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MecTo IMCHUIIMHBI B CTPYKTYpPe 00pa30BaTeIbHOM MPOrpaMMbl

Hucunmmna «OCHOBBI JTOKYMEHTAIIMOHHOTO OOECHEeUeHHsI B JICATEIBHOCTH (PHU3KYIBTYPHO-
CHOPTUBHBIX OpPraHU3alMii» BKJIIOYEHA B 4acTh, (POPMHUPYEMYIO YUACTHUKAMH 00Opa3oBaTelIbHbIX
otHomeHud, broka 1 Jucummiausel (Moxynu) Moayns «YmpaBieHHE (U3MUECKOW KyIbTYypoH U
CHOPTHUBHOM MOJTOTOBKOI» OCHOBHOM Mpo(eccuoHaIbHOM 00pa30BaTe/IbHONM IPOrpaMMBbl BBICILIETO
oOpa3oBaHMsi — TIpPOrpaMMbl MarucTpaTypbl IO HampasjieHuto mnoarotosku  44.04.01
[Tenarornueckoe oOpa3oBaHME, HaNpPaBICHHOCTh (Ipoduib) 00pa30BaTENBbHOW IMPOrpaMMbl
«TeopeTuKo-MeToI0JIOTHIYECKUE TOAXO0bl K CHCTEME (DU3MYECKOT0 BOCIUTAHHUA M CIIOPTHBHOMN
HOJrOTOBKM», 3a04HOM (hOpMbI 00yUeHHUSL.

JlucuuiuinHa ONMpaeTcs Ha 3HaHMA, C(OPMHUPOBAHHBIC B IPOLIECCE HM3YYEHUS YUEOHBIX
JUCLMIUIMH, COAEp)KaHUE KOTOPbIX TpaHCPOpMHUpyeTCs ¢ ydeToM Hpo¢ecCHOHAIbHON
HalpaBJIEHHOCTH OyTyIINX CIEIHATHCTOB.

Pe3ynbrarel M3ydeHUs NHUCLUIUIMHBI SBJISIOTCS OCHOBOM U IIPOXOXKACHMS IPAKTUKU:
[IpakTHKa MO MOJXYYEHHUIO MEPBUYHBIX MPO(ECCHOHAIBHBIX YMEHHUI M OINbITa MPO(hecCHOHATBHON
JESATEIIBHOCTH.

1. IlepeyeHb IUIAaHHMpPYeMBbIX Ppe3yJbTAaTOB OO0y4YeHHMs MO JAUCHHUILVIMHE (MOIYJIIO),
COOTHECEHHBIX C IVIAHUPYEMbIMH Pe3yJIbTATaMH 0CBOCHHS 00pa30BaTeJIbHOH NPOrPaMMbl

Heaso  ocBoeHuss  aucHUIUIMHBI  «OCHOBBI  JOKYMEHTAI[HOHHOTO  OO€cIeueHus
yIPaBJIEHYECKON JIeATENIbHOCTU (PU3KYIBTYPHBIX OPraHU3aLUil» SIBISETCS W3ydeHHE NPU3HAKOB U
CBOMCTB JOKYMEHTa, CHUCTEM JIOKYMEHTAllUH, KOMIUIEKCOB JIOKYMEHTOB, OpraHU3aluu
JOKYMEHTHUPOBAHUS YIPABIECHYECKOM JEATENbHOCTH UM JEJONPOU3BOJICTBA B (U3KYIBTYPHBIX
OpraHu3arusix.

3agayeil 0CBOCHUA JUCHMILIMHBI ABJsieTcs (popMHpOBaHUE 3HAHUI M NMPAKTHYECKHUX
HABBIKOB, HEOOXOAUMBIX JJIsl OPraHU3alMU JOKYMEHTUPOBAHMSI YIIPABICHYECKON JEATEIIbHOCTH U
JIeNIOTIPOU3BO/ICTBA B (PU3KYIBTYPHBIX OpraHU3alUsiX.

B pesynabrare OCBOEHMS MpOrpaMMbl MarucTpaTypbl OOYYaroLIUiics JOJDKEH OBJA/lETh
CIENYIOIIUMU pe3yiabTaTaMM o00ydeHHs 1o JucuuiuiiHe «OCHOBBI JTOKYMEHTAalMOHHOIO
o0ecrieyeHns yrpaBlIeHYeCKOH eI TeNbHOCTH (PU3KYIbTYPHBIX OpraHU3aLHii»:

Kommerenmmst " OO0pa3zoBarenbHbIe Pe3yIbTATHl JUCIUATUTHHEL
UH/IUKATOPBl €€ JOCTHXKEHUS (aTans! GOPMHUPOBAHUS AUCIUIIIUHBI)

B JIUCIUTUTAHE 3HAeT yMeeT BJIaJICeT
ITK-1 Criocoben

OpraHU30BBIBAThH u

peaan30BbIBATH nporecc

o0yJeHus JTUCITATITHHAM

(kypcam) IIPEIMETHOM

obnactu HaIpaBJICHHOCTH
(mpocuiast) MarucTparypsl B
00pa3zoBaTenbHBIX
OpraHu3aIusIx
COOTBETCTBYIOIIIETO  YPOBHS
o0Opa3oBaHusl. OP-1

IIK.1.1. Ha ocHOBe 3HaHWH | OCHOBHBIE COBPEMEHHBIE
KOHIIETITyaIbHbIX TOJ0XKEHUH | METOJIMKH, HANpaBICHUS
U TpeOOBaHMIA K OpPTraHU3aluH | U TEXHOJIOTHUH
00pa30BaTeNLHOrO MpoIlecca | OpraHu3aH

Mo JUCHUIUIMHAM (Kypcam) | oOpa3oBaTeIbHOM

peAMETHOU o0nacTu | IesSTENBHOCTH B 00JIAaCTH
HarpaBJaeHHOCTH (mpoduis) | Gusnyeckoro
MarucTparypsl, BOCITUTAHUS,
onpeaensieMble ®I'OC | cnopTuBHOM

COOTBETCTBYIOILIETO  YPOBHS | TPEHUPOBKH, IENArOTUKU




obOpazoBaHus, ompeesieT
KOMITOHEHTbI COBPEMEHHOTO
o0pa3oBaTenbpHOr0 Mpoliecca
no (Qu3u4ecKor KyJIbType,
3HaeT 0COOEHHOCTH
POCKTHPOBAHUS
o0pa3oBaTenbpHOr0 Mpolecca
B o0pa3oBaTeNbHBIX
OpraHU3aIUsIX
COOTBETCTBYIOIIIMX YPOBHEHN

oOpazoBaHMsi U  CIOCOOCH
OpraHu30BaTh nporecc
oOy4YeHHs] JUCIUIUIMHAM B
obmactu ¢buznveckoi
KYJIBTYPBI U CIIOPTA C Y4ETOM
CHEIU(PUICCKIX
XapaKTEPUCTHK ero
CTPYKTYPBI B
00pa3oBaTeIbHBIX
OpraHu3aIusIX
COOTBETCTBYIOLIETO  YPOBHS
o0OpazoBaHusl.

IK.1.2. Cnocoben
peann30BBIBATH nporecc
o0y4yeHHs JUCIATUTAHAM
(xypcam) MIpeIMETHOM
obnactu HaIpaBJIEHHOCTU

(mpocuiast) MarucTparypsl B
€/IMHCTBE TIPOIIECCOB YUEHUS
U TIpernojiaBaHusl Ha OCHOBE

B3aMMOCBSI3H neyei
oOydeHus u uenemn
o0pazoBaHUs Ha

COOTBCTCTBYIOIIINX YPOBHIX;

HCIIOJIB30BATh pa3IYHbIC
WH(OPMALIMOHHBIE  PECYPCHI
st oTObopa  conaepiKaHus

00pa3oBaHusl; TPOESKTUPOBATH
pEIMETHYIO
00pa30BaTEIbHYIO CPETY.

" MICHXOJIOTHH
¢bu3n4ecKoil KyabTyphl U
cropra; ,  CYIIHOCTb
o0pa3oBaTeNbHOMI
JEeSITeTbHOCTH M HCTOPHIO
ee pa3BUTHA,
0COOEHHOCTH
OTEYECTBEHHBIX u
3apyOeIKHBIX
00pa3oBaTeNbHBIX
CHCTEM; MIPEIMETHOE
coJiepKaHue, OCHOBHBIE U
WHHOBAIMOHHBIC
OpraHu3aIOHHBIC
bopMBI,  METOABI  H
cpeactBa oOydeHUs B
00pa3oBaTeIbHBIX
OpTaHu3aIMIX
COOTBETCTBYIOLIHX
ypoBHEH 00pa3zoBaHHA U
OCHOBaHUS  JJIS  UX
BbIOOpA B LETAX
3¢ pexTUBHOTO
JOCTHKEHUS
pe3yabTaToB OOydYeHHs B
oOnactu ¢buznueckoi

KYJbTYpHI U CIIOPTA.

OP-2
NPUMEHSTh OCHOBHBIC
COBpPEMEHHBIE
METOAUKU u
TEXHOJIOTHH
OpraHu3aluu
o0Opa3oBaTenbHOI
JIeSITEIIbHOCTH B
obOmactu  uznueckont
KYJIbTYpbl U CIOPTa;
OCYILIECTBIISITh ~ aHAJIM3
pe3yJIbTaToOB
HCIIOJIb30BaHUS B
00pa3zoBaTeIbHOM
IIPOLIECCE  Pa3IMYHBIX
METOJIMK, TEXHOJIOTHIA,
MIPUEMOB TUTST
o0OecrieyeHus yCJIOBUMI
TBOPYECKOMN
MHHOBAITMOHHOM
CIIOPTUBHOMN
JeSTEIIbHOCTH Ha
OCHOBE aHaim3a
BBISBIISTH LieJIeBbIE
OPUEHTHUPHI
00pazoBaTeNbHOTO
nporecca 1o

(UBUYECKOI KYJIBTYpE.




2. O0beM IUCHHMIIMHBI
aKaJeMHYeCKUX

Yacos,

(Moaynsi) B 3a4eTHBIX eJIMHHMIAX € YKa3aHHeM KOJU4YecTBa
BbIICJICHHBIX HAa KOHTAKTHYI0 padory
npenojaasaresieM (10 BUAAM Y4eOHbIX 3aAHATHIA) M HA CAMOCTOSAATEILHYIO PA00Ty 00yYaK0 M XCS
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3. Conep:xxkanue QUCUUIIMHBI (MOAYJIsl), CTPYKTYPHUPOBAaHHOE MO TeMaM (pa3aeiam) ¢
yKa3aHHeM OTBeJeHHOI0 HAa HHUX KOJINYeCTBA aKaJeMHMYeCKHMX YacOB U BHJAOB YUYeOHBIX

3aHATHH

3.1. Ykazanue mem (pazoenos) u omeedeHHO020 HA HUX KOJIUHECHBA AKAOEMUUECKUX YACO8 U
61008 YUeOHbIX 3aHAMUIL

KomnyectBo 4acoB  mo
dopmam OpraHu3aIuu
00y4eHus
= - <
HanmMeHoBaHWe pa3ieioB U TeM E E E é
° = s, S
= > S) S
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2 cemecTp |
Tema 1. OcHOBHBIE TOHATHS O ACTONPOU3BOICTBE U
JIOoKyMeHTooOopoTe. PazButue mpencraBieHuit o 2 1 10
JOKYMEHTE.
Tema 2. 3akoHOAaTENbHOE U HOPMATUBHO-METOMUYECKOE
peryivpoBaHue JOKYMEHTAMOHHOTO 00ecreuyeHus 1 8
yTipaBJieHUs B (PU3KYIbTYPHBIX OpraHU3aIMsIX.
Tewma 3. CocraBiienne u ohOpMIICHHE CITY>KEOHBIX 1 8
JOKYMEHTOB B (PU3KYJIbTYPHBIX OpraHU3aIMsIX
Tema 4. OcHOBBI TOKyMEHTOO00pOTa: MPUHIIUITBI
OpraHu3aiuy, cnenruduka J0KyMeHTo000poTa B 1 8
(GU3KYIBTYPHBIX OpTaHU3aIUIX
Tema 5. Opranuzanust XxpaHeHUs TOKyMEHTOB B TEKYIIIEM 1 8
JIeJIONPOU3BOJICTBE.
Tema 6. Opranuzanus paboTsl ¢ 00paleHUSIMHU TPaKIaH B 05 8
(GU3KYIBTYpHBIX OpraHU3aLUsAX '
Tema 7. CoBeplilleHCTBOBaHUE OpPraHU3AIUU
JIOKYMEHTAITMOHHOTO o0ecredeHus B (PU3KYIbTYpPHBIX 0,5 8
OpraHu3aIMsIX
UTOTO | 2 6 58




3.2.Kpamkoe onucanue cooeprcanus mem (pa3oenos) OucCUunIuHbl
Kpartkoe conep:xxanue kypca (2 cemectp)

Tema 1. OcHOBHBbIC NMOHATHA O JAeJONPOM3BOACTBE M JAOKyMeHTooOopoTe. PasButue
NMpeACTABJIEHUN 0 IOKyYMEHTe.

[Ipenmer, coxmepkanue, 3amaun Kypca. llomsatus «uHQOpMamus» H <« JOKYMEHTY,
«JOKyMEHTalMoHHOe obOecniedeHue ymnpaieHus (JAOY)». DOBomronuss TEpMUHOJIOTMH B
OTEYECTBEHHOM WU 3apyO0eKHOM 3aKOHOAATENbCTBE. TepMHHOJIOTHYECKHE CTaHIapThl. Pa3Burne
npecTaBiIeHuit 0 JOKyMeHTe. Posib JOKyMEHTa B )KU3HU YesIoBeKa U 00IIecTBa.

BnusiHue HayyHO-TEXHHUUECKOTro Iporpecca Ha pa3BuTHe J0KyMeHTa. CBONCTBA U MPU3HAKU
JIOKYMEHTA.

JIOKyMeHTallMOHHOE 00ecleyeHre YIPaBIeHHs KaKk BakHelast pyHKIUs yrpaBieHus, ee

MECTO Cpelnu IPYTHX YHpaBICHYECKHX (PYHKIUH. B3anMOCBS3b CHUCTEMBI yIpaBIICHUS B
1LIEJIOM U

CUCTEMbl  YIpaBJIEHUsS JIOKyMEHTaMU. 3Hau€HHE JIOKYMEHTOB Ui  pealu3aluu
yIPaBJIEHYECKUX

peuieHui.

HcTopuueckuii onbIT OpraHu3alny AeI0IpOr3BOJICTBA B TOCYJAPCTBEHHBIX YUPEXKICHUSIX

Poccun. Bompocer pgenonpousBoacTBa B 3akoHoparensctBe Ilerpa 1. Munucrepckas
pedopma u ee

BJIMSIHUE HA JIEJIONPOU3BOCTBO BBICIIUX U LIEHTPAIbHBIX TOCYJAPCTBEHHBIX YUPEKICHUI.

