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dakynbTeT SKOHOMUKH U
yIIpaBJIeHUs
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PABOYAA ITPOI'PAMMA JUCHUIIJIMHBI (MOYJIA)

B1.B.14 JlokyMeHTallMOHHOE 0OecriedeHre rocyIapCTBEHHOTO U MYHHUIUIIATBHOTO YITPABJICHUSI
Ha 144 gaca(oB), 4 3a4eTHBIX(bIE) eTUHUII(BI)
JUIs1 HaMpaBJieHUs1 MOAroToBKHU (cnenuanbHocTH) 38.03.04 - ['ocyrapcTBEHHOE ¥ MyHULIMIIAJIBHOE
yrpaBJieHue

cocraBjieHa B coorBercTBUU ¢ ®PI'OC BO, yTBEpkI€HHBIM TPUKA30M
MunrctepcTBa 0Opa3oBaHus M Hayku Poccuiickont ®epepanuu ot
« » 20 r. No

[Mpodus — I'ocyaapcTBeHHOE M MyHUIMIIAIBHOE yIipaBiieHue (111 Habopa 2023)
dopma obyuenus: O4HO-3a04HAS



1. Oprann3anuoHHO-MeTOAUY€eCKUH pa3eJt
1.1 ey 1 3aga4u AU CIUIINHBI (MOTYJIA)
Lenb u3yueHus: AUCHUILTAHBL:

AaTh CTYACHTAM KOMIUICKCHOEC IPEACTABJICHUE O Pa3BUTHU NOKYMEHTA U CUCTEM NOKYMCHTALIUH,
O COoCTaBe CHy>K€6HbIX AJOKYMEHTOB, 0COOEHHOCTSIX AOKYMCEHTHUPOBAHUA B COOTBETCTBUU C
COBPEMCHHBIMU IIpaBUJIaMU U OpraHru3alliu pa60TbI C JOKYMCHTaMU

3anauv N3yyeHus TUCIUILIMHBL:

- (opMUpOBaHME Yy CTYAEHTOB TEOPETUYECKMX 3HAHMWA W NPAKTUYECKUMX HABBIKOB [IOKY-
MEHTHUPOBAHUSI HAa OCHOBE COBPEMEHHBIX TpPEOOBAHUM, MPEIbSBISEMBIX K COCTABICHHIO H
0(pOPMIICHHUIO YIIPABJIEHYECKUX JOKYMEHTOB;

- (popMupOBaHME 3HAHUH 11O OPTaHU3AIMHU U TEXHOJIIOTHU PAOOTHI C JOKYMEHTAMU;

- OpUEHTHpPOBAHME CTYIEHTOB Ha pelleHue MpoOJieM YIpaBieHUs] JOKyMEHTalueil B Co-

BPEMEHHBIX YIPABJIEHYECKUX CTPYKTypax.

1.2. MecTo qucuuminHabl (MoayJisi) B cTpykrype OII

HuctimmumHa  «/lokyMeHTalmoHHoe oOecneueHre TOCyJapCTBEHHOTO W MYHHUIMIAIBLHOTO
yIIpaBJIeHUs» OTHOCUTCS K 4acTH, (popMHUpPYeMOHl ydyaCTHMKaMHM O0Opa30BaTebHBIX OTHOIIEHUI
(B1.B.14) u wsywaerca B 4 cemectpe. Kypc Oasupyercss Ha TMpeIBapuTEIbHOM YCBOCHUU
CTyJEHTaMU IUCUMIUIMHBL «H(pOPMALMOHHO-KOMMYHUKAIIMOHHBIE CHCTEMbl M TEXHOJIOTMU B
roCyJJapCTBEHHOM M MyHULIMINAIbHOM yrnpasieHnun» (b1. O.10 ), "Cucrema rocygapcTBeHHOro v
MyHuuunagsHoro ympasienusa" (51.0.17). HucuumummHa «JloKyMeHTaMOHHOE oOOecrieyeHue
rOCY/JapCTBEHHOTO M MYHUIMIIAJIbHOIO YIPaBJIEHUs» JIOTMUECKW M COJEpKAaTeIbHO CBSI3aHa C
TAaKUMM ~ KypcaMu, IpernojaBaeMblMM B  MOCJeqylolnMx ceMectpax kKak: "KaapoBoe
JeJIOTPOM3BOJICTBO HA TOCYJAPCTBEHHOM W MyHMIMINAIbHOW ciyxOe", "dopmupoBaHue u
coJiepkaHue apXMBHBIX (DOHAOB MyOJMYHO-TIPaBOBBIX oOpazoBaHuil”, "l[IpuHsATHE U WCMOTHEHUE
rOCY/IapCTBEHHbIX pElIeHUN".

1.3. O6beM qUCHUAILINHBI (MOIYJIsI) ¢ YKa3aHHEM TPYJA0€MKOCTH BCe€X BH/IOB YU4eOHOM
pPadoThI
OO61as TpyaOeMKOCTb JTUCIMIUIMHBL (MOAYJIsI) cocTaBisieT 4 3aueTHbIX(ble) equHull(bl), 144
YacoB.

