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Mporpammy avcumnnuHbl paspabotan(a)(v1) aoueHT, K.H. puropbesa E.A. kadpenpa
9KOHOMMKO-MaTeMaTnyeckoro MmogenmposaHns VIHCTUTYT ynpaeneHuns, SKOHOMUKN N (PUHAHCOB ,
EAGrigoreva@kpfu.ru

1. Uenn ocBOEHNS AUCLUMINHBI

OucumnnunHa 'Oenonpon3BoncTeo' npeactaenset cobor oTpacnb OesTeNnbHOCTH, obecneynBatoLLyto
LOKYMEHTMPOBaHNEe U opraHnaaunto paboTbl ¢ JOKyMeHTaMn. 9TO NPOLECC C MOMEHTa CO30aHNS
IOKYMEHTA N ero yHUYTOXEHNA unm nepenayn Ha xpaHeHue B apxme. OCBOEHME CTyAeHTaMu
OVCUMNAVHBI Y CTYAEHTOB NO3BOMSIET CPOPMUPOBATL UX NNYHbIE KayecTBa, obecnednBatolme
camopassuTue 1 NnpodpeccrnoHanbHoe CaMOCOBEPLEHCTBOBAHNE, @ TakXe aKTUBHYIO XU3HEHHYIO
NO3MLNIO, MO3BONSIOLYKO HECTU OTBETCTBEHHOCTb 3a MPUHATUE CBOUX PELIEHWA.

Llenb amcumnnuHbl - OPMUPOBAHE TEOPETUHECKUX U NPAKTUYECKMX OCHOB 3HAHWIA NO
LOKYMEHTUPOBAHMIO OEATENBHOCTY NPEANPUATU U YYPEXOEHNIA, OpraHn3aLmmn 0OKyMeEHTo0bopoTa,
MCMNONMb30BaHNIO B AENOMNPON3BOLACTBE COBPEMEHHbIX TEXHONOTUIA.

V13 nocTaBneHHoOM Lenu QUCUMnAnHbI BbITEKAKOT Cnegyrowme 3anayu:

- cchopMmpoBaTh 6a30Bble 3HAHWS MO LOKYMEHTUPOBAHWIO OEATENbHOCTM NPEnNnpUATUA 1
y4ypexaeHuii n opraHmsaunm 0oKyMeHTo060poTa;

- BblpaboTaTb yMEHMS 1 HaBbIKK MO Knaccugomkauum, yHupukaumm, ctTaHaaptnaaumm u
OpOopMNEHNIO OOKYMEHTOB;

- OBNlAAETb HAaBblkaMy CaMOCTOSATENBHOW Pa3paboTkmn 1 0POPMNEHNSI [OKYMEHTOB MO Pa3NnyHbIM
HanpaBneHNsaM OEeSTENbHOCTU NPEANPUATUA N y4PEXOAEHWIA.

2. MecTO AMCUMNNUHBI B CTPYKTYype OCHOBHOM 06pa3oBaTtefibHOM NPOrpammbl BbICLLETO
npocpeccuoHanbHoro o6pasoBaHus

JaHHas yyebHas oncumnnnHa BkodeHa B pasgen " 51.B.0OB.6 OucuunnunHbl (Mogynm)" OCHOBHOW
obpasoBaTtenbHol Nnporpammbl 21.03.02 3emMneycTpoNCTBO 1 Ka#acTpbl U OTHOCUTCS K AMCLMMINHAM
no Bblbopy. OcBamnBaeTcs Ha 4 Kypce, 7 ceMecTp.

N3yyeHuto aucumnnnuubl 'enonpon3soacTeo’ NpealecTsyeT OCBOEHNE CeayoWmX OUCLUMTINH:
"Teopuns ynpaenenus', 'KynbTyponorus', '9koHomuka', '"MaTtepuanoseneHue' n gpyrmx auCcLUmninH.
JaHHas omcumnnnHa cnocobCTByeT OCBOEHMIO CNeayoWwnX AUCLUUNANH: 'YNpaBneHne npoektamu',
'MeTponorus, ctaHoapTusauus n ceptudmkauns’, 'YnpaeneHne ropoackumm Tepputopusamin’,
'TpaBoBoe obecneveHne 3eMNeycTponcTBa 1 kaaactpos', 'TexHmyeckas NHBeHTapm3aumns 06 beKToB
HeLBUXMMOCTW' U OpYyrnux cneuunanbHbIX GUCLUUNINH.

3. KomneteHuuu obyyatrowierocs, hopMmpyemble B pe3ynbTate 0CBOEHUS OUCLUMINHDI
/mopynsi

B pe3ynbTaTte 0CBOEHUSA OUCLUMINHBI OOPMUPYIOTCA cneaytowme KoMneTeHUunm:

PacwmcbpoBka
Wincpp komnetenuyu npuobpeTaeMon KOMNeTEHLUN

OK-5 CMOCOOHOCTb K KOMMYHMKALMKN B YCTHON 1 MMCbMEHHOI hopMax
(0bLweKynbTypHbIE Ha PYCCKOM U MHOCTPaHHOM $i3blkax Onsl pelweHns 3aaad
KOMMETEHLMN) MEXNNYHOCTHOMO N MEXKYNbTYPHOrO B3aMOOENCTBUS.
OK-6
Cousmerypise [C7000GHooTs padoras o kouause,fonepalio socnpmiuar
KOMMeTeHuunn) yneTyp P :

CNocOBHOCTb OCYLIECTBASATb MNOUCK, XpaHeHne, 06paboTky u
OrlK-1 aHann3 MHgoOPMaLMn U3 PasnNYHbIX MCTOYHMKOB 1 6a3 OaHHbIX,
(npodhbeccuoHanbHbie npenctaensTb ee B TpebyeMoM coopmarte C MCMoSiIb30BaHMEM
KOMMETEHLMN) MHPOPMALIMOHHBIX, KOMMbIOTEPHBIX U CETEBbLIX TEXHOMOTUIA.

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

PernctpaumnoHHbiii Homep 29318 5AE
Crpanuua 3 us 22. il YHI:I

S OEMALIGH



Mporpamma ancumnnuubl "denonponssoncteo”; 21.03.02 3emneycTpoincTBO U KafacTpbl; AOLEHT, K.H. puropbesa E.A.

PacwudpoBka
Lincpp komnereHuyu npuobpeTaeMor KoMneTeHLUU

Or1K-3 CMOCOBHOCTb MCMONb30BaTb 3HAHUS COBPEMEHHbIX TEXHOMOI A
(npodhbeccmoHanbHble NPOEKTHbIX, KAAACTPOBbIX U APYrMx paboT, CBA3aHHbIX C
KOMMeTeHuunm) 3eMIeyCTPONCTBOM U KaJacTpamu.
AK-8 CnocoBHOCTb MCMONb30BaTb 3HAHNE COBPEMEHHbIX TEXHOMOI Ui
(NPOCECCHOHANBHbIE cbopa, cucrematusaumm, o06paboTkm 1 yyeta nHgoopmauum ob

06bekTax HeIBUXMMOCTW, COBPEMEHHbIX Freorpacpuyeckunx
KOMreTeHuun)

3eMenbHOo-nHopMaumoHHbIX cuctemax (aanee N'MC n 3UC).

B pesynbtate 0CBOEHUS ONCUMMNUHBI CTYAEHT:
1. DONXeH 3HaThb:

- 3aKOHOAATENbHbIE 1 HOPMATUBHO-MPABOBbLIE aKThbl, PErnamMeHTpytoLme
NPOV3BOACTBEHHO-X03SIICTBEHHYIO AesSTENbHOCTb NPEANPUATUS, @ TaKXe CUCTEMY YrpaB/eHUs
LNOKYMEHTOO0O0POTOM Ha NPeanpuUsiTAm;

- TpeboBaHNS K 0OGOPMNEHMIO, PErMCTPaLNN, YHETY N XPAHEHWIO AOKYMEHTOB;
- NPVHUMMbI [OKYMEHTUPOBAHNS OeATeNIbHOCTY KONNernanbHbIX OpraHos;
- OCHOBHbIE MPUHLIMIMbI 3TVKN OEN0BbIX OTHOLWEHWIA.

2. DONIXEH yMeTb:

- CaMOCTOATENbHO aHaNM3npoBaTb HOPMATNBHO-NPABOBYIO, 9KOHOMUYECKYIO 1 HAY4HYI0 NNTEPATYPY;
- TOTOBUTb COBPEMEHHOE Le/T0BOE MNCbMO;

- BECTW LeNonpOon3BOACTBO C NMOMOLLbIO OCPUCHBIX MPOrPaMMHbIX CPELCTB;

- BECTW LeNONPOU3BOACTBO MO NMNCbMEHHbIM 1 YCTHbIM 0BpalleHnsaM rpax aaH.

3. 0OMXEeH BnageTb:

- METOLAMU yrpaBneHns LOKyMEHTOOOOPOTOM Ha NPON3BOACTBE;
- npriemMammn paspaboTky LOKYMEHTOB HA NPELNPUSTUAN.

4. NONXEeH JEeMOHCTPMPOBaTb CNOCOOHOCTb M FOTOBHOCTb:
- NMPUMEHSITb MONY4YEeHHbIe 3HaHUSI Ha NPaKTUKe.

4. CTpyKTypa 1 copepxaHume AUCLUNIUHbI/ MOOYNSA

Obwas Tpya0eMKOCTb ANCLMMNIMHBI cocTaBnseT 3 3a4eTHbix(ble) eanHuL(bl) 108 yaca(os).
dopmMa NPOMEXYTOHHOIr0 KOHTPONSA ANCUNMINHBI 3a4€T B 7 CEMECTpE.
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CyMMapHo no AMcumnanHe MoxHo nony4ntb 100 6anno., U3 HMX Tekylwas paboTta oueHmBaeTcs B 50
6anno., ntorosas popma KoHTpons - B 50 6annos. MnHMManbHoe KONM4YeCcTBO ANst AOMNycKa K 3a4eTy
28 6annos.

86 bannos 1 bonee - "oTANYHO" (OTN.);

71-85 6annos - "xopowo" (xop.);

55-70 6annos - "ynosnetBoputenbHo" (yaooB.);

54 6anna n MeHee - "HeyIOBNETBOPUTENBHO" (Heyn.).

4.1 CTpyKkTypa u cogepxaHue ayauTtopHOW paboTbl MO AMCLUNIMHE/ MOBYNIO
TemaTtnyecknn nnaH gUCUUNIAUHbI/MOAYNS

Crpanunua 5 us 22.

Buabl v yachbl
Pasgen ayauTopHOM paborThbl,
Henens UX TPy AO0EMKOCTb Tekywue copmbl
N ‘D'"Kn"(")':lr;;}r;“b'/ CeMechcemecrpa (B yacax) KOHTpOnsi
Nexumn MpakTuueckumelllaboparopHbie
3aHATUA paboTbi
Tema 1. VicTopus
OTe4YeCTBEHHOro
Nonpon3BoaCTBa.
'IE_le OrnponssoaCTEa TecTnposaHue
1., OcyAapcTBeHHOE 7 1,2 4 0 4 Konnoksuym
‘lperynupoBaHue paboTbl ’
C OOKYMEHTaMmu B
Poccuinckon
denepaunn.
Toua 2 e
2 HOKyMEHTVPOBaHME 7 3,4 4 0 4 TBo ‘-IZCKOG
‘lynpaBneHyeckomn ’ 3augHme
DesaATeNbHOCTMW.
Tema 3. Npasuna TBopyeckoe
noaroTOBKN Y 3apaHve
.|odpopmneHuns 7 5,6,7 6 0 6 Konnoksuym
OTAENbHbIX BUOOB TectupoBaHue
JOKYMEHTOB.
Konnoksuym
Tema 4. OpraHunsaums
ema 4. Oprahusa, TectnposaHue
CryX0Obi 7 8,9 6 0 6 TBopyeckoe
‘lnenonponsBoacTea ’ sanaHe
(LOY).
Konnoksuym
Tema 5. Opranusauvs 7 1011 | 6 0 6 Eg;ﬂggsggme
"|BOKYMEHT Ta. ’
IokymeHToobopoTa sanaHme
Tema 6. Pernctpauuns
DOKYMEHTOB U
opraHusauus Konnoksuym
NHPOPMALMOHHO-CNPaBQYHOM TecTnposaHue
.[pabotbl. KoHTponb 7 12,13 6 0 6 KoHTponbHas
CPOKOB UCMONHEHUS] paboTta
JOKYMEHTOB.
JlokymeHTanbHbI PoHA
opraHusauuu.
PervncrpaumnoHHbIii Homep 29318 DAEKTPOHHEH
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Buabl 1 yachbl
Pasgmen ayauTopHOM paborThbl,
Hepens UX TPYAOEMKOCTb Tekywme coopmbl
N .D.VIKIILI.VIHJ',I.II/;I'HI:I/ CemecTpl o ocpa (B vacax) y on-npg; o
oAy Nek M"I'IpaK'rw-lecmeHaﬁoparoprle
u 3aHATUA pa601b|

Tema 7. OpranHusauus Konnoksuym
7.|nenonponssoncTea no 7 14,15 4 0 4 TectupoBaHue

obpalueHnaM rpaxnaH.
_ Tema . Itorosas v 0 0 0 3avet

doopma KOHTponsA

Ntoro 36 0 36

4.2 CopepxaHue OUCLUMNIMUHbI

Tema 1. UcTopusa oTeuecTBEHHOro genonpouasoacTtea. [ocynapcTBeHHOe perynmposaHue
paboTbl ¢ pokymeHTamu B Poccuinckon depepauun.

