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1 IloscHUTEILHAA 3aMUCKA

1.1 Ileap v 3aaa4M AUCHUILINHBI
Lens IUCHUIIIUHBI (MOOY/Is) - W3YyYCHHE TEOPETUUYECKUX MPOOJIeM W TPHKIAJTHBIX

aCTeKTOB CTaHJAPTHU3AlMU JOKYMEHTAIIMOHHOTO obOecrieueHus ynpasicHus (manee JIOY) B
Poccun u 3a py6exom.

3agauu TUCHUTIIUHBL (M00YI5):
- M3YYCHHE OCHOBHBIX TOHSTHH, UCIOJB3YEMBIX MPH MPOBEIACHUU PabOT MO CTaHAAPTH3AIUU

coepsr 10Y;

- u3ydenue ucropuu cranaapruzanuu JJOY B Poccuu;

- U3y4eHUE HOPMATUBHO-IIPABOBbIX OCHOB cTaHAapTu3anuu JOVY;

- U3y4eHre NHPOPMALIMOHHBIX CUCTEM M OCHOBHBIX MH()OPMAIIMOHHBIX PECYPCOB, HCIIOIb3YEMbIX
IpY OpTraHU3ally U NPOBeICHUH paboT no cranaapTuzanuu J0Y;

- U3y4€HHUE CTaHAapTOB, perynupytomux chepy 10OV B POD.

- U3yYEHHUE OCHOBHBIX IOHSATHUI, UCIOJIb3YEMbIX IPU MPOBEIECHUU PadOT MO MEXAYHApOIHOU
CTaHJapTU3alUH YIIPaBJICHUS JOKYMEHTALUEH;

- U3yUYEHHUE UCTOPUN MEXITyHAPOAHON CTaHJApPTU3ALMH yIIPABICHUS;

- U3y4Y€HHE HOPMATHBHO-NPABOBBIX OCHOB CTAHJIAPTHU3AallMM YIPABIEHUS JOKyMEHTAlMEW Ha
MEX1yHapOJIHOM YPOBHE;

- U3y4eHre NHPOPMALIMOHHBIX CUCTEM M OCHOBHBIX HH()OPMAIIMOHHBIX PECYPCOB, HCIIOIb3YEMbIX
IpU OpPraHU3allM W MPOBEIEHHM PadOT MO CTaHIAAPTU3ALMM YNpPaBJICHUS JOKyMEHTalueH Ha
MEX1yHapOJHOM YPOBHE;

- U3y4YEHHE MEXIYHAPOAHBIX CTAHAAPTOB, PETYIUPYIOLIUX chepy YIpaBiIeHUs JOKYMEHTAUeH u

CMEXXHBIX C Hell o0acTeii.

1.2 TIlepedeHb IVIAHUPYEMBIX Pe3yJbTATOB 00y4eHUS MO AMCIHUIINHE,
COOTHECEHHBIX ¢ HHANKATOPAMH J0CTUKEHUS KOMIIEeTEHIIUIl

Komnerennus NupukaTopbl KOMIeTeHI Ui Pe3yabTaThl 00yueHust

(K01 1 HAaMMEHOBAHHUE)

(K0oJT 1 HANMEHOBAHNE)

VYK-5. Cnocoben
BOCIIPHHUMATh
MEXKYJIbTypHOE PasHoo0Opasue
o0111ecTBa B COLMAILHO-
HUCTOPUYECCKOM, STHUECKOM U
¢duocohckoM KOHTEKCTaX

YK-5.1. JleMOHCTpUpPYET TOJEPAHTHOE
BOCIIPUATHE COLUAIBHBIX U KyJIbTYpPHBIX
pa3Iuyuui, yBaXXUTEIBHOE U OEPEXKHOE
OTHOUIEHHIO K HICTOPUYECKOMY HACIIEHIO
U KyJIbTYPHBIM TpaIUuLIHsIM

3namv: cneyuguky u mpaouyuu paziuyHix
KYbmyp U COYUATbHBIX 2PYIN

Ymemy: yeasrcumenvro u bepescro
OMHOCUMBCS K UCOPULECKOMY HACTEOUIO
U KYIoMmypHIM MPaouyusam

Bnaoemy. énademov nagvikamu 60CHpusmus
COYUANLHBIX U KYALIMYPHBIX PA3TUYULL
Hapoo08 mMupa

