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JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2021 - 2022
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMmma repecMoTpena, 00CcykaeHa u 0100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3acenanuu kadeapsl [lemarornyeckoro oopa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu Kadeapsr [lemarornyeckoro oopa3oBaHusi U JOKYMEHTOBEICHHS

[Iporokon or 20 1. Ne
3aB. kadenpoii C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, o0cyxaeHa u ogoopena s peanusanuu B 2025 - 2026
y4eOHOM roy Ha 3acenannu kadeapsr Ilemarornyeckoro o0pazoBaHus U JOKYMEHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)
N3yuenue TeopuM W MPAKTHKKA OPTraHU3alUUd COBPEMEHHOIO JIOKYMEHTAllMOHHOTO
oOecrieueHus yrpaBIeHUs Ha OCHOBE HAyYHO-000CHOBAHHBIX MPUHIIUIIOB.

2 MecTo THCHHUIIMHBI (MOYJIAA) B CTPYKTYpPe 00pa30BaTe/IbHOI MporpaMMal

HucuuiuinHa OpraHu3anus M TEXHOJOTHA  JTOKYMEHTAllMOHHOTO  oOecreyeHus
yIIpaBJIEHUS BXOJUT B 0a30BYIO YacTh YU€OHOTO IIaHa 00Pa30BaTEIbHON POTrPAMMBI.

Jns  wW3ydeHUs  JUCHUIUIMHBL ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUSA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUINH/ IPAKTUK:

OCHOBBI JOKYMEHTOBEACHUS

OCHOBBI apXUBOBECHUS

Brenenue B mpodeccuto

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupekaeHuil Poccun

JIoKyMEHTaIIMOHHOE 00ecrieueHre apXUBHOTO Jeia U nH(OpMAIIMOHHOH cepbl B PD

JlokyMeHTaImoHHOE 00ecredeHre rocyJapCTBEHHOTO yCTpoiicTBa B PO

3nanus (YMEHHs, BIAJICHUS), IOJyYCHHbIE NMPH M3yYCHUU TAHHON NUCIMILIMHBI OyIyT
HEO0XO0AUMBI JUIsl U3yYeHUS TUCHUIUTNH/TIPAKTHK:

Kanposoe nenonponsBoiacTBo

MopennpoBaHue CUCTEM JOKYMEHTAMN OpraHU3alux

[Tpou3BoaCTBEHHAS - MPAKTUKA MO MOJYYCHHUIO MPOPECCHOHATBHBIX YMEHHH M OIBITA
npodecCHOHATBLHOMN AeSITEIbHOCTH

[IepconasibHBIE TaHHBIE U UX JOKYMEHTUPOBAHHE

OO0paboTkH U 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIIUT

Jlenonpon3BoACTBO MyHUIIMTIIAIBHBIX YUPEXKACHUN

JIOKyMEHTallMOHHOE ~ O0ecleyeHre yNpaBiICHUS Ha OPEINpUITHIX  Pa3IndHbIX
OpraHU3alMOHHO-TIPaBOBBIX (hOpM

JIOKyMEHTUPOBAHUE AEATEIBHOCTH HErOCYAapCTBEHHBIX OpraHU3alun

MexayHapoaHbIE CTAHAAPTHI YIIPABICHUS JOKYMEHTAMHU

[TonroToBka K 3alUTe U 3aIMTa BBITYCKHON KBAIM(UKATMOHHON paboThI

IToaroroska k caade U cada rocy1apCTBEHHOIO HK3aMeHa

[Ipon3BOACTBEHHAS — IPEAIUIIIIOMHAS IPAKTUKA

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3yibTaTe 0CBOEHUS

AUCHUILINHBI (MOYJI5) ¥ IJIAHUPYEMBbIe Pe3y1bTAThI 00y4YeHH s

B pesynpraTe OCBOEHHMS JUCHUIUIMHBI (Moayns) «OpraHu3anuss U TEXHOJIOTUS
JIOKYMEHTAITMOHHOTO ~ O0ECleYeHusi  yIpaBieHHUs» OOydaromuidcss  JOJDKeH — 00JanaTh
CJIETYIOIIUMU KOMIIETEHIIUSIMHU:

CrpyKTypHBIH [Tnanupyemsble pe3yabTaThl 00yUeHHs
JJIEMEHT
KOMIIETEHIINHU

OK-10  cnmocoOGHOCTBIO K HCTIOIB30BAHUIO OCHOBHBIX METOJIOB, CITOCOOOB U CPEJICTB
MOJTyYeHUs1, XpaHeHHUsl, epepadboTku nHpopManuu

3HaTh OIIpeIeJIEHUS POLIECCOB UCIIOIB30BaHUS OCHOBHBIX METOJIOB, CIIOCOOOB U
CpeACTB NOJY4YEHHUs, XpaHEeHus, nepepaboTku nHpopMaLuu

Ymerpb Be1iensitb, OOBSICHATE (BBISBIATH U CTPOUTH ) THITUIHBIE MOJICIH,
npuoOpeTaTs 3HaHUS B 00JIACTH OCHOBHBIX METOJIOB, CIIOCOOOB U CPE/ICTB
MOJTyYeHUs1, XpaHe-Hus, TepepadboTku HHPOpMaIInH;

Brnanets MPAKTHYECKIMH HaBBIKAMH HCITOJIb30BAHHSI, BO3MOYKHOCTHIO
MCKIUCHUIIIIMHAPHOT'O TPUMCHCHU S OCHOBHLIX MCTO/10B, CHOCO6OB n
CPEJIICTB MOJIyUYEHUS, XpaHCHUS, IepepadO0TKu HHPOpMAITIT




OIIK-1
IPaKTUKE

CIIOCOOHOCTBIO HCIIOIL30BaTh TCOPCTUUYCCKUC 3HAHUA U MCTO/IbI UCCJIICIOBAHUS HA

3HaTh

OCHOBHBIC OIIPCACIICHUA U MMOHATHA, OCHOBHBIC MCTO/IbI HCCHCHOBaHHﬁ,
OIIPEACIICHUS ITPOUECCCOB UCIIOJIB30BAHUSA TCOPETHICCKUX 3HAHWUM U
MCTOOOB UCCIICAOBAHUS HA ITPAKTUKEC

VYmMmern

pacrio3HaBath 3G (EeKTUBHOE pelieHue oT HedHEKTUBHOTO,

HNPUMEHSTh TEOPETHYCCKHIE 3HAHUS U METO/Ibl HCCIICJOBAHUSI 3HAHUS B
npodeccCHOHATLHOM IeATEIBHOCTH; UCIIOIh30BATh X HA
MEXTUCLIUILIMHAPHOM YPOBHE;

KOPPEKTHO BBIPAXKATh M apI'YMEHTHPOBAHHO OOOCHOBBIBATH TEOPETUUCCKUE
3HAHUS U METOJIbI HCCIICIOBAHUS HA IPAKTHKE

Bnaners

INPAaKTUICCKUMU HAaBbIKAMMU, crocobamMu OLICHHUBAaHHWA 3HAYMMOCTH U
HpaKTquCKOﬁ IMPUTOJHOCTH UCIIOJB30BaHUA TCOPECTUICCKUX 3HAHUH U
MCTOJOB HCCJICAOBAHUSA HA ITPAKTHKEC; OCHOBHBIMH MCTOAAMH PCIICHUA
3aJ1a4 B 00J1aCTH UCIIOJB30BaTh TCOPCTUUCCKHUEC 3HAHUA U MCTO/IbL
HCCJICAOBAHUA HA ITPAKTHKEC

ITK-4 cnocoOHOCTBIO CAaMOCTOITEIBLHO pa60TaTB C pa3/IMYHbIMHU UCTOYHHUKAMHU I/IH(I)OpMaI_[I/II/I

3HaTh

OCHOBHBIC OIMPCACIICHUA U MMOHATHUA PpA3JIMYHBIX HCTOYHHUKOB I/IH(i)OpMaHI/II/I;
OCHOBHBIC MCTOABI I/ICCJ'IGI[OBaHI/II‘/'I, HCIIOJIb3YCMbIX B pa60Te C pa3jiIM4YHbIMHA
HCTOYHHKaAMU I/IHCI)OpMaI_II/II/I;

YmeTh

o0cyxaaTh crnoco0bl 3(h(PEeKTUBHONM CaMOCTOSTENILHOM pabOTHI €
Pa3TMYHBIMU HCTOYHUKAMH WH(OpMAIHK; OOBSICHATH (BBISBIIATH U
CTPOUTH) TUITUYHBIE MO-/IETTH CAMOCTOATEIbHOU PabOThI C pa3TUYHBIMU
HMCTOYHUKAMH, IPHOOPETATh 3HAHUS B 00JIACTH CAMOCTOSITEIILHO pad0TaTh
C pa3NTUYHBIMU UCTOYHUKAMH HH-(popMaruu

Bnanets

MPAKTUYECKHMMHU HaBBbIKaMH, CIIOCOOAMU OLIEHUBAHUS 3HAYMMOCTH U
MPaKTUYECKON IPUTOTHOCTH MOJIYUYEHHBIX PE3YyIbTaTOB IIPU
CaMOCTOSITENIbHOM paboTe ¢ pa3IMuHbIMU UCTOYHUKAMU HH(OPMALINN;
OCHOBHBIMHM METOJJaMM PELIeHUs 33a]]a4 B 00JIACTH CaMOCTOSATEIbHOM
paboThI ¢ pa3IMYHBIMU UCTOYHUKAMU UHPOPMAILIUN

[1K-5 BrageHneM TeHASHIUSIMH pa3BUTHsI HH()OPMALIMOHHO-JOKYMEHTAI[MOHHOTO 1
oOecrieueHus yrpaBieHUs] apXUBHOTO Jiena

3HaTh

orpezieNieHus MPOIECCOB Pa3BUTHUS THPOPMAITMOHHO- IOKYMEHTALHOHHOTO
1 obecrieyeHus ypaBIeHHsI apXUBHOTO JeJia

VYmMmern

BBIACIIATh TCHACHIINH, 00BACHSTD (BI)ISIBJ'ISITI) n CTpOI/ITL) THUIINYHBIC
MOJCIIN, KOPPCKTHO BbIPAXKATH U ApTYMCHTUPOBAHHO 000CHOBBIBATH
TTOJIOXKCHHUA TGH-}IGHHI/Iﬁ Pa3sBUTHUA I/IH(i)OpMaIII/IOHHO- AOKYMCHTAIITMUOHHOT'O
U 00eCIIeUeHUS YIIpaBJICHUA apXUBHOI'O ACJIA.

Bnaners

croco0amMu JIeMOHCTpalMK YMEHUS aHAIU3HPOBATh CUTYALUIO,
BO3MOKHOCTBIO MEXIUCHUIUTMHAPHOTO IPUMEHEHMSI, TPO(ecCHOHATbHBIM
S3BIKOM B 00J1aCTH TEHJCHLIUH pa3BUTUS UH(DOPMAIIHOHHO-
JIOKYMEHTAI[MOHHOT'0 ¥ 00ecTieueH s YIpaBJIeHNs apXUBHOTO Jela

[TK-6 ciocoOHOCTBIO aHATM3UPOBATH CUTYAIMIO HA PhIHKE WH(POPMAIIMOHHBIX TPOJIYKTOB U
YCIIYT, 1aBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMAaM AJIEKTPOHHOTO JJOKYMEHTO000pOoTa
Y BEICHUS JIEKTPOHHOTO apX1Ba

3HaTh

OCHOBHBIE OIPEJEIICHUS U IOHSTHS, OCHOBHBIE METO/IbI UCCIIEI0BAHNUH,
oTpezieNieHus POIECCOB aHAIN3a CUTYAIlH Ha PbIHKE WH(OPMAaLMOHHBIX
MPOAYKTOB U YCIIYT




VYmMmern

UCIOJIB30BATh CIIOCOOHOCTh aHAIM3UPOBATH CUTYALIMIO HAa PHIHKE
MH(OPMALIU-OHHBIX MMPOYKTOB U YCIYT, 1aBaTh SKCIIEPTHYIO OLICHKY,
KOPPEKTHO BBIPAXKaTh U aApTYMEHTUPOBAHHO 00OCHOBBIBATH MOJIOKEHUS
CIIOCOOHOCTH aHATU3UPOBATH CUTYAIMIO Ha PhIHKE HH(OPMAIIMOHHBIX
IIPOJYKTOB U YCIYT, 1aBaTh IKCIIEPT-HYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
AIEKTPOHHOTO JJOKYMEHTOOOOPOTa U BE-/I€HUS JIEKTPOHHOIO apXUBa

Bnanets

OCHOBHBIMHM METOJJaMH HCCIIEI0BaHMs, CIOCOOAMHU COBEPIICHCTBOBAHUS
poeCCUOHATIBHBIX 3HAHUH U YMEHUH ITyTeM HCII0JIb30BAHMS
BO3MOKHOCTEH MH-(OPMALIMOHHOM Cpebl IPU aHAJIU3€ CUTYaLMU Ha
PBIHKE HHPOPMALMOHHBIX MPOJYKTOB U YCIYT, a4l KCIIEPTHON OI[CHKH
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO00pOTa U BEACHUS
3JIEKTPOHHOI'O APXUBA.

[TK-7 crmocoOHOCTHIO OIEHUBATH UCTOPHIO i COBPEMEHHOE COCTOSIHHE 3apy0eKHOTO OTbITa
yIpaBiIeHUsS TOKYMEHTAMU U OPTaHU3aI[UN UX XPAHCHHUS

3HaTh

OCHOBHBIE OIIPEAEIIECHUS U IOHATHS, OCHOBHBIE METO/bI UCCIICIOBAHUM,
ONIPEACIICHUS MIPOLECCOB OLIEHKU UCTOPUU U COBPEMEHHOI'O COCTOSIHUE
3apyOeKHOTO OMbITa YIPABICHUS JOKYMEHTAMHU U OpTaHU3AIMH UX
XpaHEHHUS;

YmeTh

pacrno3HaBaTh 3QGEeKTUBHOE penieHrne 0oT HedPHEKTUBHOTO, OOBACHATH
(BBISIBIIATH U CTPOWTH) TUITMYHBIC MOJICIH, PUOOPETAaTh 3HAHUS B 00JIACTH
OLICHKU UCTOPUHU M COBPEMEHHOTO COCTOSIHHS 3apYOCIKHOTO OIIbITA
YIIPaBJICHUS TOKY-MCHTaMU U OPTaHU3AINH UX XPAHCHHUS,

BraneTs

MIPAaKTUYECKUMU HaBBIKAMH HCIIOJIb30BAHMS JJIEMEHTOB OLICHKH,
BO3MOKHOCTBIO MEKIUCLUILIMHAPHOTO IIPUMEHEHUS OLICHKH,
npoecCHOHATBHBIM SI3bIKOM MTPEIMETHOM 00J1aCTH OLIEHKU UCTOPHUH U
COBPEMEHHOT'0 COCTOSIHUS 3apYOEXHOI0 OIBITA YIPABICHHS JOKYMEHTaMHU
Y OpraHu3alui UX XpaHEHUs;

[1K-11 BnaneHrneM HaBbIKaMU peeprUpOBaHUs U AHHOTUPOBAHUS HAYYHOU JIUTEPATYpBI,
HaBBIKAMU PEIAKTOPCKON pabOThI

3HaTh

OCHOBHbBIE ONPEJEIICHUS U IOHSTHS, OCHOBHBIE METO/Ibl HCCIIEI0BAaHNUH,
OTIpeJIesIeHus! POoLIecCOB pedeprpoBaHUs U AHHOTUPOBAHUS HAyYHOMH
JUTEpa-Typbl, HABBIKAMU PEAKTOPCKON pabOThI;

VYmMmern

BBIIETISITH CTPYKTYPHBIE AJIEMEHTHI, O0BACHATH (BBISABIIATH U CTPOUTD)
TUIMYHBIE MOJEIH, TPUOOpETaTh 3HAHUS B 00JIaCTH peepupoBaHUs U
AHHOTHPOBAHUS HAYYHOU JTUTEpaTyphl, HABBIKAMU PEJAKTOPCKON pabOThI;

Bnanets

MPaKTUUYECKUMU HaBbIKAMU, BO3MOKHOCTBHIO MEKIUCHUILITMHAPHOTO
MIPUMEHEHHUs, TPO(HECCHOHATIBHBIM A3BIKOM IIPEeIMETHON 00IacTH
pedepupoBaHus 1 AHHOTUPOBAHKS HAYYHOH TUTEPATYPhl, HABBIKAMU
penaKTOpCKOit paboTHI;

IIK-14 BJIaACHHUCM HaBbIKaMHU UCIIOJIb30BaHUA KOMHLIOTepHOf/'I TCXHHUKHU U I/IH(I)OpMaI_[I/IOHHLIX
TEXHOJIOTHI B JOKYMCHTAlIUOHHOM oOecreyeHnu YIpaBJICHUSA U apXUBHOM JCJIC

3HaTh OCHOBHBIE ONIPENICNICHUS U MOHATHS, OCHOBHBIE METO/Ibl UCCIIEAOBaHUMH,
orpezieNieHus IPOLECCOB MH(OPMALIMOHHBIX TEXHOJIOTUH B
JOKYMEHTAITMOHHOM OOECTICUEeHUU YIIPABIICHUS U ApXUBHOM JIEJIE;

YMetb MIPUMEHSITh OCHOBHBIE METOBI UCCIICOBAHUI U TIPUOOpETATh 3HAHUS B

00JacTi KOMITBIOTEPHON TEXHUKH U MH(OPMAIIMOHHBIX TEXHOJIOTH B
JOKYMEHTAIMOHHOM OOECTICUCHUU YIIPABIICHUS U ApXUBHOM JIEJIE;




Bnanets

MIPAaKTUYECKUMU HaBBIKAMH, BO3MOKHOCTBIO MEKIUCLHUIIIIMHAPHOTO
IIPUMEHEHMs], IPO(PECCHOHATBHBIM S3bIKOM MPEIMETHOMN 00J1acTH
KOMIIBIOTEPHON TEXHUKH U MH(POPMAITMOHHBIX TEXHOJIOTHI1 B
JOKYMEHTAIIMOHHOM 00€CIIEYeHNUHN YIIPABICHUS U apXUBHOM JIEIIE;

[TK-15 crnocoOHOCTBIO COBEPUICHCTBOBATH TEXHOJIOIMH JOKYMEHTAIIMOHHOTO 00ecieueHus
yIIpaBICHUS ¥ apXUBHOTO Jielia Ha 0a3e UCIOJIb30BAHUS CPEJICTB aBTOMATH3AINH

3HaTh

OCHOBHbBIE ONPEEIICHUS U IOHSTHS, OCHOBHBIE METO/IbI HCCIIEI0BAHUH,
onpeJIeIeHUs TPOLIECCOB JOKYMEHTAIIMOHHOTO 00ECIIEUEHUS YIIPABIICHUS U
apXUBHOTO JieJia Ha 0a3e UCIOIb30BaHUs CPEACTB aBTOMATH3AIUY;

YmMmern

BBIACIATH TCXHOJIOTMHU JOKYMCHTAIMOHHOI'O oOecreucHus YIIpaBJICHHUA U
APXHUBHOI'O ACJa Ha 0ase UCIOoJIL30BaHUS CpC€acCTB aBTOMATHU3alllH,
00BICHSTH (BI)ISIBJIHTI) u CTpOI/ITI)) TUIMMWYHBIC MOJCIIN COBCPIICHCTBOBAHUAA,
KOPPEKTHO BbIpaKaTb U apryMCHTUPOBAHHO 000CHOBBIBATH ITOJI0KEHHUS
COBCPUICHCTBOBAHUSA TCXHOJOIMHU JOKYMCHTALIMOHHOI'O oOecreycHus
YIIpaBJICHHUA U apXHUBHOTO [€JIa Ha 0a3e UCIOoJIL30BaHUS CpCacCTB
aBTOMaTU3aluu,

Brnaners

crocodbamu ACMOHCTpal YMCHHUA aHAJIM3UPOBATh, OLICHUBAHUA
3HAaYUMOCTH U HpaKTquCKOﬁ MMpUroJHoCTr, OCHOBHBIMU MCTOJJaMU
PCUICHUA 3a/1a4 B obnactu COBCPHICHCTBOBAHUSA TCXHOJOI'MHU
AOKYMCHTAIIMOHHOT' O o0OecrieueHUs YHOpaBJICHUA U apXHUBHOT'O ACJIa HA Oaze
HCIIOJIb30BaHHA CPCACTB aBTOMATU3AllUHU,

I1K-18 BnaseHueM COBpeMEHHBIMH CUCTEMaMH UH()OPMAIIMOHHOTO M TEXHUYECKOTO
o0ecrneueHrs JOKYMEHTAllMOHHOTO0 00eCieYeHNs yIIpaBIeHHsI U YIIPaBICHUS apXUBaMHU

3HaTh

OCHOBHBIE ONPEIEIICHUS U IOHSTHS, OCHOBHBIE METO/IbI HCCIIE0OBAHNUM,
orpeziesieHus MPOIECCOB COBPEMEHHBIX CUCTEM MH(OPMALIMOHHOTO U
TEXHUYECKOT0 00ecreueHus TOKyMEHTallMOHHOTO 00ecreueHus
yIpaBJICHUS U YIPaBIEHUS apXUBaMU;

VYmMmern

BBIJIEJISITh COBPEMEHHBIE CUCTEMBI, OOBSICHSTH (BBISBISATH U CTPOUTD)
TUIHMYHBIE MOJETH COBPEMEHHBIX CUCTEM MH(DOPMALIMOHHOTO U
TEXHUYECKOTO 00eCreueHus: JOKYMEHTAllMOHHOTO 00ecTIeueHMs
YIIPABJIEHUS U YIPABIEHUS apXUBaMH; KOPPEKTHO BBIPAXKaTh U
apryMEHTHPOBAHHO OOOCHOBBIBATh MOJIOKEHUSI COBPEMEHHBIX CHCTEM
MH(POPMAIIMOHHOTO U TEXHUYECKOTO 00eCreueHus JOKyMEHTAllHOHHOTO
oOecrnieueHus ynpaBieHUs U YIPaBIE€HUS apXUBaMU;

Bnanets

MIPAKTUYECKUMU HaBBIKAMHU HCIIOJIb30BAHUS JIEMEHTOB COBPEMEHHBIX
CUCTEM,

croco0amMM OLIEHWBAHUS 3HAYUMOCTH U IPAKTUYECKOM MPUTOJHOCTH,
OCHOBHBIMM METOJIaMHU PELIeHUs 3a7a4 B 007aCTU COBPEMEHHBIX CUCTEM
MH(POPMAIIMOHHOTO U TEXHUYECKOT0 00ecreueH s JOKYMEHTAHOHHOTO
oOecrnieueHus ynpaBieHUs U YIPaBIECHUS apXUBaMU;

[TK-20 ctocoOHOCTHIO UCITOJIB30BAThH MTPaBUiIa OPTAaHU3AIMN BCEX ITANIOB pabOTHI C
JIOKYMEHTaMH, B TOM YHCJI€ apXUBHBIMH IOKYMEHTAMU

3HaTh

OCHOBHBIC OIMPCACIICHNA U MMOHATHUA, OCHOBHBIC METO/bL HCCHe)IOBaHI/Iﬁ,
OIPCACIICHUS ITPOLCCCOB OpraHn3aluu BCCX ITAIIOB paGOTbI C
JOKYMCEHTAMH, B TOM YUCJIC apXHWUBHBIMH JOKYMCHTAMMU;




VYmMmern

MPUMEHSTH MIPaBHJIa OPraHU3AIMU BCEX ITANOB pabOThI ¢ JOKYMEHTaMH, B
TOM YHCJI€ APXUBHBIMU IOKyMEHTAMHU B IPO(ECCUOHATBHOMN IeSATEIbHOCTH;
HCIOJIb-30BaTh UX Ha MEXIUCUUIUIMHAPHOM YPOBHE; IPUOOPETATh 3HAHUS
B 00J1aCTH UCIIOJB30BaHMs IPABUJI OPraHU3aLUU BCEX 3TANlOB PabOTHI €
JOKYMEHTaMH, B TOM YHCJI€ apPXUBHBIMU JIOKYMEHTAMHU;

Bnanets

IMPaKTUICCKUMHU HaBbIKaMU, crocodamMu OLICHMBAaHHUA 3HAYMMOCTHU U
HpaKTHHGCKOﬁ MNPpUTroJHOCTH, OCHOBHBIMH MCTOAAMU PCUHICHUA 3a1a4 B
00J1aCTH UCITOJIb30BaHUS IIpaBUJI OpraHu3al BCCX 3TAIIOB pa6OTI)I C
AOKYMCHTaMH, B TOM YUCJIC apXUBHBIMH JOKYMCHTAMMU;

[1K-26 BnasenueM HaBbIKaMHu 00pabOTKH JJOKYMEHTOB Ha BCEX ATanax JOKYMEHTO000poTa,
cUCcTeMaTHU3alluy, COCTABICHHUSI HOMEHKIIATYphI el

3HaTh

OCHOBHBIC OIIPCACIICHHA U MMOHATHA, OCHOBHBIC MCTO/bL I/ICCJIGI[OBaHI/If/'I,
OIIpCACIICHUS ITPOLECCOB O6pa6OTKI/I JOKYMCHTOB Ha BCCX ITallaX
I[OK}’MCHTOO60pOTa, cucreéMaTrusanuu, COCTaBJICHUA HOMCHKIIATYPLI ACIT;

YmeTh

OOBSCHATH (BBISIBJIATH U CTPOUTH) TUITUYHBIC MOJICIIA 00pabOTKH
JOKYMEHTOB Ha BCEX 3TaIax JIOKYMEHTOO00pOTa, CUCTEMATH3AIIHH,
COCTaBJICHUS] HOMEHKIIATYPBI JIEJ; KOPPEKTHO BBIPAKATh U
apryMEHTHPOBAHHO OOOCHOBBIBATH ITOJIOKECHHSI 00paOOTKH TOKYMEHTOB HA
BCEX ATarax JOKYMEHTOO0OPOTa, CUCTEMAaTH3aIMH, COCTABIICHHS
HOMCHKJIATYPHI JIeT;

Bnanertn

MeTOoJIaMU 00PabOTKH JIOKYMEHTOB Ha BCEX dTarnax JOKYMEHTO000pOTa,
CUCTEeMAaTH3alllH, COCTaBICHUSI HOMEHKIIATYpPHI JelT; CIoco0aMu
OIICHUBAHHMSI 3HAYMMOCTH U TIPAKTHUECKOHN MPUTOTHOCTH 00pabOTKH
JIOKYMEHTOB Ha BCEX 3Tarax JJIOKyMEHTOO000pOTa, CUCTEeMAaTHU3AIIHH,
COCTaBJICHUS HOMEHKJIATYPHI JeJ; OCHOBHBIMH METO/IaMHU PEIICHUS 3a71a4 B
obnactu 06pabOTKH JOKYMEHTOB Ha BCEX dTarnax JOKyMEHTO000poTa,
CUCTEMAaTH3AIMH, COCTABIICHUSI HOMEHKJIATYPHI JCII.




