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1. Heapb 1 3axa4M AUCHMIIMHBI

Llenpt0  OCBOEHHMSA JUCLMIUIMHBI  SIBJSIETCS  MOATOTOBKA  CIIELHATIUCTA-
HOJIUTOJIOTA, YMEIOIIEr0 aHAJIM3UPOBAaTh COBPEMEHHBIE JOKYMEHTAllMOHHbIE
CHUCTEMBI, CO3/aBaThb M OQOPMISTH PA3IWYHBIC BHIBI JOKYMEHTOB (B MEPBYIO
ouepeb — JOKYMEHTOB, OTPAKAIOIUX JEATEIbHOCTh OpPraHOB BIJIACTH U
HNOJUTUYECKUX TMapTUi), ONpEeAesATh LIEHHOCTh COAEpIKallehCs B JIOKyMEHTax
uHGOpMaInK; BIaICIONIETO HABBIKAMH JIEIIOBOI MEPEIUCKH.

3agayamMy OCBOCHHMS IUCLIAIUIMHBI SIBJISTFOTCSL:
U3YYUTh JOKYMEHT C TOUKH 3PEHHUS €AUHCTBA €ro HH(POPMALIMOHHON
(puznueckoit) 1 THPOPMALIMOHHON COCTABIIAIOIINX;
U3YYUTh MPOLECC YHU(PUKALMH U CTAaHJAPTU3ALNU OTAEIbHBIX (POPM JOKYMEHTOB
Y CUCTEM JOKYMEHTALINH B LIEJIOM;
paccMOTpeTh COBPEMEHHBIE TPEOOBAHUS K JJOKYMEHTaM B 1I€JIOM;
IPUBUTH HaBBIKU COCTABJICHUS YIIPABICHYECKUX TOKYMEHTOB U pabOThI C HUMU;

IIPUBUTH HABBIKMW aHAJIN3a JOKYMCHTOB.

2. Mecto mucuuimuinibl B cTpykrype OOII

VYyeOHast aucuuIuiiHa «/{OKyMEHTAIMOHHOE COMPOBOXICHUE MOJIUTHUECKOM
JICITETLHOCTHY BXOJIUT B 00s3aTe/bHY0 4YacTh. CoJiepKaTelIbHO OHa CBs3aHa C
TaKUMH  JAUCHMIUIMHAMU  KaKk  «l[[oMMTUKO-aAMUHUCTPATUBHOE  YNPABICHUEY,
«ITomTHKO-TIpaBOBBIE OCHOBBI TOCYJAPCTBEHHOM cHUCTEMbl P®D», a Takke C
ITPOU3BOJICTBEHHOM ITPAKTUKOM.

TpeOoBaHusi K «BXOAHBIM» 3HAHUSIM W YMEHUSIM 00yYAKOLIErocs,
He00X0AMMbIM INPH OCBOCHHH [JAHHOW JMCUMILVIMHBI W TPUOOPETEHHBIM B
pe3yJibTare 0CBOCHHS NMPeIIIeCTBYOIMX AUCHUIIIAHS

— UMETh MPEJICTaBICHNE 00 OCHOBHBIX THUIAX U OCOOEHHOCTSIX JOKYMEHTOB,;

— UMETh HaBBIKK PabOTHI C IOKYMEHTaMHU.

JAMCHUIVIMHBI, I KOTOPbIX OCBOEHHE JAHHON JMCUMILVIMHBI HE00XO01UMO
KaK NnpeauiecTBymoiee:

— IHonmuTHKO-TIpaBOBBIE OCHOBBI T'OCYAAPCTBEHHOM cUCTEMBI PD;



— HudopmanimoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHATIBHOM

JACATCIBbHOCTH.

3. O0beM auCHMILIMHBL: 3 3a4eTHBIX enuHuIbl, 108 akageMuueckux 4acos, B

TOM YHCJIC:

KOHTAKTHAsA ayJMTOpPHAas padora: jekiuy 34 yaca, mpakTuueckue 3aHsatus 17

YaCoB,

caMocTosiTe/IbHAsI padoTa: 57 4acos.

4. Ilnanupyemble pe3yJibTaThl 00y4eHHs 10 JUCHUILUINHE, COOTHECEHHbIE €

IVIAHMPYEMBIMHU Pe3yJIbTATAMH 0CBOCHHS 00Pa30BaTeILHOU MPOrPaMMBbI

[Tnanupyemble pe3ysibTaThl OCBOCHHS
00pa3oBaTeIbHOM POrpaMMbI
(bopmHpyembIe KOMITETEHITHN)

HJ'IaHI/IpyeMLIC PC3YyJIbTAThI 06y‘~IeHI/IH 110 JUCHUIIIMHE

OIIK-7  CmocobGeH  COCTaBISITb |
o(OpPMIISTE JOKYMEHTBI M OTYETHI IO
pe3ysibTaram npodeccuoHanbHON
IeSTENTbHOCTH

OIlK-7.1 CocraBisieT OTYETHYIO JTOKYMEHTAIUIO
Mo wuroraM MpPoPECCHOHATIBHON JIESTEIbHOCTH B
COOTBETCTBMM C YCTAQHOBJICHHBIMH TIpaBWJIAMH U
HOpMaMH

OIIK-7.2 l'oToBUT M mpencTaBIsIET COOOLIEHUS
nepen UENeBOM ayIuTOpueil IO IIMPOKOMY Kpyry
OOI1IECTBEHHO-TIOJIUTHYECKUX CHOKETOB, B TOM YHCIIE C
HCIIOJIb30BAHMEM MYJIBTUMEUHHBIX CPEICTB

5. @opmMa NMPOMEKYTOUHOM ATTECTAIIMUA M CEMeCTP MPOXOXKIEHHUS 3a4eT B

TISITOM CEMECTpE.

6. SI3bIK MpenoaaBaHus PyCCKUH.




Il. Copep:kanue TMCHMILINHBI, CTPYKTYPHMPOBAaHHOE 0 TeMaM (pa3jesiam) ¢
YKa3aHHEM OTBEJCHHOI0 HA HMX KOJMYEeCTBA AKaJeMUYECKHX YAaCOB U BH/IOB

YUeOHbIX 3aHATHH

YyebHas nporpamMma Bcero KonrakTHas pabora (dac.) CamocrosTenpHas
— HaUMEHOBaHHE (uac.) Jlexun [IpakTnueckue pabota (4ac.)
pa3zesioB U TEM (;mabopatopHbIe)
paboThI

Tema 1. Teopus wu |7 2 1 4

MPAKTHKA

JOKYMEHTAIHOHHOTO

COITPOBOXKICHHS u

ACJIOIPOMU3BOJACTBA B

Poccun

Tema 2. Ilonsrtue |7 3 2 2
«ITOKYMEHT.
CpoiicTBa U QyHKIUH
JIOKYMEHTA.
Knaccudukamms
JIOKYMEHTOB.
Krnaccudukanus

JIOKYMEHTOB

Tema 3.115 5 2 8
WudopmanmonHas
MaTepHalibHas
COCTaBJISIOILINE
JOKyMEeHTa. MeTosl
U3MEpPEHUS
uH(popManun B
JIOKYMEHTE. Buaer
HOCHUTEJIEH

uHpopMaun




Tema 4,
JloKkyMEeHTaMOHHOE
obecneyeHne
YIPaBJICHUS KakK
COCTABJIAIONIAS 4YacTh
HAyKd O JIOKYMEHTE.
3aKoHOIATEILHO-

HOpMAaTUBHAas1 baza

J0Y

10

Tema 5.  OOmue
TpeOOBaHMS K
0(hOpPMIICHHUIO

JIOKYMEHTOB

Tema 6. Cucremsl
JOKYMEHTAIIUU u

Tpe6OBaHI/I${ K HUM

18

11

Tema 7. JlokymeHTHas
KOMMYHHUKAIHSI.
J1okyMeHTOO0O0POT.
Ynpasienue

JIOKYMEHTaMHU

16

Tema 8. Komrmiekcel
JIOKYMEHTOB H
COBPEMEHHBIE

TEXHOJIOTHH B padoTe

C HUMH

13

Tema 9. OcHOBBHI
paboTsl c
JIOKYMEHTHOMH
uHpopmanuei:
pedepupoBanue,
pelaKTUPOBaHHE,

pepanTUHT

15

UTOI'O

108

34

17

57




I11. O6pa3oBare/ibHbIE TEXHOJIOTHH

VYyeOHnast mporpamma
— HAaMMEHOBaHHE
pa3esioB U TeEM

Bun zagstus

O6paBOBaTeJ'IBHBIe TEXHOJIOI'H

Tema 1. Teopus wu
MpaKTHKA
JOKYMEHTAIlMOHHOTO
CONPOBOXKACHUS u
JIEJIONPOU3BOJCTBA B

Poccun

Jlexmmst/cemuHap

TpanuirioHHas JEKIUs
TexHomoruM pa3BUTHS KPUTHYECKOTO

MBbIIIIJICHUA

Tema 2. Ilousrue
«TOKYMEHT.
CaoiicTBa U (GyHKIIUU
JIOKYMEHTA.
Krnaccudukanus
JIOKYMEHTOB.
Knaccudukamms

JAOKYMCHTOB

Jlextust/ceMuHap

TpaguLroHHas JIEKIUS
TexHomoruu pa3BUTUS KPUTHYECKOTO

MBbIIICHUA

Tema 3.
UndpopmanmonHass u
MaTepHaIbHas
COCTaBJIAIOLINE

JIOKyMeHTa. MeTo/bl

U3MEPEHUS
uHpOpMaLun B
JIOKYMEHTE. Buaer
HOCHUTEJIEH

uH(popManun

Jlextust/ceMuHap

Jlexuus-Bru3yanu3aryst
TexHOoMoTuM Ppa3BUTHSL KPUTHUECKOTO

MBIITUJICHUA




Tema 4. Jlextust/ceMuHap TpaguuuoHHas JIEKIUS
JloKkyMEeHTaMOHHOE TexHomorun pa3BUTUS KPUTHYECKOTO
obecrnieueHue MBIIUICHUS
YIPaBJICHUS KaK

COCTaBJISIOLIAs 4acTb

HayKM O JOKYMEHTE.

3aKoHOIATEILHO-

HOpPMAaTHBHAas 0aza

0V

Tema 5.  OOmue Jlexmms/ceMuHap ITpoeKkTHast TEXHOIOTHS
TpeOOBaHMS K nedarsl

0(hOPMIICHHIO

JIOKYMEHTOB

Tema 6. Cucremsl Jlextust/ceMuHap TpanuiioHHas JEKIUs
JIOKYMEHTalUH " Mertox case-study
TpeOOBaHUS K HUM

Tema 7. JlokymeHTHas Jlexmms/ceMuHap [TpobnemHuas nekuus
KOMMYHHUKAIHSI. Huckyccust
J1okyMeHTOO0O0POT.

Ynpasnenue

JIOKyMEHTaMu

Tema 8. Kommuekcsl Jlexums/ceMunap TpanuiyonHas JeKuus
JIOKyMEHTOB " TexHonorun pa3BUTHS KPUTUYECKOIO
COBPEMEHHBIE MBIIUICHUS
TEXHOJIOTHH B padoTe

C HUMH

Tema 9. OcHOBBHI Jlexums/ceMunap IIpoekTHast TEXHOJIOTHs
paboTsl c ne0aThbl

JIOKYMEHTHOMH

uHpopmanuei:

pedepupoBanue,

pelaKTUpOBaHUE,

pepanTUHT




IV. Ouenouynble  marepuanabl JAJds  NPOBeIeHHA  TeKylleH U
MPOMEKYTOYHOI aTTecTauuu

JIJist olleHUBaHUs pe3yJbTaTOB 0O0y4YeHHs B BUJIC 3HAHMM (BOCIIPOU3BOAUTD
U OOBICHATH Y4eOHBbII Marepuas ¢ TpeOyeMOl CTENeHbI0 HAyYHOW TOYHOCTU U
TIOJTHOTBI) MCIIOJIB3YIOTCS CIICIYFOIIUE TUITI KOHTPOJIS:

— TECTUPOBAHUE;

— MHANBUAYAbHOE COOECeIOBaHUE,

— YCTHBIE U MUCbMEHHBIE OTBETHI HA BOIPOCHI.

JUisi oueHWBaHMS PE3yNbTaTOB OOY4YEeHUs B BHJE YMEHHH (pemarb
TUNAYHBIE 3aJa4ll Ha OCHOBE BOCHPOU3BEACHHS CTaHAAPTHBIX aJITOPUTMOB
pCIICHUSI) HCHONB3YIOTCS MNPAaKTUYECKUE 3aJaHusi, KOTOPBIC MPEAIOIaraioT
pelieHre B OJHO WM JBa AelcTBUA. K HMM MOYHO OTHECTU: CUTyal[MOHHbIE
3aJ1a4yd ¢ KOPOTKMM OTBETOM WJIA IPOCTHIM JEHCTBUEM; 3a/1aHUS IO BBITOJIHEHHIO
KOHKPETHBIX JIEWCTBUM.

JInst olleHWBaHHS PE3yabTaTOB OOY4YCHHS B BHJE BJadeHMil (pemaTh
YCIIO’)KHEHHBIE 3a/1a4yll Ha OCHOBE MPUOOPETEHHBIX 3HAHUM, YMEHUI U HaBBIKOB, C
UX TPUMEHEHUEM B HETUINUYHBIX CHUTYyalUsX, (QOPMUPYETCS B MPOLECCE
NPAKTHYECKON JEATSIBHOCTH) WCIOJB3YIOTCS KOMIUICKCHBIC 3aJ[aHus, KOTOPBIC
TpeOYIOT MHOTOXOJOBBIX PEIICHHM Kak B THUIMYHOM, TaK W B HECTAHIAPTHOU
CUTyalMsIX. DTO 3alaHusI B OTKPBITON (hopme, TPeOYIOIIHE MOATATHOTO PEIICHUS U
pa3BEpHYTOr0 OTBETA, B T.4. 33JaHUS HAa WHIAUBUIYAJIBHOE WJIH KOJJIEKTHBHOE
BBINIOJIHEHHE MTPOEKTOB, HA BHIMOTHEHUE MPAKTUYECKUX JIEUCTBHM.

Oo0pa3uwbl 3a1aHMi:

1. Ha KOHKpeTHOM =puUMepe npodemMoHcmpupytime OTINYUE PEHICHUS OT
npuKasa.

2. Ilpeocmasvme NENOYKY IPUHATHUS U OPOPMIICHUS PEIICHUS

3. Haszoeume, 4TO BXOUT B MPOIIECC YIPABICHUS JOKYMEHTaMH?

4. Packpoiime  colepkaHwe  Tpoliecca  OpraHM3aldud  3JIEKTPOHHOIO

JTIOKyMEHTO000pOoTa



5. Ilpeocmasbme CTPYKTypy U OCHOBHBIC TpPEeOOBaHUS K COCTaBIICHUIO W
0 OPMIICHUIO JEITOBBIX ITHCEM.

6. U3zn0oicume mpaBuiIa HaITMCAHUS AaHHOTAITMN U 0030pOB

7. Chopmynupyiime TpedOBaHuS K pedeprupoOBaHUIO HHGOPMAITHH

8. Onpeodenume, 4TO BXOJUT B MOHATUS PEPAUTHHT TEKCTA U KOMMUPAUTUHT

V. YueOHo-MeToAnYecKoe U HH(OPMAIIMOHHOE o0ecTiedeHe JUCIMILTUHDI
1.PexoMenyemasi Jureparypa
a) OcHOBHas JiUTEpaTypa:

1. 1. JloxymeHTOBeJAEHHUE : yUeOHUK M NPaKTUKyM Juisi By30B / JI. A. JlopoHuHa [u
np.] ; mox penakmueit JI. A. JloponuHoi. — 2-e u3j., nepepad. u g1omn. — Mocksa :
NznarenscTBo FOpaiit, 2021. — 309 c. — (Bwicmee obpazoBanne). — ISBN 978-
5-534-03053-2. — Tekcr : anextponHbit // ObpazoBarenbHas miatdopma FOpaiT

[caiiT]. — URL: https://urait.ru/bcode/468838 (nara oopamenus: 30.11.2022).

2. 2. Kynses, H. H. loxymentoBenenue : yueOnuk / H. H. Kynses, J[. H. Ypanos, A.
['. ®abpuunoit ; moa pen. npod. H. H. Kynaesa. - 2-e uszz., crep. - Mocksa :
Jloroc, 2020. - 352 c. - (HoBas ynuBepcuterckas OuoOnuoreka). - ISBN 978-5-
98704-329-5. - Tekct : AIIEKTPOHHBIH. - URL:

https://znanium.com/catalog/product/1211628 (nata oopamenus: 30.11.2022).

