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|. AHHoTanMa

1. Heapb 1 32124 TUCHUIIMHBI

Llenpto  OCBOEHMS JUCHMIUIMHBI  SIBJISIETCS  MOATOTOBKA  CIIELMATIUCTA-
MOJIUTOJIOTa, YMEIOMIETO0 aHAJU3UPOBAaTh COBPEMEHHBIC JOKYMEHTAIIMOHHBIE
CUCTEMBI, CO37aBaTh U OQPOPMIISITH PaA3IUYHBIE BHUJIBI JOKYMEHTOB (B MEPBYIO
ouepeib — JOKYMEHTOB, OTpaKaloUUX JIEsTeJbHOCTh OPraHoB BJIAcTH U
MOJINTUYECKUX TAPTHI), OMPENeisaTh IEHHOCTh COACpIKaIICHCcs B JTOKYMEHTax
uH(OpMaIUK; BIAJACIONIETO HABBIKAMHU JIEJIOBOM MEPEMUCKH.

3amagaMy OCBOSHHS TUCITUTUTAHBI SIBJISTFOTCSL:
U3YYUTh TOKYMEHT C TOUKH 3PEHUS €IMHCTBA €r0 MH(GOPMAIIMOHHON
(¢pusnueckoit) 1 THGOPMAIIMOHHON COCTABIIAIONIINX;
U3YYUTH MpoIecc YHU(PUKAIMKI U CTaHJAPTU3ALMUU OTAEIbHBIX (DOPM JOKYMEHTOB
Y CUCTEM JOKYMEHTAIINH B IIEJIOM;
pPaccMOTpPETh COBPEMEHHBIC TPEOOBAHUS K JOKYMEHTAM B IIEJIOM;
MIPUBUTH HABBIKH COCTABJICHUS YIPABICHUYECKUX JOKYMEHTOB M pa0OTHI C HUMH;

IIPUBUTDH HABBIKHW aHAJIN3a JOKYMCHTOB.

2. Mecto mucuuminHbl B cTpykType OOII

VYyeOHas auciuIuHa «/{OKyMEHTaIlMOHHOE COMPOBOXICHHE ITOJIUTHUSCKOM
JIESITETLHOCTIY BXOJUT B 00s3aTe/ibHy0 4acTh. CoJiepKaTesIbHO OHa CBsi3aHa C
TaKUMH ~ JUCHMIUIMHAMU ~ KaKk  «l[oMMTHKO-aAMUHUCTPATUBHOE  YNPABICHUEY,
«IlomMTHKO-TIpaBOBBIE OCHOBBI T'OCYJApPCTBEHHOM cuUCTeEMbl P®», a Takke ¢
IIPON3BOJICTBEHHON MPAKTUKOM.

TpeOoBaHusi K «BXOJAHBIM» 3HAHUSIM M YMEHUSIM O0YyYaroLIerocs,
HeOOXOAMMBbIM MPH OCBOCHMH [JAHHOW JUCHUIVIMHBI M TPHOOPETeHHbIM B
pe3yJibTare 0CBOCHHS NMPeIIeCTBYOIMX JUCHUIIIAHS

— UMETh TPE/ICTaBIICHHE 00 OCHOBHBIX THIIAX M OCOOCHHOCTSIX IOKYMEHTOB,

— UMETh HaBBIKU Pa0OTHI C IOKYMEHTAMH.

JAMCIMIVIMHBI, /151 KOTOPbIX OCBOEHHE JAHHON JNUCHUIIIMHBI HEO0X0IHMO

KaK TMpe/IecTByolIee:



— I HomTHKO-TIpaBOBBIE OCHOBBI TOCYAAPCTBEHHOM CUCTEMBI PD;

— HudopmanimoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B MPO(GECCHOHATIBHOM

ACATCIBHOCTH.

3. O0beM AUCHMININHBI: 3 3a4eTHRIX equHuIpl, 108 akageMuuecKkux 4acoB, B

TOM 4YHCJIC:

KOHTAKTHAsl ayIUTOpPHas padora: nekuuu 34 yaca, mpakTuieckue 3aHsaTus 17

YacoB,

caMoCTOSITe/IbHAS padoTa: 57 4acos.

4. Tlnanupyemble pe3yJibTaThl 00y4eHHs IO JUCHUILINHE, COOTHECEHHbIE €

IVIAHUPYEMBIMH peE3yjabTaTaM OCBOCHHUA Oﬁpa3OBaTeJILH0171 MporpaMmmabl

[Inanupyemble pe3ysIbTaTbl OCBOCHUS
00pa3zoBaTeNbHOMN MPOrPaMMBI
(bopmupyemMbIe KOMITETECHITHN)

[Inanupyemble pe3yabTaTbl 00yYEHUS 110 AUCLUIUINHE

OIIK-7 Cnocoben COCTaBIIATh u
obopMIIATH JOKYMEHTBI W OTYETHI TIO
pe3yabraram podecCHOHATBHOM
IEATETLHOCTH

OIIK-7.1 CocraBisier OTYETHYIO JTOKYMEHTALUIO
Mo uTOoraM TNPO(PECCHOHAILHONW JIEATEIbHOCTH B
COOTBETCTBHM C YCTAaHOBJIICHHBIMU TIpaBUJIaMH H
HOpMaMH

OIIK-7.2 l'oToBUT W TpeACTaBISIET COOOIICHHUS
nepes; IEeNIeBOM  ayUTOpUeH M0 IIHUPOKOMY KpYTy
0O0ILIECTBEHHO-TIOINTUYECKHUX CIOJKETOB, B TOM YHCIE C
WCTI0JIL30BAHNEM MYJIBTHUMETUIHBIX CPEIICTB

5. ®opMa NMPOMEKYTOUHOH ATTECTAIMUA U CeMeCTP NMPOXO:KIEHHs 3a4eT B

TISITOM CEMECTpE.

6. SI3bIK NMpenogaBaHusi PyCCKHM.




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. JIokymeHTHas
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  Marepuaabl Ui 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 MNPAKTUYECKUE 3aJaHusi, KOTOPBIC MPEAIOJararoT
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/1a4ydl HA OCHOBE NMPUOOPETEHHBIX 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 3alaHus B OTKPBITON (hopme, TpeOYIoIIHe MO3TATHOTO PEIICHUS U
pa3BEpHYTOr0 OTBETA, B T.4. 33JaHUS HAa WHIAUBUIYAJIBHOE WJIH KOJJIEKTHBHOE
BBINIOJIHEHHE MTPOEKTOB, HA BHIMOTHEHUE MPAKTUYECKUX JIEUCTBHM.

Oo0pa3uwbl 3a1aHMi:

1. Ha KOHKpeTHOM HpuUMEpe npodeMoHcmpupylime OTINYNE PELIeHHUsS 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. Y4eOHO-MeTOnM4YecKoe U HH(POPMALMOHHOE o0eciedeHne JUCHUILIHHbI
1.PexoMenyemasi Jureparypa
a) OcHOBHas JiUTEpaTypa:

. JoxkymentoBenenue : yueOHuk u npaktukyMm / JI. A. Jloponuna [u np.] ; moxn pexa. JI. A.
Joponunoii. — 2-e m3j., nepepab. u gon. — Mocksa : FOpaiit, 2019. — 309 ¢. — Tekcr :
anekTponnbi. —  URL: https://www.biblio-online.ru/bcode/433067 (1ata  oOpalleHuUs:
13.12.2019).

. Ymaxkona O. A. JlokymeHTOBeieHue: yuaeo. mocooue / O. A. Ymaxkona. - M.:HUI] UTHOPA-M,
2017. - 64 c. - Pexxum nocryma: http://znanium.com/catalog/product/809874

KyusieB H. H. /lokymentoBenenue : yueonuk / H. H. Kynses, JI. H. Ypanos, A. I'. ®abpuunon
; mox pen. H. H. KynsieB. — Mocksa : Jloroc, 2015. — 352 ¢. — TeKcCT : 371€KTPOHHBIA. —
URL: http://www.iprbookshop.ru/70692.html (mata oOpamenus: 13.12.2019). — Pexum
jpocryna: st aBropusup. Ilonb3oBareneit. ['apanTupoBanHblil cpok pasmemieHuss B ObC 1o
20.09.2021 (aBTOmposIOHTAIHS)

Cumonsin P. S1. lokyMeHTallMOHHOEe o0ecredeHHe CHCTEMbl YNPABJIECHUSl OpraHU3aluen :
yue6. mocobue / P. SI. Cumonsin. — Caparos : Aii [Iu Dp Menua, 2018. — 180 ¢. — Tekcr :
anektponHsi. — URL: http://www.iprbookshop.ru/72458.html (mata oOparmieHus:
13.12.2019). — Pexum goctyma: ans aBropusup. Ilomp3oBateneil. JIMIEH3Ms: BeCh CPOK
OXpaHbI aBTOPCKOTO TIPaBa

. JlIoKyMeHTallMoHHoe ofecneyeHHe YNpaBjaeHus (IEIOMPOU3BOACTBO) : yued. mocodue / T.A.
beikoa, T.B. Kysuernora, JI.B. Cankuna ; mox obm. pea. T.B. Ky3nemoBoi. — 2-¢ m3j.,
nepepad. u gon. — Mocksa : UHOPA-M, 2020.— 304 c. + [lon. marepuainsl [D1eKTPOHHBIN
pecypc]. — (Boiciee oOpaszoBanme: bakamaBpuar). - Tekcr : smektponnbii. - URL:
http://znanium.com/catalog/product/1078152

0) JonosiHuTe IbHAS JIUTEpaTypa:

1. I'puabepr A. C. JlokyMeHTaIIMOHHOE O0eCIIeueHUE YIIPABICHUS: YICOHMUK.
- M.: IOnwurtu-Hana, 2015. - 391 c.;[Dnextponnsiii pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=115031

2. JloxkymenrtoBenenue: YueOHoe mocobue / YmrakoBa O.A. - M.:HUI]
NHOPA-M, 2017. - 64 c. OnekTpoHHbIM pecypc. - Pexum nocrymna:
http://znanium.com/catalog.php?bookinfo=809874

2.IlporpammHoe obecnieueHme


https://www.biblio-online.ru/bcode/433067
http://znanium.com/catalog/product/809874
http://www.iprbookshop.ru/70692.html
http://www.iprbookshop.ru/72458.html
http://znanium.com/catalog/product/1078152

Hepeqeﬂb JAUYEHZUOHHO2O0 NPOSPAMMHOCO obecneuenus Onsl CaAMOCMOSIMENbHOU

Ppabombl 00YHAIOWUXCS 8 KOMNbIOMEPHBIX Kiaccax Ne 245, 338:

Adobe Acrobat Reader DC

Dropbox

Google Chrome

Kaspersky Endpoint Security 10 ms Windows
MS Office 365 pro plus

Microsoft Windows 10 Enterprise
2018 r.WinDjView 2.0.2
CIICT'APAHT aspo

HUKTC 1.21

OpenOffice 4.1.1

Qt5.6.0

3. CoBpeMenHbIe podeccuoHaIbHbIE 0a3bl TAHHBIX H HH(POPMAIIMOHHBIE

> w b

o

CIIPABOYHbIC CUCTEMbI

Bba3a nannasix Web of Science http://apps.webofknowledge.com

Hayunas snexrponnas 6udimorexka eLIBRARY.RU https://elibrary.ru

DrnekTpoHHas 6a3a maHHbIX quccepraiuid PI'B hitp://diss.rsl.ru/

OnektpoHHass kojutekuusi KHAT  Okcdopackoro Poccuiickoro ¢oHaa

http://mwww.myilibrary.com/browse/open.asp

DnekTpoHHO-0MOmoTeuHas crcteMa IPRbooks http://mww.iprbookshop.ru/

DJIEKTPOHHO-OMONIMOTEYHAsS CHCTeMa «3HaHImyM» WWW.ZNanium.com

DJIEKTPOHHO-OMOIMOTeUHAS cucTema U3/IaTENILCTBA «JIaHby

http://e.lanbook.com

DiexTpoHHO-6nbHoTeuHas crcrema FOPAT https://biblio-online.ru/

4 IlepeuyeHb pecypcoB MH(POPMALTMOHHO-TEIEKOMMYHUKAIMOHHOM CeTH

«HTEpHET», HEOOXOAUMBIX J1JIsl 0CBOEHHS JUCHMILINHbBI

1. IleHTp conmaIbHO-KOHCEPBATUBHOM MOMMTHKY — http://Mww.cscp.ru/;


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.myilibrary.com/browse/open.asp
http://www.iprbookshop.ru/
http://www.znanium.com/
http://e.lanbook.com/
https://biblio-online.ru/
http://www.cscp.ru/

2. Mockosckuii nientp Kapuern — http://www.carnegie.ru;

3. «Pomwup» — http://romir.ru/,

4. BcepoccHHCKUAM — IEHTP  HMCCIEIOBaHMS  OOIIECTBEHHOIO  MHEHUS

(BIIMOM) — http://mwww.wciom.ru;

5. ®oup «O01ecTBeHHOe MHEHHUE» — http://www.fom.ru;

6. LlenTp nomutuyeckux uccaenoBanuii « Mumem» — http://mwww.indem.ru; u

Ip.
7. «J1OJIMC»— http://www.politstudies.ru.

8. «Pro et contray — http://mwww.carnegie.ru/ru/pubs/procontra/.

9. «Poccus B miobanbHOM nosmtukey — http://mww.qglobalaffairs.ru/.

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

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

12. «Poccutickas deneparus cerogrsy (http://mww.russia-today.ru/),

13.«Okcnepm» (http://www.expert.ru),

14. «ITomarmaeckmii sxypram» (http://www.politjournal.ru/),

15. «Pycckuit Newsweek» (http://mww.runewsweek.ru/),

16. «Bmnacte» (http://mwww.kommersant.ru/vlast.aspx),

17. «ITomurtrnueckuii kimacey (http://mmww.politklass.ru/),

18. «ITpodub» (http://mwww.profile.ru/)
19.PUA «Hosoctm» (http://www..rian.ru/),

20. «ITomwut.Py» (http://www.polit.ru),

21. «I[Tomutkom.Ruy (http:/Mmmww.politcom.ru/),

VI. Meroguueckue MaTepuajibl [Jisi 00y4alOIMXCA 1O OCBOECHHIO
JUCIUATUTHHBI
Cooepoicanue Kypca
Tema 1. Teopuss W NPaAKTHKA [JOKYMEHTAIIHOHHOTO CONPOBOKIECHUS H
aesonpousBoacTea B Poccun
TeMmbl TOKIIaI0B

1. DBosronust TEpMHUHA «JIOKYMEHT).


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

Jlurmomatuka JKana MaOuiboHa.

Hayxa o noxymente Ilosa Otie.

Bo3HUKHOBEHHE TOKYMEHTOBEICHHS Kak Hayku B Poccun.
Jlenonpon3BOACTBO KaK MPAKTUYECKasi CTOPOHA HAYKH O JOKYMEHTE

HenonpounsBoactBo B JpeBHen Pycu

N o g bk DN

Jlenonpou3BOACTBO B IEHTPAJIBHBIX M MECTHBIX  YUPEKIACHUIX

MockoBckoro rocynapctsa B XV — XVI Bs.

8. «I'enepanpHbiil pernmament» 1720 roma cucreme, CTPYKType M 1ITaTax
rOCYJTapCTBEHHBIX YUPEKICHUN

9. OcHoBrl aenonpon3BoacTBa B «I eHepansHOM peraamenTe» 1720 T.

10.XpaHeHue MOKYMEHTOB B TIPUKAa3HOM U KOJUIEKCKOM cCHCTEMax
JIEIIONPOU3BOACTBA

11.0co6ennoctu nenonpousBoacTBa B CeHare

12 «Yupexnaenue st ynpasienust ryoepuuid» (1775 r.) o6 ycrpoiicTBe
MECTHBIX OPTaHOB BJIACTH U MOPSIKE JIETOMPOU3BOCTBA B HUX

13.Co3nanue  munucrepctB B XIX  B.: mnpuuuHbl  pedopmbl
rOCYJapCTBEHHOTO YIIpaBieHuUs, HYHKIINA MUHUCTEPCTB

14.«O6mmee yupexnenne Munuctepcts» (1811 r.) o0 opranuzanuu u
MOPSIJIKE pabOThI IEHTPAIBHBIX YUPEIKICHUN

15.0cobeHHOoCcTH MUHUCTEPCKOTO aenonpoun3BoacTsa B XI1X B.

