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JIner akryaqm3zanuu padodeil mporpamMMsl

Pabouas mporpamma nepecMoTpeHa, 00cyxieHa u ogo0pena uist peanmsarmu B 2022 - 2023
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, o0CcykieHa 1 ooopenHa uist peanm3armn B 2023 - 2024
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHUS

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u oo0pena it peanm3armu B 2025 - 2026
yueOHOM Toly Ha 3acenanuu kadeapsl [lemaroruueckoro oopa3oBaHus U JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusaruu B 2026 - 2027
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Ilesin ocBOeHMS TUCHUILINHBI (MOIYJISA)

2 MecTo THCHMIIMHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/ibHOIl MPorpaMmsbl

Jucuumiuza JlokyMeHTalMoOHHOE oOecreueHne MAESITEIbHOCTH OpraHOB MECTHOIO
CaMOYNpaBJIEHUS M MYHULIMIAJIbHBIX OPraHU3alMi BXOJUT B 00s3aTeNbyl0 4acTb y4eOHOTO
T1aHa 00pa30BaTENbHON MPOTPAMMBI.

JUia  u3ydeHus  JUCUUIUIMHBI ~ HEOOXOAWMbI  3HaHMS  (YMEHMS,  BIAJCHUSA),
cOpMHUPOBAHHBIC B PE3YJIbTATE H3YUCHHS AUCIUTUINH/ TPAKTUK:

[lepcoHanbHble TaHHBIE U UX TOKYMEHTHUPOBAaHUE

KanpoBoe nenonpousBoacTBO

JlokyMeHTalMoHHOE 00ecrieueHre aIMUHUCTPATUBHBIX OTHOIIEHU! B PD

JlokyMeHTaloHHOE 0OecrieueHre Irpa)/1aHCKUX OTHOLIEeHUH B PD

MonenrpoBaHue CUCTEM JOKYMEHTAIMKM OpraHu3aluu

OCHOBBI CEKPETAPCKOT0 0OCTy>KUBaAHUS

VYyeOHas - mpakTUKa MO IMOJIYYEHHUIO MEPBUYHBIX NPOPECCHOHATIBHBIX YMEHHH U
HaBbIKOB, B TOM YHCJE€ TMEpPBUYHBIX YMEHHH M HaBBIKOB Hay4YHO-UCCIIEOBATEIbCKON
NeSITeNIbHOCTH

JlokymMeHTalloHHOE 0OeciedeHre rocyJapCTBEHHOTO ycTpoiicTBa B PD

OCHOBBI TOKYMEHTOBEJIEHUS

VYnpaBiieHue 4elI0BeYECKUMU PECypcaMu

[IpakTiKyM 10 COCTaBIEHUIO U OPOPMIIEHHUIO CITY>KEOHBIX JOKYMEHTOB

Texnomornu BHeApeHUs, aJanTalliM W YOPABIEHUS CHCTEMaMU 3JIEKTPOHHOTO
JTOKYMEHTO000pOoTa

JIOKyMEHTHpPOBaHUE AEATEIbHOCTH HErOCYAAPCTBEHHBIX OpraHUu3alnui

Opranuzanus 1 TEXHOJIOTHS TOKYMEHTAllMOHHOTO 00ecnieueH s yIpaBlIeHUs

[IpousBocTBEHHAs - MPAKTUKA MO MOJYyYEHHIO MPO(EeCcCHOHAIbHBIX YMEHUNW U OMbITa
npodeccuoHabHOM NesITeNbHOCTH

CoBpeMeHHas opraHu3anus rocyJapcTBEHHBIX yupexaeHui Poccun

JlokyMeHTOBEACHUE

JlokyMEeHTaIMOHHOE 00eCTIeUeHNE TPYAOBBIX OTHOIICHHH B PD

JlokymeHTaloHHoe oOecredeHre AESITeIbHOCTH OPraHOB TOCYJapCTBEHHOM BIACTH,
YIPABJIEHUS U TI0IBETOMCTBEHHBIX OPraHU3alui

3HaHus (YMEHHUS, BJIQJICHUS), [TOJIy4€HHBIE MPU W3YYEHUU JAHHOW TUCHUIUIMHBI OyIyT
HEO0OXO0IUMBI JJIs1 U3YyYESHUS] AUCIUILTUH/TIPAKTHK:

l'ocynapcTBeHHbIE, MyHHIIMTIAIbHBIE U BEIOMCTBEHHBIE aPXUBbI

JIoKyMeHTallMOHHOE  OO€cleYeHHe VYIpaBiCHHWs Ha MPEANPUATUAX  PAIUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hopm

JIOKyMEHTBI ¥ JOKYMEHTOO0OPOT B OyXraiaTepcKoM yuere

MexayHapoaHble CTaHAAPTHI YIIPABIECHUS JOKYMEHTaMU

IToaroToBKa K 3alUTe U 3aIIMTa BBITYCKHON KBAIM(HUKAIIMOHHON paboThI

IIpousBoacTBEHHAs — MPENIUILIOMHAS IPAKTUKA

HNudopmanronHoe odbecrieueHre ynpaBieHus

WudopmanioHHbIE pecypchl, peecTpbl ¥ 0a3bl JAHHBIX: MPAKTUYECKUE ACTIEKTHI

Opranuzanus paboTsl ¢ 00paleHUs MU TpakKaaH

[ToaroToBka K mpoueaype 3alIUThI U 3aLIUTa BBITYCKHOM KBaTM(PUKALMOHHOMN paboThI

IToaroroBka Kk craue v caada rocyAapCTBEHHOTO SK3aMEHa



3 Komnerenuuu odyuarwmierocs, popMupyemMbie B pe3y/ibTaTe 0CBOECHUS

AMCHUTIMHBI (MO/IYJIsl) ¥ INIAHUPYeMble Pe3yJbTaThl 00y4eHus

B pesynbrare ocBOEHUS IUCHUIUIMHBI (MOIYnsi) «JloKyMEHTalmoHHOE OOecreueHue
JEATEIBHOCTH OPraHOB MECTHOTO CAMOYIPABJICHUS M MYHULUIAIBHBIX OpraHU3aLuii»
oOyyJaromuiics JoJKeH 001a1aTh CIEAYIOIMMU KOMIETCHIIUSIMHU:

Ko mnnukaropa

Nuaukatop 10CTHKEHUS KOMIIETEH N

OIIK-1 CnocobeH mpuMeHsATh Ha 0a30BOM YpOBHE 3HAHMS WCTOPHUYECKUX HAYK MPU PEUICHUU
3a7a4 B chepe cBoek mpodhecCHOoHAIbHOM eI TENHLHOCTH,

OIIK-1.1 3HaeT HUCTOPUI0O M COBPEMEHHYIO OpPraHHU3aIMi0 CHUCTEMbl OPraHoOB
rOCyJlapCTBEHHOW BJACTU MW ympasiieHHss B P®, opraHoB MECTHOTO
CaMOVITPABJICHUS M OpraHu3aIui

OIIK-1.2 Bnageer HaBbIkaMu moucka U OTOOpa UCTOUYHUKOB, KOTOPbIE BaKHBI JJIS

KOHKPETHO-UCTOPHUICCKOTO HCCICA0BaHUA C Y4€TOM OEHHOCTH
JOKYMCHTAJIBHOI'0O HMCTOYHHMKA KaK YaCTh HCTOPHUYCCKOIO HaCJICausd H
AKTHBA OpraHu3aliuu

OIIK-2 CniocobeH HaxOqUTh OPraHU3alMOHHO-YIIPABICHYECKNE PEIICHHUS TIPU PEIICHUH 3a/1a4 B
cepe cBoeit npodeccHoHAIBHON NI TEILHOCTH;

OIlK-2.1 OmnpenenseT ey 1 3aJ1a4u yIpaBieHus B cepe cBoeH nmpodecCuoHaIbHON
JIeSITENIbHOCTH

OIIK-2.2 Hcnonp3yeT OCHOBHBIE METOJBI U NMPUEMBI OPTAHU3ALNH, IUIAHUPOBAHMS,
MOTHBAIlMM, KOOpPAMHALIMM U KOHTPOJIL TMPOLECCOB B cdepe cBoel
npodeccHOHATLHON AeATEILHOCTH

OIIK-2.3 YMeer uaeHTU(GUIUPOBATH TPEOOBAHHUS HOPMATHUBHO-TIPABOBOM CpEIbl K

CcBOEH Mpo(EeCCHOHANTLHOM AEITEILHOCTH U IEITSALHOCTH OPraHu3aluu




4. CTpyKTypa, 00b€M U coep:KaHue I CIUIIIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBlsieT 3 3a4eTHhIX eaunuil 108 akaja. dacoB, B TOM

YHUCIIC:

— KOHTaKTHas pabora — 36,4 akaj. 4acoB:
—aynuTopHas — 4 akaJl. 4acos;

— BHeayIuTopHas — 32,4 akaJl. 4acos;

— caMocCTosTeNbHas paboTa — 67,7 akaJl. 4acos;
— B opMe npakTuiIeckoi moarotoBku — 0 aka. gac;

— MOATOTOBKA K 3auéTy — 3,9 akan. yac
dopma aTTecTanuy - 3a4eT

AynuropHast I =
KOHTaKTHas paboTta E E dopma TeKyILEro
S8 B
B aKaj. yacax o usn KOHTPOJIS
Paznen/ Tema 2, ( A ) E D . e Kon
> 3 ©| caMOCTOSITENBHOM | ycreBaeMOCTH U
JIACIUTUTAHBI 1 £ = . | koMnereHnuK
o & paboThI MPOMEKYTOTHON
na6. | mpakt. | £ .8
Jlex. - | MPAKT- | = g aTTecTalyH
3aH. 3aH. | QO &
1. Tlomstne 00 opraHax
MECTHOTO CaMOYIIPaBICHUS U
MYHHUIUIATbHBIX
Tlouck
JIOTIOJTHUTENIbHON
UHPOPMAIIH IO
3a/1aHHOM TeMe.
Koutponbhas
pabora.
Boinonnenue
1.1 Opranel MecTHOTroO Teoperuueckoe
JIOMAIITHUX
CcaMOYIIPaBIICHHUSI. u 3amaHue K Teme 1 OIlK-1.1,
MPAKTHIECKUX
MYHUIIUIATBHBIC aGor [pakTuueckoe OIlK-1.2,
OpraHu3aLMH xax| 5 0,5/0,51 0,5/0,51| 12 p snanne 1 OIK-2.1,
CamocrosTenpHOe
00BEKTHI JBvieHIe VIeGHO KontponbsHas OIlK-2.2,
MYHUIIUIIATBHOTO i i pabora OIlK-2.3
Y Hay4HO
VIIpaBJICHHS ATyl 3auer
Pabora ¢
KOMIIBIOTEPHBIMH,
3MEKTPOHHBIMU
yueOHUKaMHU,
TECTOBBIMHU
crcTeEMaMu
HWroro no pasaeny 0,5/0,51 0,5/0,5U| 12

2. OcoOeHHOCTH OpraHHU3alyu
JIETIOTIPOM3BOICTBA B OpraHax
MECTHOTO CaMOYTIPABICHUS W

MYHUIUNAJIBHBIX




2.1 OcobOeHHOCTH
JOKYMEHTAITBHBIX ()OHI0B
OMC ¥ MyHUIIUTIATBHBIX
opraHu3anuil

0,5/0,51

0,2/0,21

12

Iownck
JIOTIOTTHUTEIIBHOM
UH(POPMAIUH 1O
3aJaHHOM TEME.

KonTponbHas
pabora.
Beimonnenue
JIOMaITHAX
HPaKTHYECKHUX
pabot
CamocrosiTenbHOE
u3ydyeHue yueOHoi
U Hay4HO
JIMTEPATYPEI

Teopernueckoe
3anmanue K Teme 2.1
IIpaktuueckoe
3/1aHue 2
KonTponbHas
paborta
3auer

OIIK-1.1,
OIIK-1.2,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3

2.2 Opranuzanus
OINEPATUBHOTO XPAaHCHUS
JNOKYMEHTOB B OpraHax
MECTHOIO
CaMOyTIpaBIICHUSI u
MYHHITUTTATBHBIX
opraHu3zanuit

0,3/0,31

0,8/0,81

14,7

[Nouck
JIOTIOJTHUTENBHON
UH(POPMAIHH 10
3aJ]aHHOU TEMe.

KonTponbsHas
pabora.
Brinonnenue
JIOMAIITHAX
MPAKTHICCKUX
pabor
CamocrosTenbHOe
u3ydeHue yueOHoi
1 HAy4HO
JIUTEPaTyphbl
Pabora ¢
KOMIIbIOTEPHBIMH,
3NEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMHU
cucTeMaMu

Teopetnueckoe
3aJaHue K Teme 2.2
IIpaktuueckoe
3nanue 3
KonrponbHas
pabora
3ayer

OIIK-1.1,
OIIK-1.2,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3

2.3 Opranuzanus
JIOKYMEHT0000poTa B
OMC u MyHHIMIATBHBIX
OpraHM3aIMsIX

0,3/0,3U1

0,3/0,31

18

TTouck
JIOTIOJTHUTEIIBHOM
UHPOPMAIIH IO
3aJIaHHOM TeMe.

Koutponbhas
pabora.
Brimonnenue
JIOMAIITHUX
MPAKTUYECKUX
pabor
CamocTosTeNnbHOE
U3y4CHUE YUCOHOM
Y HaY4HO
JIUTEPATYPbI
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMH
yueOHHUKaMH,
TECTOBLIMU
CHCTEMaMK

Teopernueckoe
3aJlaHKe K TeMe 2.3
[IpaxTrueckoe
3nanue 4
KonTponbnas
pabora
3auer

OIIK-1.1,
OIIK-1.2,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3




Ilouck
JIOIIOJTHUTEILHOM
UH(POPMAIUH 1O
3aJaHHOM TEME.

24 Opranusanust KonTponbHas Teopericcioe
sdpiberTHBHOTO pabora. 3amanue K teme 2.4|  OIIK-1.1,
HCIOJIb30BAHUS Breinonnenue Hpaxmiieckoe OlIK-1.2,
foKymeHTOB B OMC 0,4/0,41 0,2/0,2H| 11 IOMALLIHIX 37aHKE 5 OIIK-2.1,
MYHHULIMIATBHBIX MIPAKTHYECKUX KontponbHas OlIK-2.2,
paborta OIIK-2.3
OpraHM3aIHsAX pabot
3auer
CaMOCTOATENEHOE
u3ydyeHue yueOHoi
Y HAy4HO
JIUTEPATyPhI
HUroro no pazaeny 1,5/1,51 1,5/1,51| 55,7
HUroro 3a cemecTp 2/21 221 | 67,7 3a4ér
HTtoro mo gJUCIUILIMHE 221 221 | 67,7 3a4eT




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B mnpomecce o0ydeHuss 1o gucuuiUiMHE —«JlOKyMEeHTalMOHHOE oOecredyeHne
JEATeNbHOCTH OPraHOB MECTHOTO CaMOYNpAaBICHHS M MYHHLIWNAIBHBIX OpraHU3alui»
MPUMEHSIOTCS JAMCTAHIIMOHHO ¢ wucnosb3oBanneM WKT crnemyromue o0Opa3oBarenbHbBIE
TEXHOJIOTUHU.

1. TpagunuoHHele o0Opa3oBaTeIbHbIE TEXHOJOIMH, MPEANOJararwume IpsIMyro
TPaHCISLMIO 3HAaHUM OT I[penojaBaTesis K CTYIOEHTY (IPEUMMYIIECTBEHHO Ha OCHOBE
00BSICHATEIbHO-WILTIOCTPATHBHBIX METOI0B 00y4deHHsT). Y4ueOHast AeATEIbHOCTD CTY/ICHTa HOCUT
B TaKUX YCJIOBHSX, KaK IIPABWIIO, PEIPOTYKTUBHEIN XapaKTep.

@®opMbl y4eOHBIX 3aHATHH C UCIIOJIB30BAHUEM TPAJUIIMOHHBIX TEXHOJIOT Uil

NudopmanrionHas sekuust — TOCIEAOBATEIbHOE  H3JIOKEHME Marepuaja B
JUCHMIUIMHAPHOM JIOTHKE, OCYILECTBISIEMOE INPEUMYILECTBEHHO BepOalbHBIMU CpPEICTBAMU
(MOHOJIOT TIpeToIaBaTers).

[IpakTHdeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHH M HAaBBIKOB TIO
MPEI0)KEHHOMY AT OPUTMY.

[IpakTnueckoe 3aHsATHE B (QOpMe TMpe3eHTAaMH — TMPEACTaBICHUE pPE3yJIbTaTOB
MIPOEKTHOM WJIM HCCIIEA0BATEIBCKON JESITENbHOCTH C HCIOJIb30BAaHUEM CIEUATU3UPOBAHHBIX
MIPOTPAMMHBIX CPE]l.

[IpakTudeckue 3aHIATHS MPOBOIATCS B (OpME MPAKTHUECKOW TMOATOTOBKU B YCIOBHSIX
BBITIOJTHEHUST OOYYalONIMMUCS BUJIOB pabOT, CBA3aHHBIX ¢ Oyaymeld mpodeccnoHaTbHON
NeSITEeNIbHOCTHIO U HaNpaBlIEHHBIX Ha (OPMUPOBAHUE, 3aKpEIUVICHHE, Pa3BUTHE MPAKTHUYECKUX
HaBBIKOB M KOMTIETEHITUH 110 TIpo hritto 00pa3oBaTeIbHON MPOTPAMMBEI.

2. Texnosoruu mpoOIEMHOTO O00ydeHHUs — OpraHu3aIus oOpa3oBaTEIBLHOTO Tpoliecca,
KOTOpas MpeArnojaraeT NoCTaHOBKY MPOOJIEMHBIX BOMPOCOB, CO3/IaHUE YYEOHBIX MPOOIEMHBIX
CUTYaIUH JUI CTUMYJIMPOBAHUS aKTUBHOW M03HABATEIHHON I€ATEIHHOCTH CTYIEHTOB.

®opMbl yIeOHBIX 3aHATHH C UCTI0JIB30BAHUEM TEXHOJIOTUH MPOOIEMHOTO OOyUCHHUS:

[IpakTnueckoe 3aHsATHE B (OpMe MPAaKTHKyMa — OpraHu3aius ydeOHOW paboThl,
HalpaBJieHHas Ha pelleHue KOMIUIEKCHOM Y4eOHO-TI0O3HABATENIbHOW 3ajaduu, TpeOyromend OT
CTYZCHTa MPUMEHEHUS KaK Hay4HO-TEOPETUUECKUX 3HAHUH, TaK U IPAKTUYECKUX HABBIKOB.

[IpakTrueckoe 3aHATHE HA OCHOBE Kelic-MeTo1a — 00y4eHHEe B KOHTEKCTE MOICINPyeMOit
CUTYaI[H, BOCIIPOU3BOAIICH peanbHble YCIOBUS HAYYHOU, IPOU3BOJCTBEHHOM, OOIIIECTBEHHOM
nestensHOCTH. OOydaromyecss MOJDKHBI MPOAHATIM3UPOBATH CUTYAIUIO, Pa3o0paTrbcsi B CYTH
po0ieM, MPeUI0KUTh BOSMOXKHbBIE pEIIeHHs] U BBIOpATh Jtydiiee u3 HuX. Kelicel 6a3upytorcs Ha
peaibHOM (PaKTHUECKOM MaTepHualie Ui e MPUOIMKEHbI K pealbHON CUTYALIUU.

