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1 Ilean ocBoOeHMSI AUCHHUILINHDBI

Llenpto OCBOGHMS TUCHUIUIMHBI «/[OKyMEHTHpOBaHME YIPABICHUYECKON [ESTEIbHOCTH
SBJISICTCS] U3YyYEHUE TEOPETUUECKUX U MPAKTUUECKUX OCHOB CO3JaHUs IOKYMEHTOB YIIPABJICHUS;
rpaMOTHOU U 3(PPEKTUBHOI OpraHu3aluyu COBPEMEHHOTO JEJIONPOU3BOJICTBA HA MPEANPUATHIX
U B OpraHu3aiusx.

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

Jucuummuza b1.b5.13 «/lokyMeHTHpOBaHUE YIIPaBIEHUYECKON JESATENIBHOCTHY» BXOIUT B
6a30By10 yacTh oOpa3zoBaresibHON porpammsel 010ka b1. mo Hanpasnenuto noarorosku 38.03.04
«["ocymapcTBeHHOE 1 MyHUIIUTIAIBHOE YIPABICHUEY.

s v3ydeHus: TUCHUILUIMHBI HEOOXOIMMBI 3HAHUS, YMEHHUSI, BIaJeHUs, chopMUpOBaHHBIE
B Tporiecce oOy4deHHs Ha OakajaBpuaTe: BJIAJCHHEM 0a30BBIX HABBIKOB MPAKTUYECKOH PaOOTHI
no cOopy pealbHbIX (DaKTUUECKUX MATepUaIOB, HMX KOMIUIEKCHOM OLIEHKe, aHalIu3y |
CHUCTEMAaTH3allud B YaCTH, KacCAloOIIEHCs pemeHuss TOKYMEHTHPOBAaHUS YIPaBICHYECKOU
JESITEIbHOCTH, CIIOCOOHOCTh K aOCTPaKTHOMY MBIILICHUIO, aHAM3Y, CUHTE3Y, CIIOCOOHOCTHIO
NPUHUMATh OPTraHU3AIMOHHO-YIIPABICHUYECKUE PEIICHUs, OICHWBATh WX MOCIEICTBUS, HECTH
OTBETCTBEHHOCTbH 32 MX PeajM3alii0, TOTOBHOCTh MOJb30BATHCS HOPMATUBHBIMU JOKYMEHTAMU
Ha MPaKTHKE

3HaHUs, YMEHUs, BIAJCHUS, MOJYYCHHbIE MPH U3YYCHUU AMCUUIUIMHBI HEOOXOAUMBI B
OCBOCHHMH CJEIYIOIMX KYypCcOB: «J/leloBble KOMMYHHKAIMM» «YTPABICHUECKUE PEIICHUS»,
«CounanbHO-93KOHOMUYECKOE IJIaHUPOBAHUE B MYHUIMIAIBHBIX 00pa3oBaHUsIX», «CBs3u C
OOIIECTBEHHOCThIO B OpraHax BiacTm», «lIpoekTHast mesTeNbHOCTh». 3HAHHS MO IMpodieMaM
JIOKYMEHTHPOBAHUS YNPABIEHYECKON NEATEIbHOCTH HYXHBI B HAyYHO - HCCIIEIOBATENILCKOM
paboTe U MPaKTHUECKOU IeATEeTbHOCTH.

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

B  pe3ynprare OCBOEHUSI  OUCHUILIMHBI  «JlOKyMEHTHpOBaHHE  YIPABIECHYECKON
JESATETLHOCTHY 00YyYaIOUNiCs TOJDKEeH 00J1a1aTh CISAYIOIUMHA KOMIIETEHITUSIMU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUeHUS
KOMIIETEHIINH

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

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

— OCHOBHBIE ITPUHIMIBI OpPraHU3alnH JeJI0NPONU3BOJICTBA U JOKYMEHTO000pOTa B OpraHax
rOCYAApCTBEHHOW U MYHHULIMIIAJIbHON BIACTH

— pa3iIMYHBIE CTPATETWH TIPEACTABJICHHUS pPe3yJIbTaTOB CBOEH pabOTBI Ui APYrHX
CIIELIMAJINCTOB.

YMeTh — HUHTETPUPOBATH B JICSATEIBHOCTH MOAPA3ACIICHUS MOJIOXKEHUS aHATUTUYECKUX JTOKJIA0B,
OTYETOB M JPYTUX HHPOPMAITMOHHBIX MAaTEPHAIIOB

Bnanets — HABBIKAMH  COCTABIICHHS, y4YeTa, XPAaHCHWUsS, 3allUTHl, MepeAadyd  CIyx)eOHOU
ITOKYMEHTAIIH B COOTBETCTBUH C TPEOOBAHISIMH JOKYyMEHTO000pOTa

— HaBbIKaMU cOopa, o0paboTkn wHPOpPMAMK W JOKYMEHTAIIMOHHOM O0OeCIeYCHHH
TOCYIApCTBEHHBIX OPTaHOB BJIACTH, OPraHOB BiacTH CcyObekToB P®, opranoB MCY u
OpraHu3aIil MAKEeTOM O(QHUCHBIX MPOTPaMM ISl pabOThI ¢ Ae0BOK WHpOpPMAIMEeH U OCHOBaMH|
CETEBBIX TEXHOJIOTUH




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

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

— KoHTakTHas padora — 10,7 akan. gaca:

— aynurtopHas — 10 akaj. 4yacos;

— BHeayauTopHas — 0,7 akaJ. 4acos;

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

- IIOATOTOBKA K 3a4YCTy — 3,9 aKaa. 4aCoB.
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1.Tema: Teoperuyeckne OCHOBBI| 2 1 1\1 16 |- U3yuenue yueGHOTO YcTHBIN onpoc. OIIK-4-3ys.
AeJIONPOU3BOJACTBA OpraHu3anmu. Matepuana, BbiHeceHHoro |[IpoBepka MHAMBHAYaJIbHBIX
Nudopmanus, ee kputepuu. J[oKymeHT. Ha CaMOCTOSITENIbHYIO | 3aJaHUH.
PexBuzur JIOKYMEHTA. OyHKIUU MpopaboTKy, MOATOTOBKA
JIOKYMEHTA. IOpuanueckas cuia K TEKYILUM 3aHATHSM.
JIOKyMEHTA. Jemonpoun3BoacTBoO, -IToAroToBKa BBHICTYIIJICHUI
JIOKyMEHTUPOBAHUE. C JIOKJIa/laMHu.
JlokymeHTanmoHHOe o0ecrnieueHne -Hanucanue KOHTpPOIBHOU
yIpaBIEHUS. JIOKyMEeHTOOO0POT. paboThI.
Knaccudukanmst JIOKYMEHTOB. - Ilouck AOMOJHUTENBHOMN
Cranpapruzanus U yHU(UKAUSA uHboOpMalUK O 3aJaHHON
JTIOKYMEHTOB. VYHubunuposanHas TeMe (paborta C
cucrema JOKYMEHTaluu YCLO). o6ubnuorpaduyeckumu
Cucrembl JokyMeHTauuu. [IpmHOHAIBL Marepuaiamu,
JIEJI0NIPOU3BO/ICTBA. HopmatusHo- CIPaBOYHHMKAMU,
MeToaudeckas 0aza JOKYMEHTHPOBAHHUS Karajoram,  CIOBapsMH,
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VIPaBICHUYECKOW  JEATENIbHOCTH | SHIUKJIONICTUSIMHU ).
opranu3anu paboThl ¢ JOKYMEHTaMH.

2. Tema:O0mme npaBwia| 2 1 1\1 16 |- H3yuenue  yueOHOTrO|YCTHBIN ompoc. OIIK-4-3ys.
odopmieHus1 yIpaBJieHYeCKHUX MaTepuana, BeiHeceHHOro  |[IpoBepka MHIMBUTyaTbHBIX
aoxkymeHToB.I OCT P 6.30-2003 Ha CaMOCTOSITENIbHYIO | 33 JaHHI.

«YHuduuupoBaHHbIE CUCTEMBbI npopaboTKy, MOJATOTOBKA
JOKYMEHTAIUH. YHuduuupoBaHHast K TeKYIIHM 3aHSATHSIM.
cuctema OpraHU3aIMOHHO- -IToaroroBka BeICTYIIICHUIH
pacropsIuTeIbHON JOKYMEHTAITUH. C JIOKJIa/laMHu.

TpeGoBanwus K o OopMIIEHHUIO -Hanncanue KOHTPOJIBHOM
JIOKYMEHTOB'". PexBuzur 01- paboTHI.

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

Wi ToBapHbIi 3Hak. PexkBusut 04- Kog MaTepHualaMy,
opranuszanuu. PexBuszutr 05- VYkazanue CIIPaBOYHHUKAMH,

Ha OCHOBHOM roCyJ1apCTBEHHBIN Karajorami,  CJIOBapsMH,
PETUCTPAITMOHHBIN HOMEDp SHIMKJIOTICTUSIMH ).
npeanpustus.Peksuzur 06- Ykazanue Ha

UICHTU(DUKAITHTOHHBIN HOMED

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




Pasnen/ tema
JIUCIIUILINHEI

Kypc

AynutopHas
KOHTaKTHasi pabota
(B akaz. yacax)

JICKIIUN
nabopar.

3aHATHS
MpaKTUY.
3aHATUA

CamocrosTenpHas
baboTa (B aKaj. 4acax)

Bun camocrosTenbHOU
paboThI

@dopMa TeKyIIEero KOHTPOJIA
YCIIEBAEMOCTH U
MIPOMEXKYTOUYHOU aTTECTALNU

Kox v cTpyKTypHBIT

JJIEMEHT
KOMIIETEHII U

HaumenoBanue OpraHu3anunu. PexBusut

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

PexBusutr 12- PeructpannoHHblii HOMEp
nokymenta. PekBus3ut 13- Ccbuika Ha
pPerUCTpAallMOHHBIH ~ HOMEp U JaTy
nokymeHTta. PexkBusutr 14-  Mecto
COCTABJICHUS] WJIM W3JaHHS JIOKYMEHTA.
PexBusur 15- CBenmenuss 06 ampecare.
PexBuzur 16 -I'pud yrBepkaeHUS
nokymeHTta. PexBusut 17-Pe3omtonus.
PexBu3ut  18-3aroioBok K  TEKCTY.
PexBuzutr 19- OrTMmMeTka O KOHTpoJe
PexBuzut  20- TekcT nmoKyMmeHTa.
PexBumsur 21- OrMmerka o0 HaIMYuH
npeaioxkenui. Pexsusur 22- Iloanuce.
PexBusur 23- TI'pu¢d cormacoBanus
JIOKyMEHTA. PexBusur 24- Buzsml
COTJIacOBaHUA JI0KyMeHTa. PexBu3ut 25-
Ileyats. PexBusur 26-OTMmeTKa o
3aBepeHuu  komuH.  PekBuzutr  27-
OtmMmeTka 00 ucnojgauTenae. PekBusut 28-
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OTtmerka 00 HUCIONHEHUM JOKyMEHTa U
HaIlpaBJIEHUU €ro B 1eio. PexkBusur 29-
OTMeTka O NOCTYIUIGHUH JOKYMEHTA.
PexBusut 30- Unentudukatop
3JIEKTPOHHON KOMMHU JOKYMEHTA.

Cocras PEKBU3HUTOB, ux
MECTOpPACHOJIOKEHHE Ha  JIOKYMEHTE.

Dopmyisip-obpaser] TOKyMEeHTa.