JNleKLMoHHOe 3aHsiTne (4 4yaca(os)):

HokymeHTtuposaHue B IX-XV BB. lNpukasHoe nenonponssoncteo (XVI-XVII BB.). Konnexckoe
nenonpoundsoacteo (XVIII B.). MuHuctepckoe genonponssoactso XIX ? Hayano XX B.
dopMmupoBaHme cuctembl cosetTckoro aenonpomssonctasa (1917 ? 1940 rr.). CoseTtckoe
nenonpounadsoncteo B 1950-1960-e rr. PassuTtue cosetckoro genonpomnssonctea (1970-1980 rr.).
HanpaeneHus passuTtns 3aKkoHOLATENIbHOIO PErynnpoBaHns OOKYMEHTUPOBAHNS yrpaBieHYeCcKom
neatenbHoctn. CTaHgapTn3auuns 1 yHugomkauma 4OKyMeHToB. [focyaapCTBeHHOE perynmpoBaHme
NpoLLEecCcoB opraHm3aunm paboTbl ¢ LOKyMeHTaMu. HopMaTMBHO-METOANYECKME AOKYMEHTDI
MEXO0TpPacneBoro 4encTens. PernameHtauus COXpaHHOCTM JOKYMeHTOB. OTBETCTBEHHOCTb
pyKoBOAUTENEN N AOMKHOCTHBIX NNLL 32 paboTy C AOKYMEHTaMMU.

naboparopHas pabora (4 4aca(oB)):

1. MoHsiITME nenonpon3BoAcTBa, aTanbl ero pa3sntust B Poccun. 2. HopMaTnBHO-3akoHoAATENbHbIE
aKTbl B 06nacT LOKyMeHTauMoHHOro obecneyeHns ynpasneHms. 3. 3Ha4eHne 0enonpon3BoacTBa B
ynpaeneHuu.

Tema 2. [1oKymeHTMpOBaHMe ynpasieHYeckon AesTeIbHOCTM.
neKkumnoHHoe 3aHsitTne (4 yaca(os)):

OCHOBHbIE MOHATNS N TEPMUHBI. TUNonorns okymeHToB. dopmatbl bymaru n nons. Obwme
TpeboBaHMs K COCTaBNEHNIO N 0CPOPMNEHMIO OKYMEHTOB. MoHsATUE ?6naHK AokyMeHTa?. bnaHku
LOKyMeHTOB. [Mopsaaok odoopmneHust peksmanToB bnaHka. srotoeneHne 6naHkos. MpaBuna
OChOPMNEHNS PEKBU3NTOB, ONPEaEenAoWnX IOPUANYecKyto cuny gokymeHTa. lNpasuna ooopmneHuns
PEKBM3NTOB, OTpaxarwwmx 06paboTky 1 ABUXEHME OOKYMEHTA (4ENONPON3BOLCTBEHHBLIE OTMETKM).
TpeboBaHus K TEKCTY AOKYMeHTA. TpeboBaHNS K N3roTOBNEHUIO LOKYMEHTOB.

naboparopHas pabora (4 yaca(oB)):

1. [lokyMeHT ? onpegnenexve, CBOMCTBA 1 GoyHKLMK. 2. MNonndyHKUMOHANbHOCTb fOKYMeEHTa. 3.
dakTopbl, BIMSAKWME HA MHOPMALMOHHYIO LIEHHOCTb OOKYMEHTA.

Tewma 3. NpaBuna noarotToBku U ochopmneHUs oTaenbHbIX BUAOB O,0KYMEHTOB.
JNIeKLMOHHOoe 3aHsiTune (6 4yaca(oB)):
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OpraHn3aunoHHbIe LOKYMEHTbI, ONpeaeneHHble 3akoHoaatenbcTBoM Poccuickon denepaumm.
CocTtaB opraHvM3aumOHHbIX LOKYMEHTOB, BKIIIOYEHHbIX B YHU(PULNPOBAHHYK CUCTEMY
OopraHM3aunoHHO-PacnopaanTeNIbHON OOKYyMeHTauun. HasHavyeHme pasnuyHbIX BUOOB
OpraHn3auUMoHHbIX AOKYMEHTOB. TpeboBaHNS K COCTaBNEHMIO U OCDOPMIEHUNIO OPraHN3aLNOHHbIX
LOKYMEHTOB, UCMOMb3yeMbIX B fesiTenbHOCTU cnyx6bl [JOY. Ponb 1 3Ha4eHne pacnopsaantenbHom
LOKYMEHTaUUN B JOKYMEHTMPOBAHUW ynpaBneH4yeckon geatensHoctu. CocTtae pacnopsanTenbHbiX
JOKYMEHTOB. HopMaTtuvBHble 1 NPaBOBbIE akTbl KaK BUI pacrnopsanTenbHbIX JOKYMEHTOB
doeneparnbHbIX OPraHoB UCMONMHUTENBHOM BnacTu. MNpukas kak OCHOBHOW OOKYMEHT, MCMOb3YEMbII
ONns NOKYMEHTUPOBaHMS eaMHOHa4YanbHOM pacrnopsanTenbHom gearensHoctu. Npaeuna
cocTasneHuns N opopmMneHns Npukasos No OCHOBHOWM OesATeNbHOCTM opraHnsauun. PasHoBUaoHOCTHY
pacropsixeHui. [lpasuna cocTasneHns n oopMneHns pacrnopsxeHun. Boinncka s
pacnopsanTenbHOro 4OKyMeHTa, nopsanok ee ocopmneHus. KOpuanyeckas cuna
pacrnopsanTenbHbIX 4OKYMEHTOB. Ponb 1 3Ha4yeHre npoTokona B OKYMEHTUPOBaHUM
ynpaBneH4YecKon aesTenbHOCTU. Pa3HOBUAHOCTU NPOTOKONOB. TpeboBaHMs K X COCTaBNIEHMIO U
ochopmneHno. 3akoHogaTenbHas pernameHTauns cogepxaHms n opopMneHns oTaenbHbIX BUOOB
NpPOTOKONOB. Bbinucka na npoTtokona, nopsaok ee opopmneHns. JJokyMeHTnpoBaHue
pacnopsanTenbHON OesaTenbHOCTU KOonnernanbHbix opraHos. KOpnanyeckas cuna npotokona u
BbIMUCKW N3 NPOTOKOJIOB PasfiNyHbIX pa3HoBUOHOCTEN. Ponb n 3HavyeHrne MHOOPMaLMOHHbIX
LIOKYMEHTOB B yrnpaBfieHYecKoin aestenbHocT. CoctaB MHAPOPMALMOHHBIX JOKYMEHTOB. CnyxebHas
nepenncka. [IMcbMO Kak OCHOBHOW BMI OOKYMEHTa 0715 OCYWeCTBNEHUS KOMMYHUKAUWIA.
BHyTpeHHs5 nepenucka opraHmsaunia. [loknagHble 3annuckun, Cnpaeku, Npaeunia nx 0OPMIIEHNS.
Mepenvcka ¢ ncrnonb3oBaHNEM CPELCTB 3NIEKTPOCBA3M (Tenerpammbl, TenegoOHOrpammbl, oakchl).
AKT Kak B1A MHOPMALNOHHO-CNPAaBOYHOro AOKYMEHTA.

naboparopHas pabora (6 4aca(oB)):

1. ?PekBn3nT? 1 ?2cbopmMynsip? ookymeHTa. 2. TpeboBaHUsi K 0POPMIEHNIO AOKYMEHTOB. 3. bnaHk
LOKYMEHTa 1 BUL OOKyMeHTa. 4. TeKCT AOKYMeHTa Npu pas3nnyHbix cnocobax 4OKyMEHTUpoBaHMs. 5.
YHupukaumns OKyMEHTOB.

Tema 4. OpraHusaumns cnyx6bl aenonpounssoacrsa (OOY).

JNIeKLMOHHoe 3aHsiTue (6 4aca(os)):

OpraHun3aunoHHble hopmbl fenonponssonctea. CTpykTypbl cnyx6el JOY. 3anauun n goyHKLMK
cnyx6bl JOY. JonXHOCTHOM 1 YncneHHbili coctas cnyx6bl JOY. PernameHtauns cnyx6bl JOY.
naboparopHas pabora (6 4aca(oB)):

1. KagpoBas cnyx6a: CTpyKTypa 1 OpraHn3aunoHHble LoKyMeHTbl. 2. CocTaB kaapoBoi
LOoKyMeHTauun. 3. YHUULMPOBAHHbIE CUCTEMbI KaOPOBOW LOKYMEHTaUUN.

Tema 5. OpraHusaumsi [OKyMeHToO60poTa.

JNIeKLMOHHOe 3aHsitue (6 4aca(oB)):

MoHsTNS ?00KyMEHTOOOOPOT?, ?0praHn3aums ookymeHtoobopota?. Obwme NpuHLUMNbI 1
METOAMYECKME OCHOBbI OpraHnsaunn JokymeHToobopoTa. JLokyMEHTOMOTOKN 1 UX CTPYKTYpa,
HanpaBNeHHOCTb ABMXEHWNS, MAPLPYTbl. STanbl ABUXEHMS OOKYMEHTOB. TexHonorns obpaboTku
LOKYMEHTOB, BXOASIWMX B pasHble fOKYMEHTONOTOKN. NEKTPOHHbIA OOKYMEHT. ONEeKTPOHHbIN
nokyMeHTo060poT. O6bEM fOKYMEHTOOOOPOTA OpraHM3aumm, ero BANSHME Ha OpraHmM3aumto
paboTbl C AOKYMeHTaMun. AHann3 OoKyMeHToobopoTa opraHnsaumnn. icnonb3oBaHune faHHbIX
aHanmaa ons CoOBepLeHCTBOBaHUS paboTbl C LOKYMEHTaMU.

naboparopHasi pabora (6 4aca(oB)):

1. OpraHnsaumns gokymeHtoobopoTta. 2. ObobuieHne n aHann3 gaHHblX 06 NCNONHEHUN OOKYMEHTOB.
3. KoHTponb nCnonHeHns LOKyMeHTOB. DPOPMbl KOHTPONS UCNONHEHUS OOKYMEHTOB.

Tema 6. Peructpauusi LOKYMEHTOB M OpraHu3auust UHCOpMaLMOHHO-CMPaBOYHON paboTbl.
KOHTpONb CPOKOB UCNONTHEHUS O,OKYMEHTOB. [LOKyMeHTanbHbi OOHA, OpraHM3auum.

