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1. IosicHuTeJbLHAA 3AIMCKA

1.1 Heab u3agaum JMCUUILTAHBI (MOYJIs1)

Lenb oucyunaunsi: 006ecrieunTh HEOOXOIUMBIN U JJOCTATOUHBINH YPOBEHb TEOPETUUECKUX 3HAHUN
U HaBbIKOB HUX I[PUMEHEHUS B PEIICHUU MPAKTUYECKMX 3a]ad perjaMeHTallud YIpaBJICHUS
3JIEKTPOHHBIMU IOKYyMEHTAMHU B OpraHU3alusx.

3aoauu oucyuniunol:

- I0Ka3aTh 3HaYEHUE M MECTO JIOKAJIbHBIX HOPMaTUBHBIX aKTOB B opranusauuu [0V,

- W3y4dTh TpeOOBaHMSA K JIOKAIbHBIM HOPMATHUBHBIM aKTaM B YCIOBHSX IHPUMEHEHHS
JIEKTPOHHBIX JOKYMEHTOB M OPIaHU3aLUHU 3JIEKTPOHHOIO JOKYMEHTOO00POTa;

- HAyYUTh BJIQJICHUIO METOIUKON pa3paOdO0TKH JIOKaJIbHBIX HOPMAaTUBHBIX akToB B obnactu JJOVY.

1.2 IlepeuyeHb IUIAHUPYEMBIX Pe3yJILTATOB 00yUeHUs M0 THCHHILIHHE (MOOYi10),

COOTHECCHHBIX ¢ HHAUKATOPAMHU JOCTHKCHUA KOMHeTeHHI/Iﬁ

Komnerenuus
(xom u
HaWMCHOBAHHE)

Nuaukaropbl KOMIeTeHIM A
(K01 ¥ HAMEHOBAHUE)

Pe3yabTaTsl 00yueHus

IIK-1. Bnageer
HaBBIKAMH Pa3padOTKH
n BHeI[peHI/IFI
JIOKAJIBHBIX
HOpMaTI/IBHBIX aKTOB
o
I[OKYMGHTaHI/IOHHOMy
00eCIIeYeHHIO
yIpaBJICHUS B
OpraHU3aMsAX
pa3InIHBIX
OpTraHU3aIMOHHO-
paBoBBIX (GopM U
¢dhopM COOCTBEHHOCTH,
rOCy/IapCTBEHHBIX
OpraHax W OpraHax
MECTHOT'O
CaMOYTIPaBIICHUS

[IK-1.1. Ilpumensier 3Hanus
CTPYKTYpbI TOCYAapCTBEHHBIX
OpPraHOB, OPraHOB MECTHOTO
caMOyMpaBlieHUs, OpTaHU3aUN
pa3nmuuHbIX HopMm
COOCTBEHHOCTH; HOPMAaTUBHBIX
Y TIPAaBOBBIX aKTOB B cdepe
JOKYMEHTAI[HOHHOT'O
o0ecreyeHus yrpaBieHUs;
BHJIOBOTO COCTaB JIOKAIBHBIX
HOPMATHBHBIX aKTOB IO
JTOKYMEHTAIMOHHOMY
00€eCIeYeHnIo yIpaBIeHUs pU
pa3paboTKe JTOKATBHBIX
HOpPMAaTHUBHBIX aKTOB

3uamo: cmpyxmypy
20CY0apCMBEHHbIX OP2AHO8, OP2AHO8
MECMHO20 CaMoynpasieHus,
opeanu3ayull paziuyHsix opm
cobCmMeeHHOCmU, HOPMAMUBHO-
npaeogvle akmol 8 cghepe
OOKYMEHMAYUOHHO20 0becneyenus
VIPAGAEeHUs.

Ymemu: ananuzuposams npasosgvie
akmul 8 chepe OOKYMEeHMAYUOHHO2O0
obecneueHus ynpasieHus u
8bIABIIAMb BUOOBOU COCMAB
00513aMeNbHbIX TOKATbHBIX
HOPpMAMUBHLIX AKMOB

Braodems: nasvikamu npumenenus
00We20cy0apcmeeHHbIX HOPM 8
cghepe 0OKyMeHmayuoHHO20
obecneyeHus: ynpagieHus npu
pazpabomie J10KAIbHbIX
HOPMAMUBHLIX AKMO8

[1K-1.2. Pa3zpabatsiBaet Ha
OCHOBE JIEHCTBYIOIINX
MIPABOBBIX AKTOB JIOKAIBHBIC
HOpPMAaTHUBHBIE AKTHI 10
JTOKYMEHTAIMOHHOMY
00€eCIeYeHHUIO yIpaBIeHUs

3uams. npasuna paspabomku
JIOKAIbHBIX HOPMAMUBHBIX AKMO8, UX
CMPYKMypy U COOeprHcanue
Ymemuw: pazpabamvieams nokanvhvie
HOPMAamueHble aKmol 6 chepe
OOKYMEHMAayUoHH020 0becneyeHus
VIPAGNeHUuss 8 COOMBENCMEUL C
OelicmayiowuUMu NPago8vIMU axKm
Brnaoemw: nasvixamu noocomosxku
NPOEKMO8 NOKANbHBIX HOPMAMUBHBIX
aKkmoe, ux co2naco8aHusl u
VMBEPHCOCHUS




[IK-1.3. Bueapsiet u
aKTyalU3UPYeT JOKATbHBIC
HOPMATUBHBIX aKThI I10
JOKYMEHTAIMOHHOMY
00ecCneueHHnI0 yIpaBIeHUs B
rOCy/IapCTBEHHBIX OpraHax,
OpraHax MECTHOI'O
caMOyTpaBlIeHUS U
OpraHMu3alMsIX Pa3IMYHBIX
OpTraHU3AIMOHHO-TIPABOBBIX
dhopm 1 popM COOCTBEHHOCTH

3nams: nops0ox esedenus 6
oeticmeaue JT0KANIbHbIX HOPMAMUBHBIX
axmos no OOKYMeHmMAayuOHHOMY
obecneyeHuIo YnpasieHus 6
20CY0apPCMBEHHBIX OP2AHAX, OPSAHAX
MEeCMHO20 CaMoynpasieHus u
OP2aHU3AYUSX PAZTUYHBIX
OP2aHU3AYUOHHO-NPABOBBIX POPM U
¢opm cobcmeennocmu

Ymemv: 6neopamo noxanvHbie
HOPMAMUBHble AKNbl

Braoemvw: nasvikamu nepepabomu u
aKmyanu3ayuu 10KAIbHbIX
HOPMAMUBHBIX AKMO8

ITIK-3. Criocoben
OCYIIECTBIISATh
JIOKYMEHTAIMOHHOE
obecneyenne
JIEATEIbHOCTH
OpraHu3arui
pa3nuuHbIX hopm
COOCTBEHHOCTH,
rOCYIapCTBEHHBIX
OpPTaHOB U OPTaHOB
MECTHOI'O
CaMOYTIPaBIICHUS

[IK-3.1. Ilpumensier 3HaHus 0
KJ1accu(UKaLuu U BUIOBOM
COCTaBe Pa3IMYHBIX CUCTEM
JOKYMEHTaIUH B IIpoLecce
JTOKYMEHTHUPOBAHHSI
NeSITeIbHOCTH OpraHu3aIiii
pa3nmuuHbIX HopMm
COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPTaHOB U
OpPTraHOB MECTHOTO
CaMOYIIpaBIICHUSI

3namo: kKnaccugurayuro u 8ud06oL
COCMA8 PA3IUYHBIX CUCTEM
0oKyMenmayuu

Ymemo: npumensmeo
meopemuyecKue 3HaHUus npu pabome
C PA3IUYHBIMU CUCTEMAMU
0oKyMenmayuu

Brademu: nasvikamu ucnonvzosanus
PA3UYHBIX 8UO08 OOKYMEHMO8 U
cucmem OOKymMeHmayuu 0
obecneuenus oesimenrbHOCMu
OpeaHU3aYULl PA3TUYHBIX POPM
cobcmeeHHOCmU, 20CYOapPCMEEHHbIX
0p2aH08 U OP2aHO8 MEeCMHO20
Camoynpasienus

[TK-3.2. OcymecTBiusier
JTOKYMEHTAI[MOHHOE
o0OecrieyeHne AeATEILHOCTH
OpraHu3aIi pa3auuHbIX GopM
COOCTBEHHOCTH,
rOCy/IapCTBEHHBIX OpraHax u
OpraHax MECTHOTO
caMOyTIpaBIICHUS

3uamv: HopmamusHvie mpebosaHus
K OOKYMEHMAYUOHHOMY
obecneuenuro oesimenrbHOCmu
OpeaHu3ayull pasiuiHbLx opm
cobcmeeHHOCmU, 20CYO0APCMEEHHbIX
OP2aHax u Opeanax MecmHozo
camoynpasnenust
Ymemv: npumename snanue
HOPMAMUSHO-NPasosoll 6azvl npu
ocyujecmeneHuu
OOKYMEHMAYUOHHO20 obecnedenus
0essmenbHOCMU Op2anu3ayul
PA3IUYHBIX hOpM cOOCMBeHHOCIU,
20CY0aApCMBEHHbIX OP2AHAX U
0p2aHax MecmHO20 CamoynpasieHus
Bnaodemu: Hagvlkamu 6vis61eHUs.
coCmasa 0OKYMeHmo8,
obecneuusarowux pasiuinsle
npoyeccul

T1IK-3.3. PaGoraer ¢
pa3J'II/I'-IHBIMI/I CUCTEMaMHU
I[OKYMCHTaL[I/II/I

3nams: ocobennocmu pabomoi ¢
PA3TUYHBIMU CUCTEMA
O0oKymMenmayuu

Ymems: pabomamo ¢ pasnuunvimu




cucmemamut OOKyMeHmayuu
Bnaoems: nasvikamu
COBEPUIEHCMBOBAHUIO PAOOMbL C
0OKyMeHmamu, 00ecnedusaroujumu
PA3IUYHBLE NPOYECChL

1.3 MecTo IMCUHMILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI NMPOrpaMMbl

Hucnumimna «PernaMmeHnTtanus yrnpaBieHHUS AJIEKTPOHHBIMU JOKYMEHTaAMHU B OpPTaHHU3aIUSaX»
OTHOCHUTCSI K dYacTH, (HOpMHUPYEMOH ydacTHHUKaMU OOpa3oBaTENbHBIX OTHOIIECHWH ([lucruminHen
(Momymu) 1o BeIOOpY 3 (/IB.3) BapmaTUBHON YacTH MpOTrpaMMbl MarucTparypbl «Teopus v MpakTHKa
paboThI ¢ ANEKTPOHHBIMUA JOKYMEHTAMHU B YIPABICHUH M apXUBax» IO HAMPABICHHUIO TOJITOTOBKHU
46.04.02. JokyMEeHTOBEICHUE U apXUBOBEICHHUE.