16.3apoxnenne coBerckoro nenonpousbojictsa B PCOCP. 1917-1922 r.

17.0co0eHHOCTH IeJIONPOU3BOJICTBEHHBIX ITPOIIECCOB B TIEPBOM MOJIOBUHE
XX Beka

18.'ocynapcTBEHHBI MHCTUTYT TEXHHMKH YIIPABIEHUS M €ro poiib B
COBEpIIICHCTBOBaHMH Jeonpon3BoacTea (1920-1930-¢ rr.).

19.Pa3Butue nenomnpousBojictBa B 60-70-¢ IT. MpoONLIOTO BEeKa: OCHOBHBIC
TEHJICHITUH.

20.IlepcniekTUBBI pa3BUTUSI OTECYECTBEHHOTO Jeiomnpous3BojcTtBa B XXI

BCKC€.



Tema 2. Ilonsitue «aokyMeHT». CBoOMcTBAa M (YHKIUM [JOKyMEHTA.
Kaaccudpuxkanus 1okymenToB. Kiiaccupukanusi 10KyMeHTOB

[TpakTukym

CryneHtam mpemjiaraeTcsi MPOAHAIM3UPOBATH KOMIUIEKT JOKYMEHTOB IIO
ClIeyIoIEeMy 00pasily:

Ilpumep ¢pynkyuonanvrozo ananuza 00OKymenma

bunem s KuHomeamp

1. Unghopmayuonnaa ¢pynxkyusa. Hecer B cebe nHPopMaInio 0 KHHOTEATpE €
TOYKHU 3pPEHHUs OpTraHm3armoHHO-TpaBoBoi ¢opmel (OO0, 3A0 u T1.1.), 0
MPABOBBIX OCHOBAX JCATEIBHOCTH MPEANpUsATHS (HOMEp JUIECH3UHU), O
Ha3BaHUU KUHO(DUIIEMA, CEaHCe U T.I.

2. Kommynuxkamuenasa gpynkuyusn. C 0THON CTOPOHBI SBIIACTCS NEPEIATINKOM
uH(bOpMAIUU MEXIY KHHOTEATPOM U 3pUTENIEM: U3 OWiIeTa 3pUTeib y3HACT
psAA U MECTO, Ha KOTopble KyryieH Ouier. C Ipyroil CTOpOHBI, COOOIIAET
aAMUHUCTPATOPY KHHOTEaTpa, YTO 3pUTEIb MMEET TMPaBO IOCETUTH
OIIPEJICIICHHBIN CEAHC.

3. Coyuanvnas  yukyusn.  SIBasercs  cpeacTBOM  OOIIECTBEHHOTO
B3aumozeiicteus. ObecrieunBaeT MoTpeOHOCTH OOIEeCTBa B OpraHU3aIluu
OTIPEJICTICHHONW CHUCTEeMbI (TIPEeIMET KYIUTU-TIPOJIaXKu, MPUOOpPETeHUE MpaBa
Ha MOCEIIEHUE KHHOTEeaTpa).

4. Kynemypnasa ¢ynkyus. IlpencraBnser coOoli cBOeoOpa3HOE <«JTUIIO»
npeanpustusa. He ciaydailHO KUHOTeaTpbl CTPEMSITCA JAeiaTh OWJIETHI
KPAaCOYHBIMU, B pe3yJbTaT€ Yero OWJIET CTAaHOBUTCS MHUHH-PEKIaMOM
KMHOTEAaTpAa.

5. Ilpasoeasa ¢pynkyusa. Bo-nepBbiX, 11000 KUHOTEATP AEHCTBYET HA OCHOBE
OTIPEJICIICHHBIX MPABOBBIX IOKYMEHTOB W MMEET MPABO BBITYCKATh OWIICTHI
M0 OMpeNeieHHbIM o0pa3iaM. Bo-BTOpBIX, 3puTeNh, MOKyMmas OWIET,
npuoOpeTaeT MpaBo Ha MOCEIIEHNEe KUHOTeaTpa, MPaBo MPOX0/1a Ha CEaHC.

6. Tosapnasa ¢pynxkyus. bunet sBnseTcs 00bEKTOM KYTUTA-TIPOJIAXKH.



7. Hdocyzoeana ¢pynkyusa. Moxer ObITh NpHOOpETEHA TOKYMEHTOM B TOM

cJly4yae, €CJIM OH CTaHET 00BEKTOM KOJIJIEKIIMU OUJIETOB.

Tema 3. UndopmanuoHHass U MaTepHAIbHAsA COCTABJSIONIME JTOKYMEHTA.
Metoabl wu3MepeHuss uHpopmauumu B J0OKyMeHTe. Buabl Hocuresei
HH(poOpMALUHA
Tembl TOKIaT0B
1. N3obperenune Oymaru; Oymara Kak TpaJULIMOHHBIM HOCHUTENIb WH(pOpMaIIH,
ee IpeuMyIIecTBa
2. KunomokyMeHT: o0OmIass XapaKTepUCTHUKA, TOHATHE «KHHOJOKYMEHT,
nuaduibM, KHHOQUIBEM, BUICODUIBEM
3. DOTOIOKYMEHT: dbotorpadus, JIAATIO3UTHB, pa3BUTHE
(b OTOIOKYMEHTUPOBAHUS
4. DOHOMOKYMEHT: rpaMIUIaCTUHKA, (POHOTpaMMa.
5. IlepdopupoBaHHblii TOKYMEHT: oOmIas XapaKTepUCTUKaA, mepdokapra,
nepdoiieHTa
6. Muxkporpaduueckuii JOKyMEHT: 00II1asi XapaKTEepPUCTHKA
7. OCHOBHBIE BHJBl  MHUKPOTPAPUYECKOTO  JOKYMEHTA:  MHUKPODUIBM,
MUKpo(HUIla, MUKpOKapTa
8. MarHuTHBIN TOKYMEHT: MarHUTHas JICHTa ¥ MarHUTHAs KapTa
9. MarHuTHBIN TOKYMEHT: MarHUTHBINA JTUCK
10.0OnTryecKkuii JOKyMEHT: ONITUYECKHUH TUCK, ayH0-KOMITaKT-IHCK
11.0Ontrnuecknii  moxkymeHT: CD-ROM, Buneo-xkommakt-guck, DVD-muck,
MAarHUTOONTUYECKUN TUCK
12.T'onorpadudeckuii JOKyMEHT: UCTOPHUS PA3BUTHSI, TOJIOTPaMMa
13.Hocutenu nndopmaruu Ha 6a3e GadII-maMsTH.
14.95Bonronus CpeICTB 3aMucu HHOOPMAIHH
15.3ByKOBast peub ¥ €€ 0OCOOCHHOCTH MpH INepeaade nHpopMaruu.
16.Pa3BuTHE 3HaAKOBOTO crIoc00a nepenadyn HHGOpMAaITUH

17.bykBEeHHO-CIIOTOBOE MUCHMO, €T0 OCOOEHHOCTHU



18.JIoKyMEHTHpPOBaHKE C UCTIOJIH30BAHUEM HOBEHIIINX TEXHOJIOTUN

19.Ponps nHpOpMaIuu B yIpaBIeHYECKON EATEIbHOCTH

20.Bunpr nadopmanuu, nHGopMaIus U T0KyMEHT

Tema 4. JlokyMeHTALIHOHHOE O0ecTeYeHre YNPABJIEHUSI KAK COCTABJIAIOIIAS

4acTh HAYKH 0 JOKYMeHTe. 3aKOHOAaTeIbHO-HOpMaTuBHas 0a3a JI0Y

Ilnan noxkaana

1.
2.

O6unactp npumenenus HITA

OcHoBHble TepMuHbI B HITA

. IlpuBenenst nu B Tekcte HIIA omnpenemeHnss TEPMHHOB <«JIOKYMEHT»

(«TOKyMeHTAIuUs» ), «MHGOpMaIIHs, «MH(OOPMAIIMOHHBIE PECYPCHD) U T.1.7
Kakue acrmekTsl paboOThl ¢ JOKyMeHTaMu (OQopMIleHHE, YJIO0CTOBEpPEHUE,
JIOKyMEHTOOOOpOT | T.1I.) U ¢ uHbopmarueit (coop, 00paboTKa, XpaHEHUE)

pernamentupyet nanubiii HITA u kakum oOpazom?

HIIA nas anaaun3a

1.
2.

I'K P® gacts 1, rnasa 4
I'K P® yacts 1, rnaBa 9.1

3. 'K P® yacts 1, rimasa 10
4.
5

I'K P® vacts 1, rimaBer 27-29

. ®enepanbubiil 3akoH OT 27 utonsg 2006 r. Ne 149-03 «O06 unpopmanuu,

UHOOPMAITMOHHBIX TEXHOJIOTHUSAX U O 3aIUTe HHHOPMAITII

OenepanbHbii 3akoH P® ot 27 nekabps 2002 r. Ne 184 — D3 «O
TEXHUYECKOM PETYJIMPOBAHUY

®enepanbubiil 3akoH PO ot 01 oktsi6pst 2004 1. Ne 125 — O3 «O06 apxuBHOM
nene B Poccniickoit @enepannm»

OenepanbHbii 3akoH P® ot 27 wuroas 2006 1. Ne 152 — ®3 «O
MIEPCOHAITBHBIX JTAHHBIX)

denepanbbiil 3aKk0H PO ot 06 anpenst 2011 1. Ne 63-D3 «O06 351€eKTpOHHOM

IIOAITMCH»



10.®enepanpupiii 3akoH PO ot 02 mas 2006 Ne 59-®3 «O mnopsake
paccMoTpeHust oopanieHuit rpaxaan Poccuiickoit denepanmmy

11.3akon Poccutickoit deneparuu «O rocynapcreHHo# Taine» ot 21.07.1993
Ne 5485-1

12.®enepanbhblil 3akoH PO «O koMmMmepueckoit TaiiHe» oT 29.07.2004 Ne 98-
@3

13.®enepanpupiii 3akon PO ot 01 wions 2005 1. Ne 53 — d3 «O
rOCYyJlapCTBEHHOM s3bIke Poccuiickoit denepanumn

14.3akon Poccuiickoit ®eneparu ot 25 okTsaops 1991 r. Ne 1807-1 «O
a3bIkax HapoaoB Poccuiickoit @enepaunm» (B pen. denepanbHbIX 3aKOHOB
ot 24.07.1998 Ne 126-®3, ot 11.12.2002 Ne165-D3).

15.®enepanbHblil KOHCTUTYITMOHHBIN 3aK0H OT 25 aekadps 2000 r. Ne 2 — ©K3
«O TocymapctBenHoMm repbe Poccuiickoit ®enepanun» (B pen.
denepabHBIX KOHCTUTYUHUOHHBIX 3aKOHOB OT (09.07.2002 Ne 2 — ®K3, ot
30.06.2003 Nel — ®K3).

16.®enepanpubiii 3akoH oT 9 ¢epanst 2009 r. N 8-d3 «OO6 obecneueHuu
nocTtyna K uHpOpManmuu O AESTENbHOCTH TOCYJAPCTBEHHBIX OPraHoOB U
OpraHOB MECTHOTO CaMOYyTIPaBJICHUSD)

17.®enepanpubiii 3ak0H o1 27.07.2004 Ne 79-®d3 (pen. ot 08.06.2015) «O
roCyJIapCTBEHHOM TpakaaHckoi ciyx0e Poccuiickoit deneparum»

18.®enepanpubiii  3akoH  oT  27.05.2003 Ne 58-®3 «O cucreme
rocyJ1apcTBeHHOM cityx0bl Poccutickoit deneparmny

19.®enepanpubiii 3akoH oT 02.03.2007 Ne 25-D3 «O MyHUIUTIATBLHOW CITyKOe
B Poccuiickon denepanun»

20.@enepanbubiii 3akoH oT 27.07.2010 Ne 210-®3 «O06 opranuzanuu
MPEAOCTABICHUS TOCYIAPCTBEHHBIX U MYHUIIUIIAJIBHBIX YCIIYT

21.®enepanbubiii 3akoH 0T 06.12.2011 No 402-D3 «O OyxranTtepckoM ydere

22.Yxa3 llpe3unenta PO or 6 mapra 1997 1. Ne 188 «O0 yTBepxkaeHUU

MIepPEYHsI CBEICHUN KOH(PUACHITMATHHOTO XapaKTepa



23.Yka3 llpesugenra PO or 01.02.2005 Ne 112 «O koHKypce Ha 3aMelIeHUE
BAaKaHTHOM  JIOJDKHOCTH  TOCYJApCTBEHHON  TPaXIAaHCKOM  CIIy>KOBI
Poccuiickon @enepannmn»

24 .TloctanoBnenne IIpaButensctBa PD ot 19.01.2005 Ne 30 «O Tumoom
periiaMeHTe B3aUMOJCHCTBUS (peAepalibHbIX OPraHOB MCHOJHUTEIHHOU
BIIACTH»

25.I1ocranoBnenne IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O6
YTBEPXKJICHUM TIpaBWJ JEJONPOU3BOACTBA B  (pelepaibHBIX OpraHax
WCIOJIHUTENBbHOU BIacTW» + [IpaBuna nenonpon3BoacTea

26.[1ocranoBnenne IlpaBurensctBa P® ot 22.09.2009 Ne 754 «O6
yTBepKJIeHUH [lonoxkeHus o cucreMe MEKBEIOMCTBEHHOI'O JIEKTPOHHOTO
JIOKyMEHTOO00pOTa»

27.IlocranoBnenue IlpaBurensctBa PD ot 26 deppans 2010 r. Ne 96 «O06
AHTUKOPPYILIMOHHONW JKCIEPTHU3€ HOPMATUBHBIX IIPABOBBIX AaKTOB M
IIPOEKTOB HOPMATUBHBIX IMPABOBBIX AKTOBY

28.1TocranoBnenue IlpaButenbctBa Poccuiickoit @enepanun oT 24 OKTI0ps
2011 1. Ne 861 «O denepalibHbIX TOCYAAPCTBEHHBIX WH(OPMAIMOHHBIX
CUCTeMax, OO0ECNEeUMBaOIIMX TMPEAOCTaBICHUE B JJIEKTPOHHOU (dopme
rOCyJIapCTBEHHBIX U MyHUIIMIIAJIBHBIX YCIYT (OCylLIeCTBIEHNE QYHKIUI )»

29.1locranoBnenne IlpaBurensctBa P® ot 15.04.2014 Ne 313 «O6
YTBEPXKAECHUHU TOCYIAapCTBEHHOU IporpamMmbl Poccuiickon ®denepanun
“Uudopmanmonnoe odmectno (2011 — 2020 roasr)”»

30.'OCT P 6.30-2003. VYHudumupoBaHHbIE CHUCTEMBI JOKYMEHTAIHH.
YHudunupoBanHas cucrema OpraHU3alHOHHO-PACIIOPSANTEIILHON
nokymeHTanuu. TpeboBaHus kK 0hOpMIIEHUIO TOKYMEHTOB

31.T'OCT P 1.0-2004. Crannaptu3zanus B Poccuiickoit ®eneparuu. OCHOBHBIC
MOJIOKEHUS

32.'OCT P 1.2-2004. Cranaaptuzauus B Poccutickoit @enepanuu. CtangapTsl
HannoHanbHBIe  Poccuiickoit  ®denepammu.  I[IpaBunma  pa3paboTkw,

YTBECPKIACHUA, OOHOBJICHHSI 1 OTMEHBI



33.'OCT P HCO 22310-2009 Cucrtema crangaproB Mo uHpoOpMaIuy,
OUOIMOTEUHOMY M HW3JaTeNbcKoMy feny. MHbopmanus u HoKyMeHTaIus.
PykoBomcTBO  misi  pa3pabOTYMKOB  CTaHIAPTOB,  yCTAHABIWBAIOIIUX
TpeOOBaHUS K YIPABICHUIO TOKyMEHTaMU

34.0cHoBHbBIE MpaBwiia pabOThl apXUBOB OpraHu3aIil (000PEHBI pelIeHuEM

Komneruu Pocapxusa ot 06.02.2002)

Tema 5. O0mue TpedoBanus K 0)OPMIICHHIO TOKYMEHTOB
[Tpumep BapuanTta 1abopaTopHOM pabOTHI

Pazoamounwiti mamepuan: Konnekuus JOKyMEHTOB pa3IMYHOTO BUJA
3aoanue. Haiigute ommoOky B 0hOpMIIEHUN PEKBU3UTOB JOKYMEHTA.