3. TexHosoruu MpoeKkTHOro 0O0y4eHHUs — OpraHu3anus oOpa3oBaTENBLHOrO IMpoliecca B
COOTBETCTBUU C aJITOPUTMOM I[O3TAIHOTO PEUICHUS MPOOJIEMHON 3aJaydl WM BBITOJHEHUS
yuebHoro 3aaanus. [IpoekT npeamnonaaraer COBMECTHYIO y4eOHO-TI03HABATEIbHYIO JESTEIbHOCTh
TPYIIBI CTYJEHTOB, HANPABJICHHYIO Ha BHIPAOOTKY KOHIEHIIMHU, YCTAHOBIIEHUE IIeNiel U 3a7ad,
(GOpMYITUPOBKY OXHUAAEMBIX PE3YAbTATOB, OIpPENCICHUE MPUHIMIOB M METOAUK PElICHHS
MOCTABJICHHBIX 3aJay, IJIAHUPOBAHHE XOJa pPabOThl, TMOUCK JOCTYIMHBIX U ONTHUMAJBHBIX
PECYPCOB, TMOATANHYIO peaju3aluio IIaHa paboThl, MPE3EHTALMIO PE3YNbTAaTOB pPaldOTHI, HX
OCMBICITICHHE U PEQIIEKCHIO.

NndopmanronHeiii  mpoekT — y4eOHO-TIO3HABaTeNbHAs JAEATEIBHOCTh C  SIPKO
BBIPKEHHOM 3BPUCTUYECKOM HAMPaBIEHHOCTHIO (MIOUCK, OTOOP U cCUCTeMaTH3aIus nHpopmanuu
0 KakoM-TO 0OBEKTe, 03HAKOMJIEHHE YYaCTHUKOB MPOEKTa ¢ 3TOH MHpOpMaLUeH, ee aHATU3 U
00o01eHue A mpe3eHTaly 0oee MMPOKOH ayTUTOPUN).

4.  HWudbopMallmOHHO-KOMMYHUKAIIMOHHBIE ~ OOpa3oBaTeNbHBIE  TEXHOJIOTHH  —
opranm3aius 00pa3oBaTENILHOTO MPOIECCa, OCHOBAHHAS HA MPUMEHEHUH CIEIHAIN3UPOBAHHBIX
MPOrPaMMHBIX Cpell W TEeXHUYECKHX CpeACTB paboTel ¢ wuHopmanuei. Mcnoms3yroTcs
JMCTaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTH, PeaTu3yeMble C MPUMEHEHUEM



WHOOPMALIMOHHBIX W TEJICKOMMYHUKAIMOHHBIX  TEXHOJOTHMH MpH  OMOCPEIOBAaHHOM
B3aMMO/ICHCTBHH 00YJaOLIeT0Cs ¥ IeIarOrnyecKoro paboTHHKA.

6 YueOHO-MeTOAHYECKOE 00eciedeHe CAMOCTOSITeIbHOI padoThl 00yUYaroLuXCcst
[IpencraBneno B nmpuiioxxenuu 1.

7 OueHOYHBbIE CPEACTBA I/l POBEAeHU NPOMEKYTOYHOM aTTeCTAMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOMMYecKOe U HH(OPMANIMOHHOE 00ecTiedeHrue TUCIIUIITTHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. AmupoB, A.P. JlokyMeHTallMOHHOE OO€CIieYeHHE YIIPaBJICHUSI B OpPraHU3alMIX :
yueOHoe nocobue / A.P. Amupos, B.1. Muxaiinos. — Ya : BI'TIY umenu M. Akmysuisi, 20009.
— 176 c. — ISBN 978-5-87978-513-5. — Tekcr : anekTpoHHbIi // DIeKTpOHHO-OHOTHOTEUHAS
cuctema «Jlamp» : [caiitr]. — URL: https://e.lanbook.com/book/42213 (nata oOpamieHus:
11.12.2020). — Pexum JIOCTyMa: JUIST aBTOPHU3. 10JIb30BaTENEH.
https://e.lanbook.com/reader/book/42213/?previewAccess=1#6

2. Ky3neros, . H. JlokyMmeHTaIIMOHHOE 0OecrieueHue yrpasiieHus. JJokyMeHTO000pOT
JIETIOTIPOU3BOICTBO © YUCOHUK M MPAKTHKYM JUTsl TipuKiIagHoro 6akamaBpuara / M. H. Ky3ueros.
— 3-e m3n., mepepad. u gon. — Mocksa : UzmarensctBo Opaiit, 2019. — 461 c. — (bakanasp.
[Mpuknaguoit xkypc). — ISBN 978-5-534-04275-7. — Tekcr : asnekrponnsiii // 3BC HOpait
[caitr]. — URL.: https://urait.ru/bcode/431759 (nara oopamenwus: 16.12.2020).

3. I'ocymapcTBeHHOE W MYHHIIMITATbHOE yIpaBieHne B Poccuu: mcTtopus, COBpeMeHHOE
COCTOSIHHE, TICPCIIEKTUBHI pa3BuTHs : MoHorpadus / M. B. Anekcanaposa, H. P. bansiackas, C. B.
Butuk u ap. ; MI'TVY. - Maruutoropck : MI'TVY, 2015. - 1 anekrpon. onrt. guck (CD-ROM). -
3aru. c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name= 1319.pdf&showzdcatalogues/1/1123
548/1319.pdf&view=true (mata ooOpamenus: 15.01.2021). - MakpooObekr. - TekcT
ANEKTPOHHBIN. - CBeneHus octynHbl Takke Ha CD-ROM.

0) lonoJiHMTEILHAS JIATEpaTypa:

1.Anromnenko, H. M. CucremHoe pykoBOACTBO opranuzanueii . yueonuk / H. N.
Amnrosenko. - M. : Dx3amen, 2006. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TuTys1. 3KpaHa. -
URL.: https://magtu.informsystema.ru/uploader/fileUpload?name
=192.pdf&show=dcatalogues/1/1052983/192.pdf&view=true (mara oGpamenus: 04.10.2019). -
MaxkpooObeKT. - TeKkcT : anekTpoHHBIH. - CBefenus AocTymnHbl Takxke Ha CD-ROM.

2.AunmpeeBa, C. JI. Opranmzamuss paboTel ¢  OOpalIeHUSIMU  TpaxaaH
y4ue6HOo-MeTomuueckoe nocodue / C. JI. Auapeesa ; MI'TVY. - Maruutoropck : MI'TY, 2016. - 1
anekTpon. ont. jguck (CD-ROM). - 3arm. ¢ turyn. 9kpana. -  URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2950.pdf&show=dcatalogues/1/1134
762/2950.pdf&view=true (mara oOpamenus: 04.12.2020). - MakpooObekT. - TekcT
ANEKTPOHHBIN. - CBeieHus nocTynHbI Takke Ha CD-ROM.

3. Kuoppunr, B. . OcHOBBI rocylnapCTBEHHOTO M MYHHUIIMIAIBLHOTO YIPABICHUS !
yueO-uuk / B. Y. Kuoppusr. - M. : Dk3amen, 2006. - 1 anextpon. ont. auck (CD-ROM). - 3ar. ¢
TUTYII. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=190. pdf&show—dcatalogues/1/10528
53/190.pdf&view=true (nara obpamenwus: 14.12.2020). - MakpooOBEKT. - TEKCT : AIEKTPOHHBIH. -
Ceenenus noctymnssl Takke Ha CD-ROM

B) Meroauyeckue yka3anus:



CamocTosiTenbHas padoTa CTYJCHTOB By3a : npakTukyM / cocrasurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; Maruutoropckuii roc. TEXHU4€CKUI yH-T UM.
I'. . Hocoga. - Maraurtoropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3arx. ¢ tuTyn.
3KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true (mata ooOpamenus: 28.09.2020). - Makpooobekr. - TekcT
ANIEKTPOHHBIN. - CBeZIeHUs TOCTYIHBI Takoke Ha CD

MGTOILI/I‘-IGCKI/IC YKa3aHHus K OCBOCHHUIO KypcCa ITPpEACTAaBJICHBI B IIPUIIOKCHUAX lu?.

r) [IporpamMuoe ob6ecnneuenue u UHTepHeT-pecypcebi:

IIporpammHoe obecnieueHne

HanmenoBanme .
1o Ne norosopa Cpok AeicTBUS IUIICH3UN

MS Windows 7
Professional(mus  |/[1-1227-18 o1 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (mna |A-757-17 ot 27.06.2017 27.07.2018
KJ14CCOB)
MS Off_lce 2007 Ne 135 o1 17.09.2007 OeccpodHO
Professional
7Zip cBO0OOTHO 0eccpoUHO

IIpodeccuonanbHblie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa

OnekTpoHHas 0a3a TMEPUOTUYCCKUX H3AAHHUI
East View Information Services, OO0 «1BUC»
Harmmonanbuasa
undopmanonHo-aHanuTHueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Pocculickuii MHAEKC HAYYHOTO ITMTHUPOBAHUS
ITouckoBas cucrema Akanemus Google (Google
Scholar)
Nudopmanmonnas cucrema - EawmHOe OKHO
JIOCTYIa K MHPOPMAIIMOHHBIM pecypcam
DneKTpoHHbIe pecypchl oubnuorexku MI'TY um.
I".. HocoBa
Poccuiickas T'ocymapcTBenHass OuOnmoTeka.
Katanoru
®denepanbHblii  00pa30BaTENbHBIA  MTOPTAI
OxoHomuKa. Conuosiorust. MeHepKMEHT
MexnayHnapoanas HayKOMEeTpUYecKas
pebepaTuBHas ¥ NOTHOTEKCTOBas Oasa manubix|http://webofscience.com
HayuHbIx u3ganuii «Web of science»
MexnayHnapoanas pedepaTtuBHas u
MOJIHOTEKCTOBAsl _ CTpaBOYHas 0asza  JTaHHBIX

9 MartepuajbHO-TEXHHUYECKOE 00ecriedeHne TUCHUTITHHBI (MOTYJIs1)

https://dlib.eastview.com/

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

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

http://magtu.ru:8085/marcweb2/Default.asp

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

~ |http://ecsocman.hse.ru/

http://scopus.com

MaTepI/IaHLHO-TCXHI/I‘{eCKOC obecrnieueHue JUCHUITIIIMHBI BKJIIFOYACT:



YdeOHble ayAUTOPUH IS IPOBEICHUS TMCTAHLIIMOHHBIX 3aHATUH JIEKIIMOHHOTO THUIIA

CTOJI KOMITBIOTEPHBIH, CTOJ MHCbMEHHBIH, CTyNl O(UCHBIN, JOKyMeHT-Kamepa Epson,
uctoynuk Oecriepeboitnoro mwmranuss POWERCOMIMD-1500AP |, kamepa BBICOKOTO
paspeleHus, KOMIIBIOTEp MepcoHaNbHbIN (TuM 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronbHbiii  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpO(GOH C IIyMOIIOJABICHHUEM), SKpaH HacTeHHbIH Digis
Optimal-C MW DSOC-11032*2

VYdeOHble ayIUTOPUM JUISL TPOBEIACHUS MPAKTUYECKUX 3aHSATHH, TPYNIOBBIX U
MHIUBUAYAIbHBIX KOHCYJIbTALUN, TEKYIIIETO KOHTPOJIS U IPOMEKYTOYHON aTTeCTalUH:

CTOJl KOMITBIOTEpPHBIM, CTOJ NMUCBMEHHBIW, CTYJl OQHUCHBIN, JOKyMEHT-Kamepa Epson,
uctoynuk Oecriepeboitnoro mmranuss POWERCOMIMD-1500AP |, kamepa BBICOKOTO
paspelieHus, KOMIbIOTEp MepcoHaNbHbIN (TuM 6), mpoektop ViewSonicPJD7526W, ciimkepdon
nacronbHbiii  Calisto-620 Plantronics, Be0-kamepa LogiteachC920, cucrema akycTuueckas
HACTOJIbHAs, CTepeorapHuTypa (MHKpOGOH C IIYMOIOJABJICHHUEM), SKpaH HacTeHHbIHDIQIS
Optimal-C MW DSOC-11032*2

[lomemienns ans  caMOCTOSITENNbHOM — paOOThl  OOy4aromMXcsi:  MEepCOHAIbHbBIE
kommbioTepsl ¢ makerom MS Office, BbixogoM B MHTEpHET U C JIOCTYIIOM B 3JIEKTPOHHYIO
“H(POPMAITMOHHO-00Pa30BaATEIBHYIO CPELy YHUBEPCHUTETA.

[lomemenne st XpaHeHUs M NPOPUIAKTUYECKOTO OOCTYKMBaHUS Y4eOHOTO
000pYyIOBaHUS: CTEIUIAKH IS XPAHSHUS yueOHO-HATIISTHBIX TOCOOM M Y4eOHO-METOTUIECKOM
JOKYMEHTAI1H.



Pa3nen 1. IlonsiTue 00 opraHax MeCTHOr0 CaMOYNPABJIEHHUSA U MYHHIIHIIAJIbHBIX
OpraHu3ausIx
Tema 1. Opranbl MECTHOTO CAMOYNPABJIEHHS. © MYHHIIUNIAJIbHbIE OPraHU3AINH KaK
00bEeKTHI MYHHIUNAJILHOT0 YIIPABJIEHUSA
Opransl MecTHOTO caMoympaBiieHus. CriocoObl CO3JaHMsI MYHHUITUTATLHBIX OPraHU3aIHi.
Oprasbl yrpaBiieHUss MyHULIUTTAILHBIMU OpraHu3anusiMu. OcoOeHHOCTH OpraHu3aluu
YIIPpAaBJICHHUA MYHUIUITIAJIbHBIMU YUIPCIKACHUSIMU YHpaBJ'IeHI/Ie MYHULIUITIAJIbHBIMUA
3aKynKaMu u zienonpousoacteo OMC u MO

IIpakTuyeckoe 3aganue Ne 1
1. IByuuts 'K PO B uwacTu kacaromieics IesTEIBHOCTH MYHHUIIMIAIBHBIX YUPEKICHUM.
Chenatp U3BJIEUEHHS U3 TEKCTA 3aKOHA, yKa3aB MyHKT, CTAaThIO, YaCTh.
2.M3yunts @3 "O HEeKOMMepUecKUX opraHu3alusax" B 4acTHU KacarolleWcs IesTelbHOCTH
MYHULIMIAIBHBIX yupexaeHuil. Chenarh M3BJICUEHUS M3 TEKCTa 3aKOHA, YKa3aB IYHKT,
CTaThlo.

HanmenoBanue N3Bneyenune TpebGoBanue K|
IIPAaBOBOT'O aKTa OpraHu3anuu
Cratbsi / yHKT JIETIOTTPOU3BOJICTBA

Teoperuyeckoe 3aaHue K JJeKIMOHHOMY MaTepuanay Teme 1.1
CocraBuTh 1o 2 Bompoca K Kaxaomy naparpady tembl. OTBET yka3aTh B CKOOKax.

pasaen 2. Oco0eHHOCTH OPraHU3alUH 1eJI0NPOU3BOICTBA B OPraHax MeCTHOI0
CaMOyNpaBJICHUS U MYHUIIUNIAJIbHBIX OPraHU3AIHAX
Tema 1 OcobeHHOCTH JOKYMEHTAJbHBIX PoHI0B OMC ¥ MyHHIMIIAJIbHBIX
opranusanuii IlpakTuyeckoe 3aganue2
1.M3yunts cnpaBounyro uHpopmaiuio: "CpoKu XpaHEHHS JIOKYMEHTOB OpraHu3anui"
(Marepuan MOATOTOBIIEH CreuagIucTaMu
Koncynerantllaroc) http://www.consultant.ru/document/cons_doc_LAW_121777/
OTBeTbTE HA BONPOCHI:
1.1. KakoB cnucok nepedHeil, B COOTBETCTBUU C KOTOPbIMU MYHULIMIIAJIBHBIE YUPEXKICHHS
MOT'YT XpPaHUTbh IOKYMEHTBI? YKaKUTE MOJIHbII EPEUYEHb.
1.2. Ot yero 3aBucUT HAOOP MepeuHel uig KOHKpeTHoU oprann3anun? OTBeT 000CHOBATS.
[IpuBectu npumepsl.
1.3. B kakux HOpPMATHUBHBIX AaKTaxX MOXHO HAMTH YCTAHOBJIEHHBIE CPOKM XpAHEHMS
nokymeHToB MY ? OtBeT o0ocHOBaTh. [IpuBecTr mpuMepHI.

2. Uzyuuts VYka3 Ilpesugenta PO ot 06.03.1997 N 188 (pen. ot 13.07.2015) "O6
YTBEPKIACHUU Ilepeuns CBEJIEHUN KOH(pHJICHIIMATBHOTO
xapakrepa" http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&n=18273
4&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
OTBeThTE HA BOIIPOCHI:

2.1. Kakue cBeneHus KOHOHUAECHIMAIBLHOIO XapakTepa MOTYT XPaHUTh MYHHIIMIIAIbHbIE
yupexaenus? OtBer o60cHOBaTh. [IprBecTn nmpumepsl.

2.2. Ot yero 3aBUCHUT HabOp CBEJCHUN KOH(PHICHIMAIBHOTO Xapakrepa B MY? Otser
oOocHoBarts. [IpuBecTu mpumepsl.

Tema 2. Opranusanusi onepaTHBHOr0 XpaHeHust A0KyMeHTOB B OMCn
MYHHIMIAJIbHBIX OPraHU3anMusax
IIpakTnyeckoe 3axanue no reme 3


https://newlms.magtu.ru/mod/page/view.php?id=710735
https://newlms.magtu.ru/mod/page/view.php?id=710736
https://newlms.magtu.ru/mod/page/view.php?id=710736
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710748
https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=710749
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
https://newlms.magtu.ru/mod/assign/view.php?id=714803

[Tonb3ysice [IpuMepHON MHCTPYKUMH MO JEJIONPOHU3BOJCTBY B TOCYAapCTBEHHBIX
opranmzarusax (2018), oOmepoccuiickUMU M BEIOMCTBEHHBIMHU TEPEUHSIMH, YKa3aMHu
[Ipe3unenta PO u np. akTamu, MOArOTOBUTH (PParMEeHT HHCTPYKIIMHU 110 JETIOTIPOU3BOICTBY,
KACAIOUIUICA OPraHu3aliyd OIEPaTUBHOTO XPAaHEHMsS JOKYMEHTOB MYHULMIIAIIBHOIO
yupexaeHus (yka3aTb cepy) 10 nepeaun ux Ha XpaHEeHUE B apXUB WIIM YHHUTOXKEHHE.
Memoouueckue ykazanusi

IIpn cocraBneHMM TMPOEKTAa YYUTHIBATH OPraHM3aLMI0  OIEPATUBHOIO  XpPaHEHUs
JOKYMEHTOB, OTHOCSILIIMXCSI K CBEJICHUSIM KaTErOPUU OTPAaHUYEHHOTO JTOCTYIIA.

Tun yupexaeHus: BEIOMpaeTcsi B COOTBETCTBUU C THUIIOM MY, BRIOPaHHOTO B KOHTPOJIBHOU
pabore.