Bunp! 3ausTHI Cemectp 3 Bcero yacos
OO01mas TpyI0eMKOCTb 144
AyIUTOpHbBIE 3aHATHS, B T.4. 17 17
Jlekmmonnsle (JIK) 0 0
[IpakTrueckue (CeMUHAPCKUE) 17 17
I13, C3)




JlaboparopHsie (JIP) 0 0

CamocrosiTennpHas padoTa 91 91
crynenToB (CPC)

dopma IpoMeRyTOUHOU DK3aMeH 36

aTTECTalli B CEMECTPE

KypcoBas padora (kypcoBoit
npoekT) (KP, KII)

2. [IepeyeHb NIAHUPYEMBIX Pe3yJIbTATOB 00yUeHHs MO JUCHHUILUINHE, COOTHECEHHBIX C
IUIAHUPYEMbIMH pPe3yJbTaTaMH 0CBOEHHSI 00pPa30BaTeJbHOI POrpaMMbl

[Tnanrpyemble pe3yJIbTaThl OCBOCHHUST 00pa30BaTEILHON

[Tnanupyemble pe3yabTaThl

IIPOrpamMMmBbl 00y4eHus1 MO TUCLUITHE
Kog u WMHavKaTopel JOCTUKEHUS JleCKpUIITOPBL: 3HAHUS, YMEHU,
HauMEHOBaHUE KOMIIETEHLIMH, (POPMUPYEMBIE B HaBBIKU U (WJIM) OIBIT JEATEILHOCTH
KOMIIETEHLIUU paMKax AUCHUILIMHBL
ITK-6 [TK-6.1. 3Haer 3akoHOJATe/bHBIE U | 3HATh: TEOpPETUYECKUE, MPABOBLIC U

HOPMATHBHbIE  TPAaBOBbIE  AKThI
Poccuiickoit denepanuu B cepe
JOKYMEHTAIIMOHHOTO 00ecrieueH st
yIIpaBJIEeHUsI, COCTaB JIOKAJbHBIX
HOPMATHBHBIX aKTOB OpraHW3allvy,

(yHKIIMOHATTbHBIE 0COOEHHOCTH
CHCTEMBI 3JIEKTPOHHOTO
JOKYMEHTOOOOpOTa  OpraHW3allny;

NPUHIMITEL U TpaBWia padoThl C
HOPMAaTUBHO-METOANYECKON
JOKYMEHTalUel;  TeOpeTUYecKue
OCHOBBI TMPOLIECCHOTO YIPAaBJIEHUS;
KPUTEpUU OIpeJeieHns LIEHHOCTH
JOKYMEHTOB;

[IK-6.2. Ywmeer arperupoBatb |
0000111aTh COOpaHHY0 MH(POPMAITHIO;
OpPraHU30BBIBATh JOKYMEHTOOOOPOT
U JIeJIONPOU3BOJICTBO, BBIOJIHSATD
3aJayl MO  (POPMHUPOBAHMIO U
COJEPKAaHUI0O ApXUBHBIX (POHIOB B
OpraHax BJIACTH, OpraHU3alusX,
peanu3yoImux
rocyJapCTBEHHbIE/MYyHUIIUIIAIbHbIE
(yHKIIMM ¥ TIOTHOMOYMS, B WHBIX
OpraHM3aLusX, OCYIIECTBJSAIOLINX
COLMaJIbHbIE, YIpaBJIEHYECKUE WJIU
WHble  OOINECTBEHHO  IOJIE3HBIE

HOPMATUBHO-METOUYCCKUCACTICKTBL
AJOKYMEHTUPOBAHUA W OpraHu3aln
pa6OTbI C JOKYMCHTaAMH B
OpraHu3aluyAax v opraHax BJIaCTHU

VYMeTb: BecTu Jesonpou3BOACTBO,
y4acTBOBaTh B BeJICHUU
JTOKyMEHTOOOOpoTa (B TOM YHUCIIe
9JIEKTPOHHOI0) B OpraHax BJIaCTH U
OpraHu3alii B COOTBETCTBUU C
JEeUCTBYIOIIMMU HOPMaMU

Bnanets: OCYIIECTBJISIET
JOKyMEHTHPOBAHUE IIPOLIECCOB
YIIpaBJIEHUsT; TPOBOJUT IKCHEPTUY
HEHHOCTH JOKYMEHTOB st
OpraHu3aLuu TEKYILIEro,
CPEJHECPOYHOTO U AOJTOCPOYHOTO
XpaHeHus JIOKYMEHTOB;

pa3pabaTbIBaeT HOMEHKJIATYPY JIes 1
JIOKaJbHBIE aKThl [0 BOIpPOCaM
I€JI0NPOU3BO/ICTBA




(pyHK1IMM;

[1K-6.3. TlpoBeneHue 3KCrepTU3bI
LEHHOCTU JIOKYMEHTOB B COCTaBe
9KCHEPTHOMKOMUCCUM OPTaHU3aINH.

Pazpabotka
perjaMeHTOB
OpraHu3aluu.
NPeUI0KEHUI
s¢ppexTuBHOCTH

noapasac/iCHUsA OpraHu3aiuvu  Hin
AIMUHUCTPATUBHOI'O

Ho/ipa3aesIeHus

CocraBieHre U BeJEHHE KaJpOBBIX
JOKyMeHTOB B [MYV.

AIMHUHHUCTPATUBHBIX

110 ITOBBIIIEHUIO

Mojipa3fieieHui
Pazpabotka

npornecca

perjiaMeHTa
OpraHu3aIuu.

