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PaGouas mporpamma cocrabiieHa Ha ocroe ®I'OC BO - GakanaBpHar 110 HalpPaBICHHIO
nozrorosky 46.03.02 [lokymeHTOBeNIeHHE U apXuBOBeeHHe (Mpuka3 MunoOpHayku Poccru ot
29.10.2020 . Ne 1343)

PaGoyas mporpamma paccMoTpena W ofoOpeHa Ha _ 3acemaHMM  Kadeapsl
[lenarormaeckoro o6pa3oBaHust U JOKYMEHTOBEICHHS
15.02.2024, mpotoxon Ne 6
3aB. xadeapo C.C. Benukanosa

Pabouas mporpamma 0106peHa METOIMYECKON KOMAC I/IF;Q

20.02.2024 r. mpoToxon Ne 7
’ IIpencenarens JL.H. Cannnkosa

U
PaGouas nporpamma cocrasnena: 47%
nouent Kapenps: I10u/l, kauz. nen. Hayk g U.B.CamapokoBa

Penensenr:
CoBerHuK VYIpaBieHHs! aIMHHECTPATHBHOTO, OKOJIPHOTO M JOKYMEHTAlHOHHOTO
obecneyenus AO «Hayka u uaHOBarum» r. Mocksa C.A. Beno6oponosa




JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

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

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

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

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

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

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecmMoTpeHa, o0cyxaeHa u ogoopena st peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3acenannu kadeapsr Ilemarornyeckoro o0pazoBaHus U JOKYMEHTOBEICHHS

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




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)
N3yuenue TeopuM W MPAKTHKKA OPTraHU3alMUd COBPEMEHHOIO JIOKYMEHTAllMOHHOTO
oOecrnieueHus yrpaBiIeHUs Ha OCHOBE HAyYHO-00OCHOBAHHBIX MPUHIIUIIOB.

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

HucuuiuinHa OpraHu3anus M TEXHOJOTHsS  JTOKYMEHTAllMOHHOTO  oOecreyeHus
yIpaBJIEHUS BXOJUT B 00513aTENbYIO YacTh Y4€OHOT 0 IJIaHa 00pa30BaTeIbHON IPOTPaMMBI.

Jns  wu3ydeHUs  JUCHUIUIMHBI ~ HEOOXOOUMBI  3HaHUS  (YMEHHs,  BIIAQJCHUA),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLUIUINH/ IPAKTUK:

Brenenue B mpodeccuto

OCHOBBI IOKYMEHTOBEACHUS

OCHOBBI apXUBOBE/ICHUS

OCHOBBI yIIpaBJIeHHs OpraHu3anuen

CoBpemMeHHast OpraHu3alysi rocy1apCcTBEHHbIX yupexxaeHuil Poccun

3HaHusA (YMEHHUs, BIaJIeHHs), IOJIyYEeHHbIe MIPU U3YYEHUHU AAHHOW TUCLUIUIMHBI OyayT
HEOOXOUMBI JUTsl U3yUSHUS U CIUTLTIH/TIPAKTHK:

[Tpon3BoACTBEHHAS - MPAKTUKA IO MOIYYCHHUIO MPOPECCHOHATBHBIX YMEHHHA M OIIBITA
npodecCuOHATBLHON AeSITEIbHOCTH

JIOKyMEHTUPOBaHHE 1EATEIbHOCTH HErOCYAapCTBEHHBIX OpraHU3alui

Kanposoe nenonpous3BoacTso

Opranu3anroHHO-UH(OpMALIMOHHOE 00ecrieueH e AeATEIbHOCTH PYKOBOIUTENS

KonunennuansHoe 1en1onpon3BoaCcTBO

Opranu3zanus padoThl ¢ 00pallleHUsIMU TPaK1aH

[TonroToBka K npoueaype 3aluThl U 3al1Ta BBITYCKHOW KBaTM()UKALIMOHHOM paboThI

[ToaroroBka k ciade u cjaua rocyAapCTBEHHOT0 SK3aMeHa

IIpon3BoacTBEHHAs — IPEIIUIUIOMHAs TPAKTUKA

TexHomornn BHEApPEHUs, aJanTallid W YIOPaBICHHUS CUCTEMAMHM 3JIEKTPOHHOIO
JIOKyMEHTO00O0poTa

VYnpasiieHne TOKyMEHTaMU U 3aIIUCSIMU B CUCTEME MEHEKMEHTA KaueCTBa

3 Komnerenuun ody4aromierocs, popMmupyembie B pe3y/ibTaTe 0CBOCHUS

AUCHUILINHBI (MOAYJIS1) ¥ IIJIAHUPYeEMble Pe3yJIbTAThl 00yUeHust

B pesynpraTe OCBOEHMS JIUCHUIUIMHBI (Moayns) «OpraHuzanuss U TEXHOJIOTHS
JOKYMEHTAIlMOHHOTO ~ O0ECleYeHusi  yOpaBieHHs» oOyyaromuiicss JOJDKeH — 00JanaTh
CJIETYIOIIUMU KOMIIETEHIIUSIMHU:

KO,[[ HHJUKATOpa I/IHI[I/IKaTOp JOCTHIXKXCHHUA KOMIICTCHIIMH

YK-6 CrnocobeH ympaBisiTh CBOMM BPEMEHEM, BBICTPAUBATh M PEAIU30BBIBATH TPACKTOPUIO
CaMOPAa3BUTHS HA OCHOBE MPUHIIMIIOB 00pPa30BaHKs B TEUCHHE BCEH JKU3HH

YK-6.1 Hcnonb3yeT HMHCTPYMEHTBI M METOJbl YIPaBIEHHUS BPEMEHEM IpU
BBINIOJTHEHUM  KOHKPETHBIX  3a/ay, MPOEKTOB, TMpU  JOCTH)KEHUU
MIOCTABJICHHBIX LIETEH

YK-6.2 Omnpenensier NPUOPUTETHl COOCTBEHHOH JIEATENBHOCTH, JIMYHOCTHOTO
pa3BUTHS M TPO(HECCHOHATILHOTO POCTa

YK-6.3 OnenuBaeT TpeOOBaHUS PbIHKA TPyAa U MPEIOKEHHUS 00pa30BaTEIbHBIX
YCIYT JUIsl BHICTPAUBAaHUS TPAEKTOPUU COOCTBEHHOT'O MPOQecCHOHATBHOTO
pocTa

VK-7 CnocobeHn mnomnepxuBaTh JODKHBIA YPOBEHb (PU3MUECKOW TMOATOTOBICHHOCTH JUIS
o0ecreyeHusl MOJHOIESHHONW COIMAILHOM U PO EecCHOHATLHON ACATEIbHOCTH

YK-7.1 BriOupaer 3mopoBbecOeperaronie  TEXHOJOTUH Ui MOJACp KaHUsS
3JI0pPOBOTO 00pa3za JKHM3HM C Yy4eTOM (PHU3UOIOTHYECKUX OCOOCHHOCTEH
OpraHu3Ma U YCIOBHHU pean3aliii NpoecCuOHaIbHOM AeITEeIbHOCTU




YK-7.2

[Inanupyer cBoe pabouee U CBOOOJHOE BpeMs Uil ONTHMAJIbHOTO
coueTaHusi (U3MYECKOM W YMCTBEHHOW Harpy3kd U 0OeCHedeHus
paboOTOCIIOCOOHOCTH

YK-7.3

CobOmolaeT ¥ mpomaraHAMPyeT HOPMBI 30pOBOro o0pa3a JKU3HU B
Pa3IMYHbBIX )KU3HEHHBIX CUTYAIUsAX U B MPO(EeCCHOHANTBHOM IeATEIIbHOCTH

OIIK-2 CnocobeH H

aAXO0UThb OpPTraHU3allMOHHO-YIIPABJICHUCCKHUEC PCUICHU ITPU PCHICHUN 3a/1a4 B

chepe cBoeit mpodhecCHOHAIBHOMN JIeSITEIbHOCTH;

OIlK-2.1 Omnpenensier ey ¥ 3a/1a49M ypaBiIeHUs B cepe cBoei mpodeccnoHanbHOM
JeATSIILHOCTH

OIIK-2.2 Hcronb3yeT OCHOBHBIE METOIbI M HMPUEMbI OPraHU3alliH, TUIAHUPOBAHHMS,
MOTHBAIIMKM, KOOPJAMHAIIMM W KOHTPOJS TMPOLECCOB B cdepe cBoei
1podeCcCHOHATIbHOM JICATEIbHOCTH

OIIK-2.3 Ymeer uneHTHGUIUMPOBATh TPEOOBAHUS HOPMATHBHO-IIPABOBOM CpeIbl K

cBOei poheCCHOHANIBHOMN JIEITEILHOCTH U AEITEIbHOCTH OpraHu3aiun

OIIK-3 CrnocobeH MpUMEHSATh TEOPETUYECKHE 3HAHUS Ul PEIICHHs ITOCTABICHHBIX 3a/a4 B

obnacTu JOKYMCHTO

BCACHU U apXKUBOBCICHU A,

OIIK-3.1

CocraBnser, oQopMIsIET U BEIET YNPABICHUECKYI JIOKYMEHTALUIO
pa3NUUHBIX BUIOB 10 NOPOPHII0 JAEATEIBHOCTH OpraHU3alud B
COOTBETCTBHH C €€ OpPraHU3aIIMOHHO-IIPABOBOM (hopMoii

OIIK-3.2 3HaeT NpaBOBbIE HOPMBI M IMpaBWJIa OpraHMU3alMH, CHCTEMAaTU3allUU,
KOMIUJICKTOBaHUSI W Yyd4eTa JOKyMEHTAJIbHOTO M apXWUBHOTO (HOHIOB
OpraHu3aIHH

OIIK-3.3 PaGoraer ¢ xopnopaTuBHON CHUCTEMOW TOKYMEHTOOOOpOTa, B TOM 4YHCIIE

3JIEKTPOHHOT0, B COOTBETCTBHH C IPABOBBIMH HOpMaMH MPOQPECCHOHATBHON
CpeJIbI

OIIK-5 Cnoocoben

CaMOCTOSITENIbHO paboTaTh C pa3jIMYHBIMM HWCTOYHUKAMU WHGOpPMalUU U

OPUMEHATh  OCHOBBI ~ MH(OPMALMOHHO-aHAINTUYECKOM  JEATENIbHOCTH MpPU  pEIIeHUH

npodeccrHoHaIbHBIX 3a4a4.

OIIK-5.1 Hcnonp3yer mnpueMbl aHanu3a, CUCTEeMaTH3aluHM, YHUQUKALIUU U
CTaTUCTHUYECKOH 00pabOTKH IOTOKOB HH(POPMALUU U COJEPKATEIBHO
3HAYUMBIX SMIMPUUECKUX JTAHHBIX

OIIK-5.2 Beigenser u cucteMaTH3MpPYET CMBICIOBBIE KOHCTPYKIMM B TEKCTax
HCTOYHUKOB, COCTABIISIET U PEIAKTUPYET TEKCThI CIIYKEOHBIX IOKYyMEHTOB

OIIK-5.3 Brnaneer HaBblkaMu palnMoOHaJIbHOW HMH(OPMAIIMOHHO-TIOMCKOBONH paboThI

JJI BEACHUS HAYYHBIX I/ICCJ'IGI[OBaHI/Iﬁ




4. CTpyKTypa, 00bEéM U coep:KkaHue TUCHUILIMHBI (MOAYJIs)
OO0mmast TpyA0eMKOCTh JUCIHILTUHBI cocTaBisieT 12 3aueTHpIx enunull 432 akaja. 4acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 54,4 akaj. 4acoB:
—ayauTopHas — 12 akaj. 4acos;

— BHeayiuTopHas — 42,4 akaJl. 4acoB;

— camocrosTenpHas padorta — 361,1 akan. yacos;

— B (popMe npakTHuecKoii moaroroBku — 0 akazn. yac;

— IMOJITOTOBKA K 9K3aMeHy — 8,7 akaJ. yac
— IMOATOTOBKA K 3a4éTy — 7,8 akaj. yac
dopma aTTecTaliy - 3a4€T ¢ OLCHKOM, 3a4eT, KypcoBasi paboTa, IK3aMeH

AynutopHast ) s
KOHTaKTHas paboTa 3 E DopMma TEKYILETo
Paznen/ Tema 2, (B axaz. acax) g E‘ Buzx . KOHTpOJIA Kon
> & © | caMocTOSATENBHON | YCTIEBAEMOCTH U
JCIUTUTAHBI =z [ ., | KOMITETeHIINK
2 £ paboTh MPOMEKYTOTHON
Tex. Mab. | mpaKT. z g aTTeCcTaluu
3aH. 3aH. | QO &
1. Haznauenwue Kypca,
HUCTOYHUKH ¥  JIHTeparypa.
Hcropust  rocymapCTBEHHOTO
JICJIOTIPOU3BOJICTBA.
VK-6.1, YK-
6.2, YK-6.3,
YK-7.1, VK-
11 [Ipenmer, CocraBnenue 7.2, VK-1.3,
coJiepKaHue 3a/1a4n oubnuorpagpuiec OIK-2.1,
. Ho’ MaTUBHO - KOTO CIIFICKA. Tposepxa OIK-2.2,
Kypea P 0,5/0,51 0,5/0,51| 24 WHAUBUAYATbHBIX OIIK-2.3,
IpaBoBast 6aza CocraBinenue .
OpTraHHu3aIII CIIICKa sazanmn OIK-3.1,
OIIK-3.2,
JIEJIOTIPOU3BOJICTBA JIOKyMEHTOB. OITK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3
3
VK-6.1, VK-
6.2, YK-6.3,
VYK-7.1, VK-
7.2, YK-7.3,
1.2 Bo3HUKHOBEHHE H OIIK-2.1,
pa3BuTHE IToaroroska OIIK-2.2,
JIEIIOTIPOU3BOJICTBA B 0,5/0,51 0,5/0,51| 23,7 | 1OMOHUTETHEHOTO Omnpoc OIIK-2.3,
YUPEKIESHUSIX Poccun Marepuana OIIK-3.1,
XVI-XVII BB. OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3




1.3 [lenonpous3BoaCcTBO B
YIPEXKIESHUSIX Poccun
XVIII B.