HUcrounuku:

1. Ilpuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxxaeauu [IpumepHoi HHCTPYKIIUHU 1O
JIeIONPOU3BOJICTBY B TOCYJIAapCTBEHHBIX opraHuzanusax" (3apeructpupoBaHo B MuHiocTe
Poccun 17.08.2018 N 51922)

2. CnpaBounas unopmanus: "l[lepedeHr HOPMATUBHBIX AKTOB, OTHOCSIIIUX CBEICHUS K
KaTeropuu orpaHuyeHHoro goctyna" (Marepuanm MOATOTOBIEH — CHENHAIUCTAMHU
Koncynerautlloroc. URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

Tema 3. Opranusanust 10kyMeHT0000poTa B OMC M MyHMUIMIIAJIbHOM OpraHu3aluu

IIpakTHyeckoe 3aganue 4
1. U3yuuts Ilpuxa3z PocapxuBa ot 11.04.2018 N 44 "OO yrBepxaenuun IlpumepHoit
UHCTPYKLUHU 1o JeNIONPOU3BOJICTBY B roCcy/1lapCTBEHHBIX
opranuzamusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N 51922) B cucreme
Koncynerantllmroc www.consultant.ru http://www.consultant.ru/document/cons_doc_LA
W_305137/
OTBeTUTH Ha BOMPOCHI U MPEICTABUTh UX B CBOOOIHOM YacCTH TaOIHIIBI.
Bompocel no teme «Opranu3zaiusi JOKYMEHTO000pOTa MYHUITMIAIBHBIX YUPEKICHUID)

No Bonpoc OtBer
Il

JoxymeHnToobopor MY BKIIOYaeT TOCIEIOBATEIBHOCTD
nepeMenieHnii  TOKyMEHTOB, a  Takke  OIepaluu,
coBeplIaeMble ¢ JOKYMEHTaMU B IPOIIEcCe MX CO3JaHUs U
ucnosHenus. HazoBure atu onepanuu.

2 Ha  xakue  mpuHOMIBI ~ ONMPAETCS  OPraHU3ALNs
JOKyMeHTooOopota B MVY?

3 Kak Benyt yuer nokymentoobopora B MY?

4 Kakue noxkymMeHTBl IONanarT B COCTAaB BXOAALIUX W
UCXOSIUX TOKYMEHTOB MY ?

5 Uto Takoe «MDJ1O»?

6 UTO BXOJUT B NOHATHE «KOPpECHOHAeHIUsI» MVY?

7 HyxHo 11 mpoBOIUTh NEPBUYHYIO 00paOOTKY 3JIEKTPOHHBIX
JIOKYMEHTOB?

8 IIpukasaMm 1 pacnopsKEHUsM 110 OCHOBHOM J€ATEIbHOCTH B

MYV npucsauBaroTcst nopsakossle Homepa? Crienyer au ux
PETUCTPUPOBATh B OTIENBHO, B Pa3HBIX PErUCTPALlMOHHBIX

¢dopmax?

9 Kak  opranm3oBaTh  JOKyMEHTOOOOPOT  NPHUCIAHHBIX|
OyMa)XKHBIX TOKYMEHTOB, eciii B opranu3aimu COJ1?

10 Kakue noxymeHTsl MY MOTYT cO3/1aBaThCsi, XpaHUTHCS U]

HCIIOJIb30BATHCA UCKITFOUYUTCIILHO B 3JICKTPOHHOM BI/I,Z[C? Kak
YCTAHOBUTL TMCPCUYCHDb OTUX ,Z[OKYMCHTOB?



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

11

I'ne peructpupyrorcs mpOTOKOJIBI 3aCE€IaHHM, COBEILIAHUM,
MIPOBOJIUMBIX PYKOBOJICTBOM OpraHU3aluu?

12 Kakme TpeOoBaHMS TPEOBSBISIFOTCS K  Maplipyram
JIBUKCHUS OpraHu3aIMOHHO-PACTIOPSIUTEIBHBIX
nokymeHToB B COJ1?

13 UeMy JTOJDKHO COOTBETCTBOBATH IMPOXOXKICHUE BHYTPECHHUX
JOKYMEHTOB Ha 3Tamax MX MOATOTOBKH M O(QOpPMIICHHUS H
YeMy Ha 3Tare UCTIOTHCHWS ?

14 CKOJBKO pa3 M TJe HYXKHO pPETUCTPUPOBATH BXOMSIINE
JTOKYMEHTBI?

15 Kakyto 3agady craBut pykoBoauTenb ciayx0os1 JJOY MY npu
OpraHu3aium J0KymeHToobopora?

16 Cnenyer nu Bcerja COXpaHSATh KOHBEPTHl WM YHAKOBKY
BXOJISIIIINX JOKYMEHTOB?

17 Kakue nomosHHUTENbHBIE TOTOKHM HAOMIOAAIOTCA BHYTPHU
TOTOKA BXOJAIIEH ToOKyMeHTaru MY ?

18 Korma HyXHO 3aperucTpupoBaTh HCXOJSIIAN JTOKYMEHT,
€clM OH OBUI TOJMUWCAaH B KOHIE paboyero mHsS WIA B
Hepabouee Bpemsi?

19 JUIs  KakuX  HMCXOJANIMX JOKYMEHTOB  COCTaBIISIOTCS
CONIPOBOIUTENBHBIEC TUCHMA?

20 Kakosa 1eJTb MIPeBAPUTEILHOTO paccMOTpeHHs
MOJIy4a€MBIX TOKYMEHTOB?

21 Draiy NepBUYHON 00pabOTKU TOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepanuii. HazoBute ux.

22 Kaxkme w™metaganubie BHOcATcS B CDJl 0 BXOANUX H
HUCXOSIUX JOKyMeHTaxX MY ?

23 Uto nmenaTh, €cau BBl MOJYYWJIM HECTAHIAPTHOE TIO BECY,
pa3Mepy U T.I. IOYTOBOE OTIpaBJIeHHUE?

24 Yro nenath, €cau Bbl MOJYYMIIU MOYTOBOE OTIpABICHHE B
MOBPEKJICHHOM yITaKOBKE?

25 Crnenyet 1y genaTh KOMUU UCXOSIIUX TOKYMEHTOB?

26 KTo Takoil OTBETCTBEHHBIM HCIOJHUTENb JOKyMEHTa?
KaxoBbl ero 06s13aHHOCTH?

27 [lepen peructpauuelr ucxoasmux gokymeHToB Ciyxoba
JIENIONPOU3BOJICTBA TPOBEPAET WX MPaBUIBHOCTH. Ha uTO
KOHKPETHO oOpaiiaercsi BHUMaHue?

28 HazoBute cpencrBa cBsi3u sl JIOCTaBKM M OTIPABKH
JOKyMeHTOB MY B opraHu3aiiii 1 Opraibl BIACTH.

29 Ko pa3pabarbiBacT MapuIpyThl JIBKCHUS]]
OpraHU3aIMOHHO-PACTIOPSATUTENBHBIX TOKyMeHTOB it CO/]
MV?

30 HazoBure 1ienp opranuzanuu 10KyMeHToo00opota B MVY.

31 Kak moryt peructpupoBaTbcsi BHyTpEHHUE JOKYMEHTHI?

Tema 4. Opranusanusi 3pPeKTHBHOI0 UCINI0JIb30BaHUuA J0KyMeHTOB B OMC n MO
[lonatue 06 MCMONB30BaHUHM JOKYMEHTOB B OpPraHM3allid . YYeT UCIOJIb30BaHUsS JIOKYMEHTOB
P CO3/IaHUU CHCTEM YIIPABJICHUS JOKYMEHTaMHU B OpraHu3alvi. MeXIyHapOIHBII OIIBIT.
VYuer o0coOeHHOCTEH HCIONB30BaHUA JIOKYMEHTOB B OyMaXHOM U CMEIIaHHOM THIIAX
nenonpousBoAcTBa  Mcnonp3oBaHME — JJEKTPOHHBIX  KONMMM  TOKYMEHTOB

ACIIOMMPOU3BOACTBE.
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Teopernueckoe 3agaHue K JJeKIHOHHOMY MaTtepuaiy Temam 1-4
CocrtaButh 1o 2 Bompoca K KaxaoMy naparpady temsl. OTBET ykazaTh B CKOOKax.

IIpakTnyeckoe 3aganue 5
[lonb3ysck nauTEpaTypOil MO JAEIONPOU3BOJACTBY M HOPMATUBHBIMU aKTaMH, COCTaBUTh
(bparMeHT MHCTPYKIIMH I10 JCIIOTPON3BOACTBY MYHHUIIUIIALHBIX YIPEKJACHUN BHIOPAHHOTO
BaMHU TUIIA U c(Pephl AEATEIBHOCTH.
Memoouueckue ykazanusi
B uHCTpyKIIMHM ClleyeT OTpa3uTh:
a) yCTaHOBJICHHE TPEOOBAHUH K ITOUCKY, UCTIOIH30BAHUIO U TIepeiade JOKYMEHTOB, a TAaKXKe
CpPOKaM XpaHEHUs JOKYMEHTOB
0) npuHATHE pelmeHUu 00 opraHu3anUu JOKYMEHTOB C TeM, 4YTOObl OHU OTBEYAIU
TpeOOBaHUSAM, TIPEIBSIBISIEMBIM K X UCIIOJIH30BaHUIO;
B) OIpENEJICHHE YpPOBHS JIOCTYNa IOJb30BaTeNIed K Pa3HbIM KAaTErOpUsM JOKYMEHTOB
OpraHu3aIuy;
I') OINpeNeieHHe CIHCKOB PAaCChUIKU JIOKYMEHTOB IOJIb30BATENsIM U 3aMHTEPECOBAHHBIM
JULaMm;
1) KOHTPOJIb UCTIOJTHEHUS IOKYMEHTOB;
€) opraHuzanusi ”HGOPMAIMOHHO-CITPABOYHON PabOTHI C TIOKYMEHTaMHU.
Memoouueckue ykazanusi
[TomMHUTE, UTO HEMAJIOBAYKHBIM SIBJISIETCSI MIPOLIECC aHAIN3a UCTIOIb30BaHUS JJOKYMEHTOB, B
X0JIe KOTOPOTO CIEUMATUCTHl U 3aUHTEPECOBAHHBIE CTOPOHBI MPUHUMAIOT B3BEUICHHOE
pelieHre, OCHOBAaHHOE Ha MOTPeOHOCTAX BHENIHMX U BHYTPEHHHUX MOTpeduTeneit
JTOKYMEHTUPOBaHHON wuHpopMmanuu. OIlleHUBaeTcs HE TOJBKO IeecO00pa3HOCTh U
BO3MOXHOCTh HCIIOJIb30BaHUA MH(QOpPMAIMU B MEpy KOMIIETEHIIMH MOJIb30BaTelNs, HO U
y00CTBO €€ pa3MeleHHs, CKOPOCTh JOCTYyIa U MPOYHe MOMEHTBI, KOTOPbIE HAXOATCS B
cdepe BHUMaHUS aJMUHUCTPATOPOB CUCTEMBI YIIPABIEHUS JOKYMEHTAMH.
1.Ky3uenoBa T.B. Jlemonpou3BoaAcTBO (IOKYMEHTAIIMOHHOE OOECIIECUYCHHE YIPABIICHHS).
M.2007. C.216-218.
2. Cwm. Ilpukas Pocapxua ot 11.04.2018 N 44 "OG6 yrBepxacauu [[pumMepHOi HHCTPYKIIUN
[0 JIEJONPOU3BOJICTBY B TOCYAAPCTBEHHBIX opranuzanusax" (3aperucTpupoBaHo B
Mumnrocte Poccun 17.08.2018 N 51922) B paznenax:
VI. KoHTpoJIb UCTIOTHEHHS JOKYMEHTOB (TTOPYUCHHI)
VII. Opranuzarust paboThl HCTIOTHUTENS C TOKYMEHTAMHU
IX. Opranuzanust 10cTyna K TOKyMEHTaM U UX UCIIOJIb30BaHMUS
3.TOCT P 1CO -15489-2007 u 2019

Kounrpoabsnas padora «/lesonpousBoacteo OMC u MO»

1. BoeiOpate u3 coucka JONYCTUMBIX cdep JAeATEeNbHOCTH IS MYHHIUIAJIbHBIX
opraHu3zaiuii oany coepy:

1) wHayka;

2) o0pa3oBaHue;

3) 3apaBOOXpaHEHHUE;

4)  KymbTypa;

5) cpencrBa MaccoBoOil HH(pOPMAIIUH;

6) coumanpHas 3aIIUTa;

7)  3aHATOCTH HACEJICHUS,;

8) ¢wuskynbTypa u copr;

9) opraHu3zanys OKa3zaHUs YCIYTH OOIIECTBEHHOTO MUTAHHS B YUPEKICHUSIX COLIMATBHOM
cdepsl;

10) nmesiTenbHOCTh TIO OpPraHU3alUH OOYCTPOWCTBA MECT MacCOBOTO OT/bIXA, CO3JaHUIO
YCIIOBUII U1 MACCOBOTO OT/bIXa HACEICHUS U PAa3BUTHSI TOPOJICKON CPEIIBL;
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oo

10.
11.
12.
13.
14.

11) peanu3zanuy HHBECTULIMOHHBIX MPOEKTOB B cepe KyAbTYpPbI, PU3KYIBTYPHI U CLIOPTA;

12) TpaHCHIOPTHBIE YCITYTH.

2. BeiOpatb BUJ MyHUITUTIATBHOTO YUPEIKICHHS:

a ) Ka3eHHOE;

0) Or0JKETHOE;

B) aBTOHOMHOE.

PesynpraTel BeIOOpa cOOOIIUTH MpernoaaBatento (cepsl NesITeIbHOCTH U BUABI MY He

JIOJIKHBI IOBTOPATHCSA B rpymie). B cooTBeTcTBHM ¢ BBIOOPOM YTOUYHSIETCS TEMA, HAaIIpUMeEp:

«/lenonpouze00cmeo MyHUYUNANbHBIX OI00HCEMHBIX YupexcOenull 8 cghepe 00pa3068anUsa»
Memoouueckue ykazanusa k KP

[Tocne yrouHeHus: TEMBI U CTPOTO B €€ PaMKax CJIeIyeT MOJIrOTOBUTh pedepaT U AOKIal Ha

CEMUHAPCKOM 3aHSTHH (C MPE3eHTAIMEN) 10 CIEAYIONIEMY TUIaHY:

1. OGmiast XxapakTepuCTHKa MYHUIIMTIAIBHBIX YUpPEKIEHUN BEIOPAaHHOTO THIIA.

2. HopmaruBHo-mipaBoBasi 0a3za OpraHu3aluy JEJIONPOU3BOJCTBA MYHMIIMIIAIBHBIX

YUpEXJIeHU BHIOPAaHHOTO TUIA.

3. OOmas XapakTepuUCTHKa YIPABJIEHUS W TUIUYHAs CTPYKTypa MYHUIUIAIbHBIX
YUpEkKACHUH BHIOPAaHHOTO THIIA.

4. IokyMEHTHPOBAHHE JCITEITHHOCTH MyHUITUITATHHBIX YUPEKICHUH BHIOPAHHOTO THTIA.

5. Opranu3zanus J0KyMEHTO000pOTa MyHUIIUIAIBHBIX YUPEKICHUH BRIOPAHHOTO THIIA.

6. OpraHuzamysi ONEpPaTUBHOTO XPaHEHHS JOKYMEHTOB MYHHIIMITATBHBIX YUPEKIACHUH
BBIOpAHHOTO THUIIA.

7. Opranu3zaius UCTOIb30BaHus JOKYMEHTOB MyHUIIMTIAIBHBIX YIPEXKICHHIH BRIOPAaHHOTO
THUIIA.

8. OOmas XxapakTepuCTHKa JOKyMEHTAJbHOro (oHZAa M  HOMEHKJIATypsl Jel
MYHULUNAIBHBIX YUPEXKIECHUI BBIOPAHHOIO THIIA.

9. PexoMeHpaluy O OpraHU3alMy JEJIONPOM3BOJCTBA MYHHIMIAIBHBIX YUPEXKACHUN
BBIOPAHHOTO THTIA.

Bonpocsl k 3a4ety

Cucrema opraHoB MyHununaibHoW Biaactd B P®. Crnenmduka opraHoB MYHUIIUITAILHON
BJIACTH KaK CyObEKTOB IPa’KJaHCKUX MTPABOOTHOILICHHI.

HopmaTuBHOE M NpaBOBOE PEryIMpPOBAHUE CHCTEMbI OPraHOB MYHUUMIIAIBHON BIIACTU U
YIPABIICHHUS.

NudopmanronHsie pecypchl OpraHoB TOCYJAapCTBEHHOW W MYHHULMINAIBHOW BIACTH H
YIPABIICHHUS.

Opranuzainus 3TanoB padOThl ¢ TOKyMEHTaMHU, B TOM YHCIIe apXUBHBIMU JTOKYMEHTaMH, B
MYHULHUNAJIBHBIX YUPEKIACHUSAX.

Opranu3anys J0KyMEHTO000pOTa B MyHUIIMIIAIbHBIX OPraHU3aLUsX.

[ToHsTHE MYHULIMIIATBHBIX YUPEKIACHUN B 3aKOHOIATENILCTBE PD.

OOm1ast XxapakTepUCTHUKAa MYHUIIUIATBHBIX OpraHu3anuii mo cdepam aestenpsHoctd CriocoObl
CO3JaHMsI MyHUIIMITAJIbHBIX YUPEKACHUN.

Opranbl  ynpaBieHHs MYHUIUNAIbHBIMU opranu3auusMu. OOmas XapakTepHCcTHKa
yIIpaBJIEHUS M TUIIMYHAsS CTPYKTYpa MyHULIMIAIBHBIX Opranu3anuii (cdepa nesareabHOCTH Ha
BBIOOD CTY/IEHTOB.

Oco0GeHHOCTH OpraHu3aly yIpaBJIeH!s] MyHULIMIAIbHBIMUA OPTaHU3aIHSIMH.

VYnpapiieHne MyHUIIMIIAIBHBIMY 3aKylKaMu U zienonpou3soactso B OMC u MO.
Ocob6ennoctu cucremaTtusanuu 1okymeHToB OMC u MO.

Howmenknatypsr nen 8 OMC u MO. Ob1m1ast XxapakTepucTHKa.

Wucrpykuus no aenonpousoactsy OMC u MO. OG1mast xapakTepucTHKA.
HopmaTuBHO-IpaBoBass ~ 0a3a  OpraHu3anUdl  JIEJIONPOM3BOJCTBA  MYHMIMIAIBHBIX



15.
16.
17.
18.
19.

20.

OpraHu3aiuii BBIOPaHHOTO TUTIA.

JIOKyMEHTHpPOBaHHE IESITEILHOCTH MyHUITUIIABHBIX OPraHW3aluii BRIOPAaHHOTO THUIIA.
Opranuzanus J0KyMEHTO000pOTa MyHUIIUITAIHHBIX OPraHNU3aIliil BRIOPAHHOTO TUTIA.
Opranusanus ONEpPATUBHOTO XPAaHEHUS JOKYMEHTOB MYHUIIMIAJIBHBIX OpraHU3aIi
BBIOPAHHOTO THUIIA.

Opranm3anys HCHOJB30BAHUS JOKYMEHTOB MYHHUIMIIAJIBHBIX OPTaHU3alMid BBHIOPAHHOTO
THUIIA.

OOmiast XxapaKTepuCTUKa JTOKYMEHTAJIBbHOTO ()OHJAa U HOMEHKIATYpPhI AT MYHUIIUIAIBHBIX
OpraHu3aiuii BRIOPAaHHOTO TUTIA.

PexomeHmanuu 1Mo OpraHM3alud  JIJONPOMU3BOJCTBA MYHUIMIAIBHBIX OpraHU3alui
BBIOPAHHOTO THUIIA.



