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1. Kapra xkomnereHuuii
KonTtpomupyemsie komnereHuu (mudp kommerenmun): [1K-7.

Ilnanupyemblie pe3yabTaThl 00ydeHUs (3HAET, yMeeT, BJajieeT, HMeeT HABBIK)

Koa (mm .
Ne (i pp) Nuauxarops! GopMUpyeMBIX KOMIIETCHIMT
KOMIIETEHIM U
1. | IIK -7 CrnocobHOCTb | 3HATH:
y4acTBOBAaTh B
HAYEHO 0 COBPEMEHHBIX IPOIIeccaXx, SBICHUSX U TEHACHIUAX B 00IacTH
HapOJAHOMN XYyJI0KECTBEHHON KYJIbTYPBIL;
METOINYECKOM PoA ya YARTYPEL,
obecrieyeHnu - METOJIMKY HAIMCAaHUsl HAYYHBIX CTATeH, MpOrpaMM U y4eOHO-
ACATCIbHOCTH METOINYECKHAX ITOCOOUH IS KOJUIEKTUBOB HapoAgHOTIO
KOJIJICKTHBOB XYI0KECTBEHHOTO TBOPYECTBA, STHOKYJIBTYPHBIX YUPEKICHUN U
HapoOgHOro OpraHu3aIuu.
XyI0KECTBEHHOT' O v
TBOpPYECTBA, METB:
ITHOKYJIBTYPHBIX cobupath, 000011aTh, KIACCU(PHUIIMPOBATH U aHAIU3UPOBATH
YUpCXKACHNU U SMITUPUYECKYIO HHPOPMAIIUIO TI0O HAYYHO-METOIMIECKOM
OpraHusanunu JIEATEIIbHOCTU KOJUIEKTUBOB HAPOJHOIO XYA0KECTBEHHOTO
TBOPYECTBA, 3THOKYJIBTYPHBIX YUPEKICHUN U OPraHU3ALNN;
- 000CHOBBIBATH HEOOXOIUMOCTH
B HAyYHO-METOINYECKOM 00ECTIeYeHUH JIeATEIbHOCTH
KOJIJIEKTUBOB HAPOJIHOI'O XYA0KECTBEHHOIO TBOPYECTBA,
THOKYJIBTYPHBIX YUPEXKACHUN U OPTaHU3ALIUN.
Baanern:
MeToaMu cOopa M aHaJIM3a HIMIIMPHUECKON HHPOPMALIUY;
- METO/IMKOW HAMMCaHUs HAYYHBIX CTATEH, MporpaMM U yueOHO-
METOIUYECKUX MOCOOUH ISl KOJIJIEKTUBOB HAPOIHOTO
XyJI0’KECTBEHHOI'O TBOPYECTBA, STHOKYJIBTYPHBIX YUPEKICHUN U
OpraHu3aluu.
2. IMoka3aTeu OLleHUBAHUS MJIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHs

B pesynbpTaTe ocBOCHHS AUCIUIUIMHBI, O0YJaIOIIHECS JOKHBI:

3HATh:
- TOCYAApCTBEHHOE peryjJIMpoBaHHE JTOKYMEHTAIMOHHOTO OOecleueHusl YIpaBleHUS B
roCy/1apCTBEHHBIX OpPraHU3alMsIX;

- COBPEMEHHYIO OPTaHM3aII0 TOKYMEHTO000pOoTa U TeHAeHITMHU ucnonb3oBanus UKT;

- OpraHu3alrIo0 ONEPAaTUBHOTO XPAaHEHUS JOKYMEHTOB B TEKYIIEM JI€JIONPOU3BO/ICTBE;

- OCHOBHBIC TCHACHIMUU Ppa3BUTUA ACIOIMPOU3BOACTBA B TOCYAAPCTBCHHOM alapare
yIpaBIeHUS U Pa3TUYHBIX OpPraHU3alUsAX, B TOM YUCIIE STHOKYIBTYPHOU Chephl.

yMeThb:



- COCTaBJATh U O(OPMIIATH YNpaBIEHYECKHE IOKYMEHTBHI, B TOM 4HCiIE€ WH(POPMAIMOHHO-
CIIpaBOYHBIE, B COOTBETCTBUHU C TPEOOBAHUSMU IPABOBBIX aKTOB U CTaHIAPTOB;

- I'PaMOTHO
JTOKYMEHTO000pOTa;

HCIIOJb30BaTh

ITOMCKOBBIC

BO3MOXXHOCTH

CHUCTEM SJICKTPOHHOT'O

- pa3bupaThcs B KJIacCU(PUKATOPaX Pa3IMYHBIX BHUJIOB, YMETh IMOJIb30BAThCS HOMEHKIIATYpOi
JeJ1, IEPEYHSIMH IOKYMEHTOB CO CPOKaMH XpaHEHHUs);

BJIAaJ1€Th HABBIKAMMU:

- MOJITOTOBKM OCHOBHBIX BHJIOB JOKYMEHTOB, HCITOJIB3YEMBIX B JICATEIIEHOCTH
TOCYJapCTBEHHBIX OpraHU3aINi;
- IprucMa, UCIIOJIHCHHS, OTIIPABKU JOKYMCHTOB B TPAAUILIUOHHLBIX YCIOBUAX U B YCIIOBUAX
paboTHI B AJIEKTPOHHOM JJOKYMEHTOOOOPOTE.

