denepajibHOE TOCYIapPCTBEHHOE OI0/KeTHOEe 00pa3oBaTe/IbHOe
yupe:KIeHHue BbICIIero o0pa3oBaHus
«POCCHUHCKASI AKAJTEMUS HAPOJTHOI'O XO3SIICTBA
U TOCYJAPCTBEHHOM CJIYKEbI
IPU ITPE3UJIEHTE POCCUICKOMN ®EJEPAIIN»

AnTaiickuii punnan

YTBEPXIEHA
VYueHnbIM coBeToM AnTaiickoro ¢guinana
PAHXul'C
[Ipotokon ot «25» stuBaps 2024 r. Ne

PABOYAS ITPOT'PAMMA JUCHUIIJIMHBI

JlokyMeHTallMOHHOEe o0ecrevyeHHe 1 1eJI0ONPOU3BOICTBO B rOCYIapCTBEHHOM M
MYHUIUNIAJIbHOM YIIPaBJIeHUHU

O JJONOJHUTEJBbHOM MPO®ECCHUOHAJTBHOM MPOI'PAMME
(mpodeccoHaATBLHON MEPENnOATrOTOBKH)

TI'ocynapcTrBeHHOe 1 MyYHHMIIUNIAJIbHOE YIIPABJICHHE

bapuayin, 2024 r.

JOKYMeHT noanucaH sNeKTPOHHOM NOANUCHIO
Ceptudumkat 0445A07A004BBOE9904E8660F1D88A32BA

Bnageneu: MaHapuH Nropb AHaTONbEBUY
[etictButeneH ¢ 26.07.2023 r. no 26.10.2024 r.




ABTOpP—COCTABUTEJIb:

Crapmmii npernogaBaTenb Kadeapbl TOCYIapCTBEHHOIO W MYHHUIUMIAIBLHOTO
ynpasienus T.H. CamcoHoBa



COILEPKAHHUE

1. 1lemb ¥ 3aJa9M JUCITUTIIIFIHBL ..........uvuverreeeeeeessasisssnsnesesssessssansssssssseeseeeessannsssnnnes 4
2. Ilnanupyemblie pe3yabTaTbl OOYUECHHS MO JUCITUTITIHHE ...oevveevreernreesreeesieeenenes 4
TR @ 105 XC3LY 00107 (0805 00 0050 5 15 SRR 5
4. CTpyKTypa U COACPIKAHUE TUCHUTIIIIHBL «...vveevveeireesriesireessneesseessneesssneesseeesenas 6
4.1 CTPYKTYPA JUCHHIITTHHBL. ....tvveieiisttieteesastseeeessstseesssasssseesssssssssesssnssssseessnsssseessans 6
4.2 CONIEPIKAHUE JTACIIUTIIIHIHDBI «vvveeeiuerrrreessssrseeeesasrseeeessssssessssnsssesesssnssssssessnssnseessans 8
5. Y4yebHo-MeTonuueckoe obecreueHrne CaMOCTOSITeIbHON pabOThI cyiaTesei mo
D107 00100700 01070 < (<JNUUT T 11
6. @OH]T OTIIECHOYHBIX CPEACTB IS MTPOBEACHHS TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH
Y TIPOMEKYTOUHOM aTTECTAIMH 1O JUCTIHTUTITHE .....vveesvveeeveesaveesnvessnseesssseessneessneens 12
7. YueOHO-MeToANYECKOE U UHPOPMAITMOHHOE 00ECTICUCHUE NUCITUTIITUHEI ........ 24
7.1. HOpMATUBHO-TIPABOBBIE TOKYMEHTBI ......vvvieurreessrreessrenessnesssnnessssnenssssneessnns 24
7.2 OCHOBHAS JTUTEPATYPA +evervveenreesnneesnesaseeessneessseesnsessssesassesasssssssneessessnnessnsesanns 25
7.3 JIOTIOJTHUTEITBHAS JTUTEPATYPR +vvvenreresrreenneessreesssesssresssnesssseesssneesssessnessnsesanns 26
3 403 1S o) (S5 i 01074 13 SRR 27
7.5 CIIPABOTHBIC CHCTEMBI 1.vvveeuvvveessreressueessssseessssanssssssesssssessssssessssssssssnssssssssseesnnes 27
8. MarepuanbHO-TEXHUYECKOE U MPOrpaMMHOE 00ecredeHNE TUCIUIUIAHEI ... 27



1. eap u 3aaa9u JUCIUILIHHBI

Heab ocBOeHUsI AUCHUIIMHBI — JaTh IPEICTABICHUE O CYLIIHOCTH, CTPYKTYpE,
(GYHKIUSAX ¥ MHOTOOOpa3uu JOKYMEHTOB, COCTOSHUU TMOHSITHMHOTO ammapaTta B

cdepe Iemonpon3BOICTBA.
3agauu AMCHUIIMHBI:
- O3HAKOMHUTh C TEOpHUEH W TIPAKTUKOW OpTraHU3aIUH

AOKYMCHTAIITMOHHOI'O

obecrieueHus

yIIpaBJICHHUS,

C BHIaMHU

COBPCMCHHOI'O

JTOKYMEHTOB,

06p&3yI-OHlI/IXC}I B ACATCIIBHOCTHU OpFaHHBaHHfI, a TaKKC C IIponecCCaMu CO3daHUA,

00paboTKH, XpaHEHUS U MCTIOIB30BAHMS TOKYMEHTOB.

- C(I)OpMI/IpOBaTB HaBBIKH IIPOCKTUPOBAHMA NOKYMCHTOB Ha OCHOBC ITPUMCHCHUA

3HaHUW  COBPEMEHHOW TPAaBOBOM W  HOPMATHUBHO-METOJIMYECKOM  0a3bl
ACJIOIIPONU3BOACTBA.
2. IlnanupyeMble pe3yabTaThbl 00y4eHHs MO TUCHUILIHHE
Buab: IIpodeccnonanbHbIe 3nanus Ymenus IpakTHyeckni
AeATeJIbHOCT KOMIIeTeHIIUH UJIH OIBIT
" TPYyAOBbIe PyHKUUH
(¢popmupyrorcs u
(MJM)coBepPLICHCTBYIO

Tes) [TK u IICK

B/I 3. OIIK-7. Cnocoben - IpaBWJia U - cosmaHue, | - paboThI C

Hcnonuutensl | ocyrecTBiIsTh CIIO0COObI HHTEpIpETal | JOKYMEHTaMHU

0- BHYTPUOPraHU3AaLlMOHH | OCYILIECTBJICHUS | Us,  IIPUEM, | pa3IMYHbIX

PactOpAIUTeIb | pre y KOMMYHHUKAI[MH | [lepesava, THIIOB;

Had MEKBEJIOMCTBEHHBIE B MUCbMEHHOMU apXuBalys - IOJITOTOBKH U
KOMMYHHKAIIHH, bopwme; JOKYMEHTOB, | IPUHSTHS
o0ecreunBaTh - OCHOBBI KOHTPOJb 3a | YIPaBICHYECKHX
B3aUMOJICHCTBUE OpraHu3anuu 150 peuieHui B
OpraHOB BJIACTH C JOKYMEHTOO00Op | BBIIIOJHEHHEM | 00JacTu
rpakaaHaMH, oTa MYHUITUTIATEHOT
KOMMEPUYECKUMHU O yTIpaBlIeHUs U
OpraHHu3alUsIMH, YITy4IICHUS
UHCTUTYTaMH B3aUMO/IeHCTBUSA
IPaXAaHCKOTrO BJIACTH U
o01iecTBa, CpeICTBAMU HaceJIeHUs ¢
MacCOBOM IIPUMEHEHUEM
UHpOpMaLnH. MH(POPMALIMOHHO

KOMMYHHKAIIMOH
HBIX TEXHOJIOTUH




3. O0beM TUCHUILINHBI

Bun yuyeoHoii padoTsl

KouuyecTBo 4acos (4ac)

C npuMeHeHHEM
3JIeKTPOHHOI0 00y4eHus "
(WIM) TMCTAHIUOHHBIX

o0pa3zoBaTeTbHBIX
TEXHOJIOTHH (Jac)
KonTakTHas padoTa ciymaresisi 10 10
¢ mpemnoaaBaTtejieM, B TOM
yucJe:
Jlexmonnoro tuna (JI) / 4 4
WntepaktuBHbie 3anstus (U3)
JlaGopaTopHbie 3aHATHS - -
(mpaktukym) (JI3) /
WntepaktuBHbie 3austus (U3)
[IpakTdeckue (ceMHHAPCKUE) 6 6
saasaTus (I113) / UaTepakTHBHBIC
saasaTus (13
CamocTtosiTennbHast paboTa - -
caymarens (CP)
KonTakTHasi pa6oTa ciaymaTess 4 4
IIpomexxyTtounas | @opma DK3aMeH DK3aMeH
aTTecTauus Yac.
OObmas Tpy1I0eMKOCTh TI0 14 14

y4eOHOMY TIJIaHy (4ac)




4. CTpyKTypa U coiep:KaHue TUCUUILIHHBI

4.1 CTpyKTYypa QU CHUIINHBI

HanmenoBanue Tem

KonTakTHas pa60Ta C IIPUMCHCHUEM
JUCTAHIIMOHHBIX 06p330BaTCJH>HBIX

. =
JUICIUTLTHHBI KonraktHast paboTa, uac g| TEXHONOIHH, MMEKTPOHKOTO o0y4eHus, B 5 B
Ne 3 = qac = g &
5 ; 5 5} *
5 B tom uncie s B ToMm umcie s 3 g
o o =
= )
g = E = 2153z | ¢
2 > = Q
o i [aa] o o) ’= Mm -
= Z S ~ o s s 2 S ~ o g g | 2 =l Z
S 2 A = 2 o = 3 = = 2 o) T e N 3
X =l 8 | ,EE ¢ | & Pz | LEE ¢ |2|& |8 |8
=M = = Q. 15 =M = = Q. 15 =~ [9)
B of £ 8] X Sz 3 Bl o g2 | 5 Sz 5 = z 5 =
= 51 = 2| & o o S| =S 3 & S B S o O 8| = s 3 2 =
< o | &9 © S S 2| g3 o 8| 2 g o o = e 2l gz o E = 3
S | R FE E& | EQE| 2 8| | S| E8| s f£/ 88 |8
O Q Qo = = o Q = =
S| |gfzs| i c 2t s e s i iEt e
o = &5 s| S @] 5] - &8s ¥ S @) g | =
= E E oz & 5 S E Ez & 5 =
= = s 2 3 m =5 = S
[ = = s (> = =z s
s 8% 8 s 85 8
N— N—
1 2 3 4 5 6 7 8 9110 11 12 13 14 15 |16 |17 18
1 | OcHOBHBIC CBOWCTBA, 4 - - - - - - 4 1 2 1 O T
(GYHKIMY ¥ TIPU3HAKA
JIOKyMEHTa
2 | OOuye HOpMBI U TIpaBHIIa 4 - - - - - - 4 1 2 1 T I3
opopMIICHHS
YIpaBICHIECKUX
JIOKyMEHTOB
3 | Cucrema 3 - - - - - - 3 1 1 1 O, | K3
OpraHu3aluOHHO- T
pacnopsiAuTeIbHON
JIOKYMEHTAIIUH
4 | JlokyMeHTaIllMOHHOE 3 - - - - - - 3 1 1 1 O | K3
obecrieueHne
KOJUIETHATBHBIX OPTaHOB
YIpaBJIeHUs], OpraHU3aIHs
COBEIaHUM,
KoH(pepeHIwiA, coOpaHmii




Hroro: 14 - - - - - - 14 4 6 4 D
BCET'O 14

Ipumeyanue: ghopmor mexyweco konmpons ycnesaemocmu: onpoc (0O), mecmuposanue (T), xetic-3adanue (K-3), epynnosoe 3aoarnue (1'3).



4.2 Conep:xxanme TMCIHUIIAHBI

/o

Coneprkanue pasnena (TeMbl)

TeMmpl nexkiuit

TeMbl NPaKTUYECKUX 3aHATUH

OcHoBHbIE CBOMCTBa, (PyHKUUU U
MPU3HAKU JOKYMEHTA

CooTHolleHue MOHATUN «uHbOpMaLU» U
«1o0KyMeHT». CBsi3b HH(OpMAIMK U JOKYMEHTa. Poib
nHpOpMALlMM B COLUHUAIBHBIX U 3KOHOMHUYECKHX
mporeccax. MHpopMaiusi Kak OCHOBAa NPHUHSATHS
ylpaBieHuYecKoro pemeHus. Ponb uHbopmanuu B
ABTOMATU3UPOBAHHBIX CHUCTEMaX.