3. Tema: Ocobennoctu| 2 1 1 16 |HM3ydenue yueOHOTO Y CTHBIN ompoc. OIIK-4-3ys.
COCTaBJICHUA U oopMJIeHUA Marepuania, BblHeCeHHOro  |I[IpoBepka MHIMBUAYaIbHBIX
OCHOBHBIX JOKYMEHTOB YNpaBJeHHUS. Ha CaMOCTOSITENIbHYIO | 3aJaHUH.

OcHoBHbIE TPYIIIBI JIOKYMEHTOB. popaboTKy, MOATOTOBKA
HopmarusHbie JOKYMEHTBI K TEKYIIUM 3aHATHSIM.
roCy/1apCTBEHHBIX OpTaHoB. -IToaroTroBKa BHICTYIUICHUI
OpraHu3anoHHbIe JOKYMEHTBI C JIOKJIaJIaMHU.
HNPENIPUATHSL. JIOJDKHOCTHBIE -Hanucanue KOHTpPOIBHOU
UHCTPYKLIUH. PacnopsinutensHble paboTHI.

JIOKYMEHTHI npennpustus. [Ipukassl mo - [Touck nonoaHUTENBHOU
OCHOBHOM JesTeTbHOCTH. uH(pOpMaIMHY 10 33JaHHOU
Pacniopsxenus, pelIeHusl. Teme (paboTa ¢
WndpopmanoHHO-CcIIpaBOYHbIE o6ubnuorpaduyeckumu
JNOKYMEHTHI. [IpOTOKONBI, TONHAs U MaTepHallaMH,

Kpatkast ¢popma ux oopmieHusi. AKTHI CIPaBOYHUKAMH,

CnyxeOHbIC u O0OBSICHUTEIIbHBIC

KaTaJIoramMu, CIIOBApsIMU,
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3aIUCKU. CrpaBku. CayxeOHble SHIMKJIONECTUSIMH).
JIOBEPEHHOCTH. [Tucema, X
KJaccupukanus, CTPYKTYpa,
CTaHJapTHbIE (pa3bl U  BBIPAKECHMUS.
Hopmbl  o¢unmansHO-A€7I0BOTO  CTHIIS
CIIy’)KeOHBIX ~ JIOKyMeHTOB.  /[lemoBoe
OUCbMO  MEXIyHapoAHOro  oOpasia.
®axcel, Tenedonorpammel.  Jloroeopa,
KOHTpakThl. COBpeMEHHbIE CIIOCOOBI U
TEXHHMKA CO3/1aHUsl JOKYMEHTOB.
4. Tema: IlpaBmiaa odgopmiaenusi| 2 1 1 16 |- U3yuenue yueOHOTO VYerubiii  omnpoc. Ilposepka| OITK-4-3ys.
AOKYMEHTOB 110 JIMYHOMY COCTaBY. MaTepuasa, BBIHECEHHOIO  |MHAMBUAYAJIbHBIX 3aJIaHUM.
[ToHsATHE M CTPYKTypa NEpPCOHAIbHBIX Ha CaMOCTOSITENIBHYIO

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

OdopmieHne TOKyMEHTOB MpH NpUEME,
YBOJIBHEHUU U TEpeBojie pabOTHHKA Ha
JIPYTYIO TOJDKHOCTh. AHKeTa. TpymoBbie
KOHTpakThl. [Ipukaspl MO JUYHOMY
COCTaBy. OcHOBHbIE PEKBHU3UTHI

popaboTKy, MOATOTOBKA

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

-Hanncanue KOHTPOJIBHOM
paboThI.

- Tlowck IOMOJHUTEIHHOMI
uHboOpMalUK O 3aJaHHON
TeMe (pabota c
o6ubnuorpaduyeckumu
MaTepuagami,
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JOKYMEHTOB U IMpaBuiIa UX 0hopMIICHUS. CIPaBOYHHUKAMHU,
Kpatkme  cBemenums 0  mpaBmiax KaTaJloTaMH,  CIIOBAapsIMHU,
oopmIIeHUS TPYAOBBIX KHIDKEK, SHIUKJIONICTUSIMHU ).
JUYHBIX ~ KapTOYeK,  JIMYHBIX  JIeJ
PaOOTHHKOB.

5. Tema: Opranuszanusi| 2 1 1 16 |- U3yuyenue yueGHOTO Yeruwiii  ompoc. IIposepka| OITK-4-3ys.
AOKYMEHT0000poTa. [TonsTus Marepuaia, BBIHECEHHOTO  |WHAMBHIYaIbHBIX 3aaHUH.
JOKYMEHTOOOOpOT W OpraHu3alus Ha CaMOCTOSITENIbHYIO
JIOKYMEHTO000pOoTa. HopmatusHo- popaboTKy, MOATOTOBKA
MeTOnYecKast perimaMeHTanus K TeKYIIIHM 3aHSTHSIM.

NOKyMeHToo0opoTa. OCHOBHBIE TpaBUIIa -IToaroroBka BRICTYIIIEHUH

OpraHu3alii  JIOKyMeHTooOOpoTa Ha C TOKJIaJIaMHU.

MPEINPUATHH. KauecTtBeHHbie -Hamucanve KOHTPOJIBHOU

XapaKTEePUCTUKU JIOKyMEHTO00O0pOTAa. paboTHI.

Knaccudukanus  JTOKYyMEHTOMOTOKOB: - Ilouck nomomHUTETHHON

TOPH30HTAIILHBIE, BEPTUKAJIbHBIE, nHbOpMAMK TIO 3aJaHHON

BOCXOJISIINE, HUCXOAALINE, BXOMASIIIME, TEMe (pabota c

ucxonsmme W BHyTpeHHue. Iloacuer oubmmorpaduaeckuMu

o0BemMa TOKyMEHTO000pOoTa. MaTepuagamH,
CIPaBOYHHKAMH,
Karajorami,  CIOBapsSMH,
SHIUKJIOTICTUSMU ).

6. Tema: OcHoBHble mnpaBuiaa| 2 1 1 2,8 |- U3yuenue yueOHOTO VYerupiii  ompoc. Ilposepka| OITK-4-3ys.
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OpraHu3anuu padoTbl ¢ JOKYMEHTAMH. MaTepuana, BRIHECEHHOTO  |MHAWBHYyaJbHBIX 3aJJaHHM.
OO0OpaboTka TMOCTYMAINUX JOKYMEHTOB. Ha CaMOCTOSITEIIbHYIO
[lepBuunas o0OpaboTka JOKYMEHTOB. npopaboTKy, MOJATOTOBKA
O6mue paBuiia perucrpanuu K TEKYILUM 3aHATUSM.
JOKYMEHTOB,  (OpMBI  pErHUCTpaIUU. -IToaroroBka BBICTYIIICHUI
[lepenaua OOKYMEHTOB, paccMOTpPEHHUE C JIOKJIa/laMHu.
ux PYKOBOJUTETIEM. [Topsmox -Hanucanve KOHTpOJIBHOU
HaIpaBJIEHUS JOKYMEHTa Ha UCIIOJIHEHHE paboThI.
U paboThl UCHIOIHUTENS C TOKYMEHTaMH. - Ilouck pomnonHUTENBHOU
HUcnonnenne  nokymeHra. Buael wu nHpopMaluy MO 3aJaHHOU
bopmbI KOHTPOJIS UCIIOJIHEHUS, TeEME (pabota C
cpokoBasi  kaptoreka.  Opranuzanus oubnuorpaduueckuMu
TeKyllero xpanenus nen. Homenknarypa MaTepuataMu,
Jel, oOmue  TpeOOBaHUS,  BUJIbI CIIPaBOYHHUKAMHU,
HOMEHKJIATYP. Cocrasnenue KarajoramMH,  CJIOBapsIMH,
HOMEHKJIaTypbl nen. dopmupoBaHue U SHIUKJIONEUSIMHU).
opopmnenne nen.  Cucremaruszanus
JIOKYMEHTOB B Jeje. XpaHeHue Jedl.
[loaroroBka TOKyMEHTOB K Ilepeaye Ha
apxuBHOe XpaHeHHe. Kpurepuu oueHku
JOKyMeHTOB. CocTaBlIE€HUE ONUCEN JIE.
Hroro no pazneny 4 6\2 13,4 IIpoBepka MHAMBUAYAIBHBIX
3aJaHui
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5 O6pa3oBaTesibHbIe H HHPOPMAIIMOHHBIE TEXHOJIOTHH

Peanmaunﬂ KOMIIETCHTHOCTHOI'O IMOAXOJa MpEAYyCMAaTpHUBACT HCIIOJIB30BAHHEC B y‘Ie6HOM

nporecce AaxkTHBHBIX W HMHTEPAKTHBHBIX (OPM TPOBEACHHUS 3aHATUI BCOYETAaHUU C
BHEAYJMTOPHOW paboTOil ¢ Henbi0 (OPMHPOBAHUS W Pa3BUTUSI NMPOPECCHOHATHHBIX HABBIKOB
o0yyJarouuxcs.

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

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTeNbHOTO  IpOLIECcCa, IPEANONAralollyl0 MpsMYyIH0  TPaHCIALUIO 3HAHUH  OT
npenojaBareinss K CTyJAeHTY (MPEeMMYIEeCTBEHHO Ha OCHOBE OOBSCHUTEIbHO-WLTFOCTPATUBHBIX
METO/IOB 00yUYEHUS).

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MPAOUUUOHHBIX MEXHOTIOZUIL:

WnpopmanimonHasi ~ JeKUUs —  IOCJIENOBAaTEIIbHOE  H3JIOKEHHWE  Marepuaja B
TUCIUIIMHAPHON JIOTUKE, OCYIIECTBISEMOE MPEUMYILECTBEHHO BepOAIbHBIMU CpEICTBAMU
(MOHOJIOT IIpenoaaBaTes).

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

2. TexHoJioruM NPOOIEeMHOr0 00y4eHHsI — OpraHu3alus 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi TPEAINOJIaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3/IaHME YYEOHBIX MPOOIEMHBIX
CUTYallui AJIs CTUMYJIMPOBAHUS aKTUBHOM MM03HABATEIBHOMN JE€ATEILHOCTH CTYICHTOB.

Dopmbl yuedOHbIX 3AHAMUIL C UCNOTbI0BAHUEM MEXHOI0ZUIL NPOOIEMHO20 00YUeHUA:

[IpakTueckoe 3aHaTHEe B (QOopME NPAKTHUKyMa — OpraHu3anus y4deOHOW paboThl,
HalpaBJ€HHAs Ha PEIICHHE KOMILJIEKCHOW Y4YeOHO-TIO3HABaTEIbHOM 3a/a4yu, TpeOyromen oT
CTyJEHTa MPUMEHEHHS KaK HAyYHO-TEOPETUUECKIX 3HAHUMN, TaK U MPAKTUYECKUX HABBIKOB.

3. TexHoJIOTHH MPOEKTHOr0 O0Y4YeHMsI — OpraHM3alus 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUU C AJITOPUTMOM TMOITAMHOTO pEUICHUS MPOOJIEMHON 3aJadyd WU BBIOTHEHUS
yuebHoro 3aaanus. [IpoekT npeanogaraeT COBMECTHYIO Y4eOHO-TI03HABATEIbHYIO JEATEIbHOCTD
TPYNIbl CTY/ICHTOB, HAMpPaBICHHYIO Ha BHIPAOOTKY KOHIEMINH, YCTAaHOBICHUE IeNel U 3ajad,
(GOpMYyIUPOBKY OXHUAAEMBIX PE3YyJIbTaTOB, OMNPEICICHUE TPUHIUIOB M METOJUK PELICHUS
MOCTaBIIEHHBIX 3aj]a4, IUIAHMPOBaHHE XoJa pabOThl, MOUCK JOCTYMHBIX W ONTUMAJbHBIX
pecypcoB, MOATANHYIO pealu3alHio IIaHa paboThl, MPE3EHTALUI0 PE3yJbTaTOB pPadOThI, HX
OCMBICIICHHE U peQIIEKCHUIO.