JNeKLuMoHHoe 3aHsiTne (6 4yaca(os)):

KETPOHHBH
B_EPCHTET
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Pernctpaumns kak coctaBHas 4acTb TEXHONOrMM Oenonpon3BoacTea 1 MHGPOPMALNOHHO-MONCKOBOM
CUCTEMbI MO AOKYMeHTaM opraHunsauun. Obwme npuHLMnbl 1 Npasuna pernctpaummn. HasHaveHme um
OCHOBHbIE LLeNnn perncrTpaumm. XapakTepucTnka COBPEMEHHbIX perncTpaLmoHHbix doopM. CocTas
PEKBU3NTOB PErMCTPALMOHHBIX (POPM K Npasuna ux 3anofnHeHus. lNpasmna nHaoeKCUpoBaHns
NOKYMeHTOB. B3anmMocCBs3b perncrpaumnm OKYMEHTOB C OpraHmsaunei
NHGPOPMALMOHHO-CNPAaBOYHO paboThbl. MpuHUMNBI POPMUMPOBaHUS MHAOPMALIMOHHO-NMOVCKOBbIX
CUCTEM. 3HAYEHME U OCHOBHbIE NPUHLMMbBI OPraHn3aunm KOHTPONS 3a CPOKaMn UCMNOSTHEHNS
LOKYMEHTOB B annaparte ynpasneHns. 3anayn 0enonpon3BoAcTBEHHON CyX0bl MO KOHTPOMIO
NCNONMHEHNS OOKYMeHTOB. CTaaum KOHTPONbHOW AesATenbHOCTU. CPOKU UCMONHEHUS OOKYMEHTOB.
TvnoBble 1 MHAMBUAYaANbHbIE CPOKW. TEXHONOMMS KOHTPOSbHbIX onepauunii. [NpegynpeanTenbHbii 1
NTOrOBbI KOHTPOJb. icnonb3oBaHne AaHHbIX 06 UCMONMHEHNM AOKYMEHTOB B YCTOBUSIX
TPaAMUNOHHON 1 aBTOMaTU3MPOBAHHOM TeXHONornn 06paboTkn LOKyMeEHTOB. [MoHsITNE
?doopmupoBaHne aen?. CoBpeMeHHas HopMaTMBHO-MeToanyYeckas 6asa, onpeaensiowas
TpeboBaHNs K OOPMUPOBAHNIO LEN U XpPaHEHNIO OKYMEHTOB B Aenonpounasoactee. OpraHnsaums u
06wt nopsaok chopMmrpoBaHms oen. MpuHUMnbl cuctemaTnaaumnm LOKyMEHTOB BHYTPY Aen.
[MpaBuna popmMmnpoBaHNSa LOKYMEHTOB pas3nnyHbIX Kateropuin B gena. YactmyHoe ogoopmieHme
nena. OpraHnsauusi XpaHeHMsl U UCMOMNb30BaHUS [OKYMEHTOB NOCNE 3aBepLIEHNS PaboTbl C HAMN.
MoHATMe HOMeHKNaTypbl Aen. Buiabl HOMeHknaTypbl Aen, Nx 0COBEHHOCTM U Ha3HaYeHe.
PernameHTtaums TpeboBaHUii K COCTABNEHNIO HOMEHKNATYPbI AeNl B COBPEMEHHbIX
HOPMaTMBHO-METOANYECKNX OOKYMeHTax. [paBuna coctaBneHns HOMEHKNaTypbl gen.
KnaccudomkaunoHHas cxema HoMeHknatypbl. ICTO4HMKM onpeneneHns CpoKoB XpaHeHus aen.
Ocob6eHHOCT OCPOPMIEHUS U YOCTOBEPEHMS HOMEHKNATYPbI Aen. MNoHATMe ?3KcnepTm3a LLeHHOCTH
LOKYMEHTOB?, ee Ha3Ha4yeHne. HopMaTtuBHO-METOAMYECKUE N TEOPETNYECKNE OCHOBbBI NPOBEAESHNS
aKcnepTnabl. OpraHmsaumns aKCnepTn3bl LEHHOCTU OOKYMEHTOB B OpraHn3aunsx n y4pexaeHusx
pasnnYHbIX YPOBHEN ynpaBneHns. 3aaaqm aKCnepTmabl LEHHOCTN AOKYMEHTOB. TpeboBaHus kK ee
nposeneHnio. [Nopsaok n JOKYMEHTUPOBAHWE AEeATENbHOCTU 9KCNEPTHbIX Komuccuii (9K).
OdbopMneHne pesynbTaToB 3KCNEepPTU3bl LLEHHOCTU LOKYMEHTOB. HopMaTuBHO-MeTOANYECKME
LOKYMEHTbI doeaepasbHbIX apXUBHbIX OpraHoB 06 yHudpmkauuy TpeboBaHuii K aenam, caaBaeMbiM B
apxmB. OcHoBHble TpeboBaHMs K 0CPOPMIEHNIO AeN Npu UX NOArOTOBKE K Nepenaye Ha aanbHenwee
xpaHeHne. Onucu gen. lNpasuna coctaBneHns u ogoopmneHns onucei. MNMepenaya nen B apxve
opraHusauum.

naboparopHas paborta (6 4aca(oB)):

1. MNMopsaok opraHM3aumy MHGPOPMaLMOHHO-CNPABOYHOM paboTbl N0 OOKyMEHTaM. 2. dkcneptusa
LEHHOCTM OOKYMeHTOB. 3. lNMopanok odhopmneHns gena. 4. CoctaBneHne n 0goopmMneHne onnucy gen.
5. MNopsanok nepenayn LOKYMEHTOB B apXmB OpraHvusauunu.

Tema 7. OpraHu3sauus nenonpousBoACTBa NO 0OpaLLeHUsIM rpaxnaH.
neKkumnoHHoe 3aHsitne (4 yaca(os)):

MoHATMSA ?npennoxeHuns?, ?3aasneHna?, ?xxanobbl?, ?xogartanctea? n ?KonNnekTnBHbIE 0bpalLLeHNs
rpaxanaH?. 3akoHooaTeNnbHOE U HOPMATUBHOE PErynMpoBaHne paboTbl ¢ obpaleHaMn rpaxaaH.
OcobeHHOCTV BefeHNs 0enonpom3BoacTsa no obpauweHnam rpaxaaH. Moarotoska n nepenaya B
apxvB opraHusaummn obpaueHuii rpaxaaH. OpraHnsaums nMYHOro nprema rpaxaaH.
naboparopHas pabora (4 4aca(oB)):

1. ObpaboTka noctynatowmx LokyMeHToB. 2. ObpaboTka OTNpaBnsSEMbIX LOKYMEHTOB. 3.
Pernctpauns n KOHTPONb MCMONHEHNS LOKYMEHTOB.

4.3 CTpyKTypa 1 copgepXxaHue caMOCTOSITeNIbHOM paboTbl AUCLMMIUHBI (MOLYNISA)

Buaobi
N Paspen Cemecrp| Heaens | camoctosTensHoit [TpyAoemkocTs g‘:ﬂ%’:‘;'o';‘;’:;gzg;
AuncumnnuHel ceMecTpa pa6oTbl (B yacax) pa6oTbl
CTY[.EHTOB
Tema 1. Nctopus
oTe4yeCTBeHHOro
Jenonpon3soncTtea.
1 "ocynapcTBeHHOE
‘|perynnpoBaHne paboTbl
PerncTppuyfioHHbIA Homep 29318 DAEKTPOHHEH
CrpaHunup 8|13 22. JIR YHHBEPCHTET
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C OokymeHTamu B Poccuiickoin degepaunu.

1,2

NoAroToBka K
KONNOKBMYMY

KONnokenym
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Buabl
Pasnen Cemect Henens | camoctositenbsHon [TpymoeMKOCTb g‘:ﬂ%’:::;?:’:gzga
AducumnnuHbl pcemeCTpa paborthbl (B yacax) 260TbI
CTyAOeHTOB P
NnoaroToska K
TECTMPOBAHMIO 2 TecTupoBaHue
noarotoBska K
KOMNOKBUYMY 2 KONNOKBUYM
Tema 2. noaroTtoBka K
JokymeHTMpoBaHme v 34  |reopueckom 5 TBOpYeckoe
‘lynpasneHyeckorm : 3au21Hvuo y 3ajaHve
NesaATeNbHOCTW.
noaroToska K
TECTUPOBAHMIO 2 TecTMpoBaHune
n
oAroToska K 2 KONNOKBUYM
Tema 3. lNpasuna KONINOKBUYMY
noaroToBKU ” noaroToska K
.lodopmneHuns 7 5,6,7 |TBOpYECKOMY 2 ;:Zg:?ﬂ%'(oe
OTAerbHbIX BULOOB 3ajaHnio
JOKYMEHTOB. n
OAroToBKA K 2 TecTupoBaHue
TECTUPOBAHUIO
noaroToBka K
. "o KONTIOKBIYMY 2 KONNOKBUYM
ema 4. OpraHusauuns
noaroToska K
cnyx6bl v 8.9 ng 8 egK 03 > TBOpYeckoe
‘laenonpons3BoacTea : 3a1121H|/|ro y 3anaHve
(AOY). MOAroTOBKA K
TECTUPOBAHMIO 2 TecTMpoBaHune
noarotoBska K
KONNIOKBIAYMY 2 KONNOKBUYM
Tema 5. OpraHunzauns v 10.11 :sggg;giga; 5 TBOpYecKoe
"|BOKYMEHT Ta. ’
LOKyMeHToobopoTa 3anaHmo 3agaHve
MoAroToBka K
TECTMPOBAHMIO 2 TecTupoBaHue
Tema 6. Peructpauus noaroToBKa K ]
AOKYMEHTOB U KONNOKBUYMY KONNOKB1YM
opraHusauus
MHJPOPMALNOHHO-CNPaBQYHOM noaroToska K
.[pabotbl. KoHTponb 7 12,13 |KOHTPONbHOM 2 Kc;ggp;ganaq
CPOKOB MCMONHEHUS paboTe P
JOKYMEHTOB.
Y noaroToBka K
JloKyMeHTanbHbI GOOHA, OAroToeka 1 TecTupoBaHme
opraHmsauuu. TECTUPOBAHNIO
noarotoBska K
Tema 7. OpraHunsauns A 2 KOJINOKBUYM
KONNOKBUYMY
.|menonpon3soacTtea no 7 14,15 HOLrOTOBKA K
obpalleHusiM rpaxaaH.
P P TECTPOBAHMIO 2 TecTnpoBaHue
Ntoro 36
PeructpaumnoHHbiin Homep 29318 OBAEKTPOHHEH
B0l VHUBEPCHTET
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5. O6pazoBarenbHble TEXHONOIMU, BK/IOYAA MHTEPaKTUBHbIE hOpMbl 06yUeHus

OcBoeHMe ONCUMNANHDI ',D,eJ'IOI'IpOI/ISBO,D,CTBO' npeannonaraeT UCroJib30BaHME KakK TPpagnUMOHHbIX
(ﬂeKLI,VII/I, na6opaToprle pa6OTbI C ncnonb3osaHnemMm MeTogn4eckmnx MaTepmanos), Tak "
MHHOBALUWMOHHbIX o6pa303aTeanblx TEXHONOrniM ¢ UCNONb30BaHNEM B yLIe6HOM npouecce akTUBHbIX U
NHTEpPaKTUBHbIX (OOPM NpoBEeaEeHNS 3aHATUIA: BbINONIHEHNE na6opaToprlx p8.60T C ncnonb3osaHnem
npogoeccnoHasbHbIX MPOrpaMMHbIX CPEACTB CO30aHNSA U BEAEHUS 3NTEKTPOHHbIX 6a3 OaHHbIX, a
Takxe MynbTUMeLoNNHbIX nporpamm, npeannonaralowmnx nogroToBky I'IpGSGHTaLl,I/IVI CTyoeHTaMun C
ncrnonb3oBaHneM poTo-, ayano- 1 BuaeoMarepuanos rno npeﬂnoerHon TeMaTtuke.

6. OLueHOUHble CPeACcTBa AJ1sl TEKYLLLEro KOHTPO/S yCneBaeMOCTH, MPOMEeXYTOUYHOM
aTTecTauum No UToram OCBOEHUS OUCLUNMIMHDBI M yYyeOHo-MeTooMUYecKoe obecneyeHune
CaMOCTOsITe/IbHOW paboThl CTYAEHTOB

Tema 1. UcTopua oTeueCTBEHHOro genonpou3soacTea. FocynapcTBeHHOe perynmpoBaHue
paboTbl ¢ pokymeHTaMm B Poccuimnckon denepauun.