4. CTpyKTypa, 00bEéM H coep:KkaHue TUCHUIIMHBI (MOAYJIS)
OO0mast TpyA0eMKOCTh AUCHHILTUHBI cocTtaBisgeT 10 3aueTHpix enunuil 360 akaa. 4acoB, B TOM
qHCIe:
— KOHTaKTHas paboTa — 14 akas. 4acos:
—ayautopHas — 10 akay. gacos;
— BHEayIuTOpHas — 4 akaj. 4acoB
— camocTosTeapHas padota — 333,4 akaJl. 4acoB;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akaj. yaca
— MOJTOTOBKa K 3auéTy — 3,9 akaj. yaca
dopma aTTecTaluu - 3a4eT, KypcoBasi paboTa, 3K3aMeH

AynuropHas ) =
KOHTaKTHas paboTa E = DopMma TeKyILEro
Pa3nen/ Tema 2 (B axaz. wacax) g E‘ Bax KOHTPOJIA Kon
> S © | caMOCTOSTENBHOM | ycIeBaEMOCTH U
JIACITATIINHEL & g . | KoMmeTeHIMM
2 £ paboThI MPOMEXYTOTHON
Tlex. Mab. | mpaKr. z g aTTecTaluu
3aH. 3aH. | O &
1. Haznauenwue Kypca,
HUCTOYHUKH W JIUTEpaTypa.
Hctopus roCyJapCTBEHHOTO
JICJIOTIPOU3BOJICTBA.
CocraBiieHue OK-10, OIIK-
1.1 Tlpeamer, conepkaHue, 1, I1IK-4, TIK-
6ubnuorpaduuec
3aaun Kypca. KOTO CIIHCKA [Iposepka 5, IIK-6, TIK-
HopmatuBao - mnpaBoBas 0,5 24 Cocras ex—mé unnuBunyanbueix |7, [IK-11, TIK-
Oasa OpraHu3aIun CHHCHKa 3aIaHni 14, I1K-15,
JIeIONPOU3BOICTBA [1K-18, IK-
JIOKyMEHTOB. 20 TIK-26
OK-10, OIIK-
1.2 BO3HHMKHOBEHHE | HomroToska 1, [IK-4, TIK-
pa3BuTHE c?nomm- 5, IIK-6, TIK-
JIEIIOTIPOU3BO/ICTBA B[ 3 10,2 0,2/0,51| 24 }”II“GHI)HOFO Omnpoc 7, TIK-11, TIK-
yupexnaenusx Poccun XVI MATeDHANA 14, T1K-15,
~ XVII Bs. P ITK-18, TTK-
20, IIK-26
OK-10, OIIK-
1, IIK-4, TIK-
1.3 [lenompou3BOJACTBO B IToaroroBska 5, IIK-6, T1K-
YUPEKIESHUSIX Poccun 0,2 0,2/0,51| 25 | IOIONHATEIHLHOTO Ormpoc 7, IIK-11, TIK-
XVIII B. MaTtepuana 14, I1K-15,
IT1K-18, TIK-
20, IIK-26




OK-10, OIIK-

IToaroroBka 1, ITK-4, ITK-
1.4 [lenompou3BOJACTBO B 5, IIK-6, T1K-
yupexaenusx Poccun XIX 0,2 0,2/0,51| 25 AOTIOHH= Omnpoc 7, IIK-11, TIK-
~ nauane XX BB. Jg::ﬂ;:;a 14, TIK-15,
P ITK-18, IIK-
20, IIK-26
15 CTaHOBJICHHE " ?Frﬁ?_’;)gg:
pasBiTHe Ananms 5, TIK-6, TTK-
i{g:g;{f}(oﬂn;mncma B 0,2 0,2/0,51| 25 “HPOPMALIUH B Omnpoc 7, IIK-11, TIK-
cetu HTEpHET 14, TIK-15,
rOCYIapCTBEHHBIX [K-18, TIK-
YUPEKICHUSIX. 20, TIK-26
Hroro no pazaeny 1,3 0,8/211 | 123
Uroro 3a cemectp 2 2/41 | 171,7 3a4eT
2. TexHONOTHSA M OpraHU3aIUs
JIEJIOTTPOU3BOJICTBA
OK-10, OIIK-
1, IIK-4, TIK-
Amnanuz 5, IIK-6, I1K-
2.1 Poms 1 mecro JIOY B 0,2 0,2/11 | 25 “HPOPMALIUH B Omnpoc 7, IIK-11, TIK-
COBPEMEHHOM YITPABICHUU cetu MirepHer 14, TIK-15,
I1K-18, IIK-
20, TIK-26
OK-10, OIIK-
1, IIK-4, TIK-
2.2 Opranuzanus CiayK0bl ! '
I[OY:pCprKT}LIlpa CJIy>;K6BI, Anaius 5, TK-6, TIK-
KOIPOBHA W HCTEHHEL 0,5 /11 | 23,7 | undopmarmu B CamooTuer 7, IIK-11, TIK-
cetu MHTepHeT 14, TIK-15,
COCTaB [K-18, TIK-
20, TIK-26
OK-10, OIIK-
2.3 Opranuzanus 1, T1IK-4, TIK-
JOKyMEHT0000poTa B Amnanus ITposepka 5, IIK-6, IIK-
OpTraHM3aIlNH, 0,2 0,4/0,51| 16 BO3MOJKHOCTEHN nHauBUAyaneHeix |7, T1IK-11, TIK-
YUPEXKICHUH, Ha ColA 3a1aHui 14, TIK-15,
TPEATNPHUITHN I1K-18, TIK-
20, TIK-26
OK-10, OIIK-
2.4 Perucrpanus 1, [IK-4, TIK-
JOKyMeHTOB. TpeGoBaHus Amnamms Ompoc, nposepka | 5, IIK-6, ITK-
K OpraHu3aluu 0,2 0,4/0,51| 16 BO3MOKHOCTEMN unanBuayansHeix |7, [IK-11, TK-
perucTpanuy JOKYMEHTOB. Co/1 3aaHui 14, TIK-15,
Perucrparrionssie popMsi. I1K-18, IIK-

20, TIK-26




OK-10, OIIK-

2.5 Howmenknarypa jen 1, I1K-4, TIK-
OpraHu3aIlHy. Iopsimox CocraBienue Omnpoc, npoBepka | 5, ITK-6, TTK-
BHEIPEHUS U  BEJICHUSA 0,2 0,411 | 16 MaKETOB nHanBuayansHeix |7, [IK-11, TIK-
HOMEHKJIATypBI el JIOKYMEHTOB 3a]aHAN 14, TIK-15,
OpraHu3aluy. ITK-18, IIK-
20, IIK-26
OK-10, OIIK-
2.6 KOHTpOJIb UCIIOTHEHHUS 1, ITK-4, ITK-
J1OKyMeHTOB. Opranusais Amnamus cucrem | Ompoc, npoBepka | 5, ITK-6, TTK-
KoHTpOIS - 0,2 0,4/0,51| 16 KOHTPOJISI nHauBHAyanbueix |7, ITK-11, TTK-
opraHu3zaiun 3aaHAN 14, TIK-15,
JIOKYMEHTOB. IK-18, TIK-
20, I[IK-26
OK-10, OIIK-
2.7 Hcnonp3oBanue, IIpopaboTka S é’ gi:g’ gi
XpaHeiliie,  yHITOKCHIE 0,2 0.4/0,5U| 16 | MOPMATMBHOR | erummoii |7, TIK-11, [TK-
rmeyaTreii W IOTaMIIOB B JIOKYMEHTAIIMHU TI0 paboTs! 14, TIK-15,
OpTaHU3aIINH. TEME TK-18, TIK-
20, TIK-26
OK-10, OIIK-
1, IIK-4, TIK-
2.8  ®@opmupoBaHue WU Annoruposanue | Ompoc, nposepka | 5, IIK-6, IIK-
orepaTuBHOE XpaHCHHE 0,2 0,4/0,51| 16,7 HCTOYHHUKOB U unanBuayansHeix |7, IIK-11, K-
JIeN B JIEJIONPOU3BOICTBE JUTEpaTyphl 3aJaHuKN 14, TIK-15,
I1K-18, IIK-
20, TIK-26
29  Mucrpykuii = o Amams OK-10, OITK-
FIOKYMEHTAIHOHHOMY Marepuana 1mo 1, I1IK-4, TIK-
00eCIeYeHUI0 yIpaBICHUS TeMe B COTH 5. TIK-6, TTK-
OpraHu3aIlky. TTopsmok 0.2 0411 | 17 VirepHer. 3aiura mpoeKToB 7. TIK-11, TIK-
CO3[aHWsI, BHEOPEHUS W Cosnanme JIOKyMEHTOB 14, TIK-15,
BEJCHUS MHCTPYKIIMK TIO HPOEKTOB IK-18, TIK-
JIOKYMCHTAIIOHHOMY JIOKYMEHTOB. 20, I1IK-26
00eCIeYeHuI0 yIIpaBIIeHuUs. '
OK-10, OIIK-
AHHOTHpOBaHUE 1, ITK-4, TIK-
2.10 OkcriepTusa Omnpoc, nposepka | 5, ITK-6, ITK-
LEHHOCTH JOKYMEHTOB B 0,2 0,4/0,51| 16 r;::;;i;lgg];nz uHau-sunyanpueix |7, IK-11, TIK-
JIEJIO-TIPOU3BOJICTBE TeMe 3a1aHnui 14, TIK-15,
ITK-18, TIK-

20, TIK-26




2.11 Tabenr u ampboM

OK-10, OIIK-

1, I1IK-4, TIK-
dopM  TOKyMEHTOB B ITpopaboTtka 5. [TK-6. TIK-
OpraHU3aIIHH. IMopsinok 0.2 0.4/0.5u| 16 HOPMATHBHO# 3ammTa NpoeKTOB 7. TIK-11, TTK-
CO3[IaHUsI W BEJCHUS JOKYMEHTAIIUH 10 JIOKyMEHTOB 14 TIK-15
Tabenast ¥ ampboma (Gopm TEME TK-18, TIK-
JOKYMCHTOB OpraHu3amuu. 20, I[IK-26

OK-10, OIIK-
2.12 Hanpasnenus Ananmms Ompoc, mposepka é gﬁ:g gﬁ
COBEPIICHCTBOBAHUS 0.2 0.4/0.51| 16 Marepuaia 1o VHAUBULYAJIBHBIX 7, IK-11, TIK-
JOKyMEHTallMOHHOTO TeMe B CeTH 3amaHuid. 3ammra 14 TIK-15
obecrieyeHus! yrpaBieHHs. Nurepuer HIPOEKTOB. TIK-18, ITK-

20, ITK-26
Wroro no pazapery 2,7 5,2/81 (210,4
Hroro 3a cemectp 2 4/611 |161,7 9K3aMeH,Kp
OK-10,0I1K-
1,ITIK-4,T1K-
3a4eT, KypcoBas 5,ITK-6,ITK-
Hroro no aucrumnnuze 4 6/101 |333,4 6 T’ YE e 7,J1IK-11,ITIK-
paboTa, JISAMEH 14 TTK-15,TIK-
18,I1K-20,I1K-

26




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B Xo4€ pcfam3alluid HOporpaMMmbl  JUCHUIIJIMHBI <<OpI‘aHI/ISaI_[I/I5I U TCXHOJOIus
JOKYMEHTAIIMOHHOTO 00ECIIEYCHUS YIPABICHHS» HCIOIb3YIOTCS 00pa3oBaTelbHbIe TEXHOIOTHH,
HamnpaBlieHHbIE Ha (opMHpOBaHHWE 3asSBICHHBIX KOMIICTCHIUN: WH(OpPMAlMOHHAS JICKIIHS,
CeMUHAap, MHTEPaKTHBHBIE TEXHOJIOTUH (JeKuus — Oecera, JeKIusi-Iuainor), HHGpOopMaoOHHbIE
TEXHOJIOTUHM (UCIIOJIb30BAaHUE MPE3CHTAIMN, MEIHapecypcoB, CHpPaBOUHBIX cucteM «['apaHTy,
«KoncynpTanT +» 1 11p.)

CamocrosarenbHas paboTa CTYAEGHTOB IOJApa3zyMeBaeT paboTy Hal KypcoBOW paboOTO,
BBINIOJTHEHUE TPAKTUYECKUX 33aJaHUH; WHAWBUAYalIbHYI0O paboTy B KOMIIBIOTEPHOM Kilacce U
oubmuoreke. OHAa HampaBieHA Ha 3aKpEIUICHWE W YIIIyOJIeHWE 3HAHWM, MOJTYYCHHBIX B XOJIE
ayAUTOPHBIX 3aHATHH.

OmneHka 3HAaHUI MPENCTABISAET COOOW COBOKYITHOCTh Pa3NIMYHBIX IOKa3zaTesell paboTh
CTyZIeHTa B T€YEHHUE BCETO Mpoliecca 00ydeHus. [I[poMexyTOYHbI KOHTPOJIb TI0 HTOr'aM OCBOCHUS
JTUCIUTUTHHBI BKJIFOUaeT 3a4ert (5,6 cemectp) u sx3amen (4,7 cemectp).

6 YueOHO-MeTOIMYECKOE 0O0ecredeHue CaMOCTOSITeIbHON padoThl 00y4arouXcst
[Ipencrasneno B npunoxxenuu 1.

7 OueHoYHbIE CPeCTBA IJIf IPOBEIeHUs MPOMEKYTOUYHOM aTTecTauuu
[IpencraBieHbl B IPUIOKEHUU 2.

8 YueOHo-MeTOAMYeCcKOe H HH(POPMALIMOHHOE O0ecneyeHue TUCIUIIHHbBI (MO1YJIs1)

a) OcHoBHas UTEpaTYypAa:

JlokyMeHTalmoHHOe obecrieueHue ynpasienus : yueonuk / A. C. 'punbepr u ap. - M. :
FIOHUTU-TAHA, 2011. - 1 snektpon. ont. nuck (CD-ROM). - 3aru. ¢ Tutyi. skpana. - (YueOHast
JauTepaTtypa JUISt BBICIIL u cpen. npod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 pdf&view=true (mata oopamenus: 25.09.2020). - MakpooOBbeKT. - TEKCT : 3J€KTPOHHBII.
- CBenenus noctymnHsl Takke Ha CD-ROM.

JIOKyMEHTAIllMOHHOE ~ OOECTeYeHrne YIpaBICHHWs Ha TPEANPHATHUSAX  Pa3TAYHBIX
OpraHU3alMOHHO-TIPABOBBIX (GopM : yueOHoe mocobue [mis By3oB] / cocraButenn: C. C.
Benukanosa, U. B. Kamy6a ; Maruutoropckuii roc. texuuueckuid yH-T um. I'. Y. Hocosa. -
Marnutoropck : MI'TY um. I'. 1. Hocora, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3arm. c TUTYJL. JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show= dcatalogues/1/1535
269/4125.pdf&view=true  (mara oOpamenus: 25.09.2020). - MakpooosekT. - Tekcr
ANIEKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

AnoxmHa C. A. KypcoBas pabora 1O JOKYMEHTOBEICHHUIO, apXHBOBEIACHUIO,
OpraHu3alliil U TEXHOJIOTUH JIOKYMEHTAIIMOHHOTO OO0ecledeHus: yIpaBlieHUs [DIeKTpOHHBIH
pecypce] : yueb-Ho-MeToauueckoe nmocobue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa
; MI'TVY. - Marnuroropck : MI'TV, 2016. - 1 anekrpoH. ont. auck (CD-ROM). - Pexxum gocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true . - MakpoOOBEKT.

0) lomostHuTeIBLHASI TUTEPaTypa:

banbiackas, H. P. D¢ dekTuBHOCTh nesATeIbHOCTH OPraHOB TOCYAApCTBEHHOM BJIACTH M
npodeccuoHaIbHast 3TUKA MYHHUITUIIAIBHOTO CiTyKarero | yueoHoe mocooue / H. P. banbiackas,
M. B. ITaBayxuna ; MI'TVY. - Marautoropck : MI'TY, 2017. - 1 snekrpon. ont. auck (CD-ROM).
- 3ari. c TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name= 3202.pdf&showzdcataloguesllll136
707/3202.pdf&view=true (mata obpamienus: 25.09.2020). -


https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535269/4125.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130337/2535.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3202.pdf&show=dcatalogues/1/1136707/3202.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3202.pdf&show=dcatalogues/1/1136707/3202.pdf&view=true

brikoBa, T. A. JlokyMeHTallMOHHOE OOECIeYeHHEe YIpaBieHuUs (AETOMPOU3BOICTBO) © yueOHOe
nocobue / T.A. beixosa, T.B. Ky3suernosa, JI.B. Cankuna ; mox o6, pea. T.B. Kysuenosoit. — 2-
e m3d., nepepab. u gom. — Mocka : MHOPA-M, 2020.— 304 c. + [om. wmarepuaibl
[DnexTponHsbIi pecype]. — (Bricmiee o6pa3oBanue: bakamaspuar). - ISBN 978-5-16-004805-5. -
Tekcer : anexrponnsiid. - URL: https://znanium.com/catalog/product/1078152 (nata oOparieHus:
06.10.2020). — Pexxum gocTyIa: o MOAMUCKE.

Kabamos, C. F). DnexkTpoHHOE NPaBUTEIHCTBO. DIEKTPOHHBIH JOKYMEHTOOOOPOT.
Tepmunbl u onpeaencaus : yued. nmocobue / C.10. Kabamos. — Mocksa : UHOPA-M, 2019. —
320 ¢. — (Bwicmee oOpaszoBanue: bakamaBpuar). - ISBN 978-5-16-006835-0. - Tekcr
anekTponnsd. - URL: https://znanium.com/catalog/product/1002479  (mara oOpameHus:
06.10.2020). — Pexxum gocTyma: 1o MoAnucKe.

B) MeToan4eckune yKazaHus:

[lepeueHb TeM /17151 TOATOTOBKH K CEMUHAPCKUM 3aHATHSIM:

Tema «Ha3nauenue kypca, MCTOYHUKH U JINTEPATYPA»

PackpeiTh npeamMer, cosiepikanue U 3aaun Kypca. PackpbITh MecTo Kypca cpelid Apyrux
M3Yy4aeMbIX JUCIHILINH, CBA3b C PaHEe U3YUEHHBIMH KYpCAMH U JISl KAKUX JTUCHUIUIMH SBISETCS
0a30BbIM. PackpbiTh posib Kypca «OpraHumzanuss M TEXHOJIOTHUS JOKYMEHTAIlMOHHOTO
oOecrieueHHs YIpaBICHUS» B COBEPLICHCTBOBAHMHM OpraHU3aldd pPadOThl C JOKYMEHTaMH,
CO3JIaHUU OINTUMANIBHBIX YCIOBUM paboThl ciy:x0b1 JIOY, BHEIPEHUM TEXHUYECKUX CPEICTB
00paboTKH TOKyMEHTHOM HH(OpMaLIUK.

Tema «VcTopust rocy1apCTBEHHOTO I€TIOIPOU3BOICTBAY

PernamenTanus 3akonomarensHbiMu akTamu XVI — XVII BB. OTAENbHBIX CTOPOH
co37aHUsI U OQOPMIIEHUS JOKYMEHTOB, O0S3aHHOCTEH «CIYXWIBIX» JItoJiel. XapakTepucTHKa
«['enepanpHoro pernamenra» 1720 r. kak ocHOBHOro 3akoHopatenbHoro akta XVIII B. mo
OpraHm3aIyy jaenonpon3BoacTea. «O0mee yupexaeHne MuHucTepcTB» 1811 1. kak OCHOBHOM
3aKOHOJIATEeNIbHBIN aKT MO €IMHO0Opa3HOMY MOPSAAKY AETIONPOU3BOACTBA B yupexaeHusax XIX B.
[Toucku panoHanbHbIX (OPM OpraHU3alMu J1€JIONPOU3BOJICTBA B COBETCKUM nepuoa, Hayunas
OpraHM3alys yIpaBJIEHYECKOro Tpya. AKTUBU3ALUs COBEPLUICHCTBOBAHUS JEIONPOU3BO/ICTBA B
1970-e rr. ®opmupoBanue konnenuuu JJOVY u pa3paboTka npoekra EauHo rocymapcTBeHHOM
CHUCTEeMBl JOKyMeHTaluoHHoro obecneuenus ynpasienus (EI'CHOVY), TocynapcrBeHHOM
CHUCTEMBI JIOKYMEHTannoHHOTo obOecneuenus ymnpasienus ([CHOVY), ux xapaxkTepucTHKa.
Pa3zButne paboT Mo craHmapTH3alUy W YHU(PHUKAIUH YIIPABICHYECKAX TOKyMeHTOB B 1970 —
1990 rr.

Tema «TexHonorus u opranusanus AeJI0MPOrU3BOJICTBAY

Llenp wn3ydeHus:: H3ydyeHHUE TEOPUM M TPAKTUKU OpPraHM3alMM COBPEMEHHOIO
JIOKYMEHTAIlMOHHOTO 00ecTeueH s yIpaBIeHUsI Ha OCHOBE HayYHO-000CHOBAHHBIX IPUHIIUIIOB.

Pons u mecto JIOY B coBpeMeHHOM ympaBieHUH. [[enonpous3BoACcTBO Kak (DyHKIHS
yIOpaBieHUs U KakK CUCTeMa paboThl C JOKyYMEHTaMH. YTpaBlieH4YecKas JesTeNbHOCTh U
JIEJI0NIPOU3BOJICTBO.

Opranmsanus ciryx0s1 JJOY. Opranuzanmorasie GOpMbI 1€TOTPOU3BOICTBA.

Opranuzanus 1okymeHTooOoporta. OmnpeneneHue, o0Imue MPUHLIUIB 1 METOJAUYECKHE
OCHOBBI OpraHU3allMu JIOKYMEHTOO0OpOTa, MX pealu3alus B HOPMATHUBHBIX JOKYMEHTAaX.
Crpyktypa, oOmas  XapakTepucTHKa, 00BbEeM  JOKYMEHTOO0OpOTa  YUpEKACHHS.
ABTOMaTH3UPOBAHHBIE CUCTEMBI JOKYyMEHTOO00pOTA.

Perucrpamuss ~ TOKyMEHTOB W OpraHu3alus  CHpPaBOYHO-MH(POPMALHUOHHOTO
obcnmyxxuBanus. HMH}opmanmoHHO-CipaBOYHOE OOCITY)XKMBAaHHWE almapara yIpaBJICHHUS B
ycioBusX npumeHenus BT.

Homenkmarypa nen (H/[) opraamzanuu. [ToaroroBka HOpMaTuBHO-METOAUIECKOM Oa3bI
o pa3pabotke u BHeapeHuto HJ[ opranuzamnuu. TpeboBaHus K CO3TaHUIO U


https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1002479

coaepxxanue HJI opranuzamumu.

KouTtponp wucnonHenus noKymMeHTOB. DopmMupoBaHuEe TpeOOBaHHI K OpraHu3aliu
KOHTPOJISI HCIIOJIHEHHUST JOKYMEHTOB B JEJONPOU3BOACTBE. ABTOMATU3MPOBAHHBIE CHUCTEMBI
KOHTPOJISI, OTIBIT IPUMEHEHUSI.

@dopmMupoBaHME U XpaHEHHE Jeil B JenonpousBojcTBe. [loHsATHE W  OCHOBHBIE
TpeboBanusi. CoBpeMeHHass HOpMaTHUBHO-MeToauyeckas 0aza QopmupoBanust aen. IlpaBuia
(dbopMHpoOBaHUs J1€I1, TPUHIUIIBI CUCTEMATH3AIMH IOKyMEHTOB B JIETI€.

DKcnepTu3a LEHHOCTH JOKYMEHTOB B jenonpou3Bojactse. I[loHsTue, TpeOoBaHUS K
NPOBEICHUIO SKCIEPTU3bl IIEHHOCTH TOKYMEHTOB. Opranu3anus IesSTeNbHOCTH IEHTPATbHBIX
skcnepTtHhiX Komuccuit (IIDK) m skcneptHeix komuccun (OK) yupexnenus. OdopmiieHue
JIOKYMEHTOB.

Tema "MHCTpyKIUS IO JOKYMEHTAIIMOHHOMY oOecnieueHuto yrnpasienus (JJOY)."

[TogroroBka HOPMAaTUBHO-METOAMYECKON 0a3bl 1O pa3padOTKe U  BHEIAPECHHIO
HNuctpyknuu no JIOY.

TpeboBanus k co3anuto, copepkanue 1 nopsaaok Bueapenus Mucrpyknuu o J10Y.

Tema "Tabens u anb00M (HOpM TOKYMEHTOB B OpraHU3auu."

[loaroroBka HOpMaTUBHO-METOAUYECKON 0asbl MO pa3paboTke U BHeApeHuto Tabensd u
anbOoma (hopM TOKYMEHTOB B OpraHU3aliu.

TpeboBanust kK CO3IaHMIO, COJEPKAHNE U TIOPSIIOK BHeApeHus Tabens u ampboma dhopm
JIOKYMEHTOB .

Tema "HampaBieHuss  COBEPIIEHCTBOBAHMS  JOKYMEHTAIMOHHOTO  OOecreueHus
ynpasieHus."

ABTOMaTH3UPOBAHHOE pabouee MECTO. TpeboBanus K OpraHu3aluu
ABTOMATH3UPOBAHHBIX pa00UNX MECT B OPTaHU3AIMSX IS PA3THYHBIX JOJDKHOCTEH.

