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1. HCJIB H 3a1a4Y4 OCBOCHUA NTUCHUIIJINHBI

Hens MPHOOpETEHNE TEOPETHUECKUX 3HAHUH U MPAKTHUECKUX HABBIKOB IPHU paboTe ¢ JOKYMEHTAMH B
OCBOEHUS OpraHM3alMAX ¥ OpraHax rOCyAapCTBEHHOTO U MyHHUIIMITAJIHLHOTO yIIPaBICHHUS.
JUCITATUTAHBI
- W3YYUTh CoJIepIKaHue u 0Cc0OEHHOCTH OpraHu3alyu mporecca
JIOKYMEHTHPOBAHUAYIIPABIEHIECKONH [EATENFHOCTH B TOCYNAPCTBEHHBIX W MYHHUIIHITAIBHBIX
OpraHax ympaBJieHHs, OCHOBHBIC HAIIPABIICHISI HX COBEPIICHCTBOBAHUS;
Sanaun - chopmupoBaTh y oOyuaromuxcs 3HaHHE Hponecca (OPMUPOBaHHSA TOKYMEHTOOOOpOTa
Meudmmnp | BOPTAHH3ALMAX M OpraHaX rocylapCTBEHHOTO M MyHHIMMNATBHOTO YNPABICHASA; - MNPUBHTH
00y4aronmMcs YMEHHSI UCTIOB30BaTh HHCTPYMEHTHI M METO/TBI
COBEpIIICHCTBOBAHMS  JTOKYMEHTAI[MOHHOTO  OOECIIeYeHHs  CHUCTEMBI  T'OCYJapCTBEHHOTO
MYHHIIUTIATEHOTO YIIPaBICHUS

2. Mecro mucuumiannbl B crpykrype OIIOIL

HAucuunnusel u

IMPAKTHUKHU, 3HAHHUA U YMCHHS 110 KOTOPBIM

HEOOXOAUMBI Kak "BXOAHbIE" TpPH H3Y4YEHUH JAHHOU

JIUCLIUILINHEI

MHocTpaHHbIi A3bIK

WHocTpaHHBIH S3BIK B TPOeCCHOHANBHOMN cdepe
IIpaBoBeneHue

Pycckuii s13bIK U KyJIbTypa peun

Teopus ynpaBieHus

Hucturmmast, mpaktuku, [ A, 1u1st KOTOPBIX H3ydeHUe

JIAHHOM JTUCUMIUIMHBI HEOOXOIUMO KaK
MPEUIECTBYIOIIEE

Onenka 3pPeKTUBHOCTH IEATETFHOCTH OpTaHa
rOCY/IapCTBEHHOM BIIaCTH | CIy)KamuX TeXHOJIOruu u
MEXaHNU3MBI TOCYAaPCTBEHHOTO YIIPABICHUS
VYnopaBineHHe OpPOEKTaMH Ha  TOCYJIapCTBEHHOM
MYHHIUITATEHOHN CITyK0e

3. TpeOoBaHusA K pe3yabTATAM OCBOEHMS M CIUILIHHBI

KoMnerenunun odyuaiomerocsi, opmupyembie B pe3yJibTaTe 0CBOEHHUS M CUUILIUHBI.
Crenenb c(h)OpMUPOBAHHOCTH KOMIIETEHIHI

Komnerenun/
3VB

[Tnanupyembie pe3yabTaThl 00yUCHUS

Kputepuu onennBanus DdOC

[1K23 BnageHneM HaBBIKAMH IUTAHUPOBAHUS M OpraHU3allK JESTEIbHOCTH OPraHOB rOCY/IapCTBEHHOM BIIACTH
Poccuiickoit denepannu, opraHoB rocyAapcTBeHHOH BiacTu cyosekToB Poccuiickoit @eneparun,
OpPraHOB MECTHOT'O CaMOYIIPABIIEHUS, TOCY1apCTBEHHBIX U MyHULIMNAIbHBIX MPEANPUITAN U YUPEKICHU,
MOJMUTUYECKUX MapTHid, O0IECTBEHHO-TIOIMTHYECKUX, KOMMEPUECKIX 1 HEKOMMEPUYECKUX OpraHu3aui

3HaTh

CYIIHOCTh, TPHUHIUNBI (QYHKIHKA |
(hop™MbI MIPOTHO3UPOBAHMUS u
IJIAHUPOBAHMUSI, OCHOBHBIC TTOIXOJIbI

B obnactu OopraHu3anuu
[JIAHOBOTIPOTHO3HOM paboTHI,
COBPEMEHHBIC TEeHJICHLIUU
MPOTHO3UPOBAHUS U TUIAHUPOBAHUS
Ha pa3HBIX YPOBHAX IPHUHITHA
YIIPaBICHUECKUX PEIICHUH;

3HAET: CYLUIHOCTb, IPUHLIUIBI PYHKIINH U Tecr
(dopmbl MIPOrHO3UPOBAHUS u
IUTAaHUPOBAHHUS, OCHOBHBIE MOJIXOABI B
obnactu OpraHHu3aIin
IIJIAHOBOIIPOTHO3HOM paboTHI,
COBpPEMEHHbBIE TEHJICHIIUU
IIPOTHO3UPOBAaHUs M IJIAHUPOBaHMUSA Ha
pasHBIX YPOBHSX MNPUHATHSA
YIPaBIEHUYECKHUX PEIICHUH;




Vmerb ONpeNesITh 0OILIECTBEHHEIE yMEeT: ONpeCiITh ob1iecTBeHHbIE | BrimomHenue
MOTPEOHOCTH, BBISBISITH BO3MOYKHOCTH MOTPEOHOCTH, BBISBISATHL BO3MOXKHOCTH s | pehepara
JUTSL UX yJIOBJICTBOPEHUS, 00OOCHOBBIBATH HX YAOBIIETBOPECHHUS, 000CHOBBIBATE
HanOoJiee parMoHabHEIC HAIPaBICHUS HanOoJiee  paIlMOHANbHBIC  HAIMpaBIICHHUS
WCTIONIb30BaHMSI MMEIOINXCS PECypCOB, WCTIONTF30BAHUSl  MMEIOIINXCS  PECYPCOB,
TJIAaHUPOBATH u MIPOTHO3UPOBATH IJIAHUPOBATH u MPOTHO3HUPOBATH
COOCTBEHHOE Pa3BUTHE W aJalTHPOBAThH COOCTBEHHOE pa3BUTHE W AMaNTHPOBATH WX
UX K YCIIOBUSIM MHUPOBOI'O PHIHKA; K YCJIOBHSIM MUPOBOT'O PBHIHKA;

Bnaners [Ipe3enTanus

HaBBIKAMU Pa3paOOTKH [UIAHOB PA3BUTHUS
TEPPUTOPHI1 C yUETOM Pa3BUTHS PETHOHOB,
METOJaMH U HHCTPYMEHTaMH
MIPOrHO3UPOBAHUSAHN TNIAHUPOBAHUS U
OpraHU3aLMHY JEATENBHOCTA OPTraHOB
TOCYIapCTBEHHOM BJIACTH
Poccuiickoit ®enepanun,
TOCYIapCTBEHHOM  BIIACTH CyOBEKTOB
Poccuiickoit ®enepanuy, OpraHoB
MECTHOT'O caMOYIIpaBJIeHUS,
TOCYy/lapCTBEHHbIX W MYHHIUIAIbHBIX
HpEeANpUATUN U YUpEKIACHUM,
MIOJINTUYECKUX MAapTUM, CaMOCTOSTEIBHON
paboThI
00I11€CTBEHHOMIOJIMTHYECKUX,KOMMEPUECKUX
u HEKOMMEPYECKUX OpraHM3alyi,
HaBBIKaMH.

OpraHoB

BJIaJI€eT: HaBBbIKAMH Pa3pabOTKH IUIAHOB
Pa3BHUTHUS TEPPUTOPUHN C YIETOM Pa3BUTHL
PEruoHOB, METOJaMH U HUHCTPYMEHTaMHU
[IPOrHO3UPOBAHNS U IJIAHUPOBAHUS U
OpraHU3alMH JEATENBHOCTH OPraHOB
rOCyIapCTBEHHOM BIIACTH
Poccuiickoit ®depnepauuu,
roCyapCTBEHHON BIIACTH CyOBEKTOB
Poccuiickoit ®depnepauuu, OpraHoB
MECTHOIO caMOYIIpaBJICHUS,
FOCYapCTBEHHBIX W MYHHIIUNAIbHBIX
HNpEeANPUITHNA 5 YUpEXKACHUM,
MOJIMTUYECKUX IapTHH, CaMOCTOSTENbHON
paboTsI

00IIECTBEHHOIIOIUTHIECKHX, KOMMEPUECKUX
u HEKOMMEPYECKHX OpraHH3aLNH,
HaBBbIKaMU

OpraHoB

[TK26 BnajeHueM HaBbIKaMu cOopa, 00paboTku HHpOpMAIMY 1 yyacTusi B HHYOPMATH3AINH ACITEIbHOCTH
COOTBETCTBYIOLINX OPTaHOB BJIACTH U OpraHU3aIUN

3HaTH

C(i)OpMI/IpOBaB]_HeeCH CHUCTEMATHYCCKOC
3HAaHHUC

- COLIMATBHBIX
CTaH/IAPTOB,HANPABJIIEHHBIX Ha KaueCTBO
KU3HH;

- posn
rOCY/IapCTBEHHOT0,PErHOHAIBHOTO u
MYHHIUIATEHOTO yIIpaBJICHHS B

9KOHOMMKE T'OPOJICKOT0 X035IMCTBA.

3HAET: chopMupoBaBIieecs
CHUCTEMAaTHYECKOe 3HAHHE

- COIIMATIbHBIX
CTaHJIapTOB,HANPABICHHBIX HAa KayeCTBO
JKU3HHU;

- poinu
rOCy/IapCTBEHHOT'0,PErHOHAIILHOTO u
MYHHIUIIATEHOTO yIIpaBJICHUS B

SKOHOMMKE TOPOJICKOT0 X0351MCTBA.

Tect




YmeTtb chopmupoBaBIIeecs CHCTEMAaTH4eCKOE | yMeEeT: WCTIOJIb30BaTh Brimonnenue
yMEHHE WCTIONB30BaTh HAY4YHO- | HAYYHOTEXHUYECKYIO WHpOPMAIHIO, pedepara
TEXHUYECKYI0 HH(pOopMaluio, 00pabaTsiBaTh | 00pabaThIBaTh MH(POPMAIHIO u
HUH(OpMALHIIO " y4JacTBOBAaTh B | y4acTBOBaTh B UH(OpMATH3ALUH
nH()OpMATH3ALUH TEATEbHOCTH | NeSTEIbHOCTH COOTBETCTBYIOIIHX
COOTBETCTBYIOIIMX OPraHOB BIIACTH ¥ | OPTaHOB BIACTH M OPTaHM3AINIA.

OpTraHH3alHH.
Bnaners [Ipe3enTanus
BJaJeeT: HaBBIKaMH cOopa, 00paboTku
HaBBIKaMH cOopa, 00paboTKu WHpOpMAITIH
nHpOpPMaLUH u y4acTus B
u y4acTHs B WHPOPMATU3AIIH
nHpopmMaTH3anum JeATeTLHOCTH
JeSITeTbHOCTH COOTBETCTBYIOIMX OPTraHOB
. COOTBETCTBYIOIIMX OpPTraHOB BIACTH H
BJIACTH U OpTaHU3alui .
OpraHu3anuit
4. CTpyKTYypa U coiep:KaHue QU CHUIINHBI
TemaTn4yecKuii NJIaH M CUUILTHHBI
Jluteparypa | @opmupyemslie
o
Ne HasBanue Tembl ConepxaHue KOMIICTCHIUH




Opranuzanus
JOKYMEHT0000pOT
a Ha
rOCyJapCTBEHHOU U
MYHUIUIAIBHON
ciyx0e

[Ipenmer, coneprkanue, 3a1a4u Kypca.
[onsTust «<uHpOpMaUD» U

«IOKYMEHT»,«JOKYMEHTAIIHOHHOE obecrieueHue
ynpasienus (JOY)».
DOBOMIOLMSI  TEPMUHOJIOTMM B OTEYECTBEHHOM U

3apyOeKHOM 3aKOHO/IaTENIbCTBE.

TepMmuHOIOrHYECKHE CTAHAAPTHI.

PasButue npencraBieHuil 0 JOKyMEHTE.

Ponp nokymeHTa B JKM3HHM 4eJIOBEKa M OOLIECTBA.
BrmusHue Hay4HO-TEXHMYECKOro IIporpecca Ha
pa3BHTHE TOKYMEHTA.

CBoiicTBa U NIpU3HAKU JOKYMEHTA.

JIOKyMEHTaMOHHOE O0ECHEeUCHHE YHPaBJICHUS Kak
BaXHEHIIass (YHKUUS YHOPABICHUS, €€ MECTO CPeIu
IPYTUX YIPaBICHYECKUX (QyHKIMH.

B3anMocBA3b CHCTEMBI YIIPABICHUS B LIEIOM U CUICTEMBI
YIpaBIeHUs JOKYMEHTaMH. 3Ha4Y€HHE JOKYMEHTOB JJIs
peaNn3anyy yIpaBIeHIECKUX PEIICHHN.
HcTopudeckuil ONbIT OpraHu3alyy JEIONPOU3BOICTBA B
rOCyJapCTBEHHBIX yupexaeHusx Poccuu. Bomnpocsl
JIeJIONPOU3BOACTBA B 3akoHOAaTenbcTBe Ilerpa 1.
Munuctepckas peopma u ee BIUSIHUE HA
JEJIONPOU3BOICTBO BBICIINX U LIEHTPAIBHBIX
rOCyIapCTBEHHBIX YUPEKACHUH.

Hacnenue coserckoro mepuosa B COBPEMEHHON
HOPMaTUBHOU baze MOJTUTUKHU yHpaBIeHUs
JOKYMEHTaMH: co3JlaHue u BHenpeHne OCHOBHBIX
nonoxeHud  EQuHOM  roCcylnapCTBEHHOH — CHCTEMBI
JIeJIONIPOU3BOJICTBA, €€ 3HAu€HUe Ul OpraHu3aluu
JIEJIONPON3BOJICTBA B YUPEKICHUSIX M OpraHU3aIMsX.
PaszButie paboT Mo cTaHAapTH3AlMU U YHUPHUKAIUU
yInpaBieHYeCKuX AokymeHToB B 1970 - 1990 rr.
Hampasnenus rocygapctBeHHOro peryiaupoBanus JOY
B 1990-e — 2010-e ros!.

Breapenne nHQOpMaIIMOHHBIX TEXHOJIOTHIA:
CMEMaHHbIN (0yMakKHO-3JIEKTPOHHBIN) U AJIEKTPOHHBIH
JIOKyMEHTOOOO0POT.

8.1.1,
8.1.2,
8.1.3,
8.2.2,
8.1.4,
8.2.3

8.2.1,

TIK23 3Hatp
1IK23 YmeTh
T1K23 Bnanets
IIK26 3Hath
TIK26 Ymetb
TIK26 Bnanetb




3aKoHOJaTeNbHOE u
HOPMaTUBHOMETOANYECKOE
peryiupoBaHue
JOKyMEHTAIlMOHHO ro
obecriedeHus1 ympaBIeHUS
B rOCY/IapCTBEHHBIX
OpraHM3aIHAX

CTpyKTypa 3aKOHOJIATEIILHOW U HOPMATUBHOHN 0a3bl
JOV:

Koncturynus PO,

Koncturynmonnsle 3akonsl, denepanbHble 3aKOHBI,
akTthl [Ipesunenta PO, nocranosnenus [IpaButenpcTBa
P®, BenoMCTBEHHBIE aKThl, 3aTparvBarolie BOIPOCHI
JIeIIONPOU3BOICTBA.

HopmaTtusHo-meToanueckue aktel o JOY:
WHCTPYKIUM, TpaBuia, IEpeYHH JOKYMEHTOB CO
CpOKaMH XpaHeHMss H JAp. Mx 3HadeHuwe Ans
MOCTAaHOBKM  JIEJIONIPOM3BOJACTBA B KOHKPETHOMU
OpraHu3aIyH.

Bompocel  genmompousBoacTBA M JOCTynma K
uHpopMaun B kogekcax Poccuiickoii @enepanym.
CoBpeMeHHasi HOpPMAaTUBHO-MeTOAMYecKas 0aza
JIeIIONPOU3BO/ICTBA 00 WHPOPMAITUOHHBIX
TEXHOJIOTHSIX.

OenepanbHas nenesast nporpamma «MHbpopmanronHoe
obmrectBo. 2011-2020 rr.».

®enepalibHbIC 3aKOHBI: «006 WHPOPMALUH,
WHPOPMALTUOHHBIX TEXHOJIOTHSIX u 3aIuTe
uHpopmarum», «O NepcoHANbHBIX AaHHBIX», «O0
EKTPOHHOHM IMdpoBol moanucu, «O0 apXUBHOM
zene B Pocculickoi Denepanuny, «O
rocyapcTBeHHOM s3bike Poccuiickoit @enepaunn» u
ap. (Cm. m.3.4 Crucok HOPMAaTHBHBIX IPaBOBBIX
JIOKyMEHTOB).

Hauuonansaeie crangaptel U crangaptel UCO o
TIOJIUTHKE YIPABIEHUS TOKyMEHTaMHU.

8.1.1,
8.1.2,
8.2.1,
8.1.3,
8.2.2,
8.1.4,
8.2.3

TIK23 3Hatp
T1IK23 YmeTh
T1K23 Bnanets
IIK26 3Hath
TIK26 Ymethb
TIK26 Bnanetb




CoBpeMeHHbIE
TpeOOBaHUS K
COCTaBy "
0(OPMIICHUIO
JIOKYMEHTOB.