3. Conep:xanune qUCHUILIAHBI

3.1. Pa3zgeJnl AUCHUILINHELI 1 BUALI 3aHATHA

3.1 CTpykTypa AUCHMILIMHBI IS 0YHO-3209HOH (POpPMBI 00yueHHus

Mopyns | Homep |[HaumeHnoBanue Temsl pazaena Bcero | Aymutopns | C
pasnena paszena 4yacoB | e 3aHATHA P
C
JU |11 | JI
K |3 |P
(C
3)
1 1.1 Cymnoctb 1ok | OcHOBHOE cojepkaHue, 14 212 10 |10
YMEHTAllMOHHO | MpeAMET U 33aJa4u Kypca.
ro Teopus 1OKyMeHTa.
o0ecreyeHust Ucropus pazsutus
yIpaBJIeHUs CUCTEMBI
JeJIONPOU3BOJICTBA B
Poccun.
JlOKyMEHTalIMOHHOE
oOecrieueHre yrpaBiIeHHs
U ero poJjib B padote
yIpaBJI€HYECKOTO
anmnapara.
1.2 CoBpemeHHOe Knaccudpukanus 14 2 12 10 |10
roCyJapCTBEHH 3aKOHOJATEJIbHBIX,
oe HOPMATUBHBIX,
peryJimpoBaHue METOINYECKUX
JOKYMEHTALMO |MaTeprasoB, KacaloluXcs
HHOTO Mops/iKa
oOecrieyeHust JOKYMEHTHPOBaHMSI.




yIpaBJieHus B I'ocynapctBenHas
Poccun cucrema
JOKYMEHTAIIMOHHOTO
oOecrieueHns! yIpaBJIeHUs
2.1 JlOKyMEHTHPOB bnank u popmynsp 24 4 |4 [0 [16
aHUe yrpaBiieH YIIPaBJIEHYECKOrO
YecKou nokymeHnta. CTpyKkTypa
OesTeNbHOCTH | JOKyMeHTa. PeKBU3UTHI
JOKYMEHTa 1 00IIHe
TpeOOBaHUs K UX
oopMJIEHHUIO
2.2 JlOKYMEHTHPOB Opranu3anyoHHas 16 2 12 10 [12
aHUe OpraHu3a JIOKYMEHTAIHSI.
LIMOHHO-PACIIO PacniopsinutenbHbie
PAAUTENTHHON JOKYMEHTBI: OCHOBHbIE
JesITeIbHOCTU TpeOoBaHUs K
0(pOpMIICHHIO.
2.3 HokymentupoB | PasHoBuanoctu nngopma 16 2 12 10 [12
aHue nHpopma [IUOHHO-CIPABOYHBIX
IIMOHHO- JIOKYMEHTOB, UX
CIPaBOYHBIX COCTaBJIEHUE U
MaTepuaoB odopMJIIeHHE.
CoBpemMeHHOe ieJI0BOe
NIFICHMO.
JuromaTuyeckuii
IIPOTOKOJ U
MeXyHapOoaHas
MIepeTrCKa.
2.4 HokymenTtanus | JJOKYMEHTHI [0 JMYHOMY 12 2 12 10 |8
0 TPYAOBBIM COCTaBY U BeJJeHUE
OTHOILIEHUSM B | KaJpOBOM TOKyMEHTALUU
opraHax
BJIACTHU
3.1 Opranuzanus Opranuzanus 12 21210 8
padoTHI C JOKYMEHTOOOOpOTa U €ro
JOKYMEHTaMU OCHOBHbI€ 3TAIIbI.
Opranusaius padoThI ¢
JOKYMEHTaMH B OpraHax
BJIACTH.
Utoro 108 16 (16 | O |76

