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HO-MemoOUYeCKO20 COBE
Mpotokon Ne 10 ot 26.06.2018 Hepeeii mpopexrop
4
IIpencenarens coBeTa , rppeee7 B KannukeBuy
74 JIM9Has 110 1 HﬁCL HMHHUITHAJIbI, Q)aMHHHﬂ
B.B. Illyrenko « 26 » WIOHS 2018 .

HMHHUITHAJIbI, (1) aMHINA

Mocuna Onbra AnekcaHgpoBHa

(yu. 3Banue, creneHp, ® 1O aBTOPOB mpOTrpamMmbl)

PabGouyast nporpamMmma 1ucuunJauHbI (MOILYJIs1)

OpraHu3anus T0KyMeHTO000pOTa Ha TOCYJapCTBEHHOW U MYHUIIMIIATbHOU CITyK0e

(HaMMEeHOBaHHUE [ UCLIMIUIMHBI (MO 11 yJIs1))

Hamnpagnerue noarorosku (cnenuansiocts): 38.03.04 I'ocy1apCTBEHHOE M MyHUIIMIIATIbHOE
YIIpaBJICHUE

(K01, HAMMEHO BaHHE 0e3 KaBBIYCK)

OIIOII: ['ocynapcTBeHHass 1 MyHHIMNIAJIbHas CIIyK0a
(HauMeHOBaHUE)
®opwma ocsoenusa OIIOIT: O4YHas, OYHO-3a04YHas, 3a04Has
(o4Hasi, 0YHO-320YHAS, 320YHAS)
OO61ast TPy 10 €MKOCTh: 2 (3.e.)
Bceero yueGHbIX HacoB: 72 (ak. yac.)
DO pMBI PO ME K yTOYHO CEMECTP
aTrTeCTalnun OYHas OYHO-3a0YHast 3a04Hast
3auer 5 5 7
MockBa 2018 .

l'ox mayana moATroTOBKH cTyX eHTOB - 2018



1. Ileapb u 3a7a4M OCBOEHHU A TUCIHHUIJIMHBI

I{enn npuoOpeTeHne TeopeTHYECKUX 3HAHNWHM 1 MPAKTUYe CKUX HABBIKOB NPHU paboTe C JOKyMEHTaMU
OCBOEHUS B OPraHu3alysIxX U OpraHax rocyapCcTBEHHOTO U MYHHIIMIIAILHOTO YIPABIIE HUSL.
JUWC LUUTITMHBI
- U3YYMTh COJIeprKaHUe U 0COOEHHOCTH OPraHu3alluk Npolecca 10 KyMEeHTUPO BaHU
yIpaBlIeHUECKOM AEATEIPHOCTH B TOCY1apCTBEHHBIX ¥ MyHHUIIUNAIBHBIX OpraHax yNpaBJcHuUs,
OCHOBHBIE HalPABJICHUs MX COBEPILEHCTBOBAHUS;
3anaun - chopmupoBaTh y 00yHarOIIMXCsl 3HaHUE Tpoliecca (hOopMUPOBaHUS TOKYMEHTOO00pOTa B
JMCIIUIUIMHBI | OpraHU3aluaX U OpraHax rocyAapCcTBEHHOTO U MyHHULIMIIAJILHOTO yIpaBIieHUS;
- TIPUBUTH 00 YyYaIOIIUMCS YMEHUsI UCTIOJIb30 BaTh MHCTPYMEHTBI U METO bl
COBEPIICHCTBOBAHKSA 1OKYMEHTAI[MOHHOTO 00eCTeueHNsI CUCTEMBI TOCY1apCTBEHHOTO U
MyHHUIMIAJILHOTO YTIPaBJIe HUS

2. Mecto nucuuniaunnbl B cTpyktype OIOII

JIMCIMIUIMHBI ¥ IPAKTUKY, 3HAHUS U YMEHUS 110
KOTOPBIM HEO O X0 JUMBI KakK "BXOJHbIE" NIPU U3YyUe HUM
JTaHHO M JTMC LIMIUINHBI

WNHocTpaHHBIH A3bIK

WHocTpaHHbIH S3bIK B PO (hecCUOHAIBHO U cepe

[TpaBoBeneHUE
Pyccxkuii s3bIK ¥ KyJIbTypa peun
Teopus ynpasieHus

Jwucuummnel, npaktukd, ['TA, A5t KOTOphIX
M3y4YeHUE JTAHHO U JWCIUILUIMHBI HE00X0JUMO KaK
Mpe I 1Ie C TBYIOIIIE €

Ouenka 3¢ peKTUBHOCTH JI€ATEIHFHOCTH OpPraHa

rOCyIapCTBEHHOM BJIACTH U CIyXKallUX

TeXHOIOTHN U MEXaHU3MBI I'0C YAApCTBEHHOT'O

ynpaBieHUS

VYrpasneHre npoeKTaMy Ha IO CyJapCTBEHHO M 1

MyHHITANIATEHO I CITy kK 0e

3. TpeOoBaHus K pe3yJbTaTaM OCBOCHU A AM CIMIIJIHHbI

KomneTeHum o0 yyamomerocsi, popmMupyemMbie B pe3yJbTaTe 0CBOeHHs /I UC IMILTHHBI.
CreneHb ¢ (o pMUPOBAHHO CTH KO MII€ Te HIMIA

Kowmrie e Hrpmm/
3VB

[1mannpyemble pe3ynbTaTsl
00ydeHUs

Kpurepun one HuBanus

dOC

ITK23 BnajeHueM HaBbIKAMH TUIAHUPOBAHUS U O PraHU3aluy J€STEJIbHO CTH OPraHOB rOCyAapCTBEHHO I
BiacT Poccuiickoit @enepannn, opraHoB rocyaapcTBEHHO M BlracTH cyObekToB Poccuiickoit @enepanny,
OPraHOB MECTHOTO CaMoO YIIPABICHUs, I'0CY1apCTBEHHBIX M MyHHUIIUINAJBHBIX IIPE ANPUATHIA U YUpE XK 1€ HAM,
HOJIMTHYE CKUX MAPTHH, 00111€CTBEHHO-TOJIUTHYE CKHX, KOMMEPUYECKUX M HEKOMMEPUECKUX O PraHu3alnii

3Hatb CYIIHOCTb, MPHUHITUIIBI () YHKIINU U

(O pMBI IPOTHO3UPO BAHUS U
TUIAHUPO BaHMsA, O CHOBHBIC IO X0 A bI
B 00JIaCTH O praHU3aIuu

TUIAHO BOTIPOTHO3HO M pab O THI,
COBpPEMEHHbBIE TEHCHIINU

PO THO 3P0 BaHUS U TUIAHUPO BAaHUS
Ha pa3HbIX YPOBHAX NPUHATHA
YIIpaBJIC HYE CKUX PEIIICHUIA;

3HAEeT: CYI[HOCTb, MPUHIIUIIHI

G yHKUIMY 1 ¢ OPMBI PO THO 3UPO BAHUS
¥ TUTAHUPO BaHMs1, OCHOBHbIE

0 IXO b1 B 00JIACTH O praHu3aIun
TUJIAHO BOTIPOTHO3HO M pab O THI,
COBpEMEHHBIC TEHJIEHIINN
NPOTHO3UPOBAHKS U IUIAHUPO BAaHUS HA
Pa3HBIX yPOBHAX MPUHATHS
yIIpaBJIe HYE CKUX PEILc HUM;

TecT




YMeTh Ompe e NATh 006111€CTBE HHbIE yMeeT: OIpeAesTh 0O11[eCTBE HHbIE Bemomenye
HOTPEOHOCTH, BBISBISITH MOTPEOHO CTH, BBISBISTH pedepara
BO3MOIKHOCTH JIJISl UX BO3MOYHOCTH JUB MIX
yJOBIETBOPEHHS, 000CHOBHIBATH YIAOBIETBOPEHHUS, 000CHOBBIBATH
Haubolee palto HabHbIE HauboJee Paluo HaTbHbIE
HAMPABJIe HUSL UC 10530 BAHKS HANPABJIE HUS UC 0130 BAHKS
HMEIOIIUXCS PECYPCOB, MMEIOIUXCS PECYPCOB, MAHAPOBATH
IIAHUPOBATh U IIPOTHO3UPOBATH ¥ IPOTHO3UPOBATh COOCTBEHHOE
COOCTBEHHOE PA3BUTHE U PasBUTHE U aaTHPOBATh UX K
aJalTHPOBATh UX K YCJIO BHSIM YCJIOBUSM MUPOBOTO PBIHKA;
MHPOBOTO PBIHKA;
Branets HABBIKAMU Pa3pabOTKHU TIAHOB [pesenTanus

pa3BUTHS TEPPUTOPUIL C YUETOM
Pa3BUTHUsI PETHOHOB, METO 1aMU U
MHCTPYMEHTaMH IIPOTHO 3UPO BAHUSN
IUIAHUPO BaHWSA M O praHU3al i

N €ATEbHOCTU OPraHOB
roCyJ1apCTBEHHO W BJIACTH
Poccuiickoii denepannu, Opranos
roCy1apCTBEHHO M BIaCTH
cyowsekroB Poccuiickoit
denepanun, OpraHoB MECTHOTO
CaMo yIIpaBJIeHUs, IOCY1apCTBEHHBIX
Y MyHHULIMITIAJIGHBIX NIPEANPUSATHN U
yUpEIX A eHUH, T10JMTHYECKIX
MApTHi, CaMOCTOSTEILHOM paboThI
00111eCTBEHHO -

IO JIMTHYE C KMX, KO MME PYE CKUX U
HEKOMMEPYE CKUX OpraHu3aliui,
HaBbIKAMU.

BJIa/ICET: HABBIKAMU Pa3pad O TKU
IUIAHO B PA3BUTHSI TEPPUTOPUI C
YYETOM pPa3BUTHUsS PETHOHOB,
METOaM{ U UHCTPyME HTaMU
NPOTHO3UPOBAHUS U IUIAHUPO BAaHUS U
OpraHu3aluu JeATeIbHOCTH OPTaHOB
TrOCYJAapCTBEHHO M BIIACTHU
Poccuiickoit @enepannu, Opranos
roCcy/aapCcTBEHHOU BIACTH CYObEKTOB
Poccuiickoit @enepaunn, OpraHoB
MECTHOTO Camo yTNpaBJeHHU,
roCy/1apCTBEHHBIX U MyHUIUNAIbHBIX
Npe INPUATAN U YUPE K 1€ HUM,

MO JIUTUYE CKUX TTAPTH,
CaMOCTOSTENHHO M paboThI
001IlECTBEHHO -

O JIMTHYE C KHX, KO MME PUE CKUX U
HEKOMMEPUE CKUX OpraHu3aliuii,
HaBbIKAMU

[TK26 Bnanenuem HaBbkaMu cOopa, 00pabo Tk MHGOPMALINY U yYaCcTHS B MH( O pMATU3AINHU /1€ SITEJIHHO CTH
COOTBETCTBYIOIIMX OPraHOB BIACTH U OpraHU3al Ui

3Hatb copmupoBaBIIeecs 3HAeT: c(hOPMUPOBABIIEEC S Tecr
CHCTEMATHYECKOE 3HAHHE CHCTEMATHYECKOE 3HAHHE
- COLMAILHBIX CTAHIapTOB, - COLMAIBHBIX CTAaHIApPTOB,
HAIpaBIe HHBIX HA KAYeCTBO KM3HU; | HATIPABJICHHBIX HA KAYECTBO JKU3HH;
- POJIM TOCyAapCTBEHHOTO, - POJIM TOCYAapPCTBEHHOTO,
PETMOHATLHOTO U MyHHIMNAILHOTO | PETHOHAILHOTO M MyHMIIHIAIEHOTO
YIIPaBJIEHUS B IKO HOMHKE YIIPaBIeHUS B SKOHOMUKE
TOpPOJICKOTO XO3SiCTBa. TOpPOJICKOTO XO3SiCTBa.
Ymetb copmupoBaBieecs yMeeT: HCTIO T30 BaTh HAY4YHO- Beoimosmenue
TEXHHMYECKYIO HH( O PMALIMIO, pedepara

CHUCTEeMAaTHYECKOE yMEHHUE
HCTIOJIb30 BaTh HAYYHO -T€ XHUYE CKYIO
uadopmaruro, 0O0padareBaTh
H(}OpMAIUIO U yYacTBOBATH B

MH( O PMATU3AIUHN J1€ITEIHHO CTH
COOTBETCTBYIOIIUX OPraHOB BIACTH
Y O PraHU3aLIUi.

o00pabarkBaTh MH(OPMALUIO U
y4acTBOBAaTh B HH( O pMaTH3AINN
JeSITeJIHHOCTH COOTBETC TBYIOIIHX
OPraHOB BIACTH U O PraHU3aIHIL.




Branets HaBBIKAMU cOOPa, 00paboTKH BJIajleeT: HaBBIKAMH CO0pa, IIpesenTanys
MH(pOPMAITUH U yYaCTHs B 00paboTku HH(OPMALIUH U yYaCTHS B
MH( O pMaTH3AIIAH A€ STEJIHHO CTH WH( 0 pMATH3AIUH /1€ ATETHHO CTH
COOTBETCTBYIOIIMX OPraHOB BIACTH | COOTBETCTBYIOUINX OPTaHOB BIACTH
Y OpraHu3aluii Y OpraHu3aluin

4. CTpyKTYypa U cojiep:KaHU e T CUMIJIUHBbI

TeMmaTHye cKHii IVIaH I UC IUILTAHDLI

Jlurepa- | ®opmupyembie

Ne| Ha3Banue Tembl Copepxanue
Typa KOMITE T HITUH
1. | Opranuzanus [IpeameT, conepkanue, 3aaaun Kypca. 9.11, [TK23 3natb
nokymMeHT0000poT | [TonsTHs «uHpOpManus U 9.12, [TK23 YmeTh
a Ha «TOKYMEHT», «10KyMEHTAIlHOHHOE 00 ecIeyeHIe 921, [1K23 Bnanets
rocyaapcTBeHHOU | ynpasieHus (JJOY)». 9.13, [TK26 3nath
Y MyHUIIUOAIGHOW | DBOJIOIIMS T€PMUHOJIOTUM B OT€YECTBEHHOM U 922, I[TK26 YMeTh
ciyx0e 3apy0 e HOM 3aKOHO1aTeJIbCTBE. 9.14, [TK26 Brnanets
TepMUHOTIOTHYECKUE CTaHAaPTHL 923

Pa3Butne npeacTaBineHni 0 JOKYMEHTE.

Posb moxyMeHTa B )KM3HH YeJIOBEKa M 00 IIECTBA.
BimsiHMe Hay4YHO-TEXHUYECKOTO MPOTpecca Ha
pa3BUTHE JOKYMEHTA.

CBoiicTBa U IPU3HAKK JOKyMEHTA.
JIOKyMeHTallHOHHOE 00 ecIeyeHUe yIpaBIeHUsI KaK
BaKHeHIAast () yHKIMS yIPaBICHHUA, €€ MECTO CPeau
JIPYTHX YIpaBle HYe CKUX () yHKIIHH.

B3auMoCBsA3b CHCTEMBI yIIPaBICHUS B LIEJIOM U
CHUCTEMBI yIpaBJIeHUS 10KyMeHTaMi. 3Ha4Ye HUE
JOKYMEHTOB JIJI1 PEAM3ALMA YIIPABIIE HIE CKUX
Ppe1LIE HUiA.

HcTopuye ckuii OTBIT OpraHU3aliiy J1€J10 PO U3BO JCTBA
B TOCYJapCTBEHHBIX yupexgeHusx Poccum.
Bonpocs! 1e10npou3BoACTBa B 3aKOHO 1aTEIbCTBE
ITetpa L.

MunucTepckas peopma U ee BIMSHUAE Ha
J€JIOTIPOU3BOICTBO BBICUIMX U LI€HTPAJIbHBIX
rOCY1apCTBEHHBIX yUp€ kK 1€ HUIL.

Hacnenue coBeTckoro nepuoia B COBPEMEHHO I
HOPMAaTHUBHO M 0a3e MOJMTHUKU yIpPaBIIEe HUS
JOKYMEHTaMH: CO31aHNe U BHeApeHne OCHOBHBIX
0JI0K eHUM ETMHO M roCcy1apC TBEHHO M CUCTE MBI
JeJIOTIPOU3BOICTBA, €€ 3HAYCHHE JJIS O praHu3aluu
J€JIONIPOU3BOICTBA B yUPEIKAECHUAX U O praHU3aLIsAX.
PaszBurie paboT Mo cTaHgapTU3AIUK U YHHU() MKAITHN
yIpaBjieHYe CKUX TOKyMeHTOB B 1970 - 1990 1.
HampagneHus rocy1apcTBEHHOTO PETYJIMPOBaHUS
OV B 1990-e —2010-e roaslL

Brenpenue nH(OpMaIoHHbIX T€XHOJIOTHIA:
CMeIaHHbIH (0yMa)HO-3JIeKTPOHHBIH) U 3JIEKTPO HHBINA
JTOKYMEHTO00O0POT.




3aKoHO 1aTeJILHO €
U HOpMAaTHBHO-
METO TUYECKOE
peryJMpo BaHUE
J10KyMeHTaIlHO HHO
ro o6ecrneyeHus
yIpaBJIeHUS B
TOCYJapCTBE HHBIX
OpraHu3aIysax

Ctpykrypa 3aKk0HOJaTEIHHO U HOPMATHUBHO I O a3kl
JOYV:

Koncturyuus PO,

Koncturyunonssie 3akonsl, e nepanpubie 3aKOHBI,
aktel [Ipesunenra P®, nocranosnenus [IpaBuresbcTBa
P®, Be1OMCTBEHHBIE AKThI, 3aTPAruBatOIINE BOMPOCHI
J€JI0TIPOU3BO JICTBA.

