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PaGouas nporpaMma sSBJISETCS COCTABHOI YacThi0 OCHOBHOM npodeccHoHaNbHOI
obpasoBaTeabHOIl IPOrpaMMBl H IIPOXOINT PelieH3HpOBaHHe CO CTOPOHBI paboToaarteneit
B COCTaBe OCHOBHOI npodeccHoHanbHoil obpasoBaTenbHoil nporpammel. PaGouas
IporpaMMa aKTyaTH3HpYeTCs H KOPPeKTHPYETCH eKero/IHo.

ApTop: Ilerpymxo E.H. Paouaa nporpaMMa JHCHHITHHBI «/J0KyYMeHTAllHOHHOE
ofecmedeHHe YIOpPaBJIeHHA H 3IeKTPOHHBIH JoKymMeHTooGopoT»: — Kopones MO:
«TexHoI0rHYecKHH YHHBEPCHTET», 2023.

PemeHsedT: K. T.H., JOII2HT Hedenses B B.

Pabo4as nporpaMMa cocrabjiieHa B COOTBETCTBHH ¢ TpeboBaHHAMH (eiepaibHOrO
rocyjapcTeeHHoro  o0pa3oBaTelbHOr0  CTaHjapra  BbiclIero  oOpa3oBaHHA IO
HalpasieHHo noAroroBkH Oakanaspos 38.03.04 «['ocynapcrBeHHoe H MyHHIHIIANBHOE
ynpasjienHe» H Y4yeODHOro IUlaHa, YTBep#JeHHOro YYeHbIM cOBeToM YHHBepcHTeTa.
IIporokon Ne9 ot «1 1» anpens 2023 roja.

Padiouasn nporpamma paccMoTpena M ojodpena na 3acenannn kadenpsi:

3asenyrommii Becgnoecknit M.A1 Becenoscrmii M. A
katenpoii (PHO, npodeccap—13.1., npodeccop
yueHas CTeneHs, st
3BAHHE, NOANMHCE) - /
TOR yIeepmen 2023 2024 2025 2026
(nepeyTBEpHACHHA)
Homep u nata Me8or
NpOTOKRONA 27.03.2023
sacefanmd kadenpe

PaGouan nporpamma corsiacosana:

PykosoanTtens OIOI BO ZM_ K.2.H., gouent T.B. Illyrosa

PabGouas nporpamma pexomenjiopana na saceianun YMC:

Ilon yreepaaenns
(MepeyTBepaeHN) 2023 2024 2025 2026
Homep u gata Nae5or
HPOTOKOIA 3ace1anis 11.04.2023
YMC




IlepeyeHb MUIaHUPYEMBbIX Pe3yJIbTATOB 00y4eHH MO AMCLHMILINHE,
COOTHECEHHBIX € INIAHMPYeMbIMH pe3yiabTaTamu ocBoenuss OIIOII

Ienbro U3ydeHns TUCIMUILINHBI SIBIISETCH:

- (opMUpOBaHUE Y CTYAEHTOB IPEJICTABICHUE O CTPYKType M IMpaBUIIax
oopmiieHus Ciy)keOHBIX JOKYMEHTOB;

- ¢bopMupoBaHHE HaBBIKOB pPa0OThI C JOKYMEHTaMH M CIYXeOHOMH
JNOKYMEHTalUEN;

- dbopMupOBaHHE TOHSATHH O CHUCTEeMaxX CIy>XKEOHOW JIOKyMEHTalluH,
OpraHu3aliy JOKYMEHTHOTO YIIPaBJIEHUS U JACJIONPONU3BOJICTBA;

- (opMHUpOBaHHE CIIOCOOHOCTU HCIIOJI30BATh HOPMATUBHO IIPaBOBbBIE
JIOKYMEHTBI B CBOEH ACATEIBHOCTH;

- (dbopMHpOBaHUE CHOCOOHOCTH HAaXOAUTh PEIICHHS B HECTaHAAPTHBIX
CUTyalUsIX.

B mpomecce oOyueHuss oOywaromuiics MNpUOOpPeTaeT MW COBEPIICHCTBYET
CJIEYIOIINE KOMIIETCHITUU:

O6menpogdeccnoHanbHble KOMIIETEHIIHN:

OIIK-5 — cmocobeH wucnonb3oBaTh B NPOo(ECcCHOHATBLHON NEATeTbHOCTH
MH(POPMAIIMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTUH, roCy/1apCTBEHHbIE U
MYHHUIIUTIAJbHBIE ~ WH(QOPMAIIMOHHBIE  CHUCTEMBI;  NPUMEHATH  TEXHOJIOTUU
AIIEKTPOHHOTO MIPaBUTEIHCTBA u MPEIOCTABICHUS rOCy/1apCTBEHHBIX
(MyHULIMITAJIBHBIX ) YCIIYT;

OIIK-8 — cmocoGeH TmMOHMUMATh MPHUHIMIBI  pabOTHI  COBPEMEHHBIX

WHOOPMAITMOHHBIX TEXHOJIOTMH W HWCIOJB30BaTh MX JUIS pEIICHWS 3a7ad
npo¢eCCUOHATIBHON JIEATEIIbHOCTH.

IIpodeccuonanbHbIE KOMIIETEHIIMHA

IIK-7 — cnocoOeH MCIoap30BaTh B CBOSH IMPaKTHUECKON mMpodeccnoHaabHOM
JEATEIIBHOCTH COBPEMEHHBIC HWH(OPMAIIMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJOTHUH
JUIs TIOBBIIIeHUsS 3((EKTUBHOCTH M KadecTBa JEATECIBHOCTH TOCYJAapCTBEHHBIX M
MYHUIIUITATBHBIX OPraHU3aIluf.

OCHOBHBIMH 3agjavdaMi JUCHUITIIIMHBI ABJIAIOTCA:

1. OBJIJICHNE TEOPETUYECKUMH 3HAHUSMHU JIETIONPOU3BOJICTBA;

2. O3HAKOMJIEHUE C  OTEUYECTBEHHbIM U  3apyO€XHBIM  OIBITOM
JEJONPOU3BOJCTBA;

3. O3HAKOMJICHUE C OpraHu3aluend JOKyMEHTO00OpOoTa, cucTeMarh3anuen
JIOKYMEHTOB, HOMEHKJIATYPOU JUIsl O(POPMIIEHUS U XpaHEHUS;

4, O3HAKOMJIEHHUE C OpraHu3anueil padboThl ¢ JOKYMEHTaMH, COIEePKAIUMU
KOH(UICHIIMATLHBIE CBEICHUS;

S. npuoOpeTeHne CTyJA€HTaMU TMPAKTUYECKUX HAaBBIKOB IOJATOTOBKHU
JIOKYMEHTOB.



IToka3aTens OCBOCHUS KOMIICTCHI WA OTPAXKAIOT CIICAYIOIINC NMHAUKATOPHIL:

TpynoBbie neficTBUA:

— IPUMEHSET TEXHOJIOTHH AJIEKTPOHHOTO NIPaBUTEIHCTBA U
MIPEIOCTABIICHUS TOCYJAPCTBCHHBIX (MYHHIIUITATBHBIX) YCIIYT;

— IPUMEHSET COBpEMEHHBIC MHPOPMAITMOHHBIC TEXHOJIOTHH IS PEIICHUS
3ana4 mpodecCuOHaTBHOU IeATeTLHOCTH;

— NPUMEHSECT I[H(PPOBbIC TEXHOJOTHMH C IEJIBI0  OCYIICCTBIICHUS
BHYTPHOPTaHU3AIIMOHHBIX U MEKBEIOMCTBEHHBIX KOMMYHHUKAITUH B chepe

— myOIMYHOTO yIpaBIcHUS, a TaKKe KOMMYHHKAITHH C
HETOCYJITapPCTBCHHBIMH ~MHCTHTYTaMH, CPEJICTBAMH MAacCOBOW HWH(OpPMAMK H
IpaKIaHAMH.

Heo0xoaumblie ymMeHus:

- CIOCOOEH MCHOJIb30BaTh MPH pEUIeHWH Npo(ecCHOHAIbHBIX 3a/1a4
COBPEMEHHBIE MH(POPMaAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH,
rOCy/1apCTBEHHbIE U MyHUIUNAIbHBIE HH()OPMALIMOHHBIE CUCTEMBI;

- YMEET UCII0JIb30BATh COBPEMEHHBIE NH()OPMALIMOHHBIE TEXHOIOTHH IS
(GOpMHpOBaHUS CTPATETMYECKUX IUIAHOB W MPOrpaMM Ha TIOCYJIapCTBEHHOM U
MYHHUIUNATBHOM YPOBHSIX YIIPABJICHHS.

- UCIIOJIB3YyeT MH(OPMALMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTUU, a
TAaK)K€ TOCYAapCTBEHHbIE M MYHHUUUIAJIbHbIE HWH()POPMALMOHHBIE CHUCTEMBI B
npo(hecCHOHATBHON JEATENIBHOCTH TPHU  pealu3alui MyOJudHbIX (QyHKUMHA i
noBbIIICHUS () PEKTUBHOCTH U KaU€CTBA CBOEH J1€ATEIbHOCTH.

Heo0xoaumbie 3HaAHMA:

- 3HaeT COBPEMEHHbIE UH(POPMAILIMOHHO-KOMMYHHUKAIIMOHHbBIE TEXHOJIOTUN
roCyAapCTBEHHbIE U MyHUIUNIATIbHbIE HH()OPMAIIMOHHBIE CUCTEMBI;

— 3HA€T OCHOBHBIE MPUHIUIBI pabOThl COBPEMEHHBIX MH(MOPMALIMOHHBIX
TEXHOJIOTUI B MPOPECCUOHATBHON NeATEIbHOCTH;

— 3HA€T CYIIHOCTh M OCOOCHHOCTH TPUMEHEHHS WH(POPMAIMOHHO-
KOMMYHUKALIMOHHBIX TEXHOJIOTHMA B JAEATEJBHOCTH OpraHU3aluid, B TOM YHCIIE
roCyJapCTBEHHBIX U MYHULIMIATbHBIX OPraHU3ALIHIA.

1. Mecto nucuuniunbl (MoayJs) B ctpykrype OITIOITI BO

HuctuminzHa «JlokyMeHTaunoHHOe o0ecreueHre yrpaBaeHUsl U JIEKTPOHHBIH
JIOKYMEHTOOOOPOT» OTHOCHUTCS K 00s3aTeibHOM YacTh OJioka «JlucuurinHbDy
OCHOBHOW  mpodeccuoHaabHON  00pa3oBaTeIbHON  MPOrpaMMbl  MOJATOTOBKH
OakanaBpoB 1o HampaBieHuio 38.03.04 «['ocymapcTBeHHOE W MYHHUIIMIAIBHOE
YIPABICHUE.

W3ydyenne AUCUMIUIMHBI Oa3UpyeTcsi Ha paHee MOJIYYEHHBIX 3HAHUAX I10
aucuuIuiMHaM «Pyccknuil A3bIK M KyJlbTypa peum», «/lenoBble KOMMyHUKALUW» M



dbopmupyembIxX B miporiecce ux uzydenus komnerennmii: YK-3, YK-4, YK-5, OIIK-7,
[1K-5, TIK-7.

ConepxaHue JUCIHUIUIMHBL HANpaBieHO Ha (QOPMUPOBAHUE TMOHATHA O
CUCTEMaX CIIYKEOHOW JTOKyMEHTAaIlMW, OpraHU3alli JOKYMEHTHOIO YIpaBJICHHUS U
JIEIOMPOU3BOCTBA, (POPMUPOBAHNE HABBIKOB PAOOTHI C JOKYMEHTAMH U CIY>KEOHOM
JOKyMEHTalMel, B  TOM  4YHCJI€ TPU  KCHOJB30BAHUM  DJIEKTPOHHOTO
JIOKyMEHTO000pOTa.

3HaHUA W KOMIETEHUHH, TOJYYEHHbIE TMPU OCBOCHUU JUCIUILUIMHBI
«/loxkymeHTanmoHHOe 0OeCTICUeHNE YITPABICHUS 1 AJICKTPOHHBIN JOKYMEHTO000POT»
ABJSIIOTCSL  0a30BBIMU  JUISl  M3Y4YEHUS MOCIAEAYIONUX JUCHUIUIMH:  «OCHOBBI
YOpPaBICHUSI TIEPCOHAIOMY», «YTPaBICHHE NPOCKTaMW» U JPyTHE, MPOXOXKICHUS
MIPAKTUKY W HAIMMCAHKS BBITYCKHOW KBAaTU(UKAITMOHHON PabOTHI.



3. O0beM AMCUMIJIMHBI M BUABI Y4e0HOil padoThI

O6HIaH TPYAOCMKOCTb OCBOCHHA IUCHUIINIMHBI COCTABJIACT 3 3ayeTHBIC

enuHuIpl, 108 gacos.

Taoauma 1
Buabl 3ansTuii Bcero Cemectp | Cemectp | Cemectp | CemecTp
4acoB 4
OO0mas Tpy10eMKOCTh 108 108
OYHAS ®OPMA OBYYEHUSA
AyAUTOpPHBIE 3aHATHS 32 32
Jlexrum (JI) 16 16
[Tpaktuueckue 3ansatus (I113) 16 16
JlaGoparopHsbie pabots! (JIP) - -
IIpakTrueckas mOAroTOBKa + +
CamocrositesibHas padora 76 76
Kypcosbie paGoTbi - -
(mpoeKTHI)
PacyerHo-rpapuueckue - -
padoThI
KonTpoabsHasi padora + +
Texyumii KOHTPOJIb 3HAHU I Tecr +
Buj uTOroBOro KOHTpOJIA 3auer +

OYHO-3A0YHASA ®OPMA OBYYEHUA

AyIHMTOPHBbIC 3AaHATHS 20 20
Jlexuuu (JI) 8 8

[IpaxTnueckue 3anstus (I113) 12 12
JIaGoparopHsbie padoTs! (JIP) - -

[IpakTrueckas mOAroToBKa + +
CamocrosiTesabHasi padora 88 88
KypcoBbie paGoTsI - -

(IpoeKTHI)

PacyerHo-rpapuueckue - -

padoThI

KonTtpoabnas padora +

Bujx ntoroBoro KoHTpoOIsA 3auer +




4. Conep:kanue TUCIATITHHBI (MOTYJIsA)

4.1. TeMbl JUCHUILIMHBLI M BUABI 3AHATHI

HaumenoBanue tem | Jlekyuu, |Ilpakmuueckue| 3anamusn e |Ilpakmuueckaa| Kon

yac. 3aHAmuUA, |UHMEPAKMUBHO| HOO20MOBKA, |KOMIIeTeH
uac i hopme, uac uac. umii

Tema 1. Beeoenue:

OCHOBHbIE MEPMUHbL U OIIK-5

onpeeneis. 21 211 2/1 : OITK-8

Dyukyuu 0oKymenma. K-7

Knaccugpukayus

0OKYMEHM08.

Tema 2.

3axkonooamenvnaa u OIIK-5

HopmMamueno- 2/1 2/1 2/1 - OIIK-8

Memoouyeckaa  0asza [K-7

denonpouszeoocmed.

Tema 3. Oghopmnenue OIIK-5

" cocmasnenue | an 212 212 212 OIIK-8

ynpaenenuecKux K7

O00OKYMEHM 08

Tema 4. Ocobennocmu

cocmaenenus u

opopmnenusn OITK-5

OpeAHU3ARUONNO 2/1 2/2 2/2 2/2 OI1K-8

pacnopaoumenvHovix u K-7

uHghopmayuonno-

CHPAGOUHBIX

O0OKYMEHM08.

Tema 5. Texnonozuu

padomul c OIIK-5

EXOOAUUML, 21 21 2/1 212 OITK-8

ucxooamumu u K-7

6HYMPEHHUMU

O0OKyMEeHmamu.

Tema 6. Texywee OIIK-5

XpaneHnue 2/1 2/1 2/1 - OIIK-8

00KYMEHm08. IK-7

Tema 7. Iloozomoexa OIIK-5

oen K  apxueHomy 2/1 2/1 2/1 - OIIK-8

XpaHenuio. ITK-7

Tema 8. Cucmema OIIK-5

INEKMPOHHO20 2/1 2/3 4/3 - OIIK-8

00Kymenmoobopoma. ITK-7

Hroro: 16/8 16/12 18/12 6/6




4.2. Conep:xkaHue TeM TUCHMUIINHBI

Tema 1. Beeodenue: ocnoenvie mepmunvt u onpedenenus. @DyHKyuu
ookymenma. Knaccugpukayua ooxymenmoe.

TepMmuHoNOTHA, KCMIONBb3yeMasi MpU padoTe C JOKYMEHTAMH.

[IpoucxoxaeHne u SBOTIONUS TOHIATHS «IOKYMEeHT». [IoHATHE <«IOKYMEHT» B
rocyaapcTBeHHoOM craHjapte. WMH@opManmoHHasi CYIIHOCTh JOKYMEHTa U €ro
HEIMOCPECTBEHHAS CBSI3b C MAaTEPHUATILHBIM HOCUTEJIEM.

JlokyMeHTbI ouinanbHble (CIy>KeOHbIE), TUYHbIC (IEPCOHABHBIC) U JIMYHOTO
MPOUCXOXKJICHUS. JIOKYMEHTBl pYKONHUCHBIE U M3TOTOBIICHHBIE C IMOMOIIBIO
TEXHUYECKUX CPENICTB. « DNEKTPOHHOE» IOKYMEHTHUPOBAHUE.

[ToHATHS «TOKYMEHTHUPOBAHUE», «CPEACTBA JOKYMEHTHUPOBAHHUS, «CIOCOOBI
JTOKyMEHTUpOBaHus». JlokyMeHTHUpoBaHHas uWHMOpManMs U €€  CBOMCTBA.
Opuanueckass cuna — OCHOBHOE CBOMCTBO JOKyMeHTa. OpUTHHAIBHOCTD,
MOJTMHHOCTh ¥ KOMUIHOCTh IOKYMEHTOB. DJIEKTPOHHBIA JOKYyMEHTOOOOPOT.

Knaccudukanus 10KkyMeHTOB MO Pa3IudHbIM MTPU3HAKAM.

Tema 2. 3akonooamenvHaa u HOpMaAmMueHo-memoouueckas 0aza
0enonpou3eoocmaea.

OcHOBHBIE ~ 3aKOHOJATENbHBIE W  HOPMATHBHO-METOJUYECKHE  aKTHI,
npuUMEHsieMble B Jejonpou3BojcTBe. [loHATHEe «cucTeMa» JOKYMEHTAIIHH.
['ocymapcTBenHble, (DYHKIIMOHAIBHBIE, OTPACICBBIE CHUCTEMBI JOKYMCHTAIIHH.
CucremMa OpraHu3alMOHHO-PACIIOPSAINTENIBHON JTOKYMEHTaluuu. [ ocyaapCTBEHHAs
CHUCTEMa JOKYMEHTAIIMOHHOTO 00eCIIeUeHHs yIIPaBICHHSI.