Obpa3zey 0okymeHma:

®EJIEPAJILHASI APXUBHAS CJTYKBA POCCUU
BHUMIAJT

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

Ha Ne
01.01.01 No 24/3-7

O 3akynke yuyeOHbIX OCOOUI

[TpocuM Bac mpenocTaBUTh MEPEUEHb HOBBIX YUEOHBIX MOCOOMIA C YKa3aHUEM LIEH

34 OHUH SK3CMILIAP.




PexTop NnOONUCDH

.1 .1BanoB

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

Tema 6. CucreMbl JOKyMEHTALIMH M TPeOOBAHUA K HUM

[Ipaktuueckas pabota

1.

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

Kakue u3 nepeuncieHHbix QyHKIUN yNpaBIeHUYECKUX JOKYMEHTOB OTHOCSITCS
K CUCTEME OPTraHU3alMOHHO-TIPABOBOM TOKYMEHTALUN:

perucTpanys opraHu3alu;

o0ecrnieyeHne peaan3aluy NOCTaBICHHbIX [Iepel OpraHu3aluel 3auad;
YCTaHOBJICHHE CTPYKTYPBI U IITATHON YHCIEHHOCTH OPraHU3alluu;
YCTaHOBJIEHHE PEKUMa pabOThl OpraHU3allY;

(uKcalus peleHnii KOJUIETHaIbHbIX U COBEIIATENIbHBIX OPTaHOB;
(bopMHUpOBaHKE KOJJIETHATIBHBIX U COBELIATEIbHBIX OPTaHOB;
MHULMAPOBAHUE MPUHSTHS YIIPABICHYECKUX PELICHUM;

JMKBUIALMS OPraHU3aLNN;

o0ecrniedyeHre yrnpaBisieMoCTH O0BEKTa M0 BEPTUKAIIH.

[TonGepure n3 cnucka onpeneacHus s CAEAYOIUX T0KyMEHTOB:
yYpEOUTENBHBINA JOTOBOP;

yCTaB;

MOJIOKEHUE 00 yUpEeKICHUH;

IIOJIO’KEHHUE O CTPYKTYPHOM IOJIPA3/ICIICHUH;

JOJKHOCTHASI MHCTPYKIAS;

LITATHOE PACIIMCAHHUE;

pErJIaMEHT;

UHCTPYKIIHSI.

IIPABOBOM aKT, ONPEIEISAIOIIMNN CTPYKTYPY, YUCIEHHOCTD, JOJDKHOCTHON COCTAaB

U OIUIaTy TpyAa paOOTHUKOB OpraHU3aLUY;



b)

d)

f)

9)

h)

MPaBOBOM  aKT, OMNPEACNSIIONINI  cTaryc, 3amadyu u (GyHKIUHA, TIpaBa,
OTBETCTBEHHOCTb, MOPSIJIOK TESTENHHOCTH rOCyapCTBEHHBIX u
MYHUITUTIATBHBIX OIOPKETHBIX HEKOMMEPUECKUX OpraHu3alui;

MPaBOBOW aKT, H3JABAaE€MbIii B IENSIX pErVIAMEHTAIIMA OPTraHU3allMOHHO-
MIPaBOBOTO MOJIOXKEHUS pa0OTHUKA, €r0 00s13aHHOCTEH, MPaB, OTBETCTBEHHOCTH
1 00eCTIeYnBaIOITUH YCIOBHS TS €ro 3DPEeKTUBHON paboOTHI;

JIOKyMEHT, B KOTOPOM CTOPOHBI OOSI3yIOTCS CO3/1aTh FOPUIAWYECKOE JHUI0 H
OTIPEEIISIIOT MOPSAOK COBMECTHOM NEATENbHOCTH 0 €r0 CO3JaHUI0, YCIOBUS
nepeadr eMy CBOETO UMYIIECTBA U YUaCTHS B €T0 ICITCIbHOCTH;

MIPaBOBOM aKT, YCTAHABIWBAIOIIMKA CTaTyc, (YHKIIMH, TpaBa, OOSI3aHHOCTH U
OTBETCTBEHHOCTh CTPYKTYPHBIX IMOJPA3JICICHUN U UHBIX OPTaHOB;

MIPaBOBOM aKT, COJACPXKAIIWKA IpaBuja, PETYIUPYIONINE OpraHU3aIMOHHEIC,
HAyYHO-TEXHUUYECKHE, TEXHOJIOTMYEeCKUe, (DMHAHCOBbIE U WHBIC CIEIUATbHBIC
CTOPOHBI JIEATEILHOCTH OpraHu3alliid, WX CTPYKTYPHBIX MOJApa3IeIeHUuN u
JOJDKHOCTHBIX JIHII,

MIPaBOBOM aKT, OMPEACISIIONINI CTaTyC, OPraHU3aIllMOHHYIO CTPYKTYpY, LIEJH,
XapaKTeP | MOPSIOK IEATSTLHOCTH CO3TaHHOTO FOPHINYECKOTO JIUIIA;
MPaBOBOM aKT, YCTAaHABIWBAIOIIMKM TMOPSNIOK JEATEILHOCTH PYKOBOJCTBA
OpraHu3alluy, KOJUIETHATBLHOTO WJIM COBEUIATEIbHOTO OpraHa.

Kakne w3 MepeyncCIIeHHBIX PEKBU3UTOB SIBISIOTCS O00S3aTCIbHBIMHU IS
OpraHU3alMOHHO-TIPABOBBIX JIOKYMEHTOB:

HAaWMEHOBAaHHUE OpTraHM3aIMU-aBTOPA;

ajpecar;

HAaMMEHOBAHUE BHUJIa JOKYMEHTA;

CIIPABOYHBIC TAHHBIE OpTraHU3AIMH-aBTOPA,;

JaTa ¥ HOMep;

3aroJIOBOK K TEKCTY;

OTMETKA 00 MCIIOJIHHUTEIIE;

MECTO COCTaBIICHUS.

KeM yTBepkaaroTCs CAeayOmmue JOKYMEHTHI:



a) ycras,

b) mosyoxeHue 0 CTPYKTYpHOM IOAPA3ICICHHM;

C) JOJDKHOCTHAsI HHCTPYKITHS;

d) uHCTpYKIIUS;

) ITaTHOE paclHCaHue.

5. Kakue u3 nepeyucieHHbIX PYHKIUN YIPaBICHUYCCKUX TOKYMEHTOB OTHOCSTCS K
CHCTEME PaCIIOPSIUTEIbHBIX JOKYMEHTAIIUN:

a) oOecrieyeHHe peaan3aluy OCTaBICHHBIX MIEpe]] OpraHu3aluei 3a1ay;
b) peructpanus opraHu3avu,

C) yCTaHOBJICHHE CTPYKTYPBI M IITATHON YHCIEHHOCTH OPTraHU3aI[HH;

d) dukcarys pemeH! KOJIJICTHAIBHBIX M COBEIIATEIbHBIX OPTaHOB;

e) dbopMHUpOBaHHE KOJJIETHATBLHBIX M COBEIATEIbHBIX OPraHOB,;

f) uHMIMEPOBaHWE MPUHATHS YIIPABICHUCCKUX PCIICHHIA;

g) dukcarys peieH!i aIMUHUCTPAIIMA OPTaHN3AINH;

h) ¢ukcamnms xoxa 3aceqannii KOJUIETHAIBHBIX U COBEIIATEIbHBIX OPIaHOB;
1) JIHMKBUOALKS OpraHU3al[1H;

J) uHbOpMHUpOBaHUE O PaKTax, COOBITHS, TEHCTBUSIX;

K) obecrieuenue yrpaBisieMOCTH OOBEKTA 10 BEPTUKAIIH.

6. [TogOepute U3 crivcka onpeaeIeHus s CISTYIONINX TOKYMEHTOB:

1) mocraHOBIICHUE; 4) ykaszaHwue;
2) peleHue; 5) pacmnopspkeHue;
3) npukas; 6) mokiamHas 3ammcKa

a) JOKYMEHT, aJpCCOBAaHHBIH PYKOBOIUTEIIO JIAHHOW WJIM  BBIIICCTOSIICH
OpraHu3aliu, CoAepKanuii 00CTOsATEILHOE H3JI0KEHNE KaKOTro-I1ubo BoIpoca
C BBIBOJIAMU U MPEIJIOKEHUSIMU COCTaBUTEIIS;

b) mpaBoBO#i aKT, NPUHUMAEMBIA BBICIIMMH W HEKOTOPHIMH IIEHTPAIbHBIMH
opraHamu (eaepaJibHON WCIOJHUTEILHON BJIACTH, JEUCTBYIOIIMM Ha OCHOBE
KOJUICTUAJIBHOCTH, TPEJICTABUTECIBHBIMAU W KOJUIETMAJbHBIMM  OpraHaMu

cyonsekToB Poccuiickoit deneparuu B 1ensiX pa3peieHust Hauoosiee BaXXHBIX U



d)

f)

NPUHLUANMAIBHBIX — 3aa4, CTOSAIIMX Iepel JaHHBIMM  OpraHamu, U
YCTaHOBJICHHSI CTA0MIIBHBIX HOPM, TIPABUJ;

IIPaBOBOM AKT, M3JaBA€MbIil PYKOBOJMUTEIIEM OPraHHU3alUy, JCUCTBYIOIIECH Ha
OCHOBE €IMHOJINYHOIO MPUHATHUS PEIICHUH, B LENAX Pa3pelIeHUs] OCHOBHBIX U
OIIEpAaTUBHBIX 3aJa4, CTOSIIMNX IIEPE] OPraHu3aLUeN;

IIPaBOBOM AKT, IPUHUMAEMBI KOJIJIETHAJIBHBIMU U COBELIATEIIbHBIMU OpraHaMu
YUpPEXKACHUIN, OpraHu3alui, NPEeaNpusATAd B LEISAX pa3pelleHus Hauboiiee
Ba)KHBIX BOIIPOCOB HUX ACSITEIBHOCTH;

IIPABOBOM AaKT, W3JAaBAEMBIM E€IWHOJIUYHO PYKOBOAMUTEIEM KOJUIETMAIBHOIO
OpraHa YIIpaBJICHUS B IIpeAenax NPeAOCTABICHHON €My KOMIIETEHIIUH, a TAKKE
PYKOBOJIUTEAMU OpraHU3alui, ACHCTBYIOIIMX HA OCHOBE €IMHOHAYAIINS, B
LEJSAX pa3pelIeHusl OIIEPATUBHBIX BOIIPOCOB;

IIPAaBOBOM AaKT, M3JAaBAEMbli E€IMHOJIUYHO PYKOBOIUTEIEM OPraHU3aLUU WIIU
€ro 3aMECTUTEISIMU MPEUMYILECTBEHHO I10 BOINpocaM HHGOPMALMOHHO-
METOAMYECKOTO XapaKTepa, a TAKXKE IO BONPOCaM, CBA3aHHBIM C OpraHu3aluen
BBIIIOJIHEHUS [IPUKA30B, UHCTPYKLUMM U APYTMX MPABOBBIX AKTOB JTAHHOW WIIU

BBIIIECTOSIIENA OPraHU3allNH;

7. Kakue u3 IMCPCUYNUCIICHHBIX 3TAIIOB IMOATOTOBKH OTHOCAT K PACIOPAIUTCIbHBIM

AJOKYMCHTaM, U3aBaCMbIM Ha OCHOBC CANHOJINYHOI'O IIPUHATHUA pemeHHﬁ:

8.

a) IOBEJICHUE TOKYMCHTA JI0 UCTIOJHUTEJIS,

b) mopaboTka mpoekTa Mo 3aMevYaHusM;

C) moANMCaHUE TOKYMEHTA;

d) moaroToBKa MpoOEKTa PEIIECHUS IS BHIHECEHHUS Ha PACCMOTPEHHE;
€) coryiacoBaHHE MPOEKTa JOKYMEHTA;

f) oOcyxneHue Bompoca Ha 3aceaHuM,

g) cOop u aHanM3 HHGOPMAIIMH IO BOIIPOCY.

Kakne u3 mnepeuucineHHbIX B M. 4 3TanoB OTHOCSAT K PacCHOPAIUTEIbHBIM

AOKYMCHTaM, N31aBaC€MbIM IIPpHU KOJUJICTHUAJIbHOM IIPUHATHA pemeHHﬁ?

9.

Kakue cymecTByloT crnocoObl (PUKCAlUK  YIPaBICHYECKUX  PEIICHUIH,

MIPUHUMAEMBIX KOJJIETHAJIbHBIM OpranoM? UTo Takoe NpOTOKOJIbHOE penieHne?



10. Yto MOXKeT SBIATBCA OCHOBAHHEM JUIA M3JaHUS PaCIOPSIUTEIHLHOTO
JTIOKyMEHTa?

11. U3 kakux 3JEMEHTOB COCTOMT KaXIblii MYHKT pPACHOPSAUTEIBHOW YacTh
npukaza? Kak opopMISIOTCS MyHKTHI PACIOPSAAMTEIBHON YacTH MpUKasza, eCiu
OHM HOCAT OPTraHU3AIMOHHBIA XapakTep WM YTBEPXKIAIOT KaKue-Iu0o
JIOKYMEHTBI?

12. Yem oTiinyaeTcs pelieHrue oT nprukasa?

13. Kakue U3 nepeyrcaeHHbIX (QYHKIUN YIPaBICHYSCKHX JTOKYMEHTOB OTHOCSTCS
K CHCTEME CIPaBOYHOM JTOKYMEHTAIIUH:

a) oOeclieyeHHE peali3alliy MOCTABIICHHBIX ITepe/l OpraHu3aluei 3a1ad;

b) perucrparus opraHu3alyu;

C) yCTaHOBJICHHE CTPYKTYPBI M IITATHON YHCIEHHOCTH OPraHU3aI[HH;

d) dukcarus pemeHu KOJIJICTHAIBHBIX M COBEIIATEIbHBIX OPTaHOB;

e) dbopMHUpOBaHHE KOJUICTHAILHBIX U COBEIIATEIbHBIX OPTaHOB,;

f) wHMIMEPOBaHWE MPUHATHSA YIIPABICHUYCCKUX PEIICHHIA;

g) dukcarys peieH’ aAIMUHUCTPAIIMA OPTaHN3AINH;

h) ¢ukcanms xoma 3aceqannii KOJUIETHAIBHBIX U COBEIIATEIbHBIX OPIaHOB;

1) JIUKBHOALNS OpraHU3al[iH;

J) uHbOpMHUpOBaHHUE O (paKTax, COOBITHS, TEHCTBHSIX;

K) obecrnieuenue yrnpaBisieMOCTH OOBEKTa 110 BEPTHKAIIH.