VK-5.2. TlposiBisieT B CBOEM NOBEICHUU
YBOKHUTEIEHOE OTHOIIICHHE K
HUCTOPHUUYECKOMY HACIIEIUIO U
COLMOKYJIBTYPHBIM TPAJAULHIM
Pa3UYHbBIX COLMANBHBIX TPYIIIL,
onuparoleecs Ha 3HaHUE ITAIOB

3uamo: coyuokynomypHule mpaouyuu
PASTUYHBIX COYUANLHBIX 2PYNN, IMaNb
ucmopuyeckoeo pazeumus Poccuu 6
KOHMeKcme MUposo ucCmopuu u

Ymemuw: npossname ysasicumenvroe
omHouleHUe K UCMOPUYEeCKOMY HACTeOUr0 U
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HUCTOpHYECKOT0 pa3BuTus Poccun B
KOHTEKCTE MHPOBOIl HCTOPHH U
KyJIbTYPHBIX TPAIUINUN MHPa

KYbIYDHbIM MPAOUYUSIM MUPA

Bnaoemuw: nasvikamu cobnooenus
DMUYECKUX HOPM U NPABUL NPU
63aUMOOCUCMBUL C OPYUMU COYUATILHBIMU
2PYRNAMU U HApOOamu Mupa

YK-5.3. IloHnMaeT MEeXKYJIbTYPHOE
pa3Ho00Opa3us 00IEeCTBa B €r0
Pa3IMYHBIX KOHTEKCTaX: (PUIOCOPCKOM,
COLMAIBHO-UCTOPUYECKOM, STHYECKOM

3namo: unocogckue, coyuanvro-
ucmopuyeckue u smuyeckue ocobeHHocmu
KYIbIMYp OpY2ux COYUanbHbix epynn u
Hapooos mupa

Ymems: nonumame mesickynomyproe
pasHoobpasus obwecmea

Bradems: nagvikamu 63aumoodeiicmsus ¢
PA3TULHBIMU COYUATTLHBIMU 2DYRNAMU U
Hapooamu Mupa

[1K-1. Bnaneet HaBbikamMu
pa3pabOTKU ¥ BHEAPECHHUS
JIOKQJIbHBIX HOPMATHUBHBIX
AKTOB IO JOKYMCHTAITHOHHOMY
00ECIICUCHHIO YIIPABIICHUS B
OPTaHU3AIMIX PA3THIHBIX
OpTraHU3aIMOHHO-TIPABOBBIX
tdhop™ 1 hopM cOOCTBEHHOCTH,
TOCyIapCTBEHHBIX OpTraHaxX U
OpraHax MECTHOTO
CaMOyTIpaBJICHUS

IIK-1.1. ITpumensieT 3HaHUS CTPYKTYPbI
rOCyJapCTBEHHBIX OPTaHOB, OPTaHOB
MECTHOTO CaMOYTIpaBJIEHUs,
OpraHM3aluil pa3IuIHbEIX Gopm
COOCTBEHHOCTH; HOPMaTHBHBIX U
NIPaBOBBIX aKTOB B cepe
JIOKyMEHTAILMOHHOTO 00ECIICUeHHUS
YIpaBJIeHNS]; BUAOBOTO COCTaB
JIOKaJIbHBIX HOPMATHBHBIX aKTOB I10
JIOKyMEHTALHOHHOMY OOECIIEYEHHIO
YIpaBICHUS NIPH Pa3pabOTKe JTOKAIbHbBIX
HOPMAaTHBHBIX aKTOB

3uamo.: cmpyxmypy eocyoapcmeenuvix
0p2anos, op2aHo08 MecmHo2o
CamMoynpasnieHust, OpeaHu3ayUl paziuyHbIx
dopm cobcmeenHocmuy, HOPMAMUBHO-
npasosvle akmol 8 chepe
O00KYMEHMAaYyUuoHHo20 obecneyenus
ynpaenenus

Ymems: ananuszuposams npasoguvle axmol 6
cghepe OOKyMeHMaYUoHHO20 obecneyeHus
YIpasieHus U BbIAGISMb U000 COCMAG
00513aMeNbHBIX TOKATLHBIX HOPMAMUGHBIX
axkmog

Braoems: nagvikamu npumenenus
00ue2ocy0apcmeeHHbix HOpM 6 chepe
O0OKYMEHMAayuoHHo20 obecneyenus
yRpasneHus. npu paspadomre 10KaAbHbIX
HOPMAMUGHBIX AKMO8

I1K-1.2. Pa3zpabaTbiBacT Ha OCHOBE
JIEWCTBYIOIINX TTPABOBBIX aKTOB
JIOKaJIbHBIC HOPMATHBHBIE aKThI IO
JIOKyMEHTAIMOHHOMY O0ECTIEYEHHIO
yIpaBIeHUS

