MunucrepcerBo KynsTypsl Poccniickoit denepanyu
®I'bOY BO «KemepoBckuii rocy1apCTBEHHbIN HHCTUTYT KYJIBTYPbD»
daxynpTeT HHPOPMAIMOHHBIX, ONOIMOTEUHBIX U MY3€HHBIX TEXHOJIOTHIA
Kadenpa undpoBbix TeXHOJIOTHIA U peCypcoB

HOPMATHUBHOE PET'YJIMPOBAHME YIIPABJIEHUSI JOKYMEHTAIIMEN
PabGouyasi nporpaMMa QM CUUNJINHBI

Hanpasnenue noaroToBKu:
46.04.02 «/lokyMeHTOBe/IeHHE U APXUBOBEICHHE)»

[Tpoduias MOATOTOBKHU:
«YnpaBjeHue JOKyMeHTalMeH B yCJI0BUAX HM(PPOBU3ANUU 001IECTBA
Kpanudukamnus (CTeneHb) BHITYCKHUKA!

MarucrTp

®dopma o0ydeHus:
Ounasn, 3a04Has

Kemeposo



PaGouas mporpaMMa TUCHUIUIMHBI pa3paboTaHa B cooTBeTcTBHH ¢ TpedboBanusmMu @I'OC BO mo
HanpasieHuto noarotoBku 46.04.02 «/loxkymeHTOBeeHHE M apXHBOBEICHHUEY», KBATU(DUKAIHS
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YTBepkaeHa Ha 3aceqaHud  Kadeapbl [U(POBBIX TEXHOJIOTHH H  PECypcoB W
pEeKOMEH/JI0BaHa K pa3MelleHuI0 Ha caidite KemMepoBCKOro rocyaapCTBEHHOTO HMHCTUTYTa
KynbTyphl  «DnekTpoHHass  obOpasoBatenmbHas  cpema  Kem[MK» mo  web-agpecy
http://edu2020.kemguki.ru/ 23.05.2022 r., mpotokos Ne 10.

[lepeyrBepkaeHa Ha 3acegaHuM Kadeapbl HUQGPOBBIX TEXHOJOTUH U PECypcoB U
pEeKOMEHJ0BaHAa K pa3MelleHu0 Ha caite KeMmepoBCKOTO rocylnapCTBEHHOTO WHCTUTYTa
KyIbTypbl — «OJnekTpoHHas  oOpasoBarenbHas  cpena  Kem[MK» mo  web-agpecy
https://edu2020.kemgik.ru/ 23.05.2023 r., mpotokos Ne 10.
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st oOydarommxcss 10  HampaBiieHHto moarotoBku  46.04.02  «JlokymMeHTOBeACHHE |
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1. ey ocBOeHUsI AUCHUIIMHBI
e (¢opMuUpOBaHME TIPEACTABICHUH O HOPMATUBHBIX JIOKYMEHTaXx KaK HMHCTPYMEHTE
o0ecrieyeHNs KayecTBa yIpaBICHUS JOKYMEHTAIUCH;
e u3yyeHHEe OCOOCHHOCTEH HOPMATUBHBIX NPABOBBIX JOKYMEHTOB W HOPMAaTHBHBIX
JOKYMEHTOB II0 CTaHJapTU3aLUH B cpepe yrpaBieHHs JOKyMEHTalUeH;
®  OBJIQJICHUE TEXHOJIOIUSAMU IIOMCKA U IPUMEHEHUSI HOPMATUBHBIX IIPABOBBIX JOKYMEHTOB U
HOPMATHBHBIX JIOKyMEHTOB IO CTAaHIAPTU3AINH B Cepe YIpaBICHUS JOKYMEHTAIHEH.

2. Mecto gucuuminnsbl B cTpykrype OIIOII marucrpatypsi

Jucuunnuna «HopmaTuBHOE peryaupoBaHME YIpaBiIeHUS JOKYMEHTAlMel» OTHOCHUTCS K
yacTH, GOPMHPYEeMOW yJaCTHHUKaMH OOpa3oBaTEIbHBIX OTHOIIEHUNW OJIOKa JHUCHIMIUIAH
o0pa3oBaTeNbHOM MporpaMMbl IO HAaIPaBJICHUIO MOATOTOBKH HAMpPaBJIEHUIO MOJATOTOBKU
46.04.02 «J/lokymMeHTOBeleHHE W apXHUBOBEICHHE», KBaIH(UKaIUs (CTENEHb) «MATrHUCTPy.
Hucumrmumaa wu3ydaercss B 3 cemectpe. [l ocBoenms gucuuiuimeel - «HopmatuBHOE
perylnupoBaHUe YIpaBJICHUs AOKYMEHTAlMEW» He0O0XOAMMbI 3HaHUS, YMEHHSI U KOMIIETEHIUH,
chopMUpOBaHHbIE B  pe3yiabTaTe  M3y4eHUS  OOydYaloOU[UMHUCS  TakuX  JUCIUIUIUH
npodeccuoHaIbHOM MOATOTOBKM, Kak «Teopus M UCTOpHUS NOKyMeHToBeAeHUs», «Lludposas
TpaHcopmalus yrpaBieHUs JoKyMmeHTauuen», «TexHomorun oOecrneueHusi COXpaHHOCTU
NoKyMeHTOB». KoMmnereHuu, cpopMupoBaHHbIE B X0J1€ M3y4eHUs TucUUIUInHbl «HopmaTuBHOE
perynupoBaHue YIpaBlIeHUEM JOKYMEHTAIMEH» HEe0OX0IUMbI MPH MPOXOKIECHUH MPOEKTHON U
MPeIUINIOMHON MPaKTUKY, a TAK)Ke MIPU MOATOTOBKE MaruCTEPCKON AMCCEPTALIHH.

3. [lnanupyemble pe3yabTaThbl 00y4eHHs M0 U CIUIIINHE

W3ydyeHne IUCHUIUIMHBI HANpaBieHO Ha (QOPMHPOBAHUE CIEAYIOUIMX KOMIIETEHUUH U
WHJMKATOPOB UX JOCTHKCHHUS:

Kon U | UHaMKaTopbl J0CTHKEHUS] KOMITeTeH M H
HauUMEHOBaHHUe 3HATH yMeTh BJIaIeTh
KOMIIeTeHIUH
IIK-1. Cnocoben | e ocobenHOCTH ® [IPUMEHSATH ® [IOHATHIHBIM
PYKOBOJHUTH YIIpaBJICHUS HOpPMAaTHUBHBIC arnrmnaparTom,
JCATCIIBHOCTRIO IO | JTIOKYMEHTallUe Kak | JIOKyMEHTBI IIpU | XapaKTEpU3YIOILIU
JAOKYMCHTAallMOHHOM oObekTa peleHun 3a71a4 M  HOpPMAaTHBHOE
y 00€ECIEUEHHIO | HOPMATHBHOIO Opra"usanu U | peryimpoBaHue
YHOpaBJICHUSA peTyIpOBaHu; KOHTPOJIS YIIPaBJICHUS
Opra"usanuen ® COBpEMEHHOE s¢ddeKkTuBHOCTH JIOKYMEHTaLUEH;
COCTOSAHHUEC u ACATCIIBHOCTH B | e HABBIKAMU
0COOEHHOCTH chepe  ynpasnenus aHajausa
HOPMaTUBHOT'O ,HOKyMeHTaLII/Ieﬁ; HOPMAaTHUBHBIX
pETYINPOBAHUSA ® OCYIIECTBIATh IIOUCK | JOKYMEHTOB,
YIPaBIICHUS HOPMAaTUBHBIX PpETYIUPYIOLIAX
JIOKYMEHTALUEH; JOKYMEHTOB, yIpaBJICHUE
® BY/JIbI U | Peryanpyroumux JIOKYMEHTALUEH;
OTINYUTCIBHBIC YIpaBJICHUC ® [10aX0JaMH K
0COOEHHOCTH JIOKYMEHTALUEH; CO3IaHUIO
HOPMAaTHUBHBIX ® [IPUMEHATH HOPMAaTUBHBIX
JOKYMEHTOB B chepe | HOpMAaTUBHBIC JIOKYMEHTOB
YIIPaBIICHUS [IpaBOBBIE aKTBl W | OpraHU3aLuHu.
JOKYMEHTalUEH; HOPMAaTHUBHBIE
® HOpMAaTUBHBIE JOKYMEHTBI o
MIPaBOBBIE AaKTHl B | CTaHIAPTHU3AIMM TIpU




chepe yIpaBJICHUS | pEUICHUU 3aaq
JIOKYMEHTalUEH; OpraHu3anuu u
®BHUJbl  JIOKAJBHBIX | KOHTPOJISA
HOPMATUBHBIX 3 PEKTUBHOCTH
IIPABOBBIX aKTOB | JCATEIbHOCTH B
OpraHu3aIuH, chepe  ympaBIeHHS
PEryJIMpYIOIMUX JOKyMEHTalUeEH;
YIPAaBJICHHE ® pazpabaTbIBaTh
JOKYMEHTAIUEH; HOPMATUBHBIC
® HOPMATHUBHEIE JIOKYMEHTBI
JOKYMEHTBI o | OpraHu3anu,
CTaHJapTH3AIHH, perynupyoiue
UCIIOJIb3yeMbIE B | YIpaBleHUE
cepe ympaBieHus | JOKyMEHTAIMEN
JTIOKYMEHTalUE;
e TpeOOBaHUSA K
MO PSIIKY
pa3paboTKu,
ohopmIIeHHS u
YTBEPKIACHHUS
HOPMAaTHUBHBIX
JOKYMEHTOB
OpraHu3anuu

[Tepeyerr 000OMEHHBIX TPYAOBBIX (GYHKIHMA W TPYAOBBIX (PYHKIIUH, UMEIONMIUX OTHOIICHHE K
pohecCHOHATFHON IEATEIbHOCTH BBITYCKHUKA!