14. OnummuTe anroput™ opOopMIIEHUS TPOTOKOIA.

15. IlonGepute U3 cnucka onpeAeaeHus JUisl CISAYIOIMNX T0KYMEHTOB:

1) cimyxeOHas 3aInCKa; 6) crpaBka;

2) TpeIOKEHHE; 7) axr;

3) mpencTaBiICHHE; 8) Tenerpamma;

4) oOBSICHUTEIbHAS 3aITHCKa,; 9) 3akiOYeHUE;
5) npoTokoi 10) NIepeYCHb.

a) JOKYMEHT, COJCpJKAIllMii  CHCTEMATH3WPOBAHHOEC  MEPCUHCIICHHUE
MPEAMETOB, JIMI, OOBEKTOB WM pabdOT, COCTABJICHHBIM B IEIAX

pacnpocTpaHeHHUs Ha HUX OIPeJeTICHHBIX HOPM WJIU TPeOOBaHUM;



b) 0000meHHON Ha3BaHWE pPA3MUYHBIX 10 COACPIKAHUIO JIOKYMEHTOB,
BBIZICISIEMBIX B CBSI3M C OCOOBIM CIIOCOOOM Tiepemadd TEKCTa — IO
KaHaJaM TeJierpaHoi ceTH 00IIEero MoJIb30BaHuU;

C) JOKYMEHT, COCTAaBJISIEMBI IO BOMPOCAM MaTepHATLHO-TEXHUYECKOTO,
UH(POPMAIIMOHHOTO, XO3SMCTBEHHOrO OOeCHeueHUs] PaOOTHUKOM WM
PYKOBOJIUTEIIEM  TOJPA3/CICHUS HAa WM  PYKOBOJAUTENSA  WJIH
CIICIUAIACTA IPYTOTO MOAPa3ACIICHHS;

d) mOKyMEHT, cojiepiKallliii ONMHMCAaHWUE W TOJTBEPXKIACHUEC TEX WM WHBIX
($akTOB U COOBITHI.

€) JOKYyMEHT, COJCpKaIlUi TPEJIOKEHHE O Ha3HAUCHHH, TEPEMCIICHUH
WY TIOOIIPEHUHU PAOOTHHUKA YUPESIKICHHUS;

f) moxkymeHrt, cocraBisieMblii paOOTHHKOM OpraHM3allMd Ha  HWMS
BBIIIECTOSIIETO JODKHOCTHOTO JIMIIA B LENSIX OOBSICHEHUS MPUYHUHBI
KaKoro-iuoo JeicTBusl, (hakta, MPOUCIICCTBHS;

g) JOKYMEHT, COJCpXallluid 3alliCh XoJa OOCYXXICHHS BOIIPOCOB H
NOPUHATHS ~ pEUICHUH Ha CcOOpaHWsAX, 3aceJaHMsIX, COBCUIAHHSX,
KOH(EPEHIIHSX, ICITOBBIX BCTPEUaX;

h) mokymeHT, copepsKaliii MHEHUE, BBIBOJIbI OPraHU3AIMH, KOMUCCUU WITH
CTICIIHAITUCTA 110 KAKOMY-JTHOO0 JOKYMEHTY WIJIH BOIIPOCY;

1) JIOKyMEHT, COCTABJICHHBIN JUTsI IOATBEPKICHUS YCTAHOBJICHHBIX (DAaKTOB,
COOBITHH N NEUCTBUH;

J) ITOKyMEHT, coJepiKalllui TIepeueHb KOHKPETHBIX MPEAJIOKCHHNA TI0
OIPEJICIICHHOMY BOTIPOCY

16. Kakue u3 NEpPEUYMCICHHBIX PEKBU3UTOB SBISIOTCS OO0SI3aTCIbHBIMU IS
OOJIBIIMHCTBA CIPABOYHO-UH(POPMAIIMOHHBIX JIOKYyMEHTOB:

a) HaMMEHOBAaHHE OpPraHU3aIMH-aBTOPa,;

b) ampecar;

C) HaMMEHOBAaHWE BHUJIA JOKYMCHTA;

d) cnpaBouHbIE AaHHBIC OPraHU3AIlMH-ABTOPA;

€) Jara v HOMep;



f) 3aronoBox k Tekcry;

g) oTMeTKa 00 MCIIOJHUTEIIE,

h) mecTo cocraBieHus;

1) rpud yrBepKIcHHS.
17. B ueM cocrouT pazauuve B O(GOPMIICHHHM U MNOANMCAHMM BHEUIHUX U
BHYTPEHHUX CIIPAaBOYHBIX JOKYMEHTOB (JOKJIaJHas M OOBSICHUTEIbHAs 3aIUCKH,
CIpaBKU U T.1.)?7
18. YUem oTimuaroTcst Apyr OT Apyra AOKJajHas, CiIyXkeOHas U OOBsSCHUTENbHAs
3aMMuCKu?
19. KakoBo HanpaBieHre ABWKEHHS MO YIPABIEHYECKOW BEPTUKAIN CHPABOYHBIX
JIOKYMEHTOB?
20. ITouemy IPOTOKOJI MOKHO OTHECTH M K PACHOPSAIUTEIBHOM U K CIIPABOYHOMU

JOKyMEHTAIu?

Tema 7. JlokymeHTHass KOMMYHUKanud. [OKyMeHT0000pOT. YmpaB/ieHHe
JTOKYMEHTAMU
TembI DOKIIaI0B

1. Cayx0a nenomnpous3BOJICTBa OpraHU3allMU: JOJDKHOCTHOW M YMCICHHBIN
COCTaB, 33/1a4 U (QYHKIINH

2. HCTpYyKIHS 1O JETI0MPOU3BOCTBY: COCTAB Pa3eiiOB, MOPSIOK pa3pabOTKU
1 0(pOpMIICHUSI.

3. Opranuzanus padoThI c JOKYMEHTaMH. I{enTpanu3oBaHHas,
JCIICHTPAIN30BaHHAss W CMelanHas (opma paboTel € JTOKYMEHTAMH:
JIOCTOMHCTBA U HEAOCTATKU Kaxa0H (OPMBI.

4. Tlonsitne  «aOKyMeHTOOOOpOoT». KonmuecTBeHHBIE W KadeCTBEHHBIE
XapaKTEPUCTHKU JOKYMEHTO0O0poTa. O0BheM TOKYMEHTO000pOTA.

5. DkcnenuumoHHast 00paboTKa JOKYMEHTOB.

6. Peructpamusi JOKYMEHTOB: OCHOBHBIE PETHUCTPAIlMOHHBIE (QOPMBI, UX
XapaKTEPUCTHUKA, JOCTOMHCTBA U HEAOCTATKH.

7. CoxkpailieHusi 00beMOB JIOKYMEHTOO0OPOTa: OCHOBHBIC HAPABJICHUS.



8. Opranu3zanusi KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB.

9. Opranuzanus paboThl C BHyTPEHHUMH JTJOKyMEHTaMHU.

10.Opranuzaiys paboThl ¢ UCXOIAITUMH JIOKYMEHTaMHU.

11.HomenknaTtypa Jdel  OpraHu3alMu: BHUJbl HOMEHKIATYp, MOPSAO0K
COCTaBJICHUS.

12. Uunexkcamms  nen. OdopmieHrue 3arojoBKOB JIel TPH  COCTABJICHUHU
HOMEHKJIaTypPHI.

13.0OneparuBHOE XpaHeHUE JOKYMEHTOB. @opMupOBaHHE JOKYMEHTOB B Jeia.

14.TTonHOE M wacTHuHOE OhOpMIICHHUE JIETT.

15.TTopsimok cocTaByieHUs] OUCcen Je.

16.Opranuzanus rnepeaayu e Ha apXUBHOE XpaHCHHE.

17.9xcnepTr3a IEHHOCTH IOKYMEHTOB. KpuTepuu OleHKU JOKYMEHTOB.

18.OkcneptHas  koMuccusi opranuzaius. IlomokeHue 00  dKCmepTHOM
KOMMCCHH.

19.0mnpenenenre CpoKOB XpaHEHUS JTOKYMEHTOB. THITOBBIC M BEIOMCTBCHHBIE
MIEPEYHH.

20.Opranuzanus JeI0IpoOr3BOACTBA M0 OOPALCHUSIM TpaKIaH

Tema 8. Kommiiekcbl JOKYMEHTOB M COBPEMEHHbIE TEXHOJOIMH PadOThHI C
HUMH

Temsl occe

1. CooTHOIIEHNE TOHATHI «KOMIUIEKC TOKYMEHTOBY, «JIOKYMEHTHBIE PECYpPCHI»,
«H(OPMALIUOHHBIE PECYPCHI.

2. 'ocynapcTBeHHbIE M HETOCYAAPCTBEHHBIE MH(OPMALIMOHHBIE PECYPCHI

3. Knaccudukanus nHQOpMamOHHBIX PECYPCOB

4. [lonsiTHE «AOKYMEHTAIBHBIN (POHY, CTPYKTYpa JOKYMEHTAIBHOTO (OHA.

5. IlepBu4HBIE KOMILJIEKCHI TOKYMEHTOB

6. OnexTpoHHbIE WH(MOPMAIMOHHBIE PECYpChl OpraHu3alMii, WX COCTaB U

0COOEHHOCTH



7. llepcoHanbHBIE MTOKYMEHTHBIE PECYpPCHI: TOHSITHE, COCTaB, OCOOEHHOCTH
XpaHEHMS U y4eTa.

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

9. ApxuBHbI QoI PO KaK KOMITIIEKC JOKYMEHTOB.

10. JoxymeHTHble (OHIBI OMOIMOTEK M My3e€eB: OCOOCHHOCTH (OHJIOB, HX
OTJIMYME OT aPXUBHBIX (POHJIOB.

11. Pecypcel HayuHO-TexHHYeCKOW uH(popmanuu. [ocymapcTBeHHas cucrema
HAy4YHO-TEXHUYECKOU MH(popMaIuu.

12. Pecypchl cratHcTUYeCKOM UHGPOpMAIUU: OCOOEHHOCTH (POPMHUPOBAHUS
pecypcoB, o0paboTka craTucTUdeckod mHpopMmammu, ['ocyaapcTBeHHas cucTeMa
CTaTUCTHUKH.

13. PacnpeneneHHble 3JIEKTPOHHBIE PECYPCHI, OCOOEHHOCTH MX (OPMHUPOBAHUS U
(YHKIIMOHUPOBAHMSIL.

14. MecTo u posb 3JEKTPOHHBIX OMOIMOTEK B CUCTEME IOKYMEHTHBIX PECYPCOB.
15. IlepcieKTUBBI pa3BUTHUS SIEKTPOHHBIX OMOIHOTEK.

16. NHTpaHeT u ero Ha3HAYEHUE

17. Cucrema MEXBEAOMCTBEHHOIO JJEKTPOHHOIO  B3aMMOJACHUCTBHUA, €€
Ha3HAUYCHUE U OCOOEHHOCTH

18. MeXBeTOMCTBEHHBIN JICKTPOHHBIN JOKYMEHTOOOOPOT, €T0 3HAUCHHE.

19. Enunblil nopTan rocy1apCTBEHHBIX YCIYT KaKk MHPOPMALMOHHAS CUCTEMA

20. DneKTpOHHBIE aPXHUBBI U UX OCOOCHHOCTH.

Tema 9. OcHoBBI padoTHI ¢ JOKYMEHTHOM MH(popMaumeii: pedepupoBaHue,

pelaKTUPOBAaHUE, pepall TUHT

[Tpumep 3agaHus HA MPAKTUIECKYIO pabOTy
Pazoamounwiii mamepuan. Kypuainsl «Ilomucy, «Couucy, «Jleronpon3BoicTBo».
3aoanue. BriOpaTh U3 MPEIJI0KEHHBIX KYPHAJIOB OJHY CTaThIO U HAIMCATh Ha HEE

anHoTanuio. Craenath pepallTHHT BHIOPAHHOM CTAThHU.



MonayabHble TeCThI
MonyabHbii TecT Ne 1
1. Yto yka3biBaercs B pekBu3nte «lloanuchb» npu y10cToBepeHUN aKTa:
) JIOJDKHOCTH JIUII, BXOJSIIUX B COCTaB KOMHCCHUH;
b) pacnpeneneHue 00s3aHHOCTEH B COCTaBE KOMHUCCHHU;
C) JOJDKHOCTH JIMII, BXOJSIIUX B COCTaB KOMHCCHHM M PACIpECIICHUC
00513aHHOCTEH MEXIy HUMH B COCTaBE KOMHCCHH.
2. Kakum o0pa3zom mpocrapJisieTcsi Ha JOKYMeHTe OTTHCK NeYaTH:
d) OTTHUCK MeYaTH JAO0JDKEH 3aTparuBaTh 4acTh MOJIUCH,
b) oTTHCK mevyaTu JOJDKEH 3aTparuBaTh YacTh PACIIM(PPOBKHU MOAIHCH;
C) OTTHUCK MeYaTH HE OJDKCH 3aTparuBaTh SJIEMEHTHI TOAMUCH
3. Kakum o0pa3om Ha JIOKYMeHTe PacmojiaraloTcsi NoANMCH JUll, pABHbIX 1O
JAOJIKHOCTH:
a) Ha OJJHOM YpPOBHC;
b) omHa moj Apyroi.
4. Kak odopmisieTcss NOANUCH HA OJIaHKe OPraHU3aLMN:
d) HaMMEHOBAHWE JIOJDKHOCTH BKJIFOUACT HAUMEHOBAHHME OPTaHU3aIUH;
b) HamMeHOBaHWE TOKHOCTH YKa3bIBACTCS COKPAIICHHO;
C) HaMMEHOBAaHHUE JOJDKHOCTH HE YKa3bIBACTCH.
5. Kak ogopmisiercss 0TMETKA 0 HAJTMYMY NPUJI0KEHUH B MUCbMAaX COTJIACHO
0TEe4YeCTBEHHOMY CTAHAAPTY:
a) 10 MOIIIUCH;
b) mocne moamucw;
C) B TEKCTE JOKYMEHTA.
6. [lo kakoMy M3 3ITHX KJAacCH(PUKATOPOB MPOCTaBjIseTCs: KoA (opmbl
JOKYMEHTAa
a) OOmIepocCUiCKuil KITacCU(PUKATOP CTaHIAPTOB,;
b) OGmepoccuiickuii kaccuukraTop MpoaYKIUH;
c) OOriepoccuiicKuit KnacCU(pUKATOP yIpaBiIeHYECKON TOKyMEHTAIUH;

d) OoOmepoccuiickuii KitacCupUKaTOp MPEINPUITAN ¥ OpTaHU3aIINN;



e) OOmepoccuiicKkuil KITacCUPUKATOP 3aHATHH.

7. Bo3MO:KHO J1M pa3MelleHHMe HA OJIaHKe COKPAIICHHOr0 HAMMEHOBAHUA
OpPraHM3alum:

d) pa3MemieHHe Ha OJIaHKE COKPAIIEHHOTO HaWMEHOBaHUS
OpraHHu3alyy CTAaHAAPTOM HE JIOIYCKAETCS;

b) cokpaileHHOE HAaUMCHOBAaHHE MOXET OBITH Pa3MEIICHO Ha
OJlaHKE HUXKE MOJIHOTO B CKOOKaXx;

C) COKpAIlleHHOC HAWMMEHOBAHHUE MOXKET OBITh pa3MEIICHO Ha
OlaHKe BMECTO IIOJIHOTO HAWMEHOBAHMS, €CITH OHO
3aKPEIUIEHO B yCTABE OpraHU3alUU.

8. Kak, cormacno I'OCTy, odopmiasiercs pexkBu3utr «HaumeHnoBanme
OPraHu3aluN», eCJU CylecTByeT Heo0XOAMMOCTb ero o(QopmJieHUsI Ha
JABYX I3bIKAX:

a) 'OCT ne nomyckaet opopMIICHHS PEKBU3UTA Ha JIBYX SA3bIKaX;

b) HamMeHOBaHWME OpraHM3allMd HA WHOCTPAHHOM WM  BTOPOM
rOCyJapCTBEHHOM fA3bIKE€ pPACIHOJIAraeTcsl HWXKE WM ClpaBa OT
HAaMMEHOBAHUS Ha PYCCKOM SI3bIKE;

C) HaMMEHOBAaHWE OpraHW3allMd HAa HMHOCTPAHHOM WA  BTOPOM
rOCyAapCTBEHHOM SI3bIKE€ pPACIOJIaraeTCsi BBINIE WJIH CJIEBa OT
HAaMMEHOBAHHUS Ha PYCCKOM SI3bIKE.

