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Pa6ouast mporpamma cocrasiiena Ha ocHoBe ®I'OC BO - 6akanaBpuart 1o HarnpasJIeHHIO

noarotoBku 46.03.02 JlokyMeHTOBeIeHUE U apxuBoBeieHUE (puka3 MunoOpHayku Poccuu ot
29.10.2020 1. Ne 1343)

Pabouyas mporpamMMa paccMOTpeHa M ojoOpeHa Ha 3aceJaHMM  Kadeapsl
Tlenaroruyeckoro o6pasoBanust 1 JokymenToBeneHus 24.01.2025, npotokon Ne 5

3aB. xadenpoi 9%]74%) C.C. BenukanoBa
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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2026 - 2027
yueOHOM rojy Ha 3aceqanuu kageapsl Ilenarornyeckoro o0pa3oBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
yueOHOM ro1y Ha 3acenanuu kagenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanuzanuu B 2030 - 2031
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

MOJMOTOBKA K pealin3allii U PyKOBOJICTBY JI€ATEIHHOCTHIO MO JOKYMEHTAUOHHOMY
00ecredeHunIo yIpaBIeHusl B OpraHax MECTHOTO CaMOYIIPABICHUS U MyHHUIIUIAIbHBIX
OpraHM3aIusIx

2 MecTo JTUCUMILIMHBI (MOIYJIs]) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

Jucuummna JJokyMeHTanoOHHOE 0OecrieueHHe AeSITeTbHOCTH OPIraHOB MECTHOTO
CaMOYIIpaBJICHHS 1 MYHUIUITAJIBHBIX OPraHU3aIil BXOTUT B 0053aTEIbHYIO YacTh y4eOHOTO
IJ1aHa 00pa30BaTEIbHON POTPaAMMBI.

JUia n3yyeHus JUCUUIUIMHBL HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHU),
c(OpMHUPOBAHHBIE B PE3yJIbTATE U3YUEHUS TUCLMILINH/ IPAKTUK:

CoBpemeHHast opraHu3alus TocyJ1apcTBEHHbIX yupexaeHuil Poccun

[Tpon3BoCTBEHHAs - IPAKTHKA I10 MTOJIYYEHHIO TPO(ECCUOHABHBIX YMEHUH U OIbITA
poheCCHOHATILHOM 1eATEIbHOCTH

JlokyMeHTOBEIEHNE

[TpoexTrupoBaHue yrnpaBIeHYECKON JOKYMEHTAIIMN OpraHu3alun

JlokyMeHTalMOHHOE O0ecreueHue 1eATeNbHOCTH OPTaHOB ITOCYJapCTBEHHOM BIIACTH,
yIpaBJeHUS U MOJBEAOMCTBEHHBIX OpraHU3alui

Opranu3zanys 1 TEXHOJIOTHS JOKYMEHTAMOHHOTO 00ECIIeUeHUs yIIpaBIeHUs

KanpoBoe nenonponus3BoacTBo

JlokyMeHTalmoHHOE o0ecrieueHne aIMUHUCTPATUBHBIX OTHOLIEHUH B PD

3HaHus (YMEHUs, BIa/IeHUs ), IOTYYECHHbIE IPY U3yYEHUU JaHHOM UCIUIUINHBI
OyayT HeOOXOAUMBI [T U3YUSHHSI JUCIUTUTHH/TIPAKTHK:

Nudopmanronnoe odecriedeHue yrnpapieHUs

HHdopmaninoHHbIe pecypchl, peecTpbl U 0a3bl JaHHBIX: IPAKTUYECKHE ACIIEKThI

VYrpasieHrue JOKyMEHTaMH U 3allUCSIMU B CUCTEME MEHEPKMEHTA KayecTBa

TexHuuyeckue cpeacTBa yupaBlieHUs B JOKYMEHTAIIMOHHOM 00ecrieueHuI
YIpaBJIEHUS U apXUBax

[TpousBoacTBEHHAs — NPEIAUILIOMHAs PAKTUKA

[TpoexTHas AeSATENBHOCTD MO JOKYMEHTAIMOHHOMY 00€CIIEUEHHUIO YIPABICHHS
OpraHu3anuei

[TpakTHKyM 10 COCTaBICHUIO U OOPMIIEHHUIO CITYKEOHBIX JOKYMEHTOB

[TonroroBka k ciade u ciaya rocyJapCTBEHHOTO 3K3aMeHa

[TonroroBka K mpoueaype 3aluThl U 3allUTa BBITYCKHON KBATU(PUKAITMOHHON
paboThl

Opranuzanus padoThl ¢ OOpaIICeHUSIMHU TPpaXKIaH

KondunennmaabHoe 1€I10MpOU3BOJCTBO

ApXHBBI IO TMYHOMY COCTaBY

3 Komnerenuun ody4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS

AUCHUILIMHBI (MOYJIS) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHH s

B pesynbrare ocBoeHUS AUCHUILTUHBI (MOyIsl)  «JloKyMeHTalMoOHHOE oOecreueHue
JESATEIBHOCTH OPraHOB MECTHOT'O CAaMOYIIPaBJIEHHsI U MyHUIIMITAJIbHBIX OPTaHU3aIai»
o0yyaroImuiics 10HKeH o0s1afaTh CIESAYIOIIMMU KOMIIETEHIIMSMU:

KO,}I HHAUKaTopa I/IH}II/IKaTOP JOCTHIKEHUS KOMIICTCHIIN

OIIK-1 CnocoOeH npuMeHATh Ha 6a30BOM YPOBHE 3HAHUSA UCTOPUUYECKHX HAYK IPU
peneHnt 3a1a4 B cepe cBoeit mpoheccuoHaIbHON e TEIbHOCTH;

OIlK-1.1 3HaeT UCTOPHUIO U COBPEMEHHYIO OPTraHU3AINIO0 CUCTEMBI OPTaHOB
roCyIapCTBEHHOMW BJIACTH U yrnpasieHust B PO, opraHoB MeCTHOTO
CaMOYTIPABJICHUs U OpraHu3aui

OIIK-1.2 Brnaneer HaBbIkaMu OKMCKA U OTOOpA HICTOUHUKOB, KOTOPBIC BaXKHBI JIJIS




KOHKPCTHO-UCTOPUUCCKOI'O UCCIICAOBAHUA C YUCTOM LICHHOCTHU
JAOKYMCHTAJIBHOI'O UICTOYHUKA KaK YaCTH UCTOPUUCCKOI'O HACJICAUA U
AKTHUBA OpraHnu3alnuun

OIIK-2 CriocobeH HaXOuTh OpraHU3aIlMOHHO-YIIPABICHYECKHUE PEIICHUS TIPH PEIICHUN
3ana4 B chepe cBoell mpodeccnoHabHO 1eTeNbHOCTH;

OIlK-2.1 Omnpenensier Leu U 3a/1a4u YIpaBIeHUs B cepe CBOCH
po(heCCHOHATLHOM e TEIIbHOCTH

OIIK-2.2 Hcnons3yeT OCHOBHBIE METO/IBI M IPUEMBI OPraHU3aLUH, IUIAHUPOBAHHS,
MOTHUBAIMH, KOOPAWHAIIMK ¥ KOHTPOJIS IPOILIECCOB B cepe cBoei
po(heCCHOHAILHOM e TEIIbHOCTH

OIIK-2.3 YMmeer uaeHTUGUIMPOBATH TPEOOBAHKS HOPMATHBHO-TIPABOBOM CPEIIbI K

CcBOCH HpO(l)eCCHOHaHBHOfI JACATCIBbHOCTH U ACATCIbHOCTH OPraHu3anuu




4. CTpykTypa, 00bEM U coiepsKaHue TUCHUTITHHBI (MOYJIs1)

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX eaunul] 108 akaa. yacoB, B TOM

HHUCJIIC:

— KOHTaKTHas pabora — 36,4 akaj. 4acos:

— ayauTopHas — 4 akaJl. 4acos;
— BHeayauTopHas — 32,4 akaJl. 4acos;
— caMmocTosTenbHas pabota — 67,7 akaj. 4acos;
— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

— MOJTrOTOBKA K 3auéty — 3,9 akaj. yac
®dopma arrecTalyu - 3a4eT

AynuropHas = o
KOHTaKTHas paboTa E z ®dopma TeKyIero
S B
B aKaJl. yacax 3} un KOHTPOJISt
Paszen/ Tema 2 (B axan ) EB . P Kox
> 8 © | camocrosiTenbHON |  ycrieBaeMOCTH H
JUCLUATUINHBI R £ = . | xommerenuuu
O & paboThI IIPOMEKYTOYHOM
na6. | mpaxr. [ € &
Tlek. z2'g aTTeCcTallu
3aH. 3aH. | O &
1. 1. TlonsiTe 06 opranax
MECTHOTO CaMOYIPAaBJICHUS U
MYHHITUTATBHBIX
ITouck
JIOTIOTHUTENBHOMN
UH(OPMAIHH 10
3aJJaHHOU TeMe.
KonTponbnas
paborta.
Brinonsenue
JOMAIIHUX TeopeTtnueckoe
1.1 Opransl MecTHOTO
CAMOVIIDABICHIA. 1 MPaKTHUECKUX 3ajaHue K teme 1 OIIK-1.1,
o HH};HpHaHLHHe' pabot IMpakTuyeckoe OIIK-1.2,
oyraﬂmaunn KAK OGBEKTHL 5 0,5 0,5 10 | CamocrosrensHoe 3ganue 1 OIIK-2.1,
Mp HHIHTIATBHOTO H3yUCHHE KonrtponbHas OIlK-2.2,
Y yueOHOM U pabora OIlK-2.3
YHpasJICHI HAy4JHO 3auer
JUTEPATYpPbI
Pa6ora ¢
KOMITBIOTEPHBIMH,
AJIEKTPOHHBIMHU
y4eOHUKaMHU,
TECTOBBIMHU
CHCTEeMaMHu
HWroro o pazneny 0,5 0,5 10
2. 2. OcoOEeHHOCTH OpraHU3alH
JIeTIONPOU3BOJICTBA B OpraHax
MECTHOTO CaMOYTIPaBJICHHS U
MYHHUIUTIATbHBIX
ITounck TeopeTtnueckoe
JIONIOJIHUTENILHOM | 3amaHue K Teme 2.1 OIIK-1.1,
2.1 2.1 Ocobennoctu
JOKYMEHTATbHbIX (POHJIOB nH(OPMAIIUH TI0 [IpakTnueckoe OIIK-1.2,
Y 5 0,5 0,3 22 3aJaHHON TEME. 31aHue 2 OIIK-2.1,
OMC 1 MyHHUIMDAIBHBIX
oprafuaiuii KonrtponbHas Konrtponbhas OIIK-2.2,
p pabota. pabota OIlK-2.3
Brimonnenue 3ayer




JIOMAaIITHUX
MIPAKTUYECKUX
pabor
CaMOCTOSTEIbHOE
H3y4YeHHe
y4eOHOI
HAY4HO
JIUTEPATyPbI

2.2 2.2 Opranuzanus
OIIEPaTUBHOIO XPAHCHUS
JOKYMEHTOB B OpraHax
MECTHOTO CaMOYMPaBJICHUSI
1 MYHHIUTATbHBIX
OpraHu3anuin

0,5

24,7

ITonck
JIOTIOJTHUTEITLHOM
HHPOPMAITHH O
3aJIaHHOM TeMe.

KonrtponbHas
pabota.
BrinonHenue
JIOMAIITHUX
TIPaKTHIECKUAX
pabor
CaMOCTOSITEIbHOE
U3y4YeHHE
yueOHOIl u
HaY4HO
TUTEePaTypHI
Pa6ora ¢
KOMITBIOTEPHBIMH,
3JIEKTPOHHBIMHU
yueOHUKaMHU,
TECTOBBIMU
CHCTEMaMH

Teopermueckoe
3aJaHue K Teme 2.2
[IpakTuaeckoe
3nanue 3
Kontponbnas
pabora
3auer

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

2.3 Opranusauus
JIokyMeHTtoobopora B OMC
¥ MYHUIATIATBHBIX
OpTaHU3aINAX

0,5

0,2

11

Ilouck
JIOTIOJTHUTEILHOM
uH(popMaIy 10
3aJJaHHOM TeMe.

KonrtponbHas
pabota.
Brimonaenne
JIOMAITHUX
TIPaKTUIECKUAX
pabor
CaMoCTOATEIEHOE
U3y4YeHHE
yueOHOil u
Hay4HO
TUTEPaTyPHI
PabGoTa ¢
KOMITEIOTEPHBIMH,
3JIEKTPOHHBIMU
yueOHUKaMH,
TECTOBBIMU
CHCTEMaMH

Teopernueckoe
3amaHue K Teme 2.3
[Ipaktuueckoe
31anue 4
Kontponbnas
pabora
3auer

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

Wroro no pazneny

1,5

15

57,7

Uroro 3a cemectp

67,7

3a4ET

Hroro no JUCHOUIIIINHE

67,7

3a4cT




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B npornecce 00ydyenus no AucuuIuinHe «J{oKyMeHTalMoOHHOE oOecrieueHue
JESTEIbHOCTH OPraHOB MECTHOT'O CaMOYIIPaBJIEHHsI U MyHULIMIIAJIbHBIX OpTaHU3alui»
MIPUMEHSIFOTCS TUCTAHITMOHHO ¢ ucnoiib3oBanueM UKT crnemyromue oOpa3oBaTebHbIC
TEXHOJIOTHH.

1. TpaguumonHsie 00pa3oBaTEIbHBIE TEXHOIOTUH, IPEAIIOJIATAIOLINE TPIMYIO
TPAHCISALUIO 3HAHUHN OT IIPENOAABaTeNs K CTYJAEHTY (IPEUMYILIECTBEHHO HA OCHOBE
OOBSICHUTEIIbHO-MILTIOCTPATHBHBIX METOAOB 00y4YeHHUs1). YueOHast AesITeIbHOCTh CTYICHTa
HOCHT B TaKHUX YCJIOBHSX, KaK [IPaBUJIO, pEPOAYKTUBHBIN XapaKTep.

@®opMbl yUeOHBIX 3aHATHI C NCIOJIB30BAaHUEM TPAJULIMOHHBIX TEXHOJIOTHM:

WNudopmannoHHas JIeKIus — MocaeI0BaTeIbHOE U3JI0KEHHE MaTepHraa B
JTUCUUTUIMHAPHOM JIOTHKE, OCYIIECTBIISIEMOE PEUMYIIIECTBEHHO BepOATbHBIMU CPEICTBAMHU
(MoHOJOT TIpEroIaBaTeIs).

[TpakTHueckoe 3aHsATHE, IOCBALIEHHOE OCBOEHUIO KOHKPETHBIX YMEHHUI U HaBbIKOB
IO MPEATIOKEHHOMY aJITOPUTMY.

[TpakTrueckoe 3ansATHE B GopMe MPE3eHTALUN — IPEACTABIICHUE PE3YIbTaTOB
MIPOEKTHOM I UCCIIEIOBATEIBCKOM IEATEIHHOCTH C UCIOJIb30BaHUEM
CHEIHATM3UPOBAHHBIX IPOTPAMMHBIX CPE/I.

[TpakTryeckue 3aHITHUS IPOBOIATCS B OpPME MPAKTUYECKOM MOATOTOBKH B YCIOBUSX
BBITIOJTHEHUS 00YYarOIIMMICS BUIOB pa0doOT, CBA3aHHBIX ¢ OyAyliei mpodeccuoHanbHON
JeSITeNIbHOCTBIO M HAIIPABJICHHBIX HA (JOPMUPOBAHNUE, 3aKPEIUICHUE, PA3BUTHE MTPAKTUYECKUX
HABBIKOB M KOMIIETEHIU 10 oo 00pa3oBaTeIbHOU IPOrPaMMBL.

2. TexHonoruu nNpoOIEeMHOro 00yueHus: — opraHu3zaius o0pa3zoBaTeNbHOTO Mpollecca,
KOTOpasi mpe/roiaraeT mocTaHOBKY MPOOJIEMHBIX BOIIPOCOB, CO3/IaHNE YUYECOHBIX
MPOOJIEMHBIX CUTYallUd AJIsi CTUMYJIMPOBAHUS aKTUBHOM MO3HABATEILHOM JEATEIbHOCTH
CTYIECHTOB.

@DopMbI YUEOHBIX 3aHATHH € UCTIOIB30BAaHUEM TEXHOJIOTHH MTPOOIEMHOTr0 00y4YEHUs:

[TpakTryeckoe 3aHsATHE B POpPME MIPAKTUKYMa — OpraHu3aius yueOHoi padoTsl,
HanpaBJIeHHas Ha pelIeHne KOMITJIEKCHON yueOHO-TI03HaBaTeIbHOM 3ajauu, TpeOyromeil oT
CTYJECHTA IPUMEHEHUSI KaK HAYYHO-TEOPETUUECKHUX 3HAHUH, TaK U IPAKTUYECKUX HABBIKOB.

[TpakTHyeckoe 3aHATHE HA OCHOBE Kelc-MeTo1a — 00yueHUe B KOHTEKCTe
MOJIETTUPYEMON CUTYallUU, BOCIIPOU3BOAILEHN pealIbHbIE YCIOBHS Hay4HO,
IIPOU3BO/ICTBEHHOM, O0IIECTBEHHOH eaTeIbHOCTH. O0ydaronuecs J0IKHBI
MIPOAHATIM3UPOBATh CUTYALMIO, Pa300paThCs B CyTH MPoOIeM, MPEATIOKUTH BO3ZMOKHBIE
peleHust ¥ BIOpaTh Jiyuiiee u3 HUX. Kelicel 6a3upyroTcs Ha peaqbHOM (PaKTHYECKOM
MaTepHale UM ke NPUOIMKEHb! K pealbHOM CUTYalHH.

3. TexHoMOrMM MPOEKTHOTO 0OYUYEHUS — OpraHu3alHs 00pa30BaTENbHOrO Mpolecca B
COOTBETCTBHUH C AJITOPUTMOM MO3TAIMHOTO peIIeHHs! TPOOIEMHON 3a/1a4K UM BBITOTHEHUS
yuebHoro 3ananus. [IpoekT npenmnonaraeT COBMECTHYIO yueOHO-TI03HABATENbHYIO
JesITeIbHOCTD IPYIIIBI CTYACHTOB, HAIIPAaBJICHHYIO Ha BRIPAOOTKY KOHIICTIIINY, YCTaHOBIICHHE
1eselt u 3a1a4, GOpMyIHPOBKY 0XKHJIAEMBIX PE3YyJIbTAaTOB, ONPEIeNeHNE IPHUHIIUIIOB U
METOMK pEIIeHUs TOCTABJICHHBIX 33/1a4, IUTAHUPOBaHHUE X0a padOoThl, MOUCK JOCTYIHBIX U
ONTUMAJIBHBIX PECYPCOB, MOITAMHYIO PEATN3ALHUIO TUIaHa paboThI, MTPE3EHTAIUIO
pe3yabTaToOB paboThI, UX OCMBICIIEHUE U PEDIEKCHIO.

WHpopMalnOHHBIN MPOEKT — y4eOHO-TI03HABATENbHAS IEATEIILHOCTD C SIPKO
BBIPQ)XEHHOW BPUCTHUYECKON HANPABIEHHOCTHIO (MTOMCK, OTOOP U CUCTeMaTH3aIHs
nH(pOpMaLIUK O KAKOM-TO 00BEKTE, 03HAKOMJIEHHE YYaCTHUKOB MPOEKTA C 3TOM
nH(popManuen, ee aHau3 U 0000IIeHHE JIJIsT TPE3EHTAIIMN 00JIee IMPOKON ayTUTOPHUH ).