OCHOBHBIC HOpPMAaTHBHBIC JOKYMEHTH: MeToamueckue
pEKOMEHIAIMK  TI0  pa3pabOoTKe  MHCTPYKLIUH IO
JeTTOTIPOU3BOJICTBY B (dbenepanbHBIX opranax
WCTIOJTHUTENILHOU BiacTu (yTB. DeepaibHbIM apXUBHBIM
arearcteom 2010 r) wuw TOCT P 6.30-2003
«YHupUIUpoBaHHbIC CUCTEMBI JIOKYMEHTAIIUH.
YHubuimpoBanHas cucremMa
OPTraHU3aIMOHHOPACTIOPSIUTESILHON JOKYMCHTAIUY,
TpeOoBanust kK OQOPMIICHUIO JOKYMEHTOB» O OJaHKax
JIOKYMEHTOB, O(OPMJICHUM PEKBU3HTOB JOKYMEHTOB,
oOpMIICHUHN OTACIHHBIX BUJOB JOKYMCHTOB M COCTaBE
JIOKYMEHTOB,

[lonsiTre «pexBU3HATY.

[onstue «hopmyspa TOKyMEHTa.

Ponb 61aHKa B CTPYKTYpE JOKYMEHTA.

Cocra 01aHKa, MOPSAOK PACTIONOKEHHS PEKBH3UTOB B
Onanke.

YHubukaius J0KyMeHTa KaKk OJIHO U3 HaIllPaBJICHUH ero
COBEPILEHCTBOBAHMUSL.

PekBU3UTHI, perynupyeMbie roCy1apCTBEHHBIM CTaHAaPTOM.
I'OCT P 6.30-2003 u MeTtoau4uecKuMu peKOMEHIAIMSIMHU
Mo pa3paboTKe HMHCTPYKIUH IO JEIONpPOHU3BOJACTBY B
(denepanbHBIX OpraHax HCIOJHUTCIBHOM BJIACTH U
PEKBH3UTEI, peryiupyemMsbie 3aKOHOAATEILCTBOM
Poccuiickoit  @enepanmu.  TpeboBaHHs K  TEKCTy
Pa3IMYHBIX BUIOB YIIPABICHYCCKUX JOKYMEHTOB.
HupopmMalinoHHO-CITPaBOYHbIE JOKYMEHTBI B COIHAJIbHOM
cepe.

TpeboBanus kK 0pOPMIICHUIO U COACPIKAHUIO.

8.1.1,
8.1.2,
8.2.1,
8.1.3,
8.2.2,
8.1.4,
8.2.3

I1IK23 3Hatb
IIK23 YmeTh
I1K23 Bnanets
I1K26 3Hath
I[IK26 Ymethb
I1K26 Bnagetsb




OcHOBBI
JOKYMEHTO000pOT a:
MPUHLHIIBI
OpraHu3aluy,
crierupuka
JOKYMEHTOOOOPOT a
B yIpaBJICHUH
TOPOACKUM
XO0341CTBOM

HokymeHTo000poT Kak 3()(EKTUBHBI HWHCTPYMEHT
ONTUMM3ALMKN  yIpaBleHUYECKUX pemieHui. OueHka

COBPEMEHHOI'0 COCTOSIHUSA JIOKyMEHTAI[HOHHOTO
obecrieyenusi ynpasienus. Crpykrypa u  oOmas
XapaKTepUCTHKA JIOKYMEHTOIIOTOKOB B

nokymeHntoobopore. [IpaBuiia opranuzanuy JBMKEHUS
JOKYMEHTOB B OpraHH3aLlnH.

OcHOBHBIE  TOHATHS; TpeOOBaHMA K  OpraHU3alUH
JOKYMEHT0000p0Ta; 0OCOOEHHOCTH pabOTHI C IIEKTPOHHBIMU
JOKYMEHTaMH; o00s3aTeNbHble CBEACHUS O JIOKYMEHTaX,
UCTIONB3YEMBIX B IIETSX y4deTa M TOHCKAa JIOKYMEHTOB B
crcTeMax JIEKTPOHHOT0 TIOKYMEHT0000poTa (Ha mpuMepe
MOC30).

[MpuHnunel opraHu3anuu JAOKyMeHTooOopoTa. OCHOBHEIC
3TaIlbl JOKyMEHTOOO0OPOTa: PUEM U MepBUYHAsE 00paboTKa
MOCTYMAIOIINX JOKYMEHTOB, Mpe/IBapUTEIbHOE
paccMOTpEeHHE, PEerucTpanys IMOCTYMAIOIIUX JOKyMEHTOB,
MOPSIIOK  PAaCCMOTPEHUSI JIOKYMEHTOB PYKOBOACTBOM H
JOBEJICHUSI JIOKYyMEHTOB /O HCIONHHUTENeH, paboTa
UCTIOIHUTES C

JOKYMEHTaMHM, OpraHu3anus paboThl € OTHPaBIISIEMBIMH
JOKYMEHTaMH, UX PETHCTPALs U OTIIPABKa; PETUCTPALIUS U
MIPOXO’KACHNE BHYTPEHHUX JOKYMEHTOB.

Crieru¢mka JOKyMeHTOO00pOTa B COLMANBHOI paboTe:
BUBI TOKYMEHTOB B COOTBETCTBHU C MeTOANYIECKUMU
PEKOMEHIALMSIMU 10 OPTraHU3aLUH [IPEJOCTaBICHHS
COLMANIBHBIX YCIIYT B JOPME COLIMATIBHOTO 00CITYKUBAHUS
Ha gomy. 2015 r. u npuka3zom JlenapramMeHTa COlIMAIbHON
3aIInThl HaceneHusa ropoaa Mocksel ot 30.12.2014 Ne 1171
00 opraHu3anuu paboOTHI IO

peanuzauuu nonoxenuit [locranosnenus IIM ot
26.12.2014 No829-III1 «O comuanbHOM 00CTYKHUBaHUU
rpaxias B ropose Mockse».

8.1.1,
8.1.2,
8.2.1,
8.1.3,
8.2.2,
8.1.4,
8.2.3

I1IK23 3Hatb
IIK23 YmeTh
I1K23 Bnanets
I1K26 3Hath
I[IK26 Ymethb
I1K26 Bnagetsb




Opranuzanus
XPaHECHUS
JIOKyMEHTOB B
TEKyIIeM
TIETIOTIPON3BOICTB €

[TonsTHEe «KOMILIEKCA TOKYMEHTOBY.

®opmMHUpoBaHNE KOMIUIEKCOB IOKYMEHTOB B TEKYILIEM
JIEJIONPON3BOJICTBE.

Oepnepanbubiii 3akoH Poccuiickoit ®enepanuu ot 22
okTs0pss 2004 1. N 125-®3 «O0 apxuBHOM jene B
Poccuiickoli ~ @enepanun»  (akTyadbHas — Bepcus).
HopmaTtuBHO-MeToanueckue

MaTepuaibl  ¢enepaibHOM  apXUBHOH  cioyxkObl 00
opraHuzanuu paboThl C AOKyMEHTaMH IO MOATOTOBKE K
ApXUBHOMY XPaHEHHUIO.

Pazpabotka w  BemeHHMe  HOMEHKIATYpBl  JE.
Homenknarypa nen B opraHu3ali CO CMEIIAHHBIM
JOKYMEHTOOO0pOTOM.

MetonuKka COCTaBICHUS HOMEHKIATYphl el HU3ydeHHe
cocTaBa JIOKyMEHTOB,

Cpoxu XpaHeHUs TOKYMEHTOB.

[opsimox odopmiieHus, COriIacoBaHus W YTBEPKICHUS
HOMEHKJIaTypHI Jedl.

[lonsatue “nepedenp nokymeHToB”. Ha3HaueHue u
WCIIONIb30BAaHUE TiepeyHell B KadyecTBE OCHOBHBIX
HWCTOYHUKOB MO M3Y4YEHHMIO COCTaBa M COAEp)KaHUSA
JIOKYMEHTOB, YCTaHOBJIEHUIO CPOKOB

XpaHeHUsT W OOECIEYCHUIO EAMHCTBA  OINEPATHBHOTO
XpaHEeHUs U apXuBa.

JeicTByroniye mnepeyHu € TUIIOBBIMM CPOKaMHU XPaHEHUs
JIOKYMEHTOB:

- [lepeuenn THUIIOBBIX ApPXUBHBIX
JIOKYMEHTOB,00pa3yoImuxcsd B HAyYHO-TEXHUYECKOH U
MPOU3BOJICTBEHHOW JIEATENIbHOCTH OpraHu3alui, ¢
yKa3zaHueM cpokoB xpaHenus (IIpunoxxenue kK npukasy
MunncTepCcTBa KYIbTYPbl U MACCOBBIX

koMMyHuKarmid PO ot 31 utons 2007 r. Ne 182
http://base.garant.ru/191871/)

- [lepeuenn THTIOBBIX YIpaBIeHYECKHUX
ApXUBHBIXJIOKYMEHTOB, OOpa3yloIIMXCS B Ipoliecce
NESITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOI'O  CaMOyNpaBJleHHWs W  OpraHu3anuii, ¢
yKa3aHueM cpokoB xpaHeHus (IIpunoxenune k npukasy
MunncrepcTBa KyiabTypbl Poccuiickoi

Oenepanuu ot 25 aprycta 2010 1. Ne 558)
OTBETCTBEHHOCTH 32 COXPAHHOCTH JJOKYMEHTOB.

8.1.1,
8.1.2,
8.2.1,
8.1.3,
8.2.2,
8.1.4,
8.2.3

I1IK23 3Hatb
IIK23 YmeTh
I1K23 Bnanets
I1K26 3Hath
I[IK26 Ymethb
I1K26 Bnagetsb




Opranuzanus
paboThI C
oOpaleHUsIMH
rpaxkaaH

Ormeparyy 1o npueMy, perucTparyu, KOHTPOIIO
UCIIOJTHEHHUSI, IPUHSATUIO PELICHUI TI0 00OpaIeHUAM
rpak/iaH KaK 4acTh YIPaBICHYECKOr0 TOKYMEHTO000pOTa.
TpeboBaHMs K CpOKaM MOJArOTOBKH OTBETOB Ha OOpaIieHHs
rpaXK/iaH.

TpeOoBaHHMs K COJCPKAHUIO OTBETHBIX JOKYMCHTOB.
dopmupoBaHUE M XpaHEHHE TPEIUIOKCHUI, 3asBICHUH,
K00 TpaxkIaH.

O0o001enye, a”Haau3 M HCIOJB30BAaHHE ITAHHBIX O
pabore ¢ oOpameHHSMH TpaKiAaH B ammnapare
yIIpaBJICHHS.

[TpuMeHeHne ANCKTPOHHBIX TEXHOJOTHHA JUIS TOATOTOBKH
OTBETOB M OpraHH3alUH HH(POPMAIIHOHHO-CIIPABOYHOM
CIy’)kObI B  YUYpeXACHUAX C OONBIIIM  0OBEMOM
MIpeJIOKEeHHUH, 3asBICHUH, Kamo0 TpaxknaH (Ha mpuMepe
MOCD/10). 3akoHomaTenpHAS peTIaMeHTaIus paboThI C
MPeIOKESHUAMH, 3asBJICHUSMH 1 JKAJI00aMU I'paskaaH

(Denepanpupiii 3akoH 2006 1. «O mopsake
paccMoTpeHuss oOpaineHuii TpaxknaH Poccuiickoit
®enepammm» ¢ uzM. 2014 r.).

dopMupoBaHue 3aKOHOIATEIbHOU 0a3bl,

perinaMeHTHupylomeid paboTy OpraHoB yNpaBlICHHS C
rpaxaanamu  (DenepanpHblii 3akoH «OO0 oOecrieueHUH
JIOCTyTa K HHGOPMAITUH O JCATEIBHOCTH TOCYAapCTBESHHBIX
OpraHOB M OPraHOB MECTHOTO CaMOYIpaBIeHUs» OT 9
¢espanst 2009 rona Ne 8-03) u DenepanbHblil 3aKOH OT 27
utoig 2006 r. N 152-03 «O nepcoHanbHbIX JaHHBIX.

8.1.1,
8.1.2,
8.2.1,
8.1.3,
8.2.2,
8.1.4,
8.2.3

I1IK23 3Hatb
IIK23 YmeTh
I1IK23 Bnangets
I1K26 3Hath
I[IK26 Ymethb
I1K26 Bnagetsb

Pacnipenesienue 0101:keTa BpeMeHH 10 BUaM 3aHATHII ¢ yueToM (popMbl 00ydeHHs

AynuropHbie yueOHbIE 3aHITHS
CamocTosTenbHas
Konrakrhas pabora 3aHATUS nabopaTopHbIe MPAaKTUYECKHE pabora
Ne JIEKIIMOHHOT'O THIIA paboThI 3aHATHSA
OyHa | OYHO3a04 (3304Ha [oyHaA [ OYHO3a0Y |3a04yHa [oyHa | OYHO3a0Y |3aoyHa |oyHa | OYHO3a0Y |3a0yHa [oyHa | OYHO3a04Y |33a04yHa
a HasA a a HasAs a1 a Hass qa a HadA a q HasA q
1 4 2 4 2 1 0 0 0 0 0 1 10| 10 10
2 4 2 4 2 1 0 0 0 0 0 1 8 10 10
3 2 2 2 2 05| 0 0 0 0 0 05| 8 10 10
4 2 2 2 2 05| 0 0 0 0 0 05| 8 8 10
5 2 2 2 2 05| 0 0 0 0 0 05| 8 8 10
6 2 2 2 2 05| 0 0 0 0 0 05| 8 8 8
[IpomesxyTouHasi aTTecTanus
2 2 0 0 0 0 0 0 0 0 0 4 4 4




Uror | 18 14 10 | 16 12 4 0 0 0 0 0 4 | 54| 58 62

5. MeTtoan4yeckue yKazaHusi JJs 00y4AHOIIUXCH 10 OCBOCHHUIO TUCHUIJINHbBI

B npomecce o0ocBOeHHS AMCUMIUIMHBI CTYAEGHTY HEOOXOAMMO IIOCETUTb BCE BUABI 3aHATHH,
IIPEyCMOTPEHHbIE paboueil nporpaMmol JUCHMIUIMHBI U BBIIOJHUTH KOHTPOJIBHBIE — 3a/1aHUA,
IpeaIaraeMple IMpEenojaBaTesIeM Ul YCIECIIHOTO OCBOEHUS AMCLMILIMHBL Tarkke claenyer HU3yduTh
pabouyo MporpaMMy AUCLUIUIMHBI, B KOTOPOM ONpeNeNeHbl Leau U 33Jayd JAUCHUIUIMHBI, KOMIIETCHIIUN
oOyyaromerocsi, (opMUpyeMble B pe3yJlbTaTe OCBOCHHS TUCHUIUIMHBI U IUIAHUPYEMbIE DPE3YJIbTaThl
oO0yuyenus. PaccMoTperb conepkaHM€ TeM JUCLHUIUIMHBL, B3aUMOCBSI3b TE€M JIEKUUH M MPAKTUYECKUX
3aHATHH; OIO/PKET BPEMEHM IO BUIAM 3aHSATHI; OICHOYHBIC CPEICTBA JJIS TEKYIIeW M MPOMEKYTOUYHOH
aTTecTallMy; KPUTEPUUM HUTOTOBOW OLIEHKM pE3YyJIbTaTOB OCBOCHUSA JIUCUUIUIMHBL. (O3HAaKOMUTBCS C
METOAMYECKUMHM  MaTepuajaMy, I[pPOrpaMMHOMH(OPMALMOHHBIM M  MaTe€pUalbHO  TEXHUYECKUM
o0ecTieYeHneM TUCITUILTIHEIL.

Pabora Ha nekuun

JlekIMOHHBIE 3aHATUS BKIIOYAIOT M3JI0KEHHE, OOCY)XIEHHE U pa3bsCHEHUE OCHOBHBIX HAlpaBICHUN U
BOIPOCOB M3Y4aeMOW JMCUMUIUIMHBI, 3HAHHE KOTOPHIX HEOOXOJMMO B XOJE PEaTH3alMé BCEX OCTAIbHBIX
BUJIOB 3aHATHA M B CAMOCTOSTENBHOW paboTe cTyAeHTOB. Ha JeKnusxX CTyIeHTHl IMOJIydaroT camble
HE00XO/MMBbIE 3HAaHUS MO U3ydyaemoil mpoOieme. HempeMmeHHBIM ycloBHEM il TNTyOOKOro M IPOYHOIO
YCBOEHHUSI yueOHOro MaTepuasa SIBISIETCS YMEHHUE CTYJIEHTOB COCPEJOTOUYEHHO CIyLIAaTh JIEKIIUH, aKTUBHO,
TBOPYECKM BOCIPUHUMATh H3JaraeMble cBeJAeHMs. BHHMMaTenpHOE cCilyllaHMe JIEKLUH Mnpeanogaraet
MHTEHCUBHYIO YMCTBEHHYIO JAEITEIbHOCTb CTyAeHTa. KpaTkue 3amucu JeKuuil, KOHCIIEKTUPOBaHHE HX
[IOMOTaeT yCBOUTh Marepuan. KoHCIeKT ABIsSeTCS MOJE3HbIM TOI/Ia, KOT'/Ia 3allUCaHO CaMOe CYILECTBEHHOE,
OCHOBHO€. 3aluch JIEKIUH PEKOMEHJYeTCsl BECTH 10 BO3MOXKHOCTH COOCTBEHHBIMH (HOPMYIHPOBKAMHU.
XenarenpbHO 3amuch OCYHIECTBISITH Ha OJHOM CTpaHMIE, a CIEIYIOIIYIO OCTaBIATh ISl MPOpPabOTKH
y4eOHOro MaTepuaa caMOCTOSATENIbHO B JOMAIIHUX YCIOBHIX. KOHCIEKT syyllie Hogpa3iesiaTh Ha MyHKTHI,
naparpadsl, cobntosas KpacHyl CTpoky. [IpuHIuMnuaneHbele MecTa, omnpeaeneHusi, (Gpopmynbl cieayer
COIIPOBOXAATh 3aMeYaHUsIMHU. PaboTas HajJ KOHCIIEKTOM JIEKIUI, BCerja cieayeT MCIOoIb30BaTh HE TOJIBKO
OCHOBHYIO JINTEPATYPY, HO U Ty JINTEPATYPY, KOTOPYIO AOMOJIHUTEIBHO PEKOMEHI0BAII JIEKTOP.