Hacnenue coBeTckoro nepruosia B COBpeMEHHOW HOPMAaTUBHON 6a3e MOJUTUKH YIIpaBJICHUS

JOKYMEHTaMU: co3/laHue U BHeapeHue OCHOBHBIX MMOJIOKeHUH EnnHONM rocynapcTBeHHON
CUCTEMBI

JIEJIONPOU3BO/ICTBA, €€ 3HAUYEHUE /Ui OpraHM3alMM JEJIONPOU3BOACTBA B YUPEKICHUSIX U
opranuzaiusax. Pa3sutue paboT mo craHiapTU3aluy U YHU(DUKAIKUN YIPABICHYECKUX TOKYMEHTOB
B 1970 - 1990 rr. Hampasiienus rocynapcrBenroro peryiauposanus JJOY B 1990-e — 2010-e romer.
BHuenpenne nHGOpMaMOHHBIX TEXHOJIOTHA: CMEIIaHHbIH (0yMa)kKHO-3JI€KTPOHHBIH) U 3JI€KTPOHHBIN
JIOKyMEHTOO00O0pOT.

HNurepaktuBHas ¢opma: padora ¢ HHTEpHET-HCTOYHHKAMH H € JJICKTPOHHBIMH
y4eOHUKaMHu.

Tema 2. 3akoHojgaTelbHOe W  HOPMATHBHO-METOAWYECKOE peryJHpoBaHuUe
JOKYMEHTAIMOHHOI0 00ecreYeHus1 YIpaBJeHus B (PU3KYJIbTYPHBIX OPraHU3anMAX.

CrpykTypa 3akoHOjaTenbHOM © HopmatuBHoM Oaszel  JIOY: Koucrurymus PO,
Koncturynmonnsie 3akoHsl, DenepanbHbie 3akoHbl, akTel IIpesupenra P®, noctaHoBieHUs
[IpaButensctBa P®, BEOOMCTBEHHBIE aKThl, 3aTparMBarOllU€ BOIMPOCHI JIEJIOMPOU3BOACTBA.
HopmaruBHo-meronnueckue aktel 1o JIOY: MHCTpyKuMH, NpaBuia, NEPEYHU JTOKYMEHTOB CO
CpoKaMH XpaHeHHs W 1p. VX 3HaueHWe Ui MOCTAHOBKHU JIE€JONPOU3BOJCTBA B KOHKPETHOM
OpraHH3aIiH.

Bompocsl nmemompousBojacTBa M jgocTynma K uH(opMmanumu B Kojaekcax Poccuiickoi
denepanuu.

CoBpemMeHHass HOpMaTUBHO-METOANYECKas 0a3za JeIONpPOU3BOJICTBA 00 MHPOPMAIIMOHHBIX
TexHonorusx. PenepanbHas nenesas nporpamma «Mudopmanmonnoe obmectso. 2011-2020 rr.».
HNurepakTuBHasi popma: padora ¢ UHTEpHET-UCTOYHUKAMH M € JIeKTPOHHBIMH Y4eOHUKAMM.

Tema 3. CoBpemeHHbIE TPEOOBAHHS K COCTABY M 0)OPMJICHUIO 1OKYMEHTOB. OCHOBHBIE
HOpPMATUBHBIE JIOKYMEHTBI: MeTonuueckue peKOMEHAALUU IO pPa3paboTKe WHCTPYKUUH IO
JIeNIONIPOU3BOJCTBY B (pefepalibHbIX OpraHax MWCHOJHUTENbHOM Biactu (yT1B. PenepanbHbIM
apxuBHbIM areHtctBoM 2010 1.) mw T'OCT P 6.30-2003 «YHUPHUIUPOBAHHBIE CHCTEMBI
JOKYMEHTalH. Y HUGUIUPOBAaHHAs CUCTEMA OpraHU3allMOHHO-PACIOPSIINTENIbHON JOKYMEHTAIUH.
TpeboBanust Kk 0GOPMIIEHHIO AOKYMEHTOB» O OJIaHKaX TOKYMEHTOB, O(OPMIIEHHH PEKBU3HMTOB
JOKYMEHTOB, O()OPMIICHUH OTIEIBbHBIX BHI0B JJOKYMEHTOB M COCTAaBE IOKYMEHTOB.



[lonstue «pekBusut». llonarue «popmynsapa nokymeHta». Ponb OmaHka B CTpPYyKType
nokymenta. CocraB OnlaHKa, TOPSIOK PACHOJOXKEHHUS PEKBU3UTOB B OnaHke. YHH(UKanus
JOKyMEHTa KaK OJHO U3 HaIpaBIIEHUH €ro COBEPILIEHCTBOBaHHS. PEKBU3WTHI, peryiupyembie
rocynapctBeHHbIM ctrangaproM. [OCT P 6.30-2003 u MeToan4ecKUMU PEKOMEHAALUSIMU TI0
pa3paboTKe UHCTPYKLUN 1O JIEIONPOU3BOJCTBY B (peliepabHBIX OpraHax HCIOIHUTEIbHON BIACTU
U PEKBU3UTHI, PETYIHpPyEMble 3aKOHOAaTeNbcTBOM Poccuiickoit denepannu. TpeGoBaHUS K TEKCTY
pa3IMYHBIX BHJIOB YIPaBICHUECKUX ITOKYMEHTOB. MH(popManmoHHO-CIIpaBOUHbIE JTOKYMEHTHI B
conuansHOM chepe. TpeboBaHUS K 0POPMIICHHUIO U COEPIKAHUIO.

HNurTepakTtuBHas ¢opma: padora ¢ HHTEpHET-MCTOYHHKAMHM H C IEKTPOHHBIMU
Y4eOHUKAMH.

Tema 4. OcHOBBI [JT0KYMEHTO0OOpOTA: NPUHIUNBLI OPraHu3amuM, crneunduka
AOKYMEHTO0000pOTAa B YIIPABJIEHHHU ITOPOJACKHUM XO03SIIICTBOM.

JlokyMeHTO000pOoT Kak 3(h(EeKTUBHBIA WHCTPYMEHT ONTHMHU3ALMU  YIPABICHUYECKUX
pemieHnid. OneHKa COBPEMEHHOTO COCTOSIHUS JOKYMEHTAI[MOHHOT'O OOECHEUEHUsl YIpPaBJICHMUS.
Ctpyktypa u oOmas XapakTepUCTHKa JIOKYMEHTONOTOKOB B JokyMeHTooOopote. IlpaBuia
OpraHu3aIlMy JIBIDKCHHS JIOKYMEHTOB B opraHuzanuu. (OCHOBHBIE TMOHATHS; TpeOOBaHUSA K
OpraHu3aly JAOKYMEHTOO0OOpOTa; OCOOEHHOCTH paboOThl C DIEKTPOHHBIMH JOKYMEHTaMU;
00s13aTeIbHbIE CBEICHUS O JIOKYMEHTAaX, MCIOJIb3YEMbIX B IEJISAX y4€Ta W IMOHMCKA JOKYMEHTOB B
CUCTEMaXx 3JIEKTPOHHOTO JOKyMeHToobopoTa (Ha mpumepe MOC310).

[TpuHIUTIBL OpraHu3anuu T0KyMeHT0000poTa. OCHOBHEIE ATAITBI JOKYMEHTO000POTAa: IPUEM
U TepBUYHAs o00paboOTKa MOCTYHAIOMIMX JOKYMEHTOB, MIPEIBAapUTEIHLHOE pPAcCMOTpPEHUE,
perucTpainus MOCTYMarUUX TOKYMEHTOB, MOPSIAOK PACCMOTPEHUSI TOKYMEHTOB PYKOBOACTBOM H
JIOBEJIEHUSI JOKYMEHTOB 10 WCIIOJIHUTENEH, paboTa MCIONHUTENS C JOKYMEHTaMM, OpraHu3anus
paboThl ¢ OTHpaBIsieMBIMH JOKYMEHTaMH, WX PETUCTpalvs M OTIpaBKa; pErucTpauus u
MIPOXO0K/IEHNE BHYTPEHHUX JIOKYMEHTOB.

HNurepakTtuBHas ¢opma: padora ¢ WHTepHET-UCTOYHMKAMU U € IJIEKTPOHHBIMU
y4eOHUKaMHu.

Tema 5. Opranusanusi XxpaHeHHs1 JOKYMEHTOB B TEKYIIIeM 1eJIONPOU3BOICTBeE.

[TonsiTHe «koMIIeKca TOKyMEHTOB». DOpMHUPOBaHHE KOMIUIEKCOB JOKYMEHTOB B TEKYIIIEM
JIEJIONIPOU3BOJICTBE.

®enepanbhblil 3akoH Poccuiickoit ®enepaunn ot 22 oktadbps 2004 r. N 125-03 «O0
apxuBHOM jene B Poccuiickoit @enepanumn» (akryanbHas Bepcus). HopmaTuBHO-MeTOnHYECKHE
MaTepuaibl (enepanbHON apXUBHOW Ciy>kObl 00 opraHuszanuu padoThl C JOKYMEHTaMHU 110
MOJrOTOBKE K apXUBHOMY XPaHEHUIO.

Pa3pabotka u BeneHue HoOMeHKIaTypbl naeid. HomeHknatypa nen B oOpraHu3aluu co
CMEIIaHHBIM JOKYMEHTOO0OPOTOM. MeToIuKa COCTaBICHUSI HOMEHKIIATYpPHI JIeJT: U3y4eHUE COCTaBa
ToKyMeHTOB, CpokH XpaHeHus: JoKyMeHTOB. [Topsnok odopmiieHus, coriacoBanus 1

YTBEPXKIECHUS HOMEHKIATYPbI JIE.

[TonsTHe “nepedyens 1oKkyMeHTOB . HazHaueHHe M HCIIOIb30BAaHHE MEPEUHEN B KAUE€CTBE

OCHOBHBIX MCTOYHHMKOB 10 M3YYEHHUIO COCTAaBA U COJEPIKAaHUS JOKYMEHTOB, YCTAHOBJICHUIO
CPOKOB

XpaHEeHUs U 00ECIIEUeHUIO eIMHCTBA ONIEPAaTUBHOIO XpaHEHHS U apXHBa.

JleiicTByIO1ME TIEPEYHH C TUTIOBBIMU CPOKAMU XpaHEHHsI IOKYMEHTOB:

- IlepedeHb TUIOBBIX APXUBHBIX TOKYMEHTOB, 00Pa3yIOIIUXCS B HAYYHO-TEXHUUECKOU U

MIPOM3BOJICTBEHHOW  JESITENbHOCTH OpraHu3alyii, ¢ YKa3aHHeM CpPOKOB XpaHEHUs
(ITpunoxxenue

npukasy MuHHUCTEPCTBA KYJIbTYPbl U MAaCCOBBIX KOMMYHHKAMK P® ot 31 urons 2007 r. Ne
182
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- IlepedeHb THIOBBIX YIPABICHYECKHX apXMBHBIX JTOKYMEHTOB, 00pa3yIOIIUXCs B IpoIecce

JESATEIBHOCTH TOCYIapCTBEHHBIX OPraHoB, OpPraHOB MECTHOIO CaMOYIIPAaBJICHHA U
opraHusanui, c



yKkazaHueM cpokoB xpaHenust (Ilpunoxkenme k  mpukazy MuUHHCTEpCTBa KYJIbTYpbI
Poccniickoit

®denepanun ot 25 aBrycra 2010 1. Ne 558). OTBETCTBEHHOCTh 32 COXPaHHOCThH JOKYMEHTOB.

HNurepakTtuBHas ¢opma: padora ¢ UHTEpPHET-MCTOYHMKAMH U € JJIEKTPOHHBIMU
Y4eOHUKAMH.

Tema 6. Opranuszanusi padoTbl ¢ 00palIeHUSAME TPAKIAH.

Onepauuu Mo IpUEMY, PErucTpalii, KOHTPOJIO HCIIOJIHEHUS, INPUHATHUIO PELIEHUH 110
oOpallleHusIM TpaKJlaH KaK 4acTh YIPABJICHYECKOTO TOKyMEHTOoOopoTa. TpeOoBaHHS K cpokam
MOJIFOTOBKU OTBETOB Ha OOpamieHus rpaxkiaad. TpeOoBaHUS K COEPKAHUIO OTBETHBIX TIOKYMEHTOB.
dopMHUpOBaHUE U XPAaHEHUE TPEATIOKECHHMN, 3asBICHUH, Kallo0 TpakKaaH.

O6001enHre, aHalu3 M HMCMIOJIb30BAaHUE JAHHBIX O paboTe ¢ OOpalleHUSMH TpakJaH B
annapare ynpasiieHus. [IpuMeHeHHe 3JEeKTPOHHBIX TEXHOJIOTUH JJIsi MOATOTOBKM OTBETOB M
OpraHu3any MHQPOPMAIMOHHO-CIIPABOYHON CIIY’)KOBl B YUPEXKICHHSIX C OOJbIIMM O0BEMOM
NPEIUIOKEHUH, 3asBICHHUM, kano0 rpaxman (Ha npumepe MOCDJI0). 3akoHOmarenbHas
peraamMeHTanus paboThl C MPEUIOKEHUSIMH, 3asBICHHUAMH U jkano0amu rpaxaal (DenepanbHbIi
3akoH 2006 r. «O mopsigke paccMoTpeHus: oOpameHuii rpaxaan Poccuiickort deepariiny ¢ U3M.
2014 r.).  dopmupoBaHME 3aKOHOJATEIBbHON 0a3bl, periiaMeHTUpYyIoUeil paboTy OpraHoB
ympasieHus ¢ rpaxganamu  (DenepanbHblil 3ak0H «O0 obecriedeHnu A0CTyna K WHGOpMAIHHA O
JESTEIbHOCTH TOCYapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO caMOyIpaBieHus» oT 9 deBpans
2009 roma Ne 8-D3) u DenepanpHblii 3akoH OT 27 utonst 2006 r. N 152-®3 «O mepcoHaIbHBIX
JTAHHBIX.

HNuTepakTuBHas ¢opma: padora ¢ VHTepHeT-HCTOYHHKAMH H € 3JIEKTPOHHBIMHU
yuyeOHMKaMHU.

Tema 7. CoBeplICHCTBOBAHME OPraHU3ALMM JOKYMEHTALMOHHOIO o0ecne4eHHs B
(pU3KYIbTYPHBIX OPraHU3ALMAX.

CoBepIlIeHCTBOBaHUE OpraHU3alMK JOKYMEHTAIIMOHHOTO o0ecredyeHus: B (U3KYJIbTYPHBIX
OpraHM3alsaX Ha Hay4dHOM ocHoBe. (OOecrieueHue JeI0MpPOU3BOJCTBOM OCHOBHBIX (YHKIUI
opraHoB ympasieHus, 3(dexkTuBHOCT, KadecTBO paboTel. [Ipomecc  panuoHanu3anuu
nenonpousBoacTtea. Crpykrypa IlonoxeHus o ciyx0e Aeaonpou3BOACTBA (DU3KYIBTYpHOU
opraHuzaiu.  3agayd  ciuyxObl  genompousBoicTBa.  CojepkaHWe — MHCTPYKLMU  TIO
nenonpou3BoACTBY. CTpYKTypa JOKHOCTHBIX MHCTPYKIIUHM.

HNutepakTuBHasa ¢opma: padora ¢ MHTepHET-MCTOYHMKAMHM H C JIEKTPOHHBIMH
y4eOHUKaMHu.