9. Yrto 0003HAYAIOT 1BA MEPBLIX 3HAKA B Koje (PopMbI JOKyMeHTA:

a) kiacc Gopm;

b) moakmacc Gpopwm;

C) perucTpainuoOHHbIH HOMEP (POPMBI.

10.Yto o003HAYalOT 4YeTBepThbIi M NATHIA 3Haku B (OCHOBHOM
rocyAapCcTBeHHOM PerucTpPaliOHHOM HOMepe (Hanpumep,
1027700380795):

a) mpu3Hak oTHeceHus Homepa k OI'PH;

b) nBe mociemuue nupbI ro1a BHECEHUS 3aIIMCH B PEECTD;

C) KomoBOe 0003HaYeHHU CyObeKkTa PO.



11. B yem 3akJjI04aeTcss OCHOBHOE Ha3HaYeHHe pekBu3uTa «MnenTuduxarop
3JIEKTPOHHOM KONUM JOKYMEHTa»:
a) IOPHUIUYECKOC YIOCTOBEPECHUE TIOKYMCHTA,
b) cBeacHmst 006 aBTOpE OPUITHAIEHOTO JIOKYMCHTA;
C) yka3aHHE Ha IMOMCKOBBIC MPU3HAKH JJOKYMCHTA;
d) ykasaHue Ha KONTUHHOCTH TOKYMEHTA.
12. Moryr au fenoBble mnucbMa odopMiIsiTbed Ha o0meM OjaaHke
OpraHu3auuu
a) oOmmii OmaHK TpeaHa3HadeH s O(OPMIICHHS BCEX BHJIOB
JIOKYMEHTOB:
b) nemoBbie mmchMa MoOryT oOQOPMIATHECS Ha 0OImeM OJIaHKe 10
YCMOTPEHHUIO OPTaHU3alUU-aBTOPA;
C) IeNOBBIE MHChMa MOTYT O(OPMIIATHCS TOJNBKO Ha OJaHKE MUChMa
OpraHU3alnH.
13. Ckoabko BapuanToB wu3zodpaxenusi I[ocynmapcrBennoro I'epoa P®
NPeIyCMOTPEHO COOTBETCTBYIOIIMMH 3aKOHOAATEIbHBIMHM AKTAMMU:
a) OmuH,
b) nBa:
C) Tpwu;
d) dersipe.
14. Kakum o6pa3oM npocTaB/isieTcsi HOMEP CTPAHUIbI B MHOTOCTPAHMYHBIX
JTOKyMEHTaXx:
a) TOCeperHE HIKHETO MOJIS JIUCTA IOKYMEHTA,
b) B mpaBOM HH)KHEM YTy JIMCTa JOKYMCHTA;
C) TOCeperHE BEPXHETO IMOJIS JINCTA JOKYMEHTA;
d) B mpaBoM BepXHEM YTy JIHCTA JOKYMEHTA.
15. Kakoii Bapuant I'ocynapcrBennoro I'epoa P® pasMemarT Ha 0JaHKax
IHocranosaennii IIlpaBurensbcrBa P@:
a) MHOTOI[BETHBII BapHAHT;

b) oIHOLBETHBIN BapHaHT C repaibIUUYCCKUM IIIUTOM;



C) OXHOIBETHBIN BapuaHT 0€3 repaabIndecKoro IuTa,;
d) yuudukaius nHGOPMAITHOHHBIX 3JIEMEHTOB JOKYMEHTOB.
16.Kakoii cnenudpuyecknidi peKBH3UT NPOCTABJSETCS Ha Yy4YpeauTeJbHbIX
JMOKYMEHTAX OPraHu3almnu:
a) WICHTU(HUKAIMOHHBIA HOMEP HAJIOTOILIATEIIbIINKA;
b) orMerka o perucrpaluu;
C) xox (hopMBI JOKYMEHTA
17.Y9T10 Takoe oTMeTKA 00 UCHOJIHUTEJIE:
a) MHHMIHAIBI 1 (HaMUIKs YeI0BeKa, IOrOTOBUBIIIETO JOKYMEHT;
b) wHMIMANEI 1 haMHUINS PYKOBOAMTES OpraHU3aIlHH;
C) yKa3aHHe Ha JIMII0, KOTOPOMY ITOJIy4e€HO HCIIOJHCHHE MPEIMUCAHUH,
COZICPIKAIIUXCS B TOKYMEHTE.
18.Kakum o0pa3oM Ha JIOKYMEHTe PacmoiaraloTcsi MoANUCH JIMIl, He PABHBIX
0 T0JKHOCTH:
a) Ha OJTHOM YpOBHE;
b) omna mom Apyroii.
19.Kak oopmiasieTcsi NOAMUCH HA GJIAHKE JOJKHOCTHOTO JINIA:
a) HaMMEHOBAHME JOJDKHOCTH BKJIIOYACT HAMMEHOBAHHE OPTaHU3aINHY;
b) HanMeHOBaHWE TOKHOCTH YKa3bIBACTCS COKPAIICHHO;
C) HaMMEHOBAaHHWE JOJDKHOCTH HE YKa3bIBACTCH.
20.Kakum 00pa3oM pa3saesieHbl 3JIeMEHThI 1aThl B 0T€4eCTBEHHOM CTaHIapTe:
a) DJIEMEHTHI JaThl Pa3/ICIICHbI THPE;
b) snemMeHTHI JaThl pa3aeneHbl TOYKAMH;
C) 2JIEMEHTHI JaThl MHIIYTCS CIUTHO.
21.11o kKaKoMYy M3 3THX KJaCCH(UKATOPOB MPOCTABIAETCH KO OPraHu3aluM:
a) OOImIepocCuiCKuil KIIacCU(PUKATOP CTaHIAPTOB,;
b) OGrepoccuiickuii knaccuuKaTop MPOAYKIUH;
C) OO61epoccuiiCKuii KIIaCCU(PUKATOP YIPaBICHUCCKON TOKYMCHTAIINH;
d) O6miepoccuiickuii KitacCUpUKATOP MPEANPUITHI 1 OpraHU3aIlnil;

e) OOuiepoccuicKuil KIIacCUPpUKATOP 3aHATHH.



22.B kakux cjay4yasix Ha JOKyYMeHTe 3amoJiHsdercss pexkBu3MT «CcblLika Ha

peFHCTpaHHOHHBIﬁ HOMEP U 1aTy AOKYMEHTaA» .

a) PCKBU3UT 3aITIOJIHACTCA TOJIBKO HAa OTBCTHBIX ITMCbMAX,

b) PEKBHU3UTA 3AIIOJIHACTCA B IIMCbMAX BHC 3aBUCUMOCTHU OT TOI'O, SABJIAKOTCS

OHH OTBCTHBIMHU HJIM HCT,

C) PCKBU3UT ABJICTCA 00s13aTeILHBIM 1 BCCX BHAOB YIIPABJICHYCCKHUX

JAOKYMCHTOB.

23.B kakux caydaax 'OCT ne nonyckaer opopmjieHHE TEKCTA JOKYMEHTA HA

BTOPOM IrocyiapCrB€HHOM AA3bIKE:

a)

b)

I'OCT ne pomyckaer odopMieHHS PEKBU3UTa HA BTOPOM
rOCyJIapCTBEHHOM SI3bIKE;

obopmiieHUE HAa  BTOPOM  TOCYJAPCTBEHHOM  SI3BbIKE
HEJIOMYCTUMO TIPU HaIpaBJICHUU JOKyMEHTa B (efepalibHbIe
OpraHbl BJacTM WJIM B OpraHu3alluy, HaXOJAIIHecs 3a
npenenamu cyobexra PO;

IpU  HANpaBJIECHUU  JOKYMEHTa B  TOCYJapCTBECHHbIC
HEKOMMEpYECKHE OIOKETHhIE OpraHu3alliy, HaXOASIIUecs

Ha TeppuTOopun cyobekra PO.

24.Y1o0 0003HAYAIOT TPETUH M YeTBEPTHIii 3HAKU B Kojie (POpPMBbI TOKYyMeHTa:

a) kiacc Gopm;

b) moaxmacc popwm;

C) perucTpanvoOHHBIH HOMEP (POPMEI.

25.'ne pa3memarTtcs pexkBu3uThbl «Koa opranmsamum» u «Koa dopmbl

AOKYMEHTa» B YHU(PUUHPOBAHHBIX opmax:

a) BBEpXy CIpaBa B KOJOBOH 30HE;

b) mocie HauMeHOBaHHUS BUIA JOKYMEHTA;

C) Ha HIDKHEM T0JIe JJOKYMEHTA.

26. Kakoii mage:xx ucnojib3yercss B 0)OpMJIEHUM PeKBU3MTA «AJpecary NpH

a/I[peCOBAHUH JOKYMECHTA O/ KHOCTHOMY JIMILY:

a) MMEHUTCIIbHBIN MaIeK;



b) nmaTenbHBIN MAACK;
C) POIUTEIBHBIN MAICK.
27. Kakoe u3 NpUBEJECHHBIX YTBEP:KACHHMI COOTBETCTBYET IOJIOKEHUAM
I'OCTa oTHOCHTEJIBHO 3ar0J10BKA K TEKCTY 0(pMINAIBLHO JOKYMEHTA:
a) 3aroJIOBOK MPOCTABJISAETCS Ha JOKYMEHTE I10 KEJTaHUIO OpraHU3aIiH-
aBTOpa JIOKyMEHTA;
b) 3aroyioBOK sIBIIsIETCSI 00S3aTEIBHBIM PEKBU3UTOM JIFOOOTO IOKYMEHTA;
C) 3aroJIOBOK SIBISIETCSI 00s3aTEIbHBIM PEKBH3UTOM JIFOOOTO JOKYMEHTA,
3a UCKITIOYEHHEM JOKYMEHTOB, 0(hopMIIEHHBIX Ha (popmarte AS.
28.YT10 0003HAYAKOT BTOPOil 1 TpeTHii 3Haku B OCHOBHOM rocyJ1apcTBeHHOM
perucTpanuoHHoOM HoMepe (Hanmpumep, 1027700380795):
a) mpusHaK oTHeceHus Homepa k OI'PH;
b) nBe mocnemuue UQPHI TO1a BHECESHHS 3aIIHCU B PEECTD;
C) KomoBoe 0003HaUCHHH CyObeKkTa PD
29. Kakoii Bapuant I'ocynapcrBennoro I'epoa P® pa3memaioT Ha OjaHKax
I'enepanbHoi npokyparypsl Pd:
d) MHOTOIIBETHBII BAPUAHT;
b) oaHOIBETHBII BApHAHT C repajibINnIeCKUM IIIUTOM;
C) OIHOIIBETHBIN BapHaHT O€3 repaibJMUCCKOTO MIUTa
30.Kakue orsamuust umeer 'OCT P 6.30 — 2003 or 'OCT P 6.30 — 97:
a) KOJIMYECTBO PEKBU3UTOB YMEHBIIHIOCH ¢ 31 10 30;
b) xonMYecTBO PEKBU3UTOB yBEINYMIOCH ¢ 29 110 30);
C) BBE/ICHBI JBA HOBBIX PEKBU3HTA,;
d) MCKIIOUYEHBI IBa PEKBU3UTA U3 COCTaBa CTaHIapTa,

E) HCKIIIOYCH OAWH PCKBU3HUT U3 COCTaBa CTaHAApTa

MopyabHbIi TecT Ne 2
1. ABTOpPOM TepMHMHA «10KYMEHTOBEICHNE» ABJISIETCSH:
a. Puxrtep N.W.;
b. Murses K.I'.;



c. Bopobren I'.I".;

d. Bapaguros H.B.

2. 3adukcupoBaHHasi HAa MaTepHAJIbHOM HOcuTejde wuHpopManus, ¢

PEKBHU3UTAMHU, MO3BOJIAIOIIIUMHU ce I/II[eHTI/Iq)I/I]_[I/IPOBaTL,

HA3BIBACTCH coeeeeeecccccssccccsscssccssssccccccsss

3. lokyMeHTO00pa3yloluMHU NPU3HAKAMH SABJISIOTCH:

a.
b.

C.
d.

BHEIIHsS (popMa MaTepUaIbHOTO HOCUTENS HH(pOpMaInu;

@HSHKO-XHMH‘ICCK&H Impupoaa MaTCpUAJIBHOT'O HOCHTCJIA

uHbOpMaInu;

HOCHUTEIb 0€3 HHPOpMaLnH;

ColMaJIbHO 3Ha4YnMas I/IH(bOpMaU,’I/I}I Ha HOCHUTCIIC,

e. mobas nadopmanus, 3aQUKCUpOBaHHAS HA HOCHUTEIIE.

4. O0beKTaMHu JOKYMEHTOBEAeHHS SIBJISIIOTCS:

d. CHCTEMbI JOKYMCHTaLIUHU

b.
C.
d.

e.

JOKYMEHT

AJOKYMCHTHUPOBAHHAA I/IH(l)OpMaHI/IH

KHUTa

ycTHasi uHpopmMarus.

5. IlpeamMeToM TOKYMEHTOBEIEHUSI SIBJISETCH:

a.
b.
C.
d.

yIPABJICHUYECCKUE PEIICHUS;
aHAITUTUKO-CHHTETHYECKasi 00paboTKa JIOKYMEHTOB;
M3y4eHHEe 3aKOHOMEPHOCTEW JOKYMEHTOOOpa30BaHNUs;

ACJI0BasA KOMMYHUKaAIUs.

6. PoaguHa T€XHOJIOrHU U3roTOBJIEHUS OyMaru:

a.

b
C.
d

Kuraii;
Hcnanus;
Snonus;
I'peuns;

®paHLus.



7. Ilpouecc co3gaHMsl JOKYMEHTOB, COCTOSIIIMIA B (PUKCHPOBAHMH HA
MaTepHaJbHbIX  HOCHTEJSX uHopManuu C  PpeKBH3UTAMW,
MO3BOJISIIOIIUMH ee HACHTUQUIHMPOBATDH, HA3bIBAETCSH:

a. JTOKyMEHTHpOBaHHEM MH(GOPMAIIHH;
b. cucremaruzanueit nHGopMaIuy;

C. 3amwuTol uHpopmaiuu;

d. xogupoBaHMEeM HHPOPMAIIHH.

8. Kakoii u3 mnepeumcjieHHbIX aJd(aBUTOB CTAaJl OCHOBOW JJis

00JILIIMHCTBA COBPEMEHHBIX CHCTEM MUCbMEHHOCTH:

a. ETUIICTCKUI;

b. ¢uHMKHICKUI;

C. LIYMEpPCKUHU.

9. IIpaBubHAS MOCJIEI0BATEIBHOCTDH CTAAUN TOKYMEHTHUPOBAHNS:

a. TPOEKT;
b. depHOBUK;
C. Komus;
d. GenmoBuK.

10.C TeyeHnmeM BpeMeHH YCHJIHMBAETCS 3HAYeHHe CJeAyIOIUX (PyHKIUA

TOKYMEHTA:
d. KOMMYHHMKAaTHBHOM;
b. KyabTypHOIi;
C. MCTOPHUYECKOM;
d. mpaBoBoii;
€. YIpPaBJICHYECKOM.
11.B ucrtopuyeckom acnekTe JOKYMEHT pacCMaTPUBAETCsl KaK
a. J10Ka3aTelibCTBO;
b. mpoayKT HCTOPHUECKOTO Pa3BUTHSI OOIIECTBA;
C. CpPEICTBO KOMMYHHUKAIUU;
d. MCTOYHHK PETPOCHCKTHBHON MH(OPMAITHH.