3.2. Conepxxkanue pa3jgeaoB JUCHHUILIMHBI

3.2.1. JIekiuoHHBIE 3aHATHSA, COJePKaHNEe H 00beM B yacax




Mounyie | Homep Tema Copnepxanue TpynoeMKocTb
pasnena (B yacax)
1 1.1 OcHoBHOE OO0mas XxapakTepucTuKa 2
coJepiKaHue, TEPMUHOJIOTMYECKOU CUCTEMBI.
IpeaMeT U OcHOBHOE cofepkaHue, MpeaMeT U
3aJa44 Kypca. 3aJa4u Kypca. JIOKyMeHT: IOHATHE,
Teopus COOTHOIIICHHE TTOHATUH «UH(POPMALTHS»
JOKYMEHTA. U «JOKYMEHT». JlIOKyMEeHTBI
oduIasbHBIe (CITyKeOHbIE), TMIHbIC
(IepcoHaJIbHbIE) U IMYHOTO
poucxoxaeHusA. PyHKIMKA JOKyMEHTA.
CBo¥icTBa M IPU3HAKU JOKYMEHTA.
Bunbl 1OKyMEHTOB, onpesesseMble
COBPEMEHHBIMU 3aKOHOJATEIbHBIMU U
HOPMaTHBHBIMU aKTaMH.
1.2 Knaccudukanm 3aKOHOJATEJIbHBIE AKTHI, YKA3bl 2
s 3aKOHOJaTel [Ipesunenta PO, nocraHOBIEHUS U
BHBIX, pacniopsikenus [Ipasurenscra PO,
HOPMAaTHUBHBIX, | pEerjJaMeHTHPYIOIIME PAaBOBbIE HOPMBI
METOJUYECKUX 0(pOpMJIEHHS JOKYMEHTOB.
MaTepUasoB, 3aKkoHO/IaTeNIbHBIE aKThl CYOBEKTOB
KaCaIoUIMXCS Pepepanyu, periiaMeHTUPYIOLIME
MOpsAJIKA AOKY |OTIe/bHBIE ACIEKTHI 1E10IPOU3BOICTBA.
MEHTUPOBAHUS. CucreMbl JOKYyMEHTALUH.
2 2.1 bnank ynpasine bnank nokymenra. ®opmyJisip 4
HYECKOIo YIIPaBJIEHYECKOT O IOKyMEHTA.
JOKYMEHTA. CrpykTypa 1OKyMeHTa. PekBU3uT
PexBusuthb JOKYMEHTA (TIOCTOSIHHBIE U
JOKYMEHTa U nepeMeHHbIe) 1 0011IMe TpeOOBaHUS K
oOrue ero o(hOpMIICHHIO.
TpeOOBaHUs K
ux
0(pOpMIIEHUIO
22 JOKyMEHTHPOB PacniopsauresnbHble TOKYMEHTHI: 2
aHWe OpraHu3a | OCHOBHBIE TPeOOBaHMUS K O(hOPMIICHHIO
LIMOHHO-PACIIO (MOCTaHOBJIEHUS], PELLIEHUS,
PAAUTENBHON PacCIOpPSKEHM S, YKa3bl, IPUKA3BI)
JeATENIbHOCTH
2.3 JOKyMEHTHPOB PasHoBraHOCTHM MH(OPMALIMOHHO- 2
aHue nHpopma CIPAaBOYHBIX JOKYMEHTOB, UX
LIMOHHO- coctasyieHue U oopmiienue. CrpaBku,
CIPAaBOYHBIX aKTBI, IOKJIaJHbIE, TIOSICHUTEJIbHbIE U
MaTepuaioB OOBbSICHUTEIbHBIE 3aMTUCKH,
JOBEPEHHOCTH.
2.4 JHokyMeHTarus [lepBrUYHbBIE TOKYMEHTHI 2




10 TPYAOBBIM | Tpynoyctpoiictsa. TpynoBoil JOroBop.
OTHOLLIEHUAM B JInynoe neno corpyaHuKa
opraHax opranu3auuu. TpyJgoBas KHUXKKa:
BJIACTHU BblJjaya, opopmiieHHEe, XpaHEHHE.
3 3.1 Opraamsamus 1 | Cioyx06a nenmonpounsBoactsa. [Topsaok 2
OKYMEHTOOOOp |MPOXOsKAECHHS U UCTIOJHEHUS BXOSAIINX
oTa U ero NOKyMeHTOB. [TopsAnok mpoxoxaeHus
OCHOBHbIE UCXOASIIUX U BHYTPEHHUX JIOKYMEHTOB
STaIbl. B IIpoliecce ux noarotoBku. Iopsgok
Opranuzanus npreMa U rnepejadu J0KyMEHTOB
padoTHI C
JOKYMEHTaMU
B OpraHax
BJIACTH.
3.2.2. [IpakTHYeCcKHe 3aHATHSA, COJAePrKaHNe H 00beM B yacax
Moayns | Homep Tema Copepxanue TpynoemMKocTb
paszena (B yacax)
1 1.1 Ucropus Jlesionpou3BOACTBO B [IpeBHEpYyCCKOM 2
pa3BUTHUSA rocynapcrse. [IpukasHoe
CUCTEMBI JIEJI0M aesorpousBoacTBo. Crucrema
POU3BOJICTBA B KOJIJIEKCKOTO JeJIONPOU3BOACTBA.
Poccun. CucreMa MUHUCTEPCKOTO
aenonpousBoacTa. Mcropus
yIIpaBJIeHUs U 1€J0IPOU3BOJICTBO B
1917-1941rr. UcTopus ynpasieHus U
Jenonpou3BoacTBO B 1945-1990 rr.
JlenonpousBoCTBO U
JAOKYMEHTAIIMOHHOE oOecTieueHre
YIIpaBJIEHUs1 HA COBPEMEHHOM 3Tarie.
1.2 I'ocynapcTtBenH I'CHOYV: cymHOCTb, CTPYKTYpHBIE 2
as cucTeMa JI0K 3JIEMEHTB U OCHOBHOE
YMEHTALIMOHHO | MpenHa3HavyeHue. Y CTAHOBJIEHUE HOPM
ro AJIMUHUCTPATUBHOM, TPAXKJAHCKOUN U
oOecrieyeHHs1 | yroJIOBHOI OTBETCTBEHHOCTH 3a padoOTy
yIIpaBJIeHUS ¢ JOKyMeHTauuen. ['ocypapcTBeHHble
(rcgoy) (HaLMOHAJIbHBIE) CTAHJAPTHI HA
JOKYMEHTALMIO, perJIaMeHTHPYIOLIHe
cocTaB U 0(pOPMJIEHUE PEKBU3UTOB
CITy’KEOHBIX JIOKYMEHTOB.
2 2.1 bnank ynpasne | HopmaruBHble TpeOOBaHUS K COCTaBY 4

HYECKOT0
JOKYMEHTA.
PexBusuTol

OCHOBHBIX PEKBU3HUTOB U UX
oopmiennio. TpeboBaHus K cOCTaBy
pexkBu3uTOB. O01IME TpeOOBaHUS K

AOKYMCHTA U

o(pOpMIIEHUIO PEKBU3UTOB. Perienue




oomme
TpeOOBaHUS K

CUTYallMOHHBIX 3a/1a4.