Knaccudukanuss JOKyMEHTOB MO BHUAAM JeSITeNbHOCTH. OOIEepoCCUCKUit
KJIacCU(UKATOP YIPABICHUECKON JOKYMEHTAIIUH.

YHudukamus u craHgapTH3anus JTOKYMEHTOB. YHHQUKAIUI KaK CPEICTBO
COBEPIIIEHCTBOBAHMSI JIOKYMEHTOB. [IprMeHEeHHe CTaHIapTOB B JIETOMPOU3BOJICTBE.
["'ocynapcTBeHHBIEC CTaHIAPTH HA YHU(DUIIMPOBAHHBIE CHCTEMBI JJOKYMEHTAIIUH.

Tema 3. Ogpopmnenue u cocmagenue ynpaesieHueckux 00OKymMeHmos.

TpebGoBanus npeabsBisieMbie K O1aHkaM gokyMmeHTOB (biank mokymeHnTa, ero
3HAUCHHUE W MCMOJb30BaHKEe. Bupl OJ1aHKOB: OOIIMIA, 1711 TMCbMA, JIJIs KOHKPETHOTO
BUJIa JOKYMEHTa, JOKHOCTHOM OnaHk. CocTaB pEKBU3UTOB M IMpaBWiIa UX
opopmiieHus: Ha OnaHkax. Vcmonb3zoBanue repOa, smMOieMbl B OJIaHKE JTIOKYMEHTA.
TpeboBaHUs K XpaHEHUIO U UCTIOJb30BAHUIO T€POOBHIX OJIAHKOB.)

CtpykTypa JOKyMEHTA. OCHOBHBIC W JOMOJHUTEIBHBIC PEKBH3UTHI
JTOKyMeHTa. MakcumaiabHbli Ha0op pekBU3UTOB. CrocoObl  PaCIOIOKEHUS
pekBu3uTOB. Habop OCHOBHBIX pEKBU3UTOB Ha OJaHKaX TrOCYAapCTBEHHBIX U
KOMMeEpUECKUX npeanpustuii. Hymepanus muctos.

Tema 4. Ocobennocmu cocmaenenus u 0QopmieHus oOpzaHu3ayuUOHHO-
PAaAcnopaOuUmenbHvIX U UHPOPMAUUOHHO-CRPABOUHBIX OOKYMEHM08.



Opranu3anmoHHble JOKYMEHTHl W uX BuIbl. OOnacth mpumenenus. Coctas
PEKBU3UTOB, TOPSIOK MOJITOTOBKH, COTJIACOBAHUS, TOJIMUCAHUS U YTBEPKICHUS.
[IpaBuna BCTYyIIICHUS B CUITy U CPOKU JEHCTBUSA

PacniopsiautenbHple  JOKyMEHTHI M uX  Buiel.  Kiaccudukarms
pacClopsIIUTENbHBIX JOKYMEHTOB B COOTBETCTBUM C IOJHOMOYHMSIMH OpraHOB
VOpPABJICHUS W KOMIIETEHIIMEH JOJDKHOCTHBIX Jull. Pa3nuuuss B MNOJATOTOBKE,
OoQOpMJIECHUM M CPOKax HCIOJHEHUS JOKYMEHTOB. (OCOOCHHOCTH W3JIOKEHUS U
cTpykTrypa Tekcta. Cramuu TOArOTOBKH. TpeOoBaHWs K TEKCTy TpHKa3a.
CoriacoBaHue 1 MOPSIOK O3HAKOMIICHHSI C HUM.

NudopmanmoHHO-clIpaBOYHBIC JTOKYMEHTBI M WX BHABL. 3HAYCHHE DJTOU
TPyNnbl  JIOKYMEHTOB JUIsi PEIICHUS OINEpPAaTUBHBIX BOMPOCOB HM  OOMeEHa
nHpopmarmeii. OCOOEHHOCTH TIOATOTOBKM ©  Oo(OopMIICHHS HH(POPMAIMOHHO-
CIIPAaBOYHBIX JOKYMEHTOB. 3asiBICHUs, UH(POPMAIMOHHbIE CHpaBKu. [[okimagHbie U
oOBsicHUTENBHBIC 3anucku. OcoOeHHOoCTH oopmieHus akToB. Ciry:keOHbIE TUChMA U
obnacte ux mnpuMeHeHusa. CTpPyKTypa TeKCTa CIYXEOHOro IHCbMa, BHUIOBOE
MHOTOOOpa3ue JeJd0BOM Tepenuckd. VHuIumaTuBHBIE U OTBETHBIE MHCHMA.
Hcnonb30BaHuE 3IEKTPOHHON MOYTHI.

Tema 5. Texnonozuu pabomot ¢ 6xo00aWUMU, UCXOOAUWUMU U 6HYMPEHHUMU
00KyMeHmamu.

Cnyx0b1  nenonpon3BoACcTBa. JIOKyMEHTOOOOPOT M XapaKTepUCTHKA €ro
MapaMeTPoB.

Peructpanus 10KyMeHTOB. 3HaU€HUE PETUCTPALMU M MPUHSATHIE CIOCOOBI €€
ocyllecTBieHusl. TexHonoruss paboTel ¢ KypHaimamu peructpauuu. CocrtaB
PEKBU3UTOB  PETHCTPAIMOHHOM  KAPTOYKM B  KOMIBIOTEPHOW  MpOrpaMMe.
OCOOEHHOCTH PETUCTpPAllMM BXOJSIINX, UCXOISIIUX U BHYTPEHHHX JOKYMEHTOB.
[TpuHIMIBI OpraHu3alui HH(HOPMAIIMOHHO-CIIPABOYHON pabOTHI B OpTraHU3aIIHH.

KoHTponp wucCHOTHEHHS AOKYMEHTOB. 3HAYEHHWE KOHTPOJS HCIOJHEHHUS.
KoHTpois kak ocHOBHasi (YHKIUS YNpaBieHUs. BHUIBI KOHTPOJIS: KOHTPOJb IO
CYIIECTBY PpELICHUs BOIpPOCa W CPOKOBBIM KOHTpOJib. OmnepaTuBHbIA U
NPEeAYNPEAUTEIbHBIN KOHTPOJIb. [lOpSI0K MOCTAHOBKM HA KOHTPOJIb M CHSTHS C
KOHTPOJIL.

[Topsimok mpoxo’kIeHusi JOKYMEHTOB B opranuzamnuu. [Ipuem, oO6paboTka u
pacripeielieHue MoCTynarwIux A0KyMeHTOB. [IpaBuia paboTel ¢ OTHpaBiIsSEeMbIMU U
BHYTPEHHUMHU  JOKyMeHTaMu. (CpeacrBa  OpIrTEXHHMKH,  NPUMEHSIEMOM B
JIEIIONTPOU3BOJICTBE.

Tema 6. Tekyuiee xpanenue 00KymeHmos.

Homenkmarypa pen. Ilonstue HOMeHKnatypel naei. HomeHkiatypa kak
KJIaCCU(DUKAITMOHHBINA CTIPABOYHUK. 3HAYEHHE HOMEHKJIATYPBI JEJ JIJIsl OTIEPATUBHOTO
XpaHEHHs TOKYMEHTOB U JUIA MX MPeIapXuBHON 00paboTKu. Buabpl HOMEHKIATYpHI
nen. Orambl pa3zpabotku CuctemaTu3anvs JOKYMEHTOB B Jena. Poib mepedHs
JIOKYMEHTOB C YKa3aHHEM CPOKOB XPAaHEHHUSI B COCTABJICHUM HOMEHKIATYPHI €Il



3aronoBku B HOMeHKJaType. OdopmieHue, corjiacoBaHue, MOANUCAHUE U
yYTBEPKJIEHHE HOMEHKIIATyphl Ael. [Topsnok nepecmoTpa.

dopMUpOBaHUE U XpPaHEHUE JIETI.

['pynnupoBanue NOKyMEHTOB B jena. TpeOoBaHusA, MpeAbSIBISEMbIE K
obnoxxkam nien. [lopsiiok BbljauM JOKYMEHTOB U JieJl BO BPEMEHHOE MOJIb30BAHHUE.
ObecnieueHre COXpPaHHOCTU JOKYMEHTOB.

Tema 7. Iloozomoeka den K apxXueHomy XpaHeHuio.

DKcnepTu3a UEHHOCTH JOKYMEHTOB. [loHsTure, 3a1aun sxcreptusbl. OCHOBHBIE
npuHIUOBL. [TOpsIOK YHUUYTOKEHHS TOKYMEHTOB C MCTEKIIMMHU CPOKAMHU XPaHEHUS.
3amaun W (QyHKIMH SKCHEpTHBIX Komuccuid. [lopsmoxk HMX co3gaHus, COCTaB,
NEPUOINYHOCTD POBEAECHUS 3aCEIaHUN.

CocraBnenue onuced Jnen. OcHOBHbIE TNpaBwiIa pabOTbl M 3aqaud
BEJIOMCTBEHHBIX apxXWBOB. OmnHCh JTOKyYMEHTOB M €€ HasHadeHue. Omnucu Ha
JIOKYMEHTBI IIOCTOSIHHOTO M JOJITOBPEMEHHOTO CPOKOB XPaHEHHSI.

Tema 8. Cucmema rnekmponnozo 0oxkymenmooovopoma (C3/0)

Cucrema 37eKTpoOHHOTO JAO0KyMeHTooOopoTa (CO]I), a1MeKTpOHHBINA TOKYMEHT,
AJIEKTPOHHBI  JIOKYMEHTOOOOPOT, OCHOBHbIE mpuHUMIIBI /[, perucrtpauus
JOKYMEHTOB B cucteMe D/], peructpaiiioHHO-KOHTPOJIbHBIE (DOPMBI,

VYrpaBiaeHue KOpHOpaTUBHBIMU  MH(pOpMAMOHHBIMU pecypcamu ECM
(Enterprise =~ Content =~ Management),  HH()pOPMAUMOHHO-KOMMYHHKAIIMOHHBIE
TEXHOJOTHH, TOCYAAPCTBEHHbIE W MYHHIIMIAIbHBIE WH()OPMAIIMOHHBIE CHCTEMBI,
TEXHOJOTHH JJIEKTPOHHOTO MPABUTEIHCTBA M MPEIOCTABICHUS TOCYIAapPCTBEHHBIX
(MyHULIMTAJIBHBIX) YCAYT; WH(MOPMALMOHHBIE TEXHOJOTUH B MPOPECCHOHATBHOU
JeSITEIbHOCTH TOCY/IaPCTBEHHBIX M MYHHUITUITATLHBIX OPTaHU3AIINA .

5. Ilepeyennb yueOHO-MeTOAMYECKOT0 00ecTeYeHus 1JIsl CAMOCTOATEILHOI
padoThI MO AUCHHUIINHE (MOTYJII0)

1. «Meroauueckue ykazaHus Ui OOydYaromuxcsi IO  OCBOCHHIO
TUCITUTUTHBI (MOJTYIIS)».

6. (I)OHII OLECHOYHBIX CPEACTB AJIA NMPOBCACHUA HpOMe)KyTO‘IHOﬁ arTrecranmmn
oﬁyqamumxm o JTMCIHMIIJIMHE

CrpykTypa (hoHIa OIIEHOYHBIX CPENCTB npuBeaeHa B [Ipunoxenun 1.

7. IlepeyeHb OCHOBHOI U JONOJTHUTEIbHOMH Y4eOHOM JTUTEPATYPBHI,
HEe00X0AMMOM 1J151 0CBOCHUS AMCUUIIIMHBI

OcHoBHas auTEpaTypa:

1. beikoBa, T. A. JlokymMeHTauMOHHOE OOeCHeueHue YIpaBJICHUs
(memompou3BoOJICTBO) : YueOHOoe mocobue. — 2 ; mepepad. u gom. - Mocksa : OO0

10



«Hayuno-m3narensckuit  nentp HWMH®O®PA-M», 2020. — 304 c¢. — URL:
http://znanium.com/go.php?id=1078152.
2. I'pubkos, JI. H. TexHoioruum -HIEKTPOHHOTO JIOKYMEHTOOOOpOTa

[DnekTpoHHBIN pecypc] : yuebHoe nocodue / I'pudkos /. H., Kansuos A. B. — Open :
OI'MHUK, 2021. — 105 c. — URL.: https://e.lanbook.com/book/261932.

JlomoJIHUTeIbHAS JINTepaTypa:

1. ApacnanoBa, B. A. JlokymMeHTallMOHHOE OOECIEYEHUE YIPABICHUSA:
yueOHO-TIpaKTHUECKOoe Mocodue B cxemax, Tabmumax, oopasiuax : yuebHoe mocodue /
B.A. ApacnanoBa. — 2-¢ u3a., gom. u nepepad. — Mocksa|bepmun : Jlupext-Menua,

2020. — 265 C. : WIL., Ta0I. - URL.:
http://biblioclub.ru/index.php?page=book&id=578394.
2. [lerymko, H. E. JlokymeHTaumoHHOE€ OO€CIEYEeHUE YHIPABICHUS

[DnexTponnslit pecype] / Ilerymko H. E. — Munck : BI'YKH, 2020. — 165 ¢. — URL:
https://e.lanbook.com/book/176019.

3. JlankoBa, A. I. JlokymMeHTallMOHHOE oOO€ecCleueHne YIpPaBICHUS
nepconanom : npaktukym / A. I'. JlankoBa. — JlokyMeHTallMOHHOE OOECTeUeHHE
yIpaBJICHUS TIEPCOHATIOM ; Bech Cpok oXpaHbl aBTOPCKOTO mpaBa. — OMck : OMckuit

roCyJapCTBeHHBIA TexHuueckuii yHuBepcuter, 2020. — 54 c¢. — URL:
https://www.iprbookshop.ru/115470.html.
4, Tronenea, T.A. JloKyMEHTallMOHHOE OOECIIEUEHUE YIIPABICHUS

YuaeOHo-mMeTonndyeckoe nocodbue / Tronenea T.A. — Mocksa : Pycaitnc, 2022. — 100
c. — URL.: https://www.book.ru/book/943348.

S. CumonoBa, A. B. Pa3zpaboTka cuctem 3JeKTpOHHOTO T0KYMEHT0000poTa
[DnexkTpoHHBIN pecypc] : ydeOHO-MeTtoauueckoe mocobue / CumonoBa A. B.,
PribnukoB A. K. — MockBa : PTY MMHUPDA, 2023. — 72 c¢. -URL:
https://e.lanbook.com/book/331556.

8. Ilepeyenn pecypcoB HH(POPMALMOHHO-TEJTEKOMMYHUKAIUOHHOM ceTH
«/HTEpHEeT», HEOOXOAUMBIX [IJISI OCBOCHHS TUCIHUIINHBI (MOLYJIs1)

HNuTepHET-pecypcshl:

1. http://biblioclub.ru/ - DBnekrponHo-6ubOAKOTEUHas cuctema IbC
VYHuBepcuterckas OubIMOTeKa OHIaH

2. http://www.znanium.com/ - 3DnekTponHO-OMOMMOTEeYHas cuctema DBC
ZNANIUM.COM

3. http://lwww.rucont.ru/ - DnekrpoHHO-OMOHMOTeuHass cucrema ObC
Hauunonanbusiii uudpoBoii pecypc PykoHT.

4. https://biblio-online.ru - O6pa3oBarenbHas miatpopma FOpaiit

5. www.consultant.ru - KoncynpranT [Tiroc

9. MeToan4yeckne yKasaHHuA I 00y4arOIMXCH M0 OCBOCHUIO
AMCHUIIMHBI (MOAYJIs1)
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https://e.lanbook.com/book/261932
https://e.lanbook.com/book/176019
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http://www.rucont.ru/
https://biblio-online.ru/
http://www.consultant.ru/

Meronnueckue ykazaHusi IJis OOydYarOMMXCS 1O OCBOCHHWIO JUCIMIUIAHBI
(Momyns) nmpuBeneHsl B [Ipunoskennn 2 k HacTosiell paboueii mporpamme.

10. ITepeyenb nHPOPMAIUMOHHBIX TEXHOJIOT Ui, HCIIOJIb3yeMBbIX NIPH
OCYyIIECTBJIEHMH 00Pa30BATEJIbHOI0 MPOIECCa MO JUCHUIINHE (MOTYJIIO)

IMepeuyensnporpammuoroodecnedenusi: Microsoft Office Power Point,
Microsoft Office Word, Microsoft Office Excel.

HNudopmManuoHHbIE CIPABOYHbIE CUCTEMbI:

1. Inexkmponnsie pecypcot 00pazosamenvbHoil cpedvl YHueepcumeme:
— www.biblioclub.ru

- WWw.rucont.ru

— znanium.com

- e.lanbook.com

2. Hugpopmayuonno-cnpasounvie cucmemol:

— https://www.consultant.ru/ — CIIPaBOYHO-TIPABOBAS cucTema
«Koncynsrantlirocy.

— https://www.garant.ru/ — nadopmarnroHHO-TIpaBoBOM HopTal ['apaHT.py.

Pecypcbl uHGOpMaLIMOHHO-00pa30BaTEILHOM Cpebl Y HUBEPCUTETA:

PaGouass  mporpamma,  Mmertoguyeckoe ~— oOecreueHue MO  Kypcy
«loxymeHTanmoHHoe oOecrieueHue yIpaBiICHUS u AJIEKTPOHHBIN
JIOKyMEHTOO0OPOTY.

11. Onucanue MaTepHaIbHO-TEXHUYECKOH 0a3bl, He00XOAUMON IJIsA
OCyILIeCTBJICHHSI 00Pa30BaTEILHOI0 MPOLECCa MO JUCHHUILUIMHE (MOAYJII0)

Jlekyuonnuvie 3anamus’
— ayJIUTOpHS, OCHAILCHHAS IPE3CHTAIIMOHHON TEXHUKOHN (TTPOEKTOP, SIKpaH);
— KOMIUICKT JICKTPOHHBIX MPE3CHTAIINM / CTIaiI0B.