4, Ilepeuenb y4eOHO-METOANMYECKOTO 00ecedeH s IJIsl CAMOCTOSTENbHOH PadoThI
00y4aroUuXxcs 1Mo AUCUHUILINHE

CamocrosiTenbHasi paboTa CTYIEHTOB sIBisieTcs 0ocoOoi (opMoil opraHuzanuu y4eOHOTro
npoliecca, MpeAcTaBisgionas co0oi MIaHupyeMyto, T03HABATEIbHO, OPraHU3ALUOHHO U METOANYECKU
HaMpaB/IIEMyI0 JESITEIbHOCTh CTYJIEHTOB, OPUEHTHPOBAHHYIO Ha JOCTH)KEHHE KOHKPETHOIO
pe3ynbTaTa, OCYIIECTBIIsieMyl0 Oe3 mpsMoi momoim mnpenogasatens. CamocrosrenbHas paborta
CTYJIEHTOB SIBJISIETCSI COCTaBHOW YacThi0 y4yeOHOW paboThl M HMMEET IeNIbl0 3aKpeluieHue u
yri1yOJieHHe MOJNyYeHHbIX 3HAHUM M HaBBIKOB, IMOMCK M NMPHOOpPETEHHE HOBBIX 3HAHHM, a TaKKe
BBIMIOJTHEHHE Y4YeOHBIX 3aJaHMi, MOATOTOBKY K HPEACTOALIMM 3aHATHSAM M d3k3ameHy. OnHa
npeaycMaTpuBaeT, Kak MNpaBWio, pa3paboTKy pedepaToB, HamucaHHE JOKJIAJ0B, BBIIOJIHEHUE
TBOPYECKUX, MHJIMBUYaJbHBIX 33JJaHUI B COOTBETCTBHM C Y4€OHOU mporpamMmoi (TeMaTuyecKuM
IUIAaHOM M3YYEHHUs JUCHMIUIMHBI). Tema Ui Takoro BBICTYIUIEHHS MOXeET OBbITh NpeiosKeHa
npenojiaBaTesieM MM M30paHa caMUM CTYJEHTOM, HO MaTepHuall BBICTYIUIEHUS HE JIOJDKEH
nyOnnMpoBaTh JIGKIMOHHBIA MaTepuan. PedepaTuBHBIH MaTepuan CIYXUT JIOTOJHUTEIbHON
uHpopmanue Uit paboThl Ha NMPAaKTUYECKUX 3aHATHAX. OCHOBHAs II€Nb JaHHOTO BUAA PaOOTHI
COCTOUT B O0YYEHHUH CTYACHTOB METO/IaM CaMOCTOATEIbHOIN paboThl ¢ yueOHBIM MaTepuaioM. J{is
IOJHOTBl  YCBOGHHUSI TEM, BBIHECEHHBIX B IIpaKTUYeCKUE 3aHATHA, TpeOyerca pabota ¢
nepBoucTouHuKaMu. Kypc nmpeaycmaTpuBaeT caMOCTOSATENBbHYIO padoTy CTYJICHTOB CO CIIEIHaTbHON
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autepatypoil. CiielyeT OTMETUTh, YTO CaMOCTOsITeNIbHAs paboTa CTYACHTOB pe3yJbTaTUBHA JIMILIb
TOTJa, KOT/1a OHA BBIIIOJIHAETCSI CUCTEMATUYECKH, INIAHOMEPHO U LIEJIEHAIIPaBJIEHHO.

3amanus JUIsl CaMOCTOSITENIbHOM paboThl MPEeIyCMaTPUBAIOT UCIIOJIb30BAHUE HEOOXOINMBIX
TEPMUHOB U TMOHATUH MO mpobiematuke Kypca. OHM HalEIMBAIOT Ha MPAKTUYECKYIO paboTy IO
MPUMEHEHHI0O M3y4aeMOro MaTepuaia, MOUCK Oubiamorpaguyeckoro marepuajia U 3JeKTPOHHBIX
UCTOYHHUKOB MH(POPMALIMHU, WIUTIOCTPATUBHBIX MAaTEpPHAIOB. 3aJaHUs 110 CAMOCTOSITEIBHON paboTe
JAIOTCS TI0 TeMaM, KOTOpbIe TPEOYIOT JOMOTHUTENBHON MPOPaOOTKH.

OO0umii 06beM CaMOCTOSATENILHOM PaOOTHI CTYICHTOB 110 AUCHUIUINHE BKIIIOYACT Ay AUTOPHYIO
Y BHEAYJUTOPHYIO CAaMOCTOATEIbHYIO paboTy CTY/IEHTOB B TEUCHHE CEMECTpA.

AynuropHasi caMocTosiTellbHasg paboTa OCylecTBisieTcs B (pOpMe BBIIOJHEHUSI TECTOBBIX
3aJaHuid, Keiic-3aJa4, MHChMEHHBIX MPOBEPOUYHBIX paboT Mo AUCHUIUIMHE. AyIUTOpHas
camocrosTenbHas pabora obecriedeHa 0a30if TECTOBBIX MaTepHalioB, KeHc-3afad IO paszzieiiaMm
JUCLUIUINHBI.

BueaynuropHas camoctosiTenbHas paboTa ocyiecTisiercsa B popmax:
- IOATOTOBKH K YCTHBIM JIOKJIaJiaM (MUHU-BBICTYIUICHUSM);
- IOATOTOBKA K 3alIuTe pedepara;
- IOATOTOBKA K 3aIUTE UHAUBUAYAIBHBIX IPAKTUYECKUX PalOT.

Temul pecpepamos (3a0anusn 011 KOHMPOALHOU padomul 2 cemecmp)

1. Ponb 1OKyMEHTAalMOHHOT0 00eCIeueH sl B yIIPaBJIEHUN OpraHU3alusIMU.

2. Kpartkast xapakTepUCTHKA MPUKA3HOTO, KOJUIEKCKOTO M UCIIOTHUTEIHHOTO
nenonpousBozcTsa B Poccuu.

3. HopmaTuBHO-1IpaBoBO€ 00€cIIeUeHHE JEATENLHOCTU CIYXKO J€I0IPOU3BO/ICTBA,
CTPYKTYpa U CO/Iep’KaHNe HHCTPYKIMHU O JAEJIONPOU3BOICTBY Ha MPEAIPUITUH.

4. [TonsiTHE «ITOKYMEHT», ero (yHkius. Kinaccudukarus 10KyMEHTOB IO OCHOBHBIM
HpPU3HAKAM.

5. Ilonsatue «pexBU3UT». [I0CTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI.

6. XapakTepucTHKa peKBU3UTOB 3ar0JIOBOYHON YaCTH IOKYMEHTA, UX MepeueHb U
TpeboBaHus K 0OPMIICHHUIO.

7. XapakTepucTHKa peKBU3UTOB COJIEpKaTeIbHON YacTH JOKYMEHTA, UX NEePEeYeHb U
TpeboBaHus K 0OPMIICHHUIO.

8. XapakTepucTHKa PEeKBU3UTOB O(pOpMIISIOIIEH YacTH JOKYMEHTA, X MepeueHb U
TpeboBaHus K 0OPMIICHHUIO.

9. biank JOKyMeHTa, BUJIbl OJIAaHKOB OpPraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB.
TpebGoBanus k 6J1aHKaM, pa3Mephl MOJIeH OJaHKOB.

10. Opranu3zaiioHHble JOKYMEHTHI, UX Ha3HaueHue U pojb. OCHOBHBIE BU/BI U 00IIHE
npaBuiia OpOPMIICHHUS.

11. PacniopsiaurenbHble JOKYMEHTHI, UX Ha3HAuU€HHUE U poJib B yrpaBieHUH. OCHOBHBIE
BUJIBI PACTIOPSITUTENFHBIX TOKYMEHTOB M OOIIHE TTPpaBUiIa OPOPMIICHHS.

12. TIpuka3 o ocHOBHOI1 aesiTenbHOCTH. CTPYKTypa TeKCTa IMpHKa3a, MopsIoK ero
pa3paboOTKH U MpaBwiia 0pOpMIICHHS pEKBU3UTOB. BhImrcka n3 npukasa.

13. Pacnopsokenue. CTpykTypa TeKcTa, paBuiia 0(hOpMIIEHUS! PEKBU3HUTOB.

14. Yxazanue. OOuias XxapakTepucTUKa JOKYMEHTa, CTPYKTYpa €ro TeKCTa, MOPsI0K U
0c00eHHOCTH 0(OPMIIEHUS, PEKBU3UTHI YKa3aHUS.

15. npopManimoHHO-CIIpaBOYHbIE JOKYMEHTHI, UX Ha3HAYEHHUE U POJIb B YIIPABICHUH.
[TepeueHb OCHOBHBIX BUAOB HH(POPMALIMOHHO-CIIPABOUHBIX IOKyMEHTOB. OO0111e TpeGoBaHMs K
0(hOpMIICHHUIO.

16. Akr. OOm1as xapakTepuCTHKa JOKYMEHTA, CTPYKTypa TeKCTa, MOPSAA0K pa3paboTKu U
o(opMIIeHUS PEKBU3UTOB aKTa.

17. IIporokon. Obmas xapakTepuCTHKa MPOTOKOIA, CTPYKTYpa TEKCTa, MOPSIIOK
pa3paboTKu U 0POPMIICHUST PEKBU3UTOB ITPOTOKOJIA.

18. JloknanHast, o0bsacHUTENbHAS 3anucka. OO0Ias XapaKTepUCTUKA JOKYMEHTOB, MOPSAIO0K
0o OopMIICHUS PEKBU3HUTOB CITY>KEOHBIX 3aITHUCOK.



19. Cnpasxka. Bunbl cipaBok O01m1ast xapaKTeprucTHKa IOKYMEHTa, PEKBU3UTHI CIIPABOK,
0co0eHHOCTH 0(OPMIICHUS.

20. oxymeHT0000p0T. OCHOBHBIE ATAIbl TIOKYMEHTO000pOoTa. TeXHOIOTHS pabOTHI C
BXOJISIIIIMMH IOKYMEHTaMH.

21. Texnonorus 00pabOTKM BHYTPEHHUX U UCXOAAIIUX TOKYMEHTOB.

22. Perucrtpanus 10KyMEHTOB U KOHTPOJIb UCIIOJHEHUS IOKYMEHTOB.

23. HoMeHkIaTypa e Ha NpeAnpusiTHH, popmupoBaHue u opopMiIeHHE Jell.

24. IloaroroBka JOKYMEHTOB Ha apXUBHOE XpPaHEHHUE.

Temamuka munu gpicmynieHuii (memovt MUHU-BLICIYNIEHUIL 2 cemecmp)

1. PasBurtue mnpexncraBieHUM O JOKyMeHTe. Poib JOKyMeHTa B JKHM3HM YEJIOBEKAa U
oOmiecTna.

2. JlokyMeHTallMOHHOE OOECIIeYCHHE YIPaBICHUS KaK BaKHEWIIas (QYHKIUSA
yIpaBJIEHUs, €€ MECTO CPEIU IPYTUX YIPABICHYECKUX (QYHKLUH.

3. TloHSATHS  «IOKYMEHT», «HOCHTENb HH(MOpMAIMM»,  «IOKyMEHTHPOBaHHAs
uHpopMaIus.

4. Hcropuyeckuil  ONBIT  OpraHM3alMM  JIOKYMEHTUPOBAHHUS  YIPaBJIEHUYECKOMN
JEeSITEIbHOCTH B TOCYAapCTBEHHBIX yupexaeHusx Poccuu 1970-e-2000-e rr.

5. ®enepanbhbiii 3akoH Poccuiickort @eneparnuu ot 27 uronst 2006 r. N 149-d3 «O6
uHpopMalury, HHOOPMAIMOHHBIX TEXHOJIOTUAX M O 3aluTe HHQOpMAIMU»: OCHOBHBIC
MIOJIO’KEHUS.

6. OTBETCTBEHHOCTb  3a  HENPABOMOYHbIC  JEMCTBUA C  JOKYMEHTaMH B
aIMUHUCTPAaTUBHOM, YTOJIOBHOM U TPYAOBOM Kozekcax Poccuiickoint denepanun.

7. PerynupoBaHue JeNONpPOU3BOACTBA U  JOKyMeHTooOopora B  Peryamenre
[IpaBuTenscTBa MOCKBBI.

8. Axtel IlpaButensctBa Poccuiickoit ®enepanmun u IlpaBurensctBa MOCKBBI 0
BHEJJPEHUU D3JEKTPOHHOTO JIOKYMEHTOOOOpOTa B OpraHU3aldd JESTEJIbHOCTH OpraHOB
rOCy1apCTBEHHON BIIACTH.

9. TlpeeMCTBEHHOCTh JTOKYMEHTAIIMOHHOTO OOECTICUeHHs YIPaBICHUS B pPa3IUYHBIC
nepuozs! uctopuu Poccun.

10. ®epepanpHOE 3aKOHOAATENHCTBO 00 opranm3anuu JJOY, TpeboBanus yHU(DUKAITUH U
CTaH/apTU3aLUH.

11. Boussane pedopmbl 1o uHGOpMaTU3allMd  TOCYJAapCTBEHHOM CIy:KObl Ha
HOPMAaTUBHYIO 0a3y Jen0Nponu3BOICTBA.

12. YaudpummpoBanneile  cucteMbl  gokymeHtanmu. [TOCT P 6.30-2003.
YHuHUIMpoBaHHAas CUCTEMa OpraHU3allMOHHO-PACTIOPIUTEILHON TOKyMeHTauu. TpeboBaHus
K 0()OpPMJIEHHIO IOKYMEHTOB.

13. XapakTepucTuKka OCHOBHBIX BUJIOB JJOKYMEHTOB B COLIMAIBHOM cepe.

14. MexayHapoIHbIE€ U HALIMOHAIBHbBIE CTAHIaPThI B PErYIMPOBAHUH JOKYMEHTAIIHOHHO-
UH(POPMALIMOHHOTO 00ecreueH sl yIpaBIeHusl.

15. OcHOBHBIE HampaBJIEHUS COBEPILIEHCTBOBaHUS cocTaBa W (OPM JOKYMEHTOB B
colManbHOM cdepe.

16. Bunel TOKyMEHTOB (pacHoOpsIUTENbHBIC, OpTraHU3alMOHHBIE, HWH()OPMAIMOHHO-
CIIPAaBOYHBIE) U UX XaPAKTEPUCTUKH.

17.Tlepeynr JOKYMEHTOB C THUIIOBBIMM CPOKAMM XpaHEHHs. 3HAUeHHE MepeyHell u
MOPSIOK UX IPUMEHEHUS B AEIONPOU3BOACTBE.

18. Opranu3zanuonHsie GOPMBI JETONPON3BOACTBA. X 3aBHCHMOCTH OT CIEIH(PHKH U
OpPraHU3aLMOHHON CTPYKTYPBI YUPEKICHUS.

19. oxymenToobopoT. OnpenencHue, XapakKTepuCcTUKa OCHOBHBIX JIOKYMEHTOIOTOKOB.

20. IlpaBuita opranu3aiiy JOKYMEHTO000pOTa OpraHu3aliy.

21. TokymeHTO0000pOT KaK 3(PGEeKTUBHBIIT WHCTPYMEHT ONTHUMH3AIUNA YIPABICHYCCKUX
peLICHU.

22. Texuoyorust paboThI ¢ 0OpAIICHUSIMU TPAKIAH B JIETONPON3BOJICTBE OpPraHu3aIiy.

23. TpeOoBaHMs 3aKOHOATEIHCTBA K OPraHU3aUHN pabOThI ¢ OOPAIICHUSIMH TPAXKAAH.



24. HomeHkmarypa e, e€ 3Ha4eHHe, BUIbI HOMCHKJIATYD JIeJI, METOJINKA COCTABICHHS
HOMEHKJIATYp eIl

25. [ToHsITHE <«OKCIEPTH3bI IICHHOCTH» JIOKYMEHTOB B JCJIIONPOM3BOJICTBE, 3a7aud H
MOPSIIOK TIPOBEICHUS.

