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MeToanyeckue peKOMEHAANU AJII CaMOCTOSITENIbHOM paboThl 00ydYaroOIUXCsl 1O
auctuminHe «OCHOBBI JAENOMPOU3BOACTBA» (Jlajee — METOAMYECKUE PEKOMEHIAINH) T10
HarpasjaeHuo noAroroBku 38.03.04 ['ocymapcTBEHHOE U MYHMIIMIAIBHOE YIIPABIEHUE,
npoduns «Ynpasinenue B MUC» — UBanoso: UTICA I'TIC MYC Poccuu, 2023. — 24 c.

Meroanueckue peKOMEHIAIMU COAEpPKAT KpPAaTKOE U3JI0KEHUE JHUCUUILIAHBI
«OCHOBBI  JIETIONIPOU3BOJICTBa» B COOTBETCTBUM C TpeboBaHusiMu DenepaibHOro
rocyJapCTBEHHOr0 00pa3oBaTEIbHOTO CTaHJapTa BBICIIETO0 00pa3oBaHUs — OakajlaBpuaT
no HampabieHuto mnoarotoBku 38.03.04 TocymapcTBEHHOE MW MYHULMNAIBHOE
yIpaBJieHWEe U OCHOBHOM MpodeccruoHanbHOM 00pa3oBaTesibHOM MPOTrpaMMBbl BBICHIETO
obpazoBaHusi 1o HampariaeHuto mnoarotoBku  38.03.04 T'ocymapcTBeHHOEe U
MYHUILIMNATbHOE YINPABJICHUE, COBETHl MO IUIAHUPOBAHUIO U OPraHU3alMUd BPEMEHH,
HEOOXOAMMOTr0 Ha W3Y4YCHHE MUCITUIUIMHBI, MOXKEIAHUS MO0 U3YYEHUIO OTICIBHBIX TEM
Kypca, pEeKOMEHJAIlMM TI0 KCIOJb30BAHUIO MAaTEepHAIOB y4eOHO-METOIUYECKOTO
KOMILJIEKCa, PEKOMEHIAIMU IO paboTe C JUTEepaTypoi; COBETHl MO TOATOTOBKE K
MIPOMEKYTOUYHON aTTECTALINH.

Meroanueckue peKkOMEHAAIMM pPACCMOTPEHbl Ha 3aceqaHuu Kadeapbl OCHOB
SKOHOMUKHU (pyHKIIMoHupoBanus PCUC.
[Tporokos Ne 9 ot «28» anpesns 2023 r.

MeToauueckue peKOMEeHIau 00CyKeHbl U 0J0OOpPEHBI Ha 3aCE1aHUN METOAUKO-
neJaroruyeckoro cosera lBaHoBckol moxapHo-cnacatensHor akagemuu ['TIC MUC
Poccun.

[Tporokon Ne «14» ot «10» wmasg 2023 r.

© UIICA T'TIC MYC Poccun, 2023
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BBEJAEHHUE

[enssmMu ocBOEHUS AUCUMILUIUHBI «OCHOBBI JEIOMPOU3BOACTBAY SIBISIIOTCSA:

- (opmupoBaHue y OOYYarOIIMXCS IEIOCTHOTO MPEACTABICHUS O CYUIHOCTHU
JOKYMEHTAIIMOHHOTO 00eCreYeHHsl YIpaBIeHUs, O BUAAX U (PYHKIHIX TOKYMEHTOB; 00
OpraHM3al JTOKyMEHTOO00pOTa M TEXHOJOTHSX JEJIOMPOU3BOJCTBA B COBPEMEHHOM
OpraHM3ali B COOTBETCTBUU C TpeboBaHusiMu @DenepalibHOTO TOCYAapCTBEHHOTO
00pa30BaTeNbHOrO CTAaHIAPTA;

- pa3BUTHE O O0YYAIOIIMXCS CIIOCOOHOCTU BBISBIISITH NMPOOJIEMBI, BOSHUKAIOIIUE B
IpoLecCce JOKYMEHTAILMOHHOTO 00eCIeueH!s yIpaBIeHUs], IPUBJIEKATh JJI UX PELICHUs
COOTBETCTBYIOIIME 3HAHUA, YMEHUS U HABBIKU;

- (hopMHpoOBaHUE TOTOBHOCTH K CAMOPA3BUTHIO U CaMOOOPa30BaHUIO.

JucuumnuHa «OCHOBBI J€IONPOU3BOJCTBAY» OTHOCUTCA K 4acTH, (GOpMUPYEMOil
y4yaCcTHUKaMU 00pa30BaTeIbHBIX OTHOIIEHHH, Onoka aucuuiuivH bl oOpa3oBaTenbHOI
nporpaMmbl 1o HampaBienuto  noarotoBku  38.03.04 T[ocynmapcTBeHHOe U
MYHHIIMIIAJIBHOE yTpaBieHue, npoduis «Ymnpasienue B MUC.

[Ipy u3ydyeHHH AUCLUIUIMHBI TUIAHUPYETCS MPOBEAEHUE JIEKIUI, CEMHUHAPCKUX U
MPAKTUYECKHUX 3aHITHI, KOHTPOJS CAMOCTOSTENbHON paboThl. OCHOBHOE yueOHOE BpeMs
OTBOJIUTCA Ha MTPOBEACHUE JIEKIIMOHHBIX U CEMUHAPCKUX 3aHATUH.

KpoMe OCHOBHOM M [OIIOJHUTEIBHOM JUTEPATyphbl, NPUBEACHHON HUXKE, IPHU
U3Y4YCHUU JUCLUIUIMHBI PEKOMEHIYETCS HCIOJIb30BaTh CIIPABOYHYIO JIMTEPATYpY,
Hay4YHbI€ U3/1aHUs1, COOPHUKH MTyOJUKalUi HAyYHBIX KOHPEPEHUUH U JIp.

Jlureparypa

a) OCHOBHAs JTUTEpaTypa:

1. Kysuenos, 1.H. JlokymMeHTaIIMOHHOE OOECIICUCHNE YIPABJICHUS U JIETOMPOU3-
BOJICTBO: yueOHUK 1y1st By30B / M.H. Ky3Hnernos.

- M.: FOpaiir, 2012. — 576 c.

0) IONOTHUTEIbHAS JTUTEpaTypa:

2. Abynanze, J.I'. JlokyMeHTallMOHHOE OOECIeYeHHE YMPABICHUS MEPCOHATIOM:
yue0. ¥ MPaKTUKYM JjIs akajaeM. OakanaBpuata / JI. I'. AGynanze. — M.: FOpaiit, 2016. —
299 c. - (bakanaBp. Akagemuueckuii Kypc).3. Xazosa, O.A. MCKycCTBO HOPUIUYECKOTO
nucbma / O. A. Xa3oBa. - 2-e usj., ucnp. u goi. - M. : FOpaiit, 2016. - 182 c.

B) HOpPMAaTHBHAs JTUTEpaTypa:

3. TOCT P5.1141-98. Jlenonpous3BOACTBO W apXMBHOE [Je10. TepMUHBI U
onpenenenus (yrB. [loctanoBnenunem 'occrangapra PO ot 27.02.98 Ne 28).

4. TOCT P 7.0.97-2016. Haumonansnbiii ctangapt Poccuiickoii ®deneparum.
Cucrema craHgapToB 1o HH(pOpManMH, OUOIMOTEYHOMY U H3AATEIBCKOMY JETy.
Opranu3alnoOHHO-PACIOpAIUTENIbHAs JOKyMeHTanus. TpeboBaHus K OQOpPMIIEHUIO
nokymeHntoB" (ytB. Ilpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018).

r) 0a3pl JaHHBIX, [OUCKOBBIE CHCTEMBI, B3JIEKTPOHHO-OMOJIMOTEUYHBIE CHCTEMBI
(a51eKTpOoHHBIE OUOINOTEKH) U SJIEKTPOHHBIE 00pa30BaTEIIbHBIC PECYPCHI:



5. DnextponHas OubamoTeka akagemu http://Bibliomchs37.ru.

6. OBC «tOpaii».

7. HarmoHamnbHast 37eKTpoHHas: OMOInoTeKa.

8. ludposas cpena MBanoBckoii moxapHo-cnacatenbHou akagemuu [TIC MUC
Poccun.

METOINYECKHUE PEKOMEHIALIUN
11O U3YUYEHUIO TEM JUCIIUITJIMHBI

Tema 1. CoBpemeHHOe ae10npou3BOACTBO. /lokymeHTHpOBaHHAsA MHPoOpMAa-
s

Heab: M3yuynuTh NOHATHE, LENH, 331a4d U OCHOBHBIE NPUHLUIIBI COBPEMEHHOIO
JEJIONPOU3BOACTBA, & TAKKE MECTO JEJIONPOU3BOACTBA B CTPYKTYpPE YIPABICHYECKOIO
Tpyla; JaTb TMOHATHE M TPUBECTH KIacCU(PUKAUU JOKYMEHTOB U CHUCTEM
JOKYMEHTALIUU.