Ilpakmuueckue 3anamus:

— ayauTOpus, OCHAlIEHHAs MYJIbTUMEIUNUHBIMU CpEACTBAMHU (IIPOEKTOP,
9KpaH, TMEpPCOHAIbHBIA  KOMIBIOTEp),  JIEMOHCTPAILMOHHBIMU  MaTepuajlaMu
(HarasgHBIMU TIOCOOUSIMMU).
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http://www.biblioclub.ru/
http://www.rucont.ru/
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Ipuioxenue 1

@oH/1 OLIEHOYHBIX CPECTB /IJI5 MPOoBeIeHHusI POMEKYTOUHOM aTTecTallu
00y4aoIuxXcs Mno JUCHUUIJINHE (MOXYJIIO)

HHCTUTYT IIPOEKTHOI' O MEHE/I’ZKMEHTA
H WH’KEHEPHOI'O BU3HECA
KA®E/IPA YIIPABJIEHUA

®OHJI OHEHOYHBIX CPEJCTB JJISI MPOBEJEHUS
MPOMEKYTOYHOM ATTECTALIMM OBYYAIOLUXCS 11O
TV CHUILIAHE
«TOKYMEHTALIIMOHHOE OBECHEYEHME YIIPABJEHUS 1
YJIEKTPOHHBIN JOKYMEHTOOBOPOT»

HanpaBaenue moaroroBkm: 38.03.04 T'ocymapcTBEHHOE U MYHMIIMIIAIBHOE
yIpaBJ€HUE

IMpodpuan: 'ocynapcTBeHHas 1 MyHUITUTIATBHAS CITyk0a

YpoBeHnb BbiclIero oopa3oBanusi: 6akajgaBpuaT

®opma 00y4YeHHUsA: OUYHAsL, OYHO-3a0YHAS

Koposes
2023
13



1. IlepeyeHb KOMIIETEHUMH C YKa3aHHEM 3TANOB MX (pOpMHUPOBAHUA B Ipolecce
OCBOCHHS 00pa30BaTeIbHOH IPOrPaMMbIl

B pe3syabTaTte u3yueHusi pa3jesia JMCHUILTHHBI,

Paszex obecneunBaoero popMupoBanue KOMIETEHIHH
HNHpexce Conep:xanue AMCIIATUTAHEL, (1M ee YacTH), 00Y4UAIOIIMIiCS JOJKEH:
Ne obecrneyuBaroLl 2 :
o/n | KOMIE- | KOMIIeTeHUHH i
TeHUuM | (MM ee YacTH) Heo0xonumble | Heo0xonumbie | TpynoBsbie
(popmuposanue 5
KOMIIETeHIHHN 3HAHUSA yMeHHsI neficTBUs
1 | OIIK-5 | crmocoben 1-8 3HaeT Crocoben [Ipumenser
HCTIONB30BaTh B COBpPEMEHHBIE HCTOJIb30BaTh TEXHOJIOTHH
PO ECCHOHATTEHO WH()OPMAITMOHHO | TIPH AJIIEKTPOHHOT
W 1eATeIbHOCTH - pelieHuu 0
WHPOPMALTUOHHO- KOMMYHHKALIMOH |MPO(EeCcCHOHAbH | IPaBUTENbCT
KOMMYHUKAIIUOHH HBbIC TCXHOJIOTHHN | bl Ba n
bIC TEXHOJIOTHH, TOCYJapCTBEHHBI |X 3a/1a4 MPeOCTaBIe
rOCYJapCTBEHHBIE e COBpEMEHHbBIE HUS
A MyHULIUTIAJIbHBIE 51 UH(POPMAITMOHHO | TOCYapCTBE
WH(POPMAITUOHHBIC MYHUIIMIIATBHBIC |- HHBIX
CHCTEMBI; WHPOPMAITUOHHBI | KOMMYHUKAIMOH | (MyHHUIIUIIATb
MNPpUMCHATH € HBIC TCXHOJIOT'UH, HI)IX)
TEXHOJIOTUH CUCTEMBI. TOCYJapCTBEHHBI | YCIYT.
3JIEKTPOHHOTO eu
IMpaBUTCIILCTBA U MYHUIUIIAJIBHBIC
MIpeI0CTaBIEHUS UHQOPMAITUOHHBI
rOCYJapCTBEHHBIX e
(MyHUIUTTATIBHBIX ) CUCTEMBI
yCIayT
2 | OIIK-8 | cnocoben 1-8 3HaeT OCHOBHBIE | YMeEET IIpumensier
MOHUMATh TIPHUHIHIIBI HCTIOJIb30BaTh COBPEMEHHBI
TIPUHIINTIBI paboThl COBpEMEHHbBIE e
paboTsI COBpPEMEHHBIX WHPOPMAIIMOHH | WHPOPMALIO
COBPEMEHHBIX WHPOPMALMOHH | ble HHBIC
I/IH(l)OpMaHI/IOHHLIX BIX TEXHOJIOTHM | TEXHOJIOTHU JJIsA TEXHOJIOI'nnu
TEXHOJOTUI 1 B dbopMupoBanus | s
HCTIOJIb30BaTh UX npoeCCUOHANb | CTPATErMYECKUX | PEIICHUS
JUTSL pEIICHUSI HO TUTAHOB W | 3ajma4
3aja4 i eI TENHbHOCTH | TIPOrpamMM npodeccuona
npodeccuoHaIbHO Ha JILHOM
i IeATeNLHOCTH TOCYJIAPCTBEHHO | JESITEIBHOCT
MU u
MYHUIIUIIAJIBHO
M
YPOBHSX
YIIPaBICHU
3 | [K-7 | cnocoben 1-8 3HaeT cymHocTh | Mcnonb3yer [Mpumensier
UCTIONB30BaTh B u WHPOPMALIMOHH | UU(POBBIE
CBOEH 0COOEHHOCTH o- TEXHOJIOTHH C
HpaKTH‘-IeCKOﬁ NIPUMCHCHUSA KOMMYHHUKAIUO CJIBIO
npo¢ecCuOHANBHO WHGOPMALMOHH | HHBIE OCYILECTBIICH
i IeATeNbHOCTH o- TEXHOJIOTHH, a | uf
COBpPEMEHHBIE KOMMYHUKAIMO | TaKXKe BHYTPUOPIaH
nHPOPMALIUOHHO- HHBIX TOCYIJapCTBEHH | H3allMOHHBIX
KOMMYHHKaIXOHH TEXHOJIOTHH B bl U u
bI€ TCXHOJIOTUN ACATCIIBHOCTU MYHUIIUIIAJIBHBI MEXBCIOMCT
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JUTSL TIOBBIIIICHUS
3¢ (HEeKTUBHOCTH U
KadyecTBa
JCSITENIBHOCTH
rOCYJapCTBEHHBIX
Y MYHHITUTIATTBHBIX
OpraHu3anuit

OpraHu3aluii, B
TOM YHCIIe
roCy/IapCTBEHH
BIX u
MYHHIIATIATHHBI
X

OpraHu3aluit

e
WH()OPMAITHOHH
131

CHCTEMBI B
podeCCHOHAITH
HOI
JeSTEIbHOCTH
npu
peanuzanuu
MyOJINYHBIX
GYHKIMIA 115
MTOBBIIIICHAS

3¢ pekTHBHOCTH
u

KauecTBa CBOEH
JIeSITEeIIbHOCTH

BEHHBIX
KOMMYHHKAI
Ui B

chepe
TyOJIMYHOTO
yTIpaBJICHUS,
a TaKkxke
KOMMYHHKAI
uu ¢
HErocynapcT
BEHHBIM

u
WHCTUTYTaMA
:

CpencTBaMHU
MaccoBOU
uHQOpMaIUH
u
rpakIaHaMu
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2. Onucanue noka3arteJieil U KpUTepreB OLEHUBAHUA KOMIIETEHINIA Ha
Pa3JIMYHbIX 3Tanax ux GopMHUpPOBaHMs, ONIMCAHHME IIKAJ OLICHUBAHUSA

Koo Hncmpymenmeot, Ilokazamens Kpumepuu ouenusanusn
KomMnemeHyuu oyenusaruue OUeHUBAHUA KOoMnemenyuu Ha pa3nuidHblx
chopmuposannocmso KomnemeHnyuu Imanax popmuposanusn u
KOMHnemeHyuu WIKA1bl OYCHUBAHUS

OIIK-5 Hoknao ¢ ¢hopme | A) noanocmoto | Ilpoeooumca yCmHo c

OIIK-8 npezenmauuil chopmuposana UCRONb306AHUEM

IIK-7 (Komnemenuus MYTbMUMEOUTIHBIX CUCmEM, a
0C80€HA HA B8bICOKOM | mAKce ¢  UCNOIb306AHUEM
yposue) — 5 o6annoe mexXHu4ecKux cpeocmae

b) yacmuuno | Bpems, omeeodeHHoe Ha

chopmuposana: npoyedypy — 10-15 mumn.

o KomnemeHyus

oceoena na | Kpumepuu ouenku:

nPOOGUHYHLOM 1. Coomeemcmeue

yposne — 4 6anna; npeoCcmasieHHoll npe3eHmayuu

° Komnemenyus | 3aA6/1€HHOU  meMmamuke (1

oceoena na 6azoeom | Oann).

ypogHe_3 oanna; 2. Kauecmeo ucmounukoeé u ux

B) He cd)opmupogaua Koniuuecmeéo npu noozomoeke

(komnemenyua ___ne | 00K1a0a u paspabomke

cthopmuposana) — 2 u | npezenmayuu (1 6ann).

Mmenee 0annioe 3. Bnaoenue umngpopmauueii u
cnocoonocmy omeeuamsv Ha
eéonpocwl ayoumopuu (1 6ann).
4. Kauecmeo camou
npeocmaesieHHoll npeenmayuu
(1 6ann).

5. Opuzunanvnocms nooxooa u
ececmoponnee packpvimue
eviopannon  memamuku (1
oann).
Hesexa — 0 6annoe.
Maxcumanwvhaa cymma 6annos
- 5 6annoe.
Pezynomameot OUEHOUHOIL
npoyeodypvl  npPeoCcmasnAloOmcs
odyuarowumca 6 CpOK He
nosonee 1 mHedenu  nocne
npoeeoenus npoueoypvol — 01
mexywiezo Koumpona. Ouenka
npocmaenaemcs 6
971IEKMPOHHBLIL JHCYPHAL.

OIIK-5 Peghepam A) noanocmoto | Ilpoeooumca 6 nucomennoul

OIIK-8 (konmpoavuasn chopmuposana dopme

IIK-7 paboma) (Komnemenuusn Kpumepuu oyenku:

0C60€Ha HA B8bICOKOM
yposue) — 5 bannoes

1.Coomeemcmeue cooeprcanus
pegpepama 3a36/1€HHOU
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b) YacmuuHo
chopmuposana:

° KOMNemeHuus
oceoena Ha
nPOOBUHYHIOM
yposue — 4 oanna;

° KoMnemeHuyus
oceoeHa Ha 0aA3080M
ypoeue — 3 oanna;

B) ne cipopmuposana
(komnemenyus___ ne
cpopmuposana) — 2 u
MeHee 0annoe

memamuxe (1 6ann).

2. Kauecmeo ucmounuxoe u ux
KOlu4ecmeo npu noo2omoeke
paoomut (1 6ann).

3. Bnaoenue unghopmayuein u
cnocoonocmy omeeuamsv Ha
eonpocwl ayoumopuu (1 6ann).
4. Kauecmeo camou
npeocmaenennou paoomor (1
oann).

5. Opuzunanvnocms nooxooa u
eécecmoponHee Packpvimue
eviopannou  memamuxu (1
oann).

Maxcumanvhaa cymma 6annog
- 5 6annoe.

Pezynomamut OUEHOUHOIL
npoueoypvl  npeoCcCmagaAOmcsa
odyuarowumca 6 CpPOK He
nozonee 1 Hedenu nocne
npoeeoeHus npoueoypvl — 0.
meKywezo Koumpona. Ouenka
npocmaenaemcs 6
I1eKMPOHHBLIL HCYPHAIL.

OIIK-5
OIIK-8
IIK-7

TECT

A) nOJIHOCMbBIO
chopmuposana
(KomnemeHuus
0C60€HA HA B8bICOKOM
yposne) —  90%
npAGUILHBIX
omeemoes

b) yacmuuno
chopmuposana:

. KomMnemeHyus
oceoena Ha
HPOOGUHYNLOM
ypoeHe - 70%
npAGUILHBIX
omeemoes;

. KomMnemeHyus

oceoena na 0a306oMm
yposne — om 51%
nPABUILHBIX
omeemoes;

B) ne cgpopmuposana
(komnemenyusn___ne
chopmuposana) -
MeHee 50%
npaAsUILHBIX
omeemoes

Ilposéooumca 6 nucomenHoU
dopme

Kpumepuu ouyenxu:
1.Coomeemcmeue
cooepicanus KOHMPOIbHOUL
padomuol 3a:6/1CHHOU
memamucke (1 6ann).
2.Kauecmeo ucmounuxkog u ux
Koiuuecmeo npu noo2omoske
paoomut (1 6ann).

3.Bnaoenue ungpopmayueii u
cnocoonocmes omeeuamsv Ha
eéonpocwl ayoumopuu (1 d6ann).
4.Kauecmeo camoii
npeocmagnennoii pabomwr (1
oann).

5.0puzunanvnocms nooxooa u
eécecmoponnee packpwimue
eviopannon  memamuku (1
oann).

Maxcumanvnas cymma 6annoe
- 5 6annoe.
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3. TunoBble KOHTPOJILHbIE 32/IaHNSI WM HHbI€ MATEPUAJIbI, HEOOX0AUMbIE IS
OlleHKH 3HAHWI, yMEeHHUI1, HABBIKOB U (WJIH) ONbITA AeATEJIbHOCTH,
XapakTepu3yIMX 3Tanbl ((OPMUPOBAHNS KOMIIETEHIIHII B Npolecce 0CBOCHHS
o0pa3oBaTeyibHOI MPOrPaMMBbI

Temamuxa 00K1a006 8 npe3eHmayuoHHoU hopme:
VYHuuduxkanus, crangaptuzanus u Tpagaperusanus J0KyMEHTOB.
JIoKyMeHTHpOBaHUE TPYAOBBIX IPABOOTHOLIECHHM.
Homenknarypa aen. @opmupoBaHue U XpaHEHHUE JIE.
Hcnonp3oBanue NHPOPMAITMOHHBIX TEXHOJIIOTHIA B JICIIONPOU3BOCTBE.
Opranu3zanus TeKyIero XxpaHeHus TOKyMEHTOB.
XpaHeHne JOKYMEHTOB B 3JIEKTPOHHOM (opme.
TpeOoBaHUs K TEKCTY IOKYMEHTA.
JlenoBasi KOPPECHOHACHIUS B COBPEMEHHBIX YCIOBHUSX.
Krnaccudukanus neinoBbx nucem.
0. Crpykrypa eJ0BOr0 MUChMa U €r0 PEKBU3UTHI.
1. SI3bIK ¥ CTUIIb AETTOBOW KOPPECIOHICHIUH.
2.  CayxeOHbIl pe4eBOM ITUKET B I€JIOBOM ITUChME.
13.  MexayHapoHOE J1eJI0BOE MUCHMO.
14. TumnoBbie ¢Gpa3bl U BBIpAKEHUSA, HEOOXOAMMBIC IPU COCTABJICHUU
nuchMa 3apyOeKHOMY MapTHEPY.
15.  OOuue npuHIMIBI OpraHu3alui JOKYMEHTO000poTa.
16. OcHOBHBIE 3TAIbI TEXHOJOTUHU PAOOTHI C JOKYMEHTaMHU.
17. TloaroroBka Jei K apXMBHOMY XpaHEHHUIO.
18. KoHTposb 3a UCTIOIHEHNEM JOKYMEHTOB.
19.  OcHoBHBIE JOKYMEHTHI YIIPaBICHUS OpTaHU3aAIUEH.
20. TIIpaBuia xpaHeHUs yNPaBICHYECKON JOKYMEHTAIIUH.
21. JlokyMeHTalus U TOKyMEHTOOOOpOT B OaHKaX.
22. Y4eTHbIE PETUCTPHI B OyXTadTepCKOM yUeTe.
23. KoHTpomb 32 UCTIOTHEHUE TOKYMEHTOB.
24. Tlopsnok paboThl ¢ KOHPUACHIIMAIBHBIMU JOKYMEHTAMHU.
25. VYuaubuuupoBaHHas  CHUCTEMa  OPTaHU3AIMOHHO-PACTIOPSIUTEIHHON
JIOKyMEHTAITUH.
Temamuka pepepamos:
. PEKBU3HUTHI TOKYMEHTOB 1 OOIIHE MpaBuiia UX 0(OPMIICHHS.
. TpeboBaHus K TEKCTY TOKYMEHTOB.
. PaciopsiiutensHbIe JOKYMEHTHI.
. Opranu3aioHHbIe TOKYMEHTHI.
. lHpopMaImoHHO-CTIpaBOYHbIC JOKYMEHTHI.
. Opranuzanus ciryk0bl JOKYMEHTAIITMOHHOTO 00ECTICUCHUSI OPTaHU3aIUH.
. [lonroroBka en K apXMBHOMY XPaHEHHIO.
. [lpunanve OpUINIECKON CHUIIBI PA3TMYHBIM BUIaM JOKYMEHTOB.
. OcOOeHHOCTH MOATOTOBKH U 0(OPMIICHHSI OTAEIBHBIX BUIOB JOKYMEHTOB.
10. OOmme NPUHIKIIEI OPTaHU3aAIUN JOKYMEHTO000pOTa.

PR BPBOOoNoOOA~WNE
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11. OcHOBHBbIE 3Tanbl TEXHOJIOTHH PAOOTHI C JOKYMEHTAMH.