3uamo: npasuna pazpabomxu 10KAIbHBIX
HOPMAMUBHBIX AKMO8, UX CIPYKMYpPY U
cooepaicanue
Ymems: paspabamuvieams nokanvivie
HOpMamueHble akmol 8 chepe
OOKYMEHMAYUOHHO20 0Oecneyenus.
YIpasneHusi 8 COOMEENCMEUU ¢
OeticmayiouwuUMU NPasosviMU AKm
Braodemu: nasvikamu noo2omosxu
nPOEKmMOo8 NOKALIbHBIX HOPMAMUBHBIX
AKMO8, UX CO2NACOBANUSL U YMBEPIHCOCHUS

I1K-1.3. BHeapsieT u akTyanusupyet
JIOKaJIbHBbIE HOPMATHBHBIX aKTHI 110
JIOKyMEHTALMOHHOMY 00€CIIe4EeHHIO
YIpaBIECHUS B TOCYAAPCTBEHHBIX
OpraHax, OpraHax MecTHOTO
CaMOYIPaBIICHHS U OPTaHU3ALIIX
Pa3IUYHBIX OPTraHU3aIlMOHHO-TIPABOBBIX
dhopM 1 HopM COOCTBEHHOCTH

3namv: nopsi0ok egedenus 6 delicmaue
JIOKATIbHBIX HOPMAMUGHBIX KOG O
OOKYMEHMAYUOHHOMY 0DeCneyeHuo
VAPAGACHUSL 8 20CYOAPCMEEHHBIX OP2AHAX,
OP2AHAX MECMHO20 CAMOYNPABICHUS U
OP2AHUBAYUAX PASTULHBIX OPSAHUSAYUOHHO-
npasoevix hopm u hopm cobcmeennocmu
Ymemo.: enedpsmo noxanvivle
HOpMAamugeHbie aKmbl

Braodemv: nasvikamu nepepabomxu u
AKMYanu3ayull TIOKAIbHbIX HOPMAMUGHIX
aKmos

1.3 MecTo TMCUMILTHHBI B CTPYKTYpPE OCHOBHOM 00pa3oBaTe/ibHOM
NMPorpamMmabl
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Juctunnuza (mMo0yns) «OpraHu3alliOHHBIE OCHOBBI CTaHAAPTH3ALUU  JTIOKYMEHTALMOHHOIO
obecrieueHust ympaiieHus B Poccum u 3a pyOeKoM» OTHOCHTCS K 4YacTd, (hopMupyemoun

y4aCTHUKaMHA O6pa3OBaTeJ'IbHBIX OTHOIIIEHUI OJI0Ka JUCHUITIINH yLIC6H01"O I1J1aHa.

Jnst oCBOGHUSI TUCHHUIUIMHBI (MOOY/s) HEOOXOIWMBI 3HAHUS, yYMEHUS W BIAJCHHS,
c(OpMUPOBAHHBIE B XOJC H3YUYCHUS CICAYIONNX AUCIHUILUIUH M TPOXOXKICHUS MPAKTHK:
Opranmzanus u texnonorus JOY; Hcropus rocymapctBeHHbiX yupexaenuii CCCP u P®;
WNndopmannonnsie Texnonoruu B JI0Y.

B pesynbrare OCBOEHUS AMCLUIUIUHBI (M0OYis) (HOPMUPYIOTCS 3HAHHS, YMEHUS U
BJIAJICHUsI, HEOOXOOUMBIE U M3YyYEHHs CIEIYIOIUX AMCUUIUIMH U IPOXOXKICHUS MPAKTHUK:
ApxuBosenenue; MHpopMamoHHO-TOKYMEHTAllMOHHOE 00ecrieueHe yIpaBICHUs IPOSKTaMU.

2  CrpykKTypa IMCUUNIMHBI

OO61mas TpyJ0eMKOCTh AUCHUILIIMHBI cocTaBmsieT 3 3.e., 108 u.

CTpyKTypa AMCUUIIMHBI 1JIs1 04HOH GopMbI 00yUeHUs!