0,5/0,51

0,5/0,51

24

ITogroroBka
JIOITOJIHATEIHHOTO
MaTepHaia

Ormpoc

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

1.4 Jlenonpou3BOACTBO B
VUPEIKIACHUAX Poccun
XIX — nauane XX BB.

0,5/0,51

0,5/0,51

24

IToaroroska
JIOIOJIHUTEILHOTO
MaTepHaa

Omnpoc

VK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

15 CTaHOBJIEHHE "
pasBuTHE
JIEJIOTIPOU3BO/ICTBA B
COBETCKHX
rOCyapCTBEHHBIX
YUPEKICHHSIX.

0,5/0,51

0,5/0,51

47,9

AHanus
“HPOPMAIIUH B
cetu MHTepHeT

Ormpoc

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

HWroro no pazneny

2,5/2,51

2,5/2,51

143,6

Wroro 3a cemectp

4/41

4/41

239,4

3a4éT,320

2. TexHonorus u OopraHusanus

JCJIOINPOU3BOJACTBA

2.1 Pous 1 mecto JJOVY B
COBPEMEHHOM
yIIpaBJIeHUH

0,5/0,51

0,5/0,51

47,9

Amnanus
uH(bOpMaIIHY B
cetu UHTEpHET

Ormpoc

YK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3




2.2 OpraHusars CIryX0bl
J0V: CTPYKTypa
CIYXOBI, KaJpOBBIH U
YHCJIEHHBII COCTaB

/11

/11

47,9

Amnanus
“HPOPMALIUH B
cetu MHTepHeT

CamooTuer

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.3 Oprasu3zanus
JIOKYMEHT0000pOoTa B
OpraHU3aIlNH,
VUpEKIEHHH, Ha
TpEeIPUIATHH

0,2/0,211

0,2/0,211

12

Amnanuz
BO3MOKHOCTEH
CoJ

[IpoBepka
WHIMBUYaJIbHBIX
3aJaHUI

VK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.4 Perucrpanus
nokyMeHToB. TpeGoBaHus
K OpraHu3aluu
perucTpamnuu
JIOKYMEHTOB.
PerucrparonHbie

(hOpMBL.

0,2/0,21

0,2/0,21

12

Ananmus
BO3MOXKHOCTEH

oI

Omnpoc, npoBepka
MHIUBHIYaTbHBIX
3a1aHui

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.5 Howmenknarypa pnen
opranmzauuu. Ilopsnok
BHEAPEHUS W  BEIEHHUS
HOMEHKJIATYPBI Jen
OpTaHM3ALNY.

0,2/0,211

0,2/0,211

12

CocraBiieHHE
MAaKETOB
JTOKYMECHTOB

Omnpoc, npoBepka
WHIMBUIYaJIbHBIX
3aJaHUNA

YK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3




2.6 Kontpons
UCIIOJHEHHS IOKYMEHTOB.
OpraHusanus — KOHTPOJIA
UCIIOJHEHHMS JOKYMEHTOB.

0,2/0,21

0,2/0,21

12

Amnanus cuctem
KOHTPOJIS
OopraHu3aIuil

Omnpoc, nposepka
HHANBHIYaTbHBIX
3aJIaHNN

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.7 Wcnons3oBanue,
XpaHEHHe, YHUYTO)KEHUE
meyaTer MW INTaMIIOB B
OpraHM3aluH.

0,2/0,211

0,2/0,211

12

IIpopaboTka
HOPMAaTHUBHOMU
JOKyMEHTALUH 110
TeMe

3amura
pedepaTuBHO
paboThI

VK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.8 ®dopmupoBaHue U
OIlepaTHBHOE  XPaHCHHUE
JieN B JIENONPOU3BOJICTBE

0,2/0,21

0,2/0,21

12,7

AHHOTHpOBaHUE
UCTOYHUKOB U
JIUTEPATypPbI

Omnpoc, npoBepka
MHIUBHIYaTbHBIX
3a1aHui

VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-7.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3

2.9  MHuctpykuust 1o
JIOKYMECHTAI[HOHHOMY
00eCIeuYeHHIO
yIpaBJieHHS
opranuzanud. Ilopsaok
CO3/IaHMs, BHEIPCHUS W
BEJICHUS WHCTPYKIUH IO
JIOKYMECHTAI[HOHHOMY
00eCITeuYeHHIO
YIpaBJICHHUS.

0,2/0,211

0,2/0,211

13

Ananuz
Marepuaia 1o
TEME B CETH
WnTepner.
Cosnanue
MPOEKTOB
JIOKyMEHTOB.

3amuTa npoeKToB
JIOKYMEHTOB

YK-6.1, VK-
6.2, YK-6.3,
YK-7.1, VK-
7.2, YK-1.3,
OIIK-2.1,
OIIK-2.2,
OIIK-2.3,
OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3




VK-6.1, VK-

6.2, YK-6.3,
VK-7.1, VK-
7.2, YK-7.3,
AHHOTHpOBaHME OIK-2.1,
2.10 Okcneprusa Omnpoc, nposepka OIIK-2.2,
[ICHHOCTH JIOKYMECHTOB B 0,2/0,21 0,2/0,21( 12 ;;:2;4?;;}3]3;; uHau-BunyaibHbix | OIIK-2.3,
JIeNO-TIPOU3BOJICTBE TeMe 3aJIaHNN OIIK-3.1,
OIIK-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3
VK-6.1, VK-
6.2, YK-6.3,
VK-7.1, VK-
2.11 TabGenr u anpObOM 7.2, YK-7.3,
¢bopM  IIOKyMEHTOB B OIIK-2.1,
opranuzanud. Ilopsaok Hpopa60TKav 3 OIIK-2.2,
CO3JaHUs W BEJCHUS 0,2/0,21 0,2/0,21| 12 HOPMATHBHOH AILHTa MpPOCKTOR OIIK-2.3,
Tabenst U ampboma opm JIOKYMCHTALIHIH 110 JIOKYMCHTOB OIlK-3.1,
JIOKyMEHTOB Teme OI1K-3.2,
OpraHu3aIlky. OI1K-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3
VK-6.1, YK-
6.2, YK-6.3,
VK-7.1, YK-
7.2, YK-7.3,
2.12 Hanpasnenus AHams Onpoc, npoBepka OIIK-2.1,
COBEPLICHCTBOBAHUS ’ OIIK-2.2,
JIOKYMEHTAI[HOHHOTO 0,2/0,21 0,2/0,21| 12 MaTepuana mo HHHHBHE YalbHBIX OIIK-2.3,
TEME B CETH 3amaHuii. 3ammura
obecrieueHust Virreprer HpOCKTOB OIIK-3.1,
YIIpaBJICHHUSL. ’ OI1K-3.2,
OIIK-3.3,
OIIK-5.1,
OIIK-5.2,
OIIK-5.3
HWroro no pazaeny 3,5/3,51 3,5/3,51|217,5
Wroro 3a cemectp 221 221 |121,7 Kp,?K3aMeH
3a4eT C OLEHKOH,
Hroro no aucrumianne 6/611 6/611 |361,1 3a4er, KypcoBas

pabora, 3K3aMeH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B X04€ pcam3aliuid NOporpaMmbl  JUCHUIIIMHBI ((OpFaHI/I3aI_[I/I$I U TEXHOJOI'uAa
JIOKYMEHTAITMOHHOTO 00eCTIeUeH s YIPaBJICHUS» HCIIONIB3YIOTCS 00pa30BaTeIbHBIC TEXHOJIOTHH,
HamnpaBlieHHbIE Ha (opMHpOBaHHWE 3asSBICHHBIX KOMIICTCHIUN: WH(OpPMAIMOHHAS JICKIIHS,
CeMHUHAp, MHTEPAKTHBHBIC TEXHOJIOTUH (JeKIus — Oecesa, JeKIUsA-I1anor), HHGpopMaImOHHbIC
TEXHOJIOTUH (MCIOJB30BaHUE IMPE3CHTAIMH, MEIUapecypcoB, CIPaBOYHBIX cUCTeM «lapaHTy,
«KoHcynbpTanT +» 1 1p.)

CamocrosarenbHas paboTa CTYAEGHTOB IOjApa3yMeBaeT paboTy HaJa KypcoBOW paboOTOi,
BBINTOJIHEHUE TIPAKTUYCCKUX 33JaHWl; WHIMUBHIYaJbHYI0 pabOTy B KOMIIBIOTEPHOM KIIAcCE H
oubmuoreke. OHAa HampaBieHA Ha 3aKpEIUICHWE W YIIIyOJIeHWE 3HAHWM, MOJTYYCHHBIX B XOJIE
ayJUTOPHBIX 3aHATHH.

OrneHka 3HaHUI MPENCTaBISET COOOW COBOKYIHOCTh PA3UYHBIX IOKa3zaTeseil paboTbl
CTY/ICHTa B TEYCHUE BCETO Mpoliecca 00y4yeHus. [[poMexxyTOUHbIH KOHTPOJIb IO HTOTaM OCBOCHHS
JTUCHUTUTHHBI BKJIFOUaeT 3a4ert (5,6 cemectp) u sx3ame (4,7 cemectp).

6 YueOHO-MeTOIMYECKOE 0O0ecredeHue CaMOCTOSITeIbHOI padoThl 00y4aroIuXCcs
[Ipencrasneno B npunoxxenuu 1.

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

8 YueOHo-MeTOAMYecKOe H HH(POPMALIMOHHOE O0ecnevyeHue TUCIUIIUHbBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypAa:

JlokyMeHTamoHHOe obecrieueHue ynpasienus ;| yueonuk / A. C. ['punbepr u ap. - M. :
FOHUTU-TAHA, 2011. - 1 snektpon. ont. auck (CD-ROM). - 3aru. ¢ Tutyin. skpana. - (YueOHast
JauTepaTtypa JUISE 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 obpamenus: 25.01.2024). - MakpooOBbeKT. - TEKCT : 3J€KTPOHHBII.
- CBezenus poctymnHsbl Takke Ha CD-ROM.

JIOKyMEHTaIllMOHHOE ~ OOECTeYeHrne YNpaBICHHWs Ha TPEANPHATHAXK  Pa3IAYHBIX
OpraHU3alMOHHO-TIPABOBBIX (GopM : yueOHOe mocobue [mis By3oB] / cocraButenn: C. C.
Benukanosa, U. B. Kamy6a ; Marautoropckuii roc. Texuauueckuit yu-t um. I'. . Hocoga. -
Marnutoropek : MI'TY um. I'. K. Hocoga, 2020. - 1 CD-ROM. - ISBN 978-5-9967-1816-0. -
3arm. c TUTYIL JKpaHa. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4125.pdf&show=dcatalogues/1/1535
269/4125.pdf&view=true  (mara oOpamenus: 25.01.2024). - MakpooOsekT. - Tekcr
ANIEKTPOHHBIN. - CBefeHus nocTynHbl Takke Ha CD-ROM.

Anoxmna C. A. KypcoBas pabora 1O JOKYMEHTOBEICHHUIO, apPXHBOBEIACHUIO,
OpraHu3allii M TEXHOJIOTUH JIOKYMEHTAlIMOHHOTO O0eCleUeHusl YyIpaBleHUs [DIeKTpOHHBIN
pecypc] : yueb-Ho-MeToandeckoe mocooue / C. A. Anoxuna, A. K. Makaposa, 1. B. CamapokoBa
; MI'TVY. - Marnuroropck : MI'TV, 2016. - 1 anekrpoH. ont. auck (CD-ROM). - Pexxum nocryma:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535.pdf&show=dcatalogues/1/1130
337/2535.pdf&view=true . - MakpooOBbeKT.

0) lomostHuTeIBLHASI TUTEPaTypa:

baneiackas, H. P. D¢ dekTuBHOCTS AeSATENbHOCTH OPraHOB TOCYJApPCTBEHHOM BIACTH U
npodeccroHa bHas ITHKAa MYHHIIMIAIBHOTO CIyamiero : yyeoHoe nocodue / H. P. banbiackas,
M. B. IlaBnyxuna ; MI'TVY. - Marautoropck : MI'TY, 2017. - 1 sanekrpos. ont. nuck (CD-ROM).
- 3ara. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3202.pdf&show=dcatalogues/1/1136
707/3202.pdf&view=true (mata obpamienus: 25.01.2024). -



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. JlokyMEeHTallMOHHOE OOECIeYeHNe yIpaBiIeHHs (JIEIOMPOU3BOJICTBO) © yIeOHOE
nocobue / T.A. beikoBa, T.B. Ky3uenosa, JI.B. Cankuna ; mog oomr. pea. T.B. Kysuerosoit. — 2-
e u3n., mepepadb. u gomn. — Mocka | UHOPA-M, 2020.— 304 c. + [lom. wMarepuaisl
[DnexTponHsbIit pecypc]. — (Briciee oopa3zoBanue: bakanaBpuar). - ISBN 978-5-16-004805-5. -
Tekcer : anekrponnslii. - URL: https://znanium.com/catalog/product/1078152 (nata oOparieHus:
06.10.2020). — Pexxum gocTyIa: o MOAMUCKE.

Kabamos, C. F). DnekTpoHHOE MNPaBUTENBCTBO. DIJIEKTPOHHBIA JTOKYyMEHTOOOOPOT.
Tepmunbl u onpenenenus : yue6. nocobue / C.1O. Kabamos. — Mocksa : UTHOPA-M, 2019. —
320 c. — (Bricmiee obOpazoBanue: bakamaBpumar). - ISBN 978-5-16-006835-0. - Tekcr :
snekrponnsii. - URL: https://znanium.com/catalog/product/1002479  (mata oOparieHus:
06.10.2020). — Pexxum gocTyma: 1o MoAnucKe.