OcHogHble munsl RPOEKmMoa:

TBopyeckuil TPOEKT, Kak MPaBUIO, HE HMMEET JETATbHO NPOPAOOTaHHON CTPYKTYpHI,
yueOHO-TI03HABATENbHAS JIEATENbHOCTh CTYJIEHTOB OCYILECTBISETCS B paMKaXx pPaMOYHOTO
3a/1aHMs], TOJAUYMHSASICh JIOTUKE M MHTEpPECaM YUYaCTHUKOB MPOEKTA, dKAaHPY KOHEUHOI'O pe3yJbTara
(razera, puiIbM, IPA3AHUK, U3/1aHUE, SKCKYPCHUS U T.I1.).

4. UHTepakTHBHbIE TeXHOJOIMHU — OpraHu3alys 00pa3oBaTeIbHOIO IMpolecca, KOTopas
IpeJrnoiaraeT akTUBHOE U HEJNMHEWHOE B3aUMOJICHCTBHE BCEX YYAaCTHHMKOB, JOCTHKEHHE Ha
ATOH OCHOBE JIMYHOCTHO 3HAYMMOIO /s HHUX OOpa3oBaTeNbHOro pesyiabTarta. Hapsay co
CHEIUAIM3UPOBAHHBIMU  TEXHOJIOTUSAMM  TaKOro  pojAa  MPHUHLIMI ~ HMHTEPAKTUBHOCTHU
MPOCIIEKHUBACTCS B OOJIBIINHCTBE COBPEMEHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

Dopmbl yueodHbIX 3aHAMUIL C UCROIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-TMCKYCCHSl — KOJUIEKTUBHOE OOCYXJIE€HHE KaKoro-inbo CIIOPHOrO BOIIPOCa,
npoOJieMbl, BBISBICHHE MHEHUW B Tpymme (MEXIpYNHIOBOW AHANOT, JUCKYCCHS Kak CIop-
JIAajor).

5. HH(poOpMALMOHHO-KOMMYHUKAIMOHHBbIEe  o0pa3oBaTejbHbIe  TEXHOJOTHM —
opraHusaiys 00pa3oBaTeNbHOIO MpoIlecca, OCHOBAHHAS HA MPUMEHEHUH CIIeHHaTIN3uPOBAHHBIX
IPOTPAMMHBIX CPEJl U TEXHHUECKUX CPEACTB PabOThI ¢ HH(POpMAIUEH.

@opmbl  y4eOHBIX 3aHSATUH C MCIOIb30BAaHHEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHIA:



Jlexuus-Buzyanus3anus — HU3JI0)KEHUE COJIEP)KAHUSA  CONPOBOXKIAETCS  IpE3eHTaluen
(IemoHcCTpalyeil yueOHbIX MaTepuaioB, IPEACTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMax, B
T.4. WJUTFOCTPATUBHBIX, IPa)MueCKUX, ayJU0- ¥ BUICOMATEPHAIIOB).

[TpakTueckoe 3aHsATHE B (pOpME MpE3EeHTAIMHN — IPEJCTABICHUE PE3yIbTaTOB MPOEKTHOMN
WIM  HCCIENOBAaTEIbCKOW  JEATENIBHOCTM  C  MCIOJb30BAaHMEM  CIIELUAIM3UPOBAHHBIX
MIPOrpaMMHBIX CPEACTB.

6 YueOHO-MeTOqMYEeCKOE 0O0ecTedeHHe CAMOCTOATEIBLHOM padoThl 00y4YaommXxcst

Ilpumepnvie membu.

1 «Teopemuueckue 0CHO8bL 0€J10NPOU3EOOCHEA OP2AHUIAUULL).

Ilposooumcs 6 gpopme  cemunapa no obobwenuio U yenyoaeHuro  3HAHUL NOHSAMUUHO-
Kame20puaibHO20 annapama OUCYUNIUHbL C dNeMeHMamu OUCK)CCULL.

Onpoc no mamepuanam nexyuu 1.

Deonoyuss  OOKyMeHma Kak Hocumens uHm@opmayuu. BosHukHogeHue u  passumue
omeuecmeenHo2o Oenonpouzsoocmea: Jlenonpouzeoocmeo 6 cpeonue eexka (XI-XV es.).
Ilpukasznoe oenonpouzsoocmeo (XVI-XVII 6s.). Konnescckoe oenonpoussoocmeo (XVIII 6.).
Munucmepckoe oenonpouzsoocmeo 6 Poccuu (XIX - nauano XX e6s8.). l'ocyoapcmeennoe
0enonpouzeo0cmeo & cogemckoe spems. CospemenHoe 0enonpouzso0cmeo ¢ PO.

2 «Cospemennoe zocyoapcmeennoe pecyiuposanue 0eaonpou3eo0cmea ¢ P®y.
3axonodamenvhoe pezynuposanue Oderonpouzsoocmea 6 PD. @eodepanvuviti 3axon «06
ungopmayuu, UHGOPMAYUOHHBIX MEXHONIOUAX U O 3auume uHgdopmayuuy. Pedepanvhblil 3aKOH
«O Kommepueckou matiney. Dedepanvuviii 3axkon «06 apxusHom Oene 6 Poccutickoti
Dedepayuuy».  Deodepanvhuiii.  3akon  «O  nepconanvhvix  0anuwixy.  IlocmanogneHue
npagumenvcmea P® «llpasuna noo2omoexku npasosvix aKkmos GeoepanrbHblX O0peaHos
UCNOIHUMENLHOU 8TIACMU U UX 20CYOAPCMEEHHOU PeSUCMPaYUU».

Hopmamusno-memoouueckoe pecynuposanue denonpousgoocmaa. I ocyoapcmeennas cucmema
00KyMeHmayuouHo2o obecneyenus ynpaeienus. Oowue nonoxcenus. Obwue mpebo8aHus K
OOKYyMeHmam u cayxicoam ooxymenmayuonnozo obecneuenus (I'CHOY). I'OCT P 6.30-2003:
Yuuguyuposannvie cucmemvr dokymenmayuu. Yuuguyupoeannas cucmema opeaHu3ayuoHHO-
pacnopadumenvrou doxymenmayuu. I'OCT P 51141-98 [lenonpouzeoocmeo u apxuenoe oeno.
Tepmunsl u onpedenenusi Tunosas uUHCMpPYKyus No 0e10NPOU3BOOCMEY 8 (PedepalbHbIX OP2aAHAX
ucnonnumenvuou enacmu. lIlepeueHb Munosvix ynpasieH4eckux OOKYMeHmos, oopa3yiouuxcs 6
0esAmenbHOCMU OP2AHU3AYUL, C YKA3AHUEM CDPOKO8 XPAHEHUSL.

3 «Tpevosanus Kk d1aHKAM OOKYMEHMO8 YRPAGICHUSL).

Ilposooumcsa 6 opme cemunapa no o6obuenuio u yeayoneHuro 3HAHULL C dleMeHmamu
ouckyccuu. Ilonamue u 6uovl Oranxos. Oowuti orank. brank nucoma. brank KoHkKpemHo2o euoa
o0okymenma. bBranku ons pabomul ¢ unocmpanuviMu komnanuamu. 1 epboswiii onank. Pexeuzumoi
onanka. IlpodonvHoe pacnonodicenue pekeusumos O1anka. Yanoeoe razosoe u yenmposanmoe
pacnonodicenue peku3umos O1aHKa.

Bvinonnenue npakmuuecko2o 3a0auus N0 COCMABIEHUIO Y2l08020 U NPOOOIbHO20 00pasya
onamka.

4 «Obwue npasuna oghopmienus ynpasieH4ecKux 0OKyMeHnoey.

Ilposooumcs 6 ¢hopme cemunapa no 00600wWeHur0 U YeryOnNeHur0 3HAHUU  C dleMeHmamu
ouckyccuu. Onpoc no mamepuanam nekyuu 2. Ilpaxmuueckoe 3HakomMcmeo ¢ oghopmieHuem
PEKBU3UMO8 OOKYMEHMO8 YNpasieHus, Boinoinenue KOHMpOIbHbIX 3a0aHUlL

5 «Cocmaenenue MuuHbIX OOKYMEHMOB8).
Ilposooumcs 6 opme cemunapa no 00600weHurO U yeayOieHuro 3HAHUNL € dleMeHmamu
ouckyccuu. 3asenenus, agmooduocpaghuu, pesrome, 1uunsvie 0ogepeHHocmu, pacnucku. OcHosHble
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pexkesusumsl, npasulia Cocmaesjlenust u Od)OpMﬂeHuﬂ. Buinonnenue KOHMpPOJIbHblX 3a0aHull

6 «Paboma c 0oKymenmamu, co0epiHcauiumu KOHQPUOEHUUAIbHbIE C6COCHUA).

Ilepeuenv ceedenuti kon@uoenyuanrbHoco xapakmepa. Ilonamue Kommepueckol MmMatiHol.
Cseodenus, omuocswyuecss K Kommepueckou maiine. I[lopsadox eedeHusi 0eronpouzsoo0cmed
OOKYMEHMO8, CO0epHCaAujux KOMMepyecKyro mauny. 3awuma OOKYMEHMO8, CO0epHCaujux
KOMMEPUECKYI0 MauH).

Ilpumepnvie memvl UHOUBUOYAILHBIX 3AOAHUIL:

1 «Ponb 00KymeHmuposanus ynpagienuecKoil 0eamenbHoCmu 6 pa3eumuu o0uiecmea.
Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCNEKmMa 1eKyuu.

Paccmompenue oannou memvr He06xX00uMo Hayamev € U3YYeHUsT OCHOBHBIX NOHAMUU OAHHOU
oucyunaumvl.  Ilpu  smom  cnredyem  pazobpamvcs ¢ CYWHOCMbIO — Kameeopuu
«doxymenmuposanuey. Bonee noopodono ciedyem paccmompemsb CMPYKMYPY, COOepiHCAHUe,
yenu u 3a0ayu OUCYUNIUHBL, UCMOPUIO paA3sumus O0oKymenmoobopoma. [lanree HeoOX00umo
U3YYUMb COCMAB HOPMAMUBHO-MEMOOUYECKOl 0a3bl  OOKYMEHMUPOBAHUSL YAPABIEHUECKOU
0esmebHOCIU 8 COBPEMEHHBIX YC08UAX X03aticmeosanus. OmoenvHo credyem paccmompenms
cmpame2uro  ynpasienus OOKYMeHmamu 6 OpeaHu3ayuu, a makdice u3yyumes hopmol
COBPEMEHHOU OOKYMEeHmayuu.

Kniouesvie cnosa: O0okymenm, OOKymewmuposanue uHgpopmayuy, OOKYMEHMUPOBAHUE
VAPABIEHUECKOU — 0esimelbHOCMU, — KIUHONUCh, — NOJUMUKA — YAPAGIeHus  OOKyMeHmami,
cmanoapmu3zayus, cmpamezust YnpasieHusi 00KyMeHmamu, YHUpuKayus.

3adanue onsa camocmoamenvuol pabomol:

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. Iloocomosumvca x pabome Ha nexyuu no meme 1. [losmopums eonpoc: cyuHocms
Kamezopuu «/[okymenmupoganuey (yueoHas oucyuniuna «Jokymenmuposanue ynpasieH4eckoll
Odessimenvrocmuy, nekyus Nel). Boimb 20mogvim K 00CYHCOEeHUI0 9M020 80NPOCa 8 X00e JeKYUU.