4. UndopmManmoHHO-KOMMYHHUKAIIMOHHbBIE 00pa30BaTeIbHbIE TEXHOJIOTUN —
opranmsaiysi 00pa3oBaTeIbHOro Mpolecca, OCHOBaHHAsI HA TPUMEHEHUN
CHeIHaTM3UPOBAHHBIX MPOTPAMMHBIX CpeJl U TEXHUYECKUX CPEICTB paboThI C
uHpopmanueit. Mcnonab3yroTes TMCTaHIIMOHHbIE 00pa30BaTEIbHBIE TEXHOJIOTH,



peanus3yemble C IPUMEHEHUEM

6 Y4eOHO-MeTOqUYECKOE 0OOecTIeYeHHe CAMOCTOATEILHOM padoThl 00y4YarommXxcst

[TpencraBieHo B npuioxeHuu 1.

7 OueHouYHbIEe CpeCTBA JJIsl IPOBeIeHHsI IPOMEKYTOYHOM aTTeCTAIMU
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHO-MeTOAM4YEeCKOEe M HH(POPMALIMOHHOE 00eclieYeHHe U CHUILTUHBI
a) OcHoBHas JUTEpPaTypa:

Annpeesa, C. JI. Jlenomnpon3BoACTBO MyHUIIUTIATBHBIX YIPSXKICHUH : yaeOHOE
noco6ue [ By3o] / C. JI. AuapeeBa ; MarHUTOrOpCKHii TOC. TEXHUYECKUU yH-T uM. [, U.
Hocoga. - Marautoropck : MI'TY um. I'. W1. Hocosa, 2021. - 1 CD-ROM. - ISBN 978-5-
9967-2098-9. - 3aru. ¢ TuTym. ’kpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/3042 (nata oOparieHus:
30.05.2023). - MakpooOBeKT. - TekcT : aneKkTpoHHbIN. - CBeeHus 0CTyHbI Takke Ha CD-
ROM

[ysanosa, H. H. Opranu3anus u TeXHOJIOTHS JOKYMEHTAIMOHHOTO 00eCTICUeHUs
ympasienus : yaeonuk s By3os / H. H. lllyBanosa. — 3-e u3z., nepepad. u gon. —
Mockga : M3narensctBo FOpaiit, 2025. — 234 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5
-534-20347-9. — Tekcr : anekrponHHbIi // Obpa3oBatenbHas iardopma Opaiit [caidt]. —
URL.: https://urait.ru/bcode/561048 (nara obpamienus: 31.03.2025).

[Tpokodres, C. E. Teopus nu MexaHU3Mbl COBPEMEHHOTO I'OCYAapCTBEHHOTO U
MYHHMIMIIAJIBHOTO yrpasieHus : yueOHuk ist By3oB / C. E. [Ipokodses, C. I'. Epemun, A. U.
lankuH. — 3-¢ u31., nepepad. u gon. — Mocksa : U3garensctBo IOpaiit, 2025. — 692 ¢. —
(Bricmree oopazoBanme). — ISBN 978-5-534-17620-9. — TekcT : 3MeKTpOHHBIH //
OopasoBarenbHas iathopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/577359 (narta
obpamenusi: 31.03.2025).

Cucrema rocyJapCTBEHHOTO 1 MyHUITUTIAILHOTO YIIPABICHHS | y4eOHUK U
npakTUKyM Ji71st By30B / iof penakmueii C. I'. Epemuna, H. H. Mycunosoii, O. B. Ilanunoi,
C. E. IIpokodseBa. — 3-e usn., mepepad. u qor. — Mocksa : M3mparensctBo KOpaiit, 2025.
— 545 c. — (Bsicmee oopazoBanue). — ISBN 978-5-534-19168-4. — Tekcr :
aneKTpoHHbIHN // O6pa3zoBatenbHast miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/567234 (nata obpamenus: 31.03.2025).

0) JonosHuTeabHas JUTEpaTYypa:

1 bansiackas, H. P. IlpaBoBoe peryimupoBaHue Tpyla TOCYJapCTBEHHBIX H
MYHUIIUNATBHBIX CIIyXalux : ydyeOHoe mocobue / H. P. banbiackas, JI. M. Paxumosa, B. M.
l'agyposa ; MI'TY. - Maraurtoropck : MI'TY, 2017. - 1 anekrpos. ont. quck (CD-ROM). - 3arm. ¢
TuTya. 9kpaHa. - URL: https://host.megaprolib.net/MP0109/Download/MObject/20360 (nata
obpamienusi: 03.07.2023). - MakpooObeKT. - TekcT : aeKTpoHHbIH. - CBeIeHHUs JOCTYITHBI TaKXkKe

"Ha CD-ROM.

2.ATTecTanus rocyJapCTBEHHBIX U MyHULIMIAIBHBIX CIYXallUX : yueOHoe rocodue s
By30B] / H. P. bansiackas, E. I'. 3unoBbseBa, C. B. KonTsikoa, /. A. flkoBieB ; MarHuToropckuit
roc. rexunueckuit yH-T um. I'. 1. HocoBa. - Marautoropck : MI'TY um. I'. . Hocoga, 2020. - 1
CD-ROM. - ISBN 978-5-9967-1770-5. - 3arn. c¢ turyn. okpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2588 (mata obpamenus: 31.05.2023). -

MaxkpooObeKT. - TeKCT : 31eKTpoHHBIN. - CBefeHus AocTynHbl Takke Ha CD-ROM



ROM.

3 KagsipoBa, I. M. VmnpaBieHue rocyaapcTBEHHOM M MYHHIMIIAIBHOW 3aKyNOYHOMN
JeSTeNbHOCTRIO : yueOHUK Juist By30B / I'. M. Kansiposa, C. I'. Epemun, A. U. Tankun ; nox
penakiueii C. E. [IpokodneBa. — 3-e u3zf., nepepad. u gon. — Mocksa : M3garenscTBo FOpaiiT,
2025. — 392 c. — (Bwicmee oOpazoBanme). — ISBN 978-5-534-15790-1. — Tekcer
anekTpoHHBI  //  OOpaszoBarenbHasst  tiarpopma  FOpaiit  [caiir]. —  URL:
https://urait.ru/bcode/565681 (mara obpamenus: 31.03.2025).

4. Opranuzansgs M perjlaMeHTalus  [PEJOCTaBICHUS  TOCYIapCTBEHHBIX U
MYHUIIUIATBHBIX YCIYT : yaeOHoe nocobue [ By3oB] / H. P. banbiackas, E. I'. 3unoBseBa, C.
B. Kontsikosa, A. C. 3ypHausH ; Marauroropckuii roc. rexundeckuil yu-T uM. I'. M. Hocosa. -
Maruutoropck : MI'TY um. I'. 1. Hocoga, 2020. - 1 CD-ROM. - 3arn. ¢ tutyn. skpana. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2606 (nata obpamenus: 5.06.2023). -
MaxkpooObeKT. - TeKcT : aeKTpoHHbIN. - CBeaeHus AocTynHbl Takke Ha CD-ROM.

B) MeToanueckue yKa3zaHusi:

CamocrosTenbHas padoTa CTyIEHTOB By3a : IpakTUKyM / coctaButenu: T. I
Heperuna, H. P. Ypazaera, E. M. PazymoBa, T. ®. OpexoBa ; MarHUTOropckuii roc.
texHuueckui yH-T uM. I'. . HocoBa. - Maraurtoropck : MI'TY um. I'. U. Hocosa, 2019. - 1
CD-ROM. - 3ar. c TUTYIL 9KpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nara obopamenus: 10.01.2025). -
MaxkpooObeKT. - TeKCT : aeKTpoHHBIH. - CBeAeHus JOCTyIHbI Takxke Ha CD-
ROM.

MeTtonnyeckue yka3aHusi K OCBOEHUIO Kypca IPEICTaBICHbI B IPUIOXKEHUIX 1 u 2.

r) [lporpammuoe odecnieuenue u UnTepHeT-pecypcehi:

IIporpammHoe obecnevenue

Haumenosanue .

1o Ne norosopa Cpoxk nelicTBUS TUIICH3UH
7Zip cB00OO0aHO pactpocTpansemoe [10 O6eccpouHo
bpaysep Yandex |[cBoGogHO pacnpoctpansemoe 1O 6eccpodHo
]IiFr Z¥3ip Mozilla cB00OOIHO pacnpocTpansemoe [10 0eccpovHO
FAR Manager cB00OOHO pactpocTpansemoe [10 06eccpouHo

IIpodeccnonanbHbie 02361 JAHHBIX U MHGPOPMAILMOHHbIE CIIPABOYHbIE CHCTEMBI

Hassanme kypca CcplIKa
OnexTpoHHbIe pecypcsl oubnmoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web
https://www.rsl.ru/ru/4readers
/catalogues/

Poccuiickas I'ocynapctBennas 6ubnnoreka. Karaigoru

HanmonansHas uHGOpMaImOHHO-aHATUTHYECKAST URL:
cucrema — Poccuiickuii nuaekc HaydHoro nutupoBanus | https://elibrary.ru/project_risc.
(PUHIY) asp

DjekTpoHHas 0a3a mepuoIuUecKux u3manuii East View

Information Services, OO0 «MMIBUC» https://dlib.eastview.com/




9 MaTepuajbHO-TeXHHYeCKOe o0ecneuyeHue TUCHUILINHBI (MO1YJIs1)

MartepuanbHO-TEXHHUECKOE 00eCTIeueHUE TUCITUTUTMHEI BKITIOYACT:

Y4eOHbIe ayIMTOPHH IS IPOBEICHUS TUCTAHIIUOHHBIX 3aHATUH JIEKIIMOHHOTO THIIA !

CTOJI KOMIIBIOTEPHBIN, CTOJI ITMCbMEHHBIH, CTYJI OHUCHBIH, JOKYyMEHT-Kamepa Epson,
ncrounuk o6ecnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspeleHns, KOMIIBIOTEp EPCOHaNbHbIN (THII 6), mpoekTop ViewSonicPJD7526W,
ciimkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HaCTOJIbHAs, CTepeorapHUTypa (MUKPO(QOH C IIyMOTOAaBICHHEM), SKpaH
nacrennsiii Digis Optimal-C MW DSOC-11032*2

Y4eOHbIe ayTUTOPHH IS IPOBEICHUS MPAKTHUECKUX 3aHSATHIA, TPYIIIOBBIX U
WH/IMBUTyTbHBIX KOHCYJIBTAIIMNA, TEKYIIIEr0 KOHTPOJISI ¥ IPOMEKYTOYHON aTTeCTAlUN:

CTOJI KOMIIBIOTEPHBIN, CTOJI ITMCbMEHHBIH, CTYJT O(UCHBIH, TOKYMEHT-Kamepa Epson,
ncrounuk o6ecrnepedoitnoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelieHns, KOMIIBIOTEp IEPCOHaNbHEIH (THII 6), mpoekTop ViewSonicPJD7526W,
cimkepdon HacronbHbli Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYECKasl HACTOJIbHAS, CTEPEorapHUTYpa (MUKPO(OH C IIyMOIOAAaBICHHEM ), SKPaH
nacrenusiiDigis Optimal-C MW DSOC-11032*2

[TomerieHust 17151 CaMOCTOSITEIIBHON paObOThl 00YUAIOIIUXCSI: TICPCOHAIBHBIC
komibioTepsl ¢ makerom MS Office, Beixomom B IHTEpHET U ¢ OCTYIIOM B 3JICKTPOHHYIO
WH(POPMAIIMOHHO-00Pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomernienue Juist XpaHeHHS U TPOPHIAKTHUECKOTO 00CITy)KUBaHUSI Y4eOHOTO
000pyI0BaHUS: CTEIUIAXKHU JJIsl XPAHEHUS YIeOHO-HATISTHBIX TOCOOUH U y4eOHO-
METOAMYECKON JOKYMCHTAIUH.

IMpunoxenue 1

Pa3nen 1. [lousitue 00 opranax MeCTHOI0 caMOYINpPaBJIeHUs] U MYHHIIUNIAJTbHBIX
OPraHHu3anMAX
Tema 1. Opranbl MeCTHOTO cAMOYIIPaBJIeHHs. U MyYHUIIUNIAJIbHbIE OPTaHU3AIUM KAK
00beKThl MYHHIMIIAJIBHOTO YIIPABJICHUS
Opranbl MecTHOTO camoympaBiieHust. CriocOObI CO3/IaHNsI MYHUITMTATbHBIX OPTaHU3aIINMN.
Opragsl yOpasieHus MYHAITUIAILHBIMY opradu3anusaMu. OcoOeHHOCTH OpraHu3allii
VIIPaBJIEHHS MYHUIIUNIAILHBIMU YUPESKACHUIMA _ YIIpaBJIeHHe MYHUIIUITAILHBIMHA
3aKyIIKaMHu ¥ jaesionpon3soactso OMC u MO

IIpakTnyeckoe 3aganue Ne 1
1. M3yunts 'K P® B yacTu kacaromieicsi AesITeIbHOCTH MYHUIIMIIAIBHBIX YUPEXKICHUMN.
Crenarp U3BJIEUEHHS U3 TEKCTA 3aKOHA, yKa3aB ITyHKT, CTAaThIO, YaCTh.
2.M3yuntp @3 "O HEKOMMEPUECKUX OpraHM3alMsaX" B YACTH KACAIOIIECHUCS ACSATEIbHOCTH
MYHHUIIMINIAJIBHBIX yupexaeHui. Chenarbs W3BJIEUEHUS M3 TEKCTa 3aKOHA, YKa3aB ITYHKT,

CTaThIo.
HanmenoBanue N3Bneuenue TpeboBanue K|
IIPaBOBOI'O aKTa OpraHu3alNH

CraTbhst / TyHKT JEJIONPOU3BOJCTBA

Teopernyeckoe 3a1aHue K JeKIMOHHOMY mMaTepuaay Teme 1.1
CocTtaBuTh 10 2 Bompoca K KaxxoMy naparpady temsl. OTBET yKkazaTh B CKOOKaxX.



https://newlms.magtu.ru/mod/page/view.php?id=710735
https://newlms.magtu.ru/mod/page/view.php?id=710736
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https://newlms.magtu.ru/mod/page/view.php?id=710747
https://newlms.magtu.ru/mod/page/view.php?id=710747
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paszaen 2. Oco0eHHOCTH OPraHM3aIUM 1eJIONPOU3BOACTBA B OPraHax MeCTHOIO
caMOyNpaBJIeHUs M1 MYHHMIUIIAJbHBIX OPraHU3aLHUAX
Tema 1 OcobeHHOCTH JOKYMeHTAJBHBIX (poHT0B OMC M MyHHIMNIAJIBHBIX
opranuzanui [IpakTnyeckoe 3aganue2
1.U3yuntsp cnpaBounyto uHpopMmaruio: "Cpokd XpaHEHUsS JTOKYMEHTOB OpraHu3aiui”
(Matepuain HOJTrOTOBJIEH CIeLUaINCTaMU
Koncynprantlliroc) http://www.consultant.ru/document/cons_doc LAW 121777/
OTBeTbTE Ha BOIPOCHI:
1.1. KakoB cniucok nepedHeil, B COOTBETCTBUM C KOTOPHIMU MYHHUIIUIIAIbHBIE YUPEKACHUS
MOT'YT XPaHUTh JOKYMEHTbI? YKaXUTE MOJTHBII IEPEUYCHb.
1.2. Ot yero 3aBUcHT HAOOp MEepeYHEN A1l KOHKpETHOH opranuzanun? OTBeT 000CHOBATH.
[TpuBecT npuMepsl.
1.3. B KakuX HOPMATUBHBIX aKTaX MOYXHO HAWTH YCTAaHOBJIEHHBIE CPOKH XpaHEHMs
nokymeHToB MY ? OtBet 060cHOBaTh. [IpuBecTr mpumepsl.

2. Uzyuuts Yka3 [Ipesunenta PO ot 06.03.1997 N 188 (pen. or 13.07.2015) "O6
YTBEPKIACHUU [Iepeuns CBEJICHU KOH(HICHIIHATHHOTO
xapaktepa http://www.consultant.ru/cons/cgi/online.cgi?reg=doc&base=L AW&n=18273
4&fld=134&dst=1000000001,0&rnd=0.1754227244166473#09363460651758608
OTBeThTE HAa BOIIPOCHI:

2.1. Kakue cBeneHus KOHOUICHIIMAIBFHOTO XapakTepa MOTYT XPaHUTh MYHHUIMNAIIbHbIC
yupexenus? Orser o6ocHoBaTh. [IpuBecT npumepsl.

2.2. Ot 4ero 3aBUCUT HaOOp cBeleHUN KOH(DUIEHIMAIBHOTO Xapakrepa B MVY? OtBer
o0ocHoBatk. [IpuBecTu nmpumepsl.

Tema 2. Opranun3anusi onepaTuBHOro0 XpaHeHusi 10kyMmeHToB B OMCH
MYHUIUNATbHBIX OPTaHU3ANUAX
IIpakTHYeckoe 3a1aHue 0 TeMe 3
[Tonb3ysice IlpumepHON MHCTPYKIIMU MO JAETONPOU3BOACTBY B TOCYAapCTBEHHBIX
opranm3arusax (2018), oOmEepocCHCKUMU M BEIOMCTBEHHBIMU TIEPEUHSIMHU, YKa3aMu
[Tpesunenta PO u ap. akramu, MOATOTOBUTH PparMeHT HHCTPYKITUH MO AETONPOU3BOJICTRY,
KAaCalONIMICS OpraHu3allii OMEPAaTUBHOTO XpaHEHUs JIOKYMEHTOB MYHHUIIMIIAIBEHOTO
yupexaeHus (ykazatb cepy) A0 mepesadn ux Ha XpaHEeHHE B apXUB WM YHHUTOKEHUE.
Memoouueckue ykazanus
[Ipu cocraBieHMM TIPOEKTa YYUTHIBATh OPraHHU3alUI0 OINEPATUBHOIO XpaHEHUS
JIOKYMEHTOB, OTHOCSIIITUXCS K CBEJICHUSIM KaTErOPUU OTPAaHUYEHHOTO J0CTYTIA.
Tun yupexxaeHusi BBIOUpaeTcs B COOTBETCTBUH C TUIIOM MY, BBIOpaHHOTO B KOHTPOJIBHON
pabore.
Ncrounuku:

1. ITpuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepxnenuu [IpumepHOit HHCTPYKIIUU TIO
JIETIOTIPOU3BOJICTBY B TOCYAAPCTBEHHBIX opraHm3aiusax” (3apeructpupoBano B MuHiocTe
Poccun 17.08.2018 N 51922)

2. CnpaBounas un@opMmanus: "[lepedeHr HOPMATUBHBIX aKTOB, OTHOCSIIWUX CBEIACHUS K
KaTeropuu orpaHuueHHoro jocrymna" (Marepuan TMOATOTOBJIEH — CIEHUAIUCTAMU
Koncynprantllroc. URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

Tema 3. Opranuzanusi 10kyMeHT0000poTa B OMC 1 MyHUIIUNIAIBHOM OpraHU3aAINH

IIpakTHYeckoe 3a1anue 4
1. M3yuntp Ilpukasz PocapxuBa ot 11.04.2018 N 44 "OO6 yrBepxnenuu IIpumepHnoii
UHCTPYKIIUU 1o JIeNIONPOU3BOCTBY B roCy/1apCTBEHHBIX
opranmuzanusax” (3apeructpuposano B Munrocte Poccun 17.08.2018 N 51922) B cucreme
Koncynsrantllmroc www.consultant.ru http://www.consultant.ru/document/cons_doc_LA



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
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/
https://newlms.magtu.ru/mod/assign/view.php?id=716049

W 305137/
OTBEeTUTH HA BOMIPOCHI U TIPEACTABUTH UX B CBOOOHOM YaCcTH TAaOJIHIIBI.
Bompocsr o reme «Opranu3zaiius JOKyMEHTO000pOTa MYHUITUTIAIBHBIX YIPEKICHUN

No Bomnpoc OtBer

IL.o.

