHACKC, CTpaHa (AJI1 MEXIYTOPOJHHMX MOYTOBBIX COOOIIEHUM, Ha3BaHue obnactu (kpas, AO,
peciyOrK, Ha3BaHKUE HACEJIEHHOTO ITyHKTa (TOPO/I, MOCEJIOK, Ha3BaHWE palilOHa, HA3BaHUE YJIHIIBI, HOMEp J0Ma,
HOMEp KBapTHPHI)

12. C moMompI0 Kakoro peKBU3UTa 0(OPMIISIETCS] BHEIIHEE COTJIAaCOBaHUE IOKYMEHTa?
a) I'pud yrBepxnenus (I'pud yrBepxaeHus 10KyMeHTa)
0) Buza (Bu3sl coritacoBanust JOKyMeHTA)
B) ['puc cornmacosanus (I'pud cormacoBanusi JTOKyMEHTa)

13. Kora u xem u3maercs mpaBoBoi akT «PacnopspkeHue»?
a) EnuHONMYHO pPYKOBOAWTEIEM KOJUIETMAIBHOIO OpraHa, a TaKXe PYKOBOJIUTEIEM B OpraHM3alluy,

JIEUCTBYIOIEH HA OCHOBE €IMHOHAYAINS, B IIEJISIX pa3pelIeHUs OMePaTUBHBIX BOIIPOCOB
0) PykoBonuTeneM B rocy1apCTBEHHBIX OPraHU3aLUAX
B) [IpaBoBOii aKkT KOJIIETHATBHOIO OpraHa

14. Kakum TpeOOBaHUSM JOJKHBI COOTBETCTBOBATH IpaBWia JAEJONPOM3BOACTBA M JOKYMEHTOOOOpOTa B
roCy/IapCTBEHHBIX OpraHax ¥ OpraHax MECTHOI'O CaMOYIPAaBJIEHUS B COOTBETCTBUU ¢ DeiepaibHbIM 3aKOHOM OT
27.07.2006 Ne 149-®D3 «O06 nndpopmaiuu, UHGOPMALIMOHHBIX TEXHOJIOTHUSAX U O 3alIUTE UH(OPMALIUN»?

a) TpeOOBaHHUSAM, YCTAHOBJCHHBIM B CyObekTe P® jjisi rocyqapcTBEHHBIX OpPraHOB M OPraHOB MECTHOTI'O
caMOYIIpaBJICHUS

0) TpeboBanmsiM, ycTaHoBIeHHBIM [IpaBuTenscTBoM PO utst henepanbHBIX OPraHOB MCTIOTHUTENILHON BIACTH
B) TpeOoBaHUSM, ycTaHOBJICHHBIM [IpaBurensctBoM PD a1 rocyapcTBEHHBIX OPraHOB U OPraHOB MECTHOTO
caMOyIpaBJIEHUS

15. K xakomy Buy 1okymeHToB oTHOcuTCs [locTanoBneHue?
a) K opranuzaiimoHHbIM 10KyMEHTaM

6) K pacniopsiiuTenbHbIM TOKyMEHTaM

B) K nndopmanmonHo-cripaBoyHbIM TOKyMEHTaM

16. Bei6epute 1mdpoBoii ciocod opopmiieHus pekBusnTa «/lata tokymeHTa
05.07.2014

a) 5 uronst 2014 r.

0) 05 urons 2014 T.

B) 05 urons 2014 rona

r) 05.07.14

m) 05/07/14

17. B xakux TOKyMEHTax He yKa3blBaeTcs pekBU3UT «Bua nokymenra (HanMmeHoBaHue BUa TOKyMEHTa)»?
a) BHyTpeHHUI TOKYMEHT

6) [IpoToxon

B) [lonoxxenue

r) JoknaaHas 3anucka

1) [Mucemo

18. B kakux gokymMeHTax oopmirsercs pekBU3NUT «CchUIKa Ha UCXOISIINN HOMEP U JIaTy JOKYMEHTA aJIpecanTa
(Ccplnka Ha perucTpalMOHHBIN HOMED U AaTy JOKYMEHTA)»?

a) B 3asBnennn

0) B muceMmax (oTBeTax)

B) B cnipaBke

r) B noknanaHoi 3anucke

19. Kak Bezietcst 1€70IPOU3BOICTBO 10 paboTe ¢ 0OpaleHUsIMH Tpaxk1aH?
a) Bmecre ¢ o0muM e10npon3BOICTBOM

6) OtnenbHO OT 00LIEero AETONPOU3BOICTBA

B) B cooTBeTCTBNY C yKa3aHUEM PYKOBOIUTEIS



20. Kakoif HOpMAaTHBHBIM TMPaBOBOM aKT pErJIaMEHTHPYET H300pakeHHME Ha OJaHKax JIOKYMEHTOB Tepoa
Poccuiickoit ®enepanun?

a) TOCT P 6.30-2003 «YHupuuupoBaHHas CHCTEMa OPTaHU3aIMOHHO-PACTIOPAAUTEIHPHON TOKyMEHTAIUH.
TpeboBanus k opopmiieHuro 10kyMmeHTOB» (0T 03.03.2003 Ne 65-c1)

0) «['ocynapcTBeHHas cucTeMa TIOKyMEHTallMOHHOTo o0ecnieuenus yrnpasieHus: OcHOBHBIE MoJokeHus. O0miue
TpeOOBaHUS K JOKYMEHTaM U CIyk0aM JOKyMeHTarmoHHoro oOecrneuenus» [lpuka3 I'maBapxuBa CCCP ot
25.05.1988 Ne 33(1*)

B) @enepanbHblii KOHCTUTYLMOHHBIN 3akoH oT 25.12.2000 Ne 2-®OK3 «O 'OCYAAPCTBEHHOM I'EPBE
POCCUMCKOU ®EJEPALINN»

21. Korna perucTpupyroTcsi HCXOISIINE TOKYMEHTHI?
a) B nens moanucaHus Wiv yTBEPIKICHUS

0) [To ykazaHuio pyKOBOJIUTEIS

B) [locie o3HaKOMIIEHHS] pYKOBOIUTEIS

22. VYkaxuTre JOKYMEHT HWH()OPMALMOHHO-CIIPABOYHOTO XapakTepa YIPaBICHUYECKOW JIEATEIbHOCTH
OpraHu3aluu

a) Cny»xe6HO€ MUCHMO

0) [Ipukas

B) llITaTHOE pacniucanue

r) Pemmenue

23. B KakoM peKBU3UTE YKa3bIBAIOT KPATKOE U3TIOKEHUE COACPKAHUS TOKyMEeHTa?
a) [pud yreepxnenus (I'pud yrBepkIeHus JTOKYMEHTa)

0) Yka3zaHus 1o UCIOJIHEHUIO ToKkyMeHTa (Pe3onrorust)

B) HanmenoBanue 1100 aHHOTALMsI TOKyMEHTa (3aroj0BOK K TEKCTY)

r) OT™eTKa 0 KoHTpoJje fokymeHnTa (OTMeTka 0 KOHTpOJIe)

n) Texct nokymenra (TekcT nokymeHTa)

24. B xakoMm ciy4ae JIOMyCKaeTcsl He yKa3bIBaTh Ha OJaHKax pekBu3UT «HamMeHoBanue nubOO aHHOTAIHS
JOKyMeHTa (3arojloBOK K TEKCTY)»?

a) Ha 6mankax nokymenToB popmara A4

0) Ha Grmankax JokymMeHTOB gopmara AS

B) B npoTokonax

r) B mucemax

1) Ha BHyTpeHHHX JTOKyMEHTax

25. B kakoM nopsiike (OpMHUPYIOTCS B JiesIa MPOTOKOIBI?
a) B nornyeckoit mocienoBaTensHOCTH

0) B HymepanmoHnHom nopsake

B) B xpoHonoruueckom nopsjike

r) B andasutHOM nopsinke

26. Kakumu HOpMaTHBHBIME TPABOBBIMH aKTaMU OIIPEIENISIOTCS CPOKU XPAHEHHUS AIIEKTPOHHBIX IOKYMEHTOB B
roCy/lapCTBEHHBIX OpPraHax U OopraHax MECTHOI'O CaMOYIPaBJIECHUs?

a) DJIEKTPOHHBIE IOKYMEHTHI HE MOJIekKAT XPAHEHUIO

6) Cpok XpaHEeHHUs HIIEKTPOHHBIX JOKYMEHTOB /0 MUHOBAaHUS HaJJOOHOCTH

B) CpoKu XpaHEeHHUs JIEKTPOHHBIX IOKYMEHTOB COOTBETCTBYIOT CPOKaM XPaHEHHUS JOKYMEHTOB, YCTaHOBJIEHHBIX
HOPMAaTHBHBIMU ITPABOBBIMU akTaMu P® 11 aHAIOTHYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHTEIe

27. C Kakoro MOMEHTa HauMHAETCsl KOHTPOJIb 32 UCIIOJHEHUEM JOKYMEeHTa?
a) C MOMeHTa NMOCTaHOBKH JIOKYMEHTa Ha KOHTPOJIb

6) C MOMeHTa perucTpanuu J0KyMeHTa

B) C MOMeHTa MONMCaHUS IOKyMEHTa

28. K xakomMy BUAY JOKYMEHTOB OTHOCATCS CiyKeOHbIe MUCchMa?



a) K opranuzaiimoHHbIM JOKYMEHTaM
0) K pacriopsauTebHbIM JOKyMEHTaM
B) K nndopmanmonHo-cripaBoyHbIM TOKyMEHTaM