[IpakTrueckue 3aHATUS

HO)IFOTOBKy K MPAKTUYCCKOMY 3aHATHUIO CICAYCT HAUYMHATHL C O3HAKOMJICHUSA C JICKIIMOHHBIM MaTCpHUaJIOM, C
HU3YUCHUS IIJIaHA IMTPAKTUICCKUX 3aHATHH. OHpeI[eJ'II/IBH_II/ICL C HpO6J’I€MOI>i, CICayeT O6paTI/ITBC}I K
peKOMCHHyCMOﬁ JIUTCpAType. BJ'Ia,Z[CHI/IC MOHSITANHBIM arrapaToM U3y4acMoro Kypca AaBJIsACTCA
HGO6XOJII/IMI)IM, IIO3TOMY I'OTOBACH K ITPAKTHUYCCKUM 3aHATHUAM, CTYACHTY CIICAYET aKTUBHO I1OJIb30BATLCA
cnpaBquoﬁ J'IPITCp&TypOfIZ OHIUKIIONICAUAMHA, CJIOBAPAMUA U JIP. B X0[4€ IMPOBCACHUA ITPAKTUYCCKUX SaHHTHﬁ,
marcpuall, H3JIaraeMeId Ha JICKOUAX, 3AKPCIUIACTCA, paCIIUPACTCA U JOIMOJIHACTCA IMPU IMOATOTOBKE
COO6m€HHﬁ, pe(bepaTOB, BBITTIOJTHCHHUH TCCTOBBIX pa60T. CrerneHb OCBOCHUS Ka)KHOﬁ TCEMBI OIIPCACIIACTCA
npenoaaBaTeyicM B X04€ O6CY)K,Z[CHI/I}I OTBCTOB CTYJACHTOB.

CaMocrosTenbHas pa60Ta

CryneHT B npouecce 00y4eHHs JT0JKEH He TOJIBKO OCBOMTH YU€OHYIO ITPOrpaMMy, HO U IPHOOPECTH HABBIKU
camocTosITeNbHOM paboTel. CamocrosiTenbHas paboTa CTYAEHTOB WIPAaeT BaXKHYIO pPOJIb B BOCHUTAHUU
CO3HATEJIBHOIO OTHOILIEHUS CaMUX CTYAECHTOB K OBJIAJECHUIO TEOPETUYECKUMHU U MPAKTHUUECKUMHU 3HAHUSAMH,
NPUBUTHUM MM TIPUBBIUKM K HANpaBIEHHOMY UHTEIJIEKTyadbHOMY Tpyay. CamocTosrenbHas pabora
MMpOBOAUTCA C LCJIBIO erIy6JIeHI/I$I 3HAHUM T10 JUCIHUIIIINHC. MaTepI/IaJI, 3aKOHCHeKTI/Ip0BaHHI>II7I Ha JCKIUAX,
HCOGXO,Z[I/IMO PEryIsIipHO AOMOJHATH CBEACHUAMUA U3 JIMTCPATYPHBIX HCTOYHUKOB, IPCACTABJICHHLIX B pa60qeﬁ
nporpamMe. M3ydeHue smrTepaTypbl cilelyeT HauMHaTh C OCBOEHMsSI COOTBETCTBYIOUIMX pa3fesioB
JUCHUIIIIMHBI B y‘IGGHI/IKaX, 3aTC€M O3HAKOMMUMTHCS C MOHOFpa(I)I/ISIMI/I WU CTaThIMH 1O TOH TEMATUKC, KOTOPYIO
U3y4aeT CTYAEHT, M IOcle 3TOro — C OpoIIIopaMd M CTaThsMH, COAEPXKAIIMMU MaTepHual, AAroLIHii



yriIyOJieHHOE TPEACTaBICHUE O TeX WM HMHBIX acleKTax paccMaTpuBaeMoi mpoOiemsl. i pacimmpeHus
3HaHUH 1O TUCLMIUIMHE CTYJEHTY HEeoO0XOAMMO MCIOJIb30BaTh VIHTEpHET-pecypchl U clieqUalu3upOBaHHbIC
0a3pl JaHHBIX: TPOBOAWTH TIOMCK B PA3JIMYHBIX CHCTEMax M HCIOJIb30BaTh MaTepUalbl CaHTOB,
PEKOMEHIOBaHHBIX IIPENOAABATEIIEM HA JIEKIIMOHHBIX 3aHATUAX.

HOHFOTOBK& K CE€CCHUH

OCHOBHBIMU OPHEHTHUPAMH MNpPU MOJITOTOBKE K MPOMEXKYTOUHON aTTECTalMy MO AUCLUILIUHE SBISIOTCS
KOHCIICKT JICKIIMM U MepeuyeHb PEKOMEHyeMoi uTeparypbl. [Ipu moaroroBke K CECCUU CTYACHTY CIIEIyeT
TaKk OpraHu30BaTh Y4eOHYIO paboOTy, YTOOBI Mepesl NEePBbIM JHEM Hadalla CeCCUM OBbLIM CIIaHBl U 3alHUILEHBI
Bce IpakTudyeckue padbotsl. OCHOBHOE B MOJATOTOBKE K CECCHM — TO MMOBTOPEHUE BCET0 MaTepuaia Kypca, mo
KOTOpPOMY HEO0OXOAMMO MpOWUTH arTecTanuio. Ilpu MOAroToBKE K CECCHM CleqyeT Bech 00beM paboThI
pacrnpeenarth paBHOMEPHO IO JHSM, OTBEICHHBIM Jii MOATOTOBKH, KOHTPOJIMPOBATH KaXKIbIH JEHb
BBITIOJTHEHUST PAOOTHI.

6. ®OH/IbI OLIEHOYHBIX CPEACTB JJIsl TEKYIIEero KOHTPOJIA YCIeBaeMOCTH,
MPOMEKYTOYHOMN ATTECTAIMUA U CAMOKOHTPOJIA 110 UTOraM OCBOCHUS TN CUMILINHbI

TexHonorus OleHUBAHUS KOMHeTeHHI/Iﬁ (bOHI[aMI/I OLCHOYHLIX CPCACTB:

® (opmupoBaHHEe KPUTEPUEB OLICHUBAHUS KOMITICTEHIIHIA;

o3HakomiieHue oOyuaronuxcs B DMOC ¢ kpuTepusiMU OLIEHWBAaHUS KOHKPETHBIX THUIIOB OLIEHOYHBIX
CpPEACTB;

OILICHUBAHKE KOMIICTCHIIUI CTYIEHTOB C TIOMOIIBIO OIICHOYHBIX CPEACTB MPOrPaMMbI IPAKTUKU - 3alUTa
oTYeTa 10 NMpaKkTUKe B popMe coOeCeI0BaHNUS;

nyonukarus pe3ynbratoB ocBoeHus: OI1OII B mmunom kabunere B DMOC oOyuaromierocs;

Tect aas popmupoBanus «3Hatb» komnerenunu K23

Bompoc Nel.
Ha xakoM JOKyMEeHTE He CTaBUTCSl PEKBU3UT HAMMEHOBAaHUE BUA JOKYMEHTa

Bapuanm bl omeemoes.

1. VYcrase
2. JIOJDKHOCTHOW MHCTPYKITUH
3. nuceMe

Bonpoc Ne2. Konnuectso pekBuzntoB HoBoro 'OCTa 1o cpaBHEHUIO ¢ IpeabIIyIUM

Bapuaﬂmbz omeemaoes.

1. Oonblle Ha 1Ba PEKBU3HTA
2. Oouble HA OJMH PEKBU3UT
3. MeHblIe Ha J1Ba pekBu3uTa Borpoc Ne3.

OnuH U3 rocyaapCTBEHHBIX PEKBU3UTOB

Bapuaﬂmbz omeemaoes.

1. pesomonus
2. pekiamarus
3. pezopouus

Bonpoc Ne4. PekBU3UT TOKYMEHTa — 3TO:
Bapuanmur omeemos:

1. tanpaptHeli gucT OyMmarw, Ha KOTOPOM OTOOpaKeHa TOCTOSHHAs WH(QOpMAIMsl U OTBEACHO
OIIPEIETICHHOE MECTO JUIS IepeMEHHOMH



2. COBOKYMHOCTh pACIOJIOKEHHBIX B  ONPEICICHHON IOCIIEeOBATEIbHOCTH  3alUCei, MPHUCYIIUX
OTpe/ieNIeHHBIM BUIaM JIOKYMEHTOB
3. 00s13aTenbHbIN 3JIEMEHT 0(UIIUATILHOTO JOKyMeHTa Bompoc Ne5.

ITocTosiHHAs 4acTh peKBU3UTA TOKYMEHTA

Bapuanmur omeemos:
1. snemeHT MOKyMEHTa UACHTUYHBIN JJIs TPYIIIBI TOKYMEHTOB
2. HeW3MeHsieMas YacTh PEKBU3UTA JOKYMEHTA, coJlepKamiascs B OJaHKe JOKYMEHTa, HAHOCHMAsl MPU €ro
U3TOTOBJICHUH
3. DJIEMEHT JIOKYMEHTa, IPUIAIOLIUI TOKYMEHTY IOPUINYECKYIO CUITY
4. repalibIUYECKHE 3JIEMEHTHI JoKyMeHTa Bompoc Neb.

[IepeMeHHas1 yacTh PEKBU3NTA JOKYMEHTA

BapuaHmbl omeenioes.

1. snemeHnTt AOKYMCHTA, HHI[I/IBHI[yaJIBHblﬁ AJId JaHHOI'0 BHJa JOKYMCHTOB
2. DIIEMEHT AOKYMCHTA, HHI[I/IBHI[yaJIBHblﬁ AJid JaHHOI'0 JOKYMCHTA
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N3MCHACMasd 4YaCTb PEKBU3HUTA OOKYMCHTA, BHOCHMasl B OnaHK JOKYMCHTa IIpU €Tro

3aIOTHEHUH 4 JIEMEHT JOKYMEHTa He 00s3aTeNIbHBIN JIJIsl BHECEHUS B TOKyMEHT Bompoc Ne7.

IToamuce

Bapuanmbl omeenos.

1.

w

PEKBU3UT JIOKYMEHTa, TIPEACTABISIOMUNA 000 COOCTBEHHOPYYHYIO POCHHCH IOJHOMOYHOTO
JOJDKHOCTHOTO JIMLA

PEKBU3UT JOKYMEHTA, MPEICTABISIONUN OTTUCK KJIHIIE, BOCIPOU3BOMAIIETO POCIHUCH JOJDKHOCTHOTO
2|

PCKBU3UT NOKYMCHTA, HpCI[CTaBJISIIOH_II/Iﬁ OTTHUCK IICHYAaTHU OpraHru3alnun

PEKBU3UT JTIOKYMEHTA, BBIPKAIOIIMK COTJIACHE WJIM HECOTJIacHe JIOJDKHOCTHOTO JIMIA C COICpKaHUEM
nokymeHTa Bompoc Ne§.

['puc cornacoBanus

BapuaHmbl omeemnoes.

1. pexBU3UT OQUIMAIBHOTO JIOKYMEHTa, BBIPAKAIOIIMIA COTJIacue YYPEKICHHs WM €ro OpraHa, He
SIBJISIFOLLETOCS aBTOPOM JTIOKYMEHTA, C €r0 COJIepKaHuEM
2. peKBU3UT O(UIMATBLHOIO JOKYMEHTa, BBIPAXKAIOUIETO COTJIaCME WM HECOrJachue JIUpeKTopa
OpraHU3alMH C €r0 COAEPKAHNEM
3. peKBM3UT O(DHUIMAILHOTO JOKYMEHTA, BBIPAXKAIOIIEr0 COTJlacHe WJIM HECcorjacue COTPYIHUKOB
OpraHU3alMM C €ro0 COAEPKAHUEM
4. peKBU3UT OQPUIMAIBLHOTO JOKYMEHTA, BBIPAXKAIOLIETO COTJIaCMe WM Hecorjacue MOJIYMHEHHON
OpraHM3alyy ¢ ero cojaep:xkanuemM Bompoc Ne9.
I'pud yrBepxnenus
Bapuanmer omeemoas:
1. pexBU3UT 0QUIHMATBLHOTO TOKYMEHTA, pa3pellalovi HauaTh pacChUIKY TIOKyMEHTa
2. PeKBU3UT OQHUIMAIBHOTO JOKYMEHTAa, MOJATBEPXKIAIOIIMA O3HAKOMIIEHHE JAUPEKTOpa C TEKCTOM
JOKyMEHTa
3. PeKBHU3UT OQUIMATIBHOTO JOKYMEHTa, pa3pellalomuii 03HAKOMUTBHCS C JOKYMEHTOM COTPYAHUKaM
OpraHu3alNH, €ro U3JaBIIeH
4. pekBM3UT O(UIMAIBHOTO JOKYMEHTa, NPUAAIONMI HOPMATUBHBIM WM TPaBOBOM XapakTep €ro

conepskanuto Borpoc Nel0.

Jlata opurmanbHOro JOKyMEHTa

Bapuaymbz omeemaoes.

1. pexkBH3UT OQUIMATHLHOTO JOKYMEHTA, COAEPKAIIN yKa3aHHOE Ha JOKYMEHTE BPEMsl €ro OTIIPaBIICHHUS
13 OpraHu3aluu

2. PEeKBU3UT OUIIMATFHOTO JOKYMEHTa, COJACPIKAIINIA YKa3aHHOE Ha JOKYMEHTE BPEMs €r0 MOCTYIUICHHUS B
OpraHU3aLMI0

3. PEeKBU3UT OUIMATHFHOTO JJOKYMEHTA, COJIEPKAIINI YKa3aHHOE Ha JOKYMEHTE BPEeMsI €r0 CO3J[aHHs W/ WITH
MOJITUCAHUS, YTBEPXKICHUS, IPUHATHUS, COTIIACOBAHUS, OMyOIMKOBAaHUS

4. pexkBU3UT OPUIHMAIBHOTO JOKYMEHTA, COJAEpKaIINi YKa3aHHOE Ha JOKYMEHTE BpeMs €ro MOCTYIUIEHUS B
apXxuB

Bonpoc Nell.

Pesomronus nokymeHnTa

BapuaHmw omeemaoes.

1. OTTHCK ITIeUaTH opraHu3anuu



2 OJIaHK OpraHU3AIMH JIJIsl U3/IaHUS IPUKA30B

3 PEKBU3HUT, yIOCTOBEPSIONINN, YTO JOKYMEHT IMOCTYIHII B OPTaHU3AIIUIO

4. pEeKBU3HT, COCTOSIIIUN M3 HAAMUCH HA JOKYMEHTE, CACIAaHHOW TOJDKHOCTHBIM JIMIIOM M COJepKaleit
npuHsaTOe UM pemenue Bonpoc Nol2.

Bu3za odunumanbHOTO TOKYMEHTa

Bapuaﬂmbl omeemaoes.

1. pekBU3UT TOKYMEHTA, MPEACTABIAIONINI c000i COOCTBEHHOPYUHYIO POCIHUCH JOIHKHOCTHOTO JIMIIA

2. PEKBU3UT IOKYMEHTA, MPEACTABIAIOMUI OTTUCK KJIHILIE, BOCHPOM3BOMAIIETO POCIUCH IOKHOCTHOTO
LA

3. PEKBHU3HT JOKYMEHTA, BBIPAXKAIOLIMM COIjlacue MM HECOIJIacHe JOJDKHOCTHOIO JIMLA C COAEp:KaHUEM
JIOKyMEHTa

4. peKBU3UT JOKYMEHTA, IPEACTaBIAIOIMI OTTUCK NIeyaTu opranusanuu Borpoc Nel3.

3aro0BoK 0()UIIMAIEHOTO JOKYMEHTA

Bapuanmer omeemos:
1. pexBU3UT JAOKyMEHTa, (QUKCUPYIOUIMH NPUHAJIEKHOCTh JOKYMEHTAa K OIpPEAEICHHOMY BUIY
JOKYMEHTOB
2. PEKBU3UT IOKYMEHTA, KPaTKO M3J1ararolliuil ero cojepxanue
3. mro0as rpymnma peKBU3UTOB JOKYMEHTOB, paciiojlaracMas B Hadajie JJOKyMeHTa
4. peKBU3UT JOKYMEHTA, YKa3bIBAIOIMMI JJIs KaKUX LeJIel MpeiHa3HaueH 1oKyMeHT Borpoc Nel4.

TekcT opuIHUambHOTO TOKYMEHTA

BapuaHmbl omeenioe.

1. undopmanus, 3aduxcupoBaHHas JIOOBIM THUIOM NHCbMa WM JIOOOW CHCTEMOH 3BYKO3aIUCH,
3aKJII0YaoIas B cede BCIO MIM OCHOBHYIO YacTh peueBOi MH(pOpMalUK JOKYMEHTa

2. uHpopMmars, 3ahUKCHpOBaHHAS HA MATHUTHOM HOCHUTEIE

3. mapopmarus, 3apukcupoBaHHast HA OyMa>KHOM HOCHUTEIE

4. undopmanus, 3apukcupoBaHHas B komnbrotepe Bompoc NelS.