12. IlepBonavasibHasi 00pabOTKA IOKYMEHTOB B YUPEKICHUH.

13. TexHonorus paccCMOTPEHUS JOKYMEHTOB B YUPEK]ICHUU.

14. Peructpauusi TOKYMEHTOB KakK TMpOIECC CO3/JaHHMsl OaHKa MaHHBIX O
JIOKyMEHTaX OpraHu3aiiu, €€ OCHOBHBIE (POPMBI.

15. HudopmaimonHo-cripaBoyHas padoTa Mo JOKYMEHTaM yUPexKICHUS.

16. KoHTpomb 3a UCIIOTHEHUEM IOKYMEHTOB.

17. Opranusanusi OTIIPaBKU JOKYMEHTOB.

18. OcHoBHBIE TpeOOBaHHMS K OpraHM3aIMM XPAaHEHUS HCIIOJHEHHBIX
JTOKYMEHTOB.

19. Buabl HOMEHKIATYPHI JE.

20. Tlopsmok coctaBiaeHus, OQOPMICHUS, YTBEPKACHUS U MPUMEHEHUS
HOMEHKJIATYPHI JIe]1.

21. [lpaBuna XxpaHeHHUs yIPaBICHUYECKOU JTOKYMEHTAI[UU

22. DKcnepTu3a IIEHHOCTH JI0OKyMEHTOB.

23. Cpoku XpaHEHHS JOKYMEHTOB.

24. ApXUBHOE XpaHEHHUE JIOKYMEHTOB.

25. Buubl apXuBOB.

4. MeToauyeckne MaTepuaJibl, onpeaessiloliye Npoueaypbl OeHNuBAHUS
3HAHNH, YMEHHUI1, HABLIKOB U (WJIH) ONBITA AeATEIbHOCTH, XaPAKTEPU3Y I X
Tanbl POPMUPOBAHUA KOMIIETEH NI

@opMOM  KOHTPOJS 3HAHWW 10 JUCUHUIUIMHE  «/lOKyMeHTalMOHHOe
o0ecnevyeHre yNpPaBJIeHUSI U IEKTPOHHBIN JOKYMEHTO00OPOT» SIBIAIOTCA JIBE
TEKyIIHE aTTEeCTAllMM B BHUJIE TECTOB M OJHA MPOMEKYTOUHAs arTecTanus B BUIE
IK3aMeHa B YCTHOU (popme.
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- omnvromepn |Pezynemamul Kpumepuu oyenku
Hpoandum OIIK-5 |20 K P K]
yemanogye OIIK-8 |sonpocos|oe mecmupoean |Onpeoeniomcs
HHble IIK-7 mecmupoeanu |us npPoOYEeHMHbIM
~
316’“¢’”K0M N e; epems, nPedoCmas |COOMHOUWEHUEM.
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oopasosa § OomeeoenHoe |AIomcs 6 He sagka -0
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s —0045 npoeedenusn |51% npasunvnvix
g MUHym npoueoypel |0omeemos.
& Xopowio — om 70%
NPAGUILHBIX OMEEM08.
Omauuno — om 90%
NPAGUILHBIX OMEEM08.
- omnvromepn |Pezynomamul Kpumepuu oyenku
Hpoandum OIIK-5 |20 K P K]
yemanogne OIIK-8 |sonpocosg|oe mecmupoean |0npeoeniomcs
HHble IIK-7 mecmuposanu \us nPOUEHMHBIM
[
316’“4’”’<0M o e; epems, nPedoCmasn |COOMHOUWEHUEM.
m
oopazoea 3 omeedeHHoe |AMCcA 8 He agka -0
ebH020 3 5 ) Vo
npoyecca g Ha npoyedypy |0eHs 0671€MEOPUMENLHO — OM
s —0045 npoeedenusn |51% npasunvnvix
g MUHym npoueoypel |0omeemos.
& Xopowio —om 70%
NPAGUILHBIX OMEEM 08.
Omauuno — om 90%
NPAGUILHBIX OMEEM08.
g]’:‘f‘:”zzzr 3auem |OIIK-5 |I éonpoc |3auem Pezynomamut | «3aumeno»n: cmasumcs
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nozpewnocmu u

HemoYHocmu npu omeeme.
«He 3aumeno» cmaeumcs

cmyoenmam, KOomopbwie
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npu omeeme:
- 00Hapyycugaiom
3HauumenvHvle NPodenvl 6
3HAHUAX OCHOBHO20
npoZpPamMMHO20
mamepuana;

- oonyckarom

6 omeeme Ha 60npocol
IK3AMEHAUUOHHO020

ounema;

HEe3HaHue

obacmu ynpaenenus.

*Umozoeoe Hauucienue 0anl08 NO OUCYUNIUHE OCYWECMEIAEMC 8 COOMBEMCMBUU C
PazpabomanHoll u 6HeOPeHHOU OANIbHO-PEUMUHC080U CUCEMOU KOHMPOJISL U OYEHUBAHUS YPOBHSL
3HAHUL U 6HEYUeOHOU CO3UOAMEeNbHOU AKMUBHOCIU 00YYaAOWUXCHL.

Ilpumepvl mecmogwvix 3a0anuii:

TECT 1

1. Kak HazbiBaeTcs mpoliecc IBUKEHHUS JOKYMEHTOB B OpraHU3alluu C
MOMEHTA WX CO3JIaHUS WM MOJTyYEHUS JI0 3aBEPIICHUS X UCTIOTHEHUS U Iepeaadu B
apxuB?

(!) ToxyMeHTOO0O0pOT

(?) moKyMeHTUPOBaHHE

(?) noKyMeHTOBEICHUE

(?) nemonpou3BOICTBO

2. Kako#t 3akoH peryaupyeT OTHOIIEHUS B 00JIACTH WCITOJIB30BAHUS
AJIEKTPOHHBIX TIOJIITUCEH MPU COBEPIICHUH TPAKIAHCKO-TIPABOBBIX CIICTIOK, OKA3aHHUH
TOCY/IapCTBCHHBIX W MYHHUIIUIAIBHBIX YCIYT, HWCIOJHEHUH TOCYIapCTBCHHBIX U
MYHHIIMIIAIbHBIX  (YHKIUH, TPH COBEPIICHHH WHBIX IOPHINYCCKH 3HAUYMMBIX
JEUCTBUN

(?) Denepanbubiii 3akoH oT 22.10.2004 Ne 125-03 «O06 apxuBHOM Jeiie B
Poccuiickon @enepanmm»

(1) ®enepanbhblii 3akoH 0T 06.04.2011 Ne 63-D3 «O0 31eKTPOHHOMN TOIITUCHY

(?) denmepanbhbiii 3akoH oT 27.07.2006 Ne 149-03 «O6 wunHbopMaruw,
UH(OOPMAITMOHHBIX TEXHOJIOTHSAX M O 3aIIUTe HHHOPMAITTI

(?) Denepanbhbiii 3akoH oT 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JTAHHBIX)»

3. UYro sBIIETCS 1aTOM TOKyMEHTa?

(?) mara ero coctaBJcHHS

(1) nara ero moanucaHus UM YTBEPIKICHUSI

(?) naTa ero oTnpaBiacHHS

4, Kak Ha3piBaeTcs KOMIUIGKCHAash HayKa O JOKYMEHTE M JIOKYMEHTHO-
KOMMYHUKAIITMOHHON NIEATEIbHOCTH, W3Yy4aloliasi B UCTOPUYECKOM, COBPEMEHHOM H
MPOTHOCTHYECKOM TIIaHaX MPOIECCHl CO3JJaHusl, PACIPOCTPAHEHUS U UCIIOJIH30BAHUS
JIOKYMEHTHBIX UCTOUHUKOB MH(GOPMALIMH B OOIIECTBE

(!) moxyMeHTOBEeAEHUE

(?) nenonpoun3BOACTBO
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(?) mOKyMEHTUpOBaHUE

5. Kakas ¢opma nmenompom3BOJCTBa XapaKTEPU3YeTCs TEM, UYTO BCE
orepanuu 1mo 00paboTKe JOKYMEHTOB COCPEAOTAYMBAIOTCS B €IUHOM JUUISI BCETO
YUPEKJICHUS LIEHTPE — KaHIICJISIPUM, OOIIIEM OT/IEJIC UIIU Yy CEKpeTaps?

(?) neuentpanuzoBanHas (hopma JAEIOMPOU3BOACTBA

(?) cmemanHas gopma J1eTOIPOU3BOICTBA

(!) menTpanm3oBaHHas hopma IEeTOMPOU3BOJICTBA

6. Kak Ha3pIBaeTCS KOMIUJICKC B3aMMOCBSI3aHHBIX TOKYMEHTOB, CO3/IaHHBIX
10 €IMHBIM TIpaBHJIaM U TPeOOBaHUAM, COJEPKAIINX WH(OPMAIINIO, HEOOXOAUMYIO
JUTs YIIpaBJICHUS B OTIpeIeTICHHOM cepe nesTenbHOCTH?

(!) yaudumpoBaHHas cucTeMa JOKYMEHTAIUU

(?) nokymMeHTOO0OPOT

(?) BUI JOKyMEHTA

7. Kak  Ha3piBaeTcs  OTpacib  JEATCIBHOCTH  OOCCIEUMBAaIOIIAs
JTOKYMEHTHUPOBAHKE W OPTaHU3AINIO PAOOTHI ¢ OUIIHATEHBEIMU TOKYMEHTAMHA?

(!) moKxyMeHTaImOHHOE 00ECIICUCHHE YIIPABICHUS

(?) mOKyMEHTOBEICHHE

(?) TOKyMEHTUpPOBaHHE

8. Kakas ¢opma pgenompous3BoACcTBa MpEANosaraeT paccperoTOUCHHUs
JIETIOTIPON3BOCTBEHHBIX OIEpaliii  MEXIy CTPYKTYPHBIMH ITOApa3AeICHUSIMH
YApEeXKACHUS, TIPH STOM B KaXKJOM U3 HUX BBITIOJHSACTCS OTHOCHUTEIHHO OJTHOPOTHBIHA
HaOOp JEIONMPOU3BOICTBEHHBIX ONepaIuii?

(!) meuentpanuzoBaHHas opma JEJIOMPON3BOICTBA

(?) cMerranHas popma JeIONPOU3BOICTBA

(?) uentpanuzoBanHas (popma JeI0NPOU3BOICTBA

Q. Kakue momns momkeH MMeTh JOKYMEHT, OOpMIICHHBIN Kak Ha OJjaHKe,
Tak u 0e3 Hero?

(1) 20 mm - teBoe; 10 MM - paBoe; 20 MM - BepxHee; 20 MM - HU)KHEE

(?) 10 mm - eBoe; 10 mm - ipaBoe; 10 MM - BepxHee; 10 MM — HIDKHEe

(?) 30 mm - teBoe; 10 MM - ipaBoe; 30 MM - BepxHee; 30 MM — HH)KHEE

(?)10 mm - neBoe; 20 MM - mpaBoe; 10 MM - BepxHee; 10 MM — HIDKHEE

10. Kakume BapuaHTBl OJAaHKOB CYIIECTBYIOT B 3aBUCUMOCTH  OT
PaCIIOJIOKEHUSI PEKBU3UTOB?

(?) oO1mMii ¥ MPOIOABHBIN

(1) yrinoBo#i u mpo10bHBIN

(?) oOmMii U KOHKPETHOTO BHUJIa JOKYMEHTA

11.  Kak npocTaBisitoT HOMEpa CTPaHUIl Ha IOKYMEHTax?

(?) mocepenuHe HIXKHETO TOJIS JTUCTA

(?) Mo yCMOTpPEHHUIO JIUIIA, COCTABJISIONIETO JOKYMEHT

(!) mocepenuHe BEpXHETO MOJIS JIUCTA

12. Tlo xakoMy KOy MPOCTABJISIOT KOJ (hOPMBI JOKYMEHTA

(1) OKY I

(?) OKIIO

(?) OI'PH

13. Kakoil 3akoH peryaupyer OTHOIICHHs, CBsA3aHHbIE C 0OOpabOTKOMU
MEPCOHANBHBIX JIAaHHBIX, OCYIIECTBIIEMONW OpraHaMy TOCYJapCTBEHHOW BIIACTH,
MYHHUITUTIATBHBIMA OpPTaHAMH, FOPUINYCCKUMH JIHIAMU U (U3UIECKUMHU JTUIAMU C
WCITOJIb30BAaHUEM CPEJICTB aBTOMATH3AIUU

(?) ®enepanbubiii 3akoH OT 06.04.2011 No 63-D3 «O6 21EKTPOHHOMN MOAMUCHY
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(1) Denepanbhbiii 3akoH ot 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JaHHBIX»

(?) Denpepanbubiii 3akoH 0T 27.07.2006 Ne 149-®3 «0O6 wundopmarmu,
MH(POPMAILIMOHHBIX TEXHOJIOTHIX U O 3alUTe UHPOPMALIUID)

(7)Denepanpapiii 3ak0H OT 22.10.2004 No 125-®3 «O06 apxuBHOM Jeie B
Poccniickon @enepanum»

14. Ot 4ero 3aBUCUT KOHKPETHBI HAOOp HEOOXOAMMBIX PEKBHU3UTOB Ha
JTOKyMEHTE?

(?) or cmocob0a MOATOTOBKH JIOKYMEHTa, BhIOpaHHOrO (opmara Oymaru u
TEXHOJOTHH PabOThI C JOKYMEHTaMH, IPUHITON B OPraHU3alUN

(?) ot pelieHus aBTOpa JOKYMEHTA U OT KBAIU(PUKAIIMH UCIIOIHUTEIS

(!) oT BUga TOKyMeHTa, 3Tarna ero NoJAroTOBKU U pabOThl ¢ HUM

15. Kakue T1pu Buga OJIaHKOB YCTAaHOBJEHBI JJIS OpraHU3aIlUH, ¢
CTPYKTYPHOTO MOAPA3IEICHUS U JOHKHOCTHOTO Jua?

(!) oOwmit 6;1aHkK, OJaHK MUCbMa, OJTaHK KOHKPETHOTO BUJA JOKYMEHTA

(?) OnaHK BHYTpEHHM, BHEIIHUI U 7151 (PaKCOB

(?) 6rank U1t pacOPSAUTENBHBIX TOKYMEHTOB, JJISl IUCEM U Ui CIIPABOK

16. Kaxkoii 3ak0H peryimpyeT OTHOIICHHS B chepe OpraHu3aluy XpaHeHHUs,
KOMIUIEKTOBAaHUSA, Y4YeTa W WCIOJb30BAaHHUS JOKYMEHTOB ApXMBHOTO (oHIA
Poccuiickoii denepauuu U Jpyrux apXUBHBIX JOKYMEHTOB HE3aBHUCHUMO OT MX (OopM
COOCTBEHHOCTHU?

(?) ®enepanbubiii 3akoH OT 06.04.2011 No 63-D3 «O06 31EKTPOHHOMN TOATUCHY

(1) denepanbubiii 3akoH oT 22.10.2004 No 125-d3 «OO6 apXwBHOM Jeie B
Poccniickon @enepanum»

(?) ®enepanbubiii 3akoH OoT 27.07.2006 Ne 149-03 «OO0 wuHdopmanuwu,
MH(POPMAILIMOHHBIX TEXHOJIOTHUAX U O 3alUTe HHPOPMAIUID)

(?7) DenepanbHbii 3ak0oH oT 27.07.2006 Ne 152-®3 «O mnepcoHaIbHBIX
JTaHHBIX»

17. Ha xkakoMm JOKyMeHTE HE YyKa3blBaeTCsi peKkBU3HT «HammeHoBaHMe
JIOKyMEHTa»?

(1) mucemo

(?) copaBka

(?) mpukas

18. Brmimumcka U3 10KyMeHTa — 3T0?

(?) nyOnukar 10KyMeHTa

(1) xonust onpeaeIeHHON YacTH JOKYMEHTA

(?) onpeneneHHbIN BUA TOKYMEHTA

19. Kon npennpusitus no OKITO — 31o?

(?) xon opranmzanuu no PoccuiickoMy KiaccU(pUKATOPy MPOU3BOICTBEHHBIX
oTpaciien

(?) xom opranmzamuu no Poccuiickomy kinaccudukaTopy ynpaBiIeHUECKOH
JIOKYMEHTaIu!

(') xon opranmzamuu 1no PoccuiickoMy kiaccuukaTopy NpEeANpUATHA U
OopraHu3alun

20. Kon npeanpusarus no OKY /| —310?

(?) xon opranmzaruu mo PoccuiickoMy kiaccupuKaTopy MpOU3BOJICTBEHHBIX
oTpaciien

(!) xon opranuzauuu no PoccuiickoMy kiaccupuKaTopy yrpaBiIeHUYECKOM
JOKYMEHTalluu
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(?) kon opranuzanmu 1o PoccuiickoMy kinaccupukaTopy y4eTHBIX TOKYMEHTOB

21. Kakue popmbl OpraHu3anuu JeJIONPON3BOACTBA CYIIECTBYIOT?

(!) uenTpanuzoBaHHas, ACIIEHTPATN30BaHHAS, CMEIIaHHAs

(?) ueHTpasi30BaHHasl, ACIICHTPAIN30BAHHAS, €AUHAS

(?) ueHTpann3zoBaHHas, €AUHAs, CMEIIIaHHAs

22. Kaxkue 1oKyMeHTHI IIEpEeIat0TCs Cpa3y Ha pACCMOTPEHHE PYKOBOICTBA?

(?) Tu4HBIE TUCHMA COTPYIHUKOB

(') OKyMEHTBI, TOJyYEHHbIE W3 TMPABUTEIHCTBEHHBIX U BBIIIECTOSIINUX
OpraHoB

(?) omImOOYHO COCTaBIEHHBIE U BO3BPAILIEHHBIE JOKYMEHTHI

23. Kto ocymiectBisieT 00pabOTKy 1 OTIPaBKYy JIOKYMEHTOB?

(?) coTpyaHuK MOpa3ieIeHUs] JIMYHO

(?) nupexTop nenapramMeHTa

(!) coTpyIHHKHU CITy>KOBI JOKYMEHTAIITMOHHOTO 00eCTIeUeHUs

24. Perucrtpanusi TOKyMEeHTa — 3T0?

(') ¢ukcamms daxta co3maHUs WM TOCTYIUIEHUS JOKYMEHTa MyTeM
MIPOCTABJICHUS Ha HEM MHJEKCA C MOCIEAYIONIEH 3aTUChI0 HEOOXOIUMBIX CBEJICHHM O
JIOKyMEHTE B PETUCTPAITMOHHBIX (popMax

(?) mpotiecc npuemMa U nepeaadu Jo0KyMeHTa

(?) mporiecc MoaydeHus: U BHECEHUS U3MEHEHUH B JOKYMEHT

25.  KT0 ocymecTBiseT perucTpaiuio J0KyMEHTOB?

(?) coTpyaHUK MOApa3ieIeHUs JIMYHO

(?) nupexTop nenapramMeHTa

(!) coTpyIHHKHU CITy>KOBI JOKYMEHTAIITMOHHOTO 00eCTICUCHUS

Tunoegvie 6onpocwl, 6bIHOCUMbBIE HA IKIAMEH
1. Ponb  AOKyMEHTHpOBaHUST M  JOKYMEHTAllMOHHOTO oOOecreueHus
OpeINpUITUSL, CUCTEMA TIOKYMEHTUPOBAHMSI.
[TpenMeT 1 0OBEKT TOKYMEHTOBEACHMUS.
[TpenMeT 1 0OBEKT EIONPOU3BOICTBA.
YHudukanus 10KyMeHTOB.
JIOKyMEHT B CUCTEME YIIPABIICHUS.
[TpaBoBbI€ acTIeKThl JOKYMEHTHUPOBAHUSI.
["ocynapcTBeHHOE peryiMpoBaHue AeI0MPOU3BOACTBA.
OcHOBHBIE 337a41 J€I0NPOU3BOCTBA.
®opMbI OpraHu3aluu AeIO0MPOU3BOACTBA.
0. [IlonsTHE MTOKYMEHTHPOBAHUS.
1. Tlonsatue JOKyMEHTOOOOPOTA.
2. HopmaruBHas 6a3a 1e0npou3BO/ICTBA.
13. Knaccudukaropsr.
14. Enwunas rocygapCTBEHHasl CUCTEMa JIeJIONPOU3BOJICTBA.
15. TocynmapcTBeHHass  cuUCTeMa  JIOKyYMEHTAlMOHHOTO  oOecredeHus
yIpaBiIeHUS.
16. Knaccuduxarnus 10KyMEHTOB.
17. TloHsiTue peKBU3UTOB.
18. ®opmynsap TOKyMEHTa.
19. CocraB peKBU3UTOB JOKYMEHTOB.
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20.
21.