HopmatuBHo-MeToqnueckue akrol o JJOVY:
WHCTPYKIIUH, TPaBUiIa, TIE€PEYHU TOKYMEHTOB CO
CpOKaMu XpaHeHUs U 1p. X 3HaYeHUEe A1 110 CTAHO BKH
JeJI0TIPOU3BOICTBA B KOHKPETHO I

OpraHu3zalum.

Bompocs! nenonpousBoacTBa U JOCTYyIA K
uHpopMarum B koJekcax Poccuiickoit denepannn.
CoBpeMeHHasi HOPMAaTHBHO-METO JUUeCKast 0a3a
JeJOTIPOU3BOICTBA 00 MH(OpPMAIINO HHBIX
TE€XHOJIOTUSIX.

denepanbHas 1eseBas nmporpamma «MuadopmanroHHO €
o0mrectBo.2011-2020 rry.

®enepanbable 3aK0HBL «O0 nH)O pMaLIm,
MH(OPMAIIMO HHBIX TEXHOJOTHAX U 3alIUTE
uHpopmarum», «O mepcoHANBHBIX JaHHBIXY, «O0
AJIEKTPOHHO U 1T poBO# Mo armmcH, «O06

apxuBHOM fiejie B Poccuiickoit deneparnumy, «O
roCyIapCcTBEHHOM si3blke Poccuiickoin @enepaunm» u
ap. (Cm. n.3.4 Crnmcok HOPMAaTUBHBIX MPABOBBIX
JOKYMEHTOB).

Hanmonamsueie ctangaptel u ctannaptel UCO o
MOJIMTUKE YTIPABIIE HUS 10 KyMEHTaMM.

9.11,
9.12,
921,
9.13,
922,
9.14,
923

I1K23 3nath
ITIK23 YmeTh
I1K23 Bmagets
I1K26 3HaTh
ITIK26 YmeTn
IIK26 Bnanetsn




CoBpeMe HHbIE
TpeOOoBaHUS K

COCTaBy U

o (o pmIe HIFO

JTOKyMEHTOB.

OCHOBHBIE HOPMATHUBHBIE 10 KYMEHTBI:
MeTonnyeckue pekoMeHIaluu 1o pa3padoTKe
MHCTPYKIIUIA TIO J1€JI0IPOU3BOICTBY B (he 1€ pallbHbIX
OpraHax MCHOJHUTEJbHO U BIacTH (yTB. e nepanbHbiM
apxuBHbIM areHTcTBOM 2010 1) u 'OCT P 6.30-2003
«YHU(DUIMPOBAHHBIE CUCTEMBI 10 KyMEHTAIIHH.
Yuuduiupo BaHHAs CUCTEMa O praHU3aIlHo HHO -
pacropsIUTeIbHO I 10 KyMe HTAIUH.

TpeboBanus k 0 OpPMICHHIO TOKYMEHTOB» O OJaHKaX
JTOKYMEHTOB, 0()OpMICHIN PEKBU3UTOB TOKYMEHTOB,
o(hopMIe HUM OTAEIBHBIX BUIOB JOKYMEHTOB U
COCTaBe JOKYMEHTOB.

[ToHsATHE «PEKBUBUTY.

[Tonsarue «popmysipa 1OKyMeHTaY.

Pousmp GriaHka B CTPYKType TOKyMEHTA.

CocrtaB 61aHKa, MOPSTOK PACTIONIOKEHUSI PEKBU3UTOB B
OJaHKe.

VYaudukamus 1oKyMeHTa Kak 0JJHO U3 HamlpaBJieHAN €TO
COBEPILIEHCTBO BAHUSL.

PexBu3uTHI, perymmpyemsie rocy1apCcTBE HHBIM
CTaHAapPTOM.

I'OCT P 6.30-2003 u MeTo nuye c KuMu
PEKOMEHAAIIUSIMH 110 Pa3padoTKe HHCTPYKIIHH MO
JeJIOTIPOU3BOICTBY B (heepasbHbIX OpraHax
WCTIOJIHUTEJIbHO 1 BIIACTU M PEKBU3UTBL, PETYIIHPYEMbIE
3aKOHO 1aTeJIbc TBOM Poccuiickoit Demepamum.
TpeboBaHus K TEKCTY pa3MUHbIX BUIOB
yHpaBJeHYeCKHUX TOKYMEHTOB.

WNudopmanio HHO-cTpaBOYHbIE 10 KYMEHTHI B
coluanbHO U cdepe.

TpeGoBanus k 0¢OPMICHHIO U CO 1€ PKAHHUIO.

9.11,
9.12,
921,
9.13,
922,
9.14,
923

I1K23 3nath
ITIK23 YmeTh
I1K23 Bmagets
I1K26 3HaTh
ITIK26 YmeTn
IIK26 Bnanetsn




OCHOBEI
JTOKYMEHTO000pOT
a: IPUHITUIIBI
OpraHu3aIluy,
crnerug Ka
JOKYMEHTOO000pOT
a B yIpaBJic HUN
TOPOICKUM
XO03MCTBOM

JLoKyMeHTO000POT Kak 3¢ () e KTUBHBIA HHCTPYMEHT
ONTUMH3AIAH YTIPABJICHYE CKUX PEIIIC HUM.

O1neHKa COBPEMEHHOTO COCTOSTHUS
J0OKyMEHTAllMOHHOTO 00eCTeUYeHHs YIPaBICHHUSL.
Ctpykrypa u 00111as XapaKTe puC THKA
JOKyMEHTOTIOTOKOB B JOKyMEHTO0O0OpOTE.

[IpaBuna opranu3anu 1B €HUS JOKYMEHTOB B
OpraHu3aIuH.

OcHOBHBIE TOHATHS; TPEOOBAHUS K O PraHU3AI[UN
TOKyMEHTO000poTa; 0COOECHHOCTH PabOTHI C
ANIEKTPOHHBIMU 10 KyMEHTaMu; 00 si3aTeJIbHbIC CBElEHUS
0 JOKyMEHTaX, UCI0JIb3yEeMbIX B L[EJIIX

ydeTa ¥ MOUCKA TOKyMEHTOB B CUCTEMAX
3NIEKTPOHHOTO JOKYMEHTO000pOTa (Ha mpumepe
MOC3J0).

[TpuHIIUIBI O praHu3alug 10 KyMeHTO000poTa.
OCHOBHBIE ATambl JOKYMEHTO000pOTA: IPUEM U
nepBUYHast 00padoTKa MOCTYMAIOMMX TOKYMEHTOB,
MpeIBapUTEILHOE PAacCMOTPEHHUE, PETHUCTPAIU

MO CTYMAOIIUX JO0KYMEHTOB, MOPAI0K pacCcMOTPEHUS
JTOKYMEHTOB PYKOBOICTBOM U 10BEI€HUSI JOKYMEHTOB
710 UCTIOJIHUTEJNICH, paboTa UCTIOHUTEI C
JOKyMEHTaMH, OpraHu3alus padoThl ¢ OTHPaBIIse MbIMU
JTOKyMEHTaMH, UX PETUCTpAIlUsl U OTIIPABKa;
peTHCTpaIys U IPOX0KICHIE BHYTPEHHUX
JTOKYMEHTOB.

Crenuduka 10KyMeHTO000pOTa B COIUAIBHO U
paboTe: BUABI JOKYMEHTOB B COOTBETCTBUH C

MeTo 11yecKuMU peKoMe HAAIMSMH [0 O praHu3aiuu
MPe 10 CTaBICHUS COMAIBHBIX YCIYT B hopMe
COIIMANILHOTO 00CykuBaHus Ha [omy. 2015 1. u
npuka3oM JlemapramMeHTa ¢OHAIBHO I 3aIIUThI
HaceseHus ropoaa Mocksel 0T 30.12.2014 Ne 1171 06
OpraHuzaruy padb o THI 1Mo

peam3anuu noJioxeHui [locranosnenus [IM ot
26.12.2014 Ne829-I1IT «O conumansHOM 00 CITy>K UBAHUN
rpaxkjaf B ropoge Mockse».

9.11,
9.12,
921,
9.13,
922,
9.14,
923

I1K23 3nath
ITIK23 YmeTh
I1K23 Bmagets
I1K26 3HaTh
ITIK26 YmeTn
IIK26 Bnanetsn




Opranuzanus
XpaHeHUS
JTOKyMCHTOB B
TEeKyIIeM

T eJIOTIPOM3BOACTB
e

[TonATHe «KOMIUIEKCA JOKYMEHTOBY.

®opmupoBaHUE KOMIUIEKCOB JOKYMEHTOB B TEKYIIIEM
J1€JI0TIPO U3BO ICTBE.

®e epasbHbli 3ak0H Poccuiickoit @enepanum ot 22
okTs0pst 2004 1. N 125-®3 «O0 apxXuBHOM JieJic B
Poccwuiickoit @enepannmy (akTyaibHast BEpCusi).
HopmatuHo-MeTO 1MYeCK1E

MaTepualbl (pemepanbHO i apXUBHOM CIIyKOBI 00
OpraHu3aluK padOThI C JOKYMEHTAMU IO T10JTOTOBKE
K apXMBHOMY XpaHEHHUIO.

Pa3paboTka 1 BeJeHIE HOMEHKIATYPHI AE]L.
HowmeHknatypa 1€ B OpraHi3aliy co CMeaHHbIM
JTOKYMEHTOO00OOpOTOM.

MeTo1MKa coCTaBlIe HUs HOMEHKIATYPBI [1€J1: U3yUe HUE
cOoCTaBa JI0KyMEHTOB,

Cpoxu xpaHeHHs OKYMEHTOB.

[Topsimox opopmiIeHHS, COTTIACOBAHMS U YTBE PK1€ HHS
HOMEHKJIATYPBI J1€JL.

[Tonstue “nepeyeHp NOKyMeHTOB . HazHaueHue u
HCII0JIb30 BAaHHUE NIEPEYHEN B KAUECTBE OCHOBHBIX
WCTOYHHUKOB I10 U3YyYEHUIO COCTABA U COJAEPKaHNA
JOKYMEHTOB, YCTaHOBJICHUIO CPOKOB

XpaHeHUsI U 00eCIeYeHUIO € IMHCTBA OTIEPATHBHOTO
XPAaHEHHUS U aApXUBA.

JIeCTBYIOIIME EPEYHU C TUIIO BBIMH CPOKaMHU
XpaHeHUs JOKyMEHTOB:

- [lepeyeHb TUIIOBBIX APXUBHBIX J1OKYMEHTOB,
00pa3yIONINXCS B HAYYHO -TEXHHYE CKO U U

PO U3BO A CTBEHHO M 1€ATEJILHO CTH O PraHn3alivii, ¢
yKa3aHueM cpokoB xpaneHus (IIpunoxenue k
nprkasy MUHHCTEPCTBA KyJIbTYPhI M MACCOBbIX
koMMyHUKaMid P® ot 31 mroms 2007 1. Ne 182
http//base.garant.rw/191871/)

- [lepeyeHb TUIOBBIX YTIPABJIEHYECKUX APXUBHBIX
JOKYMEHTOB, 00pa3yIoIIXCcs B Mpoliecce

N €SATEbHOCTHU IOCYAapCTBEHHBIX OPraHOB, OPraHoOB
MECTHOTO CaMO YIIPABJICHUSI U O PraHU3alluil, C
yKa3aHueM cpokoB xpaHeHus (IIpunoxenue k npukasy
MununctepcTBa KyisTypbl Poccuiickon

®denepamun oT 25 aBrycta 2010 1. Ne 558)
OTBETCTBEHHOCTD 3@ COXPAHHOCTh 10KYMEHTOB.

9.11,
9.12,
921,
9.13,
922,
9.14,
923

I1K23 3nath
ITIK23 YmeTh
I1K23 Bmagets
I1K26 3HaTh
ITIK26 YmeTn
IIK26 Bnanetsn




Opranuzanus Onepaunu no Npuemy, peruc Tpaluu, KOHTPOJIO 9.11, [T1K23 3natb

paboTHI C WCTIOJIHSHUS, IPUHATHUIO PEIICHUH 1O 00 palie Husm 9.12, ITK23 YmeTs

o0 parte HUsIMH rpaXk/1aH KaK 4acTh YIPABJIECHUE CKOTO 921, [1K23 Brnanets

rpaxiaH JOKYMEHTO00O0poTa. 9.13, [TK26 3nath
TpeOGoBanus K CpOKaM MO ATOTOBKH OTBETOB Ha 922, I[TK26 Y™MeThb
o0 paleHust Tpak JaH. 9.14, [1K26 Bnanets
TpeboBanus K COIEP>KAaHUIO OTBETHBIX TOKYMEHTOB. [ 9.2.3

dopmupoBaHKe U XpaHSHHE TIPE J1JI0 3K € HHIA,

3asIBJIC HUA, K allo0 rpax TaH.

O0001eHre, aHAJIM3 U UCIIOJIL30 BaHUE JaHHBIX O
paboTe ¢ oOpale HUSIMU TPaXK1aH B ammapare

yTIpaBJIC HUSL.

[TpumeHeHME 3JIEKTPOHHBIX T€XHOJIOTHI J1JIs
MOATOTOBKHA OTBETOB U OpraHU3aINN

WH() 0 pMAITHO HHO -CTIPABOYHO H CITy K OBl B
yUpekAeHUIX ¢ 00JIBIIMM 00 bEMOM MPE /1710 K € HHH,
3asBICHUH, %K ano0 rpaxnan (Ha npumepe MOCI10).
3aKoHO 1aTebHas peTamMeHTalusi paboThl C

TP /1710 K € HUSIMU, 3asIBJIC HUSIMU U %K aJio 0aMu Tpask J]aH
(®enepanphblii 3ak0H 2006 1. «O nopsake
paccMoTpeHus 0O pareHui rpaxkaaH Poccuiickoit
®enepauum» ¢ u3M. 2014 r.).

®opMHpOBaHUE 3aKOHOTATEIBHO U Oa3bl,

peraMe HTHpYyIolle i paboTy OPraHOB YNpPaBJICHHUS C
rpaxkganamu (De nepanbHbiii 3akoH «O0 oOecnedye Hun
NO0CTyTa K HHPOPMAITHHA O J€ATSIHHOCTH
roCyaapCTBEHHBIX OPTraHOB M OPraHOB MECTHOTO
camoymnpapieHus» oT 9 peppamst 2009 roga Ne 8-D3)
®enepanbhbiii 3ak0H 0T 27 urosst 2006 1. N 152-D3
«O mepcoHaNbHBIX JaHHBIXY.

PacnpeneJienne 01015keTa BpeMeHH 10 BUIaM 3aHATHI ¢ Yy4eTOM ()0 pMbI 00y Ye HHst

AynutopHbIe yueOHbIC 3aHITHS
KouraxrHas CamMocToATeIpHAS
o paGota 3aHATHA 7a60paToOpHbIE IpaKkTHIECKUE paGorTa
2 JIEKIIHIOHHOTO THIIA paboThI 3aHATHSA
OYHas 0HHO- 3a04YHas |OYHasAd 0HHO- 3a04YHad |OYHas 0HHO- 3a04YHas |OYHasd 0HHO- 3a04Y9Had |OYHas 0HHO- 3a04YHasd
3a04Y9Hasda 3a04Y9Hasda 3a04YHas 3a04YHas 3a04YHas
1. 4 2 2 4 2 1 0 0 0 0 0 1 10 10 10
2. 4 2 2 4 2 1 0 0 0 0 0 1 8 10 10
3. 2 2 1 2 2 05 0 0 0 0 0 05 8 10 10
4. 2 2 1 2 2 05 0 0 0 0 0 05 8 10
5. 2 2 1 2 2 05 0 0 0 0 0 05 8 10
6. 2 2 1 2 2 05 0 0 0 0 0 05 8 8
[IpomexyTouHast aTTe CTAIUS
2 2 2 0 0 0 0 0 0 0 0 0 4 4 4
Hroro | 18 14 10 16 12 4 0 0 0 0 0 4 54 58 62

5. MCTO}II/I‘IGCKI/IC YKasaHusd QJisd oﬁyqamumxca IO OCBOCHHUI0O THCHHUITJINHBI

B npomecce ocBoeHuUs TUCTIUIUIMHBI CTYIEHTY HEOO X0 TUMO TIOCETUTh BCE BHUIIBI 3aHITHH,
MpeayCcMOTpPEHHBIE padoyeid MpoTpamMMO i TUCIIUILIMHEI U BBIOJHUTH KOHTPOJIbHBIC 3a/1aHus, TIPE 1jlaraeMble
MPeTIo 1aBaTeJieM JIJIsT yCTIEIHOTO OCBOESHUSI TUCIIUIUTMHBL TaKke clieqyeT u3yunuTh pabodyro mporpamMmmy