[IpodeccnonanpHbIC O06o01IeHHbIC TpynoBbie GyHKITUN
CTaHJAapThI TpYyAOBbIE QYHKITUI
07.004 PykoBoacteo e Opranuszaunus NeSITeTbHOCTH
[TpodeccrnonanbHBIM JIEATEIIbHOCTHIO [0Ipa3ICIICHUS 110 YIIPaBIICHUIO
crangapt «CHenuanucT | MOAPa3ACNICHus 10 JIOKyMEHTaMU;
o YIPABJICHHUIO | YIIPABJICHUIO e Pa3paboTka  TOJUTUKH  yIpaBICHUS
AOKYMCHTaAMH AOKYMCHTaAMHU JOKYMEHTaMU OpraHu3alluy;
OpraHu3aInm» OpraHu3anuu e JlocTpoeHue  cucrembl  yInpaBl€HUSA
JOKYMEHTaMU OpraHu3aluu;
e (CoBepUICHCTBOBAHHE CHUCTEMBI
YIOPABJICHUS JOKYMEHTAMH OpraHU3alun
YipaBjieHue eIuHOW (e  CTparernyeckoe IIJIAaHUPOBAHUE u
CHCTEMOM PYKOBOJACTBO  IIOCTPOEHHEM  CHUCTEMBI
JOKyMEHTO000poTa YIOpPaBJIEHUS JOKYMEHTAMH OpraHU3allNy;
Opranu3annu e Pazpabotka MNOJIMTUKH YIpaBIICHUA
JOKYMEHTOOOOPOTOM OpraHHU3aIiH
07.013 VYnpasnenue o KoHTponb 3a coOmiofeHWeM TpaB Ha
[IpodeccronanbHbIi 1 poBoit UCIIOJIb30BaHUE uH(popMaIuu
crannapt «Crnenuanuct | Tpanchopmammei JIOKYMEHTUPOBAHHBIX CheEp NesITeNbHOCTH
ndpoBoi JIOKYMEHTHUPOBAHHBIX OpraHu3aiun
Tpanchopmaru chep meATenbHOCTH
JIOKYMEHTHUPOBaHHBIX OpraHu3alun
cdep JEeSITeIbHOCTH
OpraHu3aIum)




4. O0beM, CTPYKTYpPa U coepsKaHHe TUCHHUIINHBI
4.1 O0beM AUCHUNTHHBI

OOmass TPyIOEMKOCTh JUCHUIUIMHBI COCTABISICT 2 3a4eTHBIX COUHUIBI, /2
aKaJIeMUYECKUX Yaca.

Jnst cTyneHTOoB OYHOM (opmbl oOydeHust mpeaycMoTpeHo 50 YacoB KOHTaKTHOU
(aymuropHoit) paboThl ¢ oOyuatonumucs (16 gacos neknuii, 34 yaca MpakTUYECKUX padboT) u 22
gaca caMmoCTOATeNbHOW paboTel. 15 wacoB (30 %) ayauropHO#l pabOTBHI TPOBOAMTCS B
WHTEPAKTUBHBIX (popMax.

Jis  cTyneHTOB 3a04HOW (OpMBI OOYYEHHs MPEIyCMOTPEHO 8 YacoB KOHTAaKTHOM
(aymuropHOi) paboTel ¢ oOydaromumucs (4 vaca Jnekuuid, 4 daca MpakTUYECKHX padot) u 64
Jaca caMoCTOsATeNbHON pabotel. 3 waca (37 %) aymuropHOW pabOTHI MPOBOIUTCS B
WHTEPaKTUBHBIX (popMax.

[IpakTdeckas MOATOTOBKA MPH PeaTH3aluy y4eOHOH TUCIUITIIMHBI OPTaHU3YeTCs ITyTeM
MPOBEACHUSI TPAKTUYECKUX 3aHATHH, MPEIyCMATPUBAIOIINX y4dacTHE OOyJaromuxcs B
BBITIOJTHEHUH OTJEIBHBIX DJIEMEHTOB pabOT, CBS3aHHBIX C Oyaymied TpodecCHOHATBHON
JEeSITENIbHOCTBIO.

[IpakTUdeckass MOATOTOBKA BKIIIOYAECT B ceOS OTICIBHBIC 3aHATHS JICKIIMOHHOTO THIIA,
KOTOpBIE TIPEAYCMATPUBAIOT Tepenady ydeOHoW wHbopmaiuu oOydaromumcs, HEoOX0IuMOn
JUIS  TIOCJIENYIOIIEro BBHINOJHEHUS paboT, CBs3aHHOM ¢ Oyaymiedl mnpodeccruoHaIbHON
JeSITENIbHOCTBIO.

[TpomexyTodHast aTTecTanus — 3a4er.

4.2. CTpyKTYypa TUCHUILIHHBI
Ounas ghopma obyuenus

Bunabi yueoHoii padoThl,
. U TPYAOEMKOCTh (B yacax
HaumenoBanue MoxyJiei = pyA ( )
Ne/ 3) B 1.4. aya.
(pa3nesioB) o IIpa
Ne = 3aHATHSA B
U TeM @ | Becero |Jlekunu | K. CPO
©; HUHTEPAKTHUBH
pao. . %
oii popme
Pazoen 1 Ynpasnenue ookymenmauueil Kak 00veKm HOPMAMUBCHO20 PecyIUPOCAHUS
1.1 | Tema 1.1 YnpaBnenue 1*
JIOKYMEHTAIMEW: TOHATHE, Jlexnus-
(GyHKIMH, YPOBHU 3 4 2/1* IPOrpaMMHUPOB 2
aHHast
JIUCKYCCHSI
1.2 | Tema 1.2 HopmaruBHas 2*
0aza ynpaBlieHuUs Jlexusi-
JOKyMEHTAaIUeH 3 8 2/2* 2 | mporpaMMHpOB 4
aHHast
JIUCKYCCHSI
Paszoen 2. Hopmamuenvle npasogvle akmol 6 chepe ynpagienus 00OKymenmauuei
Tema 2.1 HopmaruBHbIE 2*
MIPaBOBBIC aKThI: MOHATHE, Jlexrusi-
2.1 | dbopmsl, Xapakrep 3 8 2/1* 4 | mporpaMMupoB 2
TpeboBaHU aHHast
JTIUCKYCCHSI
Tema 2.2 CocraB u o
XapaKTepUCTHUKA Jenosas
2.2 | HOPMATHUBHBIX MPABOBBIX 3 11 2 6/2* 3
CUTYyallMOHHAs
aKTOB B cepe
urpa
yIPaBICHUS




JOKYMEHTalUen

Tema 2.3 JlokanbHbIe 1*
HOPMAaTHBHBIC IPABOBBIC Jlexrusi-
aKThl OpraHU3allnHy, POrPaMMHUPOB
perynupymoluue aHHasI

2.3 | ympaBiieHHe 3 11 2/1* | 6/2* JIICKYCCHSI 3
JTOKyMEHTaIen 2*

Jlenoras
CUTYyaIllMOHHAs
urpa
Pazoen 3 Hopmamuensvie 00KymMeHnbl RO CIMAHOAPMU3AUUU
6 chepe ynpasnenua 0oKymenmayueil
Tema 3.1 HopmartuBHbIe 1*
JTOKYMEHTBI 110 Jlekuus-

3.1 | crammapTuzanuu: 3 8 2/1* 4 | mporpaMMHupOB 2
MTOHATHE, BUJIBI, XapaKTep aHHas
TpeOoBaHUM JUCKYCCHUS
Tewma 3.2 CocraB n
XapaKTePUCTHKA o
HOPMAaTHUBHBIX

3.2 | TOKYMEHTOB IO 3 11 2 6/2* Jlenosas 3

CUTYyaIlMOHHAs
CTaHJapTHU3aIuu B chepe nrpa
yTpaBICHUS
JIOKYMEHTaIuen
Tewma 3.3 CranmapTsl 1*
OpraHu3aIuil KaK Jlexknus-
CPEICTBO HOPMATHUBHOTO MPOrpPaMMHUPOB
perynupoBaHus aHHast

3.3 | ympaBiieHus 3 11 2/1* | 6/2* JICKYCCHSI 3
JTOKyMEHTaIuen 2*

JlenoBas

CUTYyallMOHHAs
urpa
15*(30%)
Hmozo: 72 | 16 | 34 22
3aounas ¢popma ob6yuenus

Bupabl yueOHoii padoThl,

HaunmenoBanue MoxyJiei = H TPYAOEMKOCT® (B Hacax)
Ne/ 3} B 1.4. ayn.
Ne (pasze:os) = Mpa 3aHATHS B

U TeM v | Bcero |Jlekuuu | K. CPO
O HHTEPAKTUBH
pao. .
oii popme*
Pa3zoen 1 Ynpasnenue 0okymenmauyueil KaK 00beKm HOPMAMUEHO20 PeYIUPOCAHUS
1.1 | Tema 1.1 Ympasnenue 1*
JOKYMEHTAalMEW: IOHATHE, Jleknus-
(GyHKIMHU, YPOBHU 3 4 1/1* IIPOrpPaMMHUPOB 3
aHHast
JUCKYyCCHUS




1.2

Tema 1.2 HopmaruBHas
0aza ynpaBieHUs
JOKYMEHTalUen

Pazoen 2 Hopmamuenvie n

a606bl

€ aKkmul 6 cghepe ynpaeieHus 0OKymenmayue

2.1

Tema 2.1 HopmartuBHbie
MIPABOBBIC AKTHI: IOHATHE,
(bopmBI, XapakTep
TpeboBaHUM

2.2

Tema 2.2 CocraB u
XapaKTEePUCTHKA
HOPMAaTHUBHBIX TIPABOBBIX
akToB B cdepe
yIpaBiIeHUs
JIOKYMEHTaluen

11 2/1*

1*
Jlenorast
CUTyallMOHHAas
urpa

2.3

Tewma 2.3 JlokayibHBIE
HOPMaTHBHBIE TIPABOBBIC
aKTBl OpraHU3aINH,
peryaupyomme
yIpaBIeHUE
JTOKYMEHTaIuen

11

11

Pazoen 3. Hopmamuenvie 00KyMeHmusl N0 CMAHOGPMU3AUUU

6 cihepe ynpasnenua 0oKymenmayue

3.1

Tema 3.1 HopmatuBHbIe
JOKYMEHTHI 110
CTaHIapTU3AINH:
MOHSTHE, BUJIBI, XapaKTep
TpeboBaHUM

3.2

Tema 3.2 CocTaB u
XapaKTepUCTUKA
HOPMAaTHUBHBIX
JTOKYMEHTOB 10
cTaHJapTU3aIuu B cepe
yIpaBJICHUS
JOKYMEHTalMeu

11 2/1*

1*
JlenoBas
CUTYyallMOHHAS
urpa

3.3

Tema 3.3 Crangaptbl
OpraHu3aIuil Kaxk
CpPEeACTBO HOPMATUBHOTO
peryaupoBaHus
YIPaBICHUS
JIOKYMEHTaluen

11

11

3*(37%)

Hmozo:

72 | 4 | 4

64

4.3 Copepxanue M CUMILTHHBI

Ne
n/n

Conep:xanue
AUCHUTLTUHBI
(Pa3zneanl. Tembr)

PesynbTaTsl 00yyeHus

Buasbl
OLEHOYHBIX
CPeICTB;
(popmbI
TEKYLIero

7




KOHTPOJIA,

MPOMEKYTOYHOM
arTecTanuu
Pa3zoen 1 Ynpasnenue 0okymenmauyueil KaK 00beKm HOPpMAMUEHO20 pPeyiuposanus