12.OcHOBHOM KJaccH(PUKATOP JOKYMEHTOB B OPraHU3aLMU:



HOMEHKJIaTypa Je;

T &

MITATHOE PacCIUCaHUE;
C. apXuBHas OTIHChH;
d. cTpykTypa u mraTHas YHCICHHOCTD;
e. TeneOHHBIN CIIPaBOYHUK.
13.I1o cpokaM XpaHeHHsI TOKYMEHTbI KJIaccuUUMPYIOTCS HA:
a. TOCTOSTHHOTO XpaHCHHUS;
b. Oeccpoutbie;
C. JOJITOBPEMEHHOTO XpaHEHUS;
d. KpaTKOBPEMEHHOT'O XpaHCHHSI,
€. CpOYHBIE.
14.T1o cioco0y JOKYMEHTHPOBAHUSA TOKYMEHTHI KJIacCHPUIIUPYIOTCS HA:
a. CEKpETHbIE;
b. MOKyMEHTBI, CO3JaHHbIC C IOMOIIBIO  MEPCOHAIBHBIX
KOMITHIOTEPOB;

($h0T0-(POHO-KUHO-TOKYMEHTHI;

o o

rpaguyeckue;
€. oduimanbHeIE;
f. u300pasuTenbHBIC;
g. PYKOIIHCHBIE.
15.9k3eMIIsIp MOJJIMHHUKA JTOKYMEHTA, MMEIOUIUI IOPUIUYECKYI0 CHJLY,
Ha3bIBACTCH:
a. BBIITHCKOM;
b. mybaukaToM TOKyMEHTa,
C. MyOJETHBIM JOKYMEHTOM;
d. xomuei JOKyMeHTa.
16.006s13aTejbHBIA  3JieMeHT odopMwieHus O(PUUIHMATBHOIO JOKYMEHTa
Ha3bIBAETCH:
a. PEKBHU3UT JOKYMEHTA;

b. dbopmynsp nokymeHTa;



C. yHu(UIMpOBaHHAas popMa TOKyMEHTA.

17.CoBOKynHOCTH PEKBU3UTOB 0pMIHMATBHOIO AOKYMEHTa,

PACIHOJI0KCHHBIX B OIpeacJICcHHOM MMOpPHAAKE, Ha3bIBACTCA

18.CtanaapTHbIi JUCT OyMaru ¢ peKBU3NTAMHU, HIEHTH(PUIUPYIOIIMMHA

aBTOpPa 0(pUIIHAIBLHOI0 JOKYMEHTA, Ha3bIBAETCH:

a.
b.

C.

0JIAaHKOM JJOKYMEHTA;
dbopMoii TOKyMEHTa;

1a0JIOHOM JTOKYMEHTA.

19.B cocTaB peKBH3UTOB 0011ero 0JaHKa BXOAAT cJieAyIolHe PEKBU3UTHI:

a.
b.

C.

e.
f.

30Ha JUIs1 1aThl IOKYMEHTA;
CIIPaBOYHEIC TaHHBIE 00 OpraHU3aIliy;

rocyaapctBeHHbidi  repdb P® (repd cyObekta PO,
OpraHu3allln);

30HA JIJIs1 HOMEpa JOKYMEHTa;

CCBUIKA Ha PETUCTPALIMOHHBIN HOMED U JIaTy TIOKYMEHTA;

HanMMCHOBAHHC OpraHU3alnu.

20.PexkBu3uTaMi, NPUAAIIMMH JOKYMEHTY HOPHIUYECKYIO

ABJIAIOTCA:

a. MECTO COCTaBIICHHS WM U3JaHHs JOKYMCHTA;
b. perucrpanMoHHBIH HOMED;

C. TOMIIINCEH;

d. nara;

€. 3aroJIOBOK K TEKCTY.

21.PexBu3ut «I'pud yrBep:kaeHus JOKYMEHTa) Pacnojaraercs:

a. Ha OOOPOTHOM CTOPOHE JOKYMEHTA,
b. B JIeBOM BepxHEM yIiy JOKYMEHTA;
C. B IIPaBOM HHJKHEM YIJIy IOKYMEHTA;
d. B JICBOM HMXKHEM YTJIy JIOKYMEHTA;

€. B IIPAaBOM BEPXHEM YIJIy IOKYMEHTA.

aMOJIEMA

CUITY,



22.HpaBI/IJ'ILHaH mocjaeaA0oBaTeJbHOCTh HAIIMCAHUA 3JIEMEHTOB IIOYTOBOIO

ajipeca Ha MOYTOBLIX OTIIPABJICHUAX:

a.

o o o

Q@ —+~ o

h.

Ha3BAHUC YIINIBI;

HaMMCHOBAHHC aJIpccCara,

HOMCD JoOMa,

MMOYTOBBIN HNHICKC,

Ha3BaHNWC HACCIICHHOI'O ITYHKTA,

CTpaHa,

Ha3BaHHE 00JIACTH, Kpasi, peciyOnKy;

HOMEpP KBapTHUPBL.

23.0TMeTKAa HA JIOKYMEHTe, CO/AepsKaliasi pacnopsizkeHHe PYKOBOJIUTEJIS

MO UCIMTOJIHEHHUIO JAHHOI'0 JOKYMEHTA, HA3bIBACTCH .

a.
b.
C.
d.

rpudom;
BU30M;
MTO/IMHKCHIO;

PE30JTIOLIUEN.

24 IlpaBujbHas MOCJEA0BATEIbHOCTh oopMiieHus1 TpUuda corjiacoBaHus

AOKYMEHTA NO/IKHOCTHBIM JIUIIOM:

a.
b.

e.

JlaTa COTrJIaCOBaHMS,

cioso COI'JTACOBAHO;

pactdpoBKa MOMUCH;

HAaUMEHOBaHUE JOJDKHOCTHOTO JINIIA, BKIIFOYass HANMCHOBAHHE
OpraHU3aINH,

JIN4YHas1 I10AITNCh.

25.Bu3bl corJjiacoBaHHMsl MPOCTABJSIIOTCS B HHUKHEHl 4YacTH 00OpPOTHOI

CTOPOHBI MMOCJECAHEIr0 JIMCTAa JOKYMEHTA Ha

a. BHYTPCHHUX JOKYMCHTAX;

b. MNOCTYIMAOMIUX JOKYMCHTAX;

C. OTHpPABIISIEMBIX NOKYMCHTax.

26.1leyaTh HA IOKYMEHTE 3aBepAeT:



T &

e.

MMPaBUJIBHOCTDL aApPpCCOBAHMA,

KOMIIJICKTHOCTD OTIIPABJICHUA,

IIOJJIMHHOCTD IIOAIIMCH,

. IOCTOBEPHOCTh UH(OPMAILIHH;

MPaBUIBLHOCTH O(OPMIICHHUS

27.K opranu3aifMOHHBIM JOKYMEHTAM OTHOCSATCS:

a.
b.
C.
d.

e.

MHCTPYKIIUS;
yCTaB;
MPOTOKOJ;
MOJIOKEHUE;

ITIOCTAaHOBJICHHUC.

28.3agayu ¥ (QYHKUHM OpPraHM3aluM (CTPYKTYPHOIO moJApa3aeieHus,

COTPYJAHUKA) YCTAHABJIUBAIOT:

d. pacHopsaAUTCIbHBIC JOKYMCHTHI,

b. OpraHn3allMOHHBIC TOKYMCHTLI;

C. CHpaBO‘lHO-I/IH(bOpMaI_[HOHHBIG HOKYMCHT®BI;

d. CIIpaBOYHO-aHAJIUTUUCCKUC JOKYMCHTHI.

29.YcTraB yTBep:KIaeTcs:

a.
b.

C.

o01uM coOpanueM yupeauTeei (aKIIMOHEPOB);
PYKOBOJIUTEIIEM BBIIIECTOAIICH OpraHU3aINy;

PYKOBOAUTEIIEM OPTraHU3ALUU.

30.PexkBU3UTAMH yCTaBa SIBJISIIOTCS:

o o

® o o

f.

3aroJIOBOK K TEKCTY, TEKCT;
rpud yTBEpKIACHUS;
HAaUMEHOBaHWE OpTaHU3AIINH,
ajzpecar;

OTMETKa 00 MCIIOIHUTEIE;

HanMMCHOBAHMC BH/J1a JOKYMCHTA.

31.J10/ZKHOCTHASI HHCTPYKUMH YTBEPKAAeTCH:

a.

PYKOBOJUTENEM CTPYKTYPHOTO TTOAPA3CICHUS;



b. pykoBoauTeneM opraHu3aIny;
C. PYKOBOJMTEIIEM BBIIIIECTOSIIEH OpTraHu3aIHH.
32.PexkBU3UTAMM JOJKHOCTHOH MHCTPYKIMH ABJISTIOTCSI:

d. OTMCTKa O KOHTPOJIC,

=

HaMMCHOBAHHUC BUAd TOKYMCHTA,

34r0JIOBOK K TCKCTY U TCKCT,

o o

HaMMCHOBAHHC OpraHU3allnuu,

@

HaMMCHOBAHUC CTPYKTYPHOI'O IOAPA3ACTICHUA,

=h

PE30ITIOLIHA.
33.1lITaTHOE pacnucaHue YyTBEPKIAETCH:
d. COCTaBUTEJIEM;

b. pykoBoauTeseM BBIIIECTOSAIICH OpraHU3aIiH;

(@)

. PYKOBOOUTCIICM OpraHHU3allrH,

o

. PYKOBOJAMTEJIEM CITy>KOBI IEPCOHAIIA.
34.K pacnopsiiuTe/JbHbIM JOKYMEHTAM OTHOCST:

yCTaB;

T &

TIpUKa3;

peleHue;

o o

IIPOTOKOJT;
€. aKT;
f. pacnopsikenue;
g. crpaBka.
35.K pacnopsiauTejJbHbIM JOKYMEHTaM, JeiicTBylomuM Ha (enepajibHoOM
YPOBHE, OTHOCHT:
a. aKThl, W37aBacMbIe YUPEKIACHUEM, OpraHu3anuen,
npeanpusTueM, GUpMoi;
b. aktel, u3gaBaemseie [IpaButensctBom PD;
C. aKxTbl, n3nasaemsolie lIpesunenrom PO;
d. akThl, H3MaBacMble OTPACIEBBIMUA OpraHaMU MCIIOJHUTEIbHOMN

BJIACTH,



e.

aKThl, U3/JaBacMble OpraHaMu ¢eaeparbHON HCIIONIHUTEIbHON

BJIaCTH.

36.11ocsienoBaTeILHOCTD MOJATOTOBKH JOKYMEHTOB, MPUHATBHIX HA OCHOBeE

KOJJICTHAJIBHOCTH

a.
b.

C.

d.

e.

U3JIaHUE PACTIOPSAUTEIBHBIX TOKYMEHTOB;
MIOJITOTOBKA MPOEKTa JOKYMEHTA;

BHECEHHE TMPOEKTAa Ha PACCMOTPEHHE KOJUIETUAIHLHOTO
Oprana;

00CyXIeHUE MPOEKTA;

MIPUHATHUE PEIICHHUS.

37.PexkBU3UTAMM NPUKA3a SABJISIOTCS:

a.

=

o o

@

ajpecar;

HaMMCHOBAHUC OpraHU3allu;

3aroJIOBOK K TCKCTY, TCKCT,

MOJINCE;

rpud yTBEepKIACHUS;

HanMMCHOBAHHC BH/Ja JOKYMCHTA.

38.0cHOBHOE HA3HAYEHHE CNIPABOYHO-UH(POPMALMOHHBIX IOKYMEHTOB:

a.
b.
C.
d.

uH(pOpMaITMOHHOE 00ecTIeueHrE e TEIbHOCTH OpTraHu3alliy;
MJIAHUPOBAHUE JIESITEIIBHOCTH OpraHu3aIluu;

pEryJIMpOBAHKE IESITENbHOCTH OpraHU3aluu;

YCTaHOBJICHUE OpraHU3alMOHHO-TIPAaBOBOM dbopmbI

OpraHu3aluu.

39./1aToii MPOTOKOJIA SABJISIIOTCH:

a.
b.
C.
d.
e.

JlaTa MOAITMCAHUS;
JlaTa COCTaBIICHUS,
JlaTa 3aceJaHusl;
JaTa yTBEPKICHUS,

JaTa BUBUPOBAHU.

40.1aToii aKkTa SIBJISIETCS:



a. Jara coObITHS (peBU3Ms, IPOBEPKA);
b. nmara yrBepxmeHus;
C. JaTa MoJMNUCAHMUS;
d. nara corimacoBaHUSI.
41.J]I0OKyMEHT, aJipecOBAaHHbINi PYKOBOJAMTEI0 OPraHU3alMU, COAepPKaIIMHii
00CTOSITESIbHOE H3JI0KEHHEe KAKOro-Jiu00 BONMpPoca ¢ BbLIBOAAMH U
NpeII0KEeHUIMI COCTABUTEJISI, HA3bIBAETCS:
a. JOKJIaJIHOM 3aITMCKOM;
b. axTowm;
C. MPEICTABICHUEM.
42.PekBU3UTAMM BHENIHEH CIIPABKHU SIBJIAIOTCS
a. CChUIKA HA HOMEp U JaTy JOKyMEHTa
b. moamuck

rpud yTBEpKIACHUS

o o

HaMMCHOBAHHEC OpraHu3aluu

®

HAaMMEHOBAHUE BHUJA IOKYMEHTA
f. ampecar
43.Pa3padoTunkamu ¢eaepajibHbIX IVIAHOB M MPOTrPaMM SIBJISIKOTCH:
a. (emepanbHbIC OpPraHbl UCTIOJHUTEIHLHOM BIIACTH;
b. mpeanpusitus;
C. MHUHHUCTEpPCTBA U BEJIOMCTBA;
d. agMUHHCTpaIMK TEPPUTOPHUATBHBIX 00pa30BaHUM.
44.JIOKyMEeHT, yCTAHABJIUBAIOIIUI NepedyeHb HAMEYEHHbIX K BbINOJHEHUIO
MEpPONPHUATHI, HX MOCIEA0BATEIbHOCTb, 00beM, CPOKH, 0TBETCTBEHHBIX
HCIIOJTHUTEIEH, HABBIBACTCH «eveeeeeeennnccccccnnnnncanns
45.¥YcTaHoBJIeHHe eauHO00pa3ust (OopM YNpaBJIeHYECKHUX [OKYMEHTOB,
(pukcupyrmux peaju3alui0 OJHOTUIHBIX yIPaBJeHYeCKHX (PyHKUUM
U 3a/1a4, HA3bIBAETCS:
a. CTaHJapTU3alMell JOKYMEHTOB;

b. yHudukaiumei 10KyMEHTOB;



