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PaGouast mporpamMma AUCIUTUIMHBI pa3padoTaHa B cooTBeTcTBUU ¢ TpeboBaHusiMu GI'OC BO mo
HanpasieHuio noAarotoBku 46.04.02 «JlokymMeHTOBeIeHUE U apXHBOBEIACHHUEY», KBATH(UKAIH
(cTereHb) BBITYCKHUKA «MarucTpy.

VYTBepkzneHa Ha 3aceqaHud  Kadenpbl LUGPOBBIX TEXHOJIOTUH U PECypcoB H
PEKOMEHJIOBaHa K pa3MCEIIeHHI0 Ha caiTe KeMepoBCKOro rocygapCTBEHHOIO HWHCTUTYTA
KyIbTypel  «DJeKkTpoHHass  obOpasoBatenmbHast  cpega  Kem[MK»  mo  web-aapecy
http://edu2020.kemguki.ru/ 31.08.2022 r., mporokoi Ne 1.

[lepeyTBepkaena Ha 3acefaHuu Kadeapbl HUGPOBBIX TEXHOJIOTUH U PECYPCOB H
PEKOMEHJI0OBaHAa K pa3MEIIeHHI0 Ha caiite KeMepoBCKOro rocyaapCTBEHHOIO HMHCTUTYTa
KyIbTypbl  «OJIEKTpOHHass  oOpa3oBarenbHas  cpena  Kem[MK» mo  web-ampecy
https://edu2020.kemqik.ru/ 23.05.2023 r., nporokos Ne 10.

HopMmartuBHOE peryaupoBaHHe YIpPaBIEHUS NOKYMEHTALMEW: pabodas mporpamMMa THCIUIUTHHBI
IUTsE 00yJarommxcsl Mo HampaBieHnto moarotoBku 46.04.02 «/loxkymMeHTOBeneHHE W apXHUBOBEICHUEY,
npoduiIlo TMOATOTOBKU «YTpaBiieHHE MJOKYMEHTalMed B YCIOBHAX LU(poBHU3aLUU OOIIECTBay,
kBannQuKkaiys (crerneHb) BoimyckHuka «maructpy» / W.JI. Cxumop. — KemepoBo: Kemepos. roc. uH-T
KynbTyphl, 2023. — 20 c. — Tekcr: HEMOCPEICTBEHHBIH.

Aemoput.
KaH/. e, Hayk, noueHt M.JI. Ckurmop,


https://edu2020.kemgik.ru/

1. Henau ocBOeHMS AUCHUNIHHBI
e (QopmupoBaHME TPEICTABICHUNH O HOPMATHUBHBIX JIOKYMEHTaXx KaK MHCTPYMEHTE
obecrieueHus KauecTBa yNpaBlICHUs! IOKYMEHTALUEH;
® U3y4YeHHE OCOOCHHOCTEH HOPMATHUBHBIX MPABOBBIX JOKYMEHTOB U HOPMAaTHUBHBIX
JIOKYMEHTOB 10 CTaHAapTU3alUH B cepe yrpaBiIeHHs TOKyMEHTalUeH;
®  OBJIAJICHUE TEXHOJIOTUSIMU ITOMCKA U IPUMEHEHUS HOPMATUBHBIX IIPABOBBIX TJOKYMEHTOB U
HOPMAaTUBHBIX JOKYMEHTOB I10 CTaHJapTHU3AINH B chepe ynpaBlIeHUs JOKYMEHTAIUCH.

2. Mecto gucuununsbl B crpykrype OIIOII marucrparypsi

JucuuiuinHa «HopmaTtuBHOE peryiupoBaHHe yNpaBIeHUs AOKYMEHTAIMeH» OTHOCUTCS K
qacTH, (OPMHUPYEMO y4YaCTHHKaMU OOpa3oBaTENbHBIX OTHOMICHWH OJIOKAa JUCHUIUIMH
0o0pa30oBaTeNbHOW NPOrpaMMbl IO HANPABICHUIO MOJArOTOBKM HAIPABICHUIO IOJArOTOBKU
46.04.02 «J/loxymMeHTOBEIEHHE M apXUBOBEICHHE», KBaIH(UKanMg (CTEHEHb) «MarucTp.
Jucuunnuba wusyyaercas B 3 cemectpe. /[l ocBoeHus gucuuiuinHel  «HopmaruBHOe
peryarpoBaHUE YIPABICHUS JOKYMEHTAIUEH» HEOOXOAUMbI 3HAHHS, YMEHUS U KOMIECTECHIUH,
chopMHpOBaHHbIE B  pe3yibTaTe  H3Y4YEeHUs  OOYJAOUUMHCA  TaKuX  JUCLUIUIMH
npoeccuoHaNbHOM NMOArOTOBKH, Kak «Teopust U UCTOpHsl JOKyMeHToBeneHus», «Lludposas
TpaHchopMalMs YOpaBlieHUs AOKyMEHTaluein», «TexHomoruum oOecreueHHus COXPaHHOCTH
JTOKyMEeHTOB». KommereHn, copMIUpOBaHHbIE B X0/I¢ H3y4eHUs JUCIMILIHNHBI «HopmaTtuBHOE
peryianpoBaHuEe YIpPaBICHUEM JOKYMEHTAIMeH» HEOOXOIUMbI MPU MPOXO0XKIEHUH ITPOEKTHON U
NPEIUTUIOMHOM TMPAKTHKH, & TAK)KE TPU TOATOTOBKE MaruCTEPCKON AUCCEPTAIIH.

3. [lnanupyembie pe3yJabTaThl 00y4eHUS MO JUCHUILINHE

W3yueHne IUCHMIUIMHBI HampaBiIeHO Ha (HOPMUPOBAHHE CIEAYIONMX KOMIIETCHIIMA U
WHJUKATOPOB UX JOCTHKECHHUS:

Kon U | UHaukaTopbl JOCTHKEHUs] KOMIIEeTeHIU
HallMeHOBaHHeE 3HATh yMeThb BJIAETh
KOMIIeTeHINH
IIK-1. CnocoGeH | e 0coOGeHHOCTH ® [IPUMEHSTh ® IOHATUIHBIM
PYKOBOIAHUTH yOpaBICHUSA HOPMATHUBHLIC anmnapaTom,
JICATCIIbHOCTRIO 10 | JOKYMEHTaluuMel Kak | JTOKYMEHTBI NPy | XapakTepHU3YIOLIU
AOKYMCHTAIlTUOHHOM 00BeKTa peLICHUU 3aJ1a4u M  HOpPMAaTHBHOE
y 00€CIIeYEHHIO | HOPMATUBHOTO OpraHu3au W | PperyaupoBaHUE
YIPaBICHUS peryJimpoBaHus; KOHTPOJIA YIIPaBJICHUS
Opra"u3aruen ® COBpEMEHHOE s dexTuBHOCTH JTOKYMEHTAIUEN;
COCTOSIHUE u ACATCIIBHOCTHU B | e HaBBIKaAMU
0COOEHHOCTH chepe  ympaBieHUS | aHaIU3a
HOPMAaTHUBHOI'O JTOKYMEHTAIUEN, HOPMaTHUBHBIX
peryiIMpoBaHus ® OCYIIECTBJISITh MOWUCK | JOKYMEHTOB,
YIPaBJICHUS HOPMAaTHBHBIX PEryJIHPYIOIINX
JIOKYMEHTALUEH; JIOKYMEHTOB, yIIpaBJICHUE
® BHJIBI A | PETyIHPYIOMINAX JTOKYMEHTAIUEN;
OTIIMIUTEILHBIC yIpaBJICHHE ® I10IX0JaMH K
0COOEHHOCTH JOKYMEHTAIUEH; CO3JaHUIO
HOPMAaTHBHBIX ® IPUMEHSITh HOPMAaTHBHBIX
JOKYMEHTOB B cepe | HOpMATHUBHBIC JOKYMEHTOB
YIPaBIICHUS MpPaBOBBIE  AKTHl U OpraHu3aIuu.
JIOKYMEHTalUEH; HOPMAaTHUBHBIE
® HOpMaTUBHbBIE JIOKYMEHTBI o
MPAaBOBbIC aKThl B | CTaHAAPTHU3AIMHM IIPH




chepe ympaBlieHHs | PpEIICHUU 3amad
JOKYMEHTAIUEH; OpraHu3aIu u
®BUIbl  JIOKAIBHBIX | KOHTPOJISA
HOPMAaTHBHBIX s dexTuBHOCTH
MIPaBOBBIX aKTOB | JESATECIBHOCTH B
OpraHu3aIui, chepe  ympamieHuUs
pEeryJMpyromux JOKyMEHTalue;
yIpaBJICHUE ® pa3zpabaTbIBaTh
JOKYMEHTAIUEH; HOpPMAaTHBHEIE
® HOpMaTHBHBIC JTIOKYMEHTBI
JTOKYMEHTBI o | OpraHu3alui,
CTaHJapTH3ALHH, peryaupyrome
UCIIOJIb3yeMbIC B | YIpaBlIeHUE
chepe ympaBiacHus | JOKyMEHTalMEN
JIOKYMEHTAIUEH;
e TpeOOBaHUs K
MOPSAKY
pa3paboTKH,
odopmiteHHS u
YTBEPIKICHHUSI
HOPMATHUBHBIX
JIOKYMEHTOB
OpraHu3aIu

[lepedyenb 0OOOMIEHHBIX TPYAOBBIX (PYHKIUH M TPYAOBBIX (DYHKIIHIA, NUMEIOIMIUX OTHOIIECHHE K
npodeCCHOHATIBHOMN 1eATETbHOCTH BBIITYCKHUKA!