CHpaBO‘IHLIC JaHHBIC 00 OopraHu3al MOT'yT BKIIFOYATh

BapuaHmbl omeenioe.

1. Caeaenus 0 AMPEKTOPE OPraHU3AIMH

2. CaeneHUs O BBIIIECTOAIICH OpraHU3aluu

3. CaeneHus 0 MECTE PaCIONIOKEHHUS OpraHU3aIuu

4. CseneHus o0 MOJAYMHEHHBIX Oopranuzanusax Bompoc Nel6.

[Topsimok MCOaB30BaHMs TOBAPHOIO 3HaKa Ha Teppuropun Poccniickoit denepanuu pernmaMeHTUpyeTCs

BapuaHmbl omeemos.

1. VYcraBom opranuzanuu

2. detBepToi yacThio ['paxkaanckoro kojeka Poccuiickoit deneparum

3. Tlonoxxenuem 00 opraHuzanuu

4. JluneHsuel Ha MMpaBO COBEPIICHUS OpraHu3alel onpeneneHHsIx neiicteuit Borpoc Nel7.

HaunmenoBanue BUJAa JOKYMCHTA MMPOCTABJISICTCA B COOTBECTCTBUU C

BapuaHmw omeemaoes.

1 O6mepoccuiickuM K1accu(pUKaTOPOM YIPaBICHUYECKONW JOKYMEHTAIH
2 OO6mmepoccuiickuM KiaacCu(HUKATOPOM TPEANPUATHNA U OpTraHU3AIHHA
3. Ilpukazom mupekropa



4. HomeHnkmarypoi nen
Bompoc Nel8.

PerucrpannoHHbli HOMEpP TOJKEH IPUCBAUBATHCS

Bapuaﬂmbl omeemaoes.

1. Bcewm nokymeHTaM, CO31aHHBIM B OpraHU3aluU

2. JlokyMeHTaM, CO3JJaHHBIM B OPTaHU3aLUHU U OTIIPABIISIEMBIM U3 OpraHU3alun

3. BHyTpeHHMM JOKyMEHTaM, CO3aHHBIM B OpraHU3aL1H

4. JlokyMeHTaM, CO3/laHHBIM B OpPraHU3allud M SBIAIOLIMMHCA OTBETaMH Ha 4YbM-TO 3ampocsl Bompoc

Nel9.
Kakoii BapuaHT oGOpMIICHHS OTMETKH O HAIMYUHU TMPUIOKCHHS B COMPOBOJAUTEIHLHOM IMUCHME SBISCTCS
MPaBWIbHBIM?
Bapuanmur omeemos:

1. IIpunoxenue: ynoMmsnyroe Ha 3 J1. B 1 3Kk3.
2. llpunoxxeHue: mo TeKcTy Ha 3 1. B 1 9K3.
3. Ilpunoxenue: Ha 3 ;1. B 1 3K3.

Bonpoc Ne20. IIpaBuna u opraHu3anuio JOKYMEHTAllMOHHOIO OOECIeYeHMs] YIpPaBJIEHUS Ha NPEIIpUSITUN
yCTaHaBJIMBAET:
Bapuanmur omeemos:

1. IlpaBuia BHyTpEHHETO PacopsiaKa
2. Nuctpykuus o I0Y
3. YcraB npeanpusaTus

BOHpOC No21. Korna YHOpaBJICHUCCKOC JelcTBUE nmpearogara€t KOHKPETHOI'O0 HUCIIOJIHUTCIIA, TO ITYHKTBI
paCHOpﬂI[I/ITeHI)HOfI YaCTH IIprKasa JOJKHbI HAYMHATbCA:
Bapuaumbl omeemaos.

1. c yka3aHus paMHIUN U UHULIAAIOB HCTIOJHUTEIIS;
2. ¢ yKa3aHWS OPYUYCHHUS;
3. ¢ yKa3aHHs JOJDKHOCTU M (paMMiIMK ¢ MHUIMAIaMH UCTIOTHUTEIS

Bonpoc Ne22. IlpaBoBoii akT ympaBieHHs I'OCYJapCTBEHHOTO OpraHa, UMEIOIIU 00s3aTeIbHYIO CHITY IS
rpaXx</1aH U OpraHU3alMii, KOTOPBIM OH aJIpeCOBAaH — 3TO
Bapuanmur omeemos:

1. yka3zanue
2. TpuKa3
3. pacmnopspkeHue 4. penienue

Bonpoc Ne23. CoBOKYNHOCTh B3aUMOYBSI3aHHBIX JIOKYMEHTOB, (YHKIIMOHUPYIOIIUX B chepe ynpaBiieHUs —
3TO
Bapuanmur omeemos:

1. xagpoBas JOKyMeHTaIUs

2. Oyxrainrepckas JOKyMEHTaIUs
3. TexHHWYecKasl JOKYMEHTAIHs
4. OP/

Bomnpoc No24.

JIOKYMEHTBI, KOTOpbIE M3JaHbl BHYTPU YUPEKICHHS W OTIPABJICHbI 3a €ro Mpeaensl A pPyKOBOJCTBA
HUKECTOSIIINM OpraHaM YIIpaBJICHHUs JTHOO0 B IEJSAX MCIIOJHEHUSI MTUChbMEHHBIX YKa3aHU BBICIICH WHCTAHIINH,



Ha3bIBAIOTCA:

Bapuaﬂmbl omeemaoes.

1. ucxoasmuMH TOKyMEHTaMU
2. BXOISAUIMMH TOKYMEHTaMU
3. mepenuckoit Bompoc Ne25.

Kakue T1pu Buaa OIAaHKOB YCTAaHOBJIEHBI

IOJDKHOCTHOrO Juia’?

Bapuaﬂmbl omeemaoes.

Ul OpraHu3aluH,

1. OOmwuii 6mank, 6JaHK MUChMa, OJTAHK KOHKPETHOTO BUIA IOKYMEHTA

2. bnaHk BHyTpeHHUH, BHEITHUHN U 17151 (DaKCOB

3. bnank s pacnopsiAUTENbHBIX TOKYMEHTOB, JIJIs IIMCEM U Ui cripaBok Bompoc Ne26.

bnank, conepskariuii oAMHAKOBBIN HA0Op PEKBU3UTOB AJIS BCEX BUJIOB JOKYMEHTOB — 3TO ...

BapuaHmbl omeenioes.

1. enuubli OlaHK
2. OJaHK ImMcbpMa
3. oOumwmii 01aHK

4. OnaHK KOHKpETHOTro JokyMeHTa Bompoc Ne27.

bilaHk noKyMeHTa — 3710

BapuaHmbl omeenoes.

1. nucr 6Gymaru c 3apaHee BOCIIPOU3BEACHHBIMU PEKBU3UTAMHU, COJECPKAIIUMU OCTOSTHHYIO MH(GOPMAIUIO

00 opraHu3alyy — aBTOpe JOKYMEHTa

2. mUCT OyMarw C 3apaHee BOCIPOU3BEICHHBIMH PEKBU3UTAMH, COJICPIKANUMU ITEPEMEHHYIO HH(POPMAITUIO

00 OopraHu3anvu — aBTOpPC JOKYMCHTA

w

rocygaapcTBeHHasi Oymara, o0si3aTenbHast 1)1 IPUMEHEHHs B OpraHU3aluu
4. nuct Oymaru c 3apaHee BOCIIPOU3BEIEHHBIMU PEKBU3UTAMU, COJIEPKAIIUMHE MOCTOSTHHYIO U TIEPEMEHHYIO

uHpopMannoo 00 OpraHu3aly — aBTOpe TOKyMEHTa

Bonpoc Ne28. Pacniono)xenue peKBU3UTOB Ha OJaHKe JOKYMEHTa OIpeeNsIeTcs:

Bapuanm bl omeemos.

1. cocraBuTeneM JOKYMEHTA;

2.  TIpaBWIaMHU YHUpUKALNAN
JIOKYMEHTOB; 3. roCyAapCTBEHHBIM
CTaHJapTOM.

KpnTeplm OLCHKHU BBINNOJTHCHUA 3aJaHUSA

Onenka Kpurepun onennBanus
HeynosnerBopurenbHo ot 0% 1o 30% npaBUIIBHBIX OTBETOB M3 OOIIETO YMCIIa TECTOBBIX 3aaHUI
Y 10BIETBOPUTENBHO ot 31% 10 50% npaBUIBHBIX OTBETOB U3 OOIIETO YKCIIa TECTOBBIX 33JaHUI
Xoporo oT 51% 1o 80% mpaBUIBHBIX OTBETOB U3 OOIIETO YHCIIa TECTOBBIX 3aJaHUI
OTnryHO ot 81% 10 100% mpaBUIBHBIX OTBETOB M3 OOIIETO YHCIa TECTOBBIX 3aJaHUN

Boinosnenue pedepara nisi GopmupoBaHua «YMerh» komnerenunu ITK23

Opranu3anys J0KyMeHTO000pOTa Ha TOCYIapCTBEHHON U MYHHITUTIAIBHOM CITyK0e

€€ CTPYKTYPHOIO TOJpa3AcieHUusl Hu




[ToHsATHE «IOKYMEHTAIIMOHHOE 00eCIIeueHIE YIIPABICHUE.
[TonsiTHE «TOKYMEHT».
[TonsiTHe «BHEIIHNE NIPU3HAKU TOKYMEHTAY.
[ToHsATHE «HOCUTETH TOKYMEHTUPOBAHHOW HH(POPMALIUNY.
[TonsiTHE «M300pa3UTENBHBIN JOKYMEHT.
[TonsiTHe «rpaduyuecKuii JOKYMEHT.
[TonsiTve «ayauMOBH3yaIbHBIA JOKYMEHT.
[TonsiTHE «KUHOIOKYMEHT.
[TonsiTue «pOTOTOKYMEHTY.
[TonsiTHE «MKOHOTPAPUUECKUI TOKYMEHT.
[TonsiTue «POHOTOKYMEHTY.
[ToHsiTHE «TEKCTOBOM TOKYMEHT.
13. TlonsTHe «IMCbMEHHBINA TOKyMEHT». 14. [ToHATHE «PYKOMHUCHBINA JOKYMEHT.
15. IloHsATHE «MAIMHONIUCHBIN JOKYMEHT.

©oNoGkswWNE

[
N = o

KpnTeplm OIICHKH BBINNOJHCHUSA 3aJaHUA

OneHka Kpurepuu oueHuBanus

OOyuaromuiicss He pPacKpbUl MaTepuall MO0 TeMe 3alJaHus WM MaTephal pPacKphIT
MOBEPXHOCTHO, M3JIaraéMblii MaTepHal HE CHCTEMAaTU3UPOBAH, BBIBOJBI HEAOCTATOYHO
Hey1OBIIETBOPUTEILHO apryMEHTUpPOBaHbl, OOyYaroIluiicd He BBICKAa3blBAl CBOETO MHEHHUS, HE IPOSBUI
CIOCOOHOCTD K aHAJIM3Y, UIMEIOTCS CMBICIIOBBIE U peUeBbIe OLIMOKHU B pedepare

OOy4Jaromuiicss JAeMOHCTPUPYET JIOTHYHOCTh W JO0Ka3aTelIbHOCTh H3JIOKEHUS
MaTtepuaisa IO TeMe 3aJaHusi, HO JONYCKAeT OTAEJbHbIE HETOYHOCTU IpHU
HCIOJIb30BAaHUM KIIIOYEBBIX MOHATHH. OOydarommiics HE MPOIACMOHCTPUPOBAI
CIIOCOOHOCTh K HAYYHOMY aHalu3y, HE BBICKA3bIBAI B paboTe CBOEro MHEHWUS,
JIOTTYCTHJI OIIMOKH B JIOTHYECKOM 000OCHOBAHHHU CBOErO OTBETA

YHOBHGTBOPHTQHLHO

Pedepar HamucaH TpaMOTHBIM Hay4YHBIM SI3BIKOM, HMEET YETKYIO CTPYKTYpY H
JIOTHKY W3JIOKEHHsI, TOYKa 3peHHsi oOydaromerocs 00OCHOBaHa, B padoTe
MNPUCYTCTBYIOT CCBUIKM Ha HAY4YHbIC MCTOYHUKH, MHCHUSA HN3BCCTHBIX y‘IéHBIX B
JIAaHHOU o0nacTH

Xoporo

Pedepar HamucaH TpaMOTHBIM HAYYHBIM SI3BIKOM, UMECT YETKYIO CTPYKTYPY W JIOTHKY
M3JI0KEHUs,, TOYKa 3peHus oOydaromierocsi oOOCHOBaHa, NMpH paspaboTke pedepara
HCIIONIH30BAHO HE MeHee 5-8 HayYHBIX HCTOYHUKOB. B paboTe BRIABUTAIOTCS HOBBIC HJICH
U TPAKTOBKH, JIEMOHCTPUPYETCS CIIOCOOHOCTHh 00YYAIOIIErocs aHaIM3UPOBATh MaTePHA,
BBIPAXKAETCS €r0 MHEHHE 110 TIpodIieMe

OT1inyHO

IMpe3enTauus aias popmupoBanusa «Biaagers» komnerenuuu [MK23

[IpesenTanuu "Jlenonpon3BoACTBO B YIPABIEHYECKOU NEATEIBHOCTH "
[TocTaHoBKa 1eI0ONPOU3BOACTBA B OpraHU3alun
OCHOBBI JETONPON3BOACTBA M TPEOOBAHUS K €r0 BEJCHUIO

JlokyMeHTaIMoHHOe oOecrieueHe ypaBieHus

Jlenonpoun3BOACTBO M TOKYMEHTOO0OPOT
[TonsiTre, 0COOEHHOCTH M OpraHU3alys KOHPUACHIIUATHHOTO IETOTIPOU3BOJICTBA




KpnTepml OIICHKH BBINOJHCHUSA 3aJaHUA

Orenka Kpurepun oneHnBanms

B nmpe3eHTanMM HE PACKPBITO COJACp)KAHHWE MPEACTABIIEMOW TEMBI; HMEIOTCS
(dhakTaeckue (comepikareiabHbIe), opdorpadudeckue W CTHINCTHYCCKHE OmMOKH. He
HeynoBieTBoputepno | MPE/ICTABICH TEPEUCHb HCTOYHHUKOB. IIBeToBbIe, mpU(TOBBIC PEIICHUS, PACIIONIOKCHHC
TEKCTOB M CXEM HE COOTBETCTBYIOT TPEOOBAHUSAM pealin3alluyl MPUHIIUIIA HATJISTHOCTU B
o0yueHuu

[IpesenTanusi BKIIO4aeT MeHee & CIAlIOB OCHOBHOM dYacTH. B mpeseHtammu He
MOJTHOCTBIO PACKPBITO COJEPKAHWE NPEACTaBIIEMONM TEMbI, HEYETKO OIpeaeieHa
CTpYKTypa Tpe3eHTallMHd, HMEIOTCS  coneparenbHble, opdorpaduyeckue u
Y 0BIETBOPHUTEIIBHO CTHIIUCTHYECKHE OMMOKHU (OoJiee Tpex), MpeACcTaBlIeH epedeHbh HCTOYHUKOB. [[BeTOBBIE,
mpHu(TOBBIE PELICHUs, PACIOI0KEHHE TEKCTOB U CXEM COOTBETCTBYIOT TpPeOOBaHHIM
peann3anyy NPUHIMIA HAJIAHOCTH B 00y4eHUT

[Ipezentanus BkIOYaeT MeHee 12 crmaiijoB OCHOBHOM uwactu. B mpeseHTamum He
MOJTHOCTBIO PACKPBITO COZIEPKaHKe MPECTABISIEMOM TEMBI, YETKO ONpeAeIeHa CTPYKTypa
Mpe3eHTAali, WMEIOTCSI HEe3HAYMTENbHBIE COAepKaTeNbHble, opdorpapuuecKkue u
CTHUIIMCTHYECKHE OmMOKKH (He Oojee TpexX), TPENCTaBIeH IepevYeHb HMCTOYHUKOB.
L[BeToBBIC, IIPU(TOBBIE pPEILICHMS, PACIONIOKEHHE TEKCTOB M CXEM B IIOJHOW Mepe
COOTBETCTBYIOT TPEOOBAaHUSIM peaTn3aLuy IPUHLHIIA HATJIAJHOCTH B O0y4EeHUH

Xoporo

[Ipe3zentanus BKIOUaeT He MeHee 12 cnailioB ocHOBHOM uactu. B mpesentanuu
MOJTHOCTBIO M INIyOOKO PACKPHITO COJEp)KaHUE IPEACTABISIEMOM TEMBbI, YETKO
orpeesieHa CTPYKTypa Mpe3eHTall1, OTCYTCTBYIOT (haKTHUECKHE

(conmepxarenbHble), opdorpaduveckne W CTHIUCTUYECKHE OIMMOKH, TPEACTaBIIeH
nepevyeHb UCTOUHUKOB. LIBeToBbIE, IPU(TOBBIE PEeLICHNUS, PACTIONIOKEHHE TEKCTOB U CXEM
COOTBETCTBYIOT TPEOOBaHUSIM Pean3alliy IPUHIHIIA HATJISHOCTH B OOyUeHUH

OTiIn4HO

Tect aast popmupoBanus «3HaTb» komnerenuuu K26
Bomnpoc Nel.

C Touku 3peHuss ”HGOPMAILIMOHHOT'O IIpaBa HH(OPMaLIKS — 3TO

Bapuaymbz omeemaoes.