O0pemM IUCHMIUIMHBI B (JOpME KOHTAKTHOW pabOThl 00yYaromIUXcs C MeAaroruyecKuMU
paboTHUKaMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMHU K peain3aliii 00pa3oBaTeIbHON pOrpaMMbl Ha
UHBIX YCIOBUSX, IPU IPOBEACHNUHU YUEOHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTtBo
9acoB
2 Jlexnn 24
2 CeMuHapbl/1a00paTOPHBIC PaOOTHI 36
Bcero: 60

O0beM TUCIUILTUHEL B (hopMe caMOCTOATENbHON pabOThl 00YYaIOIMXcs COCTaBIseT 48
aKaJIEeMHYECKUX YaCOB.

CTpyKkTypa IMCUMIJIMHBI V11 04HO-32049HO (opMbI 00yUeHHsI

O0beM IUCHUIUTUHBI B (pOpME KOHTAKTHOH PabOTBhl OOYYAIOMIMXCS C TMEAarorHueCKUMU
paboTHUKaMU U (WIJIK) TUIIAMH, TPUBJIEKAEMBIMU K peann3aiuyu o0pa3oBaTebHOM MPOrpaMMbI Ha
UHBIX YCJIOBMSIX, IPY IPOBEACHUH YUEOHBIX 3aHATUM!

Cemectp | Tun yueOHBIX 3aHATHIA KomnuecTBo
4acoB
2 Jlexuyn 16
2 Cemunapsl/nabopaTopHble paboThI 20
Bcero: 36

O0BeM AUCIUTUTHHBI B (POpME CaMOCTOSITEIbHOW paboThl 00YYAIOIIMXCS COCTaBIsACT 72
aKaJeMUIECKIX YacOoB.




CTpyKTypa JUCHUNIMHBI /I 3204HOI (pOpMBbI 00yUeHH s

O0beM nuciUIUIMHBI B (hOpMe KOHTAKTHOW PabOThl OOYyYalOMIMXCS C MEAarorn4ecKuMu

paboTHUKaMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMHU K peain3aliii 00pa3oBaTeIbHON pOrpaMMbl Ha
UHBIX YCIOBUSX, IPU IPOBEACHNUHU YUEOHBIX 3aHATHUIL:

Cemectp | Tun yueOHBIX 3aHATHIA KonnuecTtBo
9acoB
2 Jleknuun 8
2 CeMuHapbl/1a00paTOPHBIC PaOOTHI 16
Bcero: 24

O0beM TUCHUIUTUHBL B (POpME caMOCTOATENbHON pabOThl 00YYAIOUINXCS COCTABIsACT 84

aKaICMHUYCCKHUX YaCOB.

3 CoaepxaHue TUCHUIIMHBI

Ne [ HammeHoBaHme pa3aesa
AUCHMILINHBI

Conep:xanue

1. | BBenenme

IIpenmer,  coxmepkaHme M 3ajada  Kypca
«Cranmaptuzanus JJOY».

Ponb xypca «Crangapruzauusa JJOY». Mecto kypca
Cpeau JApPYrMX Hu3ydaeMblX AUCUHUILIMH. [loHsThs
«CTaHAAPTU3ALUD) U KyHU(PUKALIHD).

O030p UCTOYHUKOB U JIUTEPATYPHI 110 TEME.

2. | Pa3gen 1. Hcropus
cranaaprusanuu J10Y

Ponb I'maBapxuBa MoOCKOBCKOTO
roCyJJapCTBEHHOTO UCTOPUKO-apXHUBHOT'O MHCTUTYTA
B PCIICHUH BOMPOCOB OTPACICBOM YyHHUDUKAIIH
JIOKyMEHTOB. BemoMmcTBeHHAsS yHUPUKALUS
JIoKyMeHTOB B 1920-x r. BBeieHuE € IMHBIX YYETHBIX
dopM, TmepedHeld  TOKyMEHTOB, YHU(UKAIUN
onucanus B 1930-e ronpl. Ctangaptuzanusa JOY B
1960-80-¢ rr. Cranmaptsl cucrembl YCJ. EI'CJ,
rcoy, TUMOBAs UHCTPYKIHUA, npaBuiia
nenonpoussoactsa B @ONB u apyrue HopMaTuBHbBIE
nokymentel 1o JIOY wu wux BiMsHUE Ha
cranaaptuzanuio J[0Y B PO.

Knaccudpukanmmst kak  cocTaBHash — 4acTh
cranpapruzaiuu J{OY. Knaccudukaropsr TOCU un
METObI KJIacCU(PUKAINH nHpopmanuu.
Cranpaptuzauus JOY B 1990 rr.

3. | Pazgea 2. Opranm3anusi CHCTEMBI
cranaapruszauuu B Poccuiickoit
Denepanuu

Hctopust CTaHOBIIEHUS U PAa3BUTHUSL CHCTEMBI
cranaaprusauuu B PO.