ux
0popMIIEHUIO
2.2 Opraauzanuox MecTo 1 posib OpraHU3aMOHHBIX 2
Hasl JOKYMEHTOB B ynpaBjieHuu. OCHOBHbIE
JOKYMEHTaUusA | BUABI OPraHU3ALMOHHBIX JOKYMEHTOB,
UX XapaKTEPUCTHKA U CTPYKTYpa
OPraHU3alMOHHOrO JTOKYMEHTa
(mosio’keHue, ycraB, MHCTPYKLIMH,
ITAaTHOE paclucaHue u Jp.)
2.3 HokymentupoB | CiryxeOHble MMChbMA: IOHSITUE, BUJIBI U 2
aHue nHpopma uX xapakrepuctuka. O0mmuii 6J1aHK
LIMOHHO- IIMCbMA M COCTaB PEKBU3UTOB. Pemenne
CIPAaBOYHBIX CUTYaLIMOHHBIX 33Jau.
MaTepuaoB
24 JlokyMeHTanus DTansl CTaHOBJIEHUS HHCTUTYTA 2
0 TPYJIOBBIM | oOparneHus rpaxaad B P®. OcHoBHbIE
OTHOLLIEHUAM B MIOHATHS, 3aKOHOJIATEJIbHOE
opraHax 3aKperyieHre, OCHOBHBIE MOJIOKEHMS,
BJIACTH NPUHIMITB ¥ TEXHOJIOTHSI PabOTHI C
OOpaIIeHUSIMH TPaK/IaH.
Jlen0npon3BOACTBO 10 YCTHBIM U
NMICbMEHHBIM 00paIeHusIM TpaxJaH
3 3.1 Opranmzanus a | YHuduUKanys v CTaHIapTU3ALMS Kak 2
OKYMEHTOO00p CPEACTBO PETYJIMPOBAHUS
oTa " ero MH(OPMALMOHHBIX TOTOKOB ¥ CPEICTBO
OCHOBHbIE IOpPUINYECKOTO 3aKPEIUICHUS
STaIIbL. yIpaBJIeHYECKON UH(MOPMALH.
Opranuzanus Homenknatypa aes (0CHOBHOE
paboTHI € (pyHKLIMOHAIBHOE ITpEJHA3HAYEHUE,
JOKYMEHTaMU orpeJesieHre, BUibl, O0COOEHHOCTH
B OpraHax (pbopmupoBaHKA HOMEHKJIATYPHI 1€ B
BJIACTH. OpraHax BJIaCTH.
3.2.3. JlabopaTopHbIe 3aHATHA, COJIEePKaHNe H 00beM B Yacax
Moayns | Homep Tema Copepxanue TpynoemMKocTb
paszena (B yacax)

3.3. Conepxxanne MaTepHuaI0OB, BLIHOCHMBIX HA CAMOCTOSITEJbHOE H3YUYeHNe

Mopnynb

Howmep

COIICp)KaHI/IC MaTepuajioB,

Bugw CaMOCTOSITEILHOI

TpynoeMkocTb




pa3aeiia

BBIHOCUMOTI'O Ha
CaMOCTOATEIBHOE
HN3YUYCHHUC

OEATEIIbHOCTHU

(B yacax)

1.1

Posib nokymenTa u
nHpopMaIuu B porecce
ynpasyeHusi. OCHOBHbIE
BU[IBI JIOKYMEHTHOM
JIESITEIbHOCTH.
Vnpasienue
JNokyMeHTauueil. Poib
IOV B padore
yIpaBIeHYECKOTO
armapata. Pons IOV B
CO3JIaHUM JOKYMEHTHOM
0a3bl, TPEeMCTBEHHOCTh B
padote
JIEJIONTPOU3BOICTBEHHOM
CITyKObI U apXUBOB.

Pab6ota ¢ 31eKTpOHHBIMU
00pa3oBaTeIbHBIMU
pecypcamMu, COCTaBJICHUE
TE3KCOB

10

1.2

Cucrema opraHoB BJIaCTU B
cepe AeIonpon3BOACTBA
(PenepanbHOE ApXUBHOE

are”rcrBo, [Ipesunent PO,
MUHUCTEPCTBO KYJIbTYPHI

P® u 1.1.). ApXvBHBII

®donpg Poccuniickoit

Penepaunu. [IpaBuiia

JEJIONPOU3BO/ICTBA B

(penepanbHbBIX OpraHax

WCIIOJIHATEJILHOM BJIACTH

ot 15.06.2009 r. Ne 477 (c
u3Mm. ot 01.02.2020 Ne 71).

Co3zaaHue CTpyKTypHO-
JIOTMYECKUX CXEM, aHAJIN3
HOPMATUBHBIX JOKYMEHTOB

10

2.1

bnank nokymenTa. bnanku
00I11I1eE, IJIA ITUCEM,
repooBeie. PopmyJisip
nokymeHTa. TuroBoi
opmyisip TOKyMeHTa.
dopmysp-odpaserl.
PexBu3uT noKymeHra.
TpeGoBaHust K
0(pOpPMIICHUIO PEKBU3UTOB
nokymentoB Y COP/I B
cootBerctBuM ¢ ['OCT.

pellieHre CUTYaIlMOHHBIX
3aja4

16

22

MaccuBbl TOKYMEHTOB,
oOpazymoluecs B
AeSATeIbHOCTU
I'ocynapcreenHoi [Jymbl.

Komncnekr. Pemmenne
CUTYaIIMOHHBIX 33/1a4.

