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1. IEJIA OCBOEHUS YYEBHOM JUCHUILIMHBI

I'maBHass nenb Kypca  «/lOKyMEHTUPOBAHHME  [EATEIBHOCTH OpPraHOB  TIOCYAAPCTBEHHOIO U
MYHUIIUIAIBHOTO YIPABJICHUS» OBJAJEHUE MaruCTPaHTOM KOMIUIEKCOM KOMIETEHIUH, HEOOXOIUMBIX B
00JIaCTH  aJIMUHUCTPATUBHO-TEXHOJIOTUYECKOTO BUAA NPOPECCHOHATIBHON JEATENbHOCTH M B 001acTH
KOHCYJIbTAIIHOHHON ¥ MH(OPMAIIMOHHO-aHATTUTUYECKOH 1A TeIbHOCTH.

W3y4yeHne jaHHON AMCLMILIMHBI CTABUT 3a1a4U HAYYUTh MAaruCTPaHTOB:

- OpUEHTUPOBATLCS B 00JACTM HOPMATUBHOIO PEryJIMpOBaHMS, IMOPAJKA U COBPEMEHHBIX TEHICHIIUM
pa3BUTHA JOKYMEHTUPOBAHUSA ACITEIbHOCTH opranos MY

- OpPUMEHATh 00UIMe TpaBuia OGOPMIICHUS JTOKYMEHTOB M HMX OCHOBHBIX PEKBU3WUTOB, BUJBI OJAaHKOB
JOKYMEHTOB;

- NPUMEHATH 3HAHHUS B 00JAaCTH JOKYMEHTHPOBAHUS AEATEIBHOCTU JUIS pa3pabOTKH aJIMUHHCTPATUBHBIX
PErIaMEeHTOB, IPOEKTOB JOJDKHOCTHBIX PETJIaMEHTOB TOCYJApPCTBEHHBIX W MYHULMINAIBHBIX CIYXKaIlHX,
JOJKHOCTHBIX 00S13aHHOCTEN COTPYIHUKOB OpraHU3allMii;

- UMETb MIPEJCTABICHHUE O MYTAX ONTHUMHU3ALUH JICIOBBIX ITPOLECCOB B OpraHax IMyOJMYHON BIaCTH;

- BJIaJIETh HaBBIKAMH MTOJITOTOBKH U 0(hOPMIICHHUS YIIPaBIEHUYECKUX TOKYMEHTOB,

- BJaJIeTh HaBbIKAMM MOJTOTOBKM OpPraHU3allMOHHO-TIPABOBBIX AaKTOB, BEAEHUS JOKYMEHTO00OpOoTa MU
JIEJIOBOY MEPENUCKU C IPAKIaHAMH U BHEIIHUMH OPTaHU3aLlUsMM.

2. MECTO YUYEBHOM JUCHUIJINHBI B CTPYKTYPE OII BO*
3. Huxka (pa3aen) OIOII, k KOTOPOMY OTHOCHTCS JaHHASI AUCHHUILIMHA (MOIYJIB).

Kypc BxoauT B 6110k OOIIeHayuHbIH IIUKII, 0a30Bast 4acTh, qucuuiuinaa mno Beidopy (b1. B. IB. 5.2.).
Kak y4eOHbIN Kypc Oazupyercs Ha M3Y4eHUM TaKHUX AMCUUIUIMH Kak  «MyHHUIUIAIBHOE YNpaBIEHUE U
MECTHOE caMoyIpaBieHue», «Teopus W MeXaHU3Mbl COBPEMEHHOIO TOCYAAPCTBEHHOTO YIIPaBICHUS,
«KanpoBas nmonutuka 1 KaJpoBbIi ayAUT opranusanumn», «lIpakruueckas nesTeIbHOCTh YNHOBHHUKA Y
Bxoonvie 3nanusn, ymenus, comoenocmu:
- 3HaHUE 3aKOHOB Pa3BUTH IPUPOJIbI, OOILECTBA,
-yMEHHUE aHAJIM3UPOBAaTh U OLIEHUBATh COIIMAIbHO-3HAUUMBbIE MPOIIECCHI;
- YMEHHE JIOTUYECKH BEPHO, APIYMEHTUPOBAHO U SICHO CTPOUTH YCTHYIO U MHCBMEHHYIO pedb
Teopemuueckue oucyuniunsl U NPAKMUKU, 011 KOMOPHIX 0C80EHUE OAHHOU OUCUUNIUHBL (MOOY1A)
Heo0X00uMo Kax npeduiecmeyrouiee.’
WHHOBaIIMOHHBIE TEXHOJIOTMH B TOCYAAPCTBEHHOM M MYHHUIIUIIAIILHOM YIIPaBJIE€HUU
Onenka 3 HEeKTUBHOCTH JESITEILHOCTH OPraHOB BIACTH
[IpaBoBoe obecnieueHre rocyJapCTBEHHOTO M MyHHUIIMIAIBHOTO YIIPABIECHUS

3. KOMIOETEHLHUUMN CTYIAEHTA, ®OPMHUPYEMBIE B PE3YJbBTATE OCBOEHUSA
YUYEBHONU JIUCHUILIMHBI / OXHUIAEMBIE PE3YJBTATHI OBPA3OBAHUA H
KOMIIETEHIIUU CTYJEHTA TIO 3ABEPIIEHWM OCBOEHHS IPOIPAMMBI YUEBHOM
JUCHUIIJIMHBI
B pe3ynbrate 0oCBOCHUS TUCIUITINHEI CTYEHT JOJKEH:

1. 3nartp:

- CYIIHOCTH W 3HaUEHUsI IOKYMEHTHPOBaHHOW MH(POPMAITUH B YIIPABICHUYECKON ACATEIBHOCTH;
- TpeOOBaHUS K JOKYMEHTHUPOBAHUIO yIIpaBlieHYeCKON HH(pOopMaIumy;

- TpeOOBaHUS K COCTABICHUIO U 0()OPMIICHHIO JOKYMEHTOB;

- NPUHIUIB (POPMHUPOBAHUS TOKYMEHTOB B CHCTEMBI;

- MPHUHITUIIB CHCTEMATHU3aUHU IOKYMEHTOB;

- TEXHOJIOTHUIO JIOKyMEHTO000pOTa B OpraHax myoJuYHOM BIACTH;

1omBO - obpazoBaTesbHas MPOrpaMMa BBICILET0 00pa30BaHMSI.



- o01mue TpeOGoBaHMs K OpraHU3alUH JICIOIPOU3BOJICTBA OPTaHOB ITyOJIMYHON BIACTH.

2. YMeThb:

- BBIpA0aTHIBATh  PEIICHMS, YYUTHIBAIOIIHWE IPABOBYD W HOPMATHBHYIHO 0a3y peryJdpOBaHHUS
JIeIIONIPOU3BO/ICTBA;

- MIPUMEHSITh METOJIbI aHAJIN3a JOKYMEHTO000POTA;

- KPUTHYECKH OIEHUBATH COCTOSHHUE JIEJIONPOU3BOJICTBA U KOHCTPYKTUBHO NMPUHUMATH PEHICHUS B IIEIISIX
€ro COBEPIIICHCTBOBAHUS;

- BBISIBJISITH ~ HCHCIIONB30BAHHBIE  PE3EpPBBI,  OIEHUBATH  BAapPHAHTHl  ONTHUMH3AIMU  TPOIECCOB
JOKYMEHTHPOBAHUS YIIPABICHUCCKOM JIeITEeIbHOCTH B PEAIbHBIX YIIPABICHYCCKUX CHTYAIIHSIX.

3. Bragern:

- MOHMMaHUEM POJH IOKYMEHTUPOBAaHHON WH(pOpPMAlMU B PEIICHUHM KOMMYHHUKATHUBHBIX 33]ad, B TOM
quciie B paboTe ¢ 00palIeHUAMHU TPaXKIaH;

- HaBbIKaMH COCTaBJICHUS, yqua, XpaHeHI/Iﬂ, 3alIUThI, Hepeaaqn CJIy)Ke6HOI71 IIOKyMCHTaIII/II/I B
COOTBETCTBHUH C TPEOOBAHUSIMH JJOKYMEHTOO0OOPOTA.

4. Biagerb KOMIETEHIUAMM:

KOI[ komreTeHuy | HanmMmeHoBanue pe3yiibTaTa o6yquI/151

OIIK -1 CIIOCOOHOCTBIO K aHAJIM3Y, IJIAHUPOBAHUIO M OPTraHU3aluu
poecCHOHALHOM IeATEITIBHOCTH
OIIK-2 TOTOBHOCTBIO K KOMMYHUKAIIMH B YCTHOW M MUCbMEHHOM (popMax Ha

PYCCKOM U MHOCTPAHHOM SI3BIKAX JUISl PEIICHUS 3a/1a4 B 00JIACTH
npoeccHoHaBbHON eI TENbHOCTH

[1K-2 BJIAJICHUEM OPTaHU3AI[MOHHBIMU CIIOCOOHOCTSMH, YMEHUEM HAXOJIUTh U
MIPUHUMATh OPTaHU3ALMOHHBIE YIIPABICHYECKUE PEILIEHUS, B TOM YHCIIE U
B KPU3UCHBIX CUTYAIUSIX

[1K-8 BJIAICHUCM IIPUHOUIIAMU U COBPEMEHHBIMU METOAaMU YITPABJICHUSA
OrncpanriaMi B pa3JIMIHbIX C(l)ean JCATCIIBHOCTHU

JU1st TOCTHKEHUS ITOCTaBICHHBIX LEIEH TEOPETUYECKON U IPAKTUYECKOU MMOATOTOBKH CTYICHTOB
HCIIOJIB3YIOTCS JIEKIIMH, CEMUHAPBI, IPAKTUYECKUE 3AHIATHUS, KPYIJIBIE CTOJIBI, JTOKJIA/bI 10 aKTYaJIbHbIM
npobiaemMaM AUCHUIUINHBL.

KoHTpoJIb YCBOCHHMS CTYICHTaMH ITPOTPAMMBI JISJIUTCS HA TEKYIIUH (CEMHHApPhI) M UTOTOBBIH (3a4eT).

4.1. CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCIUILIAHBI
OO1w1ast TPYA0EMKOCTh IUCIUIIUHBI COCTABISET 2 3a4eTHBIX eIMHHIBI, /2  4YacoB.

CemecTpbl
Bunbl yueOHoOM paboThI Dopmet Bcero yacos/3ET 1 | 2 | 3 | 4
oOy4eHus
KonnuecTBo 4acoB B cemecTp

OO6mast Tpy10eMKOCTh ouHas 72/2 3ET 7212
JTUCIHHUIIINHBI 3ET

3aouHas | 72/2 3ET 7212

3ET

Konrakrnas pabora OYHas 36 36
(ayaAMTOpHBIE 3aHATHU) 3aouyHas | 12 12
Jlexuun OuHas 8 8




3aouyHas | 4 4
[IpakTuueckue 3aHATHS OuHas 28 28
3aoyHast | 8 8
CamocrosrenbHas pabora OYHas 36 36
3a04yHast | 56 56
KypcoBas pabora (mpoekt) | ouHas - - -
3a04HAs | - - -
Bun uToroBoro KOHTpOJIs OYHas
(3auer)
3aouyHas | 4 4 4
Buer yaeOHOIM NesSTEIHOCTH, BKITIOYAst Dopmbl
CaMOCTOSITENIbHYIO padOTy CTY/I€HTOB TEKYIIEeTOo
U TPYOEMKOCTb (B yacax) KOHTPOJIA
JlaGop | ycreBaeMoCTH
Ne | Paznen % = g Jlexn [Tpakt CgM' arop. | (o HememsIM
n/ | yueOHOU g % § pabota pabora cemMecTpa)
0 | IUCIMUIUINHBI 8 an g ®dopma
= % % § % § MPOMEXKYTOH
= = = = e g Z| & | oM aTTecTanuu
5| 2|8 E| & § |B & (o
§ % cemMecTpam)
1 | Poms Tecr
JIOKYMEHTHUPOBAH
Hoi uHpopmanuun | 2 | 1-2 4 |1 5 7 |-1-
B CUCTEME
yIpaBIeHUS
2 | HopmaruBHOE YcrHbI
perynupoBaHue oTpoc Ha
JIOKYMEHTHPOBAH | » | 2 4 | 5 1 4 |9 5 7 .. ceMHUHape
us Tect
YIIPABJICHYECKOU
JIESITENIbHOCTH
3 | CocraBnenue u PaGora c
odopmiieHue, Keicamu
CTHUITh 2 |56 |1 1 4 |1 5 7 |-- Tect
yIpaBIeHYECKIX
JIOKyMEHTOB
4 JloxyMeHTupOBaH [IpakTrueckas
M€ OCHOBHBIX MUChMEHHAs
byHKIHI paborta
yIpaBIeHIECKON > 7.8 |1 1 4 11 5 7 .- Tect
JESTCIIEHOCTH.
Cucremsl u
KOMILUTEKCBI
JIOKYMEHTAIu1
5 | JoxkymeHTO000pO [IpakTrueckas
T: HAy4YHO- 9- MUChMEHHAs
METOINYECKUE 2 10 1 4 1 5 7 - - pabora
OCHOBBI Tecr
IPOEKTUPOBAHUS




6 | Opraauzanus [Ipe3enTanms
paboTsl ¢ TeCcT
JIOKYMEHTaMHU, 9 11- 1 1 4 1 5 7 e
coJiepKaluMu 12
KOH(pHICHIINAIbH
bIC CBEJICHMS

7 Cucremaruzanus PaGora C
1 oOecrieueHue 13- KeiicaMu
COXPaHHOCTH 2 14 1 4 |1 6 7 |-1|- Tect
JIOKYMEHTHOM
nHpopmanuu
Bcero 8 4 28 | 8 36 |56 - -

®dopma
aTTeCTaliu:
3a4eT

4.2. COIEP)KAHUE PA3JIEJOB JUCLUATIINHBI

Temvt nexkyuonnvIX 3aHAMUIL
Paznen 1. Cucrema nenonpousBojacrsa B P®O

Tema 1. Posib 1oOKyMeHTHPOBaHHOW HH(OpPMaLK B cUCTeMe YIIPpaBJIeHHA

JIOKYMEHT Kak IMpEeaMET U CPENICTBO YIPABICHUYECKOW NeATeNbHOCTH. Jlenonpouns3Boactso B P®: ucropus u
COBpeMEHHOCTb. OCHOBHBIE JTanbl Pa3BUTUS JEJONPOU3BOJACTBA; OCOOEHHOCTH COBPEMEHHOrO JTala.
Jlenonpon3BoACTBO Kak cepa 1eATeNbHOCTH 10 YIPABICHHUIO TOKYMEHTAMH.