KONNoKBUYM , MpUMepPHbIEe BOMPOCHI:

1. Korpa nosiBunucb nepsble OOKYMeHTbI? 2. Kak Ha3blBancs nepsblil 3Tan B pa3sutum
[enonpon3BoacTBa 1 noYyeMy OH rnonyymn takoe HassaHue? 3. Kak HasblBaeTcs BTOPOW aTan B
pasBUTUN OenonpoussoacTea? Yem xapakrtepmsosancs aToT nepuof nctopumn Poccumn? 4. Yem
XapakTepusyeTcs UCMONHUTENbHOE OEN0NPOM3BOACTBO? 5. B 4eM pasHuua Mmexay KonnernanbHbiM
PYKOBOOCTBOM M PYKOBOACTBOM Ha OCHOBE eauHoHavannsa? MNpaBoMepHb! 1 3TN NOHATUSA cerogHa?
6. Korpa v ¢ kakoii uenbto 6bin cosnaH BHUMOAL? 7. Kakoii HOpMaTUBHbIA [OKYMEHT
npenwecTtsoBan paspaboTke un cozpaHuio FCLOOY? 8. Kakne OKyMEHTbl COCTaBNSIOT
HOpMaTUBHO-MeToAM4eckyto 6a3y nenonpomnssoactea? 9. Kakoint HOpMaTUBHBIA OOKYMEHT COAEPXUT
TpeboBaHMs K 0OOPMIEHMIO OPraHM3aUNOHHO-pacnopsanTeENbHbIX 4oKyMeHTOB? 10. Kakme
YHU(PUUMPOBAHHbIE CUCTEMbI JOKYMEHTAUMN OENCTBYIOT B HacTosuwee Bpemsa? 11. KakoBa OCHOBHas
uenb co3ganua FCOOY? 12. Kakne OoKyMEHTbl OTHOCATCS K opraHmM3aunoHHeiM? 13. Jante
onpenenexHune yctasa. 14. Yto pernaMeHTnpytoT npasuna BHyTpPeHHero pacnopsgka? 15. Kakum
JOKYMEHTOM YCTaHaBNMBAIOTCS CTPYKTypa opraHmM3aunm 1 wratHas YncneHHoctb? 16. Kakme
pacnopsaauTenbHble OOKYMEHTbl MOTyT ObiTb U3AaHbl B opraHmdaunn? 17. Kakoi JoKyMeHT
3akpennsieT YACNEHHOCTb U JOMXKHOCTHON cocTaB paboTHMKOB opraHm3auunn? 18. Kakoi 0oKyMeHT
onpenensieT yHKUMN, npaea 1 06s3aHHOCTM coTpyaHmnka? 19. Kakne pasgensl Bko4YaeT B cebs
JOMKHOCTHAS UHCTPYKUMA?

TecTnposaHune , npnMMepHbIe BOMpPOCHhI:

1. TpeboBaHUS K OCPOPMIIEHNIO OPraHN3aLMOHHO-PACTOPSAANTENbHbIX JOKYMEHTOB yCTaHaBNMBaAET
FOCT P 6.30 ? 2003: a) na; 6) HeT. 2. B npunoxernn k FTOCT P 6.30 ? 2003 naHbl 0bpasupl
6naHKoB OOKYMEHTOB: a) Aa; 6) HeT. 3. B opraHmnsaumm no yCMOTPEHMIO PyKOBOACTBA A0MXKHA ObiTb
paspaboTaHa MHAMBMAYyaNbHAS NHCTPYKUMUS MO AENONPON3BOACTBY: a) Aa; 6) HeT. 4.
OpraHn3aunoHHO-NPaBOBbIE [OKYMEHTbI, Kak NpaBuio, Noasiexar yTBepXaeHuto: a) na; 6) Het. 5. B
OpraHn3aunoHHO-NPaBOBbIE OOKYMEHTbI MOXHO BHOCUTb U3BMEHEHUS U AOMONHEHUS, HE
nepepabaTtbiBasi BECb OOKYMEHT: a) Aa; 6) HeT. 6. CTpykTypa TeKkcTa yctaBa HerocynapcTBeHHOM
opraHmM3aLmmn oTnn4aeTcs 0T CTPYKTYpbl TEKCTA yCTaBa rocyfapCTBEHHOMo y4pexaeHus: a) aa; 6)
HeT. 7. TvnoBble NHCTPYKUMUKX NO Ae/T0NPOM3BOACTBY HOCAT pekoMeHAaTeNbHbI xapaktep: a) na; o)
HeT.

Tema 2. [10KyMeHTUpOBaHUe yrpaBsieHY4eCKonN OeATe/IbHOCTU.
KOMN/IOKBUYM , MPUMEPHbIE BOMPOCHI:

KETPOHHBH
B_EPCHTET
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1. Y70 Takoe paboyee n cnyxebHoe nons ookymeHTa? 2. Kakune cpopmatbl bymaru NCnonb3yroTcs B
nenonpownssonctee? 3. Yto Takoe 6naHk fjokymeHTta? 4. Kakue suabl 6naHkos yctaHaenmeaet FOCT
P 6.30720037 5. Kakue cylecTBYIOT BApuaHTbl PpacnoNoXeHWs PEKBU3NTOB Ha BnaHke OoKymMeHTa?
6. Kakoi 6naHk Ha3blBaeTCs LOMKHOCTHBIM (MMEHHbIM)? 7. KakoBbl pekBn3nTbl BnaHka nucema? 8.
KakoBbl pekBu3nTbl 6naHka KOHKPETHOro Buaa AokymeHta? 9. Kakne pekBmaunTbl ABISOTCA
B3avMoMCK/IoYaoWwmnmMmn B bnaHke nucbma 1 6naHke KOHKpeTHoro suaa nokymeHta? 10. Kakue
PEKBU3NTbLI ABNSAIOTCSA NOCTOSHHLIMU 1 NepeMeHHbIMU? 11. KakoBbl pa3Mepbl U Ha3HadYeHne nonemn
nokymeHTa? 12. Kak MoryT 6biTb pacnofioXeHbl PeKBU3NTbI B Npeaenax rpaHunL, 30H pacronoXeHUs
pekBmanToB? 13. Kakne pekBm3nTbl MOXHO 00OPMUTL LIEHTPUPOBaHHbLIM cnocobom? 14. Kakne
PEKBU3NTLI OCPOPMNIAIOTCS doNnaroBbiM Crocobom?

TBOpYECKOE 3aaaHune , NPUMepPHbIe BOMPOCHI:

[MpoBeneHne NPakTUYEeCKoro 3aHATUSA B MHTEPAKTMBHOM (POPME: PELLEHNE N aHann3 ?CUTyaunoHHbIX
3amay”?.

TecTnpoBaHune , npmMMepHbIe BOMPOCHI:

1. CnyxebHoe none fOKyMeHTa NpefHa3Ha4YeHo A1 HAHECEHMS CneumanbHbIX N3006paxeHuii: a) oa;
6) HeT. 2. NOCTOSHHbI PEKBU3NT ? PEKBU3NT, HAHECEHHbIV NPY M3roToBNeHnn bnaHka AOKyMeHTa: a)
na; 6) Het. 3. [epeMeHHbIi PeKBM3NT HAHOCUTCS NMPU COCTaBNEHNM OOKYMeHTa: a) Aa; 6) HeT. 4.
VIMeHHOI (DONXHOCTHOW) BnaHk SIBNsSieTCs pa3HOBUAOHOCTbIO 6naHka nucbMa: a) na; 6) Het. 5. MNoa
LIVHOW PEKBMU3MTA NOHMMAETCS KONMYECTBO yAapoB, HE0OX0ANMOEe A4Ns 3anncu ero Ha AOKYMeHTe:
a) na; 6) HeT. 6. CocTaB pekBn3nTa nokymeHToB yctaHaenmeaeT FOCT P 6.30 ? 2003: a) aa; 6) Her.
7. JleBoe none [oKyMeHTa MOXET ObiTb YBENMYEHO: a) Aa; 6) HeT. 8. HuxHee none cnyxuT ons
HaHeceHns PeKkBM3NTOB: a) 4a; 6) HeT. 9. CTpaHMLUbl JOKYMEHTa HYMepYIOT Ha BEPXHEM Mofe nucTa:
a) na; 6) Het. 10. CTpaHunLbl HOKYMEHTA MOXHO HyMepoBaTb Ha HUXHEM Mone nucTa: a) aa; b) Her.
11. YcTaHOBNEHO OBa BapmaHTa pacrnonoXeHns pekBn3nToB Ha bnaHkax: a) aa; 6) Het. 12. Ha
obwwem bnaHke AokymMeHTa MoryT 6biTb 0doopMNeHbl Ntobble BUabl LOKYMEHTOB: a) Aaa; 6) HeT. 13. Ha
b6naHke nnucbMa MOXHO 0CPOPMUTL NPUKA3 NO OCHOBHOW OesTENbHOCTU: a) Aa; 6) Het. 14. Ha 6GnaHke
KOHKPETHOro Buaa AOKyMeHTa MOXHO 0doopMuTb cnyxxebHoe nucbMo: a) aa; 6) Het. 15. bnaHk
nMcbMa 1 GnaHk KOHKPETHOro BMAa AOKYMEHTa pasnuyatotca Habopom pekBM3nToB: a) aa; 6) Her.
16. Ha bnaHkax ocpopmMnsieTcs TONbko nepeas CTpaHuua OOKYMEHTOB: a) Aa; 6) HeT. 17. Ombnema,
HaHeceHHas Ha bnaHke, MOXeT 3aMeHNTb Ha3BaHe opraHu3auuun: a) oa; 6) Het. 18. Ha ogHom
6naHke MOXHO pasmecTuTb repb cybbekta PD 1 ambnemy opraHmsaumu: a) aa; 6) Het. 19. OgHa
opraHu3aumst MoOXeT 1Ucrnonb3oBaTb 6NaHKM C YrnoBbIM 1 NPOLONbHLIM PACMNONOXEHNEM PEKBN3NTOB:
a) na; 6) Het. 20. Pa3mep repba, n3obpaxxeHHoro Ha bnaHke, He AONXeEH npesbiwaTtb 20 MM: a) na; 6)
HeT.

Tema 3. NMpaBuna noarotToBku n 0ooOpMNEeHUs oTAEeNbHbIX BULOB LOKYMEHTOB.
KONNOKBMYM , MPUMEPHbIE BOMPOCHI:

1. Kakne pasHoBnoHOCTV nucem Bbl 3HaeTe? 2. KakoBbl pEKBU3UTbI CyXebHoro nucbma? 3. MoxHo
nm ochopMUTb CnyxebHoe NucbMo Ha coopmate A5? 4. B ckonbkux ak3eMnnsipax opopMnseTcs
cnyxebHoe nucbmo? 5. Ecnmn nucbMo HanpaensieTcs B ABa afpeca, CKOMbKO 9K3eMMNSpPoB cnenyet
ochopMmnTb Ha BnaHke? 6. Yepes kakow MHTepBan nevataeTcs TEKCT NUCbMa, ECNY OHO OCPOPMIEHO
Ha popmate A5? 7. KakoBO MakcMManbHOe KONM4ecTBo agpecartos B nucbme? 8. 13 cKonbKmx
COCTaBHbIX YacTewn, Kak NpaBunno, COCToUT Tekc nucbma? 9. Moxet n1 NMCbMO MMeTb ABe nognucu?

TBOpYECKOe 3aaaHune , NpPUMepPHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUS B MHTEPAKTMBHOM (POPME: PELLEHNE N aHaNn3 ?CUTyauNOHHbIX
3apay”?.

TECTUPOBaHME , MPUMEPHbIE BONPOCHI:

KETPOHHBH
B_EPCHTET
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Mporpamma ancumnnuubl "denonponssoncteo”; 21.03.02 3emneycTpoincTBO U KafacTpbl; AOLEHT, K.H. puropbesa E.A.

1. TekcT cnyxebHoro nucbMa MoxeT 6biTb NPOCTbIM: a) Aa; 6) HeT. 2. TekcT cny>xebHoro nucbma, Kak
npaBuio, COCTOUT U3 ABYX YacTel: a) aa; 6) Het. 3. TekcT cny>xebHoro nncbMa MoXeT COCTOSITb
TOMbKO M3 OHOW BTOPOI YacTu: a) aa; 6) HeT. 4. ToH cny>ebHoro nMcbMa 3aBMCUT OT €ro
conepxaHus: a) aa; 6) HeT. 5. B TpachapeTHOM TEKCTE He cneayeT HadnHaTb TEeKCT CO CBOOOAHOro
MecTa, OTBEEHHOr0 Onsi NepPeMeHHO nHghopMauun: a) aa; 6) Het. 6. B cny>xxebHOM nucbMe TekcT
nuweTcs oT 1-ro nMua MHOXECTBEHHOMO Yucna: a) aa; 6) Het. 7. BolaensitoT npucbinaemble n
oTnpaensieMble nucbMma: a) aa; 6) Het. 8. CnyxebHoe NMMCbMO MOXHO 0CPOPMUTL Ha BnaHke
KOHKPETHOro Buaa fOoKyMeHTa: a) Aa; 6) HeT. 9. CnyxebHoe NMCbMO MOXHO 00OPMUTL Ha dhopmMate
A5: a) na; 6) HeT. 10. MakcMmanbHOe KONMYeCTBO aapecaToB B nucbMe ? 4: a) na; 6) Het. 11.
MakcumanbHblii 06bem nucbMa ? 2 nucta: a) aa; 6) Het. 12. CnyxebHoe NMCbMO MOXET UMETb ABeE
noanucu: a) oa; 6) Het. 13. CnyxebHble NMCbMa MOryT YAOCTOBEPATLCS NevaTbio: a) aa; 6) Her.