CuctemMa 3JIeKTpOHHOTO JJOKYMEHT0000poTa. TpeGoBaHus K OpraHU3aLuu JIEKTPOHHOTO
JIOKyMEHTO000poTa.

r) [Iporpammuoe obecneuenue u UnTepuer-pecypceni:
http://archives.ru ®enepanproe apxuBHOe areHTcTBO PO (PocapxuB)

IIporpammHoe o0ecneuenne

Haumenosanue [10 Ne noroBopa Cpox aeicTBus IUIIEH3UN
MS Windows 7

Professional(mms  |-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)

MS Windows 7

Professional (ms  |1-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)

MS Off_lce 2007 Ne 135 ot 17.09.2007 OeccpovyHO
Professional

7Zip cB0OOIHO pacrpocTpansemoe [10 OECCPOIHO
FAR Manager cB00OTHO pacnpocTpansemoe [10 0OECCPOIHO
Adobe Reader cB000HO pacnpoctpansiemoe 110 0OeccpoyuHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(GOPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CchlIKa
DnekTpoHHas 0a3za mepuoanvecKux u3manuii East View
Information Services, OO0 «MIBHUC»
Hanuonanpnas MH(POPMALMOHHO-aHAINTHYECKAs
cucreMa — Poccuiickuii MHIEKC HAyYHOTO LIUTUPOBAHUS

(PUHII)

https://dlib.eastview.com/

URL:
https://elibrary.ru/project_risc.asp




[TouckoBas cucrema Axkaaemusi Google
(Google Scholar)

URL.: https://scholar.google.ru/

Nudopmanmonnas cucrema - EpunHoe
OKHO J0CTyna K HH()OPMALMOHHBIM

URL.: http://window.edu.ru/

Poccuiickas TocynapeTsentas s /anww.rsl.ru/ru/4readers/catalogues/
oubanoreka. Karanoru

DNEKTPOHHBIE PECypChl  OMOIMOTEKU . .

MLTY . T Hocosa http://magtu.ru:8085/marcweb2/Default.asp
®denepanbHbIN o0pasoBaTenbHbBIN http://ecsocman.hse. ru/

mopraigl — OKOHOMHKA. COLMOJIOTHS. P- S

YHuBepcurerckas UH(POPMALIMOHHAS T .

cnertera POCCILS https://uisrussia.msu.ru

MexnyHapoaHas ~ HayKOMETpUYECKas

pedepaTrBHas M IIOJHOTEKCTOBas Oasza
JNAHHBIX HayyHbIX u3manui «Web of

http://webofscience.com

MexnyHaponHas — pegepartuBHas U
IOJHOTEKCTOBasl _ clpaBoyHas _ 6asa

http://scopus.com

Me;xz[yHapoz[Ha;I 0a3a IMOJIHOTEKCTOBBIX
KypHaAJIOB Springer Journals

http://link.springer.com/

MexnyHapoaHas KOJUIEKIUS Hay4HbBIX
IIPOTOKOJIOB IO PA3JIMYHBIM OTPACISAM

http://www.springerprotocols.com/

Mexnynaponnas 06a3a  CIpaBOYHBIX
W3JJaHUH 110 BCEM OTpacisM 3HAHUM

http://www.springer.com/references

Mexnynaponnas  pedepaTuBHas U
MOJIHOTEKCTOBasi ~ CIpaBoYHas  0Oasza
JIAHHBIX _HAaY4YHBIX WM3JaHui _«Springer

https://www.nature.com/siteindex

ApxuB HAyYHBIX KypHAIIOB
«HanmoHanbHbIN 3IIEKTPOHHO-
nH(GOPMAIMOHHBIN KoHIopuuym» (HIT

https://archive.neicon.ru/xmlui/

HNudopmanronHas cucrema -
HopmatuBHbie MIPaBOBbIE aKTBhI,
OpraHU3alMOHHO-PACTIOPAIUTENbHBIE
JIOKYMEHTHI, HOPMAaTUBHEIC

METOAMYECKHE JIOKYMEHTBI u

https://fstec.ru/normotvorcheskaya/tekhnicheskaya-
. zashchita-informatsii

Wudpopmanmonnast cuctema - bank
JTAHHBIX yrpo3 0e3011aCHOCTH

https://bdu.fstec.ru/

9 MaTtepuaJIbHO-TEXHHYECKOE o0ecTedeHne TUCIUTIHHBI (MOILYJIs1)

MaTCpI/IaJ'IBHO-TCXHI/IquKOC obecrneucHUe JUCIUITIIIMHBI BKJIIFOYACT:




Y4eOHble ayAUTOpPUH ISl TIPOBEACHUS NUCTAHIIMOHHBIX 3aHATUN JICKIIMOHHOTO THUIMA:
CTos KOMIIBIOTEPHBIN, CTOJ TUCBMEHHBIH, CTYJI O(DMCHBIN, JOKYMEHT-Kamepa Epson, ncrtounuk
6ecniepedoiinoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCoHanbHbIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIbHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cuctema akyctuyeckas HaCTOJIbHAS,
crepeorapuuTypa (MUKpodOH C MIyMOINOAaBICHHEM), SKpaH HacTeHHblii Digis Optimal-C MW
DSOC-11032*2

Yd4eOHbIE ayAUTOPUM [UISI TPOBEACHUS NPAKTUYCCKUX 3aHSATHH, TPYNIOBBIX U
WHAWBUIYAILHBIX KOHCYJIBTAIlUH, TEKYIIEro KOHTPOIS W MpOMEXyTouHOU arrectamuu: CTom
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJI OQHUCHBIN, JTOKyMEHT-Kamepa EpPSOn, wmcrouyHuWK
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepPCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycTtuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MHUKpO(OH ¢ IIyMOMoIaBiIeHHEM), 3KkpaH HacteHHbIH Digis Optimal-C MW
DSOC-11032*2

[Tomenienuss is  caMOCTOATENIbHOW  paboThl  oOywaromuxcs:  [lepcoHanbHbIE
kommbpioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JCKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIBHYIO CPEly YHUBEPCUTETA

[Tomemenne Ui XpaHeHHs] W OPOPHIAKTUYECKOTO OOCIY)KMBaHHUS  y4eOHOTO
obopynoBanus: CTeIUIaxu i XpaHeHUs] y4€OHO-HATJISAIHBIX TOCOOMI U yueOHO-METOUYECKOM
JIOKYMCHTAIUH.



HNPUJIOXKXEHUE 1

«Y4YeOHo-MeToAnuYeckoe odecrneyeHne cCaMoCcToATeJLHOH Pa00Thl 00 VIAIOIIIMXCS)

HepeueHb mem 01 H0020MO6KU K CeMUHAPCKUM 3AHAMUAM:

Tema: «HazHaueHue Kypca, MCTOYHUKHU M JIUTEPATYyPa»
Llens uszyuenusa: packpvime ponsv u Mecmo 0aHHO20 Kypca é npoyecce

npogheccuonanvbHoU NOO20MOBKU NO OOKYMEHMOBEOCHUIO U APXUBOBEOCHUI).

1)

2)
3)

4)

W3yunTh y4eOHBIH MaTepuan: CChUIKM Ha YYEOHMKH WM ydeOHbIe mocoOus u3
CIMCKA JIUTEPATYPhl B KBAJPATHBIX CKOOKAX C yKa3aHHEM CTpPaHMIL IO TEME.
PackpbITh IpenMeT, coaepKanue U 3a/1a4u Kypca.

PackpbITh MeCTO Kypca cpeay APYTruX HM3ydaeMblX JUCHMIUIMH, CBSI3b C KypcaMu
«BBenenue B mpodeccuto», «loxkymenroBenenuey, «Muaexcanus u Koaudukaus
uHpopManuu B NpodecCHOHAIBbHONW AesaTenbHOCTH», «COBpEeMEeHHass OpraHu3arus
rOCYJapCTBEHHBIX yupekaeHuid Poccum» u siBisiercst 6a30BbIM 1iist Kypca « OCHOBBI
IIPOEKTHOM JiesTeNnbHOCTHY, «KaapoBoe [enonpou3BOJACTBO», € KOMILIEKCOM
JTVCUUTUIAH, H3yYalOIUX HH(POPMAIIMOHHO-BBIYHCIUTEIbHBIE CUCTEMBI, TPABOBBIMU
U IpYT'MMHU y4eOHBIMU JAUCHUILINHAMU.

PackpbiTh ponb Kypca «OpraHuzanuss M TEXHOJOTHsS JOKYMEHTAI[HOHHOTO
oOecrieyeHns: yIpaBleHUs» B COBEPUICHCTBOBAHMM OpTaHU3AIMH pPabOTHI C
JOKYMEHTaMH,  CO3/laHUM  ONTUMAIBHBIX  YCIOBMH  PabOTBl  CIIy>KObI
JOKYMEHTalMOHHOro obecneueHus ynpasieHus (JOVY), BHeApeHUH TEXHUYECKHUX
cpeAcTB 00pabOTKU JOKYMEHTHON MH(POPMALIUH.

Tema: «I/ICTOPI/IH rocyiapCcrBeHHOI0 A€J0IPOU3BOACTBA)
l[eﬂb Uusydenus: Aanajiu3 uCmopudecKux meHOeHuuﬁ paseumusn 0eﬂ0npou3600cmea u

apxuenozo oena.

1) U3yuuth y4eOHBII MaTepHall: CCHUIKA Ha yICOHHMKH WM ydeOHbIC MOCOOHS W3

CIIMCKa JIMTCPATypPhl B KBaJPaTHBIX CKOOKax ¢ YKa3zaHHUuEM CTpaHUI] 11O TEMCE,

2) Pernamenranus 3akonogarenbHbiME akTaMd XV — XVII BB. OT/A€NbHBIX CTOPOH

co3nanus U 0OPMIICHUS TOKYMEHTOB, O0S3aHHOCTEH «CITYKUIIBIX) JIFO/ICH.

3) Xapaktepuctuka «['eHepambHOro periameHTa» 1720 r. Kak OCHOBHOTO

3akoHogaTenbHoro akta X VIII B. mo opranusanuu 1e10npou3BO/ICTBA.

4) «OOmiee yupexjaeHue MUHUCTEPCTB» 1811 . Kak OCHOBHOI 3aKOHOJIATEIBHBIN

aKT TI0 €AMHOOOpa3HOMY TOPSIKY JEJIONMPOU3BOJICTBA B yupexaeHusx XIX B.
Coznianue cucTemsl JEJIONPOU3BOJCTBA, COOTBETCTBYIOLIEH €IMHOHAYAIBHOMY
NOPSIIKY TPUHATHS PEIIEHUH B LEHTPAIbHBIX yupexaeHusx Poccum XIX B.
Pernamenranus 1BUKEHUS TOKYMEHTOB.

5) Ilowcku paruoHaIBHBIX (OPM OpPraHU3aIUMU JEIOMPOU3BOACTBA B COBETCKHIA

nepuon. Hayunas opraHuzamus —ympaBlIeHYeCKOro Tpyaa Kkak ¢dopma
OO0IIECTBEHHOT' O IBUKEHHS 33 PALlMOHAIN3ALIMIO TOcalapara.

6) AKTHBH3aIMsI COBEPLICHCTBOBAHHMs Jenonpou3BojacTBa B 1970-¢ rr. Pasurue

TEOPETUYECKUX M TPUKIAIHBIX HCCIEJOBAHUNM B 0OJACTH COBEPIIEHCTBOBAHUS
JOKYMEHTAIMOHHOTO olecrieueHust ymnpasieHus. DopMupoBaHHe KOHIECTILUU
JOY wu paspaborka mpoekta EauHON  rocygapcTBEHHOH  CHCTEMBI
JNoKyMeHTarmonHoro obecnedenust ympasienus (EI'CHOYVY), IN'ocynapcTBeHHO#M
CHUCTEMBI JIOKyMEHTalnmoHHOTO obOecnieuenust ympasieHuss (ICHOYVY). Ilens,
HazHauyeHue, coctaB OcHOBHbIX nonoxenuit 'CIOY, xapakTepucTuka OCHOBHBIX
HOJIOKEHUI ¥ TEMaTHYECKUX Pa3/esIoB.



7) PasButue paboOT 1TO CTaHAapTH3alMd ¥ YHUQDUKAIUH  YIIPABICHYCCKUX
nokyMeHToB B 1970 — 1990 rr. u ux BIMAHME HA JAOKYMEHTHPOBAHHUE U
OpTaHMU3aINI0 PAOOTHI C TIOKYMEHTaMHU.

Tema: «Texnosorus u opraHnusanus AeJIOIpou3sBoaACTBa»
lleJlb U3yueHus: u3yuenue meopuu U npAaKmuKu opcanu3ayuu CO6PEMEHH020

00Kymeumauuonuozo obecneuenusn ynpaejieHus Ha OCHoée Haqu0'0600H06aHHblx
RpURUURNOE.

- Pomp m mecro JIOY B coBpeMeHHOM yrpaBieHuU. [loHATHE <«TOKYMEHTAlMOHHOE
obecnieuenue ynpasneHus» (JOVY). Jlenonpous3BoacTBo kKak (GyHKIHS yIpaBiICHUS, €TO
MECTO cpenu Ipyrux GpyHKuid yrnpasieHus. J[e1onpon3BoaACTBO Kak cucTeMa padoThl ¢
JOKyMEHTaMHu. YTpaBieHYeckass JesTeNbHOCTb U JACNONMPOM3BOACTBO. 3HAUCHUE
JIOKYMEHTOB JIJISl peaIl3aluy YIPaBICHYECKUX PELICHUMN.

- Opranmzanus ciyx0b1 JJOY. Opranuzanuonasie GopMbl eia0npon3BoicTBa. DakTopsl,
OnpeAesoe HUX BbHIOOP B KOHKpPETHOM opranuzauuu. HopmaTuBHas 0a3sa,
peraaMeHTHPYoIIas OpTraHHU3aINI0 u TEXHOJIOTHIO uH(}OPMaLIOHHO-
JIOKYMEHTAIlMOHHOT'O 00ECIIEUEHUs AESITEbHOCTH YUPEKACHUS.

-Opranuzanus JOKyMEeHTooO0opoTa. OmnpenencHue MOHATHS «TOKyMEHTo000poT». O0mue
NPUHIUIBI 1 METOAMYECKUE OCHOBBI OPTaHU3aIlMH JJOKYMEHTOO00POTa, UX peaTn3aliys
B JICHCTBYIOIIUX T'OCYIapCTBEHHBIX HOPMATUBHBIX MOKyMeHTax. CTpykTypa u oOIas
XapaKTEepUCTHKA JTOKYMEHTONOTOKOB OOBEM TOKYMEHTOOOOpOTa YUpPEKICHHS. YUeT
KOJIMYECTBA JOKYMEHTOB. TEHAEHIMH pPOCTa JOKYMEHTOOOOpPOTa B COBPEMEHHBIX
yupexaeHusx. Biausaue apromaruzanun o0paboTKu MHPOPMAIIUN Ha KOJTUYECTBECHHBIE
u KaueCTBEHHbIE XapaKTEPUCTUKU JIOKYMEHTO0000poTa. «be30ymaxHoe»
JIeNIOTIPOU3BOICTBO. ABTOMAaTH3UPOBAHHBIE CUCTEMBI JOKYMEHTO000pOTA.

- Peructpamuss ~ TOKYMEHTOB M OpraHu3alus  CIPaBOYHO-MH(POPMAIIMOHHOTO
obcimyxxuBanusi. Perucrparus kak coctaBHas 4dacth TexHosnoruu JOVY. IlpunHiumns
perucrpanuu JAOKyMeHTOB. IIpuHIMIBI MocTpoeHHs HHGPOPMAMOHHO-TIOMCKOBBIX
cuctem (UI1C) pyunoro tumna, ux sunael. MHpopmannoHHo-cripaBoyHOE 00CTyKUBAaHKE
ammapaTta yhnpaslIeHMs B ycioBusax mpumeHeHus BT. Ilouck u wucnonb3oBaHue
uH(popMaiuu B aBToMatuzupoBaHabix UIIC.

- Howmenknarypa nen opranuzanuu. [loaroroBka HOpMaTHMBHO-METOJIUYECKOM 0a3bl MO
pa3paboTke u BHeapeHHuto HoMeHKIaTypsl aen opranuzanuu. TpeGoBaHus K CO3AaHUIO
u cogepxkanue HomeHkmatypel gen  opranusauuu. llopspok  BHeapeHus
Homenknarypsl gen opranu3anuu.

- Kontpons wucnonHenust 1okymeHTOB. dopMmupoBaHue TpeOOBaHHH K OpraHU3aluu
KOHTPOJIS WCIIOJTHEHHUSI JIOKYMEHTOB B JIEJIONIPOU3BOJICTBE. 3anaun
JIeTTOTIPOU3BOICTBEHHON CITY>KOBI 110 KOHTPOJIIO UCIIONIHEHUS TOKyMeHTOB. Kareropuu
JIOKYMEHTOB, MoJijiexkaniie KOHTporo CpoKu MCIOMHEHUS JOKYMEHTOB. TexHosorus
KOHTPOJIbHBIX OINepanui. ABTOMAaTH3UPOBAHHBIE CHCTEMBI KOHTPOJS 3a CpPOKaMH
WCIIOJIHEHUS IOKYMEHTOB, OIBIT UX IPUMEHEHUS.

- @opMmHpoBaHHE U XpaHEHHE JeNl B jenonpousBojcTBe. llonsTHe «hopMupoBaHue
JIeJ1», OCHOBHBIE TPEOOBAaHMSI K MPOBEACHUIO 3TOM paboThl. CoBpeMeHHass HOpMaTUBHO-
MeTtoauyeckass 0Oa3a ompexaesstomas TpeOoBaHMs K (OPMHPOBAHUIO Ji€1 B
nenonpousBoAcTBe. DOpMHpOBaHME JE B OpPraHM3alMsIX pa3iIudHbIX YPOBHEH
ynpasnerus. 3agaun ciayxO0el IOY u BEIOMCTBEHHOTO apXwBa IO OOECIEYEHUIO
Ka4eCTBEHHOTO (opMupoBaHUs Jen B yupexaeHuH (opranusauuu). [IpaBuna
dbopMUpOBaHUS  JOKYMEHTOB  pa3JIMYHBIX Karteropuili B  gena. [IpunHummbr
CUCTEMATHU3alMK JOKYMEHTOB BHYTPH JIE.

- DOkcrnepru3a LEHHOCTH JOKYMEHTOB B jejonpousBoiactse. llonsarue «okcneprusa
LeHHoCcTH». HopMaTHBHO-METOIMYECKME U TEOPETHUUECKUE OCHOBBI IIPOBEIEHUS
skcriepTu3bl TpeOoBaHUS K TMPOBEACHUIO DKCIEPTU3bl IIEHHOCTH JOKYMEHTOB.



Opranuzanus SKCIEPTH3bl I[EHHOCTH JIOKYMEHTOB, IEHTPaIbHBIX JKCHEPTHBIX
komuccuii (LIDK) u axcneptHhix komuccun (OK) yupexnaenus. [lonoxenus o6 DOK.
[IpaBa u GYHKIMM KOMHCCHH, OpraHu3amus padoThl W JOKYMEHTHPOBaHHUE
nesitenbHOCTH [lopsimok pabotel DK. Dtambel mpoBeneHHs] KCIEPTHU3BI IICHHOCTH
nokyMeHTOB. OdopmileHre pe3yabTaTOB IKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.



HPUJIOKEHUE 2

OueHoYHBIE CpeICTBA /s NPOBe/IeHUs] MPOMEKYTOUHOI aTTecTalnu
a) [lnanupyemsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeACTBA /1JIsl MPOBeIeHUs
MPOMEKYTOYHOM aTTEeCTALMU:

CtpyKTypHBII
JIEMEHT

KOMIICTCHII N

[Inanupyemsle
pe3yibTaThl 00yUSHHUS

O1eHOYHEIE cpe€acTBa

OK-10 crtocoOHOCTBIO K UCTIIOIB30BAHUIO OCHOBHBIX METO/IOB, CIIOCOOOB M CPEJICTB MOJIyUEHHUS,
XpaHeHus, IepepadoTKu HHGOPMAITUH

3HaTh

OIpeICTICHUS
MIPOIIECCOB
UCIIOJIb30BAHUS
OCHOBHBIX METOJIOB,
CIIOCOOOB U CPE/ICTB
MOJTyYCHHUSI, XPAHCHUS,
nepepadboTKu
nHpopmauu

Ilepeuens meopemuueckux 60npocog K IK3ameny

1. XapakTepucTuka JIEJIONPOU3BOJICTBA B
YUPEKICHUAX Pycckoro LEHTPAITM30BAHHOTO
rocynapcrea XV —XVII BB.

2. XapakTtepHblie uepThl nenonpousBoactea X VIII B.
3. XapakrepucTuka JAeJIONPOU3BOACTBA BBICIIMX U
LEHTPAIbHBIX rOCYyJIapCTBEHHBIX YUPEKICHUN
Poccun B niepBoii nosioBuHe XIX Beka.

4. OnplT pauMoHAIM3ALMKM JEJIONPOU3BOACTBA B
OTJIENIbHBIX BEIOMCTBaxX BO BTOpou moioBuHE XIX —
Hayane XX Beka.

5. PaGorta opranoB paboue-KpecThbIHCKON MHCIEKIIUU
M0 palMOHAIM3ALMKU JI€TONpOou3BoACTBA. MHCTUTYT
TEXHUKH YIPABICHHS, €r0 HAay4YHO-METOAMYECKass U
MpaKTUYeCcKas AesTeIbHOCTD.

6. [TpoGnembr COBEPLICHCTBOBAHHUS
JIeJIOTIPOU3BOJICTBA B 1950-1980-x rr. HUx
3aKOHOJIaTeNIbHAs 1 HOPMATUBHAS PErJIaMEHTaLIUSL.

7. 3HavyeHne HOPMAaTHUBHO-METONYECKOMN
perjiaMeHTaluu JEJI0TIPOU3BO/ICTBA. Cocras
COBPEMEHHBIX  JICMCTBYIOIIMX  TOCYAapCTBEHHBIX
HOPMAaTUBHO-METOANYECKUX JIOKYMEHTOB.
Xapakrepucruka roCyAapCTBEHHOMN CUCTEMBI
JOKYMEHTAIlMOHHOTO  O0OecredyeHus  yIpaBleHUs
Trcaovy).

8. OpranuzanonHbie (OPMBI IETOMPOU3BOICTBA. MX
3aBUCUMOCTh OT CHEUM(PUKA U OPTraHU3AIMOHHOU
CTPYKTYPBI YUPEKIECHUS.

9. Crpyktypa u GYHKOHH TOJAPA3ACICHUN T10
JOKYMEHTAIMOHHOMY OOCITY>KUBAHUIO YUPEXKICHUH.
10. XapakTepucThka OCHOBHBIX HOPMATHBHBIX

JIOKYMEHTOB, perIaMeHTUPYIOIINX
JIETTONTPOU3BOJICTBO YUPEKICHUS.
11. JIOIDKHOCTHOM U YHCICHHBIN COCTaB

JEIIONPOU3BOJCTBEHHON  CIIY’)KOBI  yUpeXKJIEHUS.
JlomkHOCTHBIE 0053aHHOCTH PAaOOTHHUKOB  CITYXKOBI
JOYV.

12. JIoKyMeHTO000pOT. Omnpenenenue,
XapakTEepUCTHKAa OCHOBHBIX  JOKYMEHTOIIOTOKOB.
[TpaBuia opranuzanuu JTOKyMEHTOO0OpOTA.

13. IlpaBmwma mpuema u 00pabOTKM MOCTyHAIOIIEH
KOPPECTIOHJICHIIMM, HX BIMSHUE HA OpPraHU3aluio
JBYDKEHUs] TOKyMeHToB. HampaBieHue ROKyMEHTOB




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINH
Ha UCIIOJIHEHHUE.
14. OcHOBHBIE HaNpaBICHUS COBEPLLIECHCTBOBAHUS
JIOKYMEHTO000pOTa.
15. 3amaum  perucTpauuu  JOKYMEHTOB, €€
opranuzanus. CpaBHUTENbHBIE  XaPAKTEPUCTUKU
dbopm perucTpanuu JIOKYMEHTOB. Cocras
uHpopmanuu.
16. B3aumocBsI3p NPOLIECCOB  pErUCTpallMM U
KOHTPOJIS 32 UCIIOJTHEHHUEM JIOKYMEHTOB.
17. TexHosorus KOHTPOJS 3a  HCHOJHEHUEM
JIOKYMEHTOB.
18. Opranmzanms  CHpaBOYHO-UH(POPMALMOHHOM
paboThl yupeKaeHUH.
19. Homenkiatypa e, ee 3Ha4eHHE UM MPUMEHEHUE
B JI€JIONIPOU3BOJICTBE.
20. Buagsl HOMEHKIATyp Jiel, OCOOEHHOCTH UX
MIOCTPOEHHUS U IPUMEHEHHUS.
21. ®dopmupoBaHHe el KaK TEXHOJIOIMYecKas
ornepanus JIEJIONPOU3BOICTBA. [IpaBuna
dopmupoBaHUs B Jella JOKYMEHTOB OTJAEIbHbBIX
KaTEropuid.
22.  Dkcnepruza  LIEHHOCTH  JOKYMEHTOB B
JIEJIONPOU3BOJICTBE. 3a/1a4H U MOPSIIOK IPOBEICHHUS.
23. DKcrnepTHbIE KOMHCCUN YUPEXKIEHUH, UX 3al1a4u
U TIOPSZI0K pabOTHI.
24. IloaroroBka Aen YUYPEKIEHHUS K JAIbHEHIIEMY
UCHoNb30BaHuI0. OmucaHue JAel MOCTOSHHOIO MU
BPEMEHHOI'O XPaHEHUSI.
25. OmnwucaHue JAen TMOCTOSIHHOTO U BpPEMEHHOTO
XpaHeHus. Bunael omnmcel, co3gaBacMbIX — IIpU
nepeaye ey B apXuB.
YMers Boigensate, 00bAcHATSH | 1. J[aTh CpaBHUTEIBHYIO XapaKTEPUCTUKY TPEM

(BBISIBASITE M CTPOUTBH)
THTTNYIHBIC MOJIENH,
npuoOperaTs 3HAHUS B
obnactu OCHOBHBIX
METOJIOB, CIOCO0OB U
CPEICTB MOJTYYCHHUS,
XpaHeHus, nepepaboTku
nH(popMaLuu;

UCTOPUYECKHM dTaraM JeIOIPOU3BOICTBA:
NPUKA3HOMY, KOJUISKCKOMY U MUHHCTEPCKOMY, TI0
CIITYIOIIIM NTapamMeTpam:

1)  XpOHOJIOTHYECKHE PAMKH;

2)  CTpPYKTypa OpraHOB roCyJapCTBEHHOTO
yIpaBJICHNUS;

3)  cOCTaB M JOJDKHOCTHBIE O0SI3aHHOCTH
JICTIONPOM3BOICTBEHHBIX CITYKAIlUX;

4)  XapakTepuCTHKa (OPMBI JOKYMEHTA;

5)  dopmymsap 10KyMeHTa (PEKBU3HTHI);

6) XapakTepuCTHKa onepanuii B paboTe ¢
JOKYMEHTaMHU;

7)  HOpMaTHBHas 0a3a B paboTe C JOKYMEHTaMH.
3amanre opOpMUTH B BHJIC TAOJIHIIBI.