JUCLIUILUTMHBL, B KOTOPO OTpeAeieHbI 1IeJM U 33/1a4H JIUC LIUIUIHHBI, KOMIIETeHIIMU 00 yyarolierocs,
dbopmMEpyeMbIe B pe3ysbTaTe 0CBOCHHUS JUCIIUILIMHEI U IVAHUPYEMBIE Pe3yibTaThl 00yueHus. PaccMoTpeTh
COJIepKaHNe TeM JIHC IIUILTFHBL, B3aUMO CBSI3b TEM JICKIIUI 1 MPAKTUYE CKUX 3aHATHIA; O0KET BPEMEHH I10
BUJ1aM 3aHATHIL; OI[€HOYHBIE CPEACTBA AJI1 TEKYIIeH U IPOMEKyTOUHO M aTTe CTallly; KpUTEPUN UTOTOBO I
OLIEHKU Pe3yJbTaTOB OCBOEHHS AUCIHUIUTMHBL. O3HAKO MUTHCSI C METO IMYE CKUMU MaTeprallaMH, TIPOTPAMMHO -
1H() O pMAITMO HHBIM U MATEPUAIHHO TEXHHYECKUM 00 eCIie YeHUEM JTUCIUTIIMHBL

Pabora Ha nekun

JleKuMoHHBIE 3aHATHUS BKIIOYAIOT U3NI0KEHUE, 00CYXKIEHHE U Pa3bICHEHNUE OCHOBHBIX HATIPABIIC HUN U
BOTIPOCOB MU3y4YaeMO ¥ TUCIUIUINHBI, 3HAHUE KOTOPBIX HEOOXO0UMO B XOJ[€ PEATM3AIIMN BCEX OCTaTbHBIX
BU/IOB 3aHATHI U B CAMOCTOSTENIFHO U paboTe CTyAeHTOB. Ha JeKIusaxX cTyI€HThI OJyYaroT CaMble
HE0OX0IMMbIC 3HAHUS 10 U3ydaeMo# mpooJieMe. HerpeMe HHbIM yC 10 BHe M 1 TITyOOKOTO M TIPOYHOTO
yCBOCHHMS Y4eOHOTO MaTepuana sSBISIeTCS YMEHHE CTYyIE€HTOB COCPEIOTOUYCHHO CIYIIATh JIEKIIUH, aKTUBHO,
TBOPYECKH BOCTIPUHUMATH U3JIaraeMble CBeJleHus. BHUMaTeIbHO € CIIyIaHKUe JIeKIIUA IpeAToaraeT
WHTEHCHUBHYIO YMCTBEHHYIO JI€ATEJILHOCTD CTyIeHTa. KpaTKkue 3ammcu JeKIui, KOHCIIeKTUPOBaHUE MX
MOMOTaeT YCBOUTH MaTe prasl. KOHCTIEKT SIBIISISTC S ITOJIe3HBIM TOT/1a, KOT/a 3alMCaH0 CaMO€ CYIIECTBESHHOE,
OCHOBHO€. 3aKCh JICKIIUIA pEKOMEHYETCs BECTH IO BO3MOKHOCTH COOCTBEHHBIMH () O pMyJIPO BKAMHL.
JKemarenpHO 3armich OCYIIESCTBITH HA OTHOU CTPaHUILE, a CJIEIYIOIIYIO OCTAaBITh AJIs1 PO PadoTKH
y4eOHOTO MaTepHrasia CaMOCTOSTEBHO B JOMAIHUX YCJIOBUsX. KOHCTIEKT JydInie 1o apa3aesaTh Ha My HKTHI,
naparpadsl, co0moas KpacHyo cTpokKy. [IpuHIIMNHAaIbHBIE MeCTa, OTpeaesieHUsI, ()OPMYJIBI CISAYET
COTIPOBOXK1aTh 3aMeYaHusIMU. PaboTast HaJl KOHCTIEKTOM JISKIHH, BCET/Aa CIeAyeT UCTI0h30BaTh HE TOJBKO
OCHOBHYIO JIMTEPATYPY, HO U Ty JIUTEPATYPY, KOTOPYIO JOTOJHUTEIIHLHO PEKOMEH/I0BaJ JIEKTOP.

[IpakTuueckue 3aHATUS

[ToaAroTOBKY K IPaKTUUe CKOMY 3aHSATHIO CJIE1yeT HAYMHATH C O3HAKOMICHHUS C JICKIIHO HHBIM MaTe PUAJIOM, C
W3yYe HUS IUIaHa MPaKTH4Ye CKuX 3aHsIThiA. OTpe e MBIICH C IPOOIeMOH, CleayeT 00paTUThCS K
peKOMeHIyeMo i JnTeparype. BiiageHre no HATHIHHBIM armapaToM U3y4aeMOTo Kypca SBISIETCS He 0 0X0 JUMBIM,
MOATOMY TOTOBSCH K MPAKTHUYE CKUM 3aHATHSM, CTYJICHTY ClIeAyeT aKTUBHO I0JIb30BAaThCS CIPABOYHO I

JIATE PATyPOii: SHITUKIIO TIE TUSIMH, CJIOBApsSMU ¥ Ap. B X01€ MpoBe e HUs PAKTHIE CKUX 3aHATHIA, MATE PHAJL,
M3J1arae Mplid Ha JICKIHSIX, 3aKPETUIETCS, pacIMPSCTCS M JOTIOJHASTCS IPH MO ITOTOBKE CO 0O IIeHNUH,
pedeparoB, BHIIOJIHEHHU TECTOBBIX pa0d0T. CTENEHh OCBOCHHS KaX 10 TEMbI OTIpE 1EIICTC S

MpeTio 1aBaTesieM B X0/1€ 00CYXKIeHHUS OTBETOB CTYJ€HTOB.

CamocTosTenbHas paboTa

CryneHr B nporecce o0ydeHHs 10DKEH HE TOJIBKO OCBOMTH YUeOHYIO MPOTpaMMy, HO M IIPHOOpeCTH HAaBBIKU
caMoCTOSATeNbHO I paboTel. CamMocTOsTEbHAS paboTa CTYAEHTOB UIPAeT BaAXHYIO POJIb B BOCIUTaHUN
CO3HATEJIFHOTO OTHOINCHHUS CAMHX CTYIEHTOB K OBJIAICHHIO TEOPETHYE CKUMH U TIPAKTHYIE C KUMH 3HAHUSMU,
NPHUBUTHN UM MPUBBIYKY K HAIIPABICHHOMY MHTEIUIEKTyalbHOMY Tpyay. CamocTosiTenbHas paboTa mpoBO JUTC S
C LeJIbIO YIIyOJie HHsl 3HAaHUH N0 TUC MIUMHE . MaTepuall, 3aK0 HCTIEKTHPO BaHHBIN Ha JIeKIUSIX, HE00 X0 11MMO
PETYJSIPHO JOMOJHITE CBEIECHUSIMH U3 IMTEPATYPHBIX HCTOYHUKOB, NPEJICTABICHHBIX B paboueil mporpamme.
N3yyeHne mureparypsl ClielyeT HaUMHATh C OCBOCHHSA COOTBETCTBYIONIUX Pa3/l€JI0B JUCIIUIUINHBI B
y4eOHHMKaX, 3aT€M 03HAKOMHUTHCSI C MOHOTPpa(MAMI WM CTAThIMH IO TOW TEMAaTUKE, KOTOPYIO H3ydaeT
CTYJI€HT, U MOCJIE 3TOTO — C OPOLIOPAMU U CTAThSIMHU, COJI€PKALIUMU MaTe pHall, JAOIINiA yIiTyOJeHHO e
HpeCTaBIeHNE O TeX WM UHBIX aCMEKTax paccMaTpuBaeMoii mpooseMsl. [l pacmpe HYIs 3HAHUI 10
TUCIMIUIMHE CTYJEHTY He00X0aMMO MCTIONB30BaTh HTEpHET-peCcypChl M CHIEIIHAIM3HPO BaHHBIE 0 a3kl
JAQHHBIX: PO BOIUTH MOKCK B PA3IMYHBIX CUCTEMaX M HCIIOJIb30BaTh MATEPHAIIBI CAlTOB, PEKOMEHI0BAHHBIX
NperogaBaTeieM Ha JIEKIINO HHbIX 3aHATHSIX.

IloaroToBKa K ceccuu

OCHOBHBIMU O pPUEHTUPAMH TIPH TIOATOTOBKE K MPOMEKYTOYHO M aTTECTAI[UH IO TUCIUTUIMHE SIBITIOTCS
KOHCTICKT JICKIIUI ¥ IepeUeHb PEKOMEHAYyeMO I MTe paTypsl. [Ipu MoATOTOBKE K CECCUM CTYNIEHTY ClleIyeT
TaK OpraHu30BaTh yueOHyI0 paboTy, 4TOOBI IEpe 1 IEPBBIM JHEM Havalla CECCUM OBUTH CTaHBI U 3aII U HBI
BCE MpakTHyeckre padboThl. OCHOBHOE B MOJATOTOBKE K CECCHUHM — 3TO MOBTOPEHUE BCETO MaTepuala Kypca, 1o
KOTOPOMY HEOOXO0JUMO MPOUTH aTTecTaruio. [Ipr IOATOTOBKE K CECCHU CIIeIYeT BeCh 00BEM pabOThI
pacnpe 1eJISTh pABHOMEPHO IO JHSIM, OTBEAEHHBIM JJIS 110 AT0TOBKU, KOHTPOJMPOBATh KaX bl J1€Hb

BBINOJIHE HUST pa0 O THL

6. ®OHBI OLIEHOYHBIX CPEACTB AJ TEKYLIEr0o KOHTPOJIS yCIeBaeMOCTH,



l'[pOMC)KyTO'—IHOﬁ arrecTalimm 1 CAMOKOHTPOJA IO UTOraM OCBOCHU A JUCHUIIJINHBI

TexHOMOTHS OLIC HMBAHMA KO MITE T€ HITUH (bOHHaMI/I OOCHOYHLIX CPCIACTB:

dbopmMHpoOBaHKE KPUTEPHUEB OII€HUBAHHUS KOMIIETE HITHIf;
o3HakoMieHue oOyyatomuxcs B DM1OC ¢ kpurepusMy 011e HUBaHUS KOHKPETHBIX TUITOB O11€ HO YHBIX
CpEICTB;

® OI[CHMBAHUE KOMIIETEHIIMI CTYIEHTOB C TIOMOIIBIO OIIEHOYHBIX CPEJICTB MPOTPAMMbI IPAKTHKY - 3alUTa
OTHYETa IO MPAKTHKE B popMe coOece 10 BaHus,

® ny6ymkarus pesyibTaToB ocBoeHUs OIIOII B munoM kabuneTe B DMOC obyHaromerocs;

TecT nast popvmpoBanus «3HaTh» KomuneTe i ITK23
Bonpoc Nel.
Ha xaxom AOKYMCHTC HC CTAaBUTCA PCKBU3UT HAMMCHO BAHUC BUAA JOKYMCHTA

Bapuanmuvi omeemos:

1. Ycrase
2. JOJDKHOCTHOM MHCTPYKIIUU
3. micbMe

Bonpoc Ne2. KoymyecTBo pekBusutoB HoBoro 'OCTa no cpaBHeHMIO ¢ Mpe bl YLIIUM

BapuaHm bl omeemoes.

1. Goublie Ha 1BA PEKBU3UTA
2. OoJbIle HA OJTUH PEKBHU3UT
3. MeHbIIE Ha J1Ba PEKBU3UTA

Bomnpoc Ne3.
OnuH U3 roCcy1apCTBEHHBIX PEKBU3UTOB

BapuaHm bl omeemaos.

1. pesomonus
2. pexmamanus
3. pe3opbius

Bonpoc Ne4. PexBU3uT 1OKyMEHTa — 3TO:

BapuaHm bl omeemaos.

1. TaHmapTHBI JMCT OyMaru, Ha KOTOPOM OTOOpakeHa MO CTOSHHAS HH( OpMaLKs U OTBEIEHO
OTIpeIeJICHHOE MECTO JIJIsl IIe peMEHHO I
2. COBOKYNHOCTb PacHoJIOKEHHBIX B OTIPE IEJICHHOH 110 CJIe 10 BaTeIbHO CTH 3alUCEH, MPUCYIITUX
OTIpeIeJIC HHBIM BUJ1aM JOKYMEHTOB
3. oOs3arenbHbBINA 37l MEHT O (QHUITHATIBHOTO JTOKYMEHTa
Bonpoc NeS.

ITocTosiHHAs YacTh PCKBHU3UTa JOKYMCHTA

Bapuanmuvi omeemos:

1. s7eMeHT TOKyMeHTa UIeHTUYHBIN JJI1 TPYIITHI JOKYMEHTOB
2. HeM3MEHseMas YaCTh PEKBU3UTA JOKYMEHTA, COJIepKalascs B OJIaHKe TOKyMEHTa, HAHO CUMas TIPH €T0
W3TOTO BIIC HAH
3. BIeMeHT JOKYMEHTa, MPUIAIOIHI 0 KYMEHTY IOPUIHYECKYIO CHIY
4. repanbauyecKHe 3JIEMEHTHI JOKyMEeHTa
Bonpoc Neb6.

[lepeMeHHas YacTh pEKBU3UTA JOKyMEHTa

BapuaHm bl omeemoes.

1. saemMeHT AOKYMCHTA, I/IH,I[I/IBI/I,I[yaﬂLHLm AJ JAHHOTO BHJa JOKYMCHTOB
2. 3JIEeMEHT AOKYMCHTA, I/IH,I[I/IBI/I,I[yaHLHI)Iﬁ AJ JAHHOTO JOKYMCHTA



3.
4.

N3MCHACMAA YaCTh PCKBU3HUTA JOKYMCHTA, BHOCHMAA B 0JlaHK JOKYMCHTA IIpH €I0 3aIl0JIHC HUH
QJICMCHT JOKYMCHTA HC O Os13aTeJIbHBII AJi1 BHCCCHUS B IOKYMCHT

Bompoc Ne7.

IToamcey

Bapuanm bl omeemaos.

1.

(98]

PEKBU3UT JOKYMEHTa, MpeCTaBIIOM U 000 COOCTBEHHOPYUYHYIO POCIIHCH MOJHOMOYHOTO
JOJDKHOCTHOTO JIMIA

. PCKBU3UT JOKYMCHTA, HpGI[CTaBJ'ISIIOHlI/Iﬁ OTTHUCK KJIMILIC, BOCHIPOU3BOAAIICTO POCIIMCH JOJDKHOCTHOT'O

Jia

. PCKBU3UT JOKYMCHTA, Hpe,Z[CTaB.H}HOH_II/Iﬁ OTTUCK NICYATH O praHrU3alln
. PC€KBU3UT JOKYMCHTA, BI)Ipa)KaIOHII/Iﬁ COITIAaCHC WM HECOTJIACHUE JOJDKHOCTHOTO JiMa ¢ COACPKaHUEM

AOKYMCHTa

Bonpoc Ne8.

['pud cormacoBanus

Bapuanm bl omeemaos.

1.

2.

PEKBU3UT O (PUINATIFHOTO JOKYMEHTA, BRIPAXKAIOIINI COTIacue yUpe KASHUsS WM €T0 OpraHa, He
SIBJAIOIIETOCSI aBTOPOM JOKYMEHTA, C €r0 COJEPKaHueM

PEKBIBUT O (PUIHAIBHOTO JTOKYMEHTA, BRIPAXKAIOIIETO COTIIACUe WM HECOTIIACHE JTUPEKTOpa
OpraHu3aluy ¢ eT0 COAepKAHUEM

. PCKBU3UT O(bI/II_II/IaJ]LHOFO AJOKYMCHTA, BbBIpAKAOMICTO COIIaCUC WM HECOTTIACHUC COTPYIHUKOB

opraHusalnuvu ¢ €ro COACPKaHUCM

. PCKBU3UT O(bHHHaHBHOFO JOKYMCHTA, BBIpAKAIOIICTO COIVIACUC WM HECOTJTIACHC M0 TUMHE HHO 1

opraHusanuu ¢ €ro COACPKAaHUCM

Bonpoc Ne9.

I'pud yrBep)k aeHuUs

Bapuanmuvr omeemos:

1.
2.

PEKBU3UT O (PUIIMATIFHOTO JOKYMEHTA, pa3pellaloiliii HayaTh PacChUIKY JOKyMEHTa
PEKBU3UT O (PUIMATLHOTO JOKYMEHTA, IO TBEPXK TAFOIINA 03HAKO MIICHUE TUPEKTOPa C TEKCTOM
T OKyMEHTa

. PCKBU3UT O(bHHHaHBHOFO AOKYMCHTaA, pa3pema}omm71 O3HAKOMUTBHCA ¢ JOKYMCHTOM COTPYIHUKAaM

OpraHu3aluy, €T0 U31aBLIei

. PEKBU3UT O()UITHATIBHOTO JOKYMEHTA, MPHUIAOIIAN HOPMATUBHBIN WM ITPABOBO M XapakTep €ro

COJIepKaHUIO

Bonpoc Nel0.

Jara o¢dunnaisHOTOo JOKyMEHTa

Bapuanmuvi omeemos:

1.

PCKBHU3UT O(bI/II_II/IaJ'IBHOl"O JOKYMCHTA, coaepxcanmﬁ YKa3aHHOC Ha JOKYMCHTC BPpCM:A €TI0 O TIIPABJICHUA
N3 OpraHr3alun

. PEKBI3UT 0(UIHAIBHOTO TOKYMEHTA, COJIeP Kallnil yKa3aHHOE Ha JOKYMEHTE BpeMs €0 MOCTYIUICHUS B

OpraHusanuro

. PEKBH3UT O(PUIHAIEHOTO JOKYMEHTa, COJICPIKAIINN yKa3aHHOE Ha JJOKYMEHTE BpEMsl €TO CO3IaHUs /WK

IO ATIMCaHusA, YTBCPXKACHUS, MPUHATHA, COTJIaCOBaHUs, O HY6 JIMKO BAaHUS

. PCKBU3UT O(pI/II_II/IaJ'H:HOTO AOKYMCHTaA, coaepmamnﬁ YKa3aHHOC Ha JOKYMCHTC BPCM: €TI0 IMIOCTYIUVICHHUA B

apXuB

Bompoc Nell.