Tema 4. OpraHnsauus cnyx6bl penonpoussoactsea (O OY).
KONNOKBMYM , MPMMEPHbIE BOMPOCHI:

1. Kakue cywecTBytoT oopMbl opraHnaaumm paboTtbl ¢ AOKyMeHTaMn? 2. Yto o3HavaeT noHaTme
?mMakcumanbHas paboyas 3oHa?? 3. UTo o3HavaeT noHaTMe ?HopManbHas pabodas 3oHa?? 4. Kak
noapasnensior yypexaeHns no obbemy nokymeHtoobopota? 5. Yto BkoyaeT B cebs opraHmsaums
paboyero mecta? 6. Kakoe Ha3BaHve MMeIOT 30HbI paboyero mecta cekpertaps?

TBOpYECKOe 3aaaHune , NpPUMepPHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUS B MHTEPAKTMBHOM (POPME: PELLEHNE N aHaNn3 ?CUTyauNOHHbIX
3apay”?.

TEeCTUpOBaHMe , MPUMEpPHbIE BOMPOCHI:

1. MNpwn ocBeweHnn paboyero MecTa CBET LONMXEH NafaTtb cnesa: a) aa; 6) HeT. 2. OCBEWEHHOCTb Ha
MOBEPXHOCTM cTona AonxHa 6biTb 500 ntokce: a) aa; 6) Het. 3. OTaenka NoTonkoBs, CTEH, MEPeroponok
B MOMeELLEHMAX MOXET ObiTb Ntoboro LBeTa: a) aa; 6) HeT. 4. Temnepatypa B Cny>XebHOM noMeLeHnn
nonxHa 6biTb B npefenax +20 ? +22?C: a) aa; 6) HeT. 5. B 3aBMCMMOCTM OT BpEMEHM roaa
OTHOCWUTENbHAS BNAXHOCTb BO34yxa AOMXHa 6biTb 0T 45 0o 55%: a) na; 6) HeT. 6. Hanuyne
MMCbMEHHOrO CcTONa y coTpyaHuka cnyxbol [OY obs3atensHo: a) aa; 6) Het. 7. Mpw
LeHTpan“30BaHHON (hOpMe opraHn3auun 4enonpon3soacTsa BCe onepaunm ¢ JOKyMeHTamm
BbINonHATCA B cnyx6e LOY: a) na; 6) HeT. 8. [Npn TepputopmanbHOin pasobLeHHOCTN CTPYKTYPHbIX
noapasneneHnii BbIouparT AeLeHTpanm30BaHHyo (hopMy BeAeHMS 0enonpon3BoacTea: a) aa; o)
HeT. 9. B KpynHbIX yupexaeHusix ¢ 6onbwmnm o6 beMoM 1OKYMEHTO0H0pOTa MCMOb3YeTCs CMeLaHHas
hopma BeaeHMs enonpon3BoacTea: a) aa; 6) Het. 10. B yupexaeHusix nepBoii kateropum ob6bem
nokymeHToobopoTa cocTtaensiet cebiwe 100 Thic. LOKYMEHTOB B rof: a) aa; 6) Het. 11. CTpykTypa
cnyx6bl 1OY dhopmmpyeTcs B 3aBUCMMOCTU OT KATEropum, K KOTOPO OTHOCUTCS YYPEXAEHME: a)
na; 6) Het. 12. Cnyx6a OOY sBnseTca caMOCTOSTENbHBLIM CTPYKTYPHbIM NoApa3aeneHuem: a) aa; 6)
HeT. 13. [1ns cekpeTaps NpaBoOMepPHbl MOHATUS ?HOPMANbHON? 1 ?MakCUManbHO? paboymx 30H: a)
na; 6) HeT. 14. Pabo4ee mecTto cekpeTtaps obopyayeTcs No ero ycMoTpeHmio: a) aa; b) Her.

Tema 5. OpraHuaauusi LOKyMeHToo60poTa.
KONNOKBWYM , MPVYMEPHbIE BOMPOCHI:

1. KakoBbl OCHOBHbIE 3Tanbl 4okyMeHToobopoTa? 2. Kak BbipaxaeTtcst 06beM nokymeHToobopoTa? 3.
B kakom cnyyae KoHBepTbI Npu 06paboTKe NPUCHINAEMON OKYMEHTAUUN HE YHUYTOXatTCa? 4.
KakoBa uenb peructpaunmn? 5. Y1o 9BnseTcs OCHOBHbIM NPUHLMUMNOM pernctpaummn? 6. Kakme smabl
LOKYMEHTOB He noanexar perucrtpaumn? 7. Korga ookyMeHTbl pernctpupytot? 8. B uem
npenMyLwecTBa KapTo4HOM hopMbl pernctpaumnn? 9. Kakme goopmbl pernctpaunm 4OKyMEHTOB
ncnonb3ytoTcsa B opraHnsauun? 10. Korga permctpupyrotca npucbinaemble gokymeHTol? 11. Korga
PErncTpmpytoTCs co3aaBaemble JOKYMeHTbI? 12. Kakune Bnabl AOKYMEHTOB nognexar 06s3aTenbHoMy
KoHTponto? 13. KTo yctaHaBnmBaeT nHaneBmayanbHble CPOKU MCNONHEHMS fokymeHTa? 14. C kakoro
MOMEHTA NCYMCNSAETCS CPOK UCMONHEHNS OoKyMeHTa? 15. KTo MOXeT NpoannTb CPOK MCMOMHEHMS
nokymeHTa? 16. Korga fOOKYMEHT cHMTaeTcs UCNOMHEHHbIM? 17. V3 4ero coctont nHaekc
nokyMeHTa? 18. B ckonbkux ak3emnnsgpax ooopMnaseTcs perncTpaumnoHHas kaprtodka?

TBOpYECKOe 3aaaHune , NpUMepHble BOMPOCHI:

[MpoBeneHne NPakTUYECKOro 3aHATUA B MHTEPAKTMBHOW (POPME: PELLEeHNE N aHann3 ?CUTyaunoHHbIX
3apa4?.

TecTtnpoBaHune , npmMMepHbIe BOMpPOCHI:

PervncrpaumnoHHbIii Homep 29318 DAEKTPOHHEH
Ctpanunua 13 n3 22. il yLH,lf[;F EPCHTET
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Mporpamma ancumnnuubl "denonponssoncteo”; 21.03.02 3emneycTpoincTBO U KafacTpbl; AOLEHT, K.H. puropbesa E.A.

1. B kax oM yuypexaeHnn 0onxXHbl 6biTb paspaboTaHbl CXeMbl ABUXEHUS OCHOBHbIX KaTeropuii
LOKYMEHTOB: @) Aa; 6) HeT. 2. YckopeHue foKkyMeHToobopoTa LOCTUraeTCs 3a CHET COKpaLleHNs
Konnyectea obpabaTbiBaeMbix NOKYMEHTOB: a) aa; 6) HeT. 3. MNepBoHavYanbHas obpaboTka
nocTynarouer KOppecnoHOEHUUN B YYPEXAEHNN YETBEPTOM KaTteropmm ocyLecTBngeTcs
cekpeTapeM: a) aa; 6) HeT. 4. BckpbITUIO NOANEXUT BCS KOPPECNOHOEHUMS, NOCTynaowas B
opraHusaumio: a) na; 6) Het. 5. KoHBepTbl MOcne BCKPbITUS NPUChINAaeMoil KOpPEeCNOoHAEHUNN BCeraa
yHU4TOXAatoT: a) ga; 6) HeT. 6. DaKT NOCTYNNEHUs NOKYMEHTa B OpraHun3aumio opopmisieTcs
pesontoumnen pykosoouTens: a) aa; 6) Het. 7. OTMeTka 0 NOCTYNeHN OOKYMEHTa B OpraHn3aLmio
npocTaBnsieTcs Ha ntobom cBOBOAHOM MecTe niMcTa fJOKyMeHTa: a) Aa; 6) HeT. 8. OTMeTKy 0
NOCTYNNEeHNN OOKYMEHTa B OPraHmn3aLmnio MOXHO NpoCTaBnsTb Ha KOHBepPTE: a) Aa; 6) HeT. 9. Bce
LOKYMEHTbI, MOCTYNMBLUME B OpraHn3auuio, nognexar perunctpaumm: a) oa; 6) Het. 10. OcHoBHoOIA
NPUHUMN permcTpaummn ? ogHOKpaTHOCTL: a) Aa; 6) HeT. 11. MNocTynarowme LOKYMEHTbI
PErMCTPUpPYIOT B AieHb NOCTYNneHns: a) aa; 6) Het. 12. Co3naBaeMble OOKYMEHTbI PErMCTPUPYIOTCS B
LeHb NoANMcaHus unun yteepxaeHns: a) na; 6) Het. 13. B yupexaeHun ¢ 06 beMom
LOKyMeHTO060pOoTa CBbIlWE OAHOM ThICS4YM AOKYMEHTOB B rof UCMOMb3YHOT XypHaNbHY0 OopMy
permctpaumnu: a) na; 6) Het. 14. PermctpaumnoHHble KapToyky MoryT 6biTb pasHoro ugeta: a) aa; 6)
HerT.

Tema 6. Peructpauusi [OKYMEHTOB M OpraHu3auusi UHCPOpPMaLMOHHO-CMNPaBOYHOMN PaboTbl.
KOHTpONb CpOKOB MCMONTHEHUSA O,O0KYMEHTOB. [LoKyMeHTanbHbI (pOHA, OpraHusauum.

KONNOKBUYM , MpUMEpPHbIEe BOMPOCHI:

1. Y10 BKNIOYaeT B cebs NoarotoBka Aen K XxpaHeHuto? 2. Kakoil apxvB Ha3blBaeTCs
BEOOMCTBEHHbIM? 3. B Kakmx opraHmsaumsx co3gatoTcs aKCNepTHbIe KOMUCCUUN U LeHTpasbHble
aKcnepTHble KoMnccun? 4. Kakosa OCHOBHas 3adaya aKCnepTuabl LEHHOCTU AOKYMEHTOB? 5. Kakum
NOKYMEHTOM pernameHTUpyeTcs co3gaHne aKcrnepTHom kommccun? 6. KTo BxoauT B COCTaB YEeHOB
aKcnepTHom komnccnn? 7. Kto asnseTca npegcenarenem akcrnepTHom kommccnn? 8. Kak 4acto
NpoBOAATCS 3acenaHns 3KCNepTHOM KOMUCCUN 1 KaKM LOKYMEHTOM OHU ocpopmnsioTca? 9. Kakum
LOKYMEHTOM pernameHTnpyeTcs Cpok xpaHeHus gena? 10. Kakne nokyMeHTbl oTOnpatoT Ha
NOCTOsiHHOE XpaHeHne? 11. C kakoro BpeMeHu NCHNUCNSETCS CPOK XpaHeHus gena? 12. Kakum
NOKYMEHTOM ogoopMnseTcs yHudtoxeHve nen? 13. B kakom cnydyae nponsBoamnTCs NonHoe
ochopmneHve gen? 14. Korga gena nognexart YacTuyHomy odpopmneHuto? 15. Ha kakume vetbipe
rpynnbl 4OKYMEHTbI KNacCUULMPYIOT NO CPOKaM XpaHeHns?

KOHTpOnbHas paboTa , NpUMepHbIE BOMPOCHI:

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

PernctpaumnoHHbiii Homep 29318 5AE
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Mporpamma ancumnnuubl "denonponssoncteo”; 21.03.02 3emneycTpoincTBO U KafacTpbl; AOLEHT, K.H. puropbesa E.A.