12




®yHKIMU YIIpaBIeHUs
JOKYMEHTAITMOHHOTO
obecnieueHus (Y PO) o
OpraHU3alH JIETOTIPOU3BO
ncrtea./lenyrarckas
KoppecnoHaeHus. [Ipuem
U perucTpanusi
3aKOHOMNPOEKTOB U
COITPOBOIUTENHLHON
JOKYMEHTAIUH.
JloKyMeHTaIllMOHHOe
olOecrieueHre 3aceIaHmnil.

2.3

CoBpemMeHHOe J1eJI0BOE
mucbmo. [TousaTus
«IUTIJIOMATUYECKast
MIEPETTUCKa,
«OTATUIOMATAYECK I
HOKYMCHT>,
«TTPOTOKOJIbHBIC
JOKYMEHTBI».
OcoOeHHOCTH CITyKeOHOTO
AeONPOU3BOACTBA
MEXTyHapOIHOTO
XapakTepa, KOMIUIEKChI
IUIUIOMATUYECKON
niepenucku. OCHOBHbIC
9JIEMEHTHI
JTUIIJIOMATHYECKOTO
JIOKyMeHTa. Bupl
JUIIJIOMATHYECKON
TIEPENTUCKU: BepOaTbHAsI
HOTAa, JINYHAsI HOTA.
OcobeHHOCTH
0(pOopMIIEHUS] OCHOBHBIX
JIOKYMEHTOB,
WCTIOb3YEMBbIX B
opUIMaTTbHON TIEPETTUCKE C
WHOCTPAaHHBIMU
MIPEJICTABUTEILCTBAMU U C
BHEIIIHEIKOHOMUYECKUMU
BEJOMCTBAMU.
[TpoTokobHBIE (POPMYJIHI,
MIPUMEHSIEMBI B
opULIMATIBHOM
JIEJIONTPOU3BO/ICTRBE.
[MamsaATHAs 3anKCKa,
MeMOpaH/IyM,
MeXyHAPOHBIN TOTOBOP.

CocraBiieHHE KOHCIIEKTA

12
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24

JIOKyMEHTHI 110 JINYHOMY
COCTaBy (IIEPCOHAITY).
TpyaoBoi KOHTPAKT (JOro-
Bop). [Ipukasel no
JIMYHOMY COCTaBy U
KaJpOBBIE MPUKA3bl, UX
oruusi. OcoOeHHOCTH
BE/ICHUS TPYIOBBIX
KHWXEK. JInunble
KapTouku popmsl T-2.
JIngnuvle gena. Beanenue
KaJpOBO JOKYMEHTAIUH.
CocraBieHre 10KyMEHTOB
JIMYHOTO XapakTepa
(aBTOoOMOTrpacus,
3as1BJIEHUE, JOBEPEHHOCTD,
pac-niicka). Pe3ome u
XapaKTepUCTHKA.
JlokymeHTaius 1o
OpraHu3aluu Tpyjaa B
OopraHax BJIaCTH.
[Tocryruienue Ha
IPakJaHCKYIO CITyKOy U
MOPsI0K opopMIeHH S
JOKYMEHTALUH.
JloKyMeHTUpOBaHUE
KOHKYPCHOr0o oTO0pa rnpu
MOCTYIUIEHUM Ha
rpakJaHCKYIO CITyKOy U
3aMelIeHre J10JKHOCTU
I'PakIaHCKOH CITyKOBI.

CocrapjieHre KOHCITEKTa

3.1

Cnyx6a IOY: 3agauu,
pyskumu, popmsl 1
cTpyktypa ciyxost JJOVY.
[IpaBa 1 OTBETCTBEHHOCTh
ciyx6s [JOV.
JIOJDKHOCTHOM U
TEXHUUYECKUN COCTaB
ciryx6s IOV,
(pyHK1LIMOHATIbHBIE
00sI3aHHOCTH.
CucremaTuzanus
JOKYMEHTOB U UX
XpaHeHUe: TPynImupoBKa
JOKYMEHTOB B IIE€pBUYHbIE
KOMIUIEKCHI; TIPUHITUITHI
opmupoBanus gen —
HOMMHAJTbHBIN, PEIMETHO-
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BOITPOCHBIN, ABTOPCKUH,
XPOHOJIOTUYECKH,
9KCIIEPTHBIN; TpeOOBaHUs
K 0(pOPMJICHHIO OOJIOKEK
AeJ1 MOCTOSIHHBIX CPOKOB
xpaneHnus. [lepenaya
JOKYMEHTOB B apXUB.
[Tonartue «akcnepTusa
HEHHOCTH JIOKYMEHTa».
DKCrepTHasE KOMUACCUS
NPeaNpUsATHSI.
Odopmiienue en u
COCTaBJIEHHE OMUCU

4. ®oHI OLIEHOYHBIX CPE/ICTB /IJIsI IPOBeIeHUs TEeKYIeH H MPOMe KyTOUYHOMI
aTTecTaluu 00y4aKIUXCS M0 AU CIHILIHHE

(DOHI[ OLICHOYHBIX CPEACTB TEKYIIETO KOHTPOJIA U HpOMeX(YTOqHOﬁ aTTeCraguu 110 HUTOIr'aM
OCBOCHUSA NJUCHUIUIVHBI ITPEACTABJIEH B IIPUJIOKECHUM.