[Ipodeccuonanpubie O060011eHHbIE TpynoBbie QyHKIMH
CTaH/1apThl TPYAOBBIE QYHKITUU
07.004 PykoBoxcTBo e Opranusanus NeSITeIbHOCTH
[TpodeccuonanbHbIit JEATEIbHOCTBIO O/Ipa3/IeIIeHUS o YIIPABJICHHUIO
cTrangapT «CHeuuanucT | moApasfeieHus 1o JIOKyMEHTaMH;
o YHOPABJICHUIO | YIIPABJICHUIO e Pa3paboTka  TMOJUTHUKU  YyIPaBICHUS
AOKYyMCHTaMH NOKyMCHTaMHU JOKYMEHTaMH OpraHU3allnu;
OpraHusanumn» opraHusanuu e [locTpoeHue  cucTeMbl  YIIPABIECHUSA
JIOKyMEHTaMHU OpTaHU3allNH;
e (CoBepIiIeHCTBOBaHUE CUCTEMBI
yIpaBJICHUS TOKYMEHTaMH OPTaHU3aluU
YhpasieHue eIuHoi | e  CTpaTerudeckoe IJJAHAPOBAHUE Hu
CUCTEMOM PYKOBOJICTBO ~ TIOCTPOCHHEM  CHUCTEMBbI
JTOKYMEHTO000poTa yIIpaBJICHUS TOKyMEHTaMH OpTaHU3aINH;
Opranusanuvn e Pazpabotka NOJIMTUKHU yHOpaBICHUSA
JIOKYMEHTOOOOPOTOM OpraHU3aluN
07.013 VYnpasnenue o KoHTponb 3a coOirofeHHEM TIpaB Ha
[TpodeccuonanbHbIit uudpoBoit UCIIONIb30BaHUE uH(pOpMaIUu
cranmapT «Cnenuanuct | Tpanchopmanuen JIOKYMEHTHPOBaHHBIX c(ep AeSaTeITbHOCTH
uuppoBoi JTOKYMEHTHPOBAaHHBIX OpraHu3aIum
TpaHchopManuu chep AeATeNbHOCTH
JOKYMEHTHPOBaHHBIX OpTaHu3aIH
chep JeSITeIbHOCTH
OpraHu3aII»




4. O0beM, CTPYKTYpa U CO/iepPKaHMe TN CHUTITHHbBI
4.1 O0beM TUCHUNTHHBI

OOmass TPyIOEMKOCTh JTUCIHUIUIMHBI ~ COCTaBIsieT 2 3a4eTHBIX CAWHHIBI, (2
aKaJeMHYECKHX Yaca.

s cryneHToB O4YHON GopMbl 00yueHHs mpeaycMoTpeHo 50 4YacoB KOHTaKTHOM
(aymuTopHO#t) paboThl ¢ oOyvaronumucs (16 gaco neknuid, 34 yaca mpakTHYECKUX padboT) u 22
yaca caMmocTosTensHoi pabotel. 15 wacoB (30 %) ayauropHoil pa®OTBI NPOBOAMTCS B
MHTEPAKTUBHBIX (popMax.

Jiis  cTyneHTOB 3a04HON (OpMBI OOYYEHHS MPETyCMOTPEHO 8 YacoB KOHTAKTHOM
(aymuTopHO#) paboThl ¢ oOywaromumucs (4 yaca Jekiui, 4 Jaca mpakTHYecKux padot) u 64
yaca CcaMOCTOSTEIbHOW pabotel. 3 uaca (37 %) ayauTopHOil pabOTBI TPOBOAMTCS B
MHTEPAKTUBHBIX (popMax.

[IpakTyeckast MOATOTOBKA MPHU peaNnU3aluu y4eOHOM TUCIUIUIMHBI OPraHU3YeTCs ITyTeM
IPOBEJCHUS NPAKTHUUECKUX 3aHATUH, NPEeIyCMaTpPUBAIONIMX ydacTue oOOydaroluxcs B
BBITIOJTHEHUH OTJIEIBHBIX JJIEMEHTOB padoOT, CBsI3aHHBIX ¢ Oyaymiedl mnpodeccruoHaIbHON
JESTEIbHOCTBIO.

[IpakTyeckass MOATOTOBKA BKIJIIOYAECT B C€OS OTHEIBbHBIC 3aHATHS JIGKIMOHHOTO THUIIA,
KOTOpBIE MpelycMaTpUBAIOT Mepenady ydeOHoi uHpopmanuu oOyuaromumcsi, HEOOXOAUMOI
JUI  TIOCJIEIYIOUIETO BBIMOJIHEHUS paldoT, CBs3aHHOM ¢ Oynymeid mnpodeccnoHambHON
JESITENIbHOCTBIO.

[TpomesxyTouHas aTTecTanus — 3a4er.

4.2. CTpyKTYypa TUCHUIINHBI
Ounas ghopma 0byuenus

Buabl yuedHoii padoThl,
. U TPYJ0eMKOCTh (B yacax
HaumenoBanue MoxyJieii = PyA ( )
No/ 3} B 1.4. ayn.
(pa3nenoB) o IIpa
Ne = 3aHATHSA B
U TeM Y | Becero |Jleknuu | K. CPO
@) UHTEPAKTUBH
pao. , N
oii popme
Pazoen 1 Ynpagnenue 0okymenmayueii KAk 005eKm HOPMAMUBHO20 Pe2YIUPOSAHU
1.1 | Tema 1.1 YnpaBnenue 1*
JOKYMEHTALEN: ITOHATHE, Jlekuus-
(GyHKIUH, YpOBHU 3 4 2/1* MIPOrpaMMHUPOB 2
aHHas
JICKYCCHSI
1.2 | Tema 1.2 HopmaTuBHas 2%
0a3a ymnpaBJIeHHS Jlexuus-
JOKYMEHTaIUeH 3 8 2/2* 2 | mporpaMMHUpoOB 4
aHHas
JIMCKYCCHSI
Pazoen 2. Hopmamuesnusie npasogvie akmul 8 cjhepe ynpasieHus 0OKymeHmayueil
Tema 2.1 HopmaTusHbIe 2*
MIPABOBBIC AKTHI: TIOHSTHE, Jlexmmsi-
2.1 | dopmbl, Xapakrep 3 8 2/1* 4 | mporpaMMHpOB 2
TpeboBaHUM aHHast
JICKYCCHSI
Tema 2.2 CocraB n o
XapaKTepUCTHKA Jlenosas
2.2 | HOPMATHUBHBIX IPABOBBIX 3 11 2 6/2* 3
CUTYaIlMOHHAS
aKTOB B cepe
urpa
yIIpaBJICHUS




JIOKYMEHTaluen

Tema 2.3 JlokanbHbIC 1*
HOpPMaTHUBHBIE IPABOBBIC Jlexuusi-
aKThl OpraHU3aIuH, MIPOrpPaMMHUPOB
perynupymoiine aHHas

2.3 | ympaBiieHHe 3 11 2/1* | 6/2* JIMCKYCCHS 3
JTOKyMEHTAIeH 2*

Jenopas
CUTYyallMOHHAs
urpa
Pazoen 3 Hopmamuenvie 00KyMeHmusl RO CMAHOAPMU3AUUU
6 cghepe ynpaenenus 0oKymenmauyue
Tewma 3.1 HopmatuBHBIC 1*
JIOKYMEHTBHI 110 Jlekuus-

3.1 | ctangapTHU3anuu:; 3 8 2/1* 4 | mporpaMMHupOB 2
MIOHSTHE, BUJIBI, XapaKTep aHHas
TpeboBaHu JICKYCCHUS
Tema 3.2 CoctaB u
XapaKTepUCTHKA o
HOPMAaTUBHBIX

3.2 | TOKYMEHTOB 10 3 11 2 6/2* Henosas 3

CUTYyallMOHHAs
CTaHJapTH3AIMU B cepe nrpa
yIpaBICHUS
JOKYMEHTalHEeH
Tema 3.3 Cranmaptbl 1*
OpraHMu3alMi KaK Jlekuus-
CPEICTBO HOPMAaTUBHOTO IPOrpaMMHUPOB
PETYJIUPOBAHHUS aHHas

3.3 | ympaBnenus 3 11 2/1* | 6/2* JIMCKYCCHSI 3
JOKyMEHTaIuen 2*

JlenoBas

CUTYyaIlMOHHAS
urpa
15*(30%)
Hmozo: 72 ‘ 16 ‘ 34 22
3aounas ghopma 0byuenus

Buabi yuedHoii padoThl,

HaumenoBanue MoxyJieii = H TPYAOEMKOCTE (B Hacax)
Ne/ 3) B 1.4. aya.
Ne (pasieaon) = Hpa 3aHATHS B

U TeM v | Becero |Jlekuuu | K. CPO
@ HHTEPAKTHBH
pao. .
oii popme*
Pazoen 1 Ynpasnenue 0okymenmauyueil KaKk 00veKm HOPMAMUBHO20 PeZyaUPOCAHUA
1.1 | Tema 1.1 Yopasnenue 1*
JOKYMEHTaIMEW: TOHSITHE, Jlekuus-
GbyHKINHU, YpOBHH 3 4 1/1* IIPOrpaMMHUPOB 3
aHHas
JTUCKYCCHUS




1.2

Tema 1.2 HopmaTuBHas
0a3a ynpaBiieHUs
JOKYMEHTaIeu

Pazoen 2 Hopmamuenwvie npagoewt

e akmol 8 cghepe ynpasienus 0OKymenmayueil

2.1

Tema 2.1 HopmaTuBHbIe
IIPABOBBIE AKThI: TIOHATHE,
¢bopmBI, XapakTep
TpeboBaHUM

2.2

Tema 2.2 CocraB u
XapaKTEPUCTHKA
HOPMATUBHBIX TIPABOBBIX
akToB B cepe
yIPABJICHUS
JIOKYMEHTaIeH

11

2/1*

l*
Jenopas
CUTYyaIlMOHHAS
urpa

2.3

Tema 2.3 JlokanbHbIe
HOPMAaTHUBHBIE ITPABOBBIC
aKThl OpraHU3allNH,
peryaupyroiue
YIIpaBJICHHE
JIOKYMEHTalMeH

11

11

Pazoen 3. Hopmamuenui
6 cghepe ynpagenun 0OKymenma

uuei

€ 00KyMeHmbl N0 CMAaHoapmu3ayuu

3.1

Tema 3.1 HopmaTuBHbIe
JTOKYMEHTBHI 10
CTaHJapTH3AINH:
TIOHSITHE, BUJIBI, XapaKTep
TpeboBaHU

3.2

Tema 3.2 CocraB u
XapaKTEPUCTUKA
HOPMAaTUBHBIX
JIOKYMEHTOB TI0
CTaHIapTH3aIUH B cepe
YIIPaBJICHUS
JIOKYMEHTaleu

11

2/1*

1*
JlenoBas
CUTyallUOHHAasA
urpa

3.3

Tema 3.3 CrangapTsl
OpraHu3alni Kak
CPEICTBO HOPMATUBHOTO
peryanupoBaHus
yIpaBJIeHUS
JIOKYMEHTalen

11

11

3*(37%)

Hmoezo:

72

64

4.3 Conepxanue IMCUUILIHHBI

n/n

Conep:xanue
AUCHHUTLTHHBI
(Paznesnbl. Tembr)

PesyabTaTsl 00yyeHus

Buabl
OIIEHOYHBIX
CPeICTB;
¢popmbl
TEKYLIero




KOHTPOJIs,

NPOMEKYTOYHOM
arTecTalu
Pa3zoen 1 Ynpasnenue 0oxymenmauyueil KaK 00beKm HOPMAMUEHO20 Pe2yIUpPOGAHU