BO3HUKHOBEHHME [TOKYMEHTa, €ro 3Haud€HHE.
Tpauchopmanus MOHSATHUSA «TOKYMEHT».
OmnpeneneHne JOKyMEHTa B TOCYJIAapCTBEHHBIX
cragmaprax. CBoHCTBAa W (YHKIHH JTOKYMEHTA.
CoumanbHbIi, TPAaBOBOM M MCTOPUYECKHUI XapakTep
nokyMeHTa. lloHsitue opuruHama. YMHOKEHHbBIE
opuruHanbel. YepHOBUKM U OEJIOBUKH TEKCTOBBIX
nokymeHToB. ABTOorpadnl. Pemakuuun. Ilonsitue
«MOJIUHHUK». OCHOBHBIE NPHU3HAKU MOJJIMHHUKA.
[lomnuuHble W TOANOXKHBIE JOKYMEHTHL. Buibl
danpcudukanuu  gokyMeHTOB.  Danbcudukanus
comepxkanus.  MaTtepnonsiusa.  Danscudukarnus
coctaBa  yIOCTOBepeHus, OnaHka. Duiurpanu
(6bymaxkubie BosHbIC 3HAKHK). [leuaTn.

[lonsitTue «komusi». McTtopuueckoe pa3BUTHE
Konui. Buapl komui, omnpenensieMblx cocoOoM uX
BocnpousBeneHus. Komuu, paznuyaembie 1o Crocody
ux ynpocroBepeHus. IloHsTme © HCTOPUYECKUH
XapakTep CIocOo0OB TOKYMEHTHPOBAaHHUA. 3BYKOBas
pedb, €€ BO3MOXKHOCTH U HEJOCTATKH B 3aKPEIJICHUU
u mnepegaue wuHpopMmanuu. Passutue rpaduku
pycckoro nucbMa. Cxoponuck. CteHorpadusi.

IIpumeHeHue TEKCTOBOI'O
JTOKYMEHTHPOBAHMUS. TexHnueckoe
nokymentupoBanue.  ®doro-,  kuHO-,  (oOHO-,
TENEeIOKYMEHTUPOBAHHUE. N3rorosnenue

MalIMHOYMTAEMBIX M  UYEJIOBEKOMAIIMHOYUTAEMBIX
JOKYMEHTOB. ~ Martepuanbsl A TEXHUYECKOIrO
JOKYMEHTUPOBAHUS. MammvHHbIE HOCHUTEIN
uHpopmanuu. BiusHue HOocuTens uHpopManuu Ha
JIOJITOBEYHOCTh M CTOMMOCTD JJOKYMEHTA.

O6mme HOpPMBI ©  TIpaBUJA
odopmiieHus yIPaBICHUECKUX
JTIOKYMEHTOB

Ilonstue  «pexBusur». IlocrosiHHBIE W
nepeMeHHble  pekBU3UTHL. [loHsTHE «hOpMmMymsp
JOKYMEHTA». OcobenHoctu bopmynsapos
JIOKYMEHTOB, IMOJIYYEHHBIX Pa3JIMYHBIMU CIOCOOaMU
JOKYMEHTUPOBaHUsA. MHIMBUAYaNbHBII U TUIIOBOM
bopmyisap nokymenta. @opmyisip — odpaser.

Bormpocs! JOKyMEHTUPOBaHUS, COCTABICHUS U
oQopMIIeHHS JTOKYMEHTOB B 3aKOHOJATENIbHBIX U
HOPMATHUBHBIX aKTaxX. YHU(HKAIMI JTOKYMEHTOB.
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Bnyrpusunosas yHU(DUKaLuS. PasBurue
YHUQUKAUU W CTaHAAPTU3aLUU  JOKYMEHTOB.
locynapcTBeHHble  CTaHAApTHI HA  JOKYMEHTBHI.
I'OCT P 7.0.97-2016 «Cucrema cTaHAapTOB IO
uHpopManuy, OUOIMOTEYHOMY U H3/AaTEIBCKOMY
Jeny. Opranu3anroHHO-PACIIOPSIUTEIbHAS
IoKyMeHTanus. TpeGoBanus K 0(GOpPMIICHUIO
JOKYMEHTOB».  PeKBU3UTBHI,  periiaMeHTUpyeMbIe
rOCyJapCTBEHHBIM CTaHAAPTOM. ABTOpP JTOKYMEHTA.
Ponp Onanka B odopmiienun aokymeHta. CocrtaB
OllaHKa, TOPSAJOK PACIOJIOKCHHUS PEKBU3UTOB B
Onanke. brmaHku ¢ yriaoBeIM U LEHTPaJbHBIM
PacIONOKEHUEM PEKBU3UTOB. [IpaBuna
KOHCTpYHUpOBaHUs  OjaHkKa.  ABTOpbI  JIMYHBIX
noKyMeHTOB. [loanucek, neyaTs Kak MpU3HAKU aBTOPA.
Bun nokymenta. Pa3Butre BU0B JOKYMEHTOB. Bubl
JIOKYMEHTOB, OIpE/eIsieMble 3aKOHOJATEIbHBIMU U
HOpPMaTUBHBIMU akTamMu. CBs3b BUJOB JOKYMEHTOB U
GbyHKIUI yrnpaBiaeHus. YKazaHWe BHA JIOKYMEHTa,
€ro MEeCTO W Ha3HaueHHe B (HopMyIsipe JOKYMEHTa.
3aBUCUMOCTh (OpPMBI JOKYMEHTa OT €ro BHJA.
O6o3nauenue aapecara. [lpaBuna  HamucaHus
ajzipecata ¥ MECTO yKa3aHHs aapecaTta B (Gopmyisipe
nokymenTta. OtpaskeHue chepbl 1eHCTBUS JOKYMEHTa
B ero anpecare. [lopsgok odopmieHust JOKyMeHTa ¢
HecKoJIbKUMH ajapecatamu. Ilopsnok odopmieHus
mouroBoro aapeca. Jlata gokymeHTa. 3HadeHHE
JATUPOBAHUS JIOKYMEHTA. TouHnble JIaThI,
XapaKTepU3yollue AJIEMEHTBI dbopmynspa.
ABTOpCKHE AaThl (COCTaBlIEHUE, MTOANKUCAHUE), 1ATHI,
OTHOcsMecs K conepxkanuto. Jlatel 00paboTku
nokymeHToB. Ilopsimox odopmnenus nat. CoctaB
ynocroBepeHus: JokymeHTa. CocTaB yJIOCTOBEPEHUS
TEKCTOBBIX JIOKYMEHTOB pa3JIMYHBIX KaTErOpHuHu.
MecTto noanucanus B GopMyIspe T0KyMEHTaA.

ITewatn m mx Ha3zHadyeHue. Buanl medareid.
l'ocynapcrBenHas repOoBas neyarb.
3aK0HOJATEILCTBO 00 M3TOTOBJICHUH u
WCIONb30BaHUM TieyaTH. [lopsaok mnpocTaBieHUs
reyvareil Ha JOKYMEHTaxX. Y TBEPKICHUE JOKYMEHTOB.
CoctaB rtpuda yTBEpKACHHS, TMOPSIOK  €ro
opopmiieHus, Mect B (GopMyssApe JIOKyMEHTA.
OtMeTKH Ha ToKkyMeHTax. VX poJib B IPOUCX 0K ACHUN
Y WCIIOJHEHUH JIOKYMEHTOB, MeCTO B (opmymsipe
nokymenta. Ocoboe  Ha3Ha4eHHE  PE3OJIOLHH.
TpeboBanue k e€ comepxkaHui0 U O(DOPMIICHHIO.
OTMETKM O TMOCTaHOBKE JIOKYMEHTa Ha KOHTPOJb,
WCTIOTHEHUH JIOKYMEHTA U JIp.

[ToHsiITHE «TEKCT JOKYMEHTa» MPU Pa3IUUHBIX
crocobax JOKYMEHTUPOBaHUS. Copepxanue
MPOCTBIX W  CJOXHBIX JOKYMEHTOB. [lopsigox
U3JI0OKEHUs  TeKcTa  JOKyMeHTOB. Jlormueckas




CTpyKTypa TekcTa. B3auMmocBs3b coiepxkaHus U
¢dbopmbl  nokymeHTta.  Dopmanmuzanus — TEKCTOB
JOKyMEHTOB. AHKera, Tabmuma. OcobeHHOCTH
CTPYKTYPBI TEKCTa OpraHU3alOHHO-
pacnopsAMTENbHBIX JOKYMEHTOB. DJIEMEHTBI TEKCTA.
[lonsatne «3aronoBok JokymeHTa». Ha3Hauenue
3arojoBKa, €ro Mecto B (GopMyssipe TOKYMEHTA.
[IpuiiokeHust K TEKCTY U MOPSIOK UX OGOpMIICHHUS.
[IpaBonucanue Ha3BaHUU YUPEXKICHU,
OpraHu3alnii, NPEANPUATHIA. [IpaBonucanue
Ha3BaHUW JOKYMEHTOB. [IpaBonmcanue noipKHOCTER
n 3BaHuid. lIpaBommcanue par, yucesn, 3HAKOB.
CuHTakcuueckue 0COOEHHOCTH JIOKYMEHTOB.
CuHTaKcHYeCKHe KOHCTPYKLIHH.

YHudukanus JOKyMEHTa Kak OJHO U3
HalpaBJICHUN €ero COBEPILICHCTBOBAHUSI.
[Ipennoceiku 1 Metoa yHUGUKAMH. YHUADUKAUSL
CTPYKTYpbl ~TEKCTa. OJEMEHTbl (popMalu3alUH.
DOopMaIM30BaHHBIN XapaKTEp TEKCTOB IUIAHOBOW W
y4€THOM JOKYMEHTalUUU. YHUPUKALMS S3BIKOBBIX
CPEICTB. ®opmbl YHU(PHUKAIIH: TUIIOBOM,
TpadapeTHBI TEKCTHI.

Cucrema OpraHu3alMOHHO-
pacnopsIuTeIbHON
JOKYMEHTALUH

CocraBienue u 0QOpPMIIEHHE OTIEIbHBIX
BUJIOB  OPraHHU3alMOHHO-IIPABOBBIX  JIOKYMEHTOB.
OcHoBHbIE BUABI U TPEOOBAHUS K COCTABJICHUIO U
oopmuennro OpraHU3alMOHHO-TIPABOBBIX
JIOKYMEHTOB.

Cucrema pacnopsiAMTEIbHOW JOKYMEHTALIUH,
e€ HazHaueHue u coctaB. IIpouenypa wuznaHus
paclopsSAMTENbHBIX  JIOKYMEHTOB B YCIIOBHUSX
€IMHOHAYAJIHS. Ha3nauenue u BU/IbI
pacnopsAUTENbHON JOKyMeHTauu. TpeOoBaHus K €€
opopmienuto cormacio ['OCT. CocraBneHue u
oopmienue IIPOEKTOB pacropsANTEIbHBIX
JIOKYMEHTOB (TIOCTAHOBIICHUM, pEIIEHUH, MPUKA30B,
pacropshKeHUH, yKazaHuil).

Ha3nauenue pacropsIANTEIBHON
JOKYMEHTallul B YIPaBICHYECKON JAESATEIbHOCTH
oprana  Bimacth. CocraB  pacnopsiuTeIbHON
JOKyMeHTauuu: PacnopsiinrenbHble  TOKYMEHTHI,
W3/laBaeMble  IPU  KOJUIETHAJIbHOM  NPHHATHH
peleHni (mocra”oBIIEHHE, pelieHue).
PacniopsimuTenbHble  TOKYMEHTHI, W3JaBaeMble IIpU
€AMHOJIMYHOM  MNPHUHATHM  pElIeHud  (IIpHUKas,
pacrnopsbkeHue, ykazanue). Ilporenypa moarotroBku
pacnopsAUTENbHBIX JIOKyMEHTOB (mpukasos,
pacniopspkennii). [lopsgok wW3maHWsT COBMECTHBIX
pacropsuTeabHbIX  JAOKyMeHTOB.  Odopmienue
pacIopsIANTENIBHBIX JTOKYMEHTOB. dopmynsip
PaciopsAMTEIBLHOIO I0KyMEHTa, COCTaB PEKBU3UTOB,
npaBuiia ux odopmiieHus. TpeOoBaHUS K TEKCTaM
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pacnnopAaUTCIbHBIX JAOKYMCHTOB. HpaBHna
COCTaBJICHHS TpeaMOyIbl (KOHCTATUPYIOMIECH YacTH)
TEKCTa PACHOPSAUTENILHOTO JOKyMeHTa. llpaBumia
COCTaBIICHUS H OQOPMIICHHS PaCIOPSIUTEIBHOMN
qacTHu TECKCTa. Tunosewie SA3BIKOBBIC 060pOTbI,
UCTOJb3yeMble B  TEKCTaX  PacloOpsAUTEIbHBIX

JIOKYMEHTOB.
OCOOEHHOCTH ~ COCTAaBJIEHUS  PACHOPSAUTEIBHBIX
JIOKYMEHTOB B pa3IMYHBIX CUTyalus

ynpaBHquCCKOﬁ JCATCIIbHOCTH.

