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1.HEJIN U 3AJAYU OCBOEHUSA JUCHUITJIMHBI

Ilesn ocBOoeHMs NMCHUILUIMHBI: YIiyOJIEHHOE U3yYeHHE JOKYMEHTa U CUCTEM JOKYMEHTAalluy,
TEOPETUYECKUX M TMPAKTHUYECKUX MPOOJIEM CO3MaHMs TOKYMEHTHPOBAHHOW HH(pOpManuu B
TaMOYKEHHBIX OpraHax, paCCMOTPEHHUE CYLIECTBYIOIIEH B HACTOALIEE BPEeMs MIPAKTUKH pPabOThI ¢
JOKYMEHTaMHU M OCOOCHHOCTEH BEICHHS IIOTPOU3BO/ICTBA B TAMOXKEHHBIX OpraHax.

3aga4u 0CBOCHMA JUCHHUIIIMHBI:

® 10Ka3aTh B3aMMOCBSI3b MH(OPMAIIMH U IOKYMEHTA,

® BBIIBUTH M I0Ka3aTh TEHJEHIMHM YHUGUKAMM M CTaHAAPTU3ALUU KAaK OTIEJbHBIX
(opM TIOKYMEHTOB, TaK U CUCTEM JTOKYMEHTALIUU B LIEJIOM;

® N3y4YCHHE OCHOBHBIX HOPMATHBHBIX M METOJMYECKHMX JIOKYMEHTOB II0 BOIIpOCaM
MOJITOTOBKH M O()OPMIICHUS pa3IMYHOTO POAA JOKYMEHTOB;

e npuoOpeTeHue 3HaHUH O MecTe JAEJIONPOU3BOJACTBA B OOECIIEUEHUHU JAEATEIILHOCTU
TaMOXXEHHBIX OpraHOB, O TEXHOJOTUAX JOKYMEHTHPOBAHUS OPraHU3alMOHHO-IIPABOBBIX,
pacropsauTeabHbIX, THPOPMALMOHHO-aHAIUTHYECKUX, CIIPABOYHBIX JOKYMEHTOB, O CIIEHU(PUKU
OpraHu3aluu padoThl ¢ IPOLECCYaTbHBIMU JOKYMEHTAMU;

¢ (opMHUpPOBaHHE HABBHIKOB B O(POPMIICHHH JOKYMEHTOB B TAMOXKEHHOM cdepe;

® U3yuyeHHE MPHUHLUIIOB U OCOOEHHOCTEH 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa, B T.4. B
TaMOXKEHHOM JI€CIE.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII

Hucuurnuna siBasieTcss o0s3aTeNbHOM W OTHOCUTCA K 0a3oBoi uvactu broka b1.0.46
«ucumnmubel  (MOZYJH)» OCHOBHOM mpodeccHOoHaNbHOM 00pa3oBaTenbHOM MPOTrpamMMbl
(OIIOII), ycranaBnmuBaemMoi  By3oM. JlaHHas  JUCHUIUIMHA  SIBJSIETCS  OJIHOM W3
OCHOBOTOJIAralouX TUCIUIUIMH B CUCTeMEe MOJATOTOBKM OakanaBpa mo HampasieHuto 38.05.02
«Tamoxkennoe neno». OHa oOXBaThIBaeT MIMPOKUN KpPyr MpoOOJIeM W TO3TOMY CBsi3aHa
TUCIUIUTMHAME, HAaNPaBIEHHBIMUA Ha ()OPMUPOBAHHE KOMIIETEHIIMI 110 HOPMAaTUBHO-TIPABOBOMY
obecrniedyeHnto Jienonpon3BoacTBa. OCBOEHUE IUCIMIUIMHBI IMTO3BOJUT CHOPMUPOBATH Y
CTYJEHTOB OCHOBBI  YIpPaBIEHUS JIOKYMEHTAlIUOHHBIM  OOECIeUeHHUEM  JIeATeIbHOCTH
TaMOXKCHHBIX OpPTaHOB, HABBIKM YIPABICHUYCCKOH W HWHQPOPMAIMOHHON KyJIbTYyphl B cdepe
npodeccuonanbHoi AesTensHOCTH. OCyIIECTBIEHUE TaMOKEHHOM IesITeNbHOCTH Ha JHOO00M
ypoBHe cuctembl (anmapatr OTC Poccun, permoHanbHOE TaMOXKEHHOE YIpaBlieHHUE, TaMOXKHS,
TaMOKEHHBI TIOCT M Jp.) CONPSKEHO ¢ OOpabOTKOM OrpoMHOT0 MaccuBa HHpOpMamuu,
HOCHTEIISIMH KOTOPOW MOTYT OBITh Pa3IMYHBIC JTOKYMEHTHI: YIPABICHUYECKHE, TaMOXKECHHBIC,
OyxranTepckue, mpoleccyaabHbIe U Jp., KaKk TpaJAullMOHHbIE (Ha OyMaKHBIX HOCHUTENSX), TaK U B
JJIEKTPOHHOM BHJIC.

JuciunivuHa yuTaeTcs B 5-OM cemecTpe 3-ro Kypca CTyAeHTaM OYHOH (OpMBI H
3a04HOM 00yueHus U 6a3upyeTcst Ha OT/IENbHBIX KOMIIOHEHTaX KOMIETeHIHH, chOpMUPOBAHHBIX
y 00y4aronmxcs B X07e U3yUeHUs MPEIIeCTBYIONINX YUeOHBIX TUCITUILUINH y4eOHOTO TIIaHa:

o «Craructukay;

JIist OCBOCHUS JUCIMILTUHBI CTYJICHT JTOJKCH WMETh CIEAYIOIINE «BXOJHBIC» 3HAHUS,
YMEHHUS, HABBIKH U KOMIICTCHIIHH:

® 3HATh HOPMATHBHO-METOJUYECCKYIO 0a3zy IO JOKYMEHTAllMOHHOMY OOECIICYCHHIO
yIpaBIeHUS B TAMOKEHHBIX OpraHax;

® 3HATh OCHOBBI NHChbMAa W THCHMEHHOW peYW, MOHATHHHBIA anmapaT B cdepe
OpTaHH3AINH U JICATCIEHOCTH TAMOKEHHBIX OPTaHOB;
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® CIIOCOOHOCTHIO K KOMMYHHMKAIlUM B YCTHOM M NMUCHBMEHHOW (QopmMax Ha PycCKOM U

WHOCTPAaHHOM
B3aMMO/ICHCTBHS,

SI3bIKax

4 peHICHUA  3aJ4ad4  MCKIMYHOCTHOIO W MCXKKYJIbTYPHOI'O

e BJAJCTh HaBBIKAMHM CcOOpa, aHanmm3a Hu 0000mIeHHs WHPOPMALUHU, OCHOBHBIMHU
IpUeMaMH CUCTEMHOTO MOJIX0/a U CPAaBHUTEIHHOTO aHAJIH3a.

Pe3ynbraThl OCBOEHHS AWCHUILIUHBI OYIyT HEOOXOIMMBI JUIS JalbHEHIIEro Ipolecca
o0y4eHHUs] B paMKax MOITAITHOTO (OPMHUPOBAHUS KOMIIETCHIMI IMPHU W3YYCHUH CIEAYIOMINX
CTEUUANBHBIX AUCIUILINH:

o «/lekmapupoBaHue TOBApOB U TPAHCIIOPTHBIX CPEACTBY;

o «MH(popMaMOHHBIE TAMOKCHHBIE TEXHOIOTHI;

o «TamoxeHHast CTATUCTUKA,

a TaKKe Ui MPOXOXKICHUS MPOU3BOJCTBEHHBIX MPAKTUK, FOCYJapCTBEHHON HTOTOBOM

aTTECTaIMH, 3aIUTHI BBITYCKHOW KBAIN(UKAIIMOHHOW pabOTHI.

3. HEPEYEHb INTAHUPYEMBIX PE3YJIbTATOB OBYYEHUS 11O JUCHUIIJIMHE
MOAYJIIO), COOTHECEHHBIX C INTAHUPYEMBIMMU PE3YJIbTATAMHA

OCBOEHMJsI OIIOII
[Tportecc wW3ydeHWs] AWCHMILIMHBI HANpaBIeH Ha (OPMUPOBAHHUE  CIIEAYIONIUX
KOMIICTEHITUH:
Koa n
IlepeyeHb NJIAHNPYEeMBbIX Pe3yJIbTATOB 00y4YeHUsI 110 JUCHHUILINHE
HANMEHOBaHHE
" (MO/1yJ110), COOTHECEHHBIX ¢ HHAMKATOPAMU A0CTHKEHUS
peajm3yemoii N
KOMIIeTeHIINii
KOMITeTeHIIUHU
OIIK -2
Cnoco6en ocymecteiats | UJ-1.0IIK-2.  3nHath  ocHOBHble 0a3bl  3HaHMM  (CIpaBOYHO-

cbop, 00paboTKy, aHaTU3
JaHHBIX Uil pEIeHus
poheCCHOHATTEHBIX
3a1a4, HHQOPMHUPOBAHUS
OpraHoB
roCyIapCTBEHHOM
BJIACTH M 0OIIeCTBa Ha
OCHOBE
nH(OpMaIMOHHOH u
onbmorpaduaeckon
KyJIbTYPBI c
NPUMEHEHHEM
HHPOPMAIOHHO-
KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH U C yYETOM
OCHOBHBIX  TpeboBaHUit
nH(OpMaIMOHHOM
0e3011aCHOCTH

OMONIMOTEYHbIE, CIPABOYHO-TIPABOBBIC) ISl PEIICHUS] CTaHAAPTHBIX
npodeccroHalbHBIX 33/1a4 B U3y4aeMOl 00J1acTH yIpaBJIeHHUS;
NJ/I-2.0TIK-2.  VYMeTh UCHOJB30BaTh OCHOBHBIE  0a3bl
(cipaBOYHO-OMOIMOTEYHbIE, CIPAaBOYHO-NIPABOBBIE) ISl PELICHUS
CTaHJApTHBIX TNPO(ECCHOHANBHBIX 3aJad M OCYLIECTBIATH cOop,
XpaHeHue, npeoOpazoBaHUE U Mepeaady JaHHBIX C HCIOJIb30BAaHUEM
CETEBBIX KOMIIBIOTEPHBIX TEXHOJOTMH M C YYE€TOM OCHOBHBIX
TpeboBaHMil HGOPMAITMOHHON O€30MTaCHOCTH;

NJ-3.0I1K-2. YMmeTrh NpoBOAMTH aHAIM3 M OOpabOTKY AAaHHBIX MJIS
OCYIIECTBIEHUS MPO(ECCHOHATIBHON  AESITENbHOCTH C  IOMOILBIO
MPOTrpaMMHBIX CPEJICTB;

NJ-4.0IIK-2. Buanerb HaBbIKAMH UCIOJIb30BAHUS COBPEMEHHBIX
MH()OPMALIMOHHBIX TEXHOJOTHHA IS pEeUIeHUs CTaHAApTHBIX 3a/1ad
npodeccuoHaNbHOM  JEATENbHOCTH W MH(MOPMHPOBAHUS  OPraHoOB
rOCyJapCTBEHHOH BJIACTH U OOIIECTBA.

3HAHUH

4. OBIIAA TPYAOEMKOCTb ANCIUIIJIMHBI

4.1. O0beM TMCUMILIMHBI B 3a4eTHBIX equHUIax (Bcero) — 2 3ET.

4.2. O0beM AUCHMILIMHBI 10 BUIAM Y4eOHOi padoThl (B yacax): 72

KonuyectBo yacoB ((popma 00yueHHs1 — OUHAS)

Bup y4eoHoii padboThI Bcero mo B T.4. [0 ceMecTpam
TJIaHYy 3) 6
1 2 3 4
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KonrtaktHas paboTta 00ydaronmxcs ¢ 36 36 -
npenoaaBaTejicM B COOTBETCTBUU C
VYII
Ay,Z[I/ITopHBIe 3aHATUA:
® JIEKI[UHA 18 18 -
® CEMUHApPHI U IPAKTUYECKUE 18 18 -

3aHATHUA
e J1abopaTopHbIC pabOTHI, - - -

IMIPaKTUKYMbI -
CamocrosiTenbHas paboTa 36 36 -

dopma TeKyIero KOHTPOJIS 3HAHUN U
KOHTPOJISl CAMOCTOSITEIIbHON pabOThI:
TECTUPOBAHUE, KOHTP. paboTa,
KOJUIOKBHYM, pedepar u p. (He MeHee
2 BHJIOB)

YCTHBI O1poc,
JIeJI0Bas Urpa,
JHUCKyCCHUs

YCTHBI 0o1poc,
JIeJI0Bas Urpa,
JHUCKYCCHUS

Kypcosas pabora

Bu bl mpomexyTOUHOM aTTECTAllUU
(3K3aMeH, 3a4er)

3a4€T

3a4€T

Bcero yacoB o gfucuunJInHe

72

72

O0beM TMCUMILVIMHBI B 3a4eTHBIX equHUIAX (Bcero) —2 3ET

O0beM TUCHUIIHHBI 10 BUIaM Y4eOHoii padoTsl (B yacax): 72

CDopMa 06yquI/1>1: 3a04Hasi1

Kosnn4yectBo yacos ((popma 00yueHHs — 3204HA)

Buj yueOHoii padoTsl Bcero mo B T.4. I10 ceMecTpam
IJIAHY 5 6
1 2 3 4
KonrtakTHas paboTta oOyyaronmxcs ¢ 8 8 -
IIPEro/1aBaTesIeM B COOTBETCTBUU C
VII
AyIUTOpPHBIE 3aHATHSL:
® JICKIMM 4 4 -
® CEMUHApHI U IPAKTUYECKHE 4 4 -
3aHATHS
e jabopaTopHbIie pabOTHI, - - -
MIPaKTUKYMBI -
CamocrosrenbHas pabora 60 60 -

dopma TeKyIIero KOHTPOJIS 3HAHUH U
KOHTPOJISI CAMOCTOSITEIILHOI pabOThIL:

YCTHBIH OIIpoC,
JIeJI0Bast Urpa,

YCTHBIH OIIpoc,
JIeJI0Bas urpa,

TECTHPOBAHUE, KOHTP. paboTa, JTUCKYCCHSI JTUCKYCCHSI

KOJUIOKBUYM, pedepaT u aAp. (He MeHee

2 BHJIOB)

Kypcosas pabota - -
Bubl npoMeXyTOYHOM aTTecTaluu 3a4er 3a4er -
(aKx3ameH, 3a4eT)

KonTtpons 4 4

Bcero yacoB no qucuuninHe 72 72 -

®opma A
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4.1. Coaep:xaHue TUCHUILIMHBI (MoayJis). PacnipenesieHue 4acoB mo reMaM 1

BU/JIaM Y4eOHOi1 padoThbI:

®opma 00yyeHus — oyHas

Buabi yueOHbIX 3aHATHI
AyauTOpHBbIE 3aHATHUS Ty
NpaKTH- | Jadopa- | 3aHATHHA B
Hazsanmne pasnenos u tem | Beero YyecKHe | TOpPHble | MHTEpaK- Canmocto- Tekyiero
JICKIH " sATeJIbHAasA | KOHTPOJIsA
y | ansTus, pa6oThL, | TUBHOI Tt SHAHMI
ceMHHA- | MpakTu- | (opme
pol KYMBI
1 2 3 4 5 6 7 8
1. JlokyMeHT u cucTema 2 2 4 YCTHBIN
JOKyMEHTaIH ompoc
2. UudopmannonHo- 2 2 4 YCTHBIH
JTOKyMEHTAIHOHHOE oIpoc,
obecrieueHre paboThI
anrnapara ynpaBJIeHHs
3. lopsnox 2 2 4 YCTHBIH
BE/IOMCTBEHHOT'O oIpoc,
XpaHEeHUs JOKYMEHTOB U JIeTIoBast
OpraHu3aLus ux urpa
JIeTIONPOU3BOICTBA
4. Opranuzamus paboTHI 2 2 4 YCTHBIN
cIyx0 or11poc,
JOKYMEHTAITHOHHOTO TIACKYCC
obecnieueHus ust
TaMOYXEHHBIX OpPTaHOB, HX
3a/1a4M U QyHKINU
5. [IpaBusia moArOTOBKU U 2 2 4 YcTHbii
oopmieHHs TOKYMEHTOB orpoc,
B TAMO>KEHHBIX OpraHax JIeTIoBast
urpa
6. Opranmzanus 2 2 4 YCTHBIN
JIOKYMEHTO000pOTa B OIpocC
TaMOYKCHHBIX OpraHax
7. ®opmupoBaHue el B 2 2 4 YCTHBIN
TaMOYXEHHBIX OpraHax oTpoc
8. Opranuzanus padOTHI 2 2 4 YCTHBIH
BEJOMCTBEHHOT'O  apXHBa, ompoc
IKCIEPTH3a IIEHHOCTH
TOKyMEHTOB
9. ABTOMaTH3MpOBaHHBIE 2 2 4 YCTHBIN
CHCTEMBbI orpoc
JIETIONPOU3BOICTBA
HUTOIO: 72 18 18 - 36 .