3. OueHouHbIe cpeacTBa

4.1. 3apaHus A7 TEKYLEro KOHTPOJIS
IIpumepHBbIi epeyeHb OLIEHOYHBIX CPEJICTB
Ne Haumenosanue Xapaxmepucmuka Ilpeocmaenenue
OUEHOUYHO020 OUEHOYHO20 cpedcmea OUEHOYHO20 cpeocmea 6
cpeocmea o0C
1 CemuHnap OneHouHBIE CPENICTBA, IIepedeHp AUCKYCCHOHHBIX

TIO3BOJISIOIINE BKITFOUUTh
00yJaromuxcs B mporece
00CyXIeHUS BOIIPOCa,
POOJIEMBI U OIICHUTH UX
YMEHHUE apryMEHTHPOBATh
COOCTBEHHYIO TOUKY 3pEHHUSI.

TEM JTsl TIPOBEICHUS
ceMHUHapa

2. Pedepat/acce

Bun camocrosTenbHOU
NUCbMEHHOW PabOTHI,
HaIpaBJICHHBIN Ha
TBOPYECKOE OCBOCHHUE
o0menpogecCHOHATBHBIX 1
PO MIBHBIX
poQeCCHOHATBHBIX
JTUCIUILIAH (MOIyJei) 1
BBIPAOOTKY

Temartuka pedeparon

COOTBETCTBYIOIINX
poeCCHOHATBHBIX
KOMIETECHIUI

4. Huckyccus Huckyccus - 3TO TemaTtuka BOIpOCOB AJIst
o0CyXJleHue  Kakoro-auoo 00CyXIeHUS
CIIOPHOTO BOIpOCa,
poOIEMBI. Baxxnon
XapaKTEPUCTUKOMN

JACKYCCUHU, OTJIMYAIOLICH €€
OT Jpyrux BHUJOB CIIOpA,
SIBJISIETCS
apryMEeHTUPOBAHHOCTb.
Huckyccusa  mpearnosiaraet
BBIPAOOTKY M aKTHBHOE
MPOJABUKEHUE CBOEW TOUYKHU
3peHUs 1o M3y4aeMoi
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npoOieme, yMEHHe
BBICIYIIATh AJIbTCPHATUBHYIO
TOYKY 3pEHHS, BCTYIUTh B

IIOJIEMUKY, Ha OCHOBE
U3JIOKEHUS W ydeTa BCeX
TOYEK 3peHus IPUNTH

K 00bEKTHUBHOMY PE3YJIbTATY.

YpoBeHnb ocBoeHMsi C(P)OPMHUPOBAHHOCTH 3HAHMIA, YMEHUI U HABBIKOB

YpoBeHb OCBOEHUs COPMUPOBAHHOCTH 3HAHWH, YMEHHH W HABBIKOB IO JIUCITUTIIIMHE
olieHuBaeTcs B popme OaIbHOM OTMETKU:

"OTauyHO" 3acTy)KUBAeT CTYACHT, OOHAPYKUBIIUH BCECTOPOHHEE, CUCTEMATHYECKOE U
riy0oKoe 3HaHHE y4eOHO-TIPOrpaMMHOTO MaTepuaia, yMEHHE CBOOOIHO BBINOJHATH 3a/1aHUS,
MPEIyCMOTPEHHBIE TPOTPaMMO, YCBOUBIIMM OCHOBHYIO M 3HAKOMBIH C JIOMOJHUTEIHHOU
JUTEPATypOll, pEKOMEHA0BaHHOM IporpaMMoil. Kak nmpaBuiio, oneHka "oTJINYHO" BBICTABIIsAETCS
CTyJEHTaM, YCBOMBIUIMM B3aHMMOCBSI3b OCHOBHBIX MOHSTHNA JUCHUUIUIMHBI B MX 3HAYCHUM MJIS
npuobperaemMoit mpodeccuu, IPOSIBUBIIUM TBOPUECKUE CIIOCOOHOCTH B IIOHUMAHUH, U3JI0KEHUH
U UCTOJIb30BaHUM Y4eOHO-IPOTPAMMHOI0 MaTepuaia.

"Xopomio"  3acimyKMBaeT  CTYAEHT, OOHApYXMBLIMM IOJIHOE 3HaHUE Y4eOHO-
POrpaMMHOT0 MaTepuaia, YCHEIIHO BhIMOIHIIOUINI IPpeIyCMOTPEHHbIE B TPOrpaMMe 3a/1aHus,
YCBOMBILNN OCHOBHYIO JIMTEpPATypy, PEKOMEHJIOBaHHYI0 B mporpamme. Kak npaBuio, olieHKa
"Xopomro" BBICTABISIETCA CTYJEHTaM, IMOKAa3aBIIMM CHCTEMAaTUYECKUM XapakTep 3HAHUW IO
JTUCLUIUIMHE U CHOCOOHBIM K MX CaMOCTOSITEIbHOMY IIOMOJHEHHWI0O M OOHOBJIGHHIO B XOJ€
JnanbHEenIel yaeOHoM paboThl U TPOPECCHOHATIBEHOMN ACITEIHHOCTH.