OCHOBHBIE NPUHIUIBI U TEPMHUHOJOTHUS Jenonpou3BojacTBa. DyHKIMM, NPU3HAKM M CBOWCTBA JOKYMEHTA.
Knaccudpukanusa (Bunpl) nokymeHToB. MHpopmainumoHHas 0a3a JOKYMEHTUPOBAaHHOM HHGOpManmuu U ee

UHPPACTPYKTYpA.
Tema 2. HopmaTuBHOe peryJiMpoBaHue JOKYMEHTHPOBAHUS yIPaBJeHYeCKOil 1eTeJbHOCTH

HopmaruBHO-MeToMueckass 0a3a JOKYMEHTHpPOBAHMS yIpaBIEeHYECKOM JesTenbHOCTH. HopmaruBHOe
peryJivpoBaHHe JEJIONPOU3BOJICTBA B OpraHax MyO0ianuHOi BiacTu. OCHOBHBIE I'PYMIbl PETIAMEHTHPYIOIINX
JOKYMEHTOB: 3aKOHOJATEIbCTBO; HOPMATHUBHBIE AaKThl OPraHOB MWCIIOJHUTEIBHOM BIIACTH; HOPMATUBHO-
METOJIMYECKUE JTOKYMEHTBI; HOPMAaTHUBHbIE JTOKYMEHTHI IO CTaHAApTU3ALWU W YHU(PHUKAIUU JOKYMEHTAIIUU;
HOPMAaTHUBHBIE JJOKYMEHTHI 10 OPraHU3alUU U OXPAHE YIIPABICHYECKOTO TPYIa.

PernamenTanus opraHusaliu  JI€JONPOU3BOJICTBA B oOpraHax BiacTH. PernmameHrtanus odgopMieHHs
nokymeHToB. [lopsaok oduuuanbHOro Hcnoib3oBaHus repdba PO u repOoBbix OmankoB. PermamenTarus
UCIIOJIb30BaHUsl TOCYAApCTBEHHOTO si3blka P® U rocynapcTBEHHBIX SI3BIKOB pecnyOnuk-cyobektoB PD mpu
opopmieHnn oduIMATBEHBIX JOKYMEHTOB. PeriameHTanusi NOMOJHEHUsS O(UUIUATIBHBIMU JIOKyMEHTaMU
pecypcHOM 06a3pl KOMIUJIEKTOBAHMSI IIOJIHOIO HAIlMOHAIBHOIO OMOIHOTEYHO-MH(POPMalMOHHOTO (hoHAa
nokymeHToB P®. Pernamenranus 1octyna K J0KyMEHTHPOBaHHOM MH(opMaluu 1 e€ 3aimuThl. Permamenranus
apxuBHoro jema B P®. PermameHtanmusi MeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOOOOpPOTA.
PernameHTanuss MeXBeJOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJIEHCTBH. PernaMenTanus oGecriedeHus 10CTymna
K uH(opmanuu o nesrenbHocTH [IpaButensctBa PO u denepanbHbIX OpraHOB HUCIIONHUTEIBHON BIACTH.

Paznen 2. [lopsaiok 1OKYyMeHTHPOBAHUA HHPOPMAIIMU B OPraHaxX BJACTH

Tema 3. CocTaBiieHue u opopMJIeHHE, CTHJIb YIIPABJI€HYECKUX TOKYMEHTOB
Cocrasienue, opopmiieHHe, U3JaHue JOKyMeHTOB. O0mIe TpedoBaHusl.



CocraBieHue ynpaBieHYeCKUX IOKyMeHTOB. [loaroroButenbHblil 3Tam. IloaroroBka mpoekra JOKyMEHTa:
cocraBjieHHe TeKcTa. TpeboBaHUs K TeKCTy ToKyMeHTa. CorjlacoBaHHe MPOeKTa JOKYMEHTA.

Odopmnenne ympaBneHuecknx jgokymeHToB. ['OCT P 6.30-2003 wu IlpaBuna [enonpou3BOICTBA B
benepanbHBIX OpraHax HCHOJIHUTENbHOM BiacTu. OOUIMIl BUA, COCTaB PEKBU3UTOB JOKYMEHTa W MpaBuia UX
opopmrnenus. @opmatel Oymarn u mons. branku mokymenToB. TpeOGoBaHHS K pPEKBHU3HTAM 3JICKTPOHHBIX
JIOKYMEHTOB.

TpeGoBaHust K HM3TOTOBICHUIO JOKYMEHTOB. COBpPEMEHHBIE CIIOCOOBI M TEXHHMKA CO3MaHHS JOKYMEHTOB.
TpadaperHbie 1 TUIIOBbBIE TEKCTHI, MIAOJIOHBI JOKYMEHTOB, HA0OPHI 0053aTENbHBIX (POPM JOKYMEHTOB B MaMATU
KommnbioTepa. [Ipumenenne crangapTHBIX (pa3 U BEIPaKEHUH.

OdunuanbHO-I€TOBOM CTHIIb YIPABICHUYECKHX JOKYMEHTOB. AJPECHOCTb, JOCTOBEPHOCTh, IOJHOTA H
noOyIUTENbHBIN XapakTep o¢uIHMaIbHONH HHpopManuu. Jlekcuyeckne CpeacTBa JOCTHXKEHUS TOYHOCTH,
SICHOCTH U JIJAKOHMYHOCTHU TeKcTa. OOLIeNPUHSATHIE CTUIIEBBIE 00OPOTHI.

Jlekcuueckue, TpaMMAaTHYEeCKUE W KOMITO3UIIMOHHBIC IIpaBHUJa, TNPEABABISIEMble K TEKCTYy JOKYMEHTA.
YnotpebieHue NponuCHBIX U CTPOYHBIX OyKB. JlomycTuMble M Haubolee yrnoTpeOisieMble COKpAIIeHHs CIIOB.
YnorpebiieHue u BBeleHUE B TEKCT abOpeBuaTyp. YacTto BcTpedaeMble OMIMOKH B JCIOBOM JOKYMEHTAITHH.
Odopmrnenue naT v Yucell B JOKYMEHTaX.

PenakTopckas mpaBka Ciry:KeOHBIX JOKYMEHTOB. [IpHHIMIIBI M BUABI PEIAKTHPOBAHUS.

Tema 4. JlokyMeHTHpPOBaHHMe OCHOBHBIX (YHKUIMI ynpaBjeH4YecKoH AeATeJbHOCTH. CHCTeMbl H
KOMILIEKChI JOKYMEeHTALUH

[ToHsATHE CHCTEMBI TOKYMEHTAUU. Y HUPHUIIMPOBAHHBIE CHCTEMBI JIOKYMEHTAIIHH.

ITponetyppl HOArOTOBKU IPOEKTOB U U3/1aHUSI HOPMATHBHBIX AKTOB.

[TpumeneHne O0MIEPOCCUNCKHUX KIIACCU(UKATOPOB TEXHUKO-DKOHOMUYECKOW M COLMAIbHOW HMH(pOpManuu B
COLIMAJIbHO-9KOHOMHUYECKOW 00J1aCTH, B TOM YHUCIIe B 00JaCTH NMPOrHO3UPOBAHMSI, CTATUCTUYECKOTO y4eTa, Ipu
MEXBEJOMCTBEHHOM HMH(OPMAIIMIOHHOM OOMEHEe, CO3JaHUM MH()OPMAIMOHHBIX CHUCTEM M MH(POPMAIIMOHHBIX
pECYpPCOB.

CucremMbl JOKYMEHTAlUU OpraHu3aluy, 00eCIeYnBaOIINE BbIMOIHEHUE ONPEeNIEHHBIX (QYHKIUHI YIIpaBJICHUS.
Cucrema opraHM3allMOHHO-TIPaBOBOI JOKyMeHTanuu. Ha3HadueHue, cocTaB U cojiepKaHue BUJIOB JOKYMEHTOB.
OcobeHHocTH cocTaBiIeHUS U OPOPMIIEHUS 3TUX JOKYMEHTOB. Pa3paboTka aqMUHUCTPATUBHBIX PErJIaMEHTOB,
IIPOEKTOB JIOJDKHOCTHBIX PErIAMEHTOB TOCYJIAapPCTBEHHBIX M MYHHUIMIAIBHBIX CIY)XalIUX, JOJKHOCTHBIX
00s13aHHOCTEMN COTPYTHUKOB OpraHU3aINMA

Cuctema pacropsauTenbHON AokymeHTauuu. Ha3znauenume u coctaB Ilpouenypa MOATOTOBKM M M3/aHUS.
[TocTpoeHne TekcTa KOHCTaTUPYIOUIEH U pacTiopsiAUTENbHON YacTu U odopMiieHHe JokyMeHTa. OcoOeHHOCTH
o(opMIIeHHs BBITUCKU U3 3TUX JJOKYMEHTOB.

Cucrema miaHoBol JokyMeHTanuu. HazHauenue u coctaB. OCOOEHHOCTH COCTaBJIEHUS U O(OPMIIEHUS 3TUX
JOKYMEHTOB.

Cucrema otdyeTHOl nokymMeHTauuu. Haznaduenue u cocras. CocTaBienue u opopmiieHue.

Cuctema cripaBOYHO-MH(POPMALMOHHON M CIIPAaBOYHO-aHAIUTUYECKOM ToKkyMeHTauuu. Ha3Hauenue u cocTas.
CocraBnenne u odopmienue. Ilucema nenoBele M KOMMepueckue, UX BHJbL. Vcmonb3oBaHHE S3BIKOBBIX
dbopmyn (KIMIIUPOBaHHBIX ()pa3) B TEKCTE MUChMA.

JlokyMeHTaIMoOHHOE 0oOecTieueHe MPOBEIeHUsI COBEIIAaHUN 1 MHBIX MEPOIPHUSITHIA.

Paznen 3. Opranuszanust padoThl ¢ 1I0KYyMEHTAMM

Tema 5. JIokyMeHT0000pPOT: HAYYHO-METOAMYECKHE OCHOBbI IPOCKTUPOBAHUS

Copep:xaHne TepMHHA «OpraHU3aIys paboThl ¢ JOKYMEHTamMu». JJOKyMEeHTOOOOPOT: OHATHE U (YHKITHH.
KonmnuecTBenHble mapameTpsl JTOKyMEHTOOOOpOTa: wmacmrTad, o00beM, IUIOTHOCTh, WX 3HAY€HWEe IS
OpraHu3aIMH JOKYMEHTAIIHOHHOTO 00ECIIeYeHHs YIIpaBIeHHs. YUeT o0beMa TOKyMEHT0000pOTa OpraHU3alHH.
KauecTBeHHBIE mapaMeTpsl JTOKYMEHTOOOOpOTa: JAOKYMEHTAIIMOHHBIE TIIOTOKH, COCTaB U CTPYKTypa
AOKYMCHTOB, MapmipyT 10KyMCHTA. OCHOBHBIE TEXHOJIOTUYECKUE ornecpanu ¢ JOKYMCHTAMU: SKCIICAUIIMOHHAA
o0pa0oTKa; CO3/aHue; pEerucTpanus; NpPeIBapUTEILHOE PACCMOTPEHHWE U paclpelesieHne JOKYMEHTOB;



HaIpaBlIeHWE HA UCTIOJHEHHWE W €0 OpPraHU3allvs; UCIIOJIHEHUE U €r0 KOHTPOJIb, 00pad0oTKa MCTIOTHEHHBIX H
OTIIpaBJISIEeMbIX IOKYMEHTOB; HalpaBlieHUE HA TeKyllee XpaHeHue. OCHOBHBIE ITPaBHIIa JOKYMEHTO0O0POTA.
Metoabl UCCIEIOBaHHUS JOKYMEHTOOOOpOTa OpraHu3aly: H3yYeHHE JOKYMEHTOB, HEMOCPEICTBEHHOE
Habmoienue, ¢pororpadust padbouero AHs, ONPOC, aHKETUPOBAHUE, CTATUCTUYECKUM U rpaduueckuii. Onucanue
JOKYMEHTOOOOpOTa:  BBIJCIIEHWE BUJOB W  (OPMUPOBAHHME IMEpPEUHsT  JOKYMEHTOB, pa3paboTka
CTaH/IaPTU30BaHHBIX 1IA0JOHOB JOKYMEHTOB, BBIJCIIEHUE POJIEH y4aCTHUKOB JOKYMEHTOOOOPOTa, ONMUCAHHE
MapuIpyTOB JABWKEHHS JTOKYMEHTOB, OIpE/e/IeHIEe OTBETCTBEHHBIX 32 00pab0OTKy JOKYMEHTA Ha KaXKJIOM dTare
MapuipyTa, TpeboBaHUN K cpokaM 00paboTku nokymeHTa. Co3nanue Tabens u Anpooma GopM TOKYMEHTOB.
ABTOMAaTU3MPOBAaHHBIE CHCTEMBI JTIOKyMEHTO0OOpoTa. BnusHue aBromarnzanuu oOpaboTKM MHGOpMAMMU Ha
KOJMYECTBEHHbIE M KaueCTBEHHBIE XapaKTEPUCTUKH JOoKyMeHTooOopora. MDJIO — MeXBeIOMCTBEHHbIN
ANEKTPOHHBIN JOKyMeHT0000poT. CMOB — cuctema MeXBEIOMCTBEHHOTO 3JICKTPOHHOTO B3aUMOICHCTBUSL.
Tennenuus pocta JOKYMEHTOOOOPOTa B COBPEMEHHBIX yupekIeHHsX. OCHOBHBIE LIEIH COBEPUICHCTBOBAHUS
JOKYMEHTOO0OpOTa:  ONTUMHU3AIMs  MHPOPMALMOHHOTO  OOCCIEYeHHs  YNPABICHYECKHX  pEIICHU,
OTEPaTUBHOCTh U TOYHOCTH MX BBITIOJTHEHHUS.