B) MeToan4eckune yKazaHus:

CamocrosiTenbHas padoTa CTYJCHTOB By3a : mpakTukyM / cocraBurenu: T. I'. Heperuna,
H. P. Ypazaesa, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc. TEXHU4€CKUI YH-T UM.
I'. . Hocosa. - Maraurtoropck : MI'TY um. I'. . Hocosa, 2019. - 1 CD-ROM. - 3ara. ¢ tuTyn.
JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’>name 3816.pdf&show=dcatalogues/1/1530
261/3816.pdf&view=true  (mata o6pamenus: 28.01.2024). - Makpooobekr. - Tekcr
ANIEKTPOHHBIN. - CBefieHus noctynHel Takke Ha CD-ROM

Anoxuna, C. A. KypcoBas pabora 0O JOKYMEHTOBEIEHHUIO, apXUBOBEACHHUIO,
OpraHu3alliil W TEXHOJIOTUU JOKYMEHTAIIMOHHOTO OOECIeYeHHs YNpaBJieHUs . ydeOHO-
meroandeckoe mocobue / C. A. AnoxmHa, A. K. Makaposa, 1. B. Camapokosa ; MI'TVY. -
Maruutoropck : MI'TY, 2016. - 1 snektpon. onT. auck (CD-ROM). - 3ari. ¢ TuTyi. KkpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2535. pdf&show—dcatalogues/l/1130
337/2535.pdf&view=true (mara oOpamenus: 25.01.2024). - Makpooosekr. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

TTrunoxenue 3

r) [Iporpammuoe obecneuenue u UnTepHer-pecypceni:
http://archives.ru ®enepanpHoe apxuBHOe areHTcTBO PD (Pocapxus)

IIporpamMmmHoe oGecrieyeHue

Haumenosanue 110 Ne norosopa Cpoxk neicTBuUS TUIICH3UU
MS Oﬁ.lce 2007 Ne 135 o1 17.09.2007 0eccpouHo
Professional

7Zip CBOOOJIHO PacCIpOCTPaHIEMOE 0EeCCPOUIHO

FAR Manager CBOOOJHO pacIpOCTpaHsIeMOe 06eccpoyHO

Adobe Reader CBOOOIHO PaCHpPOCTPAHIEMOE 0eccpouHO

IpodeccuonanbHbie 6a3bI JTAHHBIX M HHPOPMAIIMOHHbIE CIIPABOYHbIE CHCTEMbI
HaszBanue kypca CchbLika
WNudopmannonHas cucreMa - EquHoe okHO jocTyna :
opman g AOCTYIAI YRL: http://window.edu.ru/
K HH(GOPMAIMOHHBIM pecypcaMm
[TouckoBas cucrema Akxkanemus Google (Google

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

Scholar)
HammmonansHas HH(pOpMAITMOHHO-aHATUTUYECKAS
cucrema — Poccuiickuii  mugexc  Haydnoro|URL: https://elibrary.ru/project_risc.asp

uutuposanus (PHMHII)



https://znanium.com/catalog/product/1078152
https://znanium.com/catalog/product/1002479
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true

DnekTpoHHass 0a3a MEPUOTUIECKUX
u3nanuid  East  View  Information
Nudopmanmonnass cucrema - baHk
JTAHHBIX yrpo3 0C3011aCHOCTH
Nndopmannonnas cucrema -
HopmatuBHbie MIpaBOBbIE aKTBhI,
OpraHu3alMOHHO-PACTIOPSIUTEIHHBIC
JIOKYMEHTHI, HOpPMAaTUBHbIE u
METOANYECKUE JIOKYMEHTBI u
ApxuB Hay4YHBIX KypHaJI0B
«HanmoHAIbHBIN snekrponno-|https://archive.neicon.ru/xmlui/
nHGOPMAIMOHHBIA KOHIOpImyMy (HIT
Mexnaynaponnasi  pedepatuBHas |
HOJIHOTEKCTOBas  crpaBouHas  Oasalhttps://www.nature.com/siteindex
JIAHHBIX HAay4YHBIX M3JaHui «Springer
MexnyHapoiHas 0aza
MOJHOTEKCTOBBIX KYPHAJIOB _Springer
YHuBepcurerckas MHGOPMaIMOHHAS
cucrema POCCHA
denepanbHbIA o0OpasoBaTebHbBIN
noptall — OxkoHoMuKa. COIMOJIOTHS.
DNEeKTpOHHBbIE pecypchl OHOIMOTEKH
MI'TY um. I'."1. HocoBa
Poccuiickas TI'ocynapcrBennas
oubamoreka. Karamoru

9 MaTepuaJibHO-TeXHHYeCKOe 00ecreueHue TUCIIUTIIHHBI (MOTYJIs1)

https://dlib.eastview.com/

https://bdu.fstec.ru/

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

http://link.springer.com/

https://uisrussia.msu.ru

http://ecsocman.hse.ru/

https://magtu.informsystema.ru/Marc.html?locale=ru

https://www.rsl.ru/ru/4readers/catalogues/

MarepuanbHO-TEXHHUECKOE 00ecIieueHNe JUCIUTUINHBI BKITFOUAET:

VYueOHbIe ayIUTOPUU JUIS NMPOBEICHUS JUCTAHIIMOHHBIX 3aHATHH JIGKHMOHHOTO THIA:
CTOJ1 KOMIIBIOTEPHBIH, CTOJI MUCHBMEHHBIH, CTYJI OHCHBIN, JOKyMEHT-Kamepa EpSon, ucrounuk
6ecniepedoitnoro mnuranust POWERCOMIMD-1500AP , kaMepa BBICOKOI'O pa3pelieHHus,
KOMITBIOTEp MepCOHANBHBIN (THIO), poekTop ViewSonicPJD7526W, crimkephoH HACTONBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cuctema akycTudeckas HacTOJbHAs,
cTepeorapHuTypa (MUKpo(OH ¢ IIyMOIoIaBieHneM), skpan Hacterubiit Digis Optimal-C MW
DSOC-11032*2

VueOHbIe ayIUTOpUU Ui TMPOBEACHHUS NPAKTHYCCKUX 3aHSATHH, TPYIIOBBIX U
WHIIUBHIyIbHBIX KOHCYJBTALMH, TEKYIIET0 KOHTPOJII M MPOMEXYTOUHOH arrectanuu: Ctomn
KOMITBIOTEPHBI, CTOJI THChMEHHBINH, CTY71 O(HCHBINA, TOKyMEHT-Kamepa EpPSON, wucTouHHMK
6ecniepedoitnoro nuranust POWERCOMIMD-1500AP , kaMepa BBICOKOTO pa3pelieHus,
KOMITBIOTEp MepCOHANBHBIN (THIO), mpoekTop ViewSonicPJD7526W, criukephoH HACTONBHBIN
Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrtema akycTuueckas HACTOJbHAs,
cTepeorapHuTypa (MUKpO(OH ¢ IIyMOmoIaBieHneM), skpan Hacterubiii Digis Optimal-C MW
DSOC-11032*2

[Momemennss amsi  caMoCTOSITENFHOW — paboTel  oOywarommxcsi:  [lepcoHanbHBIC
xkommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M € JOCTYyIIOM B 3JEKTPOHHYIO
nH(pOPMaAITMOHHO-00Pa30BATENHHYIO CPEAY YHUBEPCUTETA

[Tomemenne paast XpaHeHHsT W NPOPUIAKTHYECKOTO OOCITY)KMBaHHs y4eOHOTO
obopynoBanusi: CTeIuTaxH sl XpaHeHHs Y9eOHO-HarISHBIX TOCOOM U y4eOHO-MeTOAMYECKOM
JOKYMEHTAITUH.



HNPUJIOXKXEHUE 1

«Y4eOHo-MeToauuYeckoe odoecrnedeHne cCaMmoCcToATeaLHONH PA00Thl 00 VUAIOIIHUXCS»

Hepeueub mem 0711 N0020MOBKU K CEMUHAPCKUM 3AHAMUAM:

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

npogheccuonanvbHoOU NOO2OMOBKU NO OOKYMEHMOBEOCHUIO U APXUBOBEOCHUI).

1)

2)
3)

4)

W3yunTh y4eOHBIH MaTepuan: CChUIKM Ha Y4YeOHMKHM WM y4deOHble mocoOus u3
CIMCKA JIUTEPATYPhl B KBAJPATHBIX CKOOKAX C yKa3aHHEM CTPaHMIL IO TEME.
PackpeITh IpeMeT, cofepaHue U 3a/1a4u Kypca.

PackpbITh MeCTO Kypca cpeay APYruX H3ydaeMblX JUCLMIUIMH, CBSI3b C KypcaMu
«Brenenne B npodeccuioyn, «JlokymeHntoBenenuey, «MHaeKcanus U KOauPUKAIUS
uHpopManuu B NpodecCHOHAIBHON AedTenbHOCTH», «COBpEeMEeHHas OpraHu3alys
roCy/lapCTBEHHbIX yupexxaeHuil Poccun» u apnsercs 0a30BbIM i Kypca « OCHOBBI
IIPOEKTHOM JiesiTenbHOCTHY, «KaapoBoe [elonpou3BOJICTBO», C KOMIUIEKCOM
IVCLUTUIAH, H3yYaloIUX HH(POPMAIIMOHHO-BBIYHCIUTEIbHBIE CHCTEMBI, TPABOBBIMU
U IpYT'MMHU y4eOHBIMU JAUCHUILIMHAMU.

Packpeithb ponb kypca «OpraHuzanuss M TEXHOJOTHMS JOKYMEHTAllMOHHOIO
o0ecrieyeHuss YIpaBlEHUs» B COBEPUICHCTBOBAHMM OpraHU3alMM paboThl C
JOKYMEHTaMH,  CO3/laHMM  ONTUMAJbHBIX  YyCJIOBMM  pabOThl  CIIy>KOBbI
JOKyMEHTalMoHHOro oOecnieyeHus ympasieHus ([JOY), BHEAPEHUH TEXHMYECKHX
cpeacTB 00pabOTKU JOKYMEHTHON HH(OPMAIIUH.

Tema: «McTopusi rocy1apCcTBEHHOI0 1eJ10IPOU3BOACTBAY
Ilenv uzyuenun: ananuz ucmopuieckux meHoeHyuil pazeumus 0e10npou3600cmea u

apxuenozo oena.

1) U3yuuth yueOHBIH MaTepHaj: CCHUIKA Ha YYCOHUKU WM y4eOHbBIC TOCOOHS U3

CIIMCKa JIMTCPATYPhl B KBAIPATHBIX CKOOKax ¢ YKa3aHHUuEM CTpaHUI] 11O TEMC,

2) Pernamenrarus 3akonogareabHbiMu aktamu XVI — XVII BB. OTAeIbHBIX CTOPOH

CO3JaHuAd U O(l)OpMJ'IeHI/IH JOKYMCHTOB, 00s13aHHOCTEH «CITYKUIIBIX > JIOJIEH.

3) Xapaktepuctuka «['eHepanbHOro periaameHTa» 1720 1. Kak OCHOBHOTO

3akoHoarenbHoro akra X VIII B. mo opranusanuu 1emonponu3BOICTBA.

4) «Ob6mee yupexxaeHue MUHHCTEpCTB» 1811 r. Kak OCHOBHOM 3aKOHOATEIbHBIM

aKT MO €IUHOOOpa3HOMY MOPAAKY JEJONPOU3BOJACTBA B yupexaeHusx XIX B.
Co3naHue CUCTEMBI JIEJIONPOU3BOJCTBA, COOTBETCTBYIOIIEH €IMHOHAYAIbHOMY
NOPSIKY NPUHATUS PELIEHUN B LEHTPAIbHBIX yupexaeHusx Poccunm XIX B.
PernamenTanus qBUKEHUS JOKYMEHTOB.

5) Tloucku pamHMOHaNBHBIX (OPM OpraHU3aAIMU JEIONPOM3BOJCTBA B COBETCKUIA

nepuon. HaywyHas opraHm3anus —yhnpaBlI€HYECKOro Tpyaa Kak Qopma
0OIIECTBEHHOTO ABMKCHHUS 32 paIlMOHATM3AIMIO Tocanmnapara.

6) AxKTHBH3aIMs COBEPIICHCTBOBAHHMs Jenonpou3BojacTsa B 1970-¢ rr. Pasputue

TEOPETUYECKUX W MPUKIAJHBIX HCCIEAOBAaHUI B 00JAaCTH COBEPIICHCTBOBAHUS
JIOKYMEHTAllMOHHOTO oOecredyeHus ynpasiieHus. DopMUpoOBaHUE KOHIIENIIUU
JOY u pa3pabotka mpoekta EIMHON  TOCYZapCTBEHHOM  CHCTEMBbI
JNoKyMeHTarmonHoro obecnedenus ympasienus (EI'CHOYVY), INocynapcTBeHHO#
CHUCTEeMBI JIOKyMEHTalnoHHOTO obOecnieuenust ympasienus (['CHOY). llens,
HazHauyeHue, cocraB OcHOBHBIX nonoxenuit 'C/IOY, xapakTeprucTuka OCHOBHBIX
IIOJIOKCHUN ¥ TEMATUYECKUX Pa3EIIOB.

7) PasButme paboT TO CTaHAApTH3AUUMM ¥ YHU(PHUKAOUK  YHIPABICHYECKUX

nokymMeHToB B 1970 — 1990 rr. mu ux BIMAHME HA JAOKYMEHTHPOBAHHUE U
OpTraHU3aIUI0 PAadOTHI C TOKYMEHTAMHU.



Tema: «Texnojsiorus u opraHusanus A¢JIOMpousBoaACTBa»
lleﬂb U3YYeHUA: ulyuenue meopuu u npaKmuKu opzanulauuu CO6PemMeHH0o20

OOKYMEHMAUUOHHO20 00ecneyeHUs YnPagieHus Ha OCHO8e HAYYHO-000CHOBAHHBIX
NPUHYUNOE.