29. K kakomMy Tuny HH(GOpMAaIUN OTHOCITCS NEPCOHANbHbIC JaHHbIe (MHPOPMAIUs O TpakaaHax)?
a) K cexpernoit unpopmanmm

6) K xondunenumanpaoil napopmaun

B) K oTkpbITOI MHPOpMaLIHH

30. Kak BeneTcst Aeonpon3BOACTBO MO padboTe ¢ 0OpaIieHUsIMU TPpak1aH?
a) Bmecrte ¢ o0mmMm 1emonpon3BoCTBOM

0) OTnenpHO OT 00IIEro AeIONPON3BO/ICTBA

B) B COOTBETCTBUM C yKa3aHHEM PYKOBOJUTEIS

31. Kak npaBuibHO pacnojaraTb HyMEpamuo CTPaHUIl B TOKYMEHTax?
a) CripaBa BBEpXy Ha BCEX CTPaHMIAX JOKYMEHTa

6) CpaBa BBepXy CO BTOPOI CTPAHHIIBI IOKYMEHTa

B) B ienTpe BBEpXy CO BTOPOI CTpaHUIIBI JOKYMEHTA

r) B nenTpe BBepxy Ha BcexX CTpaHMIIAX JOKYMEHTa

1) BHu3y Ha Bcex cTpaHMLax JOKyMEHTa

32. Kaxkas nara npocrasisieTcs B pekBu3ute «Jlara mokymenrtay» [Iporokomna?
a) Jlata perucrparnuu

0) lata yTBepxkaeHUs

B) Jlata moanucanus

r) [laTa coObITus

33. Korna Becrynaer B cuity ycraB cyobekTa Poccuiickoit @eneparmn?
a) Tonpko mocIe BKIIIOUEHUS ero B (hefepalibHbId PErucTp HOPMATHUBHBIX MPABOBBIX aKTOB CYyOBEKTOB PO n
O(QUIMATEHOTO OMyOIMKOBAHUS
6) Ilocne oduumanbHOro ONMyOIMKOBAHUS C IOCIEAYIOIIMM BKJIIOYEHHEM €ro B (eaepajbHbIi peructp
HOPMAaTUBHBIX MPABOBBIX aKTOB CyObEKTOB PO

34. Korna perucTpupyroTcsi BXOISIINE JOKYMEHTHI?
a) [Ipu HanMcaHUM yKa3aHUi 110 UCIIOTHEHUIO JOKyMEHTa (PE30TIOIMN)
6) [locne npoureHus: pyKOBOAUTEIEM
B) IloctynuBme B pabouee BpeMs B JEHb MOCTYIUICHHs, NPU MOCTYIJIEHHH B Hepabouee Bpems — Ha
clenyromui pabounii 1eHb
r) [Ipu yrBepx)aenun
n) B nens nocrymnieHus

35. Korya peructpupyroTcst UCXOIAIINE JOKYMEHTHI?
a) B ieHb moanucaHus WM YTBEPIKICHHSI
6) Ilo yka3aHuI0 pyKOBOIUTENS
B) [locie o3HakOMJIEHHS] pyKOBOIUTENS

36. KTo MoOXeT SBIATHCS BIAIENbIIEM AJICKTPOHHOW momanucu (00siagareneM SJIEKTPOHHOH IOANMCH) B
cootBeTcTBUM ¢ DenepanbHbIM 3akoHOM 0T 06.04.2011 Ne 63-D3 «O0 >11eKTpOHHON MOAUCH»?
a) EIuHOMMYHO pYKOBOAMTENEM KOJJIETMAJIBHOTO OpraHa, a TaKKe PYKOBOJUTEIEM B OpraHU3allUH,

JISHCTBYIOIIEH Ha OCHOBE €AMHOHAYAINS, B IIEJISIX pa3pPeIIeHHsI OTIEPATHBHBIX BOIIPOCOB
6) PykoBonuTeneM B rocy1apCTBEHHBIX OPTaHU3aIIMSIX
B) [IpaBoBOi1 aKkT KOJIIETHAIBHOIO OpraHa

37. Ha xakux OnaHkax JOKYMEHTOB MOXKET OBITh HCIIOJIB30BaH PEKBU3UT «I ocynapcTBeHHBIN Tep0 Poccuiickoit
Denepauun»?



a) Ha 6nankax BeIcieit 3akoHOaTeIHHON (IPEICTAaBUTEIBHOMN ) M HICTIOTHUTEIBHOU (PaciopsAUTeIbHOM ) BIACTH
Poccutickoit denepariuu 1 opraHoB rocy1IapcTBEHHON BIacTu cyOnekToB Poccuiickoit deneparun

6) Ha Gmankax JOKYMEHTOB BCEX T'OCYAapCTBEHHBIX CTPYKTYp B Poccuiickoit deneparyn

B) Ha Gnmankax BeIcIIel 3aKOHOAATEIbHOM (ITPEICTaBUTEIIBHON ) M HCTIOTHUTEIIBHOM (PacTIOpsANTEILHON ) BIACTH
Poccwuiickoit denepamnuu, OpraHoB roCyAapCTBEHHOW BiIacTu CyObekToB Poccuiickoii denepanuu M OpraHOB
MECTHOT'O CaMOYIIPaBJICHUS

r) Ha 6nankax Beiciieil 3akoHOaTeIbHOM (ITPEICTAaBUTEIILHOMN ) M UICTIOJTHUTEIHHOU (PacOpsAUTEIBHOM) BIACTH
Poccutickoit deneparuu 1 Ha O6J1aHKaX 00IIECTBEHHBIX 00BEIMHEHUI

38. C xaKkoro BpeMEHHU HCUUCIISAETCS CPOK XpaHEHUs JOKyMEHTa?

a) C MOMEHTa UCIIOIHEHUS JOKYMEHTa

0) C MOMEHTa perucTpamyy J0KyMEHTa

B) C | aHBaps roja, ciae1yrouiero 3a roioM OKOHYaHUs J1€JI0IIPOU3BOICTBA
r) C MOMEHTa IOCTaHOBKH JJOKYMEHTa Ha KOHTPOJIb

39. CKOJIBbKO BPEMEHHU COCTABISIET CPOK BPEMEHHOI'O XPAHEHHUS Ul JOKYMEHTOB OCTOSTHHOTO CPOKa XPaHEeHHUS
B OpraHax MECTHOIO CaMOYIIpaBJICHHUsS M MYHULMIAIbHBIX OpPraHM3alMsIX 10 IEepeladyd UX Ha IMOCTOSHHOE
XpaHeHUEe B MyHUIIMINIATbHBINA apXuB (B cooTBeTcTBUU ¢ DegepanbHbIM 3akoHOM 0T 22.10.2004 Ne 125-D3 «O6
apxuBHOM Jiene B Poccuiickoit deneparum»)?

a) 5 ner

0) 10 et

B) 15 ner

40. CoOTBETCTBYIOT CPOKHM XpaHEHHs OHIIEKTPOHHBIX JOKYMEHTOB CpOKaM XpaHEHHsS JOKYMEHTOB,
YCTQHOBJICHHBIX 3aKOHOJATEIIbHBIMA W WHBIMH HOPMAaTHBHBIMH NPAaBOBBIMH akTaMu P® 1 aHaTOTHYHBIX
JOKYMEHTOB Ha OyMa)kHOM HOcHTee?

a) Her, He cooTBETCTBYIOT

6) COOTBETCTBYIOT YaCTUYHO

B) Jla, COOTBETCTBYIOT

41. YKaxuTe HOPMATHUBHBIN MPAaBOBOM aKT, 3aKPETISIONUINI MPUHIUIIBI IPABOBOIO PETYINPOBAHNS OTHOLICHHUM
B cepe nHpopMaIuu.

a) ®enepanbubiii 3akoH oT 27.07.2006 Ne 149-03 «O0 unpopmanuu, UHPOPMAIIMOHHBIX TEXHOJOTUSAX U O
3aimTe HHGOpMaIum»

6) 'OCT P 6.30-2003 «YuuduimpoBaHHasi cHUCTeMa OPraHU3AllMOHHO-PACHIOPSIUTENLHON TOKYMEHTAIUH.
TpeboBanus k opopmiieHuto 10kyMeHTOB» (0T 03.03.2003 Ne 65-c1)

B) «['ocynapcTBeHHast cuctemMa JTOKyMEHTalnOHHOro o0ecnieueHus ynpasieHus: OCHOBHBIE MoyioxkeHus. Ooiue
TpeOOBaHUS K JOKYMEHTaM U cly>k0aM JoKyMeHTalmoHHoro oOecneuenus» [Ipuxa3 I'maBapxua CCCP ot
25.05.1988 Ne 33(/1*)