C. perucrpauuren JOKyMEHTOB;
d. cucremaru3anuel JOKyMEHTOB.
46./lokyMeHT, coaep:Kaliuii CBeJeHUs] 0 Pe3yJbTAaTax JAesATeJbHOCTH 3a
onpefeJieHHbIH IEepUOJ BpeMeHHM, BbINOJHEHHMH MEPONPHUSTHIA,
MOPYYEHUH, 32IaHUM, NPEACTABJIACMbIl PYKOBOJAUTEJI CTPYKTYPHOIO
NOApAa3JieIecHUus1, OPraHM3aluM WIH  BbIIIECTOSIIEMY  OpPraHy
HA3BIBACTCH = cevevvrenneennnnns
47.1Opuanyeckoe 3aKpelieHHe pPe3yJbTAaTOB YHHU(UKAIUM JTOKYMEHTOB
OCYLLIECTBJIAAIOT:
a. CTaHJApThI;
b. mepe4HM TOKYMEHTOB C YKa3aHUEM CPOKOB XPaHCHHS,
C. OIUCH JE;
d. omwmch ponza.
48.1le1b10 cTAHAAPTU3AIUN JOKYMEHTOB SIBJISIETCS
a. pa3paboTKa HOMEHKJIATYpPHI J€;
b. 3amuTa KOH(MUACHINAIBHOW HHPOPMALINY;
C. IOPUJINYECKOE 3aKPEIICHUE PE3YJIbTaTOB YHU(UKAIIMU TOKYMEHTOB;
d. cucremaTH3anus JOKYMCHTOB B OpraHU3allUH;
e. oOecrneyeHne COXpPaHHOCTH JOKYMEHTOB.
49.TlepBblii TOCYIapCTBEHHBIH CTAaHIAPT, COAEpPKAIIUI TpPeOOBAHHUA K
opopmiiennio 1okymMmeHToB Y COPJI Ob11 M31aH B
a. 1942;
b. 1972;
c. 1952;
d. 1982;
e. 1962.
50.JeliCTBYIOIIIUM TOCYAAPCTBEHHBIM CTAHIAPTOM, YCTAHABJIUBAKIIUM
TpedoBaHus Kk opopmienuro nokymentoB YCOP/I, siasiercs:
a. 'OCT P 6.30-1972,;
b. TOCT P 6.30-1983;



c. TOCT P 6.30-2003;
d. TOCT P 6.30-1997;
e. TOCT P 6.30-1990.
51.YcTranoBuTe COOTBeTCTBHE Mex1y ¢opMaMH  OTYETHOCTH M
YHU(PHUUIMPOBAHHBIMM CHCTEMAMU JOKYMEHTALMU:
a. OyxraiaTrepckasi OTYETHOCTh MPEIIPUSITHS;
b. OaHKOBCKas OTYETHOCTE;
C. roCyJapCTBEHHas CTaTUCTUYECKAsi OTYETHOCTD
1. YHupuuupoBaHHas cHuCTeéMa YYETHOM M OTYETHOM
OyXraiaTepckoil TOKyMEeHTalu! PEaIPUITUS;
2. YHuQuUUUpOBaHHAs CHUCTEMA OTYETHO-CTATUCTUYECKOU
JIOKYMEHTAIlUH;
3. YHuduimpoBanHas cucrema OaHKOBCKOM
JIOKYMEHTalUH.
52.Ilepevyennb pa3pelieHHbIX K NPUMEeHEHHMI0 YHU(PUUMPOBAHHBIX (opMm
JOKYMEHTOB, HeO0X0IMMBbIX U JOCTATOUYHBIX JJI peaju3anun QyHKIUM
U 3aJa4 yIpaBJeHHsl, ¢ XapaAKTEePUCTUKONH UX HOPUANYECKOr0 CTATYyCa,
3TANOB NOATOTOBKH M MPOXO0KIEHUS — 3TO:
a. TaGenb hopm TOKYMEHTOB;
b. Anms60oM GopM TOKYMEHTOB;

C. HOMEHKJIATypa JIeJl OpraHru3alnH.

Bomnpocsl k 3auety
1. BO3HUKHOBEHHE U Pa3BUTUE TEpMHUHA «IOKyMeHT». CoBpeMeHHOe
NMOHMMaHue TepMuHA. OnpeneneHue TEepMHHA B 3aKOHOJATENBHBIX H
HOPMATUBHBIX aKTaXx.
2. Uctopusi CTaHOBJICHUS U PA3BUTHS JOKYMEHTOBEICHUS KaK HAYKU
3. Uctopusi poCCHIICKOrO JIEJIONPOU3BOJCTBA: OCHOBHBIC OJTambl U HX

0COOEHHOCTH.



4. JIOKyMEHT Kak €IWHCTBO  HMHGOPMAIMOHHON W  MaTrepualbHON
COCTaBJISIOIIUX.

5. CnocoObl JokyMeHTUpoBaHusA. OCOOEHHOCTH 3BYKOBOW peuH IpH Ieperaye

uHpopMmaruu. Hogelimme crnocoObl JOKYMEHTHPOBAHUS.

OyHKIMH JOKYMEHTA.

OcHoBHBbIE K1accu(UKayu JOKYMEHTOB.

3akoHOJIaTeNbHAsl U HOpMAaTUBHO-MeToAN4Yeckas 0a3a JIOY.

© © N o

dopmyisip qokymeHTa. TpeboBanus k opopmiienuto fokymentoB. ['OCT P

6.30 — 20083.

10.TpebGoBanus k opopmiIeHHIO TOKyMEHTOB B [IpaBuiax nemonpou3Bo/ICTBA B
dbenepabHBIX OpraHax UCIOJHUTEILHOM BIIACTH.

11.T'ocynapctBennbii ['ep6 Poccuiickoii ®enepanuun u  rep0d cyObekTa
Poccuiickoit ®enepanun. TpeboBanuss Kk TepOOBbIM OjaHKaMm. OmOieMa
opranu3anuu (ToBapHbI 3Hak). Koa opranumzanmuum u  Koj  (QopMel
nOoKyMeHTa. (OCHOBHOM T'OCYNApCTBEHHBIM PETUCTPALMOHHBIA HOMED.
NnenTudukamoHHbpli HOMEp HAJIOTOIIATENbIIUKA WM KOJA TPUYHUHBI
MOCTAHOBKH Ha y4Yer.

12.HanmeHoBaHME OpraHM3allik W CIPABOYHBIC JaHHBIE 00 OpraHu3aIluH-
aBTope. HaumenoBanue Buna gokymenta. OdopmiieHne 1aThl JOKyMEHTA U
€ro PErucTparMoHHOro Homepa. CChUIKa HAa PETUCTPALMOHHBIM HOMEpP MU
JIaTy BXOJSIIETO JOKyMEHTa. MeCTO COCTaBICHUS WU U3/IaHUS JOKYMEHTA.

13.0dopmnenne agpecara mokymeHTa. [Iporieaypa yTBepKIAeHUS TOKYMCHTA.
I'pud yrBepxkaeHust nokymeHnta. OTMETKa O KOHTPOJE M UACHTU(PHUKATOP
ANEKTPOHHOM KOMUU TOKyMEHTa. OTMETKa O 3aBEpPEHHUU KOIHUHU.

14.0dopmiieHre pe3odronni, MOAMKUCEN W TeyaTeld. 3arojioBOK K TEKCTYy M
TEKCT JOKYMEHTA.

15.CornacoBanue gokymenTa. ['pud u Bu3a 1oKyMeHTa.

16.0T™MeTKM Ha JOKYMEHTE: O HAJIMYMM MPUIIOKEHUU, 00 HCIOJIHHUTENE, 00

WCIIOJTHEHUH W HANpaBJIEHUU €ro B JIeJI0, O MOCTYIUIEHUHU [IOKYMEHTa B

OpraHu3aluIo.



17.bnank nokymenta. Buael 6:1ankoB. Pacnonoskenne peKBU3UTOB HA OJIaHKe.

18.IlpaBuna npemomnpousBojaCTBa B (eaepanbHBIX OpraHax HCIOJIHUTEIHHON
BJIacTH. PekBU3UTHI O(UIMATBHOTO JIOKYMEHTa, IMPEICTABICHHbIE B
[IpaBunax.

19.Cuctema oOpraHum3alluOHHO-IIPABOBOM JIOKyMEHTAllUM, €€ Ha3HauyeHUe U
cocTaB. YCTaB U MOJIO)KeHUE 00 opranuzauuu. [lojgoxeHne o CTpyKTypHOM
MoJIpa3elieHUH.

20.CucteMa  OpraHM3allMOHHO-TIPABOBOM  JOKyMeHTaluu. JlOIKHOCTHas
WHCTPYKIUS U IITaTHOE paclucanue. PermaMeHT u HHCTpyKIusI.

21.CucteMa pacmopsiAUTEIbHON JOKYMEHTAIlMH, €€ Ha3HA4YeHHWE W COCTaB.
[Ipukas.

22 .V3nanue pacropsIuTeNbHBIX TOKYMEHTOB B YCIOBUSX KOJIJICTHATHHOCTH H
€IMHOJIMYHOTO MNpuHATUS  pemieHuil. [locTtaHoBleHME U peLICHHE.
Pacniopsixenue u ykazaHue.

23.CucreMa cipaBOYHO-UHGOPMAITMOHHOHN TOKyMeHTauu. [IpoTokor.

24.CucteMa CcripaBOYHO-MH(POPMAIIMOHHON JOKYMEHTAllui, €€ Ha3HAueHUE U
COCTaB. AKT ¥ CIIpaBKa.

25.Cuctema cripaBOYHO-UH(POPMAIIMOHHOW JOKYMEHTAIIMH, €€ Ha3HAYCHUE U
coctaB. JloknagHas, ciayxeOHas U 0ObSICHUTEIbHAS 3aITUCKU.

26.0cobennoctn MHMDOpMAMOHHBIX THceM. COMpPOBOAMTENHHOE MHUCHMO H
MUCHMO-TIOITBEPKICHUE.

27.I"apanTHiiHOE TMCHMO, TUCHMO-HATOMUHAHNE U MTUCHMO-TIPOCKOA.

28.Kommepueckas mepenucka. KomMmepueckuid 3ampoc W OTBET Ha
KOMMEPUYECKHH 3a1poc.

29.UudopmaninoHHbIe U pEeKIIaMHbIC TUChMa, MChMa-NU3BEIICHUSI.

30.0¢epra u oTBeT Ha odepTy.

31.Peknamarnusi 1 OTBET Ha peKIaMalluio.

32.DTHUKETHLIE AEJIOBBIC MUCHEMA.

33. Pe3tome kak BUJ] CIPaBOYHOIO JOKyMeHTa. Bubl pesrome.

34. TpynoBoit 10roBOp: 0COOEHHOCTH COCTaBJICHUS U OPOPMIICHHUS.



35. TpeboBanmsi K TPYIOBBIM KHWXXKaM. BHeceHue 3ammceil B TpyAOBBIC
KHIDKKH.

36. OcHOBHbIE BHJIBI KaJIPOBBIX TMpHUKa30B. (COOCHHOCTU 3amloJHEHUS
KaJIpOBBIX MTPHUKA30B.

37.Kommiiekchl  TOKyMEHTOB. (OCHOBHBIE BHUIbBI CIIOKHBIX KOMILJIEKCOB
JIOKYMEHTOB.

38.UucTpykuus 1O  JACNONPOM3BOACTBY B (edepalbHBIX  OpraHax
UCIIOJIHUTENILHOM BJIACTH: COCTaB U COAEpKaHUE Pa3/IeioB.

39.0pranmzanust paboThl ¢ OOpameHWSIMU TPaKIaH: BHUABI OOpAIICHUH,
3aKoHOJAaTeNbHaAs 0aza paboThl ¢ OOpallleHUSIMHU, JEIOMPOU3BOACTBO IO
oOpaIIeHHUsIM TPaxIaH.

40.3akoHonaTenbcTBO Poccuiickoit demeparii: 3aKOHBI U MIOJ3aKOHHBIC aKTHI,
KJ1accu(ukaiys 3aK0HOB, CTPYKTypa 3aKOHOIaTETLHOTO aKTa.

41 TloaroroBka ¥ o(opMIIEHHE MPOEKTOB 3aKOHOJATEIbHBIX akTOB P® u
NPUIIOKEHUH K HUM. BeTyruienne B cuily 3aKOHO/IaTEIbHBIX aKTOB.

42 TlpaBuiia moAroTOBKU M 0(OPMIICHUS YKa30B U pacnopsikeHue [Ipesuaenta
Poccuiickon ®@enepanumu.

43.TlpaBmiia OATOTOBKM U O(GOPMIICHUSI TIOCTAHOBJICHUH W PaCHOpsKEHUN
[IpaBurenscTBa Poccuiickonn @enepanni.

44.]10kyMEeHTOOOOPOT U €r0 OCHOBHbBIE XapaKTEPUCTUKHU

45.91eKTPOHHBIN JOKYMEHTOOOOPOT U €ro 0COOEHHOCTH

46.Opranuzanus padoThl ¢ BXOIAIMUMA JOKyMEHTaMHU

47.0Opranuzanus paboThl ¢ UCXOJAIIMMU U BHYTPEHHUMH IOKYMEHTaMHU

48.KoHTpOJIb HCTIONTHEHUSI TOKYMEHTOB

49.0cob6eHHOCTH perucrpauuu Pa3IMYHBIX BUJIOB JOKYMEHTOB.
Peructpanmonnsie ¢hopmbl

50.Homenknarypa fies1 u HOopsA0K €€ COCTaBICHUS

51.0Opranuzanus TEKyIero XpaHeHus: JOKYMEHTOB U JeJT

52.Opranu3zanus nepeaadyu JOKyMEHTOB | JIe] Ha apXUBHOE XpaHEHUE

53.YmpaBneHue JOKYMEHTAMU: COJIEPKaHKE MOHATHS, HOpMaTUBHAas Oa3a



54.Cuctema MEXBEIOMCTBEHHOTO JJICKTPOHHOTO JOKYMEHTOOOOpOTa U €ro
3HaYCHHE

55.EauHbIi OpTain ToCcyIapCTBEHHBIX YCIIYT KaKk HHPOPMAIIMOHHAS CUCTEMA.

56.J10KyMEHTHBIE PECYPCHI: COACpKAHHE MOHSATHUS, OCOOCHHOCTH CO3/IaHUs B
Pa3IUYHBIX TUTIAX OPTaHU3AI[MOHHBIX CTPYKTYP

57.IlpaBuna pedepupoBanus nHGOpPMAIUU

58.11paBuia HanuCcaHus aHHOTAIMI U 0030pOB

59.3akoHbI pepaiiTUHTa

60. PegakTopckas mpaBKa JAETOBBIX M HAYYHBIX JOKYMEHTOB

KpnTepnn OIlCHUBAHUS OTBETOB U BBIITOJIHCHUA 3a)1aHm“4.

OueHounble cpeacTBa Ui TEKYLIEro KOHTPOJIA YCHEBAEMOCTH,
IPOMEKYTOYHOM M UTOTOBOM aTTeCTAllMU.

B kauecTBe BUIOB TEKYLIEr0 KOHTPOJS 3HAHUM CTYAEHTOB IPEANOJIAracTCs
MIPUMEHSAT:

- OLEHKY Y4YacTus CTYJEHTOB B JUCKYCCHUSIX Ha CEMUHAPCKUX W
MPAKTUYECKUX 3aHATHUSX;

-IIPOBEPKY BBINOJHEHUS TMCbMEHHBIX JIOMAIIIHUX 3a/1aHUN;

- KOHTPOJb CaMOCTOSITEIbHOW pabOThl CTYIEHTOB (B TMHUCHMEHHOW WITU
YCTHOU opme);

-TECTUPOBAHUE;

-IIPE3CHTAMU W 1IP.

TpeOoBaHusA K BbINOJHEHUIO MMCbMEHHBIX Pa0oT:
OCBEIIIEHBI U BEPHO UHTEPIIPETUPOBAHBI OCHOBHBIEC UJIEH,
KOPPEKTHO HUCIOJIb30BaH MOHATUNHBIN aImnapar;
MIPOJIEMOHCTPUPOBAH OOJIBIION JIEKCHUECKUH 3arac,
JIOTUYHOCTH U SICHOCTh U3JIOKECHUS,

OPUTHMHAJIBHOCTh TEKCTa COCTABJIAET CBbIIIE 75%,



MPUBJICYCHBI HAMOOJIee M3BECTHBIC Pa0OTHI MO TEME WCCeAOBaHUS (B T.d.
MyOJIMKAIMK MOCIIETHUX JIET),

MOJIHOE COOTBETCTBUE COACPKAHUS TEME U TJIaHy MUCbMEHHOM paboThI,

BCE€ MPEJ/ICTABICHHBIE BEIBOABI 00OCHOBAHBI;

COOJIIO/ICHBI npaBuia opdorpaduueckoit, MYHKTYallMOHHOM,
CTHJIMCTUYECKOU KYJIBTYPHI,

00BEMY MUCEMEHHOM paboThl — 15 cTpaHwil.

Kpurepuu onieHuBaHUsA NUCbMEHHBIX padoT:
[Ipu cobmonenun 100% TpedoBanuii — 5 6anios.
[Ipu cobmonenuun 75% tpeboBanuii — 4 Gamna.
[Ipu cobmonenun 50% tpedoBanuii — 3 Oasia.

[Tpu cobmonenun menee 50% tpeboBanuii — 2 H6asia.

KpuTtepun onieHMBaHus TeCTOB: 5 MPAaBWIbHBIX OTBETOB — 5 0aJLIOB.