Pesomonus noxymeHra

BapuaHm bl omeemos.

L.

OTTHUCK IICHYATH O praHrU3all 1



(98]

OJIaHK O praHM3aIUH JJI U3]aHUS PUKA30B

PEKBH3HT, YJ0CTOBEPAIONIHNA, UTO TOKYMEHT MOCTYIWI B O PraHU3a1 10

PEKBU3UT, COCTOSIIUNA U3 HAAIMMCH HA JOKYMEHTE, CIEJAHHOM 10JDKHOCTHBIM JIMIIOM U COAePKallei
MPUHATOE VM pEIlcHUE

Bonpoc Nel2.

Buza odunmanbHoTO 1OKyMEHTa

Bapuanm bl omeemaos.

1.
2.

4.

PEKBIBUT TOKYMEHTa, MPEICTaBISIIONHI 0001 COOCTBEHHOPYUHYIO POCTIUCH JTOJDKHOCTHOTO JIMIIA
PEKBU3UT JOKYMEHTa, MPEeCTABIAIONIUI O TTUCK KIHIIE, BOCIPOU3BO ASIIETO POCIHUCH JJODKHOCTHOTO
JmIa

PEKBIBUT JOKYMEHTA, BBIPAXKAIOIIUI COTIIACHE WIM HECOTJIACHE JOJDKHOCTHOTO JIMIA C COJePKaHHEM
TOKyMEeHTa

PEKBIBUT JJOKYMEHTA, MPE/ICTABISIONIHAI O TTHCK MEYaTH O praHu3aIii

Bomnpoc Nel3.
3aroJyioBOK 0 ) UITMATFHOTO TOKYMEHTa

BapuaHm bl omeemaos.

1.

2.
3.
4.

PEKBU3UT JOKYMEHTa, (PUKCUPYIOMINIA PUHAJIC)KHOCTh JOKYMEHTA K OTIPe1eJICHHOMY BUTY
JOKYMEHTOB

PEKBU3UT JOKYMEHTa, KPaTKO M3JArarolyii ero coiepiKaHue

mo0as Tpyra peKBU3UTOB IOKyMEHTOB, pacrojiaraéMasi B Hauajie 710 KyMeHTa

PEKBU3UT JOKYMEHTa, YKa3bIBAIOIIMIA 11 KAKUX I[eJie MpeJHa3HAYeH 10 KyMEeHT

Bomnpoc Nel4.
TexcT oduIuanLHOTO TOKyMEHTa

BapuaHm bl omeemaos.

1.

2.
3.
4.

nH}p o pMarus, 3adUKCHUPOBaHHAS JIFOO BIM THITOM MHChMa WK 000 CUCTEMO M 3BYKO 3aIHCH,
3aKIIFOYaroNIas B ce0e BCIO WM OCHOBHYIO YaCTh peueBO I MH(OpMAIUK TOKYMEHTa

uH( o pMarusl, 3a(UKCHPOBaHHAS HA MATHUTHOM HO CHTEJIC

uH}p o pMarus, 3aUKCHUpOBaHHAS Ha 0 yMak HOM HO CUTEJIe

uH(popMarus, 3a(UKCHPOBaHHAS B KOMIBIOTEPE

Bonpoc Nel5.

Cl'[p ABOYHbIC JaHHBIC O S OpraHusalivi MOTYT BKIIFOYATb

Bapuanmuvr omeemos:

1. CBeneHus O JUPEKTOPE OPraHU3aINN
2. CBeaeHus O BBILECTOSALIEH OpraHu3aluu

3.

CBeneHust 0 MECTE PACIIOJIOKEHHS O praHnu3aluu

4. CBeaeHus O MOJUMHEHHBIX OpPraHU3ALMAX

Bonpoc Nel6.
[Topsiok UCTI0JIb30 BaHKS TOBAPHOTO 3HAKA HA TeppuTopuu Poccuiickoit denepannu perjaMeHTHpYeTCs

Bapuanm bl omeemaos.

1. YcraBoM opranuzanuu

2. yeTBepTOM HYacThiO I'paxkaanckoro koaeka Poccuiickoit @enepanuu

3. Ionoxxennem 00 opraHu3aiu

4. JlvieH3ue Ha MpaBO COBEPIICHUS O PraHU3ale i OTIPe 1€JIe HHIX [ € C TBUM
Bomnpoc Nel7.

HamveHoBanme BrUJa IOKYMCHTA MPOCTABIKACTCA B COOTBETCTBUU C

BapuaHm bl omeemaos.



1. O6urepoccuiic kuM KiaccuUKaTOpoM yrpaniie HIECKO M 10 KyMe HTallud
2. OO61mepoccuicKuM KimaccupUKaTo poM Mpe ANpUsITHIA 1 0 praHu3aInii

3. Ilpukazom nupekropa

4. Homenknarypoii nen

Bonpoc Nel8.

Peruc Tpanuo HHBII HOMe P AOJEKCH IIPHUCBAUBATLC A

Bapuanm bl omeemaos.

1. BceM nokymMeHTaM, CO3aHHBIM B O PraHM3alluu

2. JlokymeHTaM, CO3[aHHbIM B OpraHU3al[Mi U O TIIPABJISE MbIM U3 O praHu3alluu

3. BHyTpeHHNM 10KyMEHTaM, CO3/IaHHBIM B O praHU3aI[U1

4. JloxyMeHTaM, CO3aHHbIM B O PTaHU3AIUH U SBISTFOIIIAMUCSI O TBETAMH Ha YbHU-TO 3aIPO ChI

Bomnpoc Nel9.

Kaxoii BapraHT 0()opMIeHUSI OTMETKU O HAJIMUMK NPUIOKEHUS B COTPOBO IUTEILHOM ITHCHME SIBIACTCSI
NPaBUJIbHBIM?

Bapuanm bl omeemaos.

1. ITpunosxenue: ynoMmsiHyToe Ha 3 J1. B | 3K3.
2. IlpunosxeHue: no TeKCTy Ha 3 1. B 1 7K3.
3. Ipunoxenue: Ha 3 7. B 1 9K3.

Bonpoc Ne20. [TpaBuna u opranuzaiuio 10KyMeHTaIlMOHHOTO 00ecTeueHusl ypaBie sl Ha TIpe IIPUSITUI
yCTaHaBIIMBAECT:

BapuaHm bl omeemaos.

1. IIpaBuna BHyTpEHHETO pacIiopsaka
2. NacTpyxumsa no JIOY
3. VYcTaB npeanpusTys

Bomnpoc Ne21. Korna ynpasneHueckoe qeiicTBUe NpenoaraeT KOHKPETHOTO MCTIOJHUTEIS, TO MyHKThI
pacropsIUTeIbHO I YaCTH NPUKa3a J10JDK Hbl HAUMHATHC S

Bapuanm bl omeemaos.

1. ¢ ykazaHus (pamMITM ¥ MHHUITAAIIO B UCTIO JIHUTE IS,
2. ¢ yKa3aHus MO PyYCHUS,;
3. ¢ yKa3aHus JOJDKHOCTH U ()aMIJIMN C WHUITUATIAMHU FICTIO JIHUTE I

Bompoc No22. [IpaBoBo# akT ynpapiieHUsI TOCYAapCTBEHHOTO OpraHa, UMEIOIHA 00 s3aTeIbHY IO CHITY J1JIs
rpaXk/1aH U O PraHU3aluii, KOTOPBIM OH aAPECOBAH — ITO

BapuaHm bl omeemaos.

1. yka3aHue

2. mpuKas

3. pacnopsbKeHHe
4. peueHue

Bomnpoc Ne23. CoBOKymHOCTh B3aUMO YBSI3aHHBIX IOKYMEHTOB, () YHKIIMOHUPYIOIIHX B c(hepe ynpaBneHUs —
3TO

BapuaHm bl omeemoes.

1. xampoBasi J0KyMeHTAIIHS

2. Oyxraiarepckasi J0KyMeHTaIlHs
3. TeXHHYCCKas J10KyMeHTAIlHsI
4. OPJQI

Bonpoc Ne24.

JIOKyMEHTBI, KOTOPBIC M3/1aHbl BHYTPU YUPEKICHUS U OTIIPABJICHBI 32 €T0 MPEIeJIbl 111 PyKOBO ICTBA
HIDK € CTOSIIIIMM OpraHaM yIpaBie HUsl MO0 B LI€JIX UCTIOJIHE HUS NMChbMEHHBIX YKa3aHHUM BBICINE W MHC TAHIINY,



HAa3bIBAIOTCA:

Bapuanmuvr omeemos:
1. mcxoaAmUMU 10 KyMEHTaMH

2. BXOJAAIIMMH 10KyMEHTaMU
3. mepenuckoi

Bonpoc Ne25.

Kakue Tpu Buma 671aHKOB yCTaHOBICHBI JJISI O PraHU3aIMH, €€ CTPYKTYPHOTO TOApa3ieeHUs U JOJDKHO CTHOTO
jmra?

Bapuanmuvi omeemos:

1. O6uuit 6maHK, OJ1aHK MMChMa, OJIAHK KOHKPETHOTO BHA JOKyMEHTa
2. BnaHK BHyTpEeHHUI, BHEIIHUNA 1 11 (DakcOB
3. BmaHK 11 pacno psIUTEbHBIX JOKYMEHTOB, JJIS1 MUCEM U 1JI CIIPABOK

Bompoc Ne26.

bnank, conepskaniuii 0 JMHAKO BB HAOOP PEKBU3UTOB JIJISI BCEX BUIOB JOKYMEHTOB — 3TO ....

BapuaHm bl omeemoes.

1. enuHbBI OJaHK
2. OJaHK nHChMa
3. oOmuii O0J1aHK
4. GmaHK KOHKPETHOTO TOKyMEHTa

Bonpoc Ne27.

bnank 1oKymMeHTa — 3TO

Bapuanm bl omeemaos.

1. ymcT OGymaru ¢ 3apaHee BOCIIPOH3BE 1€ HHBIMI PEKBU3UTAMH, CO € PKAITUMH 110 CTOTHHYIO MH( O PMAITHIO
00 opraHm3aluy — aBTOpe TOKyMEHTa
2. muct OyMaru ¢ 3apaHee BOCIIPOU3BeIC€HHBIMA PEKBU3UTAMH, COJIE€PXKaAIIUMH TIepeMeHHYIO HH(] O pMAIIHIO
00 OpraHu3aluM — aBTOPE JOKyMEeHTa
. TocynapcTBeHHast OymMara, 00s3aTeNbHAs IS IPUMEHEHUS B O praHu3aIiui
4. muact OyMaru ¢ 3apaHee BOCIIPOW3BEISHHBIMA PEKBU3UTAMH, COIEPKaIIUMH TI0 CTOSIHHYIO H TIepeMe HHY IO
uH(pOpMAIUIO 00 OpraHU3aIuK — aBTOPE JTOKYMEHTa
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Bomnpoc Ne28. Pacnonio’keHre peKBU3UTOB Ha OJ1aHKE JJOKyMEHTa OTpe1esIe TCS:

BapuaHm bl omeemaos.

1. cocTaBuTeneM JOKYMEHTA;
2. TpaBWIaMU YHU(PUKAIIUK 10 KyMEHTOB;
3. rocyaapcTBEHHBIM CTAHIAPTOM.

Kpmepml OLI€HKH BBITIOJTHCHUA 3a/1 aHUA

Ouenka Kpurepun o1ie HuBanus

HeynosnetBopurensuo | oT 0% 1m0 30% mpaBWiIbHBIX OTBETOB M3 OOIIET0 YMCa TECTOBBIX 33 aHUI

Y 10BIe TBO pUTEJIHHO oT 31% mo 50% npaBWIHHBIX OTBETOB M3 OOIIETO YMCTIA TECTOBBIX 33 aHHN
Xoporio oT 51% mo 80% npaBWIHHBIX OTBETOB M3 OOIIETO YMCTIA TECTOBBIX 33 aHHN
OT1m4HO oT 81% mo 100% mpaBUIEHBIX OTBETOB W3 OOIIETO YHCJA TSCTOBBIX 3a1aHUI

Breinmoinenne pedepara ns ¢popmupoBanust «YMeTh» kommneTe Humn [TK23
Opranuzaius 10KyMeHTO000POTa Ha TOCYJapCTBEHHOM M MyHHUIIUNAILHO M CITyK0€

1. TToHsiTHE «TOKYMEHTAIMOHHOE O0OECIIEUeHIUE yIPaABIICHUE.
2. TloHATHE «TOKYMEHT».



SO XIS E W

1

[TonATHe «BHEIHNWE NMPU3HAKK J0KyMEHTa).

[TonsiTHE «HOCHTEH 1OKYMEHTHPOBAHHO i HH(] O pMALIHID.
[TonsiTre «1300pa3UTEBLHBIN 10 KyMEHT.

[Tonsarue «rpadudeckuii 10KyMEHTY.

[TonsaTHe «ayanoBU3yaJIbHBIA J0KYMEHT.

ITonATHE «KUHO1OKYMEHT).

[TonsTre «POTOTOKYMEHTY.

[Tonarue «MKoHOTpadUUeCKU JOKYMEHTY.

11. TTonsTHE «(pOHOTOKYMEHTY.

12. IloHsATHE «TEKCTOBOM JOKYMEHTY.

13. TlonsTHE «IHMCHMEHHBIN 10KYMEHT).
14. IlonATHE «PYKOMUCHBIA JOKYMEHT).
15. IloHsATHE «MAIIMHOUCHBINA 10 KyMEHT.

Kpmeplm OICHKH BbITIOJIHC HUA 3a/1 AaHUA

Ornenka

Kpurepuu o1ie HuBanus

HeynosneTBoputebHO

OO0 yyaromuiicst He pacKpbUT MATE PHAI [0 TEME 3aaHHs W MATE PHAJT PACKPHIT
MOBEPXHO CTHO, M3JIaraeMblii MATepUAl HE CUCTEMATU3UPOBaH, BBIBO IbI
HEJI0CTATOYHO apryMEHTUPOBAHBI, 00 yUAFOIIHUIACS HE BBICKA3bIBAI CBOETO MHEHHUSI,
HE TIPOSIBIJI CTIOCOOHOCTH K aHAIM3Y, IMEIOTCSI CMBICJIOBBIC U PEUYEBbIC ONMMOKHA B

pedepare

Y1noBaeTBO PHUTCIIbHO

OO yyaromuiicst 1eMOHCTPUPYET JIOTHIHOCTh U JOKA3aTEJIbHO CTh U3JI0 K € HUS
MaTepuralia 1o TeMe 3aJIaHus, HO JIOMYCKAeT OTACJIbHbBIC HETOYHO CTH IIPH
WCTIOJIb30 BAHUH KITFOUYE BBIX MO HATHI. OO0 yyarouiuiicsi He mpo 1€ Mo HCTPUPO Ball
CIOCOOHOCTH K HAYYHOMY aHAJIM3y, HE BBICKA3bIBAJI B pA0OTE CBOCTO MHEHUS,
JOTYCTHII OIIMOKH B JIOTHIECKOM 000CHOBAHHUHN CBOETO OTBETA

Xopouo

Pedepar HarmcaH rpamMo THBIM HayYHBIM SI3IKOM, UMEET YETKYIO CTPYKTYPY U
JIOTHUKY W3JI0K€HHS, TOYKa 3peHHs 00ydaroIierocs 00ocHoBaHa, B paboTe
MIPUC YTCTBYIOT CCHUIKA Ha HAYYHBIC FICTOYHUKH, MHCHHS H3BECTHBIX YUCHBIX B
JTaHHOH 00J1acTH

O1inuHO

Pedepat Hamican rpaMo THBIM HaY9YHBIM SI3BIKOM, MMEET YETKYIO CTPYKTYPY H
JIOTUKY M37107K €HUsI, TOYKa 3peHUs 00 yyaronierocs 000CHOBaHa, Mpu pa3padoTke
pedepaTa HCTIOIBF30BaHO HE MEHEE S5-8 Hay4HBIX UCTOYHHUKOB. B padoTe
BBIJIBUTAIOTCSI HOBBIC U/I€HU U TPAKTOBKH, J€MOHCTPUPYETCS CIIOCOOHOCTh
00y4aroIerocs aHAIM3UPO BaTh MAaTe PHaJL, BEIPAYKAECTCS €T0 MHEHHE TI0 1po Oyieme

ITpesenranus njst gopmupoBanns «BiaageTs» kovmere i ITK23

[TocTanoBKa 1e0POU3BOICTBA B O praHU3aIlul
OCHOBBI Z1€JI0TIPOU3BOICTBA U TPEOOBAHMUS K €TO BE € HUIO

Z[ OKYMCHTAIMOHHOC O OecnedeHne YIIpaBJIC HUA

Jlenonmpou3BOICTBO M JOKYMEHTOO00POT
[TonsiTre, 0COOEHHOCTH 1 OpraHu3aIys KOH(UICHIIUATEHOTO J1€JI0 PO U3BO ICTBA

Kpmeplm OICHKH BbITIOJIHCHUA 3a/1 AaHUA

Ornenka

Kpurepuu o1ie HuBanus




HeynoBsieTBo pUTEIHHO

B mpe3enraninm He pacKphITO COEePKaHUE MPECTABIIE MO TeMbI; IMEIOTCS
(dhaxrrueckue (coaepkaresbHbie), opdorpaduyueckue M CTHIMCTHYE CKUE O MO KH.
He npeacrasnieH nepeveHb UCTOYHUKOB. L[BeTOBBIC, MPH(TOBBIC pellicHHS,
pacmoio’KeHHe TEKCTOB U CXEM HE COOTBETCTBYIOT TpeOOBAHUAM peasi3aliy
MPUHITUIIA HATJBITHO CTH B 00 y4e HUU