JloKyMeHTallMoOHHOE o0ecrieueHne

KOJIJIETHAJIbHBIX OpraHoB
YIIPaBIICHUS, OpraHu3aus
COBEIIaHUM, KOH(EpeHIIHH,
coOpaHwmii

[Mpouenypa w3gaHUS  PACHIOPSIUTEIHHBIX
JOKYMEHTOB B YCIOBHSX  KOJUICTHAJILHOTO
ylpaBieHUs. BapwaHThl TOIMUCAHHS TPOTOKOJA.
Odopmiienne BBINHUCKU u3 MPOTOKOJIA
KOJUIETHAJILHOTO OpTaHa YIPaBJICHUS.

Kommiekc ~ opraHM3allMOHHO-TEXHUYECKHX
MEPOIPHUATHA TI0 OpPTraHHW3alMd ¥ IPOBEICHUIO
COBeIIaHuii, KoH(pepeHlmit, coOpanHuii (mamee -
COBCIIAHWH):  BBIpa0OTKAa TOBECTKH JHA U
OIpENICJICHUE Kpyra MPEAINoyiaraéMbIX Y4acTHUKOB,
O3HAKOMJICHHE C TOBECTKOW JHS TMPEAIoIaraeMbix
YYaCTHHUKOB; BBIPa0OTKa pEriiaMeHTa COBCIIAHUS;
MOJATOTOBKA  MAaTepHalioB,  HAMEUYAEMBIX IS
paccMOTpeHHs Ha COBEIIaHUU (JIOKIJIaa, COMOKIIAa,
CIPaBOYHO-UH(POPMAITMOHHBIX MaTEPHUAJIOB, TPOEKTA
pellieHusI); OpraHu3anusi pabOThl CEKpeTapuara;
TEXHHYECKOE OOECIICUCHHE IMPOBECHUS COBCIIAHUS

(ayamo- u BUJICOAIIapaTypa u Ip.);
JOKYMEHTHUPOBAHUE paboThI COBCIIAHUS;
odopmiieHue JOKYMEHTaIbHBIX MaTepuasoB

COBELIaHUsl (M3rOTOBJIEHHME IPOTOKOJIA, HTOTOBBIX
MaTepHalioB, pPa3MHOXKEHHE U oOOecleyeHue HMHU
Y4aCTHUKOB COBEILIAHUS).

5. YueOHO-MeTOAMYECKOE 00ecIieYeHre CAMOCTOSATeIbHOI padoThl
cayliaTesei mo TUCHUNIUHE

Hapsiny ¢ nmpocnymvBanuem JISKITUN U y9acTHEM B 00CYKJIEHUU TTPo0IeM Ha
MPAKTUYECKUX 3aHATHUSAX, YUSOHBIN TIaH IPEeayCMaTPUBAET OOJIBIIIOE KOJIUYECTBO
4acoB JIJIsl CAMOCTOSITENIbHOM PaboThl 00yUYarOIIUXCS.

Drta paboTa CKIIAIbIBACTCS W3 HM3YyYEHUS HOPMATHBHBIX W METOJIMYCCKHUX
JIOKyMEHTOB, YYCOHOW JIUTEpaTyphl, B TOM YHUCJIC B CBS3U C IOJATOTOBKOW K
MPAKTUICCKUM 3aHATHUSAM, BBITIOJIHEHUS IPYTUX 3aIaHUH MMPEIoaBaTesl.

OCHOBHBIM DJIEMEHTOM 3TOH PaOOTHI SBJIICTCS U3YUCHUE OCHOBHBIX Pa3/IeiiOB

JTUACIHUIUIAHBI, COJEpIKalleca B

nporpaMMe 1O 3TOM  JUCHUIUIMHE, C

UCIIOJB30BAaHUEM  3alIMCEM JIEKUMH IpernojaBaTens, BENyIIEro Kypc, U

peKOMeHyeMol mporpamMmMmoi  (a

B piagc cClIydacB HW = OOIIOJIHUTCIBHO

Mperno/iaBaresieM) JUTepaTypbl — Y4eOHHKOB U yU4eOHBIX TTOCOOui, MoHOTpaduii u
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CTaTeid MO OTAENbHBIM TMpobOieMaM JaHHOW Haykd. Takas paloTa HOJDKHA
BBITIOJIHATHCS] B TOM WJIM MHOM CTENEHH BCEMHU OOYYAIOIIMMHUCS MPU MOATOTOBKE K
MpPaKTUYECKUM 3aHATHsIM. HO 3TO MOXKHO Aenarb M MO TeMaM, KOTOpPBIE HE
BBIHOCATCSI HA MPAKTUYECKHUE 3aHATHUS — JUISl 3TOTO PEKOMEHIYETCS Cpa3y Moclie
JIEKIUU 10 TEME MPOYUTATh PEKOMEHIOBAHHYIO 110 HEW JIUTEPATYPY. DTO MOMOKET
3aKpEIUICHUIO MaTepuaa.

[Ipuctynas Kk U3y4EeHUIO TOW WM MHOM TEMBI, BBIACIISIEMOMN MO MPEIMETHO-
CUCTEMATU3UPOBAHHOMY NPHUHIUITY, HY>KHO II0 OTAEJIIBHOCTH U IOCIEA0BATEIBHO
pPacCMOTPETh KAXKAYIO U3 YAaCTEH, U3 KOTOPBIX COCTOUT TEMA.

dopmoii caMOCTOATENBHOW pabOThl MOXKET ObITh M MOJATOTOBKA JOKJIaa-
IIPE3CHTAlMN [0 TEME, ONPEACISIEMON IPENOAABATEIEM WIM WHHIMATUBHO
npejuiaraeMol o0ydaronuMcesl U corjacyeMor ¢ mpenoaaBateneM. Iloaroroska
JOKJa/Ja B MPUHIMUIE BEAETCS MOJOOHO TOMY, KaK BEIETCS WU3YYEHHE TEMbI IS
paboThl HA TPAKTUYECKOM 3aHSATHH, TOJIBKO TEMa JTOKJIa/la BCEra 3HAUYUTEIBHO YKe
TEMbl 3aHATHUSA, 3[€Ch pa3padaTbIBaeTCsl JUIIb YacTh BBIHOCUMOW Ha 3aHITHE
po0JIeMaTUKH, HO 3aTO PACCMOTPEHUE ITOM YaCTH JI0JKHO OBITh 00J1€€ IITyOOKHUM.
[ToaTomMy HyXHO omMpaTrbcsi Ha OoJjiee MIMPOKUA KPYr UCTOYHHMKOB, CHEIHAJIBHO
IIOCBAILICHHBIX COOTBETCTBYIOLIEH TEME.

[Ipu n3yyeHuu AUCUUILIMHBI, 00yYaroIuecs JOJKHBI YMETh MOJIb30BaThCS
HAay4YHOM JIMTEpaTypod U1 CaMOCTOSITEJIBHOW ITOATOTOBKM K  3aHSATHSAM.
OOyuaromuecs TakXe JOJDKHBI HAyYUThCA, MCIOJB3YS pa3jIMyHble Hay4yHbIE
MCTOYHUKH, TPAaMOTHO C()OPMHPOBATH U MOJTOTOBUTH CBOE HAYYHO 0OOCHOBAaHHOE
U JIOTMYECKH BBICTPOEHHOE BBICTYIUICHHE HA MPAKTUYECKOM  3aHATHH,
aHAIM3UPOBaTh KOHKPETHBIE (PAKTHI 1 0OOCHOBBIBATH CBOE MHEHUE.

be3 sicHOro moHMMaHUsi OCHOBHBIX MOHATHN 00pa30BaTENIbHBIM MPOIECC
ycioxHsierca.  Jns  moBblmeHuss  3p@PexkTuBHOCTH OOydeHHsS] HEO0OXOAMMO
UCIIOJIB30BaTh CYIIECTBYIOLINE TEPMUHOJIOTHYECKUE CIPABOYHUKHM M CTaHIAAPTHI
TEPMHUHOB U ONPEICICHUN.

Bomnpocs! a1t camoCTOATEIBHON TOATOTOBKU K 3aHATHAM JIEKLIHOHHOTO,
IIPaKTUYECKOT0 (CEMUHAPCKOT0) TUIOB, PEKOMEHIALMHU IO HAIIMCAHUIO KYPCOBBIX
paboT pa3MeIeHbl B JIEKTPOHHOM 00pa30BaTEIbHON Cpeie
http://edu.alt.ranepa.ru.

6. @OH/I OLIEHOYHBIX CPEACTB JIJIsl MPOBEIeHUS TEKYIIEr0o KOHTPOJIS
yCIIeBA€MOCTH U MIPOMEKYTOYHOM aTTECTAIUU M0 AUCHUILIIMHE

[IpenonaBaTens OIEHUBACT YPOBEHBH MOATOTOBICHHOCTH OOYYalOIMXCS K
3aHSTHIO TIO CIEAYIOIINM MOKa3aTeIIsIM:
— OTBETHI Ha BOMPOCHI K OIPOCaM 10 TEME 3aHSTHS,
— BBICTYIUICHHUE C IIPE3CHTALEN,
— BBINOJHEHUE TPYNIOBOIrO 3aaHMUs,
— KOJIMYECTBO MPaBUIIbHBIX OTBETOB MIPU TECTUPOBAHUH.

Tumnossie OLOCHOYHBIC MAaTCPUAJIBI 110 TCMaM

12


http://edu.alt.ranepa.ru/

Bomnpocsl 1J1s1 NIOATOTOBKH K onpocam no remam 1-4
Tema 1

1. CBsa3b nHpOpMAITUHU U JOKYMEHTA.

2. Bo3HUKHOBEHHE JIOKYMEHTA, €r0 3HaYCHUE.

3. IlousaTre v BUABI KOITUHA.

4. TIlpuMeHeHre TEKCTOBOTO IOKYMEHTHUPOBAHUSI.

Tema 2

1. ITonstue «pekBU3UTY». [loCTOSITHHBIE U IEPEMEHHBIE PEKBU3UTHI.

2. Borpockl TOKYMEHTHPOBAHUS, COCTABICHUS U 0(OPMIICHUS JOKYMEHTOB B
3aKOHOJATEIbHBIX U HOPMATHUBHBIX aKTaxX.

3. l'ocynapctBennbie cranmaptel Ha gokymeHntel. ['OCT P 7.0.97-2016
«CucrtemMa cTaHAapTOB MO WHGOPMAITH, ONOTMOTEYHOMY M U3AATEIIHCKOMY JICITY.
OpraHu3aImoHHO-pacIOPAIUTENbHAS TOKyMeHTalus. TpedoBaHus K 0(hOpMIICHHIO
JIOKYMEHTOB.

4. Tledyatu u ux HazHayeHue. Bupl neuatei.

Tema 3

1. OcHOoBHBIE BHJIBI W TpeOOBaHUS K COCTaBICHUIO U OGOPMIICHHUIO
OpraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.

2. Haznauenue 1 BBl pacopsIUTEIHHOM JOKYMEHTAIIUN

3. [Iponienypa wu3NaHusg pacHOPSAUTEIbHBIX JIOKYMEHTOB B  YCIIOBHUAX
€MHOHAYAJIHSL.