Tema 1.1 Ynpaenenue | @opmupyemvie KOMnemeHyuu: TectoBbIit
OOKymenmauuei: [TK-1. Cnocoben PYKOBOJUTH | KOHTPOJIb
nonamue, ¢dyukyuu, | NEATEINBHOCTHIO o
YPOGHU. [lonsTHe, | TOKyMEHTALUOHHOMY o0ecreyeHnto
0COOEHHOCTH YIIPABIICHUS | YIPaBICHHUS OpraHU3aluei
JOKyMEHTalen Kak | B pesymprare = u3ydeHus = TEMBI
00beKTa  HOPMATHUBHOTO | OOYYAIOIIMICS HOJIKEH:
perynupoBanusa. OyHKUMM | 3HaAmMb:
yIpaBiIeHUs ® 0cOOEHHOCTH yIIpaBJICHUS
JoKymeHTanuei. Mogenu | nokymeHTaiuei KaK o0beKTa
yIpaBiIeHUS HOPMATHBHOTO PETYIUPOBAHUS;
SJICKTPOHHBIMHA ® COBPEMEHHOE COCTOSIHUE u
AOKYMEHTaMH. YpoBHU |  o0cobGeHHOCTH HOPMaTUBHOTO

1.1 | ynpaBieHus peryaupoBaHus YIPABIICHUS
JOKYMEHTAIUEH: JTOKYMEHTaLUeN;
(enepanbhblii, CyObEKTa | yyemsp:
PO, MYHULUIATBHEIH, | o [ppMeHsTS HOPMAaTHBHBIE
OpraHusanuu / JOKYMEHTBl TIpU DPEIICHWH 33434
HpEANPUATH. Pomb | opranusamum u KOHTPOJIA
HOPMaTHBHOTO 3¢ pexTHBHOCTH  JCATENHHOCTH B
peryinpoBaHus B | cdepe ynpaBieHus T0KyMEHTaIIUCH;
yNpaBleHun anademo:
AOKYMEHTALIMCH Ha | o moHATHIHEIM anmaparom,
PasIMIHBIX yPOBHSX. XapaKTePU3 yIOLUM HOPMAaTHBHOE

perynupoBaHue yIIpaBJICHUS
JIOKYMEHTAIUEH.

Tema 1.2 Hopmamuenasn | @opmupyemovie KOmMnemeHyuu: YcTHBII onpoc,
oaza ynpaenenusn | [1K-1. Cnocoben PYKOBOJHUTB | OTYET O
OoKymenmauueil. JeSATEIbHOCTBIO 1O | BBIMOJHEHUU
[lonsiTHE ~ HOPMATUBHOTO | TOKYMEHTAlIMOHHOMY 00ecreveHuIo | MpaKTHIeCKOH
JNOKyMeHTa.  Buasl  u | ympaBieHUs opraHusaimen paboThl,
OTJIMYUTETIbHBIC B pesymprare = u3ydeHHS ~ TEMBI | TECTOBBI
0COOCHHOCTH 00y4arouuics J0KEH: KOHTPOJIb
HOPMAaTHUBHBIX 3Hamp:
JOKYMEHTOB. ® BU/IbI M OTIMYUTEIHHBIE 0COOCHHOCTH

12 ®denepanbHbIN IPOEKT | HOpPMATHBHBIX JTOKYMEHTOB B cdepe

' «HopmaruBHoOe YIPABJICHUS JOKYMEHTAILIUEH;

perynupoBaHue HUPpPOBOil ® COBpEMEHHOE COCTOSIHHE "
cpenp»  HanumonanbsHOTro 0COOEHHOCTH HOPMAaTHUBHOI'O
NpOCKTa «ludpposas |  perynuposanus YIPABJIEHHUS
DKOHOMUKA: ILOKYMGHTaHHeﬁ;
XapaKTepUCTHKA, POIb B | ymems:
pa3spaboTKe HOPMATHBHOI ® OCYLIECTBIIATh NOUCK HOPMATUBHBIX
6asel B cepe yrpasieHus JIOKYMEHTOB, PETYJIUPYIOLINX

Z[OKYMCHTaHHCﬁ B
YCJIOBHUAX I_[I/I(I)pOBI/BaI_II/II/I.

yIpaBleHHe TOKyMEHTaIeH;
e1a0emap:




Cocras HOPMAaTUBHOM
6a3b1 yIPaBICHUS
JIOKYMEHTAUEH

HOpMAaTHUBHBIE IPAaBOBBIC
aKTHI; HOpPMaTHBHEIC
JTOKYMEHTBI 1o
CTaHJapTH3AIHH.

® HaBbIKaMH HOPMAaTUBHBIX

JIOKYMEHTOB, PETYJIUPYIOLIHNX
YIPaBJICHHUE JOKYMEHTALIUEN

aHajJ3a

Pa3zoen 2 Hopmamuenwle npagosvie akmol 6 cghepe ynpagienus 00Kymenmayuei

Tema 2.1 Hopmamuenvie

d)opmupyeMble Komnemenuuu.

YeTHbIl onpoc,

npaeogvle axkmot: | [1K-1. Cnocoben PYKOBOJUTH | OTHYET O
nouamue, dopmel, | NEATENBHOCTBIO 10 | BBITIOJTHEHUH
xapaxkmep mpeoosanuil. JOKYMEHTallUOHHOMY 00€eCneveHnI0 | IPaKTUYECKON
[loHATHE «HOPMATUBHBIN | YIIPABICHUS OpPraHU3aLUEH paboThl,
npaBoBoi akm». @opmbl | B pesynprare  M3yd4eHMS ~— TEMBI | TECTOBBIN
HOPMAaTUBHBIX TPABOBBIX | 0OYYAIOIIUICS JOJKEH: KOHTPOJIb
aKTOB U XapakTep WX | 3Hamb:
TpeOOBaHUH. ® HOpDMAaTUBHBIE TMPABOBbIE AaKThl B
PazpaboTunku cepe yrpaBieHHUs JOKyMEHTAIMCH;
HOPMAaTUBHBIX TPABOBBIX | ymems:
21 aKTOB B chepe | eocymecTBIATh TOMCK HOPMATHBHBIX
YIpaBJICHUA JIOKYMEHTOB, pEeryJIupYyOINX
JIOKYMEHTAIEN. yIpaBJI€HHE TOKYMEHTALIUEH;
Ucrounukn wnHpOpMALnu ® [IPUMEHSITh HOPMATUBHBIE MPABOBbIC
O TNpPHUHATBIX POCCHHCKHX |  agrhI npu pelieHnn 3a1a4
HOPMATHBHBIX IIPaBOBBIX Opra"u3aiuu u KOHTPOJIA
aKTax B chepe | spexkTHBHOCTH — EATEIBHOCTH B
YIIpaBJICHUSA y cthepe yrpaBieHUs TOKyYMEHTAIUCH;
JOKyMEHTaUEN. enadentb:
® [IOHATUIHBIM anmnapaTrom,
XapaKTEPU3YIOLIUM HOPMaTHUBHOE
peryiampoBaHue YIIPaBJICHUSA
JTOKYMEHTAIUECH.
Tema 2.2 Cocmaeé u | Dopmupyemvie KOmMnemeHyuu: YcTHBI onpoc,
Xapakmepucmuka IK-1. Crnocoben PYKOBOJIUTH | OTYET O
HOPMAMUBHBIX NPABOGBIX | NEATCIBHOCTBIO 10 | BBIIIOJHEHUHU
aKmoe 6 cghepe | NTOKYMEHTALIUIOHHOMY 00ecneveHuIo | MPaKTHIeCKON
ynpaenenus YIPABJICHUS OpraHu3anuei paboThI, OlLIEHKA
OOKyMeHmayueil. B pesynmbrare = u3yuyeHus  TEMBbI | pE3yNbTaTOB
XapakTepucTuka 00y4arouics JOKEH: y4acTus B
HOPMaTUBHBIX TPABOBbIX | 3HAMb: JIEJIOBOM
aKTOB B chepe ® HOPDMAaTHBHbIC TPABOBbIE aKThl B | CHTYaIllMOHHOM
2.2 | ynpaBJeHHA cepe ynpapieHus JOKyMeHTalueit; | UIPe, TECTOBBIH
JOKyMEHTaIUEN. ymenb: KOHTPOJIb

3aKOHO,[[aTeJ'ILHLIC aKThI B

¢ [[DUMCHATL HOPMATHUBHLIC IIPABOBLIC

chepe uHpOpPMAUMM W | aKkTBI = [pM  pelIEHMH  3ajad
JOKYMCHTAUUH. YKa3bl M | opraHusalmyu U KOHTPOJIA
pacrnopsbDKeHus 3GPEKTUBHOCTH  JEATENILHOCTH B
IIpesunenta PO, | ciepe ynpasnenus noxymeHTanuei;
MIOCTAHOBJICHUS U | ¢rademp:

PacCIOPsKCHUA ®HABBIKAMU aHAJIM3a HOPMATUBHBIX
IIpaBurenscTBa P®, | nokymenTos, PEryIHMPYIOMHX




IIpaBoBbIE aKThl | yIpaBJICHUE NJOKYMEHTALMEN
(beneparbHbBIX OpraHoB
HCIIOJIHUTENBHOMN BJIACTH B
chepe yIPaBICHUS
JOKYMEHTAIUEH.
Tema 2.3 Jlokanovuvie | @opmupyemvlie KOMHEMEHUUU: YcrHbIiil onpoc,
HopmamueHsle npasosvle | 11K-1. Cnocoben PYKOBOJUTH | OTUYET O
aKkmol opeanu3zayuu, | JESITCIBHOCTBIO 10 | BBINOJHEHUU
pezynupyroujue JOKYMEHTAallUOHHOMY 00ECTIeYeHHIO | TIPAKTHYECKOM
ynpaenenue yIpaBJIEHUS OpraHu3anuen paboThl, OLIEHKA
0OKymenmauueil. B  pe3ynbraTe = M3ydeHUsT ~ TEMBI | PE3YyJIbTATOB
JlokasibHble HOPMAaTUBHBIE | 00YYaIOIIUKCS JOJIKEH: y4dacTus B
IIPaBOBBIE€ AKThI: MOHSTHUE, | 3HAMb: JIeJI0BOM
Buibl. HopmaTuBHAas ¥ | eBuIbI  JIOKAIBHBIX ~ HOPMATHBHBIX | CHTYAllHOHHOM
METOANYECKast 0asa | mpaBOBBIX  AaKTOB  OpPraHW3alMH, | HTPE, TECTOBBIA
pa3spabOTKM  JIOKAJIBHBIX |  PEryIUPYIONHX yIpaBjieHne | KOHTPOJIb
HOPMAaTUBHBIX TIPABOBBIX |  JOKyMEHTALUEH;
2.3 | aKTOB OpraHu3anvu. | eTpeOOBaHUS K TOPSAKY pa3pabOTKH,
[Topsitok paspaboTKw, ohopmIIeHHS 51 YTBEPKICHUS
oopmeHus " HOPMAaTHUBHBIX JOKYMEHTOB
YTBEPKACHHUA JIOKAJIbHBIX OpraHu3aniuu,
HOPMATHBHBIX  TPABOBBIX | pyemsp:
aKTOB OpraHusaniy, | e pazpabaTrIBaTh HOPMAaTUBHBIE
PEryInupyromux JIOKYMEHTBI OpraHHu3aIuy,
yHpaBJICHHE perynupyronme YIPaBJIECHUE
JTIOKYMEHTAIUEH. JOKyMEHTALHEHI;
enademu:
® [101X0JaMU K CO3J]aHUIO
HOPMAaTHBHBIX JOKYyMEHTOB
OpraHu3aiuu.
Pazoen 3 Hopmamuenvie 00KymMeHmbl RO CMAHOGPMU3AUUU
6 chepe ynpasnenus 0oKymenmayueil
Tema 3.1 Hopmamuenwvie | Dopmupyemovie KOmMnemeHyuu: YcTHBI onpoc,
O0OKYyMeHm bl NO ITK-1. Cnocoben PYKOBOJIUTB | OTYET O
cmaunoapmusayuu: JESATEIIBHOCTBIO 1O | BBIMOJHEHUU
nonamue, 6uobl, JOKYMEHTallUOHHOMY 00ecreyeHno | MpaKTHYeCKOn
xapaxkmep mpeoosanuii YIPaBJICHUS OpraHU3alen paboThl,
Onpenenenue  noHATuil: | B pe3ynprare  U3ydeHMs  TE€Mbl | TECTOBBIM
«HOPMATHUBHBIA TOKYMEHT | 0Oy4YalOlIUICs JOKEH: KOHTPOJIb
1o CTaHAPTU3AIMNY, | 3HAMb:
«cranmapt».  Kareropuu | e HopmaTHBHBIC JOKYMECHTBI no
3.1 | HOPMaTUBHBIX CTaHJapTU3alH, HCIOJIb3yEMBbIE B
JOKYMEHTOB 1o cdepe ynpaieHUs JOKYMEHTAIUEH;
CTaHJapTHU3ALUU: ymemp:
HallMOHAJIBHBIC CTAaHAAPTHI | e OCYIIECTBIATE IOMCK HOPMAaTHBHBIX
PO; CTaHJAPTBl |  JOKYMEHTOB, PETYJIUPYIOIIUX
OpraHM3alum; YIPABJICHUE TOKYMEHTALUEH;
Ky1acCHpuKauu U | enpuMEHATh HOPMATUBHbBIE JOKYMEHTHI
KI1acCH(QHUKATOPBI [0 CTaHAAPTU3ALUU IIPU PpELICHUHU
TEXHUKO-IKOHOMHYECKOM 3a7a4 OpraHu3allUd U  KOHTPOJIA
MHQOPMALIMH;,  NPABHIA |  3()()eKTHBHOCTH  JEATENHHOCTH B
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CTaHJapTru3aluu, HOPMbI U
peKOMEeHAaud B 00JacTH