42. VKaxXuTe CPOK XPAHCHUS JTMIHBIX JICIT
a) 10 ner

0) 75 net

B) 75 net DIIK

r) 75 net OIIK — Bo3pact

1) ITocTositHHO

43. Yka3pIBalOT Ha JOKHOCTHOM OJaHKE PYKOBOAMTENS HAaWMEHOBAHHE JIOJDKHOCTH JIMIA, MOJMUCABIIETO
JIOKYMEHT?

a) Jla

0) Her

B) [lo ycMOoTpeHuI0 pyKoBOAUTENS

44. Y cTaB MyHUIIUTIAIEHOTO 00pa30BaHUs JOJIKEH IPOUTH TOCYAAPCTBEHHYIO PETUCTPAITUIO
a) [locne opumanbHOTroO OMyOIMKOBAHUS W BCTYIUICHHUS B CUITY
0) Ho odunmanpHOro OMmyOJIUKOBaHUS U BCTYIUICHHS B CHITY



45. B cooTBETCTBUM C KAKUM HOPMATUBHBIM JOKYMEHTOM OMPEACISIOTCS CPOKH XPaHEHUsI JOKYMEHTOB?

a) ®enepanpHbiii 3akoH 0T 22.10.2004 Ne 125-D3 «O6 apxuBHOM fene B Poccuiickoit deneparum»

0) «llepeyeHb THMOBBIX YIPABIEHYECKUX aPXHUBHBIX JTOKYMEHTOB, 00pa3yIOMIMXCS B MpoIecce ACSITEIbHOCTH
rOCy/lapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIPaBJIEHHS M OpraHu3aluii, ¢ yKa3aHUEM CpPOKOB
XpaHeHUus» yTBEpKAeH npuka3oM MuHkyapTypsl PO ot 25.08.2010 Ne 558)

B) OCT P 6.30-2003 «YHudumupoBaHHasi CHUCTeMa OpraHU3AIMOHHO-PACTIOPSIUTEIBLHON JTOKYMEHTAIIUH.
TpeboBanus k opopmiieHuro 10kyMmeHTOB» (0T 03.03.2003 Ne 65-c1)

46. BeiOepute KOMOMHAIIUIO BHIOB 3JICKTPOHHOM MOIUCH, JUTsl KOTOPBIX coriiacHo DenepanbHOMY 3aK0oHY «O0
AJIEKTPOHHOMU TIOAMHUCH» He TpeOyeTcs Co3JaHne CepTH(HUKATA KITF0Ya IPOBEPKH IICKTPOHHOMN MOATUCH?

a) [Ipocras ayekTpoHHAS MOANKCH, YCUTICHHAS HEKBATH(PUIIMPOBAHHAS SJICKTPOHHAS TIOIITUCH

0) YcuneHHas HEKBaTM(PHUIIMPOBAHHAS SJICKTPOHHAS MOJINCH, YCUJICHHAS KBaJU(UIIMPOBAHHAS JICKTPOHHAS
MO/IMTUCH

B) [Ipocras 31eKTpOHHAs TIONKCH, YCHIICHHAs KBATU(UIIMPOBAHHAS SJICKTPOHHAS TIOJITHCh

47. I'me xpansTcs aena BpeMeHHoro 1o 10 et cpoka XxpaHeHus?
a) B rocynapcTBeHHOM apxuBe

0) B opranuszanun

B) Ilo ykxazanuto pykoBoauTesns

48. Jlenonpou3BOACTBO B (pe/iepaibHBIX OpraHaxX UCTIOIHUTELHON BIACTH OCYIIECTBISIETCS B COOTBETCTBHH C:
a) TumoBo# MHCTpYKLIMEW MO AEJIONPOU3BOJCTBY B (peiepalibHBIX OpraHax MCIOJHUTEIbHON BIAcTH (YTB.
[Ipukazom Pockynbtypst oT 27.02.2006 N 49)

0) Pernmamentom IlpaBurensctBa PO u [lonoxxenuem o6 Anmnapare [Ipasutenscta PO (yTB. [locTranoBieHnem
[IpaButensctBa PO ot 01.06.2004 N 260)

B) IIpaBunamu aenonpou3BoACTBa B (eiepaibHBIX OpraHax MCIOJHUTENbHON BiacTtu (yTB. [locTanoBneHueM
[IpaButensctBa PO ot 15.06.2009 N 477)

49. Ecnum B Jene colepikarcs JOKYMEHThl C pa3HbIMH CpPOKaMH XpPaHEHHUs, KaKOH CpOK XpaHEHUS
YCTaHABJIMBAETCS AJIs BCEro Jiera’?

a) Cpok XpaHeHHUS BCEro jena ONpeAeNsercs IOKyMEHTalued ¢ HauMEHBUIMM CPOKOM XpPaHEHHUS C
MTOCJIEIYIOIUM ITPOBEACHUEM 3aTE€M IKCIIEPTU3BI HEHHOCTH

6) Cpok XpaHeHUS BCEro Jelia ONpeNeNseTcs CPOKOM XpaHEHHs HauOoliee ILEHHOM JOKYMEHTAIUH, T.C.
HauOOJIBIINNA

B) CpoK XpaHEHHUS BCETO JieNia ONpeAeNseTCs SKCIEPTU30i IIEHHOCTH

50. Ecnmn noxkymeHT oopMIiieH He Ha OJaHKe, HMEET JIM OH IOPUINYECKYIO CUITY?
a) Her, Tonbpko Ha oduimanpHOM OJaHKe
0) la, ecnmu uMeeT Bce HEOOXOAUMbIE PEKBU3UTHI

2.AHCTPYKUHMS O BHINOJTHEHHIO

CTyneHThI OJIy4yaroT 3apaHee MOIrOTOBJICHHbIE JTUCThL. [IpaBUIbHBIN OTBET CTYACHT AOJKEH OTMETUTh KaKUM-
100 3HAYKOM WJIM 3alucaTh, €CIU NMpeaycMoTpeH OnaHk oTBeToB. CieayeT oco00 MOAYEPKHYTh, YTO €CIU
CTY/IGHT HE MOXET OTBETHTh Ha BONPOC, TO HYKHO INPOIMYCTUTh €ro M BHINOJNHATH ciemytomniee. ITocie
BBIITOJTHCHHA BCEX TCCTOB, AOCTYIIHBIX CTYACHTY, MOKHO BEPHYTHCA K TEM, KOTOPBIC ITOKA HE CACIIAHBI.

3. Kpurepuu ouenku: 20 GayutbHas mIKama.

«18-20 6ammoB» — BeimonHeHne Tecta Ha 90-100%
«14-17 6annoBy» — BeInoiHEHUE TecTa Ha 70-89%;
«12-13 6annoB» — BeIONIHEHHE TecTa Ha 60%

«10-11 6amoB» — BeIOIHEHHE TecTa Ha 50 %

«0-9 0ayIoBY - BEIIOJIHEHHE TeCTa MeHee ueM Ha 50%

CI/ITyaIII/IOHHbIe 3aJaHuA

3aganue 1



Jaiite cpaBHUTEeNbHYIO Xapakrepuctuky COJI «[leno», «1Cx», «boccpedepent», «Directumy (kpurepun
U1l CPABHEHUS BBIJICIIUTE U OIIPEJEIIUTE CaMOCTOATENbHO). OTBET opopmute B Buze Tabausl. [Ipu BeImonHeHun
3aaHus gonyctuMo paccMmorpers uHble COJl (cpaBHeHue 2-3 BapuanTOB). Ompenenute, Kakas Iporpamma
JydIie TOAXOAUT JJIs1 HeOOBbIoN PUpMBI, a Kakasi IJisi KpYITHOW OpraHu3aIin?

3aganue 2

CoctaBpTe H TpPaBWIBHO O(OpPMHTE KpaTKUH MPOTOKON; B CIydyae HEOOXOAMMOCTH J100aBbTE
HegocTaroulyo uHpopmanuoo. Ha mpou3BOJCTBEHHOM COBELIAHUM PAOOTHUKOB ILIAHOBO-3KOHOMHYECKOTO
OTJIeNIa 3aBOJIa MEAMPENapaToB ObLI pACCMOTPEH BOMPOC O JOCPOUHOU pazpaboTke Texnpombuniuiana va 2019
r. Ilocne o6cyxneHus ObUIO NPUHATO pelleHHe pa3paboTaTh TEXNPOMQUHIIAH HAa MECSll paHbIIe
YCTaHOBJIEHHOI'O CPOKa.

3ananmne 3

I'paxxmanka HectepoBa ycrpomiach Ha padoTy B MUHHCTEPCTBO 00IIEro U MpodeCCHOHATBHOIO
obpa3zoBanust CBepIIIOBCKOI 007IaCTH U MOTYYHIIa IEPBOE 3aJJaHKE OT CBOETO HETIOCPEICTBEHHOTO HAaYalIbHUKA:
pa3paboTaTh HOMEHKJIATYpPY JeN I (OPMHUPOBAHUSA JIOKYMEHTAIHLHOrO ()OHJA TOCYJApCTBEHHOI'O OpraHa.
Kakum 1okyMeHTOM J0KHA PYKOBOJICTBOBaThCs rpakaanka Hecteposa? Kakue mosioxkKeHHs 3TOT0 TOKyMEHTa
OHa JIOJDKHA YYECTh IPH BBINIOJIHCHUH 3aIaHUs?