XapakTepucTHKa 3aKOHOJATCIIHHBIX,
HOPMAaTHBHO-TIPABOBBIX aKTOB, HOPMAaTHBHO-
METOJIMYECKUX  JOKYMEHTOB W  CTaHAApPTOB,
periiaMeHTHPYIOLIUX MPOLECChl CTaHAApTU3ALUU B
Poccuiickoit deneparumn.




Oprasbl cTaHIapTU3alUl U cepTUUKALIU
Poccuiickoit  @enepanun: PocrexperyinupoBaHue
(l'occranmapt Poccun), Crannaptuadopm
(BHUMCranpaptuzauuu), BAHUTU, BHUMMAIII
u npyrue. Ix nHpopmanmoHHble pecypcesl.

HopmaTuBHbIE JTOKYMEHTBI U  CTaHIApPTHI,
pErIaMEeHTHPYIOIUE IPOLECChl  pa3paboOTKU U
BHEJpEHUs cTaH1apTOB B PD. OpraHsl U CTPyKTYpHl,
Y4acCTBYIOLIUE B 9TOM IIPOLIECCE.

Paznen 3. VYHupuxkamus wu
CTAaHJAPTH3ALUS
AOKYMEHTOBeI4eCKMX TEPMHHOB.

TepMHUHONIOTHSI OCHOBHBIX MOHATHI B JAaHHOU
coepe u ee sBomonus. Hayunsie auckyceun 1920-x
IT. 3akperieHue OCHOBHBIX TMOHSITHMN B
HOPMAaTUBHBIX JOKyMeHTax orpaciu B 1930-70-e rr.
YHudukanus 10KyMEHTOBETYECKONH TEPMUHOIOTHH.
I'OCT P 51141 -98 «/lokymMeHTOBEIEHUE 1 ApXUBHOE
neno. Tepmunsl u onpeaenenus». ['OCT P 7.0.8-
2013 «/loxyMEHTOBEIlEHUE M AapXUBHOE JEIIO.

TepMunbI u OMIPEACICHUS. [TonsTus
«J1eTIOIIPOU3BOJICTBOY, «JIOKYMEHTAIIHOHHOE
obecrnieueHue yIpaBIECHUS, «yIpaBlIeHUE

JOKyMeHTaMu». 1IOHATHSA «TIOATMHHUKY», «KOIH»,
«opuruHan» TepmuHoOrus, ncnoab3yemMas B chepe
JOVY, BxiIroueHHas B CTaHJAPTHI APYTUX OTpacieil.
TepMHHBI ~ «HOKYMEHT»,  «JOKyMEHTHPOBAHHAS
uHpOpMaLU», «opUIHATHHBIN JOKYMEHTY,
«CITyXKeOHBIN TOKYMEHT», «3aIUCh» U JIp.

O0630p IIPaBOBBIX U HOPMAaTUBHBIX
JOKYMEHTOB, COJEPXKAaIUX OCHOBOIOJAraroIue
JIOKYMEHTOBEUECKHE  TEPMUHBIL. O630p w
CONOCTABJIICHHE OCHOBHBIX JOKYMEHTOBEIYECKUX
TEPMHHOB B OTEUECTBEHHBIX M MEXAYHapOIHBIX
CTaHIapTOB.

Paznen 4. VYHupuxkanus wu
CTAHAAPTU3AUS JOKYMEHTOB Ha
Pa3IHYHBIX HOCHTEJISIX u
TeXHOJIOTHH padoThl ¢ HUMH.

VHudukanus A0KyMEHTOB Ha TPaJAMLIMOHHBIX
Hocutensax. Cranpmaptuzamuss W yHUHUKanus
YIPaBICHUYECKUX  JOKYMEHTOB.  JlelcTByromume
I'OCTer B obmactu JAOY s [OKYMEHTOB Ha
TpalULUMOHHBIX  Hocurensx.  CraHmaptel  Ha
«YHUOUIMPOBAHHBIE CHUCTEMBI  JOKYMEHTAIIUID)
(ToCT P 6. - 2003). T'OCT P 6.30-2003
«YHUOGUIMPOBAHHBIE  CHUCTEMBbl  JOKYMEHTAIIHH.
VHuduuupoBaHHas cHcCTeMa  OpPraHU3aLMOHHO-
pacropsauTenbHON JoKyMeHTanuu. TpeboBaHuS K
O(OPMIICHHIO JIOKYMEHTOB» M €ro 3BOJIOLMAL.
IIpaBoBbIe u HOPMAaTHUBHO-METOANYECKHE
JIOKYMEHTHI 110 TEME.