"V 10BIETBOPUTENHHO" 3aCHy)KUBAeT CTYACHT, OOHApPY>KUBIIMKA 3HAHUS OCHOBHOTO
y4eOHO-TTPOrpaMMHOTO Marepuaiga B 0o0beMe, HEOOXOAMMOM ISl JallbHEWIIeH yd4eObl Hu
npeicTosimell paboThl 1O CHEIHATBLHOCTH, CIPABISIONINICS C BBIOJIHCHUEM 33aHHIA,
MPEIyCMOTPEHHBIX MNPOrpaMMOM, 3HAKOMBIM C OCHOBHOW JIMTEPATypOM, PEKOMEHJIOBAHHOM
nporpammoii. Kak mnpaBwiio, oneHka "yJOBJIETBOPUTENBHO'" BBICTABISAETCS CTYACHTAM,
JOMYCTUBIIMM TOTPEIIHOCTH B OTBETE HAa HK3aMEHE U IPHU BBINOJIHEHUU 3K3aMEHAI[MOHHBIX
3aJaHMii, HO 00JaAI0MM HEOOXOAUMBIMU 3HAHUSMH NIl MX YCTPaHEHHs MO PyKOBOJICTBOM
IpernoaaBaTess.

"HeynoBneTBOpUTENbHO"  BBICTABIISICTCS CTYACHTY, OOHapyXuBIIeMy HpoOenbl B
3HAHUAX OCHOBHOIO Y4eOHO-POrpaMMHOIO MaTepuaia, IOMYCTHUBIIEMY HPUHIMIHUAIbHBIC
OIMOKKA B BBIMOJIHEHUU MPEIyCMOTPEHHBIX MporpamMmon 3amanui. Kak mpaBuiio, oreHka
"HEYZOBJIETBOPUTEIILHO" CTaBUTCS CTYACHTAM, KOTOPhIE HE MOTYT IPOJOJDKHTH O0OyueHHe WU
OPUCTYNHUTh K NPO(ECCHOHATBFHOM AESITETbHOCTH MO OKOHYaHWM By3a 0€3 JOMOJHUTENIbHBIX
3aHATUI IO COOTBETCTBYIOIIEN JUCHUILIMHE.

OneHka  «3a4T€HO»  BBICTABJISETCS  CTYACHTY, KOTOPBIH  MPOYHO  YCBOWII
IIPEyCMOTPEHHBIN MPOTrPaMMHBIM MaTepuai; MpaBWIbHO, apryMEHTHPOBAHO OTBETMJI Ha BCE
BONPOCHI, C TPUBEIECHHUEM IMPHUMEPOB; TMOKa3al TIIyOOKHE CUCTEeMATU3UPOBAHHBIC 3HAHMUS,
BJIaJIEET NIPUEMAMU PACCYKJIEHUS U COINOCTABIISIET MaTepuall U3 Pa3HbIX MCTOYHHMKOB: TEOPHIO
CBSI3BIBAET C MPAKTHKOM, IPYTUMU TEMaMH JTaHHOTO Kypca, IPYTruX M3y4aeMbIX MpeIMeToB; 0e3
OLIMOOK BBITOJHIII PAKTUUECKOE 3a/JaHHE.

OO0s13aTENIbHBIM YCIIOBHEM BBICTABICHHON OIICHKH SIBJSIETCS MPaBUIIbHAS PeUb B OBICTPOM
WIM YMEPEHHOM TeMIle. J[ONOJHUTENbHBIM YCIOBUEM IIOJYYEHHUS OLIEHKH «3ayTE€HO» MOTYT
CTaTb XOPOULIME YCINEXH IPU BBIIOJIHEHUH CAMOCTOSTENIbHOH W KOHTPOJBHOW paboThl,
cUcTeMaTHyecKasi aKTUBHasl pad0Ta Ha CEMUHAPCKHX 3aHATHSX.

OneHka «He 3a4TeHO» BhICTaBiseTcst CTyIeHTY, KOTOpbIM He cipaBuiics ¢ 50% BOmpocos
W 33/1aHU# Oniera, B OTBETaX Ha Jpyrue BOMPOCHI JOIYCTUII CYIIECTBEHHbIE omnOKu. He Moxer
OTBETUTh Ha JIOTIOJHUTEIBHBIE BOIPOCHI, MPEIJIOKEHHbIE TNpenoaaBareneM. llemocTHoro

4



HpGI[CTaB.HeHI/I}I O B3aMMOCBA34X, KOMIIOHCHTAX, 3Tallax paSBI/ITI/IH Ky.HBTypI:I y CTYI[eHTa HCT.
O1ieHUBaeTCsl Ka4eCTBO YCTHOM M MUCHMEHHOM peuu, KaK W MPHU BBICTABICHUHU TMOJOKUTEIBHON
OLICHKHU.

Tpeooeanusn k pegpepamy/scce:

Pedepar mosxen B 00513aTeIbHOM MOPSIAKE MMETh CJIeAyIONIUE pPa3iebl:

1. TUTYIBHBIN JTUCT.

2. [Inan-ornasieHue (B HEM IOCIEIOBATEIbHO W3JaraloTCsi Ha3BaHUS ITYHKTOB
paboThl, yKa3bIBAIOTCS CTPAHULIBI, C KOTOPBIX HAYMHACTCS KaXKJbIH MYHKT).

3. Beenenune  (popmynmupyeTcss — aKTyalbHOCTh  HMCCIEAYeMOW  MPOOJIEMEI,

000OCHOBBIBAETCSl BBIOOpP TEMbI, OMpENENsIeTCsl €€ 3HAYMMOCTh, YKa3bIBaeTCs LeNb W 3aJaud,
JIAeTCsl aHAJIU3 UCTIOIb30BAaHHON JIUTEPATYPHI).