2. [epeuncnuthb OCHOBHBIC HOPMAaTHBHO-
METOINYECKHE TOKYMEHTBI B chepe
JOKYMEHTALMOHHOTO OOECIeUYeHMs] yNpaBJICHUS B
COBETCKUN TIepUOJI 1917-1991 rr. Omnucarb




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS

KOMIIETEHIINHU

Ha3HA4YE€HHE KaXKI0ro JOKYMEHTA.

Bnaners MPAKTUIECKUMU Ilpumepnaa memamuka Kypcoewvix paovom:
HaBbIKAMU 1. PernamenTanus nenonpou3BoiCTBa B
HCII0JIb30BaHUS, 3aKOHOJATEIbHBIX aKTaX AOPEBOJIIOLNOHHON Poccuu.
BO3MOKHOCTBIO 2. Cny»Obl 1eTONPOU3BOICTBA B YUPEKICHUAX
MEXIUCLHUIITIMHAPHOIO | JOPEBOIIOLMOHHON Poccun.

MIPUMEHEHUSI OCHOBHBIX | 3. Pa3Butne 3aKkoHOIATENBHON periaMeHTauuu

METOJIOB, CIIOCOOOB U
CPEICTB MOJTYy4YECHHUS,
XpaHeHus, nepepaboTKu
nH(popManuu;

paboTsl ¢ nokyMeHTamu B Poccuiickoit denepanuu B
1990-e -2010rT.

4, Hccnenosanue HOPMaTUBHOMN u
3aKOHOJATEIbHOW  0a3bl  KOHKPETHOHM  cdepbl
JIEITEIbHOCTH.

5. AHaJIM3 JIOKaJbHBIX aKTOB OpraHu3anuu (Ha
pUMepe JIOKAThHBIX aKTOB KOHKPETHOM
OpraHu3aIim)

6. AHaM3 CTPYKTYpPHI 1 QYHKIHHA CITY>KOBI
JICIIOTIPOU3BO/ICTBA (HAa IPUMEpPE KOHKPETHOM
OpraHU3aIlNx).

7. Opranuzanus padotsl ciyx6s1 IOV (Ha
npruMepe KOHKPETHON OpraHU3alin).

8. Opranu3anus J0KyMeHTooOopoTa (Ha
npuMepe KOHKPETHOW OpTraHU3aIiK) 1 OCHOBHBIC
HalpaBJICHUs €r0 COBEPIIEHCTBOBAHUS.

9. [TocTranoBka JIeITOTIPOU3BO/ICTBA
MOJPA3/IENIeHUs YUPEKICHHSL.

10. MeTtop1 OpraHu3auy KOHTPOJIS 3a
UCTIOJIHEHUEM JOKYMEHTOB MpPU TPaAULIHOHHOM
JIeTTOTIPOU3BOJICTBE.

11. [TpobGaembl 3KcTIepTU3bI LIEHHOCTH
JIOKYMEHTOB B JICJIOTIPOU3BOICTBE.

OIIK-1cmocoOHOCThIO UCTIOIB30BATh TEOPETUUECKUE 3HAHUS U METO/IbI MCCIIEIOBAHUS HA

ITPAKTUKC

3HaTh

OCHOBHBIE€ ONPEACICHUS
U TIOHATHS, OCHOBHBIC
METOIBI HCCIEIOBAHNH,
ONpEACIICHUS
MPOIECCOB
HCIIOJIb30BaHU
TEOPETUYECKUX 3HAHMI
u METOJIOB
HCCIICTOBAHUS Ha
MPAaKTUKE

Tecr
1. ITponomxute «Jlea0npou3BoaACTBO» — 3TO..
a) Cucrema XxpaHeHUsl JOKYMEHTOB.
6) CocraBieHue TOKyMEHTOB.
B) OTpacip nesaTenbHOCTH,
o0ecrieunBaroas JOKyMEHTUPOBaHHUE U
OpraHu3aIio padboThl ¢ OQUITHATBHBIMA
JIOKYMEHTaMH.
2. IlonATHE «AOKYMEHTUPOBAHUE - ITO:
a) O¢dopmiieHne TOKyMEHTAa.
0) 3anucek nHPOpPMAIIUK HA PA3TUIHBIX HOCUTEIISAX TI0
YCTQHOBJICHHBIM IpaBUJIAM.
B) McrionmHeHne TOKyMeHTa.
3. Kakas ¢popma paboThl ¢ JOKYMEHTaMH B
yIpaBJIEHYECKOM aIlllapaTe He CYIIEeCTBYeT?
a) [Ipsamas.
0) LlenTpanu3oBaHHas.
B) CMmelianHas.




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

4. 3aKOHUMTE HAYaTOE MPEJI0KEHHE:
JI0OKyMEeHTOOO0POT — 3TO ABM)KEHHE JJOKYMEHTOB B
OpraHU3ali C MOMEHTA UX CO3JIaHus J0:
a) [lepenauu Ha UCTIOJIHEHHE.
0) [MogmmBku B 1e70.
B) 3aBepIlICHUs UCTIOJIHEHUS UM OTIPABKHU.
5. Kakue 1oOKyMEHTOMOTOKH 0 HAIIPABJICHUIO HE
CYILIECTBYIOT?
a) ['opu3oHTaNIbHBIE TOTOKH.
0) BepTukanbHbie TOTOKH.
B) CrinpalibHbIe TOTOKH.
6. JIOKyMeHTBI, CO3/1aBaeMble B JAaHHOW OpraHu3aluu
U OTIIPaBIISIEMBIE 32 €€ MPEAEIbl, COCTABISIOT:
a) Bxopsmuii JOKyMEHTONOTOK.
0) Ucxoasmuii JTOKyMEHTOMOTOK.
B) BHyTpeHHUII TOKYMEHTOIOTOK.
7. B KaKko CpOK J0JKHA IPOU3BOJAUTHCS
00paboTKa JOKYMEHTOB U Iepeiaya ux
WCIIOJTHUTEIISAM?
a) B nenp moctymiieHus JOKYMEHTOB B OpraHU3alUIO.
0) B TpexAHEBHBII CPOK MOCIE MOCTYIUICHHS
JIOKyMEHTOB B OPTaHU3ALMIO.
B) B HeenpHBIN CpOK MOCHIe MOCTYIUICHUS
JIOKyMEHTOB B OPTaHU3ALHIO.
8. C uero HaYMHAETCS UCTIOTHEHUE TOKYMEHTa?
a) Co cbopa uH(pOpMaIIIH 110 BOTIPOCY.
0) C coBemianus B KaOMHETE PyKOBOJUTEIIS.
B) C u3manus npukasa o0 UCIIOJIHEHUH JTOKYMEHTA.
9. Kak ycTaHaBiuBaercs CpoK UCIIOJIHEHUS
JIOKYMEHTA, €CIIU €70 HE yKa3all pyKOBOJIUTENb?
a) [lo pemenuto cexperaps.
0) Ha ocHOBe TUIIOBBIX CPOKOB MCHOJIHEHUS AT
AQHAJIOTMYHBIX JOKYMEHTOB.
B) B 3aBHCHMOCTH OT cUTyaluu.
10. Kakue sTansl He IPOXOAAT
UCXOJAIINE JOKYMEHTHI?
a) CocTaBieHue IpOeKTa TOKYMEHTA.
0) Peructparus.
B) [Ipuem u nepuyHas oOpadoTKa.
r) KoHTpob 32 uCnoNHEeHneM.
11. Ecnu B pe3osronuu yKkazaHo
HECKOJIBKO UCITOJIHUTENEH, TO KTO OTBEYAET 3a
BBITNIOJTHEHHE MTOPYUEHUsI PYKOBOAUTENS?
a) JIuno, ykazaHHOE B CIIUCKE
WCTIOJTHUTEJICH TIEPBBIM.
0) JIumo, onpeneneHHoOe
COOTBETCTBYIOIIUM JOMOJIHUTEIbHBIM YKa3aHUEM
PYKOBOAMTEIIS.

B) Jlumo, kotopoMy mepBoMy OyneT mepemaH
JIOKYMEHT Ha MCIIOJIHEHHUE.




CrpyKTypHBIH
PYKTYP [Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINH
Ymerb pacro3HaBaTh
3¢ heKTHBHOE peleHUE
oT He3(peKTUBHOTO,
PUMEHSTh
1. Beimummure  TepMUHBI W ONpeneNeHus,
TEOpPETUYECKHE 3HAHUS
T METOMbI OIMCHIBAIOLIME nporecc HCI0JIb30BAHUS
TEOPETUYECKUX 3HAHUN M METOAOB MCCJIEIOBAHUS Ha
HCCIIEIOBAaHUsI 3HAHUS B o .
. npakTuke. JlaTh CpaBHUTENbHBIN aHAIN3 TOHATHH.
npogeccuoOHaTbHON .
2. [Tpoananu3upyiite HOpMaTUBHbIE TPEOOBAHUS
NesTeNbHOCTH;
K OpraHu3aLuu nporecca HCII0JIb30BAHHUS
HCIIOJIb30BaTh UX Ha .
TEOPETUYECKUX 3HAHUN M METOAOB MCCIEIOBaHUS Ha
MEXTUCIUITIIMHAPHOM
MPaKTHKE.
YPOBHE; .
3. [Tpoananu3upyiite HOpMaTHUBHbIE TPEOOBAHUS
KOPPEKTHO BBIpaXaTb U
K OpraHu3aluu nporecca HCII0JIb30BAHUS
apryMEHTHPOBAaHHO .
TEOPETUYECKUX 3HAHUW M METOJOB HMCCIEI0BaHMs Ha
000OCHOBBIBATh
MPaKTHKE.
TEOPETUYECKHE 3HAHMS
u METO/IbI
HCCIIE/I0BaHUS Ha
MIPAKTHKE
Bnagers MPAKTUYECKUMU Ilpumepnaa memamuka Kypcogolx paoom:
HaBbIKaMu, criocobamu | 1. PernamenTanus 1enonponusBoCTBa B
OLICHUBAHUS 3aKOHOJIaTEIbHBIX aKTaxX JOPEBOJIONMOHHOM Poccun.
3HaYMMOCTH U 2. Ciyx0Bbl J€TONTPON3BOCTBA B YUPEKICHHUSIX
MIPAKTHUYECKON JIOpEBOJIIOLIMOHHON Poccun.
IPUTOTHOCTH 3. Pa3Butue 3aKoHOAaTENFHON perilaMeHTalluu
HCIIOJIb30BAHUS paboTsl ¢ nokymeHTamu B Poccuiickoit denepannu B
Teopernyeckux 3HaHui | 1990-e -2010rr.
U METOJIOB 4. HccenenoBanue HOPMaTUBHOMN u
HCCIIeIOBaHMsS Ha 3aKOHOJATeIbHOM  0a3bl  KOHKPETHOH  cdepsl
MPAKTUKE; OCHOBHBIMHU | I€SATEILHOCTH.
METOJaMHU PELIeHUs 5. AHanu3 JOKaJbHBIX aKTOB OpraHu3aluy (Ha
3aj1a4 B 00J1acTH pUMeEpE JIOKATBHBIX aKTOB KOHKPETHON
UCIOJIb30BATh OpraHu3aIum)
TeopeTHyecKue 3HaHus | 6. AHaM3 CTPYKTYPHI B QYHKIHHA CITYKOBI
U METOJIBI JIeNIOTIPOU3BO/ICTBA (HAa MpUMEpPe KOHKPETHOM
UCCIIETOBaHMS Ha OpraHHu3aIun).
IIPaKTHUKE; 7. Opranunzanus padbotsl ciyx06s1 JIOY (Ha
npuMepe KOHKPETHOM OpraHu3aluu).
8. Opranuzanus 10KyMeHTo0o00poTa (Ha
npuMepe KOHKPETHON OpraHu3alii) ¥ OCHOBHBIE
HaIpaBJICHUs €r0 COBEPIIEHCTBOBAHUS.
9. [TocranoBka JIeJIONPOU3BOICTBA
MOJPA3/IEIeHUS YUPEIKICHHS.
10. MeToapl opraHu3ay KOHTPOJIS 3a
UCTIOJIHEHUEM JOKYMEHTOB MpPH TPATUIIMOHHOM
JIeNIONIPOU3BO/ICTBE.
11. [Tpo6aembl 3KCTIepTU3bI HIEHHOCTH
JJOKYMEHTOB B JI€JIONIPOU3BOJICTBE.
[IK-5 BnageHueM TEHICHIMAMU  Pa3BUTHSI  HHPOPMAIMOHHO-TOKYMEHTAIMOHHOTO |

oOecrnieyeHrs yrnpaBjIeHUs apXUBHOTO Jiena




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS

KOMIIETEHIINH

3HaTh OIIpeeICHUs Ilepeuens meopemuueckux 60npocoé K IK3ameHy
IIPOLIECCOB pasButus | 1. XapakTepucTuka JIEJI0NPOU3BOJICTBA B
nH(OPMALILOHHO- YUPEXKICHUAX Pycckoro HEHTPaIN30BaHHOTO
JNOKyMEHTaMOHHOro H | rocyaapcersa XV —XVII Bs.
obecrieueHus 2. XapakrtepHbie uepThl aenornpousBoactsa X VIII B.

YIPABJICHUS APXUBHOIO
aena

3. XapakTepucTHKa JAEJONPOU3BOJACTBA BBICIIUX H
LEHTPaIbHBIX roCyAapCTBEHHBIX YUpEexKIACHUN
Poccuu B nepsoii nososune XIX Beka.

4. OmnsbIT panMoOHANM3AUU  JIEJIONPOU3BOJICTBA B
OTZENIBHBIX BEJIOMCTBAaX BO BTOpOH mnonoBuHe XIX —
Hayajne XX Beka.

5. PabGora opranoB pabode-KpeCThbIHCKOW MHCIICKITUH
[0 palMOHAINU3ALMUU JIEJIO0NPOU3BOJACTBA. MHCTUTYT
TEXHUKHU YIPABIEHUS, €0 HAy4HO-METOJUYECKas U
MPaKTUYECKAsl 1€ATEIbHOCTb.

6. [TpoGnembr COBEPILIEHCTBOBAHUS
nenonpousBoacTBa B 1950-1980-x  rr.  Ux
3aKOHOJIaTeIbHAsl 1 HOPMATUBHASL PErJIaMEHTALIUsL.

7. 3HaueHue HOPMaTUBHO-METOANYECKOIN
perjiaMeHTaluu JIEJIONPOU3BO/ICTBA. Cocras
COBPEMEHHBIX  JICHCTBYIOIIMX  [OCYAAapCTBEHHBIX
HOPMaTHUBHO-METOIUYECKUX JIOKYMEHTOB.
Xapakrepucruka roCyJapCTBEHHOMN CUCTEMBI
JOKYMEHTAIlMOHHOTO ~ OOECTEeYeHUs:  YIpaBICHUS
Trcaoy).

8. OpranuzaimoHHble (OpMBI AETONPOU3BOACTBA. X
3aBHCHUMOCTh OT CHEUU(PUKH U OpraHU3alMOHHOMN
CTPYKTYPBI YUPEXKICHHUS.

9. Crpykrypa ¥ GYHKIOHH TOJPA3ACICHUN IO
JIOKYMEHTAITUOHHOMY OOCITYKMBAHHUIO YUPEXKACHUH.
10. XapakTepuCTHKa OCHOBHBIX HOPMATHBHBIX

JIOKYMEHTOB, periiaMeHTUPYIOLIUX
JIETIOTIPOU3BOJICTBO YUPEHKICHHSI.
11. JIOJIDKHOCTHOM M YHCICHHBIN COCTaB

JEIIONPOU3BOJCTBEHHON  CIIY’)KOBI  yUpEXKJIEHUS.
JlomkHOCTHBIE 0053aHHOCTH PAaOOTHHUKOB CITYXKOBI
JOYVY.

12. JlokyMeHTOO000pOT. Omnpenenenue,
XapaKTepUCTHUKAa  OCHOBHBIX  JIOKYMEHTONOTOKOB.
[TpaBuia opranuzanuu JOKyMEHTOO0O0pOTA.

13. [IpaBuna mpuema u oOpaOOTKM MOCTYMAOLIEH
KOPPECHOHJIEHIIMY, WX BIIMSHHUE HA OPTraHU3aLHIo
JIBUKEHHUST JOKyMeHTOB. HampaBieHue 1OKyMEHTOB
Ha MCIIOJIHEHHUE.

14. OcHOBHBIE HaINpaBJICHUS COBEPLICHCTBOBAHUS
JIOKyMEHTO000pOoTA.

15. 3amaum  perucrtpanud  JIOKYMEHTOB, €€
opranuzanus. CpaBHUTEIBHBIE  XapaKTEPUCTUKHU
bopm perucTpanuu JOKYMEHTOB. Cocras
uHpOpMaLnu.




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINHU
16. B3aumoCBA3b MNPOLECCOB  PETrUCTpAllUM U
KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.
17. TexHoioruss KOHTPOJIA 3a  HCIIOJHEHUEM
JIOKYMEHTOB.
18. Opranuzanms  CHOpaBOYHO-UH(OPMAITMOHHON
paboOThI YUPEKICHUN.
19. Homenkiarypa ziei1, €€ 3Ha4eHUE U MPUMEHECHHE
B JIJIONPOU3BO/ICTBE.
20. Buapl HOMEHKIATyp €7, OCOOCHHOCTH WX
MOCTPOCHUS U IPUMEHEHHS.
21. ®opmupoBaHuE€ €1 KaK TEXHOJOTMYecKas
ornepanus JIEJIONPOU3BOICTBA. [IpaBuina
dbopMupoBaHus B Jefa JIOKYMEHTOB OTIEIbHBIX
KaTEropuid.
22. DKcnepTu3a  LEHHOCTH  JIOKYMEHTOB B
JIeJIONPOU3BOJICTBE. 3a1aUU U MOPSIIOK POBEACHUSI.
23. DKcrnepTHbIE KOMUCCUHU YUPEXJIEHUH, UX 3a/1a4yu
U TIOPSZIOK paOOTHI.
24. IloaroroBka JAen Y4YpeKIEHHs K JajbHEHIIeMy
UCIONb30BaHNI. OnucaHue [Aen IMOCTOSHHOTO U
BPEMEHHOT'0 XpaHEHUSI.
25. OnucaHue €1 NOCTOSHHOTO W BPEMEHHOIO
XpaHeHHs. Buabsl omuceil, CO34aBaeMbIX IpH
nepeaaye Jel B apXuB.

YMmerb BBICTISITE  TeHAeHIHH, | 1. Brimummre TEPMUHBI u onpeeneHus,
OOBACHATH (BBISBIATH U OTNUCHIBAIOIIME MPOIECC BJIAJICHUS] TEHICHIIUSIMU
CTPOUTH) TUMHYHbIE pa3BuTus UHGOPMAIMOHHO-TOKYMEHTAIIHOHHOTO
MOJIEJIH, KOPPEKTHO u oOecrieueHUs] YIpaBIEHUS apXUBHOTO Jela.
BBIPAXKaTh 51 JlaTb cpaBHUTENBHBIN aHAIU3 TIOHITHH.
apryMEHTUPOBAHHO 2. [Ipoananusupyiite HopMaTUBHBIE TPEOOBAHUS
000CHOBBIBATh K OpraHu3allMd Tpolecca MPOUECC BIIAJCHUSA
MOJIOKEHUS TEHJICHIUN | TEHACHIIUSIMU pa3BUTHS “H(pOpPMaAIIUOHHO-
pa3BUTHUS JOKYMEHTAI[MOHHOTO ¥ 00ecredeHusl yIpaBleHUs
nH(OPMAaLIMOHHO- apXMBHOTO JIeNIa.

JOKYMEHTAI[MOHHOTO U | 3. [Tpoananu3upyiiTe HOpMaTUBHBIE TPEOOBAHUS

obecrieueHus K OpraHu3alMd Tpolecca MPOIECC  BIAICHUS

YIOPABICHUS] APXUBHOTO | TEHACHIUSMU pa3BUTHS nH(OPMAIIMOHHO-

nena. JIOKYMEHTAITMOHHOTO ¥ OOECIeYeHHsS YIpaBICHUS
apXMBHOTO JIeNa.

Bnaners criocobamu Ilpumepnaa memamuka Kypcoewvix paoom:
neMOHCTpauu ymeHust | 1. PernamenTarnus nenonpon3BoCTBa B
aHAIN3UPOBAThH 3aKOHOJIaTEIbHBIX aKTaX JOPEBOJIIOLMOHHON Poccun.
CUTYALHIO, 2. Cny»Obl 1€T0TIPOU3BOICTBA B YUPEKICHUSIX
BO3MOXHOCTBIO JIOPEBOIMIOLIMOHHOMN Poccun.

MEXIUCUUIIIMHApHOTO | 3. Pa3BuTre 3aKk0HOIATENBHON periaMeHTalun
[IPUMEHEHUS, paboTsl ¢ fokymeHnTamu B Poccuiickoit @enepanuu B
npo¢eCcCuOHATBHBIM 1990-e -2010rrT.

SI3BIKOM B 00J1aCTH
TEHACHUUNA Pa3BUTHS

4, HUccnenoBanue
3aKOHOIATEJILHON  0a3el

HOPMaTUBHOM u
KOHKpPETHOM  cdepbl




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

nH(pOpPMaIMOHHO-
JOKYMEHTAI[MOHHOTO
obecrnieueHus
yIPaBICHUS ApXUBHOTO
nena,

JESITEIIbHOCTH.

S. AHanu3 JIOKaJIbHBIX aKTOB OpraHu3aluu (Ha
pUMepe JIOKaJIbHBIX aKTOB KOHKPETHOM
OpraHu3aIim)

6. AHanu3 CTPYKTYpbl U QYHKIHHA CITY>KObI
JIEIONPOU3BOJICTBA (HA IPUMEPE KOHKPETHOM
OpraHU3aIlVH ).

7. Opranuzanus padotsl ciryk0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3allHH).
8. Opranuzanus JOKyMeHTooO0opoTa (Ha

pUMepe KOHKPETHOW OpraHu3alii) ¥ OCHOBHBIC
HAIPABIICHUS €T0 COBEPIIICHCTBOBAHUSI.

9. [TocraHoBKa JICIIOTIPOU3BO/ICTBA
MOJIPA3/ICIICHUS YUPEIKICHHS.

10.  MeTopl OpraHu3aii KOHTPOJIsS 3a
UCIIOJTHEHUEM JOKYMEHTOB MPH TPAIUIIMOHHOM
JIeITOTIPOU3BOICTBE.

11. [TpoGaeMbl 3KCIEPTH3bI ICHHOCTH
JOKYMEHTOB B JICJIIOTIPOU3BO/ICTBE.

[TIK-6 crnocoOHOCTBIO aHAIM3UPOBATH CUTYAIMIO HA PHIHKE HH(MOPMAIMOHHBIX MPOAYKTOB H
YCIIYT, JaBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMAM JIEKTPOHHOI'O IOKYMEHTOO000pOTa
Y BEJICHUS 3JIEKTPOHHOTO apXUBa

3HaTh

OCHOBHBIE OIpEACICHUS
W TIOHSATHS, OCHOBHBIC
METOJbl HCCIIeI0BaHUII,
oTpesieNIeHUs
IIPOLIECCOB aHaIM3a
CHUTyallud Ha pPBIHKE
MH(POPMALMOHHBIX
MIPOJYKTOB U yCIyT

Ilepeuens meopemuueckux 60npocoeé K IK3ameny

1. XapakTepucTuKa JIEJIOTPOU3BOJICTBA B
YUPEKIACHUAX Pycckoro LIEHTPaIU30BaHHOIO
rocynapcrea XV —XVII Bs.

2. XapaktepHsble uepThl genomnpounssoactsa X VIII B.
3. XapakTepucTHKa JAeIONpPOU3BOJICTBA BBICIIUX H
LEHTPaJIbHBIX rOCYAapCTBEHHBIX YUPEXKICHUN
Poccun B nepsoit nosnosrHe XIX Beka.

4. OnelT panMoOHAIM3ALMM AEIONPOU3BOACTBA B
OTZEIBHBIX BEJAOMCTBAaX BO BTOpou mnonosuHe XIX —
Hayasie XX BeKa.

5. PaboTa opranoB paboue-KpecTbTHCKOW WHCIEKINU
[0 paMOHAIA3ALUU JIEJIONPON3BOACTBA. MHCTUTYT
TEXHUKU YIPABIICHUs, €r0 HAay4dHO-METOAUYECKas U
MIPaKTHYECKAasl 1EATEIbHOCTb.

6. [Tpob6nemsl COBEPILIECHCTBOBAHUS
JIeJIOTIPOU3BOJICTBA B 1950-1980-x rr. HUx
3aKOHOJATEIbHAs U HOPMATUBHAS PETJIAMEHTALIUS.

7. 3HavyeHue HOPMAaTUBHO-METOINYECKON
periaamMeHTanun JENIONPON3BOCTBA. Cocras
COBPEMEHHBIX  JIEHCTBYIOIIUX  TOCYAapCTBEHHBIX
HOPMAaTHUBHO-METOANYECKUX JIOKYMEHTOB.
XapakTepucTuKa roCyJ1apCTBEHHOM CHCTEMBI
JOKYMEHTAITMOHHOTO ~ OOECTIEYECHUsI  YIPaBICHHS
Trcaoy).

8. OpranuzanuoHHbie (POPMBI AETOMPOU3BOACTBA. X
3aBUCUMOCTh OT CHEUM(UKM M OPraHHU3aLMOHHOM




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

CTPYKTYPBI YUPESIKICHHS.
9. Crpykrypa u ¢QyHKOMHM TOIpa3AeieHuil 1o

JOKYMEHTAIMOHHOMY OOCITY>KUBAHUIO YUPEKICHUH.
10. XapakTepuCTHKa OCHOBHBIX HOPMATHBHBIX
JIOKYMEHTOB, pErJaMeHTHPYIOIINUX
JIETIOTPOU3BOJICTBO YUPEHKICHHUSL.

11.  JomKHOCTHOM M  YHCICHHBIH  COCTaB
JEIIONPOU3BOJICTBEHHON  CIIY’)KOBI  YUPEXKIICHUS.
JloJDKHOCTHBIE O00SI3aHHOCTH PAOOTHHUKOB  CITY>KOBI
JOVY.