Tema 4

1. Opranu3zanOHHO-TEXHUYECKHE  MEPOINPHUATHS 1O  OpPTraHu3aluu U
MPOBEJICHUIO COBEIIAHUM, KOH(DEPEHIIU, COOpaHuH.

2. TpeboBaauss K O(GOPMIICHUIO TIPOTOKOJIOB KOJUICTHAIBHBIX OpPTraHOB
yIpaBJieHUsl, CHOCOObI UX MOMUCAHUS.

3. Brimucka u3 MpoTokoja KOJUIErHaIbHBIX OPTAaHOB YIIPABJICHHUS.

4. Paznuuusi MEXIy TMPOTOKOJIOM KOJUICTHAIBHOTO OpraHa YIpaBleHUS U
MIPOTOKOJIOM 00 aIMUHUCTPATUBHOM TIPABOHAPYIIICHHUH.

Tunossbie TeMbI BHICTYIIJICHU:

1. AxryasibHble TPOOJIEMBI JOKYMEHTAITMOHHOTO 00€CTICUeHUS YIIPABICHUS.

2. OcCHOBHBIC TOHSTHS JOKYMEHTAIIHOHHOTO OOECTICUYCHUs YIPaBIICHUS.
OYHKIMHU U TUTIOJIOTHS CITY>KEOHOT0 IOKYMEHTA.

3. HopmatmBHO-MeTOmM4YecKOe  oOOecreueHne  JIETONpPOM3BOJCTBA B
roCyJIJapCTBEHHOW M MYHUITUIIAILHOM CITyKO0e.

4. KynpTypa [e710BOW NHCHbMEHHOM peuyd U OPOPECCHOHAINU3M
roCyJIapCTBEHHOTO U MYHUIIUITAIILHOTO CITY>KaIlero.

5. CoBpeMeHHas CTaHAapTU3AIUS TpeboBaHUM B CHUCTEME
JIeJIONPOU3BOICTBA.
6. SI3BIK Cy»)eOHOTO JOKYMEHTa KaK 4acTh O(PHUITHATHHO-EIOBOTO CTHIIS

peun.
7. DKCTpaJIMHIBUCTHYECKHE TPeOOBaHMs, MPEIbABISIEMbIE K CIyKEOHOMY
JIOKYMEHTY. fI3bIKOBBIE OCOOEHHOCTH O0()OPMIICHUS] PEKBU3UTOB.
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8. JluHrBucTHueckue OCOOEHHOCTH CIIYy:KEOHOTO JOKYMEHTa: TOYHOCTb U
SI3BIKOBOM CTaHAPT.

9. CoBpeMeHHbIe MTHGOPMAIIMOHHBIE TEXHOJIOTUH B JEIOMPOU3BOJICTBE.

10. Co3nganue JOKyYMEHTOB CTaHAapTHBIMH cpesicTBaMu Microsoft Office.

11. SA3bikoBBIC TIpaBMIa O(MOPMIICHUS PEKBU3UTOB. TpPYyIHOCTH HAIMCaHUS
OTJCJIbHBIX HAUMEHOBAHHH.

12. Tunu4HBIE IOTUKO-CMBICTIOBBIC M CTUJIMCTHYECKHE OITUOKH, CITOCOOBI UX
ycTpaHeHus. PyOpuiinpoBaHHbIe TepEUnCICHHUS.

13. TpyaHOCTH JTEKCUYECKOTO U TpaMMaTHYecKoro xapakrepa. JIekcuueckue
U rpaduvecKre COKpaIleHNUs.

14. CoctaBnenne u 0GOPMIICHHE OPTaHU3AIMOHHO-PACTIOPSIIUTEILHON U
CIIPaBOYHO-UH(GOPMAIIMOHHOHN TOKYMEHTAIIHH .

15. CocTtaB u conepkaHue KaapoBOM TOKyMEHTaluu. TUMIUYHBIE OIHOKU B
paboTe ¢ KaJIpOBBIMH IOKYMEHTAMHU.

16. Opranuzanus paboThl ¢ JOKYMEHTAMH.

17. IlpaBka 1 penakTUPOBAHHE CITY>KEOHBIX TOKYMEHTOB.

18. Tpynanblie cayyau opdorpaduu v MyHKTYaIUH.

19. OcoO0eHHOCTH pEYEeBOTr0 HSTHUKETa TMPU COCTABICHUU CIIY)KEOHBIX
JIOKYMEHTOB.

20. Criennanu3upoBaHHbBIE CUCTEMbI aBTOMATU3AINH JACSTEIBHOCTU CITY>KObI
JIOKYMEHTAIMOHHOTO 00EeCTICUeHus yIPaBICHHUS.

Tunosou Tect mo remam 1-4

1. O0mmii mnopsaaok o¢GopMiIeHHUS OPraHU3ANMOHHO-PACIIOPSAAUTEIbHBIX
AOKYMEHTOB M COCTAaB PEKBHM3MTOB VIl BCEX OPraHM3alUil YCTAHOBJICH:

1) 3akoHoM «O06 mH(pOpMaIK, HHPOPMAIIMOHHBIX TEXHOJOTHIX M O 3aIlIUTE
uHpopMaun»

2) BenoMCTBEHHOM MHCTPYKIMEH 10 AEIOMPOU3BOACTBY OpraHU3aliu

3) TOCTowm P 7.0.97-2016

4) 3aKOHOM O JOKYMEHTAIIMOHHOM 00€CIIeUeHUH YIIPABICHHUS

5) TOCTowm P 7.0.8-2013

6) TumoBol HMHCTPYKIMECH MO JEIONPOM3BOJACTBY B (hefepalbHBIX OpraHax
UCIIOJIHUTEIILHOMN BIACTH

2. PexoMeHIaTebHbIH XapaKTep rocy1apCTBEHHBIX CTAHAAPTOB YCTAHOBJIEH:
1) 3akoHOM «O CTaHIAPTH3AIUNY
2) ITocranosnenuem [IpaButenberBa Poccuiickoit @eaeparun
3) N'occranmapTom Poccrn
4) 3akoHOM «O TEXHHUYECKOM PEryJTMPOBAHUNY

3. IlepeyeHb THNOBBIX YNPaBJIEHYECKUX JOKYMEHTOB, 00pa3ylulIuxcsi B
AeSITeJIbHOCTH OPraHU3alMid, C YKa3aHHEM CPOKOB XPAHEHUS YTBEP:KIEH:
1) PykoBomutenem deaepanbHOi apxuBHOU CiTy:kObI Poccru
2) MunHucTpOM KYJIBTYphl W MAacCOBBIX KOMMYHHKanmid Poccuiickoit
denepanuun
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3) MuHHCTEPCTBOM 3PAaBOOXPAHEHUS U COMMAIBHOTO pa3BUTHS Poccuiickoit
denepanun
4) TOCTowm P 7.0.8-2013

4. PexkBU3UTHI ajipeca HA NMOYTOBBLIX OTHPABJEHHAX M OJAHKAX MOYTOBBIX
NepeBoA0B MUILYTCH B MOPSAKe, YCTAHOBJICHHOM:
1) TlpaBuiiaMu eI0NPOU3BOJICTBA B PeliepaIbHBIX OpraHaX UCIOJHUTEIBHOM
BJIACTHU
2) INocranosnenuem [IpaButenscTBa Poccuiickoit deneparum
3) PernameHTOM OpraHu3anuu
4) VHCTpYKIMEH IO JISITONPOU3BOICTBY OpraHU3aIluu

5. Ilopsiaok wucnmoab30BaHusi u300paxenus I[ocymapcTBeHHOro repoa
Poccuiickoii @enepanuu HA 0JIaHKAX JOKYMEHTOB YCTAHOBJIEH:
1) Tlonoxxenuem o ['ocynapcTBeHHOM Tepoe Poccuiickoit deaeparun
2) Toccranmaprom Poccuu
3) denepanbHBIM KOHCTHTYIIHOHHBIM 3aKOHOM
4) PeriamMeHTOM OpraHu3aluu

6. le1onpou3BOACTBO — 3TO:
1) TO :Ke, 9YTO U TOKYyMEHTOOOOPOT
2) TO K€, YTO U JIOKyMEHTAI[HOHHOE 00CCIICYCHHE YITPABICHUS
3) TO ke, YTO U JIOKyMEHTUPOBAHHE
4) nesTeabHOCTH MO (HOPMUPOBAHUIO TOKYMEHTOB B Jeiia

7. JoKyMeHT0000pOT — 3TO:
1) BO3BpaTHOE JBMKCHHUE JOKYMEHTA B ITPOIIECCE €T0 JBMKCHHS B OPTaHU3AIHH
2) TO e, YTO U JOKYMEHTOITIOTOK
3) ABMKCHHME JOKYMEHTAa B OPraHM3allMd C MOMEHTa €ro MOANHCAHHS 0
OTHpaBJICHUS
4) ABWXEHHE JOKYMEHTOB B OpPraHM3alldd C MOMEHTa WX CO3JaHHs HIIN
MOJIYYEHHUS 10 3aBEPIIEHUS UCTIOJHEHHS WIN OTIPABJICHUS

8. JlokyMeHT — 3T0:
1) unbopMarus, 3aKkperuI€éHHas B MPOCTPAHCTBE U BPEMEHHU Ha JIUCTE OyMaru
2) cBeacHHUS O COOBITHSIX, MPOLIECCaxX, SBJICHHUIX, HE3aBHCHMO OT CIIOco0a uX
MPEICTABIICHUS
3) undopmanus, 3adpUKCUPOBaHHAS Ha OyMaXHOM HOCHTEJIC
4) 3aduKcUpOBaHHAs Ha MaTEPHAILHOM HOCUTENIEC HH(POPMAIIHSI C PEKBU3HTAMH,
MTO3BOJISIONINMU €€ UACHTU(DUITUPOBATH

9. B cucremy OpraHu3aliMOHHO-PACHOPAAUTEIbHON JOKYMEHTAIIUN BXOJIHUT:
1) ¢uHaHCOBas AOKyMEHTAIUS
2) OaHKOBCKas JJOKyMCHTAIHsI
3) crnpaBOYHO-UH(POPMALMOHHAS JOKYMCHTAIHSI
4) OTYeTHO-CTATHCTHYECKAasl JOKyMEHTAIIUS

10. Opranu3anusi padoThl ¢ JOKYMEHTAMH BKJIIOYACT:
1) TOKYMEHTHpPOBaHUE
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2) OpraHw3aIuio JOKyMEHTO000pOTa
3) cOop uHpOpMaIHH
4) opranu3zaiuio padodero Mecra

11. O0beM 10KyMeHT0000pOTA — ITO:

1) KOJIMYECTBO BO3BPATHBIX JIBUKCHUMN JIOKYMEHTA 3a T'O/T

2) 00beM OJHOTO JeJia, YMHOXKCHHBIH Ha KOJMYECTBO [IeJ, 3aBEIEHHBIX B
OpraHM3aIMH B TSYCHHE T0J1a

3) KOJIMYECTBO JIOKYMEHTOB, ITOCTYITUBIINX B OPTaHU3AIMIO M CO3/IaHHBIX €I0 B
ONpPEAECHEHHBINA IEPUOJT

4) mpow3BeJCHHE IIOMIAJN OAHOTO JIMCTAa TOKyMeHTa popmara A4 Ha oOrmiee
KOJIMYECTBO JIUCTOB JJOKYMEHTOB, IIOCTYITUBIIUX B OPTraHU3AIUIO 32 TOT

12. PexkBU3HUT — 3TO:
1) To ke, yTO M OJIaHK JOKYMEHTA
2) o0I1iee KOJUYECTBO CTPOK B JIOKYMEHTE
3) 00s13aTeNbHBIN JIEMEHT JOKYMEHTA
4) cTemneHb 3alIUTHI IOKYMEHTA OT MOJLICITKH

13. IOpuanyeckasi cujia JOKyMeHTa 00ecreuynBaeTcs:
1) HanuuueMm Ha OnaHKe n3o0paxkeHus ["ocynapcTBenHoro repoa Poccun
2) KOMIIeTEHIIMEH U3/IaBIIero ero opraHa
3) HamuuueM rpuda yTBepKICHUS
4) HajaMYMeM OTMETKH 00 MCIIOJIHCHUH JIOKYMCHTA

14. HaumeHoBaHHMe BHAA JOKYMEHTAa , COCTABJIEHHOI0 WJM W3JIaHHOIO
OopraHu3anuei, 10J2KkH0 ObITh OIpeIeJIeHO:
1) MOMKHOCTHOM MHCTPYKITHEH
2) IonosxxeHreM 00 opraHu3ariiu (yCTaBOM)
3) IIporokosiom
4) VHCTpyKIMEH 0 AEI0MPOU3BOICTBY

15. B cnpaBo4HbIe TaHHBbIE 00 OPraHU3AIMU He BKJIKYACTCSH:
1) mouToBBIH agpec
2) HOMep TenedoHa
3) GaHKOBCKHUI CUET
4) HAaMMEHOBAHME BBILICCTOSIICH OPraHU3aIH

16. HempaBuiibHOe opopMmiieHune 1aThl «aeBsiToe masi 2018 roga»:
1. 9 mas 2018 roga
2. 2018.05.09.
3. 09 mas 2018 r.
4. 09.05.2018

17. Ilopsaaok opopmiieHHUsI AATHI B PEKBU3UTAX JOKYMEHTA OIpeIe/sieTcs:
1) TTocranornenuem IIpasurennpctBa Poccuiickoit denepanuun
2) T'OCTowm
3) Pacmopspxenunem Ilpesugenta PO
4) MHCTpyKIMEH 10 AI0MPOU3BOICTBY
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18. JIo/12KHOCTD JIMIa, KOTOPOMY aipeCOBAH JOKYMEHT, YKa3bIBAIOT B:
1) UMEHUTETHFHOM MaIeKe
2) IaTeIbHOM MaJIexKe
3) poaUTENBHOM MaleKe
4) BUHHUTEIILHOM ITaJIeIKE