®opma A
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Dopma 00yyeHHUs — 3a0uHas

Buabl yueOHbIX 3aHATHI

AyauTOpHBbIE 3aHATHUS

®opma
NPaKTH- | Jadopa- | 3aHATHA B
HaszBanue pa3aesioB u tem | Beero YyecKHe | TOpHble | MHTEPAaK- e e
JICKIH < ATECJbHAasA | KOHTPOJIsA
" 3aHATHS, | padoTbl, | THBHOH Tt SHAHMI
CeMHUHA- | IPAKTH- dopme
pbI KYMBI
1 2 3 4 5 6 7 8
1. JlokyMeHT u cucrtema 6 6 3a4er
JTOKyMEHTAIIH
2. NadpopmannoHHo- 10 2 8 3a4er
JTOKYMEHTALHOHHOE
obecriedeHre paboThI
anrmapara ynpaBIeHHsI
3. Iopsimox 8 1 6 YCTHBIN
BEIOMCTBEHHOTO orpoc,
XpaHEeHUs JOKYMEHTOB U JIeTI0Bast
OpraHM3aLMs UX urpa
JIeITOTIPOM3BOICTBA 3a4eT
4. Opranuzanus paboTHI 6 6 3a4er
CITyK0
JOKYMEHTAITHOHHOTO
o0ecreyeHust
TaMOXXEHHBIX OPTraHOB, UX
3a1a4u U pyHKIMU
5. I[IpaBuia NOArOTOBKY U 8 8 3aueT
oopMIIeHUs TOKYMEHTOB
B TAMO>KEHHBIX OpraHax
6. Opranuzanus 8 2 6 3a4eT
JOKYMEHTO000pOTa B
TaMOYKCHHBIX OpraHax
7. ®opMupoBaHue A€l B 7 1 6 YCTHBIN
TaMOXXEHHBIX OpraHax ompoc
3a4eT
8. Opranuzaius paboter | 7 1 6 YCTHBIH
BEJOMCTBEHHOI'O  apXHBa, OIpoc
IKCIePTH3a IIEHHOCTH 3a4er
TOKyMEHTOB
9. ABTOMaTH3MpOBaHHBIE 9 1 8 YCTHBIN
CHCTEMBbI ompoc
JIETIONPOU3BOICTBA 3a4er
KonTtpoins 4
HUTOIO: 72 4 4 - 60 -

5. COJIEP’)KAHUE JUCLUATLIMHBI (MOIY.JIS)

Tema 1. JlIokyMeHT U cucTeMAa JTOKYMEHTALMHU
[TonsTe nokymeHTa U ero QyHKUUU. YHU(UUIUPOBAHHBIE CUCTEMBI JOKYMEHTAIUH.
Krnaccudukanusa aokymMeHTOB, oOpamarommxcs B opranuzanusax. OOmume HOpMBI M IIpaBUia

®opma A
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odopmiienuss nokymeHtoB. OdopmiieHne pekBU3UTOB. TpeboBaHWs K OJaHKaM JTOKYMEHTOB.
TpeGoBaHus K M3TOTOBJICHUIO JOKYMEHTOB. [IpaBuiia HanmMcaHus B TOKYMEHTaX COKPAIICHHBIX
CJIOB, 4nceN, ((U3NYECKUX BEIMYUH U 3HAKOB TPEIMUHAHUS.

Tema 2. UHpopMAUMOHHO-TOKYMEHTALMOHHOE oO0ecriedyeHUe PpadoOTHI anmapara
ylpaBJ/ieHHS.

OcHOBHBIE BHJIBI JIOKYMEHTHOH JesTenbHOCTH. MHpopmamus B  ynpaBieHYeCKOH
NeSTeNIbHOCTH. YTpaBieHue JAokyMeHTanmend. OpraHuzanus UHGOPMAIMOHHO-TTOUCKOBBIX
CUCTEM 110 TOKyMeHTaM y4upexaeHusi. OCHOBHbIC (DYHKIIMOHAIBHBIE CUCTEMBI JOKYMEHTAIIUU B
Poccutiickoit deneparuu. YHUGUIUPOBAHHBIC CHCTEMBI JJOKYMEHTAITUH.

Tema 3. IlopsifoK BeIOMCTBEHHOI0 XpPaHEHUS! NJOKYMEHTOB M OpPraHu3amus HX
JeJI0TPOU3BO/ACTBA

OyHKIUM ¥ CTPYKTypa CchoyXObl JenomnpousBojicTBa. IlpaBmwima  opraHuzamuu
JOKYMEHTO000OpoTa B yupexaeHusx. OOmue mpaBuia W 3aJaud pPErucTpanui JOKyMEHTOB.
Opranuzanys KOHTPOJISI UCTIOTHEHUST TOKYMEHTOB. CucTteMaTu3alys U XpaHeHHue T0KYMEHTOB B
opranuzaluu. TeXHUYecKHe CpeACcTBa, HCIIOJIb3yeMble B  Jaejonpous3BojactBe. [lytu
COBEpPIIIEHCTBOBAHUS CITYKObI 1€JI0IPOU3BOJICTBA.

Tema 4. Opranmszanusi padoTbl CJay:K0 JOKYMEHTAIHOHHOTO oO0ecneYyeHus
TaMOKeHHbIX OPTaHOB, UX 32/1a4H U PYHKIHH

TumoBasi HHCTPYKIUS 1O JEJIONPOU3BOACTBY M PadOTE apXvBa B TAMOXKEHHBIX OpraHax.
JIOKyMeHTaIMOHHOE OOECIeYeHre YIPaBICHUsI B TAMOXXCHHBIX OpraHax. 3amaud, QpyHKIuM u
MOPSZIOK pabOThI OT/ENa JOKYMEHTAIIMOHHOTO OOECIeUeHHsI TaMOXXCHHBIX opraHoB. [IpaBa u
0053aHHOCTH OTBETCTBEHHOTO 3a JIEJIONPOU3BOACTBO B CTPYKTYpPHOM  IIOApa3eIeHUN
TaMO>KeHHOro opraHa. IIpaBa, 00s3aHHOCTM U OTBETCTBEHHOCTh HayaJbHHKA OT/ENa
JOKYMEHTAIlMOHHOTO O00€eCHeueHUss TaMOKEHHOTo opraHa. OyHKIMHM COTPYJHHUKOB CIY>KOBbI
JIEIOTPOU3BOJICTBA TAMOKEHHOTO OpTaHa.

Tema 5. [IpaBui1a NOArOTOBKHM M 0(pOPMIIEHHSI JOKYMEHTOB B TAMOKEHHBIX OPraHax
JlokymeHTaIuss TaMOKEHHBIX OpraHoB. OCOOEHHOCTH TOATOTOBKA W O(OpMIICHUS
OTJeNIbHBIX BUJIOB JJOKYMEHTOB. TpeboBaHus K O1aHKaM JOKyMeHTOB. OdopMiieHue peKBU3UTOB
B IIPOLIECCE MOATOTOBKH TIOKYyMEHTOB. TpeboBaHUsI K TOKyMEHTaM, U3TOTOBIISIEMBIM C IIOMOILBIO
NeYaTaroIuX yCTPOUCTB, KOMMPOBaHHE JOKYMEHTOB. OcoOeHHOCTH O0(OpMIIEHUS JTOKYMEHTOB,
IepeAaBaeMbIX 110 KaHaJaM JIEKTPOCBS3H.

Tema 6. Opranu3anusi J0KyMeHTO000POTa B TAMOKEHHBIX OPraHax

Opranuzanus J0OKyMEHTOOOOpoTa: MmpHueM, o0paboTKa U paclpesieleHue MOCTYMaoIINX
JIOKYMEHTOB; OpraHu3aius oOpaOOTKM U Iepelayd OTIPAaBISEMbIX JOKYMEHTOB; MOPSJIOK
MPOXOXKJICHUST BHYTPEHHUX JTOKYMEHTOB; MpUeM U 00paboTKa JOKYMEHTOB, MOCTYHAIOIIUX IO
KaHajiaM 3JIEKTPOHHOM MOYTHI U (PaKCUMMIIBHOM CBSI3U; YUeT KOJUYEeCTBa JIOKYMEHTOB; paboTa ¢
oOpalleHus MU TpakJaH M JemyTaToB. Perucrtpanust gokymeHToB. OpraHuzanusi MOUMCKOBOM
CUCTeMBbl MO JokyMeHTaM. KOHTpoib ucnosHeHus IOoKyMeHTOB. Pabora wucnonHureneil c
JIOKYMEHTaMHU.

Tema 7. ®opMupoBaHue JeJl B TAMOKEHHbIX OpraHax

Opranuzanus JAOKYMEHTOB B JEIIONPOU3BOJACTBE: COCTaBICHHWE HOMEHKJIATYphl M€,
dbopmupoBanre U oQopmIIeHHE JAeN; OpraHMu3alMs ONEPATUBHOTO XpaHEHHS OKYMEHTOB.
[Topsaok mepenaun JOKYMEHTOB Ha XPAaHEHHE B ApXUB: OpPraHU3alUs MPOBEACHUS IKCIIEPTU3BI
[IEHHOCTH JTIOKYMEHTOB; COCTaBIIEHHE W O(POPMIICHHE ONMHUCEH Jaen; mepeaadya ITOKyMEHTOB Ha
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APXHUBHOC XpaHCHUC.

Tema 8. Opranuzauusi pa0doTbl BeJOMCTBEHHOI'0 apPXHBA, IKCIEPTH3A IEHHOCTH
AOKYMEHTOB

3amaurn ¥ QYHKIUH apXWBOB TaMOXXEHHBIX opraHoB. (OecrneueHUEe COXPaHHOCTH
JOKyMEHTOB apxuBa. OpraHusamnus ITOKYMEHTOB B apXuBe. YUeT JIOKYMEHTOB B apXHuBE.
HayuHo-cripaBouHbIl amnmapaT K JOKyMEHTaM apxuba. Vcronb30BaHHME JOKYMEHTOB apXHBa.
[lopsamox mepemaud AOKYMEHTOB apXuWBa Ha TMOCTOSIHHOE XpaHeHue. Opranuzanus paOoThl
apxuBa.

Tema 9. ABTOMATH3MPOBAHHBIE CHCTEMBbI J1€JIONPOU3BOICTBA

OcobeHHOCTH aBTOMAaTH3aIMu Jenonpon3BojcTBa B Poccuu. Microsoft Office - maker
ABTOMATH3AIMK JCIIOTPON3BOACTBA: COCTAB IaKeTa; OONMe MOHITHS, (aWabl U JTOKyMCHTEHI;
opranusais paboThl ¢ JOKYMCHTaMH.

6. TEMbBI IPAKTUYECKNX U CEMUHAPCKHX 3AHATHI

Tema 1. I[OKyMeHT U CUCTEMA JOKYMECHTALIUH.

3AHSATHE 1

®opMa IIPOBEACHUS — CEMUHAP.

Bonpocs! o Teme (Ju1s1 00Cy’KI€HUS Ha 3aHATUH, JAJI1 CAMOCTOSITEIBHOIO U3YUEHUs).

1. Ilonatue fOoKyMeHTa U ero (GyHKIIHH.

2. Packpoiite ~ monHsTHa  «uHGDOpMAIUY, «MH(OpPMAIIIOHHBIE  PECYPCHDY,
«JIOKYMEHTHPOBAHUEY.

3. Kak cOOTHOCSTCS MOHSATHUS «TOKYMEHT» H «YIIPABICHHUE)?

4.0OnuimuTe CUCTEMY JJOKYMEHTOB.

5.B ueM 3akirouaeTcs JOKyMEHTAIMOHHOE O0ecTiedeHre YIpaBiIeHHs?

6. UTo perynupyeT MeXIyHapOIHBIN CTaHAapT Ha YIpaBJICHUE TOKYMEHTANeH?

Kakue Buabl HocuTene HHPOPMALIMU UCIIONB3YIOTCS Ul CO3/1aHus ToKyMeHToB? [laiite
UX KPaTKYIO XapaKTEpUCTHKY.

7. KakuMu OCHOBHBIMHU CBOMCTBaMHU 00J1aflaeT TOKYMEHT?

8. Uro Bxmowyaer B cebs moHATHE «QYHKIMs» JokymeHTta? Ilepeuncnure u
oxapakTepusyiTe ooOuye GyHKIUN JOKyMEHTa.

9. Yto moHMMAETCS 1O/ OTIPEIeIEHUEM «YHU(PHUIIMPOBAHHAS CUCTEMA JIOKYMEHTAITHI ?

10. Kakue knaccudpukayy JOKyMEHTa U [0 KaKMM MPU3HAKaM MOXHO J1aTh?

11. Kakoe MakcHMalbHOE KOJMYECTBO PEKBHU3UTOB MOXKET ObITh MCIOJIb30BAHO MPHU
oopmiennn nokymenTa? B oOmmx ueprax oxapakrepusynTe KaKablii peKBU3HUT.

12. Kakne ocCHOBHBIE TPEOOBAHWSI TPEIBSIBISTIOTCS K OTaHKaM JIOKYMEHTOB?

13. Kakue oOmenpuHAThIE COKPAIEHHUS CIIOB JOITyCKAIOTCS B IOKYMEHTaX?

14, KakoBbI OCHOBHBIE ITpaBHJIa HATUCAHUS YHUCEIT B IOKYMEHTaxX ?

15. Oxapaxtepu3yiire 0coOeHHOCTH 0(OpPMIICHHS B JOKYMEHTaX 3HAKOB MPEMUHAHUS U
CHUMBOJIOB.

Tema 2. UHdopManuoOHHO-TOKYMEHTAIIMOHHOE o0ecrevyeHne padoThbl ammapara
ynpaBJIeHHS.

3AHSATHE 2

dopma IpOBEACHUS — CEMHUHAp.

Bonpocsl mo TemMe (1151 00CY>KI€HUS HA 3aHATHH, JIJIS1 CAMOCTOSATEILHOTO N3YUCHHS ).
1. KakoBa cuctema JJOKyMEHTHOH JEATEIIbHOCTH U YTO OHA B Ce0s BKIIIOYAET?
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2. JlaiiTe XxapakTepUCTUKY HAIlpaBJICHUH TOKYMEHTHOMN JCSTEITLHOCTHU:
— HENOCpeACTBeHHAas paboTa C JOKyMEHTaMHU;

— aIMUHUCTPATUBHO-YIIPaBIIEHYECKasl JeSTeIbHOCTD;

— Hay4YHas JeSTeIbHOCTD;

— HH(pOPMALIMOHHO-METOInYecKasl eI TeIbHOCTD.

3. Uto moHuMaeTcs Mo yrnpaBieH4ecKoi nHpopmarueii?

4. TTo xaKuM TO3UIIUSIM KJIacCH(PUIIUPYETCs] HHPOpMAITHs?

5. KakoB nopsiiok oOmMeHa uHpopmarueit?

6. Pacckaxute 00 ypoBHSX yIpaBlIeHUS JOKyMEHTAIHEH.

Tema 3. IlopsioK BeAOMCTBEHHOI'0 XpaHEHHSl NOKYMEHTOB W OPraHM3alusi UX
JeJIONPOM3BO/ICTBA.
3AHSATHE 3
®opma npoBeieHUs1 — CEMUHAp, JEJI0Bast Urpa.
Bonpocs! o Teme (1t 00CyXK/I€HUS HA 3aHATHH, U1 CAMOCTOSITEIbHOTO U3yUYCHMS).
1. KakoBbl 001111€ TIOJI0KEHUS OPraHU3aLNN TOKYMEHTAIMOHHOTO 00ECTICYCHNUS
yIpaBJICHUS! B TAMOKEHHBIX OpraHax?
2. KakoBbl OCHOBHBIC MTOHSTHSI OPraHU3AIUN TOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
yIpaBJIeHUs B TAMOKEHHBIX OpraHax?
3.OnummTe OpraHu3aImio JOKYMEHTO000pOTa TAMOKEHHBIX OPTaHOB.
4. OyHKIUYU U CTPYKTYpPa CIIyKObI 1€70NPOU3BOJICTBA.
5. IlpaBuia opranu3anuy JOKYMEHTOO00POTa B yUPEXKICHUSAX.
6. O0mue npaBuiia v 3a1a49M PETUCTPAIH JOKYMEHTOB.
7. Opranu3zanys KOHTPOJISI HCIIOJIHEHUS JIOKyMEHTOB.
8. CucrtemaTu3anys U XpaHeHHe JOKYMEHTOB B OpraHU3alllu.
9. TexHuuecKue CPEICTBA, UCIOIB3YEMBIE B ACTONPOU3BOICTBE.
10. ITyTu coBepIIeHCTBOBAHUS CITYKOBI ITOTIPON3BOICTBA.
3aanue A5 IpakTHYeCKOl paboThI:
1. CocraBuTh cXeMy MPOXOXKICHHS BXOJSIIEH TOKYMEHTALUU B OpPraHU3al|H.
2. CocTaBUTh CXeMy MPOXOXKICHHS HCXOISIIEH TOKYMEHTAIIUN B OpraHN3auu
3. CoctaBuTh NPUMEPHYIO (POPMY HOMEHKJIATYPBI JIe], UCTIOJIb3YEMYIO B OpraHHU3aIUsX.