12. JlokyMeHTOO000pOT. Onpenenenue,
XapaKTePUCTUKA  OCHOBHBIX  JIOKYMEHTOIOTOKOB.
[TpaBuiia opranu3aiy JOKyMEHTOO000pOTa.

13. [IpaBuna npuema u oOpaOOTKM MOCTYIAOLIEH
KOPPECHOHJICHIINN, WX BIHUSHHE HA OPTraHU3AIUIO
JIBUKEHHS JOKYMEHTOB. HampaBieHue TOKYMEHTOB
Ha UCIIOJIHCHHE.

14. OcHOBHBIE HallpaBJ€HUs COBEPILICHCTBOBAHUS
JIOKYMEHTOO000pOTA.

15. 3agaum  perucTpauuud  JOKYMEHTOB, €€
opranmzarsi.  CpaBHUTEIbHBIE  XapaKTEPUCTHUKU
bopm perucTpanuu JIOKYMEHTOB. Cocras
MH(pOpMaLINH.

16. BzaumocBsi3b  MPOIECCOB  PErHCTPAllUM U
KOHTPOJIS 32 UCTIOJTHEHHUEM JJOKYMEHTOB.

17. TexHomoruss KOHTPOJIA 3a HCIOJIHEHUEM
JIOKYMEHTOB.

18. Opranuszanus CHpaBOYHO-UH(POPMALMOHHOM
pabOTHI YUPEIKICHUM.

19. Homenkiatypa nen, ee 3HaueHHE M IPUMEHEHUE
B JICJIONIPON3BO/ICTBE.

20. Buasl HOMEHKIATyp Jell, OCOOEHHOCTH UX
MOCTPOCHUS U TPUMEHEHHS.

21. ®opmupoBaHue €1 KaK TEXHOJOTHYEeCKas
omnepanus JIETIOTIPON3BO/ICTRA. [TpaBuna
dbopMupoBaHUS B JeNa JOKYMEHTOB OT/EIbHBIX
KaTeropuid.

22. Dkcneptu3a  UEHHOCTH  JOKYMEHTOB B
JIETIOTIPOU3BOJICTBE. 3a/1aUd 1 TTOPSIIOK MPOBECHUSI.
23. DKcrnepTHblE KOMUCCHUN YUPEXKJIEHUH, UX 3a7a4u
U TIOPSZI0OK pabOTHI.

24. TloaroToBka Jed Y4YpeXJICHUsS K AalbHEHIIeMy
UCronb30BaHnu. OmnucaHue el TMOCTOSHHOTO U
BPEMEHHOI'0 XpaHEHUSI.

25. Omnucanve Aen MNOCTOSIHHOIO W BPEMEHHOTO
XpaHeHus. Bunapl  ommced, cO31aBaeMbIX  IIpU
nepeiaye ey B apXuB.

VYmeTb

HACIIONB30BATh
CIIOCOOHOCTD
aHAJTN3UPOBATh

1. Bemumure  TepMUHBI U OINpenesieHHs,
OMNUCHIBAIOIIME MTPOLIECC aHAJIW3A CUTYALIMH Ha PBIHKE
MH(OPMALIMOHHBIX TPOAYKTOB U YCIYr, JaBaTh




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS

KOMIIETCHIIMH
CUTyallUI0 Ha pPBIHKE [ DKCIIEPTHYIO  OLEHKY COBPEMEHHBIM  CHCTEMaM
MH(POPMALMOHHBIX AIIEKTPOHHOTO  JIOKYMEHTO000pOTa ¥ BEICHHS
IPOOYKTOB M YCIYT, | 3JIEKTPOHHOTO apxuBa. /aThb CpaBHUTENbHBINA aHAIIN3
J1aBaTh JKCIIEPTHYIO | IOHATUH.

OLICHKY, KOPPEKTHO | 2. [Tpoananu3upyiite HOpMaTUBHbIE TPEOOBAHUS
BBIPAXKaTh UK opraHuzanuu Ipolecca aHajliu3a CHUTyallud Ha
apryMEHTUPOBAHHO pbIHKE HMH(OPMAIMOHHBIX HPOAYKTOB M  YCIYT,
00OCHOBBIBATh JIaBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM
IIOJIO’KECHHUS AJIEKTPOHHOI'O  JIOKYMEHTO00OpOTa ¥ BEICHMS
CTIIOCOOHOCTH AJIEKTPOHHOI'O apXHUBa.

aHAJIN3UPOBATh 3. [Tpoananu3upyiite HOpMaTHUBHbBIE TPEOOBAHUS
CUTYallI0O Ha pbIHKE [ K OpraHu3aliy Mpolecca MpoLece aHalu3a CUTyaluu
MH(pOPMALMOHHBIX Ha pPbIHKE HH(POPMALMOHHBIX HPOAYKTOB M YCIYT,
IPOAYKTOB M YCIYT, | 1aBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMaM
JlaBaTh HKCHEPTHYIO | 3JIEKTPOHHOTO  JTOKYMEHTOOOOpOTa M BEICHHUS
OLICHKY COBPEMEHHBIM | 3JIEKTPOHHOI'O apXHBa.

CUCTEMaM

JEKTPOHHOTO

JOKYMEHTO00OpoTa |

BEJCHUS DJIEKTPOHHOI'O

apxuBa.

Bnagets OCHOBHBIMM MeTonaMu | Ilpumepnas memamuka Kypcogewvix padom:
UCCIIEIOBAHMsI, 1. PeryiiamenTanus 1e10npou3BoICTBA B
crocobamu 3aKOHOJIaTEIbHBIX aKTaxX JOPEBOJIONMOHHON Poccun.
COBEpPIIEHCTBOBAHUS 2. Ciyx0Bbl I€TONTPON3BOCTBA B YUPEKICHHUSIX
npodeccrnoHalIbHbIX JIOpEBOJIIOIIMOHHON Poccun.
3HaHUI U yMeHUil yTeM | 3. Pa3BuTHe 3aKOHOATEIBHON perIaMeHTaluu
HCIIOJIb30BAaHUS paboTsl ¢ nokymeHTamu B Poccuiickoit denepannu B
BO3MOXKHOCTEN 1990-e -2010rr.
nH(}OPMALIMOHHOU 4. HccenenoBanue HOPMaTUBHOMN u
Cpelbl TP aHAJIU3e 3aKOHOJATEIbHOM  0a3bl  KOHKPETHOH  cdepsl
CUTYalluu Ha phIHKE JIeSITEIIbHOCTH.

MH(POPMAaIMOHHBIX 5. AHanu3 JOKaJbHBIX aKTOB OpraHMU3aluy (Ha
MIPOJYKTOB U YCIYT, IpUMepe JIOKaJIbHBIX aKTOB KOHKPETHOM
Jla4n SKCIIEPTHON OpraHH3al1H)

OILIEHKH COBPEMEHHBIM
cucreMam
3IIEKTPOHHOTO
JOKYMEHTO000pOTa U
BCACHUA DJICKTPOHHOI'O
apxuBa.

6. AHanmu3 CTpyKTYphl U QYHKUIUHN CITYKOBI
JIEJIONPOU3BOJCTBA (HAa IPUMEPE KOHKPETHOM
OpraHU3aIlvH ).

7. Opranuzanus pabots ciyx06s1 JIOY (Ha
npuMepe KOHKPETHON OpraHu3alliH).
8. Opranuzanus 10KyMeHToo00poTa (Ha

puMepe KOHKPETHON OpraHu3ainy) U OCHOBHBIE
HATPaBIIEHUS €T0 COBEPIIICHCTBOBAHUSI.

9. ITocTanoBka JIeTIOTIPOU3BO/ICTBA
MOJIpa3/IeNICHUs] YUPEIKICHUS.

10. Mertoapl opraHu3ay KOHTPOJIS 3a
WCTIOJTHEHUEM JOKYMEHTOB TP TPATUIIOHHOM
JIeTIOTIPON3BO/ICTBE.

11. [Tpo6aembl 3KCTIepTU3bI IEHHOCTH
JIOKYMEHTOB B JICJIONIPOU3BOJICTRBE.




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

[IK-7 cnocobu

OCTBIO OLCHHUBATH HUCTOPHIO W COBPEMCHHOC COCTOSAHHUEC SaPY6C)I(HOFO OIIbITa

YIPABJICHUS JOKYMEHTAMHU M OPraHU3alUN UX XPaHEHUs

3HaTh

OCHOBHBIC ONPCACICHUA

U TIOHSTHUS, OCHOBHBIC
METOJBI HCCIICIOBAHMI,
ONpeIeIICHUS
MPOLECCOB OLICHKHU
HUCTOPUH u
COBPEMEHHOTO
COCTOSIHHE 3apYyOeKHOTO
OITbITa yIpaBJICHUS
JOKyMEHTaMU u
OpraHu3alu Ux
XpaHEeHUst

Hepeuenb meopemudecKux 6onpocoe K auemy

1. PackpeiTh TpeameT, coaep)kaHue, 3aJaud
Kypca,
2. PackpeiTb MecTO Kypca cpenud JIpyrux

U3y4aeMbIX JUCLIUIUINH;
3. AHaJIn3 TEPMUHOJIOIMH OCHOBHBIX MOHSITUH B
00J1aCTH JEIONPOU3BOJICTBA;

4. PackpbiTh ponb Kypca «OpraHuzanus u
TEXHOJIOTUSI ~ JOKYMEHTAI[MOHHOTO  OOecreueHus
yIpaBJIEHUS» B COBEPUICHCTBOBAHWU OpraHU3aALNU
paboThI C TOKYMEHTaMH.

5. Bo3nukHOBEHHE U pa3BUTHE
JIeJIONPOU3BOJACTBA B yupexaeHusx Poccun XV —
XVII BB.

6. XapakTepHble 4YepThl JEJIONPOU3BOJCTBA B
yupexaenusix Poccun XVIII B.

7. XapakTepucTUKa JEJIONPOU3BOICTBA BBICIIMX
U [EHTPAIBHBIX TOCYAApPCTBEHHBIX  yUPEKICHHUH
Poccun B nepBoii monoBune XIX B. — Hauane XX B.

8. OmnpIT panuoHaNM3alnu JEJONPOU3BOICTBA B
OTJIETIbHBIX BEIOMCTBaX BO BTOpoi monoBuHe XIX —
Hayase XX Beka.

9. CraHOBJIEHHE U pa3BUTHE JIEIONPOU3BOJICTBA
B COBETCKHUX T'OCYJJAPCTBEHHBIX yUPEKICHUSIX.

10. PaGota  opraHoB  paboye-KpecCTbSHCKOMH
MHCIICKIINH 110 PAIlMOHAIN3AINH JIETOTPOU3BOICTBA.
11.  VHCTUTYT TEXHUKHU YNpaBJIECHUS, €0 Hay4yHO-
METOAMYECKasi U MPAKTUIECKas AeATEIbHOCTb.

12. [Tpobnembl COBEpIIEHCTBOBAHUS
JIeJIOTIPOU3BOJICTBA B 1950-1980-x rr. HUx
3aKOHOJaTeIbHAs U HOPMaTHUBHAs periaMeHTalusl.
13. 3HaveHHe HOPMAaTUBHO-METOINYECKON
periaMeHTalnuu JeTONIPOU3BO/ICTBA. CocraB
COBPEMEHHBIX  JCWCTBYIONIMX  T'OCYIapCTBEHHBIX
HOPMAaTHBHO-METOJMUECKUX JIOKYMEHTOB.
XapakTepucTHKa roCyapCTBEHHOMN CHUCTEMBI
JOKYMEHTAITMOHHOTO ~ OOECTeYeHUs1  YIpaBICHHS
(rcaoy).

14. OpraHu3zanuoHHbIE bopmbI
JIeTIOTPON3BOJICTBA. VX 3aBUCUMOCTH OT crienupuKu
¥ OpPraHU3alMOHHON CTPYKTYPHI YUPEXKICHHSL.

15. Pois u MECTO JIOKYMEHTAITMOHHOTO
o0ecrieyeHUss  YOpaBJIeHUA B  COBPEMEHHOM
yIpaBJICHUM.

16. Opranumzanus ciryx6s1 JJOVY.

17. CtpykTypa U (QYHKIIUU TOAPA3ACICHUNA I10




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OueHouHbIe CpeicTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINHU

JTOKYMEHTAIMOHHOMY OOCITY>KUBAHUIO YUPEXKICHUH.
18. JIOIPKHOCTHOM M YMCJCHHBIM  COCTaB
JEJIONPOU3BOJCTBEHHON  CIIY’KOBI  YUPEXKIICHUS.
JomkHocTHBIE 0053aHHOCTH PAOOTHHKOB CITYXKOBI
J0OY.

YmMmets pacno3HaBaTh 1. Beinumure  TepMHHBI M ONPEACIICHUS,
3¢ (HEeKTHBHOE pPEIICHUE | OMUCHIBAIOIINE IPOIECC OICHUBAHHUS WCTOPUU U
oT Hed(P(EKTUBHOTO, | COBPEMEHHOTO  COCTOSIHHMSI  3apyOeXHOro  OIbITa
OOBSCHATH (BBIABIATH U | yIpaBICHUS JOKYMEHTAMH U OpraHU3alud  HX
CTPOUTH) TUINWYHBIE | XpaHeHUs. J[aTh CpaBHUTENbHbBIN aHAIN3 TOHSATUH.
MOJIeNIA,  MPHOOpeTaTs | 2. [Ipoananusupyiite HOpMaTUBHbIE TPEOOBAHUS
3HaHMA B  OOJACTU | K OpraHM3alMM Mpolecca OICHUBAHHS HCTOPUU H
OIICHKM  HUCTOPUU U | COBPEMEHHOTO COCTOSIHHUS 3apyO€XHOTO  OIbITa
COBPEMEHHOTO YOpaBJI€HUS JOKYMEHTAMM M OpraHu3aluu HX
COCTOSIHUS 3apYO€KHOTO | XpaHEHU.

OIbITa ynpasieHus | 3. [Tpoananu3upyiite HOpMaTUBHBIE TPEOOBAHUS

JTOKyMEHTaMU U | K OpraHu3aliy Mpolecca OLICHUBAHUS HUCTOPUU U

OpraHu3aluu UX | COBpEMEHHOTO  COCTOSIHUSA ~ 3apyOeXHOro  OTbITa

XpaHEHUS; VOpaBJICHUS JOKYMEHTAaMH M OpraHu3aluu HX
XpaHEHHUS.

Bnaners MPaKTHYECKUMU Ilpumepnaa memamuka Kypcoevlx paoom:
HaBbIKAMH 1. PernamenTanus qenonpou3BoCTBa B
WCTIOIB30BaHUS 3aKOHOJIaTEIBHBIX aKTaX JOPEBOJIIONMOHHON Poccum.
3JIEMEHTOB OLIEHKH, 2. CnyObl I€TOTPOU3BOICTBA B YUPEIKICHUIX
BO3MOXHOCTBIO JIOPEBOITIOLIMOHHOMN Poccun.

MEXIUCHIUIIITMHAPHOTO | 3. Pa3Butre 3aKkoHOIATENBHON perjIaMeHTaluu
MPUMEHEHHUS OLICHKH, paboThl ¢ nokyMeHTamu B Poccuiickoit denepanuu B
npodeccuoHaNTbHBIM 1990-e -2010rT.

SI3BIKOM IIPEIMETHOM
00J1aCTH OLICHKH
UCTOPUU U
COBPEMEHHOTO
COCTOSIHUS 3apyOekKHOTO
OTIBITA YIIPABIICHHS
JOKYMEHTaMH U
OpTaHu3aIy UX
XpaHEeHHUs;

4. HccenenoBanue
3aKOHOJATEIbHOH  0a3bl
NeSITETbHOCTH.

S. AHanm3 JIOKaJIbHBIX aKTOB OpraHu3anuy (Ha
pUMepe JIOKAIbHBIX aKTOB KOHKPETHON
OpraHHU3aIIH)

6. AHaU3 CTPYKTYpPHI U QYHKIMH CITy>KOBI
JIeITOTIPOU3BOICTBA (HAa IPUMEpPE KOHKPETHOMN
OpraHu3alym).

7. Opranuzanus padots! ciyx0s1 IOV (Ha
npUMepe KOHKPETHON OpraHu3alin).

8. Opranuzanus JoOKyMeHTooO0opoTa (Ha
npUMepe KOHKPETHON OpraHu3alii) 1 OCHOBHbIE
HAIpPAaBIICHUS €r0 COBEPIIIEHCTBOBAHUS.

9. [TocranoBka JIeNIOTIPOU3BO/ICTBA
MOJIpa3iesieHus] yUpEKICHUSI.

10. MeTobl OpraHu3alnuy KOHTPONIA 3a
WCIIOJTHEHUEM JOKYMEHTOB TP TPATUIIOHHOM
JIEJIONIPOU3BO/ICTBE.

11. [TpoGaemMbl 3KCTIEPTH3BI IICHHOCTH

HOPMaTUBHOMN u
KOHKpETHOH  cepbl




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

JOKYMEHTOB B JCJIOIIPOU3BOACTBE.

[IK-11 BrnageHueM HaBbIKaMH pedepup
HABBIKAMU PEJAKTOPCKON pabOThI

OBaHHUS W AaHHOTHPOBAHHUS HAyYHOW JHUTEPaTyphl,

3HaThL OCHOBHBIE OIIPEACIICHUS
U TOHATHS, OCHOBHEIC
METO/IbI MCCIICJOBAHMM,
ONpeICIICHUS
MPOLECCOB
pedepupoBaHus u
AHHOTHUPOBAHUS
Hay4YHOW  JIUTEPATYPBHL,
HaBBIKAMH
penaKTOpPCKOit paboTHI;

Ilepeuens meopemuueckux 60npocos K 3auemy
1. PackpeITh mnpeaMer, cojep)KaHue, 3aJadu

Kypca;
2. PackpblTh MecTo Kypca cpeam  JIPYTHuX
HN3YyYaCMbIX JUCLHUIIINH,
3. AHaJIN3 TEPMUHOJIOTMU OCHOBHBIX MOHSITHU B
00J1aCTH JeIONPOU3BOJICTBA;
4. Packpeithb ponbp kypca «OpraHuzanus Hu

TCXHOJIOTUA AOKYMCHTAIIMOHHOT' O oOecrieueHus
yIpaBJIEHUS» B COBEPUICHCTBOBAHWU OpraHU3aLMU
paboThI C TOKYMEHTaMH.

5. Bo3nukHOBEeHHE U pa3BUTHE
JIeJIONPOU3BOJACTBA B yupexaeHusx Poccun XV —
XVII BB.

6. XapakTepHbIE YepThl JIEJIONMPOU3BOJICTBA B
yupexnenusix Poccun XVIII B.
7. XapakTepucTrKa JIeIOMPOU3BOJICTBA BBICIIIUX

U LEHTPAIBHBIX T'OCYAAPCTBEHHBIX YUYPEKIECHUHN
Poccuu B nepBoit monoBune XX B. — Hauane XX B.

8. OmneIT panuoHaIM3alUy JEIONPOU3BOJCTBA B
OTJIEIbHBIX BEIOMCTBaX BO BTOpoi mosioBuHe XIX —
Hauane XX Beka.

9. CraHOBIICHHE U Pa3BUTHE JEIONPOU3BOJCTBA
B COBETCKHUX I'OCYJapCTBEHHBIX YUPEXKICHUIX.

10.  PabGora  opraHoB  paboue-KpecThsHCKOU
MHCIIEKIIUHU 10 PAllMOHAIN3ALUH J1eIOIPOU3BOJICTBA.
11. WHCTATYT TEXHUKM yIpaBJieHUs, €T0 HAYYHO-
MeTOANYECKast U IPaKTU4ecKas AeATelIbHOCTb.

12. [Tpobnembl COBEpIIEHCTBOBAHUS

JIeJIOTIPOU3BOJICTBA B 1950-1980-x rr. HUx
3aKOHOJATeIbHAs U HOPMaTHUBHAsI perIlaMeHTallus.
13. 3HaveHHe HOPMAaTUBHO-METOINYECKON
periaamMeHTanun JENIONPON3BOCTBA. Cocras
COBPEMEHHBIX  JIEHCTBYIOIIUX  TOCYAapCTBEHHBIX
HOPMAaTHUBHO-METOIUYECKUX JIOKYMEHTOB.
XapakTepucTUKa roCyapCTBEHHOMN CHUCTEMBI
JOKYMEHTAITMOHHOTO ~ OOECIeYeHHus  yIpaBJICHUS
rcaovy).

14. Opranu3zanuoHHbIE bopmbI
Jenonpon3BocTBa. VX 3aBUCHMMOCTb OT CHELU(PUKH
Y OPTaHU3ALMOHHON CTPYKTYPbI YUPEKACHHUSL.

15. Pois u MECTO JTIOKYMEHTAIMOHHOTO
o0ecrieyeHUss ~ YOpaBJICHUA B COBPEMEHHOM
yIpaBJICHUM.

16. Opranumzanus ciryx6s1 JJOVY.

17. CtpykTypa U (QYHKIIUU TOAPA3IACICHUA TI0




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
xommerermy | PEYIETATEL o0y4YeHHS
JOKYMEHTALMOHHOMY OOCITYKMBAHUIO YUPEXKIACHUH.
18. JIOM>KHOCTHOM M YHCIICHHBIM ~ COCTaB
JIeJIONPOU3BOJCTBEHHON  CIyXKObl  yupexaeHus.
JlomkHOCTHBIE 0053aHHOCTH PAaOOTHHKOB CITYXKOBI
JIOVY.
Ymetb BBIJICNIATh CTPYKTypHBIE | 1. Beimummure  TepMUHBI W ONpENENIeHus,
JIEMEHTbI,  OOBSCHATH | ONUCHIBAIOIIME  IPOLIECC  BIAACHUSA  HaBBIKAMHU
(BBISIBISATH M CTPOMTH) [ pepepupoBaHUsT U AHHOTHPOBAHMUSA  HAYYHOUH
TUIIMYHBIE MOJIeJH, | IUTEPATYPhl, HABBIKAMU PEJAKTOPCKON padoThl. JlaTh
npuoOpeTaTs 3HAHUS B | CPAaBHUTEIBHHBIN aHAIN3 TOHATHH.
obsacTtu 2. [Tpoananu3upyiite HOpMaTHUBHbIE TPEOOBAHUS
pedepupoBaHus U |K oOpraHusaluy Ipolecca BIAJCHHUS HaBbIKAMU
aHHOTHPOBAHUSA pedepupoBaHus W aHHOTHPOBAHUS  HAy4HOMU
HAay4yHOM  JMTEpaTyphl, | JIUTEPATypbl, HABBIKAMU PENAKTOPCKOU PabOTHI.
HaBbIKAMU 3. [Tpoananu3upyiite HOpMaTHUBHbBIE TPEOOBAHUS
pPEeNaKTOPCKOM paboOThl; |K OpraHU3alUy [poliecca BIAJACHUS HaBbIKAMU
pedepupoBaHus W aHHOTHPOBAHUS  HAY4HOMU
JUTEpaTyphl, HAaBbBIKAMH PEIaKTOPCKON pabOTHI.
Brnaners [IPAKTUYECKUMU Ilpumepnaa memamuxa Kypcoevix pavom:
HaBBIKAMH, 1. PeryiiamenTanus 1e10npons3BoiCcTBa B
BO3MO>KHOCTBIO 3aKOHOJATEIBHBIX AKTaX AOPEBOJIIOLNOHHON Poccun.
MEXTUCIHUIUTHHAPHOTO | 2. CiyxObl 1€70TIPOU3BO/ICTBA B YUPEKIECHUSIX
[IPUMEHEHH], JIOpEeBOIIIOLIMOHHON Poccun.
npodeccuoHaIbHbIM 3. Pa3BuTHe 3aKoHOATENBHON pernaMeHTaluu

SI3BIKOM TIPEIMETHON
oOnactu
pedepupoBanus u
AHHOTHUPOBAHUA
HAYYHOU JINTEPaTypHl,
HaBbIKaMH
PEIaKTOPCKOM pabOTHI;

paboTsl ¢ nokymeHTamu B Poccuiickoit denepanuu B
1990-¢ -2010rr.

4. Hccnenosanune HOPMaTUBHOMN 51
3aKOHOAATENbHOW  0a3bl  KOHKPETHOM  cdepbl
JESATEIIBHOCTH.

S. AHau3 JOKaJbHBIX aKTOB OpraHu3aluu (Ha
IIPUMeEpE JIOKAJIbHBIX AKTOB KOHKPETHOM
OpraHu3aIim)

6. AHanmu3 CTPYKTYphl U QYHKUIUN CITYKOBI
JIEJIONPOU3BOJCTBA (HAa IPUMEPE KOHKPETHOM
OpraHU3aIlvH ).

7. Opranuzanus pabots ciyx06s1 JIOY (Ha
npuMepe KOHKPETHON OpraHu3alliH).
8. Opranuzanus 10KyMeHTo0o00poTa (Ha

npuMepe KOHKPETHOM OpraHu3alyn) 1 OCHOBHbIE
HaIIpaBJICHUS €r0 COBEPLICHCTBOBAHUS.

9. ITocTtanoBka JIJIONTPOU3BOICTBA
MOIpa3ieNieHus] yUPEKICHUS.
10. Mertoapl opraHu3ay KOHTPOJIS 3a

MCIIOJJHEHUEM JOKYMEHTOB IpPHU TPAJUIIMOHHOM
JIeNIONIPOU3BO/ICTBE.

11. [Tpo6aembl 3KCTIepTU3bI HIEHHOCTH
JIOKYMEHTOB B JICJIONPOU3BO/ICTBE.




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

IIK-14 BJIaACHHUCM HaBbIKaMM HCIIOJIb30BaHHA KOMHBIOTGpHOfI TEXHHUKU U I/IH(bopMaI_[I/IOHHBIX
TEXHOJIOTHI B JOKYMCHTALITMOHHOM obecneueHUN YHPaBJICHUA U apXHUBHOM JCJIC

3HaTh

OCHOBHBIC OTIPEICTICHUS
U IIOHSTHS, OCHOBHBIC
METObI MCCIIETOBAHMM,
OTpeeTICHUS
MPOIIECCOB
MH(POPMALMOHHBIX
TEXHOJIOTHI B
JOKYMEHTAI[MOHHOM
obecreyeHnu
YIpaBICHUS U
apXHUBHOM JIEJIE;

Ilepeuens meopemuueckux 60npoco8 K IK3ameny

1. XapakTepucTuka JIEJI0NPOU3BO/ICTBA B
YUPEKIACHUAX Pycckoro LIEHTPAIU30BaHHOIO
rocynapcrsa XV —XVII Bs.

2. XapakrtepHbie uepThl aenornpousBoactsa X VIII B.
3. XapakTepucTHKa JAEJONPOU3BOACTBA BBICIIMX U
LEHTPAIbHBIX  TOCYJApPCTBEHHBIX  YUYPEKICHUU
Poccun B nepsoii nosoBune XIX Beka.