Tema 1.1 Ynpaenenue | Dopmupyemovie KOMnemeHyuu: TecToBslit
O0OKymenmauuei: [K-1. Crniocoben PYKOBOAUTH | KOHTPOJIb
noumamue, ¢ynKkyuu, | 1eITEILHOCTHIO o
YPOGHU. [TonsiTue, | JOKYMEHTAIlMOHHOMY 00ecCTeYeHnI0
OCOOCHHOCTH YIIPaBIICHUS | YIIPABICHUS OpraHu3anuen
JOKyMEHTaluen Kak | B pesynmprate  HM3ydeHHs ~ TEMBI
0o0beKTa  HOPMATHUBHOIO | 0OYyYaIOIIUKCS JOJKEH:
peryiupoBanusi. OyHKIUU | 3HaAmMb:
YIPABJICHUS ® 0cOOEHHOCTHU YIIpaBJICHHUS
JOKyMeHTauue. Mojaenu JIOKyMEHTaIuen KakK 00BeKTa
YIPaBJICHUS HOPMAaTUBHOT'O PErYJIMPOBaHMUS;
SJICKTPOHHBIMU ® COBPEMEHHOE COCTOSIHUE u
MNOKYMCHTaMM. YpoBHH 0COOCHHOCTHU HOPMATUBHOT'O

1.1 | ynpaBjicHHs peryiaupOBaHUs YIPABJICHUS
JOKYMEHTALUCH: JTOKyMEHTAIHUEN;
(enepanbhbiii, CyObeKTa | yuemsp:
PO, MYHUIUTIATBHEIN, | o mpuMeHsTH HOpPMaTHUBHBIE
OpraHnu3anuu / JOKYMEHThl TpU PEIICHUH 3ajJad
HIPCATNIPUATHL. Pomb | opranmzamun u KOHTPOJIA
HOPMAaTUBHOTO 3¢ (PEKTUBHOCTH  JEATEIBHOCTH B
PEryInpoBaHH:A B | cdepe ynpaBieHUs T0KyMEHTALUEH;
YIpaBJICHNH enaoemp:
JIOKyMEHTaIHeH Ha | o mOHSITHITHBIM arrmapaTom,
Pa3IuvHBIX YPOBHAX. XapaKTepU3yOLUM HOPMAaTUBHOE

peryiaupoBaHue YIPABJICHUS
JIOKYMEHTAIUEH.

Tema 1.2 Hopmamuenaa | @opmupyemoie KOMnemenyuu: YcTHBIN ompoc,
oaza ynpagnenusn | [1K-1. Cnocoben PYKOBOJHTH | OTYET O
OoKymenmauvueil. JESATEIBHOCTBIO 10 | BBIITOJIHEHUH
[TonsiTue ~ HOPMATHBHOIO | TOKYMEHTAllMOHHOMY 00€eCneyeHnI0 | IPaKTUUECKON
JOKyMEHTa.  Buasl ¥ | ynpaBieHus opraHuzanuen paboThI,
OTJIMYUTEIIbHBIE B pe3synbrare  u3yueHUs ~ TEMbI | TECTOBBIN
0COOEHHOCTH 00yJaroIuics TOJKEeH: KOHTpPOJIb
HOPMAaTHBHBIX 3Hamb:
JIOKYMEHTOB. ® BUJIbI U OTJIMYUTEIIbHBIE OCOOEHHOCTH

12 ®denepalibHbII NPOCKT | HOPMATHUBHBIX JTOKYMEHTOB B cdepe

: «HopmarusHoe yIpaBieHUs TOKyMEHTALUEH;

peryianposanue LudppoBoi ® COBPEMEHHOE COCTOSTHUE u
cpenbl»  HanmoHaneHOTo | ocoGeHHOCTH HOPMAaTHBHOTO
NPOCKTa «udposas peryJnpoBaHus yIpaBJICHUS
OKOHOMHKA)): HOKYMeHTaHHCﬁ;
XapaKkTepUCTHKA, POJIb B | yyems:
pa3paboTKe HOPMATHUBHOH | e ocymIecTBIATh MOMCK HOPMATHBHBIX
0asel B chepe ympasieHHs JIOKYMEHTOB, PEryIupyOLNX

JIOKYMEHTalUen B
YCIOBUSAX LU(POBU3AIUH.

YIpaBJICHUE JOKYMEHTAIUEH;
enademy:




CocraB HOPMaTUBHOMU
6a3bl yIIpaBICHUS
JIOKYMEHTaIUEH

HOPMATHBHBIE  IPABOBBIC
aKThI, HOPMAaTUBHBIE
JIOKYMEHTBI o
CTaHJapTU3aLUU.

® HaBbIKaMU HOPMAaTUBHBIX

JIOKYMEHTOB, Perylnupyromux
YIIPABJICHUE TOKYMEHTaLUEH

aHajin3a

Pazoen 2 HopmamusHovie npasosvie akmol 8 cihepe ynpasienus 0OKymenmayueil

Tema 2.1 Hopmamuenvie

Dopmupyemovle KOmMnemeHyuu:

YcrHblii onpoc,

npaeoevie axkmut: | 11IK-1. Crniocoben PYKOBOAUTH | OTYET O
noumamue, dopmbl, | IEATEIBHOCTBIO 10 | BBIITOJIHEHUH
xapakmep mpedoeanuil. JOKYMEHTAallHOHHOMY 00eCIeUYCHUIO | IPAKTHIECKON
IlonsiTHe «HOPMATHUBHBIN | YIIPABIECHUS OpPraHU3alUeH paboThl,
npaBoBoil akT». @opmel | B pe3ymbrare  u3y4yeHUs ~ TEMBI | TECTOBBIU
HOPMATUBHBIX IPAaBOBBIX | 00Y4AIOIIUNCS JOTHKEH: KOHTPOJIb
aKTOB U XapakTep WX | 3Hamo:
TpeOoBaHuUI. ® HOpPMaTUBHBIE IPABOBHIE aAKThl B
Paspaborunku cdepe ynpapieHus: JOKyMEHTAIUEH;
HOPMATUBHBLIX IIPABOBLIX | ymemsp:
21 AaKTOB B chepe ® OCYILECTBIIATh IIOMCK HOPMaTUBHBIX
YHpaBICHUA JIOKYMEHTOB, PETYIHUPYIOIINX
JOKYMEHTALUEH. yIpaBJICeHUE TOKYMEHTALUEH;
Vcrouynnku wuHbOpManuu ® [IPUMEHATh HOPMATHBHBIE IIPABOBBIC
O MPHUHATBIX POCCHHCKUX |  agrpl pu pemeHun 3a1a4
HOPMATHBHBIX ~IIPaBOBBIX |  opraHM3aLuy " KOHTPOJIS
aKTax B ciepe 3QPEKTUBHOCTH  JEATETBHOCTH B
YIpaBJICHHA 5 cdepe ynpapieHus: JOKyMEHTAIUEH;
JIOKyMEHTaluen. enademn:
® [IOHSTUIHBIM anmapaTom,
XapaKTEPU3YIOIIUM HOPMaTUBHOE
peryivpoBaHue YIPaBJICHUS
JIOKYMEHTAIUEH.
Tema 2.2 Cocmae u | @opmupyemovie KOMHEMEHYUU: YcTHbIi onpoc,
Xapakmepucmuka IK-1. Criocoben PYKOBOIMTH | OTYET O
HOPMAMUGHBLIX NPABOGHIX | IEATEIBHOCTBIO 10 | BBITTOJIHCHUH
aKmog 6 cghepe | TOKyMEHTALLUOHHOMY 00eCneveHnI0 | MPaKTHYeCKOH
ynpaenenus yIpaBJIeHUs OpraHu3anuen paboThl, OlLIEeHKa
OOKymeHnmauueil. B pe3ynbrate  W3yueHUS ~ TEMBI | PE3yJIbTATOB
XapaxkTepucTuka 00y4aroIUICs T0JKEH: ydacTtus B
HOPMATUBHBIX MPABOBBIX | 3HAMb: JIEJI0BOM
AKTOB B chepe ® HOPMATUBHEIE IIPaBOBLIE AKTHI B CUTYallMOHHOM
2.2 | ynpaBieHHA cepe ynpaBieHns JOKyMEHTAIeH, | HTPe, TeCTOBBIi
JTIOKYMEHTAIUEH. ymemo: KOHTPOJb

3aKOHO,Z[aTeJ'IBHBIC adKThI B

chepe wuHbpopManuu
JOKYMEHTalluu. YKa3bl M
pactopsKEHHS

IIpe3unenra PO,
MTOCTaHOBJICHHSI u
pactopsLKEeHUs

[IpaBuTenscTBa PO,

® [IPUMCHATL HOPMATHBHBIC IIPAaBOBLIC

aKTBI npu perieHuu 3a1a4y
OpraHu3aIu u KOHTPOJIA
3¢ (PEeKTUBHOCTH  JESATEIBHOCTH B