3HaKa

22,

TpeboBanust k oopmiIeHHIO Tepoa.

TpeGoBanust Kk ohOpPMIICHHIO AMOJIEMbl OpPraHU3alMU WM TOBAPHOTO

TpeGoBanuss Kk O(QOpPMICHUI0O HAMMEHOBAHUS  OpraHU3aIUU

CIIPpAaBOYHBIX JdHHBIX.

23.
24,
25.
26.
27,
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45,
46.
47.
48.
49.
50.
51,
52,
53.
54,
55.
56.

HUroroBoe HauucieHue OalIoB MO JUCIUIUIMHE OCYIIECTBISICTCS
COOTBETCTBUHM C pPa3pa0OTaHHOW M BHEAPEHHOW OaTbHO-PEHTHHTOBOW CHCTEMOU

Konpl B ToOKyMeHTax.

TpeboBanus k 0OPMIIEHUIO 1aThl JOKYMEHTA.

TpeboBanus k opopMIIeHHUIO aapecara.

TpeboBanust k ohopmieHuto rpuda yTBepKICHUs JOKYMEHTA.
TpeboBanust kK 0HOPMIIEHUIO TEKCTA JOKYMEHTA.

TpeboBanus Kk 0POPMIICHIIO OTMETKH O HATMINH TPUITIOKCHHUSL.

TpeboBanust kK 0HOPMIECHUIO TOITUCH.
TpeOoBanus kK OJJaHKaM TOKYMEHTOB.
Buibl 6;1aHKOB IOKYMEHTOB.
Opranu3anoHHbIE TOKYMEHTHI.

VYcras.

Ilonoxenue.

[IpaBuna.

NHcTpyKLms.

[IITaTHOE pacniucaHue.

PermameHr.

PacniopsinurenbHble JOKYMEHTHI.
Pemenue.

Pacnopsxenue.

VYkazanue.

[Ipukas.

ITocranoBieHuE.
NudopmarimoHHo-cripaBOYHbIC JJOKYMEHTHI.
JloknanHbie U O0BSCHUTEIBHBIC 3aTTUCKH.
IIucema.

Tenmerpammel.

AKTHI.

CnpaBku.

[IpOTOKOMIBL.

[ToHsATHE ¥ MPUHITUIIBEI OpraHU3aAMU JOKYMEHTOO0O0pOTA.

HpOXO}KJIeHI/IC " TOPAA0K UCITOJTHCHUSA BXOAAMIUX JOKYMCHTOB.

[TpoxoxkaeHne UCXOASIIIUX U BHYTPEHHUX JOKYMEHTOB.
Pabora ¢ kKoHpuAEHIIMATBHBIMU IOKYMEHTaMHU.
Pabota ¢ mucbmMaMu 1 00OpaIleHUSIMU TPaKIaH.

)51

B

KOHTPOJISL M OLICHUBAHMs YPOBHS 3HAHUM M BHEY4eOHOM CO3MAaTeIbHON aKTUBHOCTHU
oOyyJarommxcs.
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IIpunoxenue 2

MeToanuyecKkue yKa3aHusl AJ151 00yYAOIIMXCS 110 OCBOECHUIO U CIUIJINHBI
(MoayJin)

HHCTUTYT IIPOEKTHOI' O MEHE/I’ZKMEHTA
H WH’KEHEPHOI'O BU3HECA

KA®E/IPA YIIPABJIEHUA

METO/IMYECKUE YKA3AHUS JJISI OBYUAIOLUXCS 1O
OCBOEHMIO JTUCHUMIUHBI
«TOKYMEHTALIIMOHHOE OBECHEYEHME YIIPABJEHUS 1
YJIEKTPOHHBII JOKYMEHTOOBOPOT»

Hanpasiaenue mnoaroroBku: 38.03.04 TocymapcTBEHHOE W MYHUIMMIAIBLHOE
yIpaBJICHUE

IMpodpuan: 'ocynapcTBeHHas 1 MyHUITUTIATBHAS CITyk)0a

YpoBeHnb BbiclIero oopa3oBanusi: 6akajgaBpuaT

dopma 00y4eHHsi: OUHASI, OUYHO-3a0YHAS

Kopones
2023
26



1. OO01ue moJIoKeHus

He.]IblO N3Yy4CHUS TUCHHUIIIINHBI ABJISICTCA:

- dbopMHpOBaHUE y CTYACHTOB IMPEACTABICHUE O CTPYKTYpe U IpaBUiIax
oQopMIIEHUS CITYKEOHBIX JOKYMEHTOB;

- dbopMupoBaHHE HaBBIKOB pabOTBl C JOKYMEHTaMH M CIYXEOHOMH
JNOKYMEHTalUEN;

- dbopMupOBaHHE TOHSATHH O CHCTEeMax CIy>KEOHOW JIOKyMEHTalluH,
OpraHu3alliy JOKYMEHTHOTO YIIPaBJIEHUS U JACIIONPONU3BOJICTBA,

- q)OpMI/IpOBaHI/Ie CITOCOOHOCTH HCITOJIB30BaTh HOPMATHUBHO IIPABOBLIC
JAOKYMCHTEI B CcBOEH ACATCIbHOCTH,

- dbopMHpOBaHUE CTMOCOOHOCTH HAXOAWTh PEIICHHS B HECTaHIAPTHBIX
CUTYyalUsIX.

OCHOBHBIMH 3agavyaMu JUCIHHUIIIINHBI ABJIAOTCA:

1. OBJIaJICHUE TEOPETUUECKUMU 3HAHUSIMU JIEJIOTPOU3BOCTBA;

2. O3HAKOMJICHHE C  OTEUYECTBEHHBIM U  3apyOEKHBIM  OIBITOM
JIETIONPOU3BOJICTRA;

3. O3HAKOMJICHHE C OpraHu3alueld JOKyMEHTOOO0OpOoTa, cucTeMaru3aluei
JIOKyMEHTOB, HOMEHKJIATYPOU JIsl OPOPMIICHUS U XpaHEHUS;

4, O3HAKOMJICHUE C OpTraHu3aIuet paboThl ¢ JOKyMEHTaMH, COACPKAITUIMU
KOH(UICHIIUAJIbHBIC CBEICHUS;

S. NpUOOpPETEHUE CTYACHTAMH MPAKTUYECKUX HABBIKOB IOATOTOBKHU
JIOKYMEHTOB.

2. YKa3aHus MO MPOBeAEHUI0 MPAKTUYECKUX (CEMUHAPCKHUX) 3aHATHI

IIpakTnueckoe 3ansitue 1.

Bun npakTrueckoro 3aHATUS: IpaKTHYecKas paboTa B rpyInax.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHM: TPYIIIOBAS TUCKYCCHUS.

Tema u cogep:kaHume NPAKTHYECKOro 3aHATHS: BBeaeHue: OCHOBHBbIE
TePpMUHBI U onpeaeieHuss. Pynkuuu 1okymenra. Kitaccupuxkanusi 10KyMeHTOB.

[loHsiTEe NENONMPOM3BOACTBA, JTOKYMEHTHUPOBAHHE, OpraHu3auus padoThl C
JOKyMEHTaMH, I0OKyMEHTO000pOT, UHPopManus, JoOKyMeHT. [lepeuncinuth GyHKIIMU
nokymeHTa. Krnaccudukanuss JOKYMEHTOB 1O OOIIMM BompocaM, Mo (GyHKUIUIM
VIOPABJICHMS, TIO MECTY COCTaBJI€HHUSA, IO COAEepKaHuiO U Gopme, N0 BULIY
odopmIIeHHS, TIO Cpe/IcTBaM (PUKCALIUH.

[TponomkuTenbHOCTD 3aHsaTHs: 2/1 4.

IIpakTnyeckoe 3ansitue 2.

By npaktuueckoro 3aHATHS: MpaKTUYECKasi paboTa B rpymmax.

OO0pa3oBaTe/ibHbIE TEXHOJOTHU: TPYIITIOBAs JTUCKYCCHSI.

Tema u coaep:kaHue NPAKTHYECKOT0 3aHATHS: 3aKOHOAATEJbHA M
HOPMATHBHO-MeTouYecKasi 6a3a 1eJI0NPon3BOACTBA.
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Omnpenenenre HOPMATUBHO-METOANIECKON 0a3bl JAEIOMPOU3BOICTBA, CHUCTEMBI
JOKYMCHTAITUH, YHU(DHUKAIIMN, CTaH apTH3AIIHH.
[TpopomxkuTenbHOCTD 3ausaTHs: 2/1 u.

IIpakTHyeckoe 3ansTue 3.

Bun npakTrueckoro 3aHATUS: IPaKTHYECKas paboTa B rpyInax.

OO0pa3oBaTenbHbIC TEXHOJOIHMU: IPYIIIOBAs JUCKYCCHS.

Tema wu comepxanue mnpakTudeckoro 3anaTus: Odopmiaenne u
COCTaBJICHHE YIIPABJEHYECKUX IOKYMEHTOB.

[lonsiTue pexBu3uTa JokymeHta. llopsgok wu  mpaBmia  oQopmileHHUs
pekBU3UTOB. TpeOoBaHUs, MPEABABISIEMbIE K TEKCTY JTOKYMEHTOB. Y IPABICHUECKHUE
JIOKYMEHTBI, 0pOPMIICHHE U COCTaBIICHHE.

[TpoaomKUTETLHOCTD 3aHATHS: 2/2 4.

IIpakTHyeckass MOAroTOBKA coCTaBisgeT 2/2 vaca s CTYAEHTOB BceX (HopM
oOyuenus. B paMkax mpakTHYeCKOW MOJATOTOBKHU CTYACHTBHI MCIOJIb3Ys MaTepHaIbI
JNEUCTBYIOIETO  NpeAnpusTHs  (BbIOMpaeTcs  CTYJACHTOM  CaMOCTOSITEIBHO)
MIPUMEHSIIOT 3HAHUS O(DOPMIICHUS M COCTABJICHUS YIIPaBIEHYECKUX IOKYMEHTOB.

IIpakTHyeckoe 3ansiTue 4.

Bux npaktrdeckoro 3aHATHS: MpaKTUYeCcKas paboTa B TpyImax.

Oo0pa3zoBaTe/bHbIC TEXHOJIOTHM: TPYIIIOBAs TUCKYCCHS.

Tema u conepxkaHue NPaAKTHYECKOT0 3aHATHS: OCOOEHHOCTH COCTABIEHHS
u odopMiieHHsT OPraHU3ANMOHHO-PACTIOPSAUTEbHBIX U HHGOPMAIHOHHO-
CIIPABOYHBIX JOKYMEHTOB.

Bunbl opraHm3zannoHHBIX JOKyMeHTOB. OmpenencHue ycraBa. Bwuabl
pacnopsaaIuTeIbHBIX JOKyMeHTOB. OTipeiesieHue mpuKasa, IoCTaHOBJICHUS, yKa3aHHUs,
pacniopsbkeHus. Buabl uHOpMaImoHHO-CIIPAaBOYHBIX JOKYMEHTOB. OrmpeseneHue
MOHATHUSL CIPAaBKU U WX BHUIbL. [loHsATHME akTa, MOKJIAJAHOW 3alMCKH, TEJIeTpaMMBI,
CITY’K€OHOTO MHChMA.

[TpoaomKUTENLHOCTD 3aHATHS: 2/2 .

IMpakTHyeckasi MOAroTOBKA cocTaBiisieT 2/2 daca il CTYACHTOB BceX (HopM
oOyuenns. B paMkax ImpakTHYECKON MOATOTOBKH CTYACHTHI MCIOJIB3YS MaTepUabl
JNEUCTBYIONIETO  MpeAnpusTHS  (BBIOMpAETCS  CTYICHTOM  CaMOCTOSITEIIBHO)
MIPUMEHSIOT 3HAHUS OPOPMIICHUS U COCTABJICHHSI YITPABJICHYCCKUX IOKYMEHTOB.

IIpakTHueckoe 3ansTHE .

By npaktuueckoro 3aHATHS: MpaKTUYeCcKas paboTa B rpymmax.

OO0pa3oBaTe/ibHbIEe TEXHOJOTHU: TPYIITIOBAs JUCKYCCHSL.

Tema u cojep:kaHuMe NMPAKTHYECKOT0 3aHATHs: TexHojoruu padoThl ¢
BXOASIIIIMMHU, HCXOISIIIUMH ¥ BHYTPEHHUMH JTOKYMEHTAMH.

[TonsiTe MOKyMEHTOOOOpPOTa, OpraHM3allMd JOKyMeHTooOopoTta. [lenenue
JOKYMEHTAIlMU B YYPEKICHUU. OTambl ABMKCHHUS JIOKYMEHTOB. JIOKYMEHTHI,

NOJIeXKAIINe PErUCTPALIUH.
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[TponomxurensHOCTD 3aHaTus: 2/1 4.

IIpakTHyeckass MOAroTOBKA COCTABIACT 2/2 Yaca AJisl CTYACHTOB Bcex (hopm
oOyueHusi. B pamkax mpakTH4eCKOW MOJATOTOBKH CTYACHTHI HCIOJIB3Ys MaTepUaIbl
NEHCTBYIOIIErO  Opeanpustus  (BbIOMpaeTcs  CTYJCHTOM  CaMOCTOSITENIBHO)
NPUMEHSIOT 3HaHUsI 0()OPMIICHHS M COCTABIICHUS YIIPABICHUECKUX IOKYMEHTOB.

IIpakTHyeckoe 3ansTue 6.

But npakTHueckoro 3aHATHS: MMPaKTHYECKas padoTa B rpyImax.

OO0pa3oBaTe/ibHbIE€ TEXHOJOTHU: TPYITIOBAS JUCKYCCHSI.

Tema u coJep:kaHue NPaKTHYeCKOro 3aHsATHs: Tekyliee XpaHeHHe
JTOKYMEHTOB.

[TonsiTe, BUABI U TIpaBUjIa COCTABICHUS HOMEHKIIATYPHI aeil. DopMupoBaHUE
U XpaHeHue nei. [ pynmupoBaHne TOKyMEHTOB B fiena. TpeboBaHuUs, IPEAbIBISICMbIC
K ob6sokkam nent. [Topsaok BeIIauM JOKYMEHTOB M €I BO BPEMEHHOE TIOJIb30BaHHE.
ObecnieueHre COXpaHHOCTU JOKYMEHTOB.

[TpogomxuTensHOCTh 3ausTus: 2/1 4.

IIpakTHyeckoe 3ansitue /.

Bun npaktuueckoro 3aHsATUS: MpaKTUYecKas paboTa B rpymnmax.

Oo0pa3oBaTe/ibHbIE TEXHOJOTHM: TPYIIIOBAS IUCKYCCHUS.

Tema um comep:kanue mnpakrudeckoro 3ansatus. I[loaroroBka ngen K
APXUBHOMY XPAHEHMIO.

DKcrepTr3a IEHHOCTH JOKYMEHTOB. [IopsSgoKk YHHYTOXKEHHSI TOKYMEHTOB C
UCTEeKIMMHU cpokaMu XpaHeHusi. Cocrtapienue omnuceil nen. OCHOBHBIE MpaBuiia
paboTHI U 3a1a4K BEJJOMCTBEHHBIX apXUBOB. OMNUCh JOKYMEHTOB U €€ Ha3HAYCHUE.

3agaun ¥ (QYHKIUU SKCOEPTHBIX komuccuil. [lopsimok mx co3gaHus, cOCTaB,
MEePUOANYHOCTH POBEACHUS 3acCeIaHUN.

[TponomxkuTenbHOCTD 3ausaThs: 2/1 4.

IIpakTHyeckoe 3ansitue 8.

Bun npakTrueckoro 3aHATUS: IpakTHUecKas paboTa B rpyInax.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHM: TPYIIIOBAS TUCKYCCHUS.

Tema u coaep:kaHMe NMpakTH4YecKoro 3ansatus. CucremMa 3JIEKTPOHHOIO
noxkymenroodopora (CI/I).

ONEKTPOHHBIM JOKYMEHT, DJICKTPOHHBIM JOKYMEHTO000poT (D]1), OCHOBHBIE
npuHuunsl  J/J[, peructpauuss OOKyMeHTOB B cucreme OJI.  VYmnpasneHue
KopropaTuBHbIMU MHGOpManoHHbiMU  pecypcamu  ECM  (Enterprise  Content

Management), WH()OPMAITMOHHO-KOMMYHUKAITMOHHBIE TEXHOJIOTUH,
rOCYJapCTBEHHbIE W MYHHUIIMNAIbHbIE WH(OPMAIIMOHHBIC CHUCTEMbI, TEXHOJOTUU
AIEKTPOHHOTO MIPaBUTEICTBA u MPEI0CTABICHUS roCyAapCTBEHHBIX

(MYHUIIMITAJIBHBIX) YCAYT; WH(GOPMAIIMOHHBIE TEXHOJOTUM B MPOGeCcCHOHATBHON
JEATEeIIbHOCTH TOCYIAPCTBEHHBIX 1 MyHUIIUITAJIbHBIX OpPTaHU3alnin.
[TponomKUTEeTbHOCTD 3aHATHS: 2/3 4.
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3. Yka3zaHus 10 NPOBeAeHHI0 JJa00PaTOPHOI0 MPAKTHKYMAa

He npenycMoTpeHO yueOHBIM TIaHOM

4. YKa3zaHus 1o IMPOBECACHUIO CaMOCTOSITEJILHOM paﬁoTLI CTYACHTOB

Ne HaumenoBanue 6s10ka By CPC
n/n | (pa3gena) TUCIUTUTHHBI
1 |Beeoenue: OCHOGHblE
Ilo0z0moexa 00Kkna006 u npeseHmayuu no memam:
mepmunbl u
onpedenenun. Dynxuyuu 1. Yuugukauyusn, cmanoapmuzauyua u mpaghapemusayus
0OKYMEHmO08.
00Kymenma.
Knaccuguxayus 2. Tunoeas uncmpykuus no 0e10npouU3800CHEY.
3. [Ionoscenue o cmpykmypuom noopazoenenuu.
00KYMEHmMO08.