IIpuioxenne 2

OHeHO‘lHLIe Cpeacrea JJid NMpoBEACHUSA l'lpOMe)KyTO‘lHOﬁ arTreCcTanmu

Kon | Mamukaro OueHouHbIE CpeCTBa
WH] p
UKaT | JIOCTHXKEH
opa us
KOMIIETEH
y2071
OIIK-1 Cnoco0en mnpumeHsiTb Ha 0a30BOM ypOBHe 3HAHMS
HCTOPHYECKMX HAayK IpH pelleHMH 3aga4 B cdepe cBoeH MnpodeccHoHAILHON
AeATeJIbHOCTH;
3Hae Bormpocsr k 3auery
T UCTOPHIO 1. Cucrema opranoB MmyHHuIMNanbHOM Biaactu B P®. Cneunduxa
u OpraHOB MYHHUIIMIAJIBbHON BJIacTH Kak CYOBEKTOB TpPaKJIaHCKUX
COBpEMEH IIPAaBOOTHOILICHU M.
HYIO 2. HopmaTmBHOE M ITPaBOBOE PETYIHPOBAHNE CHCTEMBI OPTaHOB
opranmsarg MYHHMIMIIAIEHON BJIACTH U yIIPaBJICHHUS.
17100) 3. TlonsTHe MYHUIMITATHHBIX YUPEKIACHUH B 3aKOHOIATEIIHCTBE
CUCTEMBI P®.
OpraHoB 4. OOmas XapakTepUCTUKa MYHHMIMIAIBHBIX YUYPEKIACHUH IO
K. | recyaaper chepam AeATENbHOCTH CriocoObl  co3maHusi ~ MYHULUIATbHBIX
11 | BenHoH YUPEXKICHUH.
BJIACTU U 5.  Opranbl ynpaBlIeHHS MYHUIUNAIbHBIMU YUPEXKJICHUSIMH.
yIpaBJieH OOmiast  XapakTepUCTHKa yNpaBJIEHUs M TUIMYHAs CTPYKTypa
us B PO, MYHUIIUTIAIBHBIX ~ YUpEeKIeHUNH (cdepa MeAaTelbHOCTH Ha BBIOOP
OpraHoB CTY/IEHTOB.
MECTHOTO 6. OcoOeHHOCTH OpraHu3alUM YIpPaBICHUS MYHUIUIAIbHBIMU
caMmoympa YUPEKIECHUSIMH.
BICHUS U 7.  VYnpaBieHue MYHUIMATbHBIMU 3aKylKaMH u
Oopranusail nenonpoun3Bojicteo MO.
ui

IIpakTnueckoe 3aganue Ne 1
I. M3yunts I['K P® B wyactu Kkacawomieics JIeSITeIbHOCTH
MYHUITUTIATBHBIX yupexaeHuid. Crenarh M3BJICUYCHUS W3 TEKCTa 3aKOHA,
yKa3aB MyHKT, CTaTbIO, YacTb.

2.3yunte ®3 "O HEKOMMEpUYECKMX OpraHu3alusx" B 4acTu
KacallIlecss JesATeIbHOCTH MYHULMIAIbHBIX yupexaeHud. Craenatb
W3BJICUCHHS U3 TEKCTA 3aKOHA, YKa3aB IYHKT, CTaThIO.
HaumeHnoBanue U3zBneuenne TpeboBanue
[IPaBOBOTO aKTa K Opranusanuy
CraTps / TyHKT IeJI0MPOU3BOJICTBY

Teopernueckoe 3aganne K JeKIHOHHOMY MaTepuaJgy Teme 1.1
CocraBuTh N0 2 Bompoca K KaxaoMy naparpady tembl. OTBET yKkas3aTh
B CKOOKax.

IIpakTHyeckoe 3aganue?

1. U3yunts  cnpaBounyto  uHpopmaruio:  "Cpoku — XpaHEHHUs

JOKYMEHTOB opranuzamuid" (Marepuana NOATOTOBIIEH —CIEHUAINCTAMU

Koncynprantllnroc) http://www.consultant.ru/document/cons_doc_LAW_1
21777/

OtBeThTE HA BOITPOCHI:
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Hst
KOMIIETEH
LIUHA

OneHouHbIE CpeICTBA

1.1. KakoB cmnucok mepeuHed, B COOTBETCTBUM C KOTOPBIMU
MYHUIUIIATIBHBIE YUPEKACHUS MOTYT XpPaHHUTh JOKYMEHTBHI? YKaKuTe
IIOJIHBIN IIEPEYCHb.

1.2. Ot yero 3aBHCUT HAOOP MEPEYHEN 151 KOHKPETHOW OpraHu3auu?
OtBet o0ocHOBaTh. [IpuBecTu npuMepsl.

1.3. B Kakux HOpPMAaTHBHBIX aKTaX MOXHO HAWTH YCTaHOBJICHHBIC
cpoku xpaHeHus JokymeHToB MO? OTBeT 060cHOBaTh. [IpuBecTu mpuMepsl.

2. W3yunts VYka3 [lpesugenra P® or 06.03.1997 N 188 (pen. ot
13.07.2015) "OOG yrBepxnenuu [lepeunsi cBefeHM KOH(PHUACHIIMAIHHOTO
xapakTepa" http://www.consultant.ru/cons/cgi/online.cgi?reqg=doc&base=L
AW&N=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651 758608

OTBeThTE HAa BONPOCHI:

2.1. Kakue cBegeHust KOHQUASHINATIBHOTO XapaKTepa MOTYT XpaHHUTh
MYyHHIMNANIbHBIE yupexxaeHus? OTser o6ocHoBaTh. [IpuBecTu mpumepsl.

2.2. Ot dyero 3aBUCHUT Ha0Op CBeIeHUH KOH(MUICHIIUATIHLHOTO
xapaktepa B MO? OTBeTr 060cHOBaTh. [IpuBecTr mpuMepsl.

IIpakTuyeckoe 3ajianue 4

1. zyuuTts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yTBep)acHIN
[IpumepHO#l MHCTPYKIMH MO JAETOMPOU3BOACTBY B TOCYIapCTBEHHBIX
opranmzarusax" (3apeructpupoBano B Munrocte Poccum 17.08.2018 N
51922) B cucTemMe
Koncynsrantllaroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/

OTBeTUTH Ha BOIPOCHI ¥ IPEJCTABUTH UX B CBOOOJHON YACTH TaOIHUIIBI.

Bompocst 10 TeEME «Opranusanus JOKYMEHT000opoTa
MYHHULIAIIATIbHBIX YUPEIKICHUIN
No Bonpoc OTtBer
II
I
JlokymeHT0o000pOT MO BKJIFOUYACT]

I1OCJICA0OBATCIIbHOCTD HepeMeH_ICHI/Iﬁ JOKYMCHTOB, A&
TAKXKC OIICpalMy, COBEpIIACMbIC C JOKYMCHTAMH B
[MPpOLCCCC X CO3AaHNA U UCIIOJIHCHUS. HazoBurte 311

oIepaluu.

2 Ha xakue mpMHLUMIOBI ONMHUPAETCss OpraHU3aIusg
TOKyMeHToo0opoTa B MY?

3 Kak BenyT yuer nokymentoobopora B MO?

4 Kakue JOKyMeHTHl momajaloT B  COCTaB
BXOJSIIIUX U UCXOIIUX JOKYMEHTOB MO?

5 Yro takoe «M3JO»?

6 UTo BXOAUT B MOHATHE «KOPPECTIOHACHIUS
MO?

7 HyxHO 511 mpoBOAMTH MEPBUYHYIO 0OPabOTKY)|

DJICKTPOHHBIX ,Z[OKYMCHTOB?
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[IpukazaM u pacnopspKeHMsIM 110 OCHOBHOM
nesitenbHOCTH B MO mpucBauBaroOTCsl HOPSAKOBBIE
Homepa? ClielyeT JId UX peruCTpUPOBaTh B OTICIBHHO,
B pa3HbIX PErMCTPAIMOHHBIX (hopmax?

Kak OpraHU30BaTh JOKYMEHTO000POT]
MPHUCITAHHBIX OyMaXHBIX JOKYMEHTOB, €CIH B
opranuzaruu COJ1?

Kakue noxymentst MO Moryr co3zgaBaThes,
XPaHUTBCSI W HCIOJIB30BaTbCSl HCKIIOYHUTEIBHO B
PIEKTPOHHOM BUJE? Kak yCTAHOBUTh NEPEUYEHb ITHUX|
TOKYMEHTOB?

I'me perucTpupyroTcs MPOTOKOJIBI 3aceTaHUM,

COBELIaHUM, IIPOBOIUMBIX PYKOBOJACTBOM|
Opra"nu3amumn’?

Kaxkne TpeOoBaHuUs MPEABIBIISIFOTCS K
MapuIpyTam JIBYDKCHUS]

OpPTraHUu3allMOHHO-PACTIOPAAUTCIIBHBIX OTOKYMCHTOB B
CDJ1?

UeMmy IOJKHO COOTBETCTBOBATH MPOXOXKJICHUE
BHYTPEHHUX JOKYMEHTOB Ha 3Talax UX MOJArOTOBKH U]
0hOopMIICHHSI K YEMY Ha JTare UCIOIHEHUs?

CKONBbKO pa3 U TI/ie HY)KHO PErucTpHpOBaTH
BXOJISIITNE IOKYMEHTHI?

Kakyio 3agauy CTaBUT PYKOBOJAUTENb CIIY>KOBI
J1I0Y MO nipu opranuzanuu J0KyMeHT0000poTa?

Cnez[yeT J1 BCEraa COXpPaHATb KOHBCPTHI HIIN
YIIAKOBKY BXOAIINUX I[OKyMCHTOB?

Kakne mononHuTenbHBIE HOTOKH HAOIIOLAIOTCS
BHYTPHU IIOTOKA BXOJsIEH foKymMeHTauuu MY?

Korama HyxHO 3apeructpupoBaTh HCXOIALIUMH]
TOKYMEHT, €CJIM OH ObLI MOAMKCAH B KOHIE pabouero
THS WK B Hepabouee Bpemsi?

I[J'ISI KaKuXx HCXOOAIINX HAOKYMCHTOB]
COCTABJIAIOTCA COITPOBOAUTCIILHBIC nuceMa?

Kakosa eJIb MPEABAPUTCIIBHOTO PACCMOTPCHUS
[10JIY9aCMBbIX ,I[OKYMGHTOB?

Orany mnepBUYHOW 0OpabOTKM JOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO onepanuid. HazoBure nx.

Kakue wmeramananele BHocarca B COJI o
BXOJISIIINX U UCXOAAIIUX TOKyMeHTax MY ?

UYro nenate, €ciny Bbl MOJIYYHUIN HECTAHAAPTHOE
110 BECY, pa3Mepy U T.II. IOYTOBOE OTIIpaBJIeHUE?

Yro ACIaTb, C€CJIM Bbl IIOJYYHWJIA TIOYTOBOC
OTIIPABJICHUC B HOBpC)K,Z[CHHOﬁ yHaKOBKC?

Cﬂez(yeT Ju  acjiaTb KOIMMM ~ UCXOOAIIHNX]|




Kon | WUnaukaro OneHouHbIE CpeICTBA
HH] p
HUKaT | JTOCTHXKCH
opa Hs
KOMIIETCH
197071
5 TOKYMEHTOB?
2 Kto Takoii OTBETCTBCHHBIM HCIOJHHUTEIH
6 moxymeHnTa? KakoBsl ero o0si3aHHOCTH?
2 [Iepen perucrpanueil UCXOIAUUX TOKYMEHTOB
7 Cnyx0a JEIONPOU3BOJCTBA  NPOBEPSIET  HX
MpaBUILHOCT. Ha dYTO KOHKpeTHO oOpaiaercs
BHUMAaHUE?
2 HazoBute cpenctBa cBsizu Il JTOCTaBKH |
8 OTHpaBKU JOKyMeHTOB MO B opraHusaiiii U OpraHbl
BIIACTH.
2 Kto paspabareiBaeT MapupyTbl JIBUYKEHUS]
9 OpraHu3aIlMOHHO-PACTIOPAIUTEIBHBIX  JIOKYMEHTOB
s COII MVY?
3 HasoBure enb OpraHu3aIuy|
0 ToKyMeHTo00opoTa B MV,
3 Kak wmoryr peructpupoBatbCsi BHYTPEHHHUE
1 TOKYMEHTHI ?
Bna
JleeT IIpakTHyeckoe 3aganue Ne 1
HaBBLIKAMU I. M3yunts ['K P® B w4yactu kacawomieics JIeSITeIbHOCTH
[IOMCKAa W | MYHUIIMNIAJIBHBIX YyupexkaeHud. Crnenath HM3BICUEHUS M3 TEKCTA 3aKOHA,
oTOopa yKa3aB MYyHKT, CTaThl0, YaCTh.
HUCTOYHHK 2.A3yunte ®3 "O HEKOMMEpYECKMX OpraHu3alMsax"' B  4YacTu
OB, Kacalollecss JIeITeIbHOCTY MYHUUMOAIBHBIX — yupexaeHuil. Caenarb
KOTOpbIE M3BJICUEHUS U3 TEKCTA 3aKOHA, YKa3aB MMyHKT, CTAThIO.
BaKHBI HaumenoBanue N3Bneuenune TpebGoBanue K|
JUIST [PAaBOBOTO aKTa Opra’u3anuu
KOHKPETHO CraTps / IyHKT I1eJIOITPON3BOJICTBA
-UCTOpUYE
OIl | ckoro
K-1. | uccienoBa
2 HHS c
y4aeToM TeopeTnyeckoe 3aIaHUE K JIEKIIMOHHOMY MaTepuaay Teme
LICHHOCTH 1.1
NOKYMEHT CocraBuTh M0 2 Bompoca K KaxaoMy naparpady tembl. OTBET yKas3aTh
allbHOT'0 B CKOOKaX.
HUCTOYHHKA
Kak 4YacTh IIpakTHyecKoe 3aganue2
HCTOpUYEC 1.U3yuuts  copaBounyto  uHpopmanutoo:  "Cpoku — XpaHEHHS
KOro JOKyMEHTOB opranmzanmii" (Marepual MOATOTOBIEH CHEIHMATUCTAMU
Hacinenusa | Koncynbrantllimroc) http://www.consultant.ru/document/cons_doc LAW 1
U aKkTtuBa | 21777/
Opranunsarg OTtBeThTE HAa BOIIPOCHI:
uu 1.1. KakoB cHucCOK nepeyHel,

B COOTBETCTBUU C KOTOPBIMH
MYHULUOAIBHBIE YYPEKICHUS MOTYT XpaHUTh JOKYMEHTBHI? YKaXurte
TIOJIHBII NIEPEYEHb.



https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=710749
http://www.consultant.ru/document/cons_doc_LAW_121777/
http://www.consultant.ru/document/cons_doc_LAW_121777/
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1.2. Ot yero 3aBHCUT HAOOP MEPEYHEN JJIs1 KOHKPETHOM OpraHn3auu?
OtBet o6ocHOBaTh. [IpuBecTH npuMepsI.

1.3. B Kakux HOPMAaTHBHBIX aKTaX MOXHO HAWTH yCTaHOBJICHHBIC
CpOKH XpaHeHUsl JokyMmeHToB MY ? OtBeT 060cHOBaTh. [IpuBecTu npumepst.

2. W3yunts VYka3 Ilpesugenra PO ot 06.03.1997 N 188 (pen. ot
13.07.2015) "OO6 yrBepxneHuu I[lepeunsi cBeieHHil KOHPUACHIIMATHHOTO
xapakTepa" http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L
AW&N=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651758608

OTBeThTE HAa BONPOCHI:

2.1. Kakue cBegenust KOHQUACHINATBHOTO XapaKTepa MOTYT XpaHHUTh
MYyHHIMMANbHBIE yupexxaeHus? OTBeT 060cHOBaTh. [IpuBecT npumepsl.

2.2. Ot 4yero 3aBHCHUT HaboOp CBeAeHUN KOH(MUIECHIINATHLHOTO
xapakrepa B MY ? OtBeTr o0ocHOBaTh. [IpruBectu npumMepsl.

IIpakTHYeckoe 3a1aHue M0 TeMe 3

[Tonb3ysace IlpuMepHON MHCTPYKIMHU MO JAETONPOU3BOJACTBY B
rocyIapCcTBeHHBIX  opranm3amusax  (2018),  oOmepoccuiickumu  u
BEJOMCTBEHHBIMU TepeuHsmMu, ykazamu lIpesunenra PO u np. akramu,
MOATOTOBUTH (PparMeHT MHCTPYKIMH MO JEIONPOU3BOACTBY, KacatoOUIUHCsS
OpraHu3alMil ONEpPAaTUBHOTO XpaHEHHUS JOKYMEHTOB MYHULHUIAIHLHOTO
yupexaeHus (ykazaTh chepy) 10 meperayd UX Ha XpaHEHHE B apXUB WU
YHUUYTOKEHUE.

Memooduueckue ykasanus

[Tpu cocTaBiieHHU MPOEKTa YYUTHIBATH OPraHU3ALMIO ONEPATUBHOTO
XpaHEHUs  JOKYMEHTOB, OTHOCAIIMXCS K  CBEICHHUSM  KaTeropuu
OTPaHUYEHHOTO JIOCTYIIA.

Tun yupexxneHuss BbIOMpaeTCss B COOTBETCTBHH C TUIOM MY,
BBIOPAaHHOTO B KOHTPOJIBHOU padoTe.

Hcrounuku:

1. Ilpukaz PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepIeHUU
[IpuMepHON HMHCTPYKUMHM 1O JEJIONPOU3BOJACTBY B TOCYJAPCTBEHHBIX
opranuzanusax" (3apeructpupoBaHo B Muntocte Poccun 17.08.2018 N
51922)

2. CnpaBoyHast wuHpopmaius: "IlepeueHb HOpPMAaTHBHBIX aKTOB,
OTHOCSIIIUX CBEAEHHUS K KaTeropuu orpaHumueHHoro npocryna" (Marepuan
HOATOTOBJIEH CIEMAINCTaMU Koncynsrantlntoc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_93980/

KourpoJuanHas padora «/leaonpoussoacrso OMC u MOy

1. HudpopmanuoHHbIe pecypchl OpraHoB
TOCY/IapCTBEHHOM U MYHHUIIMITATBHOW BIACTH M YIIPABIICHUSI.
2. OcoOeHHOCTH cucTeMaTU3aluu JOKYMEHTOB

MYHUIUIIAJIBHOTO YUPCIKACHUSA.



http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=182734&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
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3.  Howmenkmarypa Jel MYHHIMITAIBLHOTO YYPEHKICHUS.
OO6muras xapakTepucTUKa.

4. HopmartuBHO-TIpaBOBas Oaza Opra"u3aluu
JIEIOTIPOU3BO/ICTBA MYHUIIUIIAIBHBIX YUPEKIECHUN BHIOPAHHOTO
THIIA.

IIpakTnyeckoe 3ajaHue 1o reme 3

[Tone3ysice IlpuMepHOM HMHCTPYKIMH IO JEIONPOU3BOJCTBY B
rocylapcTBeHHbIX  opranusauusax  (2018),  oOwepoccuiickumu  u
BEIOMCTBEHHBIMH INepeuHsiMH, ykaszamu lIpesmnenta PO u ap. axrtamy,
MOATOTOBUTH (PparMEeHT MHCTPYKIMH IO JIEIONPOU3BOJCTBY, KacarOIIHIiCs
OpraHM3alMi ONEpPAaTUBHOTO XpaHEHUS JIOKYMEHTOB MYHHUIMIAIBHOTO
yapexaeHus (ykazath cepy) 10 mepeadynd uxX Ha XpaHEHHE B apXWUB WIIU
YHUUYTOKEHUE.