26. OcuoBuble monoxkenuss DLIT «Muapopmanmonnoe ob6mecrBo 2011-2020 rry.
TenaeHInu pa3BUTHS SIEKTPOHHOTO JIOKYMEHTOO00pOTA.

27.IIpaBoBOi cTaTyc 3JEKTPOHHBIX JOKYMECHTOB, 3aKOHOJATEIIbHOC W HOPMATHBHOE
pEryJIMpOBaHUE UCTIOIB30BAHUS SJIEKTPOHHBIX JTOKYMEHTOB. DJICKTPOHHBIC TOKYMEHTHI M 0a3bl
JAaHHBIX B COLMAIIBHOM cdepe.

Mamepuansl, ucnonvzyemoie 011 MeKyu €20 KOHMpPons ycneeaemocmu
ooyuaruuxca no oucyuniune (2 cemecmp)

[Tpumep KOHTPOILHOM paboTHI (TecT U3 40 BOIIPOCOB).
Kpurepuu onieHnBaHusI: 3a KaXKJ1bli IpaBUIIbHBIN OTBET - 1 Oa.

1. B [IpeBHEpyCcCKOM roCy1apCcTBE LIEHTPaMH BEICHUS JOKYMEHTAUU U €€ XpaHEHUs ObUIN:
a) MOHACTBIPH; 0) apXUBBI; B) KHDKECKHUE TAJIATHI; T') APCKHUMA IBOPEIL.

2. Kak Ha3bpIBaJIUCh M1E€PBbIE FOCYIaPCTBEHHBIE YUPEKACHUS?
a) JenapTaMeHThl; 0) KHSDKECTBA; B) MPUKA3bl; ') MOHACTBIPH.

3. Kakue PEKBU3UTLI OTHOCATCA K OPUANICCKU 3HAYNMBIM?
a) 1aTa, perucTPALMOHHBII HOMeP I0OKYMEHTA,
0) 3aroJIOBOK K TEKCTY, OTMETKA 00 UCIIOIHUTEIIE;
B) PE30JIIOIMS, OTMETKA O HAJTMUYUU TPUITOKEHUH.

4. 1enonpou3BoICTBO — 3TO:

a) JIBIKCHHWE OKYMEHTOB B OpPTaHU3allMM C MOMEHTAa WX CO3JaHUs WIH TOJIYYEHHUS 0
3aBEpILEHUS UCIIOTHEHNUS;

0) oTpaciab AesiTeIbHOCTH, 00ecneYnBaIOIIasi TOKYMEHTHPOBAHUE M OPTaHU3AIHUI0
padoThI ¢ 0puIHAIBHBIMH 10KYMEHTAMH,

B) 3amKCh HHPOPMALIMU HA PA3TUYHBIX HOCUTEIISX IO YCTAHOBJICHHBIM IIPABUJIAM.

5. ITo cnoco0y TOKYMEHTUPOBAHUS PA3INYAIOT JOKYMEHTHI:
a) TpadapeTHsle;

0) pyKONHUCHbIE MM CbMEHHbIE,;

B) (pOopMaIM30BaHHBIE.

6. JIns1 yero nMpoBOAUTCS YHU(PHUKAIHS JOKYMEHTOB?

a) I JOKYMEHTHPOBAHUS YNIPABJIEHYECKOM AeSITeJIbHOCTH,

0) as opraHu3aiuy paboThl C TOKYMEHTAMHU;

B) AJId CHUKCHUA KOJWMYCCTBA NMPUMCHACMBIX JOKYMCHTOB, CHHXXCHUSA TPYAOCMKOCTH HUX
00paboTKu.

7. PacnionoskeHre peKBU3UTOB Ha OJIaHKE IOKYMEHTa OTpeeIsIeTcs:
a) COCTaBHUTEJIEM JJOKYMEHTA;

0) mpaBwIaMu yHU(DUKAITNHN TOKYMEHTOB;

B) rOCY1apCTBEHHBIM CTAHIAPTOM.

8. PexBU3UT JOKyMEHTa — 3TO:

a) CTaHJApTHBIA JUCT Oymaru, Ha KOTOPOM OTOOpakeHa IOCTOSIHHAsg HWHQpOpMaLus H
OTBE/ICHO OMPEAETICHHOE MECTO IS IIEPEeMEHHOIA;
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0) COBOKYMHOCTh pPACIOJIOKEHHBIX B OINPEACICHHOW IOCJIEIOBATEILHOCTH 3aIuCeH,
MPUCYLIHX OIPEACICHHBIM BUaM JOKYMEHTOB;
B) 00513aTe/IbHBIH 3J1eMeHT 0QUIMATILHOIO TOKYMEHTA.

9. PexBusut «HanMeHoBaHUE BUJA JOKYMEHTA:

a) MO3BOJIAET CYAUTh O HA3HAYeHHe JOKYMEHTa, ompeae/isieT COCTAB PEKBU3UTOB H
CTPYKTYPY TeKCTA;

0) MO3BOJISIET CYIUTh O HA3BAHUH OPTaHU3AIMU — aBTOPA IOKYMCHTA;

B) IIPUIACT COJAEPKAHUIO JOKYMEHTa HOPMATUBHBIN WJIM MPABOBOW XapaKTep.

10. PeructpaiinoHHbI HOMEP JTOKYMEHTa — 3TO:

a) JaTa ero MOJANUCAHUS WIH YTBEPKICHHUS,

0) ycii0BHOe 0003HAYeHHe NOKYMEHTA, MOJ KOTOPbIM OH BBe/lleH B MH()OPMALMOHHO-
NMOUCKOBYIO CHCTEMY OPraHM3alluM,;

B) OTMETKAa JJIi aBTOMAaTHYECKOro IOMCKa JOKYMEHTa (MOKET BKIIIOYaTh HMMS JHCKa,
TUPEKTOPHUH U (haiia, CoOIepKallero JaHHbIN TOKYMEHT).

11. B xakom ciydae nmpaBHIIbHO O(hOpMIIEH PEKBU3UT «Aapecary»?
a) lupexropy mikossl Ne 269
HBanosou Tamape [lerpoBHe
6) dupexropy mkoisr Ne 269
Nsanosou T. I1.
B) 129128, Mocksa, yi1. Pocrokunckast, 7
Hupexropy kol Ne 269 r-xe MBanosoii T. I1.
r) lupexkropy MockoBckoii mkosabl Ne 269
T. II. UBanoBoM

12. TIman pabotel komnemka ©Ha 2001/02 y4eOHBII TOA YTBEPXKIACH pELICHUEM
Nearornyeckoro copera. B kakoM ciyyae npaBuibHO OdopMIleH PeKBU3UT «['pud yTBepKIeHuUs
JIOKyMEHTa»?
a) YTBEPXXIAIO
Pemenue negaroruueckoro coBera
ot 12.08.2006 r. Ne 14

0) YTBEPXKJIEH
Penrennem neiaroru4eckoro copera
ot 12.08.2006 Ne 14

B) YTBEPXJIEH
Pemiennem negaroruueckoro coBera
ot 12.08.2006 T. Ne 14

13. PexBu3UT «3aroioBOK K TEKCTY»:

a) oTpakaeT KpaTKoe coJAep:KaHue JOKyMEHTa;

0) O3BOJISIET CYyIUTh O HA3HAYEHUH IOKYMEHTA, ONIPEIETISET COCTAB PEKBU3UTOB U CTPYKTYPY
TEKCTa;

B) HEOOXOIUM JIJII ONIEPATHBHOM CBSI3H C TEM, KTO COCTaBHJI JIOKYMEHT.

14. B kakoM MecTe JOKyMEHTa IPOCTABISAETCA PEKBU3AT «OTMETKA O KOHTPOJIE»?

a) Ha JIEBOM I10JI€ JIOKyMEHTa, HallpOTHB peKkBU3UTa «CripaBOYHbBIE JaHHBIE 00 OpraHU3auny;
0) B BepXHeM MPaBOM YIJIy IEPBOro JIUCTA JOKYMEHTA;

B) B HIDKHEM IIPaBOM YTJIy IIEPBOIO JMCTA JOKYMEHTA.

15. PexBusut «I'pu¢ cormacoBanus» oQpOpMIISIOT CIEAYIOIINUM 00pa3oM:
a) COTJIACOBAHO
IIporokoJiom 3acenanus
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npasJieHus cTpaxoBoii komnanuu «Ilianeray
ot 21.06.2006 Ne 10

0) H. 1. Oprnos
(moamuce)

B) HauanpHUK ropuInyecKkoro oTaena

Iloamuce

I'. U. Cunopos

21.12.2006

16. PekBusut «BH3BI COTIaCOBAHUIY:

a) CIYXKUT JJi1 0(OPMIICHUSI BHEITHETO COTJIACOBAHUS C KOHKPETHBIM JOKHOCTHBIM JIHIIOM
WJIH KOJUIETHATIBHBIM OPTaHOM;

0) mpuaaeT coaepKaHuIo OQUIIMATBHOTO IOKYMEHTa HOPMATUBHBIN UJTH IPABOBOM XapakTep;

B) HCHOJb3yeTcsl /Jisi BHYTPEHHEro0 COIJacoBAHHsSI NMPOEKTOB JOKYMEHTOB M TNpH
03HAKOMJIEHMHM € KAKHM-JIH00 /JOKYMEHTOM KaK MNHCbMEHHOe TMoATBep:KaeHne ¢akra
03HAKOMJICHH .

17. Inst moKymMeHTa, HOJUIMHHUK KOTOPOT'O OCTAETCsl B OPTaHU3alllU, BU3BI IIPOCTABIISIOTCS:
a) HWXKXEC IIOAIINCHU pYKOBOIII/ITGJIﬂ, IIOAITMCABIICT O [[OKYMGHT;

0) B HUKHel 4acTH 000POTHOM CTOPOHBI MOCJIEAHEr0 JUCTA MOAJIMHHUKA JOKYMEHTA,;
') Ha 00OPOTHOM CTOPOHE MIEPBOTO JIUCTA JOKYMEHTA.

18. B xakom cirydae npaBmibHO 0(hOpMIIeH peKBU3HT «OTMETKA O HAJTHMYUU MPHUIIOKCHUSY,
€CIIM B TEKCTE CONPOBOIUTEIBHOTO MHUChMa HE YIIOMHHAIIOCH O TIPHIIOKEHUU?
a) [Ipuioxenue:
1. CnpaBka o coryiacoBaHuu NpoeKTa Ha 4 J1. B 1 9K3.;
2. OT3bIB 10 NPOEKTY Ha 2 J1. B 1 3K3.
0) Ilpunoxenue: Ha 6 1. B 1 3K3.

19. PexBu3utT «OTMETKA 00 MCIOIHUTEIIE:

a) HeoOXO0UM J1JIsl ONIEPATUBHOI CBSI3U € T€M, KTO COCTABHJI JOKYMEHT;
0) SIBNSIETCS OJJTHUM M3 OCHOBHBIX CIIOCOOOB YJIOCTOBEPEHUSI TOKYMEHTA;

B) (bUKCHpPYET yKa3aHUsI PYKOBOJUTEIS IO TIOBOJTY UCTIOJTHEHHUS JOKYMEHTA.

20. B xakoM ciydae npaBuiibHO oopmiieH pekBu3uT «lloanuck» Ha OnaHke 1oKymMeHTa?

a) PexTop akagemuu B. A. IlerpoBa

0) PexTop akanemun ITerposa B. A.
B) Pextop Cubupckoii akagemun

TOCYJIapCTBEHHOM CITYKOBI B. A. IlerpoBa

21. B orcyrcrBue pykoBoautens A. W. IlerpoBa NHOKyMEHT MOJNMUCAl €ro 3aMeCTHTEINb
CunopoB, UCTIONHSIOMINN 00513aHHOCTH PYKOBOJUTENS. Y KaXUTE NPaBUIbHbIA BapHaHT:

a) 3a Jlupexrop A. U. Tlerpos
(moamucey Cumoposa)

0) Hupexrtop A. W. Tletpos
(moamuchy Cumoposa)

B) U. 0. nupexTOpa I'. B. Cunopos

(moapmuce Cupopona)

22. JlaToil mpoTOKOJIA SBISAETCS:
a) JaTa MOANKMCAaHUS TPOTOKOIA;
0) 1aTa NpoBeAeHNS 3aceJaHus;
B) JlaTa PETUCTPALlMU IPOTOKOJIA.
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23. [Ipuka3 co3gaercs AJs:

a) IOJITBEPKICHUS YCTAHOBJICHHBIX (DAKTOB, COOBITUH, IEHCTBUN;

0) pelieHNs] OCHOBHBIX ONEPATUBHBIX 32124, CTOSIIIUX Mepel JAHHBIM OPraHoOM;
B) OTPa)XCHUs YCIOBUH TPYIOBBIX B3aHMOOTHOIICHUH COTPYTHHUKA C aJIMUHUCTPAIIHECH.

24. B xakoM ciydae mpaBUIbHO 0popMiIeH peKBU3UT «OTMETKa O 3aBEPCHUHU KON ?
a) Bepno:
HNucnekTop otaena kaapoB ITonmucey  W. U. IlerpoBa
0) Bepno
NHcnekTop oTaena kaapos ITogmuce  U. U. Ilerposa
B) BepHo
HNHcnekTop oTaena Kaapos HHoanucs WM. U. IlerpoBa
16.03.2006

25. Bu3a ropucrta Ha IpUKase:

a) o3HayaeT BHYTpPEHHee COIVIaCOBaHHe, MOATBEp:KIAKIIee, YTO IMPHKa3 He
NMPOTUBOPEYHUT 3aKOHY;

0) 3TO 00s3aTEeNBHBIN PEKBU3HT MPUKA3a, PUJAIOIINA eMYy FOPUIUICCKYIO CHITY.

26. Korpa ympaBieHuecKoe JeicTBrE TMPEAIoIaraeT KOHKPETHOTO HCITOTHUTEIS, TO MTyHKTHI
pPacHoOpSIUTENBHON YaCTH IPUKa3a JODKHBI HAUNHATHCS:

a) ¢ yKazaHus (aMHUINH 1 MTHALUAIOB UCIIOTHUTEIIS,

0) ¢ ykazaHUs OPYUYCHHUS;

B) € YKa3aHUS IOJKHOCTH U (paMHIINU ¢ MHUIIUAJIAMH HUCIOJHUTEIS.

27. IlpoTokona — 3T0:

a) MMCbMEHHOE COTJIAllIeHHe CTOPOH, OMPEAEISIONIEe YCIOBUS KaKUX-THO0 OTHOIICHU;

0) TOKYMEHT, MOJITBEPKAAFOITUH (haKThl, COOBITHS, TCHUCTBUS;

B) JIOKYMEHT, CO/Iep KAl ONKMCAaHUE TPOU3BOICTBEHHO 1eATEIbHOCTH OPraHU3allnu;

r) T10KYMEHT, (UKCHPYIOIIHii X071 00CyKIeHHsI BONMPOCOB M NMPUHATHS pellleHUii Ha
coOpaHum, 3acelaHUH.