[lonsiTME  «JOKYMEHTHI Ha  MAIIMHHBIX
HocHuTessax». CTaHmapTU3auus MPOLECCOB CO3AAHUS
JIOKYMEHTOB Ha MAIIMHHBIX HOcHUTENsX. OCHOBHBIE
CTaHJAPTHI, PErJIAMEHTHUPYIOUIME BOIPOCHI CO3AAHUS




u UCIOJIb30BaHUs «MAaIIMHOYUTAEMBIX
JIOKYMEHTOB.
[TonsiTne «NIEKTPOHHBIN JTIOKYMEHT.

Crannmaptel, periaMeHTupyiomme  paboty ¢
DJIEKTPOHHBIMU  JOKyMEHTaMu  (IpaBWwia  UX
CO3/IaHUsl, UCTIOJIb30BaHUs, BOMPOCH! OIM(PPOBKU U
T.11.). Crangaptel Ha QopMaTbl SJIEKTPOHHBIX
JOKYMEHTOB. IIpaBoBBIE u HOPMAaTHUBHO-
METOAMYECKHE JOKYMEHTHI IO TEME.

Paznen 5. Cranpapruszanusi B
o0JacTax, cMexkHbIX ¢ JJOY.

TepMUHOIIOTMUECKUE CTAHAAPTBl  CMEKHBIX
obmacreil. CrangapTsl Ha aBTOMAaTH3MPOBAHHBIN
cucrembl ynpasinenus (I'OCT 25.702-85; T'OCT
34.03-90; TOCT 34.601-90; T'OCT 35.003-90).
CoBpemeHHblE  crnelMPUKAMM  HA  CHUCTEMBI
AJIEKTPOHHOTO JOKyMeHT00OopoTa. CTaHaapThl Ha
Oymary [uisi JOKYMEHTOB M UWHBIE HOCHUTENU
uHpopmanmu. CTaHAApTHl CUCTEMBl MEHEIKMEHTA
kauectBa ('OCT P UCO 9000-2008; TOCT P UCO
9001-2008 wu ngp.). CraHmapTel Ha CUCTEMBI
yOpaBlieHUs  JOKyMEHTaMH  (MeXIyHapOJHbIE
cranaaptel UCO cepun 30300) u cnemuduka ux
BHenpeHus B Poccun. CtaHmapThl MHBIX 00JacTel,
cMmexHbBIX ¢ JJOY.

Pasznen 6. Cranpaprusanusa 10Y
HAa COBPEMEHHOM JTare.

HopMatuBHBIE JTOKYMEHTHI W  CTaHIAPTHI,
perJaMeHTHpYIOIIME MpOLEecchl  pa3paboTKu U
BHenpenusi crangaproB JIOY B P®. Cucrema
CTaHJapTOB 10 HWHMOpMaIUU, OUOIHMOTEYHOMY U
uznarensckomy aeny (CUBUN).

Opranbl M CTPYKTYpbl, Y4YacTBYIOLIUE B
mpouecce  cranpapruzauuu - JIOY B PO.
Poccrananpar/TK 191  «Hayuno-texHuueckas
uHpopManus, OUOIMOTEYHOE U U3/1aTEIILCKOE JIEII0»
(BUHUTN). Poccranamapt/TK I91/TIK 4
«Ympasnenue  JgokyMmeHrauuein» (BHUMJANDD).
Poccranamapt/TK 459/TIK 6 <« Ku3HEHHBIH UK
AIIEKTPOHHOI'O JOKyMEHTO000pOTa» (300).
Poccranamapt/TK 076 «Cucrembl MEHEIKMEHTa»
(BHUUC). 1x pa3paboTkwu.

OO1ecTBEHHBIE OPTaHU3alUY, YIaCTBYIOIIUE B
npouecce crangapruzauuu J10Y B PO.

HammonaneHble CTaHIApTBl M POCCHIICKHE
aHAJIOTU  MEXAYHApOAHBIX  CTAHZApTOB  TIO
YOpPaBIEHUIO JOKYMEHTAIMel, HCIOJIb3yeMble B
OV Ha coBpeMEHHOM 3Tare.