cdepe ynpapieHus TOKyMEHTAIIHEIH;
é1a0emo:
® HaBLIKAMU
JIOKYMEHTOB,

aHaJIn3a HOPMATHBHBIX

PETYJINPYIOIUX




IIpaBoBBIE aKThl | yNpaBJIEHUE TOKYMEHTAIUEH
benepanbHBIX OpraHoOB
WCIIOJIHUTEJIBHOW BJIACTH B
chepe yIIpaBIICHUS
JIOKYMEHTAIUECH.
Tema 2.3 Jlokanvnsie | @opmupyemovle KOMNEMEHYUU: YcTHbIi onpoc,
Hopmamuenvle npaesoevie | [1K-1. Cnocoben PYKOBOJIHUTH | OTYET O
aKkmal opzanuzayuu, | NSITEIbHOCTHIO 10 | BBITTOJIHEHUH
pezynupyroujue JOKYMEHTAlIUOHHOMY 00€eCneveHnI0 | MPaKTHYECKON
ynpaenenue YIPABJICHUS OpraHU3alnen paboThI, OlLlEHKa
OOKymMeHmauyueil. B pesynbraTre  W3ydeHHs] ~ TEMBI | PE3YJIbTATOB
JlokasibHbIE HOPMATUBHBIC | OOYJAIOIIHIACS TOJIKCH: y4yacTus B
IIPAaBOBBIE AKTHI: TOHATHUE, | 3HAMb: pi () ():10)1
Buabl. HopmarvBHas W | eBHIbI  JIOKAIBHBIX  HOPMATHBHBIX | CUTYyallHOHHOMN
METOoAUYCCKas 6aza IIPaBOBLIX aKTOB opraHusanuu, | Urpe, TECTOBBIN
pa3paboTKu JOKAJIbHBIX PETYIUPYIOLIUX yhpasjieHHe | KOHTPOJIb
HOPMAaTMBHBIX IPABOBBHIX | JIOKyMCHTAIIHEH;
2.3 | aKTOB OpraHM3alnuy. | e Tpe0OBaHMS K MOPSJKY pa3padOTKH,
ITopsmox pa3paboTKH, odopmIIeHUS u YTBEPKIACHUSA
ohopmieHus u HOPMAaTHUBHBIX JOKYMEHTOB
YTBCPIKACHUA JIOKAJIBHBIX Opra”Hu3aluu,
HOPMATUBHBIX IIPAaBOBLIX ymems:
aKTOB Opranusaliiy, | e paspabaThIBaTh HOPMaTHBHbIE
perynvpyromux JIOKYMEHTBI OpraHu3aIuu,
YIIpaBJICHHUC PEryJIMPYIOIINE yIpaBJiCHHE
JOKYMEHTAIUEN. JIOKYMEHTalUEH;
enaoemp:
® [10/IX0J1aMHU K CO3JJaHUIO0
HOPMAaTUBHBIX JIOKYMEHTOB
OpraHu3aIu.
Pazoen 3 Hopmamuenvie 00KymMeHnbl RO CMAHOApmMu3ayuu
6 chepe ynpasnenua 0oKymenmauyueil
Tema 3.1 Hopmamuenwvie | @opmupyemovle KOMHEMEHYUU: YcTHbIit onpoc,
O0OKyMeHmbl no IK-1. Criocoben PYKOBOIMTH | OTYET O
cmanoapmu3ayuu: JeSTETbHOCTHIO 10 | BBITTOJTHCHUH
nouamue, 6uUObl, JOKYMEHTAIIMOHHOMY 00€eCreYeHnI0 | MPaKTHUeCKOH
xapaxmep mpeoosanuii YIPABJICHHS OpraHU3aInen paboTHI,
Omnpenenenne  noHATUW: | B pe3ynbrare  u3ydeHUsT  TEMbI | TECTOBBIU
«HOPMATHBHBIN JOKYMEHT | 00y4aroIuics JOKEH: KOHTPOJIb
o CTaHJAPTU3ALUNY, | 3HAMb:
«cranmapt».  Kareropwu | e HOpMaTHBHBIE — JOKYMEHTHI mno
3.1 | HOpMaTHUBHBIX CTaHJAapTHU3alluM, HCIIOJIb3yEeMbIC B
JIOKYMEHTOB o cdepe ynpaBieHus: JOKyMEHTAIHeH;
CTaHJapTU3alnuu: ymemo:
HallMOHAJIbHBIC CTAHNIAPTHI | e OCYIIECTBIATh MOUCK HOPMATHUBHBIX
P®; CTaHZapThl |  JJOKYMEHTOB, PETYIUPYIOMIUX
OpraHM3alui, yIpaBJIeHHE JOKYMEHTAINEH;
Ky1accHpuKanum U | e IPUMEHATh HOPMATUBHBIE JOKYMEHTBI
KJ1aCCH(PUKATOPBI [0 CTaHAAPTU3ALUN IIPU PELICHUHU
TEXHHKO-5KOHOMUYIECKOH 3aJa4 OpraHM3ali ¥  KOHTPOJIS
MH(DOpMArHH; IIPAaBUIIA | 3(PeKTUBHOCTH  JEATENbHOCTH B
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CTaHIAPTU3AIMH, HOPMBI U
peKOMEHIalMu B 00JacTu

cdepe ynpapieHUs JTOKYMEHTAITUCH;
enaoems:

CTaHTapTU3alnH. Bunel | e monstHitHBIM arrapaTom,

CTaHJapTOB, XapaKTCPHU3YIOLINM HOpPMAaTHBHOE

JeiCcTByOMX B cdepe | perynupoBaHue yIpaBICHUS

yIpaBiIeHUS JIOKyMEHTaIUeH.

JIOKYMEHTAIUEH.

Xapaktep TpeboBaHU

HOPMAaTHBHBIX

JIOKYMEHTOB o

CTaHJapTU3aLUU.

Hcrounuku uHbOpManuu

0 HOPMAaTUBHBIX

JIOKYMEHTax 1o

CTaHJapTU3aLUU

Tema 3.2 Cocmae u | @opmupyemvie KOMNEMEHYUU: YcTHbIi onpoc,
XapakmepucmuKa [IK-1. Cnocoben PYKOBOJUTH | OTYET O
HOPpMAamugHbIX JESITEIbHOCTBIO 10 | BBITIOJIHCHUH
O0OKYMEHMmM o8 no | TOKyMEHTallHOHHOMY 00eCneveHnI0 | MPaKTHYeCKOH
cmanoapmu3zayuu 6 | yIpaBJeHMs OpraHu3anuen paboThI, OlLEHKa
cghepe ynpagnenus | B pesyiaprare  M3ydeHUs ~ TEMBI | pe3ysbTaTOB
0oOKymenmauueil. 00yJaronuics JOJKEH: y4acTus B
XapakTepucTuKa 3HamMb: JEJI0BOMN
IOJIX0/I0B K | ® HOPMATHBHBIC  JOKYMEHTBl IO | CUTYal[MOHHON
CTaHJapTU3alnn CTAHIAPTH3ALMH, HCIOIb3yeMble B | HIPE, TECTOBBIN
yIPaBICHUS cepe ynpapiaeHus J0KyMeHTanuel; | KOHTPOJIb
JOKyMEHTauuen Ha | ymemp:

MEXKAYyHApOAHOM U | e IPUMEHATH HOPMATUBHBIE TOKYMEHTEI

HAallMOHAJIBHOM YPOBHSIX.

Mo CTaHaapTu3aluu IIpU PCIICHUHU

Cucrema cTaH1apTOB 1O 3a7a4  OpPraHu3alMd W KOHTPOJIS

3.2 | uHpopmManuuy, S>(Q(PEKTUBHOCT  JEATENLHOCTH B
OubnmmoTeYHOMY U cepe yrpaBieHus JOKyMEHTAIUEH;
U3JIATENbCKOMY NIy eademy:
(CUBUJ) kak cpencTso ® HABBIKAMHM  aHaJu3a HOPMATHUBHBIX
YCTaHOBJICHHUS MPABUI U JIOKYMEHTOB, PErYIHpPYIOMHX
TpeOoBaHHH K YIIPABJIICHUE TOKYMEHTalUEH
YIIPaBJICHUIO
JIOKYMEHTalMe Ha
HallMOHAIIFHOM YPOBHE.
XapakTepucTuka
MEXIyHAPOIHBIX,
pPETHOHANIBHBIX U
HAITMOHATLHBIX
CTaHJapTOB B cepe
yIpaBiIeHUS
JIOKYMEHTAIUEH.
Tema 3.3 Cmanoapmot Dopmupyemole KoOmnemenyuu: YcTHbIi onpoc,
Op2aHU3auUil KaK IIK-1. Cnocoben PYKOBOJHTH | OTYET O

33 Ccpeocmeo HOpMaAmueHo20 | NACSATEIBHOCTBIO 0 | BBITIOJIHEHUHU
pezynuposanus JIOKYMEHTAIIMOHHOMY 00€eCTeueHnI0 | MPaKTHIEeCKOM
ynpaeénenus yIpaBIeHUS OpraHu3amnuen paboThI, OlleHKa
JoKymenmauueil. B pesynprare = WM3ydyeHUs ~ TEMbI | PE3YyJIbTATOB
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CranmapThl OpraHu3anuid | oOyJaronIuiics JOJKEH: y4acTus B
(CTO): nonsitue, 3Hamb: JIeJI0BOM
Ha3sHa4YCHHUC. Tpe6OBaHI/I${ o Tpe6OBaHI/I${ K HOPSAIKY paSpa60TKI/I, CHTyaHHOHHOﬁ
Kk CTO. Iopsanok u odopmieHus u YTBEPIKICHHS | UTPE, TECTOBLIN
0COOEHHOCTH Pa3paboOTKH HOPMAaTUBHBIX JOKYMEHTOB | KOHTPOJIb
CTO, perynupyroommx OopraHu3aIuy,
YIIpaBJICHUC ymemov:
JOKYMEHTaILUEH ® pa3pabaTbIBaTh HOpPMAaTHUBHBIC
OpraHu3aLuu. JIOKYMEHTBI OpraHu3alu,
peryaupymoime yIpaBJIEHUE
JIOKYMEHTaIUEH;
enademn:
® [101X0JaMU K CO3JJaHUIO
HOPMAaTHUBHBIX JIOKYMEHTOB
OpraHu3aluu.
IIpomexxyrounas
aTTecTanus —
3a4eT

5. O6pa3oBare/ibHbIe U HH(POPMANMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOT U
5.1 O6pa3zoBaresibHbIe TEXHOJIOTHH

B xome oOydeHus HCHONB3YIOTCA TPaAWLMOHHBIE OOpa30BaTENbHBIE TEXHOJIOTHH,
BKJIIOYAIOIIME ayIUTOPHBIE 3aHATHA B (opMe JEKIUH W MPAaKTUYECKHX padoT, a TaKke
pa3BHUBaOIINE MPOOIEMHO-TIOUCKOBBIE TEXHOJIOTUU: MPOOJIEMHOE HU3JI0KEHHUE JIEKIIHOHHOTO
MaTepHasa; mpoOIeMHO-HUCCIIEAOBATENLCKUE 3a1aHUSI.

OcBoenue y4eOHOro Marepuaia COMPOBOXKIACTCS HWHTEPAKTUBHBIMU (hopmamu
oOyuyenus. [lpm opraHu3anuy JEKIHOHHBIX 3aHATHH HWCHOJB3yeTcss ¢Gopma JIEKIUH -
MPOrpaMMHUPOBAHHON JHUCKycCHU. B mpoBeAeHHHM NpaKTUYECKUX pabdoT MpeArnoiaraeTcs
MCTIOJIb30BaHNE HHTEPAKTUBHBIX (POPM -TIPOBEICHHE JETOBBIX CUTYAIIHOHHBIX UTP.

Jlonst ayIWTOPHBIX 3aHSATHI, NPOBOJAMMBIX B HWHTEPAKTHUBHBIX (opmax oOydeHus,
cocraBnsieT 30% Ha ouHOMl (opme oOyueHus u 37% Ha 3a04HON ¢opme OO0y4deHHs, YTO
cootBercTByeT TpeboBanusMm @OI'OC BO mno HampaBneHuto mnoarotoBku  46.04.02
«JloKyMeHTOBeIEeHUE U apXHBOBEICHUE).

B nensix caMOKOHTPOJISI 3HaHUM CTY/I€HTOB MCIIOJIB3YIOTCS TEXHOJIOTUN TPOBEPKU YPOBHS
OBJIQJICHUSI YI€OHBIM MaTEpHAIIOM C HCIOJIH30BAHWEM KOHTPOJIBHBIX BOMPOCOB IO pa3zeiam
JUCITUTIAHBI.

Jnist AMarHOCTHKH KOMITETEHIINH PUMEHSIFOTCS CIEAYIoNIe (OPMbI KOHTPOJIS: YCTHBIN
OIPOC, MPOBEPKA OTYETOB O BBHIMOJIHEHUH MPAKTUYECKUX paOOT, OLIEHKA PEe3yJIbTaTOB y4acTHs
B JICJIOBOW CUTYallMOHHOW UIpe, TECTUPOBAHHUE, 3a4eT.