Oprannzanys HHPOPMAITMOHHO-TTOMCKOBBIX CHCTEM U KOHTPOJISI HCIIOJTHEHUS JOKYMEHTOB.

Perucrpanus u mHAekcalus JOKYMEHTOB KaK OCHOBa ONEPAaTUBHOTO obecredeHus WH(OpMAaIHel perieHus
yIpaBICHYECKUX 337a4. 3HAYCHHWE M 3a/Jauyd, OOIIMe TNpaBWiIa PErHCTPalMU. PerucTpanMoHHBIN HHIEKC
JOKYMEHTa — COCTaB, Ha3HaueHune. POpPMBbI perucTpanui. ABTOMAaTH3UPOBAHHBIE CUCTEMBI PETUCTPALIUH.
KoHTponbs ucromHeHHs AOKYMEHTOB: 3Ha4eHHE, BHIBIL, (OpMbl. Perucrpanus kak OCHOBa KOHTPOJISI CPOKOB
ucnonHeHus: [okyMeHToB. [loctpoenue cpokoBoit kapToTeku. CpOKU UCHIOTHEHUS CIYKeOHOM JOKYMEHTAI|H.
O06o0muieHne 1 aHaIN3 JaHHBIX O CPOKAX MCIOJIHEHUS JOKYMEHTOB. ABTOMAaTH3MPOBAHHBIE CHCTEMBI KOHTPOJI,
WX MPEUMYIIECTBA.

WNudopmannonno-nouckosas cucrema (UIIC) AOY B opranmzammu. Tunsr UIIC (pydnas — TpaJulMOHHAS,
aBTOoMaTu3upoBaHHas). Knaccudukarus nHQOPMAIIMOHHO-TIOUCKOBBIX MACCHBOB JIOKYMEHTOB B OpraHHU3AINH:
CO3JIaHME CITPABOYHBIX KJacCH(UKATOPOB (HA3BaHW BHJIOB JIOKYMEHTOB, KOPPECIIOHIIEHTOB, BOIPOCOB
JeSITeIbHOCTH OpraHU3allui, CTPYKTYPHBIX MOAPA3IeICHUI, 3ar0JJOBKOB IOKYMEHTOB U T.11.). [loTHOTEKCTOBBIE
0a3bl qaHHBIX aBTOMATH3UPOBaHHBIX UTIC 1 X BO3MOXKHOCTH.

Tema 6. Opranu3anusi padoThl ¢ JOKYMEHTAMU, COJIePKALMMH KOH(PUAeHIHATbHbIE CBe1eHHU
[TonsaTus: nHGOpPMALUA «OTKPBITAsH» U «C OTPAHUYEHHBIM JI0CcTyrom». HopmMaTuBHO-TIpaBOBOE peryIMpoBaHue
OTHOIIECHUH, CBSA3aHHBIX ¢ MH(pOpPMaIMel C OrpaHUYeHHbIM A0CcTynoM. [loHsaTHe U BUbI KOH(UIEHIIMAIBHON
uHpopmanuu. l'ocymapcTBeHHas TaiHa Kak 3alllMIIaeMble TOCYJapCTBEHHBIE CBEIEHUS, OTHOCSIIMECS K
BaKHBIM BHJIaM JI€ATEIBHOCTH, pa3rialleHue KOTOPBIX MOKET OBbITh ONMAcHO Juisl rocynapctBa. VcTouHuKH U
KaHaJbl pa3riameHus KoH(QUAeHIHaTIbHOW HHPOpMAIUH.

Cucrema 3amMThI ICHHON MHPOpMAIMU U KOH(DUIEHIINAIBHBIX JOKYMEHTOB.

Jlenonpon3BOICTBEHHBIE OCOOCHHOCTH TEXHOJOrMH OoOpabdOoTKH, Yydera, Mopsaka paboThl IepcoHana,
XpaHEHUs; COCOObI 3aIUTHI IPU POBEACHUU [TEPETOBOPOB.

HopmartuBHO-MeTo1MuecKoe o0ecreuyeHre 3auThl JOKYMEHTHPOBAHHOM HH(pOpMAIIUK.

Tema 7. CucremaTu3anus u odecreyeHue COXPAHHOCTH TOKYMeHTHOH HH(poOpManuu

3Ha4YeHUE CHUCTEMAaTHU3aluu JTOKYMEHTOB JUIS MX ONEPATUBHOI'O MCIOJB30BAHUS U MOCIEAYIOIIETO XPaHEHUS.
Omnpenenenue IIEHHOCTH JOKYMEHTOB M JOKYMEHTHOW uHGopmauuu. KpuTepuu OLEHKM HX Hay4HOI,
COLIMAJIbHOU, PAKTUUECKOM IeHHOCTH. DkcnepTHas komuccus (OK): 3amaum, coctaB, OCHOBHbIE (PYHKIIMH.
Homenknarypa nen Kak KJIacCU(HUKAIMOHHBIM cIpaBodyHUK. TwuroBas, mnpuUMepHas, WHIUBHIyaJIbHAs
HOMEHKJIaTypa jAel. TpeOoBaHUS K COCTaBICHMIO HOMEHKJIATYphl e, X perjiaMeHTalus B HOPMAaTHBHO-
MeToIMYecKuX Marepuanax. llopsgok cocTaBieHHs, COIVIACOBaHUS, YAOCTOBEPEHUS, KOPPEKTUPOBKU
WHUBUAYAIbHON HOMEHKIIATYpPHI €. DKcnepTHo-ipoBepouHas komuccus (3I1K) apxusHoro yupexaenus, e
POJIb B IOJArOTOBKE HOMEHKJIATYpPBI JIEJI OpraHUu3aluu. Y CTAaHOBJIIEHUE CPOKOB XpaHEHUS JIE.

®opmupoBanue nen. CocraBieHue 3arojoBkoB aei. OdopmieHue 0050xkku aena. OCHOBHBIE MPUHIIUIIBI
CHCTEMaTHU3allui JIOKyMEHTOB BHYTPHU J€Jla: BONPOCHO-JIOTUYECKUN, XPOHOJOTHMUYECKUM, an(haBUTHBIN,
HYMEpaIMOHHBIM.

XpaHeHNe JOKYMEHTOB B OIIEPaTUBHON JEATENBHOCTH U TEKYILEE XPAaHEHHE JIEJI: OCHOBHBIE MTpaBUiIa.



ApxuBHoe xpaHenue nen. HopmaruBHoe perynupoBanue. CTpyKTypa apXHUBHBIX YUPEXKIACHHH. ApPXUBHBIN
dboug PO. denepanbHOe apxuBHOE areHTCTBO (PocapxuB) — demepanbHbIii OpraH MCIOJHUTEIHHOW BIIACTH,
OCYIIECTBISIONINN TOCYIapCTBEHHYIO IMOJIUTUKY B 001aCTH apXUBHOTO JIENa.

3aBepuiaronivii 3tan paboThl C JAOKYMEHTaMH. YTMOPSAOYEHHE AapXUBHBIX ITOKyMeHTOB. OdopmieHnue u
omucaHue 3akoHYeHHBIX nen. OdopmieHue nen BpeMeHHOTo (cBbimie 10 JIeT) U MOCTOSHHOTO XPaHCHHS.
Hymepanus nuctoB. BuyTpeHHsisi omuch Jena. 3aBepuTenibHas Haimnuch. OKoHyaTenbHOE OQOpMIICHHE
obnoxku nena. [leperner.

Onucs gen. [lopsanok nepenaun aen B apxuB. ObecrieyeHre COXPaHHOCTH JTOKYMEHTOB B RJIEKTPOHHOU (opme.
[Topsiaok ucnoib30BaHUs JOKYMEHTOB, XPAHSIINXCS B apXUBE.

Cemuuapcxue 3anamusn

Tema 1. OcHOBHBIE TEPMUHBI Jienonpon3BoacTBa. Kiaccudukanus (BUIbI) JOKyMEHTOB.
1. OcHOBHBIE IPUHLIUIIBI U TEPMHUHOJIOTUS J1€TIOIPOU3BOJICTBA.

2. OyHKIMH, TPU3HAKK U CBOICTBA JTOKYMEHTA.

3. Knaccudukanus (Buapl) TOKyMEHTOB.

4. UadopmanmonHas 6a3a TOKyMEHTUPOBAHHON HH(OPMAITIH U €€ HHPPACTPYKTYpa.

Tema 2. HopMaTuBHOE peryimpoBaHUE JIEITOMPONU3BOJICTBA B OPTaHaX MMyOJIMYHOU BIACTH
1. PernameHTanusi opraHu3aliy AeIONPOU3BOICTBA B OPraHax BIIACTH.

2. PermamenTanus opopMIICHUS JOKYMEHTOB.

3. [Mopsaaok oduimanbHOro UCob30BaHus repoa PO u repOOBBIX OJIAHKOB.

4. PernaMmeHTalnMs HCHOJIb30BAHUS T'OCYAAPCTBEHHOTO s3blka P® M rocynapCTBEHHBIX SA3BIKOB peCIyOsIMK-
cyobexToB PD nipu opopmiennn opunuanbHbIX JOKYMEHTOB.

5. PernamenTanus nonojHeHUs O(PUUIMAIBHBIMU JIOKYMEHTAMU PECYpCHOM 0a3bl KOMIUIEKTOBaHMS IOJIHOTO
HAIMOHAJILHOTO OMOINOTEeYHO-UH(OPMALIMOHHOTO (POHAA TOKYMEHTOB PD.

6. PernamenTanus g0cTyna K JOKyMEHTUPOBAHHONW MH(POPMALIUU U €€ 3alUThI.

7. PernamenTanus apxuBHOTO aena B PO.

8. PernamenTanus MeXBeJOMCTBEHHOT'O 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

9. PermameHTanus MeXBEJJOMCTBEHHOTO JIEKTPOHHOTO B3aHMMO/ICHCTBHSL.

10. Pernamenranus o0ecnedeHuss JocTyna K wuHpopmamuu o jaestensHoctd IlpaButensctBa PO n
(benepanbHBIX OPraHOB UCTIOTHUTEIbHOU BIACTH.

Tema 3. [lopsinok foKyMeHTHPOBaHHS HH(OPMALMHU B OPraHax BJIacTH
1. CocraBienue 1 0popMIICHHE YIIPaBIEHUYECKUX JOKYMEHTOB
2. CTunib ynpaBIe€HYECKUX JOKYMEHTOB

Tema 4. JloKyMeHTHpPOBaHHME OCHOBHBIX (YHKUMH yIpaBiieHYeCKOH AeATeqabHOCTH. CuHCTeMBI H
KOMILIEKChI IOKYMEHTAUHHU

1. HopmaTuBHOE perympoBaHue MOATOTOBKH ITPOEKTOB M U3/1aHWsI HOPMATUBHBIX AKTOB.

2. IlpumeHeHne O0MEPOCCUICKUX KIacCU(UKATOPOB TEXHUKO-IKOHOMHUYECKOW M COIMaIbHON MH(pOopManuu B
OpraHax BJIACTH

3. CucreMbl OpraHu3alliOHHO-IIPABOBOM M paCIOPSAUTEIbHON JOKYMEHTAIUH.

4. Cucrtembl IUIAaHOBOW, OTYETHOW, CHPAaBOYHO-UH(GOPMAIMOHHOM U  CIPABOYHO-AaHATUTHYECKON
JOKYMEHTALUU.

Tema 5. IokyMeHTO000pPOT: HAYYHO-METOANMYECKHE OCHOBbI MPOEKTHPOBAHUSA

1. JIokyMEeHTOOOOPOT M €r0 OCHOBHBIE XapaKTEPUCTHUKH.

2. MeToibl UCCIIeIOBAHMS U IPOSKTHUPOBAHUS TOKYMEHTO000pOTa OpraHU3aI|H

3. MeXBEeIOMCTBEHHBIM D3JIEKTPOHHBIN JoKyMeHTooOopoT (MOJI0). MexBeJOMCTBEHHOE AJIEKTPOHHOE
B38.HMO,Z[€I>'ICTBPIC OpraHOB BJIACTH.



4. Opranuzanus HHPOPMALNOHHO-TIOMCKOBBIX CHCTEM U KOHTPOJISI HCIIOTHEHUS JOKYMEHTOB.

Tema 6. Opranmaunﬂ paGOTBI C JOKYMEHTaMHU, CoOAECPKaAIUMHU KOH(i)I/I)IeHIII/IaJILHLIe CBCACHUHA

1. Cucrema 3amuThl IEHHON HH(OpPMAIUK U KOH(UICHIIUATBHBIX IOKYMEHTOB.

2. Jlenomnpou3BOACTBEHHBIE OCOOCHHOCTH TEXHOJOTHH O00paboTKH, yd4eTa, Topsaka padoThl IEpcoHaa,

XpaHEeHHUsI; CIOCOOBI 3alUThI IPU IPOBEIEHUH I1EPETOBOPOB.
3. HopmaruBHO-MeTOAMYECKOE 00ECTIeYeHNE 3aIIUThl JOKYMEHTUPOBAHHON HH(OpMAIUH.

Tema 7. CucremaTn3zanus u odecrevyeHne COXPAHHOCTH JOKYMEHTHOH HH(popManuu

1. HOMCHKHaTypa A€ KaK OCHOBa CHCTEMAaTHU3allMh IOOKYMCHTOB. OHepaTI/IBHOC N TCKYHIEC XPaHCHHC

JIOKYMEHTOB.