3ananue Ha nenoByio urpy (JAU-1):

[TpakTrueckas paboTa CTyA€HTOB B ManbIX rpynnax (o 3-5 yenosek). ['pynmst
MOJy4YaroT JOKYMEHTBhI M paclpesessioT uX Ho ucnonHuTensMm. Kaxnas rpynma cocraBiser
MPUMEPHYIO MPOTpaMMy COBEPIISHCTBOBAHMSI CITYyKOBI aenonpou3BojacTBa. [1o 3aBepmeHnn
MIPOU3BOJIUTCS 3aCiIyIIMBaHUE JOKIAaNa KaXIOHM Mayoil Ipymnmbl, 0OCyXJIEHHE U HTOrOBOE
OILICHUBAHHE C YYaCTHEM ITPETIo1aBaTelsl.

Bpewms - obmiee 60 muH. (50 MuH. — camocTosiTenbHast padota, 10 MuH. — 00CyXIeHHE KaX10T0
JOKJIaJa).

Tema 4. Opranuzanusi padoTbl CJIy:K0 JOKYMEHTAIIMOHHOIO oOecmedeHus
TaMOKE€HHBIX OPraHoOB, X 33124 U PYHKIIUN

3AHSATHE 4

dopma IpoBENECHUS — CEMUHAP, NUCKYCCUSL.

Bonpocs! no Teme (111 00CyXKI€HNS Ha 3aHATHH, IS CAMOCTOSITEIbHOTO U3yUCHHUS).

1. TunoBass WMHCTPYKLHS IO JAEJONPOU3BOACTBY M pabOTe apxuBa B TaMOKEHHBIX
Oprasax.

2. JlokyMeHTallMOHHOE 00eCTieYeHHE YIIPABICHHSI B TAMOXKEHHBIX OpraHax.
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3. 3amaun, GyHKIMH U TOPSIOK pabOTHI OTHEa JOKYMEHTAIIMOHHOTO 00eCIeueHUs
TaMO>KEHHBIX OPTaHOB.

4. TlpaBa u OOS3aHHOCTH OTBETCTBEHHOI'O 3a JEJIOMPOU3BOJICTBO B CTPYKTYpPHOM
MO/Ipa3ICICHUH TAMOXXEHHOTO OpraHa.

5. IlpaBa, 0053aHHOCTH W OTBETCTBEHHOCTh HAaYallbHUKA OTJIENa JOKYMEHTAI[MOHHOTO
obecrieueHrst TAMOXXEHHOTO OpraHa.

6. OyHKIMH COTPYTHUKOB CITY>KOBI IETONPOU3BO/ICTBA TAMOKEHHOTO OpraHa.

TeMbl TOKJIAI0B:

1. IlpumepHasi MOJDKHOCTHAsT WHCTPYKIMS HMHCIEKTOpAa OTHeNa JOKYMEHTAIIHOHHOTO
o0ecrieueHus, OCYIIECTBISIONIEIO PETUCTPAIIUIO IPUKA30B, PACTIOPSIKEHUH, TOKIAIHBIX 3aIHCOK
U Jp. BHYTPEHHUX JIOKYMEHTOB TaMOKEHHOTO OpraHa.

2. TlpumepHasi JOMHKHOCTHAS MHCTPYKIUS HWHCIEKTOpA OTHENa JOKYMEHTAI[MOHHOTO
o0ecrieueHusI, OCYIIECTBIISIONIET0 MAIIMHOUCHBIE pa0OTHI OTAEIA.

3. IlpumepHas MOKHOCTHAS WHCTPYKIMS HWHCIEKTOpa OTHENa JTOKyMEHTAIMOHHOTO
o0ecrieueHus, OTBETCTBEHHOTO 32 Pa0OTy KOMMPOBATEHO—MHOXKHUTEIIEHOTO Y94acTKa OTAeNa.

4. TlpumepHass IOJDKHOCTHAs HMHCTPYKIUS  HMHCIEKTOpPAa JKCHEAWIIMA  OTIeIIa
JIOKYMEHTAIMOHHOTO 00eCIIeYCHUSI.

5. IlpumepHas MOJDKHOCTHAs WHCTPYKIIUS WHCIEKTOpPA, OTBETCTBEHHOTO 3a pPaboTy
y4acTKa BXOJAIICH KOPPECIIOHACHIIMN OT/Iea TOKYMEHTAIMOHHOTO 00SCTICUeHUSI.

6. IlpumepHas HOJDKHOCTHAas HMHCTPYKIUS WHCIEKTOpPA, OTBETCTBEHHOIO 3a pPadoTy
y4acTKa UCXOMsIIeH KOPPECTOHICHIIUH OT/AelNa JOKYMEHTAIIHOHHOTO 00eCTIeYeHMsI.

7. TlpumepHasi JOHKHOCTHAs MHCTPYKIUS HMHCIEKTOpa OTAeNa JOKYMEHTAI[MOHHOTO
o0ecrnedeHus, OCyIIEeCTBISIONIEr0 KOHTPOIIb 32 UCIIOTHEHUEM IOKYMEHTOB OT/IENA.

8. IlpumepHasi JOMHKHOCTHAs HMHCTPYKIUS HMHCIEKTOpa OTJeNla JOKYMEHTAI[MOHHOTO
o0ecrniedeHus, OTBETCTBEHHOTO 32 BEJCHHE JEIONPOU3BOICTBA 110 OOPALIEHUSM TPaK/IaH.

BonpochI 1J1s1 CAMOKOHTPOJIsI:

1. Kakoii HOpMATHBHBIM aKT periaMEeHTHpPYeT TOPSAOK  PadOThI  CITY:KOBI
JIEIONPOU3BOJICTBA U apXMBa B TAMOYKEHHBIX OpTraHax?

2. Kakoe cTpykTypHOE MOJpa3ielieHue TaMOKHU OTBEYAeT 3a JOKYMEHTAIIHOHHOE
obecrieyeHue ynpasiaeHus?

3. Ha xoro Bo3naraercs OTBETCTBEHHOCTh 32 OPTaHU3AIIHMIO I€JIOMPOU3BOJICTBA B OTAENIAX
TaMO>KEHHBIX OpraHOB?

4. KakoBbl OCHOBHBIC 337auid U (PYHKIIMH OT[eJa JOKYMEHTAI[MOHHOTO OOeCTeueHus
TaMO>KEHHBIX OpraHOB?

5. Uto BXOAUT B 00S3aHHOCTH OTBETCTBEHHOTO 3a JEIOMPOU3BOJCTBO B CTPYKTYPHOM
MO/Ipa3IeIeHUH TAMOXXEHHOTO opraHa?

6. Kakue mpaBa u 00sS3aHHOCTM HMMEET HadalbHUK OTAENa TOKYMEHTAIMOHHOTO
obecrnedeHrs TaMOKEHHOTO opraHa?

7. KakumMu HOpMATHBHO-TIPAaBOBBIMH aKTaMU PYKOBOJCTBYETCS HadallbHUK OT/Eelia
JIOKYMEHTAIMOHHOTO 00eCTIeUeHH s TAMOXKEHHOTO OpraHa B CBOeH AesITeNbHOCTH?

8. Uto BXOAUT B 00S3aHHOCTH MHCIIEKTOPA OTAeNa JOKYMEHTAI[MOHHOTO 00ecredeHusl,
OCYIIECTBIISIONIETO PETUCTPAITUIO BHYTPEHHUX IOKYMEHTOB TAMOXXEHHOTO OpraHa?

9. KakoBbI 00S3aHHOCTH HWHCIIEKTOPA, OCYMIECTBIISIONICTO MAIIMHOIHUCHBIE PaOOTHI,
OTJIeNTa JOKYMEHTAITMOHHOTO 00SCIICUEeHUST TAMOYKEHHOTO opraHa?

10. TlepeuucrmuTe OCHOBHBIC 3aJlaud HWHCIIEKTOpPA, OTBETCTBEHHOIO 3a pPaboOTy
KOITUPOBATLHO-MHOXKHTEIBHOTO yJacTKa?

11. Yto BXOOUT B OOSI3aHHOCTH MHCIEKTOPA AKCIECIUIIUUA OT/eTa JOKYMEHTAIMOHHOTO
obecrieueHrst TAMOKEHHOTO opraHa?

12. KakoBbl (PyHKIIMM HWHCIEKTOpPA y4YacTKa BXOIAIMICH KOPPECIIOHICHIIUU OTHesa
JIOKYMEHTAITMOHHOTO 00eCIeYeHHUsI TAMOYKCHHOTO OpraHa?
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13. Yto sBisieTCsl OCHOBHO#M 3ajaveil MHCIEKTOpPA, OCYIIECTBISIOIIETO KOHTPOJb 3a
HUCITOJITHECHUEM I[OKYMCHTOB?

14. KakoBbl OCHOBHBIC OOS3aHHOCTH HWHCIIEKTOpa OT/Aeda JTOKYMEHTAIIMOHHOTO
oOecricueHHss TAMOXXEHHOTO OpraHa, OTBETCTBEHHOIO 3a BEICHHE JICIONMPOU3BOJICTBA IO
oOpareHus M Tpaxkian?

15. KakuMu HOPMATHBHBIMH aKTaMH PYKOBOJCTBYIOTCS COTPYAHHUKH  CITYXKOBI
JIeTIONPOU3BOICTBA TAMOXKEHHOTO OpraHa B CBOCH JeITeIbHOCTH?

Tema 5. HpaBI/IJ'[a NOArOTOBKM M O(l)OpMJ'IeHI/Iﬂ AOKYMEHTOB B TAMOKCHHBIX OpraHax

3AHATHE 5

®opma NpoBeEeHUs — CEMUHAP, JEJI0Basi Urpa.

Bonpocs! o Teme (11t 00CyXKI€HUS HA 3aHATHH, U1 CAMOCTOSITEIIBHOTO U3yUCHMS).

1. JlokymMeHTa1usi TAMOKEHHBIX OPTaHOB.

2. OcoOeHHOCTH TMTOATOTOBKH U 0(pOPMIICHUS OTICIBHBIX BUIOB JOKYMEHTOB.

3. TpeOoBanus k OJaHKaM JIOKYMEHTOB.

4. OdgopmiieHrEe peKBU3UTOB B MPOIECCE MOATOTOBKU JOKYMEHTOB.

5. TpeboBaHus K AOKyMEHTaM, U3rOTOBIISIEMBIM C MOMOIIBIO [E€YATAIOLIUX YCTPOUCTB,
KOIIMPOBAHUE JOKYMEHTOB.

6. OcobGenHoctu 0opopMIIeHHUSI JOKYMEHTOB, NIEPEIaBAEMBIX 110 KaHaIaM JIEKTPOCBS3H.

3aganue 11 NpaKTHYeCKOH padoThI:

1. CocrtaBurh mNpUMEpPHBIH MEPEYEHb JIOKYMEHTOB, MOMJISKALUIUMX YTBEPKICHUIO
PYKOBOJCTBOM TaMOKEHHBIX OPIaHOB.

2. CocTaBUTH IPUMEPHBIN MepeueHb JOKYMEHTOB, HAa KOTOPBIX CTABUTCS MEYaTh.

3. ObopMuTh 00pa3IbI CIESTYIONINX JOKYMEHTOB:

- pacropsiKeHHUs;

- IPOTOKOJA;

- JIMCTa COTJIacOBaHMs IPOEKTa MPUKa3a;

- OJ1aHKa MUChMa TaMOXKHU.

4. 3anoaHUTh GOPMBI CIEAYIOMUX TOKYMEHTOB:

- HOMEHKJIaTyphblI JIeJl TAMO’KEHHOT'O OpraHa.

- ONKCH JeJ MOCTOSIHHOT0, BpeMeHHoro (cBbime 10 j1eT) XpaHeHHs U M0 JUYHOMY
COCTaBy CTPYKTYPHOTO [OAPA3/ICIEHNs TAMOKEHHOTO OpraHa.

Bonpockl AJ1s1 CAMOKOHTPOJISI:

1. Kakue BuIpI HEHOPMATUBHBIX MPABOBBIX aKTOB M3AAI0T TAMOKEHHBIE OpTaHbI?

2. Kakum 00pa3omM MOTYyT ObITh OTMEHEHBI NMPABOBBIE aKThl, W3/IaHHBIE TAaMOXXEHHBIM
opraHom?

3. Kakne peKBU3HTBHI HCIOJIB3YIOTCS TPU TOATOTOBKE W O(GOPMIICHHH JOKYMEHTOB
TaMOXEHHBIX OPraHoB?

4. Kakue TpeOOBaHHS TNPEABABISAIOTCA K OJaHKaM JIOKYMEHTOB, COCTaBJISIEMbIX B
TaMO>KEHHBIX OpraHax?

5. Kakue TpeOoBaHUS MPEABABISAIOTCA K M3TOTOBJICHUIO, YUETY, MCIOJIb30BAaHUIO U
XpaHEHUIO repOOBbIX OTaHKOB?

6. Kak mpaBmiibHO 0opMIIsieTcs peKBH3UT «HANMEHOBAaHUE BUJA IOKYMEHTay?

7. Kakxum o6pa3zom opopmirsieTcss peKBU3UT «aJIpecoBaHUE TOKYMEHTa» ?

8. KakoBsl 0cOOEHHOCTH 0POPMIICHHS PEKBU3UTA «TEKCT TOKYMEHTa»?

9. C xakoil 1enpl0 W B KAKOM IIOPSIKE IMPOBOJMUTCS COTJIACOBAHWE TOKYMEHTOB,
COCTaBJICHHBIX TAMO>KEHHBIM OpPraHoM?

10. KakoBbl 0COOEHHOCTH TOJTOTOBKH M O(DOPMIICHHS MPUKA30B U PACTOPSIKEHUH,
W3JIaHHBIX B TAMOXXEHHOM oprane?
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11. KaxoBbl ocobGeHHOCTH O(OpPMIIEHUS WHCTPYKIMA W aKTOB, COCTaBJICHHBIX B
TaMOXE€HHOM OpraHe?

12. Kak nporcxXouT MOArOTOBKA JOKYMEHTOB K 3aCE€IaHUsM KOJUICTUH?

13. Kakue TpeOoBaHUS MPEABABIAIOTCS K JOKYMEHTaM, U3TOTOBIISIEMBIM C MOMOIIbIO
MeYaTarouux yCTPOUCTB?

14. Kakum 06pa3om Npou3BOJIUTCA B TAMOKEHHBIX OpraHax pa3MHOKEHHUE TOKYMEHTOB?

15. KaxoBbl ocobeHHOCTH O(GOpPMIICHHS U MEpeladd Telerpamm, TeJeTalIorpamm,
(akcorpamm u Tese()OHOTpaMM B TAMOKEHHBIX OpraHax?

3aganue Ha aejoByio urpy (AHU-2):

[IpakTuueckass paboTa CTyAEHTOB B Maiblx Tpymnmax (mo 3-5 demoBek). ['pyrmib
pa3pabaTbIBalOT JOKYMEHTHI: MPHKa3, PaclopsiKeHue, JeoBoe muchMo (2-3 Buaa, HapUMep:
COMPOBOIUTENIbHOE, HWH(MOpPMALMOHHOE, TapaHThiiHOoe). [lo 3aBepiIeHMHM MPOU3BOAUTCS
3aclyIIMBaHuE JOKJIaJa KaXJAOW MaJloil Tpynmbl, OOCYXKIECHHE W HUTOTOBOE OIICHUBAHUE C
y4acTHEM IMPEIo/1aBaTesl.

Bpewms - obmee 60 mun. (50 MuH. — camocTosiTenpHas padora, 10 MuH. — 00Cy)IeHUE
KaXXJI0TO JI0KJIa/1a).