4. OmnsIT palMoOHANM3AlMU  JIEJTONPOU3BOJICTBA B
OTZEIIBHBIX BEJIOMCTBAaX BO BTOpOH mnonoBuHe XIX —
Hayajne XX Beka.

5. Pabora opranoB pabode-KpeCThbIHCKOW MHCIICKITUH
[0 paluOHAIU3ALMUU JIeJI0Npon3BoaAcTBa. MHCTUTYT
TEXHUKHU YIPABIEHUS, €0 HAy4HO-METOJUYEcKas U
MIPaKTUYECKAasl 1€ATEIbHOCTb.

6. [IpoGnembr COBEpPIIIEHCTBOBAHUS
JISJIOTIPOU3BOJICTBA B 1950-1980-x rr. Ux
3aKOHOJATeIbHAsl U HOPMAaTUBHAs perjiaMeHTalus.

7. 3HaueHue HOPMaTHUBHO-METOINYECKON
periaamMeHTanuu JIeJIONPOU3BO/ICTBA. Cocras
COBPEMEHHBIX  JICHCTBYIOIIUX  TOCYJAapCTBEHHBIX
HOPMaTHUBHO-METOINYECKUX JIOKYMEHTOB.
XapakTepucTuka rocyaapCTBEHHOMN CHUCTEMBI
JOKYMEHTAllMOHHOTO  00ecnedyeHus  yIpaBlieHUs
(rcaoy).

8. Opranu3zanuoHHbie GOPMBI JAEIONPOU3BOACTBA. Ux
3aBHCHUMOCTh OT CHEUU(PHUKUA W OpraHU3alMOHHON
CTPYKTYPbI YUPEKICHHUS.

9. Crpyktypa u (QyHKIMHM TOApa3AETEHUN TI0
JIOKYMEHTAIlMOHHOMY OOCITY’KUBAHUIO YUPEXKICHUH.
10. XapakTepuCTHKa OCHOBHBIX HOPMATHBHBIX

JIOKYMEHTOB, periIaMeHTHPYIOIINX
JIETIONIPOU3BOJICTBO YUPEKIECHUS.
11.  JIomKHOCTHOM W YHUCIEHHBIA  COCTaB

JIeNIOTIPOU3BOJICTBEHHON  CIYXKOBl  yupexaeHus.
JloIDKHOCTHBIE  O0SI3aHHOCTH PAOOTHUKOB  CITYXKOBI
J0YVY.

12. JlokymMeHTOO00O0POT. Omnpenenenue,
XapaKTePUCTHKAa OCHOBHBIX  JIOKYMEHTONOTOKOB.
[TpaBuiia opranu3zaiy JOKyMEHTOO000pOTa.

13. IlpaBuna mpuema u 0OpabOTKU MOCTYIAOLICH
KOPPECIOHJICHIIUM, HMX BIIMSHUE HA OpraHU3alMio
JIBIKEHUST JAOKyMeHTOB. HampaBieHue IOKyMEHTOB
Ha UCIIOJIHEHHUE.

14. OcHOBHBIE HampaBICHUS COBEPLICHCTBOBAHUS
JIOKYMEHTO000POTA.

15. 3agaum  perucTpauum  JAOKYMEHTOB, €€
opranuzaiusi. CpaBHUTEIBHBIE  XAPAKTEPUCTHUKH




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

dbopm perucrpainuu JIOKYMEHTOB. CocraB
uHpOpMaLnH.

16. B3aumoCBA3b MNPOLECCOB  PETrUCTpaAllUM U
KOHTPOJIS 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. TexHoioruss KOHTPOJIA 3a  HCIIOJIHEHUEM
JIOKYMEHTOB.

18.  Opranuzanus

pabOThI YUPEKICHUM.
19. Homenkinarypa ziei1, €€ 3Ha4eHUE U MPUMEHEHUE
B JICJIONPOU3BO/ICTBE.

20. Buasl HOMEHKIATYp [€d,
MOCTPOCHUS U IPUMEHEHHS.

21. ®opmupoBaHHE [el KaKk TEXHOJOTrH4eckas
ornepanus JIeIONPOU3BOICTRA. [IpaBuia
dbopMupoBaHus B Jefa JIOKYMEHTOB OTIEIbHBIX
KaTeropui.

22.  DkcmepTu3a  LIEHHOCTH  JOKYMEHTOB B
JIEJIONPOU3BOJICTBE. 3a/1aUU U MOPSIIOK POBEACHUSI.

23. DKcnepTHblE KOMUCCUHU YUPEXJIEHUH, UX 3a/1a4uu
U TIOPSZIOK paOOTHI.

24. IloaroToBka JAen YUYpEXKIEHHs K JAajbHEHIIeMy
UCIONb30BaHN. OnucaHue [en MOCTOSHHOTO U
BPEMEHHOT'0 XpaHEHUSI.

25. OnucaHue €1 TOCTOSHHOTO U BPEMEHHOIO
XpaHeHHs. Bwuabsl omnuceil, CO34aBaeMbIX IpH
nepeaaye Jel B apXuB.

CHPaBOYHO-UHGOPMAITMOHHOM

0COOEHHOCTH HUX

YMmern

IPUMEHSATh
METOJIbl  MCCIIEI0BAaHU
U ipuoOpeTaTh 3HAHUS
00acTl KOMIBIOTEPHO
TEeXHUKH
MH(OPMALIMOHHBIX
TEXHOJIOTUH
JIOKYMEHTAI[MOHHOM
obecrieyeHun
yIpaBiIeHUs

apXUBHOM [IEJIE;

OCHOBHBIC

71
B
)71
u

1. Beinumure  TepMHHBI M ONpPEACIICHHS,
ONMUCHIBAIOIME  IPOLECC  BIJAJCHHUS  HABBIKAMHU
UCIIOJIb30BaHUs ~ KOMIIBIOTEDHOM ~ TEXHUKA U
MH(OPMaLMOHHBIX TEXHOJIOTHI B
JOKYMEHTAIlMOHHOM O00€CIEUYEeHUHN YIpPaBICHHUS U
apxuBHOM Jene. JlaTb CpaBHHUTENBHBIM aHAIU3
MIOHATUMN.

2. [Ipoananusupyiite HOpMaTUBHBIE TPEOOBAHUS
K OpraHM3aluy Ipolecca BIAJCHHUS HaBbIKAMHU
WCIIOJIb30BaHNSI ~ KOMIIBIOTEDHOM  TEXHUKH U
UH(POPMAIMOHHBIX TEXHOJIOTUH B
JOKYMEHTAIlMOHHOM O00€CIIeYeHUH YIIpaBICHUs U
apXHUBHOM JIETIE.

3. [Ipoananusupyiite HOpMaTUBHBIE TPEOOBAHUS
K OpraHM3aluy Ipolecca BIAJCHHUS HaBbIKAMHU
WCIIOJIb30BAaHNUSI ~ KOMIIBIOTEPHOM  TEXHUKH U
UH(POPMAIMOHHBIX TEXHOJIOTUH B
JOKYMEHTAllUOHHOM O0€CHEYEeHUN YIPABICHUS MU
apXUBHOM JIEI€.

Brnaners

MPAKTUICCKIUMHU
HaBBIKAMH,
BO3MOKHOCTBIO
MEXIUCITUTIITHHAPHOTO

Ilpumepnaa memamuka Kypcoewvix paovom:

1. PernamenTanus nenonpoun3BoCTBa B
3aKOHOJIATEIbHBIX aKTaX JOPEBOIOLMOHHON Poccuu.
2. Cy>xObI 1eTTOTIPOU3BOICTBA B YUPESKICHHIX




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

MIPUMCHCHHS,
npodeccuoHaTbHBIM
SI3BIKOM IIPEIMETHOM
00JIaCTH KOMIIBIOTEPHON
TEXHUKH U
MH(POPMALMOHHBIX
TEXHOJIOTUH B
JTOKYMEHTAI[MOHHOM
o0ecrnieueHnn
YIIpaBJICHUS U
apXMBHOM JIeJIE;

JIOpPEBOTIONIMOHHON Poccuu.
3. Pa3ButTHe 3aK0HOIATENHLHON perjIaMeHTaIluu

paboThI ¢ TokyMeHTaMmu B Poccuiickoit denepanuu B
1990-¢ -2010rT.

4, Uccnenosanue HOPMAaTUBHOM u
3aKOHOJATENbHOW  0a3bl  KOHKPETHOHW  cdepbl
JIeITEIIbHOCTH.

S. AHanu3 JIOKaJIbHBIX aKTOB OpraHu3anuu (Ha
puUMepe JTIOKAJTBHBIX aKTOB KOHKPETHOM
OpraHu3aIim)

6. AHanu3 CTPYKTYphI U QYHKUIUN CITYKOBI
JIeJIOTIPOU3BOICTBA (HAa pUMEpPe KOHKPETHOM
OpraHU3aIVH ).

7. Opranuzanus padots! ciryx0s1 IOV (Ha
pUMepe KOHKPETHOW OpraHu3allvH).
8. Opranu3aius J0KyMeHTooOopoTa (Ha

npuMepe KOHKPETHOW OpraHU3aIiK) 1 OCHOBHBIC
HAaIpaBJICHUS €T0 COBEPIICHCTBOBAHUSI.

9. [TocTanoBka JIeTIONPOU3BOACTBA
HOJpa3AeICHUs YUPEKICHHS.

10. MeTtop1 OpraHu3aluy KOHTPOJIS 3a
UCTIOJIHEHUEM JOKYMEHTOB MpPU TPaAULHOHHOM
JIeTIONIPOU3BOJICTBE.

11. [TpoGaembl 3KcTIepTU3bI LIEHHOCTH
JOKYMEHTOB B JISJIONIPOU3BOICTBE.

[TK-15 cmocoGHOCThIO COBEPIIEHCTBOBATh TEXHOJNOTMH JIOKYMEHTAllMOHHOTO OOecTeueHus
YIpaBJICHHUS U apXUBHOTO Jiea Ha 0a3e UCIOIb30BaHMS CPEJICTB aBTOMATHU3AIIUN

3HaTh

OCHOBHBIE OTIPEIeTICHUS
W OHATHS, OCHOBHEIC
METO/IBI MCCIICJOBAHMIA,
onpeneneHus
MPOLIECCOB
JTIOKYMEHTAIMOHHOTO
obecneucHUs
YIpaBJICHUS U
apXUBHOTO JieTia Ha 0Oa3e
WCTIOIB30BaHUSI CPEJICTB
aBTOMAaTH3allUH;

Hepeueub meopemu4eCKux 60npocoe K zauemy

1. PackpeITe mpenMer, conaepKaHue, 3amadu
Kypca,

2. PackpelTb MecTO Kypca cCpeaud Apyrux
U3y4aeMbIX JTUCLUILINH;

3. AHan3 TEPMHUHOJIOTUN OCHOBHBIX IOHATHHI B
00J1aCTH J1eNONPOU3BOJICTBA;

4. PackpelTe ponp kypca «Opranuzanus W
TEXHOJIOTUSl ~ JOKYMEHTAI[MOHHOTO  oOecreueHus

yIpaBiIeHUS» B COBEPUICHCTBOBAHWU OpraHU3alluu
paboThI ¢ JOKYMEHTaMH.

5. Bo3HukHOBEHME " pazBuTHE
JIeNIONPOU3BOJICTBa B yupexaeHusix Poccunm XV —
XVII BB.

6. XapakTepHble YepThl JIEeJIOMPOU3BOJICTBA B
yupexaenusx Poccuun XVIII B.
7. XapakTepucTuKa JIeI0MPOU3BOJCTBA BBICIIIUX

U LCHTPAIbHBIX TOCYAApPCTBEHHBIX  YUPEXKJICHHUM
Poccuu B nepsoit nonoBune XX B. — Hauane XX B.

8. OmnbIT panuoHaNM3aluyu JeJI0NpPOU3BOACTBA B
OTJIECIbHBIX BEIOMCTBAaX BO BTOpoM mnosioBuHe XIX —
Hayasie XX Beka.




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OueHouHbIe CpeicTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINH
9. CraHOBJIEHHE U pa3BUTHE JIEIONPOU3BOJICTBA
B COBETCKHUX I'OCYJapCTBEHHBIX YUPEKICHHUIX.
10. PaGota  opraHoB = pabode-KpecThSIHCKOM
MHCIIEKIINH TI0 PAIlMOHAIN3ALUH JIEIOIPOU3BOICTBA.
11.  VHCTUTYT TEXHUKH YNpaBJIECHUS, €0 Hay4yHO-
METOAMYECKAsi U MPAKTUYECKas eI TeIbHOCTD.
12. [Tpo6aembr COBEPIIICHCTBOBAHUS
nenonpousBoacTBa B 1950-1980-x  rr.  Ux
3aKOHOJaTeIbHAs U HOPMATHBHAsL perylaMeHTaLusl.
13. 3HaueHue HOPMAaTUBHO-METOINYECKON
periaMeHTalnuu JeTI0NPOU3BO/ICTBA. CocraB
COBPEMEHHBIX  JICWCTBYIOIIUX  TOCYIapCTBEHHBIX
HOPMAaTHBHO-METOMUYECKUX JIOKYMEHTOB.
XapakTepucruka roCyZapCTBEHHOMN CUCTEMBI
JOKYMEHTAIlUOHHOTO ~ OOECNeYeHUus:  yIpaBICHUS
(rcaoy).
14. OpraHu3zanuoHHbIE bopmbl
Jenonpou3BocTBa. VX 3aBUCUMOCTb OT CHELU(PUKH
Y OpPTraHU3aIMOHHON CTPYKTYPHI YUPEXKICHHS.
150 Pomp u®  MecTo  JIOKyMEHTallMOHHOI'O
o0ecrieyeHnss ~ yYOpaBJIeHHS B  COBPEMEHHOM
yIpaBJICHUM.
16. Opranu3zanus cinyxO0sl JJOVY.
17. CtpykTypa W (GYHKUMH MOApa3JeNeHH Mo
JOKYMEHTAITMOHHOMY OOCTYKHBAHHIO YUPEKICHUH.
JlomKHOCTHOM 51 YHACJICHHBIN COCTaB
JIEJIONPOU3BOJCTBEHHON  CIIY’)KOBI  yUpeXKJIEHUS.
JlomxkHOCTHBIE 0053aHHOCTH PAaOOTHHUKOB CITYXKObI
JIOVY.
Ymerpb BBIJICNIATE  TEXHOJOTHU
JOKYMEHTAI[HIOHHOT'O
o0ecrnieueHus 1. Beimumumre  TepMHMHBI M ONIPEACIICHHS,
yIIpaBJICHUS U | onuchIBaroIuye nporiecc COBEPILIEHCTBOBAHUS
apXWBHOTO JeNia Ha 0a3e | TEXHOJIOTUH  JTIOKYMEHTAIIMOHHOTO  00ecredeHust
UCTOJb30BAHUS CPEJCTB | ympaBieHUss M apXuUBHOro Jeila Ha  0Oasze
aBTOMaTH3aIlHH, UCTIONIB30BaHUSI  CPEJICTB  aBTOMarW3anuu. JlaTh
OOBSICHATH (BBISBIIATH U | CPABHUTENBHBIN aHAIN3 TTOHATHH.
CTPOHTH) TUTHYHBIE | 2. [Tpoananu3upyiite HOpMaTHBHBIE TPEOOBAHUS
MOJIENN K OpraHM3allid Tpolecca COBEPLICHCTBOBAHMS
COBEPIICHCTBOBAHMS, TEXHOJIOTUM  JTOKYMEHTAIIMOHHOTO  OOeCTICUeHHSI
KOPpPEKTHO BBIpaXXaTh U | yOpaBieHHWs M  apxXuBHOro Jeira Ha  Oase
apryMEHTHPOBAaHHO UCTIOJIB30BaHUS CPEJICTB aBTOMATH3AIINH.
00OCHOBBIBATh 3. [Tpoananu3upyiite HOpMaTHUBHBIE TPEOOBAHUS
MIOJIOKEHMSI K OpraHM3allid Ipolecca COBEPLICHCTBOBAHMS
COBEPILLICHCTBOBAHHUS TEXHOJIOTUM  JTOKYMEHTALMOHHOTO  OOeCreueHHs
TEXHOJIOTUU ylOpaBJleHUs U  apxXMBHOro Jiena Ha  0Oase
JOKYMEHTAI[HOHHOT'O UCIIOJIb30BAaHUS CPEJICTB aBTOMATHU3ALIUH.
obecnieyeHus
yIIpaBJICHUS u

apXMUBHOTO Jiea Ha 6a3ze




CTpyKTypHili [Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS

KOMIIETEHIINH
UCIIOJIb30BAaHUS CPEJICTB
aBTOMATH3AlNY;

Brnanets criocobamu Ilpumepnaa memamuka Kypcoevlx paoom:
neMoHcTpanuu ymenus | 1. PeryiiamenTanus 1e10npou3BoicTBa B
aHaAJIM3UPOBATh, 3aKOHOJATEIbHBIX aKTaX AOPEBOJIIOLNOHHON Poccuu.
OLICHUBAHUS 2. CayxOBbI J€TTONIPOM3BOCTBA B YUPEIKICHHIX
3HAYUMOCTHU U JIOpeBOIIIOLIMOHHOM Poccun.

IIPAaKTUYECKOU 3. PasBuTre 3aKk0HOATENBHON periaMeHTaluu
MPUTOAHOCTH, paboThI ¢ TokyMeHTaMmu B Poccuiickoit denepanuu B
ocHOBHbIMH MeToamMu | 1990-¢ -2010rr.
pelIeHus 3a/1a4 B 4. HccnenoBanue HOPMAaTUBHOM u
obnacTu 3aKOHOJATEIbHONH  0a3pl  KOHKPETHOH  cdepsl
COBEpPIIICHCTBOBAHUS JESITEIbHOCTH.
TEXHOJIOTHH S. AHanu3 JIOKaJIbHBIX aKTOB OpraHu3anuu (Ha
JOKYMEHTAI[MOHHOTO pUMepe JIOKaJIbHBIX aKTOB KOHKPETHOM
obecrieyeHus OpraHu3aIuN)
yIpaBICHUS U 6. AHann3 CTPYKTYpHI U (QYHKUIUN CITYKOBI
apXMUBHOTO Jieia Ha 6a3e | AeTOnpou3BOACTBA (Ha MpUMepe KOHKPETHOM
WCIOJIb30BAaHUS CPEJICTB | OPraHU3AIIHH).
aBTOMAaTHU3AIlNH; 7. Opranmzanus padotsl ciryx0s1 JIOY (Ha
npuMepe KOHKPETHOM OpraHu3aluu).
8. Opranuzanus JoOKyMeHTooOopoTa (Ha
npUMepe KOHKPETHON OpraHu3alii) 1 OCHOBHbIE
HAIpPAaBJIEHUS €r0 COBEPIICHCTBOBAHUSI.
9. [TocranoBka JIEJIONPOU3BOCTBA
MOJIpa3/iesIeHUs] yUPEKICHUS.
10. Mertosbl Opranu3anuy KOHTpOJIs 3a
UCTIOJTHEHUEM JOKYMEHTOB MPH TPAIUIIMOHHOM
JIEJIONIPOU3BO/ICTBE.
11. [TpoGeMbl 3KCIEPTU3HI IECHHOCTH
JIOKYMEHTOB B JIEJIOTIPOU3BOJICTBE.
[1K-18 BmageHHeM COBpPEMEHHBIMH CHCTEMaMHM HMH(OPMAIMOHHOTO H  TEXHUYECKOTo

o0ecneyeHrs JOKYMEHTallMOHHOT0 00ecneueH s yIpaBJIeHHs U YIPaBICHUS apXUBaMu

3HaTh

OCHOBHBIE OTIPEICTICHUS
W HOHSATHS, OCHOBHEIC
METO/IBI MCCIICJOBAHMIM,
onpeeneHus
MPOIIECCOB
COBPEMEHHBIX CUCTEM
MH(POPMAITMOHHOTO U
TEXHHUYECKOTO
oOecreyeHus
JIOKYMEHTAIMOHHOTO
obOecreyeHus
YIpPABJICHUS U
yIpaBJICHUS apXUBAMU;

TECT
1. Kakue 1OKyMeHTBI HE PETUCTPUPYIOTCS?
a) JIokyMeHTbI, Ha KOTOPBIX HET MTOYTOBBIX MapoOK.
0) JlokyMeHTBI, aJpecOBaHHbIE PYKOBOJUTEIIO.
B) JIOKyMEHTBI, MOTy4eHHbIE TOIBKO JIJISl CBEACHUS U
He TpeOyrolue 0TBeTa U UCIIOTHEHHUS.
2. CKOJBKO pa3 JOJKHBI PETUCTPUPOBATHCS
JIOKYMEHTBI?
a) OnuH pas.
0) /lBa pasa.
B) Tpu pasa.
3. Kakas ¢popma perucrpanuu J0KyMEHTOB HE
CyIIECTBYET?
a) XKypHanbHas.
0) Kaprounas.

B) ['azeTHas.




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

4. Kakue 3Tansl HE TPOXOAAT

UCXOJIAIINE JOKYMEHTHI?

a) CocTaBiieHHE IPOEKTa JOKYMEHTA.

0) Perucrpanus.

B) [Ipuem u nepBuyHas oOpaboTKa.

r) KoHTpo:b 3a UCTIONHEHHEM.

5. PerucTpaiyioHHO - KOHTPOJIbHbIE KApTOUKU
UCTIONB3YIOTCS:

a) [l KOHTPOJIST IBMO>KEHUS

BHYTPEHHUX JJOKYMEHTOB.

0) s 3anucu nHpOpMaIuU.

B) [l peructpanuu BXOASIINX, UCXOISIINX,
BHYTPEHHUX JJOKYMEHTOB.

6. B xakux ciydasx onpaBIaHO HCIIOJIb30BaHHE
KYPHaJIbHON (OPMBI PErUCTPALUN JOKYMEHTOB?

a) [Ipu Gonb1IOM TOKYMEHTOOOOPOTE.

0) ITpu ManoM JOKYMEHTOOOOpOTE.

B) Bo Bcex ciyyasix.

7. BeiOepuTe npaBHIBHBIN CIIOCO0 0OpMIICHUS
JIaThl IPY PErUCTPaALMM TUCbMA WM TIpuKa3a’?

a) 14.12.2010

0) 14.12.10

B) 14.12.2010 T

8. PerucrpannoHHbIit HOMEp TOKyMEHTa - 3TO...
(BBIOEpUTE IPABUIILHBIN BApUAHT MPOJIOJIKEHUS
oTmpeseneHus).

a) Ero ycnoBHoe nudpoBoe (MHOT1a OYKBEHHO-
1dpoBoe) 0603HaYeHUE, TPOCTABIIAEMOE IPU
PETUCTpAIIHH.

0) ITopsiikoBBIi HOMEpP JOKYMEHTa B OpraHU3aIlu-
OTIIpaBHTEIIE.

B) [TopsIKoBBIi HOMEp JOKYMEHTa B OpraHU3aluu-
noJryyaTele.

9. Korza Ha TOKyMEHTE MPOCTABISAETCS PEKBU3UT
«OTMeTKa 0 KOHTpOsIE»?

a) Ecnu nokyMeHT BaxkeH, 1 HE0OX0IMMO
NPEOTBPATUTH €TO MOTEPIO.

0) Ecau nokymeHT TpeOyeT uCnoaHeHus U Oepercst
Ha KOHTPOJIb.

B) Korna cexperapps 60utcs 3a0bITh

CPOK UCIIOJTHEHUS TOKYMEHTA.

10. Kakum 06pa3om J1e1aroT OTMETKY O KOHTPOJIE 32
WCTIOJTHEHUEM JOKYMEHTA?

a) O6o3HayaT OyKkBOIl «K», CIIOBOM MM HITaMIIOM
«KoHTpOoIBY.

6) O0o3HauatoT OykBoi «M», CIOBOM MM IITAMIOM
«McrioHEHOY.

B) O603HayaroT OykBoi «B», CJI0BOM MM IITaAMIIOM
«BpImoaHEHOY.

11. KTo nmoanuceIBaeT u JaTUPyeT PEKBUZUT
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«OT1MeTKa 00 UCIIOIHEHUH IOKYMEHTA U
HAIPaBJIEHUU €T0 B J1E10»7

a) PykoBoauTens opraHnusaiuu.

0) PykoBoauTenb i1y )Obl JOKYMEHTAIIHOHHOTO
oOecrieueHus yrnpaBIeHUs.

B) McnonHuTens, paboTaBIINil C TOKYMEHTOM, UITH
PYKOBOJUTEINH €r0 CTPYKTYPHOTO MOAPA3/ICICHUS.
12. Yro crnenyer cuenaTh ¢ UCIIOJIHEHHBIM
JIOKYMEHTOM?

a) [lepenatb pyKoOBOAMUTEIIO.

6) BepHyTh coctaBuTENIO.

B) [loammuTs B 1€710 B COOTBETCTBUHU C
HOMEHKJIATYpOil J1e.

13. Korjga nporcxouT CHATHE JOKYMEHTA C
KOHTpOJIs1?

a) B xoH11e kanenaapHOro roja.

0) Tonbko MocCII€ MOJHOrO UCTIOIHEHUSI IOKYMEHTA.
B) [lo pemieHuto UCIOIHUTENS.

14. I'ne cnenyet 3apuUKCUPOBATH PE3YIIHTAT
UCIIOJTHEHUS TOKyMEeHTa?

a) B perucrpanoHHoil KapTouke.

0) Ha camom nokymenTe.

B) Hurne.

15. KT0 MOKET CHATh JOKYMEHTBI C KOHTPOJIA?

a) Cny>x06a 6e301macHOCTH OpraHU3aIH.

0) JexypHslii o oducy.

B) JloJPKHOCTHOE JIUI0, YCTAaHOBUBIIEE KOHTPOJIb,
71100 OTBETCTBEHHBIN HCIIOTHUTENb.