- Pomp m mecro IIOY B coBpeMeHHOM ympaBieHUU. [IOHATHE «IOKYMEHTALlMOHHOE
obecnieuenue ynpasienus» (IAOY). [lenonpous3BoACTBO Kak (YHKLUS yIpaBICHU, €rO
MecTO cpelu Ipyrux GyHkuuil yrnpasiaeHus. Jeaonpon3BoacTBO Kak cucreMa padoThl ¢
JIOKyMEHTaMHu. YIpaBiieHYecKass JESITEIbHOCTb U  JAEJIONPOU3BOACTBO. 3HAUYEHHUE
JOKYMEHTOB JIJISl pean3alyy YIPABICHYECKUX PEILICHUN.

- Opranmzanus ciyx0b1 JIOY. Opranuzanuonasie GopMbI JIe710mpou3BoicTBa. DakTophl,
onpeseNdIe HX BbHIOOp B KOHKpeTHOM opraHu3auuu. HopmartusHas 0a3a,
peraaMeHTHpyoIas OpraHH3aI1Io u TEXHOJIOTHIO UH(POPMALIMOHHO-
JOKYMEHTAIHOHHOT'O 00eCTIeueHUs JesITEIbHOCTH YUPEXKACHUS.

-Opranu3anus AOKyMeHToo0opoTa. OmnpeneneHue MOHATUS «JOKYMEHToo0opoT». Oouue
HOPUHIUIBI U METOAMYECKUE OCHOBBI OPraHU3allMM JOKYMEHTOO00POTa, UX peaau3aius
B JICHCTBYIOIUX T'OCYIapCTBEHHBIX HOPMATUBHBIX JOKyMeHTax. CTpykTypa u oOras
XapaKTepUCTHKAa JOKYMEHTONOTOKOB OO0beM IOKyMEHTOOOOpOTa YyUpexJIeHHs. Yuer
KOJINYECTBA JOKYMEHTOB. TEHJEHIHMH pocTa JOKYMEHTOOOOpOTa B COBPEMEHHBIX
yupexaeHusax. Bausaue apromaruzaunn o0paboTku MHGOPMALUK Ha KOJUYECTBEHHbIE
u KauecTBEHHbIE XapaKTepUCTUKU JOKYMEHTO000pOTa. «be3dymaxHoe»
JIeNIOTIPOU3BOICTBO. ABTOMAaTU3UPOBAHHBIE CUCTEMBI JOKYMEHTOO000pOTA.

- Peructpamuss ~ TOKYMEHTOB M OpraHu3alus  CIPaBOYHO-MH(POPMALMOHHOTO
oOcnyxuBanusi. Perucrpauus kak cocraBHas 4dacTb TexHosnoruu JIOVY. I[lpuHuuns
perucrpanuy JOKyMEHTOB. I[IpuHIUNBI MOCTpOEHUS HWH(OPMALMOHHO-TTOMCKOBBIX
cucreM (UIIC) pyunoro tuna, ux Buasl. MTHPOpMaLIMOHHO-CIIpaBOYHOE 0OCTyKUBaHHUE
ammapaTta yhOpaslIeHMs B ycioBusax mnpumeHeHus BT. Ilouck u umcnonb3oBaHue
uHpopmanuu B apromaruzupoBanHsix UIIC.

- Howmenknarypa nen opranuzanuu. [loaroroBka HOpMaTHMBHO-METOJIUYECKOM 0a3bl MO
pa3paboTke U BHeIpeHnto HoMeHknaTypsl e opranuzanuu. TpeOGoBaHMs K CO3JJaHUIO
u couepkanue HomeHknaTypel gen  opraHusauuu. llopsaok  BHeapeHuUs
HomeHknatypsl 11 opraHu3anuy.

- Kontpons wucnonnenus nokymeHToB. dopmupoBaHue TpeOOBaHMM K OpraHu3aluu
KOHTPOJIS UCIIOJIHEHUS JIOKyMEHTOB B JIEJIONIPOU3BO/ICTBE. 3anauu
JIEJIONPOU3BOJCTBEHHON CIIY>KOBI [0 KOHTPOJIIO UCTIOJHEHUs TOKyMeHTOB. KaTteropun
JIOKYMEHTOB, NOJIeKaniue KOHTporo CpoKH MCIOJHEHUS JOKYMEHTOB. TexHoisorus
KOHTPOJIBHBIX OINepanuu. ABTOMAaTHU3UPOBAHHBIE CUCTEMBI KOHTPOJIA 3a CpPOKaMu
WCIIOJIHEHUS IOKYMEHTOB, OIBIT UX IPUMEHEHUS.

- @opMmHpOoBaHME U XpaHEHHE el B jenonpousBojcTBe. llonsTHe «hopMupoBaHue
JIeN», OCHOBHBIE TPeOOBAaHMUS K POBEIEHUIO 3TON paboThl. CoBpeMeHHass HOPMAaTUBHO-
MeToandeckass 0a3za ompenernsomias TpeOoBaHUA K (QOPMHUPOBAHHMIO J€T B
nenonpousBoAcTBe. DopMHpOBaHME JAEl B OpraHM3alMsIX pa3iIUYHbIX YPOBHEN
ynpasieHus. 3anaun ciayxk0b1 IOY u BeIOMCTBEHHOro apxuBa MO OOECIEeYeHHUIO
Ka4eCTBEHHOTo (opMupOBaHUS Jen B YyupexaeHuH (opranusauuu). [IpaBuna
dopMHpOBaHUS  JOKYMEHTOB  pa3JIMYHbIX Kareropuid B  jena.  [IpuHiumsr
CUCTEMAaTH3alMH TOKYMEHTOB BHYTPH JIE.

9KCHepTI/I3a HIEHHOCTH OOKYMCHTOB B ACJIOMNPOU3BOACTBE. Ilonstne «OKCIIEPTHU3a HECHHOCTH).
HOpMaTI/IBHO'MeTOJII/IT-IeCKI/Ie U TCOPETUYCCKUE OCHOBBI IIPOBCACHUA OKCICPTU3BI Tpe6OBaHI/I${ K
MPOBCACHUIO 3KCIICPTU3bI LHCHHOCTH NOKYMCHTOB. Opl" AHW3alus SKCICPTU3bl LICHHOCTU HNOKYMCHTOB,
MEHTPATBHBIX dKcnepTHBIX Komuccuit (L19K) u sxcneptabix komuccuu (OK) yupexaenus. [lomoxxenus
06 DOK. HpaBa n (1)YHKLII/II/I KOMHCCHH, OpraHnu3anus pa6OTBI U OOKYMCHTHPOBAHUC OCATCIbHOCTHU



ITopsmok pabotrer DK. Ortambl TpoOBENEHUS OKCIEPTH3BI IIEHHOCTH MOKyMeHToB. OdopmieHue
PE3yIBTATOB AKCIIEPTU3bI ICHHOCTH JIOKYMEHTOB.



HPUJIOXKEHUE 2

OueHovHbIe CpeaCTBA /1Jisl MPOBeIeHHUS IPOMEKYTOUHON aTTeCTALNHU
a) Ilnanupyemble pe3yiabTaThbl O00y4YeHHSl M OIleHOYHbIEe CpeACTBAa /JJs TNPOBeJeHHUs
NMPOMEKYTOYHOM aTTeCTAlluM:

CTpyKTypHBIii
AIIEMEHT
KOMIIETEHINH

[lnaHupyemble  pe3yibTaThl
00y4eHus

OneHouHble CpeICcTBa

YK-6 CnocoOeH ymnpaBisiTb CBOUM BPEMEHEM, BBICTpaMBaThb U PEAU30BLIBATH TPACKTOPHIO
CaMOpa3BHUTHS HA OCHOBE MPUHIIUIIOB 00pa30BaHUS B TEUCHHUE BCEH )KH3HU

VK-6.1:

Hcnonb3yeT MHCTPYMEHTHI M
METOIbI YIpaBJICHUS
BPEMEHEM IIPU BBINOJHEHUH
KOHKPETHBIX 3a/1a4, POEKTOB,
npu JIOCTYDKCHHUHT
MMOCTaBJIICHHBIX IIeIeH

Ilepeuenvy  meopemuueckux 60npocoé K
IK3AMEHY

1. XapakrepucTtuka J€JIONPOU3BOJACTBA B
yupexJaeHusx Pycckoro 1eHTpaau30BaHHOTO
rocynapcerBa XV —XVII BB.

2. XapakTepHble UEpThl JEJIONPOU3BOCTBA
XVIII B.

3. XapakrepucTuKa JeJI0NPOU3BOCTBA BbICILINX
Y LIEHTPAJIBHBIX TOCYIapCTBEHHBIX YUPEKICHUN
Poccun B nepoii nonosune XIX Beka.

4. OnsIT pauMoOHaNIU3aUK JEJIOIPOU3BOJCTBA B
OTJENbHBIX BEJAOMCTBAaX BO BTOpPOM IIOJIOBHHE
XIX — nauane XX Beka.

5. PabGora opraHoB paboue-KpecTbsIHCKON
VHCIIEKIIUU o palnoHaIn3anun
JIETI0OIIPOU3BO/ICTBA. HNuctutyT TEXHUKH
YIPaBIEHUS, €ro Hay4YHO-METOAMYECKas |
MpaKTU4ecKasi 1eATeIbHOCTb.

6. [TpoGnembr COBEpIIIEHCTBOBAHUS
nemonpousBoactea B 1950-1980-x rr. Ux
3aKOHOJATeIbHAs u HOpMAaTUBHAs
perinaMeHTanus.

7.  3HaueHWe  HOPMATHUBHO-METOJUYECKOU

pernmaMeHTanuu  aenonpoussojcTBa.  CocraB
COBPEMEHHBIX JEHCTBYIOLINX I'OCYJapCTBEHHBIX
HOPMAaTUBHO-METOJUYCCKUX JOKYMCHTOB.
XapakTepucTUKa TOCYJapCTBEHHONM CHCTEMBI
JIOKYMEHTAI[MOHHOTO 00eCIeYeH sl yIpaBiIeHUs
Icaoy).

8. OpranuszanuoHHbIE (bopMbI
JenonpousBoAcTBa. MX  3aBUCHMOCTH  OT
CHeu(pUKA W OPraHU3aI[MOHHON CTPYKTYpPHI

YUPEXKIEHUS.
9. Ctpyktypa u (yHKIHHM TOJpa3aeieHUul o
JIOKYMEHTAIlMOHHOMY 00CITyKHBaHHUIO
YUPEKIACHUM.

10. XapakTtepucTuka OCHOBHBIX HOPMAaTHBHBIX
JIOKYMEHTOB, perIaMeHTHPYIOINX

JIEJIONPOU3BOJICTBO YUPEIKICHUSI.
11. JIOMWKHOCTHOM ¥ YHCJICHHBIM COCTaB
JIeTTOTIPOU3BOACTBEHHON CITY>KOBI yUpEkICHUS.
JlorokHOCTHBIE ~ O0SI3aHHOCTH ~ PAOOTHHMKOB




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[lmaHupyemble  pe3yibTaThl
o0y4eHus

OneHouHble CpeICTBA

cyx0s1 JIOVY.

12. JloxymMeHTO000pOT. Ornpenenenue,
XapaKTepUCTHKA OCHOBHBIX JOKYMEHTOIIOTOKOB.
[IpaBuna opranusanuu 10KyMeHTO00O0pOTA.

13. IlpaBuna mnpuema u  00pabOTKH
MOCTYHAIOUIE KOPPECIOHJAEHIIMM, UX BIUSHUE
Ha OpraHu3alMio JBUXKEHUS JOKYMEHTOB.
HampasiieHue 10KyMEHTOB Ha UCIIOJHEHHE.

14. OcHOBHBIE HaIpaBJICHUS
COBEPIICHCTBOBAHMSI JOKYMEHTOO00POTA.

15. 3apmaunm perucTpauuu JIOKyMEHTOB, €€
opranusanusi. CpaBHUTEIbHBIE XapaKTEPUCTUKU
¢opm  peructpanuu  JokymeHToB. CocTaB
UHPOpPMALINH.

16. B3anMocCBs3b IpPOLECCOB PETUCTPALMU U
KOHTPOJIS 32 UCIIOJTHEHNUEM JIOKYMEHTOB.

17. TexHOnorust KOHTPOJI 3a HUCIHOJHEHHEM
JIOKYMEHTOB.

18. Opranuzanus cnpaBo4YHO-UH(OPMAITHOHHOMH
paboThl yupeKaeHUH.

19. Howmenkiatrypa nen, ee 3HadeHUE U
IPUMEHEHUE B JIeIONPOU3BO/ICTBE.

20. Buasl HOMEHKIATyp €7, OCOOEHHOCTH WX
NOCTPOEHUS U TIPUMEHEHUS.

21. ®opmupoBaHHe AeNl KaK TEXHOJOTHYecKas
ornepanus JIEJIONPOU3BOACTBA. [IpaBuna
(¢hopMupoBaHUs B Jieda TOKYMEHTOB OTJEJIbHBIX
KaTErOpUu.