MeToanuyeckue peKoMeHAal U 110 H3YYEHHIO TeMbl

B naHHOU Teme paercs MOHATHE JEJIONMPOU3BOACTBA, €r0 LENed U 3a4ay, a TaKkKe
PACKpBIBAIOTCSI OCHOBHBIE IIPUHLUIBI OPraHU3aliyd COBPEMEHHOIO AEJIONPOU3BOJICTBA.
W3nosxxeHbpl MaTepuabl, CBSI3aHHBIE C COJAEp>KaHUEM U QPYHKIMI JoKyMeHTa. Paccmarpu-
BaeTcs Kiaccuukaiys JOKyMEeHTOB. PackpbIBaloTCsi MECTO JEIONPOU3BOJCTBA B CTPYK-
Type€ yIpPaBICHYECKOTO TPyZAa, a TAKXKE €IUHCTBO NPAaBWI JOKyMeHTUpoBaHus. [Ipenna-
raroTCsl OCHOBHBIE (DYHKIMOHAJIbHBIE CUCTEMBI JOKyMeHTauuu B Poccuiickoir ®enepa-
L1U.

M3yunte naHHYIO TEMY C MCIOJb30BaHUEM MaTepUalla CEMUHAPCKUX 3aHATUN U
y4eOHOMH TUTEpaTypBhl.

Bonpocsl 111 caMOKOHTPOJISA
1. CoBpemMenHoe aenonpous3BoaAcTBO. JlokymeHnTupoBannas uapopmanus (YK-4).
2. MecTo 1 poJib JOKYMEHTOB B YIPaBJICHUN Ha cOBpeMeHHOM 3T1are (YK-4).
3. JokxymentupoBanue uapopmannu (YK-6).
4. Cucremsl nokyMenTtaiuu (YK-6).

TecTbl 1151 CAMOKOHTPOJISA

1. Bvibepume 00uH npasuibhblii omeem u 3anuuiume yugpy, noo Komopotl oH yKa-
3aH.

3adukcupoBaHHasg Ha MAaTEPUAILHOM HOCUTENe UH(pOpMAaIUs B BUJE TEKCTA, 3BYKO-
3aMUCH WM M300paKE€HUS C PEKBU3UTAMU, IMO3BOJIAIONIMMHU €€ WIECHTU(UIIMPOBATH,

HasbiBaeTcs (YK-4):
1) nDoKymMeHTOM;
2) IOKyMEHTOOOOPOTOM;
3) HOKYMEHTHpPOBAHHEM;
4) nenoBoW MepenucKo.



OrtBeT:

L]

2.

Buibepume yughpy, noo komopoui yxazau npaguibhslii omaeen.

[Iporiecc MOATOTOBKM M CO3JaHUS JOKYMEHTOB, COBOKYIMHOCTHh pabOT MO JOKYMEHTHPOBAHHUIO
NeSITeIbHOCTH YUPEXKJIEHUS U TI0 OpraHu3alii B HeM JOKyMeHTooOopoTa Ha3zbiBaeTcs (YK-4):

JIeTOTIPOU3BOICTBO;
JIOKYMEHTOO0O0POT;
JOKYMEHTHUPOBAHUE;
JIeTIOBast IEPEITUCKa;
IIOArOTOBKA UHCTPYKIUH.

OrtBeT:

L]

3.

Buvibepume 0ea npasunvhvix omeema u 3anuwiume yugpst, 00 KOMOPLIMU OHU

YKA3AHbL.

K
1)
2)
3)
4)
5)

HessiM Jienonpou3BojictBa oTHocsTCS (YK-6):
(buxcupoBanue nHGOPMAIIIH;
opraHu3zanys paboThl ¢ JOKYMEHTaMHU;
Co371aHuE JOKYMEHTOB;
CUCTCMATHU3allUsA JOKYMCHTOB;
nepegaya JOKYMEHTOB JJI UX MOCIEAYIOMIETO UCTIOJHEHUS.

OtBeT:

L[]

4.
VKazaw

Buvibepume mpu npasunvuvix omeema u 3anuwiume yug@pul, n00 KOMOPbIMU OHU
bl.

OCHOBHBIMU TTPUHITUTIAMU JEIONPOU3BOCTBA ABISAIOTCS (YK-6):

1) OICPAaTUBHOCTH B COCTABJICHUU U MPOXOXKACHUN JOKYMCHTA,
2) BBICOKOE KaueCTBO JJOKYMEHTOB;
3) cocraBiieHUE JEIOBBIX TUCEM;
4) onTUMAJIBLHOCTH TOKYMEHTO000POTA;
5) TOATrOTOBKA MPOEKTa JIOTOBOPOB;
6) ONTHMHU3AIUSA paclpeaeeHns 0013aHHOCTEH MEXKTYy COTPYIHHUKAMH.
OtBer:
5. Yemanosume coomeemcmeaue medxncoy HazeanHuem cucmemvl OOKYMEHmMayuu u
Ha38auuem OOKYMeHma, KOmopbwlll K Hell omHocumcs. 3anuwume ¢ maodoiuy)y Gul-
opannwvie yugpoi, noo coomsemcmayrowumu oykeamu. (YK-4)
Ha3sBaHue CHCTeMbI IOKYMEHTAHH Ha3Banue 10KyMeHTa
A) xazpoBasi CUCTEMA; 1) aTTecTallMOHHBIN JIUCT;

1H;

TalWy;

b) cucrema Hay4HO-HCCIEA0BATENBCKON JOKYMEHTa- |2) HHCTPYKLUY;

B) cucrema nmpoeKTHO-KOHCTPYKTOPCKOM TOKyMEH-  |4) TEXHOJIIOTUYECKUE YCIOBUS HAa 00paboTKy

3) mpoTOKOIT;

JIeTajei;
5) otuetsl o pe3ynpraTtax HUP;




6) TUTIIIOM O BBICIIIEM 00Pa30BaHUU;
7) nnau;

8) moxamHasl 3aMMcKa;

9) nucceprauuy;

10) nuaHast KapToUKa.

Otser:
Kpurepun ouneHuBanus
Ne 3aa- Kpurepum ouenku
HUS
1 [TpaBusIbHBII OTBET (OTBET COOTBETCTBYET MPaBUILHO
2 BBIOpaHHOM otHOM 1 dpe) — 1 Oa;
HEIpaBUIIbHBIN 0TBEeT — () 0aIOB.
3 [TpaBuibHBIN OTBET (OTBET COOTBETCTBYET MPABUILHO
4 BbIOpaHHOW KOMOMHAIMK MHOXecTBa 1udp) — 1 Oamn

3a KaX/1yI0 MPaBWIbHO BBIOpaHHYIO IUDPY;
HETIPaBWIBHBIA OTBET (32 KXY HENPaBUIBHO BbI-
Opannyto udpy)— munyc 1 6am.

5 [TpaBuibHBIN OTBET (OTBET COOTBETCTBYET HMPAaBUIBHO
BBIOPaHHONW KOMOMHALMU IU(PP U COOTBETCTBYIOIIMX
UM OykB) — 1 Gai 3a Kaxayr NMpaBUIbHYI0 KOMOWHA-
U0 UGPBI U OYKBHI;

HETIPaBWIBHBIA OTBET (32 KKy HETPaBUIBHO BbI-
OpaHHYI0 KOMOMHANMIO UGPHI U OYKBBI) — MUHYC 1
OasuI.

Bonpochl /151 caMOCTOATEIBHOT0 H3YYeHHS
Hcnons3ys maTepuall, U3J0KEHHbIH [ 1], M3y4uTh BOPOCHI:
1. O6mepoccutickue kinaccupuraTopsl okymenTtanuu (YK-4).
2. CoBpeMEHHOE JEI0NPOU3BOACTBO: OCHOBHBIE NpUHIMIBI (YK-6).

Tembl noxi1aa0B U pedepaTos
1. IenonpousBoactBo B peBHel Pycu.
2. ITpuka3zHoe AeI0npOU3BOACTRO.
3. Konnexckoe Ae10npou3BOICTBO.
4. MUHUCTEPCKOE AETOMPOU3BOICTBO.
5. HenonpousBosctBo B CCCP B XX Beke.

IlepeyeHb auTEPATYPHI M Y4eOHO-METOANYECKUX MAaTEPHAJIOB
JJISI CAMOCTOAITEJIbHOM NMOATOTOBKH IO TeMe
1. Kysuenos, 1.H. JlokymMeHTaIIMOHHOE OOECIICUCHNE YIPABICHUS U JIETOMPOU3-
BOJACTBO: yueOHUK aist By3oB / MI.H. Ky3znenos. - M.: FOpaiir, 2012. — 576 c.



Tema 2. PeKBU3UTHI 1€JI0BbIX JOKYMEHTOB U NPaBWiIa UX 0popMIIeHUsA
Henab: nu3yunts TpeboBaHus K 0POPMICHUIO TOKYMEHTOB.

MeToanyeckue peKoMeHAal U 110 H3YYEHHIO TeMbl
B nmanHOil Teme paccMOTpeHbl MOPSAOK O(OPMIIEHUS JOKYMEHTOB, JIaHO
OTpe/ieNieHUE PEKBU3UTOB JOKYMEHTa, (opMyJisipa TOKyMEHTA.
PackpeiBaroTcss comepkaHue OpraHu3alMOHHO-PACIOPSAINUTENBHBIX, PACIOPSIAU-
TENbHBIX U NH(OPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
M3yunte naHHYIO TEMy C HMCIOJb30BAaHUEM MaTepUalla CEMUHAPCKUX 3aHATUN U
yueOHOMI TUTEpaTypBhl.