1. CpoKM XpaHeHns OKYMEHTOB, YCTaHOB/IEHHbIE TUMOBLIMU NEPEYHAMM, B BEOOMCTBEHHbIX
NepeyYHsIX: a) MOXHO YBEeNM4MBaTh; 6) MOXHO YMEHbLATb; B) UBMEHSATb HENb3s. 2. [latoi NM4yHoro
nena siBnstoTCs: a) AaTbl NPUKA30B MO IMYHOMY COCTaBy O MPMEME M YBONbHEHWUW; 6) AaTbl NEPBOMO M
nocnegHero OOKYMEHTOB; B) AaTbl HA4asna v OKOHYaHWUS Oena, NpocTaBNieHHble cekpeTapeM. 3.
3aBeputenbHyto HaanMCb NOAMNMCHIBAET: a) PyKOBOAUTENb apxmBa; 6) cocTaBuTenb; B) PyKOBOAMTENb
CTPYKTYpPHOro nogpasneneHus. 4. Ecnv B oeno nogwutsl potorpadoum, nx HyMepyoT: a) Ha NUEeBOon
CTOPOHE B NMPaBOM BEPXHEM yriy; 6) Ha 060POTHO CTOPOHE B NEBOM BEPXHEM Yr/y; B) BHN3Y HA
NVLEBOI CTOpOHe. 5. JInCTbl fena HymepytoT: a) B NpaBOM BEpXHEM yriy; 6) B NpaBOM HUXHEM yrny;
B) mocepeanHe HUXHero nong nucrta. 6. NonHoMy ogoopMneHunio noanexar nena: a) ¢ BpeMeHHbIM
CPOKOM xpaHeHus (8o 10 net); 6) ¢ BpeMeHHbIM (cBbiwe 10 neT) CPOKOM xpaHeHus; B) Bce Aena. 7. B
TeYyeHve Aenonpon3BOACTBEHHOIO roAa JOKYMEHTbI U3 Aef: @) MOXHO BblaaBaTtb; 6) BblaaBaTtb
Henb34; B) MOXHO BblaaBaTb HAa YCMOTPeHue cekpeTtaps. 8. BbIHOCUTbL 3aBepuTENbHYIO HAAMUCL Ha
obnoxky mena: a) paspellaeTtcs; 6) He paspewaeTcs; B) paspewaeTcs rno yCMOTPEHMIO COCTaBUTENS.
9. MoxeT nu 6bITb B Aene nuUcT noa HomepoM 32a: a) aa; 6) HeT; B) MO YCMOTPEHUIO
nenonpoussooutens (cekpetaps)? 10. Jluct nioboro gpopmara, CNOXEHHbIA U NOAWNTLIA 33 0OVH
Kpaii: a) HyMepytT Kak 0uH NUCT; 6) cTaBsT HOMepP ¢ ByKBEHHbIM 0603HAYEHMEM; B) HYMEPYIOT Kak
nsa nucta. 11. Jluct oopmata A3, CNOXEHHbIN 1 MOAWNTLIN 32 CepeanHy: a) HyMepytoT Kak OAMH
nucT; 6) HyMepyloT Kak ABa NncTa; B) IMCT NOANEXMUT nepewmske. 12. B kakoin pekBuaut obnoxku
Lena Henb3si BHOCUTb N3MEHEHWS: a) B 3aronoBok aena; 6) B UHOeKC nena; B) B Ha3BaHue
opraHudauuun? 13. Ecnu B oene noAwnTbl SOKYMEHTbI CO CPOKOM XpaHeHus 3 1 5 neT, OHO XpaHUTcS:
a) 3roaa; 6) 5 net; B) 7 net. 14. Cpok xpaHeHUsi [OKyMeHTa ucymcnsietcs: a) ¢ 1 sHeaps roaa,
CnenyloLWero 3a roloM oKoH4aHus gena; 6) ¢ 1-ro ymcna mecsua, cneaytowero 3a rofoM OKOHYaHUs!
ena; B) Ha cnenylownin oeHb nocne okoH4aHusa gena. 15. CosnaHne akCnepTHOM KOMUCCUN
pernameHTMpyeTcs: a) u3gaHueM npukasa; 6) MPoTOKONOM 3acefaHust; B) HUKAKMM LOKYMEHTOM He
pernameHtupyetcs. 16. MuHMManbHbIil COCTaB YNEHOB SKCNEPTHOW KOMUCCUK: a) 2 Yenoseka; 6) 3
yenoseka; B) 4 yenoseka. 17. 3acenaHunst SKCNePTHOW KOMUCCUM OCDOPMAAIOTCS: a) akToM; 6)
NPOTOKONOM; B) cnpaBkoi. 18. YHMYTOXEeHWe aen odpopMnseTcs: a) Nprkasom no OCHOBHOM
nesiTenbHOCTU; 6) akToM 06 YHUYTOXEHMN OOKYMEHTOB; B) HUKAKUM AOKYMEHTOM HE 0CpOpMAsieTCS.
19. lNonHoe ogpopmneHre gen NPpon3BoAMTCSA: &) N0 YCMOTPEHUIO OeN0Npon3BoaNTENs (cekpeTaps);
6) No ykasaHuio PyKOBOAUTENS YYPEXAEHNS; B) B 3aBUCUMOCTM OT CPOKOB XpaHeHus nena. 20.
Jarton gena, cogepxallero pacnopsaanTenbHyo JOKYMEeHTaUMo, SBNSTCA: @) AaTbhl NOOWMBKM
NepBoOro 1 NocnenHero AOKyMeHToB; 6) KpaiiHne Aatbl AOKYMEHTOB; B) AaTbl HA4Yana v OKOHYaHus
KaneHaapHoro roga.

TecTnpoBaHune , npmMMepHbIe BOMpPOChI:

1. Hannyne akcnepTtHO KOMMccun B opraHmaaumm obsizatenbHo: a) aa; 6) HeT. 2. B cocTtas
3KCMEePTHOM KOMUCCUMN HYXXHO BKNtOYaTb COTPYAHMKA BEAOMCTBEHHOrO apxmea: a) na; 6) Het. 3.
MOXHO N1 M3MEHUTb CPOK XPaHEHMS B BELOMCTBEHHOM NepeyHe, eCnm OH YCTaHOB/IEH TUMOBbLIM: a)
na; 6) HeT? 4. HyXHO nn HymMepoBaTb NNCTbI Aena npv YacTUYHOM OGPOPMAEHMM aen: a) aa; 6) HeT?
5. MoXHO nv NnoAwnTb B AEN0 NOKYMEHTBI C pasHbiMM CpoKaMu XpaHeHust: a) aa; 6) Het? 6. MoxHO
NIV YHUYTOXUTb OOKYMEHTbI A0 TOro, Kak OyneT yaoCTOBepPEH akT 06 YHUYTOXEHMUN AOKYMEHTOB: a)
na; 6) HeT? 7. 3acenaHns sKCNEPTHON KOMUCCUM NPOBOASATCS HE peXe OBYX pas B roA: a) Aa; 6) Her.
8. MNpencenatenem akCNepTHOM KOMUCCUMN HA3HAYaETCs OMH N3 PyKOBOAAWMX PabOTHMKOB
yypexaeHus: a) oa; 6) Het. 9. Ilena BpeMeHHoro (0o 10 feT BKAYMTENbHO) XpaHeHNs nepenatoT B
BEOMCTBEHHbI apxuB: a) Aa; 6) HeT.

Tema 7. OpraHu3sauus nenonpousBoACTBa No 0OpaLLeHUsIM rpaxnaH.
KONNOKBUYM , MPYMEpPHbIE BOMPOCHI:

1. KakoBbl OCHOBHbIE B1AbI 0bpalleHnii rpaxaaH? 2. Begetca nu 0enonpom3soacTso no
obpaleHmsam rpaxaaH oTaeNnbHO OT ApYrvxX BUOOB Aenonpon3soncTea? 3. YHUUTOXAETCS un
KOHBEpPT aBTopa obpaweHunsa? 4. Kakme obpalieHns rpaxaaH cuMtalTcs NoBTopHbIMU? 5. B Kakom
cnyyae rotToBMTCS CONPOBOAMTENBHOE NUCLMO K 0bpalleHnto? 6. Kakmm LOKYyMEHTOM OCPOPMASETCS
obpalueHune, nocTynmeliee no TenedoHy? 7. KTo nognuncoiBaeT oTBeT Ha obpalleHne?

TeCTUpOBaHMe , MPUMeEpPHbIE BOMPOCHI:

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

PernctpaumnoHHbiii Homep 29318 5AE
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Mporpamma ancumnnuubl "denonponssoncteo”; 21.03.02 3emneycTpoincTBO U KafacTpbl; AOLEHT, K.H. puropbesa E.A.

1. B meno nomewatoT TONbKO UCMONHEHHbIE AOKYMEHTbI: @) Aa; 6) HeT. 2. HenpaBnnbHO
ocbopMIeHHbIe AOKYMEHTbI BO3BpALLAT MCMONHUTENO Ha oopaboTky: a) aa; 6) HeT. 3. B neno
NOAWMBAKOT HEUCMONHEHHbIE AOKYMEHTbI: @) Aa; 6) HeT. 4. [lena MoryT choopMMpOBaTLCS U XPaHUTLCA
y ucnonHutens: a) na; 6) Het. 5. MNprkasbl N0 OCHOBHOM AESTENBHOCTA 1 MO NIMYHOMY COCTaBy
rpynnupyroT B OAHO Aeno: a) Aa; 6) HeT. 6. 3asBneHns, NpeanoXxeHns 1 Xxanobbl rpaxaaH MOXHO
rpynnupoBaTtb B OAHO 4eno: a) 4a; 6) HeT. 7. MNepenucky ¢ NpaBUTeNbCTBEHHLIMU W BbIWECTOSILMMMN
opraHusaumsiMin rpynnmpyoT B 04HO Aeno: a) Aa; 6) HeT. 8. [lokyMeHTbl U3 Aena B Te4eHne
LEeNonpon3BOACTBEHHOMO rofia MOXHO BblAaBaTb Ans paboTbl ICMONHUTENSM: @) Aa; 6) HeT. 9.
MoXHO BblaaBaTth 4OKYMEHTbI U3 OeN NOC/e 3aBepLeHns AenonporM3BOACTBEHHOrO roaa: a) aa; 6)
HeT. 10. Mpwn dpopMmpoBaHUN Oen NPUNOXEHNE MOXHO rpynnMpoBaTh B OTAENbHOE AENO: a) Aa; 6)
HeT. 11. JJoKyMeHTbl MOCTOSHHOMO 1 BPEMEHHOIO CPOKOB XPaHEHWS rpynnupytoT B OTAENbHbIE Aena:
a) oa; 6) Het. 12. dopMUpoBaHUe Oen OCYLWECTBNSETCA LEHTPANN30BaHHO N0 MECTY perncTpauum
LOKYMEHTOB: @) Aa; 6) HeT. 13. MNpn chopMmnpoBaHM AeN NPOTOKOSbI MOAWMBAIOT B XPOHONOMMYECKOA
nocnenoBatenbHOCTK: a) Aa; 6) HeT. 14. Xanobbl 1 3asBNeHNs rpaxaaH B fene noawnsatoT B
anchaBMTHOI NOCNenoBaTENbHOCTM: @) Aa; 6) HeT.

Tema . UToroeasi popma KOHTpons

[MprMepHbIe BONPOCHI K 3a4eTy:

1. okymeHTnpoBaHue B IX-XV BB.

2. lNpukasHoe penonpounssoncteo (XVI-XVII es.).

3. Konnexckoe genonpounssoncteo (XVIII B.).

4. MuHucTtepckoe genonpoun3soncteo XIX - Hayano XX B.

5. ®opmupoBaHme cuctembl CoBeTCKOro genonpoussonctea (1917 - 1940 rr.).
6. CoBeTtckoe agenonpoun3soactso B 1950-1960-e rr.

7. Passutne cosetckoro genonpounssoactea (1970-1980 rr.).
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. HanpaBneHm pPa3BnTUSA 3akoHO0AaTE/IbHOIro perynnpoBaHnsa 0OKyMEeHTUPOBaHUA yI'IpaBJ'IeH'-IeCKOI7I
neAaATenbHOCTN.

9. CraHpapTmnsauns 1 yHugomkaums LOKYMEHTOB.

10. FocynapcTBEHHOE perynnpoBaHne NpoLeccoB opraHm3aumm paboTtbl ¢ JOKYMEHTaMU.
11. HopmatmeHo-MeTOONYECKME LOKYMEHTbI MEXOTPACNEBOro OEeNCTBUS.

12. PernameHTtauns coxpaHHOCTN OOKYMEHTOB.

13. OTBETCTBEHHOCTb PYKOBOAUTENEN N OOMXKHOCTHBIX NNL 32 paboTy C OKYMEHTaMMU.
14. Tunonorns oOKYMEHTOB.

15. ®opmartbl Bymaru n nons.

16. O6wwne TpeboBaHNs K COCTABNEHNIO N OCPOPMNEHNIO LOKYMEHTOB.

17. MoHsTNE "BnaHk ookymMeHTa".

18. bnaHkn OOKYMEHTOB.

19. Mopsanok ocpopMneHns pekBM3MTOB BnaHka.

20. Mi3roToBneHune 6naHKoB.

21. lNpaBnna ohopMneHns pekBn3nToB, ONpenensowmnx PULNYECKyo Cuny OOKYMeHTa.