Memoouueckue ykasanus

[Ipu cocrtaBieHur NMpoeKTa YUUTHIBATh OPraHU3AIMIO ONEPATHUBHOTO
XpaHeHUs:  JOKYMEHTOB, OTHOCAIIUXCA K  CBEIEHUSAM  KaTeropuu
OTPaHUYEHHOTO OCTYIIA.

Tun yupexaeHus: BBHIOMpAaeTCS B COOTBETCTBUHM C TUIOM MY,
BBIOPAHHOTO B KOHTPOJILHOM paboTe.

HcTounukn:

1. Tlpukaz PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxIeHUH
[IpumepHO#l HMHCTPYKIUMU MO JETONPOM3BOACTBY B TOCYAapPCTBEHHBIX
opranmzarusax" (3apeructpupoBano B Muniocte Poccum 17.08.2018 N
51922)

2. CnpaBounas wuHpopmanus: "[lepedeHb HOPMATHBHBIX AaKTOB,
OTHOCSIIIIMX CBEJEHUS K KaTeropuu orpaHuueHHoro goctymna" (Martepuan
MOJATOTOBJIEH CHeIHaTuCTaMH Koncynsrantlntoc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_ 93980/

IlpakTHyeckoe 3aganue 4

1. Mzyuuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "OG yTBepx1eHUU
[IpumepHO#l HMHCTPYKIMH MO AENOMPOU3BOACTBY B TOCYIapCTBEHHBIX
opranm3anusax" (3apeructpupoBano B Muniocte Poccun 17.08.2018 N
51922) B cucTeme
Koncynprantllmroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW 305137/

OTBeTUTH Ha BONPOCHI ¥ IPEJICTABUTH UX B CBOOOJHON YACTH TaOIHUIIBI.

Bompocsr o TeMe «OpraHusarms JOKYMEHT0000pOTa
MYHUITUITATBHBIX YIPEKTCHHUID
No Bomnpoc OTtser
IT
11
JlokymeHTOO00pOT MO BKJTIOYAET
MOCJICIOBATEIIBHOCTh TEPEMEIIICHUN JJIOKYMEHTOB, 4
TaKKe OIlepally, COBEPIIAeMbIe C JOKYMCHTaMH B
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npoliecce UX CO3JaHus U ucnojgHeHus. HazoBute 31H
OTICPAIUH.

Ha kaxwue MNPUHIMIIBI OIMUPACTCA OpraHu3anusy
ToKyMeHTooO0opoTa B MV ?

w

Kak Benyt yduer nokymentoobopora B MY?

Kakne mOKyMmMeHThl TOmajgaroT B  COCTaB
BXOJISIIIMX U UCXOJISIIUX TOKYMEHTOB MY ?

Yro Takoe «MDJ1O»?

YUTo BXOIUT B MOHATHE «KOPPECTIOHICHLIHS
MV?

HyxHo 11 mpoBOIUTH MEpBUUHYIO 00pabOTKY)|
PIIEKTPOHHBIX JOKYMEHTOB?

[IpukazaM u pacnopspKeHUsIM 10 OCHOBHOM
nesTenbHOCTH B MO INpUCBaMBarOTCA IMOPSAKOBBIE
HoMepa? CienyeT M UX PETUCTPUPOBATh B OTEIBHO,
B PAa3HBIX PErMCTPALMOHHBIX popmax?

Kax OpraHu30BaTh JTIOKYyMEHTO000pOT
MPUCIAHHBIX OYMaXHBIX JIOKYMEHTOB, €CIIH B
opranuzamuu CO/[?

Kakue nokymentst MO Moryr cosmaBaThcs,
XpPaHUTBHCSI W HCIOJIB30BAThCS HCKIIOUYUTEILHO B
PIeKTpOHHOM BHUe? Kak yCTaHOBUTh TEpEUYEHb ITHUX|
TOKYMEHTOB?

['me perucTpupyroTcsi MPOTOKOJBI 3aceIaHHi,
COBEIIAHMH, MTPOBOIUMBIX PYKOBOJICTBOM
OpraHu3amum’?

Kakue  TpeOoBaHUS  NPEABABIAIOTCS K|
MapIIpyTam JBUKECHUS]
OpraHU3aIMOHHO-PACTIOPATUTENLHBIX JOKYMEHTOB B
CON?

‘IeMy JOJDKHO COOTBCTCTBOBATH ITPOXOKIACHUC
BHYTPCHHHUX JOKYMCHTOB Ha 3TallaX UX INOATOTOBKHU H
0(1)OpMJ'IeHI/I$I 1 UCMY Ha 3Tallc HCITOJTHCHHUSA?

CKOIIBKO pa3 U TAC HYKHO PETrUCTPHPOBATH
BXOJAITUC ,I[OKYMCHTBI?

Kakyto 3amauy cTaBUT PYKOBOJUTEIb CIIYXOBI
JIOY MO nipu oprasuzaiuy JOKyMeHToo0opoTa?

Cne):[yeT JIM BCCrAa COXPAHATH KOHBCPTHI HIIY
YIIAKOBKY BXOJAIUX I[OKyMeHTOB?

Kakue nononHuTeNnbHbIE TOTOKH HAOIIOAAIOTCS]
BHYTPH NOTOKA BXOJsA1IEH JoOKyMeHTauu MY?

Korma HyXHO 3apeructpupoBaTh HCXOISIIUH]
TOKYMEHT, €CJIM OH OBbLI MOAMKCAH B KOHIIE pabouero
THS WK B Hepabouee Bpemsi?

I[J'ISI KaKMX NCXOJAIINX JOKYMCHTOB|
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9 COCTaBJIIIOTCS CONPOBOIUTENbHbBIE MHCbMA?

2 KakoBa 11€71b MpeIBapUTEIHHOTO PACCMOTPEHHS]
0 MOJTy9aeMBIX IOKyMEHTOB?

2 Orany NepBUYHON 00pabOTKH JOKYMEHTOB
1 COOTBETCTBYIOT HECKOJIBKO onepanuii. HazoBure ux.

2 Kakme wmeramanaele BHociatcs B COJl o
2 BXOJISIIINX U UCXOAIIUX TOKyMeHTax MY ?

2 Uto nenath, €cau BBl MOJYYMIM HECTAaHIAPTHOE
3 M0 BECy, pa3Mepy | T.I1. MOYTOBOE OTIPABJICHHE?

2 Uto nematb, €CiM BB TMOJMYYHJIM TOYTOBOE
4 OTHPABJICHHE B IOBPEKIEHHON yIaKOBKe?

2 Cnenyer M JenaTh KOMHHM — HCXOJSIINX]
S TOKYMEHTOB?

2 KTto Takoil OTBETCTBEHHBIM HCHOJHHUTEIH)
6 moxymenTa? KakoBsl ero o0si3aHHOCTH?

2 [lepen peructpanueil UCXOIAIINX TOKYMEHTOB
7 Cryx0a JIEIOTIPOU3BOJICTBA MIPOBEPSIET ux|
npaBWIbHOCTh. Ha dYTO KOHKpeTHO oOpamaercsy
BHUMaHHE?

2 HazoBute cpenctBa cBsi3u il JIOCTaBKU |
8 OTIIPaBKU JOKyMeHTOB MO B opraHu3aiuu U OpraHbl
BJIACTH.

2 Kro pa3pabateiBaeT MapHipyThl JIBUKCHUS]
9 OpraHU3aMOHHO-PACTIOPATUTENILHBIX ~ JTOKYMEHTOB]
s COI MVY?

3 HazoBure EJb opraHu3aiuy|
0 moKymMmeHToo00poTa B MVY.

3 Kak wmoryr peructpupoBatbcsi BHYTPEHHHE

1 TOKYMEHTBI?

IlpakTHYeckoe 3a1aHue 110 Teme 3

[Tone3ysice IlpuMepHOl HMHCTPYKIMH IO JEIONPOU3BOJICTBY B
rocylapcTBeHHbIX  opranuzanusax  (2018),  oOwmepoccuiickumu  u
BEJIOMCTBEHHbIMU IepeyHsiMU, yKkazamu lIpesmgenta PD u gp. akramu,
MOATOTOBUTH (PparMeHT MHCTPYKIHMH O JEIOTPOU3BOJCTBY, KaCaIOIIUNACS
OpraHu3aly OIMEpPaTUBHOTO XPAHEHUS JOKYMEHTOB MYHULHUIAIBHOIO
yupexaeHus (ykazaTh chepy) 0 meperayd UX Ha XpaHEHHE B apXUB WU
YHUUTOKEHHUE.

Memoouueckue ykasanus

[Ipu cocTtaBieHUM MPOEKTa YYUTHIBATH OPraHU3ALMI0 ONEPATUBHOIO
XpaHEHHUs]  JOKYMEHTOB, OTHOCAIIUXCS K  CBEACHHMSIM  KAaTerOpHH
OTPAaHUYEHHOTO JOCTYTIA.

Tun yupexxneHuss BBHIOMpAeTCsl B COOTBETCTBHH C TUIIOM MY,
BBIOPAHHOTO B KOHTPOJBHOM paboTe.

Hcrounuku:

1. Ilpuxa3 PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxIeHUU



https://newlms.magtu.ru/mod/assign/view.php?id=714803

Kon
HH]
HKAT
opa

Wunukaro
p
JIOCTHIKEH
Hst
KOMIIETEH
LIUHA

OneHouHbIE CpeICTBA

[IpumepHO#l HMHCTPYKIMH IO JAEJIONPOU3BOACTBY B TOCYIApCTBEHHBIX
opranuzaiusax" (3apeructpupoBano B Muniocte Poccunm 17.08.2018 N
51922)

2. CnpaBounas wunH(popmamus: "[lepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIUX CBEJCHMSI K KaTeropuu OrpaHuueHHOro aoctymna" (Matepuain
MIOJATrOTOBJIEH CHeLUaIuCTaMu Koncynprantllmroc.

URL: http://www.consultant.ru/document/cons doc LAW 93980/

OIIK-2 CnocoGeH HaX0AUTh OPraHM3aAUMOHHO-YIIPABJIeHYEeCKUEe PelleHus PH
pelIeHnHt 32124 B

cepe cBoeii npodeccoHAIBHOM 1eATEILHOCTH;

2.1

Omnp
efiensieT
Lenu
3aJIaun
yrpaBiieH
us B chepe
CBOEH
npodeccu
OHAJIBHOU
JEeSITeNIbHO
CTH

n

Bonpocs k 3auery
7. Opranuzanus 3TarnoB padboThl C JOKYMEHTaMHU, B TOM YHUCIIE
APXWBHBIMH JOKYMCHTAMH, B MYHUIUIIAJIBHBIX YUPCIKIACHUAX.

8. Opranuzanus  JOKYyMEHTOOOOpPOTa B  MYHULHUIAIbHBIX
YIPESIKICHHUSIX

13. Ympasienne MYHHIIATTATEHBIMA 3aKyIKaMH u
JIET0TPOU3BOICTBO MY,

14, OcobOenHocTr cUCTEMAaTU3aIu JTIOKyMEHTOB
MYHHUIIMIIATBHOTO YUPEKICHUS.

20. Opranuzanust  ONEPATHBHOTO  XpaHEHUS  JOKYMEHTOB

MYHHUIMIAIBHBIX YUPEKICHUNH BHIOPAHHOTO TUTIA.

21. Opranu3zanys UCMOJIb30BAHNS JOKYMEHTOB MYHUIIMIAIBHBIX
YUpEKJICHHUI BBIOPAHHOTO THIIA.

23. Pexomenanuu no opranuszanuu AeI0IpOrU3BOACTBA
MYHULIUIIATIBHBIX YUPEKIEHUH BEIOPAHHOTO THUIIA.

IlpakTHYeckoe 3a1aHue 110 TeMe 3

[Tonw3ysice IIpumepHOW HMHCTPYKIMH 1O JEJIONPOU3BOJACTBY B
rocyJapCcTBeHHBIX  opranm3amusax  (2018),  oOmepoccuiickumu |
BEJIOMCTBEHHbIMU IepeyHsiMHU, yka3amu lIpesumpenta PO u gp. akramuy,
NOArOTOBUTH  ()parMeHT HMHCTPYKIHUM 10  [eJIONPOU3BOJCTBY,
KACAUIUICA OPraHU3alMU ONEPATHBHOIO XPAHEHHUS JOKYMEHTOB
MYHUIUNIAJBHOIO Yy4YpexaeHus (yka3aTb cgepy) 10 nmepeaym MX Ha
XpPaHeHHe B APXUB MJIH YHHUYTOKEHHE.

Memoouueckue ykasanus

[Ipu cocTtaBieHUM MPOEKTA YUYUTHIBATH OPraHU3aLUI0 ONEPATUBHOIO
XpaHEHHs]  JOKYMEHTOB, OTHOCAIIUMXCS K  CBEACHHMSIM  KAaTerOpuH
OTPAaHUYEHHOTO JOCTYTIA.

Tun yupexxneHuss BBIOMpAeTCs B COOTBETCTBHH C TUIIOM MY,
BBIOPAHHOTO B KOHTPOJIBHOU padoTe.

Hcrounuku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxIeHUU
[IpuMepHON HMHCTPYKIMH TIO JEIONPOU3BOJCTBY B TOCYIApCTBEHHBIX
opranmzaiusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922)

2. ConpaBounass wuHpopmaims: "IlepeueHb HOpPMATHBHBIX aKTOB,

OTHOCAINNUX CBCACHHA K KATCTOPHUH OT'PAHUYCHHOTO IIOCTyTIa" (MaTCpI/IaH



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

Kox | Unaukaro OueHouHbIE CpeCTBa
HH]I p
UKaT | JOCTHKEH
opa us
KOMITETEH
jigget
MOJIrOTOBJICH CIIeLIMAINCTaMU Koncynprantlntoc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_93980/
oIl IIpakTHyeckoe 3a1anue 4
K-2 1. U3yunuts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepkaeHUH
2 [IpumepHO# WHCTPYKIIUU TI0 JCIOTPOM3BOACTBY B TOCYIapCTBEHHBIX
opranuzanusax" (3apeructpupoBano B Muntocte Poccum 17.08.2018 N
51922) B cucreMe
KoncynprantlIinroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/
OTBeTUTH Ha BOIPOCHI ¥ IPEJCTABUTH UX B CBOOOJHON YACTH TaOIUIIBI.
Bormpockr o TeMe «Opraau3anys JOKYMEHT0000poTa
MYHHIMITATEHBIX YIPEXKTCHUIDY
No Bomnpoc Otser
I1
Hen ||
OJIb3yCT JIOKyMEHTOO0OPOT MO BKJIFOYAET]
OCHOBHBIC [0CJIEA0BATEIBHOCTL TIEPEMEIIEHHI TOKYMEHTOB, a
MCTOZbI 1 TaKOKEe OINEpalUy, COBEPIIAEMBIE C JOKYMEHTAMHU B
NPUEMBIL [POLIECCE MX CO3JaHUs W MCHojHeHus. HazoBure o1H
OpraHu3ait orepaiym.
uu, 2 Ha xakue NPHUHLUIBI ONHMPAETCS OPraHU3allysy
TTaHNpOB TOKyMeHT0060opoTa B MY?
aHui, 3 Kak Benyr yder nokymeHToo60pora B MY?
MOTHBAlH 4 Kakue JOKyMEHTHI T[OTANalOT B  COCTaB
, BXOJSIIIUX U UCXOISAIIUX TOKYyMEHTOB MY?
Koop/mHa 5 Yro Takoe «MDJ1O»?
12078 u
6 YTo BXOIUT B MOHSITHE «KOPPECIIOHICHIIHS)
KOHTPOJIS 0
IPOLECCOB MY
B chepe 7 HyxHO 71 mpoBOIUTH MEPBUYHYIO 00pabOTKY)|
CBOGI PJIEKTPOHHBIX IOKYMEHTOB?
npodeccu 8 [lpuka3am ¥ pacmopsDKEHUSIM IO OCHOBHOM|
OHAIBHO nestenbHOCTH B MO INpHUCBauWBaIOTCS TMOPSIKOBBIC
—— HOoMepa? CiielyeT JIu UX PEeruCTPUPOBATH B OT/ICIBHO,
oTH B Pa3HBIX PErHCTPAIMOHHBIX (opmax?
9 Kak OpraHu30BaTh JOKYMEHTO000pOoT]
MPUCITAHHBIX OyMa)XXHBIX JOKYMEHTOB, €CIH B
opranuzanun CI/1?
1 Kakune moxymentst MO Moryr cosmaBaThcs,
0 XPAaHUTBCS W HUCIOJIb30BAaThCA HCKIIOYUTEIBHO B
biiekTpoHHOM BHie? Kak ycTaHOBUTH TMepedeHb ITHX
TOKYMEHTOB?
1 I'me peructpupyroTcs MNPOTOKOJIBI 3aceIaHUN,
1 COBEIIaHUH, MIPOBOAMMBIX PYKOBOJICTBOM
OpraHu3anuu?
1 Kakne  TpeGoBaHus  TPEOBSABISAIOTCS K
2 MapIIpyTam JIBMYKEHUS]]



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

OpFaHI/I3aHI/IOHHO'paCHOpﬂI[I/ITeJIBHLIX I[OKYMGHTOB B
o2

YeMy IOMKHO COOTBETCTBOBATH MPOXOXKIACHUE
BHYTPEHHHX JIOKYMEHTOB Ha 3Tanax uX MOJATrOTOBKH U
0(hOpMIICHHS U YEMY Ha dTare UCTIOTHEHUS ?

CKONbKO pa3 U TIA€ HY)KHO PErucTpUpOBaTH
BXOJISIINE IOKYMEHTHI?

Kakyro 3amauy cTaBUT PYKOBOAMTEND CITYKOBI
J10Y MO nipu opranuzanuu J0KyMeHT0000poTa?

Crnenyer 1u Bcerja COXpaHSATh KOHBEPTHI WY
YIIAKOBKY BXOJSIIIIUX TOKYMEHTOB?

Kakue nomomHutensHble MOTOKU HAOIIOJAOTCS]
BHYTPH ITOTOKA BXOJSIIEN ToKyMeHTanuuu MY?

Korma HyXHO 3aperucTpupoBaTh HCXOIALIUN
TOKYMEHT, €CJI OH OBLI MOJIMICAH B KOHIIE pPabodero
THST UK B HEepabouee Bpems?

Z[J'ISI KaKHnX HUCXO AN X JOKYMCHTOB]
COCTABJIAIOTCA COIMPOBOAUTCIIBHBIC muceMa?

KakoBa 11e51p mpeABapuTEIHHOIO PaCCMOTPEHHUS]
[0JIy4aeMbIX TOKYMEHTOB?

Drtamy TEpPBUYHOM O0OpabOTKHM JOKYMEHTOB
COOTBETCTBYIOT HECKOJIbKO oneparuii. HazoBure ux.

Kakume wmeramanaeie BHocsaTcs B COJl o
BXOJSIIIUX U UCXOSIIUX JOKyMeHTax MY?

Yro nenaTh, €CJIM BbI MOJIYYHUIH HECTAHIAPTHOE
10 BeCy, pa3Mepy U T.I. IOYTOBOE OTIpaBjieHue?

Yro A€IaTb, €CJIM Bbl IIOJYYHUJIM I1I0YTOBOC
OTITPABJICHHC B HOBpG)KI[GHHOﬁ YHaKOBKe?