Bonpocsl 1j11 caMOKOHTPOJISA
1. PexBusutsl u popmyssip nokymenta (YK-4).
2. PacnionoskeHre peKBU3UTOB M TPaHUIILI 30H Ha hopmate A4 mpoaoasHOTO OJIaH-
ka (YK-4).
3. Cucrembl nokymenrtamuu (YK-6).
4. Opranuzanuronasie TokyMeHThI (YK-4).
5. PacniopsinutenbHbie 1o0KyMeHTHI (YK-4).
6. Undopmanmonno-cnpaBounbie 10KyMeHTHI (YK-4).
7. Knaccudukanus ynpapiaeHIeCKUX TJOKyMeHTOB (YK-6).

TecTbl 111 CAMOKOHTPOJISA

1. Bwvibepume uyughpy, noo komopoui yKazaH npasuibHulll 0meem.
PekBu3UTHI TOKYMEHTOB NpeAcTaBisaoT coboit (YK-4):
1) obs3aTenbHbIe 37€MEHTHI 0()OPMIIEHUS JOKYMEHTOB;
2) COBOKYITHOCTb JOKYMEHTOB;
3) Hocutens HHPOPMAIHN, HEOOXOIUMBIH IS peanu3aliy MpoLecca yrpaBiIeHUs;
4) OJIaHKU TOKYMEHTOB;
5) cBeneHus 00 opraHu3alum.
OtBer:

L]

2. Jlononnume npeonodcenue. 3anuwiume 6 omeeme no NOPsOK) yepe3 3ansamyro
NponyujeHHvle NOHAMUSL.

B opranuzanuoHHO-pacTIOPSANTENBHBIX JOKYMEHTAX YKa3bIBACTCSI HA3BAHUE Opra-
HH3ALIUU, 3aKPETUIEHHOE B WJIU B (VK-4):
Ortger:

3. Boibepume uemblpe npasuibHblX omeema u 3anuwiume yugpvl, nod KOMopbiMu
OHU YKA3AHDL.

CnpaBouHble JaHHBIC 00 opraHu3aiuu BKIo4darT B ceds (YK-6):

1) mouToBBIH ampec;

2) HoMmepa TelepOHOB;



3) ®UO pykoBoauTes;

4) HoMmep dakca;

5) aapec 3NEKTPOHHOM MOUTHI;

6) ®UO 3amecTUTENEH PYKOBOIUTES;
7) ®UO rmaBHOTO OyXTanrepa.

OrtBer:

4. Ycmanosume npasuivHyro nocied08ameibHOCMb GHYMPEHHE20 CO2NACOBAHUS
ooxymenmos. 3anuwume omeem 6 maoauyy. (YK-6)

1) pyKOoBOAUTEH CTPYKTYPHOTO TOIPA3EICHIS, CIICIIHAIACTE KOTOPOTO pa3pada-
THIBAJIM TIPOEKT JJOKYMEHTA;

2) 3aMeCTUTENh PYKOBOAUTEIIS OPTaHU3AIUH, KyPUPYIOITUI BOTIPOCHI, COEpIKaIIH-
€csl B IPOEKTE TIOKYMEHTA;

3) ropuaudeckas ciyx0a, Cryx0a TOKyMEHTAIIMOHHOTO 00ECIICUEHUS;

4) puHaHCOBBIC MTOAPA3ACIICHUS WU TJIABHBIN OyXTanTep.

OrtBeT:

5. Bvibepume 00un npasunvhvlii omeem u 3anuwiume yugpy, noo KOmopou oH yKa-
3aH.

JIOKYMEHT, COCTABJICHHBIM HECKOJBKMMHU JIMIAMUA W TOJATBEPKIAOIIUNA YCTAHOB-
JICHHBIN UMH PakKT Ui coObiTHe Ha3biBaeTcs (YK-4):

1) mpuxkas;

2) peuieHue;

3) NpoOTOKO;

4) ykas;

5) pacrniopsikeHue;

6) aKr.

OtBer:

L]

Kputepuu onenuBanus

Ne 3aa- Kpurepum oueHku
HHS
1 [TpaBuiibHBII OTBET (OTBET COOTBETCTBYET IMPaBMIIBLHO BBIOpaHHOM onHOM 1udpe) — 1
0aJu1; HenmpaBMWIIbHBINA 0TBET — 0 6aIOB.
2 [TpaBuiibHBII OTBET (OTBET COOTBETCTBYET MPABUIBLHO BHIOPAHHOMY OKOHYAHHIO BBICKA-

3bIBaHMs) — | Gayu1; HempaBUWIIbHBIN OTBeT — () OasIoB.

3 [TpaBuibHBIIN OTBET (OTBET COOTBETCTBYET IPABUIBLHO BBIOPAaHHONW KOMOMHALIMM MHOXeE-
4 ctBa nudp) — 1 6arm 3a Kaxayro NpaBUILHO BEIOpaHHYIO LUGDY;

HEIMPaBUJIBHBIN OTBET (32 KaXIYI0 HEMPABIIIBHO BRIOpaHHYIO IU(PY)— MUHYC | Oas.
5 [IpaBunbHBIN OTBET (OTBET COOTBETCTBYET NMPABMWIIBHO BBIOpaHHOW oxHOWM mudpe) — 1

Oayut; HeTIpaBUWIIbHBIN 0TBEeT — () 0aIOB.
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Bonpocs! 1J1s1 caMOCTOATEIBLHOT0 H3YYeHHS
Ucnonb3yst maTepuan, U3n0KeHHbIH [ 1], U3yuyuTh BOOPOCHI:
1. SA3bIK ¥ cTHIIB OPUIHANTBHBIX JOKyMeHTOB (YK-4).
2. Pabota ¢ koH(puaeHanbHbpIMu JoKyMeHTaMu (YK-4).

Tembl noky1a10B U pedepaTos
1. YcraB opranuzanuu.
2. OpraHu3alMoOHHAas CTPYKTypa OpraHU3aLHH.
3. llITaTHOE pacnucaHue.
4. JIomKHOCTHAsE HHCTPYKIUS.
5. TpynoBou OTOBOP.

IlepeyeHb auTEPATYPHI U Y4€OHO-METOANYECKHX MATEPHUAJIOB
JJIS1 CAMOCTOSITEJIbHO MOATOTOBKM MO TeMe
1. Kysuenos, 1.H. JlokymMeHTaIIMOHHOE OOECIICUCHNE YMPABICHUS U JIETOMPOU3-
BOACTBO: yueOHUK ais By3oB / M.H. Ky3nenos. - M.: FOpaiit, 2012. — 576 c.

Tema 3. Cnyx0a 1oKyMeHTaIlHOHHOTO oOecniedenus: ynpasJjenus (JJOY)
eab: N3y4uTh CYIITHOCTH TOKYMEHTAIIMOHHOTO 00ECIICUEHUS YIIPABICHHUS.

MeToauueckune PEKOMECHIAIUMA 110 H3YICHUIO TEMbI

B HaHHOﬁ TEMC paCcCMAaTpuBAIOTCA CYIIHOCTb U COACPIKAHUEC NTOKYMCHTALIMOHHOI'O
oOecrneyeHus YIIpaBJICHUS. I[aCTCH IOpuaAnYCCKasa OCHOBa  AOKYMCHTHPOBAaHHUSA
ynpaBHCHqCCKOﬁ JACATCIIbPHOCTH.

N3yuute naHHYI0 TEMYy C HMCHOJb30BaHHEM MaTepHalla CEMUHAPCKUX 3aHSATUN U
yueOHOM JIUuTepaTyphbl.

Bonpocs! 1151 caMOKOHTPOJISA
. lokymMeHTaImonHoe obecrneueHre ynpasienus opraau3anuu (YK-6).
. [Ipukasel no muuHomy cocrary (YK-4).
. JInunas kaptouka (YK-4).
. Xapaktepuctuka padorauka (YK-4).
. ABTobuorpadus padotnuka (YK-4).
. Ankera padbotHuka (YK-4).
. Tpynosoii noroeop (YK-4).
. JoxymeHnToo6opot opranu3zanuu (YK-6).
. Henoseie nucbma (YK-4).
0. enosas nepenucka (YK-4).

— O 00 IO\ LN WD

TecTbl 1151 CAMOKOHTPOJISA
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1. Bvibepume 00un npasuiibHvili omeem u 3anuuiume yugpy, noo Komopoti o yKa-
3aH.

B cucremy n1oKyMEeHTAITMOHHOTO 0OECTICUCHHS YIIPABIIECHUS TIEPCOHATIOM BXOIUT

(YK-6):

1) BeneHue TOKYMEHTOB MO KajJpaM U yIPaBJICHUIO IEPCOHAIIOM OpPTraHU3ALNY;

2) BeACHUE U COCTaBlieHNEe OPUITUATBHBIX CITYKEOHBIX JOKYMEHTOB, & TAKXKE UX

0o0paboTKa 1 XpaHEHHUE;
3) opraHmzaius JOKyMEHTOOOOPOTa KOMIIAHUH B IIEJIOM.

OrtBeT:

L]

2. Bvibepume 00un npasunivusiti omeem u 3anuwiume yu@py, noo KOomopou oH yKa-
3amn.
K 3amadam crucTteMbl JOKYMEHTAIIMOHHOTO 00€CTICUeHUS YIIPABICHUS TIEPCOHATIOM
He oTHocuTcs (YK-6):
1) opranuzaius ydera pabo4yero BpeMeHu;
2) opraHm3aIus pacdera 3apaO0THOMU IJIaThI;
3) obecrnieyeHne BeICHUS ¥ XPAHECHUS TPYIOBBIX KHIKEK.