5.2 NudopManHOHHO-KOMMYHUKAMOHHBIE TEXHOJIOTHH

IIpu opranuzamuu yd4eOHOro TIpolecca IIUPOKO  HCHOJIb3YeTcsl  COueTaHue
o0pa3oBaTeNbHbIX M HH(GOPMALMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTHI: MPaKTUKYIOTCS
MYJIbTUMEAUMHBIE JICKIMOHHBIE 3aHATHUS, MH()OPMAIMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTMU
COIIPOBOXKIAIOT INPOBEJCHHUE IMPAKTHUUECKUX paboT, OpraHHU3aLUI0 CaMOCTOATENBHON pabOThI

o0yJaromuxcs.
Ha caiite «ONeKTpOHHAs obOpasoBarenbHas cpena KemI'MTK»
(https://edu2020.kemgik.ru/course/view.php?id=4140) pa3MenieHbl TEOPETUYECKHE,

MIPAaKTUYECKHE, CIPABOYHBIC, METOJMYECKHE, KOHTPOJIBHO-U3MEPUTENbHBIE 3JIEKTPOHHBIC
peCypChI O JUCLUTIINHE.

AKTHUBH3AIIMIO CaMOCTOSITENIbHON pabOThl OOYyYaromMXCs U KOHTPOJb PE3YyJIbTaTOB H
CPOKOB OCBOCHHUSI pa3/eloB U TEM JUCHUIUIMHBI OOECIEeYMBAET WCIOJIb30BaHUE TaKUX
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MHTEPaKTUBHBIX JIEMEHTOB «DIEeKTpOoHHON oOpazoBaTenbHOU cpeasl KemI MKy, kak «3aganue»
n «Tecr». HHTepakTuBHBIA 351eMEHT «TecT» BKIOYAET pas3IMYHbIE THUIBI BOIPOCOB U
UCIIONIE3YETCSI KaK OJTHO U3 OCHOBHBIX CPEJICTB OOBEKTUBHOM OIEHKM 3HAHWN 00ydYaroImierocs B
X0J1e CAMOKOHTPOJIS, TEKYILIETO U MPOMEKYTOUHOTO KOHTPOJIS 3HAHUN 1O JUCLUILTUHE.

WNHutepakTuBHBIM 31eMEHT «3aJaHue) TMO3BOJISET MPErnoAaBaTeli0 MOIEPKUBAThH
00paTHYIO CBSI3b C OOy4arolUMCSl TOCPEACTBOM MPOBEPKU 3a/laHusl (OTYETOB O BBINOJHEHUU
MPAKTUYECKUX padoT) B BUJC KOMMEHTApUEB, a TaKXkKe 00€CIeYNTh WHANBUIYAIBHBIN MOJAX0 K
oOydJalmuMcsi C YY4eTOM HUX ICUXO(PHU3UOIOTHYECKX ocoOeHHOocTe. HHTepakTuBHBIC
AJIEMEHTHI ¢ BO3MOXHOCTBIO OOpaTHOW CBSI3M MMEIOT 0CO00€ 3HAUEHUE ISl 3a09HON (HOPMBI
00y4eHHs, MOCKOJIbKY IO3BOJISIOT HE TOJIbKO KOHTPOJUPOBATH BBIMOJIHEHUE O0YYarOIIUMCS
3a1aHuil (KOHTPOJIBHBIX PaboT), HO U MOTUBUPOBATh €r0 CaMOIOATOTOBKY B MEKCECCHOHHBIN
HEePUOSI.

Hcnonb30BaHWe WHTEPAKTHBHBIX JIEMEHTOB «3ananue» u «Tect» Takke obOecrieunBaeT
¢ukcanuoo xona oOpa3oBATEILHOrO Ipollecca, Pe3yldbTaTOB TEKYIIEH U MPOMEKYTOUHOMN
YCIIEBAEMOCTH O0YUAIONTUXCS 0 TUCITUTUIAHE.

6. YueOHO-MeTOANYeCcKOe o0ecnieyeHre CaMOCTOAITeIbHOIH padoThl 00y4yaromuxcs
6.1. IlepeyeHb Yy4eOHO-METOAMYECKOr0 oOOecCHeYeHUs] I CaMOCTOSATENbHOH PadoThI
00yyarIuXxcs
Marepuansl Ui OpraHU3aLUU CaMOCTOATENIbLHOW paboThl 00YYaIOIUXCs [0 TUCIUITIIMHE
«HopmatuBHOE peryiaupoBaHuE YIpPaBJICHUS JOKYMEHTAIMe» pa3MelleHbl B «DJIEKTPOHHOU
obpasoBarensHoii cpeae» (https://edu2020.kemgik.ru/course/view.php?id=4140) u BK/ItOYArOT:
Opzanuzayuonnule pecypcul
* Temarnueckuil niaaH AUCUUIUIMHBL U1 CTYIE€HTOB OYHOU (hOpMBbI O0yUEeHHUS
» Temarnueckuii MIaH AUCUUIUIMHBI IS CTYICHTOB 3209HON (POPMBI O0yUIECHHUS
Yuebno-meopemuueckue pecypcul
¢ Koncnekrsl ek
Yuebno-npaxmuueckue pecypcul
*  Onwucanus NpakTUYECKUX padboT
Yuebno-memoouueckue pecypcoi
* Meroanueckue ykazaHus MO BBIITOJIHEHUIO yUeOHOTO NCCIIEI0BATENbCKOIO IPOEKTa
Yuebno-naenaonuie pecypcul
*  DJEeKTpPOHHBIE MTPE3EHTALUH
Yuebno-6ubnuocpaguueckue pecypcoi
* Cnucok peKOMEHIyeMOil InTepaTypbl
DoHO oyeHoUHbIX cpedcma
* Bompocsl mis yctHOro ompoca (mmo paszeniaMm ANCIUIUIMHBI) U KPUTEPUU OLICHUBAHUS
OTBETOB
* Temaruka €JIOBBIX CUTYAI[MOHHBIX UTP U KPUTEPUHU OLICHUBAHMSI PE3YJIbTaTOB yYacTHs B
HUX
» Kpurepuu onieHHBaHUS MPAKTUYECKUX PadOT
* Bomnpocsl k 3auety
* Tecr no nucumIuIvHEe

6.2. TeMaTHKAa /1eJIOBBIX POJIEBbIX H CHTYalIHOHHBIX HI'P

1. Pa3paboTka cueHapus U TpOBeJEHHE [EJIOBOH CHTYyallMOHHOH urpel «Bpibop
000CHOBaHHE COCTaBa HOPMATHUBHBIX MPABOBBIX aKTOB, PErVIAMEHTUPYIOUINX YIpaBIeHUE
JOKYMEHTALUEN .

2. Pa3paboTka creHapus W TIPOBEICHHE JCJIOBOM CHTYAallMOHHOW HWIPhl «DKCIEepTH3a
JIOKQJIbHBIX HOPMAaTUBHBIX aKTOB OPraHU3aluW» (Ha IpUMeEpe 3aJaHHON OpraHU3aliH)

3. Pa3paborka creHapuss W TPOBEICHUE [ICJOBOW CHUTYallMOHHOH wWrpbl «Bpibop u
000OCHOBaHME HCTOYHUKOB HMH(POpPMALUM O JCHCTBYIOUIMX HAIMOHAJIBHBIX U
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MEXyHAPOJHBIX HOPMATHUBHBIX JOKYMEHTaX IO CTaHAApTH3alMU B cepe yrmpaBiIeHHs
JIOKYMEHTAIUEI»

4. Pa3paboTka cueHapus M TpPOBEIEHHE JAEJIOBOH CUTyallMOHHOW Wrpbl «DopmupoBaHHE
TpeOOBaHUN U OIpelesieHHue Mopsaka pa3paboTku crtaHgapra opranuzanuu (CTO),
PETYJIMPYIOIIETo YIpaBlIeHUE TOKYMEHTAIKEH» (Ha pUMepe 3alaHHOI OpraHU3aIuy).

6.3. MeToauyeckue yka3aHusi 1Jsi 00y4aloIIMXCS MO OPraHU3alMU CAMOCTOSATEIbHOI
padoThI

CamocrositenbHast pabotra oOyuatomuxcs (CPO) sBusiercss 00sS3aTenbHBIM — BUIAOM
y4eOHO# pabOTHI MO AUCIUIUINHE, BHIIOIHICTCS B COOTBETCTBHH C BBIJJAHHBIM TIPETIOIaBaTeIeM
3aJJaHHEM U B YCTAaHOBJICHHBIE CPOKH.

CamocrosTenbHas paboTa OOYYAIOIIMXCS HAINPaBICHa Ha OCBOCHUE TEOPETUYCCKUX
3HAaHUH, OBJIAJCHHE NPOPECCHOHATHHON TEPMHHOJIOTHUEH, pa3BUTHE HABBIKOB pPAaOOTHI C
npopILHBIMU IIU(PPOBBIME PECypcaMu, HOPMATUBHBIMU JOKYMEHTAMH.

Bugamu CPO no aucuMIuiuHe SIBISIIOTCS: CAMOCTOSITEILHOE M3YyYEHUE TEOPETUYECKOTO
Marepuaia, MoJroToBKa K TECTUPOBAHUIO, MOJATOTOBKA K 3a4eTYy.

MGTOI[I/I‘-IGCKI/IG YKa3aHus 110 BBIIIOJHCHHUIO OTACIBbHBIX BHI0B CPO, a TaK¥XKe Tp€6OBaHI/I$I
K OQOPMIICHHIO M TPEACTABJICHUIO PE3YJIbTATOB Pa3MELICHBI B COOTBETCTBYIOIIMX MOMIYJISAX
AIIEKTPOHHOTO y4eOHO-METOJMUECKOTO KOMILIEKCa JVCIIUTLTHHEI «HopmaruBHOe
peryavpoBaHUE  YIPaBJICHUS  JIOKyMEHTAIMEH»,  Pa3MEHICHHOTO0 B «DJICKTPOHHOM
obpazoBarensHO# cpenex» (https://edu2020.kemgik.ru/course/view.php?id=4140).