28. IIpoToKOIBI HyMEPYIOTCS MOPSAAKOBBIMUA HOMEPAMHU:

a) B IIpeziesax BCEro BpEMEHH CYIIECTBOBAHUS OpraHU3aIiHY;
0) B mpees1ax KaJaeHIAPHOIO roja;

B) B IpeJieiax IMsTH JIET.

29. Bonpochl MOBECTKH JHS PacCHoaratoTcs:

a) 1Mo BPEMEHHU, KOTOPOE MPEIOIaraeTcs 3aTpaTUuTh Ha 00CYKIeHNE KaXKI0TO BOIPOCa;
0) B 10OOM TIOPSIJIKE;

B) 10 CTEeNEeHN BAKHOCTH 00CyK/TaeMbIX BOIIPOCOB.

30. JIOKyMEHTBI, COCTaBJIIEMbIC KOMHCCHUEH, TIOITHUCHIBAIOTCS:
a) pYKOBOJMUTEJIEM OpPTaHU3aIliu;

0) mpenceaaTeneM KOMHUCCHH;

B) MpejceaaTeeM U YieHAMH KOMHCCHM;

T) IpejceaaTeIeM KOMUCCHU U CEKPETapeM.

31. Akt — at0:

a) JOKyMEHT MH(OPMAalMOHHOTO XapakTepa, COAep Kalluii OmucaHue MPOU3BOJCTBEHHON
ACATCIIBHOCTH OPraHU3aluu;

0) IOKYMEHT, aapecOBaHHBIM PYKOBOJUTEIIO OpPraHW3AMH W WH()OPMUPYIOMUHA €ro o
CIOKUBILIEHCS CUTyalluu, UMCBIICM MCCTO q)aKTC;
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B) IOKYMEHT, OATBep:kaaouuii GakTbl, COOLITHS, 1eHCTBUS.

32. TekcT aKkTa JeIATCA HA IBE YaCTH:

a) BBOJHYIO U OCHOBHYIO

0) BBOJHYIO 1 KOHCTATHPYIOIILY 0, COIEPKANLYI0 BHIBO/IbI;
B) HAYAJIbHYIO M 3aKJIFOUUTENbHYIO, COJIEPKAIIYIO BBIBOJIBI.

33. MadopmalrimonHas cpaBKa — 3T0:

a) JOKYMEHT UHGPOPMALMOHHOIO xapakrepa, coaepsKkanui onucaHue
NMPOU3BOJACTBEHHOM JeSITeJIbHOCTH OPraHM3allMd W NOATBEP:KIeHHEe KaKHUX-I1u00 (PaKToB,
COOBITHIA,

0) MOKYMEHT, aJpPECOBAHHBIA PYKOBOJIUTEIIO YUPEKICHUS W HHPOPMHUPYIOIIMK €ro o
CIIOXKHBIICHCS CHUTyalli¥, WMEBIIEM MECTO SBJICHHM WiH (dakTe, COACPKAIIUN BBIBOABI U
MIPEIOKEHHUST COCTABUTEIIS;

B) IOKYMEHT, TIOSICHSIFOILIUNA COJIepKaHUE OTACIbHBIX MOJ0KEHUM OCHOBHOTO JOKYMEHTA UITH
OOBSACHSIOIIUI MPUYHHBI KAKOTO-TH00 COOBITHS, (PaKTa, MOCTYIIKA.

34. Kakoii peKBU3UT HE BXOAUT B cocTaB (hopmyrsipa-oOpasia CripaBKu?
a) HAMMEHOBAaHUE OpPraHU3aluu;

0) HauMEHOBaHME BUJIA IOKYMEHTA;

B) J1aTa IOKYMEHTA;

') PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

A) rpu( yTBepKIAeHHUS JOKYMEHTA;

€) azpecar.

35. CnpaBku, NOATBEpXKIAIOIINE CBEIEHUSI OnOrpaduyeckoro win Ciy>keOHOro Xapaxkrepa
MOAIMNUCBIBAOTCA.

a) pyKoBoauTeeM (M 3aBepPAIOTCH MeYaThIo);

0) pyKOBOJHTEIIEM;

B) HAYaJIbHUKOM OT/JIeJIa KaJIPOB.

36. Jloknannas (cmy:keOHas) 3amucKa — 3TO:

a) TOKYMEHT, aJiPeCOBAHHBII PYKOBOAUTEII0 YUpeKAeHUs1 1 HHPOPMUPYWOIINA ero o
CJI0KUBIIEICA CUTyallid, MUMeBIIEM MeCTO sIBJIeHUM WU (akTe, BBINOJHEHHOH padoTe,
Co/IepP KAIUii BLIBOABI U MPEIJI0KEHHS COCTABUTEJISI;

0) JOKYMEHT, MOATBEPKAAOIINN (HaKThl, COOBITHUS, TEHCTBUS;

B) TIpeUIoKeHHE (PUpMe HITM KOHKPETHOMY JIUITY 3aKJIFOUUTH JCJIOBOE COTJIANICHUE.

37. JlaTo# moKIagHOM 3aIIUCKH CUUTACTCS:
a) J1aTa U3JIaraeMoro CoOBITHS;

0) 1aTa moAnucaHusl I0KJIAAHOH 3alIMCKHU;
B) JIaTa IPUHSATUS PE3OIIOLINU.

38. I'apaHTHiiHOE MUCHMO:

a) moATBepXkaaeT (akT OTHpaBKU ajpecaTy KaKux-TMOO TOKYMEHTOB WM JIPYrHX
MaTepUaIbHBIX LIECHHOCTEW;

0) moaATBEP KAAET ONpeieIeHHbIe 00513aTeJIbCTBA, 00eIaHusl OPraHU3AlUN;

B) COJIEP’KUT OTBET HA MUCHMO-TIPOCHOY.

39. CKOIBKO PEKBU3UTOB BKIIOYAET JIETIOBOE MUCHMO MEXKAYHApOIHOTO 00pa3ma’?
a) 30, 0) 15; B) 12.

40. KagpoBas 10KyMEHTalHs BEIETCS B COOTBETCTBUU:
a) ¢ TpynosbiM koaexkcom Poccuiickoii @enepanuu;
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0) ¢ Kogexkcom 3axkoHOB 0 Tpyne PO.

Hmozoean npakmuueckasn paboma
2 cemecmp

Kaxxaplit MarucTpaHT 1mocie BHIIOJHEHUS U 3aIIUThI TEKYIIUX MPAKTHUYECKUX paboT rOTOBUT
dbparMeHT y4eOHOW MYNIBTUMEIMIHON IMPE3CHTAIlMU IO 33JlaHHOW TemMe oObeMoM He MeHee 10
CJIaliI0B — UTOroBas padora.

a) CTPYKTypa MYJAbTUMEAUIHON Mpe3eHTaIUu:

- TUTYJbHBIN JIUCT;

- OIVIaBJICHUE;

- conepxaHue (M3NOXKEHHWE Yy4eOHOro Marepuana) B BHUJAEC TEKCTOBOH, TpadudecKoit
uH(pOpMaIUH, ayIMo U BUJIEOMaTepUasoB;

- CCTeMa CaMOKOHTPOJISL U CAaMOIIPOBEPKH;

- CJIOBaph TEPMUHOB;

- UCITOJIb30BAHHBIE UICTOYHUKHU C KPATKOW aHHOTAIUEN.

0) KpUTEpUHU OIICHUBAHUS

MaructpaHT J0JKEH MPOJEMOHCTPUPOBATH YMEHUS M HABBIKM PA0OTHI C MPHUKIAJIHBIM
MPOrPaMMHBIM 0OecTIedeHHEM OOIIEro U CIeUaTbHOTO Ha3HAYCHUSI.

Ilpumepnulii nepeuens mem UHOUGUOYAILHBIX NPAKMUYUECKUX pAdOm:

1. Ponp JOKYMEHTAIIMOHHOTO OOECIICYCHHS B YIIPABICHUH OPTaHU3AIUSIMH.

2. Kparkag xapakTepucTMKa MPUKA3HOIO, KOJUIEKCKOTO M MCHOJIHUTEIBHOIO
Jnenonpoun3BoacTsa B Poccun.

3. HopwmartuBHo-paBoBoe oOecriedeHHe JEATEIbHOCTH CIYKO JIeIoNpOu3BOJACTBA,
CTPYKTYpa U COJIep>KaHNE MHCTPYKIIMH 10 JEIONPOU3BOJICTBY HA MPEITPHUSITHH.

4. Tlonatue «I0KyMeHT», ero ¢(yukums. Kmaccuduxanuss AOKYMEHTOB MO OCHOBHBIM
MIPU3HAKAM.

5. llonsatue «pexBu3uT». [loCTOSIHHBIE U TIEPEMEHHBIE PEKBU3UTHI.

6. XapakTepuCTHKa PEKBU3UTOB 3arojlOBOYHOM 4YacTH JOKYMEHTa, HUX TEpeueHb W
TpeGoBaHusA K 0hOPMIIEHUIO.

7. XapakTepucCTUKa PEKBU3UTOB COJIEPKATEIIBHOW YacTH JOKYMEHTa, HUX TepeueHb M
TpeGoBaHuUs K 0hOPMIIEHUIO.

8. XapakTepuCTHKa PEKBU3UTOB O(OpMIISIONIEH YacTH JOKYMEHTa, WX IMEepeYeHb W
TpeGoBaHus K 0(hOPMIIEHUIO.

9. bnank mokyMeHTa, BHUJIbI OJJAHKOB OPTaHHU3AIMOHHO-PACIIOPSAUTEIBHBIX JTOKYMEHTOB.
TpeboBanus k O1aHKaM, pa3Mepsbl 1oJiel OJIaHKOB.

10. Opranu3aioHHble JTOKYMEHTHI, UX Ha3HadeHUEe U posib. OCHOBHBIE BUIBI U OOIIHE
npaBuiia 0POpPMIICHHUS.

11. PacnopsiauTenbHble JOKYMEHTBI, UX Ha3HAYEHUE U POJIb B yIpaBieHUH. OCHOBHBIE BUJIbI
pacmopsANTENHHBIX TOKYMEHTOB U OOIIHe MpaBuiIa OPOPMICHHUS.

12. Tlpukaz mo ocHOBHOU pesTenpbHOCTH. CTPyKTypa TEKCTa TPHKa3a, MOPSAOK €ro
pa3paboTku U mpaBuia ohOpMIICHHS PEKBU3UTOB. BrIMCcKa U3 mpukasa.

13. Pacnopskenue. CTpyKTypa TeKcTa, paBuia 0hopMIeHUs! peKBU3UTOB.

14. Vxazanume. OOmas xapakTepUCTHKA IOKYMEHTa, CTPYKTypa €ro TEKCTa, MOPSIOK U
0COOEHHOCTH 0(hOpMIIEHUS, PEKBU3UTHI yKa3aHUSI.

15. NudopmaninoHHO-CIIPaBOYHBIE JOKYMEHTBI, WX HA3HAYCHHE W POJIb B YIPABICHUU.
[lepeyeHr OCHOBHBIX BHJIOB WH(DOPMAIMOHHO-CIPABOYHBIX JAOKYMEHTOB. OOmue TpeOoBaHUS K
0(OPMIICHHUIO.

16. Axt. OOmas XxapakTepuCTUKa JOKYMEHTa, CTPYKTypa TEKCTa, TOPSAI0K pa3padOTKu U
0(OpPMIICHUS PEKBU3UTOB aKTa.

17. IIporokon. O0mas XxapakTepUCTHKA TPOTOKOJIA, CTPYKTYpa TEKCTa, OPSIOK pa3padOTKH
1 opopmIIeHUST PEKBU3UTOB MPOTOKOJIA.

18. HoxmnamnHas, oObsicHUTENbHAs 3anmucka. OOImas xapakTepucTuKa JOKYMEHTOB, MOPSII0OK
0(OpPMIICHUS PEKBU3UTOB CIIY)KEOHBIX 3aMHCOK.
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19. CnpaBka. Buger crpaBok OO1mias xapakTepuCTHKa TOKYMEHTA, PEKBHU3HUTHI CIPABOK,
0co0eHHOCTH 0(OPMIICHUS.

20. JoxymeHntoo6opor. OCHOBHBIC 3Tambl JOKyMEHTOOOOpoTa. TexHoyorus paboThI C
BXOJISIIIIMMH IOKYMEHTaMH.

21. Texnonorus 00pabOTKK BHYTPEHHUX U UCXOASIIUX TOKYMEHTOB.

22. Perucrtpanus 10KyMEHTOB U KOHTPOJIb UCIIOJHEHUSI IOKYMEHTOB.

23. HoMeHkIaTypa e Ha NpeAnpusiTHH, popmupoBaHue u opopMiIeHHE Jell.

24. IloaroroBka JOKYMEHTOB Ha apXUBHOE XpPaHEHHUE.

Jna camocmoamenvHoil nO020MOEKU K 3AHAMUAM RO OUCUUNTIUHE PEKOMEHOYemcs
Hcnonvzoeamp yueono-memooudeckue mamepuanol:

1. boraroa C.B. Marepuansl Uit TOATOTOBKH CTYAEHTOB (hakyJabTeTa (HU3NUECKOM
KYJIBTYpBI U CIIOPTA [0 AUCHUIUIMHAM MPO(EeCcCHOHATBHOTO UKIA: Y4eOHO-METOAMYECKOe mocodue
/ boratoBa C.B., KimrounukoBa C.H., Koctronuna JI.U., Manrymesa H.A. - YiubsHoBck: ®T'BOY
BIIO "YaI'TlY um. U. H. Yaesuosa", 2015. - 95 c.

2. Koctionuna JILU. CamoctosrensHas paboTa CTYACHTOB QakyiabTeTa (Qu3udeckon
KYJIBTYpPBI ¥ CIIOPTA MO JUCIHUILTMHAM IpOo(decCHOHaTBHOrO0 UKIIa: yueOHoe nocodue / KocTionnna
JIro60Bs MBanoBHa. - Yiuesaosck: Yial'TIV, 2012. - 168 c.

3. YmuoB A.JO. JlokyMeHTallMOHHOE OOecleYeHne YIpPaBICHUYECKOW AeSITeIbHOCTU
¢Gu3KynbTYpHBIX opranuzanuii / YmHOB Anekcanap FOpeeBuu. — VYubsnock: @I'BOY BIIO
"Val'TIY um. U. H. Ynesuosa", 2017. — 50 c.

S. IlpuMepHBIE OLICHOYHbIE MaTepHabl /sl IPOBEJICHNS TEKYIEero KOHTPOIs

ycIeBaeMOCTH U MPOMEKYTOYHOM aTTecTAlMU 00y4YaoIINXCsl 10 JMCHHUILJIMHE
Opranun3anus 1 NpoBeieHNe aTTeCTallid MATHCTPAHTA

®I'OC BO B cOOTBETCTBUMM C NpHUHLMIIAMU bBONOHCKOro mnpolecca OpHUEHTHPOBAHBI
NPEUMYIIECTBEHHO HE Ha COOOlIeHne 00ydaronieMycsl KOMIIJIEKCa TEOPEeTHUYECKUX 3HaAHUM, HO Ha
BBIPa0OTKY y MarucTpaHTa KOMIETEHIMN — JTUHAMUUYECKOro Habopa 3HaHWM, yMEHHH, HaBBIKOB U
JUYHOCTHBIX KayecTB, KOTOpPbIE MO3BOJIAT BBIMTYCKHUKY CTaTh KOHKYPEHTOCHOCOOHBIM Ha pBIHKE
TpyZJa U YCHELHO NPOPECCUOHAIBHO PEaTU30BbIBATHCS.