JlokymeHTOo000pOoT MY BKIIOYAET TOCIEI0BATEIHHOCTD
[EpEMELIEHUII ~ JIOKYyMEHTOB, a  TakXke  OllepaluH,
COBepIIaeMble C TIOKYMEHTaMH B IMPOIIECCe UX CO3JaHUs U
ucnosHeHus. HazoBure 3T onepanuu.

2 Ha  xakue  mnpuHIUOBl  ONMpaeTcss  OpraHu3alus
JOKyMeHT0ooOopoTa B MY?

3 Kak BenyT yder gokymentoobopora B MY?

4 Kakue nokymMeHTBHl MOManalT B COCTaB BXOAAIIUX H
UCXOJSIIMX TOKYMEHTOB MVY?

5 Uto Takoe «MDJ1O»?

6 UTO BXOJUT B MOHATHE «KOppECHOHAEHIMSI» MY ?

7 HyxHO 11 IPOBOIUTE IEPBHYHYIO 00Pa0OTKY 3JIEKTPOHHBIX
JIOKYMEHTOB?

8 [Ipukaszam 1 pacropsiKEHHUsIM 0 OCHOBHOM JIESITEIIbHOCTH B
MY mnpucBauBaroTcs nopsiakoBsie Homepa? Crienyer mu ux
pPErucTpupoBaTh B OTIEIBHO, B PA3HBIX PErHUCTPALIMOHHBIX
dhopmax?

9 Kak  opranm3oBath  JOKYMEHTOOOOPOT  MPHUCIAHHBIX
OyMaXHBIX JIOKYMEHTOB, ecliu B opranuzanuu COJ1?

10 Kakne nokymeHTtsl MY MOryT c031aBaThbCsi, XpaHHUTHCS U
WCII0Ib30BATHCS UCKIFOYUTENIBHO B 3JIEKTPOHHOM Buae? Kak
YCTAaHOBUTbH TE€PEYEHb ITUX JOKYMEHTOB?

11 I'ne peructpupyroTcs HNpOTOKOJBI 3aCEIaHMI, COBEIIAHMIM,
IIPOBOJMMBIX PYKOBOJCTBOM OpraHU3aluu?

12 Kakue TpeGoBaHUS TPEOBABISIOTCS K  MapuipyTam
JBUKEHUS OpraHU3alMOHHO-PACTIOPSAIUTENbHBIX
nokymeHToB B COJ1?

13 Uemy IOJIKHO COOTBETCTBOBATH MPOXOXKACHUE BHYTPEHHUX|
JIOKYMEHTOB Ha J3Tamax MX IMOATOTOBKM M O(QOpPMIIEHHUS U
YeMy Ha dTare UCIOJIHEHUs?

14 Ckonpko pa3 W TAe HYXHO pPETUCTPUPOBATh BXOJSIINE
JIOKYMEHTBI?

15 Kakyro 3amauy craBut pykoBoauTens ciyx0s1 JJOY MY npu
OpraHu3alyy JOKyMeHToobopoTa?

16 Cnenyer nu Bcerja COXpaHSITh KOHBEPTHI WM YIAaKOBKY
BXOJIAIINX JTOKYMEHTOB?

17 Kakue momomHUTENbHBIE TOTOKM HAOMIONAIOTCS BHYTPHU
MOTOKa BXOSIIIEH JOKyMeHTauu MY?

18 Korga HyXHO 3aperucTpupoBaTh HCXOISUIMN JOKYMEHT,
ecii OH ObUI MOJANHUCAaH B KOHILE paboyero THS I B
Hepabouee BpeMsi?

19 JUis  Kakux HMCXOAAIIUX JOKYMEHTOB  COCTaBJISIOTCS
CONMPOBOJUTENbHBIEC MUCHMA?

20 KakoBa 1eJTb NpeaBapUTEITHLHOTO paccMOTpeHus
MOJTy4aeMbIX TOKYMEHTOB?

21 Otany nepBUYHON 00pabOTKU JOKYMEHTOB COOTBETCTBYIOT
HECKOJIbKO onepanuii. HazoBure ux.
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22 Kakue wmeragannbie BHoOcaTca B COJ o BXomsdmmux u
HUCXOJAIUX JOKyMeHTaX MVY?

23 Uto nenath, €ciy Bbl MOJYYMJIM HECTAHAAPTHOE IO BECY,
pa3Mepy U T.II. IOYTOBOE OTIIpaBieHue?

24 Uro nmenatb, €cli BBl MOJYYWIA TIOYTOBOE OTIPABIICHUE B
MOBPEKICHHOMN yIaKoBKe?

25 Crnenyert u AenaTh KOMUH UCXOJSMIINX JOKYMEHTOB?

26 KTo Takoil OTBETCTBEHHBIH WCIOIHUTENIb JOKYMEHTA?
KaxoBsl ero o6s3anHoCTH?

27 Ilepen peructpamueid ucxomsmmx aokymeHToB Ciyx6a

JIeJIONIPOU3BOCTBA NPOBEPSET UX MpaBWIbHOCTh. Ha uTo
KOHKpETHO oOpamaercss BHUMaHue?

28 HazoBure cpenctBa cBA3M A JOCTaBKU M OTIPABKH
JOKyMEHTOB MY B opraHuzanyy U Oprassl BIacTH.

29 Kro paspabarbIBaeT MapUIpyThI JIBYDKEHUST
OpraHU3aLMOHHO-PACHIOPSAUTENIBHBIX JOKYMEHTOB A1t COJ]
MV?

30 HazoBure 11en1p opranuzanuu 10KymenToobopota B MY.

31 Kak MoryT peructpupoBarbcsi BHyTpEHHHE JOKYMEHTHI?

Tema 4. Oprannsanus 3¢ eKTUBHOrO MCNO0JIb30BaHUA J0KyMeHTOB B OMC u MO
[lousiTHe 00 MCIIOIBL30BAHUU JOKYMCHTOB B OpraHU3allvN . YdeT UCIOIbL30BaHUS JOKYMCHTOB
OpU_CO3/IaHUM CHCTEM YINPABICHHs JIOKYMEHTAMHU B OpraHu3alud. MeKIyHapOIHBIA OIbIT.
Yuer 0coOEHHOCTEH HCIOIb30BAHMS JIOKYMEHTOB B OYMa)XHOM U CMENIAHHOM _THIIax
IenonpousBoacTBa  Mcrmonp3oBaHUE — DIEKTPOHHBIX — KOOWM  JIOKYMEHTOB B TEKYIIIEM
JIeI0TIPON3BOJICTBE.

TeopeTnyeckoe 3aanne K JeKINOHHOMY maTtepuaay Temam 1-4
CoctaBuTh 1o 2 Bompoca K Kaxaomy naparpady tembsl. OTBET yka3aTh B CKOOKaXx.

IIpakTHYecKoe 3aganue S
[Tonp3ysice nuTEpaTYpOW IO JAEIONPOU3BOJICTBY MU HOPMAaTUBHBIMHM AKTaMH, COCTABHUTH
(GbparMeHT UHCTPYKIIMH T10 JAEJTONPOU3BOACTBY MYHUIIUIIATIbHBIX YUPEKACHUN BHIOPAHHOTO
BaMH TUIA U CPepbl AeSATETHLHOCTH.
Memoouueckue ykazanus
B nHCTpyKLIMU ClieyeT OTpa3HuTh:
a) yCTaHOBJIEHHE TPeOOBaHMM K IOUCKY, HCIIOJIb30BAHUIO U MEepeIaye JOKYMEHTOB, a TAKXKe
CPOKaM XpaHEHUs JOKYMEHTOB
0) mpuHATHE peueHul 00 opraHu3aluuu JOKYMEHTOB C TE€M, YTOObl OHU OTBEYaJIu
TpeOOBaHUSAM, MTPEIBIBIAEMBIM K UX UCIIOIb30BAHUIO;
B) OIpezesieHue ypOBHS JOCTyINa MOJb30BaTelled K pa3HbIM KAaTEropusiM JOKYMEHTOB
OpraHu3aluy;
I') OIpeneseHHe CIHCKOB PAaCChUIKU JIOKYMEHTOB I0JIb30BATENIsIM U 3aHMHTEPECOBAHHBIM
JHULIAM;
1) KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB;
€) opranuzanus HHGpOPMaIMOHHO-CIIPAaBOYHON PabOTHI C TOKYMEHTAMHU.
Memoouueckue yxazanusi
[TomHUTE, YTO HEMATIOBAKHBIM SBJISIETCS MPOLIECC aHATIN3a UCIIOJIB30BaHUs JOKYMEHTOB, B
X0Jle KOTOPOI0 CHEMAIMCThl M 3aUHTEPECOBAHHBIC CTOPOHBI MPUHUMAIOT B3BELICHHOE
peleHre, OCHOBAaHHOE Ha MOTPEOHOCTSIX BHEIIHUX M BHYTPEHHHX MOTpeOuTenei
JOKYMEHTUPOBaHHONH uHpopmauuu. OlLieHuBaeTcs HE TONBKO LeJIecO00pa3sHOCTh U
BO3MOXXHOCTh HCIIOJIb30BaHUs MH(OpMAIMM B MEPy KOMIIETEHIIMH I0JIb30BaTelNs, HO U



https://newlms.magtu.ru/mod/page/view.php?id=724167
https://newlms.magtu.ru/mod/page/view.php?id=724169
https://newlms.magtu.ru/mod/page/view.php?id=724169
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724172
https://newlms.magtu.ru/mod/page/view.php?id=724174
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=735036
https://newlms.magtu.ru/mod/assign/view.php?id=724215
https://newlms.magtu.ru/mod/assign/view.php?id=735036

y00CTBO €€ pa3MeIeHus, CKOPOCTh AOCTyIa U MPOYHUE MOMEHTHI, KOTOPbIE HAaXOJAATCS B
cdepe BHUMAaHUS aJMUHUCTPATOPOB CUCTEMBI YIIPABIECHUS JOKYMEHTAMH.

1.Ky3unenoBa T.B. Jlenonpou3BoacTBo (AOKyMEHTAIIMOHHOE OOECIEYCHUE YIPaBIICHUS).
M.2007. C.216-218.

2. Cwm. IIpuka3 Pocapxusa ot 11.04.2018 N 44 "O6 yrBepxxaenun [IpumepHON HHCTPYKIIUH
[0 JIEJIONPOU3BOJCTBY B TOCYAApCTBEHHBIX oOpranu3zanusx" (3aperucTpupoBaHo B
Muntocte Poccun 17.08.2018 N 51922) B paznenax:

VI. KoHTpoJb UCTIOTHEHHS TOKYMEHTOB (TTOpYYCHHI)

VII. Opranuzanust paboThl UCTIOIHUTENS C TOKYMEHTaMU

IX. Opranuzanus 1octyna K JOKyMEHTaM U UX UCIIOJIb30BAHUS

3.TOCT P UCO -15489-2007 u 2019

Kourtpoasnas padora «/lesonpouszsoacreo OMC u MO»

1. BriOpaTh U3 cHOHCKA JOMYCTUMBIX Cdep AeATENbHOCTH Ui MYHHUIMITAIbHBIX

opranuzanuii ogHy cdepy:

1) Hayka;

2) oOpa3oBaHue;

3) 3mpaBOOXpaHEHHE;

4)  KyIbTYypa;

5) cpencTBa MaccoBoil HH(pOPMAIUH;

6) coumagbHAs 3aIIUTA;

7) 3aHSATOCTb HACEIICHHS,

8) ¢wuskynabTypa u CrOpPT;

9) opraHu3anuUsa OKa3aHUsA YCIYTH OOMIECTBEHHOTO MUTAHUS B YUPEKICHUAX COLIMATBHON

cdepsl;

10) neATenbHOCTH MO OpraHU3alMd OOYCTPONCTBA MECT MAcCOBOTO OT/bIXa, CO3AAHHUIO

YCIIOBHH JJISl MACCOBOTO OT/ABIXa HACEJICHUS U PAa3BUTHS TOPOJCKON CPEIbI;

11) peanu3anyy HHBECTULIMOHHBIX TPOEKTOB B cepe KyIbTYyphl, PU3KYIbTYPhI U CLIOPTA;

12) TpanCiOpTHBIE YCIYTH.

2. BpiOpaTh BUJI MYHUIIMNIATIBHOTO YUPEKICHUS:

a ) Ka3eHHOE;

0) OrO/KETHOE;

B) aBTOHOMHOE.

PesynbpTarhl BeIOOpa cOOOLUTH IpenojaaBaTento (cdepsl AedaTenbHOCTH U BUAI MY He

JIOJKHBI TIOBTOPSITHCS B TPyTINE). B COOTBETCTBHM ¢ BHIOOPOM YTOUHSETCS TEMa, HallpUMeEp:

«/lenonpouze00cmeo MyHUYURATbHBIX OI00HCEMHBIX YupedtcOeHull 8 cghepe 00pa308aHus»
Memoouueckue ykazanus k KP

[Tocne yrouneHHs TEMBI M CTPOTO B €€ paMKax CieayeT MOATOTOBUTh pedepar u T0KIaj Ha

CEMHUHAPCKOM 3aHATHH (C MPe3eHTAIMEN) MO CIIeAYIOMEeMY TUTaHy:

1. OOm1as xapakTepuCTHKa MyHULIIUTIAIBHBIX YUPEKICHUN BEIOPAaHHOTO THIIA.

2. HopwmaruBHo-mpaBoBasi 0a3a oOpraHu3aliy JIEITOTPOU3BOJICTBA MYHHUIUIIATBHBIX

yUpexkAeHU BHIOPAaHHOTO THUIIA.

3. OOmast xapakTepUCTHKA YOpPABICHHUS W THUIHWYHAS CTPYKTypa MYHHIMIAIBHBIX
yUpeXJIeHU! BRIOPAHHOT'O THIIA.

4. IOKyMEHTUPOBaHHE JACATEIbHOCTH MYHUIIMIATIBHBIX YUPEXKIEHUH BHIOPAHHOTO TUTIA.

5. Opranu3zanus JOKyMEHT0000pOTa MyHULIUTIATBHBIX YUPEXKIEHUN BEIOPAHHOTO THIIA.

6. OpraHuszanus ONEPAaTUBHOIO XPAaHEHUS IOKYMEHTOB MYHUIMINAIBHBIX YUYPEXKIACHHUN
BbIOpaHHOTO TUIA.

7. Opranu3anys UCIoJIb30BaHHs JOKYMEHTOB MYHUIIUTIATBHBIX YUPEXKICHUH BHIOPAaHHOTO
THUIIA.

8. OOmas XapakTepuCTUKa JOKyMEHTaJbHOro (OHJA U  HOMEHKJIATYpPHl  JAem
MYHULUNAIBHBIX YUPEXKIECHUI BHIOPAaHHOTO TUIIA.
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10.
11.
12.
13.
14.

15.
16.
17.
18.
19.

20.

9. PexomeHzanuu 1o OpraHu3aliy J€JIO0NPOU3BOJCTBA MYHULMNAIBHBIX YUYPEXKIACHUM
BBIOPAHHOTO THUIIA.

BOl'[pOCbI K 3a49€Ty

Cucrema opranoB MyHHIHMINANbHOW BiactTu B P®. Cnenuduka opraHoB MyHHIIMIIATHHOM
BJIACTHU KaK CyOBEKTOB IPaXIaHCKUX ITPABOOTHOILICHUH.

HopmaruBHOE M mpaBOBOE PETYIMPOBAHHWE CHCTEMbl OPraHOB MYHULIMIIAIBHOW BJIACTU U
yIpaBIIEHUS.

WNudopManmoHHbIE pecypchl OpPraHOB TOCYAApPCTBEHHOW W MYHHIMIIAIBHON BIACTH U
yIpaBIIEHUS.

Opranuzanys 3TanoB padoOThl ¢ JOKYMEHTaMH, B TOM YHUCII€ apXUBHBIMU JOKYMEHTaMHU, B
MYHHULIMIIAJIbHBIX YUPEKICHUAX.

Opranu3zanys JOKyMEHTO000pOTa B MyHUIIUIIAJIbHBIX OPTaHU3aALNX.

[ToHsiTHE MyHMIIMITAJIBHBIX YUPEKACHUN B 3aKOHOAATENLCTBE PD.

OO01mas xapakTepruCTUKAa MYHHUIUITALHBIX OpraHu3aiuil o cepam gaestebHOCTH CriocoOb!
CO3aHHS MyHULIMIIAJIBHBIX YUPEKICHUMN.

Opranbl ynopaBieHHMs MYHULUOAIbHBIMU  opraHuzaiusmu. OOmas XapakTepucTHKa
yIIpaBJICHUS ¥ TUITMYHAS CTPYKTypa MyHHIIUIIAIBHBIX OpraHu3anuii (cdepa qesreaIpHOCTH Ha
BBIOOp CTYJIEHTOB.

OcoOeHHOCTH OpraHU3alK YIPABIECHUS MYHULIUIIAIbHBIMUA OpraHU3aLUsIMH.

VYpasieHrne MyHULIUNIATbHBIMU 3aKyIIKaMHy U aenonpoun3soactso B OMC u MO.
Ocob6ennoctu cucremaruzanuu gokymeHToB OMC u MO.

Homenxknarypsl nen 8 OMC u MO. O61as xapakTepuCcTHKa.

Wnctpykuus no aenonpoussoactsy OMC u MO. O6miast XxapakTepucTHKA.
HopmatuBHo-mipaBoBasi ~ 0a3a  OpraHuzalMu  J€JIONPOM3BOJCTBA  MYHMIMIAIBHBIX
OpraHu3anuii BBIOPAaHHOTO THIIA.

JlokyMeHTHupOBaHHE AeSITeIbHOCTH MyHUIIUMNAIBHBIX OpraHu3alrii BBIOpaHHOTO THIIA.
Opranuzanys JOKyMEHT0000pOTa MyHULIUIIATBHBIX OpraHu3aluii BBIOpaHHOTO THIA.
Opranuzanys ONEPAaTUBHOIO XpaHEHMsI JOKYMEHTOB MYHHULMINAIbHBIX OpraHU3aLUN
BbIOpaHHOIO TUIA.

OpraHu3anus HCHOJIb30BAHUSA JOKYMEHTOB MYHMLMIAIBHBIX OpraHU3aluii BbIOpaHHOTO
THUIIA.

OO0mrast XxapakTepUCTUKA JOKYMEHTAJIBHOTO ()OHIAa M HOMEHKJIATYphl A€ MYHUIIUIATbHBIX
OpraHu3anuii BBIOPAaHHOT'O THIIA.