cdepe yrpaBieHUs JOKYMEHTAIIHCH;
enaoemp:

CTaHIapTU3alMK.  BuIbI | e moHsTHITHBIM anmaparom,
CTaHJapTOB, XapaKTEPHU3YIOLIUM HOPMAaTHUBHOE
JefcTByolmux B cdepe peryaupoBaHue yIIpaBJICHUS
YIPABIICHUS JOKYMEHTALUEH.
JIOKYMEHTAIUEH.
Xapakrep TpeboBaHU
HOPMAaTHUBHBIX
JTIOKYMEHTOB 1o
CTaHJapTU3AIUH.
Wctounnku wuHpopmanuu
0 HOPMaTUBHBIX
JTOKyMEHTaX mno
CTaHJapTU3AIUU
Tema 3.2 Cocmae u | @opmupyemvie KoOmMnemeHyuu: YcrHbliil onpoc,
Xapakmepucmuka IK-1. Crniocoben PYKOBOJIUTH | OTYET O
HOpMamMuUGHbIX JESATETbHOCTHIO 1O | BBITIOJTHEHUH
O0OKYMEeHm 06 no | JOKyMEHTAIHOHHOMY 00€eCIeueHnI0 | MPaKTHIECKOM
cmanoapmu3zayuu 6 | yIIpaBJICHHs OpraHu3aIuen paboTHI, OllEHKa
cihepe ynpagienus | B pesynbrare  M3ydeHHMS]  TEMBI | pe3yJIbTaToOB
0OKymenmauueil. 00yJaronIuiCs TOJDKEH: y4acTus B
XapakTepucTUKa 3HAMb: JIETTIOBOM
noaxonos K | ® HOpMAaTHUBHbIC JOKYMCHTBI [0 | CUTYalluOHHOMU
CTaHJapTrU3aluu CTaHJapTU3aIMK, HCIOJL3yeEMbIE B | MIPE, TECTOBBIH
YIPABIICHUS cdepe yrnpaBieHUs JOKyMEHTalUel; | KOHTPOJb
JTIOKYMEHTaIuen Ha | ymemb:
MCXKAYHApOAHOM U | e MPUMEHATHL HOPMATHUBHEIE JOKYMEHTEI
HallMOHAJIPHOM YPOBHAX. [0 CTAaHAAPTU3AlMU IPU PELICHUHU
Cucrema cTaHIapTOB 110 3aJa4  OpraHu3alid M KOHTPOJIA

3.2 | nudopmanum, 3¢ pexTHBHOCTH  JCATENHHOCTH B
OnbmoTeYHOMY U cthepe yrpaBieHUs TOKyYMEHTAIIUCH;
W3/1aTEIbCKOMY AeIy enaoemp:
(CUBM) kax cpenctso ®HABBIKAMU AaHAJIM3a HOPMATHUBHBIX
YCTaHOBJICHUS IIPABUI U JIOKYMEHTOB, PeryIpyOMHX
TpeOOBaHMH K YIPaBJICHHUE JOKYMEHTALMEN
YIPABJICHUIO
JOKyMEHTauuen Ha
HallMOHAJILHOM YPOBHE.
XapakTepucTuka
MEKIyHAPOIHBIX,
pErHOHANIbHBIX U
HallMOHAJIbHBIX
CTaHJapTOB B c(epe
YIPaBICHUS
JOKYMEHTAIMEH.
Tema 3.3 Cmanoapmoi Dopmupyemole Komnemenyuu: VYcTHBI# onpoc,
op2anu3zayuil KaxK [IK-1. Crniocoben PYKOBOJUTH | OTUYET O

33 CpeoCcmeo HOpMAmMuEHo20 | IEATEILHOCTBIO 10 | BBIIOJTHEHUH
peyruposanus JOKYMEHTAIIUOHHOMY 00eCneveHnI0 | MPaKTHIECKON
ynpaeénenus YIOPABJICHUS OpraHu3aluei paboThI, OlleHKa
OOKymMeHmauyueil. B pesynbrare = u3ydeHUs ~ TEMBI | pe3yNbTaTOB
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CrangapTel opraHu3anuii | 00ydJaronuics JOKEH: y4acTus B
(CTO): nonsrue, 3Hamu: JICTIOBOM
HazHayeHue. TpeboBanus | eTpeGoBaHUs K NOPSAKY Pa3spabOTKH, | CUTYyallHOHHOM
Kk CTO. Ilopsanox u odopmIteHHs u YTBEPIKJICHUS | UTPE, TECTOBBIN
OCOOCHHOCTH pa3pabOTKU HOPMAaTHUBHBIX JIOKyMEHTOB | KOHTPOJIb
CTO, perynupyromux OpraHu3aluu,
yIpaBJeHHE ymembw:
JIOKyMEHTaIleH e pa3zpalaThIBaTh HOPMAaTHUBHLIC
OpraHu3anuu. JOKYMCHTBI OpraHu3sanuy,
perynupymoiue yIipaBJIeHHE
JTIOKYMEHTalNEH;
eénademu:
®[10/1X0IaMU K CO3/IaHHUIO
HOPMAaTUBHBIX JIOKYMEHTOB
OpraHu3aIui.
IIpomexxyTouHas
aTTecTaIus —
3a4yeT

5. O6pa3oBareibHbIe U HHPOPMAIMOHHO-KOMMYHHUKAIMOHHBbIE TEXHOJIOT U
5.1 O0pa3oBaresibHbIE TEXHOJIOTHH

B xome o0OydeHHsS WCHOJNB3YIOTCSA TPAJUIIMOHHBIE OOpa3oBaTeNIbHBIC TEXHOJIOTHH,
BKJIIOUAIOLIUE ayAUTOPHBbIE 3aHATHA B (opme JeKIUH M MpakTHYEeCKUX padoT, a TaKxke
pa3BHBaloIIfe MPoOIEMHO-TIOMCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE H3JIOKEHUE JIEKIMOHHOTO
MaTtepuana; mpooJIeMHO-UCCIEeI0BATEIbCKHUE 3a/1aHUSl.

OcBoenne y4eOHOTO MarepHala CONPOBOXKIACTCS HWHTEPAKTUBHBIMU  (popmamu
oOyuenus. [lpum opraHuzanuu JEKIUOHHBIX 3aHATUN HCIOJb3yeTcs (opma JEeKIUH -
MPOrpaMMUPOBAHHON JHUCKyccHU. B mpoBeneHHHM NpakTHUYECKUX padoT Mpeanosaraercs
WCIO0JIb30BAHNE UHTEPAKTUBHBIX (DOPM -IIPOBEJICHHE JICIOBBIX CUTYAIIMOHHBIX UTD.

Jlonst ayIUMTOPHBIX 3aHSATUH, MPOBOJAMMBIX B HHTEPAKTHBHBIX (opmax oOydeHus,
cocraBnser 30% Ha ouHoil dopme oOyuenuss u 37% Ha 3a04HON Qopme OOyueHHUs, UYTO
coorBeTcTByeT TpeboBanmsiMm @OI'OC BO mno HampaBiaenuto mnoarotoBku — 46.04.02
«JlokyMeHTOBEJICHHE U aPXUBOBEICHHEY.

B nensix caMOKOHTpOJISI 3HAHUN CTYIEHTOB HCIIOJIB3YIOTCS TEXHOJIOTHH MPOBEPKU YPOBHS
OBJIaJICHUS] YUeOHBIM MaTEpUaJIOM C HCIIOJIb30BAHUEM KOHTPOJBHBIX BOIPOCOB IO pa3zieiamMm
JUCIUTUIAHBIL.

JIJi TMarHOCTUKY KOMITETEHITNI MPUMEHSIOTCS CeIyroIne GOpMbl KOHTPOJIS: YCTHBIH
OTIPOC, TPOBEPKA OTYETOB O BBIMOJIHEHUU MPAKTHYECKUX PabOT, OIEHKA Pe3y/IbTaTOB y4acTus
B JICJIOBOM CUTYallUOHHOW UI'pe, TECTUPOBAHHE, 3a4ET.