Jnst ocBOEHUSI JUCUUIUIMHBI (MOOY7s) HEOOXOAUMBI 3HAHMS, YMEHUS U BIAJCHUS,
c(hOpMUPOBAHHBIE B X0/1€ U3YUEHUS CIEIYIOMNUX AUCIUIUINH U TPOXOKACHUS IPAKTUK:

- VmpagsieHue J0KyMEHTaMH B opranu3anusx (00si3aTeabHast AUCIUILUIHHA BapUATHBHON YacTH,
1 cemectp);

- MexayHapoaHble U HAIIMOHAIBHBIE CTAHAAPTHI MO YIPABICHUIO JOKYMEHTAMU U apXUBaMU
(obs3aTenbHAS AUCIMIUIMHA BapUATHBHOM YacTH, 1 cemectp);

- MudopManmoHHbple CHCTEMBI B YIPaBICHHH JOKYMEHTamMH (oOs3arenbHas IUCIUTUIHHA
00s13aTeIbHOM YacTH, 2 CeMeCTp);

- Vmparinenue uHpOpMaIMeir u JOKyMeHTanuedl 3a pyoOexom (oOs3arenbHas IUCHUTUIMHA
BapUaTUBHOM YacTu, 1 cemectp);

B pesynbTare ocBOCHHS MUCHIUTUIMHBI (MOIyJsl) (DOPMUPYIOTCS 3HAHUS, YMCHUS W BIIAJICHUS,
HEO0OXOIUMBIE I U3YUCHHSI CISAYIONINX JUCIUILTUH (MOAYJEH) U MPOXOXKICHUS MPAKTUK:

ApPXUBBI 2JIEKTPOHHBIX JOKYMEHTOB;

VYnpapneHrne MeTaJaHHbIMU 3JIEKTPOHHBIX TOKYMEHTOB;

VYrnpanenue JOKyMEHTHBIMH KOMMYHHKAIIUSIMH 3JIEKTPOHHOTO TIPABUTENIHCTBRA,;

PernamenTanus paboThl ¢ AIEKTPOHHON MOIMUCHIO;

OcHoBBI KJIacCUPUKAUU HHPOPMAIIUN U JOKYMEHTAIUH.

2. CTpyKTypa ITHCHHMILIHHBI
CTpyKTypa AMCHUILUINHBI 1JI51 04HOH (popMBI 00yUeHHs
OO01mmas TpyI0eMKOCTh TUCIUTUTHHBI COCTaBisieT 3 3. €., 108 akajgeMnyeckux 4acos.
CTpyKTypa AMCHUILUINHBI 1J15 04HOH (hopMbI 00yUeHHsI
OObeM jaucHUIUIUHBI B (opMe KOHTAKTHON paGoThl OOYYAIOMIMXCS C TeJarorn4eCKUMU

paboTHUKaMU U (WJIK) JIULIAMU, TPUBIEKaEMbIMH K peain3alui 00pa3oBaTeIbHON MPOrpaMMbl Ha HHBIX
YCIIOBHUSAX, TP MPOBEACHUH YUEOHBIX 3aHSATHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KomuuectBo
9acoB
Jlexnun 24
CemuHapsbl/1a00paTopHBIE PAOOTHI 36
Bcero: 60

OO0BeM TUCIMITIHHEI B (hOpMe caMOCTOSTETbHON paboThl 00yJaroImuXcs cocTaBisier 48
aKaJIeMUYECKHX Jaca(oB).




CTpykTypa IHCUMIIIIMHBI 1JI 0YHO-32049HOI (opMbI 00yUeHM S
OO61ast TpyA0eMKOCTh IUCHUIUIMHBI COCTaBisieT 3 3. €., 108 akageMuyeckux 4acos.

CTpykTypa IMCUMIVIMHBI JIS 04HO-32049HOI opMbI 00yUeHMsI

O0beM IUCHUIUTMHBI B (OpME KOHTAKTHOM pabOoThl OOYYAIOIIUXCS C MeJarorm4ecKuMu
pabOTHUKAaMU U (WIJIH) JTMIIAMH, TPUBJICKAEMBIMH K pealin3aiui 00pa30BaTelIbHOM MPOTrPaMMBbl Ha HHBIX
YCIIOBUSIX, IPU MPOBEACHUN YUCOHBIX 3aHSITHIA:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuectBo
4acoB
Jlexuun 16
Cemunapsl/1abopaTopHbie pabOTHI 16
Bcero: 32

O6beM AUCUMILTUHBL B (hOpME CaMOCTOSTEILHON pabOThl 00YYAIOMIMXCS COCTABNsACT /6
aKaJleMUYeCKrX Jaca(oB).

3. Conep:xaHue TUCHUTLINHBI

Paznen 1. BBenenne

[Ipenmer, 3amaum U cojepkaHue Kypca «PerjmamMeHTarusi yrpaBJICHUS SJICKTPOHHBIMH
Z[OKYMCHTaMI/I B OpFaHI/ISaHI/ISIX», ero pOJ'IB B IIOAI'OTOBKE CIICIHUAJINCTOB, CBA3b C )IpyTI/IMI/I y‘~IC6HI>IMI/I
TUCIUILTMHAME M HaIllPaBJICHUAMH JesTeNbHOCTH. OCHOBHBIC IOHATHS. 3HaYCHHE, BUbI U HA3HAYCHHE
JIOKAJIbHBIX HOpMaTI/IBHI)IX aAKTOB.

Pa3nen 2. 3akoHogaTeabHas U HOPMATHUBHO-METOAUYECCKAN 0a3za pa3paﬁoT1m JJOKAJIbHBIX
HOPMATHBHBLIX aKTOB

@®enepanpHble 3akoHBI Poccuiickon @enepanuu, WHbIE HOPMATUBHBIE IIPAaBOBBIE aKTHI,
pernamentupytonme [JOY. TpeGoanusi k opranuzamuu [JOY B HOpMAaTUBHBIX MPABOBBIX aKTax
IIpaBurensctBa Poccuiickonn @Penepaunu, PenepanbHOro apXMBHOIO areHTCTBa. HanuonaibHble
cranaaptel Poccuiickoir denepanuu 10 yNpaBJICHHIO JOKYMEHTAMU B OPraHM3alusAX. |HIIOBBIE
pernaMeHTsl (efepalbHbIX OpraHoB HCIHOJHUTENBHOM BiacTh. Meronundyeckue TpeOOBaHUS K
pa3paboTKe JTOKAIBHBIX HOPMATUBHBIX akTOB 110 JIOY opranusanuii.

Pazgen 3. Oco0eHHOCTH COBPEeMEHHOro HOpMATHBHOro peryaupoBanusi /IOY B
OpraHu3anmusax

Oco6eHHOCTH HOPMAaTUBHOTO PETYIMPOBAHUS U MeToIuuecKoro odecrniedenus JJOY B ycrnoBusx
MIPUMEHEHHUSI CUCTEM 3JIEKTPOHHOTO IOKYMEHTOO00pOTa U YIPaBJICHUS 3JEKTPOHHBIMU JTOKYMEHTAMH,
cMemaHHOi  (OymMakHO-0e30ymMakHOM) TexHojoruu. Bompocbkl, TpeOyroliye HOPMAaTHUBHOTO
perynupoBanusi npu BHeapeHun COJI B opranuzaunuu. OOecnedeHue IOPUAMYECKH 3HAYMMOIO
JOKYMEHTO000pOoTA.

B03MOXHOCTH HCIOJIb30BaHUsl JIEHCTBYIOIIETO B OpraHM3alMl KOMIUIEKCA HOPMAaTHBHBIX
JTOKYMEHTOB, DPEryJIMpYIOIUX opraHuzanuio u TtexHosnoruto JJOY (monoxenue o cuyxbe 0V,
JOJDKHOCTHBIE MHCTPYKIMHM pabOTHUKOB ciayxkObl JIOY, HHCTpyKIus 1O [€IONpOU3BOJCTBY,



perJamMeHTsl 1Mo paboTe ¢ TOKyMEHTaMHU U Jp.), B 3aBUCUMOCTH OT YPOBHSI CUCTEMHOCTH MIPUMEHEHUS
3JEKTPOHHBIX TEXHOJIOTHUH.

Paznen 4. TpeGoBaHusI K HOPMATHMBHBIM AKTAM CHCTEMbI YNPaBJeHHUS JTOKYMEHTaAMH
OpraHu3anuu

CoctaB M OCOOCHHOCTH COACpXAHHS JIOKAJIbHBIX HOPMATHBHBIX AaKTOB, PETYIHUPYIOIINX
opranu3zanuio u Texnojoruto 10OV B ycnoBusix npumenenuss CO/I.