3. JIOKyMeHTALUMOHHOe o(ecrnedeHHe ynpaBJieHUusl (JEIONPOU3BOJICTBO)
yue6. mocoodue / T.A. brixkoBa, T.B. Ky3nenona, JI.B. Cankuna ; mog o6mi. pen.
T.B. Ky3nenooii. — 2-e u3zf., nepepabd. u gomn. — Mocksa : UHOPA-M, 2020.—
304 c. + Jom. marepuansl [DneKTpoHHBIN pecypc]. — (Bricuiee oOpazoBaHue:
bakanaspuar). - Tekcr : ANEKTPOHHBIN. - URL:

http://znanium.com/catalog/product/1078152

0) JlonosiHuTe ILHAS JIUTEpaATYpa:

1. I'punbepr A. C. JIokyMEeHTAIlIMOHHOE 00ECIIeYeHUE yIpaBiIeHUs: YUCOHUK.
- M.: KOnwtu-Hana, 2015. - 391 c.:[Onexrponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031


https://urait.ru/bcode/468838
https://znanium.com/catalog/product/1211628
http://znanium.com/catalog/product/1078152

2. JloxkymenrtoBenenue: YdeOHoe mocobme / YmrakoBa O.A. - M.:HUI]

NHDOPA-M, 2017. - 64 c. OnekTpoHHbId pecypc. - Pexum nocryna:

http://znanium.com/catalog.php?bookinfo=809874

2.IlporpamMmHoe obecrieueHme

Hepeqeﬂb JUYEHIUOHHO20 NPOcPAMMHOCO obecneyenus 01l CamMoCmosmebHOU

Ppabombl 00YHAIOWUXCS 8 KOMNBIOMEPHBIX Kiaccax Ne 245, 338:

Hepeqeﬂb JUYEHIUOHHO20 NPOcPAMMHOCO obecneyenus 01 CamMoCmosIMebHOU

Ppabombl 00YHAIOWUXCS 8 KOMNBIOMEPHBIX Kiaccax Ne 245, 338:

Coucok I10:

1C:Ilpeampustue 8 (8.3.7.1873) (Axt npuema-niepernaunt NoeTr034562 ot
15.12.2009)

Adobe Reader XI (11.0.13) - Russian

Dropbox

Google Chrome

Kaspersky Endpoint Security 10 mis Windows (AkT Ha mepenady mpaB
ITK545 ot 16.12.2022)

WinDjView 2.0.2

CIIC 'APAHT aspo (moroBop Ne5/2018 ot 31.01.2018)
Muorodynkumonanshbiii penakrop ONLYOFFICE
OC Linux Ubuntu 6ecrumataoe I1O

Adobe Reader XI (11.0.13) - Russian

Google Chrome

Kaspersky Endpoint Security 10 ms Windows
OpenOffice 4.1.1

Qt5.6.0 WinDjView 2.0.2
MuorodyukimonansabIi pegakrop ONLYOFFICE
OC Linux Ubuntu



3. CoBpeMeHHbIe MPodecCHOHATBbHBIE 6a3bI JAHHBIX U MHPOPMALIMOHHBIE
CIPaBOYHbIC CHCTEMbI

Ba3a nannabix Web of Science http://apps.webofknowledge.com

Hayunas snextponnas oubmorexa eLIBRARY .RU https://elibrary.ru

DnekTpoHHas 6a3a gaHHbIX qucceprtaimii PI'b http://diss.rsl.ru/

DnekTpoHHO-0rOoTeuHas cuctema |IPRbooks http://mww.iprbookshop.ru/

DIIEKTPOHHO-ONONMOTEYHAs CHCTeMa «3HaHImyM» WWW.ZNanium.com

o ok~ w DN P

9J'ICKTpOHHO-6I/I6J'II/IOT€‘IHaSI CHUCTCMa n3aaTCiIbCTBA «JIanb»

http://e.lanbook.com

DieKTpoHHO-6KbHoTeyHas crctema FOPAIT https://biblio-online.ru/

4 IlepeuyeHb pecypcoB MH(POPMALHMOHHO-TEIEKOMMYHUKAIMOHHOM CeTH
«MHTEepHeT», HEOOXOAUMBIX /LISl OCBOCHUS AUCHUILINHBI

1. LleuTp colmaabHO-KOHCEPBATHBHOM MOIMTHKH — http://Mww.cscp.ru/;

2. «Pomupy — http://romir.ru/;

3. Bcepoccuiickuii  IEHTp  HCCIIENOBaHUS  OOIIECTBEHHOTO  MHEHUS

(BIIMOM) — http://mwww.wciom.ru;

4, ®oupx «OO0mecTBeHHOE MEEHUEY — http://Mww.fom.ru;

5. Lentp nomutryeckux uccaenosanuii « Mugem» — http://www.indem.ru; u

Ap.
«ITOJIMC»— http://www.politstudies.ru.

. «Pro et contray — http://www.carneqgie.ru/ru/pubs/procontra/.

6
7
8. «Poccus B miodanbHOM nosmtuke» — http://mww.qglobalaffairs.rul.
9

. http://mwww.ecsocman.edu.ru/db/journals.html?show=rus

10. «Pycckwmii XKypram» (http://mww.russ.ru/),

11. «Poccwuiickas Deneparus ceromams» (http://www.russia-today.ru/),

12. «Oxcnepm» (http://www.expert.ru),

13. «[Tomutrueckuii sxypHamy (http://mwww.politjournal.ru/),

14. «Pycckuit Newsweek» (http://mwww.runewsweek.ru/),

15. «Bnacte» (http://mww.kommersant.ru/vlast.aspx),



http://apps.webofknowledge.com/WOS_GeneralSearch_input.do;jsessionid=8C7D9EC281BBB8F7EBE50BECF4859213?product=WOS&search_mode=GeneralSearch&SID=F6WxQi5dRF9ldaj2yd4&preferencesSaved=
http://apps.webofknowledge.com/
http://diss.rsl.ru/
http://www.iprbookshop.ru/
http://www.znanium.com/
http://e.lanbook.com/
https://biblio-online.ru/
http://www.cscp.ru/
http://romir.ru/
http://www.wciom.ru/
http://www.fom.ru/
http://www.indem.ru/
http://www.politstudies.ru/
http://www.carnegie.ru/ru/pubs/procontra/
http://www.globalaffairs.ru/
http://www.ecsocman.edu.ru/db/journals.html?show=rus
http://www.russ.ru/
http://www.russia-today.ru/
http://www.expert.ru/
http://www.politjournal.ru/
http://www.runewsweek.ru/
http://www.kommersant.ru/vlast.aspx

16. «ITomutrueckuii kimacey (http://mwww.politklass.ru/),

17. «ITpodwme» (http://mww.profile.ru/)
18.PUA «Hosoctmy» (http://www.rian.ru/),

19. «ITommt.Py» (http://www.polit.ru),

20. «ITomutkom.Ruy (http://mmww.politcom.ru/),

VI. Meroanueckne marepuajibl [Jisi O0y4alOIIMXCH IO OCBOEHUIO
TACHUTITAHBI
Cooeporcanue Kypca
Tema 1. Teopuss M NPaKTHKA [JOKYMEHTAIMOHHOIO COINPOBOKICHUS U
aAegonpoussoacrea B Poccun
TeMmbl TOKIIa10B
1. DBoronus TEPMUHA «TOKYMEHT.
Junimomatuka JKana MaOuiboHa.

. Hayka o nokymente Iloms Otine.

2

3

4. Bo3HUMKHOBEHHE TOKYMEHTOBEIEHUS KaK Hayku B Poccum.

5. Jlenonpoun3BOACTBO KakK MpaKTHUECKask CTOPOHA HAYKH O JOKYMEHTE

6. JlemompowmsBojcTBo B JIpeBHel Pycu

7. [enomnpou3BOACTBO B IIEHTPAIBHBIX W MECTHBIX YUPEKICHHUIX
Mockogckoro rocynapctsa B XV — XVI BB.

8. «I'enepanbHblil pernmament» 1720 roma cucrteme, CTPYKType H IITaTax
rOCYJIapCTBEHHBIX YUPEKICHUN

9. OcHoBHI aenonpon3BoacTBa B «I eHepasibHOM persiamenTe» 1720 T.

10.XpaHeHue MOKYMEHTOB B TIPUKAa3HOM U KOJUIEKCKOM CHCTEMax
JIeJIONPOU3BOCTBA

11.0co6ennoctu aenonpou3BoacTBa B CeHarte

12 «Yupexnenune nist ynpasienus ryoepuuid» (1775 r.) 006 ycrpoiicTBe
MECTHBIX OPTaHOB BJIACTH M MOPSIKE JACIOMPOU3BOICTBA B HUX

13.Co3nanne  munmcrepctB B XIX  B.. mnpuuuHbl  pedopMbl

rOoCyapCTBEHHOTO yIpaBieHUs, PYHKIIMA MUHUCTEPCTB


http://www.politklass.ru/
http://www.profile.ru/
http://www.rian.ru/
http://www.polit.ru/
http://www.politcom.ru/

14.«O6mee yupexaenue munuctepcts» (1811 r.) o0 opranuzauuu u
MOPSIIKE pabOTHI IIEHTPATBHBIX YUPEIKICHUN

15.0co0eHHOCTH MUHUCTEPCKOTO JiesIonpou3BoicTBa B X1 X B.

16.3apoxaenne coBeTckoro nenomnpouspojictsa B PCOCP. 1917-1922 r.

17.0cobeHHOCTH 1eT0TPON3BOICTBEHHBIX MPOIIECCOB B TIEPBOM MOJTOBUHE
XX Beka

18.'ocymapcTBeHHBIW WHCTUTYT TEXHHKH YIIPABICHUS M €ro pojib B
COBepIIICHCTBOBaHUU AenornpousBoacTia (1920-1930-¢ rr.).

19.Pa3Butue nenornpousBoactsa B 60-70-e IT. mpoIUIOro Beka: OCHOBHbBIE
TEHICHITUH.

20.ITepcrieKTUBBI Pa3BUTHUS OTEUECTBEHHOIO Jenonpou3BojcTBa B XXI

BCKC€.

Tema 2. Ilonarnme «aokymeHnT». CBoiicTBa M (QYHKUMHM [JOKYMEHTA.
Kaaccudpukanusa nokymentoB. Kiiaccupukanus 10KyMeHTOB

[IpakTukym

CryneHTtaMm mpejjiaraeTcsi MpOaHATM3UPOBATh KOMILUIEKT JOKYMEHTOB IO
cleayomemMy oopasiry:

Ilpumep pynkyuonanvnozo ananuza 0OKymeHma

bunem s KuHomeamp

1. Hnghopmayuonnaa ¢pynxyus. Hecer B cebe nHopMaimio 0 KHHOTEATPE C
TOYKU 3pEHUs OpraHu3zanuoHHO-TipaBoBoM (Gopmbl (OO0, 3A0 u T1.1.), O
MPABOBBIX OCHOBAaX JCATEIBHOCTH MPEANPUATHS (HOMEp JIMICH3UH), O
Ha3BaHUU KUHO(DUIIEMA, CEaHCe U T.I.

2. Kommynuxkamuenasa gpynkuyusn. C 0THON CTOPOHBI SBIISACTCS NEPEIATINKOM
nH(bOpMAITUU MEXITY KHHOTEATPOM W 3pUTEJIEM: U3 OWIeTa 3pUTeh y3HACT
pSi ¥ MEeCTo, Ha KOTopbie KymieH Ouier. C apyroil CTOPOHBI, COOOIIaeT
aIMUHUCTPATOPY KHHOTEAaTpa, 4YTO 3PUTEIb HMEET IIPaBO IOCCTHUTH

ONPEAEIIEHHBIN CEaHC.



3. Coyuanvnan  @yukyusn.  SIBasercs  cpeacTBOM  OOIIECTBEHHOTO
B3aumozencTeusa. ObecrnieunBaeT MOTPEOHOCTH OOLIECTBA B OpraHM3aluu
OIIpPENENICHHONW CUCTEMBI (IIpEeIMET KYIUIM-TIPOJaXH, MPHOOpETEeHUE IpaBa
Ha MOCEIIEHUE KHHOTEATPa).

4. Kynemypnaa ynkyusa. llpencraBnsier co0oil CBOEOOpa3HOE «JIULIO»
npennpustud. He ciaydailHO KHHOTeaTpbl CTpeMsTCS JAejlaTh OWJIEThI
KPacOYHbIMH, B pe3yjibTaTe dYero OWJIET CTAaHOBUTCS MUHH-PEKIAMOM
KUHOTEaTpa.

5. Ilpasosasa ¢pynkuyus. Bo-nepBrix, 110001 KMHOTEATp ACHCTBYET Ha OCHOBE
OTIpPEIETICHHBIX MPABOBHIX JTOKYMEHTOB W MMEET IMPaBO BBITYCKATh OHMIIETHI
0 ONpeleleHHbIM oOpa3uaMm. Bo-BTOpbIX, 3puTenb, MOKyHas OWIeT,
npuoOpeTaeT MpaBo Ha MOCEIEHNE KHHOTeaTpa, PaBo MpOXoja Ha CEeaHc.

6. Tosapnas ¢pynkyua. buner sBisercs 00bEKTOM KYILTU-TIPOIAXKU.

7. Hocyzoean ¢pynkyusa. Moxer ObITh NPUOOpETEHA JTOKYMEHTOM B TOM

cJIy4dac, €CJIM OH CTAHCT 00BEKTOM KOJIJICKIITUHN OMJIETOB.

Tema 3. UndpopmanuoHHass U MaTepHAJbHAS COCTABJISIIONIAE JOKYMEHTA.
MeTtoabl wu3MepeHuss uHHoOpMauMu B JA0OKyMeHTe. Buabsl Hocuresen
uHpopManMHU
TeMbI DOKIIaIOB
1. N3ob6perenne Oymaru; Oymara Kak TpaaullMOHHBIA HOCUTENb WH(OpMAIUH,
ee MPenuMylIeCTBa
2. KunomoxkyMeHT: o0O0mIas XapaKTepUCTUKA, TIIOHATHE «KHHOJOKYMECHTY,
nuaduibM, KHHODUIBEM, BUCODUITBEM
3. DOTOIOKYMEHT: dbotorpadusi, JTIAATIO3UTUB, pa3BUTHE
(bOTOTIOKYMEHTUPOBAHUS
4. dOHOMOKYMEHT: rpaMILUIaCTUHKA, (POHOTpaMMa.
5. IlepdopupoBanHblii  TOKyMEHT: oOWIas XapakTepUCTUKa, mepdokapra,
nepdoieHTa

6. Mukporpaguueckuii JOKyMEHT: 0011asi XapaKTepucTuKa



7. OCHOBHBIC BBl  MHKPOTPAPUYECKOTO  JTOKYMEHTA:  MHKPOQHIHM,
MUKpodHILa, MUKPOKapTa

8. MarHuTHbIN TOKYMEHT: MarHUTHAs JICHTa U MarHUTHas KapTa

9. MarHuTHBIN TOKYMEHT: MarHUTHBIA JTUCK

10.0OnTryeckuii JOKyMEHT: ONTUYECKUM JTUCK, ayAM0-KOMITaKT-IUCK

11.0Ontuueckuit  nokymeHT: CD-ROM, Buaeo-kommnakt-auck, DVD-nauck,
MarHUTOONI THYCCKUAN JTUCK

12.T"onorpaduyeckuii JOKyMEHT: UCTOPHUS Pa3BUTHUS, roJIorpaMMa

13.Hocutemu nadopmaruu Ha 6a3e GadII-maMsTH.

14.3Bomronus CpeaCcTB 3aMKucH HHPOpMaluu

15.3ByKoOBas peub ¥ €€ 0OCOOCHHOCTH IpH Tepeaaue nHpopMammm.

16.Pa3Buture 3HaKOBOTO criocoba nepeaayn nHHopMauu

17.bykBEeHHO-CIIOTOBOE MUCHEMO, €T0 OCOOCHHOCTU

18.JIo0KyMEHTHUpPOBaHKE C UCIIOJIb30BAHUEM HOBEHIIIMX TEXHOJIOTUN

19.Ponps nHbOpMaIuU B yIIPaBICHYECKON IEATEIBHOCTH

20.Buapt undopmarnuu, nHGOpMaLKs U TOKYMEHT

Tema 4. lokyMeHTalIMOHHOE OOecneyeHUe YNPABJEHUSI KAaK COCTABJIAIONIAA
4acTh HAYKH 0 IOKyMeHTe. 3aKOHOAaTeIbHO-HOpMaTuBHas 0a3a JI0Y
Ilnan goxknana
1. O6nacts npumenenus HITA
2. Ocuosnble TepMuHbl B HITA
3. IlpuBenensr 1 B Tekcre HIIA ompeneneHuss TEPMUHOB «IOKYMEHT)
(«TOKyMeHTAIus ), «MHGOpMaIIHs, «MHGOPMAIIMOHHBIE PECYPChI» U T.1.?
4. Kakue acnekTtbl paOOThl ¢ JOKyMeHTaMu (odopmiieHHe, yIO0CTOBEpEHHUE,
JIOKyMEHTOOOOpOT | T.1I.) U ¢ uHbopmarmeit (coop, 00paboTKa, XpaHEHUE)
pernamentupyet nanubiii HITA u kakum obpazom?
HITA nais ananu3sa
1. 'K P® gacts 1, rnaBa 4
2. 'K P® ygacrts 1, rimasa 9.1



3. 'K P® yacts 1, rimasa 10

4. TK P® gacts 1, rnaBel 27-29

5. ®enepanbubiit 3ak0H oT 27 utong 2006 . Ne 149-03 «O6 unbopmarmmy,
UH()OPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTE WHHOPMAITII

6. denepanbubiii 3akoH PD ot 27 pexabdps 2002 r. Ne 184 — ®3 «O
TEXHUYECKOM PETyJIMPOBAHUNY

7. ®enepanbubiii 3ak0H PO ot 01 okTsa0pst 2004 1. Ne 125 — @3 «O0 apxuBHOM
nene B Poccuiickon denepanum»

8. ®enepanbubiii 3akoH P® ot 27 wumrons 2006 1. Ne 152 — ®d3 «O
MEePCOHATIBHBIX TAHHBIX)

9. ®enepanbhbiit 3ak0H PO ot 06 anpenst 2011 1. Ne 63-D3 «O0 31eKTpOHHON
MOATTUCH

10.®enepanpubiii 3akoH PO or 02 Mmas 2006 Ne 59-®3 «O mnopsake
paccMoTpeHus oOpareHuit rpaxaan Poccutickoit deneparmy

11.3akon Poccutiickoit @exneparuu «O rocynapcreHHo# Taine» ot 21.07.1993
Ne 5485-1

12.Denepanpubiii 3akoH PO «O xommepueckoi TaitHe» ot 29.07.2004 No 98-
@3

13.®enepanpubii 3akoH P® or 01 wumrors 2005 1. Ne 53 — ®3 «O
rocyaapCTBEHHOM s13bIke Poccuiickoit denepanum»

14.3axon Poccuiickoit deneparuu ot 25 oktsaOps 1991 r. Ne 1807-1 «O
sa3bIkax HaponoB Poccuiickoii denepanuu» (B pen. denepaibHbIX 3aKOHOB
otT 24.07.1998 Ne 126-@3, ot 11.12.2002 Ne165-D3).