2 3akonooamenvHnasn u|lloozomoeka 00Kk1a008 u npezeHmayuii No Memam:
HOpMAmMugHo- 1. ITOCT P 7.0.97-2016 Cucmema cmanoapmos no
IMemoouueckan oazalungopmayuu, OudIUOMEUHOMY U U30AMETLCKOMY  O€Ily.
denonpou3eoocmea. Opzanu3zayuonHo-pacnopaoumensvra O0OKymenmauus.

Tpeoosanusn Kk oghpopmienuio 0OKymenmoas.
2. Ynuguyuposannan cucmema OpP2AHU3AUUOHHO-
aACnopA0uUmMenbHOU 0OKyMEeHmauuu.

3 |Ogopmnenue u|lloozomoeka 00Kk1a008 u npezeHmayuii nO memam:
cocmasieHue 1. Pexseuzumwvl O00KymeHmoe u o00uwjue npasula  ux
ynpaenenueckux ogopmnenus.
0OKYMEHmO08. 2. Tpebosanusa k mexcmy 0oOKymMeHma.

3. Opzanu3zayuoHHO-pacnopaoumenbHvle 0OKYMeEHNbl.

4. Ilopaook pazpabomKu ciyiHceOHbLX 00KYMEHN 0.

5. JloKymenmuposanue ynpaeienuecKkoil 0esamenbHoCmu.

6. Ocnoguble OOKyMeHmbl YnpaeieHus Op2anuzayuen u
npuodanue 1puOUYecKoil CUIbl pa3iuiHbIM 6UOAM 0OKYMEHM 08

4 |Ocobennocmu
cocmaegnienus u
opopmnenusn Ilo02omoexa 00K1a006 u npezeHmayuii no memam:
OP2aHU3AUUOHHO- 1. 1. Ipuka3z. Tpebosanusn k ogpopmnenuio.
pacnopaoumenvuvix  u2.Illpasuna opopmnenusn ynpagienueckux 00OKyMeHmoas.
ungopmayuonno- 3.Ilpasuna oghopmnenun akmoes u nonoxycenuil.

CHPAGOUHDBIX
00KYMEHM08.

S5 [|Texnonocuu pabomur c|Ilo020mogKa 00K1aA006 U RPE3CHMAUUU NO MEMAM:
exooauuUMU, 1. Iopaook pabomel ¢ KonguoenyuanbHbIMU OOKYMEHMAMU.
ucxooauuUMU u?2. Koumpons 3a ucnonnenuem 00KymMeHmos.

GHYMPEHHUMU 3. Opeanusayus padomol ¢ 0OKymMeHmamu.
0OKymenmamu. 4. Opzanuzauus ciyxsucovl 00KyMeHMAYUOHHO20 0becheueHus
OpcanHu3auuu.
6 |Texywee xpanenuellloozomoexka 00k1a006 u npeseHmayuu no memam:
O0OKYMEHmM08. 1. Opzanuzayun mexkyuwie2o Xxpanenus 00OKymMeHmos
2. Xpanenue 00Kymenmoe 6 31eKmponHoil hopme
3. Ilpaeuna xpanenus ynpaenenueckoii 00Kymenmayuu
4. Ilpasuna xpanenusa dyxeanmepckoii 0OKyMeHmauuu
5. Boccmanosnenue nepsuuHbvix 00OKyMeHM0G.
7 |Iloozomoska  Oden k{llo0comoexa 00kna006 u npezenmayuu RO memam:
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apxuenomy xpanenuito. (1. Ilopadok npoeedenusn IKcnepmu3za yeHHOCMU OOKYMEHN O
u cocmaenenus onuceii oei.

2. Ilopaook ynuumoscenus OOKYMEHMO8 C UCHEKWMUMU
CpOKamu Xpanenus.

3. Coz0anue u paboma IKCnePmMHbLIX KOMUCCUIL.

8 |Cucmema Inekmponnozo|lloozomoska 00Kk1a008 u npezeHmayuu o memam:
00KymMenmooodopoma. 1. OcHnosnvle npunyunsvt INEKMPOHHO20 OOKYMEeHMOOOOpoma
3A).

2. llopaook pecucmpayusn 0okymenmos ¢ CI/1.

3. Ocobennocmu ynpaenenus KopnopamueHuvimMu
ungpopmayuonnvimu pecypcamu ECM.

4. Jeamenvnocms Enterprise Content Management. H|
npumeHnenue UHDOPMAUUOHHO-KOMMYHUKAUUOHHbLE
mexHono2uil.

5. Hlupokoe pacnpocmpanenue  20CyOapcmeéeHHbIX U
IMYHUUUNATbHBIX UHDOPMAUYUOHHBIX CUCHEM U INEKMPOHHO20
npaeumenscmed.

6. IHopaook npedocmaenenus 20Cy0apcmeeHHbIX
(MyHUYURATBLHBIX) YCTY2.

7. Ilpumenenue  ungOpmMayuoOHHLIX  MEXHOA02UN 6
npogheccuonanvHonl  deamenbHOCHMU  20CYOAPCMEEHHBIX U
IMYHUUUNATLHBIX OP2AHU3AYUIL..

5. Yka3aHus 1o BbINOJHEHUIO KOHTPOJIbHBIX padoT

5.1. O0mme noJ10KeHUs

CormacHo  yyeOHOMY  IUIaHY  OCBOEHMS  JUCHMIUIUHBI  «OCHOBBI
JOKYMEHT0000pOTa TAMOKEHHbIX OPraHax» CTYJIEHTbl O4YHOM (POpMBI OOydeHHS
JOJDKHBI HANMCaTh KOHTPOJIBHYIO paboTy, KOTOpas 3alllMINAeTCs Mepe] caade
HK3aMeHa.

KoHTponbHas pabora — 3TO CaMOCTOSITENIBHOE, BBIIIOJIHEHHOE IO
PYKOBOJICTBOM ITPENOIaBATEIISA, UCCIIETOBAHME.

[Ipy HamucaHUM KOHTPOJIBHOM paboOThl CTYAEHT JOJHKEH OBITh 3HAKOM C
IMIMPOKUM KPYroM Kak OOmIei, Tak U CHEeHHaJbHOM JUTEepaTypbl MO TeMe, YMETb
aHAIM3UPOBAaTh pPAa3JUYHBIE TOYKH 3pEHUS YUYEHBIX-DKOHOMHUCTOB [0 TEME U
OpeJICTaBIsITh CBOE MHEHHME TI0 paccMaTpuBaeMod  mpolOieme,  Jenartb
COOTBETCTBYIOIIHUE BBIBOJBI U MPEAJIOKEHUS.

B HacTosmmx ykazaHHUsIX TPUBEACHBI LENb U 33J1a4M, MOPSIIOK BBIITOJIHEHUS U
3aIlMTHI, @ TAKXKE MPUMEPHAsi TEMATUKA, CTPYKTYpa U TUTYJIbHBIN JIUCT KOHTPOJIbHON
paboThI.

5.2. llesab 1 321241 KOHTPOJILHOM PadOTHI

[lenb BbIMOTHAEMON pabOThI: MPOJEMOHCTPUPOBATH 3HAHWUSA U YMEHHS B
o0JlacTh M3y4eHUsT AUCUUIIMHBI «OCHOBBI JOKYMEHTO000POTA B TAMOKEHHBIX
Oprasax».

OcHOBHBIE 3a7]a41 BBITIOTHIEMOUN paOOTHI:

- 3aKpEIUICHUE MMOJYYEHHBIX PAHEE TEOPETUUECKUN 3HAHUM;
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— BBISICHEHHE IOATOTOBJICHHOCTH OakaiaBpa K Oyayiied mpakTHUeCKON
pabore;

— MPOIECC HAMHMCAHUS KOHTPOJIBHOW pPaOOTHI JCTUTCS Ha CIEAYIONINe
ATaIbI:

- OIpPEEIICHUE YCTAHOBICHHOW TEMbI KOHTPOJIbHOM pabOThI

— U3yYEHHUE JIUTEPATYPhl, OTHOCSIIEHCS K TEME KOHTPOJIBHOU paboThI

- oopMIIEHHE KOHTPOJBHOU pabOThI

— NpeICTaBICHNE €€ Ha KaQeapy JUIsl pETUCTpaIin

- 3alIUTa KOHTPOJIBHOU PabOThHI

5.3. IlopsiioK BBINOJIHEHUSI KOHTPOJIbHOI padoThI

[ToaroToBKy KOHTPOJIBHOM pabOThl cleAyeT HauyuHATh C TOBTOPCHHS
COOTBETCTBYIOIIUX PA3/e/IOB yUeOHUKA, YIEOHBIX MOCOOMI, KOHCTIEKTOB JICKITUH.

[Iporiecc BBINIOJNIHEHUS KOHTPOJBHOM pabOThI M €€ 3alluTa BKIIOYAET Psijl
MOCJICIOBATEIbHBIX, JIOTMUYECKH  B3aMMOYBSI3aHHBIX  JTaloOB: BBHIOOP  TEMBI
KOHTPOJIbHOM paboThl; 1M0oAOOp HEOOXOJMMBIX HWCTOYHMKOB U  JIUTEPATYpHI;
OTpEeNIeNICHUE CcoJiepkKaHusl (CTPYKTYpPhl) KOHTPOJBbHOW paboThl; odopMmiieHue
KOHTPOJILHOM paOOThI U €€ 3aluTa.

5.4. Be10op TeMblI

Kadenpa ynpaBneHus pekoMeHAyeT TMPUMEPHBIM MEpeYeHb TeM A
HaIlMCaHUs KOHTPOJIbHOW pabOThl MO HamOOJEee BaKHBIM MPOOJIEMaM TaMOKEHHOTO
nena. TemaTuka KOHTPOJIBHBIX pabOT MEPUOAMYECKU IMEPECMATPUBAETCS C YyUETOM
aKTyaJbHOCTU U MPAKTUYECKON 3HAUMMOCTH UCCIETYyEMbIX MPOOJIeM i 3KOHOMUKHU
CTpPaHBI.

CryneHT BOpaBe BbIOpaTh JIOOYI0 U3 NpPHUBEACHHBIX B nepeyHe TeM. I[lo
COIJIaCOBAHUIO C IMPENOJaBaTeNIEM AAHHOW JUCLUIUIMHBI CTYJEHT MOYKET M3MEHHUTH
BbIOpaHHYIO TEMY, & TAKXKE COIJIacoBaTh MHYIO TEMY KOHTPOJIbHON pabOThI.

HaubGonee yagadyHbpIM CUUTAETCs BBHIOOp TaKOW TEMbl KOHTPOJBHON pabOTHI,
KOoTOpass B HauOOJbIIEH CTENEHU TMEPEeKIMKAeTCsl C MpearnojaraeMo Temou
JUTIJIOMHOTO MPOEKTA.

Ba)xHBIM yCIOBHEM YCHEIIHOW MOJArOTOBKH KOHTPOJBHOM paboThl SBIsSETCA
IpeIBapUTeNbHOE U3yueHHe Kypca «OCHOBBI JOKYMEHTO000POTa B TAMOKEHHBIX
OpraHax» B IEJIOM M OCOOEHHO HCCIEAYyEMOM TEeMbl, a TaKKE€ CBOECBPEMEHHBIH U
HanOoJIee MOJIHBIN 0/100p NCTOYHHUKOB U JINTEPATYPHI.

[Tpu BbIOOpE TEMBI KOHTPOJIBHOM PAOOTHI CTYIEHT OJKEH UCXOIUTh, IPEKIE
BCET0, M3 BO3MOXKHOCTEH coOpaTh HEOOXOAUMBIM Marepuan JJjisi €€ HalHuCaHHs.
Cnucok TeM NMpUBEAEH B MPUIOKEHUH A.

5.5. lloa0op He0OXOAMMBIX HCTOYHUKOB U JINTEPATYPHI

Oco6oe 3HaueHune B MPoIiecce MOArOTOBKA KOHTPOJIBHON PabOThI OTBOAUTCS
no00py ¥ U3YYCHHUIO YKOHOMUYECKOU JIUTepaTyphl U MEPUOINUCCKUX U3TAHHM 110
HCCIIEAYEMOM TEME.
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5.6. CTpykTypa U coiep:KaHHe KOHTPOJIbHOI padoThl

CTpyKkTypa KOHTPOJIBHOI pabOThI IOJKHA CIIOCOOCTBOBATH PACKPBITUIO TEMBI:
UMETh TUTYJIbHBIA JIUCT, COJEp)KaHHE, BBEJCHUE, OCHOBHYIO YacCTh, 3aKIIOYCHHE,
CITUCOK MCIOJIb30BAaHHBIX UCTOUYHUKOB.

MuHuManbHbIE 00bEM KOHTPOJIBHOM paboThl 0€3 NPWIOKEHHH JTOJHKEH
COCTaBJISITH 15 cTpaHuil.

Hymepamust crpaHul] HayMHAETCs CO CTpPaHUIBI — COJAEpXKaHUE — U
npou3BoAuTCs apabckumu mudpamu (mpudt 10) B BepxHEl yacTu JHCTa CHpaBa.
TuTynBHBIN JIUCT BKIIOYACTCS B OOIIYI0 HyMEPAIIHIO.

TUTYIbHBIA JTUCT KOHTPOJBHON PAaOOTHI BBIMOIHSIETCS MO €IWHOMY 00pasily
(6e3 HOMEpa cTpaHuIbl — mpuiiokeHue b).

O0beM  pa3fenoB  KOHTPOJIBHOM pabOThl  JKEJIaTeIhbHO O0ECredYnTh B
CJIEIYIOLIEM UHTEpBAJIE:

- BBeneHue (10 10 % o6bema KOHTpOIbHOM padoThl) — 1,5-2,0 nucTa;

- OCHOBHAs 4acTh — 12-15 nMuCTOB;

- 3aKIroueHue — 1-2 aucra;

- ounbnuorpaduueckuii cnucok — 1-2 nucra;

— IPUIIOKEHUS K KOHTPOJIbHOM paboTe B €€ 00bEM HE BKIIFOUAIOTCSI.

Pabota nomkHa conepxars:

- TUTYJIbHBIN JUCT (Tpuioxenue b);

- COJIEp KaHHUeE ;

— BBEJICHHE;

- OCHOBHYIO YacCTb B COOTBETCTBUU C COJIEPKAHUEM;

- 3aKJIF0YEHUE;

— CIUCOK MCIOJIb30BAaHHBIX UCTOYHUKOB;

— NPUNOXKEHUA.

Jl1st cocTaBiieHus POJYMAaHHOTO TUTaHa (COAEPIKaHUsA) KOHTPOJIbHON PabOThI
CJIEyeT U3YYUTh OCHOBHYIO JIUTEPATYpPy MO M30paHHOW T€ME U BbIIEIUTH TJIaBHBIC
BOIPOCHI UCCIIETYEMOM MPOOIIEMBI.

[IpumepHsbiid 1aH  (conep:kKaHWE) KOHTPOJbHOM pabOThl TpPUBEIEH B
MIPUIIOKEHUH B.

Kaxnplii pa3gen KOHTpOJIBHOM paOOThl  BKIIIOYAET KOHKPETHBIA (HE
MOBTOPAONIMIICS O0Jiee) acleKT pacKpbITUSI TEMBI.

Bo 6600noii wacmu CTyIEHT [OMKEH OXapaKTepU30BaTh IKOHOMHYECKOE
MOJIOKEHUE CTpaHbl (2-4 mpemsioKeHwil); 000CHOBAaTh aKTyalbHOCTb BBIOPAHHOMU
TeMbl (2-4 TIPEIJIOKEHUI); TPOBECTH KpaTKWil 0030p HAYYHBIX HCTOYHHKOB
(myOnukanuid, y4eOHHMKOB, MaTEpUajOB HCCIIECOBAaHUI) Yy4YEHBIX, 3aHHUMAIOIIUXCS
ucciaenoBaHueM dTod  Tembl  (3-5 mpemioxeHuit); choOpMyIUpOBaThH  IEIb
KOHTPOJILHOM paboThl W 3aj]adyd, peliaeMbie B paMkax ee peanusaruu (3-5
npeioKeHnii ). OnpenenuTh NpeaMeT U 00bEKT pabOTHI.

[Tpu onpenenenuu ueneu U 3amad MccileAOBaHU HEOOXOIUMO MPABUIBHO UX
dopmynupoBath. Tak, B KadecTBe LEIU HE CIEAYET yNOTPEOISATh TJIaroi «CAEIaTh.
[IpaBunbHO  OyJeT  UWCHOJIB30BaTh  TJIArOJIbI:  «PACKPBITH»,  «OMPENETUTHY,
«YCTAaHOBUTBY, I10OKA3aTh», «BBIIBUTH» U T.II.
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OcHnoeHnasa wacmp NOIKHA COJIEPKATh TEOPETUUECKHE OCHOBBI TEMbI, KOTOPBIE
BKJIFOYAIOT:

1)  oOs3arenbHOEC MOAPOOHOE PACKPHITHE MOHATHHHOTO ammapara TEMBbI;
BCECTOPOHHEE PACCMOTPEHHE CYIIHOCTH, W3YYEHHOCTHU, OCOOCHHOCTEH, a TakKke
TpaHchopmaiu B yciaoBusix uieHcTBa Poccuiickoit @eaepannu B EADC u BTO;

2)  TpeIncTaBlicHHUE 3apyOC)KHBIX TEOPETUYECKUX pa3pabOTOK IO TeMe
UCCIIEIOBAHHUS;

3) OTHOILIEHWE aBTOpa K M3YYEHHOM M NPEICTABICHHOM TEOPETUYECKOU
0a3e TeMbl, a TAK)KE €ro MPeJIOKEHUS (€CIIU TAKOBBIE UMEIOTCS);

4)  o0s3aTenbHOE MPEACTABICHHUE BBIBOJOB MO pa3eny (ITyHKTY/9acTH).

[Ipu HeoOxomumocTu (11€1€cCO00pa3HOCTH) OCHOBHAs 4YacTh MOXET OBITh
CTPYKTYpHpOBaHa €lie Ha 2-3 mnojpasziena.

B 3akniouenuu nenatorcs o0001IAIONIME BBIBOABI U JAETCS OLIEHKA PEAbHOTO
COCTOSIHUSI TPOOJIEMBI, TOJBOAATCS UTOTU UCCIEAOBAHNUS.

Bce uwactu KOHTpOIBHOW pabOThl MOKHBI OBITh HU3JIOKEHBI B CTPOTOM
JOTHYECKON  TOCJIENOBAaTeNIbHOCTH W B3auMocBsizu. CopepkaHue  paboOThI
1[eJIeCO00pa3HO MILTIOCTPUPOBATH TAOIUIIAMHU, CXEMaMH, PUCYHKaMu, rpadukamMu U
T.J.