[Tonoxxenne o crpykrypHoM mozpaszaencaun (cmyxoe JOVY). JIoKHOCTHBIE WHCTPYKIIUU
pabotaukoB ciayx0bl JIOY. Uuctpykiusa mo JIOY. TexHonormdeckue WHCTPYKIHMH. PeriaMeHTbI
MPOLIECCOB OpraHM3aIiy JOKyMeHTooOopoTta. Kiaccudukartopsl wuHPOpMAIMHM U JOKYMEHTOB,
HOMeHKJaTypa Aen. Crangaptsl opranu3zanui. [laker jokanbHbIX HOpMATUBHBIX akToB 1o JJOVY kak
4acTh CTaHAapTa OpraHu3aIuu.

4. OOpa3oBaTe/ibHbIE TEXHOJOTHHU

[lpn peanm3anuu MpOrpamMMbl JUCHUIUTMHBI HUCIIOJNB3YIOTCS pa3IndHble WH(POPMAIMOHHEIE
TeXHOJOruu. BoO Bpems JEKUMOHHBIX 3aHATUH HCIHOJB3YIOTCSA JJIEKTPOHHBIE IIPE3CHTALUU C
HCIIOJIB30BAHUEM IIPOEKTOpPA, a TaKXKe KJAcca, OCHAILCHHOIO COBPEMEHHBIMU KOMIIBIOTEPAMHU,
MOJIKJIOYEHHBIMU K IHTEpHET U 00beAMHEHHBIMU B €IMHYIO0 BHYTPEHHIOIO CETh U IEMOHCTPAILIMOHHBIM
9KPAaHOM, CBS3aHHBIM C KOMIIBIOTEPOM IIPETO1aBaATEIIS.

[IpakTnueckue 3aHATHS NPOXOAAT B  KOMIIBIOTEPHOM KJIacce C  HMCIOJIb30BAaHUEM
CTIEIMAIM3UPOBAHHOTO TPOTPaMMHOT0 obecrieueHusi, 6a3 JaHHBIX U WHPOPMALMOHHBIX PECYPCOB, a
TakXke Heo0XO0AUMOr0o TEXHUYECKOTr0 0OecredeHusl.

CamocrosiTenbHass paboTa CTYAEHTOB BKJIIOYAET B ceOsl KOHCYJbTAl[MU IpEnoAaBaress MpU
MOJIrOTOBKE pe(epaToB, a TAKKE CaAMOCTOATENbHYIO PaboOTy CTyAeHTa ¢ pecypcamu MHTepHera,
MH(GOPMAIMOHHBIMA TPAaBOBBIMH CHCTEMaMH, IIOCCIIEHHE CIHEIHATU3UPOBAHHBIX BBICTABOK U
KOH(epeHIMiA, ydacTue B paboTe KPYIJIbIX CTOJIOB U Jp.

Ne . WNudopmanroHssle u
HaumenoBanue paznena Bunpl yaeOHBIX 3aHATUI
/1 00pa3oBaTesIbHbIE TEXHOJIOT I
1 2 3 4
1 |BBenenue Jlexuus Ne 1 BBoaHas 1ek1yst ¢ MCIOJIb30BaHUEM
BUJICOMATEPHAIIOB
CemuHap Ne 1 KoHncyneTupoBanue
2 |3akoHOIaTeNbHAS u|JIexus Ne 2 Jlexuus-Bu3zyanuzanus ¢
HOPMAaTUBHO- IIPUMEHEHHUEM CIIAI-TIPOEKTOpa
METOANYECKas 0a3a|CemuHap Ne 2 3aHATHS B KOMIIBIOTEPHOM KJIacce
pa3paboOTKKU  JIOKAJIBHBIX
HOPMAaTUBHBIX aKTOB B
obxactu 10V CamocrosrenbHas pabora KoncynpTupoBanue
3  |OcobennocTu Jlexmus Ne 3 Jlekuus-Bu3yanuszanus ¢
COBPEMEHHOI0 IIPUMEHEHHUEM CIIAlI-TIPOEKTOpa
HOPMaTHUBHOI'O Cemunap Ne 3 3aHATHS B KOMIIBIOTEPHOM KJIacce
erynuposanus JJOY B
peryJmp A CamocrosrenbHas pabora KoncynsTupoBanue
OpraHM3aIusIxX
4 | TpeOGoBaHMS K Jlexknusa Ne 4 Jlekuus-Bu3yanusanus ¢
HOPMAaTUBHBIM aKTaM IIPUMEHEHHUEM CIIaliI-TIPOEKTOpa




CHCTEMBI yIpaBJICHUS [TonroroBka pedepara

JTIOKYMEHTaMu Cemunap Ne 4 3aHATUSA B KOMIIBIOTEPHOM KJlacce

OpraHM3aniu CamocrosiTenbHas padbora [TonroroBka pedepara
KoncynsTupoBanue

B mepuox BpeMEHHOTO MPHUOCTAHOBIICHHS IIOCEUICHUS OOYYAIOIIMMUCS TOMEIICHHH |
tepputopuun PI'TY st opranuzanuu ydaeOHOTO Mpoliecca ¢ IPUMEHEHHEM 3JIEKTPOHHOT0 00yueHus U
TMCTAHIIMOHHBIX ~ 00pa30BaTEeNbHBIX TEXHOJOTUH MOTYT OBITh  HCIIONB30BaHBI  CIEIYIOIINE
0o0pa30BaTeNbHbIE TEXHOIOTHH:

— BUJICO-JICKIIHH,

— OHJIAMH-JIEKLIUU B PEKUME PEATbHOIO BPEMEHH;

— DJIEKTPOHHbIE YYEOHUKH, YUeOHBIE TOCOOUS, HAYUHbIC U3/JaHUS B AJIEKTPOHHOM BHUJIE U JJOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM peECypcam;

— CHCTEMBI JIJIs 3JIEKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIBTALIUU C UCTOJIb30BAHUEM TEJIEKOMMYHUKAIIUOHHBIX CPEJCTB.

5. OueHka IJIAHUPYEMBIX Pe3yJbTATOB 00y4eHHUS
5.1 CucreMma oueHHBaAHUA

Dopma Konmpoaa Makc. konuuecmeo 6annos
3a oony pabomy Bcezo

Tekyuuii KOHTPOIb:
BrimonHenwe 3aqanuii Ha ceMHUHApe 10 6annos 40 6annos
Pedepar 20 bannos 20 bannos
[IpomexyTouHas arTecTarys 40 6annos
(3a4eT ¢ OIECHKOH)
Hroro 3a cemecTp (IUCIUTLITHHY) 100 6annos

OrneHka «yJOBIETBOPUTEIBHO» BBICTABIseTCs oOydarouiemycs, HaOpaBmemy ot 50 no 67
0aJIJIOB, OIIEHKA «XOPOIII0Y» BBICTABIIAECTCS 00yUaromemMycs, HabpaBiieMy oT 68 10 82 0aioB, OllEHKa
«OTIMYHOY» BBICTABIIsAETCS OOydaroiemycs, HabpasieMy ot 83 1o 100 GamioB, copMUpOBaHHBIX B
pe3ysbTaTe CyMMHpPOBaHMsS OajuloB, MOJYYEHHBIX IMPU TEKYLIEM KOHTpPOJIE U IPOMEKYTOUHOU
arrectauuu. llodydeHHBIH COBOKYNHBIM pe3ynabTar (MakcumyMm 100 0GayioB) KOHBEpPTHpYETCS B
TPaJUIIMOHHYIO LKAy OIIEHOK M B IIKAJy OLUEHOK EBpOIENCKON CUCTEMBI MEPEHOCA U HAKOIJICHUS
kpeautoB (European Credit Transfer System; nanee — ECTS) B coorBeTcTBHM ¢ TabIUIEH:

100-6annpHas mkana | TpaaunuoHHas mkana Ixkana ECTS
gg : égo OTJIMYHO g

68 — 82 XOpOIIIO 324TEHO C

gg : gg YIIOBJIETBOPUTEILHO E

20-49 FX

0_19 HEYIOBJIETBOPUTEIHHO HE 3a4TEHO =

5.2 Kpurepuu BbICTaBJIeHUS OLIEHKHU N0 JUCHMIJIHHE



Banany/
HMIxana
ECTS

Onenka nmo
AUCUUILIHHE

KpuTtepun oneHkn pe3y1bTaToB 00y4eHuUs 10
AUCLHMILIAHE

100-83/
AB

«OTIUYHOY/
«3a4TEHO
(OTIM4HO)»/
«3a4TEHOY

BricTaBnsiercs o0ydaromeMycsi, €Cii OH TITyO0KO U
IIPOYHO YCBOMJI TEOPETUYECKUN U NIPAKTHUECKUI
MaTepuai, MOXKeT IPOJIEMOHCTPUPOBATE 3TO HA 3aHATHIX
U B XOJI€ IPOMEKYTOUHOMN aTTECTALlUU.

OO0yuaromuiicsi HICUYEPIBIBAIOIIE U JIOTHYECKUA CTPOMHO
U3JaraeT yueOHbI MaTeprall, yMeeT yBS3bIBATh TEOPHUIO C
MIPAKTUKOM, CIIpaBIISIETCS C PeUICHUEM 3a/1a4
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, PAaBUIILHO OOOCHOBBIBAET MPUHSTHIC
pelIeHus.

CB0OOIHO OPUEHTHPYETCS B YUEOHOH U
npoeCCHOHATTLHOMN JINTEPATYPE.

OreHka 1Mo JUCHUTUTMHE BBICTABIISIOTCS 00yJarOmEeMycs C
y4€TOM pe3yJbTaToOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.