2. ApxuBHOE XpaHEeHHE JOKYMEHTOB. ApxuBHbli ¢oHa P®. IloaroroBka m mepemaya €1 Ha apXHUBHOE

XpaHeHue

Camocmosmenvhnas paﬁoma

TeMbl 1J151 CAMOCTOSITEJILHOTO H3YyYCHUA MaTECpHAJIOB

Tema

®opma
KOHTPOJIA

K-Bo yacoB
Ou/3

JIOKYMEHT Kak NpeAMET U CPEICTBO YIIPABICHYECKON
nesTenbHoCcTH. [enonpoun3Boactso B PO: ucropus u
COBpeMeHHOCTb.  OCHOBHBIE  JTambl  pPa3BUTHSA
JIeJIONIPOU3BOJCTBA;  OCOOEHHOCTH  COBPEMEHHOIO
sTamna. J[eaonpon3BoACTBO Kak cdepa NesITeIbHOCTH
10 YIIPABJIECHUIO JOKYMEHTaMHU.

Cocrasiienne
TaOJIMIIEI BUIOB
JIOKYMEHTOB H
cioBaps
OCHOBHBIX
TEPMHUHOB

Tect

5/7

HopmaTtuBHo-mMeTonnueckas 0asa
JOKYMEHTUPOBAHHs YIPABICHUECKON NESATEIBHOCTH.
HopmartuBHOE perynupoBaHHE JEIONPOU3BOJICTBA B
opraHax myOnauuHoW BiacTU. OCHOBHBIE TPYIIIBI
periaMeHTUPYIOLIUX JIOKYMEHTOB:
3aKOHOJATEIbCTBO; HOPMATUBHBIE AaKThl OPraHOB
HWCTIOTHUTEIbHOMN BJIaCTH, HOPMAaTHUBHO-
METOANYECKHUE JIOKYMEHTHI; HOpPMAaTHBHBIE
JOKYMEHTBhl 10 CTaHAAPTU3alUMU U YHUPUKAUU
JOKYMEHTAI[M{; HOpPMAaTHBHbIE JOKYMEHTBHl IO
OpraHM3aLMH U OXPaHE YIPaBICHYECKOTO TPyIa

ITonroroBka
aHAIMTUYECKOTO
0030pa HITA
Tect

5/7

OdunuanbHO-IETOBOM  CTHIb  YIPaBIEHYECKUX
JTOKYMEHTOB. AJIPECHOCTB, IOCTOBEPHOCTH, TOJTHOTA
U TOOyAMTENbHBIM  XapakTep  OQUIHAIBLHON
nHpopMmanmu. JIeKCHYECKHe CpelCTBa JIOCTHIKCHHS
TOYHOCTH, SICHOCTM W JIAKOHMYHOCTH TEKCTa.
OOmenpuHsITHIC CTUIIEBBIE O0OPOTHI.

Jlekcudeckue, rpaMMaTUYECKHUE U KOMITO3UIIMOHHBIE
MpaBWIa, TPEABABIAEMbIE K TEKCTY JOKYMEHTA.
VYnorpebiieHue MPONUCHBIX M CTPOYHBIX OYKB.
Jlomyctumble  u  Haumbosiee  ymoTpeOisieMble
COKpaIlleHHsI CJIOB. YTOTpeOJIeHHe W BBEICHUE B
TEeKCT ab0peBuatyp. YacTto BCTpeuaeMble OITHOKU B
nenoBoit gokymeHTarwu. OQopMiIeHHe aT U YUCel

Brimonnenue
MPAKTUYECKUX
3aJaHuN

Tect

5/7




B JJOKYMEHTaXx.
Pemaktopckas mpaBka CiIy:)K€OHBIX JIOKYMEHTOB.
ITpuHIMIBI M BUJBI PEAAKTUPOBAHUSI.

[Ipumenenne OOIIEPOCCUNCKUX —KIAacCU(UKATOPOB
TEXHUKO-?KOHOMHYECKON " COIMATIbHON
nH(bOpMAIUY B COLUATIEHO-I)KOHOMHYECKOW 001aCTH,
B TOM 4HclIe B 00JacTH TNPOrHO3UPOBAHUS,
CTaTUCTHYECKOTO ydYeTa, MPU MEKBEIOMCTBEHHOM
MH(pOPMAITMOHHOM oOMeHe, CO3aHUU
MHPOPMAIIMOHHBIX CHCTEM U HMH(OPMAIIMOHHBIX
pecypcos.

Cuctemsl JOKYMEHTALUU
00eCIeunBaONIEe  BBIOJHEHUE
(GyHKIMH ynpaBIeHHUS.

OpraHu3aluy,
oTpeeIeHHBIX

Ompoc Ha
CEMUHApPCKOM
3aHATUHU
Tect

5/7

CoxepxaHWe TEpMHHA «OpraHu3ainus pabdoThl ¢
JTOKyMeHTamMu». J|OKyMEHTOOOOpOT: TOHATHE U
GyHKIUH.

KonmdecTBeHHBIE MapamMeTphbl JTIOKYMEHTOOOOpOTa:
Macimrad, 00beM, INIOTHOCTb, WX 3HAYEHUE IS
OpraHM3aliy  JTIOKyMEHTAIlMOHHOTO  00eCreYeHUs
ylnpaBieHus. YdeT o0beMa JIOKyMEHTO00OpoTa
OpraHH3aIHH.

KavecTBeHHbBIE MTapamMeTphl IOKyMEHTO000pOTa:
JOKYMEHTAI[MOHHBIE IIOTOKH, COCTaB U CTPYKTYpa
JIOKYMEHTOB, MapIIpyT JOKYMEHTA.

Omnpoc Ha
CEMHUHAPCKOM
3aHSATHH

Tect

5/7

[lonstus:  uHpoOpManus  «OTKPBITas» M «C
OTPaHUYEHHBIM J0CTyNoM». HopMaTuBHO-paBoBOE
perynupoBaHue OTHOIIEHUH, CBS3aHHBIX  C
uHpopMalnuel ¢ orpaHMYeHHbIM 10cTynoM. [loHsTHE
U BUIBl  KOHQUICHIMATBLHOWM  HMH(POpPMAIIHH.
l'ocymapcTBeHHass ~ TailHa ~ Kak  3alUIIAaeMble
rOCy/lapCTBEHHbIE  CBEJIEHHUS, OTHOCSIIUECS K
BAXHBIM  BUJAM  JCSATEIBHOCTH,  pasliallleHue
KOTOpPBIX MOXET OBITh ONAacHO JUIsl TOCyAapcTBa.
Hcrounuku U KaHaJIbI pasriamieHus
KOH(UIeHIMaIbHON HH(OpMaLUH.

Ompoc Ha
CEMUHAPCKOM
3aHATUU
Tect

5/7

3HaueHUEe CUCTEMATHU3alMM JOKYMEHTOB IS HX
ONEPAaTHBHOIO MCIOJB30BAHUS M TOCIEIYIOIIETO
xpaHeHus. OnpenereHue LEHHOCTH AOKYMEHTOB U
NOKyMeHTHOM uHpopmanuu. Kputepun OLEHKH HX
HAay4YHOH, COLMAJIbHOM, IIPAKTUYECKOH LIEHHOCTH.
OkcneptHas komucceus (OK): 3amaum, cocras,
OCHOBHBIE (DYHKITHH.

Omnpoc Ha
CEMHUHAPCKOM
3aHATUU

Tect

6/7

5. OBPA3OBATEJIbBHBIE TEXHOJIOI'MU

B npenonaBanny Kypca UCTIONB3YIOTCS ciaeayromue Gopmbl yaeOHONH paboThI:
JEKUWU; CEMUHapbl, Ha KOTOPBIX OOCYXJAIOTCSI BOMPOCHI JIEKUMH M JIOMAIIHUX 3aJaHUi, JOKJIaabl,
MIPOBOJISATCS TUCKYCCHH, KOHTPOJIbHBIE pabOThI, TECTUPOBAHUE.
caMOoCTOsITeNIbHasE paboTa CTYJIEHTOB, BKJIIOUAIOIAsl YCBOEHUE TEOPETUYECKOIO MaTepuala, MOArOTOBKA K
CeMHHapaM, BBINIOJHEHHE TBOPUYECKUX 3aJaHWi, HamucaHue pedepaToB, TE3UCOB, cTaTei, paborta ¢
JIEKTPOHHBIM Y4€OHO-METOAMUYECKUM KOMIUIEKCOM, OJATOTOBKA K TEKYLIEMY
KOHTPOJIb 3HAaHUM K IPOMEXKYTOUYHBIM aTTECTALUAM, K 3a4ETY U DK3aMEHY;
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- TECTUPOBAHME MO OTAEIbHBIM T€MaM JUCHUILIUHBL, 10 MOIYJISIM IPOTPAMMBI;
- HUWPC, Bxmtoyaromnias 3aHATHS CTYICHTOB B CTYJACHUYECKOM HAYYHOM OOIIECTBE, y4acTHe B KOH(EPEeHIIUSIX,

OJIMMITHAJIAX

— KOHCYJIBTHPOBAHUC CTYACHTOB IIO BOIIpOCaM yqe6Hor0 Marcpuajia, HalluCaHusgd TE3HUCOB, CTaTefI, JOKJIaa0B

Ha KOH(epeHLn .

B npenoaaBaH AUCHUILIAHBI HUCIIOJB3YHOTCA CICAYIOIMUC HHHOBATMOHHBIC U MHTCPAKTUBHBIC TCXHOJIOTUH

oOy4eHHUS:

HNHHOBAIIMOHHBIE

HHTepaKTI/IBHLIe

HanmenoBanue
paznena
TUCLIUTLTUHEI

Pa36op KOHKpeTHBIX cuTyanuii (kelicos- case-studies)

-IIOMCKOBBIN METO/T

[IpodeccnonanbHbIM TPEHUHT
MeTto poeKToB
JlucraHnnoHHOE 00ydYeHue

Hayuno

[IpobaemHOE H3NMOKEHNE

DBpucTHUEeCKas Oecena

Huckyccus

Mo3rosoii mrypm

Kpyrastit cron
Jenosas urpa

Ponesas urpa

MaCTep'KﬂaCCLI 3KCIIEPTOB-CICIIUATIMCTOB

Pomnp
JTOKYMEHTHPOBAHHO
it uH(op™Maruu B
cucTemMe
yIIpaBJICHUs

HopmatusHoe
peryJiupoBaHue
JOKYMEHTUPOBaHUS
YIIPABJIEHYECKOU
JIeSITEIbHOCTH

1np | 1p

JK

1p

CocraBiieHue u
odopMIieHHE, CTHIIH
yIPaBICHUYECKUX
JTIOKYMEHTOB

JIK

1p | 1p

1p

1p

1p

1p

JIOKyMEHTUPOBaHHE
OCHOBHBIX (QYHKIUIT
YIIPABJICHYECKOU
NeSITeIbHOCTH.
Cucremsl n
KOMILJIEKCBI
JOKYMEHTAIIH

JIK

Y

1p

1p

JIoKyMeHTO000POT:
HAY4HO-
METOAMYECKHUEC
OCHOBBI
MIPOCKTHUPOBAHUS

1p

1p

JK

JK
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Opranuzanus
paboTsI ¢
JIOKyMEHTaMH,
coJiepKaluMu
KOH(HUACHITHATHHBIC
CBCACHHS

np np | op JK | mp | mp

Cucremartuzanus u
obecrieueHne

COXPaHHOCTH np | JK | mp | mp | mp np
JIOKYMEHTHOM
nHpopmauu

6. OIEHOYHBIE CPEIACTBA JIJId TEKYHEIO KOHTPOJISA YCIIEBAEMOCTMU,
MPOMEXYTOUYHOMN ATTECTAIIUM 110 UTOT'AM OCBOEHUSI INCHUIIJVIMHBI 1 YYEBHO-
METOJIUYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHOM PABOTBI CTYJAEHTOB

OI1CHOYHBIC CpENCTBA IS TEKYIIErO0 KOHTPOJIS YCIEBAEMOCTH BKJIFOYAIOT B ceOS BOMPOCH K
CGMI/IHapCKI/IM 3aHATUAM, TEMbI OOKJIaJOB K Ka)KI[OMy CGMI/IHapy, a TaKXC TCMBbI pe(bepaTOB, TCCThI IIO
OT/ACTbHBIM TEMaM M MOYJISAM IPOrPaMMBbl B CBSI3M C MPOMEKYTOYHBIMH AaTTECTAIlMSIMHU, KOHTPOJHHBIC
BOTIPOCHI K 3aY€Ty M K K3aMEHY.

Pa3HooOpa3Hbie OICHOYHBIC CPEACTBA HAMpPABICHBI HA BBIABJICHHEC KAayeCTBA YCBOCHHBIX 3HAHUIA,
crerneHu c(hOPMHUPOBAHHOCTH IMOCIIEI0BATEIBHOIO, J0KA3aTEIbHOTO KPUTHYECKOIO MBIIUICHUS U pedeKcu,
YMEHHU ONEPUPOBAHMS TMOHATHIHHBIM COCTABOM, BIIAJCHUS METOIUKOW M METOJOJOTHEH HCCIIeA0BaHUS
OOII[ECTBEHHOTO MHEHHUS.