OrtBeT:

L]

3. Bvibepume 06a npasunibHblX omeema u 3anuwume yugpwl, n00 KOMOPLIMU OHU
VKA3aHbL.

Peanu3anus 3a1a4 JOKYMEHTAIIMOHHOTO O0OECIIEUEHUs YIIPaBICHUS IEPCOHATIOM
MO3BOJIUT MEHEKMEHTY opranuzanun (YK-6):

1) co3maThk parMoOHATEHYIO CUCTEMY TOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPABICHUS
NEPCOHANIOM;

2) MOBBICUTH 0XO]] KOMITAHUU;

3) IOBBICUTH KOPITOPATUBHYIO KYJIbTYPy KOMITAHUH;

4) MOBBICUTH KBATM(UKALUIO COTPYAHUKOB OpTraHU3aINH.

OtBeT:

]

4. Bvibepume mpu npasunivHblx omeema u sanuuiume yugpvi, n00 KOMOpbIMU OHU
VKa3aHbl.

HesepHoe natupoBanue ciayxeOHbIX TOKyMeHTOB (YK-4):

1) 01/092018;

2) 18.01.2011;

3) 2023.08.29;

4) 13.4.2023;

5) 29 amrycra 1977.
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5. Buwibepume uemwipe npasuivubix omeema u 3anuwiume yugpol, 00 KOMopbiMu
OHU YKA3AHbL.

CocraB nokymeHTanuu yupexaeHus onpeaensiercs (YK-6):

1) mpenenamMu OTBETCTBEHHOCTH JAHHOTO YUPEKICHUS;

2) pa3MepaMu YUpexKIACHUS;

3) YCTAHOBJICHHBIM B YUPEXACHUH MOPSIKOM U MpaBUJIAMU PEUICHUS yIIpaBiIeHYe-
CKHX MpOoOJIeMm;

4) MEeCTOHAXOXXJECHUEM yUPEKICHUS;

5) o0beMOM M XapakTEpPOM CBA3E€H JTAaHHOTO YUPEXKACHUS C APYTUMH YUPEKICHUS-
MU;

6) 00BEMOM U XapaKTEpPOM CBSA3EH NaHHOTO YUPEXKAEHHUS C BBIIIECTOSIIMMHU Opra-
HaMU YIIPaBJICHUS;

7) dopmamu U MeTogamMu paboThI C JOKYMEHTaMH;

8) opraHuzanuell KOHTPOJIS 32 pabOTON C TOKYMEHTaMH B CTPYKTYPHBIX TOIpa3ie-
JICHUSIX YUPEKICHUSI.

OtBer:
L1 [ [ |
Kpurepun onennBanus
Ne 3apna- Kpurepun onenkn
HHSA

1 [IpaBunbHBINA OTBET (OTBET COOTBETCTBYET MPABUIIBHO
BBIOpaHHOU oHOU 1 dpe) — 1 6am;

2 HeNpaBWIbHBINA 0TBET — 0 6ayios.

3 [TpaBuibHBIN OTBET (OTBET COOTBETCTBYET HMPAaBUIBHO

4 BbIOpaHHOW KOMOWHAIMK MHOXecTBa Iudp) — 1 Gamn
3a KaXIyI0 MPaBUJILHO BEIOPAHHYIO IUPPY;

S HETPaBWIBHBIA OTBET (32 KaXAyI0 HENpaBWIBHO BbI-
Opannyto udpy)— MuHyc 1 O6a.

BonpocsI /151 CAMOCTOATEIBHOT0 H3YYeHHSI
Hcnonb3yst MaTepual, U3I0KEeHHBIH [ 1], m3ydnTh BOIpOC:
1. JlokymenToobOopot opranuzamuu (YK-6).
2. Jlenosbie muchMa (YK-4).
3. JlenoBas nepenucka (YK-4).

Tembl noxi1aa0B U pedepaTos
1. IIpukas.
2. Pacnopsixenue.
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3. IIpoToxo.

4. Pemenue.

5. Hdorosop.

6. JloBepeHHOCTb.

IlepedyeHsb auTEPATYPHI U Y4eOHO-METOAUYECKHUX MATEPHAJIOB
JJISl CAMOCTOATEIbHOI MOATOTOBKH 10 TeMe
1. Kysuenos, .H. JlokymMeHTaIIMOHHOE OOECIICUCHNE YMPABICHUS U JIETOMPOU3-
BOJICTBO: yueOHuK 1y1s By30B / M.H. Ky3nenos. - M.: IOpaiit, 2012. — 576 c.

Tema 4. [IokyMeHT0000POT OpPraHu3alum

He.]'ll): N3y4YUTDb OPTaHU3allnuIO I[OKYMCHTOO60pOTa B OpraHnu3alnuu.

MeToanuyeckue peKOMEHIAUUH 10 U3YYEHUI0 TeMbl
B nanHO#l TeMe packpbIBaeTcs 3HAUEHHE JTOKYMEHTOOOOpOTa, MPUBOIUTCS MOPS-
JOK JABM)KEHHS JTOKYMEHTOB B OpraHU3alluu, MOPAIOK 00pabOTKM MOCTYMAOIIUX JO0KY-
MEHTOB, MOPSIOK 00pabOTKH OTIpaBIsSIEeMbIX JOKyMEHTOB. PaccMmarpuBaioTcsi mepenaya
JOKYMEHTOB BHYTpHU opraHu3anuy. ONHUChIBaeTCs y4eT KOJINYECTBA JOKYMEHTOB.
N3yunte naHHYIO TEMy C MCIOJb30BAHMEM MaTepHalla CEMHHAPCKUX 3aHATUH U
yueOHOMI TUTEpaTypBhl.

Bonpocsl 1j11 caMOKOHTPOJISA
1. CocraBnenue 3arosioBkoB aei (YK-6).
2. ITucemennas koppecnonaeHnus (YK-4).
3. MexnyHapoaHas nepenucka 1 MexayHapOoAHbIe CTaHIaPThl, IPUMEHSIEMbIE TTPH
odopmiiennn aenosoii nepenucku (YK-4).

TecTbl 1151 CAMOKOHTPOJISA

1. Ycmanosume npasunvhyo nocie0o8amenbHOCmy 08UNCEHUS U 00PAOOMKU GHY M-
PEHHUX OOKYMeHmos. 3anuwiume omeem 6 uoe Nocied08amerbHoCmu yugp uepes 3a-
namyro. (YK-6)

1) paccMoTpeHuEe pyKOBOJICTBOM;
2) ucnonp30BaHue B MHPOPMAIIMOHHO-CIIPABOYHOM padoTe;
3) HampaBleHNE HA UCTIOJTHEHHUE;
4) nmpuem u nepBuYHas 00paboTKa;
5) moammuBKa B J€7a;
6) KOHTPOJIb UCTIOJTHEHHS.
Ortger:
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2. [ononnume npeonodcenue. 3anuwiume 8 omeeme no NOPsOKY uepe3 3ansamyio
NnponyujeHHvle NOHAMUSL.
- OTO TJIABHBIM JTOKYMEHT, PETJIaMEHTUPYIOIINN KOHKPET-
HBIE CIOCOOBI OpraHu3auu T0KkyMeHntoobopora. (YK-4)
Ortger:

3. Bvibepume 00un npaguivHbulil omeem u 3anuuiume yugpy, noo KOmopou oH yKa-
3aH.

[Ipu 06paboTke mocTynaroiield KOppecrnoHAEHIIMN KOHBEPTHI C MOMETKON «JInuHO»
(VK-4):

1) BCKpbIBarOTCS,

2) He BCKPBIBAIOTCS;

3) He BCKpPBIBAIOTCS, a MEPEAI0TCs HEMOCPEACTBEHHO aJIpecary.

OtgBer:

[ ]

4. Ycmanosume coomeemcmeue medxncoy oamamu NOONUCAHUS U HA3BAHUAMU OOKY-
MEHmMA: K KAHCOOMY INeMeHmy nepeo2o Cmobya noobepume coomeemcmayowull die-
MeHm U3 6mopo2o cmoioya. 3anuwume 8 maodauyy 6vlOparHvle Yuppvl, NOO coomaen-
cmeytowumu oykeamu. (YK-4)

JATA NOANNUCAHUSA HA3BAHUE JOKYMEHTA
A) nara 3aceganust (IPUHITHUS PEIICHMUS ), 1) pacniopspkeHue;
b) nara coObITHS; 2) NpOTOKOI;
B) nata nonnucanwus. 3) akT;
4) noknaaHas 3aIucKa.

OTtBeT:

5.Bvibepume 00uH npasuibHblli omeem u 3anuwiume yugpy, noo Komopou OH yKa-
3an.

JIokyMeHT, HHPOPMUPYIOIIHI PYKOBOIUTENS OPTAaHU3AIUN WM CTPYKTYPHOTO TTO/I-
pazzieJIeHus O Pa3IMYHBIX COOBITUSIX WM CIOKUBILIUXCS CUTYyanusax HasbiBaeTcs (YK-4):

1) akr;

2) JoKJajHas 3aMucKa;

3) oOBsACHUTEbHAS 3aITUCKa,;

4) crpaBKa;

5) uadopmMaInoOHHOE MTMCHMO;

6) OTKa3, MOJATBEPKICHHUE;

7) MPETEeH3MOHHOE MUCHMO.

OrtBer:

L]
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Kpurepun ouneHuBanus

Ne 3ana-
HUA

Kpurepun onenkn

[IpaBunbHBINA OTBET (OTBET COOTBETCTBYET MPAaBUIHHO
BBIOpaHHOW KOMOWHAIIMK MHOXecTBa 1udp) — 1 Oamn
3a Ka)1yI0 MPaBWIbHO BBIOpaHHYIO IUDPY;
HETIPaBWIBHBIA OTBET (32 KKy HENPaBUIBHO BbI-
Opannyto udpy)— munyc 1 6am.