B npornecce oLleHKM MarucTpaHTa UCIOJIb3YHOTCS KaK TPaJAULIMOHHbBIE, TAK 1 MTHHOBALIMOHHBIE
TUNBI, BUAbl U (opmbl KoOHTpods. Ilpm 3TOM TMOCTENEHHO TpPAaJULUOHHBIE CPEICTBA
COBEpPUICHCTBYIOTCA B pyclleé KOMIETEHTHOCTHOIO IIOAXO0Ja, a HWHHOBALIMOHHBIE CPEICTBA
aJJanTUPOBAHbI JUIsl IOBCEMECTHOTO IPUMEHEHUS B POCCUMCKOM BY30BCKOM ITPAKTHKE.

Ileq» mpoBeaeHHs aTTeCTAlMM — IPOBEPKAa OCBOEHHUS 00pa3oBaTeNbHON IMPOrpamMMbl
JUCLUIUIMHBI-IPAKTUKyMa yepe3 cpopMUPOBAHHOCTH 00pa30BaTENIbHBIX PE3YIbTATOB.

Texkymasi aTrecTanms: NpeACTaBICHA CIEIYIOUUMHE paboTaMM: Meaua MPEe3eHTALUsIMU U
n1abopaTOpHBIMU paboTaMHu.

TeMoli HHAUBHAYATBHOTO 3aJaHUS SBJISIETCS TeMa JUIsl MyOJIMYHOTO BBICTYIUICHHUS.

KonTpouabHasi pa6oTa — TeKCT MyOIMYHOTO BBICTYIIIICHUS.

IIpomexyTouyHas aTTecTanys OCYIIECTBISETCS B KOHIE Ka)XJI0r0 CEMECTPA M 3aBEpIIAET
W3YyYEHUE NMCUUIUIMHBI; ITOMOTaeT OIIEHUTh Oojiee KPYIHBbIE COBOKYIMHOCTH 3HAHUN U yYMEHUH,
(dbopmHpoBaHUE ONPeaeIEHHBIX TPOPECCUOHATBHBIX KOMIETEHIUH.

OueHOYHBIMH CPeICTBAMHM TEKYUIero OLEeHMBAHMUS SIBJISAIOTCA: [AOKJIAA, TeCThl IO
TECOPETUYCCKUM BOIIpoCcaM NUCHUILIMHBI, 3aIUTA NMPAKTHYECCKHUX paﬁoT H T.II. KOHTpOJIb
YCBOCHHSI MaTepuaja BeleTcs PeryjsipHO B TedeHHe BCEero ceMecTpa Ha NPAaKTHYECKHMX
(ceMUHApPCKUX, JJA0OPATOPHBIX) 3aHATHAX.

16



/11

CPEJACTBA OLIEHUBAHUA,
HCIIOJIb3yEMBIE JUISl TEKYILETO OLICHUBAHUSA
rokasaresist (GOpMUPOBAHUS KOMITCTCHITUN

OO0pazoBarenbHbIC
Pe3yabTaThl AUCIUILTHHBI

OueHouyHbIE CpeACTBA JJISl TeKyIel
arrecTauuu

OC-1 MuHu BBICTYIICHHE TIEPE] TPYIIION

OC-2 Pedepar

OC-3 3amura UTOroBOM NMPaKTUYECKOMN
paboThI

OC-4 KontpoapHas paborta

OueHouHbIe cpeacTBA ISl
NMPOMeKYTOYHOM aTTecTAlMU
3a4eT (IK3aMeH)
OC-5 3ager B popme YyCTHOTO
cobeceroBaHUsI 110 BOIIPOCAM

OP-1 3uarb OCHOBHBIE
COBPEMEHHBIE METO/IUKH,
HAIpPaBJICHUS U TEXHOJIOTUU
OpraHu3aIu 00pa3oBaTeIbHON
JESITEIbHOCTH B 00J1aCTH
(U3UYECKOTO BOCIIUTAHUS,
CIIOPTUBHOM TPEHUPOBKH,
NIEIarOTMKH U TICUXOJIOTHH
bu3nyecKoil KyabTyphl U CLIOPTA; ,
CYITHOCTh 00pa30oBaTeIbHON
JESTEIIbHOCTH U UCTOPUIO €€
pa3BHUTHUS, OCOOCHHOCTH
OTEUECTBEHHBIX U 3apyO0eKHBIX
00pa3oBaTeNbHBIX CUCTEM;
MpPeIMETHOE COJIep:KaHne, OCHOBHbBIC
Y MHHOBAIIMOHHBIE
OpraHu3aIMOHHbIE (POPMBI, METOBI
U CpeICTBa 00yUYEeHMUSI B
00pa3oBaTeNbHBIX OpraHU3aIUIX
COOTBETCTBYIOLIMX YPOBHEHN
00pa3oBaHUs M OCHOBAHMSI JIJISl KX
BbIOOpA B LENIX 3 (HEKTUBHOTO
JOCTHD)KEHUS pe3ybTaToB 00yUeHUs
B 007acTH (PU3NUECKON KYJIbTYpPhI U
cropra.

OP-2 YMeTh NIpUMEHSATH OCHOBHEIE
COBpPEMEHHBIE METOAUKH U
TEXHOJIOTUM OpTaHU3aluN
00pa3oBaTeNbHON AEATEIbHOCTU B
obnactu pu3nuecKon KyJIbTyphl U
CIOPTA; OCYILECTBIIATh aHATIN3
pe3yIbTaTOB UCIOIB30BAHUS B
00pa3oBaTesIbHOM Ipoliecce
Pa3IMYHBIX METOIHK, TEXHOJIOTHA,
IPUEMOB I 00ecTieYeH sl YCIOBUM
TBOPYECKO MHHOBAIMOHHOM
CHOPTUBHOM JIEATETLHOCTH Ha
OCHOBE aHAJIN32a BBISBIISITH IIEJICBBIE
OpPHUEHTHPBI 00pa30BaTEIHLHOTO
nporiecca no GU3NIECKoil KynbType.

Omnucanue OLCHOYHBIX CpPCACTB U HCO6XOI[I/IM01"O

obopynoBaHus (IEMOHCTPAIMOHHOTO

MaTepI/IaJ'Ia), a TaK K€ MMpoucaAyphl U KPpUTCPUN OLICHUBAHUA HHAUKATOPOB JOCTHXXCHUS KOMHeTeHHI/Iﬁ
Ha Pa3/IMYHBIX JTallaX HUX (I)OpMI/IpOBaHI/I}I B IpoHeccc OCBOCHUMA O6paBOBaTCJleOI>'I porpaMmal
MNpEaACTaBJICHEI B q)OHlIe OICHOYHBIX CpPEACTB [JIA TCEKYHIEro KOHTPOJIA YCICBAEMOCTU U

IIPOMEKYTOUHON

arrecramuy 1Mo  JUCHUIIIIMHEC

«OCHOBBI

JOKYMEHTAIIMOHHOI'O

OBECIIEYEHUS NEATEJIBHOCTU ®U3KYJIbTYPHO-CIIOPTUBHBIX OPTAHU3 AL ».
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Mamepuansl, ucnonbvzyemole 0 MEKyu €20 KOHMPOas ycnesaemocmu
odyuarouwuxca no OucCyunIuHne
MartepuaJbl JAJ1s1 OPraHu3aluu TeKyIleil aTTecTaluu MpeacTaBJIeHbl B I1.5S MPOrpaMMBbl.
Mamepuansl, ucnonbvzyemoie 01 RPOMEHCYMOUHO20 KOHMPOJIA YCRE6AEMOCHU
o00yuarmuxca no OucCyunIuHe

OC-5 3auer B hopme ycTHOTO cobeceoBaHus IO BOIpOcaM
[IepeueHnb BOIIPOCOB K 3a4ETY

1. Pa3Butue npexacraBieHuil o 1okymMeHTe. Poib T0OKyMeHTa B )KU3HU YeJIOBeKa U 00IeCTBa.

2. JIoKyMEHTaIlMOHHOE O0ecIieueHre yIpaBIeHHs KaKk BaKHEeHas QyHKIHS yIIpaBlIeHUs], ee
MECTO Cpeliu APYTUX YIPaBIEHYECKUX (QYHKLUH.

3. TIoHATHSA «TOKYMEHT», KHOCUTENb HH(POPMAIHY, «T0OKyMEHTHPOBAaHHAs HH()OPMALIH.

4. HMcroprueckuii ONbIT OpraHU3aluy JOKyMEHTUPOBAaHUS YIIPABICHYECKON AECATEIbHOCTH B
rocyapcTBeHHbIX yupexaeHusx Poccun 1970-e-2000-¢ rr.

5. ®enepanbHblil 3akoH Poccuiickoit @enepanmu ot 27 uroist 2006 . N 149-D3 «O6

uHbopManuu, WHOOPMALMOHHBIX TEXHOJIOTHUSAX W O 3alMTe HH(POPMAIMM»: OCHOBHBIC
IIOJIOKCHMSL.

6. OTBETCTBEHHOCTb 32 HEIPABOMOYHbIE AEUCTBUSI C JOKYMEHTAMH B aJMHHHCTPATUBHOM,

YTOJIOBHOM M TPYZIOBOM Kojekcax Poccuiickoi ®enepanun.

8. Axtbl IlpaButenbctBa Poccuiickoii ®enepanuu 0 BHEIPEHUU 3JIEKTPOHHOTO
JIOKYMEHTO000pOTa B OpraHU3aLMH JeSITEIbHOCTH OPraHOB TOCYAapCTBEHHOM BIacTH.

9. IlpeeMCTBEHHOCTb JOKYMEHTALMOHHOIO 00€CTIEUEHUsI YIIPABIICHUS B PA3JINYHBIE IEPUOIbI
ncropuu Poccum.

10. denepanpHOE 3aKoHOAATENLCTBO 00 opranuszanuu JJOY, TpedoBanus yHudukauuu u

CTaHJapTU3ALUH.

11. Biussaue pedopmbl mo nHGopMaTU3aluK rOCYIapCTBEHHON CIIy»KObl Ha HOPMAaTUBHYIO
0a3y Jemonpon3BOJICTBA.

12. Yuudunuposannsie cucrembl gokymeHTtanuu. 'OCT P 6.30-2003. YauduuupoBanHast
cUcTeMa OpraHU3alOHHO-PACHOPSAUTENIBHOW JOKyMeHTanuu.  TpeboBaHMs K OG(OpMIIEHUIO
JTOKYMEHTOB.

13. XapakTeprcTuKa OCHOBHBIX BUOB JJOKYMEHTOB B COLIMATIbHOMU cdepe.

14. MexayHapoiHble U HAallMOHAJIbHBIE CTAaHAAPTHl B PErYIMPOBAHUU JAOKYMEHTAIIMOHHO-
UH(POPMALMOHHOTO 00ECTIEYEeHHUs YIIPABICHHUS.

15. OcHOBHbBIE HaNpaBIECHUsI COBEPLIEHCTBOBAHMS cOCTaBa M (OpM JOKYMEHTOB B
coLMaNbHOM cepe.

16. Buagsl 1D0KyMEHTOB (pacmlopsiauTeNbHbIC, OpPraHU3alMOHHBIE, WH()OPMAIIMOHHO-
CIPABOYHBIC) U UX XaPAKTEPUCTHKH.

17. Ilepeynn TOKyMEHTOB C TUIIOBBIMU CPOKAaMH XPaHEHHs. 3HAYEHUE NEPEYHEN U MOPSIO0K
UX IPUMEHEHHUS B JIETIONIPOU3BO/ICTBE.

18. Opranu3anoHHbie POPMBI ISTOMPOU3BOACTBA. X 3aBUCUMOCTD OT cieluuKu 1

OpPraHMU3aLMOHHON CTPYKTYpBI YUPEXKIECHUS.

19. HoxymenToobopot. OnpeneneHre, XapakKTepuCTUKa OCHOBHBIX JIOKYMEHTOTIOTOKOB.

20. IIpaBuna opranu3anuu JOKyMEHTO000pOTa OpraHU3alHH.

21. JlokymeHTOO0OpOoT Kak 3((EeKTHUBHBIH WHCTPYMEHT ONTHMHU3ALMH YIPABICHUECKUX
peLICHU.

22. Texnonorust paboThI ¢ OOpALIEHUSIMH I'PakKJaH B IE€JIONPOU3BOACTBE OPraHU3AIINH.

23. TpeboBaHMsI 3aKOHOIATEIBCTBA K OPraHU3aIMK PabOThI ¢ OOpAIIEHUSIMH TPaX/IaH.

24. Homenkiiatypa ziei1, €€ 3Hau€HHUE, BUJIbl HOMEHKJIATYP /1€, METOAUKA COCTaBICHUS

HOMEHKJIATYp JIE.

25. IlonsATHE «OKCTIEPTU3BI LIEHHOCTH» ITOKYMEHTOB B JEJIONPOU3BOICTBE, 3a1a41 U IIOPATIOK
IIPOBEACHMUS.

26. Ocuosnsble nmonoxeHust O «Muadopmanmonnoe oomectro 2011-2020 rry». Tenaenuun
Pa3BUTHS AIEKTPOHHOTO TOKYMEHT0000pOTA.
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27. IlpaBoBO#l CTaTyc »JJIEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIIbHOE W HOPMAaTHBHOE
PEryIupoBaHUC HCIOJB30BaHUA JJICKTPOHHBIX HOKYMCHTOB. BHGKTPOHHBIG AOKYMCHTBI U 6213]:1
JAHHBIX B COLMAIBHOM cdepe.

B koHIle n3yuyeHMs TUCHMIIIIMHBI MOABOJIATCS UTOTM PaOOThl CTYICHTOB Ha JIEKLIIMOHHBIX U
NPAaKTUYECKHUX 3aHATHUAX IIyTEM CYMMHPOBAHUS 3apa0OTaHHBIX OAJUIOB B TEUEHUE CEMECTPA.

KpI/ITepI/II/I OLICHHUBAHUA 3HAHUM CTYACHTOB 110 JUCIUIIIINHE

®opMupoBaHHe 0ANJILHO-PETHHIOBOM OLIEHKH PA0OTHI 00y4al0IIUXCS

[Tocemtenune Pabora Ha
Ilocemenue ..
N MPAKTUYECKUX | MPAKTHYCCKUX | 3a4éT
JIEKIANA N
3aHATUI 3aHATUAX
Pas6aimioBka
1x1=1 3x1=3 32
10 BUIaM 164 Gamna
Oait Oaiuta Oaiia
2 pabor
ceMecTp . 200
CyMMapHBbIi 168 GatoB
yMMap 1 damx max | 4 6ayura max Oaju10B
Makc. 0ajut max max

Kpurtepuu onennBanus padorsl 00y4yaionierocsi o HToram 2 cemectpa

bamer (2 3E)
«3a4TEHO» ooutee 60
«HE 3aYTEHO» 60 u MeHee

6. MeToanuyeckue yKazaHus JJ5 00y4alOIMXCS 110 OCBOEHHIO THCIUTLIMHbI

VYcenenHoe u3ydeHHe Kypca TpeOyeT OT oOydaromuxcs IOCELIEHMs JIeKIUH, aKTHBHOM
paboThl Ha TPAKTUYECKUX 3aHATHAX, BBIMOJIHEHUS BCEX YYEOHBIX 3aJaHHil TpernojaBaTeds,
03HAKOMJICHHUSI C OCHOBHOM U JIOTIOJIHUTENbHON JIUTEPaTypOH.