22. MNpaBuna ohopMNeHNs PEKBM3UTOB, OTpaxarowmx 06paboTky 1 ABUXEHME LOKYMEHTA
(Denonpou3BoLACTBEHHbIE OTMETKN).

23. TpeboBaHus K TEKCTy OOKyMeHTa. TpeboBaHMs K M3roTOBMEHUIO JOKYMEHTOB.
24. OpraHm3aumnoHHble OKYMEHTbI, onpeaeneHHble 3akoHonaTenbcTBoM Poccuiickoin denepauun.

25. CocTaB opraHM3aunoHHbIX 4OKYMEHTOB, BK/TOYEHHbBIX B YHUPMLIMPOBAHHYIO CUCTEMY
OpraHn3aLMoHHO-pPacnopsANTENbHON AOKYMEHTALNN.

26. HasHayeHne pa3nnyHbIX BUOOB OPraHn3aumMOHHbIX OOKYMEHTOB.

27. TpeboBaHMs K COCTABNEHNIO N OCPOPMNEHMIO OPraHM3aUNOHHbBIX OKYMEHTOB, UCMONb3YEMbIX B
LesTeNnbHOCTN CnyX0bl 4OKYMEeHTaUNOHHOro obecneveHus ynpaenernus (LOY).

28. Ponb 1 3Ha4eHmne pacnopﬂ,uMTeanoM OJOKyMeHTaunn B JOKYMEHTUPOBAHUN ynpaBnqueCKon
OeATeNnbHOCTN.
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29. CoctaB pacnopaanTtenbHbIX JOKYMEHTOB.

30. HOpMaTI/IBHbIe 1 NpaBoBble aKTbl KaKk BMA pacrnopsanmTenbHbIX JOKYMEHTOB doeaepanbHbiX
opraHos NCMONMHNUTENbHOW BNacTW.

31. lNpurkas Kkak OCHOBHOW OOKYMEHT, UCMOJIb3YEMbI ONS LOKYMEHTUPOBAHUS eOMHOHAYaNbHOM
pacrnopsaanTenbHoOn 0eaTenbHOCTH.

32. NpaBnna coctasneHns n opopmMNeHns NpPrKasos NO OCHOBHOW OesATENbHOCTM OpraHn3aumm.
33. PazHOBNOHOCTU PacnopsXeHWA.

34. NpaBnna coctaBneHns N oPopMIEHNS PacnopPsSIXXEHNNA.

35. Bbinncka 3 pacrnopsanTtenbHOro JOKyMeHTa, Nopsanok ee 0OOpMIIEHNS.

36. FOpuanyeckas cuna pacnopsamTebHbIX JOKYMEHTOB.

37. Ponb 1 3Ha4yeHne npoTokona B AOKYMEHTUPOBAHWY YrpaBneHYeCckom 0esATeIbHOCTU.

38. PasHoBngHOCTN NPOTOKONOB.

39. TpeboBaHMs K NX COCTABNEHUIO 1 OCDOPMIIEHNIO.

40. 3akoHodaTenbHas pernameHTauus cogepXxaHns u oopMneHns oTaeNbHbIX BUAOB NPOTOKOMOB.
41. Bbinucka 13 npoTtokona, Nnopsaok ee opopmMneHmns.

42. [lokyMeHTUpoBaHne pacnopsaanTeNibHOM OeaATeNnbHOCTW KONnernanbHbIX OpraHoB.

43. Opnanyeckas cmna NPoToKona v BbIMUCKN N3 MPOTOKONOB Pa3fiMyHbIX Pa3HOBUOHOCTEN.
44. Ponb 1 3Ha4YeHne NHopMaLUMOHHbIX JOKYMEHTOB B YIPaBneHY4eCckomn AeaTeNbHOCTU.

45. CocTtaB MHAOPMALIMOHHbIX [OKYMEHTOB.

46. CnyxebHas nepenucka.

47. INncbMO Kak OCHOBHOM B OOKYMEHTa OJ151 OCYLWECTBIEHNS KOMMYHMKALMIA.

48. BHyTpeHHAS nepenncka opraHnsauui.

49. [loknagHble 3anncku, crpasky, npasuna nx 0OPMIEeHNS.

50. lNepenncka ¢ nCnonb3o0BaHMEM CPELCTB 3MEKTPOCBA3N (Tenerpammbl, TenedooHorpamMmsl,
goakchl).

51. AKT KaK B1g, UHPOPMAaLMOHHO-CMPaBOYHOr0 JOKYMEHTA.

52. OpraHn3aLmoHHble POPMbI AENONPON3BOACTBA.

53. CtpykTypbl cnyx6bl JOY.

54. 3apauun n dpyHkumm cnyxoel JOY.

55. [LONXHOCTHOM 1 YACNEHHBIA cocTas cnyx6bl JOY.

56. PernameHntaumns cnyx6ol JOY.

57. MNoHaTns "nokymeHTo0b0poT", "opraHmsauns njokymeHToobopora".

58. O6wme NPUHUMMbLI 1 METOANYECKE OCHOBbI OpraHn3aumnmn nokymeHToobopoTa.
59. [1okyMeHTOMOTOKU N NX CTPYKTYpa, HanpaBfeHHOCTb ABUXEHWS, MAPLWPYThI.
60. OTanbl OBMXEHNS OOKYMEHTOB.

61. TexHonorns 06paboTkn AOKYMEHTOB, BXOASAWMX B Pa3HbIE OKYMEHTOMOTOKM.
62. ONEeKTPOHHbIA OOKYMEHT.

63. ONeKTPOHHbIN [OKYMEHTOOOOPOT.

64. O6bemM [oKyMeHTO060pOTa OpraHM3aLmn, ero BINSIHNE Ha OpraHn3auunto paboTsl ¢
LOKYMEHTaMMu.

65. AHanm3 [oKyMeHTo060poTa OpraHn3aumu.
66. Vicnonb3oBaHve AaHHbIX aHanM3a a1 CoBEPWEHCTBOBAHUS paboTbl C LOKYMEHTAMW.

67. Pernctpaums kak coctaBHas 4acTb TEXHONOrMM OEN0NpPon3BoACTBa U
NHJOOPMaLIMOHHO-NMONCKOBOW CUCTEMBI MO OKYMEHTaM opraHn3aunu.

68. Obwwme NprHUMMBI U NpaBuna perncTpauun.

69. HasHayeHne 1 0OCHOBHbIE Lenu pernctpaumnm.

70. XapakTepucTtunka COBPEMEHHbIX PErMCTPaLMOHHbBIX CDOPM.

71. CocTtaB pekBM3NTOB PErUCTPALMOHHbBIX (OOPM 1 MpaBmna Nx 3anonHeHns.
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72. NpaBuna nHoeKCMpoBaHUs JOKYMEHTOB.

73. B3anMocBsa3b permctpaumm OKyMEHTOB C OpraHM3aumnein MHopMaLMOHHO-CNPaBOYHOM
paboTbl.

74. MpuHUMNbI POPMMPOBAHNS MHZOPMALIMOHHO-NOVNCKOBBIX CUCTEM.

75. 3HayeHne 1 OCHOBHbIE NPUHLMMbBI OPraHM3auny KOHTPONS 3a CPOKaMU NCMOTHEHUS LOKYMEHTOB
B annapare ynpaBneHus.

76. 3amayn 0enonpov3BoACTBEHHONM CNyX0Obl MO KOHTPOIO UCMONHEHUS LOKYMEHTOB.
77. CTagumn KOHTPONbHOW OeATENbHOCTU.

78. CpOKM UCMOSTHEHMS [OKYMEHTOB.

79. Tunosble N NHANBMOYaNbHbIE CPOKMW.

80. TexHonormsa KOHTPONbHbIX Ornepaumni.

81. MNpenynpeanTenbHbIA N UTOFOBbIA KOHTPOTb.

82. Vicnonb3oBaHne AaHHbIX 06 NCMOMHEHUN LOKYMEHTOB B YCNOBUSAX TPAANLNOHHONM U
aBTOMAaTM3MPOBAHHON TexHoNnornn o6paboTkn OKYMEHTOB.

83. lNoHaTme "popmmposaHue gen".

84. CoBpeMeHHas HopMaTMBHO-MeToAnYeckas 6asa, onpeaensiowas TpedboBaHNs K OOPMUPOBAHNIO
LeN N XpaHeHNo 4OKYMEHTOB B AE€NOMNPON3BOACTBE.

85. OpraHnsauns 1 obwuii NopsaoK OOPMUPOBAHKS AeN.

86. NpuHuMNbI cucTemMaTn3aunm JOKYMEHTOB BHYTPY Oen.

87. lNpasuna goopMnpoBaHNs OOKYMEHTOB pPa3fiMyHbIX KAaTeropuin B gena.

88. YHacTtuyHoe ogpopmneHve gena.

89. OpraHnsaunst XxpaHeHUsi U NCMONb30BaHNS AOKYMEHTOB MOC/e 3aBePLIEHNS paboTbl C HAMN.
90. NoHATMEe HOMeHKNaTypbl Oen.

91. Buabl HOMeHKNaTypbl Aefl, UX 0COBEHHOCTM U Ha3HaYeHwe.

92. PernameHtaums Tpe6OBaHI/II7I K COCTaBneHno HOMeHKNAaTypbl OeN B COBPEMEHHbIX
HOPMaTUBHO-METOOANYECKUX OOKYMEHTAax.

93. lNpasmna cocTaBneHnsi HOMEHKNATypbl Oer.

94. KnaccudumkaumoHHasa cxema HOMeHKNaTypbl.

95. VIcTo4HMKM onpeneneHnsi CPOKOB XpaHeHus oen.

96. OCobeHHOCTN OCHOPMNEHUS 1 YOOCTOBEPEHNS HOMEHKNATYPbI L.

97. lNoHsATME "aKcrepTn3a LEeHHOCTN OKYMEHTOB", ee Ha3HayeHue.

98. HopmaTtunBHO-MeTOANYECKME N TEOPETUHECKME OCHOBbI NPOBEAEHNS 9KCMEPTUSDI.

99. OpraHunsaumsa aKcnepTmabl LEHHOCTM OOKYMEHTOB B OPraHmM3aumax 1 y4pexaeHnsax pasnmyHbix
YPOBHeW ynpasneHus.

100. 3agayn akcnepTm3bl LEHHOCTN LOKYMEHTOB.

101. TpeboBaHWs K NPOBEAEHNIO SKCNEPTUIbI LEHHOCTN AOKYMEHTOB.

102. Mopanok 1 LOKYMEHTUPOBaHNE OEATENbHOCTU 9KCNEePTHbIX komuccui (3K).
103. OpopmneHne pedynbTaToB 9KCNEpPTM3bl LLEHHOCTM OOKYMEHTOB.

104. HopmaTmBHO-MeTOANYECKME AOKYMEHTHI dheiepanbHbIX apXMBHbIX OpraHoB 06 yH1dmKaumm
TpeboBaHwWiA K fenam, coaBaeMblM B apXMB.

105. OcHoBHble TpeboBaHMS K OCPOPMIEHNIO Aen NpY UX NOArOTOBKE K Nepefaye Ha fanbHenwee
XpaHeHue.

106. Onncun nen.

107. NpaBnna coctasneHms n opopMeHns ornmcen.

108. lNepepnaya nen B apxvms opraHnsauuu.

109. MNoHATMS "npennoxenns”, "3assneHuns”,
obpauweHmns rpaxaaH".

110. 3akoHooaTenbHOE U HOPMAaTUBHOE perynnmpoBaHme paboTbl ¢ 0bpalleHaMM rpaxaaH.
111. OcobeHHOCTM BeAeHNs enonpon3BOACTBa NO 0bpalleHmaM rpaxaaH.

xanobwl", "xomarancrtea" n "KonneKkTUBHbIE
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112. MoaroToBka 1 Nepenaya B apxme opraHnsaunmn obpaweHnii rpaxnaH.
113. OpraHunsaumsa nM4yHoro npuema rpaxaaH.

7.1. OcHOoBHas nuTeparypa:

1. Kabawos C.tO. DnekTpoHHOE NpaBUTENbCTBO. DNEKTPOHHbIA OKYMEHTOOO0POT. TEPMUHBI 1
onpegneneHus: Yyeb. nocobue. - M.: MUHD®PA-M, 2013. - 320 c. - (Bbicwee obpa3oBaHue:
bakanaspwuar).

ISBN 978-5-16-006835-0.
http://znanium.com/bookread2.php?book=410730

2. Kptokosa H.I. [JokyMeHTMpoBaHue ynpaBneH4eckomn aeatenbHocTu: Yyeb. nocobue. - M.:
NHpPA-M, 2013. - 268 c. - (Bbicluee obpasoBaHue).