15.®enepanbHblil KOHCTUTYIIMOHHBIN 3aK0H OT 25 aexadps 2000 r. Ne 2 — OK3
«O TocynapctBennom repOe Poccuiickoit ®enepauum» (B pen.
denepaibHBIX KOHCTUTYHHUOHHBIX 3aKOHOB OT (09.07.2002 Ne 2 — ®K3, ot
30.06.2003 Nel — ®K3).

16.®enepanpubiii 3akoH oT 9 depans 2009 r. N 8-d3 «O6 obecneueHuun
nocTyna K uH(OpManuu O AESTEIHbHOCTH TOCYAApPCTBEHHBIX OpPTaHOB H

OpraHOB MECTHOI'O CaMOYIIPAaBJICHU S



17.®enepanpubiii 3akoH ot 27.07.2004 Ne 79-®3 (pen. ot 08.06.2015) «O
roCyJ1IapCTBEHHOM TpakaaHckoil ciyx0e Poccuiickoit denepanum»

18.®enepanpubii 3akoH ot 27.05.2003 Ne 58-d3 «O cucreme
rocyJIapCcTBEHHOM city>k0bl Poccuiickoit deneparium»

19.®enepanphbiil 3akoH oT 02.03.2007 Ne 25-D3 «O MyHUIUNATBEHON CyK0e
B Poccutickoit denepanumny

20.@enepanbubiii 3akoH ot 27.07.2010 Ne 210-®3 «O06 opraHuzanuu
MPEIOCTaBIECHUS TOCYAAPCTBEHHBIX U MYHUIIMITAIBHBIX YCITYT»

21. ®enepanbubiii 3akoH 0T 06.12.2011 Ne 402-D3 «O OyxranTepckoM ydere

22.Vxa3 Ilpesunenta PO ot 6 mapra 1997 r. Ne 188 «OO0 yTBepxaeHUH
MepPEeYHsI CBEICHUN KOH(PUACHIIMAIBHOTO XapaKTepa

23.Yka3 Ilpesugenara P® ot 01.02.2005 Ne 112 «O koHKypce Ha 3aMeIICHUC
BaKaHTHOM  JOJDKHOCTH  TOCYJIapCTBEHHOM  TPaKIAHCKOW  CIIY>KObI
Poccurickon ®@enepanum»

24.TlocranoBnenne IIpaButensctBa PD ot 19.01.2005 Ne 30 «O Tumoom
periiaMeHTe B3aUMOJEHCTBUS (eAepalibHbIX OPTraHOB HCIOJHUTEIHHOU
BJIACTH

25.1TocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O06
YTBEPXKJICHUM TIPaBWJI JIEJONMPOU3BOACTBA B  (pemepanbHBIX OpraHax
UCTIOTHUTENbHOM BiacTu» + [IpaBuia nenonpon3BoacTBa

26.ITocranoBnenue IIpaBurensctBa PO ot 22.09.2009 Ne 754 «OO06
yTBepkaeHnn [1oNM0XeHns 0 CHCTeMe MEKBEIOMCTBEHHOTO JJICKTPOHHOTO
JTIOKyMEHTOO000pOTa»

27 .IlocranoBnenue IlpaBurensctBa P ot 26 deBpans 2010 r. Ne 96 «O06
AHTUKOPPYIITMOHHOW OKCTIEPTU3E HOPMATHUBHBIX IPABOBBIX AaKTOB U
MIPOCKTOB HOPMATUBHBIX MPABOBLIX aKTOBY

28.IlocranoBnenue IlpaButenscTtBa Poccmiickort ®@eneparnuu oT 24 OKTIAOps
2011 1. Ne 861 «O denepalibHbIX TOCYAAPCTBEHHBIX WH(OPMAIMOHHBIX
CUCTEMaX, OOECIEUYMBAIONINX TIPEIOCTaBICHUE B JJICKTPOHHOU (opme

rOCyAapCTBEHHBIX M MYHULIMITAJIBHBIX YCIYT (OCYIIECTBICHHE (PYHKITUI)»



29.1locranoBnenne IlpaBurensctBa P® ot 15.04.2014 Ne 313 «O6
YTBEPXKIAECHUH TOCYyAapCTBEHHOM mporpamMmel Poccuiickoir denepanumn
“Nudopmarmonnoe odmiectBo (2011 — 2020 roasr)”»

30.'OCT P 6.30-2003. VYHu¢puuupoBaHHbIE CHUCTEMBI JOKYMEHTAIUH.
VYHudunupoBanHas cucrema OpraHU3allMOHHO-PACIOPSAUTEILHON
JNoKyMeHTanuu. TpeOoBaHus K 0pOPMIIEHHIO JOKYMEHTOB

31.TOCT P 1.0-2004. Crangaptuzauus B Poccuiickoit denepannu. OCHOBHBIE
HOJIO’KEHUS

32.'OCT P 1.2-2004. Crannaptuszanus B Poccuiickoit denepanuu. CtangapTel
HauuoHanbHble  Poccuiickoit ~ @epepaumu.  IlpaBuiia  pa3paboTkw,
YTBEPKACHUSI, OOHOBIECHUS U OTMEHBI

33.I'OCT P HCO 22310-2009 Cucrema craHmaptoB Mo uHGOpMaIUH,
OubIMOTEeUHOMY M U3JaTeNbckoMy aeny. MHbopmanus U 1OKyMEHTaLMs.
PykoBojncTBO s pa3pa0OTYMKOB  CTaHAApPTOB,  yCTAHABIMBAIOLIUX
TpeOOBaHUS K YIPABICHUIO TOKyMEHTaMU

34.0OcHoBHbBIE TpaBmiia pabOThl apXUBOB OpraHu3aIil (0J00PEHBI pelIeHuEM

Komneruun Pocapxusa ot 06.02.2002)

Tema 5. O0mue TpedoBanus K 0GOPMJIEHHIO JOKYMEHTOB
[Ipumep BapuaHTa 1abopaTOpHON PabOTHI

Pazoamounwiti mamepuan: KOMIEKIMS TOKYyMEHTOB Pa3JIMYHOTO BUJIA
3aoanue. Haiigute omimOKu B 0pOpMIIEHUN PEKBU3UTOB JOKYMEHTA.

Obpa3zey 0okymenma:

®EJIEPATTLHASI APXUBHAS CJTYKBA POCCUA
BHUMJIAJ

[Ipodcoro3nas yi., 1.82, Mocksa, 117393
Ten./paxc (095) 718-78-74 E-mail: mail@vniidad.ru
OKIIO 02842708, OI'PH 1027700380795, MHH/KIIII 7708033140/771001001




Ha Ne
01.01.01  Ne 24/3-7

O 3akyrnke yuyeOHBIX TOCOOUI

[Ipocum Bac MpeaoCTaBUTh MEPEUEHb HOBBIX YUYEOHBIX MOCOOMI C yKa3aHUEM IIEH

34 OIWH SK3CMILIAP.

PexTop NOONUCDH

N.N.1BanoB

[IpunoxeHus: nepevyeHb y4eOHbIX KypcoB, Ha 1 1. B 1 3K3.

Tema 6. CucreMbl JOKYMEHTALMA U TPEOOBAHUA K HUM

[Ipaktrueckas paborta

1.

Kakue n3 nepeunciaeHHbIX (QyHKIMI YIpaBIEHYECKUX JOKYMEHTOB OTHOCSTCS
K CUCTEME OPraHU3allMOHHO-TIPABOBOM JTOKYMEHTALIUHN:

perucrpanys OpraHu3aluu;

oOecreyeHue peaim3aly NOCTaBICHHbIX Mepe] OpraHu3anuen 3a1ay;
YCTAHOBJICHUE CTPYKTYpPBI U IITATHON YMCIIEHHOCTU OpraHU3aluu;
YCTaHOBJICHHE peXUMa padOThl OpraHU3allNH;

¢bukcanus pereHnil KoJUIeTHANIbHBIX U COBEIATEIbHBIX OPTraHoB;
(dbopMHpOBaHKE KOJUIETHATBHBIX U COBELIATEIbHBIX OPTaHOB;

VHULIMMPOBAHUE MIPUHATHS YIIPABICHYECKUX PELICHU;

JIMKBUJALNAS OpraHU3aluu;

oOecrieyeHue ynpapisieMOCTH OOBEKTA 10 BEPTUKAIIH.



1)
2)
3)
4)
5)
6)
7)
8)

b)

d)

f)

9)

h)

[TonOepute U3 criucka onpeaeeHus JUisl CIETYOINX JOKYMEHTOB:
YYPEIUTENIbHBIA TI0IOBOP;

yCTaB;

MOJIOKEHUE 00 yUpEXKICHUH;

IIOJIOXKEHHUE O CTPYKTYPHOM MOJPA3ECIICHNH;

JOJDKHOCTHAs! MHCTPYKIIHS,

HITATHOE PaCIUCaHUE;

pErJIaMeHT;

UHCTPYKIIUS.

IIPABOBOM aKT, ONPEIEISAIOIIMNN CTPYKTYPY, YUCIEHHOCTD, JOJDKHOCTHOM COCTaB
U OIUIaTy TpyAa paOOTHUKOB OPTaHU3AlNY;

NpPaBOBOM aKT, ONpEAENSIIONMI cTaryc, 3anadyd MU (QyHKUUH, TpaBa,
OTBETCTBEHHOCTb, HOPSIIOK NEeATENBHOCTH rOCyapCTBEHHBIX "
MYHHUIIUIAIbHBIX OIOJKETHBIX HEKOMMEPUECKUX OPTaHU3alNM;

IpaBOBOM aKT, H3AABAa€Mblii B MEJIX pErIaMEeHTAllMH OpraHU3alluOHHO-
IIPABOBOT'O MOJOXKEHUS paOOTHHKA, €ro 00s3aHHOCTEH, paB, OTBETCTBEHHOCTH
1 00€CIeYnBAIOIIMK yCIOBHS 17151 €ro 3(hPEeKTUBHON pabOTHI;

JOKYMEHT, B KOTOPOM CTOPOHBI OOSI3YyIOTCSI CO3/4aTh IOPUIMYECKOE JHIO U
ONPENENSIIOT MOPSAAOK COBMECTHOM JIEATENIBHOCTH 10 €r0 CO3JaHUI0, YCIOBUS
nepeavyr eMy CBOEro UMYILECTBA U YUYACTHS B €0 ACSITEIbHOCTH;

IPAaBOBOM aKT, YCTAHABIIMBAIOIIMN cTaTyc, (pyHKUMH, MpaBa, OO0S3aHHOCTH U
OTBETCTBEHHOCTh CTPYKTYPHBIX MOJAPA3IAECICHUN U UHBIX OPTaHOB;

NPaBOBOM aKT, COAEpXkAIIMi MpaBuia, PEryJIUpPYIOLIME OpraHU3alMOHHBIE,
HAyYHO-TEXHMUYECKHE, TEXHOJIOITMYECKre, (PMHAHCOBBIE U WHBIE CIELUATbHbIC
CTOPOHBI JEATEILHOCTH OpraHu3aluid, WX CTPYKTYPHBIX MOApA3IEICHUN U
JOJKHOCTHBIX JIMILI;

IIPaBOBOM aKT, ONPEAEISIIONIMI CTaTyC, OPraHU3alMOHHYIO CTPYKTYpY, LEIH,
XapakTep U MOPSIOK AESITEIbHOCTU CO3aHHOTO IOPUINYECKOTO JIULIA;
IIPaBOBOM AaKT, YCTAHABJIMBAIOIIMI MOPSIAOK JEATEIBHOCTH PYKOBOJICTBA

opraHu3aly, KOJUICTHAJIBHOI'O UJIM COBCIIATCIBLHOT'O OpraHa.



Kakne w3 mMepeyucieHHbIX PEKBU3UTOB SBISIOTCS
OpraHU3alMOHHO-TIPABOBHIX JIOKYMEHTOB:
HAaMCHOBAaHHUE OpraHU3aIlMU-aBTOPA;
ajpecar;

HAaMCHOBAaHHE BHJIa JOKYMCHTA,;
CIIPABOYHBIC JTAHHBIC OpraHU3aIMH-aBTOPa,;
JaTa ¥ HOMep;

3aroJIOBOK K TCKCTY;

OTMETKA 00 MCIIOJTHHUTEIIC;

MECTO COCTABJICHHS.

Kem yTBep:kaaroTCs clieIyomue T10KyMEHTHI:
yCTaB;

MOJIOKEHHE O CTPYKTYPHOM TI0/Ipa3/ie/ICHUH;
JIOJDKHOCTHASI MHCTPYKITHS,

WHCTPYKITHS;

IITAaTHOC paCIInCaHuC.

00s13aTENbHBIMA IS

5. Kakue u3 nepevnciieHHbIX (YHKIUNA YIPaBICHYECKUX JOKYMEHTOB OTHOCSTCS K

CUCTEMC PACIIOPAIUTCIIBHBIX TOKYMCHTAIIUH:

a) oOeclieyeHHE pean3alry MOCTaBICHHBIX IIEPE OpraHu3alueii 3a1ad;

b)
c)
d)
€)
f)
9)
h)
i)
)
k)

perucTpanys OpraHu3aiuu;

YCTAHOBJIEHHE CTPYKTYPhI U IITATHOW YUCIEHHOCTH OpTraHU3aluy;

(uKcalus peleHnii KOJUIeTHaIbHBIX U COBEIIATENbHBIX OPTraHOB;

(bOpMI/IpOBaHI/IC KOJJICTUAJIbHBIX U COBCIIATCIIbHBIX OPTaHOB,

VHULMHAPOBAHUE PUHATHS YIIPABICHUECKUX PEIICHUN;

(buKcalys peleHnii aAMUHUCTPALIMY OpPTaHU3alUy;

(dbuKcanus Xo/a 3aceTaHuil KOJUICTHAIBHBIX U COBEIIATEIIFHBIX OPTraHoOB;

JMKBUIALMS OPraHU3aLNN;
uH(popmMupoBanue o ¢pakTax, COObITHS, IEUCTBUSIX;

oOecrieueHue yrnpapisieMOCTH 00BEKTa 10 BEPTUKAIIH.