VYmMmern

BBLICIATE COBPEMCHHBIC

CHCTEMBI, OOBSICHATD
(BBIABIIAT U CTPOMTD)
TUIHYHBIE MOJIENH
COBPEMEHHBIX  CHCTEM
UHPOPMALIMOHHOTO U
TEXHUUYECKOTO
obecrieueHus
JOKYMEHTAIlMOHHOT O
obecrieueHus
yIpaBiIeHUs "

yIpaBJICHUS] apXHUBaAMHU;
KOPPEKTHO BBIpaXXaTh U
apryMEHTUPOBaHHO
00OCHOBEBIBATH
ITOJI0KCHUS
COBPEMEHHBIX  CHCTEM
MHPOPMALIMOHHOTO U
TEXHUYECKOTO
obecrneucHUs
JOKYMEHTAITMOHHOTO

1. Bpimummre  TEepMHUHBI U ONPENEICHUS,
ONKMCHIBAIOIIME TPOIECC BIAJAEHUS COBPEMEHHBIMU
cUcTeMaMu HH(POPMAIIMOHHOTO U TEXHUYECKOTO
o0OecrieyeHHs JOKYMEHTAI[MOHHOTO  o0OecreyeHus
YOpaBJIeHUsT W  yOpaBieHHs apxuBamu. Jlatb
CPaBHUTENbHBINA aHAJIU3 TTOHSATHI.

2. [Tpoananu3upyiiTe HOpMaTUBHBIE TPEOOBAHUS
K OpraHM3alyM Mpolecca BIAJECHUS COBPEMEHHBIMHU
cUCTeMaMH HMH(POPMAIIMOHHOTO U TEXHUYECKOTO

o0OecrieyeHHs JOKYMEHTAI[MOHHOTO  o0OecreyeHus
YIIPABIICHUS U YIIPABJICHUS apXUBaAMHU.
[Ipoananm3upyiiTe HOpPMAaTHBHBIE TpPEOOBaHUSI K

OpraHu3alMu IMpolecca BIAJEHUS COBPEMEHHBIMU
CUCTeMaMH HMH(QOPMAIIMOHHOTO U TEXHUYECKOTO
obOecrieueHUsT JOKYMEHTAIMOHHOTO  OOecreueHus
yIpaBiIeHUS U YIPaBIECHUS apXUBaAMHU.




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS

KOMIIETEHIINH
o0ecrniedeHus
YIIPpaBJICHUS 5
yIpaBlIeHUS] apXUBAMU;

Bnaners MPAKTUIECKUMHU Ilpumepnaa memamuka Kypcoevlx pabom:
HaBbIKaMU 1. PernmameHTanus 1ei0mnpou3BOJICTBA B
HCII0JIb30BAHUS 3aKOHOJATEIbHBIX aKTaX AOPEBOIIOLNOHHON Poccun.
AJIEMEHTOB 2.  CmyxObl JeTONpPON3BOACTBA B YUPEIKICHUAX

COBPEMEHHBIX CUCTEM,
croco0aMu OLIEHUBAHUS
3HAYUMOCTH H
MPAKTUYECKOMN
MIPUTOHOCTH,
OCHOBHBIMHM METOJaMU
pelIeHus 3a/1a9 B
00J1aCTH COBPEMEHHBIX
CHUCTEM
MH(POPMAITMOHHOTO U
TEXHUYECKOTO
obOecreyeHus
JOKYMEHTAIMOHHOTO
obecreyeHus
YIpaBIICHUS U
yIpaBJICHUS apXUBaMHU;

JIOPEBOITIOLIMOHHOMN Poccun.

3. Pa3BuTHe 3aKOHOJATENBHON peraaMeHTaluu
paboThl ¢ nokyMeHTamu B Poccuiickoit denepanuu B
1990-e -2010rT.

4. HccrnenoBaHue HOPMAaTHBHOMN u
3aKOHOJATEIbHOW  0a3bl  KOHKPETHOM  cdepbl
JIEATEILHOCTH.

5. AwnHanu3 NOKaJbHBIX aKTOB OpraHU3aluH (Ha
pUMeEpe JIOKATBHBIX aKTOB KOHKPETHOU
OpraHu3aIim)

6. AHanM3 CTPYKTYpHI U QYHKIUH CITYXKOBI
JIeTIONPOU3BOACTBA (Ha MpUMEpPe KOHKPETHOU
OpraHu3aIluH).

7. Opranuzanus pabots cayx0b1 JIOY (Ha
npuMepe KOHKPETHON OpraHu3alliHn).

8.  Opranuzanus 10KyMeHTO0OOpoTa (Ha mpumepe
KOHKPETHOW OpTaHU3aIlH) 1 OCHOBHBIC
HaIlpaBJIEHUs €r0 COBEPIIEHCTBOBAHUS.

9. TlocraHOBKa JeONPOU3BOACTBA MOIPA3ICICHUS
YUPEKACHUS.

10. MeTtoapl OpraHu3ai KOHTPOJIS 3a
UCTIOJIHEHUEM JOKYMEHTOB MpPU TPaAULIHOHHOM
JIeTTOTIPOU3BOJICTBE.

11.  IIpoGaemsl 3KCEPTU3bI HEHHOCTH JOKYMEHTOB
B JIEJIONTPON3BOJICTBE.

[IK-20 coocoOHOCTBIO HCIOJIB30BATH
JIOKYMEHTaMH, B TOM YHCJIC ApXUBHBIMU JOKYMEHTaMHU

IMpaBuJa OpraHu3alin BCCX OTAIlOB pa6OTLI C

3HaTh

OCHOBHBIE OIPEAEIICHUS
U TIOHSTHS, OCHOBHEIC
METO/IBI MCCIICJOBAHMIM,
ONpEACIICHUS
MPOIECCOB OPraHU3aluN
BCEX JTaroB pabOTHI C
JIOKYMEHTaMH, B TOM
YUCIIE apXUBHBIMU
JTIOKYMEHTaMU;

TECT
1. ITponomxute «Jlea0nponu3BoACTBO» — 3TO..
a) Cucrema xpaHeHHs JOKYMEHTOB.
6) CocraBieHue TOKyMEHTOB.
B) OTpacip nesaTenTbHOCTH,
o0ecrieunBaroas JOKyMEHTUPOBaHHUE U
OpraHu3aIio padboThl ¢ OQHUIHATBHBIMA
JIOKYMEHTaMH.
2. IlonATHE «AOKYMEHTUPOBAHUEY - ITO:
a) OdopmiieHue TOKyMEHTA.
0) 3anucek nHPOpPMAIIUK HA PA3TUIHBIX HOCUTEIISAX 110
YCTAHOBJICHHBIM IpaBUJIAM.
B) McrionHeHne TOKyMEeHTa.
3. Kakast ¢popma paboThl ¢ JOKyMEHTaMH B
yIpaBJIEHYECKOM aIllapaTe He CYIIeCTBYeT?
a) [Ipsmas.
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0) LlenTpanu3oBaHHas.

B) CmeranHasi.

4. 3akoHUMTE HAYaTOE MPEATIOKEHHUE!
JI0OKyMEeHTOOOOPOT — 3TO ABM)KEHHE JJOKYMEHTOB B
OpraHU3aIMy C MOMEHTA UX CO3JIaHus J0:

a) [lepenauu Ha UCTIOJIHEHHE.

0) [MogmmBku B 1e70.

B) 3aBepILICHUs UCTIOJIHEHUS UM OTIPABKHU.

5. Kakue 1oOKyMEeHTOMOTOKH 0 HAIIPaBJICHUIO HE
CYIIECTBYIOT?

a) ['opu3oHTaNbHBIE TOTOKH.

0) BepTukanbHbie MOTOKH.

B) CriupalibHbIe TOTOKH.

6. JIOKyMeHTBI, CO3/1aBa€Mbl€ B IAaHHOM OpraHu3aluu
U OTIIPaBJISIEMBIE 32 €€ MPEAEIbl, COCTABISIOT:

a) Bxopsmuii JOKyMEHTOMOTOK.

0) Ucxonsmuii JTOKyMEHTOIOTOK.

B) BHyTpeHHUI TOKYMEHTOIOTOK.

7. B KaKkol CPOK JOJKHA MPOU3BOIUTHCS
00paboTKa JOKYMEHTOB U Iepeavya ux
WCIIOJTHUTEIISAM?

a) B neHp mocrymnieHus JOKYMEHTOB B OpPraHU3aLUIO.
0) B Tpex1HEBHBII CPOK MOCIE MOCTYIUICHHS
JIOKyMEHTOB B OPTaHU3ALMIO.

B) B HeenpHBIN CpOK MOCHIe MOCTYIUICHUS
JIOKyMEHTOB B OPTaHU3ALMIO.

8. C uero HaYMHAETCS UCTIOTHEHUE TOKYMEHTa?

a) Co cbopa uH@oOpMaIIH 10 BOPOCY.

0) C coBemanus B KaOMHETE pyKOBOUTEIIS.

B) C u3/1aHus npuka3a 00 UCIOJHEHNH TIOKyMEHTA.
9. Kakue TOKyMEHTbI HE PETUCTPUPYIOTCS?

a) JIOKyMeHTBI, Ha KOTOPBIX HET MOYTOBBIX MAPOK.
0) JlokyMeHTBI, aIpeCOBaHHbIE PYKOBOIUTEIIO.

B) JIOKyMEHTBI, IOTYy4YEHHBIE TOJIBKO JJIS1 CBEACHUS U
He TpeOyrolre OTBETa U UCTIOJTHECHHUS.

10. Ckonbko pa3 AOIHKHBI pErMCTPUPOBATHCS
JIOKYMEHTBI?

a) OnuH pas.

0) [Ba pa3za.

B) Tpu pa3a.

11. Kak ycraHaBIMBaeTCsl CPOK MCIOJTHEHUS
JIOKYMEHTA, €CIIU €r0 HE yKa3aJl pyKOBOJIUTENb?

a) Ilo pemenuto cexperaps.

6) Ha ocHOBe TUIIOBBIX CPOKOB MCIIOJTHEHHUS IS
AQHAJIOTMYHBIX JOKYMEHTOB.

B) B 3aBUCHMOCTH OT cCUTyalUH.

12. Kakas (hopma perucrpaiuu J0KyMEHTOB HE
cyliecTByer?

a) XypnanbHasl.

6) Kaprounas.
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B) ["azeTHas.

13. Kakue sTansl He IPOXOAST

UCXOJSIINE JOKYMEHTHI?

a) CocraBieHHE NIPOEKTa TOKYMEHTA.

0) Perucrparnus.

B) [Ipuem u nepBuuHas o6padboTKa.

r) KonTposns 3a ucnonHeHueM.

14. PeructpalluOHHO - KOHTPOJIbHBIE KAPTOUKH
UCIOJIB3YIOTCS:

a) Jlnst KOHTPOJIs IBUKEHUS

BHYTPEHHUX JIOKYMEHTOB.

0) s 3anucu nHbOpMauu.

B) Jlnst peructpanuu BXOISIINX, UCXOISALINX,
BHYTPEHHUX JJOKYMEHTOB.

15. B xakux ciydasx onpaBAaHO UCIOJIb30BaHUE
KYpPHAJIBHON (DOPMBI pETUCTPALIMH JOKYMEHTOB?
a) [Ipu Gonb1IOM TOKYyMEHTOOOOPOTE.

6) [Tpu mManoM JOKyMeHTOOOOpOTE.

B) Bo Bcex ciyuasix.

16. BeiGepure npaBUIIbHBIN cI0OCO0 oopMiIeHUS
JIaThI IPU PETUCTPAIH MTUChbMA WIIH TIPUKa3a?

a) 14.12.2010

0) 14.12.10

B) 14.12.2010r

17. PeructpaiimoOHHbIA HOMEP JOKYMEHTA - 3TO...
(BbIOEpHTE NPABUIIBHBIN BapUaHT MPOJODKEHUS
OTpeIeTICHN).

a) Ero ycrnoBHoe nudposoe (nHOr1a OYKBEHHO-
nudpoBoe) o6o3HaUEHUE, MPOCTABIAEMOE TIPH
pEerucTparnmy.

0) [TopsinkoBBIi HOMEpP JOKYMEHTa B OpraHu3alyn-
OTIIpaBUTEIIE.

B) [lopsiaKoBeIii HOMEpP JOKYMEHTa B OpraHu3alyu-
noJyJaresne.

18. Ecnu B pe30Jrou yKa3zaHo

HECKOJIbKO UCIIOJHUTENEH, TO KTO OTBEYAET 3a
BBITTOJIHEHHUE TTOPYICHUST PYKOBOIUTEISI?

a) JIuno, ykazaHHOE B CITUCKE

VICIIOJIHUTEIIEH MTEPBBIM.

0) JIuno, onpeneneHHoe

COOTBETCTBYIOIINM JIOTIOJTHUTEIILHBIM YKa3aHUEM
PYKOBOJIUTEIIS.

B) JIuno, koropomy nepsoMy OyzeT nepeaaH
JIOKYMEHT Ha UCIIOJTHEHHUE.

19. Korna Ha 1OKyMEHTE MPOCTABIISIETCS PEKBU3UT
«OTMeTKa 0 KOHTpOJe»?

a) Ecnu moxkymMeHT BaxeH, 1 HE00X0IMMO
IPEJOTBPATUTH €TO0 MOTEPIO.

0) Ecm mokyMeHT TpeOyeT UCIIOTHEHHS U OepeTcs
Ha KOHTPOJIb.
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B) Korma cekperapp 60ouTcs 3a0bITh

CPOK MCIOJIHEHHUSI IOKYMEHTA.

20. Kakum 00pa3om nieiaroT OTMETKY O KOHTPOJIC 3a
HCIIOJIHEHUEM JIOKYMEHTa?

a) O6o3HavaroT OyKBOM «K», CTIOBOM HIIM IITAMITOM
«KoHTpOb».

0) O6o3HauaroT OykBOH «I», CTIOBOM HIIM IITAMIIOM
«McnostHEHOY.

B) O603Ha4aroT OykBO# «B», CTIOBOM WIJIM IITAMITOM
«BpIoaHEeHOY.

21. KTo moanuceIBaeT U JaTUPYET PEKBU3UT
«OTMeTKa 00 UCTIOTHEHUHU JOKYMEHTA U
HAIPaBIICHUU €T0 B J1E10»7

a) PykoBoauTens opranusaiuu.

0) PykoBoauTenp ciyk0bl JOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBIeHUs.

B) McnonauTens, paboTaBIInil ¢ TOKYMEHTOM, WU
PYKOBOIMTEIb €r0 CTPYKTYPHOTO MOAPA3/ICICHUS.
22.Yto cnenyeT cuenaTth ¢ UCIIOJTHEHHBIM
JIOKYMEHTOM?

a) [lepenarb pyKoOBOAMUTEIIO.

0) BepuyTb cocTaBuTeNto.

B) [loAmuTe B 1€710 B COOTBETCTBUH C
HOMEHKJIATYpOH eIl

23. Korja npoucxXouT CHATHE TOKYMEHTa C
KOHTpOJIS?

a) B xoHIIe kaseHgapHoro roja.

6) TonpKko MoCe MOJHOTO UCTIOTHEHUS IOKYMEHTA.
B) [lo perieHuto nCroNHUTENS.

24. I'ne cnenyeT 3aUKCUPOBATh PE3yNIbTAT
WCIIOJTHEHUS JOKyMEHTa?

a) B perucrpannonsoii kaprouke.

6) Ha camom noxymenTe.

B) Hurne.

25. KTO MOXKET CHATh JOKYMEHTBI C KOHTPOJIS?

a) Cry>x06a 6€30MacHOCTH OpraHu3aIiu.

0) exxypHblii o oducy.

B) JloMKHOCTHOE U0, YCTAHOBUBIIEE KOHTPOJIb,
MO0 OTBETCTBEHHBIN UCIIOTHUTEIb.

26. JIns1 yero Ha TIOKyMEHTaX MPOCTABJISIIOT

OTTHUCK TIeyaTu?

a) [lnst 3aBepeHus MOATUHHOCTH TIOIITUCH
JOJIKHOCTHOTO JIUIA.

0) Jlnst monTBEpKICHUS TOCTOBEPHOCTH TEKCTa
JIOKYMEHTA.

B) [Ina obecrnieuenust rapaHTUH

WCIIOJTHEHUS TOKYMEHTA.

27. Hy»XHO 11 MHCbMO, IOATOTOBIIEHHOE HA OJIaHKe,
YAOCTOBEPATH MEYaAThIO?

a) Jla, Bcerna.
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0) Her, Hukorna.

B) Hy»HO TOJIbKO rapaHTHITHOE TUCHMO.

28. COBOKYIMHOCTh JOKYMEHTOB WJIM JOKYMEHT,
OTHOCSIIMECS K OJHOMY BOIIPOCY MJIU Y4acTKy
JESTEIbHOCTH U MTOMEILEHHBIE B OJIHY OOJIOXKKY, -
3TO:

a) Jlemo.

0) UnnuBuayanbHass HOMEHKIIATYpa Jel.

B) [IpumMepHas HOMEHKIaTypa Jell.

29. Kak ycTaHaBIuBaeTCsl CPOK XpPaHEHUs
JIOKYMEHTOB?

a) [lo ycMoTpeHuto pykoBOAUTENS KaApOBOM
CITYXOBI.

0) [Ipu nmomomu «Ilepeuns

TUIIOBBIX YIPABIEHYECKUX TOKYMEHTOB,
00pa3yromumxcs B AeSITENbHOCTH OpraHU3aIiy, C
YKa3aHHUEM CPOKOB XPaHEHUS».

B) [lo mpuka3y pyKoBOIUTENS.

30. Eciiu neno popmupyercst u3 JOKyMEHTOB,
KOTOpBIE OTCYTCTBYIOT B «llepeuHe ...», TO CPOKH UX
XPaHEHUs COTJIaCOBBIBAIOTCS C:

a) C HauaTbHUKOM OT/IeTIa KaJpOB.

6) C pyKoBOAMTEIEM OpPTaHU3AIUH.

B) C 3KCIEPTHON KOMHCCHEN.

31. Korga nmema nensar Ha ToMa (4acTu)?

a) Koraa konm4ecTBo TIOKYMEHTOB C TIOCTOSIHHBIM U
JOJITOBPEMEHHBIM CPOKOM XPAHEHUS MPEBBIIIAET
100 crpanu.

0) Korna xonnyecTBo JOKyMEHTOB C ITOCTOSIHHBIM U
JOJITOBPEMEHHBIM CPOKOM XPaHEHHS MPEBBIIIACT
250 crpanwmil.

B) Korja xonn4ecTBo JOKYMEHTOB C TOCTOSSHHBIM U
JOJITOBPEMEHHBIM CPOKOM XPAHEHUS MPEBHIIIACT
500 crpanu.

32. Korna cnenyer packiiablBaTh JOKYMEHTHI B
nena’?

a) ExxemHeBHO B TeueHUe Tojia.

0) B xoHIe Mecsa.

B) B koHIie rona.

33. Kyzna nepenarot JOKYMEHTHI C JTUTEIbHBIMU
CpOKaMH XpaHEHHS,

3aKOHUYEHHBIE JEIONPOU3BOACTBOM?

a) OcTaBmsIOT Ha MECTE.

0) OTHOCAT B KaOMHET HaYaJIbHUKA.

B) CHatoT B apXuB OpraHU3aIliH.

34. Kakue 1OKyMEHTBI OTHOCATCS K JOKYMEHTaM
BPEMEHHOTO XpaHEHHUS?

a) Mmeromue cpok xpanenus ao 10 ner.

0) Nmeromue cpok xpaneHus a0 15 ner.

B) Mmeromue cpok xpanenus 1o 20 jer.
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35. Yro siBisieTcs 1aTOM ziesia, CoAep Kaliero
pacnopsAUTENbHYIO TOKyMEHTALUI0?

a) He umeer 3nauenus.

0) datsl peructpanuu (COCTaBICHUS) CAMOTO
pPaHHEro U CaMoro MO3HET0 T0KYMEHTOB,
BKJIFOYEHHBIX B JIEJO.

B) Pacnosnosxenue 10KyMeHTOB

CEKpeTapeM PYKOBOJUTEIIS.

36. Kakoe ycioBue siBsieTcs: 00s13aTeIbHBIM TPH
00BbEAMHEHUN HECKOJIBKUX JIE]1 B OJIHO?

a) [lata coctaBiieHUs JOKYMEHTA.

0) CoBniazieHre CPOKOB XpaHEHUS JOKYMEHTOB.
B) CozeprkaHue JOKYMEHTA.

37. Kakue aena He epeiaoTcs B

apXuB OpraHu3anuu?

a) [To nuyHOMY coCTaBy.

0) Nmeromiue cpok XxpaHeHus 10 5 JIeT.

B) Jlena mocToSHHOTO XpaHEeHHUsI.

38. Uro cienyeT 00s3aTeNbHO YAAIATH MPU
00paboTKe JOKYMEHTOB IMOCTOSTHHOTO U
JUTUTEIIBHOTO XpaHEeHUs1?

a) Bce Metayminueckue cKpemyieHusl.

0) IToanucu paGOTHUKOB.

B) JIOKyMEHTBI, CO37JaHHBIE OT PYKH.

39. Yro BmIMBaeTCA B Ha4aje aejia

nepes J0KyMeHTaMu?

a) Jluct st 3aBepUTENHHOM 3aMKCH.

0) JIucThl BHYTpEHHEW OMUCH JIena.

B) JIUCT 17151 MOANKMCH pYKOBOJAUTENS M HAUYaJIbHUKA
OT/ieJIa KaJIpOB.

40. Kakyro nHpopmanuio J0HKHA COACPIKATh
BHYTPEHHSIS OTHCH JIOKYMEHTOB Jiejia?

a) ®.1.0O. pykoBoauTens opraHu3aluy.

0) ©.1.0. ucnoaHuTens Kaxa0ro JOKyMeHTa.

B) CBeieHUs O MOPSAAKOBBIX HOMEpaX JIOKYMEHTOB B
JTAHHOM OTTMCBIBAEMOM JIETIE.

41. Cpok xpaHeHUsI JOKyMEHTa UCUUCIISAETCS:

a) C 1 suBaps TOro rojia, KOTOPHIH cIeayeT 3a rojIoM
OKOHYaHUS Jena.

6) C 31 nexabpsi roga OKOHYAHUS Jiea.

B) C MOMEHTa OKOHYAaHUS Jena.

42. IToaroroBka gena K XpaHEHHUIO B COOTBETCTBUH C
YCTaHOBJICHHBIMH MPABUIIAMH - 3TO:

a) OdopmiieHue nena.

0) ApxuBarus.

B) DKCHIEIUITHSI.

43. KTo npoBOIUT 3KCIEPTU3Y

LIEHHOCTH JOKYMEHTOB?

a) PabGoTHuku apxuBa.




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINH
0) DkcriepTHass KOMHCCHSL.
B) PykoBoauTennb opranuszamnuu.
44. JkcnepTr3a HEHHOCTH IOKYMEHTOB MPOBOIUTCS
C LIEJIBIO:
a) Ydera JOKyMEHTOB B OpraHU3aLUH.
6) OTGopa TOKYMEHTOB Ha apXMBHOE XPaHEHUE U
YCTAQHOBJICHHSI CPOKOB MX XPaHEHUS.
B) KonTposs npu pabote ¢ JOKyMeHTaMH B
OpraHu3aluy.
45. Kakue npu3Haky UCIOJb3YIOTCS IPU
cucTeMaTH3alluy NepenycKy B aenax?
a) XpOHOJIOIMYECKUI U HyMEpallMOHHBIH.
0) AndaBUTHBIM U KOPPECTIOHICHTCKUH.
B) Bce nepeunciennsie B myHKTax a) u 0).
46. IIpu popMupoBaHUM J1€]1 IPUKA3bI 10 OCHOBHOM
NEeSTEIbHOCTH U IPUKA3bI 10 JUYHOMY COCTaBY
dopMupyrorcs:
a) B onHom pere.
0) B pa3znbix gemnax.
B) [To ycMOTpeHuUI0 pyKOBOAUTENSI OpraHU3aLUH.
47. B Te4eHnEe HECKOIBKHX JIET OPMHUPYIOTCS:
a) [lepexonsmue nena.
0) Jlena ¢ IIUTEIbHBIMU CPOKAMU XPAHEHUS.
B) /lesia BEIOOPHBIX OPraHoOB.
48. [lena mo yueOHOI AeSITEIbHOCTH
o0pa3oBaTebHON Opranu3auu GopMupyroTcs 3a:
a) Kanengapueiii rog.
0) YueOHsIi ro/I.
B) Heckomnbko ner.
Ymeth IIPUMEHSTh npaBuia
OpraHu3alNH Bcex | 1. ChopoektupoBaTh (CMOAENMPOBATH) KPYIHYIO
JTaroB paboThI C | OpraHu3aIio, OIpPEaeNuTh cdepy IesTeTbHOCTH,
JOKYMEHTaMH, B TOM | peniaemble 3a7auu.
quclie apxuBHBIMHU | 2. PazpaboTaTh CTPYKTYpy OpraHu3alMyd M MOKa3aTb
JIOKyMEHTaMU B | MecTo ciryx0b1 IOV B manHO# CTpyKTYype (MOIEINB).
npogeccuoHaIbHON 3. IlpeacraButh  CBOM  BapuMaHT  CTPYKTYPHOM
NEeSATEeTbHOCTH; opranuzaruu ciaykosr JIOY (pa3zpaboraTh CTpYKTypy
UCIONIb30BaTh WX  Ha | ciyxO0bl [JOY).
MexaucuuiimHapaoM | 4. OnpenenuTs (QYHKIUH TMOAPA3/IEICHUNA CITyKObI
ypoBHe;  mpuobpertats | JJOVY.
3HaHMA B oOmactu | 5. Onpenenuth JOMHKHOCTHOW M YMCICHHBIA COCTaB
UCIOJIb30BaHUS TMpaBui | paboTHUKOB  cnyxObl  JIOY  (ans  kaxzaoro
OpraHu3aluu BCEX | OApa3JEIICHUS).
JTanoB paboThI c| 6. Onpenenuth JIOKaJIbHbIE HOPMAaTUBHBIE AKTHI, Ha
JOKYMEHTaMH, B TOM [ KOTOPBIX OCHOBBIBA€TCA  OpraHu3anus  padoThl
quclie apxuBHBIMH | ciryx061 JIOY.
JOKYMEHTaMH;
Bunaners [IPAaKTUYECKUMHU Ilpumepnaa memamuka Kypcogvlx pabom:

HaBBIKAMM, CITOCOOaMu

1. PernamenTanus neinonpon3BOJICTBA B




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

OLICHUBAHUS
3HAYUMOCTHU U
MPAaKTUYECKOU
MIPUTOTHOCTH,
OCHOBHBIMH METOJIaMU
penieHus 3aaay B
00J1acTH UCIIOJIb30BaHUS
MpaBUJI OpraHU3aluN
BCEX 3TaIoB pabOTHI C
JOKYMEHTaMH, B TOM
YHCIie apXUBHBIMH
JIOKYMEHTaMU;

3aKOHOJIaTEIBHBIX aKTaX JOPEBOJIIONMOHHON Poccum.
2. CiyxObl 1eTONPON3BOICTBA B YUPESIKICHUAX
JIOPEBOIIOIIMOHHOM Poccuu.