6.1. Tembl peepaToB no JUCHUNIUHE

TepmuHOIOTHS JOKYMEHTUPOBAHMS yIIpaBlIeHUYECKOM HH(popMauu

TepMuHOIOTHS OpraHu3auy paboThl ¢ JOKYMEHTaMH

[ToHATHE TOKYMEHTA: MPU3HAKH, CBOUCTBA, (DYHKIIMH

Knaccugukanus ynpaBieHuYeCKUX JOKYMEHTOB

PernameHTarust opraHu3anuy 1€I0NPOU3BOJICTBA B OpraHax BIacTH

PernamenTanus opopmiieHus: JOKYMEHTOB

[Topsimok odunmansHOro ncnosab3oBanus repda P@ u rep6oBbIX 6J1aHKOB

PernmameHTarusi HCIIOIB30BaHUS TOCYAAPCTBEHHOTO s13bIka P® 1 rocyqapCTBEHHBIX S3BIKOB PECIyOINK-
Cy6’beKTOB P® npu odopmieHnn opuIHaIbHBIX JOKYMEHTOB

9.  PermameHTanus momoyHEHU O(QUIIHATEHBIMA JOKYMEHTAMH PECYpCHOHN 0a3bl KOMIUIEKTOBAHUS MTOJTHOTO
HaIMOHAJIBHOTO OMOINOTEYHO-UH(POPMAITMOHHOTO (hOHa TOKYMEHTOB PD

10. Permamenrarusi paboOTHI C JOKYMEHTaMHU C OTPAHUICHHBIM JJOCTYIIOM B OpTaHaX BIAcTH

11. Pernamenranust opopMIIEHUS TOKYMEHTOB

12. Tlopsnok opuIHaIbHOTO HCIONB30BaHus repda PO u repOoBBIX O1aHKOB

13. PeryiameHTarus MCMOJIb30BaHUs FOCYJAapPCTBEHHOTO si3blka PD U rocynapcTBEHHBIX S3BIKOB PECIyOJINK-
cyobexToB PD nipu odopmieHnn opuuanbHbIX JOKYMEHTOB

14. CoBpeMeHHBIE CIOCOOBI U TEXHHUKA CO3/IaHUS IOKYMEHTOB

15. Hopmbl opunmanbHO-1€7I0BOT0 CTHIIS YIIPABICHUYECKUX JOKYMEHTOB

16. TIpuHUMOBI ¥ BUJIBI PEJAKTHUPOBAHUS YIPABICHYECKUX JOKYMEHTOB

17. PermameHTanus MOATOTOBKY M W3/IaHHSI HOPMATHBHBIX aKTOB

18. Pa3paboTka aIMHUHHCTPATUBHBIX PETIaMEHTOB

19. Pa3paboTka ImpOEKTOB MOJKHOCTHBIX PETIAMEHTOB IOCYIApCTBEHHBIX M MYHUIMMAIBHBIX CIYXKAalUX,
JOJDKHOCTHBIX 00S13aHHOCTEH COTPYTHHKOB OpraHu3aluit

20. MeToap! HCcClIeIOBAaHUS U TPOCKTUPOBAHUS JOKYMEHTOO00pOTa

21. PeryiaMeHTanus MeXBEIOMCTBEHHOTO JIEKTPOHHOTO JOKyMeHTooOopoTa (MDJ10)

22. Opranuzanust ”HQOPMAIIMOHHO-TIOUCKOBBIX CUCTEM U KOHTPOJISI UCIIOJHEHUS IOKyMEHTOB

N WNEC
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23. OCHOBBI CHCTEMaTHU3allMU M YCTaHOBIICHHS CPOKOB XPaHEHUS IOKyMEHTOB B OpraHax BJIacTH
24. PernaMeHTalus apXUBHOI'O XPAHEHUS IOKyMEHTOB B PO

6.2. Bonipocsl Kk 3a4eTy
1.  [lemompou3BoACTBO Kak (yHKUus yrpasieHus. YmpasieHnue nokymeHtamu (I'OCT P UCO 15489-1-

N
o
S
<

N—r

Jlenonpou3BOICTBO KaK BUJ pabOT B OpraHU3aLUH.

CrpykTypa nH(GOPMALIMOHHBIX PECYPCOB OPraHU3ALIUY.

JIOKYMEHT B JI€JI0NIPOU3BOJICTBE: ONPEEIICHUE, IPU3HAKHU, CBONCTBA.

JIOKyMEHT Kak IpeaMET, CPEICTBO U CIIOCO0 YIPaBIEHUYECKOMN A€ATEIbHOCTH.

JIOKyMEHTBI Ha OyMa)KHOM M JIEKTPOHHOM HOCHUTEJIE: CPAaBHUTEIbHAS XapaKTePUCTHKA.

IOpunnyeckas cuiia 10KyMeHTa.

YHu}UKanus J0KYMEHTOB: LIEIH U CIIOCOOBI.

OcHOBHbIE 33/1a4M CTaHIaPTU3ALUHU JTOKYMEHTOB.

0. O6mepoccuiickue KIaccupuKaTopbI

1. PasButme penonpousBojcTBa B Poccu: OCHOBHBIE 3Tallbl, TPAJULMU HOPMATHUBHO-TIPABOBOI'O
peryJupoBaHHsL.

12.  OcHoBHble TpyNIbl HOPMAaTHBHBIX JIOKYMEHTOB, PETIaMEHTUPYIOUIMX JeJIONPOM3BOJICTBO B OpraHax
BJIACTH.

13. OcHoBHble TpeOOBaHUS K O(OPMIICHUIO JOKYMEHTOB.

14. CognepkaHue TEPMHHOB «IOKYMEHTHPOBaHUE MH(OPMAIMN» U «OPTraHU3aIus paboThl ¢ JOKYMEHTaMM)
(TOCT P 51141-98).

15. OcHoBHBIE ATaNbl CO3/IaHUS OPTAHU3ALMOHHO-YITPABIECHYECKUX JOKYMEHTOB.

16. OcHoBHbIe TpeOOBaHUS K COCTABICHHUIO TEKCTA TIOKYMEHTA.

17. O6uue TpedoBaHus K 0POPMIICHUIO U U3TOTOBIIEHUIO JOKYMEHTOB.

18. Onmnpenenenue TepMuHa «OJaHK JOKYMEHTa». Buabl 61aHKOB.

19. IIpumenenue repOOBBIX OJIaHKOB.

20. OcHoBHBIE HOPMBI OPUITHATBHO-IETIOBOTO CTHIIA.

21. KoMITO3UIIMOHHBIE OCOOCHHOCTH COCTABIIEHUS TEKCTOB JOKYMEHTOB.

22. Bwunpl npaBKy NP peIaKTUPOBAHUU TEKCTA JOKYMEHTA.

23.  DopMyiBl IUYHOTO OOpaIIeHUs, YIIOTPeOIsieMble B CITy)KEOHBIX TOKYMEHTAX.

24. PermaMeHTanus Opoueayp MOArOTOBKU MPOEKTOB U M3AaHUS HOPMATUBHBIX aKTOB.

25. OpranuzanuoHHO-TIpaBoBas cuctema JgokymeHtanmuu. CoctaB. OCHOBHBIC TMpaBWIa CO3JTaHUS H
odopmiteHusl.

26. PacropsauTenbHas cucTeMa TOKyMeHTanuu. HopmatuBHO-mipaBoBoi xapaktep. CoctaB. OCHOBHEBIE
IpaBUjIa CO3/1aHUS U OPOPMIICHHUS.

27. TlmaHoBas M OTYETHAsl CHCTEMBI JJOKyMeHTanuu opranuzaiuu. CoctaB. OCHOBHBIC TIpaBHJIa CO3AaHUS U
oopmieHus.

28. HMHpopmammoHHO-CTIpaBOYHAsl CHUCTeMa JOKyMeHTanuu opraHuzanun. CocraB. OCHOBHBIE IpaBHIIA
cozJiaHust ¥ opopMIIeHuSI.

29. B3auMOCBs3b OCHOBHBIX CHCTEM OpPTaHU3aIMOHHO-YIIPABICHYECKOH MoKyMeHTanuu. OCHOBHBIE (DYHKITHH
yIipaBJieHUs, 00eCIIeYnBAEMbIE STUMH CHUCTEMAMHU.

30. JlokyMeHTHpOBaHHWE PEIICHUI KOJIEIrHaTbHBIX OPTaHOB YIIPABIICHUSI.

31. Bunsl 1en0BBIX U KOMMepueckux nuceM. [IpaBumna opopmiieHus: OCHOBHbIE peKBU3UTHL. [IpaBo moamucu
u ee oopMIICHHE.

32. Bwuabl J10KyMEHTOB, PETJIaMEHTHPYIOLUUX pa3felieHHe TPyAa U KOOPJMHALMIO NESTeIbHOCTH B OpraHax
BnacTh. Pa3paboTka  aJIMUHUCTPATHBHBIX  PETJIAMEHTOB, MPOEKTOB  JIOJDKHOCTHBIX  pErjlaMeHTOB
rOCYJapCTBEHHBIX U MYHHIMIAIBHBIX CIYXalUX, JOJDKHOCTHBIX 0053aHHOCTEH COTPYAHUKOB OpraHU3aINi.
33.  JlokyMeHTO00OpOT OpraHu3aIuu: ONpeIeIeHUE TEPMHUHA, CTPYKTYpa, OCHOBHBIC ITapaMETPHI.

34. TlpoektupoBaHme AOKyMeHTOOOOpoTa. MeTonasl wccnenoBanus. [IpaBuia  CcOBEPIIEHCTBOBAHUS.
[TpenmymiecTBa 371€KTPOHHOIO JOKYMEHTO000POTA.

35. KomnmnuecTBeHHBIE TapaMeTPhl JOKYMEHTO000poTa: MaciuTad, 00beM, IIIOTHOCTb.

RRO©ONO O M~WN
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36. KauecTBeHHbIE apaMeTpbl JOKYMEHTOOOOPOTA: JTOKYMEHTOIIOTOKH, UX CTPYKTypa (BHUIbl JOKYMEHTOB),
MapuIpyThl JOKYMEHTOB.

37. OcHoBHBIE oniepanyy Mo 00padoTKe JOKYMEHTOB.

38. Omepauust perucTpalvy JOKYMEHTOB: OIpeesIeHUue, OCHOBHbIE (DyHKIMHU. Perucrpannonusie GopMsl U
CIOCOOBI PEruCTpPaIluy TOKYMEHTOB.

39. Hndopmammonno-nouckosas cucrema (UI1C) opranuzanun. @yHKIUKA U CITOCOOBI CO3aHUS.

40. KOHTpPOJIb CPOKOB HCIIOJHEHHS JJOKYMEHTOB: (DYHKIIUU U OCHOBHBIE BH/IBL.

41. CucremaTu3zanys JOKYMEHTOB B OpraHM3allMy: 1M U OCHOBHOM CIIOCO0.

42. DOxcneprtHas koMmuccus opranuzanuu. CoctaB. OCHOBHBIE (DYHKIIHU.

43. Homenknarypa Jien opranuzauuu: GyHKIUN U CTpYKTypa. THIIOBOM U IPUMEPHbIE TEPEUHH

44, Tekyliee XpaHeHUE JTOKyMEHTallUd B OyMaXHOM BUJE (I€JI0, MpaBUJIa €r0 XpaHEHUs). DIEKTPOHHBIN
apXMB.

45. TpebOoBaHHS K TEKYLIEMY XPAaHEHHUIO €T U AJIEKTPOHHBIX (hailiioB.

46. HopmaTuBHBIE IPABOBbIE AKThI, PETYJIUPYIOLINE MOHATHE «OCYJAapCTBEHHAs TalfHa» U MOPSJIOK paboTh
¢ uHpopmManuei, coaep)kaiield rocy1apcTBEHHYI0 TaliHy (IIpUMeHsieMble TPUQBI, MTOPSAIOK BBIICICHHUS TaKOU
nH(pOpMaIuK, OTBETCTBEHHOCTB ).

47. HopmaTuBHBIC NPABOBBIE aKTHl, PETYIMPYIONINE MOHATHE «KOH(UACHIMAIbHAS HWH(popManus». Bumbl
KOH(HIEHIIMATbHON HH(OpMAIMK OpraHU3alluy U IPUMEHsIeMble TpU(bI OrpaHUUYEHHsI JOCTYIA K HEH.

48. TlousTue «ueHHas nHGOpMaIysy. BHIbl JOKYMEHTOB C IEHHOH HH(OpMaIuei.

49. OcHOBHbBIE HCTOUYHUKHU M KaHAJbI pa3riameHust UHGopMalMu OrpaHUuYeHHOro JOCTYIIA.

50. OcHOBHBIE 3JI€MEHTHI CHCTEMBI 3aIIUTHI HH(OPMAIIMH OPTaHU3AIIH.

51. HopmaTuBHBIE JOKYMEHTHI, PEIVIAMEHTUPYIOIINE MOPSIOK paboThl ¢ KOH(UICHIMAIBHOW HHpOpMaIuei
B OpTaHU3aAIUH.

52.  Odopmnenue nen (haidaoB), oISKANMX JTUTEIBHOMY XpaHEHHUIO.

53. Tlopsmok nepenaun aen (pailyioB) Ha apXUBHOE XPAHCHHE.

54. TlopsaoK YHUYTOXEHHUS JOKYMEHTOB, CPOK XpaHEHUsI KOTOPBIX HCTEK.

6.3. MaTtepuajbl AMarHocTu4eckoro KoHTpoJs (Tectbl):

Paznen 1

1. Nadopmanus paccmaTpuBaeTcs B IPOLIECCe YITPABICHUS KaK

) OJIMH M3 acTIeKTOB yIPABICHHS

D) seMeHT TEeXHOJIOTHH yIIpaBIICHUSI

C) oaHa u3 QYHKIUHA yIIpaBICHHS

*d) oiMH M3 OCHOBHBIX PECYPCOB YIIPABICHHUS

€) 2JIEMEHT JIeJIONPOM3BOJICTBA

2. Jlenonpou3BOACTBO PACCMATPHUBACTCSI B HACTOSIIIICE BPEMSI B CHCTEME YIIPABJICHUS Kak

*a) ogHa U3 PYHKIMH yIIpaBIeHUs

b) omvH U3 acriekToB ynpaBIeHUsS

C) 2JIEMEHT TEXHOJIOTHH YIPaBICHUS

d) oiMH U3 OCHOBHBIX PECYPCOB YIIPABJICHHS

€) sJieMeHT MH)OPMAIIMOHHBIX PECYPCOB

3. C TOUKHM 3peHUS 1EJIONPOU3BOJICTBA, JOKYMEHT — 3TO

a) o(OPMIICHHBIH B COOTBETCTBHHU C TPEOOBAHUSAMHU TEKCT

b) dbukcamust Ha TFOOOM HOCHTEIIE ONPEEICHHBIX O(UIINATBHBIX JTaHHBIX

C) nHpopmanysl, 3adpUKCUpOBaHHAs B TIOOOM BHJIE HA JIIOOOM HOCHTENE

d) nanHbie, 3aMKCUPOBAaHHbIC HA JIFOOOM HOCHTEIIE, TIPE/IIOIATraoIie BO3MOXKHOCTh UX PACIIU(POBKU
*e) 3aduKCHpOBaHHAas Ha MaTepHalIbHOM HocHuTene WHopManms C PEKBU3UTAMH, TIO3BOJIIONIMMHU €6
UACHTHPHULIUPOBATH