3aganue 4

Axunonepnoe obmiectBo «llapyc» cozgano B 2003 r. Hossiii nupexrop, M. U. BanoB, npuctynusinii
K BBIIIOJIHEHUIO CBOUX 00s13aHHOCTEH B 2016 I., paciopsiinics yHUUTOKUTh BCE JJOKYMEHTBI IPEILIECTBYIOIIETO
nepuosia CyIIecTBOBaHMS oOpraHu3anuu. Hackonbko mpaBoMepHO ero pacnopspkenue? Kakue TpeOGoBaHUS
HOPMATHBHBIX JIOKYMEHTOB HapylleHbl B pe3yjbTaTe pacrnopsbkeHuss HoBoro aupekropa? Kaxas mepa
OTBETCTBEHHOCTH MOXKET OBITh IpelycMoTpeHa i aupekropa U. Y. Msanosa?

3aganue 5

00O «MoTbIIeK» B XO0J€ NPOBEPKH €ro ACATEIBHOCTH HE MNPEIOCTaBWIIO IPUKA3 JTUPEKTOpa O
HazHa4YCHUU JIMIa, OTBETCTBECHHOI'O 3a apXI/IB. BI)I?ICHI/IJ'IOCB, YTO JIUYHBIC OCJIa U HpI/IKaSI)I 1o J'II/I‘-IHOMy COCTaBy
XPaHWIUCh B HEYNOPSI0YCHHOM BHe. KTO HeceT OTBETCTBEHHOCTh 3a BBISBICHHBIC HapymieHus? HazoBute
HOpMaTI/IBHBII\ﬁ )IOKyMeHT, B KOTOpOM HpCJIYCMOTpeHa OTBCTCTBCHHOCTH 3a JAHHBIC HapymeHI/IH U BO3MOKHBIC
BapHaHTHl HAKa3aHUU.

3aganmne 6

B xoze niaHoBoi npoBepKU rocyAapCTBEHHOTO YHUTAPHOTO NPEAIPUITHS BBISCHUIIOCH, YTO JOKYMEHTBI
10 JMYHOMY COCTaBY XPaHWINCH B IOABAJILHOM IIOMELIEHUH, KOTOPBIN 3aTONMWIIO HAKaHyHE NpUE3a KOMUCCHUH,
JOKYMEHTBI MPUIIIA B HETOJTHOCTh: TEKCT Pa3MbIT, HHpOpMaIus ctaia HeuntaeMmoil. Kakue npaBuia paboTsl ¢
JOKYMEHTaMH 110 JMYHOMY COCTaBy ObUIM HapyiieHbI? KTo HeceT 0TBETCTBEHHOCTD 32 HEMIPaBUIBHOE XPAHEHUE
nokyMeHToB? Kakas Mepa Haka3zaHUSI MOXET ObITh IPUMEHEHA?

3ananme 7

PykoBoactBo OOO «CTpoiicyniepuHBECTTOPIr» PEUIMIO NMpH O(GOPMICHUH NHCbMa-NIPEJIOKEHUS O
COTPYJHUYECTBE CBOUM MapTHepaM «HBECTCTPOMKOMKUPIINYY UCIIOJIb30BaTh N300pakeHNE rOCy1apCTBEHHOTO
rep6a P®. Hackonbko nmpaBoMouHbI AeHcTBUS pyKoBojcTBa O6mectBa? [loarBepauTe cBOM OTBET CCHUIKON Ha
HOPMAaTUBHBIE TOKYMEHTHI.

3ananue 8

B xome mpoBepku 00pazoBaTeNbHON OpraHU3alliid He ObUIM OOHAPY>KEHBI CIEAYIOIINUE JTOKYMEHTHI:
MPUKa3 0 CO3/IaHNU IKCIIEPTHOU KOMUCCHH, AKThI HA CITUCAHNUE YTPATUBIIICH CBOIO aKTyaJIbHOCTh JIOKYMEHTAIIHH,
permamMeHTHpymoomeld o0pa3oBaTeNbHbIM Mpolecc. PykoBomuTeno o00pa3oBaTeNbHONW OpraHu3alnuud ObLIO
OOBSBIICHO TpPEAYNpEeXKACHUE W JaHO NPEANHCAHWE YCTPAaHWUTh BCce HapymieHWs. Hackoibko mTpaBUIBLHO
BbIHECEHA Mepa HakazaHusA? KakuMu HOpMaTUBHBIMU JOKYMEHTAMH PYKOBOJCTBOBAJICA CYJl MPHU BBIHECEHUU
TaKOW Mepbl HaKa3aHUs?

3ananue 9.
B anTHKBapHOM MarasmHe MOSBHIIMCH JOKYMEHTHI Hauana XX B., IPEICTABISIONINE COO0H CTyKeOHYIO
MEPEIUCKY MEXITy OpraHaMH BJIACTH M JIOJDKHOCTHBIMH JIMIIAMH Tapckoi Poccuu. DTH JTOKYMEHTBI UMENH



MPU3HAKHU U3BSATHS U3 apXUBHBIX JIeN (HyMepalys B IPaBOM BEPXHEM YTy, cielbl OpoitopoBKku). PaboTHUK
AHTHKBApHOTO MarasuHa, OOHapy>KUBILIUN 3TU JTOKYMEHTHI, COOOIINI O (pakTe HAXOJKU B OpraHbl YIpaBJICHUS
apXHUBHBIM JiesioM cyobekTa PD. Kakue nelicTBUS JOIKHBI IPEANPHHSITH OpraHbl YIPaBICHUS apXUBHBIM JEJI0M
cyonrekra PO? Hackonbko mpaBOMOYHBI IEUCTBUS JIMIA, OOHAPYKUBIIETO TOKYMEHTHI?

3aganue 10

B xonme mpoBepku mpokyparypoir AnmuHHCTpanuu N-ro paiiona N-oif o0iacté paboThl OpraHoB
MECTHOIO CaMOYINpaBJIECHUs IO OOECIEYEHHIO €AMHCTBA IPABOBOTO IPOCTPAHCTBA OBLIO BBIABICHO, YTO
JOKYMEHTBI XPAaHATCS B IIOMEIIEHNHU, HE MPUCIOCOOJEHHOM ISl 3TUX LieJIel: HET HEOOXO0AUMON MHKEHEPHO-
TEXHUYECKON YKPEIUIEHHOCTH, HE COOJIIOJIEHBI POTHBONOXKAPHBIA (AE€pPEBSIHHbIE MEPEKPBITHSA) U OXPaHHBIN
pexxumbl. Hapymenust Obimn 3auKkcupoBaHbl TPOKypaTypoil. KTo HeceT OTBETCTBEHHOCTH 3a HECOOIOACHUE
TpeOOBaHUH K XpaHEeHUO 10KyMeHTOB? Kakas Mepa OTBETCTBEHHOCTH MOXKET OBITh IIpeyCMOTpeHa?

3aganue 11

HavyanbHuk BOMHCKOM 4acTH 3alpOCHi B apXUBE YACTH JTUYHOE JIEJI0 BOCHHOCIYKAIIIETO — FPaklaHuHA
CnyxkuHa. DTH JIOKYMEHTHI ObUTH MPEIOCTABJICHBI Cyly B KadyeCTBE JIOKa3aTeabCTBA IO jaeny. | paxnaHuH
CnyXKHH TOoJall B Cy/ MCK Ha HAa4YaJbHUKAa BOMHCKOHN YacTH 3a TO, YTO TOT 0€3 ero corjacus mepenayl Cyay
JOKYMEHThl — KONHUU U3 €ro JUYHOIO JeNa, COJEep>Kallhe MEepPCOHAIbHBIE CBENCHUS KOH(MUICHIIMAIBLHOTO
xapakrepa (MHQOpMAIMs O YAaCTHOW JKM3HM), a TaKXKe COOOIIMI yKa3aHHbIC (aKThl B OpPTaHbl JO3HAHUS U
npenBapuTenbHoro cieactsus. [louemy uck rpaxnannna CioyxKruHa octajcs 0e3 yI0BIeTBOPEHUS?

3aganmne 12

I'paxxnanka BoponioBa, 3aHumaromias JOJKHOCTh CIEIHAINCTa B CEIBCKOM aJIMUHHCTPALIUH,
pasMectuia B cetu WMHTepHeT mH(GOpMalMIO, AOCTYN K KOTOpOil orpaHudeH (damMuinu, UMEHa, OTYECTBA
CYIIPYTroB (CYIpyT) JSMYTAaTOB M MYHUITUTIAIBHBIX CIYXAaIIHX ), 32 9TO ObUIA MMPUBJICUCHA K aJMIHUCTPATHBHON
OTBETCTBEHHOCTH, K HEH OBLJIO MPUMEHEHO B3BICKAHKE B BHJIC aJIMHHUCTpaTUBHOTO ImTpada B pazmepe 4000 p.
VYkaxute Ha3BaHUE HOPMATHBHOTO JIOKYMEHTa U CTaThIO, MPEIyCMATPUBAIOIIYI0 HaKa3aHHUE 3a pasrialicHue
nH(OPMALIUK OTPAHUUYEHHOTO TOCTYTIA.

Kputepun ouenuBanus: 60 GannpHas mkana. Kaxnas 3aianue olieHUBaeTCs MaKCUMYyM B 5 06aJioB:

«5-4 GayoBy — CUTYaIllMOHHOE 33JIaHWE BBITIOJHEHO IMOJHOCTBIO, B paMKaxX peryiaMeHTa, YCTAaHOBJIIGHHOTO Ha
MyOIMYHYIO MPE3eHTAIINIO, CTYICHT MPUBOANT MOJHYIO YETKYIO apTyMEHTAIIMI0 BHIOPAHHOTO PEIICHUS

Ha OCHOBE KaYeCTBEHHO CACIAHHOI0 aHaIn3a.