22. Dkcneptu3a ILEHHOCTH JIOKYMEHTOB B
JEJIONPOU3BOACTBE.  3ajaud M IOPAIOK
MIPOBEICHUSI.

23. OKCHepTHblE KOMHCCHM YUYPEXACHHM, HX
3a/1a4u ¥ TIOPSIIOK paObOTHI.

24.  IlogrotoBka  Jen  yuYpeKIEHHS K
JaJbHENIIEMy HCIOJNb30BaHu0. OnucaHue aen
IIOCTOSIHHOTO U BPEMEHHOTO XPAHEHHUSI.

25. Onucanue nen NOCTOSHHOTO U BPEMEHHOTO
XpaHeHus. Buapl onucell, co3gaBaeMbIX IIpU
nepesiaye eyl B apXuB.

YK-6.2:

Onpenenser IIPUOPUTETHI
COOCTBEHHOH JIeITCIIHLHOCTH,
JUYHOCTHOTO  Pa3BUTHA U
npohecCHOHALHOTO POCTa

1. JlaTb CpaBHHUTEIBHYIO XAPAKTEPUCTHUKY TPEM
HCTOPUYECKUM  DdTalaM  JIeJIONPOU3BOJCTBA:
MIPUKA3HOMY, KOJUIEKCKOMY U MHUHHCTEPCKOMY,
I10 CJIEAYIOLIUM ITapaMeTpaMm:

1)  XPOHOJIOTHYECKHE PAMKH;

2) CTPYKTypa OpraHOB TOCYJapCTBEHHOIO
yIpaBJICHHUS;
3) COCTaB M JOJDKHOCTHBIE OOSI3aHHOCTH

JIeTTOTIPOU3BOCTBEHHBIX CITY)KAIIHX;
4)  xapaktepucTuka GOpMbI JOKYMEHTA;
5)  dopmymsap nokymeHTa (PEKBH3HTHI);




CTpyKTypHBII

[TnanupyeMbie  pe3yJIbTAThI

AJIEMEHT OrneHOYHBIC CPEICTBA

KOMIIETEHIIMH 00yHeHus
6) XapaKTepUCTHKA OIepaluii B padore ¢
JIOKYMEHTaMU;
7) HOpMaTHBHas ©a3a B pabore cC
JIOKyMEHTaMH.
3ananne ohOPMUTH B BUJIE TAOJIUIIBI.
2. IlepeuucnuTh OCHOBHBIE HOPMATHBHO-
METOINYECKHUE JIOKYMEHTBI B chepe
JOKYMEHTAIMOHHOTO O0ECIICUCHHSI yIPaBICHHUS
B coBerckuid mepuon 1917-1991 rr. Omnmcatp
Ha3HAYEHUE KaKJIOTO JIOKYMEHTA.

YK-6.3: OrieHUBaeT TpeboBanus | Ilpumepnas memamuka Kypcoevix paoom:

pBIHKA TPyZa U MPEIIOKEHUS
00pa30BaTeNbHBIX YCIYT IS
BBICTpPAaUBaHUSI  TPACKTOPHH
COOCTBEHHOTO
po(hecCHOHATLHOTO POCTa

1. PernamenTanus Aenonpous3BOACTBA B

3aKOHOJATEIbHBIX aKTaX JIOPEBOJIIOIMOHHOMN
Poccum.
2. Cryx)0bl JIETIONPOU3BOJICTBA B

YUPEXKIACHUAX JOPEBOMIOIMOHHON Poccnn.
3. PazButne 3aKOHOJAaTEIHLHON
periiaMeHTanuu  paboThl C JTOKyMEHTaMU B
Poccutiickoit ®eneparuu B 1990-¢ -2010rr.

4, Uccnenosanue HOPMAaTUBHOM u
3aKOHOJATEIbHOM 0a3bl KOHKPETHOH cdepsl
JIEATEIIbHOCTH.
5. AHanu3 JOKAJIbHBIX aKTOB OpPTraHU3AINH
(Ha TpuUMepe JIOKATBHBIX AaKTOB KOHKPETHOM
OpTraHM3aIIH )

6. AHanu3 CTpyKTYpbl U QYHKIHUI CITy>KOBI
JIEJIONPOU3BOJCTBA (Ha IpPUMEpPEe KOHKPETHOM
OpraHU3AINH ).

7. Opranuzanus pabots! ciayx0b1 IOV (Ha
pUMepe KOHKPETHOW OpTraHU3aIiH ).

8. Opranuzanus J0KyMeHTooOopoTa (Ha
npuMepe  KOHKPETHOM  OpraHM3alnuu) |
OCHOBHbIE HanpaBJIeHUs ero
COBEPIICHCTBOBAHMS.

9. [TocranoBka JIeJIOTPOU3BOICTBA
MOJIPA3/ICTICHUS YIPEKICHHSI.

10.  Mertoapl oOpraHuzanUM KOHTPOJIA 3a
WCTIOJTHEHUEM JOKYMEHTOB npu
TPaJUIIMOHHOM JIEJIONPOU3BO/ICTBE.

11. [IpobGmeMbl  dKCTEPTU3BI  TIEHHOCTH

JOKYMCHTOB B JCJIOIIPOU3BOJCTBC.

VYK-7 Cniocoben moanepXuBaTh JOJKHBIM YpPOBEHb (U3UYECKON TOATOTOBIEHHOCTH IS
o0ecrneveHus MOJHOIIEHHON COMaIbHON U MPOodeCCHOHATBHON AesITeNLHOCTH

YK-7.1

Bri6upaer
310pOBBeEcOEperarone
TEXHOJIOTHH ISt
TOJIePIKaHUS 3JI0POBOTO
o0pa3a JKH3HH C Y4YeTOM
(U3HOTIOTHYECKUX

0COOEHHOCTEH oOpraHuzmMa u

Tecr

1. ITpomomkute «Jlemonpon3BoACTBO» — ITO..
a) Cucrema XpaHeHUs JOKYMEHTOB.

0) CocraByieHHE TOKYMEHTOB.

B) Otpacib JIEATEIIbHOCTH,
oOecrnieunBaroias JOKyMEeHTUPOBaHHE u
OpraHm3alyio  paboThl ¢  O(QHUIHATBEHBIMH




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[lmaHupyemble  pe3yibTaThl
o0y4eHus

OneHouHble CpeICTBA

yCIIOBHiA peanu3ainum
npohecCHOHATBLHOM
JeSATEIbHOCTH

JIOKYMEHTaMH.

2. [lonsiTHE «IOKYMEHTHUPOBAHUEY - 3TO:

a) OdopmiieHre JOKyMEHTA.

0) 3amuce wuwHbOPMAIMKM HA  PABIAYHBIX
HOCUTEJISIX [0 YCTAHOBJICHHBIM MTPaBHIIAM.

B) lcnionHenune 1oKymeHTa.

3. Kakas ¢opma paboTbl ¢ JOKyMEHTaMHU B
YIPaBICHUYECKOM amapare He CyIeCTBYeT?

a) [Ipsmas.

0) LlenTpanu3oBaHHasl.

B) CMerIaHHasl.

4. 3aKoHUYHUTE Hayaroe MPEI0KECHUE:!
JlokyMeHTOO0OpOT  —  3TO  JBHIKEHHE
JOKYMEHTOB B OpraHu3alud C MOMEHTa HX
CO3/IaHUS JI0:

a) [lepenaun Ha ucnonHeHue.

0) I[logmmuBkH B g€10.

B) 3aBepIlICHUS UCIIOJIHEHUS WIN OTIIPABKH.

5. Kakue IOKYMEHTOIIOTOKHM [0 HaIlpaBJICHUIO
HE CYILIECTBYIOT?

a) ['opu3oHTaIBHBIC TOTOKH.

0) BepTukanbHbIC TOTOKHU.

B) CrinpasibHbIE TOTOKHU.

6. JIOKYMEHTBHI, CO3/1aBacMble B
JTAaHHOW OpraHM3alMl U OTIpaBJsEMble 3a €€
IPEENbI, COCTABIISAIOT:

a) Bxoasimuii JOKyMEHTOIOTOK.

6) Ucxonamuii JOKyMEHTOIOTOK.

B) BHyTpeHHUl JOKYMEHTONOTOK.

7. B KakoW CpOK JMOO/KHA IPOU3BOIUTHCA
o0paboTKa JOKYMEHTOB M  Iepedada  HX
UCIIOJIHUTENSAM?

a) B neHb mocTymieHuss JIOKyMEHTOB B
OpraHM3aLHIo.

0) B TpexmHeBHBIN CPOK TIOCIE TMOCTYIUICHUS
JIOKYMEHTOB B OPTaHU3aLHIo.

B) B HenenbHBIN CPOK TMOCHIE MOCTYIJICHUS
JIOKYMEHTOB B OPTaHU3aLMIo.

8. C 4ero Ha4YMHAETCs UCTIOJHEHHUE TOKyMEHTa?
a) Co cbopa uHpopmammu 1o Bompocy.

0) C coBemanus B KaOMHETE PyKOBOJIUTEIIS.

B) C wu3maHus 1npukaza o0 HUCIHOJIHEHUH
JTIOKYMEHTA.

9. Kak ycraHaBiuBaeTcsi CpOK MCIIOIHEHHUS
JIOKYMEHTA, €CJIU €ro He yKa3ajl pyKOBOJIUTENb?
a) [lo pemenuto cexperaps.

0) Ha ocHOBE THMOBBIX CPOKOB WCITOTHEHUS IS
aHAJIOTHYHBIX JIOKYMEHTOB.

B) B 3aBHCHMOCTH OT cUTYyalllH.

10. Kaxkue STaIbl He MPOXOJIAT




CTpyKTypHBII

[Inanupyemble  pe3yNbTaThl

DIIEMEHT OneHouHble CpeICTBA
KOMIIETEHINH 00yueHms
UCXOSIINE JOKYMEHTBI?
a) CocraBieHMe IPOEKTA TOKYMEHTA.
0) Perucrpanus.
B) [Ipuem u nepBuuHas 00paboTKa.
r) KonTposs 3a ucnoiaHeHueM.
11. Ecnu B pe3oJIrouun YKa3aHO
HECKOJIBKO UCIOJIHUTENIEH, TO KTO OTBEYaeT 3a
BBIIIOJIHEHUE MTOPYUYEHUS PYKOBOAUTENS?
a) Jluno, yKa3aHHOE B CIIHCKE
HCIIOJTHUTEJIEH IIEPBBIM.
0) JIumo, OTIpeICIICHHOE
COOTBETCTBYIOIIUM JOMOJIHUTEIbHBIM
yKa3aHUEM PYKOBOJUTEJIS.
B) Jlumo, koropomy mnepBomy Oyner mnepenax
JJOKYMEHT Ha MCIIOJIHEHHUE.
YK-7.2 [Inanupyer cBoe pabouee u | 1. Breinummre TEepMHHBI W ONpEIEICHHUS,
cBOoOOAHOE BpeMs JUISL | OTIMCHIBAIOLITUE porecc UCIOJIb30BAHUS
ONTUMAJILHOTO COUYETaHMs | TEOPETUUECKUX 3HaHUU u METO/I0B
busznyecKkoil W YMCTBEHHOM | UCCIIEOBAHUS Ha MIPaKTHKE. Hatb
Harpy3ku u  oOecredeHusl | CpaBHUTEIbHBIN aHAIU3 TOHATUH.
paboTocrnoco6HOCTH 2. [Ipoananuzupyiite HOpPMaTHBHBIE
TpeOOBaHUS K  OpraHW3aludu  Ipolecca
UCIIONIb30BAaHUSI  TEOPETHUYECKUX 3HAHUU W
METOJI0B MCCIIEI0BAHUS HA IPAKTHKE.
3. [Ipoananusupyiire HOPMaTHUBHBIE
TpeOOBaHUS K  OpraHW3aludd  Ipolecca
UCTIONIb30BAaHUSI  TEOPETHUYECKHX 3HAHUM W
METOJIOB MCCIIEJ0BAHNS HA IPAKTHKE.
YK-7.3 Cobmronaet u Ilpumepnan memamuka Kypcoswix paoom:

MpornaranIupyeT HOPMbI
3JI0pPOBOTO 00pa3a *KU3HU B
Pa3IMYHBIX KU3HEHHBIX
CUTYaIUsX U B
npodecCHOHATIbHON

e TEIbHOCTH

1. PernamenTtanus Aenonpous3BOACTBA B
3aKOHO/IATENBHBIX aKTaX JOPEBOJIOIUOHHOMN
Poccun.

2. CayxOsl JIEJIONPOU3BOJCTBA B
YUPEXKIACHUAX JOPEBONIOIMOHHON Poccnn.
3. Passurtue 3aKOHOJATEIIbHON

perimaMeHTanud  pabOTBI C JOKYMEHTaMH B
Poccuiickoit ®eneparuu B 1990-¢ -2010rr.

4, Hccnenosanue HOPMAaTHBHOM u
3aKOHOJATENBFHOM 0a3bl KOHKPETHOH cdepbl
TeSITeTbHOCTH.

5. AHanu3 JTOKAJIbHBIX aKTOB OpPTraHU3AINH
(Ha TIpUMepe JIOKATBHBIX aKTOB KOHKPETHOM
OpTaHU3AIIHH )

6. AHanu3 CTpyKTYphl U QYHKIHUI CITy>KOBI
JIEIONPOU3BOJCTBA (HA MpUMEpPe KOHKPETHOM
OpTaHU3AIINH ).

7. Opranuzanus pabots! ciayx0s1 IOV (Ha
npruMepe KOHKPETHOH OpraHu3anum).
8. Opranuzanus J10KyMeHTooOOpoTa (Ha

npuMepe  KOHKPETHOM  OpraHu3aluu) U




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemele
o0y4deHus

pe3ynbTaThl

OneHouHble CpeICTBA

OCHOBHbIE HanpaBJIeHUs ero
COBEpIIEHCTBOBAHUS.

9. [TocranoBka JIeJIONPOU3BOCTBA
HOJPA3/AEICHUS YUPEXKICHHSL.

10.  Mertoabl opraHuzanUM KOHTPOJIA 3a
HCIIOJIHEHUEM JIOKYMEHTOB pu
TPaJULIMOHHOM JIeJIOIPOU3BO/ICTBE.

11. [Ipobnembl  3KCHEPTH3BI  LIEHHOCTH

JOKYMEHTOB B JCJIOIIPOU3BOJCTBE.

OIIK-2 CriocoOeH HaXOAUTh OPraHUu3aluOHHO-

cdepe cBoeii mpodeccoHaIbHON 1eITeIbHOCTH

YIPABJICHYECKHUE PELICHUs IIPU PELICHUH 3a/1a4 B

OIlK-2.1 Omnpenenser uend W 3agaqyu
ynpasieHus B cgepe cBoeil
po(heCcCHOHATILHOM
JIEATEIbHOCTH

Ilepeuenvy  meopemuueckux 60npocoé K
IK3AMEHY
1. XapakTepucTuka J€JIONPOU3BOJICTBA B

YUPEKACHUAX PycCKOro UEHTpAIM30BAHHOTO
rocynapcerBa XV —XVII BB.
2. XapakTepHble YEpThl
XVIII B.