PekoMenganuu 10 OpraHuM3alMy JI€JIONPOU3BOJACTBA MYHHULMINAIBHBIX OpTraHU3ALUAN
BbIOpaHHOIO TUIA.
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OueHo4HBbIEe cpeCcTBa A5 NPOBeIeHUsI MPOMEKYTOUHOH aTTecTAlMN

Kon Munukaro OneHOYHbIE CpEeACTBA
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007071
OIIK-1 Cnocoden mnpuMeHsTb Ha 0a30BOM YpOBHe 3HAaHHA
HCTOPUYECKUX HAayK TMPH pelieHUHd 3aaa4 B cdepe cBoeil mnpodeccuoHATILHOM
JAeATeJbHOCTH;
3Hae Bomnpock! k 3auety
T UCTOPHIO 21. Cucrema opraHoB MyHHIMIIATBHOM BiacTH B PD. Criernduka
u OpPraHOB MYHHMIMIIQIbHOM BJIACTM KaK CYOBEKTOB TI'PaKIaHCKHUX
COBpPEMEH IIPaBOOTHOLLIEHUH.
HYIO 22. HopmatuBHOE U IPaBOBOE PETYIMPOBAHNE CUCTEMbl OPIaHOB
opranusarg MYHULIMIIAJIbHON BJIACTH U YIIPaBJICHHUS.
U0 23. TloHATue MyHHLIMIAIBHBIX YUPEXKIECHUH B 3aKOHOIATEIILCTBE
CUCTEMBI P®.
| opranoB 24. OOmas xapakTepUCTHUKAa MYHULMNAIBHBIX YUPEXKACHUH I10
[IK- | FocyAaper chepam JesTElbHOCTH CrnocoObl  co3faHusi ~ MYHHITUTIATBHBIX
11 | BeHHOH YUPEXKIECHUM.
BJIACTH U 25. Opransl ynpaBieHHS MYHUIUNAIBHBIMU YUPEKICHUSIMHU.
yIpaBiIeH OOmast  XapakTepuCTUKa yIpaBJIeHUS M TUIHWYHAsA  CTPYKTypa
na B PO, MYHHULIMNAJIBHBIX  yupeXIeHU (cdepa AedaTenbHOCTH Ha BBIOOD
OpraHoB CTYJEHTOB.
MECTHOI'O 26. OcCOOEHHOCTH OpraHU3aIMH YIPABICHUS MYHUIIUTIAIHLHBIMU
camoytpa YUPEXKIECHUSMHU.
BJICHUS U 27. YmupasieHue MYHUIIUTIAJIbHBIMU 3aKynKaMu u
OpraHmsary nenonpoussoactso MO.
ui

IIpakTnyeckoe 3aganue Ne 1
1. M3yunte I'K P® B wyactm Kacawoomencs IeATEIbHOCTH
MYHHUIIMNIAJIBHBIX yupexJaeHuil. Chenatb HM3BJI€UEHUS M3 TEKCTa 3aKOHa,
yKa3aB IIyHKT, CTaTbIO, YaCTh.

2.M3yunte ®3 "O HeKkOMMepYEeCKMX oOpraHu3anusx" B 4YacTu
Kacarolencss AESITENbHOCTH MYHULMNAIBHBIX yupexnaeHui. Crenartb
W3BJICYCHMSI M3 TEKCTA 3aKOHA, YKa3aB IIYHKT, CTaThIO.
HanmenoBanue N3Bneuyenune TpeboBanue
[IPaBOBOTO aKTa K OpraHu3anuy|
CraThsl / MyHKT N1EJI0NIPOU3BOJICTBA

TeopeTnueckoe 3ajJaHue K JeKIHOHHOMY MaTtepuaay Teme 1.1
CoctaBuTh 1o 2 Bompoca K KaxaoMy naparpady tembl. OTBET yka3aTh
B CKOOKax.

IIpakTHYeckoe 3a1aHue2

1.M3yunts  copaBouHyo  uHpopmaruio:  "Cpoku — XpaHeHHs

JIOKYMEHTOB opranuzarnuii”" (Marepuan TOATOTOBJICH CHEIUATHCTaMHU

Koncynprantlliroc) http://www.consultant.ru/document/cons_doc LAW 1
217771

OTBeThTE HA BOIPOCHI:
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OueHoYHbIE CpEeACTBA

1.1. KakoB cHUCOK TiepeyHeld, B COOTBETCTBUM C KOTOPBIMHU
MYHUIUIIATIBHBIE YUYPEXKJICHUS MOTYT XPaHUTh JOKYMEHTBI? YKaxuTe
MIOJIHBIH MepeyeHb.

1.2. Ot gyero 3aBUCUT HAOOP NepedHeH ISt KOHKPETHOW OpraHu3aun’?
OtBet o6ocHoBaTh. [IpuBecTy npUMephI.

1.3. B xakux HOpPMATHBHBIX aKTaX MOXXHO HaWTHU YCTAHOBJICHHBIC
cpoku xpaHeHus 1okyMeHToB MO? OTBeT 000cHOBaTh. [IpuBecTH mpuMepHI.

2. Uzyunts VYka3 Ilpesunenta P® ot 06.03.1997 N 188 (pen. ot
13.07.2015) "O6 ytBepxaenun llepedyns cBeneHUN KOH(PHICHIIUAITBHOTO
xapakrtepa" http://www.consultant.ru/cons/cgi/online.cgi?reg=doc&base=L
AW&N=182734&f1d=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651758608

OTBeThTE HA BOIIPOCHI:

2.1. Kakue cBeeHUs KOHPHUACHINATHHOTO XapaKTepa MOTYT XpaHUTh
MyHULIMTNIAJbHBIE yupexaeHus? OTBeT o6ocHoBaTh. [IpuBecTu npumepsl.

2.2. Or yero 3aBUCHT Ha0Op CBEACHUNH KOH(PHUACHIUATHHOTO
xapaktepa B MO? OtBet o0ocHOBaTh. [IpuBecTu nmpumepsl.

IlpakTHyeckoe 3a1anue 4

1. Uzyuuts [Ipuka3 Pocapxua ot 11.04.2018 N 44 "O6 yTBep>KaeHUU
ITpuMmepHOM MHCTPYKIIMM IO JEJIONPOU3BOJACTBY B TOCYAAPCTBEHHBIX
opranuzanusax” (3apeructpupoBano B Muniocre Poccun 17.08.2018 N
51922) B cucreme
Koncynprantllimroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/

OTBeTUTH Ha BOIIPOCHI ¥ IPECTABUTh UX B CBOOOIHON YaCTH TaOIHUIIBI.

Bomnpocsr o Teme «Opranuzanus JOKYMEHT0000poTa
MYHUIMIIAJIBHBIX YUPEKICHUN
No Bormpoc OTtser
I
1
JlokymMeHTOO00pOT MO BKJIIOYAET|

IIOCICA0BATCIBHOCTD HepCMCH_IeHI/Iﬁ JAOKYMCHTOB, a
TAKXKE OI€panuu, COBEPITACMBIC C NTOKYMCHTAMHU B|
IMPONCCCC UX CO3MaHUA U UCIIOJIHCHUS. HazoBute 311

oTIepanuu.

2 Ha xakue NpUHIUNBI ONMUPAETCS OpraHu3aIusg
ImokymMeHToobopora B MY?

3 Kak BenyTt yuer nokymentoo6opora B MO?

4 Kakue JOKyMeHTH TMOMajgalOT B  COCTaB
BXOJSAIINAX U UCXOAAIUX TOKyMEHTOB MO?

5 Uro takoe «MDO»?

6 Yro BXOIUT B MOHATUE «KOPPECIIOHICHIIMS,
MO?

7 HyXHO 71 NpoBOAWUTH MEPBUYHYIO OO0pPabOTKY|

PIEKTPOHHBIX TOKYMEHTOB?
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[IpukazaM u pacnopssKEHHUSM 110 OCHOBHOM
nesitesnibHOoCTH B MO mprcBauBaroTCsl MOPSAKOBBIE
HoMmepa? CienyeT JIM UX PErUCTPUPOBATh B OTIEIBHO,
B Pa3HBIX PETHCTPALMOHHBIX opmax?

Kak OpraHU30BaTh JIOKYMEHTOO000POT,
[PUCITAHHBIX OYMa)XHBIX JIOKYMEHTOB, €CIIH B
opranuzaru COJ1?

Kakune noxymentst MO wMoryt cosnaBarbces,
XpaHI/ITI)CSI U HUCIHOJIB30BATHCSI HCKIKOYUTCIBHO B
biexkTpoHHOM BHae? Kak ycTaHOBUTH IepeueHb dTUX
ITOKYMEHTOB?

['me peructpupyroTcs HPOTOKOIBI 3acelaHui,

COBEILIAHUH, MIPOBOJIUMBIX PYKOBOJICTBOM
OpraHnu3anuu’?

Kakne TpeOOBaHUS MIPEABSIBISIOTCS K
MapipyTam JBIKEHUS

OpraHU3alMOHHO-PACIOPSAIUTENBHBIX JOKYMEHTOB B
Co/1?

UeMy DOKHO COOTBETCTBOBATH MPOXOXKICHUE
BHYTPEHHHUX JJOKYMEHTOB Ha 3Tanax uX MOATOTOBKHU U
0hOpMIICHUS U YEMY Ha JTare UCTIOTHEHUS?

CKonbKO pa3 U TI/I€ HY)KHO PErucTpUpoBaTh
BXOJILINE TOKYMEHTHI?

Kakyro 3amady cTaBUT PYKOBOIUTENH CIY>KOBI
JIOY MO nipu opranuzanuy JoKyMeHToo0opoTa?

Cnenyer 1M Bcerga COXpaHATbh KOHBEPTHI WIIH
YTIAKOBKY BXOJSIINX JOKYMEHTOB?

Kakue nomnonHuTenbHbIE MOTOKU HAOIIOAAOTCS
BHYTPH NIOTOKA BXOJs1IEH JOKyMeHTamu MY?

Korna HyXHO 3aperucTpupoBaTh HCXOASIIUM
ITOKYMEHT, €CJI OH OBLI IOJIKCAH B KOHIIE pabodyero
ITHS 1 B Hepabouee BpeMs?

Jlost KaKux HACXOJISIITIX JIOKYMEHTOB
COCTaBJISIIOTCS COMTPOBOJIUTENbHBIE MUChMa?

KaxkoBa eJIb MPEABAPUTEIIBHOTO paCCMOTPCHUA
MOJIY9aCMBIX IlOKyMCHTOB?

Otany mNepBUYHON 00pabOTKH JOKYMEHTOB
COOTBETCTBYIOT HECKOJIbKO onepanuii. HazoBure ux.

Kakne wmeramannbie BHocsiTcss B COJl o
BXO/SIIMX U UCXOJAIIUX TOKyMeHTax MVY?

Yro nenatp, €CIIM BBl OJIYYNUIINM HECTAHJAPTHOE
10 BECY, pa3Mepy U T.II. IOYTOBOE OTIPAaBJICHUE?

Yro AcIaTb, CCJIM Bbl TOJYYUIIM IIOYTOBOC
OTIPABJICHHUE B MTOBPEKICHHOM YITaKOBKE?

CHGHYCT JIn JACJIaThb KOIIMH HUCXOOAIIUX

ITOKYMEHTOB?




Kox unukaro OueHoYHbIE CpEeACTBA
WH] P
uxcar | AOCTHIKEH
opa 1
KOMIIETEH
005051
2 KTo Takoifi OTBETCTBEHHBI  MCIOJHUTENID,
6 ImokymenTa? KakoBbl ero 00s13aHHOCTH?
2 Ilepen perucrtpanueil UCXOAAIMMX JOKYMEHTOB
7 Cryx0a JIEJI0NPOU3BO/ICTBA pOBEpSET ux
MPaBWIIBHOCTh. Ha 4TO KOHKpeTHO oOpamaercs
BHUMaHUE?
2 HazoBute cpenctBa CBA3M A JOCTaBKU U
8 OTHpPaBKU AOKyMEeHTOB MO B opranuszanuu U opraHbl
BIIACTH.
2 Kto pa3pabareiBaeT MapHipyThl JIBUKCHHS
9 OpraHU3aIMOHHO-PACTIOPSAIUTEIBHBIX  JOKYMEHTOB
st COJI MVY?
3 HazoBute 11013 OpraHH3aINH
0 imokymeHToobopora B MV.
3 Kak wMoryr peructpupoBaThCsi BHYTPEHHHE
1 ITOKYMEHTBI?
Bna
JIeeT IpakTuyeckoe 3aganue Ne 1
HaBbIKAMH I. M3yunte TIK P® B wyactu Kacawomeicss IesATeIbHOCTH
MMOMCKA M | MyHUIIMTNIATBHBIX YyupexaeHui. Crenarh W3BJICUECHUS] W3 TEKCTa 3aKOHa,
orbopa yKa3aB MyHKT, CTaTblO, YaCTh.
HUCTOYHUK 2.M3yunte ®3 "O HekOMMepYeCKMX oOpraHu3anusx" B 4YacTu
OB, Kacarouleicss JeATeIbHOCTH MYHUUUMINAIBHBIX YyupexjaeHu. Caenartb
KOTOpBIE M3BJICYEHMS] U3 TEKCTA 3aKOHA, yKa3aB MYHKT, CTaThIO.
BaXKHBI Haumenosanue H3Bneuenune TpeGoBanue K
JUTS [IPaBOBOI'O aKTa OpraHu3aINH
KOHKPETHO Crarbs / TyHKT I1eJI0MPOU3BOJICTBA
-UCTOpUYE
OIT | cxoro
K-1. | uccnenona
2 HUSA c
ydacToM Teopernueckoe 3aaHue K JeKIMOHHOMY MaTepuaay Teme
LIEHHOCTH 1.1
AOKYMCHT CoctaBuTh 1o 2 Bompoca K KaxaoMy naparpady tembl. OTBET yka3aTh
aJIbHOTO B CKOOKax.
HWCTOYHHUKA
Kak 9acti IIpakTHyeckoe 3aganue
ncropuiec 1.U3yuntp  cmpaBouHyio  uHpopmanuioo:  "Cpoku — XpaHEHUS
KOro JOKyMEHTOB opranuzanuil" (Marepuas MOATOTOBIEH CHELHMATUCTAMU
Hacnenus | KowncynwsrantlInroc) http://www.consultant.ru/document/cons_doc LAW 1
U akTtuBa | 21777/
OpraHusall OTBETHTE HA BOIIPOCHI:
uu 1.1.

KakoB cmnHcok mnepeuHell, B COOTBETCTBUU C KOTOPBIMH
MYHULUIIAJIBHBIE YUYPEXKICHHUS MOTYT XPaHUTh JOKYMEHTBI? YKaXuTe
IIOJIHBIN [IEPEYCHb.

1.2. Ot yero 3aBUCUT HAOOP MEpeyHEH 111 KOHKPETHOM OpraHu3aIym?



https://newlms.magtu.ru/mod/assign/view.php?id=708976
https://newlms.magtu.ru/mod/assign/view.php?id=724215
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OtBet 000cHOBaTh. [IpuBeCTH MPUMEPHI.
1.3. B xakux HOpPMATHBHBIX aKTaX MOXXHO HaWTH YCTAHOBJICHHBIC
CpPOKH XpaHeHus JokyMeHToB MY ? OTBeT o00ocHOBaTh. [IpuBecTr mprMepsl.

2. M3yuutp VYka3 Ilpesunenta P® ot 06.03.1997 N 188 (pem. ot
13.07.2015) "O6 ytBepxknaenuu llepeuyns: cBeneHUN KOH(PHICHIIUAITBHOTO
xapakrepa http://www.consultant.ru/cons/cgi/online.cgi?reqg=doc&base=L
AW&N=182734&f1d=134&dst=1000000001,0&rnd=0.1754227244166473#
09363460651758608

OTBeThTE HA BOIIPOCHI:

2.1. Kakue cBeeHUs KOHPUACHIINATHHOTO XapaKTepa MOTYT XpaHUTh
MyHUIIUTIaTbHBIE yapexxaeaus? OTBer 000cHOBaTh. [IpuBecTr mpuMepsl.

2.2. Or yero 3aBUCHT HabOp CBEACHUNU KOH(PHUACHIUATHHOTO
xapakrepa B MY? OtBer o0ocHOBaTh. [IpruBecTu npumMepsl.

IIpakTnyeckoe 3ajaHue 1o reme 3

[Tonb3ysace llpuMepHON MHCTPYKIMM IO JEJIONPOU3BOACTBY B
rOCyJapCTBeHHbIX  opramm3amusx  (2018),  oOmepoccuwiickumu U
BEJJOMCTBEHHBIMM IIepeuyHsMH, ykasamu lIpesupenra P®D u np. axramu,
MOJATOTOBUTh (PparMEHT MHCTPYKIMH IO JEJIONPOU3BOACTBY, KAacaroIUNcs
OpraHM3alMy OIEPAaTUBHOIO XPAHEHUS JOKYMEHTOB MYHUIUIAIBHOIO
yupexeHus (ykasath cepy) 10 nepesaud MX Ha XpaHEHHE B apXWB WIH
YHUUYTOKEHUE.

Memoouueckue yxazanus

ITpu cocTaBiieHUN MPOEKTa YYUTHIBATh OPraHU3ALHIO ONEPATUBHOIO
XpaHEHUsT JOKYMEHTOB, OTHOCAUIMXCA K  CBEIEHUSIM  KaTeropuu
OTrPaHUYEHHOIO TOCTYIA.

Tun yupexneHus BbIOMpaeTCs B COOTBETCTBMM C TUIIOM MY,
BBIOPaHHOTO B KOHTPOJIBHOI paboTe.

Hcrounukn:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxIeHUU
[IpuMepHO HMHCTPYKIIMM MO JAEIONPOU3BOACTBY B T'OCYIapCTBEHHBIX
opranmzaiusax" (3apeructpupoBano B Muntocte Poccunm 17.08.2018 N
51922)

2. CnpaBounas wuHbpopmanus: "[lepedeHbh HOPMATHBHBIX aKTOB,
OTHOCSIIIIMX CBEIEHHUS K KaTeropuu orpaHudeHHoro jaoctyma’ (Marepuan
MOJATOTOBJICH ClielMaIucTaMu KoncynbranTllroc.
URL: http://www.consultant.ru/document/cons_doc_LAW_93980/

KonTpoJabHas padora «/leaonpounssoacrso OMC u MOy

1. UudopmaunoHHsie pecypcsl OpraHOB
TrOCY/IapCTBEHHOW U MYHUIIUTIATHHON BJIACTH U yIIPABICHHUS.
2. OcobOennoctu CUCTEMAaTH3aN JIOKYMEHTOB

MYHUIIUTATBHOTO YUPEKICHHS.
3. Homenknarypa nen MyHHIMIAIBHOTO YUPEXKICHHUS.
OO01ast XapaKTepUCTHKA.



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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4.  HopmaTuBHO-IIpaBOBas 0aza OpraHu3alNu
JIeTTOTIPOU3BO/ICTBA MYHUITUMAIBHBIX YUPEKACHUN BBIOPAHHOTO
THUIIA.

IIpakTHYeckoe 3a1aHue 110 TeMe 3

ITonb3ysice IIpumepHOM HMHCTPYKUMH IO JEIONPOU3BOJCTBY B
rocyAapCcTBeHHbIX  opraHmzarusax — (2018),  obmepoccuiickumu U
BEJIOMCTBEHHBIMHU IIepeyHsMH, ykaszamu [Ipesmpenta PP u np. akramu,
MOJATOTOBUTH (PparMEeHT MHCTPYKIMH IO JEIOMPOU3BOACTBY, KacaroIIUNCs
OpraHM3alMy OIEPAaTUBHOTO XPAHEHHUS JOKYMEHTOB MYHHUIUIAIbHOIO
yupexeHus (ykaszatb cdepy) 10 mepenayd uX Ha XpaHEHHE B apXWUB WIH
YHUUYTOKEHUE.