Pa3zgen 1. MexayHapoaHas
OpraHu3anMs Mo CTAHAAPTU3AIUN
HCO wu ee cramaaprsl 1o
yIpaBJIeHUIO TOKYMeHTaIueil

Ucrtopuss cranoBnenus u passutus HCO.
OpranuzannoHHast CTPYKTYpa, npo¢uiIbHbIE
KOMUTETHl M  OCHOBHBIE  HallpaBlI€HHUA  UX
JEeSITETbHOCTH.
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OCHOBHBIE  TIpaBOBbIE W  HOPMATHBHO-
METOANYECKUE JOKYMEHTBI, pPEriiaMeHTUPYIOIINE
nesreabHocts NCO.

PocrexperynupoBaHue U CTENEHb €r0 y4acTus
B pabore WCO. CorpynauuectBo HMCO ¢
Poccuiickoit @enepanuei.

Texanueckni  komureTr KMCO  Ne 46
«Uuadopmanisi u  JOKYMEHTalus» W €ro
nogkomMuTeThl. Ilogkomurer Ne 11 «YmnpaBienue
apxuBaMu/IOKyMeHTaMu». [lepcrekTuBbl pa3BUTHS
KOMUTETA U HOBBIC MPOECKTHI.

Baxwneiimme paspabotku Komwurera B cdepe
ynpasneHusi gokymenrauued. Crangaptel 70-90-x
rofgoB. CoBpeMEeHHbIE CTaHAAPTHI MO YIPABICHUIO
JIOKyMEHTaMHU U CMEXHBIX cep.

0630p COBPEMEHHBIX POCCHUNCKHX
HallMOHAIBHBIX CTaHAAPTOB, CO3JaHHBIX Ha 0aze
MexayHapoaHbix ctanaaptoB UCO.

Pazgen 2. MesxkayHapoaHasi
3JIEKTPOTEXHUYECKASI KOMUCCHUS U
ee CTaHAapThl IO YNPABJICHUIO
AOKYMEHTAaluel.

Wcropuss cranoBineHuss u paspurtus MOK,
CTPYKTypa U OCHOBHbIE HApaBJICHUS J1€ATEIbHOCTH.
HanuoHanpHbple KOMUTETHI IO CTaHAAPTU3ALUU —
yinensl MOK. PocrexperyinpoBaHue U CTENEHb €ro
yuactust B pabore MOK. OcHOBHBIE TpPaBOBBIE H
HOPMAaTUBHO-METOIUYECKUE JIOKYMEHTHI,
pernameHTHpyromue aestenbHoctb MOK u  ee
coTpyanndectBo ¢ Poccuiickoit deneparmei.

Baxwneiimme paspabotku MDOK B chepe
YIIpaBICHUS JIOKYMEHTAIUEH. CoBpemMeHHbIE
CTaHAapThl [0  YNPAaBICHUIO  JOKYMEHTaMH.
[TepcnextuBbl pazsutuss MOK 1 HOBbIE TPOEKTHI.

0O0630p POCCHICKHX HAI[MOHATTLHBIX
CTaH/JapTOB, CO3/IaHHBIX Ha 0a3e MeXAyHApOIHBIX
cranaaproB MOK.

10

Paznen 3. Unble MexkayHAPOAHBbIE
OPraHM3alUMHU N0 CTAHAAPTHU3AIUMA
U MX CTAHAAPTHI M0 YNPABJICHUIO
AOKYMEeHTalueu.

MO3M, EBponeicknii KOMHUTET 1o
craHmaptu3auuu, EBporeiickas opranuzamus Io
KauecTBY U ApYyTHE.

OcHOBHbIE  TpaBOBbIE W HOPMATUBHO-
METOJINYECKUE JOKYMEHTBI, PErJIaMEHTUPYIOLUE UX
JIeATENIBHOCTh M COTpYIHHMUECTBO ¢ Poccuiickoit
denepauueil.

Baxwneiimme pa3paboTKu 3TUX OpraHU3aluid B
obnacTu yrnpaBieHus JOKyMeHTanue. Poccuiickue
CTaHJapThl, CO3/IaHHbIE Ha UX Oa3e.

Crenuduxanus MOJENbHBIX TpeOOBaHUM K
YIPaBJICHUIO JIEKTPOHHBIMU TokyMeHTamu (Model
Requirements for the Management of Electronic
Record. Specification.)- MOReq. MOReq 2.
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Paznen 4. IIpodeccmonanbHbie
o0beIMHEHHUS] CNENMAJIHNCTOB B
obJacTu ylpasBJieHUs
uHdopmanueil U JTOKyMeHTaluei,
BJIMSAIIOINE HA Nponecchbl
CTAHJAPTH3ALNH.