V10 B1I€ TBO pUTETHHO

[IpeseHTanus BKIOYaeT MEHEE 8 claliioB OCHOBHOM YacTu. B mpe3eHTanmnu He
TIOJTHO CTHIO PACKPBITO COJEpKaHue MPEeICTaBIIEMOI TEMbI, HEYETKO OTpeeicHa
CTPYKTypa Npe3e HTAIINH, UMEIOTCS COJIepKaTebHbIE, Opdorpadmdeckue u
CTHWIMCTHYECKHE ONMOKH (O0Jiee TpeX), MpeICTaBIeH MepeYeHb UCTOYHUKOB.
[IBeTOBBIC, MPUPTOBBIC PEIICHNUS, PACTIONIOKEHAE TEKCTOB M CXEM
COOTBETCTBYIOT TPeOOBaHISAM PEaM3aINX IPUHITUTIA HATTSITHO CTH B 00 yUe HIN

Xopo1o

[TpeseHranus BKIoYaeT MeHee 12 cialgoB 0CHOBHOM YacTU. B npe3eHTannm He
TOJTHO CTHIO PACKPBITO COJEpKaHue MPeICTaBIIE MO TeMBbL, YETKO OTpeesicHa
CTPYKTypa Npe3eHTAlluH, UMEIOTC S HE3HAUUTEIbHBIE COAeprKaTebHbIC,
opdorpaduueckie u CTUIHCTHYECCKIE OMMOKHN (He 0oJiee TpeX), MpeaCTaBICH
nepeyeHb UCTOYHHUKOB. L[BeTOBBIE, MPH(TOBBIE pPeIieHHUsI, PACTIOJIOKEHUE TEKCTOB
U CXEM B [IOJIHOW MEpE COOTBETCTBYIOT TPeOOBaHUIM pean3allii MPUHIIUIIA
HAIBTHOCTH B 00 yUYe HUH

OTmMyHO

[IpeseHranus BKmoyaeT He MeHee 12 craiimoB 0CHOBHOM YacTH. B npe3eHTamum
TMOJTHO CTHIO U TIIyOOKO PacKPBITO COJEPiKaHKUE MPEeaCTaBIIE MO TeMbI, YSTKO
oTpeJieieHa CTPYKTypa Mpe3eHTAI[UH, OTCYTCTBYIOT (haKTH4e CKHUe
(conepxarenpHble), opdorpaduyeckue U CTHIMCTUUECKHUE OIMOKH, TIPEICTABICH
nepeyeHb UCTOYHHUKOB. [[BeTOBBIC, MPU(TOBBIC PEIieHUSI, PACTIOJIOKEHUE TEKCTOB
U CXeM COOTBETCTBYIOT TPeOOBAHUSIM pean3aluK IPUHIIUIIA HATJITHOCTH B
00y4eHUH

Bonpoc Nel.

TecT nast popvmpoBanus «3HaTh» KomneTeHuym ITIK26

C Touku 3peHus MH(OPMAITUOHHOTO TIpaBa MH( O PMALTUI — ITO

BapuaHm bl omeemaos.

1. cBegeHMs HE3aBUCHMO OT (POPMBI UX MPEICTaBIIEC HUS

2. CBeJCHHUS O 3aKOHO1aTeJIbCTBE, MPABOBBIX SBICHUAX, PABOIPUMEHUTEIILHO I 1€ SIT€JIHHO CTH
3. ¢dopma BeIpaXeHHS 00 BEKTUBHBIX 3HAHHI

4. naHHBIE O PA3BUTHH KOHKPETHO I MPABOBOM HAYKU U €€ MPAKTHYECKOM MPUME HE HUH

Bomnpoc No2.

OcHoBHbIE 00BEKTHI 00ecnieyeHust nH(opMarmoHHO I 6e3omacHocTH Poccuu

BapuaHm bl omeemaos.

1. moMernieHus, npeTHA3HAYC HHbIC JJI B EHUS 3aKPBITHIX IIEPETrOBOPOB HH(OPMAIIHOHHbIE PECYPCHI,
coJiepxaliue CBeJeHHs, KOTOPhIE OTHOCSTCS K FOCYAapCTBEHHOM TailHe 1 KOH() U e HITUATIBbHO I

uHb o pMaIum

2. nH(OpPMAIHOHHBIE PO TYKTHI
3. xBaMQUIIUPOBAHHBIC KaJAPHI B 00J1aCTH MH( O pMAITHO HHBIX TE€XHOJIO THIA

Bomnpoc Ne3.

W3 Hmk ene pe unc e HHBIX 3aKOHO IATEJIbHBIX aKTOB HauO O JIbIIC i FOPUIIMYE CKO ¥ CHIIOH B BOTIPO Cax
H(OPMAITMOHHOTO MpaBa 00JagaeT

Bapuanmuvi omeemos:
1. Vka3 I[Ipe3unenra
2. TKP®
3. 3aKkoH
4. KoHcTuryuus




Bomnpoc Ne4.

Brnanenen nH(popmMaiMoHHBIX pecypcoB He 00s13aH

BapuaHm bl omeemaos.

1. XpaHUTb MPOM3BOICTBEHHBIE J1OKYMEHTHI

2. 6ecmmaTHO OMyOJMKOBBIBaTh OO MO Tpaduue CKyr UH(O PMAITHIO

3. Bkmouyath OMOIMOTpadUe CKyI0 MH( O pMAIUIO B MEK1YHAPO HBIE aBTOMATH3UPOBAaHHbIE OAHKHU J1aHHBIX
4. ucnoJb30BaTh HH(OPMAIUIO IO CBOEMY YCMOTPEHHUIO

Bompoc Ne5.

B npaBoBoii pex 1M 710 KyMeHTHPO BAHHO i HH( O pMaIIuK BXO TUT

BapuaHm bl omeemoes.

1. snexrpoHHas nudpoBast MOAMICH
2. rocyJapcTBEHHas TaliHa

3. OaHKOBCKas TaiiHa

4. TaiiHa 4aCTHOM >KHM3HU

5. mepcOoHAIbHBIE JTaHHBIE

Bonpoc Neb6.

Kakast uadopmarust mo aie kK ut 3ammure ?

BapuaHm bl omeemoes.

1. wHpOpMAIHUS, IUPKYJIHUPYIOIIas B CACTEMAX U CETAX CBS3U

2. 3aMKCHPOBAHHAS HA MATE PHAILHOM HO CUTEJIe MH(OPMAITUSI C PEKBU3UTAMH, TT03BOJITIOIIIFIMHU €€

HIeHTU() UITUPO BATH

TOJIEKO MH(OPMAITHS, COCTABISIONIAS TOCYAapCTBEHHbIE HH(OPMAILIHOHHBIE PECYPCHI

4. mo0ast 10KyMeHTUPO BaHHAS HH( O pMAIIHsl, HEIIPABOMEPHOE OO palleHHe ¢ KOTOPOU MOKET HAHECTH
yiepO ee cOOCTBEHHHUKY, BIIaJI€JIbIly, MOJIB30BATEIIIO U HHOMY JIUILY
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Bomnpoc Neo7.

Cy06bexramu MH( O pPMALIMO HHBIX OTHOILIEHUH MOTYT (MOJKET) OBbITh

BapuaHm bl omeemaos.

1. Poccuiickas ®enepanus

2. TpaHCTpaHWYHBIC WH(} O PMAITHOHHO-TEJIe KOMMYHHKAIIHO HHBIE CETH
3. TpyIOBOU KOJUICKTHB

4. MyHUIIUNAIbGHBIE 00Pa30BaHUS

Bonpoc Ne8.

OOmree ynpasieHue nHGOPMAITHOHHOH c(Hepoii HE BIPaBE OCYIIECTBIITh

BapuaHm bl omeemoes.

1. BKCTIepTHBIC COBETHI

2. denepanbHOE areHTCTBO MO0 HAYKE W HHHO BAIIHSM
3. MUHHCTEPCTBO MH(]OPMAITOHHBIX TE€XHOJIOTHIA

4. denepanbHble CIyKObI

Bonpoc Ne9.

P exum 10KyMeHTUPO BaHHO 1 MH( 0 pMAITUK — 3TO

BapuaHm bl omeemaos.

1. BBIIENeHHAs HH(OPMALIHS TTO0 OTIPE EJICHHO I 1IEJIH

2. BbIIeNeHHAs MHOpMaIKs B 0001 3HaKOBO# popme

3. anexTpoHHast MH(O pMAITHs, TI03BOJIIONIAS €€ WASHTU(UITUPOBATH
4. BJEKTPOHHBIA JOKYMEHT C 3JIEKTPOHHO U 110 ITUC bIO

Bomnpoc Nel0.



3anpemeH0 OTHOCHTB K I/IH(l)OpMaI_II/II/I OI'PaHUYCHHOT'O AOCTYyIIa

Bapuanmuvr omeemos:
1. mHpOpMAIMIO O YPE3BBIYANHBIX CUTYAITUIX
2. MHQOPMALMIO O AESTEJBHOCTH OPraHOB roCyaapCcTBEHHOM BIACTH
3. OKYMEHTBI OTKPBITBIX apXHBOB 1 OUOIMOTEK
4. Bce, NEPEUYUCIIEHHOE B OCTAJBbHBIX ITyHKTaX
Bonpoc Nell.
K xoHpuneHnnanbsHo i MH O pMaliMi O THOCSATCS JOKYMEHTBI, COJeprKallne

Bapuanmuvi omeemos:

1. cBeaeHHs O 30JI0TOM 3amace CTPaHbI
2. TOCYIapCTBEHHYIO TaliHY
3. 3aKOHOaTeJbHEIE aKThI

Bompoc Nel2.

[Ipu3Hak, HE OTHOCSAIUIACS K OXPAHOCIIO0COOHO M MH( O pMAITUHN — ITO

BapuaHm bl omeemoes.

1. 3ammura oxpaHocnocoOHO HH)OPMALIUN yCTaHABIMBAETCS 3aKOHOM

2. DOCTYII K OXPaHO CTI0COO0HO 1 MH(OpMAITUH OTPAHNYCH TOJIEKO 3aKOHOM

3. oXpaHe HOJJIeKHT TOJIBKO TOKyMEHTHUPOBaHHAS MH( O pMALIUS

4. nOCTYI K 0XpaHocnocoOHOH nH(OpMaIIuK OTPaHIYCH BJIa1eIbIIeM HH(O PMALIMO HHBIX PECYPCOB

Bonpoc Nel3.

Bomnpocsl nHp 0 pMaTMOHHOTO 00MeHa PEeTyIMPYIOTCS MIPaBOM

Bapuanm bl omeemaos.

1. rpaxIaHCKUM

2. uH(OpMAaIIHO HHBIM
3. KOHCTHUTYIIMOHHBIM
4. yroJjoBHBIM

Bompoc Nel4. Ecim pa3nmdsbIM TpymiiaM MoJjib30 BaTesie ¢ pa3IMIHbIM ypOBHEM JOCTYIIA TPeOyeTCS JOCTYII K
OJTHOY ¥ TO¥ e MH(OPMAITNH, KAKOEe U3 YKAa3aHHBIX HIDKE JIEUCTBUM ClieAyeT Npe AIPUHATH PYKOBOICTBY?

BapuaHm bl omeemaos.

1. CHm3UTH ypOBEHBb 0€30MaCHOCTH ATOW MH(DOPMAITHH 1151 00eCcTIieYeHUsI €€ JOCTYIMHOCTH U yA00CTBa
MCTIOJIb30 BAaHUS

2. TpeGoBaTh MOAMKCAHKS CTIEIIUATIEHOTO pa3peIleHUsI KK bl pa3, KOTa 4eJOBEKy TpeOyeTCs JOCTYM K
3TO M MH() O pMaLTIH

3. YaydimmTh KOHTPOJIb 32 0€30MaCHOCTHIO 3TO W MH( O pMaLIU

4. CHu3NUTh YpOBEHb KIIacCUPUKALIUN ATO M HH( O pMaLIUU

Bompoc Nel5. [To kaTeropusiM 10CTyNa OTpaHde HHO i HH( O pMaIiy K KOH( e HIUAIGHO i MH( O pMAITIX HEe
OTHOCHTCS. ..
Bapuanmuvr omeemos:

1. rocynapcTBeHHas TaiiHa
2. npodeccroHanbHas TaliHa
3. TaliHa YaCTHOM X H3HU

4. xoMMepuecKas TaiiHa

Bonpoc Nel6. OG1iecTBEHHBIC O THOMICHUS B MH(O PMAITHO HHOM TPaBe PETYIMPYIOTCS ...

Bapuanm bl omeemaos.

1. METOJOM BJIACTH U IO J{YUNHE HUAS
2. Ha HayaJjax paBeHCTBA CTOPOH U UX UMYILIECTBEHHOM CaMOCTOATEILHOCTH
3. Kak UMIePaTUBHBIMUA METOJaMH, TaK U JUCTIO3UTHBHBIMU



4. TOJBKO AJIMMHUC TPATUBHBIMA MCTO 1aMA

Bompoc Nel7.T"ocymapcTBeHHBIE HH(OPMAITHOHHBIE CUCTEMBI CO3/IAI0TCS HA OCHOBE ...

BapuaHm bl omeemaos.

1. 3aKOHOB M MHBIX HOPMATUBHBIX aKTOB

2. 00BeIMHEHUS PETHO HAJIbHBIX MH(OPMAIIMOHHBIX CUCTEM

3. CTaTUCTUYECKHUX U MHBIX JIaHHBIX, MPEJCTABIIEMBbIX IPayk/1aHAMH, OpraHU3alUsIMU, TOCYAapPCTBEHHBIMU U
MYHUIIUITAJIbHBIMU O praHaMun

4. xak 00'beIMHEHNS PETHOHAJIbHBIX MH()OPMALIMOHHBIX CUCTEM, TaK M HA OCHOBE CTAaTUCTHYECKUX JaHHBIX,
IPEICTABIEMBIX OPraHaMU T'0CYJapCTBEHHO M WM MyHULIUIIAJIGHO M BlIACTH

Bonpoc Nel8. HeoTremiieMble 351eMeHTHI MH( O PMAITMO HHOTO TIpoIiecca

Tun omeema: MHOTHE U3 MHOTHX
Bapuanmuvi omeemos:

1. mHpOpMAIMOHHBIE peCypPChl U MH(OPMAIIIOHHbIE CUCTEMBI
2. MaccuBbl JOKYMEHTOB
3. VHTepHeT 1 TpaHCTpaHWYHbIE MH()OPMAIIHO HHO-T€JIE KO MMyHUKAIIO HHBIE CETH

Bompoc Nel9.

PexBusur «OTMETKA 00 HCIIOJIHE HUU AOKYMCHTA W HAIIPaBJICHUU €TI0 B A€JI0>» BKIIOYACT B cebs

BapuaHm bl omeemoes.

1. CchUIKy Ha JaTy U HOMEp MCTIOJHEHUS JOKYMEHTa, IOMETKY «B J1€JI0», HOMEp JieJia, HAauMEe HO BAHUE
roCy/apCTBEHHOTO apXHBa XpaHEHUS JeJia

2. CchUKy Ha HOMEp JieJa, 10JDKHOCTH JIMIA, HaPAaBUBIIETO TOKYMEHT B J1€JI0, (haMIIIMIO 1 HHUITHAIIB]
AOJDKHOCTHOTO JiMI[a, HAMPpABUBIICTO HJOKYMCHT B 1€JIO

3. CchUlKy Ha 1aTy ¥ HOMEP UCTIOJHEHHS TOKyMEHTa, TIOMETKY «B J1€J10%», HANMEHO BaHUE
rOCY/apCTBEHHOTO apXKBa XpaHEHHS JeJia

4. CchUKy Ha HOMEp JleJ1a, HAaUMEHOBaHUE TOCY1apCTBEHHOTO apXMBa XPAHEHNUS JeJia

Bonpoc Ne20.

BriOepure BapuaHT nmpaBWILHOTO 0 (O pPMICHHUS aapeca 3JIEKTPOHHO I MO YTHI

BapuaHm bl omeemoes.

1. www.hrhferhru

2. ggjgjg@hghgg ru
3. www.gghuky@jhjhkh.ru

4. http: ggjgjg@hghgg.ru
Bonpoc Ne21.
OTMCTKa (0] HOCTyI'IJ'IeHI/II/I ,Z[OKYMCHI‘a B OpFaHI/I3aLII/IIO BKJIIFOYACT B 066511

Bapuaﬂmw omeemoes.
1. Ha3Banue opraHuzanuu, u3 KOTOPOU MOCTYHMI TOKYMEHT
2. OuepenHOH NOPSIKOBBIM HOMEP PETUCTPALIMU U AATY O CTYIUIEHUS
3. Hazpanue opraHuzanuu, yTBEpJMBILEH 10KyMEHT
4. Jary uzganusi 1OKyMeHTa
Bonpoc Ne22.

JloKyMe HTHpO BaHHAs! HH() O pMaLust

Bapuanmuvi omeemos:

1. 3a¢ukcupoBaHHast HA MaTe pUAIILHOM HOCHTEJIe MH()OPMALIMSA C PEKBU3UTAMH, 1103BOJIIOIIMMU €€
UJIeHTU( UITUPOBATH

2. CraHgapTHOE PacToJokKEHHUE TEKCTOBOTO MaTepHaia

@D opmaTUPO BaHHBIA TEKCT

4. COBOKYITHOCTh PEKBH3UTOB O ) UITHAIBHOTO MMUCHMA

(O8]



Bomnpoc Ne23.