1. cBexeHus HE3aBUCUMO OT (DOPMBI UX MPEICTABICHUS

2. CBEJCHHUS O 3aKOHOJATEIbCTBE, IIPABOBBIX SBJICHUSAX, IPABOIMPUMEHHUTEIBHOMN NeSTEILHOCTH

3. (¢opma BeIpakeHHS] 00ObEKTHBHBIX 3HAHHMA

4. naHHBIE O Pa3BUTHH KOHKPETHOM MMPaBOBOM HAyKH U €€ MPaKTHUeCKOM npuMeHeHun Bompoc Ne2.

OcHoBHbIE 00BbEKTHI 00ecnieueHus nHpopmanmoHHou 6e3omacuoctu Poccun

Bapuaymbz omeemaoes.

1. momemieHus, TpenHa3HAUYEHHBIC UIS BEACHUS 3aKPBITHIX IEPErOBOPOB WH(POPMAIMOHHEBIE DPECypCHI,
COJIepKalllie CBEACHUS, KOTOpPBhIE OTHOCATCS K TOCYJAapCTBEHHOM TailHE M KOH(UICHIMATLHOM
nHpopmarun

2. uH(OpMaIMOHHBIE TPOTYKTHI

3. kBanu(UIIUPOBaHHbIE Kapbl B 0071acTH HHPOPMAITMOHHBIX TexHOsIoruil Bompoc Ne3.

W3 HmWKenepeuuclieHHbIX 3aKOHOJATENbHbIX AaKTOB HAWOOJNBIICH MOPUAMYECKOW CHJIOH B  BOIpOcax
WH(pOPMAITMOHHOTO TIpaBa 00Ia1aeT



Bapuanmbl omeenos.

1. Vka3 Ilpe3unenra

2. TKPD

3 3akoH

4 KoHcTutynus
Bonpoc Ne4.

Bragenen nHpopManMoOHHBIX PECypcoB He 00s3aH

Bapuaﬂmbl omeemaoes.

1. XpaHUTH NPOU3BOJICTBEHHBIC JOKYMEHTHI

2. OecriaTHO ONMyOJUKOBBIBaTH OMOIMOTpadUUecKy0 HHPOPMAITHIO

3. BkIouath Oubmuorpaduyeckyro HHGOpPMALMIO B MEXAYHapOAHbIE aBTOMAaTU3UPOBAHHBIE OaHKH
JAHHBIX 4. UCTIOJIb30BaTh HHGOPMAIINIO TIO CBOeMY yecMoTpeHuto Bompoc NeS.

B nipaBoBoO#i pexuM JOKYMEHTHUPOBaHHON MH(DOPMAITUN BXOIUT

BapuaHmbl omeenoes.

1. snextponHas nudpoBas MOINKUCH

2. TocynapcTBeHHas TaiiHa

3. OaHKOBCKas TaifHa

4. TaifHa YaCTHOM KU3HU

5. mepcoHaibHbIe NaHHbIe Bompoc Ne6.

Kaxkas nadopManust moyie:xur 3ammre?

Bapuanm bl omeemoes.

1. undopmanus, UUPKYIUPYIOLIas B CHCTEMAaX U CETAX CBSI3U

2. 3aUKCHpOBaHHAS HA MaTEepHATBHOM HOCUTeNe HH(OpMaIus C pPEeKBU3UTAMH, ITO3BOJISIONINMHU €€
UACHTUDUIIMPOBATH

3. ToNbKO HH(OPMAITHUS, COCTABIISIONIAS TOCYIapCTBEHHBIE MHPOPMAIIMOHHBIE PECYPCHI

4. mobas AOKYMEHTHUpOBaHHas HH(pOpMaIMs, HENpaBOMEpPHOE OOpalleHHe ¢ KOTOPOH MOXKET HaHEeCTH
yiiep6 ee COOCTBEHHUKY, BiaJeNblly, OJIb30BaTEN0 U HHOMY Uity Bompoc Ne7.

Cy0ObexkramMy HH()OPMALIMOHHBIX OTHOLLIEHU MOTYT (MOXET) ObITh

Bapuanm bl omeemos.

1. Poccuiickas @eneparnus

2. TpaHCTpaHUYHBIC HHPOPMAIIMOHHO-TEJICKOMMYHUKAIIMOHHBIC CETH
3. TpPYIOBOH KOJUICKTHB

4. myHununaigbHble oOpasoBanus Bompoc Ne8.

Oouiee yrpasieHre nHGOPMAIIMOHHOH chepoii He BIIpaBe OCYILECTBISATh

Bapuaymbz omeemaoes.

1. sKkcnepTHBIE COBETHI

2. (enepanbHOE areHTCTBO MO HAYKE M HHHOBAIIASM
3. MHHHUCTEPCTBO MH()OPMAITMOHHBIX TEXHOJIOTUH

4. Qenepanbuble ciyx0bl Borpoc Ne9.

PexxuM 1OKyMEHTUPOBaHHOHN MH(OPMAIIH — 3TO

BapuaHmw omeemaoes.

1. BeIENEeHHAs HHPOPMALIHS 110 OTIPEICTICHHOM Ien
2. BbIICNICHHAss HHGOPMAIIHS B JIFOOOH 3HAKOBOH (hopme
3. o2neKkTpoHHas WHGOPMAIIUs, TTO3BOJISIONIAS €€ UACHTU(DUITIPOBATH



4. DIIEKTPOHHBIN TOKYMEHT C AJIEKTPOHHOM noanucso Bornpoc NelO.






3arnpenieHo OTHOCUTh K HH(OPMAIMK OTPAHUYEHHOTO JOCTYIa

Bapuanmuer omeemos:
1. &#183; undopmannio o Ype3BbIYANHBIX CUTYAIHIX
2. uH(pOpPMAIHIO O JESATEILHOCTH OPraHOB rOCy1apCTBEHHOW BIACTH
3. JOKYMEHTBI OTKPBITBHIX apXUBOB U OMOJIMOTEK
4. Bce, MEPEUYUCICHHOE B OCTAIBHBIX MyHKTax Bompoc Nel 1.

K kondpuneHnmanbHoi HHGOPMAIIMH OTHOCITCS JOKYMEHTHI, CO/IepIKaIlne

Bapuanmur omeemos:
1. cBeneHHs O 30JI0TOM 3arace CTPaHbI
2. &#183; rocynapCcTBEHHYIO TaliHy
3. 3aKOHOJIATEJIBHBIC AKTHI
4. &#183;
Bonpoc Nel2.

[Tpu3HaK, HE OTHOCSIIUICS K OXPaHOCTIOCOOHON MH(POPMAIIUU — 3TO

BapuaHmbl omeenoes.

1. 3ammra oXpaHOCTIOCOOHOUN MH(OPMAIH YCTaHABINBACTCS 3aKOHOM

2. JOCTYII K OXPAaHOCIIOCOOHO# MH(MOpMAIMK OTPAHUYEH TOJIBKO 3aKOHOM

3. oXpaHe MOJUICKHT TOJIBKO JOKYMEHTUPOBAaHHAS WH(POPMALIUS

4. [OCTyNm K OXpaHOCIIOCOOHOW WH(GOpPMAIMK OTPaHWYCH BIAACIbIEM HWH(POPMAIIMOHHBIX PECYPCOB

Bompoc Nel3.

Bomnpocsl nHpopMaIiioHHOro 0OMeHa pPeryiIupyoTcs IIPaBOM

Bapuanm bl omeemoes.

1. rpaxxmanckum

2. wHPOPMAIMOHHBIM
3. KOHCTUTYLIMOHHBIM
4. YrojoBHBIM

Bonpoc Nel4. Ecnu pa3nuuHbIM rpyIinaM MoJib30BaTeseil ¢ pa3InuyHbIM YPOBHEM JIOCTYyNa TpeOyeTcs TOCTyI
K OJIHOM U TOM ke nH(popMaIiy, Kakoe U3 yKa3aHHbIX HIDKE JAEUCTBUM ciieyeT NpelpUHATh PYKOBOACTBY?

BapuaHmbl omeenioe.

1. Cuu3uth ypoBeHb 0€30MACHOCTH 3TOM HMH(pOpMauuu JUIsi o0ecredyeHus ee JOCTYIMHOCTH M ynoOcTBa
WCTIOJIh30BAHUS

2. TpeboBaTh MOMMUCAHUS CIICIUAIFHOTO pa3pelieHns KaX bl pa3, KOT/Ia YeJIOBEKy TpeOyeTcs AOCTYH K
3TOM HH(popMaIH

3. YIydmmTh KOHTPOIh 32 0€301MaCHOCTHIO ATOM WHPOPMAIHU

4. CHM3UTbH ypOBEHb Kiaccu(UKAIMH STON HHPOpMaIIK

Bonpoc Nel5. Ilo kareropusM J1ocTyna orpaHiYeHHON MHPOpMaluu K KOH(QUACHIMAIbHOW HH(OpMAIUK HEe
OTHOCHUTCH. ..
Bapuanmur omeemos:

1. rocynmapcTBeHHas TaiiHa
2. mpodeccruoHaabHas TaliHa
3. TaiiHa YaCTHOM YKU3HH

4. xoMMepuecKkas TaiiHa

Bompoc Nel6. OGmiecTBeHHBIE OTHOIIIEHUST B UHPOPMAITMOHHOM TIPABE PETyIUPYIOTCS ...



Bapuanmbl omeenos.

1 METOJ0M BJIaCTH U ITOJYUHCHUA

2 Ha Havanax paBC€HCTBA CTOPOH U UX HMymeCTBeHHOﬁ CaMOCTOATCIIBHOCTHU
3. Kak HMIICPATUBHBIMH MCTOAAMHU, TaK U JUCIIO3UTHBHBIMU

4, TONBKO AAMHUHUCTPATUBHBIMH METOAaMU

Bormpoc Nel7. IN'ocynapcTBeHHbIE HHGOPMAIIMOHHBIE CUCTEMBI CO3/IaFOTCSI HA OCHOBE ...

Bapuaﬂmbl omeemaoes.

1. 3aKOHOB M MHBIX HOPMATUBHBIX aKTOB

2. 00BbenMHEHNS PETHOHAIBHBIX HH()OPMAIIHOHHBIX CUCTEM

3. CTAaTHUCTUYECKUX WM MHBIX JAHHBIX, IPEACTABISEMbIX TPaXIaHAMH, OPTaHU3ALMSIMU, TOCY/1apCTBEHHBIMU
¥ MYHHUIIMIIQTBHBIMHA OpTaHaMH

4. Kax 00ObETUHEHUS PErHOHAIBHBIX WH(OPMAIIMOHHBIX CUCTEM, TaK U HA OCHOBE CTATUCTUYECKHX JaHHBIX,
MPEJCTABIISIEMBIX OpraHaMy rOCyIapCTBEHHON MIJIM MYHHIIUTIAIBHOMW BJIACTH

Bonpoc Nel8. HeorbreMiemble 351ieMeHThI HH()OPMALIMOHHOTO MTpoliecca

Tun omeema: MHOTHE U3 MHOTUX
Bapuanmer omeemos:
1. undopManmoHHbIE pecypchl U THGHOPMAIIMOHHBIE CUCTEMBI
2. MacCHBBI JOKyMEHTOB
3. HWuTepHeT U TpaHCTpaHUYHBIC HH()OPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHBIE ceTr Borpoc Nel9.

PexBu3ut «OT™MeTKa 00 UCTIONTHEHUH TOKYMEHTA U HAIIPABIICHUH €T0 B JIEJI0» BKIIOYALT B CeOsI

Bapuanmur omeemos:

1. Ccpinky Ha JaTy ¥ HOMEp HCIIOJIHEHHUS JOKYMEHTA, MOMETKY «B JeNo», HOMEp liela, HauMEHOBAaHHE
roCy/1IapCTBEHHOI'O apX1Ba XpaHEHUs Jefa

2. Ccputky Ha HOMEp Jelia, JOJDKHOCTh JIMIA, HAIIPABHUBIIETO JOKYMEHT B JAeN0, (aMUIHIO U HHHUIIAAIBI
JOJDKHOCTHOTO JIMIIA, HAIIpaBUBIIIETO JOKYMEHT B JIE€JI0

3. CCBIHKy Ha JOaTy W HOMCP HUCHOJHCHHUA JOKYMCHTA, IIOMETKY «B JA€JI0», HaWMCHOBAHHC
rocyJapCTBEHHOTO apXMBa XpaHEHUs Jena

4. CcpuUiKy Ha HOMED JieJla, HAMMEHOBAaHWE TOCYAapCTBEHHOTO apXuBa XxpaHeHus Aena Bompoc Ne20.

Bri6epuTe BapraHT NpaBUIBHOTO OOPMIIEHHS a/ipeca FNEKTPOHHON MOYTHI

BapuaHmbl omeenoe.
1. www.hrhferh.ru
2. ggjgig@hghgg.ru
3. www.gghuky@jhjhkh.ru
4. http: ggjgjg@hghgg.ru Bonpoc Ne21.

OtmMmeTka o MOCTYINICHUU JOKYMCHTA B OpTraHHU3allI0 BKIIIOYACT B ceos:

Bapuaymbz omeemoes.

1. Ha3Banue opranuzanuu, U3 KOTOPOM MOCTYIIII JOKYMEHT

2. OudepenHoil MOPSAKOBBIA HOMEP PErHCTPAINK U JaTy MOCTYILICHUS
3. Ha3manume opranuzamuu, yTBepAUBIICH TOKYMEHT

4. Jaty uznanus nokymeHta Bompoc Ne22.

JlokyMeHTupoBaHHAas HHPOpMALIUs

Bapuanmbl omeenos.



1. 3apukcupoBaHHas Ha MaTepUAILHOM HOCUTeNe HH(pOpPMAIMS C PEKBU3UTAMH, MO3BOJISIONIUMH €€
UACHTUDUIMPOBATH

2 CraHJapTHOE pacroyoKeHne TEKCTOBOI0 MaTrepuasia

3 ®dopMaTHPOBAHHBIN TEKCT

4. COBOKYITHOCTh PEKBH3UTOB o(uiinanbHOro nuchma Bompoc

Ne23.

MamrHONUCHBIA JOKYMEHT

Bapuanmbl omeemaos.

1. TexcToBOI NOKyMEHT, HH(OpMALUsA KOTOPOro 3ahuKCHpOBaHa JOObIM TUIIOM HCbMA

2. JloKyMeHT, Harle4aTaHHbIN Ha MUIIYIIeH MallnHKe

3. THCHMEHHBIA JIOKYMEHT, IpPH CO3JaHUM KOTOPOTO 3HAKM MHCbMa HAHOCATCS TEXHHUUECKUMH
CpelacTBaMu

4. ]JloxyMmeHT, co31aHHBIN Ha KommbioTepe Bonpoc Ne24.

Hocurens nokymMeHTHpOBaHHOHN HH(OpMAITIH

BapuaHmbl omeenioes.

1. MarepuanbHblii 00BEKT, UCIIOIB3YEMbIH /711 3aKPEIUICHNUS U XPaHEHUsI Ha HEM PEU€BOM, 3BYKOBOW WM
n300pa3uTenbHON HH(OpMAIMK, B TOM YUCIIE B IPEOOPa30BaHHOM BHJIE

2. YcTpoiicTBO, IpeJHa3HAUYCHHOE [l BOCIIPOU3BEICHUS IOKYMEHTa

3. YcrpoiicTBo, MperHazHaue€HHOE TSl CTPAXOBOTO KOMTUPOBAHMSI JOKYMEHTOB

4. YnakoBka Juist XpaHeHus JokyMeHToB Borpoc Ne25. TekcToBoil 10KyMeHT

Bapuanmer omeemos:
1. JlokyMeHT, coiepKaIiuii TOIbKO TEKCT
2. JIOKyMeHT, HalluCaHHBIN OT PYKH
3. JlokymeHT, Harle4aTaHHBIN Ha MTUIIYIIEH MalInHKe
4. JIoKyMeHT, coJepsKaluil peueByr0 MHQOpMaIHIO, 3aQUKCHPOBAHHYIO JIOOBIM THIIOM NHCbMa HIN
1106011 cuctemoii 3Byko3anucu Borpoc Ne26. [TucbMeHHBIN TOKYMEHT

BapuaHmbl omeenioe.

1. TekcroBoil ToOKyMeHT, HHGOpMaIUs KOTOPOro 3apUKCUPOBaHa JIFOObIM TUIIOM MHChbMa

2. JIOKyMeHT, HallMCaHHBIN OT PYKH

3. JlokyMmeHT, Hare4aTaHHbIN Ha MUINYIIeH MallluHKe

4. TIuceMeHHBIN JIOKYMEHT, NpU CO3JaHHMM KOTOPOrO 3HAKM IHChMA HAHOCATCS TEXHUYECKUMHU
cpeactBamu Bompoc Ne27.

JIOKyMeHT Ha MalllUHHOM HOCHUTCIIC

BapuaHmbl omeenmos.

1. JloxymeHT, HarleyaTaHHBIA Ha MUIIYIIEH MallliHKe

2. JIoKyMeHT, CO3JaHHBIH C WCIOJIL30BAaHUEM HOCUTEIICH W CIOCOOOB 3amuCH, O0eCIICYHBAIOIIHIA
00paboTKy ero HHPOPMAITH KOMIIBIOTEPOM

3. TekcroBoit TOKyMeHT, HH(pOPMAIHS KOTOPOTO 3aPUKCHPOBAHA JIFOOBIM THIIOM ITHChMa

4. TluceMeHHBIN TOKYMEHT, IIPH CO3/1aHUN KOTOPOTO 3HAKH MMCbMa HAHOCATCS TEXHUYECKMMHU CPEACTBAMHU

Bomnpoc Ne28.

DJIEKTPOHHBIN JOKYMEHT

BapuaHmbl omeemaoes.