2 «Ob6wue npasuna ogpopmienus ynpasieHueckux 00KyMeHmaoe.

Pexomenoayuu no cocmaenenutro u oopabomke KoHncnekma aekyuu. H3yueHue mamepuanos
OaHHOU meMbl cledyem HAYamv ¢ paccMOmpeHusi mpebo8anuti K OQopMIeHUI0 PeKeU3Umos.
Taxoice cnedyem u3yyums cocmas peksusumos. Jlaiee HeoOX00uMo pazobpamscs C
nNpUMeHeHUeM U PACNON0NHCeHUeM HA OOKYMeHMme PEeK8U3UmMos, onpedeiums ux oouue yepmaol u
paznuuus. Kpome mozo, HysxcHo OemanvHo pazobpamvcs ¢ pasiudHbIMU 6UOAMU MeKCma
0oKyMenma: mpagapemuwviii OOKyMeHm, aHKema, maoauyda, O1aHkK.

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

K meKkcmy, UOeHmMu@uKamop 31eKMPOHHOU KOnuu OOKYMEeHmd, UHmMepsasl, NOONUCb, Noje
OOKYMEHMA, pecUuCmpayuoHHblli HOMEpP OOKYMEHMA, pe30aoyus, PeKeusum, CmaHoapmHbuli
aucm Oymazu, CCblIKA HA pPe2UCMpayuoHHbli HOMep U 0amy OOKYMeHmd, YOOCmogepeHue
O0oKymenma, ghopmynsp.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

3. [loocomosumucsa k pabome na nexyuu no meme 3. [losmopums 6onpoc: ocHogHbvle
0COOEHHOCMU — UCNONb308AHUA  A3BIKA 6  0el060l  nepenucke (yueOHas  OUCYUNIUHA
«/[oxymenmuposanue ynpasieHueckou oOesmenvHocmuy, aekyus Ne2). Bovimv comoevim «
00CYACOEHUIO MO0 BONPOCA 8 X00€ TeKYUU.

3 «Ocobennocmu cocmaeieHus u 0QhopMIeHUA OCHOBHBIX OOKYMEHN 08 YNPAGIECHUAN.
Pexomenoayuu no cocmasnenuro u 0opabomke KOHCNEKma AeKyuu.
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Paccmompenue oannoll memvl He0OX00UMO HaAuamv ¢ AHAIU3A OCOOEHHOCMel OPUYUATLHO-
0e11086020 CMUsi NO CPABHEHUIO C X)YOO0IHCECMBEHHBIM, NYOTUYUCUYECKUM, HAYYHBIM, V4eOHbIM,
PA32080PHBIM CIMUNIAMU A3bIKA.

Tlpu smom HysHcHO NOOPOOHO U3YUUMD JleKCUYeCKUe 0CODEHHOCMU OOKYMEHMOo8. ynompeoaeHue
NApOHUMO8, NIEOHA3MO8, UCNOIb308aHUe pedesblx Kauule. Tlocie amozo credyem paccmompems
opghoepaguueckue ocobeHHoCmuU OOKYMEHMO8. NPUMEHeHUe NPONUCHBIX OYKE 8 2eoepaduyecKux
HA36AHUAX, HAUMEHOBAHUAX OPLAHU3AYUIL.

Kpome moco, meobxooumo obpamums 6Humanue Ha opghoepaguueckue o0cobeHHoOCmuU
OOKYMEHMO8: NpUMeHeHue NPONUCHBIX OVKE 6 2eocpaghuueckux HA36aHUAX, HAUMEHOBAHUAX
opeanuzayuti. Tax oice crnedyem 6vlACHUMb Haubolee PACNPOCMPAHEHHblE 8 OOKYMEeHmax
OWUOKU CUHMAKCUCA U NYHKMYAYUU: NOPAOOK CILO8, CO2LACOBAHUE NOONIeHCAUe20 U CKA3YeMO20,
npuyacmuvle u Oeenpuidacmuvle 000pomwl, ci08000PA306AHUSL.

Kniouesvie cnosa: abbpesuamypa, 1aKOHUZM QOPMYIUPOBOK, HEUMPANbHAS IKCHPECCUBHASL
OKPACKA S13bIKd, HEON02U3M, OPUYUATLHO-0eN060U CMUb, NOJHOMA UHDOPMAYULU, CUHOHUMBL,
Masmono2uu, hpazeonocusmbl.

3adanue onsa camocmoamenvuol pabomol:

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomams mamepuanvl 1eKyuu.

3. IHloocomosumvcss k padbome Ha 1aekyuu. Ilosmopums eonpoc: opghoepaguueckue
ocobennocmu  OOKyMeHmoe (yuebHas OucyuniuHa «/JoKymeHmupoeanue YnpasieH4ecKol
OdessimenvHocmuy, nekyus Ne3). Boimb 20mogvim K 00CYHCOEeHUI0 9MO020 80NPOCA 8 X00e IeKYUU.

4 «Ilpasuna oghopmnenusn 0OKymenmos no 1UYHOMY COCIABY).

Ilpu u3yuenuu OawHOU meMbl CMYOEHMAM HeoOX00UMO pa3zobpamevcsi ¢ NPUHYUNAMU
paspabomku  npozpamm ynpaeieHus Ooxymenmamu. Ocoboe eHumanue ciedyem YOeaums
PACCMOMpPEHUIo npoyedypbl NPOEKMUPOBAHUS U BHEOPeHUs OOKYMEHMHbIX cucmem. Takoce
cnedyem oCmaHo8UMbCsL Ha 0COOEHHOCMAX MOHUMOPUH2A U AYOUMAa OOKYMEHMHbBIX CUCEM.
bonee demanvro Heobxo0uMo paccmompems CyuyHOCMb 00120CPOUHOU NPOSPAMMbBL 00VYeHUs]
nepcouana opeanuzayuu 6 ob6aacmu ynpaeneHusi OOKYMeHmamu U NpuUMeHeHus o00yuaouux
UHCMPYKYUU, BKIIOYASL 00YYAIOW)10 UHCIMPYKYUIO CeKpemapsl.

Kniouesvie cnosa: ayoum ynpasnenusi 00OKyMeHmamu, KOHEEpmMayus, mMemoooio2usi 6HeOpeHtus,
mMuzpayus OOKYyMeHmMOo8, MOHUMOPUHS, HAOEHCHOCHb OOKYMEHMHOU CUCTNEeMbl, NPOEKMUPOBaAHUE
OOKYMEHMHOU CUCMEMDbl, pPAChpeoeleHHoe Ynpasienue, pe2yaupyioujas cpeod, cmpamezus
Vnpaegnenus 0OKyMeHmamu.

3aoanue ons camocmosmenvHou pabomol.

1. H3yuums xamezopuanbHulii annapam.

2. Jlopabomames mamepuanvl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4. I[Toocomosumscs k pabome na aexyuu. Ilosmopums 6onpoc. 0o6was xapaKmepucmuxa
OOKYMEHMHbIX — cucmem  (yuebHas  oucyuniuna  «Joxymenmuposanue YHPAGIEHUECKOU
OdesimenvHocmuy, nekyus Ned). Boimb 20mosvim K 00CYHCOEHUI0 9MO020 80NPOCa 8 X00e JeKYUU.

5 «Opzanuzayua ookymenmooodopoma.

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKmMa NeKyuu.

B nauane cnedyem paccmompems mepmuHvl «0€I0NPOUIBOOCNBO», «OOKYMEHMAYUOHHOE
obecneyeHue  ynpaeieHus»,  «OOKYMEHMUpOGaHue  uHgopmayuuy, «OOKYMEHMUposanue
VAPABLEHUECKOU 0esimebHOCMUY, «OOKYMEHMONOMOKUY», K OOKYMEHmMo0O0pomy.

Hanee HeobXoO0umo uzyuume opeanuszayuio OOKymenmoobopoma. Taxoice HYIHCHO NOOPOOHO
NPOAHATUUPOBAMb OCODEHHOCMU PAOOMbL C XOOAUUMU U UCXOOSUUMU OOKYMEHMAMU.

Kpome moeo, mHeobXxooumo  ocmanmosumvcsi HA  U3YYEHUU — MeMOO08  COKPAWEHUs.
00KyMeHmoobopoma.

Cnedyem yoenumsv GHUMAHUE COOEPHCAHUIO KOHMPOA UCHOIHEHUSI OOKYMEHMO8, €20 JIManam u
MEXHONI02UU.
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Kniouegvie cnosa: enympennuii  0oKymenm, 6X00Awull OOKYMEHM, OOKYMeHmOoobopom,
OOKYMEeHMONOmoKy,  UHOPMAYUOHHO-NOUCKOBASL — cucmeMa,  UHOeKcayus  OOKYMeHmd,
ucxooawull  OOKYMeHm, Kamainoe, 00vbem OOKYMeHmMOooOOpomd, payuoOHAIbHOe OBUdNCEHUe
OOKYMEHmOo8,  pecucmpayuoHHO-KOHMPOIbHAL — KApmouKkd,  pecucmpayus  OOKYyMeHma,
MEXHONO02UHECKAs CXeMA OBUNCEHUSI OOKYMEHNO8, IKCNeOUYus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvHuli annapam.

2. Jlopabomams mamepuanvt 1ekyuu.

3.Iloemopums 6onpoc: opeanusayus OOKyMeHmoobopoma. bvimb comoevim K 00cysHcOenuro
9MOo20 80NPOCA 8 X00e JTeKYUU.

6 «OcHogHble npasuia Op2anu3ayuu padomol ¢ OOKyMeHmamu)).

Pexomenoayuu no cocmasnenuro u 0opabomxe KOHCHEKMa NeKyuu.

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

Ilpu osmom cnedyem obpamumv 6HUMAHUE HA 6UObL, HMANLL  Pa3pabomKu, pazoenvl
HomeHKaamypbl 0ell. Takoce HeoOX0OUMO YACHUMb, KAK OCYWeCmBIsAemcs mexkyujee XpaneHue
OOKYMEHMO8 U UX UCNONb308AHUE.

Ymo oznauarom «iucm-3amecmumenty, «<Kapmazamecmumensy?

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

Takowce cnedyem paccmompems 0COOEHHOCMU NPOYECCO8 NOO2OMOBKU, U30AHUSL, XPAHEHUsl U
UCNONB308AHUSL KOHPUOCHYUATLHBIX OOKYMEHMO8. Jlanee HYICHO U3yUUmsb KAHAIbL 8O3MONCHOU
ymeuku uHgopmayuu u ympamsi OOKyMeHmos. M 6 3axiouenue Heobxooumo paccmompeniv
mpebo8arUs K U320MOGIEHUIO, Y4emy, UCNONb308AHUIO U XPAHEHUIO 2epOOBbIX OIAHKOS.
Knroueswvie cnosa: akm, deno, 0on120cpounoe xparenue 00KyMeHmo8, O00CMyn K 00KyMeHmam,
KOHMPOIb O0elucmeul, KOHMpOIb MEeCMONONIONCEeHUsT OOKYMEHMAd, HOMEHKIAmypa Oel, ONUCH,
NPUMEPHAsL HOMEHKIAmypa 0ell, meKywee XpaneHue 00KyMeHmos, munosas HOMeHKIamypa oer,
CBOOHAsL HOMEHKIAmMypa Oejl, VHUUMOoM CeHue OOKYMEHMO8, IKCNepmu3a YeHHOCmu OOKYMeHmd.
T'epbosuvlii brank, epugh oepanudenus 00cmyna Kk OOKyMeHmy, 3auuteHHbulll OOKYMeHmoobopom,
KOMMepyYecKas maund, KOH@OUOEHYUATbHBIL OOKYMeHm, NPOMbIULIEHHbIN WNUOHAMNC, VZPO3bl
OOKYMEeHmMam, YeHHas UHGOpMayus.