Tema 6. Opranu3zanusi J0KyMeHT0000P0OTa B TAMOKEHHBIX OpraHax

3AHSATHE 6

dopma npoBeieHNs — CEMUHAP.

Bonpocs! o Teme (11 00CyXK/I€HNS HA 3aHATHH, JUIsl CAMOCTOSITEIIBHOTO U3YUCHMS).

1. IIpuem, o6paboTka 1 pacupeesneHre NOCTYNAIINUX JOKYMEHTOB.

2. Opranu3zanusi 00pabOTKH U TIepeiayn OTIIPABIISIEMBIX JOKYMEHTOB.

3. Iopsiiok NpoXoKAeHNsI BHYTPEHHUX JOKYMEHTOB.

4. ITpuem 1 006pabOTKa JOKYMEHTOB, MOCTYMAIOUINX 110 KaHaJaM 3JI€KTPOHHOM MOYTHI U
(baKCUMHIILHOH CBSI3H.

5. Yder konnyecTBa JOKYMEHTOB.

6. PaGota c oOpalieHusIMU Tpak]JaH U JAEMyTaToB.

7. Peructparus 10KyMEHTOB.

8. Opranu3zanus MOMCKOBOM CUCTEMBI 110 JOKYMEHTAaM.

9. KoHTpOJIb UCTIONHEHUS TOKYMEHTOB.

10. PaboTa ucnoiHMATENEH C JOKyMEHTaMH.

3aganue 11 NpaKTHYeCKOH padoThI:

1. 3anonHUTH crenyromue JOKYMEHTHI:

- (hopmy nprMepHOI CBOJIKH O TOKYyMEHTOOOOPOTE TaMOKEHHOTO OpraHa;

- IPUMEPHYI0 POPMY CIIPaBKH O COCTOSTHUM UCIIOJHEHUS IOKYMEHTOB;

- 0Opa3el perucTpaluoOHHO-KOHTPOJIBHOM KaPTOUKH.

Bomnpocsl 1J1s1 CAMOKOHTPOJIA:

1. Kakum 06pazoM mpou3BOAMTCA MPHEM U MepBUYHAs 00pabOTKa MOCTYMAOUIUX B
TaMOXXEHHBIN OPraH JTOKYMEHTOB?

2. C KakoW IeNbI0 MPOU3BOIMUTCS TPEABAPUTEITHLHOE PACCMOTPEHHE TOCTYIAONINX B
TaMOXXEHHBIN OPraH JTOKYMEHTOB?

3. KakoB mopsok MOATOTOBKHA M 0OpaOOTKH, COCTABISIEMBIX B TAMOKEHHOM OpTaHe
JIOKYMEHTOB?

4. Kak mpou3BOIUTCS PErUCTpanys JOKYMEHTOB B TAMOXKEHHOM Ooprase?

5. Kakue BHIBI JOKYMEHTOB, OOpalllalolUXCs B TaMOXXEHHBIX OpraHax, MOJJIeXaT
o0s3aTeIbHON perucTpannn?

6. Kakue cripaBouHble MaTepHalibl UCIIOJIB3YIOTCS IPU PETUCTPALIMU JOKYMEHTOB?

7. KakoBbl 0COOCHHOCTH aBTOMAaTU3HUPOBAHHOW PETHCTPALIUHU IOKYMEHTOB?
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8. Kakum 06pa3oM npou3BOIUTCS IOCTPOCHHUE IIOUCKOBOM CUCTEMBI 110 IOKyMEeHTam?

9. Kaxk ocymiecTBisieTcst HOUCK JTIOKYMEHTOB ITPU aBTOMATU3MPOBAHHOM PErHCTpaIivm?

10. Kak npousBoauTcs mojcuer oobeMa JOKyMEeHTO0000pOoTa B TAMOKEHHOM OpraHe?

11. Yo BXOAMT B 33124 KOHTPOJISI HCIIOTHEHNS JOKYMEHTOB TAMOXXEHHOTO OpraHa?

12. Kakue cpokH UCIIOJIHEHUS JOKYMEHTOB IPUMEHSIOTCS B TAMOXKEHHBIX OpraHax?

13. KakuM 00pa3om opraHu3oBaH KOHTPOJIb HCIIOJIHEHUS TOKYMEHTOB B TaMOXEHHBIX
opraHax?

14, Kak ocymecTBiasieTcss B TaMOXEHHBIX OpraHax paboTa HCIOJHHUTENEH C
JIOKyMEHTaMu?

15. KakoBbI 0cOOEHHOCTH pabOThI ¢ 00paIIEHUSIMH IPAXKIaH B TAMOKEHHBIX Opranax?

Tema 7. (I)opanOBaHne A€J B TAMOKEHHBIX Opranax

3AHATHE 7

dopma npoBeIeHUs] — CEMUHAP.

Bonpocs! o Teme (11 00CyXK/I€HNS Ha 3aHATHH, U1 CAMOCTOSITEIIBHOTO U3YUCHMS).

1. CocraBiieHre HOMEHKJIATYPbI JEI1.

2. opMupoBaHHE JeT B TAMOYKCHHBIX OPTraHaXx.

3. Odbopmnenue nen.

4. Opranu3zanys onepaTUBHOTO XpPaHEHUs JOKYMEHTOB.

5. Opranu3zanus IpoOBEAEHUS SKCIIEPTU3bI HEHHOCTHU JIOKYMEHTOB.

6. CocraBiienre 1 0o(hOpMIICHUE OTTUCEH JIEIT.

7. Ilepenaya JOKyMEHTOB Ha apXUBHOE XpaHEHHUE.

3aganue 11 NpaKTHYeCKON padoThI:

1. 3anonHUTE GOPMBI CAEAYIOUINX JOKYMEHTOB:

- HOMEHKJIaTypbl JIeJ TAMOKEHHOI'O OpPraHa;

- ONKCH JeJ MOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jeT) XpaHeHHS U M0 JTHIYHOMY
COCTaBYy CTPYKTYPHOTO MOAPA3/I€ICHHsI TAMOKEHHOTO OpPTaHa;

- aKTa O BBIACIICHUH K YHUUYTOXKECHHIO JOKYMEHTOB, HE MOJIEKAIINUX XPAHEHUIO.

Bonpochl AJ1s1 CAMOKOHTPOJISE:

1. KakoBbI 0COOEHHOCTH COCTABJICHHUSI HOMEHKJIATYPHI JieJ1 TAMOKEHHOT'0 OopraHa?

2. KakuMu HOpPMaTHBHBIMH aKTaMH CJIEIYeT PYKOBOJICTBOBATHCS NMPH COCTABICHUHU
HOMEHKJIATYPBI Je?

3. Kakue manHbIe BKIIOYAIOTCS B HOMEHKIIATYPY JIEJI TAMOYKEHHOTO OpraHa’?

4. KakoBbl 0cOO€HHOCTH (POpMHUPOBAHUS JI€1 B TAMOKEHHOM OpraHe?

5. Kakue npaBuiia He06X01MMO coOII0AaTh IpU (POPMHUPOBAHUY JIEN?

6. KakoBbl 0COOECHHOCTH TpPYNIHPOBKH B Jefla Pa3IMYHBIX BHIOB JOKYMEHTOB,
COCTaBJIEHHBIX B TAMO>KEHHOM Oprase?

7. Kak mpou3BOIUTCS 3KCIEPTU3a HEHHOCTH TOKYMEHTOB B TAMOKEHHOM OpraHe?

8. C kaxoii 11eNbI0 CO3/Ial0TCs MOCTOSIHHO JIEHCTBYIOIINE SKCIIEPTHBIE KOMUCCHU?

9. Ilepeuncinte OCHOBHBIE (PYHKITUH SKCIIEPTHOW KOMUCCHH.

10. Kakue cBeneHHs yKa3bIBaloTCsA Ha OOJOXKKE Jena, OPOPMIECHHOIO B TaMOXXEHHOM
oprase?

11. Kak ocymiecTBisieTcst OTOOp TOKYMEHTOB JJIs IIepeiauu B apXuB?

12. KakoBbI 0cOOEHHOCTH OQOPMIICHHS Je7T TAMOKEHHOTO OpraHa?

13. KakoB nops10K cOCTaBJICHUS OMUCEH €7 TAMOYKEHHOIO opraHa?

14. T'me mpou3BOOUTCA ONEPATUBHOE XpaHEHHE N1 M JOKYMEHTOB TaMOXXEHHOTO
opraHa?

15. KakoB nopsok nepenayu el Ha apXuBHOE XpaHEeHHUE?
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Tema 8. Opranuszauusi padoTbl BeJOMCTBEHHOI'0 apPXHBA, IKCHEPTH3A IEHHOCTH

AOKYMEHTOB
3AHSATHE 8

®dopma npoBeeHUs — CEMUHAP.

Bonpocsl mo Teme (1151 00CyKICHUS HAa 3aHATHH, JJISI CAMOCTOSITEIILHOTO H3YUYEHUS).
. 3agauu ¥ GYHKIUK apXUBOB TAMO>KEHHBIX OPI'aHOB.

. OGecnieyeHne COXpaHHOCTU JOKYMEHTOB apXHBa.

. Opranuzanus JOKyMEHTOB B apXUBE.

. Y4eT TOKyMEHTOB B apXMUBaX TAMO>KCHHBIX OPI'aHOB.

. Hay4yno-cripaBouHbIl anmnapar K JOKyMEHTaM apXHBa.

. Mcnionp30BaHne TOKyMEHTOB apXHBa.

. ITopsinok nepenaymn TOKyMEHTOB apXUBa Ha IOCTOSIHHOE XpaHEHHUE.
. Opranu3anus paboTbl apXuBa.

[Tocne paccMOTpeHHs BBILIENEPEUUCIEHHBIX BOIPOCOB CTYJAEHTHI JOJKHBI CBOOOJHO
u3jaratb uMeromuecs 3Hanus. C 1esblo CaMOKOHTPOJI yCBOCHHUS MaTepHalla CTyACHTHI JIOJIKHBI
OTBETUTH Ha CIEAYIOLINE BOIPOCHI:

3ananue ISl NPAKTHYECKOH PadoThbI:

1. OpopmuTh 006pa3ibI CIEAYIOMINX JOKYMEHTOB:

- KapTOYKH apXUBHOIO (OH/A;

- TOJIOBOTO TIJIaHa paOOThI ApXUBA;

- aKTa IpueMa-Tepejaun JOKYMEHTOB Ha TOCY/IapCTBEHHOE XPAHEHHUE;

- aKTa IPOBEPKU HAIMYUS U COCTOSIHUSA A€l POHNa;

- opopMHUTE CITPABKY-3aMECTUTEIb, BHYTPEHHIOIO OIUCH U JIUCT 3aBEPUTEITb.

Bonpocsk! 1J1s1 CAMOKOHTPOJIS:

1. IlepeunicnuTe ri1aBHbIE 331a4U ApXUBOB TAMOKEHHBIX OPraHOB?

2. Kakue yHKIMH BBITTONHSIOT apXUBBI TAMOXXEHHBIX OPTaHOB?

3. Kakme wmepornpustus TpPOBOJATCS B TAMOXEHHBIX OpraHax ajsi oOecredeHus
COXPAHHOCTH JIOKyMEHTOB apxuBa’?

4. JTns Kakux 1enei nena MOryT BbI1aBaThCs U3 XpaHUIHUIIa?

5. Kakumu nokymentamu oopmiisercs Bbljada el U3 apxuBa?

6. OnumuTe MopsI0K MPOBEIECHHS TPOBEPKU HATTMYHS M COCTOSIHUS JIEJ, YHCISIIIUXCS TI0
OTIHCSIM.

7. Kak opranusyorcst JOKyMEHTHI B apXuBe?

8. C kaxoii 11eNTbI0 MPOBOJUTCS cCHcTeMaTn3anus aei Gorga?

9. Kak opranusyercs B JJeJIONPOU3BOICTBE PO3BICK YTPAUCHHBIX €117

10. Kakue naHHBIE YKa3bIBAlOTCS HA TUTYJIBHOM JIMCTE 3aKOHYEHHOW OMHUCH e
ITOCTOSIHHOTO XpaHEHUs?

11. Kak opranusyercst y4eT JOKYMEHTOB B apXHBaX TaMOXXEHHBIX OpPraHOB?

12. TlepeunciuTe OCHOBHBIC YUETHBIE JOKYMEHTHI, IPUMEHSIEMBIEC B apXHBE.

13. Kak cTpouTcst Hay9HO-CIIPAaBOYHBIN anmapar K JOKyMEHTaM apXuBa?

14. KakuM 00pa3oM MOTYT MCIIOJIb30BaThCS JOKYMEHTHI apxXuBa?

15. KakoBbl 0COOEHHOCTH OpraHU3aluu padOThl apXHUBa TAMOXKEHHOTO OpraHa’?

CONO O WN P

Tema 9. ABTOMaTH3HPOBAaHHbIE CUCTEMBI [1€JI0NPON3BOICTBA

3AHSATHE 9

dopMa poBEACHUS — CEMUHAD.

Bonpocs! no Teme (111 00CyXK/I€HNS Ha 3aHATHH, IS CAMOCTOSITEIbHOTO U3yUCHHUS).

1. OcobOeHHOCTH aBTOMAaTH3AIMH AETIONPOU3BOICTBA B Poccuu.

2. Ilporpammsbl, BXOZsIIME B COCTaB IaKeTa aBTOMATU3allUM JIEJIONPOU3BOJCTBA
Microsoft Office.
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3. Dbl ¥ IOKYMEHTHI.

4. OCHOBHBIC TIpaBWJa ONTHMAJILHOW OpraHu3alMd paboThl C  AJIEKTPOHHBIMHU
JTOKyMEHTaMH.

3ajganue 11 NPaKTHYECKOil padoThI:

1. [lo manHOMy THNy pacmupeHus (aiia onpeieTuTe K KaKOMYy THITY OTHOCHTCS
KOHKPETHBIN JIOKYMEHT M OXapaKTepU3yHTe ero (yHKIMOHAIbHOE Ha3HAYCHHUE.

2. Onumure 4 criocoba nepekiodeHus Mexay nporpammamu Microsoft Office.

8. TEMbI IPAKTUYECKHNX U CEMUHAPCKHX 3AHATHIA

®opma 00y4eHUs: 3a0uHas

Tema 1. I[OKyMeHT H CUCTEMA JOKYMECHTALIUH.

Bonpocs! o Teme (1151 CaMOCTOSITENIBHOTO U3YUEHHUS).

1. Ilonarue foKyMeHTa U ero GyHKIIHH.

2. Packpoiite ~ monsTHad  «uHGDOpMAIUY, «MH(OpPMAIIIOHHBIE  PECYPCHY,
«IIOKYMEHTHPOBAHUE.

3. Kak cooTHOCSTCS MOHATHS «OKYMEHT» U «yIpaBiIeHUE»?

4.0OnuiunTe CUCTEMY JJOKYMEHTOB.

5.B ueM 3akitoyaeTcsi JOKYMEHTAIMOHHOE 00€CTICUeHNE YIPABICHUS ?

6. Uto perynupyer MeXIyHapOAHbII CTaHIapT Ha YIPaBIEHUE TOKyMEHTaluen?

Kakwue Buibl HocuTeneit nHGOpMaIuu UCTIONb3YIOTCS IS co3aHus JokyMeHToB? Jlaiite
UX KPaTKYIO XapaKTEpUCTHKY.

7. KakuMu OCHOBHBIMH CBOMCTBaMU 00JaaeT TOKyMEHT?

8. Uro Brmouaer B ce0s moHsATHEe «pyHKIUS» gokymenta? Ilepeuwmcnure wu
oXapakTepusynTte oomue QyHKIINN TOKYMEHTA.

9. Yto moHMUMaeTCs MO/ OTNpeIeIeHUEM «YHU(UIIMPOBAHHAS CUCTEMA JTOKYMEHTAIUN»?

10. Kakue knaccudukanmuy JOKyMEHTa U 110 KaKUM MPU3HAKaM MO>KHO J1aTh?

11. Kakoe MakcuMallbHOE€ KOJMYECTBO PEKBU3UTOB MOXKET OBITh MCIIOIB30BAHO MPHU
odopmiiennu gokyMeHTa? B o0mux yepTax oxapakTepu3yHTe KaxkIblii peKBU3HT.

12. Kakue ocHOBHBIE TPEOOBAHWSI TPEIBSIBISIIOTCS K OTaHKaM JIOKYMEHTOB?

13. Kakue oOmenpuHsAThIE COKPAIICHHUS CIIOB JOITyCKAOTCS B IOKYMEHTaX ?

14, KakoBbI OCHOBHBIE ITpaBHJIa HATUCAHUS YHCEIT B IOKYMEHTaxX ?