3. Pa3BuTHe 3aKOHOJATENHLHOW pErIaMEHTAIINH

paboThI ¢ TokyMeHTaMmu B Poccuiickoit denepanuu B
1990-¢ -2010rT.

4. HccnenoBanue HOPMaTUBHOMU u
3aKOHOJATEIbHOM  0a3pl  KOHKPETHOH  cdepsl
JIESITENLHOCTH.

5. AHanu3 JOKAJIbHBIX aKTOB OpraHU3aluu (Ha
pUMepe JIOKaJIbHBIX aKTOB KOHKPETHOM
OpraHu3aIim)

6. AHanmu3 CTpyKTYpHl U QYHKIUHN CITY>KOBI
JIeJIOTIPOU3BOICTBA (HAa pUMEpPE KOHKPETHOM
OpraHU3aIVH ).

7. Opranuzanus pabotsl ciyx0sl IOV (Ha
nprMepe KOHKPETHON OpraHU3alin).

8.  Opranuzanus JOKyMeHT0OOOpoTa (Ha mpumepe
KOHKPETHOW OpTaHU3aIlH) 1 OCHOBHBIC
HAIPABIICHUS €r0 COBEPIICHCTBOBAHUSI.

9. TIlocraHoBKa JeNONPOU3BOACTBA MOIPA3ACICHUS
YUPEKACHUS.

10. MeTtoap! OpraHu3ai KOHTPOJIS 3a
UCTIOJIHEHUEM JOKYMEHTOB MpPU TPaAULIHOHHOM
JIeTTOTIPOU3BOJICTBE.

11.  IIpoGaemsl 3KCHEPTU3bI LEHHOCTH JOKYMEHTOB
B JIEJIONTPON3BOJICTBE.

[1K-26 BnageHueM HaBbIKaMu OOpabOTKM JOKYMEHTOB Ha BCEX JTamax JAOKYMEHTO00OpOTa,
CUCTEMATH3AlMH, COCTABIEHUS] HOMEHKJIATYpPBI AeJl

3HaTh

OCHOBHBIE OTIPEICICHUS
U IIOHATHUA, OCHOBHBIC
METO/IbI HCCIIeIOBAHUH,
oTpeeNeHUs
MPOIIECCOB 00PaOOTKH
JOKYMEHTOB Ha BCEX
JTamnax
JTOKYMEHT0000pOoTa,
CUCTEMATHU3AIINY,
COCTaBIICHUS
HOMEHKJIATYPHI JIe];

Ilepeuenv meopemuueckux 60npocoé K IK3ameny

1. XapakTepucTuka JIEJIONPOU3BOACTBA B
YUPEKICHUAX Pycckoro LEHTPAIIU30BAHHOTO
rocynapcrsa XV —XVII Bs.

2. XapakrtepHbie uepThl aenonpousBoactsa X VIII B.
3. XapakTepucTuka JAeJIONPOU3BOJACTBA BBICIIMX U
LHEHTPATbHBIX rOCyJIapCTBEHHBIX YUPEKICHUN
Poccuu B nnepsoit nososuHe XIX Beka.

4. OneIT pauyoHaNW3alUWH JIETONPOU3BOJICTBA B
OTAENBHBIX BEJOMCTBAX BO BTOPOW MoJioBUHE XIX —
Hayane XX Beka.

5. PaGota opranoB paboue-KpecThbsIHCKOW MHCTICKITUH
M0 palMOHAIM3AIMKU JIeTONPON3BOACTBA. MHCTUTYT
TEXHHUKU YIPABJIEHHUS, €r0 HAyYHO-METOJIUYECKas U
MIPAKTUYECKAsl 1€ATEIbHOCTD.

6. [Tpob6nembl COBEPILICHCTBOBAHUS
JIeJIOTIPOU3BOJICTBA B 1950-1980-x rr. Ux
3aKOHOJATEIbHASI 1 HOPMATUBHAS PETJIAMEHTALIHS.

7. 3Hauenue HOPMAaTUBHO-METOUYECKOMN
peFHaMCHTaLII/II/I ,Z[GJIOHpOI/BBOI[CTBa. COCTaB
COBPEMEHHBIX  JCHCTBYIOIIUX  TOCYJAapPCTBEHHBIX




CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Inanupyembie
pe3yNbTaThl 00yICHUS

OneHouyHble CpeacTBa

HOPMAaTUBHO-METOIUYECKUX JIOKYMEHTOB.
XapakTepucruka roCcyapCTBEHHOMN CUCTEMBI
JOKYMEHTAllMOHHOTO  00ecredyeHus  yHpaBlieHUs
Trcaovy).

8. Opranu3zanuoHHbIe (OPMBI JASIONPON3BOACTBA. X
3aBUCUMOCTh OT CHEIM(UKH U OpPraHU3aLUOHHOU
CTPYKTYPBI YUPEKIACHHUS.

9. Crpykrypa u (QYHKIUM TOJpPaA3ACICHUH IO
JIOKYMEHTAIMOHHOMY O0CITY>KUBAHUIO YUPEKICHUH.
10. XapakTepuCTHKa OCHOBHBIX HOPMATHBHBIX

JIOKYMEHTOB, pErIaMeHTHPYIOIINUX
JIETIOTPOU3BOJICTBO YUPEHKICHHUSL.
11.  JOomKHOCTHOM M  YHCICHHBIA  COCTaB

JIEJIONPOU3BOJCTBEHHON  CIIY>)KOBl  yUpEXKJICHUS.
JlomKHOCTHBIE O0053aHHOCTH PAOOTHUKOB CITY>KOBI
JOVY.

12. JlokymMeHTOO0O0pOT. Omnpenenenue,
XapaKTepUCTHKAa OCHOBHBIX  JIOKYMEHTOMOTOKOB.
[TpaBuiia opranu3zanuu JOKyMEHTOO00pOTA.

13. IIpaBuna mpuema u 0OpabOTKU MOCTYMAOLIECH
KOPPECTOHICHIIUU, WX BJIUSHUE Ha OpPraHU3aIUIo
JIBWKEHUSI JOKYMEHTOB. HampaBieHne JOKYMEHTOB
Ha MCIIOJIHEHHUE.

14. OcHOBHBIE HaIpaBIEHUS COBEPIICHCTBOBAHUSA
JIOKYMEHTO000pOTA.

15.  3agaum  peructpauum  JAOKYMEHTOB, €€
opranmzarsi.  CpaBHUTEIbHBIE  XapaKTEPUCTHKU
dbopm perucTpanuu JIOKYMEHTOB. Cocras
UH(pOpMaLINH.

16. B3zaumocBsi3b  MPOIECCOB  PErHCTPAlUM U
KOHTPOJISI 3@ UCTIOJIHEHHUEM JIOKYMEHTOB.

17. TexHomoruss KOHTPOJIA 3a HCIOJHEHUEM
JIOKYMEHTOB.

18. Opranuszanus CHpaBOYHO-UH(POPMALMOHHOM
pabOTHI YUPEIKICHUH.

19. Homenkiatypa nen, ee 3HaueHHE U IPUMEHEHUE
B JICJIONPOU3BO/ICTBE.

20. Buasl HOMEHKIATyp JAel, OCOOEHHOCTH WX
MOCTPOEHUS U IPUMEHEHHS.

21. ®opmupoBaHue €1 KaK TEXHOJOTUYECKas
oreparus JIeJIONPON3BOICTBA. [IpaBuna
dbopMupoBaHUS B JeNla JOKYMEHTOB OTIEIbHBIX
KaTeropuid.

22. Dkcneptu3a  UEHHOCTH  JOKYMEHTOB B
JEJIONPOU3BOJICTBE. 3a/1a4H U MOPSIIOK IPOBEICHHUS.

23. DKcrnepTHbIE KOMUCCUHU YUPEXKIEHUH, UX 3a1a4u
1 TIOPSIIOK paOOTHI.

24. TlonroToBka Aen YYpeXICHHS K JalbHEHIIemMy
UCnoib30BaHuio. OmnucaHue JAel MOCTOSHHOTO H
BPEMEHHOT'0 XpaHEHUSI.




CTpyKTypHBII

[Inanupyembie
JJIEMEHT OneHouyHble CpeacTBa
pe3yNbTaThl 00yICHUS
KOMIIETEHIINH
25. Onucanue €1 NOCTOSHHOIO W BPEMEHHOI'O
xpaHeHus. Buaesl ommcedl, co3naBaeMbIXx —MpU
nepeiaye eyl B apXuB.
YMerb OOBSICHATD (BBISABIATH U
CTPOUTH) TUIIUYHBIC
1. Bemumure  TepMUHBI U OIpenesIeHHs,
MOJIeTTH o0paboTku
ONUCHIBAIOIIME  TPOIECC  BIIAJICHUS  HABBIKAMHU
JOKYMEHTOB Ha BceX
yranax 00paboOTKM  JTOKYMEHTOB  Ha  BCEX  JTamax
JIOKyMEHTOO00pOTa, CUCTEMATHU3ALMM, COCTABIICHUS
JOKYMEHT0000pOTa, .
HOMEHKJIATypbl Jen. JlaThb CpaBHUTENbHBIN aHanu3
CHUCTEMaTHU3alluH, .
TTOHSITHA.
COCTaBJICHUS .
2. [Tpoananu3upyiite HOpMaTUBHBIE TPEOOBAHUS
HOMEHKJIATypPbl Nelt;
K OpraHu3aluy I[pollecca BIAJCHHUS HaBbIKAMU
KOPPEKTHO BBIpaXKaTh U
00paboOTKM  JOKYMEHTOB  Ha  BCEX  JTamax
apryMeHTHPOBAHHO
JIOKyMEHTOO00pOTa, CUCTEMATHU3AlMM, COCTABJICHUS
000CHOBBIBATh
HOMEHKJIATYpHI JIe.
MOJIOKEHU 00paboTKu .
3. [Ipoananuzupyiite HOpMaTUBHBIC TPEOOBAHUS
JOKYMEHTOB Ha BCEX
yTanax K OpraHu3aliy T[polecca BJIaJCHUS HaBbIKAMHU
00paboTKM  JOKYMEHTOB  Ha  BCEX  JTamax
JOKYMEHT0000pOTa,
JOKyMEHTOO0O0pOTa, CUCTEeMATHU3alllH, COCTABIICHUS
CHUCTEMaTHU3alluH,
HOMEHKJIaTyphI JCJI.
COCTaBJICHUS
HOMEHKJIATYPHI JIET;
Bnanets MeToaamMu o0paboTKI Ilpumepnaa memamuxa Kypcoeuvlx padoom:

JIOKYMEHTOB Ha BCEX
JTanax
JTOKYMEHT0000pOoTa,
CHCTEMaTH3allNH,
COCTaBJICHHS
HOMEHKJIATYPHI JIEIT;
croco0amMu OLIEHUBaHUS
3HaYMMOCTH U
MIPAaKTUYECKOU
MIPUTOJHOCTH
00pabOTKH JOKYMEHTOB
Ha BCEX dTamnax
JIOKYMEHTO000pOTa,
crcTeMaTHU3alluy,
COCTaBIICHHSI
HOMEHKJIATYpHhI JIeT;
OCHOBHBIMH METOJaMHU
peleHus 3a/1a4 B
obmactu o0paboOTKH
JIOKYMEHTOB Ha BCeX
JTanax
JTOKYMEHT0000pOoTa,
cucTeMaTHU3alluy,
COCTaBJICHHS
HOMEHKJIATypHl Jedl.

1. PernamenTanus qenonpou3BoCTBa B
3aKOHOJIaTEIbHBIX aKTaxX JOPEBOJIONMOHHOM Poccun.
2. CnyObl I€TOTPOU3BOICTBA B YUPEIKICHUIX
JIOPEBOITIOLIMOHHOMN Poccun.

3. Pa3Butre 3aKkoHOIATENBLHON periaMeHTaluu
paboThl ¢ nokyMeHTamu B Poccuiickoit denepanuu B
1990-e -2010rT.

4. HccenenoBanue
3aKOHOAATENbHOW  0a3sbl
JIeATEITbHOCTH.

S. AHanm3 JIOKaJIbHBIX aKTOB OpraHu3anuy (Ha
MpUMepe JIOKATBbHBIX aKTOB KOHKPETHOM
OpraHH3aI1H)

6. AHaU3 CTPYKTYpPHI U QYHKIMH CITy>KOBI
JIeTIOTPOU3BO/ICTBA (HA TPUMEPE KOHKPETHOM
OpraHu3alym).

7. Opranuzanus padots! ciyx0s1 IOV (Ha
MpUMepe KOHKPETHOW OpraHu3aiun).

8. Opranuzanus JoOKyMeHTooO0opoTa (Ha
MpUMepe KOHKPETHOM OpraHu3aliii) 1 OCHOBHbBIE
HAIpPAaBIICHUS €r0 COBEPIICHCTBOBAHUSI.

9. [TocTanoBka JIeTONPOU3BO/ICTBA
MOJIpa3iesieHus] yUpEKICHUSI.

10. Meroabl opranu3aiii KOHTPOJs 3a
WCIIOJTHEHUEM JOKYMEHTOB TP TPATUIIOHHOM
JIEJIONIPOU3BO/ICTBE.

11. [TpoGaemMbl 3KCTIEPTH3BI IICHHOCTH

HOPMaTUBHOMN u
KOHKpETHOH  cepbl




CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[Inanupyembie

pe3yabTaThl 00yYCHHS Ouenotnpie cpercTsa

JOKYMEHTOB B JCJIOIIPOU3BOACTBE.

0) ITopsinok npoBeeHust NPOMEKYTOYHOM aTTeCTALMH, NOKA3ATEJM H KPUTEPHH
OLICHUBAHUS:

[TpomexyTouHass arTecTauus 1O JAUCUMIUIMHE «OpraHuszauus U TEXHOJIOTHS
JOKYMEHTAllMOHHOTO ~ O0ECHIEUYEHUs]  yNpaBJICHUS» BKIIOYAET TEOPETHUECKUE BOIPOCHI,
MO3BOJISIOIINE OLCHUTh YPOBEHb YCBOCHUS 00YYAIOUIMMHUCS 3HAHUM, M MPAKTUYECKHE 3aaHuUs,
BBISBJIIOLINE CTENIEHb C(POPMUPOBAHHOCTH YMEHUHN M BIaJE€HUH, IpOBOIUTCA B OpME 3aueTa,
9K3aMeHa 1 B ()OpMe BBITIOIHEHUS U 3alIUTHI KYpCOBOW paOOTHI.

3ayeT MO JAaHHOW AUCLUILIMHE IPOBOIUTCS B YCTHOM (Gopme B popMe KOUIOKBUYMA IO
BOIIpOCaM.

OK3aMeH 10 JJaHHOW JMCUUIUIMHE MPOBOAMTCSA B YCTHOW (popMe MO 3K3aMEHAIMOHHBIM
Owiieram, KaXIbli M3 KOTOPBIX BKJIIOYAET 2 TEOPETHUUECKUX BOIPOCAa U OJHO IPAKTHUECKOE
3ajlaHue.

KypcoBas paboTa BBIMONHSETCS IMOJ PYKOBOJICTBOM IIPETOAABATEINs, B IPOLECCE €€
HanMcaHus o0ydJaroluiicss pa3BUBaeT HABBIKM K HAy4HOH paboTe, 3aKperuisis U OJHOBPEMEHHO
pacmupsisi 3HaHMS, IIOJIy4EHHble NpU H3ydeHMM Kypca «OpraHuzanusi M TEXHOJIOTHS
JOKYMEHTAIMOHHOrO0 oOecrieyeHust ympaBieHus». llpu BBINONHEHHMM KypcOBOM pabOThI
oOyyaromuiicss JODKEH I0Ka3aTh CBOE YMEHHE padoTaTh C HOPMAaTUBHBIM MAaTepUaloM U
JPYTUMH  JIUTEpaTYpHbBIMM HCTOYHMKAMHU, a TaKKe BO3MOXKHOCTb CHUCTEMAaTH3UpOBaTh U
aQHAIM3UPOBATh (PAKTUUECKHI MaTepHall U CAMOCTOSTEIbHO TBOPUECKU €r0 OCMBICINBATD.

B mpouecce HamucaHus KypcoBOM paboThl oOydaromuiics JOJMKEH pa3o0parhcs B
TEOPETUYECKHUX BOIIPOCaX U30paHHON TEMBI, CAMOCTOSATENBHO TPOAHAIU3UPOBATh TPAKTHUECKUN
MartepHai, pa3o0paTh 1 000CHOBATh MPAKTUUYECKHE MPEIOKEHUS.

Kputepun ouneHknm (B COOTBETCTBUM C (OPMUPYEMBIMH KOMIIETEHIMSIMU H
IUTAHUPYEMBIMH pe3yJbTaTaMu 00yueHus):

Jns  monydeHus 3auema TO JMCUMIUIMHE OOYydYaloLUiics JODKEH MoKas3aTb
c(OpMHUPOBAHHOCTh KOMITETEHIIUH:

CHOCOOHOCTh K HCHOJIb30BAaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M CpPEACTB IOJIy4EHHUS,
XpaHeHus, nepepaboTKu HHPOpMaIUY;

CIOCOOHOCTh CAMOCTOSITEIBHO pabOTaTh € Pa3IMUYHBIMU HCTOUHHUKAMH WH(pOPMALINH;

BJIQJICHHE  TEHJIEHUUSMU  pa3BUTHS  HMH(DOPMALMOHHO-TOKYMEHTAllMOHHOTO U
o0ecrieyeHus yrpaBlieHUs] apXUBHOTO JIeNa,

CIIOCOOHOCTh OILIEHHMBAaTh HCTOPUI0 M COBPEMEHHOE COCTOSHHE 3apyOeKHOTO OIbITa
yIpaBIEHUS TOKYMEHTAMU U OpraHU3allMK UX XPaHEHHUS,

BJIaJICHUE HaBbIKaMHU pedepupoBaHuss M aHHOTUPOBAHUS HAYYHOM JIMTEPATYpHI,
HaBBIKAMU PEAAKTOPCKOM paboThI.

[Tpu cnaue ak3amena oGyyarouIniicss JOHKEH MOKa3aTh CHOPMUPOBAHHOCTD CIIETYIOIINX
KOMIIETECHIIUN:

CIIOCOOHOCTh HCIIOJIb30BATh TEOPETHUECKHE 3HAaHUS M METOJbl HCCJEIOBAaHUS Ha
IIPAKTHKE;

CIIOCOOHOCTh AHAJU3UPOBATh CHUTYAIMI0 Ha PbIHKE WH(GOPMAIMOHHBIX NPOAYKTOB H
YCIIYT, 1aBaTh AKCIEPTHYIO OIICHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOTa
U BEJICHHsI SJIEKTPOHHOTO apXHBa;

BJIaJICHUEC HaBBIKAMU MCIIOJIb30BaHHUS KOMIIBIOTEPHON TEXHUKH M HH(POPMAIMOHHBIX
TEXHOJIOTUH B TOKYMEHTAIMOHHOM O0ECIIEUYEeHUHN YIIPABICHHS U apXUBHOM JIEIIE;

CIOCOOHOCTh  COBEPILEHCTBOBAaTh TEXHOJOTHMM JIOKYMEHTALMOHHOTO OOecreyeHus
yIpaBJICHUS U apXUBHOTO JieJia Ha 0a3e UCIONIb30BaHUs CPENICTB aBTOMATHU3AlINY;




BJIaJICHHE COBPEMEHHBIMH CHCTEMaMH MH()OPMAIIMOHHOTO U TEXHUYECKOTO0 00eCTIeUeHNUs
JIOKYMEHTAIMOHHOTO 00eCIieUeHus yIPaBJICHUs U YIIPABICHUS apX1UBaMU;

CIOCOOHOCTH MCIIOJIB30BATh MPABUIIa OPTaHU3AIMH BCEX ITAOB PabOTHI C JOKYMEHTaMH,
B TOM YHCJI€ QpXUBHBIMH JOKYMEHTAMU;

BJIAJICHHNE HaBbIKAaMH OOpabOOTKM JOKYMEHTOB Ha BCEX JTamax JIOKyMEHT0000poTa,
CUCTEMAaTH3alllH, COCTaBIICHUS! HOMEHKIIATYpPHI JIeJI.

— Ha OLICHKY «OTJIMYHO» (5 6ayioB) — 00ydaromuiicss JeMOHCTPUPYET BHICOKUN YPOBEHb
c(OpPMHUPOBAHHOCTH KOMIIETEHIIMM, BCECTOPOHHEE, CHUCTEMAaTHMYeCKOe U TIyOOKoe 3HaHue
y4eOHOTO MaTepuasia, CBOOOJHO BBHINONHAET MPAKTHUECKUE 3aJaHHs, CBOOOIHO ONEpUpPYeET
3HAHUSAMU, YMEHUSAMHU, IPUMEHSET UX B CUTYallUAX MOBBIIIEHHON CIIOKHOCTH.

— Ha OIICHKY «Xopomio» (4 6amia) — o0yJaromuiicss AEMOHCTPUPYET CPEIHUN YPOBEHB
c(OpMHUPOBAHHOCTH KOMIIETEHIMI: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHbBI, HO JIOMYCKAIOTCS
HE3HAUUTENIbHbIE OIMMOKHM, HETOYHOCTH, 3aTPyIHEHHs TpH aHAJUTUYECKUX OIEpalusx,
nepeHoce 3HaHW U YMEHUI Ha HOBbIE, HECTAHIAPTHBIE CUTYALIUU.

— Ha OIEHKY «YyIOBJIETBOPUTEJbHO» (3 Oama) — 0Oy4aromuiicss IEMOHCTPUPYET
MOPOTOBBI YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHIMI: B X0Ji€¢ KOHTPOJIBHBIX MEpONPHUATUI
JIOITYCKAIOTCSL OIIMOKH, TPOSIBIISIETCSI OTCYTCTBHE OTACIBHBIX 3HAHWM, yMEHUH, HaBBIKOB,
0Oy4arolIMiCsl HUCIBITHIBAET 3HAYUTENbHbIE 3aTPYAHEHUS TNPU ONEPUPOBAHUU 3HAHUSAMH U
YMEHUSIMH TIPH UX TIEPEHOCE Ha HOBBIE CUTYALIUH.

— Ha OLEHKY «HEeYJIOBJIETBOPUTEIbHO» (2 Oamna) — oOydarolmuics AEMOHCTPUPYET
3HaHusi He Ooiyee 20% TEOPETHUECKOTrO MaTepualia, JOMYCKAeT CYIIECTBEHHBIC OIIMOKHU, HE
MOJKET MOKa3aTh MHTEJUICKTYaIbHbIE HABBIKHM PEIICHUS MTPOCTHIX 3a7au.

— Ha OLICHKY «HeyI0BJIeTBOPUTEJabHO» (1 0amt) — o0ydyaromuiicss He MOXET MOKa3aTh
3HAHHSA Ha YPOBHE BOCIPOU3BEACHUA U OOBSCHEHHS HHPOpPMAIMM, HE MOXKET I0Ka3aTh
WHTEJUIEKTYaJIbHbIC HABBIKU PEIICHUS MPOCTHIX 3a/1a4.

IToxa3aTenn U KPUTEPHUH OLCHNBAHUS KYPCOBOi padoThI:

— Ha OLICHKY «OTJIHYHO» (5 0aymioB) — paboTa BBINOJIHEHA B COOTBETCTBUM C 3aJaHUEM,
o0yyaroImuiicsl MOKa3bIBaeT BHICOKMI YPOBEHb 3HAHUI HE TOJBKO HAa YPOBHE BOCIPOU3BEIACHUS U
o0BsicHeHUs1 MH(OpMAIMM, HO W WHTEJUIEKTyaJbHbIE HABBIKM pEIIeHHs NpoOjeM W 3amad,
HaXOXXJCHHUs YHUKaJIbHBIX OTBETOB K TMpoOiieMaM, OLIEHKM W BBIHECEHUS KPUTHYECKHX
CYKJICHUH;

— Ha OIIGHKY «xopomo» (4 6amia) — paboTa BBHIIOJHEHAa B COOTBETCTBUM C 33aJaHHEM,
00yJaromuicsl TOKa3bIBaeT 3HAHUS HE TOJHKO HAa YPOBHE BOCIHPOHM3BEACHUS M OOBSCHEHHS
uH(pOpMallMK, HO W MHTEIEKTyaJbHbIE HABBIKM PEIICHHs MpoOJieM W 3a]ad, HaXOXKICHUS
YHHUKaJBHBIX OTBETOB K IpodsieMam;

— Ha OLIEHKY «Y/0BJIETBOPHUTEIbHO» (3 Oaya) — paboTa BBINOJIHEHA B COOTBETCTBUH C
3aJjaHieM, OOYYArOIIUIiCS TTOKa3bIBaeT 3HAHWS HA YPOBHE BOCIPOW3BEICHHS M OOBSICHEHHUS
nH(pOpPMaIIMU, HHTEJUICKTYaIbHBIE HABBIKH PEIICHUS MTPOCTHIX 3a7a4;

— Ha OICHKY «HeY/I0BJeTBOPUTEIBHO» (2 6ayuia) — 3ajaHre MPero1aBaTelisl BBITOTHEHO
YaCTUYHO, B MPOIECCE 3ALTUTHI pabOThl 00yUarOMUIACS JTOMYCKAEeT CYIECTBEHHbIE OIIMOKH, He
MOYKET MOKa3aTh WHTEIUICKTYaJIbHbIE HABBIKU PEIICHUS TIOCTABICHHOH 3a/1auH.

— Ha OIICHKY «Heyd0BJIeTBOPUTeAbHO» (1 Oamn) — 3a7aHue mpernoiaBaTelis BHIIOIHEHO
YaCTUYHO, OOYYAIOUIMICS HE MOXKET BOCIPOM3BECTH M OOBSICHUTH COJCpKAHWE, HE MOXKET
MOKAa3aTh MHTEIUICKTYyalIbHbIe HABBIKU PEIICHHSI IOCTABICHHOM 3a/1a4u.