Coaep:kanue caMOCTOATEIbHOI PadoThl 00Y4YAIOLINXCS

KonuyecTBo yacos
TeMbl Buanl 3panmnii
JJISI CAMOCTOAITEJIbHOM = - 5 ; U Cco/iepKaHue
padoThI 00y4arouXxcs S 3= = 3 = CaMoOCTOSITeIbHON PadoThl
228 | 322
"2 = o2 =
5% | £S%
=
Pa3zoen 1 Ynpasnenue 0okymenmayueil KaKk 00beKm HOPpMAmMueHo20 pecyiupoeanus
Tewma 1.1 Yopasnenue CamocrosiTenbHOe H3y4YeHUe
JOKyMEHTalMeN: TIOHATHE, 2 3 TEOPETUYECKOr0 MaTepuana; MOArOTOBKA K
GyHKIIMH, YpOBHU TECTUPOBAHUIO
Tema 1.2 HopmaTuBHas CamocTosiTenbHOE U3yueHUe
6a3a ynpaBieHus 4 7 TEOPETUYECKOr0 MaTepHaa; MOArOTOBKa K
JIOKyMEHTaluen TECTUPOBAHUIO
Pazoen 2 Hopmamuegnvie npagosvie akmol 6 chepe ynpagienus 00OKymenmayueii
Tema 2.1 HopmaTuBHbIE CaMocTosTeNnbHOE U3yUEHUE
IIPABOBBIE AKTHI: TOHSITHE, 2 7 TEOPETUYECKOr0 MaTepuaa; MoAroToBKa K
bopmbl, XapakTep TECTUPOBAHUIO
TpeOoBaHUi
Tema 2.2 CocraB u CamocTrosTenbHOE U3yUYEHUE
XapaKTepUCTHKA TEOPETUUYECKOr0 MaTepuana; MoAroToBKa K
HOPMAaTUBHBIX IIPABOBBIX 3 9 TECTUPOBAHUIO
aKToB B cepe
yIpaBIeHUS
JIOKYMEHTaluen
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Tewma 2.3 JlokanbHbIe CamocCTOsITETbHOE U3YUECHHUE
HOPMAaTHBHBIE MPABOBbHIC TEOPETHYECKOr0 MaTepualia; moJAroToBKa K
aKThl OpraHU3alMH, 3 11 TECTUPOBAHUIO

peryiupymoiue

YIPABJICHHUE

JIOKYMEHTalHUen

Pazoen 3. Hopmamuensie 00KyMeHmbl RO CMAHOAPMUZAUUU
6 cghepe ynpaenenusn 0oKymenmayuen

Tema 3.1 HopmaTuBHbIE CamocTosTEIbHOE U3YUYCHHUE
JIOKYMEHTHI 110 TEOPETHUECKOr0 MaTepualia; nmoJaroToBKa K
CTaHJapTH3ALUH: 2 7 TECTUPOBAHUIO
MOHSITHE, BUBI, XapaKTeP
TpeOOBaHM
Tema 3.2 CoctaB u CaMocTosTenbHOE U3yUEHUE
XapaKTepUCTHKA TEOPETUUYECKOr0 MaTepuana; oJroToBKa K
HOPMAaTHUBHBIX TECTUPOBAHUIO
JIOKYMEHTOB 10 3 9
CTaHIapTH3aIUH B cepe
yIpaBIeHUS
JIOKYMEHTalHuen
Tema 3.3 Cranaaptsl CamocTosTenbHOE U3yUEHUE
OpraHu3aIMil KaKk TEOPETHYECKOr0 MaTepuaia; moAroToBKa K
CPEICTBO HOPMATHUBHOTO 3 11 TECTUPOBAHUIO
peryaupoBaHus
yIpaBIeHUS
JIOKYMEHTalHuen
22 64 IlogroroBka k 3auety

7. ®OH/I OLIEHOYHBIX CPeICTB

Bxirouaer OLCHOYHBIC CPCEACTBA [JII TCKYIICTO KOHTPOJA YCII€EBACMOCTH W I
HpOMe)KYTO‘IHOI\/'I arrecraiqun 1o urtoramM OCBOCHUA MAUCIHUIIIINHBI. CprKTypa U COACPpIKAHHC
q)OH,[[a OLCHOYHBIX CPEACTB MPECACTABIICHLI B BHCKTpOHHOfI I/IH(l)OpMaI_II/IOHHO-O6p8.30BaTeJ'H>HOI71
cpene (https://edu2020.kemgik.ru/course/view.php?id=4140).

8. Meroanyeckue ykazaHus AJIs1 00y4AaI0IMXCS 110 OCBOCHUIO M CIHILIHHBI

OcBoenue yuyeOHOM naucuuiuiMHbl «HopMaTuBHOE perynupoBaHuE — YIIpaBJICHUS
JOKyMEHTAIMEN» MPEAnogaraeT Kak MU3ydeHHEe TEOPETUYECKOIro MaTepuala B XOIE JICKUUN U
CaMOCTOSITENIbHOM pabOoThl 00Y4arOIIKXCS, TAK U BBIIOJHEHUE MPAKTUYECKUX PadoOT.

B cTpykType AMCIMIIIMHBI BBIAEISAETCS TPU B3aMMOCBA3aHHBIX pas3zaena. IlepBoHadyansHO
oOydaromuiicss 3HAKOMUTCS C TOHATUWHBIM  ammaparoM, CYIIHOCTbIO  YIpPaBJIEHUS
JOKYMEHTaIUeH, peryIupyomueil ero HopMaTuBHOM 6a30i.

Bropoii pa3gen mocBsilieH pacCMOTPEHUI0 HOPMAaTUBHBIX IPaBOBBIX aKTOB B cdepe
yOpaBiICHUS  JOKyMEHTallUEl, IPUHUMAEMBIX Ha pa3JIW4YHBIX YPOBHSAX  YIPAaBJIEHUS
JIOKYMEHTAIUEH.

Tpetunii pa3znen xapakTepusyeT COCTaB U OCOOCHHOCTH MPUMEHEHHsI MEXTyHAPOJAHbBIX U
HAI[MOHAJbHBIX HOPMATHBHBIX JOKYMEHTOB IO CTaHIapTU3alMu B cdepe ymnpaBiIeHUs
JIOKYMEHTAIUEH.

llenpto BBIMOMHEHMS] TNPAKTUYECKUX paboT sABIsSeTCs (OPMUPOBAHUWE YMEHUU U
BIQJICHNH, CBSI3aHHBIX C IIOMCKOM M aHaJM30M HOPMAaTHBHBIX JIOKYMEHTOB; HaBbIKaMU
UCIIOJIb30BAaHUS ~ HOPMAaTHBHBIX  JOKYMEHTOB TIpU  OpraHu3aludd  JIOKYMEHTO00OpoTa
OpraHu3aly; pa3pabOTKONW JOKYMEHTOB IO YIpaBJICHHIO JOoKyMeHTanuen. [Ipakxtuueckue
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paboThl BBHIMOJNHAIOTCS Ha TEPCOHANBHBIX KOMIbIOTEpax B JlabopaTtopuu (akyinpTeTa
MH(POPMALMOHHBIX, OMOIMOTEUHBIX U MY3€HHBIX TEXHOJIOTMH. J{J1s1 BBIMOIHEHUS PAKTHYECKUX
pabotr wucnone3ytorcs MHTEpHET-pecypchl, a Takke (OHA HOPMATHBHBIX JOKYMEHTOB,
PErIaMEHTUPYIOIIUX BOIPOCH! YIIPABJICHNS JOKYMEHTALUEN.

Onucanust IpakTUUECKUX pabOT pa3MelleHbl B «DIEKTPOHHOW 00pa30oBaTeNbHON cpene
KemI'MK» (https://edu2020.kemgik.ru/course/view.php?id=4140). Omnucanue mpaKTHIECKOM
paboThl BKIIIOYAET IIeJb, 3a/1a4M, O00ECIICUHBAIOIINE CPEICTBA paboThl, TpeOOBAHUS K OTYETY,
TEXHOJIOTUIO BBINOJIHEHUSI pPa0OThl, KOHTPOJIbHBIE BONPOCHl M CIMCOK PEKOMEHAYeMOMH
auteparypel. DopMoil oTdeTa SBISAIOTCS (ailyibl € pe3ylbTaTaMy BBHIMOJHEHUS 3aaHUM,
IPEIYCMOTPEHHBIX IPAKTUYECKUMHU paboTaMu ¥ O()OPMIIEHHBIX B COOTBETCTBUU C 33/1aHHBIMU B
ONKCAaHUM KOHKPETHOW paboThl TpeOoBaHusMU. llocie BBIMONMHEHUS KaXIOW MPAKTHYECKOU
paboThl 0Oy4aroLecs caMOCTOSTENbHO pa3MelaoT (aiiibl B nanky «OTYEThl O BBITOJHEHUH
NPaKTUYECKUX paboT». Pe3ynbTaThl BHIMOTHEHUS KaXIOW MPAKTHUECKOW pabOThl OLIEHUBAIOTCA
npernojiaBaTeseM B oamnax.

CamocrosarenbHas paboTa 00ydarollerocs OPUEHTHPOBAHA HA U3YYCHHE JIUTEPATYPHI,
aHaJM3 HOPMATUBHBIX JOKYMEHTOB, LM(PPOBBIX PECYPCOB, MOATOTOBKY K TECTHUPOBAHUIO U
3adery. C 1enbio obOecreueHruss CaMOKOHTPOJIA 3HAaHUM MO JAUCIUIUIMHE Il 00ydJaromierocs
IIPEUIaratoTcss KOHTPOJIbHBIE BOIIPOCHI 110 Pa3/ieiaM JIUCLHUIUIMHBIL.

Jnst  obecriedeHusi KOHTPOJIA 3HAHUM NPEAYCMOTPEHO TECTUPOBAHUE, KOTOPOE
ocyliecTBisieTcss Ha Iuarpopme «IEeKTpoHHOW oOpazoBarenbHOll  cpensl  KemI K».
[IpenonaBarenieM ycTaHABIMBACTCS BPEMs IIPOXOKICHUS TecTa (IIOCIe U3YyUEHUs TUCIUTIIIUHBI).

9. Y4eboHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecnieyeHue TUCIHILIMHBI
9.1. OcHoBHas JqUTepaTypa
Yuebnuvie uzoanus

1. Mapriomes, U. A. Crangaptusanus JOKYMEHTAIIMOHHOTO OOECIeYeHHs YIpaBIEHUS U
apxuBHOTO Jnena B Poccuiickoit @enepanmu : yueOHOEe mocobue / M. A. Maprromies ;
ChHIKTBIBKApCKUN TOCyIapcTBeHHbIN yHuBepcuter uM. Ilutupuma Copokuna. —
CoixteiBKap : CBHIKTBIBKAPCKHHA TOCYIAapCTBEHHBI yHUBEpCcUTET wuMeHH [lutuprma
Copoxkuna, 2022. — 74 c. : cxem., Tabn. — Pexum nocryma: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=699708 (nara oOpamenus: 25.0.2023). —
TexcT : 21eKTPOHHBIN.

2.  YupapieHue JOKYMEHTAIMCH W apXwBaMH 3a py0OexoM : ydeOHoe mocobue / coct. C. B.
Makapuyk, C. I1. 3sarun ; KemepoBckuii rocynapcTBeHHbIN yHUBepcuTeT. — Kemeposo :
KemepoBckuil rocygapctBeHHblii yHuepcutet, 2019. — 274 c. — Pexum nocryna: mo
TIOJTITHICKE. - URL.: https://biblioclub.ru/index.php?page=book&id=574229 (nara
obparmenust: 20.05.2023). — TekcT : SIEKTPOHHBIM.