Komnereniuu, 3akpeniéHHble 3a JUCUUIUIMHON,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«X0pomIoy/
«3a4TEHO
(xoporo)y»/
«3a4TEHOY

BeicTaBisercs o0yyaromemycs, €Cii OH 3HaeT
TEOPETHYECKUHN U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYLIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZ€
IIPOMEKYTOUYHOM aTTECTAllMHU, HE OIYCKasl CYLIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbLHO IPUMEHSET TEOPETHUUECKHE
MIOJIOXKEHUS [IPU PELICHUN NTPAKTUYECKUX 3a1a4
npodeccnoHalbHOM HAaIIPaBIEHHOCTH PA3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOJUMBIMHU I ’TOT'0 HABBIKAMU
U IpUEMaAMH.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeccroHalbHO TuTEpaType.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00yYaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEW U IPOMEKYTOUHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHnble 3a JUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOILUIIY.

67-50/
D,E

«YJIOBJIETBOPH-
TETBHOY/
«3aUTEHO
(ynoBnerBopu-
TETBHO)»/
«3aUTCHO

BricTaBisiercs oOydaromemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall,
JIOITyCKAET OT/AEIbHBIC OIINOKY MPH €ro U3J10KEHUH Ha
3aHATHSX U B X0J1€ IPOMEKYTOUYHOM aTTECTALINH.
OOyyaromuiics UCIBITHIBAET ONPEIeIEHHbBIE 3aTPYAHCHUS
B IPUMEHEHUN TEOPETUUECKUX MOJI0KEHUH NPU PELIEHUH
MIPAKTUYECKHX 3a/1a4 PO(YEeCCHOHAIBHON HalpaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CJIOKHOCTH, BJIAJIEET
HE0OXOIMMBIMHU IS 3TOTO 0a30BBIMU HaBBIKAMU U
IIPUEMAMH.

JleMOHCTpUpYyeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUEOHOU
JUTEPATyphl 110 TUCLHUIIIMHE.




Banasl/ Onenka no KpuTtepun oneHkn pe3y1bTaToB 00y4eHuUs 10

Hlkamna AUCHHUILINHE AUCLHMILIAHE
ECTS

OneHka no JUCHUILTMHE BBICTABIISIOTCS 00yUYalomeMycs ¢
y4€TOM PE3YJIBTATOB TEKYILEH U IIPOMEKYTOUYHON
aTTeCTalUu.

KomrniereHiuu, 3aKkpeni€énnble 3a JUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «IOCTATOYHBIN).

49-0/ «HEYHOBIETBOpUTE | BrIcTaBisieTcst oOyyaromemycs, eciu OH He 3HAeT Ha
F.FX JTBHOY/ 0a30BOM ypOBHE TEOPETUYECKHI U PAKTUIECKUI
HE 3a4TEHO MaTtepual, 10MycKaeT rpyoble OIMUOKH pHU €ro
U3JIOKEHUHU Ha 3aHATHUSAX U B XOJI€ IIPOMEKYTOUHOMN
aTTECTaIlHH.

OOyuaronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHCHUS B
IIPUMEHEHUN TEOPETUUECKUX TI0JI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 3a/1a4 MPO(ECCHOHATFHON HAIPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaJIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMHU U IIpUEMaMHU.
JleMoHCTpHpYeT (parMeHTapHble 3HaHUS y4eOHOH
JUTEPATYPBI 110 AUCLUIUIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABISAIOTCS 00YYaIOIEMYCs C
y4€TOM PE3YJIBTATOB TEKYIEH U IPOMEKYTOUHON
aTTECTallUN.

Komnerennumn Ha ypoBHE «IOCTATOYHBII), 3aKPEIIEHHBIC
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepHAJIbI) VI TEKYLEr0 KOHTPOJISI yCIIeBaeMOCTH,
NPOMEKYTOYHOH ATTeCTAUM 00y4aKOIIUXCH M0 JUCHUILINHE

IIpumepHbie TeMbl pedepaToB 1Mo pasaenam AUCHUIJIMHBI:

1. Bomnpocs! pernamenrtanuu JJIOY B 3aKOHOAATEIBHBIX U MHBIX HOPMATUBHBIX MPABOBBIX aKTaX.

2. HopmaTuBHBIE M METOJMYECKUE TOKYMEHTHI 110 YIIPABICHUIO JOKYMEHTAMHU KaK OCHOBA ISt
pa3paboTKH JOKaJbHBIX HOPMAaTUBHBIX akToOB 110 JJOVY.

3. HaunonanbHble cTanaapThl Ha 6a3e ctangapToB MCO mno yrpaBiieHHIO TOKyMEHTaMU.

4. AHanu3 HOPMATUBHBIX AaKTOB, PpErVIAMEHTHUPYIOUIMX OTAENIbHbIE BOMNPOCHl  YIpPaBIEHUS
JJIEKTPOHHBIMU JJOKYMEHTAMU.

5. Kommuiekc nokanbHBIX HOPMaTUBHBIX aKTOB, perynupyomux JOVY.

6. PerynsaTuBHas cpeqa ynpaBieHuUs T0KyMEHTaMU B eiepaIbHbIX OpraHax UCIOJHUTEIbHON BIACTH.
7. Metoauka pa3pabOTKH BHYTPEHHUX JOKYMEHTOB, 3aKperuIstonux opranuzanuio JJOVY.

8. ®ynxuuu ciayx6s1 JIOY no opranuzanuu paboThl ¢ 3IEKTPOHHBIMH JOKYMEHTaMHU.

9. Meronuka pa3pabOTKH HHCTPYKIIMU MO JAEIOMPOU3BOICTBY B YCIOBUAX QyHKIMoHUpoBaHus CO/I.
10. MuCcTpyK1HMs 1O AESTONPOU3BOACTBY U PEriiaMeHT Mo padoTe ¢ JOKYMEHTaMU: 00Ilee U Pa3Indus.
11. Cranpaptsl opranusanuu. JIokaabHble HOPMAaTUBHBIE aKThl KaK YacTh CTaHJapTa OpraHU3aliH.

KOHTpOJILHbIe BOIIPOCHI M 3aJaHUA JJIA l'lpOMe)KyTO'-IH()ﬁ aTTeCTallMi 110 UHTOraM OCBOCHMHA
AUCHHUITINHbI

1. Yro nmoHumaercs oA JIOKaJIbHbIM HOPMAaTHUBHBIM akTom?



2. Kakue BUBI IOKATbHBIX HOPMAaTUBHBIX aKTOB 00s3aHa UMETh OpTaHu3alus?

3. SIBnsitoTCST M JIOKaJbHBIE HOPMATHBHBIC aKThl 00SA3aTENbHBIMH Ul HCIIOJIHEHHS BCEMHU
pabOTHHKaMU OpraHu3auu’?

4. KakoBbl COBpeMEHHBIE TPeOOBaHUSA K COCTaBy MH(POpPMALUU U MOPAAKY O(OPMIICHUS JOKATbHBIX
HOPMAaTUBHBIX aKTOB?

5. Kaxkwue Borpocs! opranuzamnuu u TexHonoruu JJOY tpedyroT BHYTPEHHETO peryJIupoBaHus?

6. Bompocsl, TpeOyromye HOpMaTUBHOTO peryupoBanus npu BHeapeHun COJI.

7. KakoBbl BO3MOYKHOCTH HMCIIOJIb30BaHMsI MTAaKeTa HOPMAaTUBHBIX aKTOB 1O TpaauuuoHHomy OV mns
PEryJIUpOBaHUSI SJEKTPOHHOTO TOKyMEHTO00opoTa?

8. KakoBbl OCOOCHHOCTH JIOKQJIbHBIX HOPMATHUBHBIX AaKTOB, PETYJIHPYIOUMX OpraHu3aluio |
texHosoruto JIOY B ycnoBusix ucnonb3oBanust CO?

9. Cranpmaptet UCO u poccuiickue CTaHIApThl MO YIPABICHUIO JOKYMEHTAaMH KaK OCHOBA JIJIs
Pa3pabOTKH JIOKAITBHBIX HOPMAaTHBHBIX aKTOB.

10. Kakue BOmpOCH MO YHPABICHUIO AJIEKTPOHHBIMU JIOKYMEHTaMU MAOJDKHBI OBITH OTpPAKEHbI B
noJioxkeHuu o cayx6e 1OV u 1omKHOCTHBIX HHCTPYKIHAX pabOTHUKOB ciyk0b1 IOY?

11. Ponp pernaMeHTOB, OTPaXkKAIOIIMX MPOIECCHBIN MOIX0/] K OPraHU3aliul JOKYMEHT0000poTa.

12. TpeGoBanusi k conepxkanuto HHCTpyKuu 1o JOY B 3aBUCUMOCTH OT YPOBHS CHCTEMHOCTH
[IPUMEHEHHUS AIEKTPOHHBIX TEXHOJOTUH.

13. Kakue nokaabHbIe HOPMATUBHBIC aKThI, PETYIUPYIOIINE CUCTEMY YITPABICHUS JOKYMEHTaMH, MOTYT
SBJIATHCS YacThIO CTaHJapTa OpraHu3aluu?

6. YuyeOHO-MeToaUYecKOe H MH(POPMAIIMOHHOE o0ecriedeHne TUCITUTIIHHBI

6.1 CnHCOK HCTOYHHKOB M JIUTEPATYPHI
HcTouHNKN:
OCHOBHBIE

1. ®enepanbHbIil KOHCTUTYIHMOHHBINA 3aK0H OT 25.12.2000 Ne 2-®OK3 "O T'ocymapcTtBeHHOM repOe
Poccuiickoit ®enepanun".

2. ®enepanbabiii 3ak0H 0T 02.05.2006 Ne 59-d3 "O mopsiike paccMOTpeHUs 00palIeHni TpakiaH B
Poccuiickoit ®enepanun".