6. [TonGepute u3 cnucka onpeaeaeHus s CASAYIONUX JOKYMEHTOB:



1)
2)
3)
a)

b)

d)

f)

MTOCTaHOBJICHHUE; 4) ykaszaHwue;
pelieHue; 5) pacnopsokeHue;
NpUKa3; 6) mokiamHas 3amMcKa

JIOKYMEHT, aJIpECOBAaHHBIA PYKOBOAUTEIIO JAHHOM WJIA  BBIIIECTOSIIECH
OpraHM3aliy, COAEPXKAIUN O0CTOATEIBHOE M3JI0KEHUE KaKOro-I1ubo Bompoca
C BBIBOJIAMH U MPEMJIOKECHUSAMU COCTABUTEILS;

IIPAaBOBOM aKT, IIPUHUMAEMBIM BBICIIMMHU WM HEKOTOPBIMH LEHTPAJIbHBIMU
opraHaMu (penepanbHOW HCIOJHUTENBHON BIIACTH, ACUCTBYIOLUIMM Ha OCHOBE
KOJUIETUAJIBHOCTH, IPEICTABUTEIBHBIMA W  KOJUIETHAJIBHBIMM  OpraHaMH
cyowsekToB Poccuiickoit denepaiuu B HeisX pa3pelieHnst Haubosee BaXXHbIX U
OPUHIUNHAIBHBIX  33Ja4, CTOSIIMX IIepe]  JaHHBIMM  OpraHaMH, U
YCTaHOBJICHHSI CTAOUIIbHBIX HOPM, ITPABUJL;

[IPAaBOBOM AaKT, M3/1aBACMbI PYKOBOAUTEIIEM OpPraHU3alMU, JECHCTBYIOLIEH Ha
OCHOBE €IUHOJIMYHOIO NPUHATHUA PEIICHUH, B LEIAX pa3pelIeHUs] OCHOBHBIX U
ONEPATUBHBIX 3a]1a4, CTOSIIIUX MEPE]l OPTaHU3ALMEN;

IIPaBOBOM aKT, IPUHUMAEMBIN KOJJIETHAIIBHBIMU U COBELIATEIbHBIMU OPTaHAMMU
YUpPEXKACHUIN, OpraHu3alui, NPeaNpusTAd B LENAX pa3pelleHus Hauboiee
BAJKHBIX BOIIPOCOB UX JEATEIBHOCTH;

IIPAaBOBOM AaKT, W31aBAEMbIM EIWHOJIUYHO DPYKOBOAUTEIEM KOJUICTHAIBHOIO
OpraHa yIpaBJICHUS B IIPEAENax NPEeIOCTABICHHON €My KOMIIETCHIINH, & TAKKE
PYKOBOJIHUTEIAMU OpraHU3alui, JEHCTBYIOIIMX HA OCHOBE €IMHOHAYAINS, B
LEJSAX pa3pelIeHUsl ONEPAaTUBHBIX BOIIPOCOB;

IIPABOBOM AaKT, W3ABAEMbI €IWHOJUYHO PYKOBOJAWTEIEM OpPTraHU3alHH WIIU
€ro 3aMECTUTEISIMH MPEUMYIIECTBEHHO [0 BOIpocaM HH(POPMAIMOHHO-
METOAMYECKOTO XapaKTepa, a TAK¥Ke 10 BOIPOCAM, CBSI3aHHBIM C OpraHU3alnen
BBIIIOJIHEHHS MTPUKA30B, MHCTPYKLUI M APYTMX NPABOBBIX AKTOB JaHHOW WIIN

BBIIIECTOSIIIEA OpPTaHU3allNK;

7. Kakne u3 NEPEUNUCICHHBIX 3TAIlOB IMMOATOTOBKHN OTHOCAT K PACIIOPAANTCIIBHBIM

JAOKYMCHTAM, N31aBa€MbIM HAa OCHOBC CIUHOJJIMYHOT'O IIPUHATHUA pemeHHﬁ:

a) JOBEJICHHUE JIOKYMEHTA JIO MCIIOJTHUTEIIS,



b) mopabGoTka mpoekTa 1o 3aMeYaHHsIM;

C) MOJIMCAaHUE TOKYMCHTA;

d) moAroToBKa MPOEKTa PEIICHHS IJIsi BRIHECEHHS HA PACCMOTPEHHUE;

) coriiacoBaHUE MPOEKTa JOKYMEHTA;

f) obOcyxneHue Bonpoca Ha 3acelaHUU;

g) cOop u aHaIM3 HHPOPMAIHH IO BOIIPOCY.
8. Kakme u3 mnepeduciieHHbIX B M. 4 3TaloOB OTHOCAT K PacHopsauTEIbHBIM
JOKYMEHTaM, U3aBacMbIM IIPU KOJUIETHAIbHOM NPUHATUH PEIICHUN?
9. Kakue cCymecTBylOT CrnocoObl (UKCAMU YIOPABICHYECKUX PEIICHUM,
IIPUHAMAEMBIX KOJJIErHAJIbHBIM OpranoM? YTo Takoe NpOTOKOJIBbHOE peleHne?
10. Uro MOXeT SABIATHCS OCHOBAaHUEM [UIsl W3JaHUS PACIOPAIUTEIBHOTIO
JIOKYMEHTA?
11. M3 xakux 5JIE€MEHTOB COCTOMT KaXK/blil IYyHKT pPACIOpPSIUTENIbHON YacTu
npuka3a? Kak opopMISIOTCS MyHKTHl paclopsIUTENIbHON YacTu NpuKasza, €ciu
OHM HOCSAT OpTraHM3AIMOHHBIM XapakTep WM YTBEPXKIOAIOT KaKHe-Tuoo
JIOKYMEHTBI?
12. Yem otsinyaeTcs pemieHue oT npukasa?
13. Kakue u3 nepeuncieHHbIX QyHKIUN yIpaBIeHYECKUX JOKYMEHTOB OTHOCSTCS
K CUCTEME CIIPAaBOYHOM IOKyMEHTALIUU:
a) oOecrieueHHe peaar3alny OCTABICHHBIX MIEpe]] OpraHu3aluei 3a/1ay;
b) perucrpaius opraHu3alyu;
C) YCTaHOBJICHHE CTPYKTYPBI M IITATHOW YACIICHHOCTH OpPraHU3allHH;
d) dukcanms pemeHuii KOJJIETHAIBHBIX M COBEIIATEIILHBIX OPTaHOB;
e) gopMupOBaHUE KOJUICTHALHBIX U COBEIIATEIbHBIX OPTaHOB;
f) wHMIMEpOBaHWE MPUHATHS YIIPABICHUYCCKUX PEIICHHIA;
g) ¢ukcaius peleHui aIMHUHUCTPAIINN OPTraHU3aIUH;
h) dukcanus xoma 3aceaHuii KOJUIETHATBHBIX U COBEHIATEIBHBIX OPTaHOB;
1) JIMKBUIALHKS OpraHU3al[1H;
J) uHbOpMHUpOBaHHUE O (paKTax, COOBITHS, TEHCTBHSIX;

K) obecrieuenue ynpaBisieMOCTH O0OBEKTa 110 BEPTUKAIIH.



14. OnuiuTe anroput™ opOpMIICHHS TPOTOKOJIA.

15. TlonGepuTe U3 criucka ONpeaeIeHus JUTsl CISTYIOINX JOKYMEHTOB:

1) cimyxeOHas 3aInCKa; 6) crpaBka;

2) TpeIyIoKeHHE, 7) akr;

3) mpenacTaBicHHE; 8) Tenerpamma;

4) 0OBICHUTENIbHAS 3aIKCKa, 9) 3akioueHue;
5) mpoTokoi 10) NepPeUYCHb.

a) JOKyMEHT, COJCpXKalllMid  CHUCTEMaTH3UPOBAHHOE  IEPCUUCIICHHUE
MPEAMETOB, JIUI, OOBEKTOB WM pabOT, COCTABICHHBIA B IEIAX
pacrpocTpaHeHHUs Ha HUX OINPEACICHHBIX HOPM HIIH TPeOOBaHMIA,

b) 0000IIeHHON Ha3BaHWE PA3JIUYHBIX [0 COACPIKAHUIO JTIOKYMEHTOB,
BEIZICISIEMBIX B CBSI3M C OCOOBIM CITOCOOOM Tiepenadd TeKCTa — TI0
KaHaJlaM TejierpadHoi ceTu oOIIero MoJib30BaHUs;

C) JTOKYMEHT, COCTaBJISIEMbIH IO BOMPOCAM MaTepHAIbHO-TEXHUYECKOTO,
MH(OPMAIMOHHOI0, XO34MCTBEHHOTO OO€CreYeHuss paOOTHUKOM WM
PYKOBOJMTENIEM  TOJApa3/eJieHuss Ha WMS  PYKOBOAUTENS  WIU
CIIELUAIIUCTA IPYTOro MOJIpa3/IeJICHHUS;

d) mOKyMeHT, coeprKalliii ONMMCAHUE W TOATBEPXKICHUEC TEX WM HHBIX
(bakToOB U COOBITUH.

€) JOKYMEHT, COAep alluid MpeUIOKCHHEe O Ha3HAYCHHUH, MEpPEeMCEIICHUH
VI TIOOIIPEHUU PabOTHUKA YUPEIKICHUS;

f) mokymeHT, cocTaBliseMblii PaOOTHMKOM OpraHM3allMd HAa  MMS
BBITIIECTOSAIIETO JTOJDKHOCTHOTO JIMIA B TENAX OOBSICHCHUS MPUYUHBI
KaKOTo-In00 IeHCTBUS, (paKkTa, MPOUCIICCTBUS;

g) JOKYMEHT, COJICpXallluid 3aluCh XOoJa OOCYXXICHHS BOIIPOCOB H
NPUHATUS  PEIICHWHA Ha COOpaHMsSIX, 3acelaHusAX, COBCIIAHUSAX,
KOH(EpEeHIIHAX, TeTOBBIX BCTPEYAX;

h) moxymeHT, coaeprKaliuii MHEHHE, BHIBOJIbI OPraHU3aIMH, KOMUCCUHU WIIH

CHELMAIUCTA 110 KAKOMY-JTHM00 JOKYMEHTY WJIH BOIIPOCY;



1) TOKYMEHT, COCTABJICHHBIN /IS IOTBEPKICHUS YCTAHOBJICHHBIX (PAKTOB,
COOBITHI UJIH JEHCTBUM;
J) IOKYMEHT, COJIep)Kallui MepevyeHb KOHKPETHBIX MPEUIOKEHUN 10
OIPEICIIECHHOMY BOIIPOCY

16. Kakue u3 TNeEpEeUnCICHHBIX PEKBU3UTOB SIBISIOTCA O00A3aTEIbHBIMH IS
OOJIBIIMHCTBA CIIPAaBOYHO-UH(POPMALMOHHBIX TOKYMEHTOB:

d) HaMMEHOBAaHWE OPTraHU3AIMH-aBTOPA;

b) ampecar;

C) HaMMEHOBAaHWE BHUJA JJOKYMCHTA;

d) cnpaBouHBIC JaHHBIC OPTaHU3AIUN-ABTOPA;

e) mara u HOMep;

f) 3aroyioBOK K TEKCTY;

g) OTMeTKa 00 UCIIOJIHUTEIIE;

h) mecro cocraBneHus;

1) rpud yrBepKIcHHS.
17. B yem cocrour paznuuue B OQGOPMIICHUM W TOANHUCAHUHM BHEIIHUX U
BHYTPCHHUX CIIPABOYHBIX JOKYMEHTOB (IOKJIAJHAS U OOBSICHUTEIbHAS 3aIMCKH,
CIIPaBKHU U T.1.)?
18. Uem oTiM4aroTCs APYr OT Apyra NOKIAAHas, cilyeOHas W OOBSICHUTEIbHAS
3aIUCKU?
19. KakoBo HampaBiieHue IBMKEHUS IO YIPABICHYECKON BEPTHKAIN CIIPABOYHBIX
JOKYMEHTOB?
20. ITouemy IPOTOKOJI MOKHO OTHECTH M K PACHOPSAUTEIBHONM U K CIIPAaBOYHOMU

JOKyMEHTAIu?

Tema 7. JJoxkymeHnTHass koMMyHukanusi. /[okymMeHTO000pOT. YmpaBiieHHe
AOKYMEHTAMHU
Tembl noKIa10B

1. Cnyx0a nemompou3BOJICTBA OpraHU3ANMU: JOJKHOCTHOW W YHUCICHHBIN

COCTaB, 33/1a4 U (DyHKIINH



2. UHCTpyKIUS MO EI0MPOU3BOCTBY: COCTAB Pa3eiiOB, MOPSIOK pa3padOTKU
u opopmiieHus.

3. Opranuzanus paboThI C JTOKYMEHTaMH. [lenTpanu3oBaHHas,
JEIEHTPAIN30BaHHAsT W CcMemaHHas ¢opma paboThl € JOKyMEHTaMHU:
JIOCTOMHCTBA U HEAOCTATKN KaXI0H (POPMBI.

4. Tlonstne  «IOKyMeHTOOOOpOoT». KojuuecTBeHHbIE W  KadeCTBCHHBIE
XapaKTePUCTHKHU TOKyMeHTO000poTa. O0BeM TOKyMEHTOO000pOTa.

5. DKkcneauimoHHast o0paboTKa JOKYMEHTOB.

6. Peructpamusi JOKyMEHTOB: OCHOBHBIC PETHCTpPAIMOHHBIC (OPMBI, HX
XapaKTEPUCTHUKA, JOCTOMHCTBA M HETOCTATKH.

7. CoxkpaiieHust 00beMOB JIOKYMEHTOO00POTa: OCHOBHBIE HAITPaBJICHUSI.

8. Opranu3zanust KOHTPOJISA UCIIOTHEHUS JOKYMEHTOB.

9. Opranuzanus paboThl C BHyTPEHHUMHU JOKyMEHTaMHU.

10.Opranuzaius paboOThI ¢ UCXOAAIIUMU TOKYMEHTaMHU.

11.HomenknaTypa Jed1 OpTraHM3alliu: BHUIbI HOMCHKJIATYP, TOPSAOK
COCTAaBJICHHSI.

12 Muanexcammst  aen. OdopmileHHe 3aroyioBKOB 1€l TPH  COCTaBICHUHU
HOMEHKJIATYPHI.

13.0OnepaTuBHOE XpaHEeHUE JOKYMEHTOB. DopMHUpOBaHKE JOKYMEHTOB B JIeTa.

14.TTonHoe u yacTu4HOE ohopMIieHUe Jed.

15.TTopsinok cocTaBiIeHUs! OMKCEH J1eT.

16.Opranuzanus nepenayu Aell Ha apXUBHOE XPaHCHHUE.

17.2OxcnepTr3a IIEHHOCTH TIOKYMEHTOB. KpuTepnn O1ieHKH TOKyMEHTOB.

18.OxcneptHast komuccHus opranmzainus. llomokenwe 00 dIKCHepTHOM
KOMUCCHH.

19.0mpenenenre CpoKOB XpaHEHUS! TOKYMEHTOB. THUIIOBBIE M BEIOMCTBEHHBIE
MIEPEUHHU.

20.Opranu3anus AeJI0NPOU3BOJICTBA IO OOpAIICHUAM IPaXKIaH



Tema 8. KoMmiekcbl JOKYMEHTOB M COBPEMEHHbIE€ TEXHOJOIrMH PadoOThI C
HUMHU

Tewmsl 3cce

1. CooTHOILIEHNE TOHATUI «KOMIUIEKC TOKYMEHTOBY, «JIOKYMEHTHBIE PECYpPCHI»,
«UH(POPMALIUOHHBIE PECYPCHI».

2. l'ocynapcTBeHHBIE U HETOCYapCTBEHHBIE HHPOPMAIIMOHHBIE PECYPChI

3. Knaccuduxkarus ”HPOPMAITMOHHBIX PECYPCOB

4. Tlonarue «I0KyMEHTAJIbHBIN (OHI», CTPYKTYpa T0KYMEHTaIbHOTO (hOHAA.

5. IlepBuuHbIE KOMIUIEKCHI JIOKYMEHTOB

6. OnexTpoHHbIE WH(OPMAIIMOHHBIE PpECYpChl OpraHu3aluid, HX COCTaB H
0COOEHHOCTH

7. llepcoHanbHble JOKYMEHTHBIE PECYpCHI: IOHSTHE, COCTaB, OCOOEHHOCTHU
XpaHEHUS U y4eTa.

8. ApXUBHBIE KOMILUIEKCHI: TOHSATUE, BUbI APXUBHBIX (DOHIOB.

9. ApxuBHbiid poHa PO kak KOMIUIEKC JOKYMEHTOB.

10. JloxymeHTHble (oOHIBI OUOIMOTEK M My3€eB: OCOOCHHOCTH (OHIOB, HUX
OTJIMYME OT APXUBHBIX (POHJIOB.

11. Pecypcwsl HayyHO-TexHUYeckoi wuH(Mopmaruu. [ocymapcTBeHHas cuctema
HAyYHO-TEXHUUYECKON UH(POpMAIIH.

12. Pecypchl craTucTMdeckod HHPOpMalUu: OCOOEHHOCTH (PopMUpOBaHUS
pecypcoB, o0paboTka cratuctudeckord mHbopmarmu, ['ocymapcTBeHHas cucreMa
CTaTUCTHUKHU.

13. PacrnpeneneHHble 3JEKTPOHHbBIE PECYPChI, 0COOEHHOCTH UX (HOPMUPOBAHUS U
GyHKIIMOHUPOBAHUS.

14. MecTo 1 poJib JIEKTPOHHBIX OMOIMOTEK B CUCTEME IOKYMEHTHBIX PECYPCOB.
15. TlepcieKTUBBI pa3BUTHS SICKTPOHHBIX OUOIHOTEK.

16. InTpaHeT u €ro Ha3Ha4YCHUE

17. Cucrema MEXBEJOMCTBEHHOTO JJICKTPOHHOTO  B3aUMOJCHUCTBHUA, €€
HA3HAYCHUE U OCOOEHHOCTH

18. MexBeIOMCTBEHHBIN JIEKTPOHHBIN JOKYMEHTOOOOPOT, €r0 3HAYCHHE.



19. Equnbiii nopTasi rocy1apcTBEHHBIX YCIYT Kak HHGOPMAIlMOHHAS CUCTEMA

20. DNeKTpOHHBIE apXUBBI U UX OCOOCHHOCTH.

Tema 9. OcHoBBbI padoTBLI ¢ JOKYMEHTHOH MH(popmanueii: pedepupoBanue,

pelaKTUPOBAHUE, pePANTHHT

[Tpumep 3aganus Ha TPAKTHUECKYIO PaboTy
Pazoamounsiti mamepuan. XKypuainst «llomcy, «Couuncy, «JlenonponsBoacTBoy.
3aoanue. BeiOpaTh U3 NPEII0KEHHBIX )KYPHAJIOB OHY CTAThIO U HANKCaTh HA HEEe

anHoTauuio. Caenarb pepailTUHT BBIOPAHHOW CTaThU.