Hopmamusnvie 0okymenmoi

3. TOCT P 1.4-2004. Cranmaptuszanus B Poccuiickoii @enepannu. CTrangapTsl OpraHU3aIHid.
OO0ume nmosoxkeHus : Hail. cta"aapt Pd: nznanue oduuuanbHoe: YTBEP)KJIEH U BBEICH B
nercreue Ilpukazom @enepanbHOrO areHTCTBAa IO TEXHUYECKOMY PEryJIHpPOBAHUIO M
meTposiorun oT 30 gexabpst 2004 r. Ne 154-ct : BBeaen B3ameH 'OCT P 1.4 -93 : nata
BBenmenus: 2005.07.01 / paspaboran DI'YII «BHWHcrangapt». — Mocksa
Crannaptungopm, 2018. — 8 c. — TekcT : HemocpeICTBEHHBIH.

4. TOCT P 1.12-2020. Cramgaptuzammst B Poccuiickoit @Denepanuu. TepMuHBI U
omnpeneneHuss : Hai. ctaHgapt P®: uzganue odunmanbHOe: YTBEpXKJIE€H M BBEJCH B
nercreue [Ipukazom @enepambHOrO0 areHTCTBAa IO TEXHUYECKOMY pPEryJMPOBAHUIO H
metposoruu or & U0 2020 r. N 353-cT: BBenen Bzamen 'OCT P 1.12 -2004 : nara

sBenenns: 2020.09.01 / paspaboran DenepanbHbIM areHTCTBOM 110 TEXHUYECKOMY
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10.

11.

12.

perynupoBanuio U Merposiorun, OI'VII « CTAHIAPTUH®OPM)». — Mocksa :
Cranmaptundopm, 2018. — 15 c. — TekcT : HemocpeICTBEeHHBIN.

I'OCT P 57665-2017. JlokyMeHTbl B 3aKOHOJATEIbHBIX (IPEICTAaBUTENIBHBIX) OpraHax
cyosekToB Poccuiickoit ®denepanuu. Yacts 1 Ilopsgok pabotel : Hail. cranmapt Pd:
u3anie oduuuanbHOE: YTBEPXKICH W BBeAeH B JeiictBue Ilpukazom depepanbHOTro
areHTCTBA 0 TEXHUYECKOMY PETryJIUpPOBaHHUIO M MeTpojioruu oT 14 centsops 2017 r. N
1111-cr : BBemeH Buepsble : gata BBeneHus: 2018.06.01 / pazpaboran ®BY "Tect-C.-
[TerepOypr". — Mockga : Ctannaptuadopm, 2020. — 54 ¢. — TekcT : HemocpeACTBEHHBI.
'OCTP UCO 15489-1 — 2019 CUBUA. Uudopmanust 1 TOKyMEHTAlWs. YTpaBlIeHUE
nokymeHntamu. Yactb 1. IloHsTus W npuHOUOBL : Hal. craHgapt Pd: wuznanue
oduIaTbHOE: YTBEPKICH U BBEACH B JeiicTBue [Ipukazom denepanbHOro areHTCTBa IO
TEXHHUYECKOMY PETYyJUPOBAHUIO M MeTposioruu oT 26 mapta 2019 r. N 101-cT: B3ameHn
I'OCT P HUCO 15489-1-2007: nmata BBemenus: 2020.01.01 / IloarotoBmen ®I'VII
"Cranmaptuadopm", BUHUTHU PAH, Hctopuko-apxuBHbiM uHCTUTYyTOM, BHUMJIA .~
Mocksa: Crangaptundopm, 2019.- 17 ¢. — Teker : HemoCpeICTBEHHBIMH.

7. MeTOI[I/ILIeCKI/Ie PEKOMCHAAIUMNU 110 ONPCACIICHUIO HOPMATHUBHOCTH IIPAaBOBLIX AKTOB

cyobekToB Poccuiickoii ®enepanin M MYHHUIMIAIBHBIX IPABOBBIX aKTOB B IIEJSX
BelIeHUsT (elepaJbHOr0 pPErucTpa HOPMATHUBHBIX IIPAaBOBBIX AKTOB CYyOBEKTOB
Poccuiickoii ®enepauuu, PenaepanbHOr0 pErucTpa MYHULIMNAIBHBIX HOPMAaTHBHBIX
IPABOBBIX AKTOB M PETUCTPOB MYHHUIMNAIBbHBIX HOPMATUBHBIX IIPABOBBIX AKTOB
cyonrekToB Poccuiickoit @enepanuu” (yrB. Muntoctom Poccun) / aBTopbsl: Atarumona
3.U., PribakoBa O.C. — Mocksa: ®BY HIIIN npu Muntocte Poccun, 2019. — 140 c. //
MunuctepctBo toctunuu  Poccuiickoit ®enepanuu: cailt. — MockBa, — URL:
http://pravo.minjust.ru/sites/default/files/documents/metod-materials/metod_rekom.pdf
(mara obpamenus: 20.05.2023).
06 unpopmarmu, MHPOPMAIMOHHBIX TEXHOJOTHUAX M O 3amuTe nHpopmanuu : deaep.
3akoH : [[Ipunsat T'oc. Jymoit 8 utons 2006 r. : Ono6p. Coerom Denepanuu 14 urons
2006 roga] — Teker: anekrponnsii // Koncynsrant [Lmtoc: cripaBoyHas mpaBoBasi CHCTEMA.
— Mocksa, 1997 - . — URL: http://www.consultant.ru/document/cons_doc_ LAW _61798/.
(mata oopamenus: 20.05.2023).
O6 yrBepxnaenun TpeOoBaHuii K HMHPOPMAIMOHHBIM CHUCTEMaM  3JIEKTPOHHOTO
JOKYMEHT0000poTa (enepanbHbIX OPraHOB HCIOJHUTEIBHON BIIACTH, YYMUTHIBAIOUIMX B
TOM 4HCJIE€ HEOOXOIUMOCTh OOpabOTKM IOCPEICTBOM JAaHHBIX CHUCTEM CIyKEOHOM
MH(pOpMallMd OTPaHUYEHHOTO0 PpAacHpOCTpaHeHus : mpuka3 MuHkoMcBa3M PO ot
02.09.2011 Ne 221 : 3apeructpupoBano B Muntocre PO 15.11.2011 N 22304. — Tekcr:
anektporHbldt // Koncymprant [limtoc: cipaBouHas mpaBoBasi cuctema. — Mocksa, 1997 - .
— URL: http://www.consultant.ru/document/cons_doc_LAW_121840.(nata obpareHus:
20.05.2023).
[Taciopt HanuoHaneHOrO npoekra «HamumonanbHas mporpamma "LludpoBas 3KOHOMHKA
Poccuiickoit ®enepanun"». — Teker : anexkrponnsiid // KoncynsranT [Tntoc: cripaBouHas

npaBoBas cUCTEMA. - Mocksa, 1997 - . - URL:
https://www.consultant.ru/document/cons_doc_LAW _328854/ (mata  oOpareHus:
20.05.2023).

[Tactiopt denepanbroro npoekra «lludpoBoe rocymapcTBeHHOE ympaBiaeHue». — TeKcT :
AIIEKTPOHHBIN // MUHHCTEPCTBO U(PPOBOTO PA3BUTHS, CBA3H U MACCOBBIX KOMMYHUKAIIHA

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

[ToctanoBnenue IlpaButensctBa PD ot 02.03.2022 r. N 279 «O rocynapcTBeHHOU
uHpopmannonHou cucreme "Ilnardpopma "LleHTp XpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB'».
— Texct : snextponHslit // // Koncynerant Ilmioc: cmpaBouHas mpaBoBasi CUCTEMa. —
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Mocksa, 1997 - . — URL: https://www.consultant.ru/document/cons_doc_LAW_410802/
(mata oopamenus: 20.05.2023).

13. Tlocranosnenue IIpaButenscrBa P® or 22.09.2009 N 754 (pen. ot 16.03.2019) «O6
yTBepkaeHHuH  [loJIo)keHUsT O  CHCTEeME  MEXBEJIOMCTBEHHOTO  3JICKTPOHHOTO
nokymMeHtoobopora». — Tekcr : anekrponnslii // Koncynsrant Ilmioc: crnpaBouHas
mpaBoBast cucrema. - Mockaa, 1997 - . - URL:
https://www.consultant.ru/document/cons_doc_LAW 91827/d3734035781c5e717fa6d5c5
Obda8c3f10da39d9/ (nara obparenus: 20.05.2023).

9.2. lonostHUTEIbLHAS JTUTEPATypa

14. KusnoBa, O. H. IlpuHuunbl co3gaHus TEKCTOB aJMHUHUCTPATUBHOTO U IPABOBOTO
xapakrepa (colepxaHue, IOCTPOCHUE, A3bIKOBbIe HOpMBI) : yueOHuk / O. H. Kusnosa. —
Mocksa ; bepmun : Hupekr-Memma, 2020. — 412 c. : Tabm. — Pexxum moctyma: 1o
noamucke. — URL:  https://biblioclub.ru/index.php?page=book&id=599284  (mara
obpamienuns: 20.05.2023). — TekCT : 3I€KTPOHHBIH.

15. Kpsosa, I'. [I. OcHOBBI cTaHIapTHU3ANNH, CEPTUPUKAIUN, MeTpoiorun : yaeOnuk / I'. 1.
KpsuioBa. — 3-e uzn., nepepad. u gon. — Mocksa : FOuutu-/ana, 2017. — 672 c. — Pexum
nocryma: no noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=684557
(mara obpamienus: 20.05.2023). — TeKCT : 3JI€KTPOHHBIIA.

16. be3omacHOCTH AMEKTPOHHOTO IOKYMEHTO00O0pOoTa : yueOHoe mocodue / A. A. Tumenko, I1.
A. Tumenko, 0. M. Ka3zakoB u gp. — Mocksa ; bepnun : Jlupexr-Menua, 2021. — 53 c. —
Pexum JOCTyMa: o MOJIITHUCKE. - URL:
https://biblioclub.ru/index.php?page=book&id=602225 (aara obparenus: 20.05.2023). —
Tekcr : 3IeKTPOHHBIN.

17. Mancypos, I'. 3. IIpaBo mmudpoBoii 6e3omnacHoct : yueOHuk : / I'. 3. MancypoB. — MockBa

Hupext-Meauna, 2022. — 148 c. — Pexum pocryma: mo mnoamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=687364 (nara o6paruenus: 20.05.2023). —
bubmuorp. B kH. — ISBN 978-5-4499-3061-3. — TeKcCT : 2JIeKTpOHHBIH.