5.2 UnpopManmoHHO-KOMMYHHUKAIMOHHbIE TEXHOJIOTHU

IIpu opranuzanuu y4eOHOro Mpolecca IIHPOKO  HCHOJb3yeTcsl  codeTaHHe
o0Opa3oBaTesbHBIX ¥ MH(GOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTHH: MPaKTHUKYIOTCS
MYJIbTUMEIUIHbIE JIEKIMOHHBIE 3aHATHS, MH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
COIIPOBOKJAIOT TMPOBEJCHUE MNPAKTHUECKUX paboT, OpraHMU3alMI0 CaMOCTOSTENbHOM paboThI

oOyuaronuxcs.
Ha caure «OQIEeKTpOHHAA oOpa3oBaTenbHas cpena KemI'IK»
(https://edu2020.kemgik.ru/course/view.php?id=4140) pa3MeIieHbl TEOPETUYECKHE,

MPAaKTUYECKHE, CIPABOYHBIE, METOJUYECKUE, KOHTPOJIbHO-U3MEPUTENbHBIE JJIEKTPOHHBIE
pecypchl O TUCHMIUIAHE.

AKTUBH3AIIMIO CAMOCTOSITEIBHON pabOThl OOYYAIOIIUXCS U KOHTPOJb PE3YIbTaTOB H
CPOKOB OCBOCHHS pa3/ieJlOB M TeM AUCHUILIMHBI O0ECleYynBaeT WCHOIb30BAHUE TaKHX
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MHTEPAKTUBHBIX 3JIEMEHTOB «DJIEKTPOHHOM oOpa3oBarenbHoit cpensl KemI Ky, kak «3amanue»
n «Tecr». HurepakTuBHBIA 25eMEHT «TecT» BKIOYACT pas3IMYHBIE TUIIBI BOIIPOCOB U
UCTOJB3yeTCs KaK OJHO U3 OCHOBHBIX CPEICTB OOBEKTHBHOM OIEHKH 3HAHUH 00YydJaromierocs B
X0J1€ CAMOKOHTPOJISA, TEKYILETO U IIPOMEKYTOUYHOI'O KOHTPOJI 3HAHUH 110 TUCLUIIINHE.

WHTepakTUBHBIM 3JI€MEHT «3ajaHue» MO03BOJIAET MPENoJaBaTeNo IOAJIEPKUBAThH
0o0paTHyI0 CBS3b C OOYYArOMMMCSl MOCPEICTBOM MPOBEPKH 3aJaHHsA (OTYETOB O BBIOJHEHHUU
MIPaKTUYECKUX paboT) B BUJIE KOMMEHTApUEB, a TaKkKe 00eCIeUnTh NHAUBUIYAIbHBIN MOAX0 K
oOyJaromumcsi ¢ YY4eTOM HX ICUXO(PHU3UOJOTHUECKNX OCOOeHHOCTeH. MHTepakTUBHBIE
3NIEMEHTHI C BO3MOXKHOCTBIO OOpaTHOW CBSI3M MMEIOT 0CO00€ 3HAueHHE A 3a049HON (hOPMBI
00y4eHHs, MOCKOJBbKY MO3BOJISIIOT HE TOJBKO KOHTPOJMPOBATH BBIMOJHEHHUE OOYdYaromnuMCs
3a/laHuil (KOHTPOJIbHBIX padoT), HO U MOTHUBHUPOBATH €r0 CaMOIOJTrOTOBKY B MEKCECCHOHHBIN
HEPHUOL.

Hcnonb3oBaHne MHTEPAKTUBHBIX AJIEMEHTOB «3anaHue» U «Tect» Takxke oOecreunBaeT
¢Gukcanuio xoJa 00pa30BAaTENIBHOIO IPOLECCa, PE3yAbTaTOB TEKYLEH M MPOMEKYTOUHOU
yCIIEBaeMOCTHU 00Y4aIOIUXCS 10 AUCHUIUINHE.

6. YueOHO-MeTOqMUYECKOE 00ecIIeYeHHe CAaMOCTOATEIbHON padoThl 00y4aroLIM XCs
6.1. IlepeyeHb Y4eOHO-METOAMYECKOr0 oOO0ecreYeHUs1 ISl CaAMOCTOAATEJIbHON PadoThI
o0yuyawmuxcsi
Marepwuansl Ul OpraHU3aldN CaMOCTOATEIEHOW PabOThl 00YJYAONIUXCS IO TUCIIUILIIHHE
«HopmaTuBHOE perylMpoBaHHUE YIPABICHHUS JOKYMEHTALME» pa3MemieHbl B «DJIEKTPOHHOMU
obpasoBarenshoit cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4140) u BKIIOYArOT:
Opeanuszayuonusie pecypcol
* Temaruueckuil IIaH AUCUMILTMHBI IJIs1 CTYJICHTOB OYHOM (hOpMBbI 00ydeHuUs
* Temaruueckuit IiaH AUCUUIIIIMHBI AJIS1 CTYACHTOB 3a04HOU (POpMBI 00yUeHHUS
Yuebno-meopemuueckue pecypcoi
e KOHCIEKTEI JIEKIINHU
Yuebno-npakmuueckue pecypcoi
* Onwucanus nNpakTUYecKux padoT
Yuebno-memoouueckue pecypcoi
* Meroauueckue ykazaHuUs IO BBIIIOJHEHUIO YYEOHOT'O UCCIIEIOBATENLCKOTO IIPOEKTa
Yuebno-naensouvie pecypcoi
*  DJeKTpOHHbIE MTPEe3EHTALUN
Yuebno-oubauoepaghuueckue pecypcol
*  Crnucok peKoOMeHIyeMOU TUTepaTyphbl
DoHO oYeHOUHBIX cpedCcms
* Bomnpocsl s ycTHOro ompoca (1o pasaenaM TUCHHIUIMHBI) U KPUTEPUU OLIEHUBAHUS
OTBETOB
» Temaruka 1e’OBBIX CUTYallUOHHBIX UTP U KPUTEPUU OLICHUBAHUS PE3YAbTATOB YUacTUS B
HUX
* Kpurepuu olieHUBaHUS MPAKTHUYECKUX PadOT
* Bomnpocsl k 3auety
* Tecr mo nucrumninne

6.2. TemaTuKka J1eJI0BbIX POJIEBBIX H CUTYALIHOHHBIX UTP

1. Pa3paboTka creHapus W TpOBEIEHUE JENOBOW CUTyallMOHHOM Wrpbl «Bwibop u
000CHOBaHME COCTaBa HOPMATUBHBIX MPABOBBIX aKTOB, PETIIAMEHTHUPYIONINX YIPaBICHUE
JOKYMEHTaLUE».

2. PaszpaboTka clieHapusi U TPOBEJIEHUE MAENOBOW CUTYAaI[MOHHOW HUIphl «DKCIEepTH3a
JOKAJIbHBIX HOPMATHUBHBIX aKTOB OpPraHU3alumy (Ha mpuMepe 3aaHHON OpraHn3aIlin )

3. Pa3zpaboTka cueHapuss W TPOBEACHUE [EIIOBOM CHUTYyallUOHHOW Wrpel «Bbeibop u
000CHOBaHHME WCTOYHUKOB HH(poOpMamuu O JCHCTBYIOIIMX HAIUOHAIBHBIX U
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MEXTyHApOJAHBIX HOPMATUBHBIX JOKYMEHTaX IO CTaHAAPTH3ALMU B cdepe ynpaBIeHHS
JOKYMEHTaLUE»

4. Pa3paboTka cueHapus M IpPOBEACHHUE JENOBON CUTYyallMOHHOW Hrpbl «DopMupoBaHHe
TpeOOBaHUN W ompeselneHne mopsaka pa3paboTku crapmapra oprarmzanuu (CTO),
PEryJIHUPYIOIIETo YIIPaBICHUE TOKYMEHTALUEH» (Ha pUMepe 3aIaHHON OpraHu3allny).

6.3. MeToanyeckne yka3aHus Ui OOYyYAINIUXCS MO OPraHU3alMH CAMOCTOATEIbHOM
padoThI

CamocrostenpHas pabora oOyuaromuxcs (CPO) sBnsieTcs o00s3aTeIbHBIM  BHIOM
y4eOHOM paboThI 1O AUCIUILINHE, BBIITOJHICTCS B COOTBETCTBUH C BBIIAHHBIM IIPEIIOaBATEIIEM
3a/IaHMEM U B YCTAHOBJICHHBIE CPOKH.

CamocrositenpHas paboTa OOy4arolIMXCS HaMpaBjeHAa HAa OCBOCHHUE TEOPETHUYECKUX
3HaHUM, OBJAJCHHE NPO(PECCHOHATHEHON TEPMHUHOJIOTHEH, pPAa3BUTHE HABBIKOB pPadOTHI C
poHILHBEIME U(DPOBBIMU peCypcaMu, HOPMATHBHBIMU JOKYMEHTAMH.

Bugamu CPO mno AMCHUIUIMHE SBIISIOTCS: CaMOCTOSATENIBHOE M3YyYEHUE TEOPETUYECKOTO
Marepuaa, MoJAroToBKa K TECTUPOBAHMIO, TIOJITOTOBKA K 3a4ETY.

Metoandeckue yka3aHus 1O BBITOJTHEHUIO OTACNbHBIX BUI0B CPO, a Takke TpeOoBaHMs
K O(GOpMIICHUIO W TPEJCTABICHUIO PE3YyIhTATOB Pa3MENIEHbl B COOTBETCTBYIOIIHMX MOIYISIX
AIIEKTPOHHOTO y4e0HO-METOIUYECKOTO KOMILJIEKCa JUCITATIITAHBI «HopmatuBHOE
peryJIipOBaHHWE  YOpaBICHHUS  JOKYMEHTAlMENW»,  Pa3MENIEeHHOI0 B «OJEKTPOHHOU
obpasoBarenshoi cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4140).

Cojep:xaHue caMOCTOSITEJILHOM Pa0d0THI 00y4aroMXCsl

KoanuyecTBo 4acos
TeMBI Buanl 3panmii

JJISI CAMOCTOSATEJIbHOM = 5 U CO/IepKaHue
padoThI 00yYarOMXCs S 3 = = 3 = CaMOCTOSITE/IbHOH PadoThI

5 = 5 o = &

© S u -

® 2 = 02

= Se ® Se

= = = =

=

Pazoen 1 Ynpasnenue 0okymenmayueil KaKk 00veKm HOPMAMUBHO20 PecyIuPOCAHUS

Tema 1.1 Yopaienue CamocTosiTesIbHOE M3y4YEHUE
JOKyMEHTAIMel: MoHATHeE, TEOPETUYECKOr0 MaTepuaia; MOATrOTOBKA K

(GyHKLUY, YPOBHU 2 3 TECTUPOBAHUIO
Tema 1.2 HopmarusHas CaMocTOATENBHOE N3yUEHUE
0a3a ynpaBiieHUs 4 7 TEOPETUUYECKOT'0 MaTepHaa; MoAroTOBKa K
JOKyMEHTaIen TECTUPOBAHUIO