3. ®epepanbubiii 3akoH OoT 27.07.2006 Ne 149-®3 «OO6 wunHpOpManuu, HWHPOPMAIHMOHHBIX
TEXHOJIOTUSX U O 3aIIUTe HHOOPMAITM.

4. ®enepanbubiii 3aK0H 0T 06.04.2011 Ne 63-D3 «O06 >1eKTPOHHOM MOITUCKY.

5. ®epepanpHblil 3ak0H oT 27.12.2002 Ne 184-03 «O TexHuueckom peryaupoBanun» // C3 PO.
2002. Ne 52. 4. 1. Cr. 5140.

6. denepanpHblil 3ak0H OT 22.10.2004 Ne 125-03 «O06 apxuBHOM fene B Poccuiickoit denepanumy
/I C3 P®. 2004. Ne 43. Ct. 4169; 2010. Ne 31. Crt. 4196.

7. Yxa3 Ilpesunenrta Poccuiickoit @eneparuu ot 17.04.2017 Ne 171 "O MOHUTOpUHTE U aHAIIW3E
pe3yIBTATOB PaCCMOTPEHUS 0OpaIieHNi TpayKIaH U OpraHu3aimin".

8. Yka3 Ilpesunenra Poccuiickoit @enepanuu ot 09.05.2017 r. Ne 203 «O Crpaterun pa3BuTHS
nHpopmanroHHoro odmecta B Poccutickoit ®enepanuu Ha 2017-2030 roap».

9. HattmonanbHass mnporpamma "LludpoBas skoHomuka Poccuiickoit ®enepauun" (macmopt
HAIIMOHAJIBHOTO MPOEKTa yTBepxkaeH npe3uauymom Coseta nipu [Ipesunente Poccuiickoit denepannn
10 CTPATETNYEeCKOMY Pa3BUTHIO U HALIMOHAIBHBIM MTpOeKTaM (IpoTokou oT 24 nexadps 2018 r. Ne 16).

10. TTocranosnenue [IpaBurenscrBa Poccutickoit ®enepanuu ot 28.07.2005 Ne 452 «O trmmoBom
periaMeHTe BHYTPEHHEH opranuzanuu (eaepalbHbIX OPraHOB UCHONHUTENbHOU Biactw» // C3 PO.
2005. Ne 31. Cr. 3233.



11. TMocranosnenue IlpaButensctBa Poccuiickoir @enepanun ot 19.01.2005 Ne 30 «O TumoBom
periaMeHTe B3auMOCHCTBUS (hefepabHBIX OPTaHOB MCIIONHUTENLHOM BiacTiy // C3 P®. 2005. Ne 4.
Cr. 305.

12. TlocranoBnenue IlpaButensctBa Poccuiickoit ®enepammu ot 27.12.1995 Ne 1268 "O6
YIOPSAOYEHUH H3TOTOBIICHUS, MCIOJIb30BAaHUS, XPAaHEHUS U YHHUTOKEHHUS Iedyared U OJIaHKOB ¢
BocrpousBenienueM ['ocynapcrBennoro repoa Poccuiickoit @enepannn".

13. IlocranoBnenue IIpaButenbctBa Poccuiickoit ®eneparmuun ot 15.06.2009 Ne 477 «O6
yrBepKAcHUH [IpaBui 1enonpon3BoACcTBa B (heepaabHbIX OpraHax HCIOIHUTENBHON Bractuy» // C3
P®. 2009. Ne 25. Ct. 3060.

14. TlocranoBnenue IIpaButenbcrBa Poccuiickoit @eneparun ot 28.12.2011 Ne 1184 "O mepax no
o0ecniedeHuto nepexo/ia penepanbHbIX OPraHOB UCIIOJIHUTEIBHON BIIACTH U OPTaHOB rOCYAapCTBEHHBIX
BHEOIOJDKETHBIX (POHIOB Ha MEXKBEIOMCTBEHHOE MH(POPMALMOHHOE B3aUMOJICHCTBHE B 3JIEKTPOHHOM
Buae'.

15. Ilocranosnenue IlpaButennctBa Poccuiickoit ®@epepauun or 16 mas 2011 r. Ne 373 "O
pa3paboTKke ¥ YTBEPXKICHHH aJMUHHCTPATUBHBIX PErJIaMEHTOB WCIIOIHEHUSI TOCYIapCTBEHHBIX
(GYHKIUH ¥ aIMUHUCTPATUBHBIX PETJIAMEHTOB TPEOCTABICHHS IOCYIapCTBEHHBIX yCayT'.

16. ITocranosnenue [IpaButensctBa Poccuiickoii @enepanuu ot 06.09.2012 Ne 890 "O mepax mo
COBEPILIEHCTBOBAHUIO 3JIEKTPOHHOTO JIOKYMEHTOO00OPOTa B OpraHax rocy1apCTBEHHON BiacTu'.

17. Pacnopspkenne IlpaButensctBa Poccuiickoit ®Peneparuu ot 12.02.2011 Ne 176-p [Ilnan
MEPOIPUATHIA MO mepexony (enepalbHbIX OPraHoOB HCIOJHUTEIbHOM BJIacTU Ha 0e30yMakKHBIN
JOKYMEHTOOOOPOT MPH OpraHu3aluy BHYTPEHHEH e TEIbHOCTH .

18. Pacnopspkenne IIpaButenbctBa Poccutickoit @enepanmu ot 02.04.2015 Ne 583-p [IlepeueHb
BUJIOB JIOKYMEHTOB, NEPEJaBaeMbIX MPHU B3aUMOJCHCTBUHU (elepalbHBIX OPraHOB HCIIOJIHUTEIHHON
BJIaCTH, OPIaHOB MCIIOJIHUTEIBHOW BiacTu cyObekToB Poccuiickoii denepannu, rocyaapcTBEHHBIX
BHEOIO/DKETHBIX (DOH/IOB B JIEKTPOHHOM BUJE].

19. Ilpuka3 @enepanbHOTO apXUBHOTO areHTcTBa OT 22.05.2019 Ne 71 "O06 yrBepxaenuu [1paBun
JIEJIONPOU3BOJICTBA B TOCYJAPCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYITpaBJICHHU "

20. TIpuka3 denepanpHOro apXuBHOTO areHTCTBa OT 15.06.2020 Ne 69 "O6 yrBepkaeHun THITOBBIX
(GYHKIMOHATIBHBIX TPEOOBaHUN K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOTa U CUCTEMaM XpaHEHUs
ANIEKTPOHHBIX IOKYMEHTOB B apXUBaX rOCy/1apCTBEHHBIX OPTaHOB".

21. Tlpuka3 PocapxuBa ot 29.04.2011 Ne 32 "OO yrtBepkaeHuun PexomeHpanuii 1o moaroToBke
(denepanbHBIMU OpraHaMU BJACTH IEpPEYHEH JOKYMEHTOB, CO3JaHHe, XpaHEHUE M HCIIOJIb30BAHUE
KOTOPBIX JOJKHO OCYLIECTBIATHCS B (POPME IEKTPOHHBIX JOKYMEHTOB ITPU OPraHU3aI[M1 BHYTPEHHEH
EeATEILHOCTH .

22. Tlpuka3 Pocapxupa ot 11.04.2018 Ne 42 "O6 yrBepkaenuu [IpumepHoro nonoxxeHust 00 apxuse
opraHuzanun".

23. Ilpuxa3 PocapxuBa ot 11.04.2018 Ne 43 "OG6 yrBepxnaenuu IIpumepHOro mnosioxeHus o0
9KCIIEPTHOM KOMHCCHM OpraHu3aluu’.

24. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 44 "OG yrBepxnaenuu lIpumepHONH HHCTPYKLUHU IO
JIEJOTPOU3BOJICTBY FTOCYAAPCTBEHHOW OpraHu3anun'’.

25. Ilpuka3z PocapxuBa ot 20.12.2019 Ne 236 "OO6 yrBepxkaeHuu IlepeuHss THHOBBIX
YIpaBIE€HYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCs B IPoLiecce e TEIbHOCTH TOCY1apCTBEHHBIX
OpPraHoOB, OPraHOB MECTHOI'O CAaMOYIIPABIIEHUS U OPTaHU3ALMM, C YKa3aHHUEM CPOKOB MX XpaHEHHMS "

26. Ilpuka3 PocapxmBa ot 20.12.2019 Ne 237 "OO6 yrBepkaeHnu MHCTpYKIMH 1O TPUMEHEHUIO
IlepeuHs TUIOBBIX YIPABICHUECKUX AapXMBHBIX JOKYMEHTOB, OOpa3yloIIMXCs B Ipolecce
NeSITEIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIMPAaBIEHUS U OpraHu3aluid, c
yKa3aHHEM CPOKOB UX XpaHEHus".

27. Tlpuka3 PocapxuBa ot 25.12.2020 Ne 199 «O6 yrBepxkaeHnH MeTOIUISCKUX PEKOMEHIAIINI 110
pa3paboTke MHCTPYKLUUH IO JEIONPOM3BOJCTBY B TOCYAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYTpPaBICHUS».



28. Ilpuka3z Muntpyna Poccum ot 06.05.2015 Ne 276n "O6 yrBepx)aeHUU TPO(PECCHOHATBHOTO
crarnapta "CrHenuanucT Mo OPraHU3alMOHHOMY M JOKYMEHTAIIHOHHOMY OOCCIICUEHUIO YIPaBIICHUS
opranuzanuen".

29. Tlpuka3z Muntpyna Poccun ot 10.05.2017 Ne 4161 "OO6 yrBep)aeHUH MPOodecCHOHATEHOTO
cranzapra "Crnenuanuct 1Mo ynpaBieHHIO JOKYMEHTalMel opraHusamnuu'.