Memoouueckue ykazanus

[Ipu cocTaBiieHUU MPOEKTa YYUTHIBATh OPraHU3ALNI0 ONEPATUBHOIO
XpaHEHUs]  JOKYMEHTOB, OTHOCSUIMXCS K  CBEACHHUSIM  KaTeropuu
OTPaHUYEHHOTO JOCTYIIA.

Tun ydpexaeHus BbIOMpPAETCS B COOTBETCTBUU C TUIIOM MY,
BBEIOpAHHOTO B KOHTPOJIBHOU padoTe.

Hcroynuku:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO yTBepxIeHUU
[IpumepHO MHCTPYKIIMM 1O JAEJIONPOU3BOJACTBY B TIOCYJapCTBEHHBIX
opranmzaiusax" (3apeructpupoBaHo B Muntocte Poccum 17.08.2018 N
51922)

2. CmpaBouHas uH¢popmanus: "llepeueHb HOPMATUBHBIX aKTOB,
OTHOCSIIIIUX CBEICHHS K KaTeropuu OrpaHuueHHoro poctyma" (Marepuan
MIOJArOTOBJIEH CrenualncTaMu KoncynperanTlnroc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_93980/

IIpakTnyeckoe 3aganue 4

1. Uzyuuts [Ipuka3z Pocapxua ot 11.04.2018 N 44 "O6 yTBep>KaeHUHU
ITpuMmepHO MHCTPYKIIMM IO JEJIONPOU3BOJACTBY B TOCYAAPCTBEHHBIX
opranmuzanusax” (3apeructpupoBano B Muniocre Poccun 17.08.2018 N
51922) B CHUCTEME
KoncynprantlImroc www.consultant.ru http://www.consultant.ru/document/
cons_doc_LAW_305137/

OTBeTUTH Ha BOIIPOCHI ¥ IPEJCTABUTh UX B CBOOOIHON YaCTH TaOIHUIBL.

Bomnpocsr o Teme «Opranuzanus JOKYMEHT0000poTa
MYHUIMIIAJIBHBIX YUPEKACHUIN
No Bomnpoc OtBer
I1
I
JlokyMeHT0060pOT MO BKJIIOYAET)

[IOCJICIOBATEIBHOCTh TIEPEMEIICHUN JTOKYMEHTOB, a)
TaKk)Ke OIepalii, COBEpIacMble C JOKYMECHTaMHU B
Hpouecce X CO3JaHUs U UCIIOJITHCHUS. Ha30BI/ITe 9THU
oTIepaIuu.
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Ha xakue NpHMHIIUIBI OMHUPAETCS OpPraHU3aIlns
okyMeHToobopora B MY?

Kak BenyT yduer nokymenroobopora B MVY?

Kakue mokymMeHTBl momajgaloT B COCTaB
BXOSIINX U UCXOJAIIUX TOKYMEHTOB MY ?

Yto takoe «M30O»?

UTto BXOOUT B MOHATHE «KOPPECIIOHICHLIHS
MV?

HyXHO 71 npoBOAWUTH NEPBUYHYIO OOpPabOTKY|
PIIEKTPOHHBIX IOKYMEHTOB?

IIpykazaM ¥ pacnopsyKEHUsIM 10 OCHOBHOM
nesitennbHOCTM B MO mipucBauBarOTCsl MOPSIIKOBbBIE
HoMmepa? CinenyeT U UX perucTpUpoBaTh B OTAEIBHO,
B Pa3HBIX PETHCTPAIMOHHBIX opmax?

Kak OpraHHU30BaTh JIOKYMEHTO000POT
[PUCIAHHBIX OyMaXHBIX JOKyMEHTOB, €CIIH B
opranuzanuu COJ1?

Kakue noxymentst MO Moryr co3ngaBaThes,
XPAaHUTBCS U HCIOJIB30BATHCS HCKIIOUUTEIBHO B
HieKTpoHHOM BHJie? Kak ycTaHOBUTH MepeueHb ITHX
ITOKYMEHTOB?

I'me perucTpupyroTcss MPOTOKOJBI 3acedaHui,

COBEIIaHUH, MIPOBOJIUMBIX PYKOBOJICTBOM
OpraHu3aIum?

Kakne TpeOoBaHUs NPENbIBIIAIOTCS K
MapiipyTam JBUKEHUS

OpraHU3alMIOHHO-PACIOPSAUTENbHBIX JOKYMEHTOB B
Coa?

UeMy DOJKHO COOTBETCTBOBATH MPOXOXKIACHUE
BHYTPEHHUX JOKYMEHTOB Ha 3Tanax UX NOATOTOBKHU U
0(hOpMIICHUS U YEMY Ha TAIe UCTIOTHEHUS ]

CKoIbKO pa3 U TJ€ HYXHO PETUCTPUPOBATH
BXOJIAIINE TOKYMEHTHI?

Kakyro 3amady CTaBUT PYKOBOAMUTEIH CITYKOBI
J1IOY MO nipu opraau3anuu J0KyMeHTo00opoTa?

Crnenyer nu BCerjia COXpPaHSTh KOHBEPTHI WIIH
[YITaKOBKY BXOJISAIINX TOKYMEHTOB?

Kakue nomnonHuTensHble TOTOKK HAOIIOJAIOTCS
BHYTPHY IOTOKA BXOJSIIEN JTOKyMeHTauu MY?

Korga HyXHO 3aperucTpupoBaTh HCXOIAIIUHN
[TOKYMEHT, €ClIi OH OBbLI MOJIKCaH B KOHIE pabovero
THS 1M B Hepabouee BpeMs?

I[JISI KaKux HUCXOOAIINX AOKYMCHTOB
COCTABJIAIOTCA COIIPOBOAUTCIIBHBIC micsMma’?

KaxkoBa 11e51p npeiBapuTEIbHOIO paCCMOTPEHMS]

[0JIy4aeMbIX JOKYMEHTOB?
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2 Drtarmy TEpBUYHOM OOpabOTKH JOKYMEHTOB
1 COOTBETCTBYIOT HECKOJIBKO onepauuid. HazoBure ux.

2 Kakume wmeragannple BHocatcs B CDOJl o
2 BXOJIAIINX U UCXOJSAIIUX JOKYMEHTaX MVY?

2 Urto nenath, €CiaM BbI MOJIYYWIM HECTAHAAPTHOE
3 10 BECy, pa3Mepy | T.II. IOYTOBOE OTIPABJICHHE?

2 Urto penarb, €civ BBl MOJIYYHWIH IOYTOBOE
u OTIIPaBJICHHE B MOBPEKICHHON yIaKOBKe?

2 Cnenyer nm  fgenarb KOMUM — UCXOJSIIUX|
5 TOKYMEHTOB?

2 KTo Takoli OTBETCTBEHHBIH HCIOJHUTEIh
6 mokymenTa? KakoBbl ero 06s13aHHOCTH?

2 [lepen peructpanueil HCXOASIIUX TOKYMEHTOB
U Cnyxba  J[€IoNpoM3BOJACTBA  IPOBEpPAET  HUX|
MpaBUJILHOCT. Ha dYTO KOHKpEeTHO oOparmaercs
BHUMaHME?

2 HazoBute cpencrtBa cBsI3W 111 JIOCTaBKH M
8 oTIpaBku JOKyMeHTOB MO B OpraHu3amuyd U OpraHbl
BIIACTH.

2 Kro pazpabareiBaeT MapuipyThl JIBHUKEHUS
) OpraHU3AIMOHHO-PACTIOPSAUTENFHBIX ~ JTOKYMEHTOB
st COJL MVY?

3 HazoBute 1eIb OpraHu3aIuy|
0 ToKyMeHTooOopoTa B MYVY.

3 Kak Moryr perucrpupoBarbcs BHYTPEHHUE
1 JTOKYMEHTBI?

IIpakTHyeckoe 3ajaHue 1o reme 3

[Tonp3ysice IlpuMepHON MHCTPYKIMM IO JEJIONPOU3BOACTBY B
rocyapcTBeHHbIX  opraHuzauusx  (2018),  oOwepoccuiickumu  u
BEJJOMCTBEHHBIMM TepeyHsMH, yka3amu lIpesunenta P® u np. axramu,
MOJATOTOBUTh (PparMEeHT MHCTPYKIMH IO JEJIONPOU3BOACTBY, KacaromUNcs
OpraHM3alMy OIEPAaTUBHOIO XPAHEHHUS JIOKYMEHTOB MYHUIUIAIBHOIO
yapexaeHus (ykasaTh cepy) 10 mepeaadyd uX Ha XpaHEHHE B apXWUB WU
YHUUTOKEHUE.

Memoouueckue yxazanus

IIpu cocTaBiieHUN MPOEKTa YYUTHIBATh OPTaHU3ALMIO ONEPATHUBHOIO
XpaHEHUsT  JOKYMEHTOB, OTHOCAUIMXCA K  CBEIEHUSIM  KaTeropuu
OTrpaHUUYEHHOIO JIOCTYIA.

Tun ydpexnaeHus BbIOMpaeTCs B COOTBETCTBHM C TUIIOM MY,
BBIOPaHHOTO B KOHTPOJIBHOI paboTe.

Hcrounukn:

1. Tlpukaz PocapxuBa ot 11.04.2018 N 44 "OO yTBepKIecHUHU
IIpuMepHOM HMHCTPYKIUMU 10 JEIONPOU3BOACTBY B TI'OCYIAapCTBEHHBIX
opranmzarusax" (3apeructpupoBano B Mwuniocte Poccunm 17.08.2018 N
51922)



https://newlms.magtu.ru/mod/assign/view.php?id=714803
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2. CnpaBounas wuHbpopmanus: "[lepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIIUX CBEICHMSI K KaTEropuu OrpaHuueHHoro npoctyma" (Marepuan
MOJIFOTOBJICH CHeualIicTaMu Koncynprantllntoc.

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

OIIK-2 Cnoco0eH HAXOAUTh OPraHU3alMOHHO-YIIPaBJIeHYeCKHe PellleHUus Npu
pelleHnH 32124 B

cepe cBoeil npodeccHoOHAIBLHOM 1eATEIbHOCTH;

I1K-
2.1

Omnp
eIeTseT
1enu
3a/1a4n
| yrpaBien
usi B cepe
cBOEH
npodeccu
OHaJILHOMU
NeSTSIILHO
CTH

u

Bomnpocsl k 3a4ery

7. Opranu3zanus 3TanoB paboThl C JOKYMEHTaMHU, B TOM YHCIIe
ApPXUBHBIMH JIOKYMEHTAMU, B MyHULIUTIATbHBIX YIPEKACHUSIX.

8. Opranuzanus JOKyMEHTOOOOpOTa B  MYHUIUIAIbHBIX
YUPEXKICHUAX

13. VYnpasnenue
JIEJIONPOU3BOACTBO MY

14. OcoOenHoctu
MYHUIIMIIAIBHOTO YUPEXKICHUSI.

20. Opranuzanys  OnepaTUBHOIO
MYHUIIMIMATBHBIX YIPEXKACHUI BHIOPAHHOTO THUIIA.

MYHUIMITIAJIbHBIMU 3aKyIIKaMH1 nu

cucreMaTru3anmnu JOKYMCHTOB

XpaHEHUs!  JIOKYMEHTOB

21. Opranu3zanys UCIOIb30BaHUS IOKYMEHTOB MYHULIUIIATbHBIX
YUpEXKAECHUHN BBIOPAaHHOI'O THUIIA.

23. Pexomenpanuu mo opraHu3aiiu AeI0IpOrU3BOICTBA
MYHUIUTIATBHBIX YUPEXAEHUI BHIOPAaHHOTO TUIIA.

IIpakTnyeckoe 3ajaHue 1o reme 3

[Tonb3ysice IlpuMepHON MHCTPYKIMM IO JEJIONPOU3BOACTBY B
rocyapcTBeHHbIX  opraHuzauusx  (2018),  oOwepoccuiickumu  u
BEJIOMCTBEHHBIMHM INepeuHsiMH, ykasamu [Ipesmpenra PO u np. axrtamu,
NOATOTOBUTH  ()parMeHT HMHCTPYKUMH 1O  /1eJONPOM3BOACTBY,
KACAIOIIHIiC OPraHM3alli¥ ONEPATHBHOIO XPAHECHHS JOKYMEHTOB
MYHMIHMNAJIBHOTO y4upe:xaeHus (ykasaTb cdepy) A0 nepegadyd HUX Ha
XpaHeHHe B ADXMB MJIH YHHYTOKCHHE.

Memoouueckue yxazanus

ITpu cocTaBieHUM MPOEKTa YYUTHIBATh OPraHU3ALUIO ONEPATHUBHOIO
XpaHEHUsT  JOKYMEHTOB, OTHOCAUIMXCA K  CBEIEHUSIM  KaTeropuu
OTrpaHUUYEHHOIO JIOCTYIA.

Tun ydpexnaeHus BbIOMpaeTCs B COOTBETCTBHM C TUIIOM MY,
BBIOPaHHOTO B KOHTPOJIBHOI paboTe.

Hcrounukn:

1. Ilpukaz PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxIeHUU
[IpuMepHO HHCTPYKIMU MO JAEIONPOU3BOACTBY B TOCYIapCTBEHHBIX
opranmzaiusax" (3apeructpupoBano B Muntocte Poccunm 17.08.2018 N
51922)

2. CnpaBounas wuHbpopmanus: "[lepedeHh HOPMATHBHBIX aKTOB,
OTHOCSIIIIMX CBEJIEHHUS K KaTeropuu orpaHudeHHoro jaoctyma" (Marepuan
OATOTOBJICH CIIeIIMaINCTaMU KoncynbranTlroc.
URL.: http://www.consultant.ru/document/cons_doc_LAW_93980/

OIl
K-2.

Ucn
OJIb3YeT

IIpakTnueckoe 3ananue 4

1. U3yunts [Ipuka3 Pocapxusa ot 11.04.2018 N 44 "O06 yrBepk1eHIH
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Kox unukaro OueHoYHbIE CpEeACTBA
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uxcar | AOCTHIKEH
opa 1
KOMIIETEH
005051
2 OCHOBHbIE | [IpuMepHON MHCTPYKLMHM IO JEJONPOM3BOJACTBY B TIOCYJapPCTBEHHBIX
MeTonbl U | opraHu3anusx” (3aperucrpupoBano B Muniocre Poccun 17.08.2018 N
MIPUEMBI 51922) B cUucTeme
opranm3an | Koncynerantlliroc www.consultant.ru http://www.consultant.ru/document/
uu, cons_doc LAW 305137/
IJIAHUPOB OTBETUTH HA BOIIPOCHI M IPEJICTABUTH UX B CBOOOTHON YACTH TAOIHUIIBL.
aHus, Bormpocsl o TeMe «Opranuzanus JIOKYMEHTO000poTa
MOTHUBALM | MYHUIIUMTIAJIBHBIX YUPEKIACHUIN
u, No Bomnpoc Otser
KOOpAUHA I1
005051 u ||
KOHTPOJIA JlokyMeHTOOO0pOT MO BKJIFOYACT)
mpoueccoB II0CJIEAOBATEIILHOCTDh HepeMeH_[eHI/Iﬁ JTOKYMEHTOB, &
B chepe TaK)Ke OIlepalliH, COBEpIIacMBIC C JTOKYMEHTAaMH B
CBOEH Mpollecce WX CO3JaHMs U UcnoiHeHus. HazoBure 3Tn
npodeccu oneparuu.
OHAJIbHOM 2 Ha xakue nmpuHUUMIIBI ONMpAeTCs OpraHU3alys
ACATCIIBHO TokyMeHToobopora B MVY?
CTH 3 Kaxk BenyT yuer nokymentoobopora B MY?
4 Kakue mOKyMeHTBHI MONagalT B  COCTaB
BXOSIINX U UCXOAIUX TOKYMEHTOB MY ?
5 Uto Takoe «MDJ1O»?
6 UTo BXOOUT B MOHATHE «KOPPECIIOHIAEHIIUS
MY?
7 HyXHO 71 npoBOAWUTH MEPBUYHYIO 0O0pabOTKY|
PIEKTPOHHBIX JJOKYMEHTOB?
8 [IpukazaM M pacnopspKeHHsIM 10 OCHOBHOM
nesitebHOCTH B MO TIpUCBanMBarOTCSL TOPSIIKOBBIC
HoMepa? CieayeT I UX PEruCTPpUPOBaTh B OTNIEIBHO,
B pa3HbIX PETUCTPALMOHHBIX (popmax?
9 Kax OpraHU30BaTh JTIOKYMEHTO000pOT
MPUCITAHHBIX OyMaXXHBIX JOKYMEHTOB, €CJIH B
opranuzamuu COJ1?
1 Kakue noxymentst MO Moryt co3naBarhes,
0 XPAHUTHCS W HCIOJIB30BATHCS HCKIIOYUTEIHHO B
peKTpoHHOM BUe? Kak yCTaHOBUTH MEpEUYeHb ITHUX|
ITOKYMEHTOB?
1 I'ne peructpupyroTcss MpPOTOKOJBI 3acedaHui,
1 COBEIIIaHUH, MIPOBOIUMBIX PYKOBOJICTBOM
opraHu3anuu?
1 Kakue  TpeOoBaHusi  NpPebSBISIOTCS K|
2 MapiipyTam JIBUKEHUS
OpraHU3allIOHHO-PACTIOPAUTENBHBIX JOKYMEHTOB B
COJ1?
1 Uemy NOMKHO COOTBETCTBOBATH IPOXOKJIECHUE
3 BHYTPEHHUX JTOKYMEHTOB Ha 3Tarax uX MOArOTOBKH U
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o opMIIeHHS U YeMy Ha dTare UCIOJIHEHUs?

1 CKonpKO pa3 U TIne HYKHO DPETUCTPUPOBATH
BXOSIINE JIOKYMEHTHI?

1 Kakyro 3agauy CTaBUT PYKOBOIMTEIb CIIY’KObI
JIOY MO nipu opranu3zaiuu J0KyMeHTo000poTa?

1 Crnenyer ym Bceraa COXpaHATb KOHBEPTHI WM
YIIaKOBKY BXOJSIIIMX JOKYMEHTOB?

1 Kakue nonoiHuTeNnbHbIE TOTOKM HAOII01at0TCs
BHYTpPU OTOKA BXOJsAIEH ToKyMeHTauuu MVY?

1 Korga HyXHO 3aperucTpupoBaTh HCXOISAIIUHN

ITOKYMEHT, €CJIM OH OBLI MOAMKUCAH B KOHIIE paboyero
THS 1K B Hepabouee BpeMs?

1 s KaKnix HACXOISAIINX JIOKYMEHTOB
COCTABJISIFOTCS CONTPOBOIUTEIIBHBIC MHChMA?

2 KakoBa 1enp npeBapuTeabHOro pacCMOTPEHUS
[10JIy4a€MbIX JOKYMEHTOB?

2 Otany mnepBUYHOH 0OpabOTKM JOKYMEHTOB
COOTBETCTBYIOT HECKOJIBKO onepauuid. HazoBure ux.

2 Kakue wmeramannbie BHocsaTcs B COJI o
BXOSIINX U UCXOJAIUX IOKyMeHTax MVY?

2 Uto nenaTh, €CiuM BB MOTYYHIN HECTAHIAPTHOE
110 BECY, pa3Mepy M T.I. IOYTOBOE OTIPABJICHHUE?

2 Uro nenarb, €ciad Bbl HOJYyYWIH TOYTOBOE
OTIIPaBJICHUE B TOBPEKICHHON YITAKOBKE?

2 Cnenyer nm  fenatb KOMUM — UCXOJSIIUX|
TTOKYMEHTOB?

2 KTo Takoi OTBETCTBEHHBI HUCIOJIHUTEIb
mokymenTa? KakoBbl ero o6s13aHHOCTH?

2 Ilepen peructpanuei UCXOIAMIMUX JOKYMEHTOB
Cnyxxba  [eIoNnpoM3BOJACTBA  IpOBEpPAET  HUX|
paBUIBHOCTb. Ha dYTO KOHKpeTHO oOparaeTcs
BHUMaHUE?