4. DNEeKTPOHHBIN TOKYMEHT — 3TO

a) croco6 XpaHeHHsI TPAIUIHOHHOTO (TIEPBHYHOTO, OYMaKHOTO) JOKYMEHTA

D) nmepBUYHBI YIEKTPOHHBIN TOKYMEHT, BKIIIOYAEMbIi B UHPOPMALIMOHHYIO CUCTEMY 0e3 OyMaxHOH (OpMBI
C) croco0 HEeNnocpeACTBEHHOTO HH(OPMHUPOBAHUSI MTOJIH30BATEIS
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*d) moxyMeHTHpOBaHHAs HMH(GOpPMAIHKsS, TPEACTABICHHAS B JJIEKTPOHHON (OpMe, TO €CTh B BHIE, MPHUTOTHOM IS
BOCIIPHATHUSI YEJIIOBEKOM C HCIOJIb30BAHMEM OJJICKTPOHHBIX BBIYUCIUTENbHBIX MAIIUH, a TaKXe Ul Iepefadyd Mo
WHPOPMALMOHHO-TEIEKOMMYHHUKAIIMOHHBIM CETSM MK 00pabOTKH B HH(OPMALIMOHHBIX CUCTEMaX

€) JOKYMEHT, IPUTOAHBIN /7151 aBTOMATHYECKOTO CUMTHIBAHUS COZIeprKallleiicss B HeM HHPOPMaIu

5. K anemenTtam na(bOpMaImmoHHON HHGPACTPYKTYPHI OPTaHU3AIH OTHOCSATCS:

a) CyLIECTBYIOIIas CUCTEMA YIPaBJIeHHUsI JOKyMEHTauein

*b) coBOKyMHOCTE coepiKaieiicst B 6a3ax JaHHBIX HH(POPMAIUH

*C) nHpOpMAITTOHHBIC TEXHOJIOTHH U TEXHUYECKHAE CPEICTBA

d) OyMaXKHBIX U 3JIEKTPOHHBIX JJOKYMEHTOB

*e) nHhopMallMOHHBIC HABBIKU U KyJIbTYpa IepcoHala OpraHu3aliu

6. K Bumam crangapToB, NPUMEHSIEMBIX B IEIONPOU3BOICTBE, OTHOCSATCS:

*a) MeXIyHapOTHBIC

b) obnactHbIe

*C) peruoHanbHbIC

d) MexxpernoHaibHbIE

*@) cTaHmapThl OpraHN3aIHi

7. IIpuHATO BBIIENATH B Pa3BUTHHU FOCYJAPCTBEHHOTO JAEJIONPON3BOACTBa B Poccun

a) 4eThIpe OCHOBHBIX 3Tara

b) nsiTh OCHOBHBIX 3TaNoOB

*C) Tpu OCHOBHBIX 3Tara

d) 1Ba OCHOBHBIX 3Tarna

€) OTCYTCTBYET OOIIENpPU3HAHHAS B TEOPHU AEIONPOU3BOACTBA MEPHOAN3ALIMS

8. K ocoGeHHOCTSIM [IeNIONPON3BOJICTBA HA COBPEMEHHOM JTaIle Pa3BUTHUS CIEAYET OTHECTH

*8) TeHACHIMIO CTAHOBJICHHSI CUCTEMBI YIIPABIICHHUS TOKYMEHTaIUEH

b) pasngeneHue aenONpPOM3BOACTBA HA JBE COCTABHBIC YAaCTH: JOKYMECHTHPOBAaHHE M OPraHH3alHI0 pPaboThl ¢
JOKYMEHTaMH

C) KIacCU(pHUKAINIO CHCTEM YIPaBICHUECKON JOKYMEHTAIIUH

d) co3manue 00IIEPOCCHICKUX KIIAaCCU(PHUKATOPOB JJOKYMEHTOB M JJOKYMEHTHO# HH(pOpMauu

€) HaJIN4Ke TEOPETUIECKUX PadOT MO JIEJIONPON3BOICTBY

9. B xakoM U3 MepeyrcIeHHBIX HOPMATUBHBIX MTPABOBBIX JOKYMEHTOB JIaHO OTIpe/ielieHIe TEPMUHA «HH(POpMAITHSD»:
a) Koncturymus PO

b) Vka3 Ilpesunenta PO «O0 yTBepKICHHUHN MIEPEUHSs CBEICHUI, OTHECEHHBIX K TOCY/IaPCTBEHHON TaiiHe»
*c) 3akon P «O6 nnpopmaunu, "HGOPMALTMOHHBIX TEXHOIOTUAX U O 3aIUTe HHPOpMALN»

d) 3akoH PD «O TeXHHYECKOM PeryJIHpOBaHUNY

e) I'paxnanckuii Konexkc PO

10. Benenue deaepanbHOro HHGOPMALMOHHOTO (POH/IA TEXHUYECKUX PETJIAMEHTOB U CTAaHAAPTOB BXOJUT B (QYHKIHH:
a) [IpaBurenscTBa PO

*b) Poccrannmapra (PenepaibHOE areHTCTBO MO TEXHUYECKOMY PErYJIIMPOBAHHIO M METPOJIOTHH)

) Pocapxusa

d) IIpaBurenscTBa cyonekTOB PO

€) Munucrepcts PO

11. YaudunupoBaHHbIE CUCTEMBI JOKYMEHTALIMH pa3padaThIBaloT:

*a) Pocapxus

b) ITpaBurenscTBO PD

*c) Poccrangapt (PepepanbHOE areHTCTBO 10 TEXHUYECKOMY PETYIHMPOBAHUIO U METPOJIOTUH)

*d) Munucrepcrsa PO

e) [IpaButenscTBO CyOBEKTOB PO

12. Opranun3zanysi — IEHTP HOPMATHBHO-METOIUYECKUX Pa3pabOTOK IO JIEIOTPOU3BOJICTBY:

a) IlpaButensctBo PO

b) Poccranmapt (DemepanbHOE areHTCTBO 110 TEXHUYECKOMY PETryJTHPOBAHHUIO K METPOJIOTHH)

¢) [IpaButenscTBO CyOBEKTOB PD

*d) Pocapxus

€) MunucrepcTBa

Pasnea 2.
1. TpeOoBaHus k 0OPMIICHHIO JOKYMEHTOB B OpraHax BJIacTH ONPENEISIOT:
*a) IlpaBuna nenonpoussoactsa B ©®OVB
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b) TOCT P 51141-98

*c) 'OCT P 6.30-2003

d) TOCT P UCO 15489-1-2007

e) F'OCT 17914-72

2. B cocraB pekBusutoB, pekomenaoBanusix ['OCT P 6.30-2003 BxomasT:
a) rpud orpaHUYEeHHS JOCTYIIA K JOKYMEHTY

*b) agpecar

*C) oTMeTKa 00 MCTIOTHEHWH TOKyMEHTA M HAIIPaBIEHHUH €r0 B JIEJI0

*d) ocHOBHOI#1 rocymapcTBeHHbIH peructpaimorusiii Homep (OI'PH) ropuandeckoro suia
*€) MeCTO COCTaBIICHHS WIIH H3JaHHUS JOKYMEHTa

3. ®opmarsl 6ymaru, pekomernoBanubsie 'OCT P 6.30-2003 s 3roToBIEHUS YIPaBIEHYECKUX JOKYMEHTOB!
a)A3

*b)AS

c)b4

*d) A 4

e)b6

4. K ocHOBHBIM HOpMaM O(HUIHATBHOTO JAEIOBOTO SI3bIKA OTHOCSTCS

*3) TaKOHMIHOCTD H3JIOKCHHS

*h) OOy KIAKOIINIA XapaKTep TEKCTa

C) OTCYTCTBHE YCTOSIBIIMXCS PEUEBBIX (POPMYIT

*d) ampecHoCTh HHPOPMALIUH

€) SMOIMOHAIBHBIN TOH H3I0KEHHSI

5. [1epBrlii 3Tan NOArOTOBKH YIPaBJIEHUYECKOTO JOKYMEHTA HAUUHACTCS C !
) 3y4eHHs1 HOPMAaTHUBHOM WHPOPMALIUH O PEIIaeéMOMY BOTIPOCY

b) uzydenust urdopmaIum Mo pernaeMomMy BOIpocy

C) U3Y4YEHHUS THUIOBBIX JOKYMEHTOB

d) moaroToBKM TEKCTA

*e) BpI0Opa BUa TOKYMEHTa

6. K opraamzannoHHo-ipaBoBoO# cucteme AokymeHTannu HE oTHOCHTCS:
*a) IIpoTokon

b) Ycras

¢) UuCcTpyKINS

d) ITamsTka

e) PermamenTt

7. K pactiopsimutensHoii cucreme gokymentannu HE oTHocuTes

a) [locraHoBacHNE

b) Pemenne

C) Ykazanmue

*d) ITpoTokon

e) I[Ipukas

8. BHyTpeHHHE OTYeThl B OpraHu3aIllui 0QOPMIISFOTCS

a) B COOTBETCTBUH C yCTAaHOBJIEHHBIMHU TPEOOBAHUSIMHU

b) B TabmuHOi popme

*C) B YCTaHOBJICHHOW B Opranu3aiuu hopme

d) B mpon3BoIBbHOI opme

e) B popme, ycraHosneHHOM ['ockomcTatom PO

9. K m1aHoBoO# cUCTEME JOKYMEHTAIIUMHA OTHOCSITCS

*a) busnec-mian

*b) ITnan-rpaduk

*c) 'padux

*d) I'paduk-cxema

*e) Ilporpamma

10. B cocTaB cipaBoYHO-UH(OPMAMOHHONW CHCTEMBI JOKYMEHTAIIMN BXOIAT:
*a) mepemnucka

*b) mpoTokou

C) maMsTKa

*d) mokmamHast, Ciry:keOHas 1 00bSICHUTEIbHAS 3AIMCKY



€) MHCTPYKIIHS

11. Ympasnenueckas QyHKIH, odecrieunBaeMast HHPOPMAIOHHO-CIIPAaBOYHBIMH JJOKYMEHTaMH
a) MOTUBAIUS

b) koHTpOIH

C) TUTAaHUPOBaHHUE

*d) obecrieueHre MPUHATHS PELMICHNI TOCTOBEPHOI HH(pOpMaIIHeit

) JeMOKpaTH3alus CTUIIA YIPaBICHUS

12. Buzael JOKYMEHTOB, pETJIAMCHTUPYIOIIUX pa3ieiicHue Tpyla W KOOPAWHAIMIO JEATEILHOCTH COTPYJHHKOB
OpraHu3aIuu

*a) YcraB

b) [MpoTokoin coBelanust y pyKOBOAUTEIS

*C) JomKkHoCTHAS MHCTPYKIIHS

*d) [omoxenwue 06 oTaee

*@) Pernament

13./lokyMeHTHUpOBaHHNE PEIICHUI PyKOBOAUTENS OpraHu3ai (GUKCHPYyeTCs B:

*a) mpuKasze

b) mocranoBneHnn

*C) pacropsoKeHUH

d) perenun

*e) ykazaHuu

14. B coctaB AAMUHUCTPATUBHOTO PETIAMEHTa OpPraHa BIaCTH BXOJIST:

a) [NonoxeHue 0 TaHHOM TOCYAapCTBEHHOM OPraHe BIACTH

*b) AIMHHUCTPATHBHBII perfiaMeHT UCIIOJIHEHHS TOCYAapPCTBEHHBIX (DYHKIIMI

) PernmamenT pacnpeaenenus GyHKIUN MEKIY PYKOBOJICTBOM JaHHOI'O OpraHa BIACTH
*d) PersiaMeHT mpeoCTaBaeHHUs TOCYIaPCTBEHHBIX YCIyT

*e) JIoJDKHOCTHBIE PEeTIaMEHTHI

Paznea 3.

1. Hoxymentoobopot B 'OCT P 51141-98 onpeneneH Kak:

a) COBOKYITHOCTb BCEX JJOKYMEHTOIIOTOKOB BHYTPY OpraHU3aluu

*b) nBIKEHHE TOKYMEHTOB B OpraHH3allMd C MOMEHTA MX CO3[aHHs HJIM TOJYYCHHUs [0 3aBEPIICHUS UCIIONHECHHS HIIH
OTIIPABKHU

C) JIBIKEHHE JIOKYMEHTOB B OpTaHU3AIMH, HAIIPABIIsIeMOe CITy>KO0H JeTopon3BOJICTBA (CEKpeTapéM)

d) ABMXeHHE JOKYMEHTOB B OPTraHU3al[i B COOTBETCTBHHU C MHCTPYKIHEH MO eTONMPOH3BOICTBY

€) JBIKEHNE TOKYMEHTOB B OpPraHU3all B COOTBETCTBUH C TPEOOBaHMUSIMH BCEX HOPMATUBOB IO AEJIONPOU3BOACTBY
2. DNeKTpOHHBIA U OyMa)KHBIA JOKYMEHTOOOOPOT B OpraHH3aluN

a) BeAyTcs NapaJlIesbHO JIPYT APYTY

b) aneKkTpOHHBIN JOKYMEHTOOOOPOT BeAeTCs HHPOPMAILIMOHHBIM OT/IEIOM, a OYMaXKHbII — CITy>KOO0M 1eI0NPOU3BO/ICTBA
*C) TOJDKHBI PEACTABIISTH €IUHYIO CUCTEMY

d) BeayTcsi HA OCHOBE Pa3IMYHBIX HOMEHKJIATYD Je

*e) BexyTcsl HA OCHOBE €IMHON HOMEHKJIATypHI e

3. K xonuecTBEHHBIM MapaMeTpam JOKYMEHTO000pOTa OTHOCSTCS

*a) Macmtad

*b) noTHOCTH

C) CTPYKTypa IOKyMeHTa

d) comeprkanue TOKyMeHTa

*e) 00bemM

4. K MeTonam Hcciie10BaHMs JOKyMEHTOO00OPOTa OpraHU3alli OTHOCSTCS:

*3) XpOHOMETPaK UCITOTHEHUS OTICPATTHIA

b) meton denshu

*C) ¢oTorpadus paboyero aHs

d) nenoBsie UIrpsI

€) CUTYyallMOHHOE MOJIEJIMPOBaHUE

5. Ykaxkute GyHKLHUIO, He CBOHCTBEHHYIO IIPOLIEAYPE PETUCTPALIMU JOKYMEHTOB:

a) 3amKch YYETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOU dopme, Ppukcupyromei (hakT ero co3gaHusi, OTIPaBICHUS
WX TIOTy4eHUs