Cnucox ucnonb306aHHBIX UCMOYHUKOE JOJDKEH BKIKOYAaTh HE MeHee 7
HauMeHoBaHU. OH coCTaBisAeTcs B AJ(PaBUTHOM TNOPHAAKE B CIEAYIONIICH
MOCJIEIOBATEIbHOCTH

—3aKOHOJATENbHBIE W HOPMATUBHBIE IIPABOBBIE AKThl pACIIONAralTCs B
COOTBETCTBHHM C UX IOPUANYECKON CHITOM:

® MEXIYHapOJHbIE 3aKOHOAATENIbHBIE aKThI;

Koncturyuus Poccuiickon ®@enepanuuy;

KOJEKCBI;

3aKkoHbI Poccutickoit denepanuuy;

ykasbl U pacnopsikenus [Ipesunenra Poccniickoit @enepaunu;
IIOCTaHOBJIEHUS U pacniopsbkeHus [IpasurenscrBa Poccuiickon @enepanuu;
aKThl MUHUCTEPCTB 1 BEJIOMCTB;

— CTaTUCTUYECKUE COOPHUKY;

—crnenuanbHas HaydyHas OTEYEeCTBEHHass U 3apyOekHas JuTeparypa
(MoHoOTpaduu, OpoIIOpkI, HAYYHBIE CTATHU U T.I1.);

— CTaTUCTHUYECKNE, MHCTPYKTHBHBIE M OTUETHBICE MATEpHUANIbl MPEANPUSATUH,
OpraHu3alyi U YYPEeKICHUM;

— HHTepHeT-pecypcsl.

bubnuorpaduueckoe onucanne MCTOYHUKOB HHGPOpMAIMK i OQopMIIeHUS
CIIUCKA WCIOJIb30BAaHHOW JUTEpatypsl BeaeTcss B cootBeTcTBUU C ['OCT 7.80-2000
«bubmuorpaduueckoe omucanue pokyMeHnta. OOmme TpebOBaHWS W TpaBUIIA
COCTABJICHHS.

Cenennst 0 kaurax (MoHorpaduu, y9eOHUKH, CIPABOYHUKHU U T.I1.) JOJDKHBI
BKJIIOYATh: (aMUJIMI0O U WHHIMAIBI aBTOpa (aBTOPOB), HAa3BaHWE KHUTH, TOPOJ,
U3M1aTeIbCTBO, ToA u3naHus. [lpum Hammumu Tpex u 0OoJjiee aBTOPOB JOIMyCKaeTcs
yKa3blBaTh (PaMUJIMI0 UM HHHUIMAIBl TOJBKO IEPBOIO M3 HUX M CIOBA «H Ip.».
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HanvenoBanne wmecta w3maHus HEOOXOAMMO TMPUBOIUTH  TOJTHOCTHIO B
UMEHUTEIILHOM IaJIeXKe, TOMYCKASTCsl COKpAIICHIE Ha3BaHMsI TOJIBKO JIBYX TOPOJIOB —
Mocksa (M) u Caukt-IlerepOypr (CII0).

CBenmeHusi O CTaThe W3 TICPUOJAMYECKOTO W3JAHUS JOJDKHBI BKJIFOYATH:
dbamMuMi0 W WHUIMAIB aBTOpa, 3arjiaBue CTaThbH, HAMMCHOBAaHWE W3JAHUS
(CkypHasia), HAMMEHOBAHHUE CEPHH, TOJ BBITyCKa, TOM, HOMEp U3JaHHUSA (CKypHaia),
CTpPaHUIIBI, HA KOTOPHIX ITOMEIIIECHA CTaThsl.

Hanpuwmep:
®enepanbhblil 3ak0H 0T 19.05.1995 No 82-D3 «O06 0011eCTBEHHBIX

o0benuHenusx»//Cobpanue 3akoHoAaTebcTBa Poccuiickoit @enepanuu, 1995. - Ne 21, cr.
1930.

Yuebnux

Coumanbnas nonutuka. Yueouuk/ [Tox o6m. Pen. H.A. Boaruna. — 2-e uza. CrepeoTumn
— M.: «Bx3amen», 2004.- 736 c.

Cmamus uz cobopruxa

Hukonosa O.B. Ponb rocynapctsa B peanu3aiuu couuaibHbIX TapaHTUH B CTpaHax ¢
Pa3BUTON PHIHOYHOW SKOHOMHKOH.//AKTyabHbIE TPOOJIEMBI COITUATTLHON TOJTUTHUKU B
coBpemeHHoOM Poccun: urorn pecstunerus (1991-2001rr.)./ITox o6m. Pen. H.A. Bonruna.-
M.: U3n-Bo PAI'C, 2003.- C.116-123.

Cmambws uz 2azemoi

XpanbsutuHa JI. Tpyn He0OX0IMMO BBIBECTH U3 COIMAIBHOTO TymHKa// UeaoBeKk u Tpy/.
—2004.-Ne4.- C.33-34.

Ilpunosicenua (CTpaHULBl HYMEPYIOTCS U OTPAXKAIOTCA B COACPKAHHMH, A B
00BEM KOHTPOJBHON palbOThl HE BKIIOYAIOTCSA) COJEpXKAT, Kak MpaBuio,
JOTIOJTHUTENbHYIO HMH(POPMALIMOHHYIO 0a3y, TMOSCHEHHUs, JOMOJHEHUS U T...
[Ipunoxenuss ciayxaT MOATBEPKICHUEM WM JOMNOJHUTENbHBIM APTyMEHTOM
IIPUBEAECHHBIX B TEKCTE JAHHBIX WU MaTEPHUAIIOB.

5.7. O6bem u nopsiAok opopmMiIeHUsI KOHTPOJIbHOI padoThI

5.7.1. HU30:KeHHe TEKCTOBOI0 MaTepHaJia

TexkcT KOHTPOJIbHOI PabOTHI JOKEH OBITH OTIEYaTaH Ha KOMIBIOTEPE uepe3
MOJITOPa MEKCTPOUHBIX HHTEpPBaja ¢ UCHojb3oBanueM mpudrta TimesNewRomanl4,
BBIPaBHUBAHUE T10 IIUPUHE.

Paccrosnue ot rpanuiisl aucta 10 Tekcra ciesa — 30 mm, copaBa — 10 MM, OT
BEPXHENl M HIXKHEW CTPOK TeKcTa N0 rpaHuubl jucrta — 20 MM. AG3albl B TEKCTE
CJieAyeT HaYUHATh C OTCTYIA, paBHOro 1,25 cm.

KonTtponbHas paGorta goipkHA OBITh HalKMCaHa TPAMOTHBIM JIMTEPATYPHBIM
sa3pikoM. Kaxxneiii pasgen, maparpad BbiaensieTcss B Tekcte. Ilpu 3ToM pasnesnsl
HAaYMHAIOTCSA C HOBOM CTPaHHULIBI.

Ha Bce ncnonb3yemblie B paboTe MaTepuaibl JAlOTCS CChIJIKM HA HCTOYHHUK: B
TEKCTEe TMOocJie YIIOMUHAHUs MaTepuaia yKa3bIBaeTCsl B KBaJpaTHBIX CKOOKax HOMED,
IO/ KOTOPBIM OH 3HAYMTCS B CIHCKE HCIHOJIb30BAaHHBIX HCTOYHHMKOB, U HOMEDP
CTpaHullbl, Hanpumep: 3, c. 42].
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CoxkpareHue cloB B TEKCTE HE JOMycKaeTcs, Kpome ycraHoBieHHbIX ['OCT
2.316, TOCT P 21.1101, TOCT 7.12. VYcnoBHble OykBeHHbIE U TrpaduyecKue
0003HauYeHUs JTOHKHBI COOTBETCTBOBATh ycTaHOBIEHHBIM cTanaaptam (I'OCT 2.105-
95). OO6o3HaueHust eaWHUI] (U3UYECKUX BEJIMYUH HEOOXOJMMO TMPUHHMATh B
coorBeTcTBUM ¢ 'OCT 8.417, CH 528.

Texcr gomxeH OBITh KpaTKUM, YETKMM M HE JIOMYCKaTh Pa3IMYHbIX
TosnikoBaHuM. [Ipu 3TOM peKOMEHIyeTCsl MCIOIb30BaTh MOBECTBOBATEIBHYIO (hOpMY
U3JI0KEHUSI TEKCTA IOKYMEHTA, HAalIPUMEP «IIPUMEHSIOT», «yKa3bIBAIOT» U T.II.

5.7.2. O¢gopmirenune Ta0JIML, PUCYHKOB M NPUJI0KEHUI

Wnmoctpanuu (Gororpaduu, puCyHKH, CXEMBbI, IUarpaMMbl, TpaduKd U JIp.) U
TaONUIBI CIy)XKaT JUIsi HArjsiIHOTO TpelCTaBieHHs B paboTe XapaKTepHCTHK
MOJIYYCHHBIX TEOPETHUCCKUX M (W) SKCIEPUMEHTANBHBIX JAHHBIX M BBISIBICHHBIX
3akoHOMepHocTel. He nomyckaercst OfHU U Te€ )K€ pe3ynbTaThl IPEICTaBIATh B BUIE
WUTIOCTPALIUU U TAOJIUIIBI.

Tabnuubl ¥ pUCYHKU JOJKHBI UMETh HA3BAHUA U TMOPSAKOBYIO HYMEpalHUIO.
[Mudposoit maTepual, Kak MpaBuiio, OHOPMIISIIOT B BUJIE TAOJIHIL.

Tabauybl TPUMEHAIOT JUIsl Jy4lledl HarsSIIHOCTH W yIOOCTBAa CpaBHEHMUS
nokasartesieid. Hazpanue TaOiUIIbl TOJKHO OTpaXkaTh €€ COJIep KaHue, ObITh TOUHBIM,
kpatkuMm. HasBanue ciemyer momemath Haj tabnuieit (mpudt 14, xupHbiid, 6e3
Touek). 3Hak «No» Haja TabnHMIlaMu HE CTaBUTCS.

Kaxxgas Tabnuiia KpaTKO KOMMEHTHUPYETCSI.

[Ipu mepeHoce yacTH TaOJNUIBI HA JPYrHe CTPAHUIBI HA3BAaHUE MMOMEIIAIOT
TOJIKO HaJI IEPBOM YaCThIO TAOJHIIBI.

[udpoBoit martepuas, kKak npaBuigo, OGOPMISIIOT B BUJE TaOIUI] B
COOTBETCTBHH C PUCYHKOM 1.

Tadauma —
HOMEDp HA3BAHUC Ta6J'II/II_ILI

3aroJIoBK1

rpad
0/13arojioB
171

Ka

it

CTPOKHU

Pucynok 1 — Odopmiienne nugpoBoro marepuajia

Tabmuipl, 3a UCKIIOYEHHEM TaOJMWIl MPUIIOKECHUM, CIIETyeT HYyMEpOBaTh
apaOckumu 1udpaMu CKBO3HOM HyMepaIue.

Ha Bce Tabmuilbl JOKYMEHTa NOJDKHBI OBITh TMPUBENCHBI CCHUIKM B TEKCTE
JIOKYMEHTA, TMPU CCHUIKE CIIEYET MUCATh CIIOBO «Ta0JMIIA» C YKAa3aHHEM €€ HOMepa.
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3aronoBku rpad U CTPOK TaOIMIBI ClEAyeT MUcCaTh C MPOMHCHOM OYKBBI, a
MO/3arojioBKU rpad — €O CTpOYHOM OYKBBI, €CIM OHHU COCTABISAIOT OJHO
NPEJIOKEHHE C 3arojoBKOM, WM C MPONUCHOW OYKBBI, €CIIM OHHM HUMEIOT
CaMOCTOATENbHOE 3HaueHHE. B KOHIE 3arojloBKOB M IMOA3arojOBKOB TaOJUIl TOYKU
HE CTaBAT. 3aroJIOBKHU M MOJ3aroJIOBKHU Tpad yKa3bIBalOT B €AMHCTBEHHOM YHCIIE.

Pazpenarb 3arojioBKM W IMOJ3aroJIoBKM OOKOBMKAa W rpad IuaroHalbHBIMU
JIMHUSIMU HE JO0IMYCKaeTCS.

3aronoBku Tpad, Kak IPaBHIIO, 3aMKUCHIBAIOT MapaIeIbHO CTPOKaM TaOJHIIbI.
[Ipn HEOOXOIUMOCTH JIOMYCKAETCSl MEPHNECHAUKYJSIPHOE PACIOI0KEHUE 3aroJOBKOB
rpad.

l'omoBka TabnauuBl AOJKHA OBITH OTJEICHA JIMHUEH OT OCTAJIbHOM 4YacTu
TaOJHIIBL.

BricoTa cTpok TaOnHIbl AOKHA OBITh HE MEHEE & MM.

Tabnuily, B 3aBUCUMOCTH OT €€ pa3Mepa, MOMENIaloT MOJ] TEKCTOM, B KOTOPOM
BIIEPBBIE JlaHa CChIJIKA HA HEE, UJIU Ha CJIeIYIONIeH CTpaHuIle, a MPU HEOOXOAUMOCTH,
B MIPUJIOKEHUU K JOKYMEHTY.

Jlommyckaetcsi moMenaTh TabJMIly BAOJb JJIMHHON CTOPOHBI JIUCTA TOKYMEHTA
(opueHTarnus — anpbOOMHas).

Ecnu ctpoku unu rpadsl TaOIHIIBI BRIXOAT 32 GOpMAT CTPAHUIIBI, €€ JEISIT Ha
4acTH, MOMeIasi OJHy 4acTh MOJ APYrod WU PSIOM, TIPU 3TOM B KaXKIOM 4YacTu
TaOJIUIBl TOBTOPSIIOT €€ ToJIOBKY U OokoBuUK. [lpu nenmeHun Tabnuibl HA YacTu
JIOITYCKAeTCsl €€ TOJIOBKY MJIM OOKOBHUK 3aMEHSATh COOTBETCTBEHHO HOMEPOM Tpad u
ctpok. [Ipu sToM HymepyroT apabckumu nudpamu rpadsl U (WIM) CTPOKH MEPBOM
YaCTU TaOJIUIIBI.

CnoBo «Tabnuua» u ee Ha3BaHUE YKA3bIBAIOT OJIMH pa3 HaJ MEPBOM YaCTHIO
TaOIUIbI, HaJ JAPYTMMHU dYacTsaMu nOUIIyT cioBa «llpopomxeHue TaOMUIBD) C
yKazaHueM Homepa (oOo3HaueHusi) Tabmuubl. OOHaKo odcenamenvHo madauyvl Ha
opyaylo cmpaHuyy He nepeHocumu. JlJis 3TOro MEPEeHOCUTCS YacTh TEKCTa IOCIe
TaONHIBl B TEKCT TMepes Tabiuilei, a cama Tabiuila Ipu STOM TEpeMeliaeTcs Ha
CJIEIYIOLIYIO CTPAHHILY.

Ecnu Bce mokasarenu, nmpuBeeHHbIE B Tpadax TaOIHIlbl, BEIPAKEHBI B OJTHON U
TOM ke eauHUIIe PU3NIECKON BEITMYHHBI, TO €€ 0003HaUYeHHEe HEOOXOAMMO TIOMEIIaTh
HaJ TaONuIel cripaBa, a NPy JACJICHUN TaOJIHIIbl HA YaCTH — HAJ| KaXI0W €€ YacThIO.

I'pady «Homep mo mopsaky» B TaOnuily BKJIIOUaTh He gomyckaercs. [Ipu
HEO0OXOIMMOCTH MOPSAIKOBBIE HOMEpA MOoKa3aTeNield YKa3blBatOT B OOKOBUKE TAOIHIIBI
nepes; X HauME@HOBaHUEM.

[ToBTOpsitomuiics B rpade TabJUIbl TEKCT, COCTOSIIMNA U3 OJUHOYHBIX CJIOB,
gepeaywmmuxcss ¢ mudpamu, JOMycKaeTcsl  3aMEHATh  KaBblukamu. Ecim
MOBTOPSIOIIMICS TEKCT COCTOUT U3 JIBYX M O0JIee CJIOB, TO MIPU MEPBOM MOBTOPESHUU
ero 3aMeHstoT cioBamu «To xe», a nanmee KaBblukamu. CTaBUTH KaBBIYKH BMECTO
MOBTOPSAIOMIHMXCS U(Dp, MAPOK, 3HAKOB, MATEMATUYECKUX CUMBOJIOB HE JIOITYyCKAETCH.

Pucynku moryT OBITh PACIIONIOKEHBI KaK MO TEKCTY KOHTPOJBHON pabOThI, TaK
U B TIPWIOKEHUH.
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[lo Texcty wmmocTpauuu (4epTexkd, TpaduKH, CXEMbl, KOMIIbIOTEpPHBIC
pacrnedatky, AuarpamMmbl, (POTOCHHUMKH) CIEAYeT pacroyiaraTb HEMOCPEICTBEHHO
IIOCJIE TEKCTa, B KOTOPOM OHHM YIOMMHAIOTCS BIIEPBBIE, WM Ha CIEAYIOIIECH
CTPAHMIIE.

Wnmoctpaniu MOTYT OBITh B KOMIIBIOTEPHOM HCIIOJIHEHUHM, B TOM 4YHCIIE U
LIBETHBIE.

Ha Bce wurocTpanuu 10KHBI ObITh JaHbI CCHIIKU.

Nnmoctpanyu, 3a HWCKIIOYEHWEM WIUIIOCTPALMM  NPUJIOKEHUM, CIEAYET
HyMepoBaTh apaOCKUMu nudpamMu CKBO3HOM HyMmepaumen. Eciau pucyHok onuH, TO
oH o6Oo3Hauaercsi «Pucynoxk 1». Cl0OBO «pUCYHOK» H© €ro HaMMEHOBaHHUE
pacronararoT NocepeavHe CTpokH. Jlomyckaercss HyMepoBaTh WIUIIOCTPALMM B
npezenax paszaena. B aToM cirydae HOMep WIUTIOCTPALlMM COCTOUT M3 HOMEPA paszena
Y MOPAIKOBOTO HOMEpPA WJUIKOCTPALMM, pa3feieHHbIX Toukor. Hanpumep, PucyHok
1.1.

Wnmoctpanuy, npu  HEOOXOOUMOCTH, MOTYT HUMETh HAaUMEHOBaHUE U
NOSICHUTENIbHbIE ~ JaHHble (MOJApUCYHOUHBIM TekcT). CnoBo «PucyHok» wu
HAaVMECHOBAaHUE I[IOMEILAKOT II0CJE IIOSICHUTENBHBIX JAHHBIX M  PACIOJIararoT
cienytonuMm obpazom: Pucynok 1 — Jleranu npubopa.