[IpaBunbHBINA OTBET (OTBET COOTBETCTBYET MPAaBUIHHO
BBIOPAaHHOMY OKOHYAHHIO BbICKa3bIBaHUs) — 1 6a;
HeNpaBWIbHBINA 0TBET — () 6ayUIOB.

[TpaBuiIbHBII OTBET (OTBET COOTBETCTBYET MPaBUILHO
BBIOpaHHOMN otHOM 1 dpe) — 1 Oa;
HeIpaBUIIbHBIN 0TBET — () 0aIOB.

[IpaBuibHBIN OTBET (OTBET COOTBETCTBYET MPABUILHO
BBIOpAaHHOW KOMOWHAIMU QPP U COOTBETCTBYIOIINX
uM OykB) — | 6ai 3a Kax1yro IpaBUIbHYI0 KOMOHHA-
110 UG PHI U OYKBHI,

HENPABWIBHBIA OTBET (32 KAy HEMPAaBHIILHO BHI-
OpanHyt0 KoMOHWHaIuoo U(pbl U OyKBBI) — MHHYC |
Oa.

[TpaBuiIbHBII OTBET (OTBET COOTBETCTBYET MPaBUILHO
BBIOpaHHOM otHOM 1 dpe) — 1 Oam;
HeIpaBUIIbHBIN 0TBET — () 0aLIOB.

BOl'[pOCbI AJIA CAMOCTOATECIbHOIO U3YICHUA

Ucnonb3ys maTepuan, u3noKeHHbIH [ 1], u3yunuTs Bonpoc:

DN AW~

~N N RN

CocrtaBnenue 3aroyioBkoB jen (YK-6).

. [lucemennas koppecnonaeHuus (YK-4).

. Mexxnynapoanas nepenucka (YK-4).

. MexyHapoaHble cTanaapThl o oopmieHuio 1okyMeHToB (YK-4).

. [lonroTroBka 7e10BOM KOPPECTIOHACHIINN AJis 3apyOexkHbIX mapTHepoB (YK-4).

Tembl 10KIa10B U pepepaToB

. AKT.

. JloknayiiHast 3anucka.

. OOBsicHUTEIbHAS 3aMHUCKA.

. CnpaBka (o 3apaboTHOM 111aTe).
. UudopmanmonHoe nucopmo.

. OTKa3, MoJATBEPKICHHE.

. [IpeTeH3noHHO€E MUCHMO.



16

IlepeyeHb auTEPATYPHI U Y4eOHO-METOANYECKHX MATEPHUAJIOB
JJISI CAMOCTOAITEJIbHOM NMOATOTOBKH IO TeMe
1. Kysuenos, M.H. JlokymMeHTaIIMOHHOE OOECIICUCHNE YMPABJICHUS U JIETOMPOU3-
BOACTBO: yueOHHK ais By3oB / M.H. Ky3nenos. - M.: FOpaiit, 2012. — 576 c.

Tema 5. ApxuBHOe XpaHeHHe JOKYMEHTOB

]_Ie.]'[l:: HU3Yy4YUTh 0COOEHHOCTH MMOATOTOBKH JOKYMCHTOB JIsI CIAYX B apXUB.

MeToanyeckue peKOMEHIAIUN 110 U3YYEeHNI0 TeMbI
B nannoil TeMe n3ydensl TpeOOBaHUS K 3AAHUSM U MTOMEIICHUSAM JIJISl pa3MEIeHHUS
apxuBa, OpraHu3anus padoThl apxuBa. PaccMoTpeHbl 0COOCHHOCTH Tepeaaydu Jiea B ap-
XUB OpraHU3alliyd U MCHOJIb30BAHUE JOKYMEHTOB. M3yueH periamMeHT BbIIayu TOKYMEH-
TOB U3 apXUBa.
N3yuute naHHYI0 TEMYy C HMCHOJb30BaHHEM MaTepHalla CEMUHAPCKUX 3aHSATUU U
y4ueOHOH JIUuTepaTyphbl.

Bonpocs! 1151 caMOKOHTPOJISA
1. TpeboBanwms K 3qaHUsAM 1 TomenieHusM apxuba (YK-6).
2. Ilepenaua nen a apxuB (yk-6).
3. HomeHkiatypa ien 1 CpoKu XpaHeHus TOKyMeHTOB (YK-4).
4. PernameHT BblJJauu JOKYMEHTOB U3 apxuBa (YK-6).
5. ApxuBHO€ XpaHeHHUE T0KYMEHTOB (YK-6).
6. OCHOBBI 3aKOHOJIaTENILCTBA 1O apxuBHOMY neny (YK-4).
7. MexayHapoaHble CTaHAApThI 10 0opMIIeHUIO T0KyMeHTOB (YK-4).

TecTbl 1yl CAMOKOHTPOJISA

1. Bvibepume 00uH npasuibhblii omeem u 3anuuiume yugppy, noo Komopotl oH yKa-
3aH.

Jlena mocTosIHHOTO, BpeMEeHHOro (cBbIiie 10 jeT), BKItoudasi TOKYMEHTHI 10 JTUYHO-
My COCTaBY IEPEAAOTCS B apXHUB OpraHu3auuu He no3aHee yem (YK-6):

1) uepes 5 neT nociue ux 3aBEpIICHMS B 1EIONPOU3BOJICTBE;

2) duepe3 3 roja noclie UX 3aBEPIICHUS B I€IONPOU3BO/JICTBE;

3) uepe3 1 rox mocie ux 3aBepIICHUs B AEIONPOU3BOICTBE;

4) uepe3 10 neT nmociie Ux 3aBEpUIECHUS B I€JIOMPOU3BOJICTBE.

OtBeT:

L]

2. Bvibepume 00un npasuiibHuiii omeem u 3anuwiume yu@py, noo KOmopou oH yKa-
3aH.

ApPXUBBI TOJDKHBI OBITH 00OPYIOBAHBI CHEIUATBLHBIMY MEPEIBIKHBIMU WM CTAIH-
OHApHBIMU CTEJUIAXKAMU C UpUHON (paccrosiuuem) (YK-4):

1) nonok He meHee 25 cMm;

2) nonok He meHee 30 cm;
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3) moJiok He MeHee 35 cMm;
4) mojok He MeHee 45 cMm;
5) nonok He meHee 50 cM.
OtBeT:

L]

3.Bvibepume o0un npasunvhsiii omeem u 3anuwiume yughpy, noo KOMopou oH yKa-
3aH.

ApXHBBI JTIOJKHBI ObITH 000PYI0BaHbI CHEUATbHBIMU MEPEABUKHBIMU WIIA CTallU-
OHAPHBIMH CTEJUTAXKAMU C IUpuHOU (paccrossauem) (YK-4):

1) OCHOBHBIX MPOXO0B 70 50 cM;

2) OCHOBHBIX MP0x0J10B 710 100 cM;

3) ocHOBHBIX poxoa0B 10 110 cm;

4) ocHOBHBIX PoxoA0B 110 120 cwm;

5) OCHOBHBIX MPOXOJ0B 70 90 cM.

OrtBeT:

L]

4./lononnume npeonodcenue. 3anuwume 6 omeeme no NOPAOKY yepe3 3ansimyro
NponyujeHHvle NOHAMUSL.

Jlnis obecnieueHrs KOMIUIEKTOBAHUS apXUBa B OpraHU3alliy Ha BCE 3aBEPILCHHBIC B
JIEJIONPOU3BOACTBE Jieja MOCTOSIHHOTO, BpeMEeHHOro (cBbiiie 10 JieT) XpaHeHus u 1o
JUYHOMY COCTAaBY, IPOILIEIINE 3KCIEPTU3Y LIEHHOCTH, cocTaBisitoTess . (YK-4)

Otser:

OTBeT: OIUCH JIEI.

5. Yemanosume npasunvnyro nocredosamenvnocms onucamenvbHolU cmamvy ONUCU

oejl. 3anuwume omeem 8 uode nociedosamenvHocmu yugp uepes sanamyio. (YK-4)

1) cpok xpaHeHus nena;

2) natel gena (ToMa);

3) unaekc aena (Toma);

4) nopsAKOBBIN HOMEP Jiena (ToMa) IO OMUCH;

5) 3aroJoBoK Jena (Toma), MOJTHOCThIO COOTBETCTBYIOIIMI €ro 3arojioBKy Ha 00-
JI0KKE Jena;

6) KOJIMYECTBO JINCTOB B Jiesie (TOME).

OrtBeT:
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Kpurepun ouneHuBanus

Ne 3apna- Kpurepun onenkn
HHA
1 [IpaBunbHBINA OTBET (OTBET COOTBETCTBYET MPABUIIBLHO

BBIOpaHHOW oHOU 1 dpe) — 1 6am;

w

HENpaBUWIbHBIA 0TBET — () 6ayIoB.

4 [TpaBuibHBIN OTBET (OTBET COOTBETCTBYET HMPAaBUIBHO
BBIOPaHHOMY OKOHUYAHHIO BBICKA3bIBaHUs) — 1 6a;
HEIpaBUIIbHBIN 0TBEeT — () 0aIOB.