*b) BeneHUe IEPBUYHOTO y4yeTa BCeX JIOKYMEHTOB OpTraHH3aIiH
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C) IIPOLIECC CHATHSI OCHOBHBIX PEKBU3UTOB C JJOKYMEHTA U 3aHECEHHE UX B PETUCTPALIMOHHYIO (hOpMy
d) ocHOBa nocTpoeHUsT HUHHOPMALMOHHO-TTOUCKOBOH CHCTEMbI OPraHU3aHu

€) mpuaaHue JOKYMEHTY o(pUIHanbHON CUITBI

6. OTBETCTBEHHOCTh 3a UCIIOJIHEHHE JOKYMEHTa TI0 CYIIECTBY 3aTPOHYTHIX B HEM BOIIPOCOB HECYT B OpraHU3AIMH
*3) UCTIOTHUTEITb

*h) pyKOBOJMTENH MOAPa3ICICHHS

C) crieruanucT ciayxos1 JJOY

d) KOHTPOIBHEIN OpraH

€) PyKOBOAUTEIIb OPTraHU3aLUH

7. K OCHOBHBIM BHJIaM KOHTPOJIsI CPOKA MCIIOTHEHUS TIOKYMEHTa OTHOCSITCS:

a) TJIaHOBBIM

*b) Texymmit

C) BHEIJIAHOBBIN

*d) mpeaBapUTEILHBIH

*@) HTOTOBEII

8. Cucremarnzanusi JOKYMEHTOB B OPraHU3allHU IPOU3BOIUTCSA HA OCHOBE

a) pelIeHui 3KCIIepTHON KOMUCCUU OpTraHU3aIllul

*h) HOMEHKJIATYPhI A€

C) peLIeHUi PyKOBOJUTEINS CIIyKObI JEIONPON3BOICTBA

d) TUMOBBIX MEpevHeH apXUBHBIX TOKYMEHTOB

€) yueTa OCHOBHBIX HAIPABJICHUH U BUJIOB JCSTEIbHOCTH

9. udopmMainoHHO-TIONCKOBAs CHCTEMA JEJIONPOM3BOACTBA CO3AAETCS C LEIbIO!

a) IOJrOTOBKH JIEJl K apXUBHOMY XpaHEHUIO

b) HaBeneHus Ops/IKa B TOKYMEHTaX OpraHu3aliiu

*C) addexkTHBHOTO 0OeCIIeYeHNsT IPUHATHUS YIIPaBICHYECKIX PEIICHUN

d) BelAENICHNUS OMPEIeIEHHBIX MACCHBOB HH(POPMAIIHN

e) Beipabotku UIIC-knaccupukaTopoB Ui cUcTeMaTru3aii HHPOPMAIK IPU XpaHSHAN
10. BriGepuTe OCHOBHBIE TPYMIBI JOKYMEHTOB, BbLICIseMble dKcrepTHOW komuccueil (OK) B cBsizu ¢ ompeeneHneM
CPOKOB UX XpPaHEHHS

*a) MoJyIekKaIiue YHUITOKEHHUIO

*b) cpokom xpanenus o 10 jer

*C) cpokoM xpaneHus 6onee 10 et

d) moasexalie BpeMEHHOMY XPaHEHHIO

*€) MOCTOSTHHOTO XPaHEeHHUs

11. HomenkuaTypa e OpraHu3aliy yTBEPKIACTCA:

a) PyKOBOAMTEJIEM BBIILIECTOSILEH OpraHu3auu

b) mporokonom I{eHTpampHO#M SKCIEPTHON KOMHCCHH OPTaHU3aIHH

*C) pyKOBOJUTEIIEM OpPTaHU3aIIN

d) IPOTOKOJIOM KCTIEPTHO-TIPOBEPOYHON KOMHUCCHH TOCYAaPCTBEHHOTO apXUBa

€) PYKOBOJHTEIIEM JIEIIOTIPOU3BOJICTBEHHON CITY»KObI OpraHU3aIuu

12. JTokyMeHT MOCTyMaeT Ha TeKyllee XpaHeHue:

*a) mociie OTMETKU MCIIOJIHUTENS 00 UCIIOTHEHNH JOKYMEHTa U HAIPaBJICHUH €r0 B [0
b) mocre 3aBepiIeHNs CBOETO MapIpyTa JBHKCHUS

C) mocIie yKa3aHusl pyKOBOJUTEIISI MOJIpa3/IeNICHHs WIIM OPTraHu3aIluH

d) yepes Henelo mocie ero UCIOJIHEHUS

€) B KOHILIE KaJICHIAPHOTO MeCcALa, B KOTOPOM OH ObLI UCIIOJTHEH

13. K HOpMaTHBHBIM JIOKYMEHTaM, YCTaHABIMBAIOIIAM TOPSJIOK 3alUTHl KOH(OUACHIMATbHON WHMOpMAIHK
OpTaHM3aIi{, OTHOCSTCS:

a) 3axonsl PO

*b) IomoxeHwne 0 Ciry»)0e 6€30IacHOCTH

) Yka3ssl Ilpesunenra PO

*d) [Tepeyenb KOH(UACHINAIBHBIX CBEACHHI OpraHU3aUH

*e) IlepeueHb IEHHOW JOKYMEHTALIMHU OpraHU3alH

14. KonbuaeHIMaNbHBINA JOKYMEHT — 3TO:

*3) TOKYMEHT C OTPaHUYCHHBIM JTIOCTYIIOM

b) cexpeTHbIi JOKyMEHT

C) IEHHBIH JOKYMEHT

18



d) moKyMeHT ¢ ImepcoHanbHOM HH(pOpMAaIei

*@) IOKYMEHT — HHTEJIEKTyalIbHasi COOCTBEHHOCTD FOPUANYECKOTO WM (DU3MYECKOTO JIUIIA
15. Bunbl 1OKyMEHTHPOBaHHO!N HH(POPMALIUY IO KPUTEPHUIO JTOCTYITHOCTH:

a) CBEJICHUSI O TIEPCOHABHBIX JaHHBIX

*b) oTKpHITas

C) coJepiKaIascsi B COOTBETCTBYIONIHX MEPEUHSIX

d) nennas

*€) ¢ orpaHUYeHHBIM JOCTYTIOM

16. B cucremy 3amuThl IeHHOH W KoHMUAeHaTbHOM nHPopMaruu HE BkitowaeTcs:
a) MmepeyeHb [ICHHBIX ¥ KOH(UICHIIMATBHBIX JOKYMEHTOB

b) paspemmTenbHas cucrema goctymna K cekperam (GUpMbl

C) yCTaHOBJIEHUE (M3MEHEHNE, CHATHE) Tprha KOHPHUIESHITHATEHOCTH

d) mpenBapuTenbHas PETUCTPAIIUS HOCUTEIS HHOOPMAIIUH

*e) cmyx0a 6e30macHOCTH OpraHU3alun

17. B KOMIUIEKC HOPMAaTUBHO-METOJHUYECKOI0 00ECHEeUeHHs 3aIlUThl JOKYMEHTHPOBAaHHON HMH(OPMALUN OpraHU3aluu

HE Bxonur:

a) [lepeuenn cBeneHU, COCTABISIONIMX TAHY OpPraHU3aI[MK WK SBIISIOUUXCS 0CO00 IICHHBIMU
b) MucTpykuus mo o0ecreyeHnio 06e30MacHOCTH COOCTBEHHON HH(BOPMAIIMH OpraHU3aI[HH

¢) MHCTpyKINs 0 00paboTKe, XpaHEHHIO U ABIKEHUIO KOHPUACHITHATEHOW JOKYMEHTAIINN
*d) [lepeyeHb cBeIeHMH, COCTABIIAIONINX TAHY OpraHU3aIHii-TIapTHEPOB

e) [Iparuiia paboThl PYKOBOAUTENICH U UCIIOJIHUTENICH C KOH(DUICHIIMAIBHBIMU JIOKYMEHTAMH 1 0a3aMU TaHHBIX
18. OcHoBHasI IeTb AEATENFHOCTH JAEIOMPON3BOICTBEHHON CITYXKOBI:

a) yHU(UKAIHSI JOKYMEHTOB

b) coBepiieHCTBOBaHKE TOKYMEHTOOOOpOTA

C) mpenocTaBleHNe CIIPaBOYHON HH(DOPMAIINHY IO TOKyMEHTaM

d) coBepIICHCTBOBaHUE JICIONPOU3BOICTBA OPraHU3ALUH

*g) onepaTuBHOE o0ecrieueHre JOKyYMEHTAlUel epcoHaia OpraHu3aluu

19. Cnyx06a nenonpoun3BojcTBa (YIpaBJIeHHs JOKYMEHTaMH) OpraHU3aliy J0JDKHA HAXOUTHCS B ITOTYNHEHUH
a) PYKOBOJAMTEJISI apXHBa OpraHU3aluu

*b) pykoBOAHMTENST OPTaHU3AINH

C) mpeaceaaTesi SKCIepTHOH KOMHUCCHU OpTraHU3aluH

d) pykoBoauTes ciyx0bl 6€30MaCHOCTH

€) 3aMeCTUTEISI PyKOBOJHUTEIS 110 paboTe C HEPCOHAIOM

20. LentpanuzoBanHast (hopMa opraHuzayy paboThl ¢ JOKyMEHTaMH NPEANOYTHTENbHA, €CITH:
a) JIOKYMEHTHPOBAHHUE YIIPABIEHUYECKHX MPOLIECCOB B OPraHU3aLNH MOJIHOCTHIO aBTOMAaTH3UPOBAHO
b) umeeTcst onpenenéHHbI MaCCUB KOH(PUICHIIMAIBHOI HHpOpMaLUK

*C) 00beM OpraHU3aI[MKi HEBEIMK

d) ympaBieHYeCKHi anmapar opraHu3aniy TEPPUTOPHAIBLHO Pa300LIEH

€) B IoIpa3/ieIeHHsIX OPTaHN3alMU HET OTBETCTBEHHBIX 32 JIETOIPONU3BOJICTBO JIUIL

21. OdopmiieHHE 3aKOHYCHHBIX JIEN OCYIIECTBIISCTCS

a) mocJIe TOro Kak B J1eJio OyeT moamuTo He MeHee 250 JIncToB

b) mo mpukaszy pykoBoIUTEINIs TTOAPA3ICTCHUS

C) 1O PaCTIOPSDKEHHIO PYKOBOJUTEIS CITYKOBI JIETIONPOU3BOICTBA

d) Mo pacropspKEeHHUIO PYKOBOAUTEIIsSI BEIOMCTBEHHOTO apXrBa

*€) B KOHIIE KaXI0T0 KaJeHAapHOTo roja

22. Tlepenaya jen Ha XpaHEHHWE B apXUB OPraHU3AIWU U3 TIOPa3IelICHHH TIPOUCXOIUT

a) cpasy nocie ohopMIICHHUS 3aKOHYEHHBIX B IPOU3BOCTBE [T

b) gepes 1 rox nmocie ohopMIIeHHUS 3aKOHYEHHBIX B IPOU3BOJICTBE JIEIT

*C) CPOK yCTaHaBIMBACTCSl PYKOBOJUTEIEM OpraHU3aluu

d) uepes 3 rosa mocse ohoOpMIICHHS 3aKOHYEHHBIX B IPOU3BOJICTBE [T

e) uepe3 5 net nocie oopmMIeHUs 3aKOHYEHHBIX B IPOU3BOJICTBE JeI

23. Ilepenaya nen Ha XpaHEHHE B apXWB OPraHU3aLMHU IPOU3BOIUTCSI HA OCHOBAHUU:

a) moroBopa

*b) akra

C) UTOTOBOH 3aIIMCH HOMEHKJIATYPHI A€

*d) orucn nen

€) mpHKa3a PyKOBOIAMUTEIS OPTaHU3AIIH
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24. YHWUYTOXKEHUE JIeT TOKYMEHTOB, CPOK XpaHEHHS KOTOPBIX UCTEK, IPOU3BOIUTCS

*a) TocTe mepenayn ae JTUTEEHOTO U MTOCTOSIHHOTO CPOKOB XPaHEHUS B apXHB

b) Ha ocHOBaHMM NPHKA3a PYKOBOIUTEIS OpPraHU3aIUH

*C) HA OCHOBaHWU aKTa 00 YHUYTOXKEHHWH, coriacoBaHHOro ¢ DK opraHusanuu U YTBEPXKICHHOTO PYKOBOJIUTEIIEM
OpTraHM3aNNN

d) Ha OCHOBaHHMHU PACTIOPSDKCHHUS PYKOBOIUTEIIS CIIYKOBI 1SIOMPOU3BOICTBA

€) Ha OCHOBaHUU PACTIOPSLKEHUS PYKOBOIUTENS apXUBa OpraHU3aluu

7. YYEBHO-METOJAUYECKOE ¥ HWH®OPMALIMOHHOE OBECHEYEHUME VYYEBHOMl
JUCLUILIMHBI (MOLYJIST)

7.1. ocHOBHas JUTeEpaTypa:

1.  Poroxwun, M.IO. JlokymeHTallnOHHOE OOECIIEYCHUE YIIPaBIEHUS | YIeOHO-TIpaKTUIECKOe mocodue /
M.IO. Poroxus. - M. ; bepnun : lupekr-Menua, 2014. - 384 c. - bubnwmorp.: c. 258-259. - ISBN 978-5-4475-
1648-2 ; To xe [Daekrpounsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=253704

2.  TI'punbepr, A.C. JlokymeHTaIIMOHHOE oOecrieueHue yrpapieHus : yueonuk / A.C. ['pun6epr, H.H.
I'opbaués, O.A. MyxamertmuHa. - M. : FOnutu-/ana, 2015. - 391 c. : Tabn., rpad., ui., cxemsl - bubauorp.: c.
382-383. - ISBN 978-5-238-01770-9 ; To xe [DnexTponHsIii pecypc]. - URL:

7.2. HopMaTUBHO — IPABOBbIE TIOKYMEHTHI:

1. Koncrurynus Poccuiickoit @enepanyu. [IpuHsaTa BceHapoaHBIM TojiocoBanueM 12 nexadbpst 1993 r. (B pen.
ot 30.12.2008 Ne 7-®K3.)