TpeGoBaHus K Npe3eHTANMAM:

Nudopmarus cenekTupoBaHa Mo CTETIEHU BaKHOCTH;

npuaana Heooxoaumas Gopma ISl aeKBaTHOTO BOCIPUSATHS UHPOpMAIIUU
(McoaB30BaHbI TpaUKH, TUATPAMMBI);

110100paH HEOOXOAMMBIN BU3yaJIbHBIA MaTepUal JIJIsl IPEe3eHTAIUH,

nH(pOpMaIus 3aMMCTBOBaHA U3 PA3JIMYHBIX UICTOYHUKOB,

MUHAMAJIBHOE KOJIMYECTBO CIaiigoB — 15.



Kpurepuu oneHuBaHus nNpe3eHTaALUI:

Beinonnenne Bcex TpeboBaHMM — S5 0ailoB,

KpUTEPHUEB CHUKAET OLIEHKY Ha 1 Oani.

OTCYTCTBUC OIHOIO0 MH3

DopMbl U O000111eHHbIEe KPUTEPUH OLlEHKH
Crocoobl «2» «3» «» «5»
OIleHKH
YeTHBIH | — HE PacKpBITO | —  HEMOJHO WM | — BOIIPOCHI - TIOJTHO PacKphITO
OTBeT OCHOBHOE HEMOCIIE0BATEIBHO | U3JIararoTCs COJIEp)KaHUE MaTepHuaa;
coJiepKaHne PacKpBITO CHUCTEMATH3UpPOBAaH | —  Marepual  H3JI0XKEH
yaeOHOTO CoJiepKaHue ou IPaMOTHO, B ONPEICICHHOMN
Marepuaa; Marepuala, HO | MTOCTICIOBATEIbHO; | JIOTUYECKON
— 0OHapyXeHO | MOKa3aHo obmee | — MOCIIEI0BATEIHHOCTH;
HE3HAHHE WJIU | IOHUMaHUE NPOJEMOHCTPUPOB | —  TPOJIEMOHCTPUPOBAHO
HEMOHMMAaHWE | BOIpoca U | aHo YMEHHE | CHCTEMHOE H  TIJIy0OKOe
OONBIIICH WU | MPOJIEMOHCTPUPOBA | AaHAJTU3UPOBATH 3HaHUE MIPOrPaMMHOTO
Hauboee HBI YMEHHSI, | MaTepHall, OJHAKO | MaTepuaa,
BRKHOM YacTH | IOCTaTOYHBIE IS | HE BCE BBIBOJBI | — TOYHO  HCIOJB3YETCS
yaeOHOTO JATBHEUIIIETO HOCSIT TEPMHUHOJIOTHS;
Marepua’a, YCBOCHHSI apryMCHTUPOBaHH | — MOKa3aHo yMEHHUE
— AOMMYHUICHBI | MaTCpHrajia, BIN " | WJUIIOCTPUPOBATH
OLINOKH B —  YCBOCHBHI | JIOKa3aTeIbHBIN TEOPETUYECCKHUE TTOJIOKEHUS
OIIpEIEIICHUN OCHOBHBIE Xapaxrep; KOHKPETHBIMU IIPUMEPAMHU,
NOHATUH, TP | KATETOPHH mno | — NPUMEHATh WX B HOBOWM
UCIIOJIb30BaHUU | PACCMAaTPUBAEMOMY | MPOJIEMOHCTPUPOB | CHUTYaIlUH;
TEPMUHOJIOTHH, | U JIOTIOJHUTEIBHBIM | aHO YCBOCHHE | — MPOJIEMOHCTPUPOBAHO
KOTOpBIC HE | BOIpocawm; OCHOBHOM YCBOCHHE paHee M3yUeHHBIX
UCTIPABJICHBI —MMEITUCh JTUTEPATYPHI. COITYTCTBYIOIIIUX BOIPOCOB,
nocie 3aTpyJHEHUS  WIH | —B M3JI0KEeHUH | C(hOPMHUPOBAHHOCTH "
HECKOJIBKUX JIOTIYIIIEHbI OIIMOKHU | JOMYIIEHbI YCTOWYHBOCTH
HaBOSIIINX B OTpe/ieTICHUU | HEOOJbIIHE KOMIIETECHIINN, YyMEHUW Hu
BOIIPOCOB MOHSTHIA, poOensbl, HE | HaBBIKOB;
HUCITOJIB30BaAHUN HNCKa3uBIINEC — OTBET IMpo3BYyYaJl
TEPMHHOJIOTHH, CoJIepKaHue CaMOCTOSITEITLHO, oe3
UCTIPaBJICHHBIC OTBETa; JOMYIIEHBI | HABOJSIIMX BOMPOCOB;
MOCJIe  HECKOJIBKUX | OJIMH — MIPOJICMOHCTPHPOBAHA
HaABOJIAIIAX — JIOTIYIIEHBI | CIOCOOHOCTH TBOPYECKHU
BOITIPOCOB; omunoOKa uian 0ojiee | MPUMEHATh 3HAHHE TEOPHH
— TIpU HETMOJIHOM | IByX  HEIOYETOB | K peIIeHUI0
3HAHUU IpH  OCBEHICHWH | MPOECCHOHATBHBIX 3a/1a4;
TEOPETUIECKOTO BTOPOCTETIEHHBIX — MIPOJIEMOHCTPUPOBAHO
MaTepuaa BOIIPOCOB, 3HAHWE COBPEMEHHOI
BBISIBIICHA KOTOpBIE JIETKO | yueOHOM u HAy4YHOM
HEJ0CTaTOYHAs UCIIPABIIIOTCS  TI0 | JINTEPATYPHI;
c(hOPMHUPOBAHHOCTH | 3aMEYAHHIO — JIOMYIIEHbl HETOYHOCTH
KOMHCTGHHHﬁ, npenoaaBaTeisd npu OCBCLICHUN

YMeHI/II‘;I U HaBBbIKOB,
CTYACHT HE€ MOXET
INIPUMCHUTL TCOPUIO

BTOPOCTEIIEHHBIX BOIIPOCOB,
KOTOpPBIE HMCHPABIISIFOTCS O
3aMEYaHUI0




B HOBOM CUTYyalluu;
MPOJAEMOHCTPUPOBA
HO YCBOCHHE
OCHOBHOH
JINTEPATYPBI

WToroBeiii 3adeT 1O BCEH MWCIMIUIMHE WMEET IIEeTBI0 OIEHUTh PaboTy
CTYJICHTOB I10 €€ U3YyYEHUIO, IPOBEPUTH MOJYUEHHBIE TEOPETUUECKUE 3HAHUS, UX
MPOYHOCTh, PA3BUTUE TBOPUYECKOIO MBIIUICHUSI, NPUOOPETEHHE HABBIKOB
CaMOCTOSITEILHOM pabOThl, YMEHHE CHHTE3UpPOBATh IMOJIYyYCHHBIC 3HAHUS U
MPUMEHATh MX K PEIICHHI0 NPAaKTUYECKUX 3a1ay, OBJIAJICHHE MPAKTUYECKHUMU
HaBBIKAMU U YMEHUSIMU B 00BbeMe TpeOOBaHUM YUEOHBIX MPOrPaMM.

OcHOBOI 11711 BBICTABJICHHUS 3ayeTa CIYKUT O0bEM M YPOBEHb YCBOCHUS

CTyACHTaMM1 MaTcpualia, IpCAyCMOTPCHHOI'O pa6oqeﬁ HpOFpaMMOﬁ JUCHHUITIINHBI.

VIl. MaTepuanbHoO-TeXHU4YECKOe o0ecredeHne

TBepckoll  TOCYHapCTBEHHBI  YHUBEPCUTET pacrojiaraeT HeoOXOIUMOM
MaTepUAIbHO-TEXHUYECKOM 0a30i, OOECHeUnBaIONIei MPOBEICHUE BCEX BUJIOB
JUCUMIUIMHAPHOW M MEXKIUCIUIUIMHAPHOW  TOJATOTOBKH,  J1aOOpaTOpPHOM,
NPaKTUYECKON U HAY4YHO-MCCIIEIOBATEIbCKOM padoThI oOyyarommxcs,
NPEAYCMOTPEHHBIX  YY€OHBIM  IUITAHOM  pEaIM3yeMOro  HalpaBlCHUS |
COOTBETCTBYIOIIEH JCUCTBYIOUIMM CAHUTAPHBIM U TMPOTUBOMOKAPHBIM TPAaBUIIaM U
HOpPMaM.

CrieranbHbIe TIOMEIICHHUSI TIPEACTaBISIIOT CO00M y4eOHbIC ayIUTOpUN IS
MPOBEJICHUS 3aHATHIA JICKIIMOHHOTO THUIIA, 3aHATHM CEMUHAPCKOTO THIA, KypCOBOTO
MIPOCKTUPOBAHKS (BBITIOJHEHUSI KYPCOBBIX pabOT), TPYIOBBIX M WHIWBUIYATHHBIX
KOHCYJIbTAllMH, TEKYIIETO KOHTPOJISA W TMPOMEKYTOYHOM aTTeCTAllMH, a TaKkKe
MOMEIICHUS I  CaMOCTOSITEJIBHOM pabOThl W TOMEIICHUS JUIA XpaHCHUS U
POUIAKTUYECKOTO 00CTYKUBaHUsI ydeOHOro 0060pyaoBaHus. OHM YKOMITJICKTOBAHBI
CTICITUATTN3UPOBAHHON MEOEITBIO M TEXHUYECKUMH CPENICTBAMU O0YUYCHUS, CITY KallMU

JUIsl TIpe/iCTaBlieHHsT yueOHoM uH(popmaly OoJbIIoi aynutopud. [ns nmpoBeneHus




3aHATUM ~ JIGKIIMOHHOTO  TWUMA  MpeararoTcs HaOOpbl  AEMOHCTPALMOHHOTO
O00OpYyJIOBaHUA W Y4YEOHO-HAITIHBIX TMOCOOMH, 00eCHeurBaIoIMe TEMATUYECKUE
WUTIOCTPALMM, COOTBETCTBYIOIIME MTPUMEPHBIM MPOrpaMMaM JUCLHUIUIMH (MOAYJIEH),
pabourM yueOHBIM MIPOrpaMMaM TUCHUIUTIH (MOTyJIeH).

[loMemiennss a1  CaMOCTOSATENIBHOM  pabOThl  OOYYAIOIIMXCS  OCHALIECHBI
KOMITBIOTEPHOM TEXHUKOM C BO3MOXHOCTBIO MOJKIIOUEHHUs K ceTu MHTepHeT u
obecrieyeHueM JOCTyNa B 3JEKTPOHHYIO HMH(OPMAIIOHHO-00pa30BaTEIbHYIO CPELy
OpraHu3alyu.

OneKkTpoHHO-OMOIMOTEUHAasT CUCTeMa U JJEKTPOHHAs HMH(OPMAMOHHO-
oOpazoBarenpHas cpefa OO0ECHEeuMBAIOT JIOCTYI OOYYaroIMMCsl IO IporpaMmme
marucTparypel.  OOyuarommecss — oOecriedeHbl  JOCTYIIOM K COBPEMEHHBIM
npogecCHOHAIbHBIM 0a3aM TaHHBIX U MH(POPMALMOHHBIM CIIPABOYHBIM CUCTEMAM.

TBepckoil rocynapCTBEHHBI  YHHMBEPCUTET pacHoiaraeT  HeoOXOAUMOU
MaTepuabHO-TEXHUYECKOW 0a3oi, oOecreunBarolieil IMpoBEJEHUE BCEX BHJIOB

3aHATHU

Ha3Banue xabunera Homep Oo6opymnoBanue
ayIUTOPHU

YueOHast aymuTopust Kopmyc b Kowmmerorep: Cuct.610k iRU Ergo Corp 121
Ne 222 P4+Monwurop 17” Proview TFT

[punrep nazepusni HP 1020 (USB 2.0 1,8 m)
PunbTp ceTeBOU

JlaGopaTtopust Kopmyc b Kommetorep: Cuct.0m0k iRU Ergo Corp 121
MOJINTUYECKUX Ne 222 P4+Monwurop 17” Proview TFT
UCCIIeIOBAaHUI [Mpunrep nazepusnii HP 1020 (USB 2.0 1,8 m)
npu Kadeape MoIuTOIOTHH OuibTp ceTeBoit

[TenTp xenckot ucropuu u | Kopmyc b Kommnstotep: Cuct.6mok iRU Ergo Corp 121
TeHJIEPHBIX UcciienoBaHuil | Ne 222 P4+Mounurop 17 Proview TFT

npu Kadeape mOIUTONIOTHH [Mpunrep nazepusnt HP 1020 (USB 2.0 1,8 m)
PuUnbTp CEeTEBOU

KoMmrmproTepHsIii Kacce Kopnyc b Komnsrorep RAMEC GALE Custom W C2D 4500
Ne 245 Kommerotep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rksas./onTuk. Mbib,koBprk/ USB/MouuTOp
21,5" AOC TFT 2236Vwa

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

Kommsrotep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rkias./onTuk. Mbiib,koBprk/ USB/MouuTOp




21,5" AOC TFT 2236Vwa

Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rknaB./onTuk. mMbiiib,koBpuk/USB/Mounutop
21,5" AOC TFT 2236Vwa

Kommsrorep iIRU Home 310 Core i3-
540(3060)/4096/320/GT210-1024Mb/DVD-
RW/rknaB./onTuk. Mbiiib,koBpuk/USB/Mounutop
21,5" AOC TFT 2236Vwa

Kommsrotep ITOBM "Xomep™ intel Core i3-
540(3060) /knas. /oNnT. Mbiiib,kOBpHK / MOHUTOP
21,5" AOC TFT F22 black

Kommsrorep [I9BM "Xonep™ intel Core 13-
540(3060) /xmaB./oNnt. MbIb, KOBpUK / MOHHTOD
21,5" AOC TFT F22 black

Kommsrotep ITOBM "Xomep™ intel Core i3-
540(3060)/knaB./onTty. Mpliib, KOBpHK / MoHHTOp
21,5" AOC TFT F22 black

Kommsrorep Lenovo ThinkCentre M73e Tiny,
10AXAOUPRU

Monutop 17" Beng TFT G700 silver black 5ms
DVI

KommyTtatop ynpasienus D-Link DES-1016D 16
port

YueOHast aymuTopust Kopmyc b MybTUMETMIAHBIA TPOEKTOP € MOTOJIOYHBIM
No 246 KperuieHueM 1 s3kpasom BenQQ MP 670

Kadenpa monmuronoruu Kopmyc b Kommstotep Cel 310/Fox 661MX/256DDP 3200/80
Ne247 Gb/52x/FDD/ monutop Samsung 710N/knaB, MbIIIb

Kommstotep Cel 310/Fox 661MX/256DDP 3200/80
Gb/52x/FDD/ monuTop Samsung 710N/knaB, MbIIIb
Kommbrorep SINTO OFFICE/ monutop Acer
V246HL

HoytOyk Toshiba Satellite [L40-139

MoV Canon na3sepHsiii i-Sensys MF4018

[punrep nazepusiiit HPLJ 1100

Ckanep HP SJ 2380C Q3845A

®axc Panasonic KX-TS2362

®nemr-muck USB 2.0 V35 TS 4Gb

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

VIIl. Cenenusi 06 00HOBJIeHMU Pado4eil MPorpaMMbl JUCHUTLIUHBI

Ner.i. | OOHOBNIEHHBIHN pa3zaen padoueit | OmnucaHne BHECEHHBIX PexBu3HUTHI TOKYMEHTa,
IIPOrPaMMBbI TUCLUILIHHBI WU3MEHEHUN YTBEPAUBLIETO
W3MEHEHUS
1. TuTynpHBIN THCT AKTyanu3anus [IpoTokon Ne 10
TUTYJIBHOTO JIUCTA 3aceaHus Kadeapsl
MIOJINTOJIOTUN oT
29.06.2021
2. TuTynpHBIN THCT AKTyanu3anus [IpoTokon NelO
TUTYJBHOTO JIUCTA 3aceaHus Kadeapsl
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