30. IIpuka3z Muntpyna Poccuu ot 19.04.2018 Ne 266H "OO6 yTBepKaeHUH MPOdEeCcCHOHATEHOTO
cranapta «Crnequanuct no (GopMHUpPOBaHUIO 3JIEKTPOHHOTO apXxuBa'.

31. Ilpuka3z Muntpyna Poccun ot 18.03.2021 Ne 140H "OO6 yrBep)aeHUH MpodecCHOHATEHOTO
cranjapra "Cnenuanuct apxusa'.

32. TOCT P 7.0.97-2016. Cuctema ctanaapToB 1o HH(GOpMAIHIH, ONOIMOTCUHOMY U U3/1aTEIHCKOMY
neny. Opranu3zalluOHHO-pacopsiAnTeIbHas JoKyMeHTanus. TpeboBanus K 0popMICHUIO JOKYMEHTOB.
— M.: Crannmaptunadopm, 2017.

33. TOCT P UCO 15489-1-2019. Cucrema cranmaptoB mo uHpOpMaIuu, OUOJIUOTEYHOMY H
usnarenbekomy aeny. Muadopmanus u gokymeHTamus. YnpapieHue qokymeHTamu. Yacts 1. [lonarus
u npuHuuiel. — M.: Crangaptundopm, 2019.

34. TOCT P HMCO 30300-2015. Cucrema cranmapToB Mo HHPOpMAaLUH, OUOIUOTEYHOMY U
uznarenbckomy Aeny. Madopmanms u nokymenrtanus. CucteMsl yrpaBieHus ToKyMeHTaMu. OCHOBHbBIE
MOJIOKEHUS U clIoBapb. . — M.: Ctangaptundopm, 2016.

35. 'OCT P HCO 7.0.101-2018/MCO 30301. Cucrema craHmapToB Mo uH(MOpPMALINH,
OubamoTedyHOMy W m3aarenbckomy neny. MHbopmamms w moxymeHrtanus. CUCTEMBI yIpaBIICHUS
nokyMmentamu. TpeboBanus. — M.: Ctanaaptundopm, 2018.

36.TOCT P MCO 30302-2022. Cucrema craHaapTtoB 1o uHpopMmanuu, OHOIMOTEYHOMY U
uznarenbckomy geny. HWudopmanus u goxkymeHtanus. CHUCTEMBbl YIpaBIEHUS TOKYMEHTaMHU.
PyxoBojncTBo mo BHeApenuto. — M.: Crangaptuadopm, 2022.

37. TOCT P UCO 57551-2017. Undopmanus u nokymeHTanus. OLieHKa puckoB JUIsl JOKyMEHTHBIX
nporeccoB u cuctem. . — M.: Crangaptuadopm, 2017.

JlonmosiHUTEIBHBbIE

1. 3akon Poccuiickoit ®@enepauuu ot 25.10.1991 Ne 1807-1 "O sa3sikax HapoaoB Poccuiickoit
Oenepaunn".

2. ®enepanpubii 3akoH oT 01.06.2005 Ne 53-®d3 "O rocymapcTBeHHOM si3blke Poccuiickoit
Oenepaunn".

3. TlocranoBnenme mpasurenbcTBa Poccmiickoit @enepamum ot 22.09.2009 Ne 754 «O6
yTBepkaeHnn [lonoxeHns o cucteMe MeXBEOMCTBEHHOT'O AJIEKTPOHHOTO JOKYMEHTO000POTa.

4. Tlocranosnenue IlpaButensctBa P® ot 08.09.2010 Ne 697 «O enuHoil cucreme
MEXXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMoaencTBus»// C3 PD. 2010. Ne 38. Ct. 4823.

5. IlonoxeHue o MOpsIKE M CpPOKaX XpaHEHUs JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB. YTB.
nocranoBjieHrneM DenepanbHON KOMUCCHH IO PHIHKY IeHHBIX Oymar ot 16.07.2003 Ne 03-33/mc.

6. TOCT P MCO 9004-2001 Cucrempl MEHEPKMEHTa KadyecTBa. PeKOMEHIAIIMH TI0 yIyUIIEHUIO
NESATENIBHOCTH.

7. TOCT P UCO 9001-2001 Cucrembl MeHE)KMEHTA KauecTBa. TpeboBaHus.

8. TOCT P 52292-2004 DnextpoHHbIi 0OMeH uH(popmaruei. TepMHUHBI U oOmpeneneHus. —
(MudopmanonHas TEXHOJIOTHS).

9. TOCT P 52294-2004. VYmnpaiaeHue  oOpraHuzanueil.  DIEKTPOHHBI  perjamMeHT
aJIMMHHUCTPATUBHON U CiIy)keOHOM nesrenbHOCTH. OCHOBHbIE mojoxeHus. - M.: Crannaptuadopm,
2004.

10. TOCT P HMCO 23081-1-2008. Cucrema craHmapToB mo uH(popMaruu, OHOIHMOTEUHOMY H
U3/1aTeNIbCKOMY Aeiy. YTIpaBieHue foKkyMeHTaMHu. [Iporieccsl ynpasieHus JokyMeHTaMu. MeTaiaHHble
Ut ToKyMeHTOB. — M.: Ctangaptundopm, 2009.



11. TOCT P HCO 22310-2009. Cucrema craHmapToB Mo HHpoOpManuu, OUOIUOTCUHOMY U
uznarenbekomy neny. Madopmanus u nokymeHnrtanus. PykoBoacTBo s pa3paboTYUKOB CTaHIAPTOB,
yCTaHABJIMBAOIINX TPEOOBaHUS K yIpaBJIeHHUIO JokyMeHTamMu. — M.: Ctangaptundopm, 2009.

12. Hopmbl BpemMeHM Ha pabOThl 1O aBTOMATH3WPOBAHHOW AapXMBHOW TEXHOJOTHU U
JOKYMEHTAI[MOHHOMY OOECIIEUYEeHHIO OPraHoOB yIpaBjieHHs. YTB. ocTaHoBieHrneM Muntpyna Poccun
o1 10.09.1993 Ne 152. M., 1993

13. MexoTpacneBble yKpYIMHEHHbIE HOPMBI BpeMEHHM Ha paboThl MO JOKYMEHTAlMOHHOMY
oOecrieueHuIo yrpasiacHus. - M., 1995.

14. MexoTpaciieBble THUIIOBbIE HOPMBI BpEMEHHM Ha pabOThl MO CEPBUCHOMY OOCIYKHBAHUIO
MEPCOHAIBHBIX ~ JJIEKTPOHHO-BBIUUCIUTEIBHBIX ~ MAIIMH U OPraHU3alMOHHOM  TEXHUKH U
CONPOBOXKICHUIO MPOTPaMMHBIX CpeACTB. - M., 1998.

15. Hopmebl BpeMeHr Ha paboThI MO JOKYMEHTAIMOHHOMY 00ECIICYCHHIO YITPABICHYECKUX CTPYKTYP
denepanbHBIX OpPraHOB HCIOJIHUTEIBHONW BiacTu (yTB. moctaHoBieHueM MunTtpyaa Poccun ot
26.03.2002 Ne 23).

Jlureparypa:
OcHoBHast

1. VopaBnenue JnOKyMEHTaMH B UHU(POBONM HSKOHOMHUKE: OpTraHU3alWs, pPErJIAMEHTAIus,
peanuzanus. / [ABT. M.B. Jlapun, H.I'. Cyposuesa, E.B. TepentseBa, B.®. Sukoas]; [lox pen. M.B.
Jlapuna. M.: PITY, 2021. 272 c. https://www.rsuh.ru/upload/main/fdta/monograph.pdf

2. Jlapun M. B. UadopmanmonHoe obecriedeHue ynpasieHus: yaueoHoe nocooue / M. B. Jlapus;
[M-Bo o6pazoBanus u Hayku Poc. deneparuu, enep. roc. 610KeTHOE 00pa30BaT. YUPEIKICHNUE BBICIIL
oOpazoBanus "Poc. roc. rymanutapusiii yH-1"]. - Mocksa: PITVY, 2018. — 278 c.

3. JlokyMeHTallMOHHOE O0ECIICUCHHE YIIpaBieHHUs (JIEI0NPOU3BOICTBO): ydeOHOe mocodue /
T.A. beixoBa, T.B. Ky3uenosa, JI.B. Cankuna ; mog o6m. pea. T.B. Ky3nenooii. — 2-¢ u3., nepepao.
u gon. — MockBa : UH®PA-M, 2020. — 304 c. + Jlon. marepuainbl [DIeKTpOHHBIA pecypc]. —
(Cpennee  mpodeccuoHaabHOE  00Opa3oBaHUE). - Tekcr: AIIEKTPOHHBIH. - URL:
http://znanium.com/catalog/product/1070624

JlonosHuTEILHAS

1. JoxymeHTarmoHHOe oOecrieueHre ynpaBieHus (AeTonpou3BOACTBO) : yueb. mocodue / T.A.
beikosa, T.B. Ky3uenora, JI.B. Cankuna ; mox obmi. pea. T.B. Ky3nenoBoit. — 2-¢ uzj., nepepad. u
non. — M. : UH®PA-M, 2018. — 304 c. + [on. marepuansl [ DneKTpOHHBIN pecypc; Pexxum nocryna
http://www.znanium.com]. — (Beicumiee oOpa3oBanue: bakanmaBpuar). - Pexum gocryna:
http://znanium.com/catalog/product/942800

2. JlokyMeHTaIMoHHOe 00ecIeYeHHe YITPaBJICHHS HErOCYIapCTBEHHBIX OPTaHu3alnii: YueOHoe
nocobue / beikoBa T. A., Cankuna JI. B. - 2-e uzn., nepepab. u gom. - M.: HUL| UH®PA-M, 2015. -
302 c.: 60x90 1/16. - (BO: bakamaspuar) (ITeperuiér) ISBN 978-5-16-010379-2 - Pexxum goctyma:
http://znanium.com/catalog/product/468884