2 HasoBure cpencrBa cBa3M 11 JOCTaBKM M
OTIpPaBKU TOKYMeHTOB MO B opraHu3aiv U OpraHsl
BJIACTHU.

2 Kro pazpabareiBaeT MapuipyThl JIBUKECHHUS]
OpraHU3alMOHHO-PACHIOPSAUTENBHBIX  JOKYMEHTOB
s COJL MVY?

3 Hazosure elb OpraHu3aIiu
ToKyMeHToobopora B MVY.

3 Kak wMoryr peructpupoBaThCsi BHYTpPEHHUE
JTIOKYMEHTBI?

KountpoabsHnas padora «/lesonpousBoacteo OMC u MO»
Bomnpocs! k 3auety
6. HMHpopMallMOHHbIE PECypChl OPraHOB TOCYAApCTBEHHOW H
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MYHUIUIIAIBLHON BIACTH U YIIPABICHMUSL.
7. Opranuzanus 3TarnoB pabOTHl C JTOKYMEHTaMH, B TOM YHCJIE
apXUBHBIMH JIOKYMEHTaMHU, B MyHULIUIIAIBHBIX YUPESKICHUAX.
8. Opranm3zanus  JOKYMEHTOOOOpPOTa B MYHUIIMIAIBHBIX
YUPEKACHUAX
13. VYupasnenue MYHULIUIIAJIbHBIMU 3aKynKamMu u
JIeTTONpOon3BoICTBO MY,
14. Ocobennoctu CHUCTEMaTHU3aII1 JIOKYMEHTOB
MYHUIUIAIBHOTO YUPEXKICHHSL.
15. Homenknarypa aen MyHununanbHoOro yupexzaenus. OOmast
XapaKTepUCTHKA.
16. WHCcTpyKIMs 1O  JEJIONPOU3BOJACTBY  MYHHMIMIIAIBLHOTO
yupexaenus. O01mas XxapakTepUCTHKA.
17. HopmatuBHO-nipaBoBas 0aza OpraHu3alyu
JIeJIONPOU3BO/ICTBA MYHUIIUIATIBHBIX YUPEXKIEHUI BHIOPAaHHOT'O THIIA.
18. JlokyMeHTupOoBaHue JIeSITEIIbHOCTH MYHULIMITATIbHBIX
YUpEkKAECHUN BHIOPAaHHOI'O THUIIA.
19. Opranuzanus JIOKyMEHTO000poTa MYHMIMIIATIbHBIX
YUpEKACHUHN BHIOPAaHHOI'O THIIA.
20. Opranuzanys  ONEpaTHUBHOIO  XpaHEHHs]  JOKYMEHTOB
MYHUIUTATBHBIX YUPEXAECHUI BHIOPAaHHOTO TUIIA.
21. Opranu3zanys UCIOIb30BaHUS TOKYMEHTOB MYHULIUIIATbHBIX
YUpEXKAECHUHN BHIOPAaHHOTO THIIA.
22. OO0miass  xapakTepuUCTHKa JIOKYMEHTAJbHOro (QoHIa H
HOMEHKJIATYphI JIeJl MyHUIIUIAIbHBIX YUPEXKI€HUH BEIOPAaHHOTO TUIIA.
23. Pexomenmanmu  mo  opraHu3anu  JACJIIONPOU3BOACTBA
MYHUIIMTIAIBHBIX YUPEXAECHUIN BHIOPAaHHOTO THIA.
IIpakTnyeckoe 3aaHue 1o reme 3
YMme ITonb3ysice IIpumepHONM HMHCTPYKUMU IO JEIONPOU3BOJICTBY B
eT rocyapcTBeHHbIX  opraHuzauusx  (2018),  oOwepoccuiickumu  u
UACHTUGHU | BEIOMCTBEHHBIMU TNepeuHsMHu, ykasamu IIpesunenta P® u ap. akramu,
OIl |LUHUpOBaTh | MOATOTOBUTH  (pparMeHT HHCTPYKUMH 1O  /JeJONPOU3BOJCTBY,
K-2. | TP€OOBaHH | KACAIOMIMIiCA OPraHU3alMH ONEPATHBHOIO XPAHEHHs [IOKYMEHTOB
3 i MYHMIMIAJIBHOTO YupexaeHus (ykasatb cdepy) A0 nepegadym X Ha
HOPMAaTUB | XpaHeHHE B apXHUB MJIM YHHUYTOKEHHUeE.
HO-TIPAaBOB Memoouueckue yxazanus
Ol cpensl ITpu cocTaBieHUN MPOEKTa YYUTHIBATh OPraHU3ALNI0 ONEPATUBHOIO
K  CBOEH | XpaHEHUs]  JIOKYMEHTOB, OTHOCSIIMUXCS K CBEACHMSIM  KaTeropuu
npodeccu | OrpaHMYEHHOrO J0CTYIIA.
OHAJIBHON Tun ydpexaeHus BbIOMpaeTCs B COOTBETCTBHM C TUIIOM MY,
JeSITeNbHO | BBIOPAHHOTO B KOHTPOJIbHOM padoTe.
CTH u Hcrounukn:
NESTENBHO
CTH 1. Tlpukaz PocapxuBa ot 11.04.2018 N 44 "OOC yTBepXaACHUHU
opranusan | [IpuMepHONl HMHCTPYKIMH MO JEJIONPOU3BOJACTBY B TIOCYAAapCTBEHHBIX
15078 opranmzarusax" (3apeructpupoBano B Mwuniocte Poccunm 17.08.2018 N

51922)
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2. CnpaBounas wuHbpopmanus: "[lepedeHb HOPMATHBHBIX aKTOB,
OTHOCSIIIUX CBEJIEHUS K KaTeropuu OrpaHMYeHHOro aoctymna" (Marepuai
MOJIFOTOBJICH CHeualIicTaMu Koncynprantllntoc.
URL.: http://www.consultant.ru/document/cons_doc LAW_ 93980/

IIpakTHyeckoe 3a1aHue 5

[Tonb3ysick nUTEpaTypoil MO AENONPOU3BOACTBY M HOPMATUBHBIMU
aKTaMH, COCTaBUTh (parMeHT WHCTPYKIHH 110 JIEJIOTPOHU3BOJCTBY
MYHHULIMIIATBHBIX ~ YYPEXKACHUNW BBIOPAHHOrO BamMH Tuna U cdepsl
JIeSITEIIbHOCTH.

Memoouueckue ykazanus

B nHCTpYKIINHK ceayeT OTpasuTh:

a) yCTaHOBJICHHE TPeOOBaHMM K MOUCKY, UCIIOJIIB30BAHUIO U Mepeaaye
JIOKYMEHTOB, a TAKXK€ CPOKaM XpaHEHUs TOKYMEHTOB

0) npuHsATHE pelIeHn 00 OpraHU3aluu JOKYMEHTOB C TEM, YTOObI OHU
OTBEYAJIU TPEOOBAHUSAM, IIPEIBABIIEMBIM K X HUCIIOJIH30BAHUIO;

B) OIpejelieHue YypOBHS JOCTyma TMOJb30BaTelied K pa3HbIM
KaTEropusM JJOKYMEHTOB OpraHU3aluy;

r') OINpeaeseHHe CIUCKOB PACCBUIKUA JOKYMEHTOB IOJB30BaTEIsIM U
3aMHTEPECOBAHHBIM JIUIIaM;

1) KOHTPOJIb UCTIOJHEHUS JOKYMEHTOB;

€) opraHuzanus  MUHGOPMAIIMOHHO-CIIPABOYHOW  pabOThl ¢
JIOKYMEHTaMHU.

Memoouueckue ykazanus

[loMHUTE, UYTO HEMAJOBAXXHBIM SBIISIETCS MPOLECC aHalIu3a
UCIOJIb30BAaHUsl JOKYMEHTOB, B XOJ€ KOTOpPOro CHEUUAINUCTBl U
3aMHTEPECOBAHHBIE  CTOPOHBI ~ NPUHUMAIOT  B3BEUICHHOE  pEIICHHE,
OCHOBAaHHOE€ Ha NOTPEOHOCTSX BHEIIHUX M BHYTPEHHUX MOTpeOuTenen
JIOKYMEHTUPOBaHHOM uH(pOpMAaIIUH. OueHuBaeTcs HE  TOJIBKO
11€1€c000Pa3HOCTh U BO3MOYKHOCTb MCIIOJIb30BaHUSI MHPOpPMAIMK B MEpPY
KOMIIETEHIIMM MOJIb30BaTeNsl, HO U YAOOCTBO €€ pa3MeLIeHHs, CKOPOCTh
JIOCTyTIa W TIPOYME MOMEHTBI, KOTOpBIE HaXosiTcs B chepe BHUMaHUS
aIMUHUCTPATOPOB CUCTEMBI YIIPaBICHUS JOKYMEHTaMHU.

1.Ky3neroa  T.B.  Jlenompou3BOACTBO  (IOKYMEHTAIIMOHHOE
obecnieuenue ynpasienus). M.2007. C.216-218.

2. Cwm. IIpuxa3 PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepkaeHuu
[IpuMepHO HMHCTPYKIIMM MO JAENONPOU3BOACTBY B T'OCYIapCTBEHHBIX
opranmzanusax”" (3apeructpupoBano B Muntocte Poccun 17.08.2018 N
51922) B pazgenax:

VI. KoHTposb UCHIOTHEHUS TOKYMEHTOB (MIOPYYEHHIT)

VII. Opranuzanust paboThl UCTIOTHUTENS C TOKYMEHTaMH

IX. Opranuzanus noctymna K JOKyMEHTaM U UX UCIOJIb30BaHUS

3.TOCT P UCO -15489-2007 n 2019

Bomnpocs! k 3auery

1. Homenkmarypa aen MyHUIMNATBHOTO yupexaeHus. OOrmas
XapaKTepUCTHKA.

2. WHcTpykiuss 1o JIEJIONPOU3BOJICTBY ~ MYHMIIMIAIBHOTO
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yupexaenus. O0mas xapakTepHUCTHKA.

3. HopmatuBHo-nipaBoBast 0a3za OpraHu3aIu
JIEITOTIPOU3BOICTBa MYHUIIUITATIBHBIX YUPEXKICHUH BEHIOPAHHOTO THIIA.
4. OcoOenHocTH CUCTEMATHU3aLNH JIOKYMEHTOB

MYHHLIMIIAJIBHOTO YUPEKICHUS.
IIpakTnyeckoe 3ajaHue 1o reme 3

[Tonp3ysace llpuMepHON MHCTPYKLMM IO JEJIONPOU3BOACTBY B
rocyJlapcTBeHHbIX  opraHuzauusx  (2018),  oOwmepoccuiickumu U
BEJJOMCTBEHHBIMM IepeuyHsMH, ykasamu lIpesupenra P® wu np. axramu,
MOArOTOBUTHL  ()parMeHT MHCTPYKUUM IO  JeJIONPOU3BOJACTBY,
KAaCalOLIUIiCd OpPraHu3ali ONEPATHBHOIO XPAHEHHMH JAOKYMEHTOB
MYHHIUIAJIBHOIO Yy4ypexaeHus (yka3aTbh cepy) 10 mepeladyd MX Ha
XpaHeHHe B ADXHMB MJIH YHHYTOKCHHE.

Memoouueckue ykazanus

ITpu cocraBiieHUM NPOEKTa YYUTHIBATh OPraHU3ALMIO ONEPATUBHOIO
XpaHEHUsT  JOKYMEHTOB, OTHOCAUIMXCA K  CBEIEHUSIM  KaTeropuu
OTrpaHUYEHHOIO OCTYIA.

Tun ydpexnaeHus BbIOMpaeTCs B COOTBETCTBUM C TUIIOM MY,
BbIOPaHHOTO B KOHTPOJIBbHOI paboTe.

Hcrounukn:

1. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO6 yTBepxaeHUU
[IpuMepHOl HWHCTPYKIIMM MO JAEIONPOU3BOACTBY B TOCYIapCTBEHHBIX
opranmuzaiusax" (3apeructpupoBano B Muntocte Poccunm 17.08.2018 N
51922)

2. CopaBounas wuHbpopmanus: "IlepedeHb HOPMATHUBHBIX aKTOB,
OTHOCSIIIIMX CBEIEHHUS K KaTeropuu orpaHudeHHoro jaoctyma" (Marepuan
MOJATrOTOBJICH CIIeIIMaIuCTaMHu KoncynbranTllroc.
URL: http://www.consultant.ru/document/cons_doc LAW_ 93980/

IIpakTHyeckoe 3ajanue S

[Tonb3ysick nUTEpaTypoill MO JENOMPOM3BOACTBY W HOPMAaTUBHBIMU
aKTaMHd, COCTABUTH (ParMeHT HHCTPYKLUHMH M0 [1eJONPOHU3BOACTBY
MYHHLIUNAJbHBIX YYpeKACHHH BBIOPAHHOIO BaMH THNA U cdepsl
AeATEeJbHOCTH.

Memoouueckue ykasanusi

B nHCTpyKLINU CleyeT OTpa3HuTh:

a) yCTaHOBJIEHHE TPeOOBaHUM K MOUCKY, UCIIOJIb30BAHUIO U Mepeaaye
JIOKYMEHTOB, a TAKKE€ CPOKaM XpaHEHUs TOKYMEHTOB

0) mpuHSTHE peleHU 00 OpraHu3aIliy JOKYMEHTOB C TEM, YTOOBI OHU
OTBeYalI TpeOOBAHUSAM, MPEABIBISIEMBIM K UX UCIOJIB30BAHUIO;

B) oOIpejelieHue YypOBHSA JOCTyla TMOJb30BaTeled K pa3sHbIM
KaTEropusaM JTOKYMEHTOB OpraHU3aluy;

I') OIpeleseHHe CIHMCKOB PAacChUIKM JOKYMEHTOB IIOJIb30BATENAM H
3aMHTEPECOBAHHBIM JIUIIaM;

1) KOHTPOJIb UCIIOJIHEHUS JJOKYMEHTOB;

e) opraHuzanus  MH()OPMAIMOHHO-COPABOYHOM  pabOThl ¢
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JIOKyMEHTaMHU.

1.Ky3nenoa  T.B.  Jlenonpou3BOACTBO  (JIOKYMEHTallMOHHOE
obecnieuenue ynpasienus). M.2007. C.216-218.

2. Cwm. Ilpuka3 PocapxuBa ot 11.04.2018 N 44 "OO6 yrBepxaeHUU
[IpumepHOl HMHCTPYKIIMM MO JEJIONPOU3BOACTBY B TOCYJapCTBEHHBIX
opranuzaiusax" (3apeructpupoBano B Muntocte Poccunm 17.08.2018 N
51922) B pazaenax:

VI. KoHTpoJib UCTIOTHEHUSI TOKYMEHTOB (IIOPYYEHHIT)

VII. Opranuzanust paboThl UCTIOTHUTENS C JOKYMEHTaMH

IX. Opraau3anus A0CTyna K JOKyMEHTaM U UX HCIIOJIb30BaHUS

3.TOCT P UCO -15489-2007 u 2019

KontpoJabsHas padora «/lesonpousBoactso OMC u MO»

1. BbiOpaTe u3 chucka JOMYCTUMBIX cdep IeSTEIbHOCTH s
MYHUIUIATBHBIX OpTaHu3alluil Oy chepy:

1) mHayka;

2) oOpa3oBaHue;

3) 3mpaBOOXpaHEHHE;

4)  KyIbTypa;

5) cpencTBa MaccoBoi HH(OpMAIUH;

6) commaabHas 3alIUTa;

7) 3aHATOCTbH HACEJICHHS;

8) (u3KyIBTYpA U CIIOPT;

9) opraHu3anus OKa3aHHsS YCIYrH OOLIECTBEHHOTO IMTAHUS B
YUPEKACHUAX COIMATBHON chepsr;

10) meATeNnbHOCTh MO OpPraHMU3aLUU OOYCTPOHCTBA MECT MacCOBOIO
OT/BIXA, CO3AAHUIO YCIOBHIA JUISI MACCOBOTO OT/bIXAa HACEICHUS U PA3BUTHUS
TOPOJCKOU Cpebl;

11) peanmuzamuyi MHBECTHIIMOHHBIX MPOEKTOB B c(epe KyIbTYpHI,
(GU3KYIBTYpPHI U CIIOPTA;

12) TpanCiOpTHBIE YCIYTH.

2. BeiOpaTh BuJ MyHUIIUTAIBHOTO YUPEKIACHUS:

a ) Ka3eHHOE;

0) Or0JKETHOE;

B) aBTOHOMHOE.

Pe3ynbpTarsl BEIOOpa COOOLIUTH MPENoAaBaTeNto (chepbl AeITeNbHOCTH
1 Bu2ibl MO He oM KHBI TOBTOPATHCS B Ipymiie). B cooTBeTcTBHM € BEHIOOpOM
YTOUHSIETCSI TeMa, HalpuMmep: «/[enonpouzso0cmeo  MyHUYUNANbHLIX
010021cemublx yupescoeHull 8 cghepe 0o0Pa30B8aHUL)

[IpumepHasi CTPYKTYpa M coiepKaHue MYHKTA:

[TpomesxyTouHas aTTecTalus Mo AUCHUILINHE «/{oKyMeHTallnOHHOE oOecrieueHe OpraHoB
MECTHOTO CaMOYMpAaBJIE€HUS M MYHHUIMIAIbHBIX OpraHu3alui» BKIIOYAET TEOPETUYECKUE
BOIIPOCHI, TIO3BOJISIONINE OLEHUTh YPOBEHb YCBOCHHUS O0YYAIOIIMMUCS 3HAHUM, U MIPAKTUYECKHE
3aJ]aHusl, BBISBIIAIONINE CTENEHb CPOPMUPOBAHHOCTH YMEHHUM U BIIQJCHUM, TPOBOAUTCS B opMme
3aueTa

Iloxa3aTeu U KpUTEPUU OLEHNMBAHUS:

— Ha OLEHKY «3a4YTeHO»— OOy4aroIuicsi JEMOHCTPUPYET BBICOKMI YypOBEHb




c(OpPMUPOBAHHOCTH KOMIIETEHIIMI, BCECTOPOHHEE, CHCTEMaTHYeCKOoe M TIyOOKOe 3HaHWE
ydeOHOro Marepuana, CBOOOJHO BBITIONHIET MPAKTHUYECKUE 3aJaHUs, CBOOOIHO OIEpUPYET
3HAHUAMU, YMCHUSAMHU, [IPUMCHACT UX B CUTyallUAgX HOBBIIIEHHON CII0KHOCTH.

— Ha OICHKY «He 3a4TeHO»— OOYYaIolIMiics HE MOXET IMOKa3aTh 3HAHUS Ha YPOBHE
BOCITPOM3BCACHUS U 00bBsICHEHUS I/IH(i)OpMaI_[I/II/I, HC MOXXCT ITOKa3aThb MHTCIVICKTYAJIbHBIC HAaBbIKU
pelIeHHs MPOCTHIX 3ajad.