Wnmoctpanuu, Tabiuibl, TEKCT, BCIIOMOTaTEIbHOTO XapakTepa JOIMyCKaeTcs
JaBaTh B BuUAE npuiaodxcenuni. IlpunoxeHue oQOpMISIOT Kak MPOJOJDKEHHUE
KOHTPOJIbHOM pa0OThl HA MOCHEAYIOIIUX €ro JucTax. B TekcTe Ha Bce MPUIIOKEHUS
JIOJIKHBI OBITh TaHBI CCBUIKH, HAIPUMED: «... B IPHIIOKEHUH B.

Kaxnoe npuiioxeHne cienyeT HauvMHATh C HOBOW CTPaHULBI C YKA3aHHEM
HaBepXy mnocepeauHe cTpaHulpl cioBa «llpunoxenue» U ero 0003HaYEHHS.
[IpunoxkeHne MTOKHO HMMETh 3aroJOBOK, KOTOPBIM 3aIllMCBIBAIOT CHUMMETPUYHO
OTHOCUTEIBHO TEKCTA C MPONUCHON OYKBBI OTAEIBHON CTPOKOM.

[Ipunoxenus 0003HA4YAIOT 3arjiaBHBIMH OyKBaMU pycCKoro andasuTa,
HaunHas ¢ A, 3a HCKIoyeHHeM OykB E, 3, 1, O, 4, b, b, b. Iocie cnosa
«[Ipunoxenue» cnenyer OykBa, 0003Hauarolas €ro nocieaoBaTelbHOCTh. Ecnu B
paboTe 0AHO MpUJI0KEeHUE, OHO 0003HauaeTcs «IIpunoxenue Ay.

5.8. HayuyHble KOHCYJbTAUMH B Mpolecce MOATOTOBKM KOHTPOJbHOI
padoThI

B mnporiecce BBIMOJHEHUS KOHTPOJIBHON pabOTHI CTYIEHT MOXKET MOJYYUTh
Hay4YHbIC KOHCYJIbTAIIMU PYKOBOJAUTENS (TIpenoaaBatTesis Mo JaHHOMY Kypcy). Hucno
TaKUX KOHCYJIbTALIMl CTPOTO HE periaMeHTupoBaHo. OIHAKO, C yUETOM KOJHWYECTBA
CTYICHTOB B OOyuyaeMbIX TpyIllax, a Takxke o0beMa peaqbHOW Harpy3Ku
MPEIO/IaBaTes, MPEACTABISIOTCS BO3MOXHBIMU |-2 KOHCYJIbTAIUU.

5.9. Cpoxu 1 NOpAIOK C1a44U KOHTPOJbHOU padoThl HA POBEPKY

BrimiontHeHHEe  KOHTPOJIbHOW  paboThl  MpEACTaBisieT co0oil  mpoiiece
«HapabaThIBaHUSI OMBITa» HAYYHO-UCCIEAOBATEIBLCKOW pabOThl W TMOATOTOBKHU
CTYJIEHTa K CaMOCTOATEILHOMY BBIMOJHEHUIO IUINIOMHOTO TPOEKTa (IUIIIIOMHON
paboThI).
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[TpoIOKUTETFHOCTh BBITIOJHEHUST KOHTPOJBHON DPAOOTBI HE MOXET OBIThH
MEHEE JIBYX HEJIEIb.

OdopmiieHHasT W MOJNUCAHHAS CTYJEHTOM C YKa3aHUEM JaThl BBIMOJHEHUS
KOHTpOJIbHAs paboTa B yCTAHOBJICHHBIN CPOK MPECTABISETCS AJIs €€ MIPOBEPKHU.

OkoHYaTeNbHBIA CPOK  CJAYM  KOHTPOJIbHOW  pabOThl Ha  MPOBEPKY
ONPENEIACTCS PYKOBOAUTEIEM.

[leapt0 TpPOBEpKH  KOHTPOJILHOM paboThl  MpernojaBaTeeM  SBIISETCS
ONpENEICHUE €€ COOTBETCTBHS IMPEIBbABISAEMBbIM TPEOOBAHUSIM U  CTENEHU
TOTOBHOCTH K 3allIUTE.

5.10. ITopsAaOK U CPOKHM 3AIMUTHI KOHTPOJIbHON PadOThI

B mpouecce 3amuThl KOHTPOJIBHOW pabOTBI €€ aBTOp B CKaToh Qopme
U3JIaraeT: aKTyaJbHOCTh TEMBI, LIEJb, 3a/1a4H, TaIlbl U Pe3yJbTaThl BbINOJHEHUA. [1o
3aBEPIICHUI0 H3JIOKEHUS CTYJEHTOM CYLUIHOCTH W PE3YyJbTAaTOB BBIIOJHEHUS
KOHTPOJIbHOM pabOThl MpenoAaBaTellb YTOUHAET OTJCJIbHbBIE aClIEKThl BOIIPOCAMU 10
TEME, a TI0CJIE UX BBIACHEHUS — ITOABOAATCS UTOTH 3aLUTHI.

KonTponbHass paboTa OLIEHHMBAETCS — «3aueT» C BBICTABICHHEM OalIOB B
3JIEKTPOHHBIN JKypHaJI/«HE3aueT»
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HPUJTOXEHUA

Ipuaoxenue A

Ponb nokyMeHTa 1 *KU3HU YeJIoBeKa U o01IecTBa B cepe npasa v yrnpaBieHUs.
JIOKYMEHT, OCHOBHBIE TIOHATHUSA, CIOCOOBI TOKYMEHTHUPOBAHUSI.
Nudopmanivs u 1OKyMEHT.

4. Vaudukamus W CTaHAApTH3alUs  KaK  OCHOBHbIE  HAIpaBJICHUE
COBEpIICHCTBOBAHUSA JJOKYMEHTOB.

5. Buzpl 651aHKOB, MX XapaKTEPUCTHKA.

6. IlpaBuna odopmiieHHe, W3TOTOBICHUS, Yy4€Ta, WCIOJIB30BAHUS M XPAHCHHS
0JIaHKOB OpTraHU3aIiy.

7. XapaKTepUCTUKA U COCTaB OPraHU3AIMOHHBIX TOKYMEHTOB.

8. XapakTepuCTHKa U COCTaB CIIPaBOYHO-UH(GOPMAIIMOHHBIX IOKYMEHTOB.

9. IlpaBuna opopmieHHS KOHUK.

10. TlpaBuiia BbIJauu KOTIMM TOKYMEHTOB.

11. Jlenonpou3BoJACTBO Kak (YHKIMH YIIPaBJICHUS, COBPEMEHHbIE TPEOOBaHUS K
€ro OpraHu3alUH.

12. Coyxba  JOKYMEHTAIlMOHHOTO  OOECTICUCHHs]  yMpaBlICHUS:  (DYHKIUH,
CTPYKTYpa, TOJKHOCTHOM COCTAaB.

13. O6mme NpUHIMIBI OpraHU3aluu JOKYMeHT0oOopoTa. (OCHOBHBIC OTaIlbl
TEXHOJOTHH PabOThI C JOKYMEHTaMH.

14. TlepBoHauanbHast 00pabOTKa TOKYMEHTOB B YUPEKICHHH.

15. TexHoNOTHUS pacCCMOTPEHUSI JOKYMEHTOB B YUPEKICHUU.

16. Peructpanus OKyMEHTOB Kak TIpoliecc co3laHus OaHkKa JaHHBIX O
JOKYMEHTaX OpraHu3aluy, €€ OCHOBHbIE (JOPMBI.

17. ndopmaniioHHO-CIIpaBoYHas paboTa Mo TIOKYMEHTaM YUpexACHUS.

18. KoHTpob 32 UCTIOJIHEHUEM TOKYMEHTOB.

19. Opranu3zanus OTIPaBKU JOKYMEHTOB.

20. OcHoBHBIE TpeOOBaHUS K OPTaHU3AIUN XPAHEHUS UCIIOJTHEHHBIX JIOKYMEHTOB.

21. Bunet  HOMeHkmatypsl  gen. Ilopsimok  coctaBieHusi,  oQopMieHus,
YTBEPKICHUS U IPUMEHEHUS KOHKPETHOW HOMEHKJIATypHhI JIe]T.

22. DkcriepTr3a IIEHHOCTH JIOKYMEHTOB. JTambl W TOPSAIOK €€ MPOBEICHUSI.
DKCHEPTHBIE KOMUCCHH.

23. Cpoku XpaHeHHUs NTOKyMEHTOB. llepedHr JOKYMEHTOB C yKa3aHHEM CPOKOB
XPaHCHUS Y UX BHIBI.

24. TlpaBuna MOATOTOBKH JIeJ K C/1aye B BEJIOMCTBEHHBIN apXUB.

25. ApxuBHOE XpaHEHHE TIOKYMEHTOB. BUJIbI apXUBOB.

26. CocTaB HOPMATHMBHBIX JOKYMEHTOB, PETJIAMEHTUPYIOIIMX COCTABICHUE W
odopMIieHHE JOKYMEHTOB B YUPEKICHUU, UX XapaKTEPUCTHUKA.

27. JlenoBast KOPpECIIOHACHLIMS B COBPEMEHHBIX YCIOBHSIX.

28. Knaccuduxkarus 1eI0BBIX MHCEM.

29. CtpyKTypa JeNI0BOro MUChMA U €TO0 PEKBU3UTHI.

wWn e
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30. Texcr memoBoro muchkMa. CraHmapTHbie ¢Gpa3bl U BBHIPAKECHHUS B JEIOBBIX
UChMax.

31. SI3bIK ¥ CTHIIb ACTTOBOW KOPPECTIOH ICHITHH.

32. Cny»xeOHbIi peueBOM ATUKET B JACIOBOM MUCHME.

33. KonkypenTsl nmucsMa (jiesioBas 6ecena, Teiaerpamma, TenedoHHBIN pa3roBop U
T.1.).

34. OcHOBHBIE COKpAIIIEHUSI, UCIIOJIb3yeMbIE B JIEJIOBOU MEPEIHUCKE.

35. MexayHapoIHOE JeI0BOE MHUCHMO.

36. TunoBeie (pa3sl W BBEIPAKEHHS, HEOOXOAMMBIC IMPH COCTABICHUHM TMHChMa
3apy0eKHOMY MapTHEPY.
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IHpuioxenue b

TuTyJabHbBIN JUCT KOHTPOJILHOMH Pad0THI

: g ®epepanbHoe rocypapcreeHHoe GroxeTHoe ofipazoBaTtenbHoe yupexaeHue Boiciwero o6pasoBaHua
T piigrir | O TEXHOMOrMYECKUIA YHUBEPCUTET UMEHW ABAXAbI FEPOS
A i noes =  COBETCKOMO COH3A, TIETYNKA-KOCMOHABTA A.A. JIEOHOBA»
= ~

NMHCTUTYT ITPOEKTHOI'O MEHEJDKMEHTA 1 MHXXEHEPHOI'O
BU3HECA

Kadenpa ynpasnenus

KOHTPOJIBHASA PABOTA

0 JUCHMILVINHE «/lOKyMeHTaMOHHOe o0ecneyeHue yIpaBJIeHUs U
3JIEKTPOHHBIH JOKYMEHTO0000pOT»

CTyJIeHTa (KU) Kypca TPYMIbI

(bamumust, UMs1, OTYECTBO MOJTHOCTHIO)

(TeMa KOHTPOJIBHOM pabOThI)

Jara cnaun paboTsl Ha
MIPOBEPKY

JlaTa 3amuTel paboThl

Ornenka

ITonmmce

Koponés
20T
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IHpuioxenue B

IIpumepHasi CTPYKTYpPa KOHTPOJLHOM PadoThI
Ha TeMy

«Benenne TaMOKEHHON CTATUCTUKHU: NMOHATHE, XapaKTep M 321a4i TAMOKEHHOM

CTATHUCTHKH BHELIHEH TOProBJIN»

Conep:xkanue
BBenenue
l. Teopernueckue u METOJI0JIOTUYCCKHE aCIIEKThI OpraHu3aIuu
JIeTIONIPOU3BOICTBA
1.1 [TonsiTHE M CYIIIHOCTH AETOMPOU3BOACTBA
1.2 OCHOBHBIE MPUHITUIIBI, JIEMEHTHI U CTAJIUU JICJIONPOU3BOJICTBA

2. Opranusanus BeICHUA JIE€JIONPOU3BOJICTBA B Poccuiickoit denepannu

2.1 3amaun 1 GyHKIIUW OpTaHU3AIMH MPH BEJICHUH JCIIONPOU3BOICTBA H
JTIOKYMEHTO000pOoTa

2.2 HopmartuBHass  pernameHTaiuss  BEICHHS  JICJIONPOU3BOJICTBA U
JTIOKyMEHTO000pOoTa

3aKJIroueHue

CHuCcoK MCIO0JIb30BaHHBIX HCTOYHUKOB

[Tpunoxenus
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6. [lepeyeHb OCHOBHOM M JONMOJTHUTEILHON YUeOHOI JTUTEPaTyPBbI,
HEe00X0AUMOI JJI1 0CBOCHUS TUCHMILIMHBI (MOTYJIS)

OcHoBHas JauTEparypa:

1. beikoBa, T. A. JlokyMeHTanMOHHOE OOECTeUeHHUEe YIPaBICHUS
(memonpou3BoJCTBO) : YueOHoe mocobdue. — 2 ; mepepad. u nomn. - Mocksa : OOO
«Hayuno-mznatensckuii  nentp MWMH®PA-M», 2020. — 304 c¢. — URL:

http://znanium.com/go.php?id=1078152.
2. I'pubkoB, JI. H. TexHomormm 5>JIEKTPOHHOTO JOKYMEHTOOOOpOTa

[DnexTponHBI pecypc] : yaebHoe ocooue / ['pudkon /1. H., Kansnos A. B. — Open :
OI'MHUK, 2021. — 105 c. — URL.: https://e.lanbook.com/book/261932.

JlonosiHUTE IbHAS JIMTEpaTypa:

1. ApacnanoBa, B. A. JlokymeHTallmoHHOE oOO€CleUeHUEe YIpPaBICHUS:
y4eOHO-TIPaKTHYECKOE Moco0re B cxeMax, Tabiuiiax, oopasiax : yuedHoe mocodue /
B.A. ApacnaHoBa. — 2-¢ u3j., jomn. u nepepad. — Mocksa|bepnun : upext-Menua,

2020. — 265 C. : UJI., Ta0JI. - URL.:
http://biblioclub.ru/index.php?page=book&id=578394.
2. [lerymko, H. E. JlokymeHTanmoHHOE€ oOOECleYeHUE YMpPaBICHUS

[DnexTponnsIil pecype] / Ilerymko H. E. — Munck : BI'YKH, 2020. — 165 ¢. — URL:
https://e.lanbook.com/book/176019.

3. JlankoBa, A. I. JlokyMmMeHTallMOHHOE OO€ECIEUECHUE YIPABICHUS
nepcoHaioMm : mnpaktukym / A. T'. JlankoBa. — JlokyMeHTanmoHHOE oOecrieueHue
yIIPaBJICHUS MIEPCOHAIOM ; Bech cpok oxpaHbl aBTOpPCKOro mpasa. — OMck : OMCkuHit

rOCyAapCTBEHHbIA TexHMuYeckuil yHuBepcuter, 2020. — 54 c¢. — URL:
https://www.iprbookshop.ru/115470.html.
4, TioneneBa, T.A. JlokymeHTanmoHHOE OOECTEUCHUE YIPABICHUS

YuebHo-meroanueckoe nocooue / Tronenera T.A. — Mocksa : Pycaitnc, 2022. — 100
c. — URL: https://www.book.ru/book/943348.
5. CumonoBa, A. B. Pa3paboTka cucteM 3JeKTpOHHOTO JIOKYMEHTO000pOTa

[DnexkTpoHHBI pecypc] : yueOHO-meTtomumueckoe mocobue / CumonoBa A. B.,
PrionukoB A. K. — MockBa : PTY MMHUPDA, 2023. - 72 c¢. -URL:
https://e.lanbook.com/book/331556.

7. IlepeyeHb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH
«/HTEpHET», HEOOXOAUMBIX VISl OCBOCHMS TUCHUILINHBI (MOZYJI51)

— http://biblioclub.ru/ - D3nekrponHo-6mbOAMOTEUHas cuctema IbC
YHuBepcuTeTCKass OMONIMOTEeKa OHIAH

— http://www.znanium.com/- DnekTpoHHO-OnMOMMOTeYHass cuctema ObC
ZNANIUM.COM

— http://www.rucont.ru/-  DnekTpoHHO-OuOMMOTEUHass cuctema IbC
Hanunonansusiii uudposoii pecypc PykoHrT.

— https://biblio-online.ru - O6pa3oBatensHas mwiardopma FOpait
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https://e.lanbook.com/book/261932
https://e.lanbook.com/book/176019
https://www.iprbookshop.ru/115470.html
http://biblioclub.ru/
http://www.znanium.com/catalog
http://www.rucont.ru/
https://biblio-online.ru/

— www.consultant.ru - Koucynsrant [lmtoc

1. IepeyeHb MHGPOPMANMOHHBIX TEXHOJIOTUH, HCII0JIb3YEMbIX MPH
OCYyIIECTBJIEHHH 00Pa30BATEJIbHOI0 MPOIECCa MO JUCHUIINHE (MOTYJIIO)

Ilepeuens mporpammuoro obdecmeuenusi: Microsoft Office Power Point,
Microsoft Office Word, Microsoft Office Excel

HNudopmManuoHHbIE CIPABOYHbIE CUCTEMbI:

1. Inexmponnsie pecypcot oopazosamenvhoii cpedvl «MI'OTY»:
— www.biblioclub.ru

— www.rucont.ru

— Znanium.com

— e.lanbook.com

2. Hughopmayuonno-cnpagounsvie cucmemol:
— https://www.consultant.ru/ — CIIPaBOYHO-TIPABOBAs cucreMa
«KoncynbranTtlirocy.

— https://www.garant.ru/ — naopmanroHHO-TIpaBoBOM HopTal ['apaHT.py.
Pecypcobl unpopManmonHo-oopazoBareabHoi cpeasl MI'OTY:

Pabouas nporpamma, METOJIMYECKOE oOecrieueHue o Kypcy
«JlokyMeHTaIlMoHHOEe 0OecTIieYeHUEe YIIPaBICHUS U dJIEKTPOHHBIA JOKYMEHTOO00POT»
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http://www.consultant.ru/
http://www.biblioclub.ru/
http://www.rucont.ru/
https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=web&cd=&ved=0CDgQw7AJahcKEwj4hoWPn4KBAxUAAAAAHQAAAAAQAw&url=https%3A%2F%2Fwww.consultant.ru%2F&psig=AOvVaw0UNyZXYJ-jKPwCQDFRa8LV&ust=1693411375862876&opi=89978449
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