Paszoen 2 Hopmamugnwvie npasosvie akmul é chepe ynpasienus 0oKymenmayueil
Tema 2.1 HopmartusHbIe CaMocCTOATENBHOE N3yUEHUE
IIPaBOBBIE aKThI: TOHATHE, 2 7 TEOPETUYECKOTO MaTepHala; MoAroTOBKa K
¢bopMBI, Xapakrep TECTUPOBAHUIO
TpeboBaHUM
Tewma 2.2 CocraB u CamocToATenbHOE U3yUYEeHHE
XapaKTepUCTHKA TEOPETUYECKOTO MaTepHala; MoAroTOBKa K
HOPMAaTUBHBIX IIPABOBBIX 3 9 TECTUPOBAHUIO
aKTOB B cepe
yIpaBIECHUS
JIOKYMEHTalMen
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Tema 2.3 JlokanbHbIe CaMoCTOATENBHOE N3YUEHUE
HOpPMAaTHUBHBIE MTPABOBBIC TEOPETHYECKOTO MaTepHaa; MoAroTOBKa K
aKThl OpraHU3alIHH, 3 11 TECTUPOBAHUIO

peryaupyromnme

yIpaBiieHUE

JIOKYMEHTalMen

Pazoen 3. Hopmamuenwle 00KyMeHMbl RO CHIAHOADMU3AUUU
6 chepe ynpasnenua 0oKymeHmayueil

Tema 3.1 HopmartuBHbIe CaMoCTOSTENBHOE N3yUEHUE
JOKYMEHTHI 110 TEOPETUYECKOTO MaTepHaa; oAroToBKa K
CTaHJIapTU3ALNH: 2 7 TECTUPOBAHUIO
MOHATHE, BUJIBI, XapaKTep
TpeOoBaHU
Tema 3.2 CoctaB u CaMocTosTENbHOE N3yUEHUE
XapaKTEPUCTHKA TEOPETUYECKOTO MaTepHaa; MoJAroToBKa K
HOPMAaTHUBHBIX TECTUPOBAHUIO
JOKYMEHTOB TIO 3 9
CTaHJapTU3aIuu B chepe
yIpaBieHUs
JIOKYMEHTalen
Tewma 3.3 CranmapTsr CamMoCTOsTENIbHOE U3YUYECHHE
OpraHU3aIi KaK TEOPETUYECKOT0 MaTepHaa; MoJIroToBKa K
CPEICTBO HOPMATHBHOTO 3 11 TECTUPOBAHUIO
perynupoBaHus
yIpaBiIeHUs
JTOKYMEHTaIeH
22 64 IToaroroBka K 3a4eTy

7. ®OHJ OLIEHOYHBIX CPeICTB

Bxirouaer OLCHOYHBIE CpC€ACTBA JIA TEKYIICTO KOHTPOJAd YCIEBAEMOCTH W A
HpOMe}I(YTO‘IHOfI arTecTaguu II0 UTOraM OCBOCHUS JAHWCIUIIIINHBI. CprKTypa H COIACPIKAHHUC
(hoHIa OIICHOYHBIX CPEACTB IMPEACTABICHBI B 3JIEKTPOHHOW MH(OPMAIIMOHHO-00pa30BaTEIbHOM
cpene (https://edu2020.kemgik.ru/course/view.php?id=4140).

8. Meroanyeckue ykazaHus AJ1s1 00y4al0IHUXCH 110 OCBOCHUIO THCIUILTHHBI

OcBoenue y4yeOHOM aucuumiuuHbl «HopMmaTuBHOE peryiMpoBaHHME — YIpaBJIEHUS
JOKYMEHTalMeN» IMpEeAnonaraeT Kak MU3ydeHHe TEOPETUYECKOro MaTepualla B XOJE JIGKIMHU U
CaMOCTOATEJILHON paboThl 00yUarOIMXCs, TAK U BBIMOJIHEHUE MPAKTUYECKUX PadoT.

B cTpyKType IUCHUIIINHEI BBIACIAETCA TPU B3aUMOCBS3aHHBIX pasnena. [lepponayanbHO
oOyyaromuiicss 3HAaKOMHUTCS C TOHATHMHBIM  ammapaTtoM, CYIIHOCTBIO  YIpaBJIEHUS
JOKYMEHTAIeH, perylupyromiei ero HopMaTuBHON 6a30i.

Bropoii pa3gen mMoCBsAIIEH pacCMOTPEHHMIO HOPMAaTHBHBIX HPaBOBBIX aKTOB B cdepe
YIOpPABIECHUS  JAOKYMEHTAllMEeW, MPUHUMACMBIX HA PAa3IMYHBIX YPOBHAX  YIPABJICHUS
JOKYMEHTAIEH.

Tpetnii pa3znen xapakTepusyeT coCTaB U OCOOCHHOCTH MPUMEHEHUS MEXyHapOJIHBIX U
HAIlMOHAJIBHBIX HOPMATHBHBIX JOKYMEHTOB IO CTaHIapTH3aluu B cdepe yrnpaBieHUs
JOKYMEHTalUEH.

Lenbio BBIMOJHEHUS MPAKTHMYECKHX paboT sBiseTcss (GOpMHpPOBaHUE YMEHUH H
BJIAJICHUM, CBS3aHHBIX C IIOMCKOM U AaHAJIU30M HOPMATUBHBIX JOKYMEHTOB; HaBBIKAMH
UCIOJb30BAHMS ~ HOPMATHBHBIX  JIOKYMEHTOB  TPH  OpraHu3alu  JOKyMEHTO000poTa
OpraHu3aiuu; pa3pabOTKOW JTOKYMEHTOB IO yIpaBieHUIO IoKyMeHTauuei. Ilpakruueckue
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pa®oOTHl BBIOJHSIOTCA HAa MEPCOHAIBHBIX KOMIIBIOTEpaXx B Jaboparopuu (akynpTera
MH(POPMAIMOHHBIX, OMOTMOTEYHBIX U MY3€HHBIX TEXHOJIOTHMA. J{JIs1 BHIOTHEHUS MPAKTHYECKUX
pabotr wucnonb3ytorcsi MHTEpHET-pecypchl, a Takke (OHJI HOPMATUBHBIX JTOKYMEHTOB,
perjaMeHTUPYIOIIKUX BOIPOCH! YIIPaBICHUS TOKYMEHTALIUEH.

OnucaHusi IpakTHUYECKUX PabOT pa3MeIlleHbl B «DJIEKTPOHHOU 00pa3oBaTenbHON cpesie
KemI'MK» (https://edu2020.kemgik.ru/course/view.php?id=4140). Omnwucanue mpPaKTHUECKON
paboTHI BKIIOYAET IeNb, 337a4yM, 00eCIeUnBaIOIINe CPEICTBA pabOThl, TPEOOBAaHUS K OTYETY,
TEXHOJIOTHIO BBIIIOJIHEHUSI pPabOThl, KOHTPOJbHBIE BOIPOCHI U CIHCOK PEKOMEHIyeMOM
autepaTypsl. PopMoil ordera sABIAIOTCA (alabl ¢ pe3yabTaTaMU BBINOJIHEHUS 3aJaHUM,
MPEIYCMOTPEHHBIX MPAKTUYECKUMH paboTaMu U 0(pOPMIICHHBIX B COOTBETCTBHHU C 33JaHHBIMH B
ONMCAHUU KOHKpPETHOW paboThl TpeOoBaHusMHU. Ilocne BBIMOTHEHMS KaXJ0H MpakTH4YECKOU
paboThl 00yYArOIIUECs CaMOCTOATENLHO pa3MemaoT ¢aiibl B manky «OT4eThl O BHITIOJIHEHUH
MPaKTUYECKUX paboT». Pe3ynbTaThl BHIMOIHEHMS KaXA0W MPAKTUYECKONH pabOThI OLEHUBAIOTCS
IpernojaBaTesieM B Oaiax.

CamocrosTensHas paboTa 00yJaromerocsi OpUEeHTUPOBaHA HA HW3YYECHHE JIUTEPATYpHI,
aHaJIU3 HOPMATHUBHBIX JOKYMEHTOB, IU(POBBIX PECYPCOB, MOATOTOBKY K TECTHPOBAHUIO U
3auety. C nenpio obecrieyeHHs] CaMOKOHTPOJISI 3HAHUN MO JAUCHUIUIMHE Ui 00ydaromierocs
MpeiaraloTcs KOHTPOJIbHbIE BOMPOCH! IO pa3/esiaM AUCHUTIIHHBL.

s obecriedeHHs] KOHTPOJS 3HAHUM TPEAyCMOTPEHO TECTHpPOBaHHE, KOTOPOE
ocymiecTBisieTcss Ha 1miatgopme «DIeKTpoHHOU oOpazoBarensHOM cpenbl  Kem[ UK».
[IpenogaBaTeneM ycTaHaBIMBAETCS BPEMsI TPOXOKACHUS TecTa (TI0CIe U3Y4YeHUs JUCIUILTUHBI).

9. YueOHO-MeTOAuYeCKOe U MH(OPMAIHOHHOE 0o0ecTiedeHue U CIUTIINHbI
9.1. OcHoBHasi IUTEpaTypa
Yuebuvie uzoanus

1.  Maptiomes, U. A. Cranmaptuzamnusi JOKYMEHTAIIHOHHOTO OOECIICUEHUs YIPABJICHHUS H
apxuBHOro nena B Poccuiickoit denepanuu : ydebnoe mocobue / . A. Maprtiomies ;
CBIKTBIBKAPCKU  TOCYyIapCTBEHHbIM yHuUBepcuTeT uM. Ilutupuma CopokuHa. —
CoikThiBKap : CBIKTBIBKAPCKUN TOCYAAPCTBEHHBIM YyHUBEpCUTET UMEHH [lutmpuma
Copokuna, 2022. — 74 c. : cxem., Tabin. — Pexum nocryma: mo mommucke. — URL:
https://biblioclub.ru/index.php ?page=book&id=699708 (mara obOpamenus: 25.0.2023). —
TeKCT : ANEeKTPOHHBIH.

2.  VmnpaBiieHHe NOKYMEHTAllMEH W apXyWBaMu 3a pyoexkoMm : ydyeOHoe mocobue / coct. C. B.
Makapuyk, C. I1. 3Bsarun ; KemepoBckuii rocyiapcTBeHHbI yHUBEpCcUTET. — KemepoBo :
KemepoBckuii rocynapctBenHslii yauBepcutet, 2019. — 274 c¢. — Pexxum pocryna: 1o
IO IITUCKE. - URL.: https://biblioclub.ru/index.php?page=book&id=574229 (nara
oopamenus: 20.05.2023). — TeKcT : 3JEKTPOHHBIMN.

Hopmamusnuvle 0okymenmoi

3. TOCT P 1.4-2004. Cranaaptuszauus B Poccuiickoii @eneparuu. CTanaapThl OpraHu3aliii.
OOmue nmosioxkeHus : Hail. cta”napt PD: nznanue oduuuanbHoe: YyTBEPKICH U BBEICH B
nevicteue Ilpukazom @enepasbHOro areHTCTBAa MO TEXHUYECKOMY DPETYIMPOBAHUIO U
Metposoruu ot 30 nexabpst 2004 r. Ne 154-ct : BBeneHn B3amen ['OCT P 1.4 -93 : nara
Beenenus: 2005.07.01 / pazpaboran DI'YII «BHUUcranmapr». — Mocksa
Crannaptungopm, 2018. — 8 c. — TekcT : HemoCpeICTBEHHBIH.