19. JIoOKyMEHT MOKeT CO/IePKaATh:
1) omun ampecar
2) nBa ajgpecara
3) He OoJee MATH apecaToB
4) He Oosiee YeTBHIPEX aJpecaToB

20. DJieMeHTBI IOYTOBOI0 a/ipeca YKa3bIBalOT B M0CJ1€10BATEJIbHOCTH:
1) crpana

o0macTh, Kpai, pecmyoianka
HACEJIEHHBIN MyHKT
yJauna, HOMEp J0Ma, HOMEpP KBapTHUPbI
HauMEHOBAaHUE ajjpecaTa

2 ) HauMMEHOBaHHE ajJpecara
HACEJIEHHBIN MyHKT
o0macTh, Kpai, pecrybiuka
yJauna , HomMep A0Ma, HOMep KBapTHUPHI
CTpaHa

3) HaumMeHOBaHUE ajapecara
yIuia, HOMep IoMa, HoMep KBapTHPHI,
HACEJIEHHBIN ITYHKT
o0JacThb, Kpai, pecryOauka
CTpaHa

TunoBble kelc-3aJaHUA:

3amanue 1. CocTaBiieHre OPraHU3aANOHHO-PACIIOPSAAUTEIbHBIX IOKYMEHTOB

Curtyanus:

[IpencraBpTe cebe, uyto Bpel pabGoTaeTe B KOMIIAHUU ITOMOITHHUKOM
pykoBonutens. Bam He0OXOAMMO TOATOTOBUTH MPOEKTHI OPTaHU3AIMOHHO-
pacropsauTEIbHON JOKYMEHTALINU

CocraBpTe HpUKa3 MO pe3ysibTaTaM NPOBEPKU B XOAE€ HHBEHTApU3ALUU
MaTepUaJIbHBIX LEHHOCTEW B cpeaHerd mkose Ne 1. BmaguBocToka,
nposenénHo ¢ 10.09.2015 nmo 20.09.2015. B pe3ynabTaTe mNpOBEpKH ObLIU
BBISIBJICHBI CYIIECTBEHHbIE HeAocTaTKu. HeoO0XoauMo TMOBBICUTH KOHTPOJIb
npernojiaBaresieil 3a COXpaHHOCTBIO IIKOJIBHOTO O0OPYJOBaHUS, aKTUBU3UPOBAThH
paboTy ¢ yJaluMHCs MO BOCIIUTAHUIO Y HUX OEPEKHOTO OTHOIIEHUS K UMYIIIECTBY.

CocTaBpTe paclopsDKEHHE PYKOBOJUTENST OO0 OpraHu3aluy JIeKYypcTBa B
npasaaudHbie 1HU ¢ 31 nexabps 2015 rona mo 10 saBaps 2016 roxa. [pemnoxure
3am. gupekropa no AXY (aAMUHHCTPATUBHO-X035UCTBEHHAs 4YacTh) OPraHU30BaTh
corpynaukoB 31.12.2015 mo 17-00 4 mpoBepuTh U omneyaTaTh BCE CIy>KEOHBIC
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nomeneHus. OOsSKUTE MOATOTOBUTH HA YTBEpXKIeHUE rpaduk aexypcrtBa g0 31
nekadps. Opranuzanuio U GpaMuINK JOHKHOCTHBIX JIML YKaXKUTE CAMOCTOSITENIBHO.

OdopMuTe BBIMHCKY M3 INpUKa3za N0 uHBeHTapuzauuu. CocTaBpTe U
o(opMHTE aKT O MPOBEPKE COXPAHHOCTHU TOKYMEHTOB B OpraHU3aI1H.

CoctaBpTe M 0QOpMUTE B COOTBETCTBUM C TPEOOBAHUSMHU IPOTOKOII
3acellaHsl COBETa JUPEKTOPOB AaKIIMOHEPHOIO O00IEecCTBa O CO3bIBE I'OJJOBOTO
obmiero codpanus akuuoHepoB. Ha 3acenanum ObuIM OIpeneieHbl MEeCcTo, BpeMs,
dopMma (ouHasi) MpOBEACHUS COOpaHUs, a TAaKKE YTBEPKAEH CIMCOK KaHIUAATOB,
BKJIFOUAEMBIX B OIOJUIETEHU JIJIsl TOJIOCOBAHUS 110 TIOBOY M30paHus B UJICHBI COBETA
nupekTopoB. Heobxonumyro mHbopManuio (Ha3BaHHWE aKIIMOHEPHOTO OOIIECTBa,
(damMuIMKu BBICTYNUBIIMX JOKJIAAYUKOB U T.J.) JOMOJHUTE CaMOCTOSATENbHO. Bce
PEKBU3HUTHI TOKyMEHTa 0(POPMHUTE B COOTBETCTBUH C MOJOKEHUSIMU JICHCTBYIOIIETO
3akonoxaarenscTBa u 'OCT P 7.0.97-2016.

Kpartkue metoaudeckne ykazaHus

Keiic-3aganue COCTONUT U3 YETHIPEX 3aAaHnil. MakCUMaJIbHO 3a Keic-3a/1aHne
MOKHO MOJYy4HUTh 7 OayuioB. Bpems, oTBoIMMOe Ha BBIIOJHEHHE KeWc-3aJaHus,
COCTAaBJISIET 35 MUHYT.

3amanue 2. CocraBiaeHue MHPOPMAIHOHHO-CIIPABOYHBIX IOKYMEHTOB.

Curyanus:

[TpencraBeTe cebe, uro Bel paboraeTe B KOMIAHUHM MOMOLIHHUKOM
pykoBoauTens. Bam HeoOX0auMO TOATOTOBUTH MPOEKTHl HH(DOPMAIIMOHHO-
CTIPAaBOYHBIX JOKYMEHTOB:

CoctaBpte B coorBerctBuu ¢ ['OCT P 7.0.97-2016 u odhopmute momHBIHA
IPOTOKOJN 3acel]aHusi KoJUlermu o pabore otraena uHGOpMaTH3aUUU 10
00€eCIeYEeHUIO IEATETbHOCTH YUPEKIEHUS (Ha3BaHUE YUPEKICHHS], MECTO U3IaHUS
JIOKYMEHTA U JIp., PEKBU3UTHI yKa3aTh CaMOCTOATENbHO). Ha 3aceqanuu peys 1uia o
HEOOXOJMMOCTH  JOMOJIHUTENBHOIO BBIIEICHHUS KOMIIBIOTEPOB JJIsl  OTAela
uHdopmatuzanuu. CooOIanoch Takke O TOM, YTO B OTJEJI€ HOBBIX Pa3pabOTOK
IPOBOJAATCS MEPOINPUATUS MO YIYUIIEHUIO OpraHu3aluy HH(QOPMAIMOHHBIX
npoueccoB. Ha 3acenanun o100peHO OCHOBHOE HampaBiieHHE padOThl OTAeNa U
OPUHATO  pPELIEHUE TOPYYUTh AJAMHHHUCTPATHUBHO-XO3SIIICTBEHHOH  CyxOe
mpuoOpecTH s oTesa nHGopMaTU3aIuu 3 KOMIIbIOTEpa.

CocTtaBbTe HPOTOKOJ  IMPOU3BOJICTBEHHOTO  COBEIIAHHUS PaOOTHUKOB
IOPUIUYECKOTO OTeNa, KOTOpble OOCYXAalld BOMPOC OpraHU3alMU padoThl B
OTJIEJIC B CBSI3M C Pa3BUTHEM KOMMEPUYECKON AEATETbHOCTH U MPUHSUIA PEIICHUE O
HEOOXOAMMOCTH YBEJIUYEHHS! YMCICHHOCTH pa0OTHUKOB IOPUINYECKOrO OTAENA U
00 OCHAIIIEHUH OT/eJIa HOBBIMU KOMIIBIOTEPAMHU.

Hanmummre noknagHyro 3amucky Ha uMmsa pykoBoautens OOO «IIpum-
KoHcanTuHr» o KoMaHaupoBaHMM B T. XabapoBCK CTapuiero HHKeHepa
texHudeckoro otaena Meanosa M.U.. ¢ 06.10.2012 roga cpokom Ha 5 aHeW s
BBICTYIUICHHS C JTOKJIAaJ0M Ha cemuHape «CoBpeMeHHbIE CIOCOOBI ONTHMHU3ALNU
JIOKYMEHTO000pOTa B KOMMEPUECKON OpraHu3alum.
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Cocrapte rapantuiinoe nucbMo OAO «buznec-ABromaruka» k OAO «LPT-
TEXHOJIOTUM» 00 OKa3aHWM TOMOILIM B YCTAaHOBKE M Hajlaake 000pyIOoBaHUs
BBIYUCIIUTEIBHOIO LIEHTPA.

[ToaroToBhTE U OPOPMUTE TUCEMO C COOOIIEHUEM O TIPOBEIEHUU T'OJJOBOTO
oO1ero coOpaHusi akIIMOHEPOB aKIIMOHEPHOTO 0011IecTBa (Ha3BaHUE U CIPABOYHBIC
JTaHHBIE OOIIECTBA JOMOJHUTE CaMOCTOSITENbHO). B cooOleHnn yKaxxuTte, 4TO
coOpaHue CO3bIBAETCS B OUYHOU (popMe, OIIPEACIIUTE CAMOCTOSITEILHO TOBECTKY JHS,
7aTy, BpeMs M MECTO MpPOBEJACHHUS TOJOBOTO O00IIero coOpaHMs, Havyalo H
OKOHYAHHUE PETUCTpAIlMM YYaCTHHKOB coOpanms. Heobxomammo ykazaTh, Kakue
JIOKYMEHTBI HY’KHO UMETh IpHU cebe (macmopT, IOBEPEHHOCTh Ha Mepeady npaBa
Ha yyacThe B coOpanuu u J1p.). Bce pexBu3uThl IOKyMmMeHTa OGOpMHUTE B
COOTBETCTBHHU C MOJIOKEHUSIMU JIEUCTBYIOLIETO 3aKOHOAATEIHCTBA U TPEOOBAHUSIMU
['OCT P 7.0.97-2016.

Kparkue MeTonueckue yka3aHus

Keiic-3aianre coCcTOUT U3 MATH 3aJaHuil. MakcUMalbHO 3a Keilc-3aaHue
MOKHO TMOJY4YUTh 7 OamioB. BpeMs, oTBoaMMOe Ha BBINIOJIHEHUE KeiC-3a/laHus,
COCTaBIISICT 35 MUHYT.

OueHouHbIe CPeACTBA IS IPOMEKYTOUYHON ATTeCTANMHU

Bomnpocs! k a3k3ameny

=

CopeprkaHre U Ha3HAYEHUE JEIOMPOU3BOICTBA.
OpranuzauoHHbie (HOPMBbI JEIOMPOU3BOICTBA.
3. Cayxba nenompous3BOJCTBA, LENH W 3a7aud, (QYHKIMOHAIBHOE COJCpIKAHUE

N

NEATEIIBHOCTH.

4. 3akonomarenbctBO Poccuiickoit ®enepauum B chepe uHPopMauuu U
JOKYMEHTALUH.

5. 3akoHOIaTEeTHCTBO 00 AIEKTPOHHOM MOJIITUCH.

6. Buabl 25IeKTPOHHOM MOAMUCH U TIOPSIOK UX IPUMEHEHHUS.

7. HopmatuBubiii nokymeHT «lIpaBuma nenonpousBojcTBa B (penepaibHBIX

opraHax HCIIOJIHUTEJIbHON BJIACTH», €T0 HA3HAYCHHUE.

HanpronansHble CTaHAAPTHI IO YIIPABICHUIO JOKYMEHTAMU.

9. HopmaTuBHBIE NpaBOBble aKThl OpraHa BJAcTH, pPErJIAMEHTUPYIOLIUE
OpraHu3aIri0 paboThl C TOKYMEHTAMHU.

10. UHCTpYKIIMSI TIO JENIOMPOM3BOACTBY, HOpPMATHWBHAas W MeToaWyeckas 0asa
Ppa3pabOTKU UHCTPYKILIMH MO JEJIONPOU3BOICTBY.

11. bnank qOKyMeHTa, BUIbl OJIAHKOB COCTAaB PEKBU3UTOB OJIaHKA.