Ipuio:xkenue 3
MeToanyeckne yKkazaHus JJIs1 CAMOCTOATEIbHON padoThI CTY/IeHTOB

B mporecce BBIOTHEHHUS CAMOCTOSITENBHOW pPAa0OTHI CTYAEHTHI JOJDKHBI HAYYHUTHCS
BOCIIPHHMMATh CBEIEHUS Ha CIyX, (UKCHpOBAaTh WH(POPMALMIO B BUJE 3alMCEH B TETpalsX,
paboTaTh ¢ MMCbMEHHBIMU TEKCTAMH, CAMOCTOSITEIbHO U3BJIEKas U3 HUX I0JIE3HBIE CBEACHUS U
opopmisii MX B BHIEC TE3HCOB, KOHCIEKTOB, CHUCTEMAaTH3UpPOBaTh HH(GOPMAIMIO B BHUJE
3aIl0JIHEeHU Ta0JIMLl, COCTaBIEHHs cXxeM. Ba)kHO HayuUTbCsl BBIIEISTH IJIaBHbIE MBICIIU B JIEKLIUU
npenojaBarens JMOO B NMHUCBMEHHOM TEKCTE; aHAJIM3UPOBATh SBJICHUS; OINPENENTh CBOKO
HO3MLIMIO K MOJIyY€HHBIM Ha 3aHATHUAX CBEIEHUSIM, YETKO (POpMyIUpOBaTh €€; apryMEeHTHPOBATh
CBOI0O TOYKY 3pCHHUA: BBICKA3bIBATh OLICHOYHBIC CYXKICHHS; OCYILUECTBIATh CaMOaHaJIM3.
HeoOxonnMo y4uuTbesl BIaJieTh YCTHOW M NMUCHbMEHHOW PEUbl0; BECTU JUAJIOT; y4acTBOBAaTh B
JVICKYCCHH, PpAacKpbIBaTh COJAEp)KaHUE H3ydaeMoil MpoOIeMbl B MOHOJIOTUYECKOH peuH;
BBICTYIIaTh C COOOIICHUSIMU U JJOKJIaJaMH.

IloaroroBka Kk NMpakTH4YeCKMM 3aHATHSAM. CeMHHAp — OJMH W3 OCHOBHBIX BHJIOB
IPAaKTUYECKHUX 3aHATUN IO T'yMaHUTApHBIM JucuUIIMHaM. OH npeJHa3HaueH [yl yriiyOJeHHOro
U3y4eHHsI OTJENBHBIX TeM U KypcoB. Ilo popme nmpoBeneHust ceMuHapbl OOBIYHO MPEACTaBIISIOT
co0oli penieHue 3a1a4, 00CyX1eHue T0KJIa0B, Oecey Mo MIaHy UIN JUCKYCCHIO 110 IpolieMe.

IloaroroBka K 3aHATHAM 3aKIIOYACTCS, PEXKIE BCETO, B OCBOEHUU TOTO TEOPETHUECKOIO
MaTepuaia, KOTOpbI BBIHOCUTCS Ha oOcyxieHue. Jljig 3Toro HeoOXoIuMO B MEPBYIO OYEPEIb
nepeyuTaTh KOHCIEKT JIEKIIUH WK pa3/eibl yueOHHKA, B KOTOPBIX MPUCYTCTBYET YCTAaHOBOYHAS
uHpopmanus. M3ydeHne pekoMeHJ0BaHHOM JIUTEpAaTypbl HEOOXOJUMO CIeNaTh MAaKCHMAalbHO
TBOPYECKH — HE MPOCTO YKJIAJbIBAsl B MAMATh HOBBIC CBEIACHHUS, & OCMBICINBAS U aHAIM3UPYS
MaTepuan. 3aKpenuTh CBOM 3HAHUS MOXHO C IOMOILBIO 3alMCEH, BBINMCOK WIM TE3UCHOTO
KOHCIIEKTA.

Ecan cemuHap mnpenacraBieH JOKIaaaMH, TO OCHOBHAash OTBETCTBEHHOCTb 3a €ro0
IIPOBEJCHUE JIEKUT Ha JoKIaguukax. Kak cienars 9To yCcnemso cMoTpuTe B paszene «Jlokiam.
OpHako poib OCTaJIbHBIX YYAaCTHHUKOB CEMUHApa HE JOJKHAa ObITh naccuBHOW. CTYAEHTHI,
IIPOCIIYIIAB JOKJIAJ, 3alMChIBAIOT KPAaTKO INIABHOE €0 COAEPKAHME M 3aJal0T BBICTYNAKOIIEMY
yTOYHSsIOIIME BONpocoB. Uem Oosiee ocHOBATENbHOM Obljla JOMAIIHSS MOATOTOBKA IO TEME, TEM
aKTHBHEE TPOMCXOAMUT OOCYX JAeHHe NpoOJiieMHbIX BompocoB. Ha cemuHape Bcsdyecku
MOOLIPSETCA TBOPYECKAs, CaMOCTOSTENIbHAs MBICIIb, JAeTCsi BO3MOYKHOCTH BBICKAa3aTh
KPUTHYECKHE 3aMEYaHusl.

becena mo mmaHy mnpezacraBiser co0oil  3apaHee IMOJITOTOBJICHHOE COBMECTHOE
00-Cy>XJIEeHHE BOIIPOCOB TEMBI KaXKIBIM U3 YUaCTHHKOB. JTa (hopMa moTpedyeT OT CTyJEHTOB He
TOJIbKO XOpOIIEH CaMOCTOSITENbHOM MPOpPabOTKU TEOPETHYECKOro MaTepuaja, HO U yMEHHe
y4acTBOBaTh B KOJUIEKTUBHOM JTMCKYCCHM: KpPaTKO, YETKO M ACHO (POpMyIHpoOBaTh U H3JaraTh
CBOIO TOYKY 3pEHHs IIepe]] COKYPCHUKAMM, OTCTaMBaTh MO3WLHIO B HAay4HOM CIOpE,
MIPUCOEIUHATHCS K Yy)KOMY MHEHHIO WJIU ONIIOHUPOBATh APYTHM YYaCTHUKAM.

Pedepar — camplii mpocTOil 1 HAUMEHEE CaMOCTOSITEIIbHBIA BUJ MMCHbMEHHON PaOOTHI.
CyTb €ro COCTOUT B KPAaTKOM W3JI0KEHMM COJEPIKAIMXCS B HAyYHOM JUTEpaType B3IVIAJO0B U
uje mo 3aaHHoi TeMe. Pedepat He TpeOyeT OpUrnHaILHOCTH M HOBU3HBL. B HEM orieHuBaeTcst
YMEHHUE CTyJAeHTa paboTaTb C KHUIOW: BBIACHATH W (OPMYIUPOBATH MpobdieMy, OTOMpPATh



OCHOBHbBIE TE€3HCHl U BCIIOMOTaTelIbHbIEC JaHHbIE, IOTUYECKH BBICTpanBaTh MaTepuai, rpaMOTHO
0(QOPMIISITh HayYHBIH TEKCT.

Crynenram npejiaraercs JiBa Buja pedeparHbix padboT:

PedepupoBanue HaydyHOU JIUTEpaTyphl MpPEICTaBIsSET COOOW COKpAILEHHOE H3JI0KEHUE
COJICp’KaHUsI CTaThbW WM KHUTH C OCHOBHBIMH CBEJCHHSIMH WM BBIBOJaMHU. Takue pedeparb
aKTyaJIbHBI TOT/Ia, KOT/Ia B IOPUINYECKUX MCTOYHUKAX TOSBIISCTCS HOBBIA TCOPETHUUCCKHUMA MU
OpakTUYeCKUid MaTepuan 1o wusydaemoir Tteme. OT cTydeHTa TpeOyeTcs, BHUMATEIbHO
03HAKOMUBUINCH C IEPBOMCTOYHUKOM, MAKCUMAaJIbHO TOYHO M IIOJHO ME€PENATh €ro COJIEp/KaHue.
Jns storo uenecoobpazHo BbIOpaTh (OpMy MOCIEIOBATENHHOTO H3JIO0XKEHHS MPOYUTAHHOU
KHUTH, HE MEHSs e¢ OOIIMi IuTaH M CTPYKTYpY (TUIaBhwl, pasnensl, naparpadsl). Heodxomaumo
COXpaHWUTh JIOTMKY TIOBECTBOBAaHUS M IM03a00TUTHCS O CBSI3HOCTU TEKCTa. ABTOPCKUE,
OpUTHHAJIbHBIE M HOBATOPCKHE MBICIM M WACU Jy4llle MepefaBaTb HE CBOMMH CIIOBAaMH, a C
noMomeio uTupoBanus. O0beM pedepara OyneT ONpenessaThCsl COJAepKaHUEM HCTOYHUKA, a
TaK)Ke €ro Hay4HOM M MpaKkTU4YecKOi 1eHHOocThio0. Ho B 11000M ciiyyae mpennodTeHue oTAaeTcs
KPaTKOCTH Y JIJAKOHMYHOCTH, YMEHUIO OTOUPATh TIIABHOE U OCBOOOXKIATHCS OT BTOPOCTETICHHOTO.

Pedepar mo Teme  mpencramBisier 0030p HAYYHBIX B3[VIAJOB M KOHIEMIHUNA IO
po0JIEMHOMY BOIIPOCY B U3y4aeMOM TEME.

- Ecniu Bam mpenmokeHa Tema Takoro pedepara Ha BbIOOpP, TO MPEANOYTEHUE CIEAYET
OTJIaTh TOM, KOTOpast AJis Bac MHTepecHa wiH 3HakoMa. OHa He JTOJKHA ObITh OYEHb CIOKHOH U
00BEMHOIA, B TPOTUBHOM ciy4ae pedepar OyaeT HalmOMUHATH KYpCOBYIO paboTy.

- Jnga moarotoBku pedepata CTyACHTY HEOOXOAMMO CaMOMYy WA C Y4acTHEM
npernoaaBaress mojaoopats ncTouHukn uHpopmanuu. Creayer mo3ab0TUThCS, YTOOBI B BallleM
CIHCKE OKAa3aJMCh HE CIIydailHble, a [EeHHbIe B HMH()OPMAIMOHHOM IUIaHE KHHUTH. MOXHO
BBIMIOJIHUTH paboTy, OOpaTUBIINCH U K OJHOMY HCTOYHHKY — IOCOOHMIO, MOHOTrpaduw,
uccienoanuio. Ho mydiie, eciiu Bbl 00paTtuTech K AByM-TPEM HayYHBIM TPYAaM — 3TO MO3BOJIUT
MPEJICTaBUTh MPOOIEMY C HECKOJIBKUX TOUYEK 3PEHUS M BBICKA3aTh TUYHbIC IPEAMOYTCHHUS.

- OIHMM U3 TJIaBHBIX KPUTEPUEB OLIEHKU pedepaTa OyIeT COOTBETCTBUE €0 CONEPKaHUs
3agBleHHONM TeMme. [l 3Toro Oerjgo O3HAKOMHUBIIMCH C IE€PBOMCTOYHHKAMHU COCTAaBbTE
npelBapuUTeNbHBIN T1aH Oyaymiero pedepara, 0003HaYMB B HEM MPHUHIUINUAIBHO BaKHBIE
MOMEHTHI U 3Tanbl ocBelleHus mpobsieMsl. [locie Toro, kak y Bac HosgBsTCS pabouue 3alucu 1Mo
pe3yabTaTaM H3YyYeHHUs HAyYHOW JMTEepaTyphl M OOMMpHas WHPOpPMAIUS MO TeMe B IIEJIOM,
MOXXHO OyZIeT CKOppeKTUpoBaTh oOmui rmiaH pedepara. Crapaiitech nmpu padoTe HaJ HUM
THIATETbHO HW30aBIATHCS OT «U3JIMLIECTBY»: BCAKOIO poJa aOCTPaKTHBIX PpacCyKICHHM,
Ype3MEPHBIX MOJIPOOHOCTEH U MHOTOUUCICHHBIX MPUMEPOB, KOTOPBIE «Pa3MBIBAIOT» TEMY WIIH
YBOJSAT OT HeEE.

CrpykTypa pedeparta BKIOUaeT B ceOs BBeJEHHE, OCHOBHYIO 4acTh U 3akitoueHue. Bo
BBEJICHUU (POPMYITUPYIOTCS IENM W 3a7add padoThl, €€ aKTyalbHOCTh. (OCHOBHAas 4YacTh
IpeJcTaBIsieT co0oi Moce0BaTebHOE U apTyMEHTUPOBAHHOE H3JI0KEHUE PA3IMYHBIX TOYEK
3peHusi Ha TpoOJeMy, ee aHaiu3, MpearnojaraeMple MyTH penieHus. 3aKiIrodeHue o0o0maeT
OCHOBHBIE MBICITH HJIN OOOCHOBBIBAET TMEPCIEKTUBBI NATBHEHIIEr0 HcciueoBaHusl TeMbl. Eciu
pedepar mocTaToyHO OOBEMEH, TO TOTpPeOyeTcs pa3felieHHe TEeKCTa Ha pasleibl (TJaBbl,
naparpadsl). MmocTpaTuBHBIN MaTepuall — TaOIHIIbI, CXEMBI, TPa(UKH — MOTYT pacloJiaraThCs
KaK BHYTPH OCHOBHOM YacTH, Tak u B pazfeine «lIpunoxeHue».

O06mwem pedepara 3aBUCUT OT LTIl M 3a7a4, pemaeMblx B pabote — oT 5 10 20 cTpaHuiy
MaIIMHOMMCHOTO TEKCTa uepe3 J1Ba WHTepBasa. Eciau B 3aaHuu, BBIJAHHOM IPEMOAaBaTEIIEM
00BbEM HE OrOBapUBACTCS, TO CIEAYET UCXOAUTh U3 Pa3yMHOH 11€JIeCO00Pa3HOCTH.



B pedepare B 00si3aTeabHOM MOpSIKE Pa3MELIAIOTCS TUTYJIbHBIA JIMCT, IUIAH WM
orjaBiieHHE PabOThI, a TAKXKE CIHCOK UCIIOJIb3yEeMOIl TIUTEPATYpPHI.

OOblyHO pedepaT MOMKET 3a4UTHIBAETCS KaK MHCbMEHHas paboTa, HO HEKOTOpPbIE
IpenojaBaTeNid MPAKTUKYIOT MyONUYHYIO 3alIUTy pedeparoB WM HUX «O3BYYHMBAHUE)» Ha
CEeMHMHAPCKHX 3aHATHAX. B 3TOM citydae He0OXOAMMO NPUIIOKUTE JOTIOTHUTEIbHBIC YCHIIUS IS
MOJTrOTOBKH ITyOJIMYHOTO BBICTYIUICHUS 110 MaTepuaiaM pedeparHoil paboThI.

IIpe3eHTanusi — COBPEMEHHBII CIOCOO YCTHOTO WJIM NHCbMEHHOTO MpPEACTaBICHUS
WH(OPMAIIUHU C HCIIOTB30BAHUEM MYJIbTUMEIUIHHBIX TEXHOJIOTHH.

Cy1iecTByeT HECKOJIbKO BapUaHTOB MPE3CHTAIUH.

. IIpe3eHTanus ¢ BBICTYIUICHUEM JOKJIAIUUKA
. IIpe3eHTanys ¢ KOMMEHTapUAMU AOKJIAUUKA
. [IpesenTanyss  Oas  CaMOCTOATENBHOIO — IPOCMOTPA,  KOTOpas  MOXKET

JIEMOHCTPUPOBATHCS TIEpeT ayTUTOpHUeH 0e3 yuacThs JOKJIaIHKa.
IToaroroBka mpe3eHTaly BKIOYAET B €01 HECKOJIBKO 3TaIlOB:

1. [ImanupoBaHue Mpe3eHTaINH
OT 0TBETOB HA ATH BOIMPOCHI Oy/I€T 3aBUCEThH BCE MOCTPOCHUE MPE3CHTALIUU:

J KAaKOBO IpEeAHA3HAYEHHWE M CMBICI Ipe3eHTalUM (JIeMOHCTpalusl pe3ysbTaToB
Hay4yHOU paOoThl, 3alIMTA JUIUIOMHOTO NPOEKTA U T.J.);

o Kakyl0o poib OylIeT BBINIOJHATh IPE3EHTAallUs B XOJ€ BBICTYIUICHUS
(compoBOXk/IeHHE JJOKJIA/1a WIN €ro WUTIOCTPaLus);

. KaKoBa LieJb Npe3eHTanuu (MHpopMHupoBaHue, yOexkKAEHNE WIH aHAIN3);

o Ha Kakoe BpeMs paccuMTaHa Ipe3eHTauus (KopoTkoe - 5-10 MUHYT WM
IPOJOIKUTENBHOE - 15-20 MUHYT);

J KaKoB pa3Mmep M cocTaB 3pHuTeibckoi aymutopun (10-15 yemosexk mmm 80-100;

IpenoaaBaTesiy, CTYA€HTbI UJIM CMELLIEHHAs ayAUTOPHS).
2. CTpykTypupOoBaHue HHPOpMAIUU

o B NIPE3eHTAllMM He JoJbKHA ObIThb MeHee 10 craiifoB, a oOliee UX KOJIUYECTBO
npesbimaTh 20 - 25.

. OCHOBHBIMHM TPHHIMIIAMH TIPU COCTABICHUH NPE3CHTAIlMH JOJDKHBI OBITH
SICHOCTB, HATJISAHOCTb, JIOTHYHOCTH U 3aTIOMUHAEMOCTB;

o Ipe3eHTalMsl JOJKHA UMETh CLIEHapui M YEeTKYI0 CTPYKTYpY, B KOTOpoil OyayT
OTpa’KeHBI BCE MPHYUHHO-CIIEICTBEHHBIE CBSI3H,

o paboTa HajJ Mpe3eHTalUel HauWHaeTcs MOcie TUIATENbHOTO OOIyMBIBAaHUS M

HaltMCaHus TCKCTa HJOKJiaaa, KOTOpBII‘;I HCO6XO,Z[I/IMO pa36I/ITB Ha (bpaFMeHTLI 1 0003HAYUTH
CBsA3aHHBIC C KAXKJBIM U3 HUX 3aJa4u U HGfICTBPI?[;

. HEepBbI IIar — 3TO ONpeAeseHHe TJIaBHOM HAeH, BOKPYr KOTOpoil Oyzer
CTPOUTHCS MPE3CHTALUS;
J yacTb MH(OpPMAlMM MOXKHO IE€PEBECTH B JBa THUIA HATJISAHBIX IOCOOHIL:

TEKCTOBbIE, KOTOPBIE MOMOTYT CIIYIIATENAM CIEAUTh 32 XOJOM pa3BEpPThIBAHHS apryMEHTOB M
rpadguyueckue, KOTOpble WJUIIOCTPUPYIOT TJIaBHBIE MYHKTHI BBICTYIUICHHS W CO3AIOT
AMOITMOHAIbHBIE 00Pa3bl.

° CIOJKEThl TPE3EHTAIlMM MOTYT PAa3bsCHATh WIM WIUIIOCTPUPOBATH OCHOBHBIE
MOJIO’KEHUS JIOKIIaZa B CaMbIX Pa3HOOOPAa3HBIX BapUaHTAaX.

OyeHb BaXHO HAWTH TPABWIBHBIA OaJaHC MEXAy peYblo JIOKJIATIMKa W
COIIPOBOXKAAIOIIUMU €€ MYJIbTUMEIUNHBIMU 2JIEMEHTAMU.