4. OcHoBHass 4acTh (K&XKIbI pa3ziel, J0Ka3aTelIbHO pacKphiBas OTACIBHYIO
npobaeMy WK OJIHY U3 €€ CTOPOH, JOTMYECKH SIBJISETCS MPOJIOJDKEHUEM MPEbIAYIIEro, Jal0TCs
BCE OIpe/AeNieHUs] MOHITHUM, TEOPETHUYECKHE pAaCCYXACHHE, HCCIEJOBAHHS aBTOpa WU €ro
U3y4eHHe MpoOIeMbl).

5. 3akmroueHrue (MOABOASTCS HMTOTH WM JAaeTCsl OOOOIIEHHBIA BBIBOJ IO TEME
paboThI, TpeIIaraloTCs PEKOMEH IAINN ).

6. Crcok yiurepaTyphl (B COOTBETCTBHH CO CTaHIAPTAMM).

7. [Tpunoxenue (WurocTpanuu, ¢ororpaguu, HArIsAHBIA MaTepuan IO JaHHOU

TEMaTHKe, BUACO3ANUCh (JIUCK).
Harnncanue scce npeanosnaraeT BbICKa3bIBAHUE MBICIIEN HA ONPEICIICHHYIO TEMY B
CBOOOTHOM (hopme.

IIpumepnas TemaTuka pedeparon/3cce:

MO>XHO JT1 B COBPEMEHHOM MHPE 000UTHUCH 0€3 TOKYMEHTOB?

Posib 1 3HaUeHNE JOKYMEHTOB B COBPEMEHHOM MHUpe /o0miecTBe/ s
KOHKPETHOT'O YeJIOBEeKa.

Kak OynyT paboTath ¢ JOKyMEeHTaMH B OyayrieMm?

Byma)kHbIe WM 3JIEKTPOHHBIE JOKYMEHTHI?

D —

Kpurepun oueHKkH y4eOHBIX 1eliCTBHHl CTY/JIEHTOB
(BBICTYILIEHHE C JOKJIAA0M, pedepaTom, M0 00CY:KIa€MOMY BONPOCY CTY/I€HTOB Ha
ceMHMHAapax, BbINOJHEeHHE KYPCOBOT0 NPOEKTa).

Ouenka XapakTepuCTHKH OTBETA CTYJAEeHTa

OtanyHo - CTYZICHT TJTyOOKO ¥ BCECTOPOHHE YCBOMII MTPOOIIEMY;

- YBEPEHHO, JIOTUYHO, IIOCIENOBATEIbHO M TPAaMOTHO €ro
U3JIAraeT;

- ONHUPAsICh HA 3HAHUS OCHOBHOMW U JOTIOJTHUTEIHHOU JTUTEPATYPHI,
TECHO IMPUBA3BIBACT YCBOCHHBIC HAay4YHBIC IIOJIOKCHU AL C
MPAKTUYECKOHN JESITEeIbHOCTHIO;

- yMeno 000CHOBBIBAET U apTYMEHTHPYET BBIABUTAEMbIE UM UICH;

- JIeJIaeT BBIBOALI M 000OIIECHHS,

- cBOOOJTHO BIIAZICET TEPMUHOJIOTHEH

Xopowo - CTYIEHT TBEPAO YCBOHI TEMY, I'PaMOTHO U MO CYIIECTBY
U3JIaraeT ee, ONUpasch Ha 3HaHUS OCHOBHOM JTUTEpaTypHI;

- HC JOMMYCKACT CYICCTBCHHBIX HeTOqHOCTeﬁ;

- YBA3BIBAET YCBOCHHBIEC 3HAHMS C TPAKTUUECKON AESITENbHOCTbIO;

- ApryMEHTUPYET HAYYHBIE ITOJI0XKEHU,
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- JIeJIaeT BBIBOALI M 000OIIECHUS,
- BJIAJEET TEPMUHOJIOTHUEN
Y10BJIeTBOPUTEJIBLHO | TE€Ma PACKPHITA HEJAOCTATOYHO YETKO U MOJHO, TO €CTh CTYIEHT
OCBOMJI MPOOJEMy, TO CYIIECTBY H3JIaraeT e, ONUpasch Ha
3HAHMS TOJIBKO OCHOBHOM JINTEPATypHI;
- JIOMYCKaeT HEeCYIIECTBEHHBIC OLTUOKU M HETOYHOCTH;
- UCIBITBIBACT 3aTPyJHEHHS B MPAKTUYECKOM NIPUMEHEHUU
MICUXOJIOTUYSCKHUX 3HAHUM;
- cnabo apryMeHTHUpYeT Hay4yHbIe TIOJI0KEHUS;
- 3aTpyAHsieTcs B JOPMYIMPOBAHUH BBIBOJIOB U 000O0IIECHUH;
- YaCTUYHO BJIAJIEET TEPMUHOJIOTUEN
HeynoBieTBOpUTEIbH | - CTYIEHT HE YCBOMJI 3HAUUTEIILHONW YaCTH MPOOIIEMBI;
0 - JIONyCKaeT CYLIECTBEHHbIE OIIMOKM ¥ HETOYHOCTH IIpH
paccMOTpPEHHH €€;
- UCTIBITBIBAET TPYAHOCTH B IPAKTUYECKOM ITPUMEHEHNUH 3HAHUU;
- HE MOXKET apryMEHTHUPOBATh HAyUHbIE TIOJIOKEHUS;
- He GOpMYIHPYET BHIBOJIOB U 000OIICHUI;
- HE BJIAJIEET TEPMUHOJIOTUEN
Tecr
Ne | Bonpoc BapuauTtbl oTBeTOB dopmupye
Mmast
KOMIIeTeH
nus
1 K cucreme I. pacnopsAIUTENbHBIE JOKYMEHTHI [1K-2
OpraHU3aIMOHHO- 2. OpraHU3aIlMOHHbIE JOKYMEHTBI
pacnop;mHTeanoﬁ 3. CTaTUCTUYCCKUEC JOKYMCHTEI
JOKYMEHTALIHH 4. MJIAHOBBIE JOKYMEHTHI
OTHOCSTCS: 5. y4peauTENbHbIE TOKYMEHTHI
6. WH(OPMAIIMOHHO-CIIPABOYHBIE IOKYMEHTHI
2 YuudumnupoBanHas 1. CHCTEMA JOKYMEHTAllUW, CO3JaHHAs IO [1K-2