1. JlokymeHT, B KOTOpOoM MH(pOpMaLKs IPeACTaBIeHa B JIEKTPOHHO-IM(PpoBOil popme
2. JIOKyMEeHT, 3alIICaHHBI HA MATHUTHBIA HOCUTEb

3 JloKyMeHT, 3al1CaHHbI{ B MTaMATH KOMIIBIOTEpPA

4 JlokymeHT, 3anucannbiii Ha DVD



Bonpoc Ne29.
YHuduumpoBaHHas CUCTEMa JOKYMEHTAIIUU

Bapuaﬂmbl omeemaoes.

1.

w

CUCTEeMa JIOKYMEHTAIlUH, CO3JaHHAS 10 €UHBIM MPaBUIaM B TPEOOBAHUSM, COepKaIas nH(HOPMAIIHIO,
He0oOXOIUMYIO JUIsl YIIPaBIICHUS B ONpeeNIeHHOM chepe aedaTeabHOCTH

COBOKYITHOCTb JOKYMCHTOB, OTPAXKAOIUX OTYECTHYIO ACATCIIBHOCTD

COBOKYIMTHOCTb JOKYMCHTOB, OTPAXKAIOIIUX 6yxraJ1Tepc1<yfo JACATCIIBHOCTD

CArMHasA CUCTEMaA BHGH.IHCTOpl"OBOﬁ JOKYMECHTAall1

KpnTepml OIICHKH BBINNOJHCHUSA 3aJaHUA

Orenka Kputepuu onennBanus
HeynosneTBopurensHo ot 0% 1o 30% npaBUIIBHBIX OTBETOB M3 OOIIETO YMCIIa TECTOBBIX 3aJaHH
Y IOBIETBOPUTEIBHO ot 31% 1o 50% npaBUIIBHBIX OTBETOB U3 OOIIEr0 YHCIIa TECTOBBIX 3aJaHUN
Xopomio ot 51% 1o 80% npaBUIIBHBIX OTBETOB U3 OOIIEr0 YNCIIa TECTOBBIX 3aJaHUN
OTinyHO ot 81% 1o 100% npaBWIBHBIX OTBETOB M3 OOILETO YKCIa TECTOBBIX 3aAaHUI

Boimosinenne pedepara gas  GopmMupoBaHUSA

«YMeTb» KOMIIETCHIIUN

Pedepatsl"Opranuszanus 10KyMeHTO000pOTa Ha TOCYAAPCTBEHHONW U MYHULIUIIAIBHOU Ciryx0e"

=
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[loHATHE «IOKYMEHT Ha MAILIMHHOM HOCHUTENE).
[TonsaTtue «BuaeorpaMMa JOKYMEHTa.

[TonsiTre «0enoBON JOKYMEHT).

[TonsiTHE «4€PHOBOMN TOKYMEHT.

IlonsTHE «aBTOP TOKYMEHTAY.

[ToHATHE «IOKYMEHT JIMYHOTO IPOUCXOKIACHUSY.
[TonsiTne «ounHambHBIA JOKYMEHT.

[TonsiTHe «ciy>keOHBIN TOKYMEHT».

[lonsaTtue «opuaudeckas Cuiia JOKyMEHTay.

. IloHATHE «TTOATMHHBIA JOKYMEHT».

. Ilonatue «mmoanuHHUK (0PUIIMATIBEHOTO) JOKYMEHTA.
. IlonsiTHe «TyOMUKAT TOKYMEHTaY.

. IloHsATHE «KOMUS JOKYMEHTa.

. IloHATHE «3aBepeHHas KONUsA JOKYMEHTAY.

. TlonsiTue «yOneTHbIN TOKYMEHT».

KpnTeplm OLCHKHU BBINNOJTHCHUA 3aJaHUSA

I1K26

Onenka Kputepun onenuBanus

HeynosnerBopurensHo

OOyuaromuiicss He pPacKpbUl MaTepual IO TeMe 3alJaHus HIM MaTepual pPacKpbIT
MMOBEPXHOCTHO, M3JIaraeMblii MaTepual HE CUCTEMATU3UPOBAH, BBIBOJBI HEAOCTATOYHO
apryMEHTUPOBAHbI, OOyYaroIIuiics HE BBICKa3blBal CBOETO MHEHHUS, HE IPOSBUI
CHOCOOHOCTD K aHaJIM3Y, UMEIOTCSI CMBICJIOBBIE U PeUeBble OLINOKU B pedepare




yﬂOBJ’IeTBOpI/ITCHBHO

OOyuaromuiicss JeMOHCTPUPYET JIOTMYHOCTb M JOKa3aTeNIbHOCTh H3JIOKEHUS
MaTepuaiga IO TeMe 3aJaHus, HO JONYCKAaeT OTAEIbHbIE HETOYHOCTH IIpH
WCTIONB30BAaHUM KIIIOYEBBIX MOHATHH. OOydwaromuiics HE MNPOAEMOHCTPUPOBAI
CIOCOOHOCTh K HayyHOMY aHalu3y, HE BBICKa3blBal B paboTe CBOErO0 MHEHUS,
JOIYCTHJI OIIMOKH B JJOTMYECKOM 0OOCHOBAHUH CBOETO OTBETA

Xoporo

Pedepar HammcaH TpaMOTHBIM HAy4HBIM SI3BIKOM, HMEET YETKYIO CTPYKTYpy H
JIOTUKY W3JIOXKEHUs, TOYKa 3peHus oOydaromerocs oOOOCHOBaHa, B pabote
NPUCYTCTBYIOT CCBUIKM Ha Hay4YHbIE MCTOYHHWKH, MHEHHS HM3BECTHBIX YYEHBIX B
JaHHOW o0J1acTH

OTiIm4HO

Pedepar HamucaH rpaMOTHBIM HAYYHBIM SI3BIKOM, UMEET YETKYIO CTPYKTYpY U JIOTHUKY
M3JIOKEHUs, TOYKAa 3peHHs oOydaromierocss 00OOCHOBaHA, MpU pa3paboTke pedepara
HCIIOJIb30BAHO HE MEHEe 5-8 HaydHBIX HCTOYHHMKOB. B paboTe BHIIBHIatOTCS HOBBIC HJICH
U TPAKTOBKH, IEMOHCTPHPYETCSI CIIOCOOHOCTh 00YHYAIOIIErocsi aHATM3UPOBATh MaTePHa,
BBIPAXKAETCSI €r0 MHEHHE 10 TIpodIIeMe

Ipe3enTanus aas gopmupoBanus «Biaagerb» komnerenuun [1K26

[Ipeszenranuu:
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Opranu3zanys JIeKTPOHHOTO JOKYMEHTO000POTa B KOMITAHHUH

Hcnonp30BaHue 3JCKTPOHHOM MOYTHI JIJISl OPraHU3aIMU 3JIEKTPOHHOTO IOKYMEHTOO000pOTa
CucreMbl aBTOMATH3AIMH IOKYMEHTOO00pOTa MPEAITPUATHS

Ponpb nenonponsBoacTBa B YIIPAaBICHUN IEPCOHATIOM

ConepxaHue U 3HAYCHHE JSIONPOU3BOJICTBA. ['0Cy1apCTBEHHBIN CTAHIAPT 110 JIOKYMEHTHPOBAHHIO
JlokyMeHTaIOHHOE 00ecTieueHe yIpaBIeHus

Oprasu3anuoHHO-PACTIOPSIUTEIBHBIE JTOKYMECHTHI

Hcnonunenue TpeboBaHU TIO JEIONPONU3BOICTBY

Komnexkunn 1oKkymeHTOB

10. SI3bIK ¥ CTHIIb JOKYMEHTOB

11. Opranu3anmoHHbIE JOKYMEHTHI

KpnTeplm OLCHKHU BBINNOJTHCHUA 3aJaHUSA

Orenka

Kpurepun oneHnBaHus

HeynosnersopurensHo

B nmpeseHTanmmMu HE PacKphITO COAEp)KAaHWE MPEACTABIAEMONW TEMbI; HMEIOTCS
(akTHueckue (copepikaTenbHble), opdorpapuyueckue W CTHIMCTHUecKHe omuoOku. He
MpeACTaBjeH MepeYeHb MCTOYHHUKOB. LIBeToBBIe, mpH(TOBBIE pEeLIeHNUs, PACHONI0KEHHE
TEKCTOB M CXEM HE COOTBETCTBYIOT TPEOOBAHUSIM peallM3allviy MPUHIINTIA HATJISTHOCTH B
o0yJeHNH

y[{OBﬂeTBOpI/ITCHBHO

[IpesenTannsa BkiMOYaeT MeHee & crlaiiloB OCHOBHOW wyacTH. B mpeseHTanmum He
MOJTHOCTBIO PACKPBITO COJIEPXKAHWE TPEJACTABIIIEMONH TEMbI, HEYETKO OINpeJeneHa
CTPYKTypa  Tpe3eHTally, HMEIOTCA  CcoHaepkaTelbHble, opdorpadudeckne u
CTHIIHCTHYCCKHE OMMOKH (00jee Tpex), MpeACTaBiICH IepeueHb NCTOYHUKOB. 1[BeTOBEIC,
WPUQPTOBBIE PEIICHHS], PACTIONOKEHHE TEKCTOB M CXEM COOTBETCTBYIOT TpeOOBaHUSIM
peanu3anuy IpUHLIUTIA HATTSITHOCTH B 00Y4EHUHT




[Ipezentanus BkIOyaeT MeHee 12 crmalijoB OCHOBHOM uwactu. B mpeseHTanmuu He
MOJTHOCTBIO PACKPBITO COJIEP KAHKE TIPE/ICTABISIEMOI TEMBI, YETKO OIpeIeNieHa CTPYKTypa
MPE3CHTANNY, WMCIOTCS HE3HAYUTEIbHBIC COJIEp)KaTeNbHbIe, opdorpaduueckue u
CTHINCTHYECKHE OIMMOKM (He Oojlee Tpex), NPEICTaBlieH TIepedeHh MCTOYHHKOB.
LlBeToBBIe, MPHU(TOBBIE pPEIICHHS, PACIIOJIOKCHHE TEKCTOB W CXEM B IIOJHOM Mepe
COOTBETCTBYIOT TPEOOBAHUSIM peaTH3aINy IPUHITUATIA HATIISITHOCTH B 00yYeHUN

Xoporo

[Ipe3eHTanns BKIIOYaeT HE MeHee 12 CaiiloB OCHOBHOW 4YacTH. B mpeseHTanmu
MOJIHOCTBIO ¥ TIYyOOKO pPAaCKpHITO COAEp)KaHWE TMPEICTABIIEMON TEeMBI, YeTKO
oTpesieNieHa CTPYKTypa MPe3eHTAIlH, OTCYTCTBYIOT (paKTHIECKre

(comepkarenpHbie), opdorpaduyeckue W CTIIMCTHYECKHE OIMHOKH, TIPEICTaBIICH
nepedeHb UCTOYHUKOB. L[BeTOBBIE, MIPU(TOBEIE PEIIeHNs, PACTIONOKEHNE TEKCTOB H CXEM
COOTBETCTBYIOT TPEOOBAHUSAM peaM3allMy IPUHIINIIA HATISATHOCTH B O0YUCHHUU

OTanaHO

Bomnpoce! 1J1s npoBeieHUs: MPOMEKYTOYHON aTTECTANUM 110 MTOraM OCBOCHUS M CLUIIMHbBI
Tema 1. Opeanusayusi 0OKyMeHmMoobopoma Ha 20Cy0apCmeeHHOU U MyHUYUNATIbHOU CTydcOe

1. TlousTus «uHGOPMAIH» U «IOKYMEHT»,«IOKyMEHTAIIMOHHOE obecnieueHue yrnpasieHus (JOY)».
OBOJIONMS TEPMHUHOJIOTUU B OTEYECTBEHHOM H 3apy0eKHOM 3aKOHO/ATEIbCTRE.

TepMuHONIOrHYECKHE CTAHIAPTHI.

Pa3Butue npencraBieHU 0 TOKyMEHTE.

Poub oKyMeHTa B JKU3HU Y€JIOBEKA U OOLIECTBA.

BnusiHne Hay4yHO-TEXHUUYECKOTO MPOrpecca Ha pa3BUTHE TIOKYMEHTA.

CBolicTBa ¥ IPU3HAKH TIOKYMEHTA.

JlokyMeHTalMoHHOe OOecrieyeHne YNpaBIeHUs KakK BakHeHIIas (yHKIMS YIOpaBiIeHUs, €€ MECTO
CPEIUAPYTUX YIPABIEHYECKUX (PYHKIINH.

9. B3auMocBsI3b cHCTEMBl YyIOpaBI€HHs B 1LEJIOM M CHUCTEMbl YIpPaBICHHUS JOKYMEHTaMH.
3HaueHUETOKYMEHTOB JUIsl pealln3alliy yIpaBIeHYECKUX PEeIIeHUH.

10. Hcropuveckuii ONBIT OPTaHU3AIMH JEIONPON3BOACTBA B TOCYAAPCTBEHHBIX YUPEXKICHUIX Poccum.

11. Bompocsl Aenonpou3BoAcTBa B 3akoHoAaTenbeTBe [lerpa 1.

12. Munucrepckas  pedopmMa U ee  BIMAHHUE  HAa  JIEIONPOM3BOJACTBO  BBICIIMX U
LEHTPAJIBHBIXTOCYJaPCTBEHHBIX YUPEKIECHUMN.

13. Hacnenue  coBeTcKOro  mepuojJa B~ COBPEMEHHOW  HOpPMAaTHBHOM  0a3e  IMOJIUTHKH
YIPaBICHUAJOKYMEHTAMU: CO3JaHue M BHeApeHHe OCHOBHBIX MOJOKEHHH EQuHOM rocynapCTBEHHON
cucTeMbl 14. nenonpou3BOACTBa, €€ 3HAUYEHHE JUIsl OPraHM3alMM JEJIONPOU3BOJICTBA B YUPEKACHUIX U
OpraHM3alMsIX.

15. PaszBuTHe paboT MO CTaHAAPTH3ALMU U YHU(PHUKAIUK YIIPABICHUECKUX TOKYMEHTOB B 1970 - 1990 rr.
16. Hampasnenus rocynapcrsenHoro perymuposanus JJOY B 1990-¢ — 2010-e roxsr.

17. Buenpenne  WH(OPMALIMOHHBIX  TEXHOJIOTWH:  CMEMIaHHBIH  (OyMa)KHO-DJIEKTPOHHBIM) U
3JIEKTPOHHBIAOKYMEHTOOO0POT.

N O~ WD

Tema 2. 3axonooamenvhoe u Hopmamueuo-Memoduqecxoe pezyauposarue C)OKyMeHmGZ/;MOHHOZO obecnevenus
ynpaejieHus 6 eocydapcmeeHHbzx opearnusayusix

18. CrpykTypa 3aKkoHOJATEIHHON U HOpMATUBHOM 0a3el JJIOY:

19. KoHCTUTyHIIHOHHBIE 3aKOHBI, ®denepanbHbIe 3aKOHBI, aKThI IIpe3unenrta PO,
HOCTaHOBHGHI/ISIHpaBI/ITeJIBCTBa PCD, BCAOMCTBCHHBIC aKThI, 3aTPparuBaromuec BOIMPOCHI ACIOIIPOU3BOACTBA.
20. HopmartuBHo-MeTomuveckue akThl 1o JIOY: uWHCTpyKIMuW, NpaBWia, IMEPEYHH JTOKYMEHTOB CO
CPOKaMUXPAHCHUA U IP. Hx 3nauenune IJId TIOCTAaHOBKU ACJIONMPONU3BOACTBA B KOHerTHOI\/'I opraHu3anunu.



21. Bompochl Aenonpou3BOACTBa M AOCTyna K umHpopMmanuu B konekcax Poccuiickoir deneparmm.22.
CoBpeMeHHas HOPMAaTUBHO-METOIMuecKas 0a3a 1eI0npon3BoACTBa 00 HH(POPMALIMOHHBIX TEXHOJIOTUSX.
23. DenepanbHas nenesas nporpamma «Mudopmarmonnoe obmectro. 2011-2020 rr.».

24. @enepanbHble 3akoHBL: «O0 nHPOpMaIUK, HHPOPMALMOHHBIX TEXHOIOTHUAX H 3aLIUTEe HHPOPMALIUNY,
«O mepcoHanbHBIX JaHHBIX», «O0 3nmexkTpoHHO nHudpoBoii noamucu, «O6

25. apxuBHOM nene B Poccuiickoit denepannn», «O rocymapcTBeHHOM si3bike Poccuiickoit deaepannmy
uap. (Cm. n.3.4 Criucox HOpMaTUBHBIX IPABOBBIX JOKYMEHTOB).

26. HaumonanbpHble cranaaptsl U ctanaaptel MCO o nmonuTHKe yrnpaBiieHUs 10KyMEHTaMHU.

Tema 3. Cospemennvie mpebO0o8aHus K cCOCMAgy U 0QPOpMIeHUI0 OOKYMEHMO8.

27. OCHOBHBIE HOPMATUBHBIE IOKYMEHTHI:

28. Meronnyeckue peKOMEHIAUMU IO  pa3pabOTKe HMHCTPYKUMI 1O  JEJONpPOM3BOJACTBY B
(benepanbHbBIXOpraHax HcroJHuTeNbHOU BiacTu (yTB. PepepanbHbIM apxuBHbIM areHTcTBOM 2010 r.) M
I'OCT P 6.302003 «YHu(pUIMpoBaHHBIE CUCTEMBI JOKYMEHTAIIHH.