Cnenyer M Jenarb KONMM — HMCXOJAIIUX
TOKYMEHTOB?

Kto Takoii OTBETCTBEHHBIA HCIIOJHUTEIH
moxymeHnTa? KakoBbl ero o0s:3anHoCTH?

[Tepen peructpanueil UCXOAAIUX TOKYMEHTOB]
Cnyx6a JIEJIOTPOU3BOJICTBA MIPOBEPSIET 150:4
MpaBWIBHOCTh. Ha dYTO KOHKpeTHO oOpamaercsy
BHHUMaHUE?

HazoBure cpeacrtBa CBA3U Ui JOCTABKU U
OTIIPABKHU NOKYMCHTOB MO B OpraHu3alv U OpraHbl
BJIACTHU.

Kto paspabareiBaeT MapuipyTbl JIBHKEHUS]
OpraHU3aIMOHHO-PACTIOPATUTEILHBIX ~ JTOKYMEHTOB]
ms COI MY ?

Hazosute elb OpraHu3aiuyl
mokyMeHToobopota B MVY.

Kak Moryr perucrpupoBaThCs BHYTPEHHHE




Kon | Mamukaro OueHouHbIE CpeCTBa
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|1 |I[0KyMeHTLI? | |
KounrtpoJabsHnas padora «/leaonpousBoacteo OMC u MO»
Bomnpocsr k 3auety
6. WNHdopmanrionHsle pecypcsl OpraHOB TOCYIapCTBEHHOW U
MYHHIIMITATEHOW BIIACTH U YIIPABJICHHSL.
7. Opranuzanys 3TanoB paboThl C TOKyMEHTaMH, B TOM YHUCIIE
ApPXUBHBIMH JIOKyMEHTaMH, B MYHUITUTIATEHBIX YUPESKICHUSIX.
8. Opranuzanus  JOKYMEHTOO0OpOTa B  MYHHUIIUMATBHBIX
YUPEIKICHHUSIX
13. Ympasiieaue MYHHIIATTATEHBIMA 3aKyIKaMH u
JIET0OTIPOU3BOJICTBO MY,
14. OcobGenHocTH CHUCTEMAaTHU3AINHI JTIOKyMEHTOB
MYHHIIMITATEHOTO YUPEIKICHUS.
15. Howmenknatypa nen MyHHIIMOANBHOTO yupexaeHus. OOras
XapaKTePUCTHKA.
16. WHCTpyKIust 1O JIEJOTPOM3BOJCTBY  MYHHITUTIATBLHOTO
yupexxaeHus. OO1iasi XxapaKTepuCTHKa.
17. HopmaTtuBHO-TIpaBoBas Oa3za OpraHu3aIun
JIeIONPOU3BOICTBA MYHUIIUIAIBHBIX YIPEKICHUH BHIOPAaHHOTO THUIIA.
18. JlokyMeHTHpOBaHuE JesITeNbHOCTH MYHULIMITATBHBIX
YUpEKJICHHUI BBIOPAHHOTO THIIA.
19. Opranuzanus JOKYMEHTO000poTa MYHHITUTIATBHBIX
YUPEKICHHUI BBIOPAHHOTO THIIA.
20. Opranuzanus  ONEpPaTHMBHOTO  XpPaHEHHUsS  JOKYMEHTOB
MYHUILIUIIATIBHBIX YUPEKICHUNH BHIOPAHHOTO TUTIA.
21. Opranuzanys UCHOJIb30BaHUS TOKYMEHTOB MYHUIIUIIATbHBIX
YUPEKJICHHUI BBIOPAHHOTO THIIA.
22. OOmiass xapakTepucTUKa JIOKYMEHTaIbHOTO (oHIA U
HOMEHKJIATYPBI JIeJl MyHUIIMIIAIBHBIX YIPEXKACHUM BHIOPAHHOTO THUIIA.
23. PekomeHnmanum 1o  opraHu3alUu  JIEIONPOU3BOJICTBA
MYHUIIUNIATIBHBIX YYPEKICHUN BHIOPAHHOTO TUTIA.
YMme IlpakTHYeckoe 3a1aHue 110 Teme 3
eT [Tonb3ysace IlpumepHOW WHCTPYKIMH 1O JEIOMPOU3BOJACTBY B
UIeHTU(PH | TOCyJapCTBEHHbIX  opraHmzamusx — (2018),  oOmepoccuiickumu U
LMPOBaTh | BEAOMCTBEHHBIMH MepeuHsIMH, ykazamu [Ipesunmenta PO u ap. akramuy,
OIl | TpeboBanu NOrOTOBUTE (parMeHT HMHCTPYKUMM 1O  [1eJONPOU3BOJCTBY,
K2 |1 KACalolIUiicl OpraHu3aluu ONEepPAaTHBHOTO XpaHeHHs JOKYMEHTOB
3 HOPMAaTUB | MYHHMIMNAJIBHOTO Yyupe:xaeHus (yka3arb cdepy) A0 mepeaaqyd uX Ha
HO-TIPAaBOB | XpaHeHHe B APXUB WJIN YHUUYTOKEHHe.
ON cpenbl Memoouueckue yxazanus
K  cBoeil [Ipu cocrtaBieHMH TPOEKTa YYUTHIBATH OPTaHHU3AIMIO OMEPATUBHOTO
npodeccu | XpaHEHHST ~ JTOKYMEHTOB, OTHOCSIIUXCSI K  CBEACHUAM  KATETOPUU
OHAJILHOW | OTPaHWYEHHOTO JOCTYIA.
JEeSITeNEHO Tun yupexxneHuss BBHIOMpAeTCsl B COOTBETCTBHH C TUIIOM MY,
CTH U | BEIOpAaHHOTO B KOHTPOJIBHOMU padoTe.



https://newlms.magtu.ru/mod/assign/view.php?id=714803
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JESITENBHO Hcrounuku:
CTH
Opranu3ail 1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepkACHUU
uu [IpuMepHO#l MHCTPYKIIMM TO JACIIONPOU3BOACTBY B TOCYIAPCTBEHHBIX

opranuzaiusax" (3apeructpupoBaHo B Muntocte Poccun 17.08.2018 N
51922)

2. CopaBouynas wuH¢popMmanus: "lIlepeyeHb HOPMATHUBHBIX aKTOB,
OTHOCSIIIIUX CBEJCHMUSI K KaTeropuu orpanuueHHoro poctymna' (Matepuan
MOJITOTOBJIEH CIIeLIMAINCTaMHU Koncynprantlntoc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

IIpakTHyeckoe 3aganue S

[Tonb3ysack nuTepaTypoil Mo JEeNONPOM3BOACTBY M HOPMATHBHBIMU
aKTaMH, COCTaBUTb (parMeHT MHCTPYKIMHU 1O JEJIOIPOU3BOJICTBY
MYHHULMIATBHBIX  YYpEXKJIEHUN BBIOpaHHOrO BamMu TuUma U chepsl
NeSITeNIbHOCTH.

Memoouueckue ykazanus

B nHCTpyKIIMHK clenyeT OTpasuTh:

a) yCTaHOBJIEHHE TpeOOBaHUHN K MOUCKY, MCIIOJIb30BaHUIO U Nepeaye
JOKYMEHTOB, a TAK)K€ CPOKAM XpaHEHUS JOKYMECHTOB

0) nmpuHATHE pelIeHn 00 OpraHu3alnuu JOKYMEHTOB C TeM, YTOOBI OHU
OTBEYAIIN TPEOOBAHUSAM, IPENABABISIEMBIM K UX UCIOJIb30BAHUIO;

B) OIpelelieHHe YpPOBHS JIOCTyNa [OJb30BaTeled K pa3HbIM
KaTeropusaM JOKYMEHTOB OpraHU3aluy;

I') OIpeJesIeHUe CIHMCKOB PAcChUIKM JOKYMEHTOB II0JIb30BaTENIIM U
3aMHTEPECOBAHHBIM JINLAM;

1) KOHTPOJIb UCIIOJTHEHUS JOKYMEHTOB;

€) opraHM3auus  MH(POPMALMOHHO-CIIPABOYHOM  paboTel ¢
JOKYMEHTaMH.

Memoouueckue yxazanus

[loMHuTE, YTO HEMAJIOBAaXHBIM ABJIAECTCA IPOLECC  aHAIM3a
UCIIOJIb30BAaHUS  JIOKYMEHTOB, B XOJE€ KOTOPOIO CIELHAIMCTBl H
3aMHTEPECOBAHHBIE  CTOPOHBI  NPUHMMAIOT  B3BEIIEHHOE  PELICHHE,
OCHOBaHHO€ Ha MOTPEOHOCTAX BHEIIHMX M BHYTPEHHUX MOTpeOuTeneit
JOKYMEHTUPOBAaHHOH  HMH(OpMaIHH. OnenuBaercs HE  TOJIBKO
11e51ecO00pa3sHOCTh M BO3MOXKHOCTh HCHOJIB30BaHUS HMHPOPMALUU B MEpY
KOMIIETEHIIMM TOJb30BaTeNsl, HO M YA0OCTBO €€ pPa3MEeILIEHHs, CKOPOCTh
JO0CTylla W TPOYHE MOMEHTHI, KOTOpble HaxoAiTcs B cdepe BHUMAaHUSA
aJIMMHHUCTPATOPOB CUCTEMBI YIIPABJICHUSI TOKyMEHTAMHU.

1.Kysnenosa  T.B.  [lenonmpou3BOJICTBO  (JIOKyMEHTAllMOHHOE
obecnieuenue ympasienus). M.2007. C.216-218.

2. Cwm. IIpuka3 PocapxuBa ot 11.04.2018 N 44 "OOG yrBep>aeHUU
IIpumepHOl HMHCTPYKIMM IO JAEJIONPOU3BOACTBY B TOCYAAPCTBEHHBIX
opranmzaiusax" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922) B paznenax:

VI. KoHTposb HcrosIHeHHus JOKYyMEHTOB (OpY4eHHUN)



http://www.consultant.ru/document/cons_doc_LAW_93980/
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VII. Opranuzamust paboThl HCTIOJHUTEIS C JOKYMCHTAMH

IX. Opranuzanus 10CTyna K JOKyMEHTaM U UX UCIIOJIb30BAHUS
3.TOCT P UCO -15489-2007 u 2019

Bonpocs k 3auery

1. Homenknarypa gen mMyHununaiabHoro yupexiaeHus. OOuias
XapaKTePUCTHKA.

2. WHCcTpyKMss 1O JETONPOU3BOACTBY  MYHHIIMIIAIBHOTO
yupexxaeHus. OOmas XapakTepHUCTHKA.

3. HopmaTuBHO-TIpaBOoBast 6aza OpraHHU3aLuH
JIETIOTIPOU3BOACTBA MYHHUIIMITATBHBIX YIPEXKICHHIH BHIOPAHHOTO THUTIA.

4. OcobenHoctu CUCTeMaTu3aluu JOKYMEHTOB

MYHHUIMIIAIBHOTO YUPEKICHUS.
IIpakTuyeckoe 3ajaHue 1o Teme 3

[Tone3ysice IlpuMepHOM HMHCTPYKIMM IO JIEIONPOU3BOJCTBY B
rocylapcTBeHHbIX  opranusauusx  (2018),  oOwmepoccuiickumu  u
BEIOMCTBEHHBIMH INepeuHsiMH, ykaszamu lIpesunenta PO u np. akramy,
NMOArOTOBUTH  ()parMeHT HMHCTPYKIUM 10  [eJIONPOU3BOJACTBY,
KACAUIUICA OpPraHU3alMy ONEPATHBHOIO XPAHEHUH [JOKYMEHTOB
MYHMUUNAJIBHOTO Y4Ype:kaeHus (yka3aTthb cdepy) 10 mepegaym ux Ha
XpaHeHHe B APXMB HJIM YHHUYTOKEHHE.

Memooduueckue ykasanus

[Ipu cocraBneHNM NMPOEKTAa YYUTHIBATH OPTAHU3ALMIO ONEPATUBHOTO
XpaHEHHUs]  JOKYMEHTOB, OTHOCALIUMXCS K  CBEACHHMSM  KAaTerOpuu
OTPaHUYEHHOTO JOCTYIIA.

Tun yupexaeHus: BBHIOMpAeTCS B COOTBETCTBUHM C TUIIOM MY,
BBIOPAHHOTO B KOHTPOJIBLHOM padoTe.

Hcrounuku:

1. Ilpukaz PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepkIeHUU
[IpumepHO#l HMHCTPYKIMH MO AENOMPOU3BOACTBY B TOCYIapCTBEHHBIX
opranm3aiusax" (3apeructpupoBano B Muniocte Poccun 17.08.2018 N
51922)

2. CopaBounas wuHpopMmanusi: "lIlepeyeHb HOPMATHUBHBIX aKTOB,
OTHOCSIIIMX CBEJEHHUS K KaTeropuu orpaHuueHHoro poctyma" (Marepuan
NOATOTOBIIEH crenuaIucTaMmu Koncynprantllmtoc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_ 93980/

IIpakTHUYecKkoe 3aaHue 5

[Tonb3ysice nuTEpaTypol IO AEJIONPOU3BOACTBY U HOPMATHUBHBIMHU
aKTaMH{, COCTAaBUTb (parMeHT MHCTPYKUUHM 110 [eJONPOU3BOACTBY
MYHUIUNAJTbHBIX YUYpPe:XKIeHHH BbLIOPAHHOIO BaMU THNA U c(epbl
JesITeJIbHOCTH.

Memoouueckue ykasanus

B uHCTpyKIIMM CregyeT OTpasuTh:

a) ycTaHOBJIEHHE TpeOOBaHMI K TIOMCKY, UCIOJIb30BAHUIO U MIepeiade
JIOKYMEHTOB, a TAK)KE CPOKAM XpaHEHHUsI JOKYMEHTOB
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0) mpuHSTHE pEIIeHU 00 OpraHu3aluy JOKYMEHTOB C TeM, YTOObI OHU
OTBEUAIH TPEOOBAHUSM, MPEABSIBISIEMBIM K UX UCTIOJIb30BAHUIO;

B) OIpEJelieHue YpPOBHSA JOCTylNa TOJb30BaTeled K pPa3sHbIM
KaTeropusM JJOKYMCHTOB OpraHHU3aIUH;

I') ONpeJeNieHue CIHUCKOB PACCBUIKM JOKYMEHTOB IOJIb30BAaTEIsIM U
3aMHTEPECOBAHHBIM JIUIAM;

1) KOHTPOJIb UCTIOTHCHHS JOKYMEHTOB;

€) opraHm3anus  WHOOPMAIMOHHO-CIPABOYHOM  paboOThl ¢
JOKyMEHTaMH.

1.Ky3nenoa  T.B.  JlenompousBojaCTBO  (IOKYMEHTAIlMOHHOE
obecnieuenue ympasienus). M.2007. C.216-218.

2. Cwm. IIpuka3 PocapxuBa ot 11.04.2018 N 44 "OO0 yrBepkaeHUH
[IpumepHO# WHCTPYKIIMU TI0 JCIOTPOM3BOJACTBY B TOCYIapCTBEHHBIX
opraam3arusax" (3apeructpupoBano B Muntocte Poccum 17.08.2018 N
51922) B paznenax:

VI. KoHTpoJIb UCTIOTHEHUSI TOKYMEHTOB (TIOPYy4EHUI )

VII. Opranuzarust paboThl HCTIOTHUTENS C TOKYMEHTAMHU

IX. Opranuzanus gocryna K JOKyMEHTaM M UX UCTIOJIb30BaHUS

3.T'OCT P 1CO -15489-2007 u 2019

KonrtpoJabHas padora «/lesonpounssoacrso OMC u MO»

1. BoiOpate u3 chnMcka IOMYCTHUMBIX cdep HIesSTeNbHOCTH s
MYHHIIMIAIBHBIX OpraHu3aluii oany chepy:

1) Hayka;

2) oOpa3oBaHue;

3) 3IpaBOOXpaHECHHE;

4)  KyabTYypa,

5) cpexacTBa MaccoBoii HH(POPMAIUH;

6) couuanbHas 3aIUTa;

7)  3aHATOCTb HACCIICHHMS,

8) ¢dwuskyabTypa u cropr;

9) opraHu3anys OKa3aHWSA YCIAYI'M OOIIECTBEHHOrO IHUTAHUS B
YUPEKICHUSIX COIUAIBHOM cephl;

10) nesTenbHOCTh MO OpraHU3alu 00YyCTPONCTBA MECT MAacCOBOTO
OTJIbIXa, CO3JAHUIO YCIOBHM /11 MACCOBOTO OT/AbIXa HACEICHUS U Pa3BUTHUS
TOPOJICKOM CpEb;

11) peanm3anuu WHBECTHIIMOHHBIX NPOEKTOB B cdepe KyIbTYypHI,
(U3KYIBTYPHI U CHIOPTA;

12) TpaHCnIOpTHBIE YCITYTH.

2. BoiOpath BUJ MYHUITUTIAIBHOTO YUPEXKICHUS:

a ) Ka3eHHOE;

0) OroKETHOE;

B) aBTOHOMHOE.

Pe3ynbTathl BEIOOpa COOOMIUTE MPENo1aBaTeNto (cQephl AeSITEILHOCTH
1 Buibl MO He T0JKHBI IOBTOPSTHCS B TpyIine). B cooTBETCTBUY ¢ BHIOOPOM
YTOUHSIETCSI TeMa, HampuMep: «/[enonpouzso0cmeo  MYyHUYUNATbHBIX
010001cemubIX yupedcOeHull 8 chepe 0b6pazo8anus»




IIpumepHasi cTPYKTypa U coepkaHue MYHKTA:

[IpomexyrouHas aTTecTanus o JUCUUIUIMHE «J{oKyMeHTannoHHOe 00ecriedeHne OpraHoB
MECTHOTO CaMOYIPABJIEHUS M MYHHUIMNAIbHBIX OPraHU3allUil» BKJIKOYAET TEOPETHUECKUE
BOTIPOCHI, TIO3BOJISIONINE OLEHUTh YPOBEHb YCBOCHHUS 00YUJarOIIMMUCS 3HAHUH, U TPAKTHYECKUE
3aJJaHNs, BBISIBIIAIONINE CTENICHb C(OOPMUPOBAHHOCTH YMEHHH U BIIJICHUH, TPOBOIUTCS B (hopMe
3ayeTa

Iloka3aTenu M KpUTEepUH OLICHUBAHUSA:

— Ha OLEHKY «3a4TeHo»— OOyyaroluiicss JeMOHCTPUPYET BBICOKUHA YpOBEHb
c(OPMHUPOBAHHOCTH KOMIIETEHIMH, BCECTOPOHHEE, CHUCTEeMAaTH4YeCKOe M TIIyOOKOe 3HaHue
y4eOHOTrO Marepuaia, CBOOOJHO BBINIOJHIECT MPAKTHYECKHE 3aJaHus, CBOOOJHO ONEpUpPYET
3HAHUSIMH, YMEHUSAMHU, TPUMEHSET UX B CUTYallUsX MOBBIIIIEHHON CII0)KHOCTH.

— Ha OILIGHKY «He 3a4TeHO»— OOYydJaloluiCcs HE MOXKET I0Ka3aTh 3HAHHWS Ha YPOBHE
BOCITPOM3BE/IEHUS U 00BsICHEHUS! HHPOPMAIIUU, HE MOKET MTOKa3aTh MHTEIJIEKTyalbHbl€ HaBbIKU
pelIeHNs MPOCTHIX 3ajau.