3aoanue ons camocmosmenvHol pabomol.

1. H3yuums xamezopuanvbHulii annapam.

2. Jlopabomame mamepuansl 1eKyuu.

3. [loocomosumucs Kk cemunapy.

4.Iloemopums 80NpOC: IKCNEPMU3A YEeHHOCMU O00KyMeHmos. bBuimb comosbim Kk 00CysHcOenuio
9MO20 BONPOCA 8 X00€e JeKYUU.

Ilpumepnan memamuka peghepamos
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SoukrwnE

~

8.
9.

3uauenue oenonpouzeoo0cmea 8 3PGekmueHoM YNpasieHuu Opeanu3ayuel.

Cmpykmypa u ocobennocmu pabomwi cayacool IOV 6 paznuunvix opeanuzayusix.
Coépemennas nopmamueHo-npasosas 6aza 0oKymenmuposarus 6 P®.

OchosHble 00KYMeHMblL YNpagieHus U mpebo8aHus K ux oQhopmieHur.

Kaoposvie doxymenmol u mpebosanusi K ux ogopmienuio.

Ocobennocmu cocmagnenusi nucem (0en08vle NUCbMA HA PYCCKOM U UHOCHMPAHHBIX
AZBIKAX, INEKMPOHHBLE NUCOMA,).

Opeanuzayus pabomul ¢ OOKyMeHmamu ¢ npumerenuem cogpemennvix IT.

Ocobennocmu pabomwi ¢ apxuenvimu Ookymenmamu. Co30aHuesN1eKmpoHHbIXAPXUBOS.
Cpeocmesa obecneuenus sawumsl uHgopmayuu npu pabome ¢ KOHPUOEHYUATbHLIMU
.OOKYMeHMAaMmu.

10. 3aoauu cnysncowt J[OY.

11. /leronpouz600cmeo — 0cho8bl mexHoI02UU YNPABTIeHUS.

12. JJoxymenmoobopom u e2o OCHOBHblE SMAnb.

13. Tpebosanus k oghopmaenuio OOKyMenmos.

14. Ocnogmnwvie 0okymenmsi ynpagnenus.

15. Pexsuszumvl ynpasnenyeckux OOKYMeHmos, npaguid ux oghopmieHus.

16. Opeanuzayuonno-pacnopsoumenbHvle OOKYMEHMbl, UX COCMagienue u oghopmieHue
17. Texywee xpanenue oen.

18. Ilepeoaua 0oxymenmos Ha apxueHoe XpaHeuue.

Cnpasouno-ungopmayuontuie O0OKyMenmbl, ux cocmasnenue u oghopmnenue.
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7 OueHoYHbIE CPeCTBA /ISl MPOBeIeHHUs POMEKYTOYHOM aTTeCTALMU

a) H.TIaHI/IpyeMbIe pe3yjabTaThbl oﬁyqe}mﬂ H OLICHOYHBIC CpeaACTBA AJIsl IPOBEACHUSA HpOMe)l(yTO‘lHOﬁ arrecranuu:

CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIN

[Tnanupyemble pe3ynbTaThl
oOydeHus

O1neHOYHBIC CPEACTBA

OIIK — 4 —cnoco0HOCTBHIO OCYLIECTBJISITH /1€JI0BOE OOlIeHHe M MYyOJHYHbIe BBICTYIICHHSI, BECTH MEpPeroBOpPbl, COBEIIaHHUs, OCYILIECTBJATH
AeJI0BYIO MepPenucKYy M NO/1ePKUBATH 3JIEKTPOHHbIEe KOMMYHUKAINH.

3HaTh

- OCHOBHBIE TIOHSITHS 31
COBpEMCHHBIC NPUHIMIEI pabOTHl ¢
JIeNTOBOI MHPOpMAIINEH, a Tak)Ke UMETh
MPECTaBICHAE O  KOPIIOPATUBHBIX
WHPOPMALMOHHBIX CHCTEeMax M 0a3ax
JaHHBIX

- OCHOBHBIC TMPUHIHUIIBI
OpraHu3aliy  JeNONPOM3BOACTBA U
JIOKYMEHT0000pOTa B oprasax

rOCYyJapCTBEHHOM M MYHULMNAJIbHOU
BJIACTH

- pa3IuyHbIe CTPaTEruu
MIPEACTABICHUSI  PE3YyJNbTaTOB  CBOEH
paboTHI U APYTUX CIIEHAINCTOB.

TeopeTnueckre BOIIPOCHL:

1. UTto Takoe JOKYMEHT, C KaKO! IeJIbI0 OH MOXET CO3/1aBaThCs?

2. KakoBbI 0COOEHHOCTH JICIIOBOTO OOIIEHUS ¥ IMYOIMYHBIX BBICTYTUICHUN?

3. KakoBbI 0CHOBHBIE IPU3HAKHU KJIACCU(PHUKAIIMHI JOKYMEHTOB?

4. UTo moHUMAaeTCs 1Mo/ JOKYMEHTAIIHOHHBIM 00€CIICUCHHEM YIIPABIICHHS ?

5. B yem cyTh cTanmaptuzanuu u yHudukauuu JokymMeHToB? Kakue pazpabarbsiBaroTCs
CTaHJapTHI?

6. Yem otnruaercst ohopMIIeHHE PEKBU3UTOB 00IIEro OIaHKa OT OJlaHKa Muchma?

7. KakoBbl OCHOBHBIC PEKBU3UTHI, HCIOJNB3yeMbIe s OQOPMIICHHS TIpHUKa3a |
pacrhopsiKeHHUs.

8. Kakne ¢hopMbl POTOKOJIOB MOYKHO HMCIIOJIB30BaTh B YIPABICHUECKON NEATEIFHOCTH,
B YeM UX OTIHYHUEe?

9. VYkaxxute 0CHOBHBIE TpeOOBaHUA K O(POPMIICHHIO JAEIOBOTO MUChMA.

10. Kakue KOMIUIEKCHI JOKYMEHTAIIMHM BKIIOYaeT B cels KaapoBas HH(OpPMAaLMOHHO-
JIOKyMEHTAI[MOHHAs cucTemMa?

11. B uem ocobeHHocTH 0POPMIIEHUS MPUKA30B M0 JTUYHOMY COCTaBY?

12.  UYro moHWMaeTcs 1Mo opraHu3aluei JoKyMeHToo0opoTa’?

13.  Uro Takoe cxembl JOKYMEHTO000pOTa, 3a4eM OHU HYKHBI?

14. C xakoil 1enbio pa3pabaThIBAIOTCSI UHCTPYKLMU MO JEJIONPOU3BOACTBY, YTO B HUX

HEOOXO0IMMO MPETYCMOTPETh?

15. VYKaXUTE TEXHOJOTUUYECKYIO TOCIEI0BAaTeIbHOCTh JTAllOB PabOThl C BXOIAITUMHU
JIOKyMEHTaMH.
16. KaxoBa nocnenoBarensHOCTh onepaiuii mpu paboTe ¢ BHYyTPEHHUMH JTOKyMEHTaMu?

17. C kakod 1enpi0 NpoBOAUTCS (OpPMUPOBaHHME eI, KaKue MPU ATOM HEOOXOAUMO




CTpyKTypHBII
DJIEMEHT

[Tnanupyemble pe3ynbTaThl

OneHouHble CpeCTBA

KOMIIETEHIIUH obyuenus
cobmronark TpeOoBaHMs?
18. Yro Takoe HOMEHKJIaTypa Jdel, C KaKOW Menbi0 pa3padaTbIBalOTCS THUIIOBHIC
HOMEHKJIATypbl 1e1?
19.  Kakyro nHpopManuio CoaepKuT HOMEHKIIaTypa jien?
20.  Yro noHumaercs MO HKCHEPTU30M LIEGHHOCTU JOKyMeHTa?
21.  Kakue KpUTEpUH HCIIOIB3YIOTCS MPU OLEHKE JOKYMEHTOB?
22.  Kak ocymecTBisercs npueM-nepeaada aei B apXus?
23.  Yto Takoe KOH(pHUICHIHATIHHBIN TOKYMEHT?
24.  Kakue OCHOBHBIE Yrpo3bl BO3HUKAIOT Hpu pabdoTe C KOHGHUAECHIHATIBHBIMU
JTIOKyMEHTaMu?
25.  VKaxuTe OCOOEHHOCTH BEJCHMS JEIONPOU3BOJCTBA, OOECIEUUBAIOIIETO Y4YeT U
COXPAHHOCTH KOH(HICHINATBHON HH(OpMALIUU U TOKYMEHTOB.
26.  Yro moHMMaeTcs MO 3allUIIEHHBIM TOKYMEHTOOOOPOTOM, 3a CYET Yero MOXKET ObITh
o0ecrnieyeHa ero 3ammura’?
Ymerb - MHTErPUPOBATH B | KoMIuiekT TecToBbIX 3aanuii: Nel
JACATCIBHOCTD noapa3acjacHus 1 CDOpMyJISIp —93TO:

TIOJIOKCHHUA aAaHAJIMTUYCCKHUX JOKJIAaJ0B,
OTYCTOB U APYTrux I/IH(I)OpMaHI/IOHHI)IX
MaTepuaioB

a) OCHOBHasg (opma JIOKYMEHTa, (HUKCHpYIOIAsi IpaBOBble OTHOIIEHUS B JlpeBHepyccKoM
roCyJapcTBe;

6) oco00 BbIENaHHAs KOXa HBOTHBIX, IPUMEHSBINASACS B KauyecTBE OCHOBHOI'O Marepuaia Jyis
nuceMa B J[peBHEPYCCKOM roCy1apCTBe;

B) CaMOCTOSITEIbHOE MOApa3ieNeHHe, OCYLIECTBISIONIEE AEI0NPON3BOICTBEHHYIO 1€ATEIIbHOCTD;

r) TUNoBas yctoluuBas ¢opma (00paselr) oTIeabHbIX HauboJiee pacpoOCTPAHEHHBIX JOKYMEHTOB.

2. YcTaHOBJIEHHE eIMHO00pa3us cocTtaBa U (OpM yNpaBlIeHYECKUX JOKYMEHTOB, CO37aBaEMBIX MPU
pELIeHNN OJTHOTUITHBIX YIPABICHUECKUX (YHKIIHI:

a) yHU(pUKAIUS;

0) cepruduxanus;

B) KOJIUPOBAHME;

') JOKyMEHTHUPOBAHUE.

3. OOs3aTenpHBIM YCIOBHEM [UId BKJIIOUEHUS HWHPOpPMALUMU B HH(POPMAIMOHHBIE PECYPCHI,
OCYIIECTBJISIEMOrO B MOPSIJIKE, YCTAHABIMBAEMOM OPraHaMU I'OCYAAPCTBEHHOM BIIACTH, SIBJIETCSI €€:
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

a) CTaHJapTH3aLMs;

0) 3aura;

B) IOKyMEHTHPOBAHUE;

T') BBIKYII TOCYAapCTBOM Y YaCTHBIX JIHII.

4. CpencTBOM ycTpaHEHUs «OyMakHOTo Oymay SIBISETCA:

a) KOMIIBIOTEPHU3AIHS JeTONPON3BOICTBA;

0) yauduKaIus J0KyMEHTOB;

B) KJaccu(UKaIus JOKYMEHTOB;

I') IpPUMEHEHNE Pa3HOCTOPOHHEH OPIrTEXHUKHU

5. 3HaueHue JOKYMEHTAIMOHHOTO 00ECTICYeHHS YIIPABICHUS ONPEICIIAETC:

a) KOMMYHUKaIUSIMU;

0) uacHTHUKAIUCH;

B) (hukcaruen;

T) CyaeOHBIM pa30upaTeTbCTBOM.