5 [IpaBunbHbBIN OTBET (OTBET COOTBETCTBYET MPABUIIBHO
BBIOpAaHHOW KOMOWHAIIMM MHOecTBa 1udp) — 1 Oamn
3a KaX1yI0 MPaBWIbHO BBIOpaHHYIO IUDPY;
HENPaBWIbHBIM OTBET (32 KaXXIyI0 HENpPaBHJIBHO BbI-
Opannyto udpy)— munyc 1 6am.

Bomnpocsl AJ1s1 caMOCTOATEIBLHOTO H3YYCHHUS
Hcrnons3ys MaTepuall, U3J0KEHHbIH [ 1], M3y4uTh BOPOCHI:
1. OcHOBBI 3aKOHOAATENBCTBA IO apXxuBHOMY Aeny (YK.
2. MexnyHapoaHble CTaHAAPThI 10 O(POPMIIEHUIO JOKYMEHTOB.
3. [loaroroBka Ae0BOM KOPPECIIOHACHIINHU AJIs 3apyOeKHBIX MTapTHEPOB.

Tembl 10KIa10B U pepepaToB
1. Opranu3alMOHHO-METOINYECKasl IOMONIb IO BEECHUIO AEIONPOU3BOICTBA.
2. IIpuewM, ydet, XpaHEHHUE TOKYMEHTOB, 3aKOHYEHHBIX J1€IONPOU3BOICTBOM.
3. Ilpuem, yuer, xpaHEeHHE TOKYMEHTOB, 3aKOHUEHHBIX JEJI0NPONU3BOICTBOM
JUISL X TAJIBHEHIIErO YHUUTOKEHUS
4. YHUYTOXKEHUE JOKYMEHTOB.

IlepedyeHnb auTEPATYPHI U Y4eOHO-METOAUYECKHUX MATEPHAJIOB
JJIS1 CAMOCTOAITEJIbHO MOATOTOBKM MO TeMe
1. Ky3uenos, M.H. JlokymMeHTallMOHHOE OOEClieYeHre YMpPaBICHUS U JIETONPOU3-
BOJICTBO: yueOHuK 1iyist By30B / M.H. Ky3nenos. - M.: IOpaiit, 2012. — 576 c.

METOJNYECKUE PEKOMEH/IALIN
JUISI IOATOTOBKH K IIPOMEKYTOYHOI ATTECTAIIMHA

Kpurepuu oieHKH YCTHOI0 OIpoca

OtmeTka «5» CTaBUTCA, €CIM OOYYAIOIMUNUCA TIIYyOOKO M TIPOYHO YCBOWJ BECH
HpOFpaMMHBIfI MarTrcpuajl, UCUCPIILIBAIOIIC, ITOCICAOBATCIIBHO, I'PAMOTHO M JIOTUYCCKU
CTPOMHO €ro M3JIaraeT, IPUBOAWAT NPUMEPBI, HE 3aTPYAHAETCA C OTBETOM IIpH
BUJIOM3MEHEHUN 3aJaHus, CBOOOIHO CIIpaBJICTCSL € 3aJadaMM M MPaKTUYCCKUMU
3aJJaHUSIMU, HE JIOITYCKaeT OLIUOOK.

OtmeTrka «4» cTaBUTCA, eciid OOydYaroMHCA TBEPIO 3HAET MPOrpaMMHBIN
MaTepuasl, I'PAMOTHO M II0 CYIIECTBY M3JIarae€T €ro, He [JIOIYCKAaeT CYIIECTBEHHBIX
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OIMOOK B OTBETE HA BOMPOC, MOXKET MPABUIHHO MPUMEHSITH TEOPETUIECKUE MOJIOKECHUS
U BJaJCeT HEOOXOAMMBIMH YMEHUSMH W HaBBIKAMHU TPU BBITIOJIHCHUHM TMPAKTUYECKHUX
3aJIaHWi, JOITYCKAeT HETOYHOCTH B OTBETE.

OtmeTKka «3» CTaBUTCS, €CJIM 00YJarONTUICS YCBOMII TOJBKO OCHOBHOM MaTepua,
HO HE 3HAET OTHIENbHBIX JACTalIel, JOIMyCKAaeT HETOYHOCTH, HE COBCEM TPABHILHBIC
(GOpMYIMPOBKH, HApyIIaeT IMOCJIEI0BATEILHOCTh B  HM3JI0KEHUU IPOTPAMMHOTO
MaTepHuaa v UCIIBIThIBACT 3aTPYIHEHHUS B BHITTOJTHCHUH MPAKTUYCCKUX 3aTaHHH.

OtmeTka «2» CTaBHUTCS, €clu OOydJaromnuiicss oOHAapyKMBAeT HE3HAHUE OOJIbIEH
4acTH COOTBETCTBYIOIIETO pa3eia W3yd4aeMoro Marepuaia, IOMyCKaeT OIIMOKH B
(bOpMyIMPOBKE OMPECICHUN TOHATHH, HCKAXAIOIMIMEe WX CMBICH, OECHOPSA0YHO H
HEyBEepeHHO m3naraet Marepuai. OleHka «2» 0TMeUYaeT TaKue HEJOCTATKU B MOJTOTOBKE
0o0ydaromerocsi, KOTOPBIE SIBISIFOTCS CEPhE3HBIM MPEMATCTBHEM K  YCIHEIIHOMY
OBJIAJICHUIO TIOCJICIYIOIINM MaTEPHAIIOM.

Kputepun oieHKH TeCTOBBIX padoT
OTmeTKa «5» CTaBUTCS, €CITU 00YUaIOUTUIICS BBIOJIHUI BCE 3a/1aHUS BEPHO.
OtmeTka «4» CTaBUTCA, €Clid OO0YYarOUIHIiCsl BBHIOJHIII MPAaBWIBHO HE MeHee 3/4
3a/laHUN.
OtmeTka «3» CTaBUTCS, €cClU OOYYalOIIMKCSA BBIMOJHUI HE MEHee MOJOBHHBI
3a/laHUN.
OTMeTKa «2) CTaBUTCA, €CIIU 00YYaIOIIUICS BHIIOIHUI MEHEE IMOJIOBUHBI 3aaHU.

Kpurtepuu onieHKH A0KIa1a

[Ton nmokmagoM MOApa3yMeBaeTCs HWTOI CAMOCTOSITEIBHOM MCCIeI0BaTEIbCKON
paboTel oOyuaromierocs. UYrtoObl e€ro MOATOTOBUTh, HEOOXOAUMO HE  TOJBKO
MO3HAKOMUTBCS C OINpEJeIeHHON HaydyHOW JIUTEPaTypol, HO W BBIABHHYTH CBOIO
TUIIOTE3Y, MPOBECTU COOpP IMIIMPUUYECKOrO0 MaTepuaia, HCIOJIb3Yys CaMOCTOSTEIbHBIC
HaOMIOACHUS, TPUMEHSST YCTHBIC OMPOCHI, AHKETHI, TECThl, M3YYUTh HEOOXOIUMBIE
JOKYMEHTBI U T.J., IPOBEPUTH TUTIOTE3Yy, MPUUTA K 0OOCHOBAHHBIM BBIBOJAM, JI0KA3aTh
MPaBUILHOCTH COOCTBEHHOTO PEICHUS TPOOIEMbI U 0ODOPMUTH TIOJTYICHHBIC PE3YIbTATHI
B BUJI€ TUCbMEHHON paboThl. MakcuManbHOE KOJndecTBO OaisioB — 5. [Ipu BeicTaBIeHUH
OIICHKH 32 JTOKJIa/ IOJDKHBI YYUTHIBATHCS CIEAYIONNE KPUTESPUU:

* IOJTHOE PACKPBITHE TEMBI U COOJIOICHNE JTOTUIHOCTH U3JIOKEHUS — 2 Oalia;

* HaJgM4Yue COOCTBEHHBIX BBIBOJIOB M MPEIJIOKEHUN, 00O0OIIEHHM, KPUTUUYECKOTO
aHaian3a - 1 6a;

* HUCIOJIb30BaHKUE IMHUPOKOW MHQPOPMAIMOHHON 0a3bl, MPaBUILHOCTh OGOPMIICHUS,
coOJIr0ICHUE TIPAaBWJI IUTUPOBAHUS - 1 Gasr;

* KaueCTBO YCTHOTI'O BBICTYIUICHHUS: YMEHHE TOBOPUTH MYOJWYHO, 3aHHTEPECOBATH
ciylaTtesnei, BiaJIeHHe peublo, ICHOCTh, 00pa3HOCTh, ’KUBOCTh peuu - 1 Gasl.

ITo cymMe OanioB M CTENEHU peaau3alii KaKJIOro M3 KPUTEPHEB BBICTABIISAETCS
OTMETKA 3a JOKJIaJ.
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Kpurtepuu onenxku pedepara

OaHuM U3 BUAOB TEKYLIETO KOHTPOJS MO OKOHYAHUU HM3YYEHUS TEMBbI SIBISETCS
BBITIOJTHEHHE 00y4aromuMucs pedeparos.

PedepaTsl n3HAuanbHO HaIpaBieHbl Ha cOOp MHPOpPMAIMU O KAKOM-TO OOBEKTE,
SBJICHUU, HA O3HAKOMJICHHE YYaCTHHUKOB MPOEKTa C 3TOW HH(OpMaluei, ee aHANIU3 U
00001eHne PpakToB, MpeIHA3HAYCHHBIX JIJIS IIUPOKON ayTUTOPHUH.