15. Oxapaktepu3yiite 0coOeHHOCTH 0(DOPMIICHHS B JOKYMEHTAaX 3HAKOB MPEMUHAHUS U
CHUMBOJIOB.

Tema 2. UHpoOpMaLMOHHO-TOKYMEHTAIIMOHHOE o0ecrevyeHne pPadoThl ammapara
yHpaBJICHHSA.

Bonpocsl mo Teme (17151 CaMOCTOATENBHOTO U3YUEHHS).

2. KakoBa cucrema JOKyMEHTHOH JIeATEIHbHOCTH M 9YTO OHA B Ce0sI BKITFOUACT?

2. JlaliTe XapaKTepHCTUKY HalPaBJICHUN JOKYMEHTHOM JeSTeIbHOCTH:

— HETOCPEeCTBEeHHAas paboTa ¢ JOKyMEHTaMU;

— aJMUHHUCTPAaTUBHO-YIIPABJIEHUYECKAs! JESITEIbHOCTD;

— Hay4Has JesTeIbHOCTD;

— uHPOPMALMOHHO-METOINYECKas! IESITEIbHOCTb.

3. Uto moHMMaeTcs o yrnpaBieHYecKoi nHpopmarueii?

4. o KakuM MO3UIUAM Kiaccuuuupyercs nHpopmarms’?

5. KakoB nopsiiok oomeHa nHpopMarueii?

6. Pacckaxkute 00 ypOBHSIX yNpaBlIeHUS JOKYMEHTALHEH.
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Tema 3. IlopsioK BeAOMCTBEHHOI'0 XpaHEHHSl NOKYMEHTOB W OPraHu3alusi UX
JeJIONIPOM3BO/ICTBA.
3AHSATHE 1
dopma npoBeIeHHs — CEMUHAP, JIeTI0Bast UTpPa.
Bonpocs! o Teme (Ju1s1 00CyKI€HUS HAa 3aHATUH, JAJI1 CAMOCTOSITEIIbHOIO U3YUEHUS).
4. KakoBbl 00111M€ [T0JIO’KEHHS OpPraHU3alK JOKYMEHTAIL[HIOHHOI'0 00eceueHus
yIpaBJIEHUS B TAMOKEHHBIX OpraHax?
5. KakoBbI OCHOBHBIE IOHATHUS opranu3aivv JOKYMCHTAIIMOHHOI'O obecrieyeHust
yIpaBJI€HUs B TAMOKEHHBIX OpraHax?
6. OnummTe opraHu3aImio JOKYMEHTO000pOTa TAMOKEHHBIX OPTraHoOB.
4. @yHKIUHU U CTPYKTYpPaA CIIYKObI 1€JI0IPOU3BOJICTBA.
5. IlpaBuia opranu3any JOKYMEHTOO00pOTa B YUPEXKICHUSAX.
6. O0mue npaBuiia v 33149l PETUCTPAIH JOKYMEHTOB.
7. OpraHu3anusi KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB.
8. CI/ICTeMaTI/I?;aHI/I?[ N XpaHCHUEC JOKYMCHTOB B OpraHU3allu.
9. TexHuueckue CpeaCTBa, UCIOJIB3YEMBIE B AETONPOU3BOICTBE.
10. ITyTu coBepIIeHCTBOBAHUSI CITYKOBI IETOPON3BOICTBA.
3amanue A1 MPaKTUIeCKO padoThI:
1. CocraBuTh CXEMY IPOXOXKIACHUA BXOI[?[HIGI;'I JOKYMCHTAllMU B OpraHu3alvuu.
2. CocTtaBuTh CXEMY MNPOXOKIACHUSA choz[suueﬁ AOKYMCHTAIIMKU B OpraHvusaiun
3. CoctaBuTh NPUMEPHYIO (OPMY HOMEHKJIATYPBI /1€, UCIIOJIb3YEMYIO B OpraHU3aIUsIX.

3ananue Ha qesnoByio urpy (JAU-1):

[TpakTrueckast paboTa CTyA€HTOB B ManbIX rpynnax (o 3-5 yenosek). ['pynmst
MOJy4YaroT JOKYMEHTBHI M paclpesessioT uX Ho ucnonHuTensMm. Kaxnas rpynmna cocraBiser
MPUMEPHYIO MPOTpaMMy COBEPIICHCTBOBAHMSI CITYyKOBI aenonpou3BojacTea. [1o 3aBepmeHnn
MIPOU3BOIUTCS 3aCiIylIMBaHUE AOKJIala KaXAOH Mayoil rpymnmbl, 0OCyXJIeHHE U HTOrOBOE
OLIEHUBAHHE C YYaCTHEM ITPETIo1aBaTelsl.

Bpewms - obuiee 60 muH. (50 MuH. — camocTosaTenbHas padora, 10 MUH. — 00Cyk/I€HNE KaXKA0T0
JOKJIaja).

Tema 4. Opraamsanus  padoTbl  CJIY:KO JOKYMEHTALMOHHOIO obecnedeHust
TAMOKCHHBIX OPTaHOB, UX 3212491 H QYHKIUH

Bonpocsbl o Teme (7151 CaMOCTOSITEIBHOTO U3YUEHHUS).

1. TunoBas WHCTPYKUIHS TIO AENOMPOM3BOACTBY M pPabOTE€ apXuBa B TaMOXKEHHBIX
oprasax.

2. JlokyMeHTanmoOHHOE 00ecTieueHHe yIPaBIICHNs B TAMOKCHHBIX OpraHax.

3. 3agauu, QyHKIUMU U TOPSIOK pabOTHI OTHENa JOKYMEHTAIMOHHOTO OOecreueHus
TaMOKEHHBIX OPraHOB.

4. TlpaBa m 00sI3aHHOCTH OTBETCTBEHHOTO 3a JEJIONMPOU3BOACTBO B CTPYKTYpPHOM
MOJIpa3/IeJICHNN TaAMOKEHHOT'O OpraHa.

5. IlpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTh HAYAJIBHHUKA OTHENA JOKYMEHTAIIHOHHOTO
o0ecrneveHrs TaMOKEHHOTO OpraHa.

6. OYHKIMH COTPYIHUKOB CIIYKOBI IETOMPOU3BOJICTBA TAMOKEHHOT'O OpraHa.

TeMbI TOKJIAI0B:

1. TlpumepHass AOKHOCTHAST WHCTPYKIMS HMHCIEKTOpa OTAeNa JOKYMEHTAI[MOHHOTO
obecrieueHus, OCYIIECTBISIONIETO PETUCTPAIMIO MPUKA30B, PACTIOPSHKEHUHN, JOKIAIHBIX 3aITHCOK
U Jp. BHYTPEHHHUX JOKYMEHTOB TAMOKEHHOI'O OpraHa.
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2. TlpumepHas TOJDKHOCTHAST MHCTPYKIMS MHCIEKTOPA OTAENA JOKYMEHTAIMOHHOTO
o0ecrieueHus, OCYIIECTBISIONIETO MAIIMHOMUCHBIE pa0OThI OTAEA.

3. IlpumepHas JOMKHOCTHAs MHCTPYKIHSI MHCIEKTOpPA OTIENa JOKYMEHTAI[HOHHOTO
o0ecriedeHus, OTBETCTBEHHOTO 32 Pa0OTy KOMHPOBATEHO—MHOXKHUTEIIBHOTO Y4acTKa OTAeNa.

4. TlpumepHass JOJDKHOCTHas HMHCTPYKLHMS  HMHCIEKTOpPA  JKCHETUIIMH  OTAeNa
JIOKyMEHTAITMOHHOTO 00eCIICUCHUSI.

5. TlpumepHas MOJDKHOCTHAs WHCTPYKIMS HWHCIIEKTOPA, OTBETCTBEHHOTO 3a paboTy
y4acTKa BXOJSIIEH KOPPECTIOHICHIIMH OT/ENa TOKYMEHTAIIMOHHOTO 00eCIIeYCHUSI.

6. IlpumepHas MOJDKHOCTHAsT WMHCTPYKIMS HHCIEKTOpa, OTBETCTBEHHOIO 3a padoTy
ydacTKa UCXOSIIeH KOPPECTIOHICHITUH OT/Aela JOKYMEHTAIIHOHHOTO 00ECIICUeHMSI.

7. TlpumepHasi TOKHOCTHAST WHCTPYKIUS WHCIEKTOpa OTAeNa JOKYMEHTAIIMOHHOTO
o0ecrniedeHus1, OCYIIECTBISIONIETO KOHTPOIIb 32 UCTIOTHEHUEM IOKYMEHTOB OT/IENA.

8. IlpumepHasi TOJDKHOCTHAS WHCTPYKIHS WHCIICKTOpa OTAENA JOKYMEHTAIIMOHHOTO
oOecrieueHusi, OTBETCTBEHHOIO 3a BEJACHHUE JICIONPON3BOICTBA 0 OOpAIEHUSIM IPaK/IaH.

Bonpocsl 11t caMOKOHTPOJISE:

1. Kakoifi HOpPMATUBHBI aKT pErJaMEeHTUPYET TMOPAIOK pabOThl  CITykKObI
JIEIONIPOU3BO/ICTBA U apXHUBa B TAMOKCHHBIX OpraHax?

2. Kakoe cTpykTypHOE NOJpa3fefiecHue TaMOXXHM OTBEYaeT 3a JOKYMEHTallMOHHOE
oOecrnieueHue ynpaBieHHs ?

3. Ha xoro Bo3nmaraeTcsi OTBETCTBEHHOCTD 32 OPraHU3AIIMIO JEIOMPOU3BOJICTBA B OTACIIAX
TaMOYXEHHBIX OPraHoB?

4. KakoBbl OCHOBHBIC 3a7aud U (YHKIMH OTHAeNa JOKYMEHTAllMOHHOTO OOeCTeueHus
TaMOYXEHHBIX OPraHoB?

5. Uto BXOAHWT B 00SI3aHHOCTU OTBETCTBEHHOTO 3a JIEJIONPOU3BOJACTBO B CTPYKTYPHOM
MO/Ipa3IeIeHuy TAMOXXEHHOTO opraHa?

6. Kakme mpaBa W 00S3aHHOCTH WMEET HAYaJIbHUK OTHElIa JOKYMEHTAI[MOHHOTO
obecrieueHrs TaMOKEHHOTO opraHa?

7. KakuMu HOpPMAaTHBHO-TIPAaBOBBIMH AaKTaMH pPYKOBOJACTBYETCSI HAdyallbHUK OTJENa
JOKYMEHTAIMOHHOTO 00eCTieueHusl TAMOYKEHHOTO OpraHa B CBOeH AesITeNbHOCTH?

8. Uto BXOAWT B 00SI3aHHOCTH HHCIIEKTOPA OTJENNA JIOKYMEHTAIIMOHHOTO 00eCIIeUeHHS,
OCYIIECTBJISIONIETO PETUCTPAIINIO BHYTPEHHUX IOKYMEHTOB TAMOXKEHHOTO OpraHa?

9. KakoBbl 005S3aHHOCTH HMHCIIEKTOPA, OCYIIECTBISIONIETO MAIIMHOMUCHBIE PaboThI,
OTJIeNa JOKYMEHTAIMOHHOTO 00eCTIeUeHUsI TAMOYKEHHOTO opraHa?

10. TIlepeuucnuTe OCHOBHBIE 3aJa4d HMHCIEKTOpPa, OTBETCTBEHHOIO 3a paboTy
KOITUPOBATLHO-MHOKHTEIBHOTO yJacTKa?

11. Yto BxOoAUT B 0OSI3aHHOCTH MHCIEKTOPA AKCIECAUIIMUA OT/eNa JOKYMEHTAIIMOHHOTO
obecrieueHrs TAMOXEHHOTO opraHa?

12. KakoBbl (yHKIIMM HMHCIEKTOpA YYacTKa BXOMSIIEH KOPPECHOHACHIIMU OTAea
JOKYMEHTAI[MOHHOTO 00ECTIeUeHHsI TAMOYKEHHOTO opraHa?

13. Yrto sBnseTcss OCHOBHOW 3ajjaueil MHCIEKTOPA, OCYIIECTBISIOIIET0 KOHTPOJb 3a
WCIIOJTHEHUEM JIOKYyMEHTOB?

14. KaxkoBbl OCHOBHBIE OOS3aHHOCTH HMHCIEKTOpAa OTAeNa JOKYMEHTAIIHOHHOTO
oOecrieueHrss TaMOXXEHHOTO OpraHa, OTBETCTBEHHOTO 3a BEJEHHUE JEIOMPOU3BOJCTBA IO
oOparnieHusM TpaxaaH?

15. KakumMu HOpMATHBHBIMH aKTaMH pPYKOBOJCTBYIOTCS COTPYJHUKHU  CITYXKObI
JIENIONPOU3BOJICTBA TAMOKEHHOTO OPTaHa B CBOCH JIESATEIHHOCTH?

Tema 5. [IpaBuiia noAroToBKU U 0popMIIeHUSI JOKYMEHTOB B TAMOKEHHBIX OpPraHax

Bonpochl o Teme (7151 CAMOCTOSITETFHOTO U3YUYEHHUS).

1. JlokyMeHTaIisi TAMOKEHHBIX OPTaHOB.

2. OcOOCHHOCTH MOATOTOBKH M 0()OPMIICHHSI OTJAEIBHBIX BUIOB JIOKYMEHTOB.
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3. TpeboBanus K OJ1aHKaM JOKYMEHTOB.

4. OdopmiieHHE PEKBU3UTOB B IIPOIECCE MOATOTOBKH JOKYMEHTOB.

5. TpeOoBaHMs K TOKYMEHTaM, U3rOTOBJIAEMBIM C MOMOILIbIO 1€YATAIOIIUX YCTPOMCTB,
KOIIMPOBAHUE IOKYMEHTOB.

6. OcobenHocTH 0(OopMIIEHHS TOKYMEHTOB, II€peJaBaeMbIX 110 KaHajIaM 3JIEKTPOCBS3H.

Bonpocekl 111 caMOKOHTPOJIA:

1. Kakue Bl HEHOPMATUBHBIX IPABOBBIX aKTOB U3AI0T TAMO>KEHHBIE OpraHbl?

2. Kakum 0o0pa3oM MOryT ObITh OTMEHEHBI MPABOBBIE AKThl, U3AHHBIE TAMOKEHHBIM
opraHom?

3. Kakue pexBU3HUTBHI MCIOJB3YIOTCS IPU IMOATOTOBKE M OQOPMIIEHHHM JOKYMEHTOB
TaMOYKEHHBIX OPraHOB?

4. Kakue TpeOOBaHUS TNPEABSABISAIOTCA K OJaHKaM JTOKYMEHTOB, COCTaBJISIEMBIX B
TaMO>KEHHBIX OpraHax?

5. Kakue TpeOoBaHUS NPEAbABIAIOTCS K W3TOTOBICHHUIO, YUETY, UCIIOJIb30BAHUIO U
XpaHEHUIO repOoBbIX OJaHKOB?

6. Kak npaBuwiibHO 0popMIIsieTcs PEKBU3UT «HAUMEHOBAHUE BUJA JOKYMEHTa»?

7. Kakum 06pa3zom ohopMIIsieTcsi peKBU3UT «aJpeCOBAaHUE JOKYMEHTa»?

8. KakoBbsl 0coOeHHOCTH 0POPMIICHHS PEKBU3UTA KTEKCT JOKYMEHTa»?

9. C xakoil menpl0 ¥ B KAKOM IIOPSAIKE IMPOBOAUTCS COTJIACOBAHWE OKYMEHTOB,
COCTaBJIEHHBIX TAMOXXEHHBIM OpraHOM?

10. KakoBbl 0COOEHHOCTH HOATOTOBKU M O(GOPMIICHHS IIPUKA30B U PacClOpsKEHUH,
U3JIaHHBIX B TAMOKEHHOM OpraHe?

11. KakoBbl 0coOeHHOCTH OGOPMIIEHUSI MHCTPYKLHMH M aKTOB, COCTABJICHHBIX B
TaMOXXEHHOM opraHe?

12. Kak mporcX0oUT MOArOTOBKA JOKYMEHTOB K 3aCEIaHUsIM KOJUICTUH?

13. Kakue TpeOGOBaHUS MPEIBIBIAIOTCS K JTOKYMEHTaM, M3TOTOBJISIEMBIM C ITOMOIIBIO
NeYaTarlUX YCTPOICTB?

14. KakuM 006pa3oM MpOU3BOIUTCS B TAMOKEHHBIX OpraHax pa3MHOXEHHE JTOKYMEHTOB?

15. KakoBbl ocobGeHHOCTH O(OpMIIEHUS M Tepeadyd TelerpaMM, TeleTalrnorpamw,
(hakcorpamm u TesneOHOrpaMM B TAMOKEHHBIX OopraHax?