«3-2 Ganna» — CUTyallMOHHOE 3a/IaHHe BBIMOJIHEHO TOJTHOCTHIO, HO B paMKax YCTaHOBIIEHHOTO HA BBICTYIUJICHHE
periJamMenTa, CTYACHT He MMPUBOIUT MOJTHYIO YETKYIO apTyMEHTAINI0 BRIOPAHHOTO pernreHus. [Ipu ycTHOM oTBeTe
Ha JIOTIOJIHUTEIbHBIE BOMPOCHI BHICTYMAIONINI OTBEUAET C HEKOTOPBIM 3aTPyIHEHHEM, TIOJITOTOBJICHHAS YCTHAS
MIPE3EHTAIMH BBITIOJTHEHHOTO Keic-3a/IaHus HE OYCHb CTPYKTYPHpPOBaHA.

«1 Oamnm» — cUTyallMOHHOE 3aJlaHue BBIMIOJIHEHO Oojiee 4eM Ha 2/3, HO B paMKaxX YCTaHOBJIEHHOTO Ha
BBICTYIUICHHE PErJIaMeHTa, CTYJCHT PACIUIBIBUATO PACKPBIBACT PEHICHUE, HE MOXKET YETKO apryMEHTHPOBATh
CIeTaHHBIA BBIOOpP, MOKA3bIBAET SIBHBIM HEAOCTATOK TEOPETHYECKMX 3HaHUN. BwIBOABI crnabble, cOOCTBEHHAS
TOYKA 3PECHHS HA TPUYMHBI BO3HUKHOBEHHUS TMPOOJIEMBI HE OOOCHOBaHA WIJIM OTCYTCTBYeT. [Ipw ycTHOM
MPEe3eHTAIMH Ha BOMPOCH OTBEYAET C TPYAOM WIIM HE OTBEUAET COBCEM.

Omnpoc

1. OCHOBHBIG TIIOHATHUA 1 TepMI/IHOJ'IOFI/ISI I[OKyMeHTaHI/IOHHOFO O6GCHG‘IGHI/I$I yr[paBJ'IeHI/Iﬂ.
— IlepeyncnuTh OCHOBHBIEC MOHATHS U TEPMHUHOJIOTHIO TOKYMEHTAIIMOHHOTO 00ECTICYeHHS! YITPABIICHU.
— JlaTe omnpeaeneHue MOHATUSAM U TEPMUHAM.
—  Brizenuts 0cOOEHHOCTH.
— CucremMaTH3UpOBaTh UX MO OCHOBHBIM MTPU3HAKAM.
2. HopmatuBHO — MeTOIM4eCcKOe 00ecrieueHne JOKYMEHTAIMOHHOTO 00SCTICUeHHS yIIPaBICHHMSL.
— TlepeyncnuTh OCHOBHBIC HOPMATUBHBIE IOKYMEHTHI, OTPEACIISIONINE MTOPSIIOK CO3/IaHUs U OPTaHU3AIHIO
paboThI C TOKYMEHTAMH.
— PackpsITh CyIIHOCTD U 3HAYEHHE HX.
— BBI}IGJ'II/ITI) prl'[l'H)I HOpMaTI/IBHBIX aAKTOB OpFaHI/ISaHI/IOHHOFO nu I/IHCTPYKTI/IBHOFO XapaKTepa.



— Tunusuposatb TOKYMEHTHI, COCTABJISIOLIHE HOPMaTUBHO-METOIUYECKOE obecrieueHue
JOKYMEHTAI[HOHHOTO 00ECTIeYeHHUS yIIPaBICHHSL.
3. YHudukauus u cTanapTU3alys B CHCTEME OPTaHU3allMOHHO — PACMIOPAIUTENBHON TOKYMEHTALIUH.
— IlepeuncnuTh OCHOBHBIE TIOHATHS, UCTIOIb3yeMbIE B YHU(PHUKAIIMU U CTAHJApTH3AIMH.
— Onpenenuts COCTABISIONIUE 3TIEMEHTHI YHU(DUKAIIMHN TOKYMEHTOB.
— Bbinenutb OCHOBHbBIE MPU3HAKY KIaccu(PUKAIMKU JOKYMEHTOB.
— VYcraHoBUTh Ha3HaueHue U 3(GGEKTUBHOCTh CTAaHAAPTU3ALMKA B CHCTEME OpraHM3alKdOHHO-
pacnopsAUTEIbHON JOKYMEHTAIUH.
4. OcHOBHBIE 3amaud, (YHKIHMH, TpaBa, OTBETCTBEHHOCTh CIYKOBl JOKYMEHTAIMOHHOTO oOOecreueHus
yIpaBiIeHUS.
— IlepeuncnuTbh OCHOBHBIC 33a4M CIYKObI JOKYMEHTALIMOHHOTO 00eCIIeUeH sl YIIpaBICHUSI.
— OxapakTepu30BaTh LEIH U 334a4H.
— Boigenuts QyHKIMM JOKYMEHTAIIHOHHOTO 00ECTICYeHHS yIIPaBIICHHSL.
— CpaBHuUTH npaBa U 0053aHHOCTH, IPEJIOKHUTH CBOM BapHUAaHT.
5. TUNOBBIE CTPYKTYPHI CITYKObI TOKYMEHTAIIMOHHOTO 00ECTIeYeHHS YIIPABJICHHUS.
— IlepeyncnuTh TUTIOBBIE CTPYKTYPHI CIIY>KOBI TOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHHUS.
— JlaTh XapakTepucTHKy OCHOBHBIM cTpykTypam CHOVY.
— Beigenuts ux QyHKIUH.
— CpaBHUTH CTPYKTYPBI MEXKIY COOOM, BBICIUTD MPU3HAKUA KIACCU(PUKALINH.
6. TpeGoBanus K 0POPMIICHUIO JOKYMEHTOB YHH(PUIIMPOBAHHON CHCTEMBI OPTaHNU3alHOHHO-PACTIOPIUTEIHLHON
NeSITEIbHOCTH.
— TlepeuncnuTh OCHOBHBIC PEKBH3HUTHI JOKYMEHTA U (pOpPMATHI Oymaru.
— JlaTh XapakTepUCTHKY PEKBU3UTAM.
— BpienuTb B3aUMOHCKITIOUAIONTNE PEKBU3UTHI.
— CpaBHUTH cTaHIAPTHI OQOPMIICHUS O PA3IUYHBIM BUJAM JIOKYMEHTOB.
— IlpaBuna cocTaBieHHs MHCEM.
— JloknaaHas u ciyxeOHas 3arucka.
— Bugsl cipaBok, IpaBuiia COCTABICHHUS.
— PacrnopsiaurenbHbIE JOKYMEHTHI.
— HMHdbopmarmoHHO-CTIpaBOYHBIE TOKYMEHTHI.
— TlonsTHe 1OKyMEHTO0O0POTA U BHIBI JOKYMEHTOIIOTOKOB.
— Ilpuem u nepBuyHas 06paboTKa TOKYMEHTOB.
— IlpenBapurenpHOE pacCMOTPEHHE U pacpeeieHne TOCTYNAINX TOKYMEHTOB. Perucrpanms
JTOKYMEHTOB.
— TpeGoanus, npeabsBisieMble K opopmiieHHto Jen. OdopmiieHre 00I0KKH JEl.
— TpeboBanus, npeabsaBiIsieMble K OPOPMIICHHUIO PEKBU3UTA.
7. Bunpr 01ankoB. OCOOEHHOCTH CO3IaHHU.
— Tlepeuncnuth BUJIBI OJIAHKOB.
— /JlaTb XapakTepuCTHKY OCHOBHBIM BHJIaM OJIaHKOB.
— BbLaenuts oTaMUNTENBHBIE TPU3HAKY BUIOB OJaHKOB.
8. OcobenHocTH 0(hOpMIIEHUSI OPraHU3AIMOHHBIX JOKYMEHTOB.
— TlepeuncnuTh OpraHU3aMOHHBIE TOKYMEHTHI.
— OxapakTepru30BaTh Ha3HAYCHUE OPTraHU3AIMOHHBIX JOKYMEHTOB.
— Ormpenenuts 0COOEHHOCTH O(POPMIICHHS OPTaHU3AIUOHHBIX JOKYMEHTOB.
9. Ocobennoctu ohopmieHuss THPOPMALTMOHHO-CIIPABOYHBIX JIOKYMEHTOB.
— Tlepeuncnuth HHOOPMAITMOHHO-CIIPABOYHBIE IOKYMEHTHI OPTaHU3AIIMOHHBIE IOKYMEHTHI.
— OxapakTepru30oBaTh Ha3HaYeHNE HH()OPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB.
— Omnpenenutb 0cOOeHHOCTH 0(OpMIIEHUS HHPOPMAITIOHHO-CIIPABOYHBIX JOKYMEHTOB.
10. OcobeHHOCTH 0(OPMIICHUS PACTIOPSTUTEIIBHBIX JOKYMEHTOB.
— Ilepeuncnuth pacnopsIuTeIbHbIE TOKYMEHTHI.
OxapakTepu30BaTh Ha3HAYCHHUE PACTIOPSAUTEIBHBIX TOKYMEHTOB.
— Omnpenenuth 0cOOEHHOCTH 0(OPMIICHHS OPTAaHU3AIMOHHBIX JOKYMEHTOB.
— CpaBHUTH U ONIPENIENUTH TUITBI PACTIOPSAUTENBHBIX TOKYMEHTOB.
11. TlonsiTHE TOKYMEHTOOOOPOTA, €r0 KOJMYECTBEHHBIE M KAYECTBEHHBIE TTapaMeTpPHI.