Kputepuu onenku pedeparoB (IpuMepHbIE):

- YETKOCTb MTOCTABJICHHBIX IEJIU U 3a]1a4;

- TeMaTH4YecKas akTyaJlbHOCTbh U 00b€M HUCIIOJIb30BAHHOM JIUTEPATYPHI;

- MIOJTHOTA PACKPBITHS BEIOPAHHOM TEMBI;

- 000CHOBAHHOCTb BBIBOJIOB M KX COOTBETCTBUE MIOCTABJICHHBIM 33/1a4aM;

- aHAJIU3 MOJYYEHHBIX JIAHHBIX;

- HaJIMyue B paboTe BbIBO/IA UM MPAKTUYECKUX PEKOMEH IALINH;

- kadecTBO odopmiieHUs palbOThl (HadUM4We TaOJWIl, CXeM, TpadUKoOB,
dboToMaTepranoB, 3apUCOBOK, CITMCKA UCIIOIB3YEMOW JTUTEPATYPHI U T.1I.).

MakcumanbpHOe KoamdecTBo OautoB — 5. [lpu BeIcTaBiieHMM OIeHKH 3a pedepar
JOJKHBI YIYUTBIBATHCS CIIEIYIOIINE KPUTEPUU:
- MIOJTHOE PACKPBITUE TEMBI M COOJIOICHUE IOTUYHOCTH U3JI0KEHHs — 2 Oallia;
- HaJIMYUE COOCTBEHHBIX BBIBOJIOB M MpPENJIOKEHHUH, 0000IIeHU, KPUTHUECKOTO
aHaiuza — 1 6ami;
- WCIIOJIb30BaHNE MIUPOKON nH(POpMaIIMOHHOM 0a3kl - 1 6a;
- paBUILHOCTH OOPMIICHHUS, COONIOACHUE MPABIII IUTUPOBAHUS - 1 OGa.

[To cymme OaioB M CTENEHU pealu3alyy KaXKJIOro M3 KPUTEPHUEB BHICTABIISETCS
OTMETKa 3a pedepar.

IlepeyeHb BONPOCOB U 3aJaHUM VISl IPOMEKYTOUYHOM aTTECTANUMN
(B popme nuddepeHUMPOBAHHOIO 3a4€TAa) MO UTOTaM OCBOEHMS JUCHUIIINHbBI
«OCHOBBI 1€JIONPOU3BOACTBA»

1. ITonsiTue, 11enM, 3aJ1a41, OCHOBHBIE IPUHIUIIBI Aenonpou3BoacTsa (YK-4).

2. NokymenTtupoBanHas uHpopmanus (YK-4).

3. Cucremsl nokymenrtanuu (YK-6).

4. VupopmaimoHHO-TOKyMEHTAllMOHHOE obecredeHre paboThl ammapaTa yrnpas-
nenus (YK-6).

5. Obmepoccuiickue kinaccupuxkaTopsl JokymeHntanuu (YK-4).

6. enonpousBoactso B [peBueit Pycu (VK-6).

7. Ilpuxaznoe nemonpon3Bocto (YK-6).

8. Komnexckoe nenonpouszBoactso (YK-6).

9. Munucrepckoe aeiaomnpous3Boactso (YK-6).

10. denonpousBoacto B CCCP B XX Beke (YK-6).

11. CoBpeMeHHOE 1eT0NPOU3BOICTBO: OCHOBHBIE MpUHLMIIEI (YK-4).

12. Odopmnenue ynpaieHueckoi nokymentamuu (YK-4).

13. Cuctemsl fokymentanuu (YK-4).

14. S3pIk u cTunps opunHManbHBIX 10KyMeHTOB (YK-4).



15
16
17
18
19
20

21

. Pabora ¢ kondpuaeHuuanbHpiMu 1okymeHTaMu (YK-6).

. Cymocts IOV (YK-6).

. 3amaun u ¢pyHkuuu ciyxosr IOV (YK-6).

. Ctpyktypa cayx0s1 JIOY (YK-6).

. [IpaBa u orBeTcTBeHHOCTH CIIy>k0bI JIOY (YK-6).

. JJOTKHOCTHOM M TEXHUYECKHI COCTaB padOTHUKOB, (PYHKIIMOHAIbHbBIE 00sI3aH-

HoctH ciryx0b1 JIOY (YK-6).

21
22
23
24
25

(VK-6).

26.
27.
28.
29.
30.
31.
32.
33.
34.

35
36
37
38
39
40
41
42
43
44
45
46
47

48.
49.
50.

51

52.
53.
54.
55.
56.

. loxymenToobopot opranuzanuu (YK-4).

. Opranuzarus padboTtsl ¢ JokyMeHTamu (YK-4).

. Peructparnusi 1 KOHTPOJIb UCTIOTHEHUS JOKYMEHTOB (YK-4).

. Onpenenenue neHHOCTH 10KyMeHTOB (YK-6).

. O6mue TpeOoBaHUS K CHCTEMATH3allMU JOKYMEHTOB M (POPMHUPOBAHHUIO JIEN

Cocrasnenue 3aronoBkoB nien (YK-4).

OneHka 3Ha4MMOCTH JJOKYMEHTOB M CPOKHM uX xpaHeHus (YK-4).
Bunpl apxuBHbIX 10KyMeHTOB (YK-4).

[ToaroroBka aen nins cnauu B apxuB (YK-6).

ObecniedeHne cOXpaHHOCTH TOKYMEHTOB (YK-6).

OcCHOBBI 3aKOHOAATENBCTBA 1O apxuBHOMY Aeny (YK-4).
MexnyHapoaHbIe CTaHAapThI 10 oopmiieHn 0 JoOKyMeHTOB (YK-4).
[ToaroToBka Ae10BOM KOPPECTIOHACHIIMH AJis1 3apyOeskHbIX mapTHepoB (YK-4).
VYcrag opranuzanuu (YK-4).

.OpranuzaionHas cTpykrypa opranuzanuu (YK-4).

. llITatHOE pacnucanue (YK-4).

. HomwkHoctHast uHCTpyKIius (YK-4).

. Tpynosoii norosop (YK-4).

. I[Ipukas (YK-4).

. Pacnopsixenue (YK-4).

. [Ipotoxon (YK-4).

. Pemenue (YK-4).

. Horoop (YK-4).

. HoBepennocts (YK-4).

. JlenoBeie muchbMa: Ha3HaueHue u kinaccudukarus (YK-4).

. Henoas nepenucka (YK-4).

. Akt (YK-4).

Hoxnannas 3anucka (YK-4).

OOnsicHutenbHas 3anucka (YK-4).

Crnpaska (o 3apaboTHoii ruiate) (YK-4).

. Uudopmarmonnoe nucbemo (YK-4).

Ortka3s, noareepxacHue (YK-4).

[Iperen3nonnoe nucbmo (YK-4).

[Tucbmennas koppecnonaenius (YK-4).

MexnayHnaponnas nepenucka (YK-4).

MexnyHapoaHble CTaHAapThI 10 oopmiieHn 0 JoKyMeHTOB (YK-4).
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57. IloaroroBka JAe10BOM KOPPECTOHACHITNY TSl 3apyOekHbIX apTHepoB (YK-4).
58. CocraBnenue u opopmienue pesome (YK-4).

IlepedyeHs npakTUYecKHX 3a4aHuil (32124, HABBIKOB, HOPMATUBOB H T.II.)
JJIA IPOBeJeHHs NMPOMEKYTOYHOH aTTecTauuu (B ¢popme 1udpdepeHIIHPOBAHHOIO
3a4eTra) 0 UTOraM OCBOCHMS JUCHMILVIUHBI «OCHOBBI 1€JI0NPOU3BOACTBA)

1. CocraBnenre u oQopMICHHE OPTaHU3AIMOHHO-TIPABOBON JOKYMEHTAIUU:
noJpkHOCTHAs uHCTpYyKuus (YK-4).

2. CocraBnenne u oOpMIICHHE OpPTraHU3alMOHHO-PACTIOPSIINTEIBHON JTOKYMEHTA-
IIMU: pukKas, pacrnopsikenue (YK-4).

3. CocraBienne U opopmiieHUE TIAHOBOW JOKYMEHTAIMH: IJIaH OCHOBHBIX MEPO-
npusituii (YK-4, YK-6).

4. CocraBnenue u odopmieHue WHPOPMAIMOHHO-CIIPABOYHON  JTOKYMEHTAIIMH:
MPOTOKOJ, JOKJIQJHAs 3aMuCKa, OOBICHUTENbHAS 3aMKCcKa, 3asBIICHUE, aBTOOHOrpadus,
pestome (YK-6).

5. CocraBnenue u opopmiienue aenoBbix mucem (YK-4).

IIpumepHast TemaTuKa pedeparon
1. denonpownsBonactBo B [peBHen Pycu.
2. IIpukazHoe 1e10npoU3BOJICTBO.
3. Konnexckoe Ae10npou3BOICTBO.
4. MuHHCTEpPCKOE JEIONPOU3BOACTBO.
5. HenonpousBosctBo B CCCP B XX Beke.
6. YcraB opraHuzaiiui.
7. Opranu3alioHHasi CTpPyKTypa OpraHu3alluu.
8. llltatHOE pacnucaHue.
9. JOKHOCTHASI HHCTPYKLIHSL.
10. TpynoBoii 10roBop.
11. CocraBnenue u opopmieHue pe3rome.
12. CocrtaBnenue u opopmieHue apropedepara.
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CJIOBAPb TEPMHWHOB 110 JUCIHHUIIJIMHE
«OCHOBBI JEJOITPOU3BOJACTBA»

ABTOp NOKYMEHTA — OpraHu3anys, JOJDKHOCTHOE JMUO WM T'PAXKIAHWH, CO3/1aB-
1iee JOKyMEHT.

buaank gokymeHTa — jucT OymMaru Wi SJEKTPOHHBIM MIAOJOH C PEKBU3UTAMH,
UACHTU(PUIHUPYIOMKUMHU aBTOPa OPHUIIMATEHOTO TOKYMEHTA.