Tema 6. Opranuzanus 10KyMeHT0000pOTa B TAMOKEHHbIX OPraHax

Bonpocs! no Teme (111 CAMOCTOSITENTLHOTO U3YUEHHUS).

1. Ilpuem, 06paboTka 1 pacrpeneaeHre MOCTyNaoUMX JOKYMEHTOB.

2. Opranu3zanusi 00paboTKH U Miepeiaun OTIIPABISAEMBIX JOKYMEHTOB.

3. Iops ok MpoX0KACHNSI BHYTPEHHUX JOKYMEHTOB.

4. Ilpuem 1 006pabOTKa JOKYMEHTOB, MOCTYTAIOUINX 110 KaHaJaM 3JI€KTPOHHON MOYTHI U
(aKCUMHIILHOH CBSI3H.

5. Yuer kosnn4ecTBa JJOKYMEHTOB.

6. PaGota c oOpaleHusIMU TpakJJaH U JAEMyTaToB.

7. Peructpariusi JOKyMEHTOB.

8. Opranu3zanus MOMCKOBOM CUCTEMBI 110 JOKYMEHTAaM.

9. KoHTpOIb UCTIONHEHUS JOKYMEHTOB.

10. PaboTa ucnoHATENEH C JOKyMEHTaMH.

3ananue 11 NPaKTHYECKOH padoThI:

1. 3anoHATE cemyromue JOKYMEHTHI:

- (hopMy IPUMEPHOH CBOJIKH O JOKYMEHTOOOOPOTE TAMOKEHHOTO OpraHa;

- IPUMEPHYIO POPMY CIIPABKH O COCTOSTHIH UCTIOJTHEHUS IOKYMEHTOB;

- o0paszell perucTpaluOHHO-KOHTPOJIBbHON KapTOUKH.

Bomnpocekl 111 caMOKOHTPOJIA:
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1. Kakum 06pazoM mpou3BOAMUTCA MPHEM U MepBUYHAs 00pabOTKa MOCTYMAOUIUX B
TaMO>KEHHBIM OpraH J10KyMEHTOB?

2. C Kako¥ IIeNbI0 MPOU3BOAMUTCS MPEABAPUTEIHHOE PACCMOTPEHHE MOCTYIAIOMIUX B
TaMOKEHHBIM OpraH J10KyMEHTOB?

3. KakoB mopsiok mOArOTOBKHA M 00paOOTKH, COCTAaBISIEMBIX B TaAMOKEHHOM OpTaHe
JIOKYMEHTOB?

4. Kak npou3BOAUTCS perucTpanus J0OKyMEHTOB B TAMOKEHHOM oprane?

5. Kakue Buabl JOKYMEHTOB, OOpaIIalOIIMXCS B TaMOKEHHBIX OpraHax, IOJIeKaT
00s13aTeIbHON PEruCTpaLK?

6. Kakue cipaBodHbIe MaTepHaIbl HCTIOJIB3YIOTCS MIPH PETUCTPALIUN JTOKYMEHTOB?

7. KakoBbI 0COOEHHOCTH aBTOMAaTU3UPOBAHHON PErUCTPaIlUi JOKYMEHTOB?

8. Kakxum 06pa3oM npou3BOIUTCS MOCTPOCHHE TOUCKOBON CHUCTEMBI 110 IOKYMEHTam?

9. Kak ocymiecTBisieTcs HOUCK JOKYMEHTOB IIPY aBTOMAaTU3HUPOBAHHON PEerHcTpalnn’?

10. Kak mpou3BOIUTCS MOJICYET 00beMa JOKYMEHTOO000pOTa B TAMOKEHHOM OpraHe?

11. Yro BXOAMT B 3a/1a4¥ KOHTPOJISI UCTIOIHEHUS JJOKYMEHTOB TaMO>KEHHOI'O OpraHa?

12. Kakue cpoKH HCIIOTHCHUS JOKYMEHTOB IPUMEHSIOTCSI B TAMOKCHHBIX OpraHax?

13. Kakum 00pa3oM opraHu3oBaH KOHTPOJIb UCIOJHEHHUS TOKYMEHTOB B TaMO>KEHHBIX
opraHax?

14. Kak ocymiecTBisieTcs B TaMOXKEHHBIX oOpraHax pa0oTa UCIOJHUTENEH ¢
JOKyMEHTaMu?

15. KakoBbI 0cOOEHHOCTH PabOTHI ¢ O0pAIIEHUSIMH IPaXKIaH B TAMOKCHHBIX OpraHax?

Tema 7. (I)OpMI/IPOBaHI/Ie A€J B TAMOKCHHBIX Opranax

3AHSATHE 2

dopma MpOBEACHUS — CEMUHAD.

Bonpocsl mo Teme (Ju1st 00Cy’KI€HUS Ha 3aHATHH, JJISi CAMOCTOSITEILHOIO U3YUEHUS).

1. CocraBiieHre HOMEHKJIATYPbI JE1.

2. @opMupoBaHUE JIe] B TAMOKEHHBIX OpraHax.

3. Odopmiienue nien.

4. OpraHu3anus onepaTUBHOIO XpaHEHHs JOKYMEHTOB.

5. Opranu3zanus NpoBeaeHHs HIKCIEPTU3bI LIEHHOCTU JIOKYMEHTOB.

6. Cocrariienre 1 o(hOpMIICHUE OITUCEH JIEIT.

7. Ilepenaya JOKyMEHTOB Ha apXUBHOE XpaHEHHUE.

3aganue 115 NPpaKTHYeCKOii padoThI:

1. 3anonHUTE GOPMBI CIETYIOIUX JOKYMEHTOB:

- HOMEHKJIATYpHI JIe]T TAMOKEHHOT'O OpraHa;

- ONKCH JeJ MOCTOSIHHOT0, BpeMeHHoro (cBbime 10 jieT) XpaHeHHsS U 10 JTUYHOMY
COCTaBY CTPYKTYPHOTO IO/Ipa3/ieJIeHUs] TAMOKEHHOTO OpIaHa;

- aKTa O BBIACJICHUU K YHUUTOKEHHIO JIOKYMEHTOB, HE TIOJUIEXKAIINX XPAHEHHUIO.

Bomnpocs! 1J1s1 CAMOKOHTPOJIA:

1. KakoBbI 0COOEHHOCTH COCTABJICHUS HOMEHKJIATYPHhI Je71 TAMOKEHHOT'O OpraHa?

2. KakumMu HOpPMATHBHBIMHU aKTaMH CJEAYyeT PYKOBOJICTBOBATHCS IMPH COCTABICHUU
HOMEHKJIaTyphbI J1en?

3. Kakne nanHbIe BKIIFOUAIOTCS] B HOMEHKJIATYPY JIEJI TAMOKEHHOTO opraHa’?

4. KakoBbl 0COOEHHOCTH (POPMUPOBAHMS Jie]l B TAMOXKEHHOM OpraHe?

5. Kakue mpaBuia He00X0IMMO COOTIOIATh TIPH (POPMUPOBAHUH JETT?

6. KakoBbl 0COOEHHOCTH TpYNNHUPOBKM B Jiefla pa3jIMYHBIX BHUJOB JOKYMEHTOB,
COCTaBJICHHBIX B TAMOKCHHOM Oprane?

7. Kak mpou3BOIUTCS 3KCIEPTU3a IEHHOCTH JOKYMEHTOB B TAMOKEHHOM Oprane?
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8. C xaKkoii 1IeNIbI0 CO3/Iat0TCsI TOCTOSIHHO €M CTBYIOIINE SKCIIEPTHBIE KOMUCCHU?

9. Ilepeunciute OCHOBHBIE (PYHKIIUH SKCIIEPTHOW KOMUCCHH.

10. Kakue cBeneHHs yKa3bIBalOTCA Ha OOJIOXKKE Jesia, OPOPMIECHHOIO B TaMOXXEHHOM
oprane?

11. Kak ocymectBisieTcst 0T00p TOKYMEHTOB JJIsl Iepelaul B apXuB?

12. KakoBbl 0cOOEHHOCTH O(hOpPMIICHUS AC]I TAMOKECHHOTO OpraHa?

13. KakoB nops10K COCTaBJICHUS OIUCEH AeT TAMOKEHHOTO OpraHa?

14. T'nme mpou3BOOUTCA ONEPAaTUBHOE XpaHEHHE €1 M JOKYMEHTOB TaMOXEHHOTO
oprana?

15. KaxoB nopsiiok nepegauu 1€l Ha apXUBHOE XpaHEHue?

Tema 8. Opranusauusi padoTbl BeJIOMCTBEHHOI'0 apXMBa, IKCHEPTH3a IEHHOCTH

AOKYMEHTOB
3AHATHE 3

dopma npoBeIeHUs] — CEMUHAP.

Bonpocsl mo Teme (Ju1s1 00CyKI€HUS HAa 3aHATUH, JJI1 CAMOCTOSITEIILHOIO U3YUEHUs).
. 3aauM U QYHKIUHU apXUBOB TaAMOKEHHBIX OPTraHOB.

. ObecnieueHre COXpaHHOCTH JOKYMEHTOB apXUBa.

. Opranu3zanus 10KyMEHTOB B apXUBe€.

. Y4eT 1I0KyMEHTOB B apXHBaX TAMOKEHHbBIX OPIaHOB.

. HayuHo-cripaBou4HbIH anmapar K JOKyMEHTaM apXuBa.

. Ucnonp30BaHue TOKyMEHTOB apXHBa.

. Ilopsiok nepenaun JOKyMEHTOB apXHBa Ha IOCTOSTHHOE XpaHEHUE.
. Opranusanus paboThl apXuBa.

[Tocne paccMOTpeHMs BBILIETIEPEUHCICHHBIX BOMPOCOB CTYAEHTHI JIOJKHBI CBOOOHO
n3jaratb uMeronmecs 3Hanus. C 1esblo CaMOKOHTPOJI yCBOCHUSI MaTeEpHala CTYACHTHI JIOJIKHBI
OTBETUTH Ha CIEAYIOIINE BOIPOCHI:

3aganue 11 NpaKTHYeCKON padoThI:

1. OpopmMuTh 06pa3IbI CIEAYIONIMX IOKYMEHTOB:

- KApTOUYKH apXUBHOTO (OH[A;

- TOZIOBOTO IJIaHA pabOThl apXUBa;

- aKTa IIpUeMa-TIiepejaun JOKYMEHTOB Ha TOCYIapCTBEHHOE XPAHEHHUE;

- aKTa IPOBEPKU HAIUYMS U COCTOSHUSA €T POoHIa;

- 0(popMHUTE CIIPABKY-3aMECTUTEIb, BHYTPEHHIOIO OIUCH U JIUCT 3aBEPUTEIIb.

Bonpochl AJ1s1 CAMOKOHTPOJISE:

1. TlepeuncnuTe raaBHbIE 331241 APXUBOB TAMOXKEHHBIX OpraHoB?

2. Kakue QyHKIMH BBITTONHSIOT apXUBBI TAMOXXEHHBIX OPTraHOB?

3. Kakue wMmeporpustus NHpOBOJATCS B TaMOXEHHBIX OpraHax ajisi oOecredeHus
COXPAaHHOCTH IOKyMEHTOB apxuBa’?

4. JIns kakux 1enei 1ea MOTryT BbIIaBaThCs U3 XpaHWIHIIa?

5. Kakumu nokymeHnTamu oopmiisieTcst Belaaua J1esl U3 apxuBa?

6. OnuiuTe NOpsAA0K MPOBEIECHHS TPOBEPKU HATMYHS U COCTOSHUSA /1€, YUCISIIUXCS TIO
OIIUCSIM.

7. Kak opranu3ytoTcsi JOKyMEHTHI B apXuBe?

8. C kaxoii 11eNbI0 IPOBOJUTCS cUcTeMaTu3anus aei Gonaa?

9. Kak opranusyercs B JeJIONPOU3BOICTBE PO3BICK yTPAUSHHBIX €17

10. Kakue naHHbIe YKa3bIBAIOTCS HA TUTYJIBHOM JIMCTE 3aKOHUYEHHOW OMHUCH e
IIOCTOSIHHOT'O XpaHEeHus?

11. Kak opranusyercst y4eT JOKyMEHTOB B apXMBaX TAMOKEHHBIX OPraHOB?

12. Ilepeuncnure OCHOBHBIE YUETHBIE JOKYMEHTBI, IPUMEHSIEMbIE B apXUBE.

CONO OIS~ WN B
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13. Kak ctpoutcs HayuyHO-CIIPaBOYHBIN anmnapar K JOKyMeHTaMm apxuBa’?
14. Kaxum 00pa3oM MOTYT UCIIOJIb30BAThCS JOKYMEHTHI apXuBa?
15. KakoBbI 0COOCHHOCTH OpraHU3alluu padOThl apXHUBa TAMOXKEHHOTO OpraHa’?

Tema 9. ABTOMATH3HPOBAHHbIE CHCTEMbI J1€JIOMIPOU3BOICTBA

3AHSTHE 4

®dopma npoBeeHus — CEMUHAp.

Bonpocsl o Teme (111 00CykKI€HUS HA 3aHATHH, U CAMOCTOSITEIIbHOTO U3yUCHHUS).

1. OcobenHocTu aBTOMaTU3alMuU AEJI0NPOU3BOICTBA B Poccuu.

2. Ilporpammbl, BXOAsIIKE B COCTaB IaKeTa aBTOMAaTH3allMU JAEIONPOU3BOJICTBA
Microsoft Office.

3. DaiisIbl U TOKYMEHTHI.

4. OcHOBHbIE IIpaBWJa ONTHUMAJIBHOW OpraHM3aluu pabOThl C  3AJIEKTPOHHBIMU
JOKYMEHTaMH.

3aganue 11 NpaKTHYecKOl padoThI:

1. [lo manHOMy THMy pacmupeHus (aiina onpeenuTe K KaKkOMy THITy OTHOCHTCS
KOHKPETHBIN JOKYMEHT U 0XapaKTepu3yiuTe ero GyHKIMOHAIbHOE Ha3HAYCHHE.

2. OnumuTe 4 cocoba nepexiroueHus Mexay mporpammamu Microsoft Office.

[IpakTuueckre (CeMUHApCKUE  3aHATHA) MPEACTaBISIOT  co00il  JeTanu3aiuio
JIEKIIMOHHOTO TEOPETHUYECKOT0 MaTepHuayia, MPOBOAATCS B MLENAX 3aKPEIUICHHs Kypca H
OXBAaTHIBAIOT OCHOBHBIE Pa3/IEIIbl.

OcHoBHOM (hopMOH TPOBEJCHHUS CEMHHAPOB U MPAKTHUECKUX 3aHATUN SBIAETCS
oOcyxaeHne Hambosee MPOOJEMHBIX U CIOKHBIX BOIPOCOB MO OTAEIBHBIM TeMaM, a TaKkKe
perieHue 3aaad M paz0op MPUMEPOB U CHUTyallMd B ayJUTOPHBIX yCIOBUSX. B o0s3aHHOCTH
MpenoiaBaTelis BXOAAT: OKa3aHUE METOJIMYECKON MOMOIIU U KOHCYJIbTUPOBAHUE CTYACHTOB I10
COOTBETCTBYIOIIIUM TEMaM Kypca.

AKTUBHOCTH Ha MPAKTHYECKUX 3aHATHUAX OLICHUBAETCS MO CIEAYIOIINM KPUTEPHUSIM:

® OTBETHI HAa BOIIPOCHI, IIpeIjIaraéMble MpenogaBaTesIeM;
® yYaCTHUE B IUCKYCCHSIX;
® BBINIOJIHEHHUE MPOEKTHBIX U UHBIX 3a/IaHUN.

Jlokmaapl M ONIOHWPOBAHUE JOKIAIOB MPOBEPSIOT CTENEHBb BJIAJCHHUS TEOPETHUYECKUM

MaTepuaioM, a TakKe KOPPEKTHOCTh U CTPOTOCTh PACCyKIECHUMN.

9. JABOPATOPHBIE PABOTbBI, IPAKTUKYMBbI

Jannbiit BUI paboThl He peaycMoTpeH YL

10.
EMATHUKA KYPCOBbBIX, KOHTPOJIbHBIX PABOT, PE®OEPATOB

Jlannbiit Bug paboTel He peaycMoTpeH YL

10. HEPEYEHB BOIIPOCOB K 3AYETY

1. Kax cBsi3aHbI MeX/1y OO0 MOHATUS «JOKYMEHT» U «MH(pOPMALU»?

2. Yto BKJIIOYAET B c€0s MOHATUE KPEKBUUT»?

3. Kakumu OCHOBHBIMU CBOMCTBaMHU 00J1a1a€T TOKYMEHT?

4. Yro Brioyaer B cels moHsATHE «(yHKIMA» NokyMmeHTta? Ilepeunciure u oxapakrepusyire
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obmye GyHKIMK TOKyMEHTA.