MoayJibHbIE TECThI
MoayabHblii TecT Ne 1
1. Yto yka3piBaercs B pekBu3nute «lloanuchb» npu y10cToBepeHUN aKTa:
a) JOJDKHOCTH JIUI, BXOJSIIUX B COCTAB KOMHCCHU;
b) pacnpeneneHue 00s3aHHOCTEH B COCTaBE KOMHCCHHU;
C) JODKHOCTH JIMI[, BXOJSIIMX B COCTaB KOMHCCHHM W pacrpeieiicHue
00s13aHHOCTEH MEXKTy HUIMHU B COCTaBE KOMHUCCHH.
2. Kakum o0pa3oM nmpocTaBJisieTcsi HA JOKyMeHTe OTTUCK MeYaTu:
a) OTTHCK IeYaTH JOJIKCH 3aTparuBaTh YaCTh IMOIIHCH,
b) oTTHCK MmeyaTu AOJDKEH 3aTparuBaTh 4acTh PACHIM(PPOBKHU MOIKCH;
C) OTTHCK IeYaTH HE JOJDKEH 3aTparuBaTh AJIEMEHTHI ITOIIMHCH
3. Kakum o0pa3omM Ha JOKyYMeHTe pPacnojaraloTcs MOJAMUCH JIUI, PABHBIX MO
TOJKHOCTH:
a) Ha OJTHOM YpOBHE;
b) oama mox apyroii.
4. Kak odopmisieTcsi NOANMUCH HA OJIAHKE OPraHU3ALMHU:
a) HaMMEHOBAHHE JOHKHOCTH BKJIIOYACT HAMMCHOBAHHME OpraHU3al[1H;
b) HanMeHOBaHWE TOKHOCTH YKA3bIBAETCS COKPAIIEHHO;

C) HAaMMCHOBAHHC NOJDKHOCTH HC YKA3bIBACTCH.



5. Kak ogopmisieTrcss 0TMETKA 0 HAJTMYMHU NPHJIOKEHUH B MUCbMAaX COIJIACHO

0Te4YeCTBEHHOMY CTAHAAPTY:
a) 10 MOJIKUCH;
b) mocne moamucw;
C) B TEKCTE JOKYMCHTA.

6. Ilo kakomMy H3 3THX KJIAacCH(PMKATOPOB mpocTaBisieTcsi Koa (GopMbl
JOKYMEHTA
a) OOmIepoCcCUiCKUil KIIacCU(PUKATOP CTAaHIAPTOB,;

b) OGmepoccuiickuii kmaccuuKraTop MpoOaYKIUH;

c) OOmiepoccuiicKuil KITacCU(PUKATOP YIIPABICHYSCKON JTOKYMEHTAIIHH;
d) Oomiepoccuiickuii KiacCUpUKaTOp MPEANPUATHI U OPraHU3aIlUil;

e) OO6mepoccuiicKnii KIIacCU(PUKATOP 3aHATHH.

7. Bo3mM0:XHO JIM pa3MelleHHe Ha OJaHKe COKPAIIEHHOI0 HAWMMEHOBAHMSA
OpPraHM3alun:

d) pa3MemieHHe Ha OJlaHKE COKPAIEHHOTO HaWMEHOBaHUS
OpraHu3alMK CTaHJIAPTOM HE JOIYCKAaeTCs;

D) cokpaiieHHOe HaWMMEHOBaHUE MOXKET OBITH pa3MEIICHO Ha
OJaHKE HUKE TTOJTHOI0 B CKOOKaX;

C) COKpalICHHOE HAaUMEHOBAHUE MOXET OBITh Pa3MEIICHO Ha
OJlaHKE BMECTO TIOJIJHOTO HAWMMEHOBAaHMUS, €CIU  OHO
3aKPEIUICHO B yCTABE OPraHU3aLUU.

8. Kak, cormacno I'OCTy, odopmiasiercss pexkBu3ut «HaumeHoBanme
OpPraHu3alMn», ecJM CylecTByeT Heo0XoauMocTh ero ogopmjeHusi Ha
JABYX SI3bIKAX:

a) I'OCT ne nomyckaeT ohopMIICHUS pEKBU3UTA Ha JIBYX S3bIKAX;
b) HaumeHOBaHWE OpraHW3allil HA WHOCTPAHHOM MU  BTOPOM
rOCYAapCTBEHHOM SI3bIKE€ pacrojaraercd HWXKE WIM copaBa OT

HanMMCHOBAHHA Ha PYCCKOM A3BIKC,



C) HAaUMCHOBAaHHWE OpraHMW3AallMK HA WHOCTPAHHOM WJIM BTOPOM
TrOCY/IapCTBEHHOM f3BIKE pacrojiaraeTcsi BbIIE WM CJIeBa OT
HAaMMEHOBAHUS Ha PYCCKOM SI3bIKE.

9. Uro 0003HAYAIOT 1BA NMEPBLIX 3HAKA B Ko/ie (POPMbI JOKYMeEHTA:

a) kiacc Gopm;

b) nmoakmacc Gpopm;

C) perucTpanroOHHBIA HOMEP (POPMBI.

10.Y10 o0003Ha4alOT 4YeTBepPThIii M MNATHLIH 3HAKH B OCHOBHOM
rocyJ1apcTBeHHOM PerucTpPaluOHHOM HOMepe (Hanpumep,
1027700380795):

a) mpu3HaK oTHeceHust Homepa k OI'PH;

b) nBe mociemuue nupHI roia BHECEHUS 3aIIHCH B PEECTP;

C) KomoBOe 0003HaYCHHHU CyObekTa PD.

11. B yem 3akJjI0yaercsi OCHOBHOe Ha3HayeHHe pekBu3uTa «UnenTudukarop
IJIEKTPOHHON KOMUM TOKYMEHTa»:

d) FOPUANYECKOE yIOCTOBEPEHUE TOKYMCHTA,

b) cBeaeHust 00 aBTOpE OPHUITMAIEHOTO JIOKYMCHTA;

C) yka3aHHe Ha MOMCKOBBIC MPU3HAKH JOKYMECHTA;

d) ykasaHue Ha KONUHHOCTH JOKYMEHTA.

12. Moryr Ju JejioBble mHcCbMa o0QOPMJSITbCS Ha o0meM OJaHKe
OpraHu3auuu

a) oOmmi OnaHK mnpeaHa3HadeH s O(OPMIICHHS BCEX BHJIOB
JIOKyMEHTOB:

b) nenoBbie mHcbMa MOTYT OGOPMIIATBCS Ha oOIIeM OaHKe I10
YCMOTPEHHIO OpTraHu3alliu-aBTopa,;

C) JenoBble MHCbMa MOTYT O(GOPMIISATHCS TOJBKO Ha OJaHKEe MHChMa
OpTraHU3allnu.

13. Ckoabko BapuaHToB wu3oOpaxenusi [ocynapcrBennoro I'epoa P®
NpeyCMOTPEHO COOTBETCTBYHIIIMMH 3aKOHOAATEIbHBIMY AKTAMMU:

a) OJIuH;



b) nBa:
C) Tpu;
d) gersipe.
14. Kakum o0pa3oM NMpocTaBJIsieTCsi HOMEP CTPAHUIBI B MHOTOCTPAHHMYHBIX
JTOKYMEHTAX:
a) TOCepeMHE HIKHETO MOJIS JINCTa IOKYMEHTA,
b) B mpaBOM HWKHEM YTJIy JIUCTA JOKYMCHTA,;
C) TOCepeMHE BEPXHETO IMOJIS JINCTA JOKYMEHTA;
d) B mpaBOM BepXHEM YTy JIHCTa JTOKYMEHTA.
15. Kaxoii Bapuant I'ocynapcrBenHoro I'epoa P® pasmemaror Ha OJiaHKax
IHocranosaenuii IllpaBurenscrea P@:
a) MHOTOIIBETHBIN BapHAaHT;
b) oaHOIBETHBII BApHAHT C repajibINnICCKUM IIIUTOM;
C) OJTHOIBETHBIN BapUaHT 0€3 repaabandecKoro IuTa,;
d) yHudukanus nHGOPMAITMOHHBIX 3JIEMEHTOB JOKYMEHTOB.
16.Kakoii cnenuduyecknii PeKBU3UT NPOCTABJISIETCS HAa YyUYpeauTeJbHbIX
JTOKYMEHTAX OPraHu3alunm:
a) MACHTH(PHUKAIIMOHHBI HOMEp HAJIOTOIIIaTE IbIINKA;
b) oTmeTka o peructpaiuu;
C) xox (hopMBI JOKYMEHTA
17.Y9T10 Takoe oTMeTKA 00 UCIIOJTHUTEJIE:
a) MHHUIUATBI U (haMWINS YeJI0BEKa, TIOATOTOBUBIIETO JOKYMEHT;
b) wHHUIMANEI 1 haMUITUST PYKOBOIAMTESI OpTraHU3AIINY;
C) yka3aHHe Ha JIMIIO, KOTOPOMY IOJIyde€HO HCIIOJHCHHE MPEIIUCaHUH,
COZCPIKALIUXCS B JIOKYMEHTE.
18.Kakum o0pa3oM Ha JOKYMEHTE PacHojIaraloTcs MOANNCH JHUIl, He PABHBIX
M0 A0/ZKHOCTH:
a) Ha OJJHOM YpOBHE;
b) oama moa apyroii.

19.Kak oopmiisieTcsi moANMch HA OJIaHKe JOJIKHOCTHOTO JIHIA:



d) HaMMEHOBAaHHWE JIOJDKHOCTH BKIIFOUACT HANMEHOBAHHME OPTaHU3AINY;
b) HamMeHOBaHWE JOKHOCTH YKA3BIBAETCSl COKPAIICHHO;
C) HaMMEHOBAHHUE JIOJDKHOCTH HE YKa3bIBACTCH.
20.Kakum 00pa3oM pa3iesieHbl 3JIeMEHThI 1aThl B 0T€4€CTBEHHOM CTaHIapTe:
a) SJIEMCHTHI JaThl Pa3/ICIICHbI THPE;
b) sneMeHTHI JaThl pa3zeicHbl TOUKAMH;
C) DJIEMEHTHI JaThl MHIITYTCS CIUTHO.
21.11o kaKoMY U3 3THX KJIACCH(PUKATOPOB NMPOCTABJISAETCS KO OPTraHU3ANMU:
a) OOmiepoccuiicKkuil KIIacCU(PUKATOP CTAaHIAPTOB;
b) OGmepoccuiickuii knaccuukraTop MpoaYKIUH;
C) OOmepoccuiicKuii KIIacCU(PUKATOP YIPABICHYCCKOM JOKYMEHTAIIUH;
d) Oobmepoccuiickuii KitacCUPUKATOP MPESANPUATHI U OPTaHU3AI;
e) OOmiepoccuiicKuil KItacCU(pUKaTOP 3aHATHH.
22.B kakuX cjaydasix Ha JOKYMeHTe 3amojiHsieTcsl pekBH3UT «CchbUIKa Ha
PeruCTPANMOHHBINH HOMEP H AATY TOKYMEHTA»:
d) PEKBU3UT 3aIOJHSIETCS TOJIBKO HA OTBETHBIX MUCHMAaX;
b) pexBu3mTa 3amoyHAETCS B MHUChMAaX BHE 3aBUCUMOCTH OT TOTO, SBIISFOTCS
OHU OTBETHBIMU HJIU HET;
C) PEKBU3UT SBIISCTCS OOS3aTENbHBIM JJIsi BCEX BHUIOB YIPABICHUSCKHX
JTOKYMEHTOB.
23.B kakux cayuasax 'OCT He nomyckaer opopmiieHHe TEKCTA JOKYMEHTA HA
BTOPOM IOCY/IapCTBEHHOM SI3bIKE:
a) TOCT ne nomyckaer odopMieHHS pPEKBHU3UTA HA BTOPOM
rOCYJapCTBEHHOM SI3BIKE;
b) opopmienne Ha  BTOPOM  TOCYJApPCTBCHHOM  SI3bIKE
HEJIOIyCTHUMO TIPY HANpaBJICHUU JOKYMEHTa B (elepaabHbIe
OpraHbl BJIACTH WM B OpPraHW3alW{, HAXOIsAUIMeCs 3a

npeaenamu cyobekra PD;



C) IpM  HampaBICHWH  JOKYMEHTa B  TOCYJapCTBEHHBIC
HEKOMMEpPYECKHE OIOJKETHBIE OpraHu3alii, HaXOISIIHECS
Ha TeppPUTOPUHU CyOBekTa PO.
24. Y710 0003HAYAKOT TPETHIi M YeTBEPTHIi 3HAKH B Koje (OPMBbI TOKYMEHTA:
a) kiacc Gopm;
b) nmoakmacc Gpopm;
C) perucTpanvuoOHHBIH HOMEP (POPMEI.
25.'ne pa3memarorca pexkBu3uThl «Koa opranmsammm» u «Kox ¢opmbl
JOKYMEHTa» B YHU(PMIMPOBAHHBIX opMax:
a) BBEpXYy CIpaBa B KOJOBOH 30HE;
b) mocie HauMeHOBaHHUS BUIA JOKYMEHTA;
C) Ha HW)KHEM TI0JIe JJOKYMCHTA.
26. Kakoii majge:xx ucnojib3yercss B 0pOpMJIeHUM PeKBU3MTA «Apecary NpH
aJipecOBAHMHU JOKYMEHTA JO0JIKHOCTHOMY JIMILY:
a) MMCHUTCIIBHBIN MMajeK;
b) marenbHBIN HamEK;
C) POIUTEIBHBIN MAICK.
27. Kakoe u3 mnNpHBedeHHBIX YTBEP:KIEHHH COOTBETCTBYET MOJ0KEHUAM
I'OCTa oTHOCUTEILHO 3ar0JI0BKA K TEKCTY 0MUIHNAJIBLHO TOKYMEHTA:
) 3aroJIOBOK MPOCTABJIAETCS HA JOKYMEHTE 110 JKEIaHUI0 OpraHU3alliH-
aBTOpa JOKYMEHTA;
b) 3aroyioBOK sBIIsIeTCS 00SI3aTEIBLHBIM PEKBU3UTOM JIFOOOTO JIOKYMEHTA,;
C) 3aroJIOBOK SIBIISICTCS 00S3aTEIbHBIM PEKBH3UTOM JFOOOTO JOKYMEHTA,
3a UCKJIFOYEHHEM JIOKYMEHTOB, O(pOpMIIEHHBIX Ha hopmaTe AS.
28.YT10 0003HAYAKOT BTOPOii 1 TpeTHii 3Haku B OCHOBHOM rocyJ1apcTBEHHOM
perucTpanuoHHOM HoMepe (Hanpumep, 1027700380795):
a) mpusHak otHeceHust Homepa k OI'PH;
b) nBe mocnemnue MU@PPHI roj1a BHECCHUS 3aIIUCH B PEECTP;

C) KoJ0BOe 0003HaUYeHUH cyObekTa PD



29. Kaxkoii Bapuant I'ocynapcrBennoro I'epoa P® pa3memarT Ha OjgaHKax
I'enepaabHoil npokyparypsl P®:
a) MHOTOI[BETHBII BApUAHT;
b) oaHOIBETHBII BAPHAHT C repaIbINICCKUM IIUTOM;
C) OJHOIBETHBIN BapUaAHT 0€3 repajbIndecKoro ImuTa
30.Kakue orsamuusi umeer 'OCT P 6.30 — 2003 or 'OCT P 6.30 — 97:
a) KOJHMYECTBO PEKBH3UTOB yMEHBIIMIOCH ¢ 31 110 30;
b) xonMMuYecTBO PEKBU3UTOB yBEINYMIOCH ¢ 29 110 30;
C) BBEICHBI IBA HOBBIX PEKBU3HTA,;
d) uckITIOYCHBI IBa pEKBH3UTA U3 COCTaBa CTAHIAPTA;

e) HCKIIIOUCH OJWH PCKBHU3HUT U3 COCTaBa CTaHIapTa

MonayiabHbIH TECT Ne 2
1. ABTOPOM TepMHHA «I0KYMEHTOBeICHHE) ABJISIETCH:
a. Puxrtep N.W.;
b. Murses K.I'.;
c. BopoObeB I'.I';;
d. Bapagunos H.B.