3. HoxymenTtoBenenue: YueoHoe nocodue / Ymakosa O.A. - M.: HUL] UH®PA-M, 2017. - 64
C.: 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum JOCTYyTa:
http://znanium.com/catalog/product/809874

4. Jlenonpou3sBojctBo: YueOuuk / T.A. beikosa, JI.M. Bsanosa, JI.B. Cankuna; Ilox pen. T.B.
Ky3znenosoii. - 3 u3n., nepepad. u gomn.- M.:HUL] UHOPA-M, 2013. - 364 c.: 60x90 1/16 + ( Jon. mart.
znanium.com). - (BO: bakamasp.). (m) ISBN 978-5-16-004923-6 - Pexum gocryna:
http://znanium.com/catalog/product/395908

5. Kabamos C. KO. DnekTpoHHOE MPaBUTENHCTBO. DNEKTPOHHBIA JOKYMEHTO000pOT. TepMuHsbI
u onpenenenus: YuebHoe nocodue. - 1. - Mocka: OOO "Hayuno-uznarensckuit nentp MHOPA-M",
2017. - 320 c. - ISBN 9785160068350.
http://znanium.com/go.php?id=809828

JIeKTPOHHBbIE pecypchl


http://znanium.com/catalog/product/1070624
http://znanium.com/catalog/product/395908
http://znanium.com/go.php?id=809828
http://znanium.com/go.php?id=809828

www .rusarchives.nl
www.vniidad.ru
www.termika.ru.
www.zakonprost.ru
www.bestpravo.ru
www.businesspravo.ru
www.document.ru

NudopManinoHHO-CIIPABOYHBIE U IOMCKOBbIE CHCTEMBI

- [apanT. 3akoHOIATEIBCTBO ¢ KOMMeHTapusiMu — http:// www.garant.ru

- KoncyneranT miroc. CripaBo4HbIE ITpaBoBbie cucTeMbl — http://www.consultant.ru
- - Poccwiickas razera http://www. rg.ru

- I'unpaus Ypasnsonux Jlokymenranueii — http://www.GDM.ru

-Jlokyment.py — http://www.document.ru

6.2 IlepeueHb pecypcoB HHGPOPMAIHOHHO-TEIEKOMMYHUKANIMOHHON ceTn « AHTEepHET»

1. Bcepoccuiickuil Hay4yHO-UCCIIEI0BATENbKUI HHCTUTYT TOKYMEHTOBEIEHUS U apXUBHOI'O Jiea
(BHUUJJA) [Daekrponnsiit pecype] /BHUUIA - DaektpoH, nad.- M., [200-].— Pexum gocrtymna:
www.vniidad.ru, ceo6oaHbII. — 3ari. ¢ 3KpaHa.

2. Koncantunroas rpynma «Tepmuka». [HopmaTuBHO-paBoBasi 0a3a JaHHBIX I1O
JICIIOTIPOU3BOJICTBY, JOKYMEHTOOOOPOTY M apXUBHOMY Jeny| [DnekTponHsiid pecypc]| / «Tepmukay -
OnektpoH, maH. - M., [200-]. — Pexum moctyma: http://www.termika.ru/Catalog/catalog.html,
CBOOOJIHBIN. — 3ari. ¢ sKpaHa.

3. Docflow. Bce o Mupe 371€KTpOHHOTO JOKyMeHT0000poTa. [[TopTalt MOCBSIIEeH 3JIeKTPOHHOMY
JTOKYMEHTOOOOPOTY U CMEXHBIM oTpacisiM. OH NMpHU3BaH NPEAOCTABUTH YUTATEISIM CaMyO TOJHYIO,
CTPYKTYPUPOBAHHYIO M TOJE3HYI0 MH(QOPMAIMIO O PBIHKE, TEXHOJIOTHUSIX, PEHICHUSX, KOMIAHHUIX U
aunax]. [DnexTpoHHbIH pecype] - DnektpoH, aaH.- M., 2002-2004r — www.docflow.ru, cBo6oaHbIii.
— 3ari. ¢ ’KpaHa.

4. DOC-Online. He3aBucuMmblii TOpTag O CHCTEMax »JJIEKTPOHHOIO JIOKYMEHTOOOOpOTA.
www.doc-online.ru

6.3 IIpodeccnoHaibHbIe 0a3bl JAHHBIX M HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMBbI
Joctym k mpodeccronanbHbiM 0a3am manubix: https://liber.rsuh.ru/ru/bases

WHdopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmoc
2. Tapanr

7. MarepuajabHO-TeXHUYECKOE o0ecriedeHne TUCHUIIHHBI (MOIYJIs)

Jusa  obecrieueHuss ~ OUCLUIUIMHBI — HUCHOJB3YeTCsl  MaTepualbHO-TEXHHMYecKas  0aza
00pa30oBaTENBHOIO YUPEXKICHH: yueOHbIe ayIUTOPUH, OCHAIIIEHHBIE KOMITBIOTEPOM U IIPOEKTOPOM ISt
J€MOHCTpPALIMU Y4eOHBIX MaTEPHAIIOB.

CocraB mporpaMMHOT0 00€CTICUCHHUS

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security


http://www.vniidad.ru/
http://www.termika.ru/
http://www.zakonprost.ru/
http://www.bestpravo.ru/
http://www.businesspravo.ru/
http://www.document.ru/
http://www.document.ru/
http://www.doc-online.ru/

4. Adobe Master Collection
5. AutoCAD

6. Archicad

7. SPSS Statisctics

8. OC «AnbT OOpazoBaHue»
9. Visual Studio

10. Adobe Creative Cloud

HpO(beCCI/IOHaJ'IBHBIe IIOJIHOTEKCTOBLIE 0a3bl JAaHHBbIX

. HatimonaneHas snexkrponnas 6ubdimuorexka (HO6) www.rusneb.ru
. ELibrary.ru Hayunas snekrponHast 6udamorexa Www.elibrary.ru
. DnektponHas oubnmuorexka Grebennikon.ru www.grebennikon.ru
. Cambridge University Press

. ProQuest Dissertation & Theses Global

. SAGE Journals

. Taylor and Francis

.JSTOR

O~NO O WN PR

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynprant [lmroc
2. 'apanT

8. ObecneuyeHue 00pa3oBaTEJTbHOIO MpoLecca JJsl JUI ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJINI0B
B xoje peanu3zanuu AUCHUIUIMHBI HCTIONB3YIOTCS CIAEAYIOUINE TOTOTHUTEIbHbIE

METO/IbI 00YUEHHUS, TEKYILIET0 KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOYHON aTTeCTalluu 00y4JaIOLTUXCS
B 3aBUCHMOCTH OT X WHIUBUIYAIbHBIX OCOOCHHOCTEH:

® IS CHEMNBIX U CIA00BUISAIINX:

- ek 0OPMIISIIOTCS B BUJE AJNEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C MOMOIIBI0 KOMIBIOTEPA
CO CIIEIMAIM3UPOBAHHBIM IMPOTPAMMHBIM 00€CTICUCHUEM;

- TUCBMEHHBIE 33/IaHUSI BBIMOJHAIOTCS Ha KOMIBIOTEPE CO CHEUUATU3UPOBAHHBIM ITPOTrPAMMHBIM
oOecrieueHrneM, UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCs MHIMBUyalIbHOE paBHOMEpHOE ocBelleHue He Mmenee 300 mrokc;

- JUTSl BBITIOJTHEHUS 3aJJaHUsI TIPU HEOOXOAMMOCTU MPEIOCTABIISAETCS YBEIMUYUBAIOIIEE YCTPOUCTBO;
BO3MOYKHO TaKXe MCIOJIb30BaHHE COOCTBEHHBIX YBEIMYMBAIOIINX YCTPOUCTB;

- MUChbMEHHBIE 3a7]aHusT OPOPMIISIOTCS YBEIIMYEHHBIM MIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOJATCS B yCTHOM (pOpME WM BBHIMOJHSAIOTCA B MHUCbMEHHOH (opme Ha
KOMITBIOTEPE.

® ISl TITYXHX U CIIa0OCTBIIIAIINX

- nekuuu OQOPMISIOTCS B BHJE DIIGKTPOHHOTO JOKYMEHTa, JIMOO TMpeAoCTaBisieTCs
3BYKOYCHJIMBAIOIIAs anmnapaTypa HHAUBUIYAILHOTO MOJIh30BAHUS;

- MIChbMEHHBIE 33JJaHUs BBITIOJHSIOTCS HAa KOMITBIOTEPE B MICHMEHHON (hopMme;

- 9K3aMeH M 3a4€T MPOBOASTCS B MUCHMEHHON (OopMe Ha KOMITBIOTEPE; BO3MOXKHO MPOBEICHUE B
dbopme TecTUpOBaHUSA.

® IS JIUI] C HAPYIICHUSIMHU OTIOPHO-IBUTATEILHOTO arapara:

- TeKIUu 0OPMIISIFOTCS B BUJE JIEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C MOMOIIBI0 KOMIIBIOTEPA
CO CTICMAIM3UPOBAHHBIM MTPOTPAMMHBIM 00€CTICUCHUEM;

- TUCHbMEHHBIE 3a/IaHMsI BBIMOJHAIOTCS Ha KOMIBIOTEPE CO CHEUATU3UPOBAHHBIM IPOTrPAMMHBIM
o0ecIIeueHuEM;

- 9K3aMeH M 3a4€T MPOBOJATCS B YCTHOW (pOpMe WM BBHIMOJHSIOTCS B MUChMEHHOW (opme Ha
KOMIThIOTEPE.