4. TOCT P 1.12-2020. Crangaptuzanust B Poccuiickoit ®enepauuu. Tepmunbl u
ompeneneHuss : Hai. ctaHgapt P®: u3gaHue oduimanbHOe: YTBEpXKJIE€H M BBEJCH B
nevicteue Ilpukazom @enepaabHOr0 areHTCTBAa MO TEXHUYECKOMY PETYIMPOBAHHUIO U
merposorun ot 8 Hi0JIs 2020 r. N 353-cT: BBenen B3amen I'OCT P 1.12 -2004 : nata

seenenus: 2020.09.01 / paspaboran DenepaibHbIM areHTCTBOM MO TEXHUYECKOMY
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10.

11.

12.

perynupoBanuto u merposorur, PI'VII « CTAHJAPTUH®OPM». — Mocksa :

Crangaptuadopm, 2018. — 15 ¢. — TekcT : HeMOCPEACTBEHHBIN.

I'OCT P 57665-2017. JlokyMeHTbl B 3aKOHOJATEJIbHBIX (IPEICTABUTENIBHBIX) OpraHax
cyobekroB Poccuiickoit denepanmu. Yacts 1 I[opsnok pabotel : Ham. ctanmapt Pd:
u3aHue OQUIMANbHOE: YTBEP)KICH W BBeIeH B jeiictBue Ilpukazom DenepanbHOTro
areHTCTBA M0 TEXHUYECKOMY PEerylIMpoBaHUIO0 U MeTposioruu oT 14 cenrsoOps 2017 r. N
1111-ctr : BBemen Buepsbie : nmata BBeaeHus: 2018.06.01 / paszpaboran ®BY "Tect-C.-
[etepOypr". — Mocksa : Crannaptuadopm, 2020. — 54 ¢. — Tekcr : HemocpeICTBEHHBIH.
I'OCTP UCO 15489-1 — 2019 CHUBU]I. Nudopmarus U TOKyMEHTAlUs. YIIPaBJICHUE
nokymeHntamu. Yacte 1. [lonsTus u npuHuunel : Hau. crasgapt P®: wuspanue
oduManbHOE: YTBEPXKJEH U BBeJeH B jaeiicTBue [Ipukazom denepaibHOr0 areHTCTBA MO
TEXHUYECKOMY DPETYIUPOBaHUIO U MeTpojioruu oT 26 maprta 2019 r. N 101-cT: B3amen
T'OCT P HUCO 15489-1-2007: mara BBemenwmsa: 2020.01.01 / Iloaroroiaen DI'VII
"Crangaptundopm", BUHUTU PAH, Ucropuxo-apxuBHbiM uHcTUuTyroM, BHUNJIA.—
Mocksa: Crannaptuadopm, 2019.- 17 c. — TekcT : HEMoOCPeICTBEHHBI.

Metouyeckie peKOMEHJAlMKU IO ONPEeAENIEHUI0 HOPMATHUBHOCTU IIPAaBOBBIX AaKTOB
cyobexToB Poccuiickoii @enepanyivi 1 MyHUIIMIAIBHBIX TPABOBBIX AKTOB B LESX BEACHUS
(dbeneparTbHOTO pETHCTpa HOPMATHUBHBIX TMPABOBBIX aKTOB CyO0OBeKkTOB Poccuiickoii
Oenepannn, PenepaibHOTO perucTpa MyHULIUIIAIbHBIX HOPMATUBHBIX MPABOBBIX aKTOB U
PEruCTPOB MYHULUMAIbHBIX HOPMATHUBHBIX IPABOBBIX aKTOB cyOBeKkTOB Poccuiickoit
Oenepaunu"” (yrB. Muntocrom Poccun) / aBtopsl: Atarumona 3.U., Peibakoa O.C. —
Mocksa: ®bY HIIIN mpu Munrocte Poccun, 2019. — 140 ¢. / MUHUCTEPCTBO FOCTUIIH
Poccuiickoit denepanuu: Ca¥iT. - Mockaa, - URL:
http://pravo.minjust.ru/sites/default/files/documents/metod-materials/metod_rekom.pdf
(mata oopamenus: 20.05.2023).

06 undopmaruu, WHGOPMAITMOHHBIX TEXHOJOTHAX W O 3amuTe HHPopManuu : deaep.
3akoH : [[Ipunsar T'oc. Jymoit 8 utonsa 2006 r. : Omo6p. CoBetom Deneparuu 14 utons
2006 rona] — Tekct: anextponnsiii / KorncynpranT [lmtoc: cipaBouHas mpaBoBasi cUCTEMa.
— Mocksa, 1997 - . — URL: http://www.consultant.ru/document/cons_doc_ LAW_61798/.
(mata o6pamenus: 20.05.2023).

O6 yrBepxknaenun TpeboBaHuih K HMHOOPMALMOHHBIM CHCTEMaM  AJIEKTPOHHOIO
JTOKyMeHToOOopoTa (efepalbHbBIX OPraHOB HCHOJHUTENbHON BIACTH, YYHUTHIBAIOIINX B
TOM YHuClIe HEOOXOJUMOCTh OOpaOOTKM TOCPEICTBOM JaHHBIX CHCTEM CIIy:KeOHOM
nH(MOpPMAllUM OTPAaHUYEHHOTO PpACHpOCTpaHeHus : TMpuka3 MuHKOMcBsBH PO ot
02.09.2011 Ne 221 : 3apeructpupoBano B Muntocre P® 15.11.2011 N 22304. — Tekcr:
anektpoHHblld // Koncynbrant Ilmtoc: cnpaBoyHas mpaBoBas cucrema. — Mocksa, 1997 - .
— URL: http://www.consultant.ru/document/cons_doc_LAW 121840.(nara obpaiueHus:
20.05.2023).

[Macnopt HanumonaneHOTO TpoekTa «HammonansHas nporpamma "LludpoBas skoHOMEKA
Poccuiickoit ®eneparun». — Tekcr : anexrponnsiii // Koucynbsrant Ilntoc: cripaBounas

MpaBoBas CHUCTEMA. - Mockaa, 1997 - . - URL:
https://www.consultant.ru/document/cons_doc_LAW_328854/ (mata  oOparieHus:
20.05.2023).

[Tacnopt denepanbroro npoekra «lludposoe rocynapcTBeHHoe ynpaBieHue». — Tekcr :
3JIEKTPOHHBIN // MUHUCTEPCTBO LIU(PPOBOTO Pa3BUTHSL, CBSI3U U MAaCCOBBIX KOMMYHHKAIIUH

Poccuiickoit ®enepanuu: caiit. — URL: https://digital.gov.ru/uploaded/files/pasport-
federalnogo-proekta-tsifrovoe-gosudarstvennoe-upravienie.pdf (mata  oOpameHus:
20.05.2023).

[TocranoBnenue IlpaBurensctea PO ot 02.03.2022 r. N 279 «O rocyaapCcTBEeHHOM
uHpopmanronHoit cucreme "[lnardopma "LIeHTp XpaHEeHUs IEKTPOHHBIX JOKYMEHTOB'"».
— Texkct : anextponHslit // // Koncymprant Ilmioc: cmpaBouHas MpaBoBas CUCTEMA. —

17


https://digital.gov.ru/uploaded/files/pasport-federalnogo-proekta-tsifrovoe-gosudarstvennoe-upravlenie.pdf
https://digital.gov.ru/uploaded/files/pasport-federalnogo-proekta-tsifrovoe-gosudarstvennoe-upravlenie.pdf

Mocksa, 1997 - . — URL: https://www.consultant.ru/document/cons_doc_LAW_410802/
(mata oopamenus: 20.05.2023).

13. Tlocranosnenue IIpaBurensctBa P® ot 22.09.2009 N 754 (pen. ot 16.03.2019) «O6
yrBepxkaeHun  [lolo>)keHUsT O  CHCTeME  MEKBEIOMCTBEHHOTO  3JIEKTPOHHOTO
nokyMeHTooOopora». — Tekct : snexkrponusnii // Koucynpramt IDmioc: crpaBouyHas
MpaBoBas cucrema. — Mockaa, 1997 - . — URL:
https://www.consultant.ru/document/cons_doc_LAW_91827/d3734035781c5e717fa6d5c5
Obda8c3f10da39d9/ (nara obparienus: 20.05.2023).

9.2. JlonoiHUTEIbHAS JIUTEpPaTypa

14. Kusnora, O. H. IlpuHuwumbel co3naHus TEKCTOB aJMHHHCTPATUBHOTO W IPABOBOTO
Xapakrepa (cojaep)kaHue, IOCTPOEHUE, sI3bIKoBbIe HOpMBI) : yueOHuK / O. H. KusHoBa. —
MockBa ; bepnun : Jupexr-Menua, 2020. — 412 c. : tabn. — Pexum nocryma: mno
nognucke. — URL:  https://biblioclub.ru/index.php?page=book&1d=599284  (mara
obpamienus: 20.05.2023). — TekcT : 31eKTPOHHBIH.

15. Kpsutosa, I'. I. OcHOBBI cTaHmapTH3anuu, ceprudukanuu, MmeTpoioruu : yaeonuk / I, JI.
KpsutoBa. — 3-e u3., mepepad. u jon. — Mockga : FOuuTu-Jlana, 2017. — 672 ¢. — Pexxum
noctyma: mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=684557
(mata obparenus: 20.05.2023). — TekcT : 3MeKTPOHHBIH.

16. Be3omacHOCTB MEKTPOHHOTO JOKYMEHTO000pOoTa : yueOHoe mocodue / A. A. Tumenko, I1.
A. Tumenko, 0. M. Ka3zakoB u np. — Mocksa ; bepnun : Iupexr-Menua, 2021. — 53 c. —
Pexum JOCTyMa: o MO IITHCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=602225 (mara obpamenus: 20.05.2023). —
TeKCT : ANeKTPOHHBIN.

17. Mamncypos, I'. 3. IIpaBo nudpoBoii 6e3omacHocty : yueOnuk : / I'. 3. MancypoB. — MockBa

Hupexkr-Menmna, 2022. — 148 c¢. — Pexum pocryma: mo mommumcke. — URL:
https://biblioclub.ru/index.php?page=book&id=687364 (mara obpamenus: 20.05.2023). —
bubmuorp. B kH. — ISBN 978-5-4499-3061-3. — TekcT : 3JIeKTPOHHBIH.