29. VuauduuumpoBaHHAs CUCTEMA OPraHU3AIMOHHO-PACTIOPSIINTENILHON JOKYMEHTAIHH.

30. TpebGoBanuss k  0GOPMICHHIO  JOKYMEHTOB» O  OjmaHKax  JOKYMEHTOB, O(oOpMIeHUU
PEKBU3UTOBIOKYMEHTOB, 0()OPMIICHUH OT/ACIBHBIX BUIOB JIOKYMEHTOB U COCTAaBE JJOKYMEHTOB.

31. TloHsATHE «PEKBHU3HUTY.

32. Tlousitue «hopMynspa TOKyMEHTa.

33. Poxb OnaHka B CTPYKTYpe TOKYMEHTA.

34. CocraB 0J1aHKa, TOPSAOK PACTIONOKEHUSI PCKBU3UTOB B OJIaHKE.

35. Vuudukanus J0KyMEHTa KaK OHO U3 HAIPABJICHHUH €ro COBEPUICHCTBOBAHMUS.

36. PeKkBH3UTHI, perylupyemMble roCyAapCTBEHHBIM CTaHJAPTOM.

37. TOCT P 6.30-2003 u Meroau4yecKuMH pPEKOMEHJAIMAMM 10 pa3paboTKe MHCTPYKIMH
MIOJICJIOTIPOU3BO/ICTBY B (pellepabHBIX OpraHaxX HCIOJHHUTEIBHON BIACTH W PEKBU3UTHI, PETYIUpPYEMbIE
3akoHo atenbcTBOM Poccuiickoit denepanum.

38. TpeboBaHMs K TEKCTY PA3JIMYHBIX BUIOB YIIPABICHUECKUX JOKYMEHTOB.

39. HNHdpopmannoHHO-CIIPABOYHbIE JOKYMEHTHI B COLIMANBHOM cdepe.

40. TpeboBaHUs K 0OPMIIEHHUIO U COJIEPKAHUIO.

Tema 4. Ocrogbl O0OKyMeHMO0OOpOma: NPUHYUNbL OP2aAHU3AYUL, CheYUpuUKa 0OKyMeHmoobopoma 6
VAPABAEHUU 20POOCKUM XO3AUCHEOM

41. J1okyMeHT0000pOT Kak 3(p(peKTUBHBIA HHCTPYMEHT ONTUMHU3ALINH YIIPABIEHYECKUX PEIICHUH.

42. OueHka COBPEMEHHOI'O COCTOSHUS IOKYMEHTALMOHHOTO 00ecieueH sl yIpaBIeHusl.

43. CrpykTypa u 00mIas XapaKTepUCTHKA TOKYMEHTOTIOTOKOB B JIOKYMEHTOOOOPOTE.

44. TlpaBuna opraHW3alyU IBWKCHUS JOKYMEHTOB B OpTaHU3AINH.

45. OcHOBHBIE TOHATHS;, TpeOOBaHHS K OpraHU3alMUd JTOKYMEHTOOOOpOTa; OCOOEHHOCTH paboThI
COJICKTPOHHBIMH JJOKYMEHTaMH; 00s3aTeIIbHBIE CBEJCHUS O JJOKYMEHTAaX, UCTIOIb3YEMBIX B IENSIX

46. ydvera W TIOHWCKA JIOKYMEHTOB B CHCTEMaX 3JIEKTPOHHOTO JIOKyMeHTo0o0opoTa (Ha mpumepe MOCO10).
47. TlpuHUMIBI OpraHU3aMK JOKYMEHTO000POTA.

48. OcHOBHBIE OTambl JOKYMEHTOOOOpOTa: TpUeM U NepBUYHAs 00paboTka MOCTYMAIOMIMX
JTOKYMEHTOB,IIPEIBAPUTEIHPHOE PACCMOTPEHHE, PETUCTpAIHS TOCTYNAIOMNUX JIOKYMEHTOB, IOPSIOK
paccMOTpeHHsT JOKYMEHTOB pPYKOBOACTBOM H JOBEJCHHS JTOKYMEHTOB JIO WCIIONHUTENeH, padora
UCTIOJIHUTENSA C JOKYMEHTaMH, OpraHu3anus padoThl C OTIPABISAEMBIMU JOKYMEHTAMHU, UX PETUCTpAIHs U
OTIIPaBKa; PETUCTPALMs U POXOKACHNUE BHYTPEHHHUX JTOKYMEHTOB.

49. Cnemuduka ITOKyMEHTOOOOpOTa B CONHUANBHONH paboTe: BHIBI JOKYMEHTOB B COOTBETCTBHH
cMeTou4ecKUMU pPEeKOMEHJAlMAMU II0 OpraHU3allMM IPEIOCTABICHUS COLUAIBHBIX YCIYyr B (opme
conuanpHoro oOcmyxuBaHuss Ha gomy. 2015 r. m mpukazom J[lemapraMeHTa COLMANIBHOM 3alIUThHI
HacesneHus ropoaa Mockssl oT 30.12.2014 Ne 1171 o6 opranuzaruu paboTsI 11O



50. peanuzanuu MOJIOKEHU I [TocranoBnenus M oT 26.12.2014 No829-I1I1 «O
COLIMAJIbHOMOOCTY>KUBAHUU TpaXk1aH B ropoje Mockse».

Tema 5. Opeanusayus xpanerus 0OKYMEeHMO8 8 meKyuem 0elonpou3800cmee

51. IloHsTHE «KOMIUIEKCA JOKYMEHTOBY.
52. ®opMHpOBaHHE KOMIUJIEKCOB JOKYMEHTOB B TEKYILIEM JETIONPOU3BO/ICTBE.
53. ®enepanbHblil 3akoH Poccuiickoit @enepamun ot 22 okTa0ps 2004 r. N 125-03 «O06 apxuBHOM Jiee
B
Poccutickoit ®eneparuny» (akryanabHas Bepcus). HopMatuBHO-MeTOIMYECKHE
54. wmatepuanbl (denepanbHON apXUBHOW CIyX)Obl 00 oOpraHm3anmud padOThl € JIOKYMEHTaMH II0
IIOATOTOBKEK apXUBHOMY XPaHEHMIO.
55. Pa3paboTka u BeieHne HOMEHKIIATYPHI JIelI.
56. Homenknatypa fen B OpraHU3aliy CO CMEIIAHHBIM IOKYMEHTOOOOPOTOM.
57. Meronuka cOCTaBJICHHUS HOMEHKJIATYphl €. U3YyYEHHE COCTaBa JIOKyMEHTOB,58. CpOKM XpaHEHMUs
JTIOKYMEHTOB.
59. Tlopsimox opopMIICHHUS, COTIIACOBAHUS U YTBEPKICHUS HOMEHKIIATYPHI JICIT.
60. Ilonstme ‘“nepeueHb AOKyMEeHTOB”. Ha3HaueHWe W HWCHOJB30BAHWE TMEPEYHEH B KadeCTBE
OCHOBHBIXMCTOYHUKOB M0 U3YUEHHUIO COCTaBa U COACPkKAHUS TOKYMEHTOB, YCTAHOBIECHUIO CPOKOB O1.
XpaHEHUs U 00ECIIEUEHUIO €IMHCTBA ONIEPATUBHOIO XPAHEHHUS U apXUBa.
62. JleficTByrOIIKE IEPEYHU C TUIIOBBIMH CPOKAMH XPAHEHUS JOKYMEHTOB:
63. - [lepeueHb TUTIOBBIX APXUBHBIX JOKYMEHTOB, 00Pa3yIOUINXCS B HAYYHO-TEXHUIECKON H
MIPOU3BOJICTBEHHOMN JEATENbHOCTH OpraHU3aIiii, ¢ ykazaHueM cpokoB xpaneHus (IIpunoxenue
K 64. npuka3zy MuHucTepcTBa KylbTypbl U MaccoBbIX KoMMyHUKauii P® ot 31 utons 2007 r. Ne
182 http://base.garant.ru/191871/)
65. - IlepeueHb THNOBBIX YIPABIEHYECKUX APXWUBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B IpoIecce
NEATEIBHOCTH TOCYJAPCTBEHHBIX OPraHoOB, OpPraHOB MECTHOIO CaMOYIPABIEHUS W OpraHu3alui, ¢
yKazaHueM cpokoB xpaHeHus (IIpunoxenue k npukasy MunuctepcTBa KyabTypsl Poccuiickoit
66. Deneparuu ot 25 aBrycra 2010 r. Ne 558) OTBETCTBEHHOCTH 332 COXPAaHHOCTb JOKYMEHTOB.

Tema 6. Opeanuzayus pabomul ¢ 0OpaAWEHUAMU 2PAHCOAH

67. Onepanuu 1O TpUEMY, PETUCTPAllMM, KOHTPOJK MCIOJHEHMs, TNPUHATHIO peleHUd o
oOpallleHUusIMIpaXx/1aH KaK 4acTh YIPaBIEHYECKOT0 JOKYMEHTO000pOTa.

68. TpebOoBaHUS K CPOKAM MOATOTOBKH OTBETOB Ha OOpAIIEHUS TPak/IaH.

69. TpeboBaHMs K COEPKAHUIO OTBETHBIX TOKYMEHTOB.

70. dopmupoBaHHUE U XpaHEHUE MPEITIOKCHAH, 3asIBICHUH, KaI00 rpa)kaaH.

71. OO6oOmieHne, aHaMM3 W UCIOJNB30BaHHWE JaHHBIX O pabore ¢ oOpameHUSIMHA TpPaKIaH B
anmapaTeynpaBIeHHUS.

72. TlpuMeHeHHWE  DIEKTPOHHBIX  TEXHOJOTHHA Ui  TIOATOTOBKM  OTBETOB W OpraHU3alud
MH(POPMAIIMOHHOCTIPABOYHOM CIYXKObI B YUPEKICHUAX C OONBIIMM O00BEMOM IPEIOKEHUH, 3asBICHHM,
xanob rpaxaad (Ha mpumepe MOCDJ10).

73. 3akoHoJaTeNbHas periaMeHTanus paboThl C MPEAIOKEHUSIMHU, 3asBICHUSIMH U jKajl00aMu rpakaaH
(Denepanphbiit 3akoH 2006 1. «O nopsiike paccMOTpeHus: obpaiieHuii rpaxxaan Poccuiickoit denepariym»
cusm. 2014 r.).

74. ®opMupoBaHHE 3aKOHOJATENLHOW 0a3bl, perjaMeHTupyrolleil paboTy OpraHoB YIpPaBICHHS
crpaxaanamu (denepanbHblil 3akoH «O0 obecniedyeHN A0CTyNa K HH()OpMAIUU O 1eITeIbHOCTH

75. TOCYHAapCTBEHHBIX OPIaHOB M OPraHOB MECTHOTO caMmoympasieHus» oT 9 ¢espanst 2009 roga Ne 8-D3)
u @enepanbubiii 3akoH OT 27 utoiig 2006 . N 152-D3 «O nepcoHaabHbIX JaHHBIX.

YpoBHM 1 KpUTEPHUHU UTOTOBOI OLIEHKH Pe3y/1bTATOB OCBOEHUSI AU CHHUIIIMHBI

Kpurepuu orieHuBanus Hrorosas ouieHka




He3nanue 3HAYMTENBHOW YacTH POrPAMMHOIO HeynosnerBopurensuo/Hezaureno
Marepuana, HEyMEeHHE  Jaxe C  [OMOIIBIO
Yposenpl. npenoaasatens — COPMYIHPOBATH  NPABHIILHBIE
HenoctaTounbill | grgersr Ha 3amaBacMble BONPOCHI, HEBBITONHEHHE
MPaKTUYECKUX 3aJaHUMN
3HaHWE TOJBKO OCHOBHOIO MAaTepuaja, IOIYyCTHMBI | YIOBIETBOPUTEIBHO/3a4TEHO
HETOYHOCTH B OTBETE Ha BOIPOCH, HapyIICHHUE
YpoBenb 2. JIOTMYECKON  MOCJIENOBATENLHOCTH B M3JIOKEHHH
bazoblit IPOrPaMMHOIO MaTepuaa, 3aTpyAHEHHS TIPU PELIEHUH
MPAKTUYECKUX 3a/1a4
Tepmpie  3HaHWSA  TPOTPAMMHOTO  MaTepuana, | XOpomio/3auTeHo
A0IyCTUMBIC HECYIIECTBCHHLIC HETOYHOCTHU npu
Vposens 3. OTBET€ HA  BONpPOCHI, HAPYLIEHHE  JIOTHYECKOM
TToBBIIICHHEI MOCJIE/IOBATENBHOCTH B M3JIOKEHHH [POrPAMMHOIO
Marcpualia, 3aTpyAHCHUA IIPU PCIICHHUU MMPAKTUUYCCKUX
3aj1a4
I'myOokoe ocBOoeHHE MPOTrpaMMHOrO Marepuana, | OTIUYHO/3a4TeHO
JIOTMYECKH CTPOWHOE €ro M3JI0KEHHE, YMEHUE CBA3ATH
Yposenb 4. TEOPUI0 C BO3MOKHOCTBIO €€ IIPUMEHEHHS Ha
HpossumyThiit HpaKTHKE, CBOOOTHOE pelleHre 3a1a4 U 000CHOBAHHE
MIPUHATOTO PEIICHUS
7. PecypcHoe o0ecnieyeHue QU CIHHUIIIMHBI
JlnuensnonHOE 1. Microsoft Windows
nporpamMmmHonHpopmarnnonsoe | 2. Microsoft Office
obecneuenne 3. Google Chrome
4. Kaspersky Endpoint Security
5. «Awntumiaruar.BY3»
CoBpeMeHHBIE 1. Koncynbrant+
npodeccuoHabHbBIE Oa3bl 2. http://www.garant.ru (pecypchbl OTKPBITOTO JOCTYIIA)
JAHHBIX
HNudopmarnmonase

CIIPpaBOYHbBIC CUCTEMBI

(pecypchl OTKpPBITOTO IOCTYIIA)

OTKPBITOTO JIOCTYTIA)

Hay4HbIX m3naHui Springerlink (pecypcsl OTKpBITOrO 10CTYMA)

n3nanuii zbMATH (pecypcsl OTKpBITOTO TOCTYyTIA)

1. https://elibrary.ru - Hayunas omextponnass O6ubmmoreka eLIBRARY.RU
2. https://www.rsl.ru - Poccuiickas TocymapcrBennas bubnuoreka (pecypchl
3. https://link.springer.com - MexayHapoaHas pedepatuBHas 0a3a JIaHHBIX

4. https://zbmath.org - MexnyHaponnast pedeparuBHas 0a3a JaHHBIX HAYYHBIX



http://www.garant.ru/
https://elibrary.ru/
https://www.rsl.ru/
https://link.springer.com/
https://zbmath.org/

WuTepHeT-pecypcesl

1. http://window.edu.ru - Uadopmannonnas cucrema "EquHOe OKHO TOCTYTa K
o0Opa3oBaTenbpHBIM pecypcam”

2. https://openedu.ru - «HanmonansHas miarhopma OTKPEITOrO 00pa30BaHUs
(pecypchI OTKpPBITOTO TOCTYTIA)

3. 1. Apxussl Poccun (odunmansheiil caiit @eepaibHOr0 apXUBHOTO areHTCTBA)
— http://www.rusarchives.ru/

4. 2. Marepuaibl 0pUIHATBHOTO caiiTa DICKTPOHHbIC OQHUCHBIE CHCTEMBI —
http://www.eos.ru/

5. 3. Marepuais caiita «HopmatusHbie 1oKyMeHTBDy — http://www.complexdoc.ru

MaTtepruanbHO-TEXHHUYECKOES
oOecrieyenne

Jlekuum:

VYuebnas ayauropus,

2.7 YuebHas aymuTopus JJIsI TPOBCICHHS 3aHATHH JICKIMOHHOTO THIA, 3aHATHI
CEMUHAPCKOI0 THUIA, TPYNIOBbIX U UHAUBUAYAIbHBIX KOHCYJIbTALUI, TEKYIIETO KOHTPOJIS U
MIPOMEXYTOUHOH aTTeCTaluu

70 mocamouHBIX MecTa, pabodee MecTo IMpenojaBaTes, OCHAIICHHBIC YIeOHO

AynuTopus ocHalleHHass 000pyIOBaHUEM W TEXHHYECKUMHE CPEICTBAMHU O0YICHUS:

- KOMILIEKTH y4eOHOU MeOenH,

- IGMOHCTPAIMOHHOE 000PYIOBaHUE — IIPOCKTOP M KOMIIBIOTEP

- yueOHO-HATJISITHE TIOCOOHS

Crucok [10 Ha HOYyTOYKaX:

Microsoft Windows (Cy6murtensuonnsiit moroop NeTr000153268 ot 12-04-2017 Microsoft
Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cy6aunensuonnsiii gorosop NeTr000235407 ot 16-03-2018),

Google Chrome (CBo6oano pacnpoctpansemoe [10),

Kaspersky Endpoint Security(ctangapraeiii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 mo 21-11-2020)

Bpayzep Crnytauk (CBobGoHO pacmpoctpansemoe [10)

[pakrnuyeckue 3anaTus (CeMuHapbl):

2.4 VYyeOHast aynuTopus JUIS IIPOBEJCHUS 3aHATHUH JICKIMOHHOTO THIA, 3aHATHH
CEMHHAPCKOI0 TUIA, TPYNHOBBIX U MHIUBUIYaIbHBIX KOHCYIbTALUMN, TEKYLIETO KOHTPOJIS U
MIPOMEXKYTOYHOM aTTecTalluu

32 mocago4HbBIX MECT,

AynuTtopus OcHaIIeHHast 000pyIOBaHHEM M TEXHHUECKUMH CPEJICTBAMU O0YUICHHUS:
- KOMIUIEKTH! y4eOHOH Mebenu,

- IEMOHCTPAIIMOHHOE 000PY/I0BaHHE — MMPOEKTOP M KOMITBIOTEPHI,

- kiace [1K, 00beAMHEHHBIX B JIOKATBHYIO CETh, C BBIXOAOM Ha 3i.1moptaitr MOIOA

Cncok [10 Ha HOyTOYKaX:

Microsoft Windows (Cy6nutiensuonnbiii goropop NeTr000153268 ot 12-04-2017 Microsoft
Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cy6muniensnonnsiii qorosop NeTr000235407 ot 16-03-2018),

Google Chrome (CBo6oaHO pacnpoctpansiemoe [10),

Kaspersky Endpoint Security(crangaptaeii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 1o 21-11-2020).