[Tpr HEOOXOMUMOCTH MPENYCMATPUBACTCS YBEIHUCHNE BPEMEHU IS TOJTOTOBKH OTBETA.



[Tponienypa npoBeneHHs MPOMEKYTOUHON aTTeCTalMK JUIsl 00y4YaroIlUXcs YCTaHABIMBACTCS C
y4€TOM UX MHIMBHIYaTbHBIX NCUXO(U3NYECKHX 0coOeHHOCTeH. [IpoMexyTouHas arrectanus MOXET
IIPOBOAMUTHCS B HECKOJIBKO 3TAIIOB.

[Ipy mpoBeneHUM TMPOLEAYpPHl OICHUBAHUS PE3YIbTAaTOB OOYyYEHHUS INpeayCcMaTpUBACTCS
UCIOJIb30BaHNE TEXHUYECKHUX CPEICTB, HEOOXOJUMBIX B CBSA3M C MHAMBUAYAJIbHBIMU OCOOEHHOCTAMU
o0y4aronuxcsi. OTH CPeCTBA MOTYT OBITh TPEOCTABICHBI YHUBEPCUTETOM, UM MOTYT HCIIOJIB30BATHCS
COOCTBEHHBIE TEXHUUYECKUE CPEJCTBA.

[IpoBenenue mpoueaypsl OLCHUBAHUS PE3YJAbTATOB OOYyUYCHHS JOIMYCKAeTCS C UCIOJIIb30BaHHEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOJIOIHH.

ObecneunBaercs AOCTYN K HH(GOPMAIMOHHBIM U OubnmorpaduyeckuM pecypcam B CETH
WuTepHer U1t Kax0ro odydaronierocs B popMax, alaiTUPOBAHHBIX K OTPAHUYCHUSAM UX 3710POBbS U
BOCIIPHUATHS UHPOPMALIUU:

® A CIENbIX U CIAa00BUASIIMX:

- B Ie4aTHON (opMe YBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® JUIS TIYXHX M CIa0O0CITBIIIANINX

- B IeYaTHOM (opme;

- B (hopMe 3JEKTPOHHOTO IOKYMEHTA.

e Ui O0YYarOIUXCs C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO aIlapara:
- B IeYaTHOM (opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayaunodaiina.

VY4ueOHblEe ayTUTOPHH IS BCEX BUIOB KOHTAKTHOW M CaMOCTOSITENILHOW pPa0OTHI, HaydHas
O6ubIMOTEKa U HHBIE TOMEIIEHUS 1 00yUeHHsI OCHAILIEHBI CHIELIAIbHBIM 000PYA0BAaHUEM U YUEOHBIMU
MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUSI:

e JUIS CIENbIX U CIa00BUIAIIMX:

- YCTPOMCTBOM JIJIsl CKaHMpoBaHus 1 uTeHus ¢ kamepoit SARA CE;

- muctieeM bpaitnst PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

® JUIS TIYXHX M CIa0O0CITBIIIAIINX:
- aBTOMaTH3MPOBAaHHBIM pab0drM MECTOM ISl JIFOJIEH ¢ HapyIICHHEM CITyXa M CITa00CbIIIAIINX;
- aKyCTUYECKHH YCUIIUTEh U KOJIOHKH,
® Ui O0YYarOIIUXCs C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO arlapara:
- IEPEJBIXKHBIMHU, PEryJINPYEMbIMU 3proHoMuueckuMu napramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CTIENUAIBHBIM MTPOTPAMMHBIM 00ECTICUCHHEM.

9. Meroauuyeckue MaTepHAJIbI

9.1 Ilnanbl NPpaKTHYECKUX PadOT

Tema 2. 3akoHoaaTe/JIbHAs M HOPMATHBHO-MeETOAUYecKAasi 0a3a pa3padOTKH JIOKAJIbHBIX
HOPMATHBHBIX aKTOB B o0Jjactu JJOY

Tema cemunapckoro 3anatusi 1. 3akoHOAaTeNbHAsT W HOPMATHUBHO-METOAWYECKas 0aza
pa3paboTKH JIOKAIbHBIX HOPMAaTHUBHBIX aKTOB (4 yaca)

ITnan:

1. 3akoHO#aTeNbHBIE U HOPMATUBHO-TIPaBOBbIe akThl Poccuiickoit denepannu, peryiupyromnme
Borpockl IOV (2 uaca)

1. Meronnueckue TpeboBaHMs K pa3padOTKe BHYTPEHHUX HOPMATHUBHBIX aKTOB YUPEXKICHUH 1
opraHuzanuii (2 yaca).



Tema 3. Oco0eHHOCTH COBPEeMEHHOI0 HOPMATHMBHOro peryaupoanust JJOY B
OpraHu3anusx
Tema cemuHapckoro 3ansatus 2. OCOOEHHOCTH COBPEMEHHOI'O HOPMATUBHOI'O PETYJIMPOBAHUS
JIOVY B opranuzanusx (6 Jac.)
IInan:
1. HopmaTuBHOE perynupoBaHue U Meroandeckoe ooecnieuerue JJOY B opranuzanusx.
2. Bompocsl, Tpedyroire HOpMaTUBHOTO PeryIrpoBanus npu BHenpenuu CO/1.

Tema 4. TpeOoBanHusi K HOPMATHBHBIM AKTaM CHCTeMbl YNpPAaBJIEHUS] JOKYMEHTaAMH
OpPraHu3anuu

Tema cemunapckoro 3ausatusi 3. TpeOoBaHMS K HOPMAaTHUBHBIM aKTaM CHCTEMbI YIIPaBIICHUS
JOKYMEHTaMH Opranusaunui (6 yac.)

I1nan:

1. CocrtaB mOKaJdbHBIX HOPMATUBHBIX aKTOB, PETYJIUPYIOIIMX CHCTEMY YIIpaBJICHUS
JOKyMEHTaMU OpraHUu3aluu

2. CoBpeMeHHbBIE TPeOOBaHUS K COCTaBY HH(OPMAITUH JIOKAITEHBIX aKTOB CUCTEMY YIPaBIICHHS
JOKYMEHTaMU OpraHUu3aluu

9.2 MeTtoauyeckue peKOMeHIAIMHU 10 MOAT0TOBKE MUCHMEHHBIX PadoT

Bun camocrositensHOl paboThl: MOATOTOBKA pedepara.

[TonroroBka pedepara MO3BOISAET 3aKPENHUTh TEOPETHUECKHWE 3HAHHMA MO JAUCHUILIMHE,
PUOOPECTH HABBIKUM CAMOCTOSITEIBHOIO YIIyOJIEHHOIO M3y4eHMsI OJHOIO U3 paslesoB Kypca. Ilpu
MOJrOTOBKE pedepara CTYAEHTHl MNOJYYarOT HAaBBIKK M yMEHHEe paboTarh ¢ HCTOUYHUKAMH U
JUTEpaTypoi, aHATU3UpPOBaTh (HAaKThl U JaHHBIE CIIEIUATBLHON JIMTEpATyphl, U3j1araTb MPOYUTAHHOE
COBPEMEHHBIM MTPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomxen ObITh OGOpMIIEH B COOTBETCTBHM C TPEOOBaHMSIMHU, NMPEABIBISIEMBIMH K
MIOATOTOBKE U O(POPMIIEHHIO HayUHBIX PaloT.

Pedepar Brimrouaer:

- TUTYJIbHBIN JIUCT;

- OTJIABJICHHUE;

- BBEJ/ICHUE;

- OCHOBHYIO 4acTb (TEMaTHYECKHUE Pa3LEIIbl);

- 3aKJII0YECHHUE;

- CIIUCOK MCIOJIb30BaHHBIX UICTOYHUKOB U JIUTEPATYPBHI.

O6nem pedepara - 15-20 ctpanur rekcta (nmpu Habope uepe3 1,5 uHTepBaia u pazmepe mpudra
13-14). Pedepart nurmiercs Ha OJHON CTOPOHE cTaHAApTHOTO JKcTa Oymaru opmata A4 (210x197 mm).

Crpanurbl pepepara HymMepyroTcst apaOCKUMH U pamMu Ha BEPXHEM T0JIE JTUCTa, 0€3 KaBbIUEK,
ne(ucoB U IPYrUx 3HAKOB NMpeNUHaHUs. TUTYIbHBIN JUCT U OTJIaBJICHUE HE HYMEPYIOT, HO BKIIIOYAIOT
B 00mmmii 006eM pedepara.

HayuHo-cripaBouHbIi anmapar pedepaTa BKIIOYAET CIHCOK HCTOYHUKOB U JIMTEPATyphl U
MOJICTPOYHbIE CHOCKHU. [loCcTpOUHBIE CHOCKHM MCHOJIB3YIOTCS BO BCEX ClIydasix LIUTUPOBAHUS B TEKCTE
pedepara npaBOBBIX aKTOB, JOKYMEHTOB, ITPOM3BEJCHUN aBTOPOB MOHOrpadui, crateil, yaeOHUKOB,
y4eOHBIX TOCOOM, a TakKe MPU LUTUPOBAHUHU CTAaHAAPTHBIX ONpeAeTICHUI TEpMUHOB U MOHATHIL. Bee
npuBoaAuMble B pedepare ¢axThl, UUGPHI, IaThl, KOHKPETHbIE IaHHbIE TaKXe JOJKHBI OBITh
MOJITBEP K IEHBI MTOACTPOYHBIMU CHOCKAMH.

CHOCKM HYMEpyIOT B IIpelenax OJHOW CTpaHUIbl apaOCKUMU LUppPaMU, TEKCT CHOCKHU
pa3MenarT Mo/ MOCIEIHEN CTPOKOM TEKCTa.
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