MalnmHo MUC HbI 710 KyMEHT

BapuaHm bl omeemaos.

1. TexcTOBOM NTOKYMEHT, UH(OpPMALIUS KOTOPOTO 3a(h MKCUPOBaHA JTFOO bIM TUIIOM THC bMa
2. JIOKyMeHT, HalleYaTaHHbII Ha MUIIY1E i MAIIMHKE
3. NHUCHMEHHBIN JOKYMEHT, IIPH CO3JaHUH KOTOPOTO 3HAKU MHCHhMA HAHO CATCS TEXHUYE CKUMU CpEJICTBAMU

4. JIOKyMeHT, CO3/1aHHbIA Ha KOMITBIOTEPE
Bomnpoc No24.

Hocwurens 10Kyme HTUpO BaHHO i MH( 0 pMalluu

BapuaHm bl omeemos.

1. MarepuaibHbIil 00 BEKT, UCTIONB3YEMBIH 1711 3aKPETUICHUS U XpaHeHHSI HA HEM PEeUeBO M, 3BYKOBOM Wi
1300 pa3uTesbHO M HH(OPMALIH, B TOM YHCJIE B IPE0OpPa30BAHHOM BUJIE

2. YcTpo#cTBO, NpeHA3HAYEHHOE 1JI1 BOCIIPOU3BE A EHUS 10 KyMEHTa

3. YcTpoWcTBO, NpeIHA3HAUYE HHO € JJI1 CTPAXOBOTO KOIMMPOBAaHUS 1OKYMEHTOB

4. YnakoBKa U1 XpaHEHUs JOKYMEHTOB

Bonpoc Ne25.
TekcToBOM TOKYMEHT

Bapuanm bl omeemaos.

1. JloxymeHT, coliepKaliuid TOJIbKO TEKCT

2. JIOKyMEHT, HallUCAHHBIA OT PyKH

3. JloKyMeHT, HareyaTaHHbI Ha MUILYIIe MaIlMHKe

4. JlokyMeHT, coepaliuil peueByro HH(OpMaLIHIO, 3a(h MKCHPOBAaHHYIO JTFO0 bIM THIIOM IUChMa WM JFOO 01
CHCTEMOH 3ByKO3aIlUCU

Bonpoc Ne26.

IIrcbMEHHBIA 1OKYMEHT

BapuaHm bl omeemoes.

1. TekcTOBOY NTOKYMEHT, UH(OPMAIUS KOTOPOTO 3a(h UKCUPOBaHA JTFOO bIM TUIIOM THC bMa

2. JIOKyMEHT, HallUCAHHBIA OT PyKH

3. JloKyMeHT, HarleYaTaHHbIA HA MUY MAIMHKE

4. IIucbeMeHHBI JOKYMEHT, IIPU CO3[JaHUHA KOTOPOTO 3HAKU MHCHhMA HAHO CATCS TE XHUYE CKUMH CpE1CTBaMU

Bonpoc Ne27.
JIOKyMEHT Ha MAIIMHHOM HO CHTEJIe

Bapuanmuvr omeemos:
1. JloxymMeHT, HareYaTaHHbIM Ha MUY e i MAIIIMHKE
2. JIOKyMeHT, CO3[aHHbII C UCIIOJIH30 BAHUEM HOCUTEJICH ¥ CIIOCO0 0B 3aMmicH, 00 eCIIe YnBArOIIUiA
00paboTKy ero HH(OPMAITUK KOMITLIOTEPOM
3. TekcToBOi JOKYMEHT, HH(OpMAIIHSI KOTOPOTO 3a(h) MKCHPOBaHA JIFOO bIM TUIIOM MHCHMa
4. TluchMeHHBIA JOKYMEHT, MPU CO3TaHUU KOTOPOTO 3HAKU MHCHhMA HAHO CATCS T€XHUYECKUMU CpeICTBAMU

Bonpoc Ne28.

DJIEKTPOHHBIN JO0KyMEHT

Bapuanmuvr omeemos:
1. JoxyMeHT, B KOTOpOM HH(]OpMAIUs MpeaCTaBlIeHa B 3JIEKTPOHHO-IIUPPOBO popMme
2. JIOKyMEeHT, 3aIiCaHHbI HA MATHUTHBIA HO CUTEJIh
3. JIoKyMeHT, 3allMCaHHbIA B TAaMATH KOMITIOTEpa
4. HoxymeHT, 3anucanHbii Ha DVD

Bonpoc Ne29.



YHuduuupoBaHHas cUCTeMa 10 KyMEHTaIUN

BapuaHm bl omeemaos.

1. cucTema JOKyMEeHTAllUH, CO3aHHAasl [0 €JIMHBIM IPAaBUIIaM U TpeOOBaHMSM, COJepxKanias nH(OpMaLHIo,
HEOOXO0IMMYIO JIJIs1 YIIPaBJICHUS B OTIPE ICJICHHO M c(hepe NesTeTbHO CTH

2. COBOKYMHOCTH JOKYMEHTOB, OTPaXKAIOUIUX OTYETHYIO JEITEIIHLHOCTh

COBOKYITHOCTh JTIOKyMEHTOB, OTPAXKAIOIIUX O yXTaTePCKYIO 1€ ATEIHHOCTh

4. enuHasg CUCTEMa BHEIIHETOPrOBOM 10 KyMeHTAllH

(98]

Kpurepuu o e HK 4 BbINO JTHE HUSI 3a/1 AHUSA

Ouenka Kpurepun o1ie HuBaHust

HeynosnetBopuremsao | o1 0% 1m0 30% npaBWIIbHBIX OTBETOB M3 0OIIETO YMCTA TECTOBBIX 33 aHHUN

Y10 BII€ TBO pUTEILHO oT 31% 1o 50% npaBUIIBHBIX OTBETOB M3 OOIIETO YMCTIA TECTOBBIX 33 aHHUN
Xopo1o oT 51% mo 80% mnpaBUIIBHBIX OTBETOB M3 OOIIETO YMCTIA TECTOBBIX 33 aHHUN
OT1muHO oT 81% 1o 100% mpaBUILHBIX OTBETOB U3 OOIIETO YHCJA TECTOBBIX 3a1aHUI

Bemonenne pedepara nis popvupoBanus «YMeTh» KommneteHumu [TK26

Pedeparsr"Opranuszanms 10KyMeHTO000pOTa Ha rOCY1apCTBEHHO M M MyHHULIUTAIBHO I cityx0e"

—

[TonsiTHe «JT0OKyMEHT Ha MAIlIMHHOM HO CUTEJIEY.
[TonsiTre «BUAEOTPaMMa TOKYMEHTAY.

[Tonsarue «0e0BOM JOKYMEHTY.

[ToHATHE «YEPHOBOM TOKYMEHT).

[TonsiTHe «aBTOP JOKYMEHTa.

[TonsTHE «JTOKYMEHT JJMYHOTO MPOUC X0 K ACHUD).
[TonsiTHE «O QUIHANBHBIA JOKYMEHT.

[TonsiTre «ciy>keOHBIN TOKyMEHT.

[TonsTre «topuaHYeCcKast CUIa 0 KyMEHTa.
[ToHATHE «T10 AJMHHBIA 10 KyMEHT.

. IonsaTHe «1M0ATMHHUK (0 (PUITUATIBHOTO ) 1O KyMEHTa.
. TlonsTue «ay0mKar 10KyMeHTa.

. IlonsTHe «KOMHS TOKYMEHTAY.

. IlonsTue «3aBepeHHast KONHs J0KYMEHTa.

. Tlonsitne «y0seTHBINA TOKYMEHTY.

SO XA R W
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Kpmepml OIICHKH BbITIOJIHC HUA 3a/1 AaHUA

OrneHka Kpurepuu o1ie HuBanus

OOyuaroniuiicss He pacKpbUI MATEPUAI IO TEME 3aJ[aHUs WM MaTepHrajl pacKpbIT
MOBEPXHOCTHO, M3J1araeMblii MaTepUal He CUCTEMATU3UPOBaH, BHIBO b
HeynoBneTBOpUTENBHO | HETOCTATOYHO apTyMEHTHUPOBAHBI, 00 YUAIOIIHIACS HE BBICKA3bIBAJI CBOETO MHEHHUS,
HE TPOSIBUII CTIOCOOHOCTH K aHANIU3Y, UMEIOTCSI CMBICJIOBBIE U PEUeBbIC OIMOKH B

pedepare

OO0 yuaromuiicst 1eMOHCTPUPYET JIOTHIHOCTh U JOKA3aTEeIbHO CTh M3JI0 K € HHS
MaTepHana 1o TeMe 3aJaHus, HO JOIYCKAeT OTAEJIbHbIC HETOYHOCTH MPU
YA0BIETBOPUTEIFHO | MCTIOJIB30 BAHUH KITFOUYE BBIX TIOHATHI. OO0 ydaroniuiicsi He mpo 1€ MO HCTPUPOBAIl
CTMOCOOHOCTH K HAYyYHOMY aHAJIM3y, HE BHICKA3bIBAI B pA0OTE CBOETO MHEHHUS,
JOTYCTHI OMMOKH B JIOTUYECKOM 000 CHOBAaHHU CBOETO OTBETA




Pedepar Hamican rpamMo THHIM HAYYHBIM SI3BIKOM, HMEET YETKYIO CTPYKTYpPY H
JIOTUKY W3JI0K€HUsI, TOUKA 3pEHMS 00 yJaroerocs 060cHoBaHa, B padoTe
MPUCYTCTBYIOT CCHUIKA Ha HAYYHbIE MICTOYHUKH, MHEHUS M3BECTHBIX YUEHBIX B
JaHHO U 00JacTu

Xopo1o

Pedepar Hamican rpamMo THEIM HAYYHBIM SI3BIKOM, HMEET YETKYIO CTPYKTYpPY H
JIOTUKY W3JI0K€HUsI, TOYKa 3pEHHUS 00 yJaromerocsi 0060cHoBaHa, pU pa3padoTke
OTmuHO pedepara HCTIOB30BaHO HE MEeHEe 5-8 Hay4HBIX HICTOYHUKOB. B paboTe
BBIJIBUTAIOTC Sl HOBBIC UJICH M TPAKTOBKH, JTEMOHCTPHUPYETCS CIIOCOOHOCTH
00yYaroIerocs aHAIM3UPO BaTh MAaTEe PHAJL, BRIPAKACTCSI €T0 MHEHHE 110 MPo OJieme

IIpe3enrauus aJs1 ¢popmvupoBanust «Biaagers» kommneTe nuuu [TK26
[Ipesenranum:
1. Opranu3zaiust 3J€KTPOHHOTO TOKyMEHTO000pOTa B KOMIIAHUH
2. Vicnionb30BaHue 3JeKTPOHHO M MOYTHI ISl O PraHU3allii 3JIEKTPOHHOTO TOKYMEHTO000poTa
3. CucTeMbl aBTOMATH3AI[MH TOKYMEHTO000pOTa MPe ANPUATHUS
4.Posp nesonpon3BOACTBA B YIIPABJICHUM [IEPCOHAIOM
5. ConeprkaHue ¥ 3HAYCHUE JIEJIOTIPOU3BOACTBA. [ 0CyIapCTBEHHBIN CTaHAAPT MO J10KyMEHTHUPO BAHUIO
6. JlokyMeHTalIHOHHO € 00 €eCcTIeUeHUE YIIPABIIC HUS
7. OpraHu3aiuo HHO - paC IO PAIUTEIbHBIE 110 KyMEHThI
8. UcronreHre Tpe®oBaHMit 10 J1€JI0 PO U3BO ICTBY
9. Komekuuu J0KyMEHTOB
10. SI3bIK ¥ CTHIIb JOKYMEHTOB

11. OpraHu3aiuo HHbIE 710 KyMEHTHI

Kpmepml OLI€HKH BBITIOJTHCHUA 341 aHUA

Ouenka Kpurepun orie HuBanus

B npe3eHTannu He pacKphITO COAEpIKaHUE MPEICTABISIEMOH TE MBI, IMEIOTC S
(daxTudeckue (CoaepxareNbHble), ophorpaguuecKre U CTUIHCTHYECKUE OO KHU.
HeynosnetBopuressHo | He mpencTaBneH nepedeHb HCTOYHUKOB. L|BeTOBBIE, MPU(TOBBIE peIleHNS,
pacmoio’KeHHe TEKCTOB M CXEM He COOTBETCTBYIOT TPEOOBAHIAM pe alH3alliu
NPUHIUIA HATJBTHOCTH B 00 y4e HUU

[Ipe3enTanus BKIOYaeT MEHEE 8 CaliI0B OCHOBHOM YacTu. B npe3eHTanuu He
MOJIHOCTHIO PACKPBITO COJIEP/KAHUE MPEICTABIICMOM TEMbI, HEUETKO OTIpEIeJicHa
CTPYKTypa Npe3eHTAINH, IMEIOTCS COJIeprKaTebHbIe, opdorpaduiecKue u
CTWHCTHYECKUEe onmOKH (00Jyiee Tpex), MpeICTABICH MePeyUe Hb HCTOYHUKO B.
[{BeToBBIC, MPUGTOBBIC PEIICHUS, PACTIOTIOKEHAE TEKCTOB M CXEM
COOTBETCTBYIOT TpeOOBaHHAM peaiu3aliy MPUHIUIA HATTIHO CTH B 00 yUe HIN

Y1noBaeTBO PHUTCIIbHO

[Ipe3enranus BmodaeT MeHee 12 cnailioB 0CHOBHOM YacTu. B npe3eHTaum e
MOJIHO CTHIO PACKPBITO COJIEPIKAHUE TPEICTABIIE MO TEMbI, YSTKO OTIpeIeieHa
CTPYKTypa Npe3eHTAlluK, UMEIOTC S HE3HAUMTEJIbHBIE COIE€PKaTeIIbHbIC,

Xopouio opdorpaduyeckre U CTUIUCTUYECKIE OIIMOKHU (He OoJiee TpeX), MpecTaBleH
NepeyYeHb UCTOYHHUKOB. [[BeTOBBIC, MPH(TOBBIC PEIcHUSI, PACTIOJIOKEHUE TEKCTOB
M CXEM B MOJIHOM MEpe COOTBETCTBYIOT TpeOOBAHMAM Pea3alliy MPUHITHUIIA
HATBITHO CTH B 00 yUe HUM




[Ipe3enranus BmoyaeT He MeHee 12 cnalinoB 0CHOBHOM YacTu. B npeseHTanum
TOJTHO CTHIO U TNIyOOKO PacKPBITO COJICPIKaHHUe MPEeICTABIIC MO TeMbI, YSTKO
ompeJiesieHa CTPYKTypa MPe3eHTAIlUK, OTCYTCTBYIOT (haKTHYe CKHe

OT1m4nO (conmepxkarenpHbIe), opdorpaddecKiue U CTHIMCTUYCCKHE OIMMOKH, TIPEICTABICH
nepeve Hb UCTOYHMKOB. L[BeTOBBIE, MPH(TOBBIEC PEICHHS, PACTIONOKESHHAEC TEKCTOB
Y CXeM COOTBETCTBYIOT TPe0OBAHUSIM PeaM3aI[uK IPUHITUIIA HATJBSITHO CTH B
00yUYeHNH

Bonpocsl aJ1s1 MpoBeaeHUSI MPOMEKYTOYHO I ATTeCTAIMH M0 UTOTAM 0 CBO € HUsI [ UC IMILTHHBI
Tema 1. Opeanuzayus 00KyMeHmoooopoma Ha 20Cy0apCmeeHHOU U MYHUYUNATILHOU CAYHcOe

1. ITonstiTust «uHG O pMAITUD) U «JTOKYMEHTY, «I0KyMEHTallMOHHO € 00ecnieueHue ynpasineHus (JLOY)».
2. DBOMOLIMS TEPMUHOJIOTHH B O T€YECTBEHHOM M 3apy0 €K HOM 3aKOHOJJaTeJIbCTBE.

3. TepMHHOJIOTUYE CKUE CTAaHIapThL

4. Pa3BuTre NpeCTaBICHUN O JOKYMEHTE.

5. Ponb 1oKyMeHTa B KM3HU YeJIOBEKa M 00IIEeCTBA.

6. BimsiHue Hay4yHO-TEXHMYECKOTO MPOTpecca Ha pa3BUTUE JOKyMEHTA.

7. CBOWCTBA M MPU3HAKU 1OKYMEHTA.

8. JloKkyMeHTaIlMOHHOE 00 ecTieYe HIe yIpapieHUsl Kak BayK HeHIas () yHKIUs yIpaBieHHs, €€ MECTO Cpeau
JIPYTHX YIPaBJIe HIC CKUX () yHKITHHA.

9. B3aumoCBsI3b CHCTEMBI YIPABICHUS B 11€JI0M U CUCTEMBI YIIPABJICHUS 10 KyMEe HTaMH. 3HAaUC HUE
JOKYMEHTOB JJI PEJIM3aLIM1 YIIPABJIE HUE CKUX PEILECHUM.

10. McTopryeckuii ONBIT O PraHru3allvy JeJ10 PO U3BO ICTBA B IT'OCYAapCTBEHHBIX YUpeK 1eHUIxX Poccun.
11. Bompocsl aenonpou3BocTBa B 3akoHOoAaTenbeTBe [letpa L.