3. XapakTepucTHKa JEIONPOU3BOICTBA BBICIINX
U IIEHTPAJIBbHBIX FOCYAAPCTBEHHBIX YUPEXKICHUN
Poccuu B nepoii nonosune XIX Beka.

4. OnpIT parMoHaIu3aIuy JeI0NpOU3BOJICTBA B
OT/AEJBHBIX BEIOMCTBAaX BO BTOPOM IOJIOBHHE
XIX — nagane XX Beka.

ACJIOIPOU3BOJACTBA

5. PabGora opraHoB paboue-KpecTbsIHCKOM
UHCTIEKLIUU o panroHaIN3au
JIETI0ONIPOU3BOJICTBA. HNucturyr TEXHUKH
yIpaBJIEHUs, €ro Hay4YHO-METOJHYecKas |
IMpaKkTUUICCKaA ACATCIbHOCTD.

6. [Tpobaembl COBEpPILIECHCTBOBAHMUS
nemonpousBoactea B 1950-1980-x rr. Ux
3aKOHOJIaTeNbHas U HOpMaTUBHAas
peryiiaMeHTanusl.

7.  3HauyeHHMEe  HOPMATHBHO-METOJUYECKOI

pernmameHTanMu  aenonpousBoicrBa. Cocras
COBPEMEHHBIX JEHCTBYIOIIUX IOCYJapCTBEHHBIX
HOPMaTUBHO-METOIUYECKUX JIOKYMEHTOB.
XapakTepucTuka TIOCYIapCTBEHHONM CHCTEMBI
JOKYMEHTAIIMOHHOTO 00eCHeueHus yIpaBIeHHs

(rcaoy).
8. OpranuzannoHHbIE bopmbl
Jenonpon3BoAcTBa. VX  3aBHCHMOCTH  OT

cneuu(uKd W OpraHU3allMOHHON CTPYKTYpHI
YUPEXKICHUS.
9. Crpyktypa U GYHKIMU TOApA3JeNeHUNA MO

JIOKYMEHTAI[MOHHOMY 00CITyKBaHHUIO
YUPEKIACHUM.

10. XapakTepucTrka OCHOBHBIX HOPMATHBHBIX
JIOKYMEHTOB, perIaMeHTHPYIOIINX

JIETTIOTIPON3BOJICTBO YUPEIKICHHS.




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[lmaHupyemble  pe3yibTaThl
o0y4eHus

OneHouHble CpeICTBA

11. JIOKHOCTHOM M  YHCICHHBIM COCTaB
JIEJIONPOU3BOJICTBEHHON CITY)KOBI yUPEKICHHUS.
JlomkHOCTHBIE ~ 00sI3aHHOCTH ~ PabOTHUKOB
ciyx0s1 JIOVY.

12. JloKkyMeHTOOOO0POT. Onpenenenue,
XapaKTEPUCTUKA OCHOBHBIX JOKYMEHTOIIOTOKOB.
[IpaBuna opranuzanuu 10KyMeHTO000pOTa.

13. TIlpaBunma mpuwema U 00pabOTKH
MOCTYMAIOIEeH KOPPECIOHACHIINY, UX BIIHSIHHE
Ha OpraHu3alMi0 JIBIDKCHHUS  JIOKYMEHTOB.
Hampasiienne 10KyMEHTOB Ha UCHIOJTHEHHE.

14. OcHoBHbIE HallpaBJICHUSA
COBEpIICHCTBOBAHUS JOKYMEHTO000POTA.

15. 3agaun peructpauuu JIOKyMEHTOB, €€
opranuzanusi. CpaBHUTEIbHBIC XapaKTEPUCTUKHI
¢bopm peructpauuu  gokymeHtoB. CocraB
UHPOpPMALINH.

16. B3aumocBs3b NPOIECCOB PETUCTPALUU H
KOHTPOJIA 32 UCTIOJTHEHUEM JJOKYMEHTOB.

17. TexHonorus KOHTPOJS 3a HUCHOJHEHHEM
JIOKYMEHTOB.

18. Opranu3zanus crpaBOUYHO-UHPOPMAIIHOHHOM
paboTHl yUpeKICHUI.

19. Homenknatypa nen, €€ 3Ha4€HHE W
MIPUMEHEHHE B JICTIOTIPOU3BOJICTBE.

20. Bunbl HOMEHKIATyp Jel, OCOOEHHOCTH HX
TTOCTPOCHUS Y IPUMEHEHUS.

21. @opMupoBaHuE €N KaK TEXHOJIOTHYecKas
oreparus JIeJIONPOU3BOCTBA. [IpaBuiia
(dhopMupoBaHUs B JieJa TOKYMEHTOB OTIEIbHBIX
KaTeropuii.

22. DJkcmepTh3a LEHHOCTH JOKYMEHTOB B
JIEJIONPOU3BOJACTBE.  3aJaud M HOPSAIOK
MIPOBE/ICHMUS.

23. DKCHepTHbIE KOMHMCCHUHM YUPEXKIACHUH, HX
3a/1a4¥ U MOPSAIOK pabOTHI.

24. IlogroTroBka  Jed  YYpekKIEHHS K
JanbHEHIeMy HCIoab30BaHuI0. Onucanue Jen
TTOCTOSTHHOTO ¥ BPEMEHHOTO XPaHEHHS.

25. Onucanue Jen MOCTOSHHOTO U BPEMEHHOTO
XpaHeHus. Bunbl omuced, co3maBaeMbIX IpHU
repegaye Jel B apXuB.

OIIK-2.2

Hcnonb3yer OCHOBHBIE
METOAbI )51 IIPpHUEMBL
OpraHHM3aluy, TUIAHHPOBAHWS,
MOTHUBAIlH, KOOPJWHALNU |
KOHTPOJIS TIPOLIECCOB B cepe
cBOEH npodecCuoHaNbHOM
ACATCIIBHOCTU

1. BemmummMre TEPMHUHBI M OINpEAEIeHus,
OTIHCHIBAIOIINE npotecc BJIQ/ICHUS
TEHJIEHIMSIMA Pa3BUTHA WH(POPMAIMOHHO-
JOKYMEHTAIlMOHHOT'O u obecrnieueHus
ylOpaBiIeHUs  apxuBHoro  aena.  Jlate
CpPaBHUTEIbHBIN aHAIN3 OHSATHM.

2. [Ipoananusupyiite HOpPMAaTHUBHEIE

TpeOOBaHUSI K OpraHu3alyy Mpolecca Mpolecc




CTpyKTypHBII

[Inanupyemble  pe3ysbTaThl
DIIEMEHT OneHouHble CpeICTBA
KOMIIETEHIIUH 00yueHms
BJIAJICHUS TEeHJECHUUSIMHU pa3BUTHSA
MH(POPMAIIMOHHO-T0KYMEHTAIIHOHHOTO u
oOecrieueHus yrpaBiIeHUs] apXUBHOTO JIEJa.
3. [Ipoananusupyiite HOpPMAaTHUBHBIC
TpeOOBaHUS K OpraHu3alldy Mpoliecca MpoLecc
BJIa/ICHUS TEHACHLIUSIMU pa3BUTHS
UH(GOPMaIMOHHO-A0KYMEHTAIIHOHHOTO u
o0ecrieyeHus yrpaBlieHUs] apXUBHOTO JIENa.
OIIK-2.3 Ymeer  unentudunmposarts | Ilpumeprnas memamuka Kypcogwlx paoom:
TpeOoBaHUS HOpMaTuBHO- | 1. PernamenTtanus AenonpousBOACTBA B
MPAaBOBOM CpeAbl K CBOEH | 3aKOHOJATENBHBIX AKTAX  JOPEBOJKOLHOHHOU
npodeccuoHanbHOM Poccun.
JIeATEIIbHOCTH u|2. Ciyx0bl JIeTI0NIPOU3BOJICTBA B

JACATCIIbHOCTH OpraHu3aluu

YUPEXKACHUAX JOPEBOITIOLMOHHON Poccun.

3. Pa3Butue 3aKOHOJJaTENIbHOM
periiaMeHTanuu  paboThl € JOKYMEHTaMH B
Poccuiickoit ®eneparuu B 1990-¢ -2010rr.

4, HccnenoBanue HOPMAaTUBHOH "
3aKOHOJIATENTbHONH 0a3bl KOHKPETHOH cepbl
NesITeIbHOCTH.

S. AHanmm3 JIOKaJbHBIX aKTOB OpraHU3aIuy
(Ha TpuMmepe JIOKAJIbHBIX AaKTOB KOHKPETHOM
OpraHU3aIiH)

6. AHanu3 CTpyKTYpbl U (QYHKIUN CITY>KObI
JIeTIOTIPOM3BOCTBAa (HA MpPHUMEpPEe KOHKPETHOMH
OpTraHHU3aIIN).

7. Opranuzanus pabotsl cayx6s! JJOY (Ha
npuMepe KOHKPETHON OpraHu3aiym).

8. Opranmzanus JTOKyMeHTooOOpoTa (Ha
npuMepe  KOHKPETHOM  opraHuzamu) H
OCHOBHEIE HaTpaBJICHUS €ero
COBEPILLICHCTBOBAHMSL.

9. [TocranoBka JIeITOTIPOU3BOICTBA
MOJIPA3/IECHUS YUPEKICHHSL.

10.  Metoapl oOpraHu3anK KOHTPOJS 3@
UCIIOJTHEHUEM JIOKYMEHTOB npu
TPaIUIIMOHHOM JIEIIOTPOU3BOJICTBE.

11. [Ipobnembl  3KCHEPTH3Bl  LIEHHOCTH

JOKYMEHTOB B JACJIOIIPOU3BOJICTBE.

OIIK-3 CrocoOeH MpUMEHSATh TEOPETUUYCCKUE 3HAHWS IS PEIICHHS TOCTaBJICHHBIX 3a/ad B
00J1acTH TOKYMEHTOBEICHUS U apXHBOBEICHUS

OIIK-3.1

CocraBnsier, odopmiser u
BEJIET YIPaBIEHYECKYIO
JOKYMEHTAIIMIO0  Pa3IUYHbIX
BHJIOB o npouITIO
NeSITeIbHOCTH OpraHu3alvu B
COOTBETCTBUU c ee
OpraHU3alMOHHO-IIPAaBOBOMN

Ilepeuens
IK3AMeEny
1. XapakrepucTuka J€JIONPOU3BOJICTBA B
yupexJaeHusix Pycckoro 1eHTpaqu30BaHHOTO
rocygapcrea XV —XVII Bs.
2. XapakTepHble 4YepThI
XVIII B.

meopemudecKux eonpocos K

JICIIONTPOU3BOICTBA




CTpyKTypHBII

[lmaHupyemble  pe3yibTaThl
HIIEMEHT OneHouHbIe CPECTBA
o0y4eHus
KOMITCTCHITHH
dopmoit 3. XapakTeprcTuKa JIeIONPOU3BOJICTBA BBICIIINX

U UEHTPAIbHBIX TOCYJAPCTBEHHBIX YUPEKIACHUI
Poccuu B neppoii nosioBuHe XIX Beka.

4. OnbIT palMoHAIM3AIMH JIeTOTPOU3BOJICTBA B
OTJIEIbHBIX BEJAOMCTBAaX BO BTOPOM IOJOBHHE
XIX — nauane XX Beka.

5. PabGora opraHoB pabode-KpecThIHCKOU
WHCTICKIIUU o panoHaNIU3aUN
JIeJIONPOU3BOICTBA. HUuctutyr TEXHUKHU
VOpPaBJICHHUS, €ro Hay4YHO-METOAMYECKass |
MPaKTHYECKas NeSTENbHOCTD.

6. [TpoGnembr COBEpPIIEHCTBOBAHUS
nenonpousojactea B 1950-1980-x rr. Ux
3aKOHO/IaTeIbHAs u HOpMAaTUBHAasI
perjiaMeHTallus.

7. 3HaueHue HOPMAaTHBHO-METOINYECKON

peryiamMeHTannu  aeionpousBoxacTBa.  CocraB
COBPEMEHHBIX JICHCTBYIOIINX TOCYAapPCTBEHHBIX
HOPMAaTUBHO-MCTOAUYCCKUX JOKYMCHTOB.
XapakTepuCTHKa TOCYIApCTBEHHONH CHCTEMBI
JOKYMEHTAIMOHHOTO O0ECIIECUEHUs yIpaBICHUS
(rcaoy).

8. Opranu3zalnoHHbIE (bopMbI
JenonpousBoAcTBa. MX  3aBHCHMOCTB  OT
CHeU(pUKA U OpPraHU3alMOHHON CTPYKTYpBI

YUPEXKACHUS.

9. Ctpyktypa u (yHKIMH TOJpa3eieHUuil 1o
JOKYMEHTAIMOHHOMY 00CITyKHBaHHIO
YUPEKACHUM.

10. XapakTepucTuka OCHOBHBIX HOPMATHUBHBIX
JOKYMEHTOB, perIaMeHTHPYIOIITHX

JIeNTOTIPOU3BOICTBO YUPEKICHHUS.
11. JIomKHOCTHOM ¥ YHCIEHHBIH COCTaB
JIeJIOTIPOU3BOACTBEHHON CITYKOBI yUpexkIeHUs.
JlomKHOCTHBIE ~ 00sI3aHHOCTH ~ PabOTHUKOB
cnyx0s1 JIOVY.

12. JlokymMeHTOO0O0POT. Onpenenenne,
XapaKTepUCTHKA OCHOBHBIX JOKYMEHTOIIOTOKOB.
[IpaBuna opraHu3anuy TOKyMEHTOO00OpOTA.

13.  IlpaBuma mnpuema u  00pabOTKH
MOCTYTAONIeH KOPPECTIOHACHIINU, WX BIIHMSHUE
Ha OpraHu3alMio JIBHKEHHUS JOKYMEHTOB.
Hanpasienue 1OKyMEeHTOB Ha HCIIOJTHEHHUE.