12. CocTaB peKBU3UTOB YIOCTOBEPEHHUS, MOPSIIOK UX OPOPMIICHUSI.

13. Ciy»xeOHble OTMETKH Ha JOKYMEHTE, MOPSAOK UX 0QOPMIICHHUS.

14. CucteMa opraHu3allMOHHO-TIPABOBOM JTOKYMEHTAI[MU, HA3HAYE€HUE U BUAOBOM
COCTaB JIOKYMEHTOB.

15. IToHsITHE HOPMATHBHOTO ITPABOBOT'0 AKTa, BUJIbl HOPMATHBHBIX IPABOBHIX AaKTOB
(benepanbHBIX OPraHOB UCIIOJHUTEIHHON BIACTH.

0
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16

17.

18.

19.

20.
21,
22,
23.

24,
25,
26.

217,

28.

29.
30.
31.
32,
33.
34,

35.
36.

37.
38.
39.
40.
41.
42.
43.
44.

45.

JIOJDKHOCTHAasi ~MHCTPYKLHMS, Ha3HA4€HHE JIOKYMEHTa, COCTaBJIEHHE U
odopMIICHHE.

[Ipouenypa corjmacoBaHusi JOKYMEHTOB, € Ha3Hau€HHE, BHEIIHEE W
BHYTPEHHEE COIIACOBAHMUE.

BusupoBaHue JOKyMEHTOB, OCOOCHHOCTH BU3MPOBAHUS PACTIOPSIUTEIBHBIX
JIOKYMEHTOB.

Cucrema pacnopsauTeIbHON TOKyMEHTAllMW, Ha3HAYEHUE M BUJIOBOM COCTaB
JIOKYMEHTOB.

Coctanenue u ohopMIICHUE MPUKA3a M0 OCHOBHOU AESITETbHOCTH.

[Topsinok TOKyMEHTHPOBAHUS KOJUIETHAIbHOM (COBEIIATENBHOMN ) NESITEIBHOCTH.
[TpoToxon 3aceganusi, BUbI IPOTOKOJIOB, COCTaBJICHUE U OhopmIIeHHE.
Cucrema uHGOPMAIMOHHO-CIIPABOYHON JOKYMEHTAIlMHM, Ha3Haue€HUE U
BHJIOBOM COCTaB JOKYMEHTOB.

JlenoBoe nmucbMo, pa3sHOBUAHOCTH JEJIOBBIX ITHCEM.

Cocranenue 1 0(hopMIICHUE J1€JI0BOI0 UChMa.

TekcT ymnpaBiaeHUYECKOrO JOKYMEHTa, 00mue TpeOOBaHUS K COCTaBJICHUIO
TEKCTa JOKyMEHTA.

AKT KaK BHUJ JOKyMEHTa, pa3HOBUIHOCTU aKTOB, OCOOCHHOCTH COCTaBJICHUS U
oopMIIEHUS.

[TonsiTue JOKYMEHTOOOOPOTa, KAUECTBEHHbIE U KOJIMYECTBEHHBIE HapaMeTpbl
JIOKyMEHTO000pOTA.

[TpuHIMIIBI pallMOHAIBHOW OpTraHU3AlMK JOKYMEHTOO0O0pOTA.

OCHOBHBIE 3Tallbl ABMXKEHUS OCTYNAIOIIUX TOKYMEHTOB.

OCHOBHBIE 3TaIlbl JBUKEHUS OTIPABIISIEMbIX JOKYMEHTOB.

@DOopMBbI 1 METOIBI COBEPIIIEHCTBOBAHUS JOKYMEHTOO0O0POTA.

Haznayenwne u 1ienu perucTpanny JOKYMEHTOB, IPHHIIUITBI PETrHCTPAIIIH.
CTpyKkTypa perucTpalMOHHOTO HOMEpa TMOCTYMAIOIIUX, OTHPABISEMBIX H
BHYTPEHHHUX JJOKYMEHTOB.

OCHOBHBIE PEKBU3UTHI PETUCTPALUOHHBIX (POPM.

Oco0eHHOCTH PETUCTPaLMU OTIENbHBIX BUJIOB JTOKYMEHTOB (IIpHUKa3, EJI0BOE
MHCHMO).

OpraHu3aluoOHHbIE OCHOBBI KOHTPOJIS CIIOJIHEHUS TOKYMEHTOB (IIOpYUYEHUH).
TexHos0rust KOHTPOJISI UCTIONHEHUS JOKYMEHTOB (IIOPY4YEeHUN).

Cpoxu UCHOJIHEHUS JOKYMEHTOB, BUJIbI CPOKOB, MOPSAJOK UCUUCIECHUS CPOKOB
UCITOJIHEHHSI IOKYMEHTOB, IOPSAIOK MEPEHOCA CPOKA UCTIOJIHEHUS TOKYMEHTA.
OCHOBHBIE 3TaIlbl KOHTPOJISI UCIIOJHEHUS TOKYMEHTOB (MOPYYEHU).
Opranuzainust paboThl UCTIOTHUTENS C JOKYMEHTaAMH.

HopMaTuBHBIE OCHOBBI W OOIIME TPUHIMUIBI OpraHu3aluud paboThl C
oOpaleHUsIMU TPaXkaaH

Bunb oOpatenuii rpaxaaH, 0COOCHHOCTH PaCCMOTPEHHS 00paIlieHu TpaxaaH
Pocculickon ®@enepanumu.

[TonsiTue LEHHOCTH JOKYMEHTa, KPUTEPUHM IIEHHOCTH JOKYMEHTOB, CPOKHU
XpaHEeHUS TOKYMEHTOB.

Opranuzaiusi ¥ MOPAJOK TMPOBEACHUS HKCHEPTU3bl IIEHHOCTH JOKYMEHTOB
opraHa BJIacTH.
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46.

47.

48.

49.

50.
51.

52.

53.
54,

55.

56.
57,

58.

59.

60.

Cpoku XpaHEHUS JTOKYMEHTOB, KATETOPHH JOKYMEHTOB, BBIICISEMBIX IIO
CpOKaM XpaHEHUs, CPOKU XPaHESHHSI SJICKTPOHHBIX JIEJI.

[lepeynn TOKYMEHTOB CO CpPOKaMH XpaHEHHWs, WX MPUMCHCHHE B
JICIONIPOU3BOICTBE.

Homenknatypa aen oprana BiaacTd, QyHKIIUH HOMEHKJIATYPHI JeJ, PUHITUIIBI
ee MOCTPOCHMSI.

dopma HOMEHKJIATyphI €], OCHOBHEIC ATambl €€ pa3paboTKu HOMEHKJIATYpPhI
hi ()

[TpaBuiia cocTaBneHus 3ar0J0BKOB JIeJ HOMEHKIIATYPHI JeIl.

CornacoBaHue U yTBEP)KICHHE HOMEHKJIATYpbl JE€N, CpPOK JIeHCTBUS
HOMEHKJIATYpPHI JIe], €€ BEJACHUE U KOPPEKTUPOBKA.

dopmupoBaHue e B ACTONPOU3BOICTBE, 0COOCHHOCTH (DOPMHUPOBAHHUS B Jeiia
OTIICTBHBIX KATETOPUN TOKYMEHTORB.

Bunb! onuceit 11, OCHOBHBIE MPUHIIUIIBI ¥ TOPSIOK COCTABJICHUSI ONUCEN JIe.
JInuHOE €0 TOCYyAapCTBEHHOTO TPaXKIaHCKOIO  CIy’Kallero, COCTaB
JIOKYMEHTOB JieJla, 0COOEHHOCTH ero OpMUPOBaHUSI.

Opranuzaiusi paboThl MO0 YHUUYTOKEHHUIO JTOKYMEHTOB C UCTEKIIMMH CPOKAMHU
XpaHEHHUS.

OdopmiieHne fien npy ux nepeaadye Ha apXuBHOE XpaHEHUE.

[Tonsitue «uHGOPMAIIMOHHAS CHUCTEMa DJEKTPOHHOTO JIOKYMEHTOO0OpOTa»
(CO10), pynkuuu COO.

HopmatuBHBIE TpeOoBaHUS K WH(GOPMAIIMOHHBIM CHCTEMaM JJICKTPOHHOTO
JIOKyMEHTO000pOTA.

[ToHsiTHE <«AIEKTPOHHBIM JTOKYMEHT», OCHOBHBIC TPHHITUIIBI OPTaHU3AIUN
paboTHhI C AMEKTPOHHBIMH IOKYMEHTAMH B JICIOTPON3BOCTBE.

HazHnaueHne cuctemMbl MEXBEIOMCTBEHHOTO AIEKTPOHHOTO JOKYMEHTO0O0pOTa
(M3 0), crpykrypa MOJ1O.

[TpakTuueckue 3agaHus (KEHChI) K IK3aMEHY:

3aoanue: ompedaxmupyiime npeocmasieHubiii OOKYMEHN.!

z

1) ecmasvme nedocmaiowjue pexeusumol,;

2) gHecume UCNPaseHUusi @ PACNONIONCEHUE PEKGUUMOE HA NOJle OOKYMEeHma,
3) ucnpasvme owubdKU 8 OGopMmAeHUU PEKEUIUMOE OOKYMEHMA,

4) ucnpasvme s3vIK08ble OUWUOKU 8 MEKCMe OOKYMeHmMA.

MHUHHUCTEPCTBO KYJbTYPbI U MACCOBBIX KOMMYHUKAIIUN P®
OEAEPAJIBHOE APXUBHOE ATEHTCTBO
(POCAPXMUB)
536 8 Hos10pa 2015 roma
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Tunosass HHCTPYKLMS 110 AeJIONPOU3BOACTBY
B (heepaJIbHBIX OPraHax MCHOJHUTEIbHON BJIACTH.

B cBa3u ¢ m.11.1 TumoBoro periameHta B3aMMOJACHCTBHS (eaepalbHBIX OPraHoOB
HCIIOJTHUTENIbHOM BJIaCTH, YTBEPKIEHHOTO ITOCTAHOBJICHUEM ITpaBUTeNbCcTBa PO,
NPUKAa3bIBAIO:

1) yIBepauTh MpUIAraeMyl0 THIOBYIO HHCTPYKIMIO T[O0  JICJIONPOM3BOJCTBY B
denepanabHBIX OpraHax UCIOTHUTEIBHOM BIACTH;

2) npukas (eaepanbHON apXUBHO# C1yKObI PO «O0 yTBEp:KICHUN THIIOBOM HHCTPYKIIUU
[0 JIEJONPOM3BOJCTBY B (enepajbHbIX OpraHax HWCHOJHHUTEIBHOM BJIACTH» IMPHU3HATH
MOTEPSBLUINM CUITY.
[Ipunoxenue: Ha 5 cTp. B | Bapuanre.

MuHHCTp KyIbTYpbI
Y MAaCCOBBIX KOMMYHUKalHil PO CoxkoJ0B A.

CnupugoHoBa

[IIkajaa oueHUBaHUA AJ5 IK3aMeHa

IIkama onleHUBaHUS Kpurtepuu onieHuBaHus

JlaH DOJIHBIN, pa3BEPHYTHIA OTBET HA MOCTABIICHHBIN BOIIPOC, ITOKa3aHa
COBOKYITHOCTb OCO3HAHHBIX 3HAHWM 10 IUCLUIUIMHE, 10Ka3aTeIbHO, B OT-
BETE IPOCIICKUBAETCS YE€TKA CTPYKTYPA, JIOTHUECKAs [TOCIIEI0BATEIb-
HOCTb. OTBET U3J10KEH JIMTEPATYPHBIM S3BIKOM C UCIOJIb30BaHUEM COBpPE-
MEHHOM TepMHUHOJIOTHUH. MOTryT OBITH JJOMYILEHbI OTAEIbHbIE HEJJOUETHI B
OTJINYHO OIIpECIICHUY TIOHATUM, UCIIPABIIEHHBIE CTYIEHTOM CaAMOCTOSATEIBHO B
IIPOLIECCE OTBETA.

BrinosHeHne NpakTHYECKOro 3a1aHNs TOKA3bIBAET 3HAHUE YIIPaBJICHYE-
CKOM CUTyalluy ¥ YMEHHE IPUMEHUTH IPABWIIBHBIN HAyYHBIA U METOIAYE-
CKUH MMOJXOJA U MHCTPYMEHTApU AJIs pelIeHus 3a/1a4l, pa3padbaThiBaTh
YIPABIECHYECKUE PEIICHHUS

JlaH MOJHBINA, pa3BEpHYTHII OTBET HA ITIOCTABJIEHHBIN BOIIPOC, IOKA3aHO
YMEHHE BBIJENIUThH CYLIIECTBEHHbIE U HECYIIECTBEHHbIE TPU3HAKU, TIPU-
YMHHO-CJIEACTBEHHBIE CBSA3H. OTBET YETKO CTPYKTYpUPOBaH, JIOTUYEH, U3~
JIO’KEH JINTEPATYPHBIM SI3bIKOM C UCIIOJIb30BAHUEM COBPEMEHHOM TEPMHU-
XOpOLIO HOJIOTHH. MOTYT OBITh TOMYIIEHBI 2-3 HETOYHOCTH WM HE3HAUUTENIbHbIE
OLIMOKH, UCTIPABJIEHHbBIE CTYAEHTOM C ITOMOIIBIO SK3aMEHATOPA.
BeInonHeHue npakTHYECKOro 3afjaHus IOKa3bIBAaeT CIOCOOHOCTh CTY/IEHTa
OTIpeEIATh OCHOBHBIE IPUOPUTETHI MPOPECCUOHANBHOMN AESITENbHOCTH,
pa3pabartbiBaTh U 3P PEKTUBHO UCTIOIHSATH YIIPABICHYECKHE PEIICHUS.