2. 3adukcupoBaHHAsi HAa MAaTepHAJIbLHOM HOcuTejde wuHpopManus, ¢
PEKBU3UTAMM, MO3BOJISTIOIIUMHU ee WACHTH(PUUMPOBATD,
HA3BIBACTCH . euvvrerinerneesceassasssssenssnscnnses

3. JIokyMeHTO00pa3yluuMi NPU3HAKAMU SIBJISIIOTCS:

a. BHEIIHss (opMa MaTepUaIbHOIrO HOCUTENS MH(OpMALUY;
b. dusuko-xumuveckas npupoja MaTEpPUAIIBHOTO HOCHTEJIS
uH(popManuu;
C. HocuTelb 6e3 nHbopMaIHH;
d. commanpHO 3HAUMMAas HH(GOPMAIIUS HA HOCHUTEIIC;
e. mobas nHdopmanus, 3aQuKCUpoBaHHAs HA HOCHUTEJIE.
4. O0beKTaMHu JOKYMEHTOBEACHHS SABJISIIOTCH:

d. CHCTEMbI JOKYMCHTAIIUHU



b. moxymeHT
C. JOKYMEHTUpPOBaHHasi HHpOpMAIus
d. xHura
e. ycTHas uHpopManus.
5. IlpenmeTroM 1OKyMeHTOBeAeHUS SIBJISIETCS:
a. yIpaBJICHYECKHUE PELICHUS;
b. aHanuTHKO-CHHTETHUYECKAst 00pabOTKa TOKYMEHTOB;
C. M3YYEHHE 3aKOHOMEPHOCTEN TOKYMEHTOOOpa30BaHMUs;
d. memoBas KOMMYHUKAITHS.
6. PoguHa TeXHOJIOTUM U3rOTOBJIEHHS OyMaru:
a. Kuraii;
b. Ucnanus;
C. Snonwus;
d. I'perus;
e. DpaHuus.

7. Ilpouecc co3gaHusi JOKYMEHTOB, COCTOSIIIMA B (PUKCHPOBAHMH HA
MATEPHAJBHBIX  HOCHTENAX  HH(OpMALMHU C  PpeKBHM3MTAMHu,
MO3BOJIAIIOIIMMH ee HICHTH(PULIUPOBATD, HA3bIBACTCSH:

a. JOKYMEHTHPOBaHHEM MH(pOpMalny;
b. cucremaruzanueit napopmarum;

C. 3amuToi nH(popMaIuu;

d. xommpoBaHueM MHGOPMAIIHH.

8. Kakoii u3 mnepeuncieHHbIX ajJ(aBUTOB CTaJ OCHOBOH I

00JILIIMHCTBA COBPEMEHHBIX CHCTEM MUCbMEHHOCTH:
a. ETUIICTCKUI;
b. ¢uHMKHHCKHI;
C. LIYMEpPCKUHU.
9. IlpaBUIbHAS NMOCJIEI0BATEJIBHOCTH CTAAUI TOKYMEHTUPOBAHNS:
d. IIPOECKT,

b. yepHOBUK;



C. Komwui;
d. GemoBuK.
10.C TeyeHnmeM BpeMeHH YCHJIMBAETCS 3HAUYeHHe cJeayrmux (GyHKuuii
JOKYMeHTA:
d. KOMMYHHKaTHUBHOM;
b. KyIbTypHOIA;
C. MCTOPHYECKOM;
d. mpaBoBoii;
€. YIPaBIECHYECKOM.
11.B MCTOPMYECKOM acleKTe JOKYMEHT pacCMaTPUBaeTCs KaK
a. J0Ka3aTelIbCTBO;
b. mpoIyKT HCTOPHYECKOTO Pa3BUTHSI OOIIECTBA;
C. CpEeICTBO KOMMYHHUKAIUU;
d. MCTOYHHK PETPOCIIEKTUBHON MHPOPMAIIUH.
12.0cHOBHOI KIaccH(PUKATOP TOKYMEHTOB B OPraHU3aIUM:
a. HOMEHKJIATypa Jell;
b. mratHOE pacnucaHue;
C. apXuBHas ONMKCb;
d. cTpyKTypa W mITaTHas YHCICHHOCTD;
e. TeneOHHBIN CIPaBOYHUK.
13.11o cpokamM XpaHeHMsI JOKYMEHTbI KJIAcCH(PUUMPYIOTCS HA:
a. TIOCTOSTHHOTO XPAaHEHUS;
b. Geccpounsie;
C. JOJTOBPEMEHHOI'O XpaHEHMUS;
d. KpaTKOBPEMEHHOTO XPaHCHHUS;
€. CpOYHBIC.
14.110 cioco0y AOKYMEHTHPOBAHUSA JOKYMEHTHI KJIacCHQUIUPYIOTCH Ha:
a. CEKpETHbIE;
b. MOKyMEHTBI, CO3JaHHbIE C TIOMOIIBIO  MEPCOHATIBHBIX

KOMITBIOTEPOB;



¢$h0TO-(HOHO-KUHO-TOKYMEHTHI,

o o

rpaguueckue;
€. oduIraabHbIE;
f. mzoOpasutenbvHbIE;
J. PYKOIIHCHBIE.
15.9Kk3eMIIsip NMOAJMHHHUKA JOKYMEHTA, HMEIOIIUI OPUIUYECKYI0 CHJIY,
Ha3bLIBaeTCsA:
a. BBIIHUCKOM;

b. myOimkaToMm TOKyMeHTa,

o

yOJIETHBIM IOKYMEHTOM;
d. xomuel JOKyMeHTa.
16.00s3aTe/IbHBII  3j1eMeHT o¢gopMieHHsT O(GUIHMAIBHOIO JAOKYMEHTA
Ha3bIBACTCH:
d. PEKBU3HT JOKYMEHTA,;
b. dopmymsip nokymeHTa;
C. yHH(UIMpOBaHHAas popMa TOKyMEHTA.
17.CoBOKyNHOCTH PEKBU3UTOB 0pUIHATBHOIO JOKYMEHTA,
PACIOJIOKEHHBIX B onpeaeJieHHOM nopsiake, Ha3bIBACTCH
18.CranaapTHbId JHCT OyMaru ¢ peKBU3UTAMH, WAEHTUPUIUPYIOIMIUMHI
aBTOpPa 0UIHAIBHOIO JOKYMEHTA, HA3bIBACTCH:
a. OJIaHKOM JIOKYMEHTa;
b. dopmoii tokymeHTa;
C. mabJIOHOM JOKYMEHTA.
19.B cocTaB peKBH3UTOB 001ero 0J1aHKa BXOAAT CJeAYI0lHe PEKBU3UTHI:
a. 30HA JUIs AaThl JOKYMEHTA,
b. cmpaBouHble TaHHBIC 00 OpraHU3AINH;
C. rocynapctBeHHbli T1epd P®D (repd cyonekra PO, »smbOiema
OpraHu3allvun);

d. 30Ha a1 HOMepa IOKyMEHTa;



€. CChUIKA HAa PETHUCTPALMOHHBIM HOMED U ATy JOKYMEHTA;
f. HamMeHOBaHHE OpraHU3aIUN.
20.PexBH3uTAMH, NPUAAINMMH JOKYMEHTY IOPHANYECKYH  CHJIY,
ABJIAIOTCH:
a. MECTO COCTaBJICHUS WIH U3IaHMS TOKYMEHTA;
b. perucrpannoHHBIN HOMED;
C. NOJIKCH;
d. nara;
€. 3aroJIOBOK K TEKCTY.
21.PexBu3ut «I'pud yrBep:kaeHus JOKYMEHTa) Pacnoaraercs:
a. Ha 0OOPOTHOM CTOPOHE JOKYMEHTAa;
b. B IIeBOM BepXHEM YTy JTOKYMEHTA;
C. B IIPaBOM HHMKHEM YIJIy TOKYMEHTA,;
d. B ICBOM HMKHEM YTJIy JIOKYMEHTA;
€. B IIPAaBOM BEPXHEM YIUIy JOKYMEHTA.
22 . IlpaBujbHas MOCJEA0BATEJbHOCTh HANMCAHUSA 3JIEMEHTOB IOYTOBOIO
aJpeca HA MOYTOBBIX OTIPABJICHUAX:

d. Ha3BAaHMC YJIMIIBI;

=

HaMMCHOBAHHUC a/IpccCaTa,

HOMEP JI0Ma;

o o

MMOYTOBBLIM MHJICKC;

iy

Ha3BaHNE HACEJIICHHOTO MyHKTA;
f. crpana;
g. Ha3BaHHUe 00JIaCTH, Kpasi, peCIyOJIUKY;
h. HOMEp KBapTHUPBHL.

23.0TMeTKAa HA JAOKYMEHTe, COJAep:KAllasi pacnopsizkeHue PyKOBOAUTEJIA

M0 MCIIOJTHEHUIO JAHHOT0 JOKYMEHTAa, Ha3bIBAETCS:
a. rpudowm;
b. Bu30IL;

C. MHOJIMCHIO;



d.

PE30TIOLIUEN.

24 IlpaBujbHAas MOCJEA0BATEIbHOCTh oopMileHus1 TpUuda corjiacoBaHus

AOKYMEHTA NO/IZKHOCTHBIM JIUIIOM:

a.
b.

e.

JaTa COrJIaCOBAHUS,
cioso COI'JTACOBAHO:;

pacudpoBKa MOANKUCH;

HaAaMMCHOBAHHUEC JOJDKHOCTHOTI'O JIMIIa, BKJIIIO4Yasa HAUMMCHOBAHHUC

OpraHu3aluu,

JJU4YHas I1OAITNCh.

25.Bu3bl cOrJIacOBaHUsl TMPOCTABJSIIOTCS B HHKHEl 4YacTH 000pPOTHOM

CTOPOHBI NOCJCAHEI0 JINCTA JOKYMEHTA HA

d. BHYTPEHHUX JOKYMEHTaX;

b. IMOCTYIMAOIUX JOKYMCHTAX,

C. OTHPABJIIEMBIX JOKYMCHTAaX.

26.ITeyaTh HA TOKYMEHTE 3aBepsieT:

d. IPaBUJIBHOCTH aJIpCCOBAHMSI,

b. KOMIUIEKTHOCTE OTIIPABJICHUAA,

C. NOAJMHHOCTD MOJAMNNCH;

o

. IOCTOBEPHOCTh HH(POPMAIIHH;

€. MPaBUIBLHOCTH OPOpPMIIEHUS

27.K opraHn3aliuoOHHbIM JOKYMEHTAM OTHOCATCSH:

a.
b.
C.
d.
e.

UHCTPYKIIUS;
yCTaB;
IPOTOKOJI;
MOJIOKEHUE;

IIOCTAaHOBJICHHUC.

28.3amaun ¥ (PYHKIUM OPraHu3anuu (CTPYKTYPHOIO

COTPYHHKA) YCTAHABJINBAIOT:

d. pacHopsaAUTCIbHBIC JOKYMCHTHI,

b. OpraHU3allMOHHBLIC TOKYMCHTEI;

noapasaesieHus,



C. CHpaBOYHO-MH(OPMAIIMOHHBIE TOKYMEHTHI;
d. cnpaBOYHO-aHATUTHYECKUE TOKYMEHTHI.
29.YcraB yTBep:KIaeTcs:
a. oOluM coOpaHueM yupeauTeneil (aKIMOHEPOB);
b. pykoBoaHTENIEeM BBINICCTOSIICH OPraHU3aINH;
C. PYKOBOIHTEIIEM OpPTaHU3AIIHH.
30.PexkBH3UTAMH yCTaBa SABJISIIOTCH:

3aroJIOBOK K TCKCTY, TCKCT,

o @

rpud yTBEpKACHUS;

HAaMMCHOBAHNC OPraHru3aInuu,

o o

aJpcecar,

OTMETKA 00 MCITOJHUTEIIC;

@

f. HamMeHOBaHME BHIA JOKYMEHTA.
31. 1015KHOCTHASI HHCTPYKIMH YTBEPKIAETCs:
a. PYKOBOAHTENEM CTPYKTYPHOTO MOAPA3ICICHNUS;
b. pykoBoauTeneM opraHu3aIuy;
C. PYKOBOJMTEIIEM BBIIIICCTOSIICH OpTaHu3aIIHH.
32.PekBU3UTAMM JI0JKHOCTHOM MHCTPYKIIUM SIBJISIIOTCSH:

d. OTMETKa O KOHTPOJIC,

=

HanMMCHOBAHHC BHJa NOKYMCHTA,

34r'0JIOBOK K TCKCTY U TCKCT,

o o

HanMMCHOBAHHC OpraHU3allvuu,

iy

HAaWMEHOBAHUE CTPYKTYPHOTO TOIpa3ICIICHUS;
f. pesosrorus.

33.1lITaTHOE pacnucaHne YTBEPKIAETCH:
d. COCTaBUTEJIIEM,
b. pykoBoauTeseM BBINICCTOSAIICH OPraHU3aIH;
C. PYKOBOJHTEIIEM OpTaHU3AIINH;
d. pykoBoauTeaeM CIyXObI ITEPCOHATIA.

34.K pacnopsaiuTebHbIM JOKYMEHTAM OTHOCST:



T &

o o

g.

yCTas;

NpUKa3;

PCHICHUC,

IIPOTOKOJI;

aKT;

PaCIIOPAIKCHUC,

CIIpaBKa.

35.K pacnopsiainTebHBIM JOKYMEHTaM, JeliCTBYIOIINM Ha (eaepabHOM

YPOBHe, OTHOCST:

a.

aKTHI, HU3JaBacMbIC YUPEKIACHUEM, OpraHu3alnuen,
npeanpusTaeM, pupmoi;

aKThl, n3naBaemsie [IpaButenscTtBoM PO;

aKThl, u3naBaemele [Ipesugentom PO;

aKThl, U31aBAEMbIE OTPACIICBBIMHU OpraHaMH HCIIOJIHUTEIbHON
BJIACTH;

aKThl, U3/1aBaeMble opraHamMu (peaepaibHOM HCIIOTHUTEIbHON

BJIacCTH.

36.HOCJI€IIOB3T€JIBHOCTB MOATOTOBKM NOKYMECHTOB, IPUHATHLIX HA OCHOBE

KOJUICTHAJIBHOCTH:

a.
b.

C.

d.

e.

U3JIaHUE PACTIOPSAAUTEIBHBIX JOKYMEHTOB;
IIOJICOTOBKA IIPOEKTA IOKYMCHTA,;

BHECEHHE TMPOCKTAa HAa PACCMOTPCHHE KOJUICTHAIBHOIO
OpraHa;

00CYyXIeHHE MPOEKTa,

IIPUHATHE PELICHHUS.

37.PekBU3UTAMM NPUKA3A SABJISIOTCS:

a.
b.

ajzpecar;

HanMMCHOBAHHC OpraHU3allvuu,

34roJIOBOK K TCKCTY, TCKCT,

MOIIINCH;



e. rpud yTBepKIACHHUS,
f. HamMeHOBaHWE BHJIA JOKYMEHTA.
38.0cHOBHOE HA3HAYEHUE CIIPABOYHO-UH(POPMALMOHHBIX IOKYMEHTOB:
a. uH(OpMaIIMOHHOE 00ECIIEUEHUE JIEATEIIbHOCTH OpraHu3alluu;
b. muaHMpoBaHWE NEATEILHOCTH OpPraHU3alNH;
C. peryjaupoBaHHE NESITeIbHOCTH OpraHU3alluu;
d. ycraHoBneHue OpraHU3aIMOHHO-TIPABOBOU dbopmbI
OpraHu3alMH.
39./1aToii NpoTOKOJIa ABJISIIOTCS:
a. Jara MOANHMCAHMS;
b. marta cocraBicHHUS;
C. JlaTa 3acellaHus;
d. mara yTBep:KICHHUS;
€. JlaTa BU3UPOBAHMSI.
40./1aToii aKTa ABJISAETCSH:
a. narta coObITHS (peBU3Ms, TPOBEPKA);
b. nmarta yrBepxmeHus;
C. JaTa MOJMUCAHMUS;
d. mara cornacoBaHus.
41.J]I0OKyMEeHT, aipecOBAHHbINI PYKOBOJANTEI0 OPraHU3AlMU, COAepPKaAIM
00CcTOsITe/IbHOE W3JI0JKEHHE KaKOro-jiub0o BONpoca ¢ BbLIBOAAMH M
NpeII0KEeHUAMI COCTABUTEJISI, HA3bIBAETCS:
a. JOKJIaJgHOM 3aIHiCKOM;
b. axrTom;
C. MpeACTaBICHUEM.
42.PekBU3UTAMM BHEIIHEH CIIPABKHU SIBJIAIOTCS
CCBIJIKA Ha HOMEP | JIaTy TOKYMEHTa

a

b. moamuce
C. rpud yTBEpKIEHUS
d

HanMMCHOBAHHC OpraHU3aluu



€. HaMMEHOBAaHHWE BUJA TOKYMEHTa
f. ampecar
43.Pa3padoTunkamu ¢eaepajibHbIX IVIAHOB M MPOTrPaMM SIBJISIIOTCS:
a. (pemepanbHble OPraHbl UCIIOJHUTEIBHOM BIIACTH;
b. npemnpusrTus;
C. MHUHHUCTEpPCTBA U BEJOMCTBA;
d. aZMUHUCTpaIMK TEPPUTOPUATBHBIX 00pa30BaHHIA.
44.]10kyMeHT, yCTAHABJIUBAIOIIMIA NepeYeHb HAMEeYeHHbIX K BbINOJIHEHUIO
MepONpHUATHI, MX MOCIEA0BATEIbHOCTh, 00beM, CPOKH, OTBETCTBEHHBIX
HCTIOJTHUTEJICH, HABBIBACTCH «vvververrnrcnnecennrcnnccnnss
45.YcraHoBJ/IeHHe eAuHO00pa3us (opM ynpaBieHYECKHX [IOKYMEHTOB,
(pUKCHPYIOIIUX peaJn3alui0 OJHOTUIIHBIX YIPABJEHYECKUX (PYyHKIUM
U 32124, HA3bIBACTCH:
a. CTaHJIapTU3aLHEN TOKYMEHTOB;
b. yHudukanueir TOKyMEHTOB;
C. perucTpanuen JOKyMEHTOB;
d. cucremaru3anuel JOKyMEHTOB.
46.J10KyMeHT, cOJep KAlUil CBeJeHUS] O pPe3yJabTaTax [esiTeIbHOCTH 3a
onpefeJieHHbIH TIEepHuoJ BpPEMEHHM, BbINOJHEHHMH MEpONPHUATHIA,
NMOpYYEeHU i, 3aJaHU, NPEACTABJIAEMbIH PYKOBOAUTE0 CTPYKTYPHOIO
NMOAPA3JAeICHUsI, OPraHU3alMM  WJIM  BBIIIECTOSIIEMY  OPraHy
HA3BIBACTCH = cevvverenneennnnns
47.1Opuanyeckoe 3aKpensieHHe pPe3yJbTAaTOB YHU(UKAIUM JOKYMEHTOB
OCYLLIECTBJIAIOT:
a. CTaHJAPThI;
b. mepeyH” TOKYMEHTOB C YKa3aHUEM CPOKOB XpaHCHWUS,
C. OommcCh Je;
d. omwmch ponma.
48.lenb1o cTAaHAAPTU3ALUHN JOKYMEHTOB SIBJISIETCS:

a. pa3paboTKa HOMEHKJIATYpPhI Je;



e.