12.

13.

— TlepeuncnuTh XapakTEpPUCTHKU TOKYMEHTOO0O0pOTA.

— OxapakTepu3oBaTh apaMeTpbl JOKYMEHTOO00pOTa.

— BeigenuTs rmaBHOE IPAaBUIIO OPTaHU3AINHN JOKYMEHTOO00POTA.

— CpaBHHUTH apaMeTPbl JOKYMEHTOO00POTA.

[Topsiiok paboThI C HOCTYMAIOUIMMH, UCXOISIIUMH U BHYTPEHHUMH JTOKYMEHTaMHU.

— Ilepeuncnuth 3Tansl paboTh C JOKYMEHTAMHU.

OxapakTepu30BaTh NEPBUUHYIO 00paOOTKY C TIOKYMEHTAMHU.

Boienuts 0co0eHHOCTH pabOThl ¢ BHYTPEHHUMH JOKYMEHTaMHU.

KnaccuduupoBars 3Tarnsl ¢ HOCTYNAIOIIMMHU, HCXOSIIMMHI U BHYTPECHHUMH TOKYMEHTAMHU.
TpeOGoBanus 10 perucTpanuy J0KyMEHTOB.

— Jlatp ompeneneHne perucTpau J0KyMEHTOB.

— OrmpenenuTs HeIH PETUCTPALHH.

— Brigenuts 00s3aTenbHbe KOMIOHEHTHI PETUCTPAIUH.

— OrmpenenuTs 3HaU€HUE PETUCTPALIMU JOKYMEHTOB U MOCIEICTBHS UX HE PErHCTPALIUH.

— Topsmox odopmiteHUs PE30TIOLUH.

— Tpebosanwus, ycranosnenusie [[OCT P6.30-2003 k pazmepam moJieit CryKeOHBIX TOKYMEHTOB, TIOPSIOK
HyMepaluy JIMCTOB.

— JIOKyMeHTHI, IpeIbSBISIEMbIEC TTPH IPUEME Ha PadoTYy.

— OCHOBHBIE 3JIEMEHTBI, OTPAKAIOIINECS B PE3IOME U aBTOOHOTrpad .

— Odopmienue 3as8BiaeHYs 110 JINYHOMY COCTaBY.

— JIoKyMeHTBI, BXOJSIINE B COCTAB JIMYHOTO JIeJla U B KaKOH IMOCIIe0BATEILHOCTH OHH PACIIONIaratoTCsl.

— Korga 3aBoauTcsi TpymoBas KHIDKKa Ha paOOTHHKA OPTraHW3AlUH, TNPEANPUSTHS, YIPEKICHHS.
TpeGoBanwusi, mpeabsABIsieMble K BEICHUIO TPYAOBOH KHUXKH, KaKW€ CBEICHHS BHOCATCS B TPYIOBYIO
KHUDKKY.

— Tlopsimox ohopMIIeHUST paCTIOPSKEHHUSL.

— Pa3HOBHIHOCTH NPUKA30B O JINYHOMY COCTAaBY.

— Ilopsnok odopmieHHs TaApaHTUIHHOTO MUCHMA.

Kputepun ouenmBanusi: 10 Gamnos. Kaxaomy cTyaeHTy HEOOXOAMMO OTBETHTHh Ha JBa JIOOBIX BOIpOCa.
Kaxapiii Bompoc olieHuBaeTcsi MaKCUMYM B 5 0anios:

ok wbdpE

—  «5 0ayIoB» BBICTABISETCS CTYJCHTY, €CJIM CTYACHT TITyOOKO M BCECTOPOHHE YCBOMJI CO/IEPIKaHUE TEMBI;
YBEPEHHO, JIOTUYHO, TIOCJIEIOBATEIIFHO W TPAMOTHO €r0 W3JIaraeT; ONMHpasich Ha 3HAHWS OCHOBHOHW U
JIONIOJTHUTEBHOM TUTEpaTyphl; yMeN0 0OOCHOBBIBAET U CAMOCTOSITEILHO apIyMEHTUPYET BbIABUTaeMble
WM UJIeH; JieJIaeT BEIBOJBI M 0000IIECHNS;

— «4 Oannay BBICTABISAETCS CTYAEHTY, €CIIM TBEPAO YCBOWI TEMY, TPAMOTHO U IO CYLIECTBY M3JIaraeT ee,
ONUpasCh Ha 3HAHUS OCHOBHOM JMTEpaTyphl; HE JOIMYCKAET CYIIECTBEHHBIX HETOYHOCTEW B aHaIM3e
BOTIPOCOB TEMBI; YBSI3bIBAET YCBOCHHBIC 3HAHHUSA C IMPAKTHYECKOW IESITEIHHOCTHIO; apTyMEHTHPYET
Hay4HbIE [TOJIOKEHUs, OUPasiCh HA MHEHUE IPYTUX aBTOPOB; JIEJIaeT BHIBOJIbI U 000O0IIEHUS;

— «1-3 Oamna» BBICTABISETCS CTYIEHTY, €CIIM TeMa PACKPhITa HEJOCTATOYHO MOJHO: CTYIACHT OCBOWII
npobneMy, M3JaraeT €€ OCHOBHOE COJIep)KaHWE, ONMUpPasCh Ha 3HAHUS TOJBKO OIHOTO HMCTOYHHUKA
OCHOBHOMH JIUTE€PATypHI; JOMYCKAET HECYIIECTBEHHBIE OIIMOKN U HETOYHOCTH; UCIIBITHIBAET 3aTPYAHECHUS
B MPAKTHYECKOM MPUMEHEHWW 3HAHUH; C1a00 apryMEHTHUPYEeT HAay4HBIC TOJOKCHUS; 3aTPYIHICTCS B
(opMyIMpPOBaHUU BBIBOJIOB U 0000IIEHNUH;

Temsbl pepepaToB

CoBpemeHHbIe TpeOOBaHUS U 001IHe TpaBUia HOPMUPOBAHUS el

Ontumu3zarust GyHKIUI 1 BUAOB JOKYMEHTOB HA COBPEMEHHOM JTare

CoBpeMeHHast CUTYyalus ¢ MPEeACTaBUTEILCTBOM IOKYMEHTOB OPIaHOB BJIACTH B ceTH VIHTepHeT

SI3BIK ¥ CTHIIH CITYKEOHBIX IOKYMEHTOB B HH(POPMAITMOHHOM OOIIIECTBE

Hcnonb3oBanue MHTEpHET-TEXHOIOTUH B IOKYMEHTALIMOHHOM 00€CIIeUeHUH YIIpaBJICHUS

[TonsATHE O OIaHKaX JOKYMEHTOB M TPEOOBAHUSAX, MPEABSBISEMBIX K UX COCTABJICHHIO HA COBPEMEHHOM
JTane
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10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.

28.

29.
30.

JlemoBoe nmucsEMo
Jlenonpon3BOACTBO B KaJIPOBOM CITy:k0e

3amaun  AETONPOM3BOJACTBA M CHIYKO  JOKYMEHTAllMOHHOTO  OOECIEYEeHHs  yNpaBlIEHUS IO

COBEPIICHCTBOBAHHIO PabOTHI C JOKYMEHTAMH Ha COBPEMEHHOM JTarie

prnnbl ACI B JOKYMCHTAlITMOHHOM OGGCHG‘-IGHI/II/I YIpaBJICHUA U TOATOTOBKA UX HAa aPXHUBHOC XPAHCHUC
TpeGoBaHus U COBEPIICHCTBOBaHKE (HOPM M METOJIOB 00PaOOTKH UCXOASAIICH JOKYMECHTAIHH
JIOKyMEHTOOOOPOT KaK COCTaBHAs YacTh JACIOMPON3BOACTBA U ITyTH €r0 ONTUMHU3AINN

JlnuHOE e70 KaK COBOKYITHOCTh JOKYMEHTOB I10 JINYHOMY COCTaBY

3aBepuTenbHas HAAIUCH

O6opynoBaHue M OCHALICHHE MOMELIEHUH CIIyX0 TOKYMEHTAllMOHHOTO OOecreueHusl yrnpaBieHUs Ha

COBPEMEHHOM 3Talle
BusuTHbIE KapTOUYKH IOPHINYECKUX U (HPU3HUECKHUX JIHIL

MeTop! ynpaBieHus JOKyMEHTOOOOPOTOM Ha COBPEMEHHOM JTarie

[TocTosTHHBIE PEKBU3UTHI, TPAKTUKA UX IPUMEHEHHS U UCIIOJIB30BAHUS

PazpaboTka u npuMEeHEHNE aBTOMATU3UPOBAHHON CHCTEMBI IOKYMEHTO000pOTa Ha MPEAIPUIATUI
Cucrema IIaHOBOW TOKYMEHTAIMN: HEOOXOAUMOCTD €€ CO3/aHUs ¥ IPUMECHEHHS