6. B npaBoM BepXHEM YTy JOKYMEHTOB PacIioylaratoTcs CIeAYIOIINE PEKBU3HUTHL: a)
rpu¢ cornacoBaHus;

0) oTMETKa 0 KOHTPOJIE;

B) Tpu® yTBEPKIIECHUS;

T) aapecart.

7. B 1eBOM BepXHEM YTy JOKYMEHTOB PACIIOJIaraloTCs CIIEAYIOIINE PEKBU3UTHI:
a) Pe30IIOLIHNS;

0) OTMETKa 0 HAJIMYUH NIPUIIOKEHHUS,;

B) OTMeTKa 00 UCIIOJIHUTEIIE;

I') KO/l OpraHu3aIuH.

8. B mpaBoM HIKHEM YTIIy pacrojaraloTcsi peKBU3HTHI:

a) OCHOBHOM rocy1apcTBEHHBIN peructpaunonssiii Homep (OI'PH) ropuandeckoro
TUIIa;

0) koa GopMBI JOKYMEHTA;

B) WIeHTU(UKAIIMOHHBIA HOMep Hanoromiarensinuka (MHH);

r) rpu¢ OorpaHHYEHHsI JOCTYIA K JIOKYMEHTY.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

9. B 1eBOM HUKHEM YTITy pacHojiaratoTcs peKBU3UTHI:

a) KO/ IPUYMHBI [IOCTAHOBKH HA yYeT;

0) OTTHUCK I1€UYaTH;

B) BU3BI;

I') OTMETKa 00 UCIIOIHUTENE.

10. K B3aMMOUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSATCS:

a) sM0JieMa opraHu3aIy U TOCyIapCTBEHHBIN Tep0 PD;

0) KoJ1 OpraHu3ay U KOJl GOPMBI TOKYMEHTA,

B) PETUCTPALIMOHHBIA HOMEP JOKYMEHTA U CChUIKA HAa PETUCTPALIMOHHBIN HOMED U
JaTy TOKYMEHTa;

r) rpud yrBepxkaeHus u mnedath.ll. Ecnm opranuzamus moJBeAOMCTBEHHA
HECKOJIbKUM OpraHam

yIPaBJICHHS, TO B PA3HBIX CUTYallUAX YKa3bIBACTCSA:

a) HETIOCPEJCTBEHHO BBIMIECTOSIIAsT OPTaHU3AIHS;

0) camas riaaBHas BBILIECTOSIIAS OPraHU3aIHS;

B) He OoJiee TpeX CTeTeHeH MoIBeJOMCTBEHHOCTH;

I') HE YKa3bIBA€TCSl HU OJIHA BBIIIECTOSAIIAs OpraHNu3aLusl.

12. JlaToif 1OKyMEHTa MOKET OBbITh J1aTa:

a) ero HaIllMCaHus U COTJIaCOBaHMS;

0) ero MoaNMUCaHus;

B) €r0 YTBEP)KICHHUS;

T') IpPOBEIEHUS 3aceJaHns, Ha KOTOPOM IPUHSTO pEelIeHHe.

13. J1aThl B JOKYMEHTaX MOTYT ObITh O(OPMIICHBI:

a) 22. 08. 1997,

0) 22 aBrycra 1996 rona;

B) 1988. 02. 22;

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

14. Kakue peKBU3UTHI JOKYMEHTOB MUILYTCS, KaK MPAaBUIIO, OT PYKH:
a) BU3a,

0) pe3otonus;

OIHOBPEMCHHO
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

B) MTOATIHCE;

T) ajapecar.

15. K kakuM peKBU3UTaM OTHOCSTCS CJIOBa:
a) «BepHo» A)
0) «/lnsa cmyxeOHOTO TOJIB30BaHUs» b)
B) «3amedaHus npuiararorcs» B)
r) «IlerpoB M.K. 924-76-40» I)
16. PeKBU3UT «IOANUCH)» HA Pa3HBIX TIOKYMEHTAX BKJIIOYAET:

a) TMYHYIO POCIUCH aBTOPa TOKYMEHTA;

0) JINYHYIO POCTIMCH PYKOBOJAUTEIS U €€ paci(poBKy;

B) yKa3aHUE JIOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOAMTENS U €€ paciiu(poBKy;

I') yKa3aHue JOJDKHOCTH, HAMMEHOBAaHHUE OPTaHU3AINH, JIMYHYIO POCTIUCH PYKOBOAHUTEI,
ee pacudpoBKy.

KommiekT TecToBbix 3amanuii: Ne2

1. Kakoe cokparienue spisercs abOpeBUaTypoi:

a) AI'3 MUC PO;

6) Mocauepro;

B) cTarsus;

r) o/m, /0.

2. CroBo, KOTOpoe 0003HaYaeT HOBOE MOHATHE, YIIOTPeOIsieMoe B JOKYMEHTaX, —

9TO:

a) ab0OpeBuaTypa;

0) CHHOHUM;

B) HEOJIOTU3M;

I) apXau3M.

3. OtGepuTe NpUHLIUI OPUITHATIEHO-AEIOBOTO CTUIISL JOKYMEHTAIUH:

a) IPE0CTaBIICHUS] MAKCUMAIBHO BO3MOXKHOW HH(POPMAIINH;

0) MIPUMEHEHHE CIIOB «MbI BBITIOTHUMY, «S CHACTA0»;

B) OrPaHMYEHHOCTH B TPUMEHEHHH SI3BIKOBBIX CPE/ICTB;

T') IPUMEHEHHE YETKUX OTBETOB «J1ay», KHET).
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

4. Jlekcudeckoe COKpaIleHUE CII0Ba, YIOTPEOIIEMOro B TOKyMEHTaX — 3TO:

a) abOpeBuarypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') MTAPOHUM.

5. UTo He OTHOCHUTCS K O(UIIHATBHO-ACTIOBOMY CTHIIIO JOKYMEHTA:

a) aJIpeCHOCTh MH(OPMAIIIH;

0) TeMaTHYeCKass OTPAaHUYCHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) IIpe0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMALINK;

I) yHU(UKALUS TOKyMEHTA.

6. K mpaBuiiam J1e10BOro 3TUKETa OTHOCSITCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6;1aroJapHOCTH 32 OTBET WJIU JCHCTBUE;

B) OOCTOSITENILHOE U3JI0KEHUE JOKYMEHTA,

T') yMEHHUE CIylaTh APYTUX Jojei.7. B kakoM T0KyMEHTe UCHOIb3YIOTCS CIIOBA «... B MPOTHBHOM
ciydae Bam Oynyr

MpeabsBIEHBI ITpadHbIE CAHKIIUN» B KAUE€CTBE S3bIKOBOM (POPMYJIBI, KaK pe3ysbTara
VHU(PUKAIUN SI3BIKOBBIX CPEJICTB:

a) B TapaHTUHHOM MHCHME;

0) B peKJIaMalliOHHOM ITUCHME;

B) B UH(OPMAIIIOHHOM MHCHME;

T') B TUChMe-HAIIOMUHAHUH.

8. CnoBa, KOTOpBIE CTaHOBSATCS HEO(MUIIMATHHBIM 3aMEHHUTEJIEM TepMHUHA U WX NPUMEHEHHUE B
JOKYMEHTaX HeJIOMYyCTUMO, — TO:

a) mpohecCuOHaTNU3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

I') IAPOHUMBI.

9. 3aKOHYEHHBIN B CMBICIIOBOM OTHOILIEHUH OTPE30K TEKCTA, MO3BOJISIOIINN YCTAHOBUTD
3HAUEHUE BXOJSAIIETO B HETO CJIOBA WK (hpa3bl — ITO:
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

a) aHHOTAIIHS;

6) pedpepar;

B) KOHTEKCT;

') KOHCTIEKT.

10. Perynupyrormas (1eaTeIbHOCTb OpraHu3aIlyii) cpeaa BKI0YaeT:

a) rOCYJIapCTBEHHBIE CTaHAAPTHI;

0) 0OIIeCTBEHHBIC OXKUIAHUS;

B) PEKOMEHJAINH, OTPaXKaroII1e epe10BOM ONBIT;

I') HOPMAaTUBHBIE JOKYMEHTBI, OTPAXKaroIUe e TeIbHOCTh OPraHU3aIHH.

11. IlonuTHka ynpaBieHUs JOKYMEHTaMU OpraHU3allH [103BOJISIET:

a) NOBbIIATh 3()(HEKTUBHOCTD AEATEIBHOCTH OPraHU3aluu;

0) coOnronaTh TpeOOBaHUS 3aKOHOIATENbCTBA U PETYIUPYIOLIEH Cpeabl;

B) M30€XaTh PUCKOB NPEANPHUHUMATENBLCKOM JeSITEIbHOCTH, CBSI3aHHBIX C IOKYMEHTaMH;

I) COXpaHSATh MaMATh OpraHW3aluy, HWHAUBHAA ©u obmiectBa.l12. K mnpuHmMnam pas3paboTku
IPOrpamMM yIpaBJIEHUs TOKYyMEHTaAMU OTHOCUTCSI:

a) OLICHKA PUCKOB, CBA3aHHBIX C OTCYTCTBUEM O(QUIMAIBHBIX JOKYMEHTOB;

0) ompeesieHue MPaBUil CO3JaHHUsI METaJaHHBIX O JJOKYMEHTax;

B) o0ecrieueHre XpaHeHUs TOKYMEHTOB B 0€30MacHOM U 3alUILEHHON Cpele;

I') OIIpeJieIeHue BO3MOXKHOCTEH MOBBIIEHUS 3(PEKTUBHOCTH pabOThl OpraHU3aluu

B pe3yJibTaTe KaueCTBEHHOTO YIIPABJIEHUS JOKYMEHTaMHU.

13. PacnpeneneHrie OTBETCTBEHHOCTH 3a IOKYMEHTAIIMOHHOE 00eclieueHue yIpaBIeHNs
MIpeIoaraeT OTBETCTBEHHOCTb:!

a) BCeX COTPYAHUKOB OpTaHU3aAINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBOJICTBA OpraHU3al1y 32 ;

I') cekperapei 3a .

14. Eciu JOKyMEHT SBJS€TCS TeM, 4YeM JOJKeH ObITh, CO3JaH MM OTIPABJICH JIMIIOM,
YIIOJTHOMOYEHHBIM Ha 3TO, a TAK)KE€ B TO BpeMs, KOTOPOE yYKa3aHO Ha JOKyMEHTE, TO 3TO O3Ha4aeT
ero:

a) IOCTOBEPHOCTb,

25




CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

0) LIETTOCTHOCTB;

B) ayTEHTUYHOCTb;

T') IPUTOAHOCTH JIJIS1 UCTIOIb30BAHUSI.

15. Ctparerus BHEAPEHUS TOKYMEHTHBIX CUCTEM MPEAYyCMaTPHUBACT:

a) MPOEKTHUPOBAHUE IOKYMEHTHBIX CUCTEM;

0) MOATOTOBKY COTPYAHUKOB, paOOTAIOIINX C JOKYMCHTAMH,

B) COOTBETCTBHE JOKYMEHTOB PETYIUPYIOLIEH cpee;

') KOHBEPTAIIMIO JIOKYMCHTOB B HOBBIC JJOKYMEHTHBIC CUCTEMBI, JOPMATHI.

16. CiocoOHOCTh TOKYMEHTHON CUCTEMBI ATUTENIHLHO U MPABIIIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUU C TPEOYEeMBIMHU MTPOLIEAYyPaMH O3HAYACT ee:

a) HaJIGKHOCTD;

0) 73 (heKTUBHOCTE;

B) IIEJIOCTHOCTH;

I') KOMIUIEKCHOCTb.