5. UTo MOHUMAETCS MO/ OTIPeIeIEHUEM «YHU(PHUIIMPOBAHHAS CUCTEMA JIOKYMEHTAIHN»?

6. Kakue kiaccuukanuy JOKyMeHTa U [0 KaKUM IIpU3HaKaM MOXHO JaTh?

7. Kakoe MakcMMalnbHOE KOJMYECTBO PEKBU3UTOB MOXKET OBITh UCIIOIB30BAHO MPU 0)OPMICHUN
nokymeHTa? B o0mux yeprax oxapakTepu3ynTe KaXKIblii pEKBU3HT.

8. Kakue ocHOBHBIE TpeOOBaHMSI TPEABSIBIISIOTCS K OTaHKaM JIOKYMEHTOB?

9. Kakas undopmanus conep>kKuTcs B peKBU3HUTE «3aroJ0BOK MUCbMa»?

10. B gem 3aKimr04aroTCsi OCHOBHBIC (DYHKIIUH JIEIOIPOU3BOICTBEHHOM CITy>KObI?

11. KakoBBI OCHOBHBIE ATaIlbl IOKyMEHTOO00pOTA?

12. Kakoit HOpMaTUBHBIN aKT periiaMeHTHUPYET MOPSI0K PadOThI CITY>KObI IEIONPOU3BOJCTBA U
apxuBa B TAMOXXEHHBIX OpraHax?

13. KakoBbI OCHOBHBIC 33/1a4¥ U (DYHKIIMU OT/ENIa JOKYMEHTAIIHOHHOTO 00ECIIeYeHUS

14. Yro BxoauT B O0S3aHHOCTH HWHCIEKTOpA OTAeNa JOKYMEHTAllMOHHOTO OOEeCIeueHus,
OCYIIECTBISIOLIETO PETUCTPALIMIO BHYTPEHHUX IOKYMEHTOB TAMOXXEHHOTO OpraHa?

15. Kakue TpeGoBaHuUs NPEIbIBISIIOTCS K OJJaHKaM JOKYMEHTOB, COCTABIISIEMbIX B TAMOXKEHHBIX
opranax?

16. Kak npaBuiibHO 0(OpMIIIETCS] PEKBU3UT «HAMMEHOBAHUE BU/IA JIOKYMEHTa»?

17. KakoBbl 0cOOEHHOCTH O(hOPMIIEHUS PEKBU3UTA «TEKCT TOKyMEHTa» ?

18. C kaxoii 11esbI0 M B KAKOM TIOPSIIKE TPOBOIUTCS COTJIACOBAHUE IOKYMEHTOB, COCTaBICHHBIX
TaMO>KEHHBIM OpraHom?

19. KakoBbl 0COOEHHOCTH MOJATOTOBKH U 0()OPMIICHUS IIPUKA30B M PACTIOPSIKCHUHN, H3/IaHHBIX B
TaMO>KEHHOM opraHe?

20. KakoBbl ocobeHHOCTH O(OpMIIEHUS MHCTPYKIUI U aKTOB, COCTABIEHHBIX B TaAMOXEHHOM
oprane?

21. Kak mpoucxoauT MOAroTOBKa JOKYMEHTOB K 3aCeJaHUSIM KOJUIETuu?

22. KakoBbl 0cOO€HHOCTH 0OpMIICHHS U TIepeiadn TeJlerpamMmm, TeleTanorpaMmm, gpakcorpamm
u TesieoHOrpaMM B TaMO>KEHHBIX OpraHax?

23. Kakum o00pa3oM NTpOM3BOIUTCS TPHEM U IEpBUYHAs 00paboTKa IOCTYMamUX B
TaMOYKEHHBIM OpraH JOKyMEHTOB?

24. KakoB MOpSJIOK TOATOTOBKM M OOpaOOTKM, COCTaBISEMBIX B TaMOXXEHHOM OpraHe
JIOKYMEHTOB?

25. Kak mpou3BOANTCS perucTpanus JOKYMEHTOB B TAMOXXEHHOM oprase?

26. KakoBbl 0cOOEHHOCTH aBTOMAaTU3UPOBAHHOM PEruCTpaIiy JOKyMEHTOB?

27. Kak ocy1ecTBIsieTcs MIOMCK JOKYMEHTOB IPH aBTOMAaTU3UPOBAHHOM perucTpaiuu?

28. UTo BXOJUT B 3a/1a4¥ KOHTPOJISI HCIIOJTHEHUS JOKYMEHTOB TAMOKCHHOTO OpraHa?

29. Kakue cpoku HCIIOTHEHUs IOKYMEHTOB TPUMEHSIOTCS B TAMOXKEHHBIX OpraHax?

30. KakoBbI 0coOeHHOCTH paboTHI ¢ 00pANICHUSIMU TPAXKIaH B TAMOKEHHBIX OpraHax?

31. KakoBbI 0COOEHHOCTH COCTABJICHUS HOMEHKJIATYPHI Je] TAMOKEHHOTO OpraHa?

32. KakumMu HOpPMAaTHBHBIMH aKTaMH CIEIyeT pPYKOBOACTBOBAaTbCA IPU  COCTaBJICHUU
HOMEHKJIaTyphbI J1en?

33. Kakue JqaHHBIC BKITFOYAIOTCS B HOMEHKIIATYPY JIe] TAMOKCHHOTO OpraHa?

34. KakoBbl 0c0OeHHOCTH (POPMUPOBAHUS JIE)I B TAMOKEHHOM OpraHe?

35. KakoBbl 0COOEHHOCTH TPYIITHPOBKH B JIe]Ia Pa3IMYHBIX BUJOB JJOKYMEHTOB, COCTABICHHBIX
B TAMO>KEHHOM OpraHe?

36. Kak mpou3BoANTCS SKCIIEPTH3a IIEHHOCTH TOKYMEHTOB B TAMOYKEHHOM OpraHe?

37. C Kako# L1eJIbI0 CO3/1at0TCS MOCTOSHHO JICHCTBYIOIINE SKCIIEPTHBIE KOMUCCUH?

38. [lepeuncnute OCHOBHBIE ()YHKIIMH KCTIEPTHON KOMHCCHH.

39. Kak ocymiecTBisercss 0TO00p JOKYMEHTOB I IEpeaayu B apXuB?

40. KakoB mopsTI0K COCTaBJICHUS OMKCEH J1e] TAMOYKEHHOTO opraHa?
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11. CAMOCTOSATEJIBHASA PABOTA CTYJIEHTOB

Conepxanue, TpeOOBaHMS, YCIOBHS M TOPSJOK OPraHU3aMH CAMOCTOSATENILHON PaboOTHI
o0yyaromuxcs ¢ y4etoM (opMbl 00yUYeHHs ONPEEIIOTCS B COOTBETCTBHH ¢ «Ilonoxxenuem o6
OpPraHM3alUH CAMOCTOSTEIBHOW PadOThl OOYYAIOMIMXCS», YTBEPKACHHBIM YYEHBIM COBETOM
Yal'V (mporoxon Ne8/268 ot 26.03.2019 r.).

®opma 00yUeHUS — OUHAA.

®opma
Bua camocrositeJibHOM padoThI KOHTPOJISt
(npopabomka yuebHno2o mamepuana, O0bem (nposepra
Ha3Banue pa3ieioB u Tem peutenue 3a0au, peghepam, 00K1AO, B peuienusl
KOHMPOIbHASL paboma, n0020Mmo6Kd K yacax 3a0adu,
coaue 3auema, 3K3ameHa u op.) pechepama u
op.)
1. JTokymeHT 1 cuctema e [IpopaboTka yueOHOrO MaTepHraia ¢ 4 YCTHBIH
AOKyMCHTAIlH HCII0JIb30BAHUEM PECYPCOB yUEOHO- orpoc
METOJIMYECKOTO U MH(OPMAITMOHHOTO
oOecIeueHNS U CIUILINHEI,
e [loaroroBka k caaue 3adera
2. Ilpasuna u Gopmsl e [IpopaboTka yueOHOro MaTepuaa ¢ 4 YCTHBIHA
MEKIyHapOJAHOM IEIOBOM | HCITOJIB30BAHMEM PECYPCOB yueOHO- ompoc,
KOPPECTIOHICHINH METOJIMYECKOTO U MH(OPMAITMOHHOTO
oOecIeyeHns JUCIUILINHEI,
e [loaroroBka Kk caye 3a4era
3. Iopsimok e [IpopaboTka yueOHOTO MaTepHala ¢ 4 YCTHBIN
BE€JOMCTBEHHOI'O HCIIOJI30BAaHUEM PECYpPCOB YUeOHO- ompoc,
XpaHCHHUS JOKYMCHTOB U METOJNYECKOTO U I/IchopMauI/IOHHoro ACJIOBasA UTpa
opraHnmsanus ux oOecrieueHnst JUCHUILINHEL,
ACJIONPOU3BOACTBA e Jloaroroska MaTepuaaoB I
JIOKJIaJia 10 pe3yiabTaTaM JIeI0BOI
UTPBL;
e [loaroroBka k caaue 3adera
4. Opranusanus paboTsl e IIpopaboTka yueOHOro MaTepHana ¢ 4 YCTHBIH
CITy k0 WCIIOJIb30BAaHUEM PECYPCOB yueOHO- or1poc,
JOKYMEHTAIMOHHOT'O METOJINYECKOTO U MH(OPMALTMOHHOTO JUCKYCCHS
obecrieuenus obecrnieueHus JUCIUTIINHBL,
TAMOXXCHHBIX OpPTaHOB, UX e [lo ITOTOBKA K CIa4ye 3a4era
3a/a4¥ U QYHKIUU
5. IlpaBuna noaroroBku u | e IIpopaboTka yueGHOro MaTepuaia ¢ 4 VYernblii
o(hopMIIEHHS JOKYMEHTOB | HCIIOJB30BAHUEM PECYPCOB yUeOHO- ompoc,
B TAMO>KEHHBIX OpTraHax METOJINIECCKOT0 U HH(HOPMAITMOHHOTO JIeJI0Basi UTpa
obecrnieueHus JUCIUTIINHBL,
e [loaroroBka MaTepuaioB IS
JIOKJIaJia o pe3yibTaTaM JIeI0BOI
UTPBL;
o [loaroroBka k caaue 3avera
6. Opranuzanus e IIpopaboTka yueGHOro MaTepHaa ¢ 4 YCTHBII
JOKYMEHTO000pOTa B HCIIOJIb30BAHUEM PECYPCOB YUEOHO- omnpoc
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TaMOKEHHBIX OpraHax METOJIMYECKOTO U TH(POPMAIIIOHHOTO
o0ecrnieveHus JUCIUILINHBL,
o [IloaroroBka k ciaue 3ayera
. ®opMHupoBaHUE IEI B e [IpopaboTtka yueOHOrO MaTepuaia ¢ 4 YCTHBIN
TaMOKEHHBIX OpraHax HCIIOJIH30BAHUEM PECYPCOB YUEOHO- OIpocC
METOJIMYECKOT0 U MH(OPMALTMOHHOTO
obOecrneueHUs TUCIUILINHEL
e [loaroroBka Kk caye 3a4era
8. Opranusauus paboTh e [IpopaboTtka yueGHOr0 MaTepuaia c 4 YCTHBIN
BE€JOMCTBEHHOI'O ApXHBa, HCIIOJIH30BAHUEM PECYPCOB YUEOHO- OIpocC
3KCIEPTU3a IEHHOCTH METOJIMYECKOT0 U MH(OPMALTMOHHOTO
JIOKyMEHTOB obecrieueHus TUCIUTUTNHBI;
e [loaroroBka Kk craye 3auera
9. ABromatusupoBanHbie | e IIpopaboTka y4eOHOro Marepuaa ¢ 4 YCTHBIN
CHUCTEMBbI HCIIOJIb30BAHUEM PECYPCOB yueOHO- onpoc
JIEIONPOU3BO/ICTBA METOIMYECKOT0 U HH(HOPMAITMOHHOTO
o0ecrnieveHus JUCIHUIINHBL,
e [loaroroBka K caye 3a4era
HUTOI'O 36
®opma 00yUueHUS — 3a0UHas.
®opma
Buj camocTosiTe/ibHOM padoThI KOHTPOJIsA
(npopabomka yuebHo2o mamepuana, Oovem | (nposepra
Ha3Banue pa3ieioB u TeM peuwieHue 3a0au, peghepam, 00K1AO, B peuieHust
KOHMPObHASL paboma, n0O20MoeKa K yacax 3a0ad,
coaue 3auema, d9K3ameHa u op.) pegepama u
op.)
1. lokymeHT u cucrema e [IpopaboTka yueGHOr0 MaTepuaia c 6 3a4er
AOKYMCHTallMHA WCIIOJIb30BaHUEM PECYPCOB yueOHO-
METOAMYECKOTO U MH(OPMAITMOHHOTO
obecrniedeHus JUCIHUIINHBL,
e [loaroroBka Kk craye 3auera
2. TlpaBuita u popmsl e [IpopaboTka yuyeOHOTO MaTepHaa c 8 3a4eT
MEXIyHapOJAHOM IEIOBOM | HCITOJIB30BAHHEM PECYPCOB yueOHO-
KOPPECTIIOHICHIINU METOAMYECKOTO M MH(OPMAITMOHHOTO
obecrniedeHus JUCIUILINHBL,
e JloaroroBka K caade 3adyera
3. Iopsizox e IIpopabGoTka yueOHOro MaTepuana c 6 YCTHBIN
BE€JOMCTBEHHOI'O WCIIOJIb30BAaHUEM PECYPCOB yUeOHO- ompoc,
XpaHCHUS JOKYMCHTOB U METOAMYECKOTO U MH(OPMAITMOHHOTO JIeJI0Bas Urpa
OopraHu3anus nx obecreyeHns JUCIHUIIINHEI, 3a4eT
ACIIOIIPOU3BOACTBA e [loaroroBka mMaTepuaaoB s
JIOKJIaJ1a o pe3yabTaTaMm JAEI0BO1
WTPBIL;
e [loaroroBka Kk caaye 3ayera
4. Opranuzanus paboTh e [IpopaboTka yueOHOr0O MaTepuaa c 6 3a4eT
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CIty k0 WCIIOJIb30BAHUEM PECYPCOB yUeOHO-
JIOKYMEHTAIIHOHHOTO METOAMYECKOTO U HHPOPMAITMOHHOTO
obecreueHus oOecneueHUs TUCIUILINHEL
TaMO>KEHHBIX OPraHoB, UX | e IJoaroTroska K ciade 3ayera
3a1a4d U QyHKIUU
5. HpaBI/IJIa IMOJATOTOBKH U | ® Hpopa6oTKa yqe6Horo Marepuaiia ¢ 8 3Q4eT
o(hopMIIEHHS JOKYMEHTOB | HCIIOJL30BAHUEM PECYPCOB yUeOHO-
B TAMO>KEHHBIX OpraHax METOAMYECKOTO U MH(OPMAITMOHHOTO
obOecrneueHUs TUCIUILINHEL;
e [loaroroBka mMaTepuagoB s
JIOKJIaJ1a Mo pe3yabTaTaMm JAEJI0BO1
WTPBIL;
o IloaroroBka K ciade 3a4yera
6. Opranuzanus e TIpopaGoTka yueGHOro MaTepuaa ¢ 6 3a4er
JOKYMEHT0000pOoTa B WCIIOJIb30BAaHUEM PECYpPCOB YUeOHO-
TaMOYXEHHBIX OPraHax METOAMYECKOTO U MH(OPMAITMOHHOTO
oOecIeueHNs U CIUILINHEI,
e IloaroroBka k caade 3adeTa
7. ®OPMHUPOBAHHUE JIEN B e [Ipopabotka yueOHOro MaTepuana c 6 YCTHBIH
TaMOKEHHBIX OpraHax HCIIO0JIb30BAaHUEM PECYpPCOB YUeOHO- O1poc
METOAMYECKOTO U MH(OPMAITMOHHOTO 3a4eT
oOecIeueHNS AU CIUILINHEI;
e [loaroroBka K cjaue 3a4yeTa
8. Opranusanus paboTsl e IIpopaboTka yueOHOro MaTepHana ¢ 6 YCTHBIH
BCJOMCTBCHHOI'O apXHBa, HCIOJIb30BAHUEM PECYPCOB YUEOHO- omnpoc
SKCICPTU3a NCHHOCTHU METOJIMYECKOTO U MH(OPMALITMOHHOTO 3a4CT
HOKYMCHTOB obecreyeHns JUCIHUITINHEI,
e [loaroroBka K ciaye 3adeTa
9. ABTOMaTH3UPOBAHHBIE e [IpopaboTka yuyeOHOr0 MaTepHaa c 8 YCTHBIN
CHCTEMBI WCIIOJIb30BaHUEM PECYPCOB yUeOHO- orpoc
ACTONPOU3BOACTBA METOJIMYECKOTO U MH(OPMALITMOHHOTO 3a4CT
obecrieueHrst TUCIUTLINHBI;
e [loaroToBka K ciaye 3adeTa
HUTOT'O 58

12. YYEBHO-METOANYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE

JTACHUILINHBI

a) Chnucok pekoMeHAyeMOoH JTUTepaTyphbl

OCHOBHAasi:

1. Craposeposa, K. O. VYnpaneHue nepcoHaloM B TAMOXXEHHBIX OpraHax : y4eOHHUK U

npaktiukyM i By3oB / K. O. CrapoBepoBa. — Mocksa : M3narensctBo FOpaiit, 2022,
— 240 c. — (Bwicmiee oOpazoBanme). — ISBN 978-5-534-00283-6. — Tekcr :
aneKkTpoHHBIH  //  OOpasoBarenbHas 1atdopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/491289

2. Ky3nenos, 1. H. JlokymeHTanimonHoe obecnieueHue ynpasieHus. JJoKyMeHTO0O0poT
U JIENIOTIPOU3BOICTBO : YUCOHHK U MPaKkTUKyM uist By30B / M. H. Ky3unenos. — 3-e m3x.,
nepepab. u gon. — MockBa : UsnatensctBo IOpaiit, 2022. — 461 c¢. — (Bricuee
obpazoBanme). — ISBN 978-5-534-04275-7. — Tekct AIIEKTPOHHBIA [/
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13. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHHUE JUCHUIIJINHbI

AynutopuM JUid IpPOBEAEHUS JIEKUMH M CEMUHApCKUX 3aHATUH, Uil IMpPOBEACHUs
TEKyIIEro KOHTPOJs U IPOMEKYTOUHOM aTTECTAllUM, TIPYNHOBBIX M HHAMBHIyaJIbHBIX
KOHCYJIbTaIlUM.