14. OcHoBHbIE HaIpaBJICHUS
COBEPIIIEHCTBOBAHHMSI JOKYMEHTOO00POTA.

15. 3apmaum perucTpauuud JOKyMEHTOB, €€
opranuzaiysi. CpaBHUTENbHbBIE XapaKTEPUCTUKH
¢dopm peructpanuu  AokymeHtoB. CocraB
nH(pOpMaIHH.

16. B3auMoCBsI3pb IPOLIECCOB PETUCTPALUU U




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemele
o0y4deHus

pe3ynbTaThl

OneHouHble CpeICTBA

KOHTPOJIS 32 UCIIOJTHEHNUEM JIOKYMEHTOB.

17. TexHONOrust KOHTPOJIL 32 HCIOJHEHUEM
JIOKYMEHTOB.

18. Opranuzanus crpaBo4HO-UH(GOPMAITMIOHHOMH
paboTHI yUPEKICHHA.

19. Howmenkiarypa nen, ee
IPUMEHEHUE B JIeII0OIPOU3BO/ICTBE.
20. Bunbl HOMEHKIATYp €N, OCOOEHHOCTU HX
HOCTPOEHHUS U IPUMEHEHHUSL.

21. ®opmupoBaHMe AeNl KaK TEXHOJOTMYecKas
orepanus JIeJI0TIPOU3BO/ICTBA. [IpaBuna
(dbopmMHUpoBaHUS B €A TOKYMEHTOB OTACIBHBIX
KaTEeroOpuu.

22. Dkcneptusza ILEHHOCTH JIOKYMEHTOB B
JIeNIONIPOM3BOACTBE.  3aaud M MOPSAJIOK
POBEICHUSL.

23. DKcHepTHble KOMHUCCHM YUYPEXKACHHUM, HX
3aJjauu 1 MOPAT0K PaboTHlI.

24.  TlogrotoBka  Jen  yUYpeXIEHHS K
JanpHeHeMy Hcroyib30BaHuio. OnucaHue aemn
IIOCTOSIHHOTO U BpEMEHHOI'O XpaHEHHUS.

25. Onucanue Jien MOCTOSIHHOTO M BPEMEHHOI'0
XpaHeHus. Bunel ommcel, co3maBaeMbIX IIpU
nepeaye Jell B apXMB.

3HAYCHUEC U

OIIK-3.2

3HAaeT MpaBOBbIE HOPMBI H
IpaBuia OpraHu3alui,
CUCTEMATH3aLNH,
KOMIUIEKTOBaHUS W ydeTa
JIOKYMEHTaJIbHOTO "
apXUBHOTO ¢boH10B
OpraHu3aluu

1. Beinumure TEepMHUHBI U ONPENEIICHMUS,
ONMCBIBAIOLIME IPOLIECC aHAIM3a CUTYyallUd Ha
pbIHKE MH()OPMAIMOHHBIX NMPOJYKTOB M YCIYT,
JaBaTh JKCIEPTHYIO OLIEHKY COBPEMEHHBIM
cucTeMaM 3JIEKTPOHHOTO JOKYMEHTOO0OpoTa M
BEJICHHUSI  DJJEKTPOHHOIO apxuBa. Hatp
CPAaBHUTEIIbHBIN AHAIIN3 IIOHATHHN.

2. [Ipoananusupyiite HOpPMAaTHUBHBIE
TpeOOBaHUS K OpraHu3allMM Ipoliecca aHalau3a
CUTyallud Ha  pblHKE  UH(OPMALMOHHBIX
IIPOAYKTOB U yCIYI, JaBaTb OJKCIEPTHYIO
OLICHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa M BEIEHUS HJIEKTPOHHOTO
apxuBa.

3. IIpoananusupyiite HOpPMAaTHUBHBIE
TpeOOBaHUS K OpraHu3allly Mpoliecca MpoLecc
aHaJM3a CUTYyalluu Ha pPbIHKE MH()OPMAIIMOHHBIX
MPOAYKTOB W YCIYI, JaBaTb 3KCIEPTHYIO
OLICHKY COBPEMEHHBIM CUCTEMaM 3JIEKTPOHHOIO
JIOKYMEHTOO0OpOTa M BEACHUS DIEKTPOHHOTO
apxuBa.

OIIK-3.3

Paboraer ¢ xkoprnopaTtuBHOU
CUCTEMOM

JOKYMEHTO00OpOTa, B TOM
YpclIe  DJIEKTPOHHOTO, B

Ilpumepnaa memamuka Kypcoswix paoom:

1. PernamenTanus aenonpous3BOACTBA B
3aKOHOAATCIIbHBIX aKTax ILOpCBOJIIOLIPIOHHOfI
Poccun.




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemele
o0y4deHus

pe3ynbTaThl

OneHouHble CpeICTBA

COOTBETCTBUH C MPABOBBIMHU
HOpMaMu TpodeccHOHATBLHOMI
cpeabl

2. Ciyx0b1 JIeTIOTIPOU3BOJICTBA B
YUPEXKIACHUAX NOpEBOIONMOHHON Poccnu.

3. Pa3Burtue 3aKOHOATEILHON
pernamMeHTanuu  paboThl C JOKYMEHTaAMH B
Poccuiickoit @eneparuu B 1990-¢ -2010rr.

4, Uccnenosanue HOPMATUBHOM u
3aKOHOJATENIbHON 0a3bl KOHKPETHOH cdepsl
JIEATEIIbHOCTH.

5. AHaM3 JOKAJIbHBIX aKTOB OPraHU3aIluu
(Ha mTpuMepe JIOKATbHBIX AKTOB KOHKPETHOM
OpraHU3aIHH)

6. AHanu3 CTpyKTYpbl U QYHKIUI CITy>KOBbI
JIEIONIPOU3BOJICTBA (HA TMpUMEpe KOHKPETHOM

OpraHU3aINH ).

7. Opranuzanus pabotsl ciayx6s JJOY (Ha
pUMepe KOHKPETHOW OpraHu3aliiu).

8. Opranmzanus JTOKyMeHTooOOpoTa (Ha
npuMepe  KOHKPETHOH  OpraHusaii) |
OCHOBHBIE HaTpaBJICHUS €ero
COBEPILICHCTBOBAHHSI.

9. [TocranoBka JIeIIOTIPOU3BOICTBA
TOJIPa3ICIICHUS YUPESIKICHHUS.

10.  Metoapl oOpraHu3anK KOHTPOJS 32
UCTIOJIHEHUEM JIOKYMEHTOB npu
TPaIUIIMOHHOM JICIIOTIPOU3BO/ICTBE.

11. IIpobnembl  3KCHEPTH3Bl  LIEHHOCTH

JAOKYMCHTOB B JCJIOIIPOU3BOICTBC.

OIIK-5 CrnocobeH caMmocCTOsATeNbHO padoTaTh C Pa3IMYHBIMM HCTOYHMKAMU HH(POpPMALUU U

OPUMEHSTh  OCHOBBl  MH(MOPMAllMOHHO-aHAIUTUYECKOW  JESITEIbHOCTH IpPH  pELICHUU
npodeccuOoHaIbHbIX 3a/1a4
OIIK-5.1 Hcnone3yer npuemMsl aHanusa, | Ilepeuens  meopemuueckux  60npocoé K
CUCTEMaTU3AaLNH, 3auemy
YHUPUKALUN ull. PackpsITh IIPEAMET, CoJiepKaHue,
CTaTUCTHUYECKOW  00pabOTKH |3a1auu Kypca;
NOTOKOB ~ HWH(popManmu  u | 2. PackpeITh MecTO Kypca cpeinm Ipyrux
COEPXKATEIBHO  3HAYMMBIX | U3y4aeMbIX JUCLUIUINH;
SMITMPUYECKUX JTAHHBIX 3. AHanmu3  TEPMHUHOJIOTMM  OCHOBHBIX
MOHATUH B 00JIaCTH AETONPOU3BO/ICTBA;
4. PackpsITh posib Kypca «Opranusanus u

TEXHOJIOTUS IOKYMEHTAIIMOHHOTO 00ecredeHust
yIIpaBJICHUS» B COBEpIIEHCTBOBAHUU
opraHu3zanuu paboThl ¢ JOKYMEHTaMH.

5. Bo3nukHOBEHHE u pazBuTHE
JIeTIOTIPOU3BOICTBA B yupekaeHusax Poccun XV
— XVII BB.

6. XapakTepHbIe YepThl JCTOMPON3BOACTBA
B yupexaeHusx Poccuu XVIII B.
7. XapakTepucTuka JEIOTIPON3BOICTBA

BBICHIUX MW HOCHTPAJIBHBIX TI'OCYAapCTBCHHBIX




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[lmaHupyemble  pe3yibTaThl
o0y4eHus

OneHouHble CpeICTBA

yapexaeHuii Poccuu B mepBoit mojoBuHe XIX
B. — Hayasie XX B.

8. OmnpiT paloHaIn3aun
JIeTIOTIPOU3BOICTBA B OTJCIBHBIX BEIOMCTBAX BO
BTOpoi nonoBuHe XIX — Havyame XX Beka.

9. CranoBneHue U pa3BuUTHE
JIEJIONPOU3BOICTBA B COBETCKHUX
TOCYJapCTBEHHBIX yUPEKICHUIX.

10. PabGora opraHoB paboue-KpecThIHCKOM
WHCTIEKIINN o panroHaIN3aIN
JIeJIONPOU3BOICTBA.

11. NHCTUTYT TEXHHUKHM YIpPaBJIEHUS, €r0
Hay4YHO-METOInYecKas u paKTHYecKas
JeSITeTbHOCTb.

12. [Tpobaembr COBEPIICHCTBOBAHUS
nenonpousBojactea B 1950-1980-x rr. Ux
3aKOHOJIaTeNbHAs U HOpMAaTUBHAs
perjaMeHTanus.

13. 3HaueHue HOPMAaTUBHO-METOIUYECKOU
perigameHtauuu jaenomnpousBojactBa. Cocras
COBPEMEHHBIX JIEHCTBYIOMIMX TOCYIapCTBEHHBIX
HOPMATHUBHO-METOINYECKUX JTOKYMEHTOB.
XapakTepuCTUKa TOCYNapCTBEHHONW CHCTEMBI
JOKYMEHTAIMOHHOTO 00eCHeueHus yIpaBIeHHs
(rcaoy).

14. OpranuzannoHHbIE bopmbI
JIeNoNpOn3BoACTBAa. VX  3aBHCHMOCTH  OT
cneun(UuKy W OpraHU3allMOHHON CTPYKTYpHI
YUPEKICHUSI.

15. Pomp ®W MeCTO JOKYMEHTAI[MOHHOTO
oOecrieyeHns yIpaBlieHUs] B COBPEMEHHOM
yTIpaBJICHUH.

16. Opranuzanus cinyxO0sl JJOVY.

17. CrpykTypa ¥ (QYHKLIHUU HOJpa3/eeHUi
M0  JOKYMEHTAIlMOHHOMY  OOCITY)KHBaHHIO
YUpEKACHUM.

18. JIOMKHOCTHONH W YHCIICHHBIM COCTaB
JIeTTOTIPOU3BOACTBEHHON CITY>KOBI yUpexkIEeHUS.
JlomKHOCTHBIE ~ 00sI3aHHOCTH ~ PabOTHUKOB
cnyx0s1 JIOVY.

OIIK-5.2

Brinenser u cucremaTusupyer
CMBICJIOBbIE KOHCTPYKLUHU B

TEKCTax HCTOYHUKOB,
COCTaBISIET M PENAKTUPYET
TEKCTBI CITyKeOHBIX
JIOKyMEHTOB

1. Boinummre TepMUHBI U OINpeneeHHUs,
ONMCBIBAIOLIUE IIPOLIECC OLICHUBAHUS UCTOPUU U
COBPEMEHHOT'0 COCTOSIHHSI 3apyOEKHOTO OIIbITa
YIPaBIEHUS JOKYMEHTAMH W OpPraHM3alMM WX
xpaHeHus. JlaTb  CpaBHUTENBHBIM  aHAJIN3
TIOHSTHUH.

2. [Ipoananuzupyiite HOPMAaTHUBHBIE
TpeOOBaHUS K  OpraHu3alu  Ipolecca
OLICHMBAHMS  WMCTOPHH M COBPEMEHHOIO




CTpyKTypHBII
DIIEMEHT
KOMIIETEHINH

[Inanupyemble  pe3yNbTaThl

O11eHOYHBIE CPEACTBA
o0y4eHus p

COCTOSIHUSI 3apyO€KHOTO ONbITa YIPaBJICHUS
JIOKYMEHTaMH U OpraHU3alNK UX XPaHECHHUS.

3. [Ipoananuzupyiite HOPMaTHBHBIE
TpeOOBaHUS K  OpraHu3alu  Ipolecca
OLICHUBAHMUSI ~ HCTOPUMU U  COBPEMEHHOIO
COCTOSIHUSI 3apyO€KHOTO OIBITa YIIPABJICHUS
JIOKYMEHTaMU M OpraHu3allii UX XpaHeHUsl.

OIIK-5.3 Bnaneer HaBbIKaMU | Ilpumepnas memamuka Kypcoevix paoom:
panMoOHaIbHOU 1. Pernamenranus Aelonpous3BOACTBA B
MH(OPMALIMOHHO-TIOUCKOBOHM | 3aKOHO/JATENbHBIX aKTaX JIOPEBOIIOIHMOHHON
paboThl AJ1s BeAeHUsI HayuHbIX | Poccuu.

UCCIIEJOBAHUN 2. CiyxObl JIEJI0NPOU3BOJCTBA B
YUPEKIACHUAX JOPEBOMIONMOHHON Poccnn.
3. PazButue 3aKOHOJaTeIbHON

periiaMeHTanu  paboThl C JTOKyMEHTaMU B
Poccuiickoit ®eneparuu B 1990-¢ -2010rT.