3anuTa KOH(pUIeHMaIbHON nHpOopMamuy;

IOPUINIECKOE 3aKPEIICHUE Pe3yIbTaTOB YHU(DUKAIINH TOKYMEHTOB,;

. cucreMaTtu3anuAa JOKYMCHTOB B OpraHU3alluu;

o0ecrieueHrne COXPaHHOCTH TOKyMEHTOB.

49.1lepBblil TOCYIAPCTBEHHBIH CTAHAAPT, CcoAepP KAIUI TpPeOOBaHUS K

opopmiiennio 1okKymeHToB Y COP/I 06101 31aH B

a
b.
C

d.

e.

1942;
1972;
1952;
1982;
1962.

SO.I[eﬁCTByIOHIl/IM rocyiapCcTB€eHHbIM CTaHAApPTOM, YCTaHaBJIHBAalIHUM

TpedoBaHus K opopmiieHuro fokymenToB Y COP/I, siBasiercsi:

51.¥YcranoBure

a
b.
C

d.

e.

I'OCT P 6.30-1972,;
I'OCT P 6.30-1983;
I'OCT P 6.30-2003;
I'OCT P 6.30-1997;
I'OCT P 6.30-1990.

COOTBeTCTBHE Mekay ¢GopMaMum  OTYETHOCTH H

yHl/I(l)I/I]_[I/IpOBaHHLIMI/I CUCTEMaAMU JOKYMCHTAIlUM:

a
b.

C.

Oyxranrepckasi OTYETHOCTD MPEATPUSITHS;
OaHKOBCKasi OTYCTHOCTE;
rocyJapCTBEHHAs! CTATUCTUYECKAs OTYCTHOCTh
1. YaudunupoBanHas cuUcCTeMa YYETHOM U OTUYETHOM
OyXTanTepCKO JOKYMEHTAIUN TIPEATIPUSTHS;
2. YHUpUIIMPOBaHHAS CHUCTEMa OTYETHO-CTATUCTHYECKOM
JIOKyMEHTAITNH;
3. YaudbunupoBaHHas cucreMa OaHKOBCKOM

JOKYMCHTAIlUU.



52.IlepevyeHb pa3pelieHHbIX K NPHUMEHEHHMI0 YHHU(PUUMPOBAHHBIX (opMm

TOKYMEHTOB, HE00X0IMMBIX M JO0CTATOUYHBIX Ui peaju3anuu QyHKIuii
M 3a7a4 yNpaBJeHHs], ¢ XapaKTEPUCTUKONH UX HPUANYECKOr0 CTATYyCAa,
ITANOB MOATOTOBKH U MPOXOMKIAEHUA — ITO:

a. Tabenb ¢hopm TOKYMEHTOB;

b. Ansbom GopM TOKYMEHTOB;

C. HOMCHKJIaTypa JACJI OpraHu3aiu.

Bomnpocsr k 3auery

1.

© © N o

Bo3HuKHOBEHHE W pa3BUTHE TEepMHUHA «IOKyMEHT». COBpEMEHHOE
MOHMMaHue TepMuHa. OnpeneneHue TEepMHHA B 3aKOHOJATENBHBIX H
HOPMATUBHBIX aKTax.

Hctopusi CTAHOBIIEHUS U Pa3BUTHUSL JOKYMEHTOBEACHUS KaK HAYKH

Hctopuss pOCCHUHCKOTO JEJIONpPOU3BOACTBA: OCHOBHBIE JTalbl M UX
OCOOEHHOCTH.

JIOKyMeHT  Kak  €IMHCTBO  HH(POPMAIMOHHOM W  MaTepHaIbHON
COCTABJISIFOLIHX.

Crnoco0b1 nokyMeHnTrpoBaHusi. OCOOEHHOCTH 3BYKOBOM pedH IMpu mepeaade
uHdopmaruu. Hogeitimme crnocoObl JOKYMEHTUPOBAHUS.

OyHKIHNH TOKYMEHTA.

OcHOBHBIE KJTaCCH(UKAIIMH TJOKYMEHTOB.

3akoHoAaTeIbHAsS U HOPMAaTUBHO-MeToAnYecKas 6aza JIOY.

dopmynsip fokymenTa. TpeboBanus k opopmienuto nokymeHtoB. 'OCT P
6.30 — 20083.

10.TpebGoBanus k opopmiIeHHIO TOKyMEHTOB B [IpaBuiax nemonpou3Bo/ICTBA B

dbenepanbHBIX OpraHax UCIOJHUTEIHLHOM BIACTH.

11.T'ocynapctBennbiii ['ep6 Poccuiickori ®eneparmun u  rep0d cyObekTa

Poccuiickoit @epepauun. TpeOoBanus Kk repOoBbIM OnaHkaM. OMOiema
opranu3anuu (ToBapHbIi 3Hak). Koa opranumzammu u Koa (HOpMBI

noKkyMeHTa. (OCHOBHOM T'OCYIAapCTBEHHBIM PpPETUCTPALMOHHBIA  HOMED.



NnentudukaiioHHplii HOMEp HAJOTOIUIATENbIINKA WM KOJA MNPUYUHBI
MIOCTAHOBKH Ha y4Yer.

12.HauMeHOBaHUE OpraHM3allMd W CIPABOYHBIC JIaHHbIE 00 OpraHu3aIUu-
aBTope. HanmenoBanue Buna nokymenta. OdopmieHue naThl JOKYMEHTa U
€ro pEerucTparmoHHOro Homepa. CcbUIKa Ha PErUCTPAlMOHHBIA HOMEP H
JaTy BXOJSIIETO JOKyMEHTa. MeCTO COCTaBICHUS WU U3/IaHUS JOKYMEHTA.

13.0dopmnenne ampecara mokymeHnta. [Iporeaypa yTBepKAeHUS TOKYMEHTA.
I'pud yrBepkaeHus nokymeHta. OTMETKa O KOHTPOJE M HAECHTU(UKATOP
AIIEKTPOHHOM KONUU JOKYMEHTa. OTMETKa O 3aBEPEHUH KOIUU.

14.0dopmiieHre pe3odrolnii, MOANKUCEN U TeyaTeld. 3arojioBOK K TEKCTYy M
TEKCT TOKYMEHTA.

15.CornacoBanue nokymeHTa. ['pud u Bu3za 1oKyMmeHTa.

16.0T™MeTKM Ha JOKYMEHTE: O HAJU4YMM TMPUIOKEHUU, 00 HUCHOJHUTENE, 00
WCIIOJIHEHWHM W HAIPaBIEHUU €ro B JI€J0, O NOCTYIUIEHMH JOKYMEHTa B
OpraHu3alHIo.

17.bnank nokymenrta. Buapl 61ankoB. PacnonoskeHne peKBU3UTOB Ha OJIaHKe.

18.IlpaBuna npemomnpousBojCcTBa B (efepalbHBIX OpraHax HCIOIHUTEIbHON
BiIacTH. PexkBU3UTHI O(UIMATBHOTO JIOKYMEHTa, IMpEICTaBJICHHbIE B
[IpaBunax.

19.Cuctema opraHu3allMOHHO-TIPABOBOM [TOKyMEHTAllMH, €€ Ha3HaueHUe u
cocTaB. YcTaB U MoyioxkeHue 00 opranuzanuu. [lonoxeHne o CTpykTypHOM
No/Ipa3/IeJICHUN.

20.CucteMa  OpraHM3alMOHHO-TIPABOBOM  JOKyMeHTanuu. JlomKHOCTHAsS
WHCTPYKIUS U IITATHOE pacnucaHue. PernmaMeHT u MHCTPYKIMSL.

21.CucteMa pacmopsiAUTEIbHON JOKYMEHTAIlMU, €€ Ha3HAaYeHHe M COCTaB.
[Tpukas.

22 .V3nanue pacrnopsIuTeNbHbIX JOKYMEHTOB B YCIOBHUSX KOJIJIETHATBHOCTH U
€AMHOJMYHOIO MNpUHATUA  pemeHui. IlocraHoBiieHME U pellIeHue.
Pacnopsxenue u ykazanue.

23.Cucrtema cupaBoYHO-MHPOPMALIMOHHOM JoKyMeHTauuu. [IpoTokor.



24.Cuctema cripaBOYHO-HH(POPMAITMOHHON JOKyMEHTAIlUU, €€ Ha3HAYCHHE U
COCTaB. AKT ¥ CIIpaBKa.

25.CuctemMa crpaBOYHO-UH(POPMALIMOHHON JOKYMEHTAIlMH, €€ Ha3HAYeHUE U
coctaB. JloknagHas, ciy>keOHast 1 OOBSICHUTEIIbHASI 3AITUCKH.

26.0cob6enHocTr MHGOPMAMOHHBIX MHceM. CONpoBOAUTENBHOE MUCHMO U
MUCHbMO-TIOJITBEPKICHHE.

27 .I"'apanTHiiHOE THCHMO, MUCHMO-HAIOMUHAHUE U MUCbMO-TIPOCHOA.

28.Kommepueckas mnepenucka. KomMmepueckuit 3ampoc M OTBET Ha
KOMMEPUYECKHN 3aIpOocC.

29.apopManinoHHbIC U PEKIIAMHBIC IIChMa, MIChMa-NU3BEIICHMUS.

30.0depra u oTBeT Ha O0epTy.

31.Pexnamarus ¥ OTBET Ha PEKJIAMAIIHIO.

32.2TUKETHBIE IETIOBBIC MUChMA.

33. Pe3toMe kak BHJI CITPaBOYHOIO JJOKyMeHTa. Bujbl pesrome.

34. TpynoBoi TOTrOBOP: OCOOCHHOCTH COCTaBJICHUS U OPOpPMIICHUSI.

35. TpeboBanusi K TPYIOBBIM KHWXKKaM. BHeceHue 3amuceil B TpyAOBbIC
KHIDKKH.

36. OcHOBHBIE BHABI KaJpOBBIX TIpUKa30B. (OCOOCHHOCTH 3aIlOJTHEHUS
KaJIPOBBIX TTPUKA30B.

37.Komrmutekcel  TOKyMeHTOB. (OCHOBHBIE BHUIBI CIIOKHBIX KOMITJIEKCOB
JIOKYMEHTOB.

38.MHCTpyKIIUS 1O  JCIONPOM3BOJACTBY B (elepalbHBIX  OpraHax
WCITOJTHUTEIILHOM BJIACTH: COCTAB M COACPIKAHUE Pa3/IeioB.

39.0pranm3anus pabOTBl C OOpalICHUSMH TpaKJaH: BHABI OOpaIlCHHH,
3aKoHOJAaTeNbHas 0aza paboThl ¢ OOpaIlleHUSIMH, IEIOMPOU3BOACTBO IO
oOpaIieHusIM TPaXxIaH.

40.3akononarenbcTBo Poccuiickoit denepariu: 3aKOHBI U MOJ3aKOHHBIC AKTHI,
KJ1accu(HUKaIMs 3aKOHOB, CTPYKTYpa 3aKOHOIaTeILHOTO aKTa.

41 TlogroroBka W oQoOpMIICHHE MPOEKTOB 3aKOHOMATENBbHBIX aKTOB P®D wu

HpI/IJ'IO)KCHI/Iﬁ K HUM. BCTYHJ'ICHI/IC B CHMJIy 3aKOHOJATCJIbHBIX aKTOB.



42 .1lpaBuia moAroTOBKU M 0OpMIICHHS yKa30B M pacnopsbkenue [Ipesunenta
Poccutickon ®@enepanumu.

43.TlpaBuiia MOATOTOBKM U O(GOPMIICHUSI TIOCTAHOBIEHUH M PacCHoOpsKEHUN
[IpaBurenscTBa Poccuiickon denepanyu.

44.]10kyMEeHTOOOOPOT U €r0 OCHOBHBIE XapaKTEePUCTUKHU

45.971eKTPOHHBIN JOKYMEHTOOOOPOT U €ro 0COOEHHOCTH

46.Opranuzamnus paboThl ¢ BXOIAIAMA JOKYyMEHTaAMHU

47.Opranuzanus paboTbl C UCXOAIIMMHU U BHYTPEHHUMHU TJOKYMEHTaMU

48.KOHTpOJIb UCTIONHEHUS JOKYMEHTOB

49.0cobeHHOCTH perucrpanuu pa3IMYHBIX BUJIOB JOKYMEHTOB.
Perucrpanuonssie popmbl

50.Homenkmnarypa fien u HopsSA0K €€ COCTaBICHUS

51.0Opranu3zanys TEKyIIEero XpaHeHus: JOKYMEHTOB U el

52.0Opranu3zanys nepesayu JOKyMEHTOB U JIe Ha apXUBHOE XpaHEHUE

53.YnpaBnenue 10KyMEeHTaMU: COICp >KaHNEe TTOHITHS, HOpMaTHUBHAs 0a3a

54.CucteMa MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U €ro
3HaYCHHE

55.Enunsiil mopTan rocyJapcTBEHHBIX YCIyT Kak MH(pOpMaIMOHHAs CUCTEMA.

56./lokyMeHTHBIE pecypChl: COJAEP’KaHUE TOHATHS, OCOOCHHOCTU CO3/IaHUS B
Pa3IMYHBIX TUIIAX OPTaHU3AIMOHHBIX CTPYKTYP

57.1lpaBuna pedepupoBanus nuHGopmauu

58.11paBwuia HanMCcaHus aHHOTAIMIA U 0030pOB

59.3akoHbI pepaifTunra

60. PemakTopckast mpaBka J€IOBbIX U HAYYHBIX IOKYMEHTOB

KpnTepnn OIICHUBAHUS OTBETOB U BBIINOJIHCHUA 3ana1mﬁ.

OueHouynble cpeacTrBa Ui TeKYLIEro KOHTPOJIA YCHEeBAEMOCTH,
MPOMEKYTOYHON M UTOTOBOM aTTEeCTALMH.
B kayecTBe BUAOB TEKYLIEr0 KOHTPOJISA 3HAHUM CTYIEHTOB MPEAIOIAracTcs

IIPUMCHSATH!:



- OLEHKY YYacThs CTyJEHTOB B JUCKYCCUSX HA CEMHHAPCKUX U
IIPAKTUYECKUX 3AHATHUSAX;

-IIPOBEPKY BBINOJHEHUS ITMCbMEHHBIX JIOMAIIHUX 3a/1aHH;

- KOHTPOJIb CaMOCTOSITENIBHON pPaOOTHl CTYIEHTOB (B MUCHBMEHHOW WJIH
ycTHOH (hopme);

-TECTUPOBAHUE;

-IIPE3CHTAIMU U [IP.

TpeGoBanusi K BHINOJHEHHIO MUCbMEHHBIX PadoT:

OCBEIICHBI U BEPHO HHTEPIIPETUPOBAHBI OCHOBHBIE HJICH,

KOPPEKTHO UCIIOIH30BaH MOHSATUHHBIN anmapar;

MPOIEMOHCTPUPOBAH OOJBIION JIEKCUUECKUH 3amac,

JIOTUYHOCTbH U SICHOCTb MU3JIOKEHUS,

OpUTHHATBHOCTh TEKCTA COCTABIISIET CBbIIIE 75%,

MPUBJICYCHBI HAaMOOJIee M3BECTHBIE Pa0OTHl TIO TEME HCCieI0BaHus (B T.d.
myOJUKAIIMK TTOCTEAHUX JIET),

MTOJTHOE COOTBETCTBHE COJEPKAHUSI TEME U IIaHy MUChbMEHHOUN paboTHI,

BCE TPE/ICTABJIICHHBIE BHIBO/IbI 000OCHOBAHHBI,

COOJTIO/ICHBI MpaBuiia opdorpaduyaeckoit, NyHKTYallMOHHOM,
CTHJIMCTHYECKOU KYJIbTYPHI,

00BEMY TUCHMEHHOM paboThl — 15 cTpaHuil.