Mg aTOTO 1IeTIecO00pa3Ho:

J OTIpeeNUTh, YTO Oy/IET MPEACTAaBIECHO Ha KaXKIO0M cliaiiie, uTo OyIeT B 3TO Bpemst
TOBOPUTHCS, Kak OyJIeT cAeNaH Mepexo/ K caelyloneMy claiay;
. caMble Ba)XHbIE MJEU M MBICIU OTPA3UTh U HA ClIai/lax U NMPOU3HECTH CIOBaMH,

TOTJ1a KaK BTOPOCTETICHHBIE — JTN0O0 CIIOBaMU, JIMOO Ha claiaax;



J UHOPMALIMIO Ha CIalijax MPEICTaBUTh B BHUJE TE3HCOB — OHU CONPOBOXKIAIOT
oApOoOHOE U3JTI0KEHHUE MBICIICH BBICTYNAIOIIET0, a HE HA000pOT;

J JUI Pa3bsACHEHMsI MOJIOKEHUH JOKJIaa UCII0JIb30BaTh Pa3HbIC BUJIbI CIANI0B: C
TEKCTOM, C TabJIMIIaMu, ¢ AMarpaMMaMu;
o aro0asi Mpe3eHTanus J0JDKHA MMETh COOCTBEHHYIO JApamMaTypruio, B KOTOPOM

€CTb:
«3aBsizKay - MpoOyXKJeHHUEe UHTEepeca ayAUTOPUU K TeMe COOOILIEHUS (IpKUN HarJIsAHBIN

npumep);

«pa3BUTHE» - IEMOHCTPAIUS OCHOBHON HH(OPMAIIMH B JIOTMYECKOI MTOCIIEI0BATEILHOCTH
(uepeoBaHME TEKCTOBBIX U Ipa)UIECKUX CIANIOB);

«KyJIbMHUHAIUS» - TPEACTAaBIEHHE CamMoro TJaBHOTO, HOBOTO, HEOXKUIAAHHOTO
(SMOITMOHATBLHBINA PEUEBOM WU WILTIOCTPATUBHEIN 00pa3);

«pa3Bsi3ka» - GOpMYIHpPOBaHUE BHIBOJOB MM MPAKTUYECKUX PEKOMEHIAINI (BUICOPSN).

3. OdopmieHue npe3eHTauu

Odopmienne npe3eHTaIy BKIIOYAeT B ce0s CIeaAyIONIyo 00s13aTeNbHYI0 HHPOPMAIUIO:

TuTynbHBIN TUCT

- MPEJICTABIISIET TEMY JIOKJIaJa U UMs aBTOpa (UM aBTOPOB);

- Ha 3al0UTe KYypCOBOM WJIM IUIUIOMHOW pPabOTHI yKa3biBaeT (aMUIMIO W WHHUIIAAIIBI
HAY4YHOT'O PYKOBOJMTEIIS UM OpTraHU3allNH;

- Ha KOoH(epeHIUsIX 0003HAYAET ATy U Ha3BaHUE KOH(EPEHIUH.

[1nan BeICTYIIIEHUA

- opmynHpyeT ocHOBHOE cojiep:kaHue Aokiaaa (3-4 myHkTa);

- (puxcupyeT nopsioK u3NoxkeHus: nHGopMaIuy;

ConeprxaHue npe3eHTaun

- BKJTIOUAET TEKCTOBYIO U IpapUUecKyro HH(OpMAIIUIO;

- WITIOCTPUPYET OCHOBHBIE MMYHKTHI COOOIICHUS;

- MOXKET TIPE/ICTABIIATh CAMOCTOSATEIbHBIN BapHaHT JIOKJIA/a;

3aBepiieHne

- 0000111a€eT, MOJBOIUT UTOTH, CYMMHPYET UH(DOPMAIIHIO;

- MOKET BKJIFOYATh CIIMCOK JINTEPATYpPhI K JOKIAY;

- COJIEP>KHT CJIOBA OJIArOJAPHOCTH AYAUTOPUH.

4. Jln3aitH npe3eHTanuu

TexkcroBoe odopmieHue

o He cTouT 3amonHsaTh cnaiif clIMIKOM OOJBIIMM 00beMOM MH(OPMAIMK - JTy4dIle
BCET0 3allOMHHAI0TCS He 6osiee 3-X (aKkToB, BHIBOJIOB, ONPEIEICHUH.

o OnTuManbHOE YUCIIO CTPOK Ha ciaiae — 6 -11.

J KopoTtkue ¢pa3bl 3amomuHaroTcss BH3yaidbHO Jiydmie. IIyHKTBI mnepeuHell He
JTOJIKHBI TIPEBBIIIATH IBYX CTPOK Ha ¢pasy.

. Haubonpmas 3¢ ¢hekTuBHOCTh JOCTUraeTcss TOrJa, KOrja KIIFOYEBbIE ITyHKTHI
0TOOpaXkaroTcs MO OJTHOMY Ha Ka)kJIOM OTAEJIbHOM claiijie

. Ecin TekcT cocTOMT M3 HECKOJNBKHX a03aleB, TO HEOOXOAMMO YCTaHOBUTH
Kpac-HyI0 CTPOKY U MHTEPBAJ MEX 1y ad3alamH.

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

o Wudopmanuio nOpeArnodTuTeNbHee pacrojiaraTh TOPU30HTANbHO, Haubolee
Ba)XXHYIO - B IIEHTPE YKpaHa.

J He cnenyer 3moynorpeOmsaTh OOJBIIMM KOJMYECTBOM IPEAJIOrOB, Hapeuui,
npusIaraTeabHbIX, BBOJHBIX CIIOB.

J [udpoBsie MaTepualbl JIydlle MPEACTaBUTh B BHJIC T'padUKOB U JHarpaMMm —

TaOIUIIBI ¢ HU(PPOBBIMU TaHHBIMU Ha CJIaiiie BOCTIPUHUMAIOTCS IIJI0XO.



J Heo6xoaumo oO6paTuTh BHUMaHHE Ha IPaMOTHOCTh HamucaHus TekcTa. Omuoku
BO BECh 3KpaH MPOU3BOIAT HENPUATHOE BIICUATICHHE
pudrosoe opopmienne

o [Ipudter 6e3 3aceuek (Arial, Tahoma, Verdana) uurarorcs jerde, 4eM rpoTECKH.
Henb3s cMemunBath pa3inuyHble TUIBI LIPU(TOB B OJHOM MPE3EHTAIUH.

. HIpudroBoii KOHTpACT MOXKHO CO37aTh MOCPEICTBOM pazMepa MpudTa, €ro
TOJIIIUHBI, HauepTaHus, (POPMBI, HAIIPABJICHUS U IIBETA,

. Jlns 3arosoBka romutcs pasMep mpudra 24-54 myHkra, a 1 Tekcra - 18-36
MYHKTOB.

. Kypcus, nomguepkuBaHue, KUPHBIN MIPUPT UCIOIB3YIOTCS OTPAHUUYEHHO, TOJIBKO
JUISL CMBICIIOBOTO BBbIJIeNIEHUs (DparMEHTOB TEKCTA.

J JIJist OCHOBHOT'O TEKCTa HE PEKOMEHTYIOTCSI IPOIMCHBIE OYKBHI.

L{BeToBOE OpopMIIEHHE

J Ha ognowm cnaiine He ucmonb3yercs 6ojee Tpex 1BeToB: (POH, 3aroJI0BOK, TEKCT.

. [[Ber mpudTa 1 1BeT GOHA JOKHBI KOHTPACTHPOBATh — TEKCT JIOJKEH XOPOIIIO
YUTaThCsl, HO HE pe3aTh I1asa.

. Jns pona npeanoyTUTENb HEE XOIOAHBIE TOHA.

) Cy1iecTByIOT He codeTaeMble KOMOWHAINUU 1BeTOB. OO0 3TOM MOXHO Y3HATh B
CIICLIMAIbHOM JIUTEPATYpE.

. YepHbIHi 1IBET HMMEET HETaTUBHBINM (MpaudHbIN) TOATEKCT. benplii Ha dYepHOM
YUTAETCS TUI0XO.

J Ecnu npesenranus 0osbliasi, TO €CTh CMbBICH Pa3/I€IUTh €€ Ha YaCTH C ITOMOLIbIO
LIBETa — Pa3HbIN L[BET CLIOCOOEH CO3/1aBaTh pa3HbIil SMOIIMOHAIbHBINA HACTPOM.

. Henb3s BeIOMpaTh QOH, KOTOPBIN COAEPKUT AKTUBHBINA PUCYHOK.

Kommosutmonnoe oopmieHue

o Cnenyer coOmromath eauHbli cTWib odopmiueHus. OH MOXKET BKIIOYATh
omnpeneNeHHbIN mpudT (rapHUTYpa U IBET), (OH IBETA WU (POHOBBIA PUCYHOK, IEKOPATUBHBIN
AIIEMEHT HeOONBIIOTo pa3Mepa u T.1.

. He npuemnems! cTiiin, KOTOpble OYAYT OTBIEKATh OT MPE3ECHTAIUH.

J KpyrHbie 00beKTHl B KOMIO3UIIUH CMOTPATCS HEBAXKHO.

. BcenomorartenbHas  uHGopMmanus  (ynpaBisiolMe  KHONKM) HE  JOJDKHA
npeo0IagaTh HaJl OCHOBHOM (TEKCTOM M WILTIOCTpAIueit ).

o s cepbe3HOll mpe3eHTanuy OTOMpArOTCs MIa0JIOHBI, BBIIIOJHEHHBIE B JAEJIOBOM

CTHIIE.
Anumarmonnoe oopmieHue

o OcHOBHast pojb aHUMAlMU — JO3UPOBaHMUA HH(POpMaruu. AyAUTOpUS, KaK
OpaBUJIO, Jy4lle BOCIHPUHHMAET WHGPOPMALUIO TOPHHUSIMU, HEOOJIBIIUMH 3pUTETbHBIMU
dbparmeHTaMH.

o AHuManMsg UCHONb3yeTcs Ui NpPUBJICYCHHs BHUMAHMS WIM JEMOHCTPALUU
pa3BUTHS KaKOro-Imbo mporiecca

. He ctout 3m0ynotpedaste aHUMaIMOHHBIMH 3()(peKTamMH, KOTOpPbIE OTBIEKAIOT OT
CoJIepKaHusl WIM YTOMIISIFOT TJ1a3a YUTAIOLIETO.

. Oco0eHHO HeXenaTelbHO 4YacTO€ HCIOJb30BAHME TAKMX aAHMMAIlMOHHBIX
3¢ PEeKTOB KaK BBUIET, BpallleHHEe, BOJIHA, TOOYKBEHHOE MOSIBIIEHUE TEKCTA.

3BykoBOe oopmiieHHE

J My3bIKaqbHOE COMPOBOXKICHHUE TMPU3BAHO OTPA3UTh CYTh WM TMOAYEPKHYTH
OCOOCHHOCTH TEMHBI Claiila WM BCeH MpEe3eHTAlluH, CO3JaTh OMPEIEICHHBIN dMOIMOHATBHBIN
HaCTpOM.

. My3bIKy 1€7eco00pa3HO BKIIOYATh TOTJA, KOTJa Mpe3eHTalus uaer 0e3
CJIOBECHOT'O COIIPOBOKJICHUS.



° 3BYKOBOE COMPOBOKICHUE UCTIOIB3YETCS TOIBKO MO HEOOXOIUMOCTH, MTOCKOJIBKY
naxe (hoHOBas TUXAsk My3bIKa CO37]aeT U3JIMIITHUMA [ITyM U MEIIAeT BOCIIPUSATHIO COIEPIKAHUS.

. Heo0xo1umMo BBIOpAaTh ONTUMAIBHYIO TPOMKOCTb, YTOOBI 3BYK OBLI CIIBIIIAH BCEM
CITyIIaTesIeM, HO He ObLI ONIYIIUTEIbHBIM.

I'paduueckoe opopmieHue

° Pucynku, ¢otorpadum, aguarpamMmbl TPU3BAHBI  JOIMOJHUTH  TEKCTOBYIO
uH(pOpMAIIMIO UK TepeaaTh e€ B 00Jiee HATTISAHOM BH/IE.

. Henb3s npeacTaBisiTh pUCYHKH B (POTO IJIOXOr0 KavyecTBa WIIH ¢ MCKAKCHHBIMU
MPOTTOPIIUSIMHU.

° KenarenpbHo, 4YTOOBI H300pakeHHME OBUIO HE CTOJBKO (OHOM, CKOJIBKO
WUTIOCTPAIMEH, PaBHOW IO CMBICIY CaMOMY TEKCTY, YTOOBI ITOMOYb IO-HOBOMY IIOHSATH M
PaCKpBITh €TO0.

o Crnenyer m30eraTh HEKOPPEKTHBIX HMIUIIOCTPALUi, KOTOpPBIC HEMPABWILHO HIIH
JIBYCMBICJICHHO OTPa)KatOT CMBICII HHPOPMALIUH.
. Heo6xoauMo 1m03a00TUTHCS O PAaBHOMEPHOM M PAIIMOHAIIEHOM HCIIOJIb30BAHUM

MIPOCTPAHCTBA HA CJIAi/Ie: €CIM TEKCT NMEPBUYCH, TO TEKCTOBOH ()parMeHT pa3MeIaeTcs B IEBOM
BEpPXHEM YTITy, a rpauuecKkuii pUCyHOK BHU3Y CIIpaBa U HA00OPOT.

° WNnmrocTpaniii - peKOMEHIYeTCsl  COMPOBOXKIATh  MOSICHUTEIBHBIM ~ TEKCTOM.
[Toanucu k KapTHHKaM JIydllle BBITIOJHITH COOKY WMJIM CHHU3Y, €CIM ATO TOJHKO HE Ha3BaHUE
caMoro cjianna.

° Eciu rpadudeckoe m3o0pakeHHEe WCIONB3yeTcs B KadecTBe ()OHA, TO TCKCT Ha
9TOM (hOHE JTOJKEH OBITh XOPOIIIO YUTACM.

Ta0nuiel ¥ CXEMBI

° He crout BCcTaBiIAThH B MMpE3CHTAINIO OoJpINe Ta6JII/IIlI)I — OHH TPYAHBI JIA
BocrpusThA. Jlydiie 3aMeHUTh UX rpaduKaMu, TOCTPOCHHBIMHA Ha OCHOBE 3THUX TAOJHII.

. Ecnu Bce ke Tabnuily mokasaTth Hajo, TO CIEAYET OCTaBUTh KaK MOXHO MEHbIIIE
CTPOK U CTOJIO110B, 0TOOpaB M pa3MeCTUB TOJIBKO CaMbl€ BaKHBIE TaHHBIE.

° [Ipu wucronp30BaHUM CXE€M Ha Claijax HEOOXOIUMO BBIPOBHSATH Psbl OJIOKOB
CXEMBbI, PaCCTOAHUC MCEKIY 6J'IOKaMI/I, I[O6aBI/ITI> COCAUHHUTCIIBHBIC CXCEMBI IIpU IMOMOIIU
WHCTPYMEHTOB ABTOQUTYD,

o HpI/I CO3aHNH CXCM HYXHO YYHMTBIBATH CBA3b MCKAY COCTAaBHBIMU YaCTAMU
CXEMBI: €CJIM OHU PAaBHO3HAYHBI, TO 3AIIOJIHATOTCA OJHUM IHpI/I(i)TOM, (1)OHOM U TEKCTOM, €CJIU €CTh
nepBocTeneHHas HWHQOpManus, TO OHA BBIACIAETCS OCOOBIM CHOCOOOM C TOMOIIBIO
OpTraHU3allMOHHBIX AUArpaMM.

Aynano- u BuseoopopmMiieHre

o Buzneo, kuHO M Tene marepuanbl MOTYT OBITh HCIOJIBb30BaHBI MOJHOCTBIO HIIH
(dparMeHTapHO B 3aBUCUMOCTH OT LI€JIei, KOTOpBIE MPECIEAYIOTCS.

. [TpomomkUTENHHOCTD (prTbMa HE JTOJKHA PeBbIaTh 15-25 MUHYT, a pparmMeHTa
— 4-6 MUHYT.

J Henb3s wucnonb3oBaTh JBa (QuiibMa Ha OJHOM MEPOINPHUSTHH, HO I[OKA3aTh

¢bparMeHTH! U3 IBYX (UIBMOB BIIOJIHE BO3MOXKHO.

IMoaroroBka k 3a4éTy. ['0TOBUTHCS K 3a4ETY HYKHO 3apaHEE U B HECKOJIBKO ATanoB. s
3TOrO:

. ITpocmaTpuBaiiTe KOHCHIEKTHI JIEKIMHA Cpa3y IOCIE 3aHATHNA. OTO MOMOXKET
pa300paThCsl ¢ HEMOHATHBIMU MOMEHTaMHU JIEKIIMK U BO3HUKIIMMH BOIIPOCAMHU, ITOKA €I1e JIeKIUs
CBE)a B MMAMSITH.

. berno npocmaTtpuBaliTeé KOHCHEKTHI OO Hayajga CIEAYIOLIEro 3aHATHA. ITO
MTO3BOJIUT «OCBEXHUTH» NPEABIAYIIYI JIEKIIUI0 M IOATOTOBUTHCA K BOCIPUATHIO HOBOIO
Marepuania.

. Kaxnyto Henento oTBoiuTe BpeMs JUIsl HOBTOPEHUS MIPOMIEHHOIO0 MaTepuaa.

HenocpencTBeHHO 1TpU MOATOTOBKE:

L4 YHOpﬂI[O‘II)TC CBOM KOHCIICKTHI, 3aIIlMCH, 3a1aHNA.



° [TpukuHBTE BpeMs, HEOOXOAMMOE BaM JJisi TIOBTOPEHUS KaXAoW dacTu (0i0ka)
Marepualia, BBIHOCUMOT'O Ha 3a4eT.

° CocTaBbTe pacnucaHue C Y4€TOM CKOPOCTH MOBTOPEHUS MaTepuaa, i 4ero

° Paznenure Bompochkl s 3auéTa Ha 3HAKOMBIE (IO JIGKIIMOHHOMY KYpCY,
CEMHHapaM, KOHCIIEKTUPOBAHHUIO), KOTOPhIC MOTPEOYIOT JIUIb TOBTOPEHUS M HOBBIE, KOTOPHIC
MPUJETCS OCBAaUBATh CaMOCTOATENIbHO. HauHHUTE C TEM XOPOIIO BaM U3BECTHBIX U 3aKPENUTE UX C
MOMOIIbI0 KOHCIIEKTa M y4eOHHWKa. 3aTeM ITOMOJIHUTE CBOW TEOPETHYECKUH Oara’k HOBBIMHU
3HAHUSIMH, 00513aTEILHO BOCIIOJB30BABIINCH PEKOMEHIOBAHHOH JINTEPATYPOH.

° [IpaBWiIbHO MCHOJIB3YHTE KOHCYJbTAIIMU, KOTOPbIE MPOBOIUT MPENoAaBaTEellb.
[IpuxomuTe Ha HUX C 3apaHee MPOPabOTAaHHBIMH CAMOCTOSATEIHLHO BOIpocaMu. Bel Moxere
MOJYYUTh Pa3bSICHEHHE IO MTOBOJY CIOKHBIX, HE JJO KOHIIA ITOHATBIX TEM, HO HE paCCUUTHIBANTE
BO BpeMs KOHCYJIbTAIIMU HAa MCUEPITBIBAIOIILYIO HH(OPMAITUH IO COJIEP KaHHMIO BCETO Kypca.