AyIuTopuHM yKOMIUIEKTOBAHBI CIEIUATU3UPOBAHHONH MeOenblo, Y4eOHOW JTOCKOM.
AynuTtopuu A NMPOBEACHUS JIEKIU 000pylOBaHbl MYJbTUMEIUMHBIM 00OpYIOBAaHUEM JUIs
npenocTaBieHuss WHpopMauuu OoJbmIoi ayauTopuu. llomemeHus aIsi CaMOCTOSTENbHOU
pabOThl OCHAILIEHbl KOMIIBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO MOJKJIIOUEHHUS K CeTH
«uTepHeT» M obecredeHueM JOCTyNa K AIIEKTPOHHOM HH(POPMAIMOHHO-00pa30BaTEIbHOM
cpene, IeKTPOHHO-ONOIMOTEYHOM cucTeMe.

14. CIEQUAJIBHBIE YCJIOBUA 1JIAA OBYYAIOIIUXCSA C OT'PAHUWYEHHBIMHA
BO3MOXKHOCTAMMU 310POBbA

B cnydae wneoOxoaummocTH, OOydYaromuMcs U3 4YHCIA JHUIl C OrPaHUYEHHBIMU
BO3MOYKHOCTSIMHM 3JIOpPOBbsI (IIO 3asBJICHHIO OOYyYaroIIerocs) MOTYT MpPEJIarathCsi OIHH W3
CIICAYIOIUX BapUAHTOB BOCHPHUATHS WHQPOPMAIMU C YYETOM UX HHIWBHIYaTIbHBIX
MCUXO0(U3HUIECKUX OCOOCHHOCTEH

- IS JIMI] C HApYIICHUSMHU 3PEHUS: B MeYaTHOW (opMme yBETUYCHHBIM IIPUPTOM; B
(dbopMe DJIEKTPOHHOTO JOKyMEHTa; B (opme ayauodaiia (mepeBoa yuyeOHBIX MaTepHajoB B
ayauodopmar); B medaTHOW ¢opme Ha s3bike bpaiins; WHIMBHIyalbHbIE KOHCYJIBTALUH C
MPUBJICYCHUEM TU(IIOCYPIOTIEPEBOAUNKA; MHINBUIYJIbHBIC 3a]]aHUsI U KOHCYJIbTAIINY;

- 8 JIMO ¢ HApyHIIEHWSIMHA CIyXa: B T€YaTHOH ¢opme; B (GopMe 3ICKTPOHHOTO
JOKYMEHTA; BUJIEOMaTepHaIbl C CYyOTUTpaMU; MHAWBHIyallbHbIE KOHCYIBTALUU C IPUBIICYCHHEM
CYpZIOTIEpEeBOUNKA; MHANBUAYAIbHBIC 3aJ[aHUsI M KOHCYJIbTAIINY;

- JUIs JUI] C HAapyIIEHUSMHU OMOPHO-ABUTATEIBHOIO ammapara: B Me4aTHo ¢opme; B
dbopMe DIIEKTPOHHOTO TOKyMeHTa; B (opme aynuodaiina, WHAWBUAYyAIbHBIC 3aJaHUS U
KOHCYJIbTaIUH.

B  cimywae  HEOOXOOMMOCTM  UCIHOJIB30BAaHUS B Y4eOHOM  Tporiecce
YaCTUYHO/MCKIIIOUUTENbHO JTUCTAHIIMOHHBIX O00pA30BaTENbHBIX TEXHOJIOTUN, OpraHu3anus
pabotel IIIIC ¢ obywarommmucs ¢ OB3 u MHBanuaaMu mnpeaycMaTpUBaeTcCs B AJIEKTPOHHOU
MH(POPMAIIMOHHO-00pa30BaTENBHON Cpelie C y4eTOM WX WHAWBUAYAIBHBIX TMCHUXO(PH3NIECKUX
ocoOeHHOoCTeN

Pa3paboTunku . I'payesa 10.A.
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JIUCT UBMEHEHUI
Ne | Copep:xkaHue U3MeHEHUS WJIM CCHLIIKA HA 1017 (0) Hoxmucn Hara
n/n NPUJIAraeMblid TEKCT U3MEHEHUS 3aBeayIouero
kadenpoi,
peanusyoinei
AUCIHHUIJIMHY/BbI-
My CKaei
kadenpoi
1 Buecenne  m3menenudd B mam.  B) | YyBamioBa M.B. Iy, 1 f 19.06.2024 r.
[TpodeccrnonanbHbIe 0a3mI JTAaHHBIX, Ji o L_f.' y
MH(OPMaLMOHHO-CIIPABOYHbBIE CHCTEMBI I v
11 «Y4eOHO-METOANIECKOe u
nH(popManmoHHOE obecrieueHue
JUCLUTIIIMHBD) c oopmiIeHHEM
npuioxeHus 1
2. | Buecenne wusmenenuii m. 11 «YuebHo- | UyBamuioBa M.B. 1l f 19.06.2024 r.
METOMYECKOE u uH(POPMAIMOHHOE oo L_f.' &
obOecrieueHre AUCHMILTUHBIY T.0. CHHCOK v
PEKOMEH1yeMOM JIATEPATYPBI c

odopMIICHHEM NTPUIIOKEHHUS 2
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IIpuaoxenne 1

6) IMporpammuoe obecnevenne —
o Onepaunonnas cucrema Windows;
o [laker oducueix nporpamm Microsoft Office.

8) [podeccronanbubie Hazbl JaHHBIX, HHYOPMAIHOHHO-CIIPABOYHbIC CHCTEMbI
1. DaexTponHo-HHGIHOTEHHbIE CHCTEMBI:
I.1. Lndpopoii obpazoparenbhbiii pecype [PRsmart : anextponno-6ubanoreynas cucrema :

caiit / 000 Komnanus «Ait [lu Ap Memmwan. - Caparos. [2024]. - URL:
http://www.iprbookshop.ru. — Pexum jocTyna: ans 3aperucTpup. nonbsosarenei. - Teker !
EKTPOHHBIH.

1.2. O6pasoparenbhas naatdopma IOPAWT : obpazopatensubiii pecype. anekTpoHHas
Gubinoteka © caitt / 000 nexrpornoe u3narenserso «(FOPAUTY. — Mocksa, [2024]. - URL:
hitps://urait.ru . — Pexum JocTyna: s 3aperucTpip. nonsopareneii. - TeKCT : 3neKTpOHHbI.

|.3. basa naunbix «DnextponHas Oubnmorexka TexHudeckoro BY3a (DBC «Koucynsrant
CTY/IEHTa») & 2eKTpoHHO-OubanoTeynas cucrema : cailtt / OO0 «llomurexpecype». — Mocksa,
[2024]. — URL: https://www.studentlibrary.ru/cgi-bin/mb4x. ~ Pexnum nocTyna: s 3aperucTpHp.
nosb3oBatesen. — TeKeT | 2eKTPOHHBIH.

I.4. 9BC Jlans : anexrponHo-OubmoTeunas cucrema : cait / Q00 IBC «Jlaub». — Cankr-
[erepbypr. [2024]. - URL: https:/e.lanbook.com. — PexuM jpoctyna: ans 3apericTpup.
nojb3osarenci. — TeKeT : AMeKTPOHHKIH.

I.5. 9bC Znanium.com : anektporHo-6ubanoreynas cucrema : caitt / 000 «3HanHyMm». -
Mocksa. [2024]. - URL:  hup:/znanium.com . — Pexum jgoctyma : it 3aperdcTpHp.
1no/1b30BatTeNnei. - TeKCT : MeKTPOHHBIH.

2. KoncyawranrTlioe [Dnekrpounsiit pecypel: cnpasoynas npasosas cucrema. / 000
«Koncynwrant [Tmocy - nextpon. aaH. - Mocksa : KoncyawrantlImoc, [2024],

3. eLIBRARY.RU: nayynas asnekrponsas Oubmmoreka : caiir /[ OO0 «Hayunas
InexrponHas bubnnorekay. — Mocksa. [2024]. — URL: http://elibrary.ru. — Pexum noctyna : ans
ABTOPH3. NMOb3oBaTeNel. — TeKeT | MMeKTPOHHBIH

4. Depepaasnas rocyjapersennas uudopmaunonnas cuerema «Haumonainnas
yiexTpoHnas Oubamorexkar ; yektponnas Gubanorexa : caiir / I'BY PI'b. — Mocksa, [2024]. -
URL: hitps://u36.pd. — Pexum poctyna : ang none3oparenei HayyHoi OuGmmorexkn. — Texer :
3/ICKTPOHHBIH.

5. Poccuiickoe obpasosanue : deaepansuniit nopran / yupeanrens LAY «OUITO». -
URL: http://www.edu.ru. — TekeT : 31eKTpOHHBIH.

6. Jaexrponnas dubamoreunan cucrema Yal'V : moayne «Dnekrponnas Oubimorexkar
ABUC Mera-ITPO / 000 «/lara Ixenpecer. — URL: http:/lib.ulsu.ru/MegaPro/Web. — Pexum
JI0CTYNA : JUIA MoAb30BaTeNel HaydHo# 6ubmoTekH. — Texer : MeKTpOHHBIN.

| 7 |
Hrkenep seayumi A | [Iypenxo 0.B.

20.05.2024
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MuHHCTepCTBO HayKH | BhICIIEro oopazoBaHust PO

. o Dopma
Y bSHOBCKHI TOCYJapCTBEHHbIH YHUBEPCUTET

® - Paboyas mporpaMMa JUCLUUILINHBI

YYEBHO-METOANYECKOE U UH®OPMALIMOHHOE OBECIHEYEHUE JUCHUIIJINHBI
a) CnniucoK peKoMeH/1yeMoil JIUTepaTypbl

OcHoBHAaA

1. [ubaes, /1. B. [IpaBoBoe perynupoBaHue 3IEKTPOHHOTO JTOKYMEHTO000pOTa: yueOHOe
nocobue / JI. B. Illubacs; JI. B. Illubaes. - CaparoB: By3osckoe obpasosanue, 2016. - 70 c. -
Kuura naxoautcsa B npemuym-Bepcun Ib5C IPR BOOKS. - Tekcer. - Bech cpok oXpaHbl aBTOPCKOTO MPaga.
- DJIEKTPOHHBIA. - Dnekrpon. gaH. (1 ¢aitn). - URL: http://www.iprbookshop.ru/57260.html. - Pexum
nocryma: OBC IPR BOOKS; miist aBropusmp. nosbs3osateneid. - ISBN 2227-8397. / .— ISBN 0_135189

2. KondunenmnuansHoe JIEJIONPOU3BOACTBO " 3alUIICHHBIN AJIEKTPOHHBIN
nokymentoobopot: yueOnuk / H. H. Kynses, A. C. Aémymkun, A. I'. ®abpuunos [u ap.] ; H. H.
Kymnsies, A. C. Iémymikun, A. I'. @abpuunos, T. B. Konapamesa; nox pegakiueit H. H. Kynses. -
Mockaa: Jloroc, 2016. - 500 c. - Knura naxoautcs B npemuym-Bepcun Ob6C IPR BOOKS. - Tekcr. -
["apanTtupoBanubiii cpok pazmenienus B ObC no 20.04.2023 (aBTomnposoHramnus). - 3JeKTPOHHBIMH. -
Onextpon. aaH. (1 daiin). - URL: http://www.iprbookshop.ru/66416.html. - Pexxum nocryna: 9bC
IPR BOOKS; st aBTopusup. moib3oBateneii. - ISBN 978-5-98704-711-8. / .— ISBN 0_139517

JAOTNOJIHUTEIbHASA

1. Yamneiruna Mapuna AsapeeBHa. OCHOBBI JIOKYMEHTOOOOpPOTa B TaMO>KEHHBIX
opranax. HoBast uHCTpYKIIMS: y4ueO. mocobue mis ropua. By3oB / M.A. Yarueiruna, B. B. Kosapna,
O. B. babackuna. - Cankr-IlerepOypr: Tpounkuii moct, 2016. - 256 c. : uin. - (Yuebnoe nocobdue). -
bubmumorp.: ¢. 237-239. - ISBN 978-5-4377-0038-9 (B nep.). / .— ISBN 1_247136

2. Kpakogckuit FO. M. Metoas! 3amutel nndopmarmu / FO. M. Kpakosckuid. - 3-¢ u3z.,
nepepad. - Cankr- [lerepOypr : Jlans, 2021. - 236 c. - Knura u3 xomnekuuu Jlans - UHpopmaruxka. -
URL: https://e.lanbook.com/book/156401. - https://e.lanbook.com/img/cover/book/156401.jpg. -
Pexxum nocryna: ObC "Jlaup"; mis aBropusup. monb3oBateneii. - ISBN 978-5-8114-5632-1. / .—
ISBN 0_557284

3. [TaBnosa P. C. AAMUHUCTpATHBHOE JEIOMPOU3BOICTBO : YUeOHOE MTOCOOHE /is BY30B /
P. C. [TaBnoga. - Cankt-IlerepOypr : Jlans, 2022. - 304 c. - Kaura u3 koyutekuuu Jlanp - ConpanbHo-
TYMaHHUTApHBIE HAYKH.

- URL.: https://e.lanbook.com/book/247355. - https://e.lanbook.com/img/cover/book/247355.jpg.
- Pexxum nocryna: DBC "Jlaue"; mis aBTopu3up. moias3oBateneit. - ISBN 978-5-8114-9927-4. /| —
ISBN 0_557108

Y4eOHO-MeToAnYecKas
1. Nmkunasea JI. K. Metonuueckne peKOMEHIAUMM JJIsI CAaMOCTOSATEIBLHON PaOOTHI

CTYIEHTOB MO auciuminHe «OCHOBBI JOKYMEHTOOOOpPOTa B TaMOKEHHBIX OpTaHax» Juis
CTYJICHTOB CIEIHaTbHOCTH

38.05.02 «Tamosxxennoe neno» / JI. K. Umkunsiea ; Yal'Y, ®KU. - 2019. - 3arn. ¢ skpaHna. -
HeonyGnukoBanHbIi pecype. - DnekTpoH. TekcToBbie naH. (1 daiin : 398 Kb). - Pexxum nocryna:
OBC YuI'V. - Tekcr : anektponnsiid. / .— ISBN 0_41289.

CoruacoBano:
['maBHbI OubnMoTeKaps oTAena oociyxuanus UOub o
nd
Hay4HOI 6ubmrorekn Vil'V Sl FonocoBa M.H./
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