17. CnocoOHOCTh TOKYMEHTHON CUCTEMBI MPE0TBpAIllaTh HECAHKIIMOHHUPOBAHHbBIE
JOCTYII K IOKYMEHTaM, UX YHHYTOKCHUE, N3MEHEHUE HITH TICPEMEIICHHS O3HAYaeT ee:
a) HaJIGKHOCTD;

0) >ddexTuBHOCTS;

B) IIEJIOCTHOCTH;

I) KOMIUIEKCHOCTh.18. Meromonoruss NpoeKTUPOBAaHUS M BHEJIPEHHS] JOKYMEHTHBIX CHCTEM

BKJIIOYAET:
a) aHaJIU3 JIeTI0BOH JIEATETLHOCTH OpTraHu3allny;

0) OIIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CHCTEM;

B) MOHUTOPHUHT, OLIEHKY, KOPPEKTHPYIOIINE JeHCTBUS;

T') IpeKpalieHne MPUMEHEHHS JOKYMEHTHBIX CHCTEM.

19. O6bexkTamMu yHU(PUKAMK U CTAaHAAPTU3ALMU B YIPABICHYECKON 1EATEIbHOCTH
SIBIISTFOTCSL:

a) TepMUHBI, UCIIOJIB3YyEeMbIe ITPHU padoTe C yrpaBieHYecKoil nHpopMarueii;

0) opraHM3aIMOHHbIE CTPYKTYPbI OPTaHU3aAlNN, YUPEKICHUN U TPEIPUITHIA;

B) ynpaBJeHUYecKue (QyHKINH;
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DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

T) ynpaBieHYecKasi TOKYyMEHTAIIUS.

Bnanets

- HaBbIKaMH COCTaBJICHUA,
ydye€Ta, XpaHCHHUA, 3alllUThl, IMCpcAavu

cIyxeOHO# JIOKYMEHTAIUH B
COOTBETCTBUH c TpeOOBaAHUAMHU
JOKYMEHT0000poTa

- HaBBIKAMU cOopa, 00pabOTKH
nHpopManmmm H TOKYMEHTalHOHHOM
obecrieueHnn TOCYAapCTBEHHBIX
OpraHOB BIIACTH, OPTaHOB BIACTH
cyopektoB P®, opranoB MCY wu
OpraHM3alliii  MaKeToM oucHbIX
mporpaMMm Juii  paboTBl C J1eNOBOM
nHdopMmanmeii ¥ OCHOBaMU CETEBBIX
TEXHOJIOTUI

[IpakTrueckue 3a1aHus:

Kpoccsopn 1.

[To ropusonTanu: 1) 3anucs HHGOpPMAIIMK HA PA3TMYHBIX HOCUTENSIX MO0 YCTAHOBICHHBIM MTPaBUIIaM;
2) YCTaHOBJCHHE KOJHMYECTBA M COCTaBa JIOKYMCHTOB B CIMHMIIAX YydeTa W (QUKcalus
MIPUHAJICKHOCTH KaXKJI0M eIMHUIBI yUueTa K ONPEeeIEeHHOMY KOMIUIEKCY U 00IIEMY UX KOJIUYECTBY
B YUYETHBIX JOKYMEHTaX; 3) y4eTHBIN JOKYMEHT, COJACP KAl Ha3BaHUE, CBEJICHUS O KOJUYECTRBE,
cocTaBe JIOKYMEHTOB (DOHIa W MECTe ero XpaHeHHs, MpeJIHa3HAYeHHBIA AJS IEHTPATM30BAHHOTO
ydyeTra JTOKYMEHTOB; 4) mnepedeHb O(PUIMATbHBIX HAUMEHOBAHUM XPAHSIIMXCSA, BBIOBIBIIUX U
MOCTYNAIONINX apXUBHBIX (OHIOB B TOPSAKE BO3pACTaHUs MPHUCBOCHHBIX KM HOMEPOB; 5)
MPEIYCMOTPCHHBIE HOPMATHBHBIMU  JIOKYMEHTAMH YCJIOBHSI HCIIOJIb30BAHUS APXUBHBIX H
KOH(UIEHIMATBHBIX JTOKYMEHTOB; 6) nudpoBoe u/uiau OykBeHHO-IIMGpPOBOe 0003HAUYEHHE Jea B
HOMEHKJIAType JeJl OpraHu3alid, HAHOCUMOE Ha €ero OOJOXKY; 7) CBOICTBa JOKYMEHTa,
oOyclnaBiIMBaIOUIMEe €ro KyJIbTypHOE, HaydyHOe | T.I. 3Ha4eHHe; §) BOCCTAHOBIICHUE
MePBOHAYAIBHBIX WM OJIM3KUX K MEPBOHAYAIBHBIM CBOWCTB W BHEUTHUX NPU3HAKOB apXUBHOTO
JOKYMEHTa, TOABEPTIIETOCS TMOBPEKICHUIO WIM pa3pylleHuio; 9) CpeacTBO THUPaKUPOBAHUS
NOKyMeHTOB; 10) y4eTHBI JOKYMEHT, COAepXKallluii NepeueHb JOKYMEHTOB Jiela C yKa3aHHEeM
MOPSIIKOBBIX HOMEPOB JIOKYMEHTOB, WX HHICKCOB, Ha3BaHWi, 1aT, HOMEpPOB JucToB;, 11)
MPUMEHEHHEe HWH()OpPMAIMH JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX M T.II. IMEIAX, a TaKKe IS
o0ecrieueHrs 3aKOHHBIX MPaB U WHTEPECOB TpaxkaaH; 12) cpaBOYHHK, B KOTOPOM HH(OpManus o
JIOKYMEHTaX pacrojoKeHa B COOTBETCTBUU C BBIOpaHHOM cxeMoil kiaccuukanuy; 13) 10KyMeHT,
TOJIHOCTHIO BOCHPOU3BOASAIINNA HMHYOpPMAIMIO TOJJIMHHOTO JOKYMEHTa WU BCE €ro BHEIIHHE
MPU3HAKHA WM YacTh WX, HO HE MMCIOIIMIA FOPUINICCKON CHITbl; 14) M3MeHeHne TepBOHAYABHBIX
(U3UKO-XMMHYECKUX CBONCTB JOKYMEHTA MOJ BO3ACHCTBHEM BHEIIHUX U BHYTPEHHUX (aKTOPOB;
15) mepBbIi WM €IUHUYHBIA JK3EMIUIIp O(ULHMATBHOIO JOKYyMEHTa; 16) ropuanyeckoe WIu
¢bu3nuecKkoe U0, B NEATEIHHOCTH KOTOPOTO OOpasyeTcs MOKyMeHTanbHbIH (oHm; 17) cpenctBo
XpaHEHHS JOKYMEHTOB.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIM U

[TnaHupyemble pe3yybTaThl
oOyueHus

OneHouHble CpeCTBA

ITo BepTukanu: 1) ABUKEHHE TOKYMEHTOB B OPraHU3allMM C MOMEHTA MX CO3JAaHUS UIIM MOJyYeHUS
710 3aBEpILIEHUSI WCIIOJIHEHUS WJIM OTNpaBieHMs; 18) 3amuch y4eTHBIX JaHHBIX O JOKYMEHTE IO
yCTaHOBJIEHHOH (opme, ukcupyomas (HakT ero cozgaHus, OTHPABICHUS WM TodydeHus; 19)
JOKYMEHT WJIM COBOKYIHOCTb JIOKYMEHTOB, OTHOCAIIMXCS K OJHOMY BOINPOCY MM YYacTKy
NESATEIPHOCTH W TIOMEIICHHBIX B OTACNIBbHYIO 005I0kKy; 20) opraHuzaius WIH CTPYKTYpHOE
MOJIPA3JENICHNE, OCYILIECTBIAIOLIEE JJIMTENBHOE WIM IIOCTOSHHOE XPAaHEHHE OKOHYEHHBIX
JIOKYMEHTOB C LI€JIbI0 MX MCIIONb30BaHUs; 21) CpeICTBO KacCOBOM OPITEXHUKH; 22) KOMMS 4acTu
TEKCTa JOKYMEHTa, O(OpMJEeHHas B YCTaHOBJIEHHOM TMoOpsaKe; 23) CpeiACTBO H3TOTOBJIECHHUS
M300pa3UTENbHBIX JIOKYMEHTOB; 24) cHenuaJbHO 00OpYJIOBAHHOE IIOMEIIEHHE IJsi XpaHEHUS
apXMBHBIX JOKYMEHTOB; 25) TMOBTOPHBIH OSK3eMIUIp MOMJUMHHHUKA JOKYMEHTa, HWMEIOIUi
IOpUJIMYECKYIO cuily; 26) ¢u3nueckoe WM HOPUIAWYECKOe JIUI0, CO3/aBiiee JOKyMeHT; 27)
opuLMaNbHBIA JTOKYMEHT, HMMEIOUIMHA IOPUAMYECKYI0 CUIy W CcoJepKaluid HHPOpMaluo o
MpeiMeTe 3ampoca, ¢ yKa3aHHWEM MOUCKOBBIX JaHHBIX JOKYMEHTOB; 28) OoTOOp JOKYMEHTOB Ha
XPaHEHUE WM K YHUUTOKEHHUIO, a TAK)KE YCTAHOBJIEHUE CPOKOB UX XPaHEHMsI HA OCHOBE MPUHSTHIX
KpUTEPUEB.
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Kpoccsopn 2.

[lo ropusontanu: 1) HOpMATUBHBIA JOKYMEHT, COJEpKallUil CUCTEMATU3UPOBAHHBIM IE€pEUYEHb
CTPYNIIMPOBAHHBIX HAUMEHOBAaHUI OOBEKTOB M IPUCBOEHHBIE WM KOJIbl; 2) HOPMAaTHUBHBIN
JOKYMEHT, 3aKpeIuIfomui yHU(DUKAIUIO JAEJIONpOU3BOACTBA; 3) (UKcalUs Ha MaTepUaJIbHOM
HocuTeNle UHQOPMAIMK C PEKBU3UTAMHU, ITO3BOJIIOLUIMMHU €€ UACHTU(PHUINPOBaTh; 4) yCTaHOBJIEHUE
eauHooOpa3usi coctaBa U (GOpM YIPaBICHUYECKHUX JIOKYMEHTOB, CO3/1aBa€MbIX MpHU pEIICHUU
OJTHOTUIIHBIX YIpaBlIeHUYeCKUX (QYHKIUH; 5) uHbopManus, (GUKCUpOBaHHas Ha KaKOM-JIHOO
MaTepUaJIbHOM HOCHUTEIIE.