12. Munnctepckast pepopma 1 ee BIMSHUE Ha JEJIOMPOU3BOICTBO BBICIIMX U IIEHTPAIHHBIX
rOCyIapCTBEHHBIX YUPE K 1€ HUM.

13. Hacneiye cOBETCKOTO MEPHO/Ia B COBPEMEHHO I HOPMATUBHO M 0a3e MOJIMTUKU yIpaBJie HUS
JOKyMEHTaMHU: Co3/1aHue U BHeApeHre OCHOBHBIX N0JIOKeHN EquHOM rocynapc TBEHHO M CHUCTEMBI

14. nenonpou3BOACTBA, €€ 3HAYCHUE JJI1 O PraHu3al[uK AeJIOTPOU3BOACTBA B YUPEIKACHUIX U
OpraHu3alusx.

15. Pa3Butne paboT Mo cTaHAApPTH3AMUH U YHU(PUKAITUN YTIPaBJIe HUe CKUX JOKyMeHTOB B 1970 - 1990 1.
16. HanpasneHust rocynapctBeHHOTO perympoBanus JJOY B 1990-e — 2010-e roasbL

17. Bue npere nH)OpMALIHO HHBIX TEXHOJIOTHIA: CMe IIaHHbIN (0yMaXX HO-3JIe KTPO HHBII) M 3JIEKTPO HHBIHA
TOKYMEHTOOOOPOT.

Tema 2. 3axonooamenvroe u HopMamueﬂo-MemoduquKoepeeyﬂupogaHue ()OK_’)/MeHmaLlMOHHOZO obecneuenus
ynpaeJjieHusl 6 eocydapcmeeHHblx opeanusayusix

18. CtpykTypa 3aK0HO 1aTesIbHO I M HOpMaTUBHO 6a3bl JJOVY:

19. Koncturyunonnsle 3akoHsl, @enepanbHble 3akoHbl, akThl [Ipesunenra P®, nocTtanoBiaeHus
IIpaBuresbcTBa P®, BeOMCTBEHHBIE aKThl, 3aTPArUBAIOIIME BOIPOCHI 1€JI0 PO U3BO ICTBA.

20. HopmaTuBHO-MeTO JUue ckue akThl 1o JJOY: MHCTpyKUMK, NpaBuia, EPEYHU JOKYMEHTOB CO CpOKaMu
XpaHeHus U 1p. X 3HayeHue 1711 10 CTaHO BKU J1€JIOPOU3BOICTBA B KOHKPETHO M O praHu3alluu.

21. Bonpochl 1e0pon3BOACTBa U 1O0CTYNA K HHpOopMaluy B kogekcax Poccuiickoit @enepanum.

22. CoBpeMeHHast HOpMAaTHBHO-MeTOAUUeCcKasi 0a3a JeJ0NpoU3BOACTBA 00 MH(]OPMALIHO HHBIX
TE€XHOJIOTHSX.

23. ®enepanbHas neneBas nporpamva «MupopmanronHoe o6mectso. 2011-2020 rry.

24. ®enepanbHble 3aK0HBL «O0 MH( 0 pMaIuK, WH(OPMAITMOHHBIX TEXHOJOTHAX U 3aLIUTE HH() O PMAIIIN,
«O mepcoHaNBbHBIX TaHHBIXY, «O0 3MeKTpoHHO U 1T poBOH Mo ATHCcH, «O0

25. apxuBHOM JeJe B Poccuiickoit @enepannm», «O rocynapcTBEHHOM si3blke Poccuiickoit @enepanum» u
ap. (Cm. n.3.4 Ccok HOPMAaTUBHBIX MPABOBBIX /10 KYMEHTOB).

26. HanmonanbHble cTanaapthl U ctangapTel MCO o noymTHKe ynpaBieHUs 110 KyMEHTaMH.

Tema 3. Cospemennvie mpebosanus K cCOCmagy u 0QopmieHuio O0OKYMeHmo8.

277. OcHOBHbIE HOPMATHBHBIE J10KyMEHTBL:
28. MeTonuueckre pekoMeHIAINH 10 pa3padoTKe MHCTPYKIIU MO J€JI0MPOU3BOICTBY B (e e palbHbIX
OpraHax MCHOJHUTEbHO U BracTu (yTB. denepanbubM apxuBHbM areHTcTBoM 2010 1) u TOCT P 6.30-




2003 «YHubuupoBaHHBIE CUCTEMBI J0KyMeHTAIHH.

29. YHud uiiupo BaHHAst CHCTEMa 0 PraHU3aI[M0 HHO - PaCTIO PSAUTEILHO I 10 KyMEHTAI[UH.

30. TpeGoBanus k 0 hopMICHHIO TOKYMEHTOBY» O OJIaHKaX JOKYMEHTOB, O()OpPMICHUN PEKBU3UTOB
JTOKYMEHTOB, 0(GOpMICHUH OTIEIbHBIX BUIOB JTOKYMEHTOB U COCTaBe JOKYMEHTOB.

31. [lonATHe «peKBU3UTY.

32. [lonstre «popMymsipa 10KyMEHTa.

33. Posb GaHka B CTPYKType TOKYMEHTA.

34. CocTas 0JyiaHKa, MOPATO0K PACTIOJOKEHUS pEKBU3UTOB B OJIAHKE.

35. Yaudukamus 1oKyMeHTa Kak 0JTHO M3 HalpaBJIeHUH €TI0 COBEPIIC HC TBO BAHHS.

36. PexBu3UTHl, perympyemble rocyaapcTBE HHbIM CTaHIapTOM.

37.TOCT P 6.30-2003 u MeTo mude cKiMMH peKOMEHIAIUSAMH 110 pa3padoTKe WHCTPYKIHN IO
JeJOTIPOU3BOICTBY B (heepabHbIX OpraHaxX UCIOJHUTEIBHO W BIACTU M PEKBU3HTHL, PETYIHPYyEMbIe
3aKOHO 1aTesIbcTBOM Poccuiickoit Penepanum.

38. TpeGoBaHus K TEKCTY Pa3JIMUHBIX BU OB YIIPABJICHIEC CKUX JJOKYMEHTOB.

39. Mnopmarino HHO-CTIPaBO YHbIE TOKYMEHTHI B COLMANIbHOM cdepe.

40. Tpe6oBaHus K 0POPMICHHUIO U COICPIKAHUIO.

Tema 4. Ochosbl 0OKyMeHmoobopoma: NPUHYUNbL OP2aHU3AYUU, cneyudurka 0oKymeHmoobopoma 8
VIPABIeHUU 20pOOCKUM XO3AUCT 8OM

41. JlokyMeHTOO0O0POT Kak 3¢ ) e KTUBHBINA HHCTPYMEHT ONTUMU3AIIMHN YIIPABJIC HUE CKUX PEIIIC HHMH.

42. OueHKa COBPEMEHHOTO COCTOSHUS JOKYMEHTAIMOHHOTO 00eCcTieueHNs! yIIpaBie HUSL.

43. Ctpykrypa 1 00111ast XapaKTe pUCTHKA TOKyMEHTOTIOTOKOB B JOKYMEHTOOOOpOTE.

44 . TIpaBuna opraHu3allii JBIWKEHUS TOKYMEHTOB B O praHH3alluu.

45. OcHOBHBIE TIOHATHS; TPEOOBaHMS K O praHU3aINK IOKYMEHTO000pOoTa; 0COOEHHOCTH pabOTHI C
AIEKTPOHHBIMU 10 KyMe HTaMH; 00s13aTeIbHbIE CBEJIEHHS O JOKyMEHTaX, UCTIOJb3yEMbIX B IIEJIAX

46. y4eTa ¥ MOUCKA TOKyMEHTOB B CUCTEMAX AJIEKTPOHHOTO JOKyMeHTOO0OO0poTa (Ha mpumepe MOCD10).
47. IlpyHIUIIBI O praHu3alu J0KyMEeHT0000poTa.

48. OcHOBHBIE ATaMbI JOKYMEHTO000pOTA: MPHEM U MepBHYHAs 00padoTKa MOCTYHAIOMIUX TOKYMEHTOB,
npeIBapUTEIHHOE PACCMOTPEHHE, PETUCTPAITHUS MOCTYNAIINX TOKYMEHTOB, IOPSIOK PAaCCMOTPEHUS
TOKyMEHTOB PYKOBO/JICTBOM U JI0BEICHHS TOKYMEHTOB J10 HCIIOJHUATEJICH, pad0Ta MCIIOTHUATEIIS C
JOKyMEHTaMH, OpraHu3aius padoThl C OTIPABISIEMBIMU 10 KyMEHTaMH, X PETUCTpaIlUs U O TIPABKa,
pEeTHCTpaIys U MPOX0KICHUE BHYTPEHHHUX 1O KYMECHTOB.

49. Cnennduka 10KyMeHTOO000POTa B COMUATIBHO M pPabOTe: BUIIBI JOKYMEHTOB B COOTBETCTBUH C

MeTo 11yecKuMU peKoMeHAAIUSIMU [0 O PraHU3aI[iK PE 10 CTABICHUS COHATBHBIX YCIIyT B hopMe
COIHALHOTO 00cy>KuBaHus Ha 1omy. 2015 1. 1 npukazom J{enmaprameHra colMaIbHO M 3aIIUTHI HAC €JIC HUS
ropojaa Mockser oT 30.12.2014 Ne 1171 06 opranuzaiiuu padoThI IO

50. peammzanuu noJioxxenuid [Toctanosnenus [IM ot 26.12.20 14 Ne829-1111T «O counamsHoM

00 CyXKMBaHUU Tpak1aH B TOpoie MoCKBe».

Tema 5. Opeanuzayus xpaneHus OOKYMEeHmMos8 8 meKyujem 0eionpou3600cmaee

51.TloHsATHE «KOMILIEKCA JJOKYMEHTOBY.

52. ®opmupoBaHKUE KOMIUIEKCOB JOKYMEHTOB B TEKYILIEM J[€JI0TIPOU3BOICTBE.

53. ®enepanbhblii 3ak0H Poccuiickoit @eneparuu ot 22 okTsa6ops 2004 1. N 125-D3 «O6 apxuBHOM Jiejie B
Poccwuiickoit @enepannm» (akryanbHas Bepcust). HopMaTuBHO -MeTO 1Hde cK1e

54. matepuaisl G eaepatbHO i apXUBHO U CITy>)KOBI 00 OpraHu3aiiui padoThI C JOKYMEHTaMH 10 IO TOTOBKE
K apXMBHOMY XPaHEHUIO.

55.Pa3paboTka 1 BeJJeHUEe HOMEHKJIATYPHI eI

56. HomeHkmatypa 1ej1 B OpraHu3aiii CO CMEIaHHBIM 10 KYMEHTO 00 0pOTOM.

57. MeToMKa COCTABIECHUS HOMEHKIATYPBI J€J1: U3yUYeHUE COCTaBa JOKYMEHTOB,

58. Cpoku xpaHEeHUsI JOKYMEHTOB.

59. [Mopsmok opopmiIeHUS, COTIIACOBAHUS U YTBEPIK € HUSI HOMEHKJIATYPHI €.

60. ITonsaTue “nepeuveHs 10KyMeHTOB . Ha3zHaue HHME 1 UCTIOJIb30 BAHUE MEPEYHEN B KAUECTBE OCHOBHBIX
MCTOYHHUKOB 0 M3YYEHHUIO COCTaBa U COJEPKaHNS TOKyMEHTOB, YCTAHOBICHHUIO CPOKOB

6 1. xpaHeHus 1 00€eCreUe HUIO €MHCTBA OTIEPATUBHOTO XPAHEHUS U apXHBa.

62. JlelicTBytoLI1€ NEPEYHH C TUIOBBIMU CPOKaMU XPaHEHHUS 10 KyMEHTOB!



63. - [lepeueHb TUIOBBIX APXUBHBIX 1OKYMEHTOB, 00pa3yIOLIUXCs B HAYYHO-TEXHHYECKO M 1
IPOM3BOICTBEHHO M J1€ATEIbHOCTHU OpraHu3allui, ¢ yka3aHuEM cpoKoB xpaHeHus (I1punoxenue k
64 . nprka3zy MuHUCTEpCTBA KYJIbTYpPbl K Mac CcOBbIX KOMMyHHUKAIMid P ot 31 mrosst 2007 1. Ne 182
http://base.garant.rw/191871/)

65. - [lepeueHb THNOBBIX YIPaBJICHUYC CKUX APXHUBHBIX TOKYMEHTOB, 00Pa3yIOIINXCs B IpoLiecce

N €ATEBHOCTHU IO CYAapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMoyTpaBJICHHU U OPraHU3aluil, C
yKa3aHueM cpokoB xpaHeHus (IIpunoxenue k npukasy MunucTepcTBa KyapTypsl Poccuiickoit

66. ®enepannu ot 25 aBrycta 2010 r. No 558) OTBEeTCTBEHHOCTH 32 COXPAHHOCThH JJOKYMEHTOB.

Tema 6. Opeanuzayus pabomol ¢ 0OpaAWEHUAMU SPANCOAH

67. Onepauuy no npuemMy, periucTpalui, KOHTPOJIO UCTIOJHEHUS, IPUHATHUIO peIlie HUM 1Mo 00 palie HUusIM
rpak/1aH KaK YacTh YNPaBIEHYECKOTO JJOKYMEHTO000pOTa.

68. TpeOoBaHUs K CpOKaM MOJTOTOBKH OTBETOB Ha 00 palieHUs Tpax 1aH.

69. TpeGoBaHus K COAEP>KAHUIO OTBETHBIX JOKYMEHTOB.

70. ®opMHpoBaHUE U XpaHEHHUE TPE/IJI0KEHUM, 3asBICHUM, K aloO rpaxk JaH.

71. O600611eHNe, aHAM3 W UCIIOJIb30 BaHKE TaHHBIX 0 paboTe ¢ 0O palleHUIMU TPaKJaH B ammapare

yTIpaBIIC HUS.

72. IlpuMe He HHE I KTPOHHBIX TE€XHOJIOTHI JIJIs1 TT0 JITO TOBKM OTBETOB M O PraHM3aIliK UH( O pMAITHO HHO -
CTIPABOYHOM CJTy’KOBI B YUPEIKACHHUAX C OOJIBIIMM 00BEMOM IPE1JI0 K € HUH, 3asBJICHUM, JKano0 rpakaaH (Ha
npumepe MOC3I/0).

73. 3akoHOaTesbHas peraMeHTAIusI paboThI ¢ TIPEIJI0 K S HUSMHU, 3asIBJIC HUSIMHU 1 5K aJio 0aMy Tpak JjaH
(Penepanbhblii 3akoH 2006 1. «O nopsake paccMoTpeHus oOparieHui rpaxxaad Poccuiickoit @enepannmy
c mm. 2014 1.).

74. ®opMHupoBaHUE 3aKOHO IATEJBHO I 0a3bl, peTylaMe HTUPYIOIIEe i pad0Ty OPraHoOB YIIPABJICHUS C

rpaxx 1anamul (DeepanbHblii 3ak0H «O0 06ecrnedeHIr 10CTyNa K MHPOPMAIUK O J1€ATEIHHOCTH
75.TOCYIapCTBEHHBIX OPraHOB M OPTaHOB MECTHOTO caMoympasieHus» oT 9 pespaist 2009 roga Ne 8-D3)
u @enepanbhblii 3ak0H 0T 27 utoiist 2006 1. N 152-D3 «O nepcoHaNbHBIX JaHHBIX».