JlaH HeAOCTaTOYHO MOHBIA U HEJOCTATOYHO Pa3BEPHYTHIM OTBET. Jlornka
U MIOCJIEI0BATEIBbHOCTD U3JI0KEHHS UMEIOT HapyleHus. JlomynieHsl
OLIMOKHU B PACKPBITUU MOHIATHH, yIOTpeOneHnn TepMUHOB. CTYJIEHT He
CIOCOOEH CaMOCTOATENBHO BBIICTHUTD CYIIIECTBEHHBIE M HECYIIECTBEHHbBIE

YIOBJIETBOPUTEIBHO
MPU3HAKU U IPUYMHHO-CIIEICTBEHHBIE CBsA3U. PeueBoe opopmienue Tpe-
OyeT MmonpaBoK, KOPPEKIIHH.
BrinonHeHnue npakTHYecKoro 3a1aHus MOKa3bIBAET, YTO KOMIETEHINH
copMHpOBaHbI HA HAYAJILHOM YPOBHE.
HE OneHka BBICTABIISIETCS B OJTHOM U3 CIIy4aeB:
YJIOBJIETBOPUTEIBHO
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1. OTBeT mpeAcTaBiIAIOT cO00M pa3pO3HEHHBIE 3HAHUS C CYIIECTBEH-
HbIMU omMOKaMu 1o BompocaMm. IIpucyrcTByroT (pparmMeHTapHOCTb, HENO-
TMYHOCTh M3J10KEHMs. OTCYTCTBYIOT KOHKpPETH3alUsl U J0Ka3aTelIbHOCTb
n30XkeHus. Pedub HerpamoTHasi, COBpEMEHHas TEPMUHOJIOIHSI HE UCHOJb-
3yercs. JlONMOJHUTENbHbIE U YTOUYHSIOLIUE BONPOCHI IIpernojaBaTeis He
IPUBOST K KOPPEKLMM OTBETA CTY/IEHTA.

[IpakTrueckoe 3ajaHiE HE BBIIOJIHEHO.

2. OTBeT Ha BOIIPOC MOJIHOCTBIO OTCYTCTBYET.

3. Otka3 ot oTBeTa

KpuTtepun oieHKH YCTHOTO Onpoca

OTtBeT 00y4Jaromerocs OIEHUBACTCS, UCXOIS U3 CICAYIOIINX KPUTESPHUEB:
- IOJTHOTA, YETKOCTh, HHPOPMAITMOHHASI HACKIIIICHHOCTh OTBETA,;
- HOBH3HA UCIO0JIb3yeMol HH(OpMaIiy;
- 3HAHME H HCCICJIOBAHUE HAYYHBIX HCTOYHUKOB, HOPMATHBHBIX aKTOB,
IOPUIMYECKOMN TIPAKTUKHU.
OueHuBaHHMe YCTHOTO ONMPOCA
OtBer oOyuaromerocs MOXKET OBITh OILIGHEH 110 5-Th OallbHOM IIIKaje
npenojiaBaresieM, UCX0/Isl U3 KPUTEPUEB OIIEHKHU YCTHOTO OIpoca.

OHCHHBaHHe TECTOBBIX 3al[aHHﬁ
KonnuecTBo npaBuibHBIX 0TBETOB TecTa (%) 0-49 50-64 65-84 | 85-100

OT1MmeTKa 1o 5-Tu 0ajJbpHOM LIKae 2 3 4 5

Kputepun oneHKH 10KJIa10B-TIPe3eHTANM A

bannsr:

0 - mo3uIus OTCYTCTBYET
1 — cna6o

2 — XOpoIIOo

3 - OTVIMYHO

TpebGoBanust

ToroBas oneHka

CrpykTypa u coaepxanue (0o 12 b6annos)

JIOTUYHOCTB CTPYKTYPHBI HOKJIaaa

Oq)OpMJ'IeHI)I CCBIJIKHM Ha BCC€ UCITIOJIL30BAHHBIC HCTOYHHUKN

IIPE3eHTalMs OTPa’KaeT OCHOBHBIE 3Tallbl UCCIIE0BaHUs (IIpo0iIeMa, Leb,
TUI0TE3a, X0 paboThl, BEIBOJIBI, PECYPCHI)

COACPKUT HCHHYIO, ITIOJIHYIO, IIOHATHYIO I/IHCI)OpMaI_[I/IIO 10 TCMC JOKJIaaa

Tekcr Ha cnaiinax (1m0 6 6aI0B)

TEKCT Ha CJIaii/ie TPEICTaBIIIET COOO0M OMOPHBINA KOHCIIEKT (KJIFOYEBBIE CIIOBA,
MapKUPOBAaHHBIM UM HYMEPOBAaHHBIN CITUCOK), €3 MOJHBIX MPEI0KEHUN

HaunOoJiee BaXkHast HH(OpMAIHS BBIIEIAETCS ¢ HOMOILBIO [[BETA, pa3Mepa,
3¢ (deKTOB aHUMAIUH U T.JI.

Harnsaaocts (0 9 6amioB)

WLTIOCTPAIMK TOMOTAIOT HanboJIee MOJTHO PACKPBITh TEMY, HE OTBJICKAIOT OT
COJICpKAHUS
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HJUTIOCTpAali XOpOomero Ka4yeCTBa, ¢ YCTKUM I/I306pa)K€HI/IeM

UCTIOJIB3YIOTCS CPE/ICTBA HATIATHOCTH UH(MOpMAIMK (TaOIHUIIbI, CXEMBI, TpaduKu
UT. 1)

Ju3zaitd u HacTpoiika (10 9 6amioB)

o(opMIIeHHE CIIaliJIOB COOTBETCTBYET TEME, HE MPEMSATCTBYET BOCIPUATHIO
coJlepKaHus

JUTSL BCEX CJIAlI0B TIPE3CHTAIIMU MCIIOJIb3YETCSl OJJUH M TOT )K€ I1a0JI0H
oopMIICHHS

Ipe3eHTaIus He meperpyxena 3ddexramu

TpeGoBanust K BBICTYILIEHUIO (00 9 6annos)

BBICTynaIOIHI/II;'I CBO60,Z[HO BJIAACCT COACPIKAHUEM, ACHO U3JIaracT Uuacu

BBICTYNAIONINI CBOOOHO U KOPPEKTHO OTBEYAET HA BOMPOCHI M 3aMeUaHus
ayUTOpUU

BBICTYIAIOUINI oOpamiaercs K ayAUTOPUU, OJIEPKUBAET KOHTAKT C HEl

OO01ee KoIM4ecTBO 0AIIOB

Orenka

OueHuBaHue J0KJIAA0B - IPpe3eHTaAIlHi
KoimuectBo 0a1oB 0-29 15-29 | 30-39 | 40-45
OTMeTKa 110 5-TH OaIbHOH LIKAJIe 2 3 4 5

Kpurepnu penieHnst KEHCOB U CUTYallMOHHBIX 3a/1a4:
1. Tlonumaet npoOieMaTuKy.
2. YcTaHaBIMBaeT MPUUYNHHO-CJICICTBEHHBIE CBSI3H.
3. YMeeT npuMEHATh TEOPETUYECKUE 3HAHUS JJISl PEIICHUSI KOHKPETHBIX
YIPaBIECHYECKUX CUTYaLUH.
4. Ymeer 000CHOBATH NPEVIOKEHHOE PELICHNUE.

7. YueOHO-MeTOANYeCKOe U HHPOPMAIIMOHHOE o0ecrieueHne JUCHUIINHbI
7.1. HopMaTHUBHO-NIPABOBbIE JOKYMEHTBI

1. ®enepanbubiii 3akoH OoT 27.07.2006 Nel49-®d3 (pen. ot 12.12.2023) «O6
uH(popmanuu, HTHPOPMALIMOHHBIX TEXHOJIOTHIX U O 3alIUTe HHPOPMALIUN

2. ®enepanbubiii 3akoH OoT 06.04.2011 Ne63-d3 (pexn. ot 04.08.2023) «O6
AIIEKTPOHHOM MOAMUCH» (C U3M. U J0M., BCTyM. B cuiy ¢ 01.09.2023)

3. ®enepanbHbii 3akoH oT 27.07.2006 Nel52-d3 (pen. ot 06.02.2023) «O
MIEPCOHANTBHBIX JTAHHBIX)

4, ®enepanbaplii 3ak0H 0T 22.10.2004 Nel25-®3 (pen. ot 25.12.2023) «O6
apxuBHOM zene B Poccuiickon denepanum»

5. [Toctanosnenue IlpaButensctBa PO or 24.07.2021 Nel264 «O6 yTBepkaeHUN
[IpaBun oOMeHa JOKYMEHTaMH B DOJCKTPOHHOM BHJE TP OpTaHU3AIUU
UH(OOPMAITMOHHOTO B3aUMOCHCTBHUS
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6. [Ipukaz PocapxuBa ot 22.05.2019 Ne71 «OO6 yrBepxknenun IlpaBun
JIEJONpPOU3BOACTBA B TOCYJApPCTBEHHBIX  OpraHax, oOpraHax MECTHOIO
camoyrmpasiieHus» (3apeructpupoBano B Muntocte Poccun 27.12.2019 Ne57023)
7. [lpuka3z PocapxuBa ot 11.04.2018 Ned4 "OOG yrBepxkaeHuu IlpumepHoit
WHCTPYKIIMM 10 JIEJIONPOU3BOJICTBY B TOCYIapCTBEHHBIX OpraHu3amusx"
(3apeructpupoBano B Muntocte Poccun 17.08.2018 No51922)
8. TOCT P 7.0.8-2013. HamuonanbHbiii ctanmapt Poccuiickoii ®enepanuu.
Cucrema cragaapToB 1o MHGOpMAIUU, OMOIMOTEYHOMY U U3aTEIbCKOMY JETy.
Jlenonpou3BOACTBO U apxUBHOE jesio. Tepmunbl u onpeaenenus (yTB. [Ipukazom
Poccrangapra ot 17.10.2013 Nel1185-cT)
9. I[Ipuka3 PocapxuBa ot 25.12.2020 Nel99 «OO0 yrtBepxkaeHnn MeTonnyeckux
peKOMEHJaluii 1Mo pa3paboTKe HMHCTPYKIUH MO  JEJOMPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYITPaBICHUS»
10. ITpuxka3 PocapxuBa ot 20.12.2019 No236 «O06 yrBepxknenuu [lepedns: TUOBBIX
YIOPaBICHYECKUX  apXUBHBIX JOKYMEHTOB, 0Opasyloumxcs B  Ipoliecce
JESATEIbHOCTH TOCYJJaPCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CaMOYTIPABIICHUS U
OpraHu3alluii, ¢ yKa3aHUEeM CPOKOB UX XpaHEHUs» (3apeructpupoBano B MuHiocte
Poccun 06.02.2020 Ne57449)
11. TOCT P HCO 23081-1-2008. Hamuonanbublii cTanmapt Poccuiickoit
®enepanuu. Cucrema CcTaHAapToB 10 HHPOpMANUHU, OUOIMOTEYHOMY H
u3narenbckoMy neny. Ilpoueccsl ynpaBieHus AOKyMeHTamMu. MeTajaHHble s
nokymeHnToB. Yacte 1. Ilpunmuner (yTB. W BBeleH B jelctBue llpukazom
PoctexperynupoBanus ot 13.11.2008 Ne310-c1)
12. TOCT P 54471-2011/ISO/TR 15801:2009. HamuonaneHblii CTaHAAPT
Poccuiickoit  ®enepauun. CuUCTEMBI  DJIEKTPOHHOTO  JOKYMEHTOOOOpOTA.
VYopasnenue gokymenrauueit. Muadopmaius, coxpansemas B JIEKTPOHHOM BHJIE.
PexoMenaanmu no o0ecne4eHnIo JOCTOBEPHOCTH U HAJIEKHOCTH (YTB. U BBEJCH B
nerictBue [Ipukazom Poccranmapra ot 18.10.2011 Ned66-c)
13. Meroauueckue pekoMeHmamuu mo mnpumeHenuro ['OCT P 7.0.97-2016
«CucrtemMa cTanaapToB mo uHdopmaluu, OUOIMOTEYHOMY U H3JATEIbCKOMY JIEIY.
OpraHu3aImoOHHO-pacopsIuTEIbHAs TOKyMeHTalus. TpeboBanus K opopMICHUIO
nokymeHToB» (pa3zpaboranst BHUMJIA )
14. Meroauueckue pEKOMEHJIAllMU M0 TOJArOTOBKE IMEpeuHed JOKYMEHTOB,
oOpasyrolmuxcsi B Hpouecce  JIeATeIbHOCTH  (eepaibHbIX  OPraHoB
UCITOJIHUTENIbHOM BJIACTH, @ TAKXKE B MPOIECCE NEATETbHOCTH MOABEIOMCTBEHHBIX
UM OpraHu3aluii, ¢ yka3aHheM CpOKOB MX xpaHeHus (cornacoBaHo LIDIIK nmpu
Pocapxuse 24.12.2021)