CUCTEMA

AOKYMCHTAIIUU 3TO:

€IMHBIM IIPaBUJIaM U TPEOOBAHMSM, COAEpIKaIIast
nH(popMaIno, HeOOXOAUMYIO Uil YIpaBJICHUS B
ornpenenéHHo chepe NesaTeNbHOCTH;

2. YHU(UIIMPOBAHHBIE (POPMBI JTOKYMEHTOB,
CUCTeMAaTHU3UPOBAHHBIC 1o byHKIUSIM
yIpaBIEHUS;
3. COBOKYITHOCTb JIOKYMEHTOB,
YCTaHOBJICHHBIX B COOTBETCTBUU C pEHIaeMbIMU
3a/layaMu;
4. COBOKYITHOCTh ~ JIOKYMEHTOB, CBSI3aHHAas
eIMHO00pa3HBIMU
3 Bo3moxxHOCTD 1. I'paxxnanckum kogekcom PO [1K-2
UCIOJIb30BaHUS 2. [IpaBuamMu 1enONpPOU3BOACTBA B
daxcumuIe KaK denepanbHBIX OpraHax UCMOJHUTEIBHOMN BIaCTH
COOCTBEHHOI 3. FOCT P 7.0.97—2016
MOATNCH
perIaMeHTHpYeTCs
4 Kakomy Buny 1. OnaHK MHChMa [K-2
OJlaHKOB 2. o0t OIaHK
COOTBETCTBYET 3. OJaHK KOHKPCTHOT'O BUa JIOKYMCHTA
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JAaHHBIN HAOOD
PEKBHU3UTOB -
I'ocynapcTBeHHBIH
I'ep6 Poccutickoii
®denepanun, ['epd
CyOnekra
Poccuiickoit
®denepanuu,
ambrema
OpraHu3alui,
TOBapHbBIA 3HAK
(3HaK
o0CITy>)KMBaHUA),
naTa, MecTo
COCTaBJICHUS HITH
U3JIaHUs:

ITopsimox 1. B [IpaBuiax nemonpousBoacTBa B [K-2
HaMUCaHUs (benepanbHBIX OpraHax UCMOJHUTENBHOMN BIaCTH
IMOYTOBOI'O aJpeca 2. BI'OCT P 7.0.97—2016
YCTaHOBIICH: 3. B [IpaBunax okazaHus yCiIyr MOYTOBOU

CBSI3U
PexBusur «Busay 1. JIOJ>KHOCTh BU3UPYIOILETO, €r0 MOIIHCH, [1K-2
MOJKET BKJIIOYaTh: pacmpoBKy (MHUIIUATBI ¥ (paMUITUs) U ATy

2. noaAnuck, pacumdposky (O.M1.0), naty

3. JOJKHOCTD, TIOJINUCH, ATy

4. JOJIKHOCTB, MOIHUCH, paciiu(poBKY

noamnucu (O.1.0)
I'epOoBast meyaTh 1. pEeKIaMHBIX I1K-2
MPOCTABJISIETCS HA 2. HaIIOMUHAHUSX
MHUCHBMAaX: 3. MpUTIAIIEHUAX

4. rapaHTUMHBIX
5. nH(})OPMaAITMOHHBIX

Teker noxkymenra 1. [IpaBuiaMu 1e10NpOU3BOJICTBA B [K-2
COCTaBJIAIOT Ha benepanbHBIX OpraHax UCMOJHUTENBHOMN BIaCTH
roCyJapCTBEHHOM 2. 3aKOHOAATENLCTBOM Poccuiickoii
s3pike Poccuiickoit | Penepanun u cyobektoB Poccuiickoit denepanuu
De/iepaluy WK Ha 3.TOCTP 7.0.97—2016
rocyaapCTBEHHBIX
A3BIKaX CYOBEKTOB
Poccuiickoit
®enepannu B
COOTBETCTBHH C:
B noxymeHnrax 1. OT TPETHETO JIMLA MHOXKECTBEHHOT'O YU CJIA [K-2
(mpukas, 2. OT MEPBOTO JUIAa €AUHCTBEHHOTO YHCIIa
pacropspKeHuE U 3. OT TPCTHEIO JInlla CAMHCTBCHHOI'O YUCJIa

T.J.) OpraHu3aIuii,
JNEUCTBYIOLIMUX HA
MPUHIMIAX




eIMHOHAYaJINs, a
TaKXke JOKYMEHTaXx,
aJpECOBAHHBIX
PYKOBOJICTBY
OpraHu3alMu, TEKCT
H3JIaraoT;