9.3. Pecypchbl nHpOPMALMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTu « AHTEepHeT»

. Poccuiickuii  MHCTHTYT cTaHgapTtu3anuu : [cait].— Mocksa, 2023. — URL:
http://www.gostinfo.ru. — TekcT : 27eKTpOHHBIH

o @denepalibHOE areHTCTBO MO0 TEXHUYECKOMY DPETyIUPOBAaHUIO U METpOJoruu. — MOCKBa,
2023. — URL.: https://www.rst.gov.ru/portal/gost. — TekcT : 21eKTpOHHBIIH

. ®denepanpHoe apxuBHOe areHTCTBO (PocapxmB) : [caiiT].— Mocksa, 2009-2023. — URL.:
http://archives.ru. — Tekcr : 3JIEKTPOHHBIM

° OenepanbHoe OropkeTHoe yupexkaenue «Bcepoccuiickuit HUM gokymeHTOBeneHUs u
apXMBHOTO nena» : [caiit].— Mocksa, 2023. — URL.:. http://www.vniidad.ru. — Texkcr :
JJIEKTPOHHBIN

9.4. IIporpammHoe obecnieyeHne 1 HHPOPMALMOHHBIE CIIPABOYHBIC CHCTEMbI
IIporpammHoe obecrieueHue:
- JIUYECH3UOHHOE npocpaAMMHOE obecneyenue:

— omnepanuonHas cucrema — MS Windows (10, 8,7, XP)

— oducHsii naket — Microsoft Office (MS Word, MS Excel, MS Power Point)
- c60000HO pacnpocmparnsemoe npoepammuoe obecneyenue:

— bpaysepst Mozzila Firefox, Internet Explorer, Google Chrome
- cnpasounas npasosas cucmema «Koncynprant Ilmrocy.

10. MaTepuajibHO-TeXHUYECKOe o0ecnedeHne JUCIUNINHBI
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Hanmnumne yueOHON mabopaTropuy, OCHALICHHOW TNPOEKIMOHHOM M KOMIBIOTEPHOMH
TEXHUKOMW, UHTEIPUPOBAaHHOU B IHTEpHET.

11. OcobeHHoCTH peaju3aluM JUCHUIUIMHBI A8 WHBAJUAOB M JIHI ¢ OrPAaHHYEHHbIMU
BO3MOKHOCTSIMM 3/10POBbSI.

Jns oOecriedeHusi 0Opa3oBaHMsI WHBAIMIOB M OOy4YalOMIMXCSA C OrPaHUYCHHBIMHU
BO3MO’KHOCTSIMH 3/I0POBBSI IPUMEHSCTCS] HHIUBHUIYyaTbHBIN TTOAX0 K OCBOCHUIO JUCUUIUINHBI,
WHAWBHUIYAIbHBIE 33/IaHUSl C YYETOM OCOOCHHOCTEH HX IICUXO(PHU3NYECKOTO pa3BUTUS U
COCTOSIHUS 3/I0POBBSI.

[Ipu cocraBieHNr WHIUBUAYAIbHOTO Trpaduka OOy4eHHs TNPETYCMOTPEHBI pa3IHIHBIC
BapHAaHTHI MIPOBEJICHUS 3aHIATUN: B 00pa30BaTeIbHON OpraHu3aliy (B aKaJIeMUIECKOH Tpymme u
WH/IMBHYAIBHO), HA IOMY C HCITOJIb30BaHUEM AMCTAaHIIMOHHBIX 00pa30BaTEbHBIX TEXHOJOTHHA.

JUig ocymiecTBlieHUs MPOLEAYp TEKYILIEro KOHTPOJS YCIEBAaeMOCTH U MPOMEKYTOUHOM
aTTecTallui OOydaroluxcs CO3/4alTcsi (POHIBI OLEHOYHBIX CPEACTB, aJalTHPOBAHHBIE IS
WHBAINAJOB U JIMI] C OTPAHWYCHHBIMH BO3MOXHOCTSIMH 3JIOPOBBSI W TIO3BOJISIFOIUE OICHUTH
JOCTI)KEHHE MMM 3aIUITaHUPOBAHHBIX B OCHOBHOHM 00pa30BaTENBbHON MpOrpaMMe pPe3ylbTaToB
o0y4eHHs U YpPOBEHb CPOPMHPOBAHHOCTH BCEX KOMIIETEHIIHH, 3asBICHHBIX B 00pa3oBaTeIbHON
nporpamme. C  ydeTroM  MHIUBUIYAJIbHBIX  NCUXO(U3HOJIOTMYECKHX  OCOOEHHOCTEH
oOyuaroluxcs yCTaHaBIMBAIOTCA CIEYIOIINE adanTUPOBaHHbIE (JOPMBI TPOBEIEHUS TEKYILETO
KOHTpPOJISI YCIIEBAEMOCTH M MIPOMEXKYTOYHOM aTTecTaluu: Ul JIUI[ C HapylIIeHHEeM 3peHus
3aJlaHuUs IPEUIaraloTCs C YKPYIMHEHHBIM MPUGTOM, UIs JHI] C HAPYILIEHUEM CIIyXa — OI[EHOYHbIE
CpEICTBa MPEIOCTABIIAIOTCS B MUCbMEHHON (hopMe ¢ BO3MOKHOCTBIO 3aMEHbI YCTHOTO OTBETa Ha
MUCbMEHHBIN, JUIS JIUI] ¢ HApyILIEHHEM ONOPHO-BUIaTEeILHOIO anmapara JBUraTebHble (POpMBI
OLICHOYHBIX CPEJCTB 3aMEHSIOTCS Ha MHMCbMEHHBIE/YCTHBIE C MCKIIOYEHHEM JIBUraTeIbHOMN
akTUBHOCTH. Ilpn HEOOXOAMMOCTH CTYIEHTY-MHBAJIUAY IPEIOCTaBISIETCS JOMOJHUTEIBHOE
BpeMsl JUIsl BBINOJIHEHUs 3afaHus. llpum BbIMOMHEHMM 3ajaHuMil U1 BCeX TIpyNn JIML C
OTrPaHUYEHHBIMU BO3MOKHOCTSIMHM 370POBbSl JIOIYCKAeTCs MPUCYTCTBHE WHIMBHYalbHOTO
[IOMOIIHUKA-COIIPOBOKAAIOLIET0 Ul OKa3aHWsA TEXHUYECKOH TmoMouM B  O(OpMIEHUN
pe3yabTaTOB MPOBEPKH cHOPMUPOBAHHOCTH KomnereHuuil. dopMa MpoBeAEHUs TEKylled U
IIPOMEXYTOYHOM aTTecTalMM JJIsi  CTYJEHTOB-UHBAIMJOB YCTAHABIMBAECTCA C  Y4ETOM
UHAUBUIYAJIBHBIX ICUXO(PU3HMUECKUX 0COOEHHOCTEH (YCTHO, MMCbMEHHO Ha Oymare, MHCbMEHHO
Ha KOMIIbIOTEpE, B POpME TECTUPOBAHUS U T.I1.).

Ilon6op u pa3paboTka ydeOHBIX MaTEpPHAJIOB OCYILECTBIIAETCS C YYETOM TOrO, 4YTOOBI
IPEJOCTaBIATh 3TOT MaTepuan B pa3iMyHbIX (OpMax TakK, YTOObl MHBAIMU/BI C HApPYIICHUAMU
cillyXxa HOJy4aaun HMHPOPMALUIO BHU3YyaJlbHO, C HapylIEHUSAMHM 3pEHUS - ayJualibHO.
OOyuaromuecss MHBAJIUABL U JIMIA C OIPAaHUYEHHBIMH BO3MOKHOCTSIMU 370POBbSI 00eCHeueHbl
y4eOHO-METOIMYECKUMHU pecypcaMu B (OpMax, aJalTUPOBAHHBIX K OrPaHUYEHUSIM UX
310pOBbs. Y4eOHO-METOAMYECKHE pecypchl Mo auciumiimHe «HopmaTuBHOE peryaupoBaHue
yIpaBJIeHUs] JOKyMEHTaMM» pa3MelleHbl Ha caiite «DieKTpoHHas oOpa3oBaTeibHas cpena
KemI'MK» (https://edu2020.kemgik.ru/course/view.php?id=4140), kotopass UMeeT BEPCHIO IS
CJ1a00BUIAIIUX.

12. IlepeyeHb KIIOYEBBIX CJIOB

KnaccudukaTtopbl TEXHUKO-DKOHOMUYECKON U COLMANTBHON HH(pOpMAIIUU
JloxanbHble HOPMATUBHBIE TPABOBBIE AKTHI
HopmaTuBHbIE JOKYMEHTHI
HopmaTuBHbIE JOKYMEHTHI IO CTaHAAPTU3ALUU
HopmaTtuBHbIE TpaBOBBIE AKTHI
Oprasbl cTaHJapTU3aLUU
Cucrema cranmaptoB o uHpopmanuu, budnuorednoMy u uznarenbckomy neny (CUBU)
CranpapTuzanus
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CrangapTsl

CrangapTel MEXIyHApOIHbIE
CrangapTel HallMOHAJIbHBIE
Crannaptsl opranuzauuii (CTO)
CrangapTsl peruoHanbHbIE
VYipasineHue JOKyMEHTAUEN
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COAEPKXAHUE
Lenu ocBOCHUS AUCHUTUINHBI
Mecto pucuumingel B ctpykrype OOIT maructpatypbl
[Tnanupyemble pe3yabTaThl 00yUEHHS 110 TUCIUILIIMHE
O0beM, CTpyKTypa U COAepKaHUE TUCHUILINHBI
O06beM AUCIUTUTHHBI
CTpyKTypa IUCHUTLTAHBI
Coneprxanue TUCIUILTAHBI
O06pazoBarenbHble 1 HTHPOPMATNOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUN
OO6pazoBareabHbIC TEXHOJIOTHH
WNudopmaiioHHO-KOMMYHUKAITHOHHBIE TEXHOJIOTHH 00yUSHHSI
Y4eOHOo-MeToAnuecKoe 00ecieueHuEe CaMOCTOATENbHON padOThI
00yJaronmxcs
[lepeuenp yueOHO-METOIMYECKOTO 0OECTIEUEHM S TSl CAMOCTOSATEIbHON
paboTel oOyuaroumxcs
Temaruka J€1OBBIX POJIEBBIX H CUTYalIMOHHBIX UTP
Meroandeckue yka3zaHus Il 00YJIarOIINXCsl IO OpTraHu3aIlun
CaMOCTOSITENIbHOM pabOTHhI
@OoHJ OLIEHOYHBIX CPEJCTB
Meroandeckue ykazaHus 7151 00YJarOIIUXCs IO OCBOSHHUIO JTUCITATTAHBI
VY4ebHo-MeToquueckoe 1 HHGOPMAIMOHHOE 00ecredeHUE JUCITUTUTHHBI
OcHoBHas nuTepaTypa
JlononHuTENbHAS TUTEPATYpa
Pecypcrpl nHpOpMaTMOHHO-TEIEKOMMYHHUKAITMOHHOM ceTn « ITHTepHeT»
[Iporpammuoe o6ecrnieueHue 1 HHPOPMAIIHOHHO-CIIPABOYHbIE CHCTEMBI
MatepuanbHO-TEXHHUUYECKOE 00ecTieueHUE TUCIUTUTMHBI
Oco0eHHOCTH peanu3aluy AUCUUTUINHBI I MHBAIUIOB U JIUI] C
OTPaHUYEHHBIMH BO3MOYKHOCTSIMHU 37J0POBbSI
[lepeueHs KIHOUYEBBIX CIIOB
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