7.2 OcHOBHAasI JauTEpaTypa
1. Joponuna, JI. A. Opranuzanuss U TEXHOJIOTUS JOKYMEHTAIMOHHOIO
oOecrieueHus ypaBlIeHUs | yaeOHUK U TpaKkTUKyM Jutst By3oB / JI. A. Jloponuna, B.
C. UputukoBa. — 2-e usf., nepepad. u gomn. — Mocksa : U3mparensctBo FOpaiiT,
2023. — 270 c— (Bricmiee obpazopanue). — ISBN 978-5-534-04568-0. — Tekcr:
anextponHbii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/450483
2. Kysneuos, HN. H. JIoOKyMEeHTAITMOHHOE ~ O0eCreYeHne  yIpaBJICHHUS.
JIoKyMeHTOOOOPOT U ACIOMPOU3BOICTBO ;| YUCOHUK U MPAKTUKYM J1iist By30B / M. H.
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Ky3nenos. — 4-e uzn., nepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2023.
— 545 c.— (Bricuiee obpazoanue). — ISBN 978-5-534-04275-7. — Tekcr:
anextpouHbii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/bcode/449769

3. IlysanoBa, H. H. Opranuzanus W TEXHOJOTHS JOKYMEHTAIlMOHHOTO
oOecrieueHus yrpaBiieHus : yaeOHMK 1 ipakTukyM aiisa By30B / H. H. [llyBanoBa. —
3-¢ u3., nepepad. u gorn. — Mocksa : M3narensctBo FOpaiit, 2023. — 247 c.—
(Briciiee obpazoBanue). — ISBN 978-5-534-12358-6. — Tekct: aneKTpOHHBIHN //
OBC IOpaiit [caiit]. — URL: https://urait.ru/book/organizaciya-i-tehnologiya-
dokumentacionnogo-obespecheniya-upravleniya-531239

7.3 JlonotHUTeILHAS JTUTEpPaTypa
1. Ky3uemnos, 1. H. JlokyMeHTaIMOHHOE OOECTICYCHHE YITPABICHUS MIEPCOHAIOM :
yueOHUK 1 mpakTukym A By3oB / M. H. Ky3nenoB. — 3-e u3a., mepepald. u oM.

— Mocksa : M3parensctBo Opaiit, 2023. — 397 ¢. — (Briciiee oOpa3zoBaHue).
(bakanmaBp. Ilpuxknagnoii kypc). — ISBN 978-5-9916-4000-8. — Tekcr:
AJIEKTPOHHBIN // OBC Opaiit [caitT]. — URL:

https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-personalom-
531538

2. AwnpapeeBa, B.M. Jlenonpous3BoacTBO: OpraHusanusi U BeaeHHUE: Y4eOHO-
npaktuyeckoe nocoodue / Auapeesa B.M. — Mocksa: KuoPyc, 2022. — 294 c. —
ISBN 978-5-406-07126-7. — URL.: https://book.ru/book/940363

3. Kazakesuu, T. A. [loxymenToBeaeHue. JIOKyMEHTAIIMOHHBIH CEpPBHC:
yueOHUK U mpakTtukyM ans By30B / T. A. Kazakesuu, A. U. Tkannu. — 3-e usm.,
uctp. u gon. — Mocksa: U3narensctBo FOpaiit, 2023. — 177 c¢. — (Bricuuee
obpazoBanme). — ISBN 978-5-534-06273-1. — Tekct: anekrponnsiii // DbC
FOpaiit [caiiT]. — URL.: https://urait.ru/book/dokumentovedenie-
dokumentacionnyy-servis-513649

4. IlysanmoBa, H. H. OcHoOBBI nenonpou3BoACTBa. S3bIK CiyKeOHOTO
JIOKyMEHTa : yueOHUK U mpaktukyM 1iist By30B / H. H. IllyBanosa, A. 0. MBanoBa
; mont obreit penaximeit H. H. lllyBanoBoit. — 3-e uzn., nepepad. u gomn. — MockBa
: I3marensctBO FOpaiit, 2023. — 384 ¢. — (Bricmee obpazoBanue). — ISBN 978-
5-534-15217-3. — Tekct : anekTpoHHbI // OOpa3oBarenbHas miardopma KOpait
[caiiT]. — URL.: https://urait.ru/bcode/511417

5. I'pozoma, O. C. [enonpous3BoacTBo: yuebHoe nmocodue st By3oB / O. C.
I'pozoBa. — MockBa: WznarensctBo FOpaiit, 2023— 124 c. — (Bricuee
obpazoBanue). — ISBN 978-5-534-06787-3. — 3 u3n. Tekct: anexkTponHsIii // 3BC
FOpaiit [caiiT]. — URL.: https://urait.ru/bcode/453969

6. Kopuee, 1. K. JlokyMeHTHUpOBaHUE YNPABICHUYECKOU IEATEIBHOCTH :
yueOnuk 17 By30B / U. K. Kopuees, A. B. [lmenko, B. A. Mamypues. — 3-e us.,
nepepad. u non. — Mocksa : UznarensctBo HOpaiit, 2023. — 438 ¢. — (Bricmiee
obpazoBanue). — ISBN 978-5-534-04533-8. — Tekct: snekrponnsiii // 3BC
FOpaiir [caiit]. — URL.: https://urait.ru/book/dokumentirovanie-upravlencheskoy-
deyatelnosti-523610
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7.4 UnTepHeT-pecypcehl

1. Odunuaneupiii cailt denepanbHOTO apxuBHOro areHTcTBa (PocapxmuBa)
—http://archives.ru/

2. Odunmanbubii  cailt  @Demepa’dbHOrO  Ka3E¢HHOTO  YUPEKICHUS
«["ocymapcTBennsiii apxuB Poccuiickort deneparuny» — http://statearchive.ru/

3. Odunmanbubii caiiT Bcepoccuiickoro Hay4HO-UCCIIEI0BATEIBCKOTO
UHCTUTYTa TOKYMEHTOBEACHMS 1 apxuBHoro aena (BHUMJIA ) — www.vniidad.ru

4. Twnpaus Yupasnstommx JJokymenTanueid — Www.gdm.ru

5. Tlopramn Apxussl Poccum — http://rusarchives.ru/

6. Ilopran «PRO-nenonpousBoicTBo: KypHan A pyKOBOJUTENEH CITYKO
JIOV u cexperapeii Bcex ypoBHei» — Www.Sekretariat.ru

7. IToptan Cekperapb-Pedepent — www.profiz.ru/sr/

8. lHTepHET MPOEKT O CcHUCTEMaxX OAJIEKTPOHHOTO JOKYMEHTO0OOpOTa
DOCFLOW —www.docflow.ru

9. CaiiT o KaapoBOMY JICJIONPOU3BOJCTBY — WWW.Pro-personal.ru

10. MaTEpHET-KypHAJ O CUCTEMaX JIEKTPOHHOTO JoKyMeHTooOopoTta (CI/I)
— https://ecm-journal.ru

11. binor oskcnepra IT'mnpgum  Yopasimstomux — Jlokymentanmeit H.A.
Xpammorckoi —http://rusrim.blogspot.com/

7.5 CnpaBo4YHbI€ CHCTEMBI
1. Cucrema 3JIEKTPOHHOTO JIOKYMEHTO000pOTa DocsVision —
https://docsvision.com/
2. Cuctema 3JIeKTPOHHOTO IOKyMeHT0o00opoTa Directum — www.directum.ru
3. CucremMa 3IIeKTPOHHOTO JoKyMeHToobopoTa «IEJIO» — www.eos.ru

8. MarepuajJibHO-TEXHUYECKOE M MPOrpaMMHOe o0ecrevyeHmne
TUCHUNITIHHBI
Jns oOecrnieueHus y4e0HOTO mpoiecca 1o JUCITUTUTHE

«/loxymeHTanimoHHoe obecredeHrue M JEJOMPOU3BOACTBO B TOCYAAPCTBEHHOM H
MYHUITUTIATFHOM YIIPABJICHUI» QUIHANT pacroiaracT y4eOHbBIMU ayTUTOPUSIMH JIJIs
MIPOBEJICHUS 3aHITUN JIEKYUOHHO20 MUNA, NPAKMUYECKUX 3AHAMUL, SPYNNOBbIX U
UHOUBUOYATILHBIX  KOHCYIbMAYUL, MeKyujeco KOHMPOIsL U NPOMENCYMOUHOU
ammecmayuy,  20CYOApPCMBEHHOU  UMO2080U  ammecmayuy,  UMo2080u
ammecmayuy, a maxdice NOMeWeHUAMU Ol CAMOCMOAMENbHOU padomsl U
nomewjeHusMU Ol XPaHeHus: U NpopuUIaKmuuecko2o 00CHYIHCUBAHUS YUeOHO20
0bopyoosanus. Bece ayauTopun OCHAIICHBI BUICOTPOCKIIMOHHBIM 000pY0BaHUEM
JUTSL TIPOBEJICHUS TPE3CHTAIMM, a TaKKe CPEJICTBAMHU 3BYKOBOCIPOW3BEIACHUS;
MOMEIICHUS IJIS1 3aHITHN YKOMIUIEKTOBaHBI HEOOXOAMMON MeOeIbIO.

dwmman pacnojiaraeT KOMIBIOTEPHBIMH ~ KJIacCaMH C  KOMIUJIEKTOM
JUIIEH3UOHHOTO TporpammHoro obecrneuenuss MicrosoftOffice, «KoncymnpTant-
[Tmroc»; omepanmoHHOM cuctemor cemeiictBa MicrosoftWindows; makerom
opucueix mporpamm  MicrosoftOffice; cmpaBouyHON ™PaBOBOM CHUCTEMOM
«KoncynpranT I[1m10c»; 371EKTPOHHBIM MEPUOIUUECKUM CIIPaBOYHUKOM «Cuctema
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['TAPAHTY»); 521meKTpoHHO-OMOIMOTEYHBIMU CHUCTEMaMHU; aBTOMATH3WPOBAHHOU
nH(popMarmoHHO-0UOIMOTEYHOM crucTeMoi AnTaiickoro dunuana PAHXul'C.

B ¢dunuane coznana snekTponHas nHGOpMaIIMOHHO-00pa3oBaTenbHas cpena,
o0ecIeyeH JOCTYI K CUcTeMe OHTaliH o0ydenus «Moodley.

bubnuoteka pacrnonaraer pabouMMH MEeCTaMH JJIsi CTYACHTOB/CITyIIaTeNeH,
OCHAILIEHHBIMU KOMIIBIOTEpAMU C JIOCTYNOM K 0a3zaM JaHHBIX U ceTu WHTepHeT:
AJIEKTPOHHBIN 3ajl JI1 CAMOCTOSITEIbHOM paOOThI, SJEKTPOHHBIN 3all JJi Hay4HO-
UCCIIEIOBATENbCKON pabOTHI.

B ¢unuane wumerorca crenuanbHbIE AyIUTOPHH, YKOMIUIEKTOBAaHHBIC
CHELUAIN3UPOBAHHON MEOENbl0 W TEXHUYECKUMHU CpEACTBAaMU  OOy4YEHUS
(BUICONPOEKIIMOHHOE  00Opy/AOBaHUE:  BUICOMPOCKTOP,  OKPaH/TEIECBHU30p,
KOMIBIOTEp ¢ KomIuiekToM JuiieHsuonnoro I10, moctyn k cetu «MHTEepHET»):
auHradoHHble KaOWHETHI, JabopaTopus Ui 3aHATHH MO KPUMHUHAIHUCTUKE,
yueOHBI 3aJ1 CyAeOHBIX 3acelaHui, aylIUTOPUU JUIsl TPYNIOBOM pabOThI, AJis
IPOBEJCHUS TPEHUHI'OB U T.]I.
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