IIpuioxenne 3
MeTtoanyeckue yKa3aHus JJI CAMOCTOSITeJIbHOI padoThI CTYI€eHTOB

B mporecce BBINOTHEHHUSI CaMOCTOSATEIbHOM pPAOOTHI CTYAEHTHI JOJIKHBI HAyYUTHCS
BOCIPUHMMATh CBEICHUS Ha CIyX, (UKCHpPOBaTh WH(GOPMAIMIO B BHJE 3alMCEH B TETPasX,
paboTaTh C MUCPMEHHBIMH TEKCTaMH, CAMOCTOSITEIBHO M3BJIEKAsl M3 HHUX IOJIC3HBIC CBEACHUS H
opopmisii MX B BHIEC TE3HCOB, KOHCIIEKTOB, CHCTEMAaTH3HpPOBAaTh HWH(GOPMALHIO B BHJE
3ar0JIHEHUs Ta0JINLl, COCTABICHUS cXeM. BakHO HayuUTbCs BBIJEIATH IVIaBHBIE MBICIIH B JIEKLIUU
npenojaBaTens JMOO B NUCBMEHHOM TEKCTE; aHaJIM3UPOBATh SIBICHUS; OIPEAEISATh CBOIO
MO3UIHMIO K TIOJYYEHHBIM Ha 3aHSTUSIX CBEJICHUSM, YETKO (POPMYINPOBATh €€; apryMEHTHUPOBATh
CBOIO TOYKY 3pEHHSA: BBICKA3bIBaThb OLICHOYHBIE CYKJIEHHMS; OCYILIECTBIIATh CaMOAHAaJIU3.
HeobOxomumo yunTbes BiafeTh YCTHOW M IMUCBMEHHOM PEYbIO; BECTH JAMAJIOT; y4acTBOBAaTh B
JMCKYCCHUHU; pacKpblBaTh COJIEpP)KaHUWE H3ydaeMOH MpoOieMbl B MOHOJOIMYECKON peuu;
BBICTYNIaTh C COOOUICHUSMH U JOKJIAJaMH.

IoaroroBka k mnpakTH4ecKuM 3aHATHSIM. CeMHHAp — OJMH W3 OCHOBHBIX BHJIOB
MPAKTUYECKUX 3aHATUN MO0 TYMaHUTAapHBIM JucHUIIMHAM. OH MpeHa3HaueH AJisl yriIyOJIeHHOTO
W3YYEHHUS OTHENbHBIX TeM U KypcoB. [lo dhopme npoBeneHus: ceMuHapbl OOBIYHO MPEACTABISIOT
co0oii penreHne 3aaa4, 00CyKIeHUEe TOKIAA0B, Oeceqy Mo TIaHy WUiIH JUCKYCCHIO TI0 TIpoOieMe.

IToaroToBKa K 3aHATHAM 3aKIIOYACTCA, MPEXKAE BCET0, B OCBOCHUU TOTO TEOPETUYECKOTO
MaTepuala, KOTOpbIi BBIHOCUTCS Ha oOcyxkaeHue. s 3Toro HeoOX0AUMO B MEPBYIO OYEpelb
NepeYuTaTh KOHCIEKT JICKIMHU WK pa3Jielibl yueOHHUKa, B KOTOPBIX IPUCYTCTBYET yCTaHOBOYHAs
uHpopmanus. V3yueHne peKOMEHIOBAaHHOW JHUTEpaTypbl HEOOXOAUMO chenaTh MaKCHUMAaIbHO
TBOPYECKH — HE IPOCTO YKJIaAbIBas B IAMATh HOBBIE CBEICHMS, @ OCMBICIUBAsA U aHAIU3ZHUPYS
MaTepHual. 3aKpenuTb CBOM 3HAHUS MOXHO C IIOMOIIBIO 3aIIMCEH, BBIIMCOK WM TE3HCHOTO
KOHCIIEKTA.

Ecnu cemMuHap mnpencraBieH [IOKJIaJaMH, TO OCHOBHAas OTBETCTBEHHOCTb 3a €ro
IIPOBEJICHUE JIEKUT HA JOKIaquuKax. Kak cienars 3To yCIEeIHO CMOTpUTE B paszzaene «Jloxmam.
OnHako posib OCTAJbHBIX YYAaCTHUKOB CEMHHAapa HE JOJDKHA ObITh HaccuBHOW. CTyIEHTHI,
IIPOCIYIIAaB JOKJIAJ, 3allUChIBAIOT KPATKO IVIABHOE €ro COACP KaHME M 3aJaI0T BBICTYNAIOLIEMY
YTOUHSIOLIME BOIPOCcOB. YeM Oojiee 0OCHOBATENBbHOM ObliIa JOMAIIHSASA [TOArOTOBKA 110 TEME, TEM
aKTHBHEEe INPOMCXOIUT OOCykIeHue MpoOieMHbIX BompocoB. Ha cemuHape Bcsiuecku
IIOOLIPSIETC  TBOPYECKAs, CAMOCTOSITENIbHAs MbICIb, JAETCS BO3MOXHOCTb BBICKA3aTh
KPUTHUYECKHE 3aMEYaHUsI.

becena mno mnnany mnpezacraBiseT co0OH 3apaHee IOATOTOBJIEHHOE COBMECTHOE
00-Cy)XJIeHHEe BOIIPOCOB TEMBbI KaKJbIM U3 YUACTHHUKOB. JTa (hopma noTpedyeT OT CTyJCHTOB He
TOJIBKO XOPOIIEH €aMOCTOSITENbHOM MPOPabOTKU TEOPETUYECKOTO Marepuana, HO U yMEHHue
y4acTBOBATh B KOJIJIEKTMBHOM JMCKYCCHUHU: KPaTKO, YETKO M SCHO (OPMYJIMpPOBATH U M3JIarathb
CBOI0 TOYKY 3pEHMsI IIE€pell COKYpCHHUKAaMH, OTCTaMBaTh IIO3ULHUI0O B HAYYHOM CIIODE,
MIPUCOEIUHATHCS K Uy)KOMY MHEHUIO WM ONIIOHUPOBATh JPYTUM YYaCTHUKAM.

Pedepar — camblii mpocToif U HaMMEHee CaMOCTOSTENIbHBIA BUJ MUCbMEHHOM PabOTHI.
CyTb €ro cocTOUT B KPAaTKOM W3JI0)KEHMU COJIEPXKAIIMXCS B HAyYHOW JIUTEpaType B3IJIAI0B U
uze nmo 3aiaHHoi Teme. Pedepat He TpeOyeT OpUrHHAILHOCTH M HOBU3HBL. B HeM orieHuBaeTcst
YMEHHE CTyJeHTa paboTaTb C KHHUIOW: BBIACNATH U (QOPMYIUpPOBATH IMpoOieMy, OTOMpAaTh
OCHOBHBIE TE€3MCHl U BCIIOMOTAaTEIbHBIE JAHHBIE, JOTUYECKH BBICTpanBaTh MaTepHaj, FPaMOTHO
0(pOpPMITSITh HAyYHBIN TEKCT.



CryneHnrtam npeanaraeTcs aBa Buaa pedepaTHbIX padoT:

PedepupoBanne HaydyHOW JUTEPATyphl MPEACTABISIET COOOM COKpAIIEHHOE H3JI0KECHUE
COJIepKaHUs CTaTbU WMJIM KHUT'M C OCHOBHBIMH CBEJICHHSMH W BBbIBOJaMHU. Takue pedeparbl
aKTyaJbHbI TOT/Ia, KOT/Ia B IOPHIMYECKUX MCTOYHHKAX MOSIBJISCTCS HOBBIA TEOPETUUECKUN WIIN
NpaKTUYeCKUd MaTtepuan 1o wu3ydaemoir Tteme. OT cTyaeHTa TpeOyercs, BHHUMATEIbHO
O3HAKOMUBIIIKCH C TIEPBOMCTOUYHHKOM, MAKCHMAaJIbHO TOYHO M ITIOJIHO MEPEIaTh €ro COJIEpKaHue.
Jnst sroro menecooOpazHo BeIOpaTh (OpMY TMOCIEIOBATEIBHOTO H3JI0XKEHHUS NPOYNTAHHOU
KHUTH, HE MEHss ee OOUIMA TUTaH W CTPYKTYpY (TiaBbl, pa3aensl, maparpadsr). Heobxommmo
COXpPaHHUTh JIOTUKY TIOBECTBOBAHMS M TM03a00THTBCA O CBSA3HOCTH TEKCTa. ABTOpPCKHE,
OpUTMHAIBHBIE W HOBATOPCKWE MBICIHM W WICH JIydllle NepeaaBaTh HE CBOMMHU CIOBAMH, a C
oMot nutupoBanusa. O0bem pedeparta OyIAeT ONMpenensThCA CONAEp’KaHWEeM HCTOYHHUKA, a
TaKXKe ero Hay9HOH M MPaKTUYECKOH IEHHOCThI0. Ho B 1II000M ciydae mpeanoyTeHne OTaaeTcs
KPaTKOCTH U JIJAKOHHYHOCTH, YMEHUIO OTOUPATH TJIABHOE M OCBOOOXKIATHCS OT BTOPOCTENIEHHOTO.

Pedpepar mo Teme  mpeacraBisier 0030p HAyYHBIX B3[VISIZIOB M KOHIEMIUN TIO
poOJIIEMHOMY BOTIPOCY B U3y4aeMOi TeMe.

- Ecniu Bam mpemioskeHa Tema Takoro pedepara Ha BBIOOP, TO MPEINOYTCHUE CIEAYET
OTIaTh TOM, KOTOpas I BaC MHTepeCHA WM 3HakoMma. OHa He J0JDKHA OBITh OYCHB CIIOXKHON U
00BEMHOM, B IPOTUBHOM cilydae pedepar OyJaeT HalmoMUHATh KypCOBYIO padoTy.

- Jlns momrotoBkm pedepara CTymeHTY HEOOXOIUMO CaMOMy WJIH C YJacTHEM
npenoaaBaTeNsi moao0parh UCTOUYHUKH WHMopMaruu. Creayer mo3ad0TUTHCS, 9YTOOBI B BallleM
CHHUCKE OKa3alhCh HE CiydailHble, a IeHHble B HH(GOPMAIMOHHOM IUIaHE KHUTH. MOXKHO
BBITIOJTHUTH paboTy, OOpaTUBIINCE M K OJHOMY HWCTOYHHKY — IIOCOOHIO, MOHOTpaduwu,
uccnenoBanuto. Ho mydie, ecnu Bol oOpatutech K JByM-TPEM HAyYHBIM TPYAaM — 3TO IMO3BOJIUT
MIPEICTaBUTh MPOOJIEMY C HECKOJIBKUX TOUEK 3PEHHUS U BhICKA3aTh JINYHbIEC TPEIOYTEHUSI.

- OgHUM U3 IJIaBHBIX KPUTEPHUEB OLIEHKH pedepara OyIeT COOTBETCTBUE €r0 COJIEPKaHus
3asBieHHON Teme. [l 3TOoro Oerjo O3HAKOMUBIIUCH C TIEPBOMCTOYHUKAMHU COCTaBbTE
MpeBapUTeNbHbIN I1aH Oyaymiero pedepara, 0003HaUYMB B HEM MPUHIMIIMAILHO Ba)KHbIE
MOMEHTBI U 3TaIrbl OcBelieHus mpoodiiemMsl. [locie Toro, kak y Bac MosiBSITCS paboO4yue 3arucu 1o
pe3yibTaTaM HM3y4eHHs] HaydyHOIl JuTepaTypbl M oOmupHas uHboOpManus MO TEME B IIEJIOM,
MOXXHO OyAeT CKOppeKTHpoBaTh oOmuii miuaH pedepara. Crapaiitech npu paboTre HaJ HUM
THIATENIbHO M30aBIATHCA OT «M3JIMIIECTB»: BCAKOTO pojia aOCTPaKTHBIX PacCyXIACHUH,
Ype3MEpHBIX MOAPOOHOCTEH U MHOTOYUCICHHBIX MPUMEPOB, KOTOPBIE «PAa3MBIBAIOT) TEMY WU
YBOJSAT OT HEE.

Crpykrypa pedepara BKIO4YaeT B cedsi BBEICHHE, OCHOBHYIO YacTh W 3aKiroueHue. Bo
BBeleHUU (GOPMYIUPYIOTCS IIeNd U 3a7adyd paboThl, €e akKTyaabHOCTb. (OCHOBHas YacTh
mpecTaBisieT coboil mocneaoBaTeIbHOEe U apryMEHTUPOBAHHOE M3JI0KEHHUE PA3UYHBIX TOYEK
3peHHsl Ha MpoOieMy, ee aHalu3, HpeirosiaraeéMble MyTH pelleHHs. 3akiIroueHue o0o0uaer
OCHOBHBIE MBICIHM WJIN 0OOCHOBBIBAET MEPCHEKTUBBI JAIbHEHINEro nccieaoBanus tembl. Eciu
pedepar nocTaTouyHO OOBEMEH, TO MOTpPeOyeTcss pas3/ielieHue TeKCTa Ha pasjienbl (TJIaBbl,
naparpadsl). MnmocTpaTuBHBIN MaTepran — TaOIHIIbI, CXeMBbI, TpaMKu — MOTYT pacloiaraTbCs
KaK BHYTPH OCHOBHOM YacTH, Tak U B pazjene «lIpunoxxenuey.

O06mnem pedepara 3aBUCHT OT IieNeil U 3a7a4, penraeMblx B pabote — ot 5 10 20 cTpaHuil
MAIIMHOMMCHOIO TEeKCTa Yepe3 ABa MHTepBana. Ecnu B 3a7aHuM, BBIJIAHHOM IIpEToaBaTelieM
00BbEM HE OrOBapUBAETCS, TO CIEAYET UCXOJUTh U3 Pa3yMHOM 11€J1eCO00pa3HOCTH.

B pedepare B o00s3aTebHOM TOpPSAKE pa3MELIAIOTCS TUTYIBHBIM JIUCT, IUIaH WX
OrJaBjieHHE PabOTHI, @ TAKXKe CIIUCOK UCTOIb3yeMOM JIUTEPATYpHI.



OObIyHO pedepaT MOKET 3aYUTHIBACTCS KaK MHCbMEHHas paboTa, HO HEKOTOPHIS
MPEToaBaTeNId MPAKTUKYIOT MYOIWYHYIO 3aluTy pedeparoB WM HX «O3BYUYMBAaHHE» Ha
CEMHUHAPCKUX 3aHATUSX. B 3TOM citydae HEOOXOAMMO TPHUIIOKUTE JOTIOJTHUTEIBHBIC YCUITUS JIS
MOATOTOBKH IMyOJIMYHOTO BBICTYILICHUS IO MaTepuaiam pedeparHoi paboThI.

IIpe3eHTanuss — COBPEMEHHBIM CIOCOO YCTHOTO WIIM THCHBMEHHOTO IPEICTABICHHUS
WH(OPMALIUY C UCTIOIH30BAHUEM MYJIbTUMEIUIHHBIX TEXHOJIOTHH.

CymiecTByeT HECKOJIbKO BApUAHTOB MPE3EHTALINIA.

L4 HpeBeHTaHI/IH C BBICTYIINICHUEM OOKJIaA4YHUKa
L4 HpeBeHTaHI/IH C KOMMCHTapUAMU OOKIaJ4YUKa
L Hp€3CHTaHI/I$I JJIA CaMOCTOATCIBHOTO mpocMoTpa, KOTOpas MOXET

JIEMOHCTPUPOBATHCS NEpes ayJUTOpHUe 0e3 ydacThs JOKIaa4HKa.
IToaroToBka mpe3eHTaUK BKIOYAET B CE0s1 HECKOJIBKO ATAIOB:

1. [InanupoBaHue Npe3eHTauU
OT OTBETOB Ha ATH BOMPOCH OYAET 3aBUCETHh BCE TIOCTPOESHHE NIPE3CHTAIHN:

J KAaKOBO TMpeJHa3HAYEHHWE M CMBICI Mpe3eHTalH (JAeMOHCTpalus pe3yJbTaToB
Hay4yHOU paboThl, 3alUTa TUIJIOMHOTO MPOEKTA U T.J1.);

. Kakyl0o poib OyIeT BBIOJHATH TIPE3CHTAMs B XOJIE BBICTYIUICHUS
(compoBOXACHHE TOKIIAa WIIH €0 WIITIOCTpaIus);

. KaKoBa I1eJ1b Tpe3eHTaIuu (MHGOpMHUpOBaHUE, YOKICHUE UITH aHAIIN3);

. Ha Kakoe BpeMs paccuuTaHa mpe3eHTauus (kopoTkoe - 5-10 MHHYT wuau
MpOJIoJKUTENBHOE - 15-20 MuHYT);

. KaKoB pa3Mep U cocTaB 3purenbekoi aymuropun (10-15 yvenosex wmm 80-100;

MIPeroJaBaTeNd, CTYACHThI WIIM CMEIICHHAs ayTUTOpus).
2. CtpykrypupoBaHue uHMOpMaIu

o B MpE3eHTAIlMU HEe JO0JDKHA ObITh MeHee 10 cimaifoB, a oliiee WX KOJIMYECTBO
npesbimath 20 - 25.

° OCHOBHBIMHM TIPUHIIMIIAMH TIPH COCTaBJICHUU TIPE3CHTAIMHM JIOJDKHBI OBITH
SICHOCTD, HArJIAAHOCTD, IOTHYHOCTh U 3aIIOMHMHAEMOCTD;

° MPE3CHTAIMS JI0OJDKHA UMETh CLICHApUW W YETKYIO CTPYKTYpPY, B KOTOpPO#l OyayT
OTPaKEHBI BCE IPUIUHHO-CIICACTBEHHBIC CBSI3H,

° paboTa HajJ mpe3eHTalMeld HAaYMHACTCS TOCJEe TIIATeIbHOTO OOMyMBIBAaHUS M

HalmMCaHus TCEKCTa JOKJIaaa, KOTOpBIfI HCO6XO,Z[I/IMO p336I/ITI> Ha (bpal"MeHTBI 1 0003HAYUTH
CBA3aHHBIC C KAXKJbIM M3 HUX 3aJa4H 1 HeﬁCTBHH;

. NEPBbIA IMIar — 3TO OIMpeJelieHuEe TJIaBHOW HJIEH, BOKPYr KOTOpOW Oyaer
CTPOUTHCS MPE3CHTAIHS;
. yacTb MH(GOPMAlMM MOXKHO TMEPEBECTH B JBa THIIA HArJSAHBIX MOCOOUIL:

TEKCTOBBIE, KOTOPhIC TIOMOTYT CIYIIATENISIM CIEIUTh 32 XOJIOM Pa3BEpPTHIBAHHs apryMEHTOB W
rpaduvecKkue, KOTOPbIE WUIFOCTPUPYIOT TIJIABHBIE MYHKTHl BBICTYIUICHHS W CO3/AIOT
AMOIIMOHAJIbHBIE 00Pa3bl.

o CIOKEThI TIPE3CHTAIMU MOTYT Pa3bsCHATh WM HUIFOCTPHPOBATH OCHOBHBIC
MOJIOYKEHHMSI JIOKJIA/Ia B CAMbIX pa3HOOOpa3HBIX BapHaHTaX.

OdueHb B@KHO HAWTH TPAaBWIBHBIA OallaHC MEXIy pEYbl0 JIOKJIAJuuKa |
COIIPOBOXKJIAFOIIUMU €€ MYJIbTUMEIUHHBIMU dJICMEHTAMH.