ISBN 978-5-16-003134-7.
http://znanium.com/bookread2.php?book=404350

3. KyHsies H.H. NokymeHToBeneHwue: yuebHuk / H.H. Kynsies, [.H. Ypanos, A.I'. ®abpuyHoB; nog,
pen. npodp. H.H. KyHsiesa. - M.: Iloroc, 2012. - 352 c. (HoBas yHuBepcutetckas bubnmnoreka).

ISBN 978-5-98704-329-8.
http://znanium.com/bookread2.php?book=469013

7.2. JlononHuTenbHasa nuteparypa:

1. l'yryesa, T.A. KoHdouaeHumanbHoe aenonpon3soacTeo: yuebHoe nocobue / T.A. lNyryesa. - M. :
Anbha-M : UHDOPA-M, 2012. - 192 c.

ISBN 978-5-98281-293-3 ('Anbcha-M’).
ISBN 978-5-16-005416-2 ((MIHDPPA-M'").
http://znanium.com/bookread2.php?book=265483

2. Xypasnesa W.B, Xypasnesa M.B. Kagposoe nenonponssoactso: HaunHaem ¢ Hyns. Ayout
cBouMU cunamu. - 2-e nsg. - M.: UH®PA-M, 2014. - 188 c. + Lon. matepuanbl [9NEeKTPOHHbIN
pecypc; Pexum goctyna http://www.znanium.com]. - (MpocTo, kpatko, BbICTPO).

ISBN 978-5-16-008986-7 (print).
ISBN 978-5-16-100798-3 (online).
http://znanium.com/bookread2.php?book=417566

3. KyaHeuos . H. Jenonpon3eoncTeo: Y4ebHo-cnpaBoyHoe nocobue / V. H. KysHeuos. - 6-e n3g.,
nepepab. n gon. - M.: ispatenbcko-Toprosas kopnopaums 'Oawkos n Ko', 2013. - 520 c.

ISBN 978-5-394-01981-4.
http://znanium.com/bookread2.php?book=414939

7.3. UHTEepHeT-pecypcChl:
HR-Portal. HR-CoobwecTtBo n Mybnukauun - http://hr-portal.ru

PRO-Lenonpounssoacteo n CO L. Noptan ans pykosoauteneit cnyx6 OOY n cekpeTapeii Bcex
ypoBHen - http://www.sekretariat.ru

Bnor ?Apxusbl Poccuun? - http://community.livejournal.com/archives_ru

BaxHoe 06 anekTpoHHOM OOKYMEHTOO60pOTE 1 yNpaBneHnn B3aMMOLEACTBMEM -
http://ecm-journal.ru

Bcepoccuiickuin Hay4HO-McCcnenoBaTeNbCKUiA MHCTUTYT AOKYMEHTOBEOEHUS U apXUBHOMO Oena
(BHWNOAL) - http://www.vniidad.ru

M'vnbans Ynpasnaowmx IJokymeHTaumen - hitp://www.gdm.ru

XypHan ?Cekpetapb-pedepeHT? - hitp://www.profiz.ru/sr

XypHan ?YnpasneHue nepcoHanom? - http://www.top-personal.ru/page.html|?60
Hesasucumbii noptan o C3 1 - http://www.doc-online.ru
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Moptan ?Apxusbl Poccuun? - http://www.rusarchives.ru
Mpouecc BHenpeHus cuctembl DIRECTUM - http://www.directum.ru/services

8. MarepuanbHo-TexHU4eckoe obecrneueHne QUCLMUNINHbI(MOAYS)

OcBoeHune gncumnnunbl "denonpomssoacTBo” npeanonaraet NCNonb30BaHWE Creayowero
MaTepuanbHO-TEXHNYECKOro obecneyeHus:

MynbTumMeouiiHas ayantopus, BMECTUMOCTbIO 6bonee 60 yenosek. MynbTumMeauiiHas ayamtopus
COCTOUT U3 UHTErPUPOBAHHbIX UHXEHEPHbIX CUCTEM C €AMHON CUCTEMON YyNpaBneHns, OCHaleHHas
COBPEMEHHbBIMU CPELCTBaMM BOCNPOU3BEAEHUS 1 BU3yanv3auum noboin BUAeo 1 ayamno
NHGOPMaLMK, NONYYEHNS N Nepeaayn 3NeKTPOHHbIX 4OKYMEHTOB. TUNOBas KOMNnekrauus
MyNbTUMEAMNAHOW ayANTOPUU COCTOUT U3: MyNIbTUMEAMAHOIO NPOEKTOPa, aBTOMATU3NPOBAHHOMO
MPOEKLIMOHHOrO 3KpaHa, akyCTUYECKON CUCTEMDI, a TAKXEe MHTEPAKTMBHONM TpMbyHbI NpenoaaBsartens,
BK/IOYAIOLWEN Ta4y-CKPUH MOHUTOP C AMaroHasnbio He MeHee 22 AI0AMOB, NEPCOHANbHbBIA KOMMbIOTEP
(Cc TexHnyecknmm xapaktepucTukamm He Huxe Intel Core i3-2100, DDR3 4096Mb, 500Gb),
KOHdoepeHL-MUKPOoH, 6ecnpoBoAHOM MUKPOGIOH, 610K ynpaeneHns obopynoBaHueM, MHTepAeriChl
noakntouermns: USB,audio, HDMI. MHTepakTmBHas TpmbyHa npenoaaBatens SBnseTCcs Kno4eBbiM
3N1EMEHTOM yNpaBNieHns, 00 beANHSIOWMNM BCE YCTPONCTBA B EONHYIO CUCTEMY, U CIYXUT
NONHOLIEHHbIM paboymm MecToM npenoaasatens. lNpenonasartens MMEET BO3MOXHOCTb NIErKO
ynpaBnsTb BCE CUCTEMOW, HE OTXOAS OT TPMOYHbI, 4TO MO3BONSET MPOBOANTL NEKLMM, MPaAKTUYECKUE
3aHATWA, Npe3eHTaunn, BebrHapbl, KOHPEPEHLMM U Opyrie BUObl ayAUTOPHON Harpy3Ku
obyyarowmxcs B yA06HON 1 OOCTYNHOW ANS HAX POPME C MPUMEHEHNEM COBPEMEHHbIX
NHTEPAKTMBHbIX CPEACTB 0Oy4eHMS, B TOM YMC/E C MCNONb30BAHMEM B NpoLecce 0by4yeHmns BCex
KopriopaTtusHbIX pecypcoB. MynbTmeoniiHasa ayamTopus TakXe OCHaLeHa WMPOKOMONOCHbIM
LOCTYMOM B CETb MHTEPHET. KOoMNbloTEPHOE 060pPYA0OBAHMEM NMEET COOTBETCTBYIOWEE
NVLEH3NOHHOE NPOrpaMmMHoe obecneyeHue.

KomnbloTepHbIli knace, npeacrasnstowmii coboi paboyee MecTo npenogasatens U He MeHee 15
paboymx MECT CTyAEHTOB, BK/HOYAOLWMX KOMMbIOTEPHbINA CTON, CTYN, NEPCOHANbHbIA KOMMbIOTEP,
NMLLEH3NOHHOE NporpamMmmMHoe obecneyeHne. Kaxabiii KOMMbIOTEP MMEET WNPOKOMONOCHBIA OOCTYN B
ceTb VIHTepHeT. Bce KoMMbioTepbl MOAKIOYEHbBI K KOPNOPATMBHOW KOMMbIOTEPHON ceTn KDY n
HaxogATcsa B €eAMHOM JOMEHe.

YyebHo-MeToanYeckas nutepartypa ans 4aHHOW ONCLMMINHBI UIMEETCS B HAIMYUN B
3NEeKTPOHHO-6nbnmnoTeyHol cucteme " BrubnuoPoccurka", 4OCTYN K KOTOPOW NpeLoCTaBneH
ctyneHTtam. B 9BC " bubnunoPoccuka " npeacTaBneHbl KONNEKLUMN akTyanbHON Hay4HOR 1 y4ebHOoM
nuTepaTtypbl N0 ryMaHMTapHbIM HayKaMm, BKovalowmne B cebs nybnmkaumm BeoyLwmx pOCCURCKNX
n30atenbCTB ryMaHUTAPHOM NuTepaTypbl, U30aHNS HA aHIIUACKOM A3blke BeOyLNX aMepPUKaHCKUX 1
€BPONENCKMX N3[aTeNbCTB, a TaKXe peakue 1 ManoTupaxHbie n3gaHns POCCUNCKNX PEMMOHASbHbIX
By30B. 9bC "BubnnoPoccurka" obecneunBaeT WMPOKMA 3aKOHHbIA AOCTYN K HEOOX0AMMbIM ANs
obpazoBaTenibHOro nNpoLecca M3naHnsaM ¢ UCNONb30BAHNEM MHHOBALMOHHBIX TEXHONOMNIA 1
COOTBETCTBYET BCEM TPebOBaHNAM hefepanbHbIX rOCYapCTBEHHbIX 06pa3oBaTebHbIX CTaHAAPTOB
Bbicluero npodpeccuoHanbHoro obpasosarus (PrOC BIMO) HoBOro nokoneHus.

Y4yebHo-mMeToanyeckas nutepatypa ons 4aHHOW OMCUMNAVHBI UMEETCS B HANNYUN B
9NEKTPOHHO-bmbnmoTeyHor cnucteme "ZNANIUM.COM", noctyn K KOTOpOW NpenocTaBieH CTyAeHTaM.
9BC "ZNANIUM.COM" conepXuT Nnpon3BeneHns KpynHENWNX POCCUNCKNX YYEHBIX, PYKOBOAUTENEN
rocynapCTBEHHbIX OpraHoB, Npenogasartener Beaylmx By30B CTpaHbl, BbICOKOKBANUULMPOBAHHbIX
crneunanncToB B pasnnyHbix cpepax brusHeca. PoHp 6ubnnotekn CPOPMMPOBAH C y4ETOM BCEX
N3MeHeHNn 0bpal3oBaTeNbHbIX CTAHOAPTOB M BKNOYAET Y4ebHMKM, y4ebHble nocobus, YMK,
MOHOrpadun, asTopedoeparbl, guccepraumm, SHUMKNONEANN, CAOBApPU U CIPaBOYHNKN,
3aKOHO4ATEeNbHO-HOPMATMBHbIE OOKYMEHTbI, CNieLnanbHbie Nepnoanyeckme n3gaHmsa n n3gaHus,
BbiNyckaeMble nagatenncrsamm By30B. B HacToswee Bpems O95C ZNANIUM.COM cooTteeTcTBYET
BCeM TpeboBaHNsM doenepanbHbiX rocyAapCTBEHHbIX 06pa3oBaTe/bHbIX CTaHAAPTOB BbICLIErO
npodbeccroHanbHoro obpazosanus (PrOC BIMO) HOBOro NoKoneHums.
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YyebHo-MeToan4eckas nutepartypa ans 4aHHOW ONCLUMMINHBI UIMEETCS B HAIMYUN B
3NEKTPOHHO-6MbNMoTEYHOI cucTeMe MapatenbcTea "flaHb" , 4OCTYN K KOTOPOW NpenocTaB/eH
ctyneHTam. 9bC MNapatenbctea "/laHb" BKOYaET B cebs aNEeKTPOHHbIE BEPCUMUN KHUT U3AaTENbCTBA
"IlaHb" 1 Opyrnx Beaywmux n3natenbcTB y4ebHo nuTepaTtypbl, @ TakXXe 9NeKTPOHHbIE BepCUm
nepuoanyecknx N3aaHuim no eCTeCTBEHHbIM, TEXHUYECKUM U r'yMaHUTapHbiM Haykam. ObC
N3patenbcTBa "/laHb" obecneynBaeT LOCTYN K HAy4HO, y4ebHON nnTepaType 1 Hay4HbIM
nepuoanyecknm n3naHmam no MakCManbHOMY KONMMYECTBY NPOOUIbHbLIX HanpasneHui ¢
cobntoeHneM BCeX aBTOPCKUX M CMEXHbIX Npas.

MNporpamma coctaBneHa B cooTBeTCTBUM € TpebosaHnamm ®IOC BIO u yyebHbiM nnaHom no
HanpasneHuio 21.03.02 "3eMneycTporcTBo 1 KagacTpbl" 1 NPodonio NoAroTOBKN 3eMieyCTPONCTBO
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Mporpamma oucuunnuHel "Oenonpounssonctso”; 21.03.02 3emMneyCcTpoiiCcTBO M KadacTpbl; AOUEHT, K.H. Fpuropbesa E.A.

ABTOpP(bI):

'puropbesa E.A.

" 201 __r.
PeueH3eHT(bl):
Wcmarunnos U.A.

®decunHa E.J1.

" 201 __r.
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