10 | B npakTtuke I. TEKCTY JII000ro o(UIHaIbHOrO JOKYMEHTa [TK-2
odopmiteHus 2. TEKCTY IOKyMEHTa, TIOJITOTOBJICHHOTO Ha
JIOKYMEHTOB (opmare A4
3ar0JIOBOK 3. TEKCTY IOKyMEHTa, TIOJITOTOBJICHHOTO Ha
COCTaBISETCS K: dopmare AS
4. TEKCTY UCXOISAIINX JOKYMEHTOB, 00bEMOM
He OoJiee 5-7 CTPOK.
11 | B cormacoBannu 1. KOJUYECTBOM BEIIIIECTOSIINX NHCTAHITHIA; [1IK-2
KOJIM4eCTBO rpudos | 2. OpTraHU3aINei-aBTOPOM JTOKYMEHTA,
Ha JOKYMEHTE 3. TUMOBOM MPOLIEAYPOI TOATOTOBKHU
ONpPEIEIAETCA: AOKYMCHTA,
4. B KQXKJIOM CJTy4ae WHIUBUIYaTbHO
5. KOJIMYECTBOM YYaCTBYIOIIUX B
COIJIACOBAaHWU MHCTAHUUN
12 | Kakue u3 I. puKa3 I1K-2
MEePEUUCIICHHBIX 2. MACHMO
HIKE TOKYMEHTOB 3. OpoToKon
TpeOyroT 4. aKT
YTBEPIXKICHHUA? 5. HOJIOKEHHE
6. NOKJIaJHAasI 3aIlicKa
13 | OrmerbTe Bapuant | 1. (rep0, aMbema), Koa OpraHu3aluy, [IK-2

0TBETa, B KOTOPOM
MPAaBUIIHLHO Ha3BaHbI
PEKBHU3UTHI OJIaHKA
MUChMa!

HAaMMEHOBAHHE OPTaHU3AINH, CIIPABOYHBIE
JaHHBIE 00 OpraHu3aiyu, Koja GopmMbl
AOKYMEHTA, MECTO IS TPOCTABIICHHSI JAThI
JOKYMEHTA, MECTO JIJISl IIPOCTABIICHUS
PETUCTPAIIMOHHOTO HOMEpa JIOKYMEHTA, CChIITKA
Ha HOMEp | JIaTy BXOJIAIIETO TOKYMEHTA;

2. (rep0, omMOnema), HAMMEHOBaHUE
OpraHM3alliy, KOJ OPraHu3aiuM, 1ata
JTOKYMEHTa, MECTO JJIsl TIPOCTABJICHUS
PETUCTPAIMOHHOTO HOMEPA JOKYMEHTA, MECTO
W3JIaHHS JJOKYMEHTA, CChIIIKA Ha HOMEp U JaTy
BXOJIAIIETO TOKYMEHTA;

3. (rep0, oMOnema), HAMMEHOBAHWE
OpraHu3allfy, HAMMEHOBAHHE BUJIA JIOKYMEHTA,
nara JJOKyMeHTa, Ko (opMbI TOKYMEHTa, MECTO
JUTSL IPOCTABJICHUS PETHCTPAIIIOHHOTO HOMEpa
JTOKYMEHTA, CITPABOYHEIC JAaHHBIE 00
OpraHM3allfy, CChUTKA HA HOMEp U JaTy
BXO/ISIIIIETO JIOKyMEHTa

4. (rep0, sMb1emMa), HAMMEHOBaHUE
OpTaHU3aIiH, CIIPABOYHBIC TaHHBIE 00
OpraHH3aIfK, MECTO ISl IPOCTABICHUS IAThI
JTOKYMEHTa, MECTO JJIsl TIPOCTABJICHUS
PETUCTPAIIMOHHOTO HOMEPA, CChUIKA Ha
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PErUCTPAlIMOHHBIN HOMED U ATy BXOJISIIETO
JIOKYMEHTA, MECTO JUIsI 3ar0JIOBKA K TEKCTY

14

OTtMmeThTE BapUaHT
OTBETA, B KOTOPOM
HpaBI/IJ'IBHO Ha3BaHbI
PEKBU3HTHI OOIIETO
OnaHKa:

1. rep0 (amOsIeMa), HAMMEHOBAaHUE
opraHusanuvu, gata JOKyMeHTa, MCCTO IJid
MIPOCTABIICHHSI PETUCTPAIIHOHHOTO HOMEpa
AOKYMCHTA, CIIPABOYHBIC TAHHBIC 06 opraHusanuu,
CCBUIKA HAa HOMEP U JIaTy BXOMSIIETO JOKYMEHTA;
2. HaMMCHOBAHUC OpraHU3alnun, KOJQ
OpraHU3aIiy, AaTa JOKyMEHTa, MECTO IS
MIPOCTABJICHHSI PETHCTPAIIIOHHOTO HOMEpa
JIOKYMEHTa, MECTO U3/JaHUs JOKYMEHTA, CChUIKA Ha
HOMCPp U JaTy BXOAAIICTO JOKYMCHTA,

3. HaMMEHOBAHHE OPTaHU3AINH, KOJI
opraHusanuvu, 1ata J0KyMeHTa, MCCTO IJid
MIPOCTABIICHHSI PETUCTPAIIMOHHOTO HOMEpa
AOKYMCHTA, MCCTO U3JJaHUSA JOKYMCHTA

4. n3o0pakeHue repoa, SMOIEMBbI UITH
TOBApHOTO 3HaKa, HANMEHOBAHHUE OpTaHU3aIUH,
MECTO JUTsI pa3MeIeHHsl TaThl 1 HoMepa
HOKYMCHTA, MCCTO COCTABJICHUS NOKYMCHTA