YPOBI{I/I N KpUurepum UTOT0BOIi OLIeHKH pe3yabTaToB 0CBOCHMA IMCIUILTHHBI

KpI/ITepI/II/I OLICHMBaHMA Hroroas OILICHKa

He3Hanue 3HaunTEIbHO M YaCTH MPOTPAMMHOTO HeynosnetBopurensno/He3zaureHo
MaTepuaa, HEyMEHHE TaKe ¢ MOMOIIBIO
IpenoaaBaresis ¢(popMyIMpoOBaTh NPABUILHbIE
OTBETHI Ha 33]]aBa€Mble BOIIPOCHI, HEBHIIOJHEHUE
MPAKTUYE CKUX 33 1aHUN

YposeHsl.
HenocrtaToynnni

3HaHUE TOJILKO OCHOBHOTO MaTepHaja, JOMYCTUMBI | Y 10BJIETBOPUTEIHLHO/3a4TEHO
HETOYHOCTHU B OTBETE Ha BOTPOCHI, HApYyIICHHE
JIOTHYE CKO Y 10 CJIE 1O BATEJILHO CTH B U3JI0 K € HUM
NPOTPaMMHOTO MaTepHaia, 3aTpyHEHUs IPU
pEeIIeHUM MPAKTHYE CKUX 3a71a4

YpoBeHs 2.
basoBblii

TBepable 3HaHUS IPOTPAMMHOTO MaTepuala, X0po110/3a4Te HO
JOIyCTHUMBIE HECYILECTBEHHbBIE HETOYHO CTH IIPU
VYposens 3. OTBETE HAa BOIIPOCHI, HAPYIICHUE JIOTHYE CKO M
[ToBbIIIEHHBI | TOCJIEJOBATEILHO CTH B U3JI0K € HUM TTPOTPAMMHOTO
MaTepuaa, 3aTpyIHEHUS PH Pe e HUK

NpaKTUYEe CKUX 3a/1a4

['my6okoe ocBoeHHE MPOTPAMMHOTO MaTepHaa, OT1myHO/3a49TE€ HO
JIOTUYECKU CTPOUHOE €TO M3JI0KEHUE, YMEHHUE
Yposens 4.
. | CBsI3aTh TEOPHUIO C BO3MOKHOCTBIO €€ MPUME HE HHS
[Ipo nBUHYTHIN

Ha TPAKTHKe, CBOOOIHOE peIicHUE 3a1a4 U
000CHOBaHHE MIPUHITOTO PeIleHUS

7. PecypcHoe o0ecneyeHre QU CHM LI HBI



JIneH3noHHO € 1. Microsoft Windows
IPOTPaMMHO - 2. Microsoft Office
MH( O PMAIIO HHO € 3. Google Chrome
obecnedenue 4. Kaspersky Endpoint Security
5. «Antumnaruat.BY3»
CoBpeMeHHbIE 1. Koncymbranr+
npodeccuonabhbie | 2. httpy//www.garant.ru (pecypchl OTKPBITOTO J0CTYIIa)
0a3bl JaHHBIX
NudopmManno HHble 1. https://elibrary.ru - Hayunas snexrponnas 6ubmotexa eLIBRARY.RU (pecypcsr
CIIPpaBOYHBIC OTKPBITOTO 10CTYMA)
CHCTEMBbI 2. https//www.rsl.ru - Poccuiickast ['ocynapcTBennas buomoTeka (pecypesl
OTKPBITOTO JTOCTYTIA)
3. https//link.springer.com - MexxayHapoaHas pedepaTiBHas 0a3a JaHHBIX HAYYHBIX
mnanmii Springerlink (pecypchl OTKPBITOTO TOCTYTIA)
4. https’//zbmath.org - MexxayHapoaHas pedepaTuBHas 0a3a JaHHBIX HayYHbBIX
mnanuii ZbMATH (pecypcbl OTKpHITOTO 10CTYTIA)
Nurepuer-pecypes | 1. httpy//window.eduru - MudopmMannonnas cucteMa "EquHOE OKHO J0CTyMa K
00pa3oBaTebHBIM pecypcam”
2. https//openeduru - «HanmnonansHas miatdopma OTKPHITOTO 00pa30BaHUsD)
(pecypchbl OTKPBITOTO JOCTYIIA)
3. 1. ApxuBsl Poccuu (o punmansHbii caiit deaepaibHOTO0 apXUBHOTO areHTCTBA) —
http//www rusarchives.ru/
4. 2. Matepuaisl 0(pUIHAIEHOTO caiiTa DJIEKTPOHHbBIE O(UCHBIE CUCTEMBI —
http//’www.eos.rw/
5. 3. Matepuais! caiita «HopMatusHble 10KyMeHTHD — http//www.complexdoc.ru
MarepuajibHO - YyeOHble ayauTOPUH JJI1 PO BE 1CHAUS:
TCXHHUYCCKOC 3aHSITHI JIEKITMOHHOTO THIA, 00ecTieYe HHbIE Ha00paMH J1€ MO HC TPAITO HHOTO
obecnedenue 000pyI0BaHKA U Y4eOHO - HaIIHBIX TI0COO U, 00¢eCTIeunBaIONMX TEMATHYE CKIe
WLTOCTPALINH, 3aHATUN CEMUHAPCKOTO THIIA, TPYMIIOBBIX U UHAUBHUYaJbHBIX
KOHCYJIbTAllM, TEKYIIETro KOHTPOJI U IPOMEKYyTOYHO M aTTe CTAI[UH, TI0 MEIIlE HUS
JUJISL CAMO CTOSITEJILHO M pab O ThI, OCHAIIEHHBIE KOMITBIOTEPHOM T€XHUKO M C
BO3MOKHOCTBIO MO IKMOYeHUs K ceTu "MHTepHeT" 1 0OecneueHueM J0CTyna B
ANIEKTPOHHYIO MH( 0 pMallO HHO-00pa30BaTebHYIO Cpeay OpraHu3alliy,
MOMEIIe HUS JJ11 XpaHeHUs ¥ PO (PUITAKTUUECKOTO 00 CIIyKMBaHUS y4e OHOTO
000pymoBaHMs.
8. YueOHO-MeTOAMYECKHE MATEPH AJIbI
Kous-Bo
Ton Bun B Aapec Bun
Ne ABTOp Ha3zpanue W3patensctBo wsnamms | wnamms | 6u6mo- 3JIEKTP OHHOTO nocTym
Teke pecypca
1 2 3 4 5 6 7 8 9
8.1 OcHOoBHas nuTepatypa
8.1.1 | Kaypman JoxymenrupoBanre | OMckwuii rocyapCTBEHHBIH 2014 yaebHOE | - http://www. o
H.IO. yHpaBJeHYECKO I MHCTHUTYT cepBuca, O MCKuit nocoo6ue iprbookshop.ru | noruny
I €SI TEJILHO CTH rocyJiapCTBEHHbBIN /26681 .html "
TeXHUUE C KU YHHUBEPCUTET mapoJjro
8.1.2 | [lpuxomxbKO HoxkymenrupoBanre | Cankt-IletepOyprekuit 2013 yuebHoOE | - http://www. 1o
A H. yIpaBJIeHICCKO it TOCY/1 ap CTBEHHBIN nocooue iprbookshop.ru | moruny
Il e TeTBHO CTH apXUTEKTYP HO -C TP O UTEITHHBII /26 872.html u
yausepcuret, 9bC ACB map oJIro



http://www.garant.ru
https://elibrary.ru
https://www.rsl.ru
https://link.springer.com
https://zbmath.org
http://window.edu.ru
https://openedu.ru
http://www.iprbookshop.ru/26681.html
http://www.iprbookshop.ru/26872.html

8.1.3 | MenBenesna O CHOBBI IOk HBII HHCTUTYT 2012 yueOHOE http //www. o
O.B. JOKYMEHTaI[HOHHOTO | MEHe ] )KMeHTa nocooue iprbookshop.ru | moruny
oOecneyeHus /9565.html u
yIp aBJICHUS Hap oJo
8.1.4 | Ky3nenosa JoxkymenrupoBanne | Jlamkos u K, Aii [Tu Op 2017 yueOHOE http //www. o
n.B. yIp aBJIeHIECKO i Menna nocoobue iprbookshop.ru | moruny
XauatpsH Il eI TeIbHO CTH /59274 html u
I.A. nap oJito
8.2 Jl onmoTHATETbHAS TUTEpaTypa
8.2.1 | bakmaes A.A. | Apxussl Poccu VYpanbsckuii ¢ e epanbHbit 2013 cOOpHHK http //www. o
Bounaps B.A. | [Honsmm. UcTopus, yausepcureT, 9bC ACB HAyYHBIX iprbookshop.ru | moruny
Bpyb6neBcku | mpoOaemsl u TpyZ OB /69581.html u
JL. e P CIIEKTUBBI ap 0JIto
KapaBaes pasBuTHs
B.C.unp.
8.2.2 | I'nyxosa O.B. | Jl okymenTaiimonsHoe | Bosrorpana ckuii MHCTHTYT 2014 yueOHOE http://www. o
oOecmeyeHue o6mmueca, Byzosckoe nocobue iprbookshop.ru | morumy
yIp aBJICHUSL oOpa3oBaHue /19177.html u
Hap oJo
8.2.3 | Abonromkuna | [l okymeHtupoBanue | benroponxckmit 2017 yaeOHOE http://www. o
O.N yIp aBJIeHYECKO i TOCYJ ap CTBEHHBIN nocoowue iprbookshop.ru | moruny
J1€sITeJIbHO CTH TEXHOJIO THYE C KU /80510 .html u
yHuBepcureT um. B.I'. ap 0JIro
IlyxoBa, O5C ACB

9. Oco0eHHOCTH OpraHu3anuu 00pa3oBarTe/ibHOM AesITeJIbHOCTH
AJISl JIMI ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMHU 3/10POBbS

B M®IOA co3nansl crieuaibHBIC YCJIOBUS JJIST TIOJIyYe HUSI BBRICIIIETO 00pa30BaHus 10 00pa30BaTEIHHBIM
MpoTpamMMaM 00 YUAIOIIHMICS C OTPaHWYe HHBIMA BO3MO K HO CTsMH 310 pOBbs (OB3).

J{ns mepeMe e Husl THBAJIM OB Y JIMI] C OTPAHWUYE HHBIMU BO3MO KHO CTSAMH 310pOBbsi B MDPIOA co31anbl
CIieMaJbHbIE YCJIOBUS A1 O€CIPenITCTBEHHOTO TOCTYIA B yueOHbIe IOMEIEHHS U JPYTHE IO MeIeHuUs, a
TaKKe MX MpeObIBaHMs B YKa3aHHBIX MMOMEIIEHUSIX C YUYeTOM 0CO0EHHO CTEH MCUX0 (PUBHIECKOTO Pa3BUTHS,
WHJIMBU]TYaJIbHBIX BO3MOKHOCTEH M COCTOSIHUS 310 POBBS TAKHX 00 yUarOIIMXC .

[Tpu moyde HrM 06 pa3oBaHMs 00 yYAIOMUMCS ¢ OTPAHNYEC HHBIMHA BO3MO K HO CTSIMU 310 PO BB IIPH
HE00X0JMMOCTH TIPE0CTABIIOTCS O€CIUIATHO CTIeIIHaIbHBIC YUeOHUKN U yue OHbIe TTOCOOMs, MHas ydueOHas
murepatypa. Tarke UMeeTcsl BO3MOIKHOCTh TIPE 10 CTABICHUS YCIIYT aCCHCTEHTA, OKa3bIBAIOIIETO

00 y4aronIuMc s ¢ OTpaHIMYEe HHBIMU BO3MO K HO CTSIMH 3710 POBbSI HEO 0 X0 TMMYIO TEXHHYECKYIO TIOMOIIb, B TOM
YHCIIe YCIIYT CypAOTIe PEBOYMKOB M TH(HIIO CYypAOTIE PEBOTUHKOB.

[TosydeHME JOCTYIMHOTO M Ka4eCTBCHHOTO BBICIIIETO 00O Pa30BaHMS JIMI[AMU ¢ OTPaHWYEC HHBIMHA BO3MO K HO C TSIMA
3I0POBBS 00ECTIEYeHO TyTEM CO3/]aHUs B YHUBEPCUTETE KOMIUICKCA HEOO X0 TUMBIX YCJIOBUM 00 YyUdeHUS JJIsT
JaHHO U KaTeTopru 00 ydaroimuxcs. MHGopMaIus o crienuaibHbIX YCJIOBHIX, CO3IaHHBIX JIJI 00 yYaroIIHXCs ¢
OTpaHUYe HHBIMA BO3MOKHOCTSIMU 310POBBS, pa3Mell[eHa Ha CaiiTe YHHBEPCHUTETA

(http//www mfua.rw/sveden/objects/#objects).

Jlnst 00yyeHust mHBaMoB 1 mil ¢ OB3, nMeronux HapyImeHUs OO0 PHO-IBUTATEIEHOTO armapara
00ecneunBaloTCs U COBEPILICHCTBYIOTC Sl MATEPUAIILHO -TEXHUUYE CKHE YCIIOBUS O€CTPENATCTBEHHOTO JOCTYIa
B yueOHbIe TIOMEIEHHS, CTOJIOBYIO, TyaJeTHhIC, APYTHUe MOMEIIEHUS, YCJIOBHS UX NpeObIBAHMUS B YKa3aHHBIX
MOME IS HUSIX (HaIMUMe MAaHAYCOB, MO PYYHEH, pacIIMpeHHBIX 1BEPHBIX IPOEMOB U 1P.).

JI71s1 aganTanum K BOCTPHUATHIO 00 yyaromumMucsi vHBaaamu 1 miami ¢ OB3 ¢ HapyIe HHbIM CITyXoM
CIIPAaBOYHOTO, YUeOHOTO MaTepHala, MpeayCMOTPEHHOTO 00Pa30BaTEeILHO I MPOTPAMMO A TT0 BBIO paHHBIM
HAIPaBJIe HUSIM 110 ITOTOBKY, 00€CTIeUnBaAIOTCS CJIEAYIOIIHE YCJIO BUS:

® I JTydIle O pUEeHTAMH B ayJUTOPHH, IPUMEHSIOTCS CUTHAJIBL, OTIOBEIIAIONIME O HaYasle M KOHIIE 3aHATHS
(CJIOBO «3BOHOK» IMHIIETCS HA TOCKE);

® BHUMAHHE CJA0OCIBIIANIETO 00YyYaoIerocs NPUBICKAeTC s Ie1aroroM ) ecToM (Ha IUIeHo KIageTcs pyka,
OCYIIECTBIBIETCSI HEPE3KOE IO XJIO MIBIBAHKE );

® pas3roBapuBasi ¢ 00y4aroIIMMCs, TIe1aroT CMOTPUT HA HETO, TOBOPUT SCHO, KOPOTKAMH HPE 1JI0 3K € HUSMH,
o0ecrmeunBasi BO3MOXHOCTh YT€HHUS 110 TyOam.

KommneHcarnust 3aTpyiHE HH PEUeBOTO Y MHTEJUICKTYyaJIbHOTO Pa3BUTHS CJIa00 CIIBIIIAIIIMX WHBAJMIOB U JIUIT C


http://www.iprbookshop.ru/9565.html
http://www.iprbookshop.ru/59274.html
http://www.iprbookshop.ru/69581.html
http://www.iprbookshop.ru/19177.html
http://www.iprbookshop.ru/80510.html

OB3 npoBoaUTCS 3a CUET:

HCIIOJIb30 BAaHHS CXEM, JTUArPaMM, PHCYHKOB, KOMITBIOTEPHBIX MPE3CHTALMI C THUITEPCC bUIKAMH,

KOMME HTHPYIOIIIIMH O T €JIbHBIE KOMIIO HEHThI 130 0 Pask € HUSL

PETYJPHOTO MPUMEHEHHS YIIPAKHeHUH Ha rpad) MueCcKoe BBIICICHNE CYIeCTBEHHBIX MPU3HAKOB
NpEeIMETOB U SIBJIC HUM;

o0ecredeHusT BO3MOKHOCTH JIJBI 00 y4aron[erocsl MoJIyYrTh aIPeCHYI0 KOHCYIBTAIUIO TI0 JICKTPO HHO i
Mo yYTe 1Mo Mepe He0OXO0 TUMOCTH.

JIns aganTaiyy K BOCHPHUATHIO MHBAIMAAMH U uuaMu ¢ OB3 ¢ HapyIe HUsSIMU 3peHMsl CTIPaBOYHOTO,
yueOHOTO, IPOCBETUTEIILCKOTO MaTepHalia, MpeyCcMOTPEHHOTO 00pa3oBaTesbHO U nporpammoit MOIOA mo
BBIOPAaHHO ¥ CTIEIIMAIBHO CTH, 00€CTIeYMBAIOTCS CJIEIYIOIIUE YCJIOBUS:

BEJIETCS aanTanus oQUIHAIBHOTO caiiTa B ceT IHTEpHET C y4eTOM 0COOBIX MOTpeOHO CTE i MHBAIMIOB
0 3pEHHUI0, 00€ECTIeUNBACTCS HAIMYME KPYITHOMPU(TOBOM CTPABOYHO i MH(OPMAITHHY O PACIIUC AHUH
yueOHBIX 3aHATHUIL;

B HauaJjie yueOHOTO T0/1a 00 y4aromrecsl HECKOJIBKO pa3 MpoBo aAsTcs 1o 3naHuto MOIOA nis 3amo MuHaHUS
MeCTOPaCIOJIOKEeHUsI KAOMHETOB, TIOMEIIEHUM, KOTOPBIMU OHU OYYT MOJIb30 BaTHC S,

neaaror, ero co0ece JHUKH, MPUCYTCTBYIOIINE MPEACTABISIIOTCS 00 yJaroMMC s, Kax bl pa3 Ha3bIBaeTC s
TOT, K KOMYy TIeJ1aror o0 pamiaeTcs;

N eUCTBUA, KECTHI, IEPeMEIIEHU Me1arora KOPOTKO U SICHO KOMMEHTUPYIOTCS,

nieyaTHast MH( O pMaIyst IPE 10 CTABIAE TC S KPYIHBIM PUGTOM (OT 18 MyHKTOB), TOTAIBHO 03BYUYMBACTCS;
o0ecrnieunBaeTCs HEOOXOAUMBI YPOBEHB OCBEIEHHOCTH IO MEIIIE HUM;

Npe10CTaBIAETC S BO3MOKHOCTh HCTIOJIb30 BaTh KOMITBIOTEPBI BO BpeMsl 3aHATHI U IIPABO 3aIUCHU
00BsicCHeHUSI HAa IUKTO (POH (T10 K EJIAHUIO 00 yUaoIeTOCH).

®opma npoBe1eHUs TEKYIIEH U MPOMEXK yTOUHO I aTTecTanuu A ooydaromuxcsa ¢ OB3 onpenensercs
Ipero1aBaTesieM B COOTBETCTBUM C yue OHbIM IuaHoM. [Ipu Heo6xo qumocTr oOydaromemycs ¢ OB3 ¢
Yy4eTOM €T0 MHAMBUAYAIBHBIX NCUXO (QH3NUECKUX 0COOEHHOCTEH JaeTCst BO3BMOXKHOCTh NPOITH
HNPOMEKYTOUHYIO aTTECTAlMIO YCTHO, MMCbMEHHO Ha OyMmare, MMICbMEHHO Ha KOMIbIOTEpE, B hopme
TECTHUPOBAHUSA U T.II., MO0 MPEI0CTABIIETCS O OJHATEIHHOE BPeMs JIJIs1 IO ATOTOBKU OTBETA.

l'ox Hayana moAaroTOBKU cTyX eHTOB - 2018