4, Uccnenosanue HOPMAaTUBHOM u
3aKOHOJATEIbHOM 0a3bl KOHKPETHOH cdepsl
JIEATEIbHOCTH.
5. AHaH3 JOKAJIbHBIX aKTOB OpPraHHU3alMH
(Ha mTpuUMepe JIOKATBHBIX AKTOB KOHKPETHOM
OpTraHM3aIIHH )

6. AHanu3 CTpyKTypbl U QYHKIUI CITy>KOBI
JIEJIONPOU3BOJCTBA (HAa MpPUMEpPE KOHKPETHOM

OpraHU3aINH ).

7. Opranuzanus pabots! ciayx0bl IOV (Ha
pUMepe KOHKPETHOW OpTraHU3aIiH ).

8. Opranuzanus J0KyMeHTooOopoTa (Ha
npuMepe  KOHKPETHOM  OpraHM3alnvu) |
OCHOBHbIE HanpaBJIeHUs ero
COBEPIICHCTBOBAHMS.

9. ITocranoBka JIeJIOTPOU3BOICTBA
MOJIPA3/ICICHUS YIPEKICHHSL.

10.  Mertoapl oOpraHuzanUM KOHTPOJIA 3a
WCTIOJTHEHUEM JOKYMEHTOB npu
TPaJUIIMOHHOM JIEJIONPOU3BO/ICTBE.

11. [IpobGmeMbl  dKCTEPTHU3BI  IIEHHOCTH

AOKYMCHTOB B JCJIOIIPOU3BOICTBC.

0) Ilopsimoxk mnpoBedeHUs NPOMEKYTOYHON AaTTeCTAllMU, IOKA3aTeJM W KPUTEPHH
OLICHMBAHUSA:

[Ipomexxyrounass  arrectauuss 1o  gucuumuimHe — «OpraHu3zanuds W TEXHOJOTHS
JOKYMEHTAI[MOHHOTO  O0ECTEeUeHUs]  YIpPaBIEHUS» BKIIOYAET TEOPETUYECKHE BOMPOCHI,
MO3BOJISIOIINAE OIICHUTh YPOBEHb YCBOCHHS OOYJAIONTUMUCS 3HAHUH, U TIPAKTUUECKUE 3aJIaHus,
BBISBJISIFOIINE CTENEHh CPOPMUPOBAHHOCTA YMEHUN U BIIAJICHUH, MPOBOIUTCS B popme 3adera,
9K3aMeHa U B (hOpMe BBIMOTHEHHS U 3alIUThl KYpCOBOIl paOOTHI.

3aueT MO MAaHHOW IUCIUIUIMHE TPOBOAUTCA B YCTHOW (opme B (opMe KOJUIOKBUYyMA IO
BOIIPOCAM.




DK3aMeH 10 JaHHOM JUCUUIUIMHE MPOBOIUTCS B YCTHOM (popMe O 3K3aMEHAIMOHHBIM
ouseraMm, KaXIblii M3 KOTOPBIX BKIIIOYAET 2 TEOPETHUECKMX BOMPOCA M OIHO MPAKTHYECKOES
3ajlaHue.

KypcoBasi paboTa BBINOJHSETCS TMMOJ PYKOBOJCTBOM IpENOJaBarelis, B MPoIecce ee
HamnMcaHus 00yYarolIuiics pa3BUBAET HABBIKM K HAy4yHOU padoTe, 3aKpervisisi ¥ OJHOBPEMEHHO
pacuiupsis 3HAHWs, T[OJYYCHHBbIE TMPH HU3y4eHHH Kypca «OpraHu3anuss U TEXHOJIOTHSI
JOKYMEHTAIIMOHHOTO OOecrieueHHs yhpaBieHus». llpu BBITOMTHEHHH KypCOBOM pabOTHI
00yJaroONIMIACS JODKeH I0Ka3aTh CBOE YMEHHE paboTaTh C HOPMATHBHBIM MaTE€pHAOM H
APyruMu  JIMTCPATYpPHBIMHU HMCTOYHUKAMHU, a TaAKIKC BO3MOXHOCTHL CHUCTCMATHU3UPOBATL H
aHAJIM3UPOBATh (PAKTHUCCKUI MaTepHal U CAMOCTOSTEILHO TBOPYECKH €I0 OCMBICIHBATS.

B mpomecce HamucaHus KypcoBOW paOOTHI OOyYaromuwiicss JOJDKCH pa3o0paThCsl B
TEOPETHUYESCKHUX BOIPOCAX N30PAHHOM TEMbI, CAMOCTOSITEIILHO MTPOAHATN3UPOBATh MPAKTHYCCKUAN
MaTepuai, pa3odpaTh 1 000CHOBATH MPAKTUICCKUE MPEITIOKEHUS.

Kpurepun ouneHku (B cOOTBETCTBUU C (OPMUPYEMBIMU KOMIETEHLMSIMU U IJIAHUPYEMbBIMU
pe3ynbTaTaMu 00y4YeHUs):

Jis moydeHus 3auema 1o TUCHHUIUTMHE 00YYarOIIUICs JODKEH MOoKa3aTh chOpMUPOBAHHOCTD
KOMIIETECHIINN:

CIIOCOOHOCTh K MCIOJb30BAaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CpPEICTB IOJIy4YEHHS,
XpaHeHUs, epepaboTKu HH(pOpMaIuy;

CIIOCOOHOCTBH CaMOCTOSITENILHO paboTaTh C pa3IMUYHbIMU HCTOUHUKAMU HH(OpMaLUu;

BJIAJICHUE TEHACHUMSIMU DPA3BUTHUA HHPOPMALMOHHO-TOKYMEHTALMOHHOTO U oOecreyYeHus
yIpaBJEHUS] apXUBHOTO JIEN1a;

CHOCOOHOCTh OLIEHUBATh UCTOPUIO U COBPEMEHHOE COCTOSIHUE 3apyOesKHOTO OIbITA YIpaBJICHUS
JOKYMEHTaMU M OpraHu3alluy UX XpaHEHUs;

BJIaJICHHUE HaBbIKaMU pedepupoBaHUs U AHHOTHPOBAHUS HAY4YHOM JUTEpaTypbl, HaBbIKAMU
penaKkToOpcKoi paboTHI.

[lpu cpaye sk3amena oOyyaromMiCS NOJDKEH MOKa3aThb C(HOPMUPOBAHHOCTH CIETYIOLINX
KOMITETECHIINMN:

CHOCOOHOCTh MCIIOJIb30BaTh TEOPETUUECKUE 3HAHUS U METO/IbI UCCIIEIOBAHUS HAa IPAKTUKE;
CIIOCOOHOCTh aHAIM3UPOBATh CUTYallMI0 HA PBIHKE HH(MOPMAIMOHHBIX MPOJYKTOB M YCIYT,
JlaBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOIO JIOKyMEHTO0oOOpoTa M
BEJICHUS 3JIEKTPOHHOTO apXMBa;

BJIaJICHHE HaBBIKAMU HCII0JIb30BaHUS KOMIIBIOTEPHOU TEXHUKU U HHPOPMALMOHHBIX TEXHOIOTUI
B JJOKYMEHTAIIMOHHOM O0€CTIeUYeHNH YIIPABIICHUS U apXUBHOM JIEJIE;

CHOCOOHOCTh COBEPILICHCTBOBATh TEXHOJIOTUU JOKYMEHTAIIMOHHOTO 00eCIeYeHNs yIpaBIeHus U
apXMBHOTO Jieia Ha 0a3e UCIOIb30BaHUs CPEACTB aBTOMATH3ALUY;

BJIaJICHUE COBPEMEHHBIMH CHCTEMaMHU HMH(QOPMAIMOHHOTO U TEXHUYECKOro obecredeHus
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBIeHUs U YIIPaBICHUS apXUBaMUu;

CHOCOOHOCTh MCIOJB30BATh MPaBHUJIa OPraHNU3alluM BCEX 3TANOB pabOThI C TOKYMEHTaMHU, B TOM
YHCJIe apXUBHBIMH JIOKYMEHTAMU;

BJaJICHME HaBbIKaMH OOpabOTKM JOKYMEHTOB Ha BCeX JTamax JOKyMEHT000opoTa,
CUCTEMAaTH3alllH, COCTaBJIEHUS! HOMEHKIIATyphI JeJl.

— Ha OLEHKY «OTJMYHO» (5 OamnoB) — oOyyaromMics JeMOHCTPHUPYET BBICOKUN YpPOBEHb
c(OpMUPOBAHHOCTH KOMIIETEHIIMI, BCECTOPOHHEE, CHUCTEMAaTHYecKoe U TJIyOOKoe 3HaHue
y4eOHOTro MaTepualia, CBOOOJHO BBHINOJHAET MPaKTHUECKUE 3aJaHMs, CBOOOJHO OIEpUpyeT
3HAHUSAMHU, YMEHUSMHU, IPUMEHSET UX B CUTYallUAX MOBBIIIEHHON CIIOKHOCTH.

— Ha OLEHKY «xopomo» (4 Oamna) — oOydarouiuiics JEMOHCTPUPYET CpPeIHUH YpOBEHb
c(OpMHUPOBAHHOCTH KOMIIETEHIMI: OCHOBHBIE 3HAHMS, YMEHHSI OCBOEHbBI, HO JIOIYCKAIOTCS
HE3HAUUTENIbHbIE OIIMOKH, HETOYHOCTH, 3aTPyIHEHHUs TpU aHAJUTUYECKUX OIEpalusX,
NIEPEHOCE 3HAaHUM U YMEHHUM Ha HOBBIC, HECTAHAPTHBIE CUTYaLlUH.

— Ha OIICHKY «YJAOBJIETBOPUTEJIBHO» (3 Oayia) — oOydarouiuiics 1eMOHCTPUPYET MOPOTOBBIM
YPOBEHb C(HOPMHUPOBAHHOCTU KOMIIETECHIIMI: B X0J1€ KOHTPOJIBHBIX MEPOIPUITUIN TOITYCKAIOTCs



OLIMOKH, MPOSBISIETCS OTCYTCTBUE OTACIBHBIX 3HAHWN, YMEHHH, HaBBIKOB, OOy4aromuucs
WCIBITHIBACT 3HAYUTENIbHbIC 3aTPYJHEHUs MPH ONEPUPOBAHUU 3HAHUSAMHU U YMEHUSIMU TNPU UX
NepeHOCce Ha HOBBIE CUTYAIHH.

— Ha OLICHKY «HEeY/0BJIeTBOPUTEIbHO» (2 Oarmia) — oOydJarouuiicss JeMOHCTPUPYET 3HAHUS HE
oonee 20% TEOpPETHUYECKOTO MaTrepHalia, JOMYCKAeT CYIICCTBCHHBIE OIMMOKHA, HE MOMXKET
MOKAa3aTh UHTEJUICKTya IbHble HABBIKU PELICHHS MMPOCTHIX 3a/1a4.

— Ha OIICHKY «HEYIO0BJIeTBOPUTEeIbHO» (1 Oamn) — oOydaromuiics He MOXKET MOKa3aTh 3HAHUS
HA YpPOBHE BOCHpPOM3BEIEHHUS U OOBSCHEHHS HMHPOpPMAIMK, HE MOXET II0Ka3aTh
MHTEJUICKTYaJIbHbIC HaBBIKU PEIICHUS MPOCTHIX 3a/ad.

Ioka3zaTesiu M1 KPUTEPUM OLIEHUBAHMS KYPCOBO# padoThI:

— Ha OICHKY «OTJIM4YHO» (5 0auioB) — paboTa BBIIOJHEHA B COOTBETCTBUH C 3aJaHHEM,
oOyJaronuiicsi MOKa3bIBaeT BHICOKUI YPOBEHb 3HAHUI HE TOJILKO HA YPOBHE BOCIIPOU3BE/ICHUS U
o0bsicHeHus MH(OpMAIMKM, HO M HMHTEUICKTyaJbHbIE HABBIKM pELICHUs NpoOieM M 3ajad,
HAXOXJICHUS YHHKAJIbHBIX OTBETOB K IMpo0iieMaM, OLIEHKHM M BBIHECEHUS KPUTHUYECKUX
CYXKJICHUM;

— Ha OIEHKY «xopomo» (4 Oamna) — paboTa BBIIOJIHEHA B COOTBETCTBUHM C 3aJaHUEM,
00y4aromuicsl TOKa3bIBaeT 3HAHUWS HE TOJBKO HAa YPOBHE BOCIPOU3BENEHHUS W OOBSICHEHUS
uH(pOpMallMK, HO W HHTEUIEKTyaJbHbIE HABBIKM pEIICHHs] MpoOJieM M 3a]ad, HaXOXKICHUS
YHUKaJIBHBIX OTBETOB K IpoOiieMam;

— Ha OIICHKY «YyAOBJIETBOPUTEeNbHO» (3 Oamna) — paboTa BHINOJHEHAa B COOTBETCTBUU C
3aJaHieM, OOYyYaroIIMICS TOKa3bIBAaeT 3HAHWS HA YPOBHE BOCIPOM3BEICHHS M OOBSICHEHHUS
uH(pOpMaIlM1, HHTEJUIEKTYaJIbHBIE HABBIKH PEIICHUS MTPOCTHIX 3a7au;

— Ha OLICHKY «HeyIOBJETBOPHUTEJIbHO» (2 Oaina) — 3ajaHue MPEnojaBaTess BBIIOJIHEHO
YaCTUYHO, B IPOIIECCe 3alUThl paboThl 00yYaIOIIUIACA MOMYCKaeT CYIECTBEHHbIC OIINOKU, HE
MOYET MOKa3aTh WHTEIUICKTYyaJIbHbIC HABBIKM PEIICHUS TIOCTABICHHOM 3a/1a4H.

— Ha OIICHKY «HEeYA0BJIETBOPHUTEIbHO» (1 0ayut) — 3ajaHue MIPeroaaBaTess BHIIOJHEHO YaCTUYHO,
o6yanomHﬁc>1 HE MOKCT BOCIIPOU3BECTH U OOBSCHUTD COACPIKAHUEC, HC MOXKCT IMOKA34aTh
HWHTCJUICKTYAJIbHBIC HABBIKW PCIHICHU A TOCTaBJICHHON 3aJa4i.