[TK-2
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Kakue nokymeHTHI
HE00X0INMO
BaBepI/ITB IIC4aThiO
OpraHu3aIiu:

1. MUChMa O HAMEPEHUSX 3aKITIOYCHUS
J0TOBOpa

2. MUChMA O MPEJIOKEHUH BBITTOIHAEMBIX
ycIyr

3. nucbMa 00 00s3aTeabCTBax Mo OIIaTe
4. MOJIOXKEHHUE 00 OpraHu3anuu

5. MITaTHOE PacluCaHue

[TK-2
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B xakoM BapuaHnte
OTBETA MPABUIIBHO
Ha3BaHbI
PEKBU3HUTHI,
MpUAaroIe
TOKYMEHTY
CBOMCTBO
FOPUANYECKOU
CUJIBL:

1. HalMEHOBAHUE OpPTraHU3aIHH,
HAaMMCHOBAHHE BUA JOKYMCHTA,
pEeruCTpaIOHHBIN HOMEp, J1aTa, TIO/IHCh,
neyvaTh, rpud yTBEPIKACHUSI.

2. HaNMEHOBAHNE OpPTaHU3aINH, KOJI
OpraHu3aIiy, HANMEHOBAHNE BU/Ia JOKYMEHTA,
KOJ JOKYMEHTa, MECTO U3JJaHHs JOKYMEHTa, J1aTa,
MOJITHCh, TICUaTh, TPU() YTBEPIKACHUS, BU3BI
COTJIACOBAHUSI.

3. rocyaapcTBeHHBIN repo (repd cyobekTa
denepanyn), HAUMEHOBAHUE OpPraHU3aINY,
HAaMCHOBAHHE CTPYKTYPHOTO MOApa3ACICHHS,
pEerucCTpaOHHBIN HOMEp, J1aTa, TIO/IHCh,
neyaTh, Tpu( coriracoBaHus.

4. rocyaapcTBeHHbIH rep6 (repd cyObexTa
denepanyn), HAUMEHOBaHUE OPTraHU3AIINY,
HAaMEHOBAHHE CTPYKTYPHOTO MOApa3AeICHUS,
KOJIbI OpTraHu3aInH, KoJ GOpMBI TOKYMEHTA,
HaMMEHOBaHME BUA JOKYMEHTA, JaTa
JTOKYMEHTa, PETUCTPAIIHOHHBIA HOMED, TIOIHCH,
rpud yTBEpXKIACHUS, BU3bl COITIAaCOBAHUS, OTTUCK
nevaTh

[K-2

Kurou k Tecty




1. 1,2,6
2. 1
3. 1
4. 3
S. 3
6. 1
7. 4
8. 3
9. 2
10. 2
11. 5
12. | 1,45
13. 4
14. 4
15. | 345
16. 1

IIpuMepHBIii NepedYeHb BONPOCOB U 3aJaHHH K YK3aMeHY 110 Kypcy:

1.Pa3BuTHe npeacTaBiaeHuit 0 ToKyMeHTe. Posib TOKyMEHTa B )KU3HH YeJIOBEKA U 0OIIeCTBa.
2. JlokyMeHTallMOHHOE oOecIieueHue YIpaBIeHUs Kak BaKHENIas (QyHKIHS yIIpaBJIeHUs, ee
MECTO Cpellu APYTUX YIpaBlIeHYeCKUX (PyHKIUH.

3. IloHATUS «TOKYMEHTY, «HOCUTENh NHPOPMALIUN», «TOKYMEHTUPOBaHHAsi HH()OpMALIHI».
4. VcropruyecKkuil ONbIT OpraHU3alluu JOKYMEHTUPOBAHUS YIIPaBIEHYECKOMN EATENbHOCTH B
rocynapcTBeHHbIX yupexaenusx Poccun 1970-e-2000-¢ .

5. ®epnepanbhblii 3akoH Poccniickoit denepanuu ot 27 uroinst 2006 r. N 149-d3 «O6
uH(popMalru, THPOPMAIIMOHHBIX TEXHOJIOTHSIX U O 3alIUTe HH()OPMALIUKU»: OCHOBHBIE
IIOJIO’KEHUS.

6. OTBETCTBEHHOCTD 32 HEMIPABOMOYHBIE JEHCTBUS C JOKYMEHTAMU B IMUHUCTPATUBHOM,
YTOJIOBHOM M TPYJI0BOM Kojekcax Poccuiickoit @eneparumu.

7. PerynupoBaHue AeJIOMPOU3BOACTBA U JOKyMeHTooOopoTa B Pernamente [IpaBurtenbcTBa
MOCKBBL.

8. Axtel [IpaBurtensctBa Poccuiickoit ®denepannn u [lpaBurenscrBa MOCKBBI O BHEAPEHNUN
3JIEKTPOHHOTO JOKYMEHTOO0OpOTa B OpraHU3aliH JIeATEeIbHOCTH OPTaHOB TOCYJapCTBEHHOMN
BJIACTH.

9. IlpeeMCTBEHHOCTh JOKYMEHTAIIMOHHOTO 00ECTICUEeHNUs YIIPABICHHS B PA3JINYHbIEC IEPUO/IbI
ucropuu Poccum.

10. ®enepanbHOE 3aKOHOAATENBCTBO 00 opranuzanuu JJOY, TpeboBanus yHupUKALUU U
CTaHJapTU3aLUN.
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11. Bnustaue pedopmsbl 1o nHGOpMaTH3aLKUU TOCYAAPCTBEHHOM CITy>KObI HA HOPMAaTHBHYIO 0a3y
JIEJIONPOU3BOICTBA.