Ilo Beprukamu: 1) nudpoBoe oOo3HaueHHe (GOpM JTOKYMEHTOB B XOJ€ COCTaBJICHUS
kiaccupukaropo uHbopmarnuu; 6) 1udpoBoe 0003HAUEHHUE, SABISIIONICECS  AJIEMEHTOM
uaeHTUGUKAMY OOBEKTOB B XOJA€ HX Kilaccu(UKaluu;, 7) MeEXIyHapOAHBIH JIOrOBOp IO
OIpe/IeIEHHOMY BOMpPOCY; 8) OpraHu3alus WU CTPYKTYpHOE IMOApa3JIeleHHe, OCYIIECTBISIOLIEE
JOJITOBPEMEHHOE MJIM MIOCTOSIHHOE XpPaHEHUE OKOHUYEHHBIX JI€]; 9) BHECEHNE OJIKHOCTHBIM JIMIIOM
B o(ulMaIbHble JOKYMEHTHI 3aBEJOMO JIOKHBIX CBEJICHUI WJIM MCIPABICHUM, MCKAKAIOMIUX HUX
JeicTBUTENBHOE conepkaHue; 10) cMHOHMM cioBa 10roBop; 11) MOKyMeHT, MOATBEpKAArOIIMM
COOTBETCTBHE NMPOIYKIUH, IPOIIECCOB U YCIYT YCTAaHOBJIEHHBIM TPEOOBaHUSIM.
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0) Ilopsanox mnpoBeaeHMs TMPOMEKYTOYHOHM aTTeCTALMH, MOKA3aTeJH M KPHTEPHH
OLICHUBAHUS:

Ilpumepnas cmpykmypa u cooepicanue NyHKma:

Ilpomesicymounas ammecmayusi npogooumcs 8 (opme 3awema N0  BONPOCAM,
oxeamwlsalowe meopemuieckue OCHO8blL OUCYUNIUNBL «/{OKYMeHmUuposanue YnpasieH4ecKkoll
0esimeibHOCIUY .

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

8 YuebHo-MeTOAMYeCKOEe U HH(POPMALIMOHHOE 00ecTiedeHre THCIUTTMHbI

a) OcHoBHAas JUTEpPaTypa

1. ITanacenko, FO. A. JlIokyMEHTUpOBaHHE YIIPABICHUYECKOM NESITEIBHOCTH: Y4eOHOE mocodue /
FO.A. Ilanacenko. - Mocksa : PUOP, 2018. - 138 c.: - (Kapmannoe yue6Hoe mocobue). - ISBN
5-369-00014-X ; ISBN 978-5-16-104218-2 (online). - Tekct : anekrponnsrii. - URL.:
https://new.znanium.com/catalog/product/927448 (nara obparenus: 15.12.2019)

0) lono/iHUTeIbLHAS JIUTEPATYypa

1. Kopuees, U. K. JlokymeHTHpOBaHME ypaBiIeHUYECKON AesTeabHoCcTH + TecThl B OBbC :
y4eOHUK U IPAaKTUKYM AJis akajemudeckoro 6akanaspuara / M. K. Kopnees, A. B. ITmenko, B.
A. Mamypues. — 2-e u3j., nepepad. u non. — Mocksa : U3natenscto FOpaidt, 2019. — 384 c.
— (bakanaBp. Akagemuueckuit kypc). — ISBN 978-5-534-04533-8. — TekcT : 21neKTpOHHBIH //
3BC IOpaiit [caiit]. — URL: https://urait.ru/bcode/433066 (mxara obpamenus: 15.12.2019).

2. KazakeBuy, T. A. JIokyMeHTallMOHHOE 0OeCIIeYeHUE YIPABICHUS ;| YUEOHUK U TPAKTUKYM JUIS
cpeanero npogeccronanbHoro oopazosanus / T. A. Kazakesuu, A. U. Tkanuu. — 2-e u3f.,
ucnp. u gon. — Mocksa : M3parensctBo KOpaiit, 2019. — 177 c. — (IIpodeccronansHoe
obpaszosanue). — ISBN 978-5-534-06291-5. — Tekcr : anekrponnsiit // ObC FOpaiit [caidt]. —
URL.: https://urait.ru/bcode/437587 (mata obpamienus: 15.12.2019).

B) MeToanueckne ykazanus
Mertonnyeckue ykasanus npuseeHsl B [Ipunoxenun 1

r) llporpammHuoe odecnneuenne u MHTEepHeT-pecypcehl:
IIporpammuoe odecnevyenune

Haumenosanue 110 Ne norosopa Cpok JIefiCTBUS JTMIIEH3UH
MS Windows 7 J-1227 ot 08.10.2018 11.10.2021
MS Office 2007 Ne 135 ot 17.09.2007 OeccpouHo

Kaspersky Endpoind Security | 1 300_1g o1 21.03.2018 28.01.2020



https://new.znanium.com/catalog/product/927448
https://urait.ru/bcode/433066
https://urait.ru/bcode/437587

1utst OusHeca - CTaHIapTHBIN J-1347-17 o1 20.12.2017 21.03.2018

J1-1481-16 ot 25.11.2016 25.12.2017
7 Zip CBOOOJTHO paclpoCcTpaHsemMoe | 6eccpouHo
FAR manager CBOOOJTHO paclpoCTpaHsemMoe | 6eccpouHO

HNuTepHeT-pecypcsbl

1. MexayHapoHas cripaBouHas cucrema «lloampen» polpred.com orpacis «O6pa3oBanue,
Haykay. — url: http://edication.polpred.com/.

2.HaI_[I/IOHaJ'IbHa}I I/IH(I)OpMaLII/IOHHO-aHaJ'II/ITI/I‘leCKaH cucreMa — Poccuiickuii HHJACKC HAYYHOI'O
mutupoBanus (PUHLY). — url: https://elibrary.ru/projest_risc.asp.

3. Ilouckosas cucrema AkaaemusiGoogle (GoogleScholar). — url: https://scholar.google.ru/.
4. UudopmannonHas cucrema — EnnHoe oKHO jocTyma K MHOPMAILMOHHBIM pecypcam. — url:

http://window.edu.ru/.

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUIIMHBI (MO1yJIs1)

MaTepHaJIBHO-TGXHquCKOC obOecrieucHue JUCHHUIIIIMHBI BKIIIOYACT:

Tun u Ha3Banue AyAUTOpUHA

OCHaH_[eHI/Ie AyaAUuTOpUN

VYyeOHble ayAUTOPUH IS
IIPOBEJCHUS 3aHATUH JIEKLIHOHHOTO
TUIA

MynbTUMeuiiHbBIE CpEACTBA XPaHEHUs, Iepejaun U
npecTaBiIeHns HHPOPMALIUH.

VYyeOHble ayAUTOPUH IS
IIPOBEICHUS IIPAKTUYECKUX
3aHATUH, TPYIIIOBBIX U
WHJVBHIyaJIbHBIX KOHCYJIBTAIINM,
TEKYILEro KOHTPOJIS U
MIPOMEKYTOUYHOM aTTECTANKI

MynbTMeIMHBIE CPEACTBA XPAHEHHUS, IIEpEAaUnd U
IpeJicTaBlIeHNs HH()OPMALINH.

KomM1uiekc TecToBBIX 3aJaHui ISl TPOBEICHUS
IIPOMEKYTOUHBIX U PYOEKHBIX KOHTPOJIEH.

IToMmemmeHus g caMOCTOSTEILHOU
paboOTHI: O0YJAFOIITIXCSI

[MepconanbHbIe KOMITBIOTEPHI ¢ TakeTom MSOffice,
BBIXOIOM B IHTEpHET U ¢ JIOCTYIOM B 3JICKTPOHHYIO
UH()OPMAIIMOHHO-00Pa30BATENBHYIO CPEly YHUBEPCHTETA

[TomenieHus 115t XpaHEHUSI U
npopHIAKTHIECKOTO
00CITy’)KUBaHUs y4eOHOTO
o0opymoBaHus

[Hxads! 151 XpaHeHUus: yueOHO-METOANYECKOMN
JIOKYMEHTAIUH, Y4eOHOTO 000pYyI0BaHMS U Y4eOHO-
HarJIsIIHBIX TTOCOOUIA.
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IIpniaoxenne 1
Tpe6oBanus k 0popMiIeHHI0O KOHTPOJIbHOW PadoThI:

1. PabGora BBINONHSETCS MEYATHBIM CIIOCOOOM C HCIOIB30BAaHMEM KOMIIBIOTEpA U
MIPUHTEPA HAa OAHOM CTOpOHE JucTa popmara A4 yepes nmoartopa (1,5) uareppana. Tun mpudra —
Times New Roman, 1Bet mpudra — yepHbIid, Kerib (pa3mep) mpudra — 12 wum 14. B pabote He
JIOITYCKaeTCs UCIOIb30BaHUE IIPU(PTA PA3HBIX TAPHUTYD.

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

3. Ha3Banus pa3nernoB U NOJPA3AEIOB BBIAEISAIOTCA >KUpHBIM wpudrom. HaszBanue
pasziena pacroyiaraercs nocepeinHe CTpoKH, a Mojipasena — oT ad3ala.b

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

5. CtpaHuibl UMEIOT CIIEAYIOIIME NOJIA: JeBoe 25 MM, IipaBoe - 10 MM, BepxHEe U HUXKHEE
- 20 mm.

6. Ctpykrypa paboThI:

- TuTynbHBIN JIUCT.

- Conepxanue.

- Beenenue.

- Texcr paGoTHI (TJ1aBHI).

- 3aKir04YeHue.

- CIMCOK HCTOYHUKOB U JINTEPATYPHI.

- [Ipnnoxenus

Bce cTpykTypHBI€ 351eMEeHThI paO0Thl HAUMHAIOTCS ¢ HOBOTO JIUCTA.

7. 3aroJOBKM pacIoJIaraloTCs IOCEPEAMHE CTPAaHULBI U YKa3bIBAIOTCS IPONHCHBIMU
OykBamu Oe3 KaBBIYEK M TOYKM B KOHIIE, BBIIEISIOTCS MOMYKUpPHbIM IpudTom. IlepeHocuts
CIOBa B 3arojOBKE HE JOINYCKAeTCs. 3aroJIOBKH OIJIABIEHMUS JOJDKHBI TOYHO IOBTOPSTH
3aroJIOBKH B TEKCTE.

8. MnrocTpanuu, UCONIb3yeMble B TEKCTE padOThl, pa3MeIIatoTCs 1OC/Ie MEPBON CChIIIKU
Ha HUX M CONPOBOXKIAIOTCA cinoBamu «Pucynok», «Tabmuua», «Cxemay, «['paduk» u T.1. Bee
WUTIOCTPAllMM  HYMEpPYIOTCS CKBO3HOM HyMepauuend apaOckumu nudpamMu B HOpSAKE
YIIOMHHAHUS B TEKCTE (U1 KaX10T0 BUJA MIUTIOCTPALIUI CBOSI HyMeparusi).

9. IlpunokeHus: JOJKHBI MMETh TEMaTHUECKHE 3arojIOBKM M HYMEPYIOTCS apaOCKUMHU
uudpamu. [lepeuens npunokeHU yka3bplBaeTcsl B OTJIaBICHUN.

10. Bece crpanunbl paOoThl, BKIIIOYas MPHIOKEHUS, HyMepyroTcs mo nopsaky. [lepsoi
CTpaHMIIEH CUMTAETCS TUTYJIbHBIM JHCT, HA HEM HOMep He crtaBuTcs. HymepyroT apaGckumu
nuppamu, ucnons3ys mpudrt Times New Roman, kernmp 12, ¢ coOmrogeHHEeM CKBO3HOU
HyMepaluu 1o BceMy TekcTy. Homep mpocTaBisieTcsi B IpaBoOM BEpXHEM yriay (BbIpaBHUBAaHUE
10 TIPaBOBOMY Kparo) 0€3 TOUYKH B KOHIIE.

11. Ccputku HyMEPYIOTCSI B CKBO3HOM TIOpsZIKE apaObCKuMu IudpaMu B mpeenax Kakaou
qacTH paboThI (BBEACHUS, PA3/ICIIOB M 3aKIIIOUCHHUS).
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12. CHocka odopmisieTcs B kKoHIe pasaena (BcraBka — Cepuika — CHocka — KonreBast
CHOCKa, IPUMEHHUTH KO BCEMY JJOKYMEHTY):

- bes kpacHoit cTpoku (ab3ama).

- Hymepanus: apabckumu nudpamu.

- HlpudT: Times New Roman, 10 kers.

- BolpaBHMBaHUeE 110 MIKUPHUHE.

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