DoHA OLIEHOYHBIX CPEACTB

5. Yue6HO-MeTOAMUecKO€e 1 HH(OpMaANIOHHOE O0ecneyeHne JHCIUIIHHbI
5.1. OcHoBHas Jureparypa
5.1.1. IleuaTHble N3JaHUA

1. TMaBnoBa, P. C. JlokymeHTalmoHHOe oOecrieueHne yrpaBieHus. [lenoBas mepenucka
[Dnekrponnsiii pecype] / [laBnosa P. C. - Cankr-IlerepOypr : Jlans, 2022. - 152 c. - Knura u3
KoJuteknu JlaHb - DkoHoMuKka 1 MeHeKMeHT. - ISBN 978-5-8114-8298-6.

2. T'ymunHa, V.A. JIoKyMeHTallMOHHOE OOEeCrieYeHne YIPaBJIeHUsI B COLUAIBHO-KYJIbTYPHOM
cepBuce u Typusme : yueb. nmocodue. - Mocksa : Anbda-M, 2011: Uudpa-M. - 240 c. - ISBN
978-5-98281-152-3. - ISBN 978-5-16-003439-3 : 159-94.

3.

5.1.2. NI3nanuga n3 DbC

1. 1. O6 apxuBHOM zienie B Poccuiickoit @eneparmu: dea. 3akoH [['ocynapctBennas dyma P®] or
22.10.2004 Nel25 [DnekTpoHHbIi pecypc] - Pexum JOCTyIa:
https://docs.cntd.ru/document/901912288

2. 2. TOCT P 7.0.97-2016 Cucrema craHmaptoB Mo uH(poOpManuu, OUOIMOTEYHOMY MU
u3aTesbckoMy jeiy. OpraHM3aliOHHO-paclopsiiuTeNbHas JOKyMeHTauus. TpeOoBaHUs K
0(pOpMIIEHUIO JOKYMEHTOB [DneKTpoHHBbIH pecypc] - Pexum AocTyma:
https://docs.cntd.ru/document/1200142871

3. 3. IlpaBuna nAenONpoM3BOACTBA B TOCYJApPCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoynpasyieHus. PenepanbHoe ApXMBHOE ATEHTCTBO: IIPUKa3 [DIeKTpoHHBIN pecypc] — Pexum
nocryna: https://docs.cntd.ru/document/554715744 7marker=6520IM
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4. banr, Bukrop CepreeBuu. JlokyMeHTalMOHHOE oOecrieyeHue ympasieHus. HOpuandeckas
TexHuka : YueOHnoe nmocooue /s CITO / Bsnr B. C. - 2-e usn. - Mocksa : IOpaiit, 2022. - 103 c. -
(ITpodpeccronansHoe obOpasoBanue). - URL: https://urait.ru/bcode/493900 (nara oOpaiieHus:
07.02.2022). - ISBN 978-5-534-08233-3 : 289.00.

5. Kysuenos, Uropr HukomnaeBuu. JJokyMeHTalIMIOHHOE OOeCIIeYeHHe YIpaBIeH!s] IEPCOHAJIOM :
V4ebnuk u npakTrkyM [uisi By30B / Ky3nenos U. H. - 2-e u3a. - Mockaa : IOpaiit, 2022. - 393 c. -
(Boiciiee o6pazoBanue). - URL: https://urait.ru/bcode/489305 (nara obpamenus: 07.02.2022). -
ISBN 978-5-534-14830-5 : 1199.00.

5.2. JlonoHUTeEJILHASI JJUTEpaTypa
5.2.1. IleuaTHbIe N3 aHUA

1. l'ynmna, Maaa AnexcangpoBHa. JJoKyMeHTaIIMOHHOE OOecTiedeHre yIpaBJIeHus B COIIUATbHO-
KYJIbTYPHOM CEpBHUCE U TypU3Me : yueO. nocodue. - Mockaa : Anbda-M : Undpa-M, 2010. - 240 c.
- ISBN 978-5-98281-152-3 : 295-00.

2. MakapoBa, O.A. JIokyMeHTaIlMOHHOe oOecrieueHrne ynpaBieHus : y4e0. mocoodue. - Yura :
3a0l'V, 2012. - 110 c. - ISBN 978-5-9293-0849-9 : 85-00.

5.2.2. Uzpannsa u3 9BbC

1. lllyanoBa, Haramuss HukonaeBHa. JJokyMeHTaIMOHHOE OOecrieueHre YIpaBeHus : Y 9eOHUK
u npaktukym [Jna CIIO / IllysasoBa H. H. - 2-e uza. - Mocksa : IOpaiit, 2022. - 265 c. -
(TTpopeccuonanproe obpazoanue). - URL: https://urait.ru/bcode/489985 (mata oOparneHus:
07.02.2022). - ISBN 978-5-534-00088-7 : 689.00.

2. Adynamze, Japemxkanu [ mBueBHa. [JokyMeHTAIIMOHHOE OOECIIeUeHUe YIIPaBIICHUS] IEPCOHATIOM
: Y4eOHUK U MpakTUKyM st By3oB / AGynanze 1. I'., Bompsokkuna U. B., Macnosa B. M. - 2-e
u3n. - MockBa : Opaiit, 2022. - 370 c¢. - (Beicmee o6pa3oBanme). - URL:
https://urait.ru/bcode/489736 (mata oOpamenus: 07.02.2022). - ISBN 978-5-534-14486-4 :
1139.00.