12. Yaudunuposanusie cuctemsl fokymenTanuu. 'OCT P 6.30-2003. YuauduuupoanHas
CUCTEMa OpraHU3alMOHHO-PACTIOPAIUTENbHON ToKyMeHTauuu. TpeboBanus K 0OpMIICHUIO
JIOKYMEHTOB.

13. XapakrepucTHKa OCHOBHBIX BUJ0B JJOKYMEHTOB B JIEJIOIIPOU3BOJICTBE OPraHU3ALUH.

14. MexayHapoHble U HallMOHAIbHBIE CTAHIAPThI B PErYJIHUPOBAaHUH IOKyMEHTALHOHHO-
nH(pOpMaIMOHHOTO 00ecTIeueHUs YIIPABICHHUS.

15. OcHOBHBIE HaNPABJICHHUS COBEPIICHCTBOBAHUS COCTaBa M JOPM JJOKYMEHTOB B COITUATBHOM
chepe.

16. Buasl JOKyMEHTOB (pacnopsAUTENbHbIE, OPraHU3aMOHHbIE, HH(OPMAIIHOHHO-CIIPAaBOYHBIC)
U MX XapaKTEPUCTHUKH.

17. Ilepedynn TOKYMEHTOB C TUIIOBBIMU CPOKAMH XpaHEHHUs. 3HAYCHHUE NIEPEUHEN U MOPSATO0K UX
MPUMEHEHHUS B IEIONPOU3BOICTBE.

18. Opraamu3zanuoHHbie GOpPMBI AETOMPOU3BOACTBA. VX 3aBUCUMOCTD OT CIIEITU(DUKH U
OpPraHU3aLMOHHOMN CTPYKTYpPBI YUPEKICHUS.

19. lokymenToo60poT. OnpeneneHue, XxapakTepuCcTUKa OCHOBHBIX JIOKYMEHTOITOTOKOB.

20. [IpaBuna opraHu3anuu TOKyMEHTO000POTa OpraHU3aIH.

21. 1okyMeHTO000pOT KaK 3P PEeKTHUBHBII HHCTPYMEHT ONTHMHU3ALUHU YIPABICHYECKIX
peleHui.

22. TexHonorust paboTsl ¢ 0OpalICHUSIMU TPaKJaH B JeIONPOU3BOACTBE OPraHU3AIHH.

23. TpebGoBaHuUs 3aKOHOAATENBCTBA K OpraHU3aIMK PadOThI ¢ OOpaIIEHUSIMH TPaXK/IaH.

24. HoMeHkiaTypa ziei1, €€ 3HaueHHe, BUJIbl HOMEHKJIATYP 1€, METOJUKA COCTABICHUS
HOMEHKJIATYp AL

25. TloHATHE «OKCTIEPTU3bI LIEHHOCTH) TOKYMEHTOB B JICJIONPOU3BOJICTBE, 3a/1a4H U MOPSIOK
MIPOBEICHUSI.

26. OcuoBueble nmonoxenus GOUIT «uadopmanmonnoe obmectso 2011-2020 rry. Tennenun
Pa3BUTHS 3JEKTPOHHOTO JJOKYMEHTOO00POTA.

27. IIpaBoBOM CTaTyC 3IEKTPOHHBIX JOKYMEHTOB, 3aKOHOAATEILHOE U HOPMATUBHOE
peryaupoBaHHe UCTIONb30BAHUS 3JICKTPOHHBIX JTOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JTAHHBIX B COLUAIBHO-KYJIBTYpHOM cepe.

[Ipu onpenenennn ypoBHS JOCTHKEHHUN CTYJIEHTOB Ha HK3aMeHe HeoOX0IMMOo oOpaiiarh
0co0oe BHUMaHHE Ha CJIeIyIoIlee:

e J1aH NOJIHBINW, Pa3BEPHYTHIM OTBET HA ITOCTABJICHHBIN BOIIPOC;

® TI0Ka3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUI 00 00BEKTE, MPOSBIAIONMIASCSI B CBOOOTHOM
OTIEpUPOBAHUYU OHITUSIMHU, YMEHUHU BBIIETUTH CYIIECTBEHHbBIE U HECYILIECTBEHHBIE €TI0
MPU3HAKU, TIPUIMHHO-CIICJICTBCHHBIE CBSI3H;

e 3HaHHE 00 00BEKTE JEMOHCTPHUPYETCS Ha (OHE TOHMMAHUS €r0 B CUCTEME JaHHOW HAyKH 1
MEXIMCUUTITMHAPHBIX CBS3EH;

e oTBeT GOPMYIUPYETCS B TEPMUHAX HAYKH, U3JT0KEH JIUTEPATYPHBIM SI3BIKOM, JIOTHYEH,
JI0Ka3aTeseH, IEMOHCTPUPYET aBTOPCKYIO MO3UIUIO CTYICHTA;

® TEOpPEeTUYECKHUE MOCTYIAThl MOATBEPHKIAIOTCSA IPUMEPAMH U3 IPAKTHKH.

@®OC s mpoBeACHUST MPOMEXYTOUYHON aTTeCTallMd OJ00peH Ha 3acedaHuu Kadeapsl
HapOAHOMN XyJT0KECTBEHHON KYJIbTYPhl OT 202 rona, mpoTokoa Ne .

Cocrasurens: noi. badanosa O.U.
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