2. TI'paxmanckwuii kogekc Poccuiickoit @enepanuu. Yactu 1-4. — M.: Ilpocnekt, 2008. — 445c.

3. O0 wunbopMmanuu, HHPOPMALMOHHBIX TEXHOJOTHAX U O 3ammure uHbopMmanuu: deaep. 3akoH Poc.
®enepanuu ot 14 utons 2006 r. Ne 149-D3 (¢ uzm.).

4. O rocynapcTBeHHOI TaiiHe: 3akoH Poc. @eneparuu ot 21.07.1993 No 5485-1 (c uzm.).

5. O rocynapctBeHHoM si3bike Poccuiickoit denepanuu: gpeaep. 3akon Poc. @eaepannu ot 1 urons 2005 r. Ne
53—®3 (c uszm.).

6. O mepcoHanbHBIX AaHHBIX: penep. 3akoH Poc. ®eneparyu ot 27.07.2006 Ne 152-D3 (c uzm.).

7. O nopsike paccMoTpeHus oOpaiieHuit rpaxaas: deaep. 3akoH Poc. @eneparuu ot 02.05.2006 Ne 59-03 (c
U3M.).

8. 006 apxusHoM pnene B Poccuiickoit denepaumu: denep. 3akon Poc. @enepanuu ot 22 okt. 2004 1. Ne 125-
@3 (c u3m.).

9. OO0 o0s3aTeNILHOM K3eMIIApE TOKYMEHTOB: denep. 3akoH Poc. Penepanuu ot 29 nexabps 1994 r. Ne 77-
@3 (c u3m.).

10. O6 snexrponHoii noxmucu: denep. 3akon Poc. denepanuu ot 6 anpens 2011 roga Ne 63-®3 ( ¢ u3m. oT
01.07.2011 Ne 169-®@3).

11. Va3 Ilpesunenta PO «O0 yTBep>KACHUU NEepeyHs CBEACHUH, OTHECEHHBIX K TOCYApCTBEHHOM TaiHe» OT
30 HOs1Opst 1995 1. (c M3M.).

12. Vxa3 Ilpesugenta P® or 6 wmapra 1997 1. Ne 188 «OO yTBepKAE€HUU TE€pEeyHs CBEACHUMN
KOH(PHUACHITMAIBHOTO XapakTepay (C u3M.).

13. Vka3 Ilpesunenta P® or 23.05.1996 Ne 763 "O mnopsake omyOJMKOBaHHS M BCTYIUIGHUS B CUIIY aKTOB
IIpesunenra Poccuniickoit ®enepanun, [IpaBurensctBa Poccniickoit denepaninn 1 HOPMATUBHBIX IPABOBBIX
aKTOB (e/iepajbHBIX OPraHOB MCMOMHUTENbHOM BracTu" (pex. ot 17.11.2011). OdguunanbHbli calT KOMIIAHUH
«Koncynerant [Tmroc». URL: http://www.consultant.ru/document/cons_doc LAW 121781/

14. TOCT 17914-72. OOGnOXKHM JeNl JUIMTENIbHBIX CPOKOB XpaHEHUs. THIMbBI, pa3Mepbl M TEXHHUYECKHE
TpeboBanus. M., 1972.

15.TOCT P 51141-98. [lenonmpou3BOACTBO W AapXUBHOE Jel0. TepMHHBI H OMNpENEICHUS, YTB.
[TocranoBiennem ['occranmgapra Poccuu ot 27 dep. 1998 . Ne 28. — M.: M3agarenscTBO cTanaapTos, 1998. — 8
C.
16.TOCT P 6.30-2003. VYuudunupoBaHHbIE CHCTEMBbl JOKYMCHTAIMH. YHU(PHUIIMPOBAHHAS CHCTEMa
OpraHU3aIMOHHO-PACTIOPSIIUTENILHON TOKyMeHTauuu. TpeboBanus kK opopmiieHuto JokymeHToB. — M.: UIIK
N3parenscTBO crangaptos, 2003. — 17 c.
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17.TOCT P UCO 15489-1-2007 Ynpasnenue aokymentamu. O0mmue tpedoBanus. — M.: Ctannaptundopm,
2007. - 34 c.

18. [IpaBuna nea0npou3BOACTBA B (pellepalbHBIX OpraHax MCIOJHHUTEIbHOH BJIACTH, YTB. IOCTAHOBJICHUEM
[IpaButenscTBa Poccuiickoit @eneparuu ot 15 urons 2009 r. Ne 477 r. (B pen. [Tocranosnenust [IpaButenbcTBa
PO or 07.09.2011 Ne 751). Odunmansubiii caiit  xkomnanuum  «Koncynmerant Ilmioc». URL:
http://www.consultant.ru/online/base/?req=doc;base=LAW;n=119187

19. [lonoxenne O €IAWHOW CHUCTEME MEXBEIOMCTBEHHOTO 3JEKTPOHHOTO  B3aUMOJCHCTBUS, YTB.
noctaHoByieHreM [IpaButensctBa PO ot 8 cenTsaops 2010 1. Ne 697.

20. [Tonmoxxenune O mopsAKe OOpalIeHHs CO CIyXeOHOH WHpopManuel OrpaHUYeHHOTO PACIPOCTPAHEHUS B
(dbenepaibHBIX OpraHax HCIIOJHHUTEIIBHOW BiacTd, yrBepxaeHo I[locrtanoBienuem IlpaBurensctBa PD ot 3
HOs10pst 1994 1. Ne 1233 (c m3m. ot 4 aBrycra 2006 1.).

21. TlepeueHb JOKYMEHTOB (CBeIEHUIT), 0OOMEH KOTOPHIMU MEXJYy OpraHaMu M OpraHu3alusIMU IPU OKa3aHUU
rOCYJapCTBEHHBIX YCIYT U MCIOJHEHUU TOCYJapCTBEHHBIX (DYHKIMH OCYIIECTBIISECTCS B 3JEKTPOHHOM BUJE,
yTB. pacmnopsbkenuem oT 17 wmapra 2011 1. Ne 442-p. Unrtepner-nopran I[IpaButensctBa P®. URL:
http://npaBuTenbcTBo.pd/gov/results/14592/

22. IlpaBuia MOArOTOBKM HOPMAaTUBHBIX MPABOBBIX aKTOB (hefepalbHBIX OPraHOB MCIOJHUTEIBHON BIACTH H
UX TOCYIapCTBEHHOW perucrpanuu, yTB. nocraHoBiaeHueMm [lpaButenbctBa Poccuiickoit denepauun ot 13
asrycta 1997 r. Ne 1009 (c uzm. ot 29.07.2011 Ne 633). Odunmansuelii caiit komnanuu «Koncymnprant [1mrocy.
URL: http://www.consultant.ru/online/base/?req=doc;base=LAW;n=117888

23. Pa3bsicHeHUs O MPUMEHEHHUH MPaBUIJI MOATOTOBKM HOPMATHBHBIX IMPABOBBIX aKTOB (pe/lepaabHBIX OPraHOB
UCIIOJIHUTEJIBHON BJAacTU U UX TOCYJApCTBEHHON perucrpanuu, yTB. npuka3oM Munucrtepcta HOctunuu
Poccuiickoit ®@eneparnuu ot 04.05.2007 Ne 88 (B pen. Ilpukaza Muniocta P or 26.05.2009 N 155).
OdunmanbHbII calT KOMITAaHUHA "KoncynpTant ITaroc"
http://www.consultant.ru/online/base/?req=doc;base=LAW;n=88182

24. MeTtoanueckie pEeKOMEHJAIMN IO pa3padOTKe HHCTPYKIMH MO  JIETONpPOHM3BOJICTBY B (pemepanbHBIX
opraHax MCIIOJHHUTEIbHOIN BiacTH, yTB. mpuka3zoM PocapxuBa ot 23 nekabps 2009 r. Ne 76. OdunuanbHbIi
caiit Pocapxusa. URL.: http://archives.ru/methodics/instr-office-work.shtmi

25. l'ocynapcTBeHHass cucTeMa JOKYMEHTAIMOHHOro ofecneueHust ynpaBieHHs. OCHOBHBIE IOJIOKEHHS.
OOmue TpeOoBaHUS K IOKYMEHTaM U CITy’K0aM JIOKyMEHTaIMOHHOTo oOecrieuenus. — M.: Jleno, 2007—- 76 c.
26. O6mepoccuiickuii knaccupukarop ynpasiaeHueckoi nokymentanuu OK 011-93. IN'occranaapt Poccun. M.:
N3n-Bo crangapros, 1993.

27. MexoTpaciieBble YKpYITHEHHbIE HOPMAaTHBBI BPEMEHU Ha PabOThI MO JOKYMEHTAI[HOHHOMY O0ECIeYeHUI0
yIpaBieHus, yTB. mocTaHoBiIeHHeM MunucrepcTBa Tpyna PO ot 25 Hos10pst 1994 r. Ne 72.

28. OcHOBHbIE IpaBUia pabOThl apXMBOB OpraHM3aLUM, 0J00peHHbIe pelieHneM KoJulernu PocapxuBa oT 6
¢espainsa 2002 r.

29. [lepeyeHb TUIOBBIX YIPABIEHUYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yloIuXcs B MpoILecce AEATeNbHOCTU
rOCy/IapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIPaBJIEHHS M OpraHu3aluii, ¢ yKa3aHHEM CpPOKOB
XpaHeHus // bronneTeHb HOPMATUBHBIX aKTOB (pe/iepalbHBIX OpraHOB UCHOIHUTENbHOM BiacTH. 2010. Ne 38 ot
20 ceHTs0pSI.

30. [IpumepHOEe TOJOXKEHHE O TOCTOSHHO JeHCTBYIomed okcreptHo komuccun (OK) yupexnenus,
OpraHu3alyy, NPeANpHUsATHS, YTB. Ipuka3oM Pocapxusa ot 19 suBaps 1995 r. Ne 2.

7.3. lonoTHUTEILHAS JJUTEPaTypa:

1. benos A.H. Jlenonmpou3BoJACTBO U JOKYMEHTOOOOpOT: Yuebd. mocobue.- 6-¢ u3n, mnepepad. u aomn.-M.:
OKCMO, 2008.- 560 c.

2. Kupcanoa M.B., AkcenoB HO.M. Kypc nenonpousBoactsa: JlokymMeHTallMOHHOE oOecreyeHune
ynpasieHus: Y4eb. mocobue.- 6-¢ uza., uctp. u gomn.- M.: Uadpa-M, 2008.- 367 c.

3. HenomnpousBoactBo: OOpa3upl, AokyMeHTH. Opranuzanusi ¥ TexHonorus pabotel. bonee 120
nokymeHToB. — M.: TK Benbu, U3a-o [Ipocnext, 2008. — 480 c.

4, Kysnuerosa T.B. Jlenonpou3BoACTBO (JOKyMEHTAIMOHHOE 00ECIICUCHHE YIIPABICHHUS).-9-€ U3/, HCIIP. U

nom.-M.: 2007.- 528 c.
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: Kysznenosa T.B. [lenonpon3BoACTBO Kak OTPaKEHHWE CUCTEMBI M TEXHOJIOTUM ympaieHus (Te3uchl
oknana) // Jenonpouspoactso. - 2003, Ne 2. C. 12-13.

Opranuzanus pabotsl ¢ nokymentamu: Yue0./Ilox pen. B.A. Kynpsiesa.- M: Uudpa-M, 2003.- 592 c.
Kypnan «Jlenonpous3BoacTBo.

Kypnan «Cekpetapb-pedepeHT».

S)
it
6
7
8
9 Kypuan «CoBpeMeHHOE AETONPOU3BOACTBO U TIOKYMEHTOOO0OPOT.

7.3. UuopManiuoOHHBbIN pecypchbl:

1 Caiitr PRO-Cekperapuat. URL: http://www.sekretariat.ru

2 Caiit DOC. Daekrponnsie oducubie cucremsr. URL: http://www.eos.ru

3 DOCFLOW — Bce o CO/I. URL: http://www.docflow.ru

4 DHIMKIONEeIUs aenonpon3BoacTBa. CailT LIeHTp KOMITETEHIMH 110 BOIPOCaM JOKYMEHTAIlHOHHOTO
obecnieuenus ynpasinenus. URL: http://www.edou.ru/

5 Caiit JlenonpowusBoactBo. Bee, uro Bel xorenu 3uats. URL: http://www.funnycong.ru/

6 CaiiTel opranoB Biiactu PO

7 VYuuBepcuterckas oubnmoreka online: http://biblioclub.ru/

8. MATEPHAJILHO-TEXHUYECKOE OBECIHEYEHUE YUYEGHOM JUCIHUILIMHBI (MOIYJIS)

OC Microsoft Windows XP Professional, Microsoft Office 2007.
I10:

Microsoft Office PowerPoint

Windows Media Player

FreePascal

1C Yuebnas Bepcus 8.0

IIpoexrop .

DKpaH HACTCHHBIM.

KomMmnbrotepHslii Knacce

ITporpamma coctaBieHa B cootBeTcTBUHU ¢ TpeboBaHusaMu ®I'OC3+ BO no nanpasnenuto 38.04.04.
«["ocynapcTBEHHOE ¥ MyHUIUIIAIBHOE YIIPaBICHHUE)

ABTop(bl): K.u.H., Kapauna A. A.
Peniensent(sl): k.10.H., no11. bepezockuii /1.B.
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