Jlnst aToro 1nenecooOpasHo:

o OTIPENICIUTD, YTO OY/IET MPEICTABICHO HAa KAXKIOM CJIaii/ie, 4To OY/IET B 3TO BpeMsI
TOBOPUTHCSI, KaK OYJET C/IeNaH MepeXxo/1 K CIeayIIeMy claiay;

o caMble BaXHbBIC WU M MBICIHM OTPA3UTh U Ha CliaiijlaX ¥ MPOU3HECTH CIIOBAMH,
TOT/Ia KaK BTOPOCTEIICHHBIC — JINOO0 CJI0BaMu, JIMOO Ha cliaiiiax;

o nHPOPMAIIMIO Ha CIIalilax MPEJCTABUTh B BUJEC TE3MCOB — OHU COIMPOBOXKIAIOT
MOJIPOOHOE M3JIOXKEHHME MBICIICH BBICTYIAIOIIETO, @ HE HA000POT;



° JUTS Pa3bsICHEHUS TOJIOKECHHI JOKJIaaa MCIOIh30BaTh Pa3HbIC BHJIBI CIAIOB: C
TEKCTOM, C TaOJIUIIaMH, C JHarpaMMaMH;

J ar00ast Mpe3eHTaIus JT0JDKHA MMETh COOCTBEHHYIO ApaMaTyprHio, B KOTOPOH
€CTb:
«3aBSA3Ka» - MPOOYXKJICHUE UHTEPeca ayJUTOPUM K TeME COOOIICHHs (IPKHUI HarJIsqHbIN

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(OPMAIMU B JIOTHUECKON TTOCIICA0BATEIIEHOCTH
(uepenoBaHME TEKCTOBBIX U IPAPUUECKUX CIIANIOB);

«KyJIbMHUHAIUS» - TPEACTAaBIEHUE CaMOro TIJIABHOTO, HOBOIO, HEOKUJAHHOIO
(3MOIIMOHANTFHBIN PEeYeBOM WM WILTIOCTPATUBHEIN 00pa3);

«pa3BsizKa» - GopMyIHpPOBAHHE BHIBOJOB WM MPAKTHUECKUX PEKOMEHIAINH (BUACOPS).

3. Odopmienune nmpe3eHTauu

OdopmieHue mpe3eHTaIMy BKIIOYAET B CeOs CIEAYIONIYI0 00s3aTeIbHYI0 HHPOPMAIIHIO:

TUTynBHBIN TUCT

- IPEACTaBIIsAET TEMY JI0KJIa/la ¥ UMs aBTOpa (UM aBTOPOB);

- Ha 3alUTe KypCOBOW WJIM JUIUIOMHOW pPaOOThl yKa3blBaeT (aMMIMIO U WHUIUAJIBI
HayYHOTO PYKOBOJUTEISI WM OpraHu3alluu;

- Ha KoH(epeHIusX 0003HavYaeT JaTy U Ha3BaHUE KOH(PEpEeHIUH.

[Inan BBICTYIIIIEHUSA

- popMynHpyeT OCHOBHOE COJiepKaHue 10KIaaa (3-4 myHKTa);

- pUKCUpPYET MOPSAAOK U3JI0KEHUSI HHPOPMAIUY;

Copnepxanue npe3eHTaluu

- BKJIFOYAET TEKCTOBYIO U rpaduyecKyro HH(OpMaIuio;

- WJUTIOCTPUPYET OCHOBHBIE ITYHKTBI COOOLICHMS;

- MOKET MPEACTAaBIATh CAMOCTOSTENbHBIN BapuaHT JOKJIA/a;

3aBeplieHue

- 0000111aeT, TOIBOJIUT UTOTH, CYMMHPYET HH(POPMAITHIO;

- MOKET BKJIIOUaTh CIIMCOK JIUTEPATYphl K JOKIANY;

- COJIEPKUT CJI0Ba 0JarolapHOCTU ayAUTOPHUH.

4. JluzaiiH npe3eHTanuu

TexcroBoe oopmienue

. He cTouT 3amoIHATh Cai)l CIUIIKOM OOJIBIINM 00bEMOM HH(POPMAIUH - JIyUIIIe
BCEro 3arlOMUHAIOTCs He OoJiee 3-X (pakTOB, BHIBOJIOB, ONPEICICHHMIA.

° OnTuMalbHOE YHMCIIO CTPOK Ha ciaiiae — 6 -11.

. KopoTkue ¢pas3bl 3aOMUHAIOTCS BH3yaJlbHO Jiyuine. [IyHKTHI TiepedHeld He
JIOJDKHBI ITPEBBIIIATH JIBYX CTPOK Ha (pa3y.

. Haubosbmast 3¢G¢GeKTHBHOCTh JTOCTUTAeTCsl TOTJA, KOTJA KIFOUEBBIC IMTYHKTHI
0TOOpaKAIOTCS 10 OJJHOMY Ha Ka)JIOM OTJICIIbHOM ClIaiijie

° Ecnu TekcT cocTouT W3 HECKONbKUX ab3aieB, TO HEOOXOIUMO YCTaHOBHTH
Kpac-HYIO CTPOKY M MHTEPBAI MEXKIy ab3aramu.

° KitoueBsie cnoBa B nH(GOpMAaIIMOHHOM OJIOKE BBIIEISIFOTCS LIBETOM, IPU(TOM UIIH
KOMIIO3HUITHOHHO.

° Nudopmanuro mnpeanmoyTuTenbHee pacmoiiaraTb TOPU30HTANBHO, Hambosee
BAKHYIO - B LIEHTPE DKpaHa.

° He cnenyer 3moymoTpebnsite OONBIIMM KOJIWYECTBOM MPEJIOTOB, HapedHid,
MpHUJIaraTeNbHbIX, BBOJHBIX CIIOB.

° [udpoBsle MaTepuanbl nydille MPEACTaBUTHh B BHIE TpapUKOB M JAUATPAMM —
TaONUIBI ¢ U(GPOBBIMU JaHHBIMH Ha CJIAiJIe BOCIIPHHUMAIOTCS TLI0XO.

° Heob6xomuMo 00paTuTh BHUMaHUE HAa TPAMOTHOCTh HamucaHus Tekcta. Ommoku

BO BECb OKpaH MPOU3BOIAT HCIIPUATHOC BIICHATIICHUC



HIpudroBoe odopmienne

. Ipudter 0e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jierye, 4em rpoTecKu.
Henb3st cMemmBath pa3anyHble TUITBI LIPU(GTOB B OJHON MPE3EHTALINH.

J HlpudToBoii KOHTPACT MOXKHO CO3JaTh MOCPEACTBOM pasMepa MpUQTa, €ro
TOJIIIMHBI, HAUYepTaHus, HOPMBI, HAIIPABJICHUS U I[BETA;

. s 3arojoBka roamtcsi pasmep mpudra 24-54 nyHkra, a s Texcra - 18-36
ITYHKTOB.

. Kypcus, noguepkuBanue, ;xupHbIA MPUPT UCHOIb3YIOTCS OIPaHUYEHHO, TOJIBKO
JUISL CMBICJIOBOTO BBbIJIEJIEHUSI (PparMEHTOB TEKCTA.

. Jl71s OCHOBHOTO TE€KCTa HE PEKOMEHAYIOTCS TPOITUCHBIE OYKBHI.

[{BeToBo€ oopmueHue

. Ha onnoMm cnaiiie He ucnosb3yercs 60jee Tpex HUBETOB: (JOH, 3ar0JIOBOK, TEKCT.

J [Ber mpudra u uBer poHa JOHKHBI KOHTPACTUPOBATh — TEKCT JIOJDKEH XOPOILO
YUTAThCS, HO HE pe3aTh I1asa.

J g poHa npeanoyTUTENnbHEe X010 HbIE TOHA.

. CymiecTByOT HE codeTaeMble KOMOMHAIMKU 1BETOB. OO0 3TOM MOXHO Y3HaTh B
CIIELIMAIBHOM JIMTEpaType.

. UepHblil 1IBET MMeeT HETaTUBHBIM (MpayHblil) moATekcT. benblii Ha vepHOM
YUTAETCS TII0XO.

. Ecnu npesenranus 6osblias, TO €CTh CMBICT Pa3AeIuTh €€ Ha YaCTH C MOMOIIbIO
L[BETa — pa3HbIi LIBET CIOCOOEH co3/1aBaTh pa3Hblil SMOIIMOHAIBHBINA HACTPOM.

. Henb3s BeIOUpaTh POH, KOTOPBINA COAEPIKUT aKTUBHBIA PUCYHOK.

KommnosurmonHoe odopmiieHne

o Cnenyer coOmiomaTh emuHbIA CTHIB oOdopmiieHus. OH MOXET BKIIIOYATh
omnpenenaeHHbIN mpudT (TapHUTYpa U 1BET), (JOH 1BETa WU (POHOBBIN PUCYHOK, IEKOPATUBHBIN
AIIEMEHT HEOOJIBILIOTO pa3Mepa U T.1.

o He mpuemiiembl cTHIH, KOTOPbIE OYAYT OTBJIEKATH OT MPE3CHTAIINH.

o KpymHbie 00BEKTHI B KOMITO3UIIMH CMOTPSTCS] HEBaXHO.

o BcriomorarenbHass wHpopMmanus — (YOpaBisiolIMe  KHONKH) HE  JIOJDKHA
npeo6agaTh HaJ OCHOBHOM (TEKCTOM M HILTIOCTpAIUE ).

o Jlnist cepbe3HOM Npe3eHTaIMd OTOMPAIOTCS MIA0JIOHBI, BBIIOJIHEHHBIE B JICIOBOM

CTHIIE.
Anumanuonsnoe ogopmiieHue

o OcHOBHasi pojib aHUMAllMKW — JIO3UpOBaHUs HHMOpMAIMK. AYAUTOPHUS, KaK
MPaBHJIO, JIy4llle BOCIPHHUMAET WHGOPMAIMIO TOPUUSAMH, HEOOJBIIMMU 3PHUTEIBHBIMU
(dhparmeHTamu.

o AHMMaNUS UCHOJNB3YeTCsS Uil TPUBJICUCHHS BHUMAHHS WIH JISMOHCTPAIUU
pa3BUTHS KaKOTr0-JIM0O0 Tpoiiecca

o He crout 350ynotpetisth aHUMAallMOHHBIMU 3P (eKTaMu, KOTOPbIC OTBIEKAIOT OT
COJICpKaHUS WIIM YTOMJISIFOT TJ1a3a YMTAIOIIETO.

J OCOOCHHO HEXKENAaTeNIbHO YacTOe HCIOJb30BAHUE TAKMX aHUMAI[MOHHBIX
3 PEeKTOB KaK BBUIET, BpallleHUE, BOJIHA, TOOYKBEHHOE MOSIBIICHUE TEKCTA.

3ByKkoBO€ oopmiieHHE

J My3bIKaJIbHOE CONPOBOXKJIEHUE IPU3BAHO OTPA3UTh CYTh WM IMOAYEPKHYTh
0COOEHHOCTH TeMBbI Cllaiila WM BCel Mpe3eHTallM, CO3JaTh ONpeNesIeHHbIH SMOLMOHAIBHBIN
HAaCTPO.

L4 My3LIKy uenecoo6pa3H0 BKJIFOUAaTb TOraa, KoOrga IMpEe3CHTauud UHICT oe3
CJIOBCCHOI'O COITPOBOXKICHUS.
L4 3BYKOBOC COMMPOBOKACHUC HUCIIOJIB3YCTCA TOJIBKO IO HCO6XOI[I/IMOCTI/I, MTOCKOJIBKY

Jaxe (bOHOBaSI TUXas MY3bIKa CO31acT U3IIUIITHUN IIyM U MCHIACT BOCHIPHUATUIO COACPIKAHUS.



J Heo0xoauMo BBIOpaTh ONTHMAIBHYIO TPOMKOCTB, YTOOBI 3BYK OBLI CIIBIIIIAH BCEM
CJIyILIaTEJIEM, HO HE OB OIIYILIUTEIbHBIM.

I'padpuueckoe opopmiienue

o Pucynku, ¢ororpaduu, aumarpamMmbl TpU3BaHbl  JONOJHHUTH  TEKCTOBYIO
nHGOPMAIIHIO WK TIepeaaTh e€ B 0osiee HarjsiTHOM BUJIE.

o Henb3st mpencTaBiaTh puCyHKH M (OTO IIIOXOTO KAueCTBA WM C UCKAKEHHBIMHU
MIPOTIOPIIHSIMH.

o XKenarensHo, YTOOBI HU300pakeHHE OBLJIO HE CTOJIBKO (POHOM, CKOJIBKO
WUTIOCTpAIMel, PaBHOM IO CMBICIy CaMOMY TEKCTY, YTOOBI MOMOYH IMO-HOBOMY IOHSTH H
PacKpBITh €ro.

° Cnenyer u3beratb HEKOPPEKTHBIX WJUIFOCTpALMil, KOTOPbIE HENPAaBWJIBHO WU
JIBYCMBICIIEHHO OTPa)KatoT CMBICI HHPOPMALIH.
. Heo6xomumMo 103a00THTHCS O PaBHOMEPHOM M PAIlMOHAIILHOM HCIIOJIB30BAHUH

MIPOCTPAHCTBA HA CIIaliJie: €CIM TeKCT MEePBUYCH, TO TEKCTOBON ()parMeHT pa3MemaeTcs B JIEBOM
BEpPXHEM YTy, a TpadUUecKuii pUCyHOK BHH3Y CIIpaBa U HA00OPOT.

o WNnmocTtpanym  peKOMEHIYeTcs  CONMPOBOXKAATh  MOSICHUTENBHBIM — TEKCTOM.
[Moxmucyu K KapTHHKAaM JTydYIlle BBIMOJHSATH COOKY HMJIM CHH3Y, €CIIH 9TO TOJBKO HE Ha3BaHHE
caMoro ciainaa.

. Ecnu rpaduyeckoe mzoOpaxeHne MCHONIb3yeTcs B KayecTBe (poHA, TO TEKCT Ha
3TOM (OHE JIOJDKEH OBITh XOPOIIO YATACM.

TaOanIel U CXEMBI

° He crouT BCTaBisATh B MpE3CHTALMIO OOJBIINE TAOMUIIBI — OHHU TPYIHBI IS
BocnpusaTHs. Jlydnie 3aMeHUTh WX rpaduKkaMu, MOCTPOSHHBIMH Ha OCHOBE ATHUX TAOJIHII.

o Ecnu Bce ke TabnmuIly moka3aTh Hajo, TO CIIEAYeT OCTaBUTh KaK MOYKHO MEHBIIIE
CTPOK | CTOJIOIIOB, 0TOOpAB M Pa3MECTUB TOJIBKO CAMBIC BO)KHBIC TaHHBIC.

o [Ipu wcmonb30BaHUM CXEM Ha Cllaiiiax HEOOXOJMMO BBIPOBHSTH PSIbI OJOKOB
CXEMBI, PAaCCTOSIHHE MeXay OJoKaMu, H00aBUTh COCIMHHUTEIBHBIE CXEMBl TPH TOMOIIA
WHCTPYMEHTOB ABTOUTYD,

o [Ipu co3maHMM CXeM HYXHO YYUTBHIBATH CBS3b MEKIY COCTABHBIMH YaCTSMHU
CXEMBI: €CIT OHH PaBHO3HAYHBI, TO 3aMOJTHSFOTCS OJHUM IPHUPTOM, POHOM U TEKCTOM, €CJIU €CTh
MEepBOCTEICHHAass HMHQOpMAaIUs, TO OHAa BBIACIHSICTCS OCOOBIM CHOCOOOM C  TIOMOIIBIO
OpraHU3aIMOHHBIX THATPAMM.

Aynuo- ¥ BUIE00pOpMIICHHE

J Buzneo, kMHO M Tesne MaTrepuanbl MOTYT OBITH HCHOJB30BAaHBI MOJTHOCTHIO WU
(parMeHTapHO B 3aBUCHMOCTH OT II€JIeH, KOTOPBIE MPECIIeTyIOTCS.

J [TpomomkuTenbHOCT GHUIBMa HE JOJDKHA MpeBbIIaTh 15-25 MunyT, a pparmenra
— 4-6 MUHYT.

J Henp3s wucnonp3oBatek 1gBa (MiIbMa Ha OJHOM MEpOINPHUATHH, HO IIOKa3aTb

(bparMeHTsl U3 IBYX (PUIBMOB BIIOJHE BO3MOKHO.

IToaroroBka k 3a4éry. ['0TOBUTHCS K 3a4€Ty HY)KHO 3apaHee U B HECKOJIbKO 3TaroB. s
3TOro:

J [IpocMmarpuBaiiTe KOHCHEKTBI JIEKIUM Cpa3y MOCIE 3aHATHH. OTO IOMOXKET
pa300parThbcsi C HEMOHATHHIMM MOMEHTAMHU JICKIIUM U BOSHUKIIUMH BOTIPOCAMHU, [TOKA €IIe JEKIIHS
CBEXXa B MaMSATH.

J berno npocmarpuBaiiTeé KOHCHEKTHI 1O Hayajga CIEAYIOUIETO 3aHATHA. ITO
MIO3BOJINT «OCBEXKUTH» MPEABIAYIIYIO JIEKIMI M MOATOTOBUTHCA K BOCHPHUSTHIO HOBOTO
MaTepuaa.

J Kaxxnyro Henento oTBoAuTE BpeMs 171sl IOBTOPEHNUS IPONEHHOTO MaTepraa.

HenocpencrBeHHo npy MOATOTOBKE:

L4 yHOpH,Z[O‘-ILTC CBOM KOHCIICKTHI, 3aIlIlMCH, 3aJaHH.



J [IpukunbTE Bpemsi, HEOOXOAUMOE BaM JUISl MMOBTOPEHUS KaKIoi yactu (O10Ka)
MaTtepuaia, BBIHOCUMOI'O Ha 3a4eT.

J CocraBbTe pacucaHHle ¢ yYETOM CKOPOCTH IIOBTOPEHHUS MaTepuaa, JUisl 4ero

. Pazngenure Bompochl g 3au€ra Ha 3HAKOMbIE (10 JIEKIIMOHHOMY KYypCY,
CEeMHMHapaM, KOHCIEKTHPOBAHUIO), KOTOPBIE MOTPEOYIOT JIUIIb TIOBTOPEHHUS W HOBBIE, KOTOPHIE
IIPUJIETCS OCBaMBaTh CaMOCTOSATENIbHO. HauHUTE ¢ TEM XOPOIIO BaM U3BECTHBIX U 3aKPENUTE UX C
MIOMOIIBI0 KOHCIIEKTa M y4yeOHMKa. 3aTeM IOIOJHUTE CBOM TEOPETHYECKHM Oara)k HOBBIMU
3HaHUSAMHU, 00s13aTEIHLHO BOCIIOIb30BABIINCH PEKOMEHI0BAHHON JIMTEPATYPOH.

. [IpaBunbHO HCTIONB3YHTE KOHCYJIbTAL[MM, KOTOpPBIE IPOBOAUT IMPEINOIABATENb.
[Ipuxoaure Ha HUX € 3apaHee MPOPaOOTAaHHBIMU CAaMOCTOSITENIBHO Bompocamu. Bel Moxere
MOJIYYUTh Pa3bsCHEHUE IO MOBOIY CIOXHBIX, HE 10 KOHIA MTOHSTHIX TEM, HO HE PACCUMTHIBANTE
BO BpeMsI KOHCYJIbTAI[MU Ha UCUEPIIBIBAIOIYIO HH(OPMALIMHU 110 COAEPKaHHUIO BCETO Kypca.