CoBpeMeHHbIE IPOrPaMMHBIE CPE/ICTBA, UCIIOIb3yEMbIE B IPOLIECCE CO3JJaHUS TOKYMEHTOB
CrannapTuzanus ynpapieHYeCKoN JOKYMEHTAIlMM Ha COBPEMEHHOM 3Talle

DNEKTPOHHBIA JOKYMEHTOOOOPOT B COBPEMEHHOM Oduce

OdopmiieHne 1 npeAcTaBiIeHUe JOKYMEHTOB AJIs Ha3HAYCHUsI IEHCUN

CI/ICTeMaTI/I3aIII/I$I JOKYMCHTOB, ITOATOTOBKA U II€pCavda NX B apXuB

Krnaccudukanus JTOKyMEHTOB M COCTaBICHUE HOMEHKIIATYPbI JIeI Ha IPEIIPUSITHN

BHG[IpeHI/Ie aBTOMaTH3PIp0BaHH0171 CUCTCMbl JOKYMCHTAIITMOHHOI'O obecrneueHust YIIpaBJICHUA
AEATeNLHOCTD NPEANPUATHI 1 OpraHU3aluii

B

OcCHOBHBIE KJIACCHI ABTOMATHU3UPOBAHHBIX CUCTEM JOKYMCHTAIMOHHOI'O obecnieueHus YIIpaBJICHUA, UX

XapaKTepUCTUKH U MCII0JIb30BaHKHE B IPAKTUYECKOI padoTe
Vcnonp30BaHne KOMITBIOTEPHON TpadUKU B TOKYMEHTAIMOHHOM O0ECTICUCHUH YIIPaBIICHUS
Vcnonb3oBaHue caliTOB OpraHu3aliil B JOKYMEHTAMOHHOM OO€CIIEYeHUH YIIPABICHUS

Kpurtepuu ouennBanus: Pedepar ounennBaercs makcumyM B 10 6amoB. Kax bl CTyAeHT BBIOMpAET TOIBKO |

TeMy JJis cBoero pedepara.

«7-10 6annoBy» BBICTABISETCS CTYIEHTY, €CIU CTYACHT IIyOOKO M BCECTOPOHHE YCBOWJ COJIEp:KaHUE
TEMbI; YBEPEHHO, JIOTUYHO, TOCTIEA0BATEIHHO U TPAMOTHO €T0 M3JIaraeT; OMUpascCh Ha 3HAHUS OCHOBHOM
W JIOTIOJIHUTEIHHOW JIMTEpPaTyphl; YMENO OOOCHOBBIBAET W CaMOCTOSTEIBHO apTyMEHTHPYET
BBIIBATaeMbIE€ UM HJIEH; A€JaeT BEIBOABI K 0000IIEHNS;

«4-6 6a/UTOB)» BBICTABIISCTCS CTYACHTY, €CIIH TBEPJO YCBOWI TEMY, 'PAMOTHO W TIO CYIIECTBY H3JIaraet
ee, ONMpPasiCh Ha 3HAHUS OCHOBHOMW JIUTEPATYPHI;, HE JOMYCKAET CYIIECTBCHHBIX HETOYHOCTEH B aHAIIN3E
BOIIPOCOB TEMBI; YBSA3BIBAET YCBOCHHBIE 3HAHUSA C TMPAKTUUYECKON AESITENbHOCTBIO; apryMEHTHPYET
Hay4YHBIC MTOJIOKCHHUS, OTMMPAsCh HAa MHCHHE JPYTUX aBTOPOB; JIeIaeT BEIBOJIBI H 0000IICHNS;

«1-3 Gannma» BBICTABISETCS CTYIEHTY, €CITU Te€Ma PAacKphiTa HEAOCTATOYHO TOJHO: CTYAEHT OCBOWII
npoOyieMy, U3NIaraeT €€ OCHOBHOE COJIep’KaHUe, OMHPAasCh HAa 3HAHUS TOJBKO OJHOTO HCTOYHUKA
OCHOBHOM JIUTEpaTypPHI; JIOMyCKAeT HECYNIECTBEHHBIC ONTMOKHM U HETOYHOCTH; UCITBITHIBACT 3aTPy THEHUS
B MPAaKTHYECKOM MPUMEHEHHH 3HaHUH; cabo apryMEHTHUPYET HaydHBIC TOJOKEHUS; 3aTPyTHSIETCS B
(hopmMyTUpOBaHUU BBIBOIOB U 0000IIIEHUH

3 MeToauyeckye MaTepHasbl, onpejessouiie Npoueaypbl OLleHUBAaHUS 3HaHMIA,
YyMEeHUH, HABBIKOB M (W/IM) oOnbITa AESATEJbHOCTH, XapaKTEPU3YIOUMX I3Talbl
dopMupoBaHHA KOMIIETEHIU M

[Tpoueaypsl OLIEHHBAaHUS BKJIIOYAIOT B ¢€0s TEKYILIUI KOHTPOJIb U MPOMEXKYTOUHYIO aTTECTAIIHIO.
Tekymmii KOHTPOJIb yCIEBAEMOCTH MPOBOAUTCS C HCIIOJIB30BAHWEM OIICHOYHBIX CPEJCTB,

MMpEACTAaBJICHHBIX B II. 2 JAaHHOTO IMPUJIOXKCHUA. Pe3y.]'IBTaTI)I TEKYIIETO KOHTPOJA AOBOJATCA OO0 CBCACHUA

CTYACHTOB 110 HpOMe)I(YTO‘—IHOﬁ aTTecTanuu.



IIpome:xyTouHAasi aTTeCTALMSA IPOBOJIUTCS B OpME SK3aMeHa U 3aIIUTHI KypCOBOW pabOTHI.

OK3aMeH MPOBOJUTCA MO PACIHCAHUIO MPOMEXYTOYHOM aTTecTtauuu B yCTHOM Buje. KoimuecTBo
BOIIPOCOB B 3K3aMeHamoHHoM Omere — 3. [IpoBepka 0TBETOB M 00BsIBIIEHHE PE3YJIbTATOB POU3BOAMUTCS B IEHB
9K3aMeHa. Pe3ynpTaThl aTTecTallMM 3aHOCATCS B BEAOMOCTb M 3a4ETHYIO KHUXKKY cTyaeHTa. CTyAeHTbI, He
MPOIICAIINE MPOMEKYTOUHYIO aTTECTAllMI0 MO TpaduKy CEeCCHM, TOJKHBI JIMKBUAWPOBATH 33JJ0JDKEHHOCTH B
YCTaHOBJICHHOM IOPSIJKE.



Ipuio:xkenne 2
METOANYECKHUE YKA3AHUSA 11O OCBOEHUIO ITNCHUITJIMHBI

Y4eOHBIM MJIAHOM IPETyCMOTPEHBI CIEAYIONINE BUAbl 3aHATUH:

- JICKIIHH;

- IPAKTUYECKUE 3AHSITHS.

B xome JneKUMOHHBIX 3aHSATUM  PACCMATPUBAIOTCA  TEOPETUKO-METOIOJIOTMUYECKHE  OCHOBBI
JOKYMEHTAI[MOHHOTO 00ecCrevyeHns, OCHOBHbIE AaCHEeKThl TOCYAAPCTBEHHOM M MYHUIMIAIBHON CIIyXOBbI,
MIPUHIIMITEI ¥ TPEOOBAHUS K OpraHU3aIluH JEIONPOU3BOICTBA U JOKYMEHTOO00pOTa B OpraHax rocyapCTBEHHON
1 MyHUIUIIAJIbHOM BJIACTH.

B xoxe mnpakTuueckux 3aHATUN YIIyOJIMAIOTCS M 3aKpEIUISIOTCS 3HAHMUA CTYAEHTOB 10 psay
PaCCMOTPEHHBIX Ha JIEKIHUSX BOIPOCOB, PA3BUBAIOTCS HABBIKH JJOKYMEHTOOOOPOTA, CHOCOOHOCTH 00paboTKH
JOKYMEHTOB, COCTaBJIeHUS U OGOpMIICHMS JIOKyMEHTOB B OpraHax rocyaapcTBeHHOW BiacTu Poccuiickoit
denepanuu, opraHax TOCYIapCTBEHHOW BIAcTH cyObekToB Poccuiickoit denepanuu, opraHax MECTHOTO
CaMOYIIPABJICHUs, TOCYJApPCTBEHHbIX M MYHULHUIAIBHBIX MPEANPUATUAX M YUPEKICHUSX, HAYYHBIX M
O6p8,30BaTCJIBHbIX opraHu3anusiax, IMOJIUTUYCCKHUX ITIapTUAX, O6H.I€CTBCHHO-HOHI/ITI/I‘I€CKI/IX, KOMMCPUYCCKUX U
HEKOMMEPYECKHX OpraHu3alusx.

[Tpu MoAroTOBKE K MPAKTUYECKUM 3aHATUSAM KaXAbli CTYACHT JOJDKEH:

— U3Y4YUTh PEKOMEHJIOBAaHHYIO YUEOHYIO JIUTEPATYPY;

— U3YYUTh KOHCIEKTHI JIEKIUH;

— IIOArOTOBUTH OTBETHI HA BCE BOIIPOCHI 110 U3y4aeMOM TEME.