Kpurepuu oneHuBaHusi NHCbMEHHBIX padoT:
[Tpu cobmonenun 100% TpedoBanuii — 5 Ganios.
[Ipu cobmonenun 75% tpedoBanuii — 4 Oana.
[Tpu cobmonenuun 50% tpeboBanwmii — 3 Gamna.

[Tpu cobmonenun menee 50% tpeboBanmii — 2 Hasia.

KpuTtepun onieHnBaHus TeCTOB: 5 MPABWILHBIX OTBETOB — 5 OaJLIOB.



TpeOoBaHuA K Mpe3eHTANMAM:

HNudopmanius cenexkTupoBaHa 1Mo CTEIEHH BaXKHOCTH;

npuaana HeooxoauMmas Gopma Juisi aeKBaTHOTO BOCIPUSATUS UHPOpMaLIUU

(ucmonb3oBaHbl TpadUKU, AUATPAMMBI);

nojo0paH HeOOXOIMMBIN BU3yaIbHbIN MaTepra sl Mpe3eHTaIIHH,

I/IH(i)OpMaHI/IH 3aMMCTBOBaHAa U3 PA3JIMIHBIX HUCTOYHHUKOB,

MUHAMAJIBHOE KOJIMYECTBO CaaiigoB — 15.

KpHTepI/II/I OIlCHUBAaHUA npe3eHTaum‘71:

Boinonnenne Bcex TpeOoBaHMT — S5 0amioB, OTCYTCTBUE OIHOIO U3

KpUTEPUEB CHUKAET OLICHKY Ha 1 Oasi.

DopMbI U O0001ICHHBbIC KPUTEPHH OLICHKH

€rocoo0bI «2» «3» «4» «»

OLIEeHKH

YcTHBIIE | — HE PacKphITO | — HENOJHO WM | — BOIIPOCHI — MOJIHO PacKpbITO

OTBET OCHOBHOE HEIOCJIEA0BATENbHO | U3JIararoTCs COJIEp’KaHUE MaTepHaa;
coJiepKaHue PacKphITO CHUCTEMAaTHU3UPOBAaH | —  MaTepuall  U3JI0KEH
yueOHOro colepKaHue ou IPaMOTHO, B ONPEIEIECHHON
MaTepuaa; Marepuana, HO | ITOCJIEIOBATEIbHO; | JJIOTHYECKOU
— 0OHapy»XeHO | MOKa3aHo obmee | — MOCNe0BATEIHHOCTH;
HE3HaHUWE€ WJIU | IOHMMAaHue MPOJEMOHCTPUPOB | —  MPOJAEMOHCTPUPOBAHO
HENIOHMMAaHUE | BOIpoca U | aHO YMEHHUE | CHCTEMHOE U  TiiyOokoe
OombiIeld WM | IPOJEMOHCTPUPOBA | AaHAIU3UPOBATH 3HaHUE MIPOrpPaMMHOTO
Haunbosee HBI YMEHHUs], | MaTepuall, OJHAKO | MaTepuaia;
BaXHOW YaCTH | JOCTATOYHBIE  JJIsl | HE BCE  BBIBOJBI TOYHO  HCHOJb3yeTCs
yueOHOro JAJIbHENUIIETO HOCST TEPMHUHOJIOTUS;
MaTepuaa; YCBOEHUS apryMEHTUPOBaHH ITOKa3aHo yMEHUE
—  JIONyILIEHBI | MaTepHana; Bl U | WUTIOCTPUPOBATh
OIINOKHU B —  YCBOEHBI | I0Ka3aTeJbHBIN TEOPETUYECKHE TIOJIOKEHUS
OIpEEICHUN OCHOBHBIE XapakTep; KOHKPETHBIMU IIPUMEpPaMH,
MOHATUM, TIPU | KATErOpUHU o | — MIPUMEHATh HMX B HOBOWU
VICIIOJIb30BaHUU | PACCMAaTPUBAEMOMY | MPOJEMOHCTPUPOB | CUTYaluH;




TEPMHHOJIOTHH,
KOTOpBIE HE
WCIIPABIICHBI
nocine
HECKOJIBKUX
HABOJAIIUX
BOITPOCOB

U JIONOJIHUTEIbHBIM
BOIIPOCaMm;
—MMEJUCh
3aTpyJHEHUS WU
JIOTYIICHBI OIIUOKH
B omnpezesieHun
MOHSITHUM,
WCIIOJIb30BAHUU
TEPMUHOJIOTUH,
HCIIpaBIICHHBIE
1ocjie  HECKOIbKUX
HaBOJSIIINX
BOIIPOCOB;

— TpU HEMOJIHOM
3HaAHUU
TEOPETUYECKOTO
Marepuaia
BBISIBJICHA
HEeJ0CTaTOYHAas
c(hOpPMUPOBAHHOCTH
KOMIIETCHITUH,
YMEHUN U HaBBIKOB,
CTYICHT HE MOXKET
MIPUMEHUTH TEOPHIO
B HOBOI CUTYallUu;
MIPOJIEMOHCTPHUPOBA
HO YCBOCHHUE
OCHOBHOM
JUTEPATYPHI

aHo
OCHOBHOH
JUTEPATYPHI.

-B H3J10KEHU U
JIOTTYIIECHBI
HeOOJIbIIINE
poOeIbI,
HCKa3HUBIIIHE
coJIepKaHue
OTBETA; JOMYIICHBI
OIUH

- JOITYIIICHBI
omnOKa uian Oosee
JIBYX  HEJIOYCTOB
npu OCBELIEHUH
BTOPOCTEIICHHBIX
BOIIPOCOB,
KOTOPBIC JIETKO
HCIPABIISIOTCS 10
3aMeYaHHIo
pernoaBaTelis

YCBOEHHUE

HC

— IIPOJEMOHCTPUPOBAHO
YCBOCHHE paHee M3yUEHHBIX
COITYTCTBYIOLLIMX BOIIPOCOB,
c(OpMUPOBAHHOCTD u
YCTOMYUBOCTh
KOMIICTCHITUH,
HAaBBIKOB;

— OTBET
CaMOCTOSITEINILHO,
HABOJISIIIUX BOIIPOCOB;

— IIPOJIEMOHCTPUPOBaHA
CHOCOOHOCTD TBOPYECKHU
MPUMEHATh 3HAHHE TEOPUHU
K PELICHUIO
poecCHOHANTLHBIX 33/1a4;
— MIPOJIEMOHCTPUPOBAHO
3HAHUE COBPEMEHHOM
yueOHoM u Hay4YHOU
JTUTEPaTypHI;

— JIONyILIEHbl HETOYHOCTHU
npu OCBEILEHUU
BTOPOCTENEHHBIX BOIIPOCOB,
KOTOpBIE HCHPABISIOTCS T10
3aMEYaHUIo

YMEHUN U

IPO3BYYal
oe3

NToroBeii 3ader

Mo BCEW IUCHUIUIMHE HMEET IEJbI0 OIEHUTh PadoTy

CTYACHTOB II0 €C H3YUYCHHUIO, ITPOBCPUTDH ITOJIYUCHHBIC TCOPCTHYCCKUC 3HAHUA, UX

INPpOYHOCTb, Pa3BUTUC TBOPUYCCKOIO MBIIIJICHUS, HpI/IO6pCT€HI/I€ HABBIKOB

CaMOCTOATENbHON paboThl, yMEHHE CHUHTE3UPOBATH TIOJYYCHHBIC 3HAHUSA W
MPUMEHATh MX K PEIICHHI0 MPaKTUYECKUX 3a7ay, OBJIAJICHHE MPAKTUYECKUMU
HaBBIKAMU U YMEHUSIMU B 00beMe TpeOOBaHUM Y4EOHBIX MPOrPaMM.

OcHOBOI 1711 BBICTABJICHHUS 3a4yeTa CIYKUT O0ObEM M YPOBEHb YCBOCHUS

CTyJICHTaMU MaTepuasa, mpeayCMOTPEHHOro pabouei MporpaMMOM TUCIUTLIHHBI.

VIl. MaTepuanbHo-TeXHU4YECKOe o0ecrieyeHne

TBepckoil  TroCynapCTBEHHBIM  YHMBEPCUTET pacrojiaraet HeoOX0IuMOi

MaTepUAIbHO-TEXHUYECKOM 0a30i, OOECHeunBaIoliel MpOBEICHUE BCEX BHUJIOB



JUCIMIUIMHAPHON WM MEKIUCUMIUIMHAPHOM  TMOJATOTOBKH,  J1abOpaTOpHOM,
NPaKTUYECKON " HAY4YHO-HCCIIE0BATEIbCKON paboThHI oOyyJarommxcs,
NPEAYyCMOTPEHHbIX ~ Y4YE€OHBIM  IUIAHOM  peali3yeMOoro  HalpaBJeHUsT U
COOTBETCTBYIOIIEH ACWCTBYIOLIIMM CAHWUTAPHBIM M MPOTHBOMNOXKAPHBIM IPaBUJIaM U
HOpMaMm.

CrienanbHble TIOMEIIEHUS] TPEACTaBISAIOT cO00M y4ueOHbIe ayAUTOpPUU IS
NPOBEJICHHUS 3aHATHIA JIEKIMOHHOIO THUIIA, 3aHATHA CEMHUHAPCKOIO THIIA, KYpCOBOIO
MPOEKTUPOBAHMS (BBITIOJIHEHUSI KYpCOBBIX paboOT), TPYIIOBBIX M WHIMBUAYATBHBIX
KOHCYJbTAllMM, TEKYIIEr0 KOHTPOJII M TNPOMEKYTOYHOM AaTTECTAllMM, a TaKXKe
MOMEIIEHUST JJIl CaMOCTOSITEIbHOM pabOThl W TMOMEUICHUS Ul XpaHEHUs U
npoprIakTHYECKOro 00CITyXUBaHHsl yueOHOro 00opyaoBaHusi. OHU YKOMILJIEKTOBAHbI
CIEUUATM3UPOBAHHON MEOENBIO M TEXHUYECKUMU CPEJICTBAMU O0YUYEHHs, CY KAMU
JUISL TIpEJCTaBlIeHNUsl Y4eOHOM mH(popMalu OoJbLION ayauTopuu. s mpoBeaeHus
3aHSATUM  JIKIMOHHOTO  TWIA  MpeularaloTcs  HaOOpbl  JAEMOHCTPALMOHHOTO
O00OpYyJIOBaHUA W Yy4EOHO-HAIVIIHBIX TMOCOOMH, 00ecreurBaroue TeMaTUYeCKUe
WUTIOCTPALMM, COOTBETCTBYIOILIME MTPUMEPHBIM MPOrpaMMaM JUCLHUIUIMH (MOAYJei),
pabounM y4eOHbIM MporpaMmMaM AUCUUILTAH (MOAYJIEN).

[Tomerenust At CaMOCTOSITENbHOM pabOThl  OOYYAIOIIMXCS  OCHAILCHBI
KOMITBIOTEPHOM TEXHUKOW C BO3MOYKHOCTBEO MOAKIKOYEHMsSI K cetu VHTepHeT u
o0ecrneueHreM JI0CTyla B 3JIEKTPOHHYI0 HH(DOPMALMOHHO-00pa30BaTEIbHYIO CPEdy
OpraHHu3aLyH.

ONEeKTpOHHO-OMOIMOTEYHAass CUCTEMA U DJIEKTPOHHAs MH(OPMAIMOHHO-
oOpazoBarenpHas cpela OOECHEeuMBAIOT JIOCTYI OOYYaroIMMCSl M0 Iporpamme
Maructparypel.  OOydJarommecss  oOecIeueHbl  JOCTYIIOM K COBPEMEHHBIM
npogecCHOHAIbHBIM 0a3aM JTaHHBIX U UH(POPMALMOHHBIM CIIPABOYHBIM CUCTEMAaM.

TBepckoll  TOCYHapCTBEHHBI  YHUBEPCHUTET pacrmojiaraeT HEoOXOIUMOM
MaTepUaIbHO-TEXHMUECKOW 0a30ii, O0OECIeUNBAIOIIEH TIPOBEICHUE BCEX BHUIOB

3aHATUU

Ha3panue xabunera Howmep O6opynoBanue
AyJUTOPUN

VYyebnas aynuropus Kopnyc b Kommerorep: Cuct.610k iRU Ergo Corp 121




Ne 222

P4+Monwurop 17 Proview TFT
[TpunTep nazepusiii HP 1020 (USB 2.0 1,8 m)
PubTp CEeTeBOU

JlaGopaTtopust
MOJIUTUIECKIX
HUCCIEeN0BAaHUN

npu Kadeape MoIUTOIOTHH

Kopmyc b
No 222

Kommnerorep: Cuct.6m10k iRU Ergo Corp 121
P4+Monwurop 17 Proview TFT

[TpunTep nazepusiii HP 1020 (USB 2.0 1,8 m)
PubTp CETEBOU

LleHTp >KEHCKOW UCTOPUHU U
TeHCPHBIX HCCIICIOBAaHUMN
npu Kadeape moIUTOIOTHH

Kopmyc b
No 222

Kommnerorep: Cuct.6:10k iRU Ergo Corp 121
P4+Monwurop 17 Proview TFT

[TpunTep nazepusiii HP 1020 (USB 2.0 1,8 m)
PubTp CEeTeBOU

KommbrorepHsIii Kiace

Kopmyc b
No 245

Komnerorep RAMEC GALE Custom W C2D 4500
Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rknag./ontuk. Mbiib,koBprk/ USB/MonuTOp
21,5" AOC TFT 2236Vwa

Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rknag./onTuk. Mbib,koBprk/ USB/MouuTOp
21,5" AOC TFT 2236Vwa

Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rkmag./onTuk. mMbiib,koBprk/ USB/MouuTOp
21,5" AOC TFT 2236Vwa

Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rknag./onTuk. Mbiib,koBprk/ USB/MouuTOp
21,5" AOC TFT 2236Vwa

Kommerorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rkmag./ontuk. Mbiib,koBprk/ USB/MouuTOp
21,5" AOC TFT 2236Vwa

Kommerorep [I9BM "Xonep™ intel Core 13-
540(3060) /knas. /onT. MbIb,k0BpUK / MOHUTOD
21,5" AOC TFT F22 black

Kommnerotep II9BM "Xomep" intel Core i3-
540(3060) /knag./onT. Mk, kKoBpUK / MoHUTOP
21,5" AOC TFT F22 black

Kommsrorep [I9BM "Xonep™ intel Core 13-
540(3060)/xnaB./onTu. Mblib, KOBpUK / MOHUTOD
21,5" AOC TFT F22 black

Kommerotep Lenovo ThinkCentre M73e Tiny,
10AXAO0UPRU

Momnwurop 17" Beng TFT G700 silver black 5ms
DVI

Kommyratop ynpasnenus D-Link DES-1016D 16
port

VYueGHas aynuropus

Kopnyc b
Ne 246

MynbTUMETUIHBIA IPOEKTOP € IIOTOJIOYHBIM
KperieHueM 1 3kpaHoM BenQ MP 670

Kadenpa nonuronoruu

Kopnyc b
Ne247

Kommnetotep Cel 310/Fox 661MX/256DDP 3200/80
Gb/52x/FDD/ monurop Samsung 710N/k1aB, MbIIIIb
Kommwrorep Cel 310/Fox 66 1MX/256DDP 3200/80




Gb/52x/FDD/ monutop Samsung 710N/knaB, MbIIIb
Kommerorep SINTO OFFICE/ monutop Acer
V246HL

Hoyt6yk Toshiba Satellite L40-139

M®VY Canon nasepnsbiii i-Sensys MF4018
[Tpunrep nazepusiidi HPLJ 1100

Ckanep HP SJ 2380C Q3845A

®axkc Panasonic KX-TS2362

®nemr-guck USB 2.0 V35 TS 4Gb

[Mpoexrop LG RD-JT90, DLP, 2200 ANSI Lm
Okpan HacTeHHbIN ScreenMedia 153%203

VIll. Cenenusi 06 00HOBJIeHMU Padoyeil MporpaMMbl THCHUTLIAHBI

Ner.i. | OOHOBIIEHHBIN pa3aen padoueit | OnucaHue BHECEHHBIX PexBu3HUTHI TOKYMEHTA,
IIPOrPaMMbI TUCHUILIUHBI M3MEHEHUN YTBEPAUBLIETO
U3MEHEHHUs
1. TutynbHbIl UCT Axrtyanuzanus [Iporokon Ne 10
TUTYJIBHOTO JIMCTA 3acelaHus kadeapel
HOJIUTOJIOTUN oT
29.06.2021
2. TuTynpHbBIN THCT Axrtyanuszanus IIpoToxoun NelO
TUTYJBHOTO JIUCTA 3aceaHus Kadenpsl
HOJUTOJIOTUU oT
22.06.2022
3. Turynpublit  aMcT, yueOHO- | AkTyanu3zanus JaHHbiX | [IpoTokosn Nell
METOJINYECKOE U 3aceaHus Kadenpsl
MH(POPMALIMOHHOE HOJUTOJIOTUU oT
o0ecreyeHne TUCIUTLINHBI 23.06.2023