Bun nokyMeHTa — Kiaccu(UKalMOHHOE TOHATHE, OOO3HAUaIoUlee MPUHAJICK-
HOCTb JJOKYMEHTa K OMPECIICHHON IpyImme JOKYMEHTOB 0 MPU3HAKY OOIIHOCTU (yHK-
UOHAJIBHOIO Ha3HAYCHHS.

I'pu¢ noxkymeHTa — pEeKBU3UT OQULHUATBHO JTOKYMEHTA, CBUAECTEIbCTBYIOIIUNA 00
0c000M XapakTepe UH(pOpMaLMK, OTPaHUYUBAIOIIMI KPYT M0JIb30BaTENEH JOKYMEHTA.

J1eJ10 — COBOKYITHOCTb JOKYMEHTOB WJIM OTAENIbHBIA JOKYMEHT, OTHOCSALIUECS K Of-
HOMY BOIIPOCY WJIM y4acCTKe JAESTEIbHOCTH, TOMEIIEHHBIX B OTACIBbHYIO O0I0XKKY.

Jle10npou3BOACTBO — JEATEIBHOCTh, OOecneunBaroniasi JOKYMEHTUPOBAaHUE, J10-
KyMEHTOO0OOPOT, ONEpaTUBHOE XpPAaHEHUE U UCIIOJIb30BaHNE JOKYMEHTOB.

JloknaaHasi 3anucKa - THPOPMAITMOHHO-CIIPABOYHBII TOKYMEHT, MOATOTOBICHHBIN
CTPYKTYPHBIMM MOAPA3JACIECHUAMH WU AAPECOBAHHBIM PYKOBOJCTBY TEPPUTOPHUAIBHOIO
oprana, opranuzauun MUC Poccum, conaepsxamniuii ”HGOPMAIUIO O COOBITUSX, (aKTax,
M0 KOTOPBIM TPeOYeTCs MPUHSATHE PELICHHUS.

JIoKyMeHT - 3aduKCHpOBaHHAsA Ha HOCHUTeNEe MHPOpPMAIUs C PEKBU3UTAMHU, MTO3BO-
JSIOUIUMU €€ UACHTU(PULMPOBATh.

JIOKyMeHTO0000pOT - JBIKEHNE TOKYMEHTOB C MOMEHTA UX CO3/IaHUsI WM IOJIyde-
HUS J10 3aBEPILEHUS UCIIOJHEHUS, IOMEIIEHHUS B JI€JI0 U (MJIM) OTIIPaBKH.

3aBepeHHas KONMSA JOKYMEHTA - KOIUs JOKYMEHTa, HA KOTOPOM B COOTBETCTBUU C
YCTaHOBJIEHHBIM IOPSJIKOM IPOCTaBJIEHbl HEOOXOJUMbIE PEKBU3UTHI, NPUIAIOIIUE il
IOPUANYECKYIO 3HAUUMOCTb.

HcnosaHurtenb - CTpyKTYpHOE MOAPA3ACICHNE, COTPYIHUK CTPYKTYPHOIO MOJpa3-
NEJIEHUs], OTBETCTBEHHBIE 3a IOATOTOBKY JOKYMEHTA.

YcuiieHHas KBaJAIM(PUUUMPOBAHHAA JJIEKTPOHHASA NMOANMUCH - DJIEKTPOHHAS IOA-
IIACh TOKYMEHTA, NOATBEPKAAIOIIAs €T0 I0OPUANYECKYI0 3HAYUMOCTb.

Konusi 1o0KyMeHTa - 3K3eMIUIIp JOKYMEHTA, MOJHOCTBI) BOCIIPOU3BOASAIIMN HH-
dbopMaruio MOATMHHUKA TOKYMEHTA

HoMmeHnkiaTypa aeJ1 - CUCTEMATU3UPOBAHHBINA [IEPEYEHb 3ar0JIOBKOB JIEJI, CO3/1aBa-
€MBIX B TEPPUTOpPUAIIBHBIX opraHax, opranusauuax MUC Poccun, ¢ yka3aHuem CpoKOB
UX XpaHEHUS.

HopMmaTuBHBIii NpPaBoBOii aKT - MUCbMEHHBIH OQUIIMAIIBHBIA JTOKYMEHT, MPUHS-
ThIM (M37aHHBIN) B ONPENEICHHON (QopMe MPaBOTBOPUYECKHM OPraHOM B IpEJENax €ro
KOMIIETCHLIMA W HAIIPABJICHHBIM HAa YCTAHOBJICHWE, U3MEHEHHE WJIM OTMEHY IPaBOBBIX
HOPM.

IoIMHHUK TOKYMEHTA - IIEPBbII WIA €JUHCTBEHHBIN YK3EMIUIAP JOKYMEHTA.

IIpuka3 - opraau3alMOHHO-PACIIOPSAAUTEIBHBINA TOKYMEHT, PETYJIUPYIOUNA BOIIPO-
Chl, CBSI3aHHBIE C OCHOBHBIMU HAIIPABJICHUSMH JAEATEIBHOCTH.
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IIpocTas 3jIeKTPOHHASA MOANMMCH - DJIEKTPOHHAS MOAIKUCH, KOTOpas MOCPEACTBOM
UCIIOJIb30BAaHUsl Maposield MOATBEpkKIaeT (PakT (GOPMUPOBAHHUS HIEKTPOHHOW MOIIUCH
ONPEIEIICHHBIM JIULIOM.

IIpotokoa - TOKyMEHT, (PUKCUPYIOMIMNA XOJ OOCYXIIEHHS BOIPOCOB M NPUHATHE
PEIICHUH HA 3aCEIaHUsIX, COBEIIAHUSX.

PacnopsizkeHue - opraHn3alMOHHO-PACIOPAIUTENBHBIM JOKYMEHT, KOTOPBIM U31a-
€TCs 110 ONEPATUBHBIM BOIPOCAM, PACCUMTAHHBIM Ha KPATKOBPEMEHHOE JIEUCTBUE U HE-
00JIBIIION COCTaB MCHOMHUTENEH, TTOMUCHIBAEMbII PYKOBOJIUTEIEM WJIM €r0 3aMECTHTE-
JISIMH.

Perucrpauusi JOKyMeHTa - MPUCBOEHUE JOKYMEHTY PErMCTPAllMOHHOIO HOMEpa,
BHECEHUE CBEJICHUI O IOKYMEHTE B PErUCTPALIMOHHO-YUYETHYIO GOpMY.

PekBHM3UT JOKYMEHTA - 3JIeMEHT 0OpMIIEHUS JOKYMEHTA.

CayxeOHasi 3anmucKa - WHOOPMAIMOHHO-CIIPABOYHBIA JTJOKYMEHT, HCHOJIb3YyEMbIH
Uist oOMeHa “H(opMalend MeXy 3aMeCTUTEISIMU TEPPUTOPUAIIBHOTO OpTraHa, OpraHu-
3auu MYUC Pocenn, CTpyKTYpHBIMH MOAPA3AECICHUSIMUI

C3/JI - cucreMa 3JIEKTPOHHOTO TOKYMEHTOO0OPOTa - aBTOMATH3WPOBaHHAsT HH(OP-
MaIlMOHHAsA CUCTEeMa, O0OECHeurBaIOIIas CO3/aHUE DJEKTPOHHBIX JTOKYMEHTOB M 3JIEK-
TPOHHBIX KOIUI TOKYMEHTOB, YIIPABICHUE UMH, XPAHEHUE TOKYMEHTOB U JOCTYII K HUM,
a TAK)KE PErUCTPALUIO TOKYMEHTOB.

dopMupoBaHUe ej1a - TPYNIUPOBAHNE UCIIOJIHEHHBIX TOKYMEHTOB B JI€a B COOT-
BETCTBUHU C HOMEHKJIATYypOU 1€ U UX CUCTEMATHU3aLUsI BHYTPH JIEJIa.

JKCNEepPTU3a HEHHOCTH JOKYMEHTOB - N3yYCHHE JOKYMEHTOB Ha OCHOBAHUM KpU-
TEPUEB UX LIEHHOCTHU B IIEJISIX OMPEEICHHS] CPOKOB XpaHEHHUs JTOKYMEHTOB U O0TOOpa MX
JUISl BKJIFOUEHUS B cocTaB ApxuBHoro ¢onaa Poccutickoit denepanum

JJIEKTPOHHAsI KONMSA JOKYMEHTA - KOIHUA IOKYMEHTA, CO3JaHHasl B AJIEKTPOHHOMN
dhopme.

DJIeKTPOHHAsI MOANMUCH - UHPOpMalUs B AJIEKTPOHHOM (popme, KOTopas Mpuco-
eAHEeHa K Apyrord nHPOpMaIUK B SJEKTPOHHOU (opMe (MOAMUCHIBAEMO HH(MOPMAITUN)
WJIM UHBIM 00pa3oM CBs3aHa ¢ TaKOW MHQPOpMAIME U KOTOpast UCIOJIB3YETCs ISl Ompe-
JeJIEHUs JIU1IA, TOMUCHIBAIOIIEr0 HH(OPMALIHUIO.
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