B nporiecce noAroToBKM K MPaKTUYECKUM 3aHATUSAM CTYAEHTBI MOT'YT BOCIIOJIb30BAThCS KOHCYJIbTALlUMU
IIpenojaBaTels.

Bompockl, He paccMOTpeHHbIE Ha JIEKUMAX W IPAKTUUYECKUX 3aHSITHUSX, JODKHBI OBITH H3Y4YEHbI
CTY/IEHTaMM B XOJI€¢ CaMOCTOSTEIbHON paboTsl. KoHTposb camocTosTenbHON paboThl CTYJAEHTOB Hajl yueOHOI
IIPOrpaMMoOil Kypca OCYILIECTBIISIETCS B XOJI€ 3aHATHI METOAOM OIpoca, MOCPEICTBOM TeCTUpOoBaHusd. B xone
CaMOCTOSITENIbHON pabOoThI KaXK/Ibli CTYIEHT 00513aH IPOYUTATh OCHOBHYIO U ITO BO3MO>KHOCTH JIOTIOJIHUTENIbHYIO
JUTEpaTypy MO U3ydaeMon TeMe, JOMOJHUTh KOHCIEKThI JEKIUI HEJOCTAIOUM MaTepHalioM, BBIITUCKAMU U3
PEKOMEHIOBAaHHBIX IIEPBOMCTOYHHUKOB. BblaenuTe HENOHATHBIE TEPMMHBI, HAWTH UX 3HA4YCHHE B
SHIMKJIONENYECKHUX CIIOBapSIX.

CTyneHT J0JKEeH TOTOBUTHCS K MPEICTOSAIIEMY MPAKTUYECKOMY 3aHATHIO MO BCEM, 0003HAUEHHBIM B
paboueii mporpaMMe JUCHUILIMHBI BOIIPOCAM.

JI1g IOArOTOBKU K 3aHATHUSAM, TEKYIIEMY KOHTPOJIK MU IMPOMEKYTOYHON aTTECTAlMU CTYAEHTHI MOTYT
BOCIIOJIb30BaThCSl 3JIEKTPOHHO-OMOMMOTEUHBIMU cucTeMaMH. Taxke oOydaroumuecss MOTYT B3STh Ha JOM
HE00XO0/AUMYIO JTUTEpaTypy Ha a0OHEMEHTE YHUBEPCUTETCKONW OMOIMOTEKH MIIM BOCIIOJIb30BAaTHCS YNTATILHBIMHU
3ajJaMu.

MeTtoauyeckue peKkoMeHIallMU 110 HAMCAHKIO pedepaTa, TpeGoBaHU K 0popmiiennIo pedgepara
CrpykTypa pedepata:

1) TuTynbHBIA JHUCT;

2) CopepxaHue (C yKa3aHUEM CTPAHHUI] KaXK0TO BOIIPOCA, MOMYHKTHI);

3) Bseenenue;

4) OcHOBHas 4acThb;

5) 3axmoucHwue;

6) Cnucox MCIOIb30BaHHOM JINTEPATYPHI;

7) Tlpunoxxenusi (TaOiMIbl, JAUArpaMMbl, TpadUKH, PUCYHKH, CXeMbl (TpU Haau4uu)). [IpHIokKeHUs
HYMEPYIOTCSI ¥ PACIIONararoTcs OCIe€J0BaTEIbHO, COINIACHO 3ar0JI0BKaM, OTPaKAIOIINM UX COJIEP KAHHUE.

CTyaeHTHI 3apaHee JCNATCS Ha TBOPYECKHE TPYIbI, KOTOPHIM JaeTCs 3aJaHhe IMOATOTOBHTH JOKJIAIbl C
npesenTaiusivu B popmare LibreOffice u ux oOGcyxmeHune Ha BbIllIe yKa3aHHBIC TEMBI.

TpeboBaHust K CIUCKY JIUTEPATypHl B pedepare:
1) Chwucok nuTepaTyphl pacnojaraercs B aihaBUTHOM MOPSIKE.
2) KonnuyecTBO HCTOYHMKOB HE MEHEE 5 IITYK.
3) Ilopsok pacronokeHHs HCTOYHHKOB [0 3HAYHUMOCTH:



— Kouncturynus PO, @3, HopmMaTUBHO-TIPaBOBBIEC AKTHI,
— y4eOHHKU, KHUTH;

— KypHAaJbl, CTaThU;

— DJIEKTpPOHHBIC (IU(POBBIEC) PECYPCHI.

TpeboBanus k ohopmieHuto pedepara:

1)
2)
3)
4)
5)
6)
7)
8)

o0weM pedepara — 15-20 cTpaHuIl MATHHOIMUCHOTO TEKCTA.

TEKCT TIeYaTaeTCs Ha OJIHON CTOpOHE JincTa 6enoii Oymaru gopmara A4.
1BET MpHUQTA - YSPHBIIA.

pa3mep mpudra — 14, Times New Roman,

MEXCTPOUYHBIN HHTEpBaI -1,5.

BBIPABHUBAHHE CTPOKH TIO IITHPUHE.

pa3Mmepsl noJieit: mpaBoe -10 MM, BepxHee 1 HukHee - 20 MM, 1eBoe — 30 M.
«Kpachas ctpoka» - orcryn 1,25 cm.

Kpurepuu npu ouennBanuu pedepara:

1)

2)

3)

4)
5)

HoBu3zHa pedeprupoBaHHOTO TEKCTa - aKTyaJIbHOCTh MPOOJIEMBI U TEMbI; HOBU3HA U CAMOCTOSITENILHOCTD
B IIOCTaHOBKE MpOOJeMbl, B (DOPMYTUPOBAHUU HOBOTO aCIEKTa BBIOPAHHOM I aHAlIM3a MPOOJIEMBI;
HaJIM4YUe aBTOPCKOH MO3ULIUU, CAMOCTOATEIbHOCTD CY>KICHHIA.

CreneHb pPACKpBITHS CYITHOCTH MpPOOJEMBI - COOTBETCTBHE IUIaHA TeMe pedepaTa; COOTBETCTBUE
CoJiep>KaHusl TeMe U IJIaHy pedepaTa; MOTHOTA U TIyOMHA PACKPBITUS OCHOBHBIX MOHSATHI MPOOIEMBI;
000CHOBAaHHOCTh CHOCOOOB M METOJOB pabOTHI C MaTepualioM; yMEHHe paboTaTh C JIMTEPaTypoH,
CUCTEMAaTHU3UPOBATh U CTPYKTYPUPOBATH MaTepHaIl; yMEHHE 000011aTh, COTIOCTABISTH Pa3IMYHbIE TOUKU
3peHus 110 pacCMaTpUBAEMOMY BOIPOCY, ApI'YMEHTUPOBATh OCHOBHBIE I10JIOKEHUSI U BBIBOJIBI.
O60CHOBaHHOCTH BHIOOPA UCTOYHHUKOB - KPYT, OJHOTA HCIIOIb30BAHMS JIUTEPATYPHBIX UICTOYHUKOB TIO
npobiemMe; NpUBJICYCHHE HOBEHIIMX paboT 1Mo mpobiieMe (KypHaJbHBIC ITyOJHKAIMH, MaTepUabl
COOPHHUKOB HAYYHBIX TPYJOB H T.1.).

Cobmoienue TpeboBaHuil K 0pOopMIICHHIO pedepara.

I'pamotHOCTH - oOTCyTCTBUE Opdorpaduyeckux U CHHTAKCHYECKHX OIMUOOK, CTHIIMCTUYECKUX
MOTPEIIHOCTEN; OTCYTCTBUE ONIEYATOK, COKPALEHHH CII0OB, KPOME OOIIECTIPUHATHIX; TUTEPATYPHBIN CTHIIb.

MeToauuecKkue PECKOMEHIAIMUH 110 BBINMOJIHCHUIO CUTYAIIMOHHBIX 3agaHui

PermameHT npoBeneHUs MEPONPUATHS OLICHUBAHMS | CUTYallMOHHOTO 33JaHMs OJHOIO CTyaeHTa: 15
MUHYT.
CryneHram cieayeT NpeJoCcTaBUTh JO0CTaTOYHO BPEMEHHU (HE MeHee 5 THel) JuIsl YTEHUS U MOATOTOBKH K

O6C}’)K,I[€HI/IIO CUTYAalIUOHHOT'O 3a/IaHUA U €TO AHAJIN3Y Ha 3aHATHUH. O6CY)KI[€HI/IG CUTYalUOHHOTI'O 3aJIaHUS MOKET
OBITH MMPOBEACHO B TCYUCHUEC OJHOI'0 MPAKTUYCCKOT'O 3aHATHAA.

CI/ITyaL[I/IOHHOG 3aaHuC JOJIZKHO OBITh BBITTOJITHEHO IMTUCHBMEHHO U HAOJIOKCHO KAXKIbIM CTYACHTOM YCTHO.

[Ipy 3TOM CTYINEHT JOJKEH MPHUBECTH MOJIHYIO YETKYI0 apryMEHTAIMI0 BBIOPAHHOIO pEIIEHHsS Ha OCHOBE
KaueCTBEHHO CIEIaHHOIO aHAJIN3a, JOJKEH YETKO U IIOJIHO OTBEYATh HA 3a/1aBa€MbI€ €MY BOIIPOCHI.