3anuch JIEKIUM — oJHAa U3 (OPM aKTHUBHOW CaMOCTOATEIbHOW padoThl OOyyaroluxcs,
TpeOyrolasi HaBBIKOB M YMEHHsI KpPaTKO, CXEMaTHYHO, MOCJIEA0BAaTEIbHO U JIOTHYHO (PUKCHPOBATH
OCHOBHBIE TIOJIO)KEHUSI, BBIBOJIBI, 0000IICHUS, POPMYIMPOBKHA. B KOHIIE JEKIMM MpernojaBaTeb
ocraBisgeT Bpems (5 MMHYT) Juis TOro, 4roObl oOyyaromuecss HWMeNd BO3MOXKHOCTb 3a/1aTh
YTOYHSIIOIIHE BOTIPOCHI IO N3y4aeMOMy MaTepuairy. M3-3a HeoCTaTOYHOT0 KOJIMYECTBA ayIUTOPHBIX
4acOB HEKOTOpPbIE TEMBI HE YJIA€TCsl OCBETUTH B IIOJTHOM 00BEME, TOITOMY MPETNoiaBaTelib, 10 CBOEMY
YCMOTPEHHIO, HEKOTOPBIE BOTIPOCHI BEIHOCUT Ha CAMOCTOSTETIHHYIO Pa0OTy CTYIEHTOB, PEKOMEHITYS Ty
WM UHYIO JuTeparypy. Kpome storo, uis jydiiero ocBoeHHs MaTepHuaia U CHCTeMaTH3aluH 3HaHUH
10 IUCIUITIMHE, HEOOXOJMMO TTIOCTOSTHHO Pa30MpaTh MaTepraltbl JICKIUI 0 KOHCIIEKTaM B YIeOHBIM
nocobusM. B ciydyae HeoOX0MMOCTH 00paIaThes K MPENnoAaBaTeNio 32 KOHCYIbTAUEH.

IMoaroroBka K NpakTH4YeCKH 3aHATHSM.

IIpy MOArOTOBKE K MNPAKTUYECKHM 3aHATUSM CTYAEHT JODKEH HU3YYHUTh TEOPETHUECKUI
Marepuall Mo TeMe 3aHATHS (MCHOJIb30BaTh KOHCHEKT JICKIWH, W3YYHTh OCHOBHYIO JIHTEpPATypYy,
03HAKOMHUTHCS C JIOTIOHUTEIBHON JIUTEPaTypoil, IPH HEOOXOIMMOCTH JIOTIOTHUTH KOHCIIEKT, JIeyasi B
HEM COOTBETCTBYIOIIME 3allMCH M3 JIMTEPAaTYpHBIX MWCTOYHHKOB). B ciyuae 3arpyaHeHuid,
BO3HUKAIOIMX TIPH OCBOCHHM TEOPETHYECKOTO Marepualia, CTYICHTY CJeayeT oOpamarbesi 3a
KOHCYJbTaIMEH K TpenoiaBarento. Vs Ha KOHCYIbTaIMI0, HE0OX0MMO XOPOLIO IPOYyMAaTh BOIIPOCHI,
KOTOpbIE TPEOYIOT pa3bsICHEHUSL.

B Hauaze nmpakTHYecKOro 3aHATHs MPENoAaBaTelb 3HAKOMUT CTYIACHTOB C TEMOM, OrJallaeT
IUIaH POBE/ICHUS 3aHATH, BBIIAET 3a1aHKe. B TeueHne oTBeIEeHHOT O BpPEMEHH Ha BHINOIHEHUE pa0OThI
CTYIIEHT MOXET OOpaTHThCS K MPENoNaBaTeNi0 32 KOHCYJAbTALMEH WM pazbsCHEHWSMH. B KoHIe
3aHATUS IPOBOAUTCS IIPUEM BBIIIOIHEHHBIX Pa0OT, cOOECEJOBaHUE CO CTYIEHTOM.

Pe3ynbTaThl BBIMOIHEHUS MPAKTUYECKHX paboT OLEHMBAIOTCA B Oaiax, B COOTBETCTBHU C
OaITbHO-PEUTHHTOBOM CUCTEMOM YHUBEPCUTETA.
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Il1aHbl IPAKTHYECKUX U JTA00PATOPHBIX 3aHATHI
Ilpakmuueckasn paboma Ne 1. [lousatue o AeNTOTPOU3BOACTBE U JOKYMEHTOOOOPOTE.
Lenb pa®OTHI: 03HAKOMUTBCSA C OCHOBHBIMH MOHSTUSIMU M MPUHIMIIAMHU JI€JIONPOU3BOICTBA
U JIOKYMEHTO00OpOTA.
PexoMenganuu k caMmocToATeIbHON padoTe
1. [IpopaboTaTh MaTepual o TeMe MPAKTHIECKON paOOTHI.
2. IloBTOopuTh JNEKIMOHHBIM MaTepual 1o Teme «BBeneHue B JeIONPOU3BOJACTBO U

JIOKYMEHTOO00POT.

Bompocs! s o6cyxaenus:

1. JIoKyMeHTOOOOPOT. Omnpenenenue, XapaKTEePUCTHKA OCHOBHBIX
JIOKYMEHTOITOTOKOB

2. Ponb 1OKyMeHTaMOHHOTO 00eCIIeYeHus B YIIPABICHUN OPTraHU3aIMsIMU.

3. [ToHATHS «IOKYMEHT», «HOCUTENIb WH(POPMALUN», «IOKYMEHTHPOBAHHAS
uHpopMaIus».

4. ®enepanbHblil 3akoH Poccuiickoit @enepauuu ot 27 urong 2006 . N 149-D3
«O06 napopmanuy, MHOOPMAITMOHHBIX TEXHOJIOTUAX M O 3alIUTe WHPOPMAIUN»: OCHOBHBIC
TIOJIOKEHHUSL.

dopma npeacTaBIeHUS OTYETA:
MarucTpaHT JOJDKEH TPEACTaBUTh pPEIICHHE MPEUIOKEHHBIX 3a1ad B YCTHOW WU
MMCbMEHHOU popme.

Ilpakmuueckasn paboma Ne 2.. Pa3ButHe npeacTaBieHuil 0 JOKYMEHTE.

Iesnb pabGoOThI: 03HAKOMHUTBCS C UCTOPUEH Pa3BUTHSL AEIONPOU3BOICTBA U CTAHOBIICHUS €T0
KaK Hay4HOM JAUCLHUILINHBI.

PexomeHanmm K caMoCTOSITeNIbHOU paboTe

1. IIpopaboTaTh MaTepuall o TeMe MPAaKTUUECKOI pabOTHI.

2. IloBTOpUTH JIEKIMOHHBIN MaTepua 1o TeMe «Pa3BuTue nNpencTaBlIeHU O TOKYMEHTEY.

Bonpocs! 1u1st 06cyxieHus:

1. Bo3HuKHOBEHME U pa3BUTHE TPAIULIUOHHOTO JOKYMEHTOBEICHHUS.
2. Henomnpou3Boactso B JlpeBHeit Pycu.

3. Opranuzanys NpUKa3HOTro JIeJIO0MPOU3BOJICTBA, €T0 OCOOEHHOCTH.
4, Kosnexckoe nenonpou3BoACcTBO. XapakTepUCTUKa «I eHepabHOrO

pernamenTta» 1720 r. kak OCHOBHOTO 3akoHoaarensHoro akra XVIII B.,
peraaMeHTHPYIOIIET0 OpraHU3aluIo JeJI0POU3BOCTBA.

5. CranoBneHue coBerckoro aenonpouspoactsa (1917-1920 rr.). Pazsutue
coBeTckoro aenonpouspojictsa (1930-1950 rr.) I'ocynapcTBeHHOE AETONTPOU3BOICTBO B
1960-2000-¢ rr.

6. JIokyMeHTOBEICHUE KaK Hay4YHas! JUCITUTIINHA.

dopma npeacTaBIeHUS OTYETA:
MaructpaHt [OJDKEH TMPEACTaBUTh pEIIeHHe MPeIIOKEHHBIX 3a7ad B YCTHOM WK
MUCbMEHHOU (hopme.

Ilpakmuueckaa paboma Ne 3. 3aKOHOIATENBHOE 1 HOPMATUBHO-METOINYECKOE

pEeryupoBaHHE JTOKYMEHTAllMOHHOIO O0OecredeHusl YOpaBlieHUuss B  (PU3KYIbTYpHBIX
OpraHu3aIusIx

Lenp paboThl: O3HAKOMHUTBCSI C HOPMATHBHBIMH, 3aKOHOJATEIbHBIMH  aKTamH,
PETYJINPYIOINMU AESITEIBHOCTD 0 JIEI0NPOU3BO/CTBY.

Pexomenaamnuu k caMoCTOSITEIBHON paboTe

1. IlpopaboTaTh MaTepHual O TeMe NPAKTUIECKON paboThI.

2. [ToBTOpUTH JEKIIMOHHBIN MaTeprall Mo TeMe «3aKOHOIATeIbHOE 1 HOPMATUBHO-
METOUYECKOE
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pEerylupoBaHHE JOKYMEHTALMOHHOTO OOecledeHusl YOpaBiieHUus B  (PU3KYIbTYpHBIX
OpTaHHU3AIIIX ).
Bonpocsr 1uist 06cyxienus:

1. HopmatusHo-nipaBoBo€ obecrieyeHne JESTEIbHOCTH CITyK0
JEJIONPOU3BOJCTBA, CTPYKTypa M COAEPKAHME HMHCTPYKLMM II0 JEJIONPOU3BOJICTBY Ha
HPEIIPUATHH.

2. ®enepanbHbii 3akoH Poccuiickoin @enepanuu ot 27 utong 2006 . N 149-D3
«O6

uHpopMaLuu, MHGOPMALIMOHHBIX TEXHOJIOTHX U O 3aIUTE HHPOPMAIMH»: OCHOBHBIE
IIOJIOXKCHMSL.

3. Axrtsl [IpaBurensctBa Poccuiickoii @enepaiii 0 BHEIPEHUH JIEKTPOHHOIO
JIOKYMEHTO000pOTa B OpraHU3aLMH JeSITEIbHOCTH OpPraHOB TOCYAAPCTBEHHOM BIacTH.

4. Brusiane pedopmel mo mHpOpMATH3aLMK TOCYNapCTBEHHOW CIyXKObl Ha

HOpPMaTUBHYIO 0a3y /JeI0IpOn3BOICTBA.

S. YaudunupoBanusle cuctembl jgokymeHtaumu. [OCT P 6.30-2003.
VaudunupoBaHHass ~ CUCTeMa  OPraHU3AI[MOHHO-PACIIOPSIUTEIBHOH  JTOKYMEHTALlUH.
TpeboBanus K 0POPMIICHUIO TOKYMEHTOB.

dopma npeacTaBIeHUS OTYETA:
MarucTpaHT JOJDKEH TPEACTaBUTh pPEIICHHE MPEUIOKEHHBIX 3a1ad B YCTHOW WU
MMCbMEHHOU popme.

Ilpakmuueckaa paooma Ne 4. CocraBieHue u 0hOpMIICHHE CITy)KEOHBIX JOKYMEHTOB B
(GU3KYIBTYPHBIX OpraHU3aLUIX
Lenp paboThl: TMONydeHHE HABBIKOB COCTABJICHUS JOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHUSAMHU HOMEHKIIATYPbI
PexoMeHanmu K caMoCTOSTEIbHOM paboTe
1. IlpopaboTaTs MaTepHual o TeMe NPAKTUYECKOH paboThI.
2. IloBTopuTh NEKIMOHHBI MaTepualn mo Teme «CocraBieHne U 0hopMIIEHUE CITyKeOHBIX
JIOKYMEHTOB.
Bonpocs! 1u1st 06cyxieHus:
1. XapakrepucTuka pEeKBU3HTOB  3aroJOBOYHOH, COZIep>KaTeNIbHOM,
oopMIISIIOIIEH YacTh JOKYMEHTA, UX NepeyeHb U TpeOOBaHUS K OOPMIICHHUIO.
2. OpraHu3alMOHHbIE TOKYMEHTBI, UX Ha3HaueHue U poiib. OCHOBHbBIE BUBI U
oOurue npasuia oGoOpMIICHUS.
3. PacnopsinuTtenbHble JOKYMEHTBI, MX Ha3HaYeHHE U pOJb B YIPABJICHUHU.
OcCHOBHBIE BU/IBI PaCTIOPSIIUTEIBHBIX JOKYMEHTOB M 00IIHe TIpaBuiIa 0pOpMIICHHUS.
4. WHpopMallMOHHO-CIIPAaBOYHbIE JOKYMEHTBI, HX Ha3HaYeHHWEe U pOJIb B
yrpaBieHuH. [lepedeHb OCHOBHBIX BHIIOB WH(OPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
O6ume TpeboBaHus K 0hopMICHHUIO.
dopma npeACcTaBICHUS OTUYETA!
MarucTpaHT JOJKEH MPEICTaBUTh PeleHHe NPEeAIOKEHHbBIX 3alad B MUCbMEHHOM (hopme.

Ilpakmuueckaa paboma Ne 5. OCHOBBI JOKYMEHTOOOOPOTa: MPUHIMIIBI OpraHU3ALUH,
cnenuduka J0KyMEHT0000poTa B (PU3KYIBTYPHBIX OPraHU3aLUAX.
e paboOThI: O3HAKOMHUTHCS ¢ TPEOOBAHUAMHM U MPUHIMIIAMH BEJICHHS IEJIONPOU3BOICTBA.
PexomeHmanmm Kk caMoCTOsITEILHOW paboTe
1. IlpopaboTaTh MaTepHal O TeMe NPAKTUIECKOH paboThI.
2. IToBTOpUTH NEKIIMOHHBIN MaTepral o TeMe «OCHOBBI IOKYMEHTO000POTay.
Bomnpocs! 11t 00cyKaeHus:
1. Buapl n0KkyMeHTOB (pacmopsIuTeNbHBIE, OpraHU3aIllMOHHBIC, HH(GOPMAIIMOHHO-
CHPABOYHBIC) U UX XaPAKTEPUCTHKH.
2. epe4yHH JOKYMEHTOB C TUIIOBBIMU CPOKaMH XpaHEHUs. 3HAUCHUE MepeyHel U MOpsII0K
UX IPUMEHEHHUS B JETIONPOU3BO/ICTBE.
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3. OpranuzanvoHHpie (HOPMBI JAETONPOU3BOACTBA. X 3aBHCHMOCTH OT CHeUU(PUKUA U
OpPraHU3alMOHHOU CTPYKTYPBI YUPEKICHUS.

4. TlpaBuna opraHu3anuu J0KyMEHTOOOOPOTa OpraHU3aliH.

5. OCHOBHBIE ATaIbI IOKYMEHTOO00POTA.

dopma npeCTaBICHUS OTYCTA:
MaructpaHT JOJDKEH TMPEACTaBUTh PEHICHUE NPEAI0KEHHBIX 3aJa4 B YCTHOW HJIH
nUCbMEHHOU (hopme.