Wndopmanmonno-cupaBounasi cucremMa «Koncymprant — mmoc»  (HoroBop 00
nHGOPMAIMOHHON noaAepkke oT 27 nexabps 2013 roxa)

bpaysep Cnytauk (CBo6osHO pacupoctpansemoe [10)

l“pyrmonue N MHAUBUAYAJbHbIC KOHCYJ/IbTAallUH, TeKyllll/lﬁ KOHTPOJb:

2.6 YuecOuas ayauTopuss 4jid  MPOBCACHUA 3aHATHI JICKIIMOHHOTI'O  THIIA, 3aHATHI
CCMHHAPCKOI'0 THlla, 'PYHIIOBBIX U UHAWUBUAYAJIbHBIX KOHcyHBTaHHﬁ, TCKYLIETO KOHTPOJIA U
HpOMe)KyTO‘-IHOﬁ aTTeCTalun

26 rmocago4YHbLIX MECT,

Ayautopusi ocHaleHHas: 000pyI0BaHUEM U TEXHUUYESCKUMHU CPEACTBAMH OOYICHHUS:
- KOMITJICKTBI y9eOHOU MeOenu,

- IGMOHCTPALMOHHOE 000PY/I0BAHUE — IPOEKTOP U KOMIIBIOTEPHI,



http://window.edu.ru/
https://openedu.ru/

- kiace [1K, 00beAMHEHHBIX B JIOKAIBHYIO CETh, C BBIXOAOM Ha 3i1.moptan MOIOA

Cnucoxk 10 Ha HOyTOYyKax!

Microsoft Windows (CyGmunensuonnsiii qorosop NeTr000153268 ot 12-04-2017 Microsoft
Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cy6muniensnonnsiit qorosop NeTr000235407 ot 16-03-2018),

Google Chrome (Co6osmo pacmpoctpansiemoe I10),

Kaspersky Endpoint Security(cranmaptaeiii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 no 21-11-2020).
WudpopmanmonHo-cripaBouHasi  cucrema «KoHCynbTaHT —
HHPOPMAMOHHOM ToAepKKe oT 27 nexadps 2013 roxa)
Bpaysep CnytHuk (CBoG0HO pacnpocTpansemoe I10)

wioc»  (Jorosop 00

IIpomeskyToUHASsI aTTeCTAIINSA

2.7 YdebHas aymuTopus Ui TPOBEICHHS 3aHITHN JICKIIMOHHOTO THIA, 3aHATHHA
CEMHHAPCKOT'0 THIIA, TPYIIOBBIX W HHIUBUIYaIbHBIX KOHCYJIbTAIUN, TEKYIIETO KOHTPOJS U
IIPOMEXKYTOUHOH aTTecTaluu

70 mocagoYHBIX MECTA,

AynuTtopus ocHaIIeHHast 000pyIOBaHAEM U TEXHUUECKUMH CPEIICTBAMU OOYICHUS:

- KOMILIEKTHl ydeOHOU MeOenH,

- IGMOHCTPAaLIMOHHOE 000PYIOBaHUE — IIPOCKTOP M KOMIIBIOTEP

- yaeOHO-HATIISTHBIE TIOCOOUS

Crucoxk 10 Ha HOyTOYyKax:

Microsoft Windows (Cy6murtensuonnsiit morosop NeTr000153268 ot 12-04-2017 Microsoft
Imagine Premium Renewed Subscription 3 year),

Microsoft Office(Cy6auuensuonnsiii gorosop NeTr000235407 ot 16-03-2018),

Google Chrome (Coboano pacnpoctpansiemoe [10),

Kaspersky Endpoint Security(crangaptaeii Russian Edition 1000-1499 Node 2 year
Education Renewal License ot 20-09-2018 o 21-11-2020)

Bpayzep Cryrauk (CBobotHO pactpoctpansemoe [10)

8. YueOHo-MeTOAMYECKHE MAaTePHAJIBI

Kon-Bo B
Ton Bun OnbIHoTEKE AIIpGC Bun
Ne ABTOp Ha3zpanue W3znarenscTBo 3JIEKTPOHHOT O
M30aHUS | M3/aHUsA ZOCTyTIa
pecypca
1 2 4 5 6 7 8 9
8.1 OcHOBHas UTEpaTypa
8.1.1 | Kaydman JoxkymenTupoBanue | OMckuit 2014 y4eOHoe | - http://www. o
H.IO. YIIPaBIEHYECKOH TOCYapCTBEHHBIN noco6ue iprbookshop.ru | noruny
IeSITENBHOCTH HHCTHTYT cepBrca, 126681.html u
Omckuit MapoJIto
roCyIapCTBEHHBIH
TEXHUYECKHUH
YHHBEPCHTET
8.1.2 | IIpuxompko Hoxymentuposanue | Cankr-IlerepOyprexmit 2013 yuebHOE | - http://www. o
AH. YIIPaBIEHYECKOH TOCYapCTBEHHBIN noco6ue iprbookshop.ru | noruny
IeSITENBHOCTH ApXUTEKTYPHO- 126872.html u
CTPOUTENBHBIIN I1apOoJII0
yausepcutet, O5C ACB
8.1.3 | Mensenena OCHOBBI FOxHBII HHCTHTYT 2012 yuebHoe | - http://www. 1o
O.B. JIOKYMEHTAIHOHHOTO | MEHEKMEHTa noco6ue iprbookshop.ru | noruny
obecriedeHus /9565.html "
yIPaBICHHUSI HapOoIIIo



http://www.iprbookshop.ru/26681.html
http://www.iprbookshop.ru/26681.html
http://www.iprbookshop.ru/26681.html
http://www.iprbookshop.ru/26872.html
http://www.iprbookshop.ru/26872.html
http://www.iprbookshop.ru/26872.html
http://www.iprbookshop.ru/9565.html
http://www.iprbookshop.ru/9565.html
http://www.iprbookshop.ru/9565.html

8.1.4 | Ky3nemosa JoxymentupoBanue | Jamkos u K, Aif ITu Op 2017 y4ueOHOe http://www. o
U.B. yIpaBleHYecKoi Menua nocobue iproookshop.ru | norumy
XavaTpsiH JeSATEIIBHOCTH 159274.html u
I.A. TIapOJII0
8.2 JlononHuTenbHas IUTEpaTypa
8.2.1 | bakmaeB A.A. | Apxussl Poccuu u Vpansckuit  ¢enepanpHbiii | 2013 cOOpHHK | - http://www. o
Bonnaps B.A. [ Ilonsmm. Uctopus, yausepcuret, ObC ACB Hay4HBIX iproookshop.ru | noruny
Bpy6ieBckn | mpo6aeMsl 1 TPYIOB 169581.html u
JL [EPCIICKTUBEI IapoJIio
Kapapacs pa3sBUTHA
B.C. u np.
8.2.2 | I'myxoBa O.B. | JlokymenTtanmonnoe | Bonrorpanckmit 2014 yuebHOE | - http://www. no
obecrieuenue MHCTUTYT 6u3Heca, nocobue iprbookshop.ru | noruny
yIpaBJICHUs Byzosckoe oOpasoBanue 119177 .html u
TIapoJIio
8.2.3 | Adonromkuna | JlokymeHntupoBanue | Benroponckuii 2017 y4ebHoe | - http://www. o
O.1. yIpaBIeHYECKOH roCy/IapCTBEHHBIH nocobue iprbookshop.ru | moruny
IesITEJIbHOCTH TEXHOJIOTHYECKHUIA /80510.html u
yHuBepcuret uMm. B.T. 11apoIIIo
Iyxosa, 9bC ACB

9. Oco0eHHOCTH OPraHU3aANuu 00Pa30BaATEIbHOM AeSITeJIbHOCTH AJIs JIUIL €
OrpaHNYeHHBIMU BO3MOKHOCTSIMH 310POBbSI

B M®IOA co3aanbl crienuanbHble YCIOBUS JUIsl MOJYYEHUs BBICIIET0 00pa3oBaHMsi 1O 0Opa3oBaTelbHBIM
MporpaMMaM O0YJaroIIUMHUCS C OTPaHIHYEHHBIMH BO3MOXKHOCTSIMH 3710poBbs (OB3).

Jns mepemenieHNs] WHBAIWAOB W JIUI[ C OTPAaHUYEHHBIMA BO3MOXKHOCTSIMH 310poBbsi B M®DIOA co3aaHb
CreUalIbHBIE YCIIOBHS Il OECHPENSITCTBEHHOTO JOCTyIa B yueOHbIe TTOMEIIECHHUS U JPYrHe TMOMEIIEHHS, a TAKXKe X
npeObIBaHUS B YKAa3aHHBIX MOMEIICHUSX C Y4eTOM OCOOCHHOCTEH MCHXO(M3NYECKOTO pPa3BUTHS, WHIWBHIYATBHBIX
BO3MOXKHOCTEH M COCTOSIHUS 37]0POBhSI TAKUX O0YYAFOIIIUXCSL.

[lpu monydyeHun oOpa3oBaHUs OOYYAIONIMMCS C OIPAaHHMYCHHBIMA BO3MOXXHOCTSMH 37I0POBBSL  TIPU
HEOOXOJIMMOCTH TPEAOCTABISIFOTCS OECIUIaTHO CIielMajlbHble y4eOHUKH H y4deOHBIe TOCOOMs, WHas ydeOHas
nuTepatypa. Takke WMeeTcsl BO3MOXKHOCTH IPENOCTaBICHHs YCIYT acCHCTEHTa, OKa3bIBAIOMIETO OOYyYaroIIMMCS C
OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH  3JIOPOBBS HEOOXOAWMYIO TEXHMYECKYK) TIOMOINb, B TOM YHCIE YyCIyT
CYpPIIOTIEPEBOTYMKOB M TU(IOCYPAOTIEPEBOAUUKOB.

[TomyueHune JOCTYITHOTO W Ka4eCTBEHHOTO BBICIIETO 00pa30BaHUs JIUIIAMH C OTPAaHMYEHHBIMU BO3MOXKHOCTSAMH
30POBbsl O0ECIIEYEHO MYTEM CO3AaHUsl B YHHBEPCHUTETE KOMILIEKCa HEOOXOOMMBIX YCIOBHHA OOy4YeHHUs AJsl TaHHOU
Kareropuu odyvaronpxcs. MHapopManus o crienualbHbIX YCIOBUSX, CO3JJAHHBIX JJIsi 00YyYaIOIIUXCS ¢ OrpaHnYCHHBIMU
BO3MOXKHOCTSIMH 3JI0POBBS, pa3MeliieHa Ha caiite yauBepcuteta (http://www.mfua.ru/sveden/objects/#objects).

Jnst oOydyenus wHBanmmmoB u nui ¢ OB3, uMeOmmx HapylIeHUs OIOPHO-IBUTATEIHHOIO armapara
00€CTIeYrBAaIOTCS U COBEPUICHCTBYIOTCS MAaTEPHAITBHO-TEXHIUECKHE YCIIOBHS OECIPETSITCTBEHHOTO JIOCTYIIA B Y4eOHbIC
MOMEIICHUS, CTOJOBYIO, TyaJIETHBIE, JPyrde IOMENICHUs, YCIOBHS WX NpPeObIBAaHHS B YKa3aHHBIX ITOMEHICHHUSX
(HayTM4Me MaHIyCOB, TOPYYHEH, paCIIMPEHHBIX JBEPHBIX IPOEMOB U JIp.).

Jis amanTanmuu K BOCHPHSTHIO OOYYarOIIMMUCA WHBaMHAAMU W ymnamMu ¢ OB3 ¢ HapylmieHHBIM CIIyXOM
CIpPaBOYHOTO, Y4YeOHOro Marepuaia, MpeIyCMOTPEHHOro 00pa3oBaTeNbHOW TMPOTrpaMMON IO  BBHIOpAHHBIM
HanpaBJICHUSIM OATOTOBKH, 00ECIIEYMBAIOTCS CICAYIOLINE YCIOBUS:

- JUISL Ty4IIeld OpUEHTAIMH B ayJIUTOPHUH, IPUMEHSIOTCS CUTHAJBI, OITOBEINAIONINE O Hadale W KOHIIe 3aHSTUS
(cTIOBO «3BOHOKY TIHIIETCS HA JIOCKE);

- BHUMaHHUE CJIa0OCIBIIAIIETr0 00yYaromerocs MpUBIIEKaeTCs TearoroM kecToM (Ha Tuiedo KIaieTcs pyka,
OCYILECTBISIETCS] HEPE3KOE MOXJIONBIBAHHE);

- pasroBapuBasi ¢ OOydYalOIIMMCS, TEJaror CMOTPUT Ha HET0, TOBOPUT SICHO, KOPOTKHMH IPEJIOKCHHSIMH,
oOecrniedrBasi BO3MOXKHOCTb UTEHUS 110 TyOaM.

KomnieHcanust 3aTpyIHEHUI peYEBOr0 M MHTEIUICKTYaTbHOTO Pa3BUTHUS CIA0OCTBINIAIINX WHBAIUIOB U JIHUII C
OB3 nmpoBoauTcs 3a CUeT:
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- HCIIOJB30BAaHUS CXEM, JHarpaMM, pHUCYHKOB, KOMIBIOTEPHBIX NPE3EHTAlMii ¢ THIEpPCChUIKaMHU,
KOMMEHTHUPYIOLIMMHU OTAEIbHbIE KOMIIOHEHTH! H300pa)KeHMS,;

- PETYJISIPHOTO IPUMEHEHUs YIPaXKHEHUH Ha rpad)nuecKoe BbIIEIECHUE CYLECTBEHHbBIX IPU3HAKOB NIPEIMETOB U
SIBIICHUI;

- obecrieueHnst BO3MOXKHOCTH ISl 00y4aroIIerocsi HoJay4uTh aAPECHYI0 KOHCYJIbTALHUIO 110 MIEKTPOHHOM IouTe
10 Mepe HEOOXOAMMOCTH.

s aganTanuy K BOCHPHUITHIO MHBaIMAaMu U JuiiamMu ¢ OB3 ¢ HapylmeHusiMu 3peHHsl CIIPaBOYHOTO, y4eOHOTO,
MPOCBETUTENILCKOTO MaTepualia, MPeayCMOTPEHHOro obpa3oBatenbHON mporpammoit M®KOA 1o BbIOpaHHOM
CIELUAIEHOCTH, 00ECIICUNBAIOTCS CICAYIOIINE YCIOBHUS:

- BeZleTCs ajanTtanus opUIUAIBHOTO caiita B ceTH VHTEpHET ¢ y4eToM 0coOBIX MOTpeOHOCTEeH MHBAIHIOB IO
3pEHHI0, 00ECIIeUnBACTCS HATTMYUE KPYMTHOIPU(TOBOH CIIpaBOYHON HH(POpMAIMK O pacCIHCAHUH YUSOHBIX 3aHSATHI;

- B Hadaye y4eOHOro roja oOydaromirecs HeCKONBKO pa3 mpoBoaarcs mo 3manuio MOIOA ans 3armoMuHAHUS
MECTOPACIIOJIOKEHHSI KAOMHETOB, TIOMELICHUH, KOTOPBIMU OHHU OYIyT IOJIb30BATHCS;

- IEAaror, ero cO0eCeJHUKH, MPUCYTCTBYIOIINE PEACTABISIOTCS 00YYaIOINMCsl, KaXKIbIH pa3 Ha3bIBaeTCs TOT,
K KOMY TIeJJaror o0pamaeTcs;

- IEUCTBHUSL, )KECTHI, IEPEMEILCHHS IIeJarora KOPOTKO U ICHO KOMMEHTHPYIOTCS;

- mevyatHas MH(opMaMa MpenocTaBiseTcs KPYyMHbIM MpUpTOM (OT 18 MyHKTOB), TOTaJbHO O3BYYHBAETCS;
o0ecrneunBaeTCcsi HEOOXOIMMBIN YPOBEHD OCBEIIIEHHOCTH MTOMEIIICHHUH;

- IIPEAOCTABIISIETCS] BO3MOXKHOCTD HCIIONIb30BaTh KOMIBIOTEPH! BO BPEMsI 3aHSTHH U MPaBO 3alUCH OOBSICHEHUS
Ha TUKTO(OH (TI0 )KETaHUIO 00YJarOIIerocs).

dopma TpoBeneHHsT TeKylled W MPOMEXKYTOYHOH arrectanuu i oOydvarommxcs ¢ OB3 onpepensercs
MperoAaBarejleM B COOTBETCTBHU C y4eOHbIM maHoM. llpu HeoOxommmocTn oOyuaromemycs ¢ OB3 ¢ ygerom ero
WHAWBUAYATbHBIX TNCUXO(PU3NIECKHX OCOOCHHOCTEH HaeTcs BO3MOXKHOCTbD MNPOWTH MHPOMEXKYTOUHYIO AaTTECTALHIO
YCTHO, MUCBMEHHO Ha OyMare, MUCBMEHHO Ha KOMIbIOTEpe, B (popMe TECTHpPOBaHHA U T.II., JIMOO MPENOCTaBIISETCS
JIOTIOJIHUTENIBHOE BpeMS JIJIsl TOATOTOBKU OTBETA.

I'ox Hawanma moAroToBKM cTyAeHToB - 2019