9.3. Pecypchl nHGOPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOI ceTH « UHTEepHET»

o Poccuiickuii uHCTHTYT craHpaptuzauumu :  [caiit].— MockBa, 2023. — URL:
http://www.gostinfo.ru. — Tekcr : 371eKTpOHHBbIIA

o ®denepanbHOE areHTCTBO MO TEXHUYECKOMY PETYIUPOBAHHIO W METPOJOTHH. — MOCKBA,
2023. — URL: https://www.rst.gov.ru/portal/gost. — TekcT : 31eKTpOHHBIH

. OenepaibHOe apxuBHOE areHTCTBO (PocapxuB) : [caiit].— Mocksa, 2009-2023. — URL:
http://archives.ru. — TekcT : 2IeKTPOHHBIN

. OenepanbHoe OromkeTHOe yupexneHue «Bcepoccuiickuii HUM nokymeHToBeneHus u
apXWBHOTO jenay» : [caiT].— Mocksa, 2023. — URL:. http://www.vniidad.ru. — Texkcr :
AIEKTPOHHBIN

9.4. IIporpamMHoe obecniedeHre 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
[TporpamMmmHoe obecrieueHue:
- IUYEH3UOHHOe NPO2PAMMHOe 0DecneyeHue:

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

— oduchsrii naket — Microsoft Office (MS Word, MS Excel, MS Power Point)
- €60000HO pacnpocmpaHsemoe NPOcPAMMHOe 0becneyeHue:

— bBpaysepsr Mozzila Firefox, Internet Explorer, Google Chrome
- cnpasounas npagogas cucmema «Koncynprant Ilmocy.

10. MaTepuajbHO-TeXHHYeCKOe o0ecnedeHne JUCIUIIMHBI
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Hannune yueOHOM nabopaTopuy, OCHALICHHOW TMPOEKIMOHHOW M KOMIIBIOTEPHOM
TEXHUKOW, MHTETPUPOBAHHOU B IHTEpHET.

11. OcobeHHoCTH peanu3aluM JMCHUIUIMHBI 1JIsl MHBAJIMIOB U JIMI ¢ OIPAHMYEHHBLIMH
BO3MO’KHOCTSIMM 3/10POBbS.

Jns obecrieueHusi 0Opa3oBaHMS WHBAIMIAOB M OOYYAIOUIMXCS C OrPaHUYECHHBIMHU
BO3MOYKHOCTSIMH 3/10pOBbsI IPUMEHSAETCS] MHIMBHUIYaIbHbBIN MOAXO0J K OCBOCHHUIO JUCLHUIUIMHBL,
UHIWBUYaJIbHBIE 33aJaHHUsl C YYE€TOM OCOOCHHOCTEH HUX TICUXO(PU3UYECKOTO Ppa3BUTUS U
COCTOSIHUS 3/J0POBBS.

[Ipu cocraBneHMM HMHIMBUAYaJbHOTO rpaduka OOy4YEeHHUS MPeryCMOTPEHBI pa3IUYHbIC
BapUaHThI [IPOBECHUS 3aHATUI: B 00pa30BaTeIbHON OpraHu3aluy (B aKaJeMU4ecKoi rpymnmne u
WH/IMBUYaIIbHO), HAa JOMY C HCIIOJIb30BaHHEM JAUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

JUis ocymiecTBiIeHMsT MPOLENyp TEKYILEro KOHTPOJIS YCIEBA€MOCTH U MPOMEXYTOYHOMH
arrecTaniud OOy4aromuXxcst CO3Aal0TCs (OHIBI OLIGHOYHBIX CPENCTB, aJalTUPOBAHHBIC IS
UHBAJIUJOB U JIMI C OTPAaHUYEHHBIMH BO3MOXXHOCTSMHU 3[0POBbS U IO3BOJIIONINE OLICHUTh
JOCTHKEHUE MMU 3aIlJIAaHUPOBAHHBIX B OCHOBHOW 00pa30BaTEIbHOW MporpamMme pe3ysbTaToB
00y4yeHHs ¥ YpOBEHb C(POPMHUPOBAHHOCTH BCEX KOMIIETEHIIM, 3asBICHHBIX B 00pa3oBaTeIbHON
nporpamme. C  y4eToM  HMHIMBHIYaJIbHBIX  IICUXO(pU3UOJIOTHUYECKUX  OCOOCHHOCTEH
00y4aromuXxcsi yCTAaHABIMBAIOTCS CIEIYIONIUE adanTHPOBAaHHbIE (POPMBI IPOBENCHUS TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH ¥ HPOMEKYTOYHOW aTTeCTalluu: Ui JIMI C HapylIeHUEM 3peHUs
3aJaHusI TIPEIIAraroTCs ¢ YKPYITHEHHBIM MpU(TOM, IS JIUI] C HApYIIEHHEM CITyXa — OLEHOYHbIE
CpeZCTBa MPEJOCTABIIAIOTCSA B MUCBbMEHHON (popMe C BO3MOXKHOCTBIO 3aMEHBI YCTHOTO OTBETa Ha
MUCbMEHHBIN, JUISl JIUL C HApYIIEHUEM OIOPHO-ABUIaTEIbHOIO anapara ABUTraTeabHble (POPMbI
OLICHOYHBIX CPEJICTB 3aMEHSIOTCA Ha IHCbMEHHBIC/YCTHBIE C MCKIIOYEHHEM JBHUraTeIbHON
akTUBHOCTH. [Ipy HEOOXOIMMOCTH CTYINEHTY-MHBAJIUAY IPEAOCTABISIETCS JOMOIHUTEIbHOE
BpeMsl Ul BBINOJHEHUS 3aaaHus. llpu BeIONHEHMHM 3ajaHMi 11 BCeX TIPYII JIML C
OTpaHUYEHHBIMU BO3MOXKHOCTSMU 3J0POBbsSI JONYCKAaeTcs NPUCYTCTBHE WHAWBUYaJIbHOTO
IOMOIIIHUKA-COMPOBOXKIAIOIIET0 I  OKa3aHUs TEXHMYECKOW momou B odopmieHun
pPEe3yJIbTaTOB TPOBEPKU CHOPMHUPOBAHHOCTH KoMIleTeHIMH. Popma TpOBENCHHUS TEKyIIeH H
OPOMEXYTOUYHOW aTTecTallMd s CTYJICHTOB-MHBAJIUAOB YCTAHABIMBAECTCA C  YyYETOM
MHAUBUAYAJIbHBIX NCUX0(U3NUECKHX 0coOeHHOCTEeH (YCTHO, MMCbMEHHO Ha Oymare, MNiCbMEHHO
Ha KOMIIbIOTEpE, B (hopMe TECTUPOBAHHUS U T.I1.).

[TogGop m pa3paboTka y4eOHBIX MaTEPHAIOB OCYIIECTBISETCS C yYE€TOM TOTO, YTOOBI
IPEOCTABIATh 3TOT MaTepuall B pa3iIMYHbIX (OpPMax TakK, YTOObI MHBAIU/BI C HAPYLICHUSIMHU
clyXxa TOJay4yald HHPOpPMAIMIO BH3yaJbHO, C HapyIIEHUSMU 3pEHUS - ayJIualbHO.
OOyuaromiyecs MHBAJIUAbI U JIMIA C OrPAaHUYEHHBIMH BO3MOKHOCTSIMHU 3/10pOBBSI 00€CIeUeHbI
y4eOHO-METO/IMYECKUMHU pecypcamMu B (opMax, aJanTHPOBAaHHBIX K OTPAaHUYEHHUSM UX
310pOBbsl. Y4eOHO-METOAMYECKHE pecypchl Mo aucuumuinHe «HopmaTuBHOE perynupoBaHue
yIpaBiIeHUs JOKYMEHTaMH» pa3MelleHbl Ha caiite «JJekTpoHHas oOpa3oBaTeibHas cpela
KemI'MIK» (https://edu2020.kemgik.ru/course/view.php?id=4140), kotopas UMeeT BEPCHIO IS
CI1a0OBUASILINX.

12. [lepeyeHb KII0YEBBIX CJIOB

Knaccugukaropbl TEXHUKO-3KOHOMHYECKON U COI[HAIbHON HHPOpMAIIH
JlokasibHbIE HOPMATHUBHBIE IPABOBBIE AKThI
HopmaTuBHBIE TOKYMEHTBI
HopmatuBHbIE TOKYMEHTHI IO CTaHAaPTU3ALUU
HopMmaTuBHbIE ITpaBOBbBIE aKThI
Opranel cTanAapTHU3aLUuN
Cucrema crannaptoB 1o uHpopmanuu, 6udaroTedHomMy u uznatenbckomy ey (CUBU /)
Cranpapruzanus
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Cranpmaptbl

CrangapThl MeXAYHAPOIHBIE
CraHgapThl HAIMOHAIBHEIC
Crannmaptsl opranmu3anuii (CTO)
CraHgapThl peruoHaIbHBIE
VYnpasieHue JoOKyMeHTaIuen
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6.1

6.2
6.3

9.1
9.2
9.3
9.4
10
11

12

COJAEP)KAHUE
Ienn ocBOEHUS AUCHUIUINHBI
Mecto aucuuminussl B ctpykrype OOII maructparypsl
[Tnanupyemble pe3yabTaTbl 00y4EHUs 110 TUCLUILIMHE
O0BeMm, CTPYKTYpa U COAep KaHUE TUCITUILITHBI
OOBeM TUCHMITIIMHBI
CrpyKkTypa JUCIUIUINHBI
ConeprkaHue JUCHUIUINHBI
OO6pazoBarenbHble 1 HHPOPMAITMOHHO-KOMMYHHUKAIIHOHHBIEC TEXHOJIOTUU
OO0pa3oBaresbHbIe TEXHOJIOTHH
WNudopmMannoHHO-KOMMYHHUKALMOHHBIE TEXHOJIOTHH 00yYeHHS
VY4ebHo-MeToIn4ecKoe 00eCeueHue CaMOCTOSATEIbHOU paboThI
o0yJaromuxcst
IlepeyeHp yueOHO-METOMUECKOr0 00eCIeUeHUs Ul CaMOCTOSATEIbHON
paboTbl 00yUarOMMXCs
TemaTuka J1€710BBIX POJIEBBIX U CUTYALIMOHHBIX UTD
Metoanyeckue yKazaHust Ui 00y4JaroImuXxcst 0 OpraHu3aluu
CaMOCTOSITENIbHON PabOTHI
@OH/1 OLIECHOYHBIX CPEICTB
Metoanyeckue ykazaHus Ui 00y4aroImuxcs N0 OCBOSHUIO TUCIMITIMHBI
Y4eOHO-MeToAnYecKoe U NH(HOPMAIMOHHOE 00eCTIeYeHNEe JUCIIUILTUHBI
OcHoBHas nuTeparypa
JlononHuTEeNbHAS IUTEPATYpa
Pecypcbl nH(pOpMaIMOHHO-TEIEKOMMYHHKAIIMOHHOM ceTu «HTepHeT»
[Tporpammuoe obecnieueHre U HTHPOPMALMOHHO-CIIPABOYHBIE CHCTEMBI
MarepuanbHO-TEXHHUECKOE 00eCcTIeYeHUEe AUCIUTIINHBI
OCOOEHHOCTH pean3aluy TUCIUILINHBI UTsI MHBAIUIOB U JIUIL C
OrpPaHUYEHHBIMU BO3MOXKHOCTSIMU 370POBbS
[IepedeHsp KIIFOUEBBIX CIIOB
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