Ilpakmuueckaa paooma Ne 6. Opranuzanus XpaHEHUs JOKYMEHTOB B TEKYILEM
JIEJIONIPOU3BO/ICTBE.
enb paboThl: 03HAKOMJICHHE C TPEOOBAHUSIMH K XPAaHEHUIO IOKYMEHTALUU.
PexomeHanmm K caMOCTOSITENIbHON paboTe
1. IIpopaboTaTh MaTepHal 1O TEME MPAKTUIECKON pabOTHI.
2. IloBTOpUTHh NEKIMOHHBIM MaTepuay mo Teme «OpraHu3aius XpaHEHUs JTOKYMEHTOB B
TEKYIIEeM JeJIONPOU3BOICTBEY.
Bomnpocs! tst 00cyxaeHus:
1. Homenkmnarypa pen, e€ 3HaueHUE, BHJIbI HOMEHKIATyp Jell, MEeTOJuKa
COCTaBJICHUS
HOMEHKJIATYp JIe.
2. TloaroToBka TOKYMEHTOB Ha apXMBHOE XpaHEHUE.
3. Omucu 1en u Apyrux J0OKyMEHTOB, IEPEIaBaeMbIX B apXUB OpPraHu3alun
4. Jluct-3aBepuTenb JAeia
5. TlpaBuia xpaHeHUs apXUBHBIX JOKYMEHTOB

dopMa MpeACTaBICHUS OTUETA!
MarucTpadT AODKEH TPEJICTaBUTh PEIICHUE TMPEeUIOKEHHBIX 3a7a4 B YCTHOW WIIU
MUChbMEHHOU (hopMme.

Ilpakmuueckaa padoma Ne 7. Opranuzanus paOoTbl ¢ OOpalleHMSAMH TIpaxJaH B
(GU3KYIBTYPHBIX OpTaHU3AIUSIX
Ilenp paboOThI: O3HAKOMJIEHHE C TEXHOJOTHUSMH OOpaOOTKM BHYTPEHHHX, BXOJSIIUX U
UCXOJIAIINX JIOKyMEHTOB.
PexomeHganmm K caMoCTOSTeNIbHON paboTe
1. IIpopaboTaTh MaTepHal MO TEME MPAKTUUECKON PaOOTHI.
2. TloBTOpUTH NEKIMOHHBIA MaTepuan 1o Teme «Opranuzanus paboThl ¢ OOpalleHUsIMU
rpax/aH B (pU3KYyIbTYPHBIX OPTaHU3AIHIX).
Bomnpocs! 11t 00cyxaeHus:
1. Texuonorust pabOTHI ¢ BXOASIIMMH TOKYMEHTAMH.
2. Texuonorust 00pabOTKH BHYTPEHHUX U UCXOJSAIINX TOKYMEHTOB.
3. Permcrpanus JOKyMEHTOB U KOHTPOJIb UCTIOJTHEHUS IOKyMEHTOB
4. TexHomorus paboOThl C OOpalleHUsIMH TpaxJaH B JEJIONPOU3BOJICTBE
OpraHH3aIiH.
5. TpeOoBaHMs 3aKOHONATEIbCTBA K OPraHM3alUU paboThl C OOpalleHUsIMH
rpaXkaaH.

dopma npeacTaBIeHUS OTYETA:
MaructpaHT [OJDKEH TPEJCTaBUTh peEIIeHHe MPeIoKEHHBIX 3a7ad B YCTHOW WU
MMCbMEHHOU (hopme.

Ilpakmuueckasa paooma Ne 8. CoBEpIICHCTBOBAHUE OPraHU3allMy JTOKYMEHTAIIMOHHOTO
oOecrieyeHus B GU3KYJIBTYPHBIX OpraHU3ALUAX

lenp paOoTHI: O3HAKOMJIEHHE C HOPMAaTUBHBIMHU JOKYMEHTaMH, HAlpaBJICHHBIMU Ha
noBbIeHNE 3((HEKTUBHOCTH MPOLEcCca JOKYMEHTAIIMOHHOTO 00ECTICYCHUSI.
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Pexomenaamnmu k caMoCTOSITEIbHON padboTe

1. IlpopaboTaTh MaTepual O TeMe NPAKTUIECKON paboTHI.

2. IloBropuTh JEKIMOHHBIH MaTepuand 1o TemMe «COBEpIICHCTBOBAHUE OpPTraHU3AINU
JOKYMEHTAIMOHHOTO 00ecrieueHHs B (PU3KYIbTYPHBIX OpPraHU3AIUIX».

Bompocs! s o6cyxaenus:

1. Jokymentoobopor kak 3((EeKTUBHBIH  UHCTPYMEHT  ONTHMHU3AINH
YIIPaBICHYECKUX PEIICHUH.

2. Ocnosnbie nonoxenns OLIT «udopmarronnoe obmectso 2011-2020 rry.
TenneHnnyM pa3BUTHS MEKTPOHHOTO IOKYMEHTO000pOTA.

3. IIpaBoBoil cTaryc SIEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEIbHOE |
HOPMAaTHBHOE PEryJUPOBAHUE HCIIOIB30BAHUSA ICKTPOHHBIX TOKYMEHTOB. DIEKTPOHHbIE
JTOKYMEHTHI U 0a3bl

4. Bnusuaue pedopmbl mo HH(GOpMATH3AIMU TOCYJAPCTBEHHON CIYXObl Ha
HOPMAaTHBHYIO 0a3y JIeIONpPON3BOJICTBA.

5. OcHOBHbIE HANIPABJICHUS COBEPIICHCTBOBAHMS COCTaBa U ()OPM TOKYMEHTOB B
conuaibHOU chepe.

dopMa npeACTaBICHUS OTUYETA!

MaructpaHT JOJDKEH MpEACTaBUTh pElIeHWE MPEeJIOKEHHBIX 3a7ad B YCTHOM WK
nUCbMEHHOHU (opMme.

[ToaroroBka K ycTHOMY JTOKJIAAy.

Jlokiagpl AenaroTcsl MO  KaXJ0M TeMe C LEeNbl0 MPOBEPKH TEOPETHUECKUX 3HAHUU
00y4Yaromierocs, €ro CHOCOOHOCTH CaMOCTOSITENBHO MpPUOOpPETaTh HOBBIE 3HAHHSA, pPabOTaTh C
MH(POPMALIMOHHBIMU PECYpPCaMU U U3BJIEKATh HY>KHYIO HH(OPMAIIHIO.

Jlokiagsl  3aciIyllIMBAIOTCSL. B HAdaje IIPAKTMYECKOTO  3aHATHA IIOCIE  H3Y4EHHs
COOTBETCTBYIOLIEH TeMbl. [IpolOmKHUTENIbHOCTD NOKIa[a HE JOJDKHA MpEeBbINIaTh / MHUHYT. Temy
JIOKJIa/1a MarkuCTPaHT BHIOUPAET 110 JKEJIAaHUIO U3 IPEAJIOKEHHOTO CIHCKA.

IIpu moaroToBKE AOKIaJa MaruCTPaHT IOJDKEH U3YyUUTh TEOPETUUECKUI MaTEpUall, UCTIONIb3YsI
OCHOBHYIO U JIONOJHHUTENBHYIO JIUTEpaTypy, OOS3aTeNbHO COCTaBUTh IUIaH JOKJIajga (IepedyeHb
paccMaTpUBaeMbIX UM BOINPOCOB, OTPAXKAIOLUMX CTPYKTYpY M IOCIIEAOBATENLHOCTh MaTrepHuaia),
MOJrOTOBUTH pa3AaTOYHbIN MaTepyuai Wi npe3eHTanuto. [nan noknaga HeoOX0AUMO NPEIBAPUTEIHHO
COIJIacOBaTh C MPENOABATEIIEM.

BeicTynnienne  JOKHO — CTPOMTHCS  CBOOOJHO, YOEIUTENbHO U apryMEHTHPOBAHO.
[TpenoxaBarens ciaequT, YTOOBI BEICTYIICHHE HE CBOAMIIOCH K IPOCTOMY BOCIIPOM3BEICHUIO TEKCTA, HE
JIOITYCKAeTCsl MPOCTOE YTEHUE COCTABJICHHOTO KOHCIIEKTA JOKJIaja. BeIcTymaromuii Takke HOIKEH
OBITh TOTOBBIM K BOIPOCAM ayJAUTOPHUU U AUCKYCCHU.

BrInonHenne nToroBoii NpakTHUecKon padboThl.

JUst 3aKperuieHHs TPaKTHYEeCKUX HaBBIKOB MO HCHOIb30BaHUIO HH(POPMAIIMOHHBIX TEXHOIOTHI
MarvucTpPaHThI BHITOJIHSIIOT UTOTOBOE 33aJJaHHE - CAMOCTOSATENHFHO WM paboTas B MaJIbIX Ipynmnax mno 2
4eJI0BEKa, 1101 PyKOBOJICTBOM IPENOAABATEIS.

Texymasi mpoBepka pas3ieioB PabOTHl OCYIIECTBISETCS B XOZE BBHIMOJHEHHUS PAOOTHI Ha
3aHATUSAX U HA KOHCYJbTAIMAX. 3aIIMTa UTOTOBOW pabOThI MPOBOIUTCS HA MOCIIETHEM 3aHATHN MM Ha
KOHCYJIbTallUK MpernojaBarens. s oka3zaHHs MOMOIIM B CaMOCTOSITENBbHOM paboTe MpoBOISTCA
VH/IMBUAYyaJIbHbIE KOHCYJIbTALUH.

[ToaroroBka k Tecry.

IIpu moaroToBKe K TECTY HEOOXOAMMO M3YUUTh TEOPETHUECKUN MaTepual o aucuuruimae. C
LENBI0 OKa3aHUSl MOMOIIM MarucTpaHTaM IpHU MOJATOTOBKE K TECTy MpenojaBaresieM IMPOBOIUTCS
IpYNIOBasi KOHCYJbTAILMS C LIENbI0 Pa3bsCHEHHUS HauOOJIee CIIOKHBIX BOIPOCOB TEOPETHUYECKOTO
MaTepuana.
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7. IlepeyeHb OCHOBHOI W JONOJHUTEJIbHON y4eOHOH JIUTEPATYPbl, HEOOXOAUMOM ISt

OCBOEHHS TUCIHUILTUHBI
OcHoBHas1 JiUTEpaTypa

1. VYwmnuoB, Anekcanap IOpbeBudu. OCHOBBI JOKYMEHTAIIMOHHOTO  OOECIEUCHHS
YIpaBICHUYECKON EATEeIbHOCTH (U3KYIbTYPHBIX opraHuzanuii [TekcT| : ydeOHO-METOqUYECKHE
pexomernaiuy / MOuH P®, ®I'6OY BO "Yal'TlY um. U. H. YnesaoBa". - YabsHosck : ®I'BOY
BO "Val'llY um. 1. H. Yneanosa", 2017. - 13 ¢. - Caoucok aur.: ¢. 12-13. - 1.00.

URL:
http://els.ulspu.ru/?song_lyric=%D0%BE%D1%81%D0%BD%D0%BE%D0%B2%D1%8B-
%D0%B4%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%
86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B3%D0%BE-
%D0%BE%D0%B1%D0%B5%D1%81%D0%BF%D0%B5%D1%87%D0%B5%D0%BD%D0%B
8

2. OpraHuzaisi ¥ TEXHOJIOTUS JOKYMEHTAIlMOHHOTO 0OeCredyeHHsl YIpaBIICHUS:
JIEKTPOHHOE yueOHoe mocodue : yaeoHoe mocodue : [16+] / coct. C. E. Mumenun ; KemepoBckuit
rOCYy/IapCTBEHHBIA YHUBEPCUTET, WHCTUTYT HCTOPUHU, TOCYJAPCTBEHHOTO VIPABICHHUS H
MEXIYyHApOAHBIX OTHOIIEHUH [1 1p.]. — KemepoBo : KemepoBckuii rocy1apcTBEeHHBI YHUBEPCUTET,
2017. — 478 C. — Pexum JOCTYyTIA: o [MOITHCKE. — URL:
https://biblioclub.ru/index.php?page=book&id=481592

3. Amupos A. P. JlokymeHTallMOHHOE oOecrieueHre ypaBieHusl B OpraHu3alusix : yueOHoe
nocooue / A. P. Amupos, B. 1. Muxaiinos. — Ya : BI'TITY umenu M. Axmyset, 2009. — 176 ¢. —
ISBN 978-5-87978-513-5. — TekcT : anexTpoHHbIi // JlaHb : 3JIeKTpOHHO-OMOIMOTEYHAS CUCTEMA.
— URL: https://e.lanbook.com/book/42213

JlonoTHUTEIbHASI JIUTEPATypa

1. ApacnanoBa, B. A. JlokymeHTallMOHHOE 0O€ecIiedeHHEe yIpaBIeHUs: y4eOHO-IPAaKTHUECKOe
nocobue B cxemax, Tabmuiax, oopasmax : yuebnoe nocooue : [12+] / B. A. Apacnanosa. — 2-¢ u3f.,
nor. u iepepad. — Mocksa ; bepnun : [lupekr-Menua, 2020. — 266 c. : ui., Tabn. — Pexxum
nocryma: o moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394

2. JlokyMeHTOOOOPOT U JACIOMPOU3BOJICTBO : METOMYECKUE YKa3aHus / cocTaBuTenu A. M.
Kpacuenkos, O. A. KpacuenkoBa. — Cankr-IlerepOypr : CII6I'Y T'A, 2014. — 41 ¢. — Texker :
ANEKTPOHHBIHN // JlaHb : anekTpoHHO-O0nbMnoTeunas cucrema. — URL:
https://e.lanbook.com/book/145480.
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1. ®enepanbublil 3akoH oT 27 utoist 2006 r. N 149-03 "O6 undpopmarumy,
WH(OPMALIMOHHBIX TEXHOJIOTHSIX U O 3aluTe HHPOpMAHH" ¢ U3MEHEHHUSIMH U JIOTIOJTHEHUSIMU
(anexTpoHHBIi pecypc. http://base.garant.ru/12148555/).

2.TOCT

P 6.30-2003 «YHudumnupoBaHHbIe CUCTEMBI TOKYMeHTanu. CUcCTEMa OpraHU3aIlMOHHO-
pacropsiAuTeIbHON JOKyMeHTaluu. TpeboBaHus K 0pOPMIIEHHIO TOKYMEHTOBY (DJIEKTPOHHBIN
pecypc. http://base.garant.ru/185891).

3.TOCT P 7.0.8-2013. HanmonaneHsiii ctangapt Poccuiickoit denepanmn. Cucrema
CTaHJApPTOB IO WH(pOpMAUU, ONOTUOTEUHOMY U U3ATEIBCKOMY Jeny. JleIonpon3BoACTBO U
apxuBHoe nien0. Tepmunsl u onpeaenenus” (yrB. [Ipuxazom Poccranaapra ot 17.10.2013 N 1185-
cT (anmexTpoHHbIH pecype. http://www.consultant.ru/document/cons_doc_LAW_163800/).

4. ®@enepanbHblii 3akoH "O Oyxrantepckom yuete" ot 06.12.2011 N 402-D3.

HetictBytomas penakius, 2016 (37eKTpOHHBIN pecypc
https://normativ.kontur.ru/document?moduleld=1&documentld=215087).
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5. ®enepanbHblil 3ak0H "O06 nHbOpMaIK, HHPOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3alUTE
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