3. KysnenoB, Hropp HuxonaeBuu. [JoKymMeHTallMOHHOE OO€ClEeYeHUE YIPaBJICHUSI.
JLOKyMEHTOOOOPOT U JIEJIONPOU3BOJCTBO : YUeOHUK M TpakTHUKyM 1uist By3oB / Kysnenos U. H. -
3-e wm3a. - Mocka : [Opaiir, 2022. - 461 c. - (Beiciiee oOpaszoBanue). - URL:
https://urait.ru/bcode/488697 (mata oOpamenus: 07.02.2022). - ISBN 978-5-534-04275-7 :
1389.00.

5.3. ba3bl JaHHBIX, HH( OPMAIHOHHO-CIIPABOYHbIE 1 MOUCKOBbIE€ CHCTEMbI

HazBanue Ccbuika
IbC «Jlanb» https://e.lanbook.com/
IbC «IOpaiir» https://urait.ru/
IBbC «KoHcynbTaHT CTy1eHTa» https://www.studentlibrary.ru/

6. Ilepeyenr MporpaMmMHOro o0ecredeHnst

[TporpammHoe obecnieuenue odmero HazHaueHus:: OC Microsoft Windows, Microsoft Office,

13



ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"MeralIpo".

[TporpammHOe oGecriedeHne CrenuaaTbHOrO Ha3HAYCHUSI:

7. MaTepHajbHO-TEXHNYECKOE 00ecnedeHne 1 CIUNIMHBI

HanmenoBaHue nomenieHni s nposesieHnss | OcCHAIEHHOCTh CHENUAIbHBIX TIOMEIIEeHU 1
y4eOHbIX 3aHATUN W IJII CaMOCTOSTENIbHON | MOMEIEHHH /7151 CAMOCTOSITENIbHOM PadOThI
padoThl 0OYYAIOIIMXCS

VueOnble aymuropuu ans  npoBeneHus | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
3aHATUM JIEKIIMOHHOTO TUIA oOy4yeHHs1 yKazaH B TAacropre ayIuTOpPUH,
3aKPEIJIEHHOU PACIIMCAHUEM M0 (PAKYJIBTETY

V4yeOHBIE  ayaWTOpWUU  JUISI  TIPOBECHUS
MPAKTUYECKUX 3aHITUN

Vyebuple ayautopum ans  npoBeneHus | CoctaB 000pydOBaHUS M TEXHUYECKUX CPENICTB
IPYNIOBBIX ¥ MHIUBUYaIbHBIX KOHCYJIbTAIMI | OOyYeHus1 yKa3aH B IMacliopTe ayAuTOpuH,
3aKpErUIeHHON pacnurcaHueM 1o Kadeape

V4eOHble ayTUTOPUM JIs1 TEKYILEH aTTecTalyu

8. MeToanueckue peKOMeHJalli 0 OPraHu3aud N3y4eHUus1 JUCHUILINHBI

[pucrynass K M3y4eHUIO TUCHMIUIMHBI, CTYyJEHTY HEOOXOAMMO BHHUMATEJBHO O3HAKOMHTBCS C
TEMaTUYECKUM ILJIAHOM 3aHSTHUI, CIMCKOM PEKOMEHA0BAHHOM JIMTEPATYPH.
CamocrosTenbHasl padoTa CTyJEHTa IMpeArosaraer padoTy ¢ HayYHOW M y4eOHOW JIMTepaTypoi,
YMEHHUE CO3JaBaTh TEKCTHI.
[Tpu u3y4yeHuH AUCLMIUIMHBI CTYIEHTHI BBINOJIHAIOT CAEAYIOIIME 3aJaHUS:
- U3yYaloT PEKOMEHJOBAHHYIO0 HAYYHO-TIPAKTUYECKYIO U YUEOHYIO IUTEPATYpY;
- BBIIIOJIHAIOT 33JaHus, PelyCMOTPEHHBIE [Is1 CAMOCTOSITEIbHON PaOOTHI.
OCHOBHBIMHM BHJAMH ayUTOPHON paOOTHI CTYJEHTOB SIBJISIOTCS JIEKIIUH U MPAKTUYECKUE 3aHATHS.
B xoze nekumil mpenojaBartesb U3jaraeT U pa3bsCHSIET OCHOBHBIE, HauOoJee CIOKHBIE TMOHSATHS
TEMbl, @ TAK)KE CBA3aHHBIE C HEWl TEOPETHUYECKHE U MPaKTHYECKKe MPoOIeMsbl, JaeT PEeKOMEH ALK
M yKa3aHUs HA CAMOCTOSATENIbHYIO PaboTy, pa3bsCHSAET TEPMHUHBI, HCTIOIb3YEMble B PAMKaX JTaHHON
JUCLUIUIMHBI.
B 1enfx KOHTpOJs MOATOTOBJIEHHOCTH CTYAEHTOB M IPUBUTHS MM HABBIKOB KpPaTKOro
IMCbMEHHOI'O M3JI0KEHUSI CBOMX MBICJIEH IIpernojiaBaTesib MOXKET OCYIIECTBIATh TEKYIIUN
KOHTPOJIb 3HAHUH B BUJE YCTHOrO onpoca. Ha nmpakTuueckux 3aHATUAX 3aCIyIUMBAIOTCS JOKIAIbL.
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PazpaboTumk/rpynmna pa3padOTIMKOB:
Onpra AnekcanapoBHa Makaposa

Tunosas nporpamMma He yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
«__» 20
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