Accormanys ynpasisommX J0KyMEHTalue u

aaMuHucTpatopoB  (Association  of  Records
Managers and Administrators).
MexayHapoAaHbli TPECT 10  YIPABICHUIO

nokymeHnTanuei (International Records Management
Trust).
[Munpaus ynpaBisiiolux JOKYMEHTAIUEH.

4 (OoOpa3oBaTesibHbIE TEXHOJOTHH

st mpoBeieHust y4eOHBIX 3aHATHIM 0 TUCIUIUIMHE UCTIONB3YIOTCS Pa3InvyHbIe 00pa30BaTEIbHBIC
TexHoJoruu. J{ns opraHuzanuu y4eOHOTO IMpoliecca MOXKET ObITh HUCIIOJIB30BAHO SJIEKTPOHHOE
oOyueHue u (WIn) AUCTAaHIIMOHHBIE 00pa30BaTEIbHBIE TEXHOJIOTHH.

5 OueHka IIAHUPYEMBbIX Pe3yJbTAaTOB 00y4YeHHs
5.1 Cucrema oleHNBAHUS

dDopMa KOHTPOJIA Makc. KOJIM4€eCTBO
0aJli10B
3a oany Bcero
padorty
Tekymmit KOHTPOJIb:
- onpoc 5 bannos 30 6annos
- yuacmue 6 OUCKyccuu Ha cemunape |5 6annos 10 6annos
- konmponvHasa paboma (memot 1-3) |10 6annos 10 6annos
- KoHmpoavHas paboma (memwvt 4-5) |10 6annos 10 6annos
[TpoMexyTouHas aTTecTalus 40 6annos
(pegpepam)
HToro 3a cemecTp (Oucyuniuny) 100 6annos
9K3aMeH

[Tony4yeHHBII COBOKYIHBIN PEe3yIbTaT KOHBEPTHPYETCS B TPAIUIIMOHHYIO KAy OIICHOK U B
HIKaTy OIIeHOK EBporieiickoii cucteMsl epeHoca 1 HakoruieHust kpeautos (European Credit
Transfer System; ganee — ECTS) B cooTBeTCTBHHM ¢ TabIUIIEH:

100-6ayu1pHast TpazmionHas mKana IIxana
[IKaJia ECTS
95— 100 OTiIn4yHO A

83 -94 B

68 — 82 Xopo1o 3a4TE€HO C

56 - 67 y D
50_55 JOBJICTBOPUTEIIHLHO E
20-49 FX
0-19 HeynosnerBoputensHo HE 3aYTEHO F

5.2 Kpurepum BbICTABJCHHUS OLEHKH 110 AUCHUILIAHE
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Bamnel/
Ixama ECTS

Ouenka 1o
IUCLIUTUINHE

Kputepun onieHKH pe3ynbTaToB 00yUeHus 10 JUCLUILIUNHE

100-83/
AB

«OTJIHUYHO»

BricraBisiercs o0yuaromemMycs, €ciii OH IrIyOoKo U
MPOYHO YCBOMJI TEOPETUUECKUN U MPAKTUUECKUI
MaTepua, MOXXET IPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U
B X0J1€ MPOMEXKYTOYHON aTTECTALUU.

OO0yuaronuiics ncueprbIBaroIIe U JOTHUYECKH CTPORHO
u3naraet yueOHbI MaTepual, yMeeT yBsA3bIBaTh TEOPHIO C
MIPaKTUKOM, CIIPABIISETCA C PEIICHUEM 3aay
npoheccHoHaNBbHOM HAIIPaBIEHHOCTH BBICOKOTO YPOBHS
CJI0HOCTH, MMPABUILHO 000CHOBBIBAET MPUHSATHIE
pelIeHus.

CB000IHO OpUEHTHPYETCS B yueOHOM 1
npoeccuoHaNbHOM JTUTEpaType.

OrneHka 1Mo JUCHUTUTMHE BBICTABIISIOTCS 00YYarOmEMYyCs C
YYETOM PE3YIbTATOB TEKYLIEH U IPOMEKYTOUHOMN
aTTeCTalUu.

KomnereHuyu, 3akperni€HHble 3a JUCUUIUIMHOM,
c(hOpMHPOBAaHbI HA YPOBHE — «BBICOKHI.

82-68/

«Xopomo»

BrictaBisiercs o0yuaromemycs, €ciii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHal, TpaMOTHO U IO
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOZE
MIPOMEXKYTOUYHON aTTECTAllMH, HE JIOITyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUIBLHO MPUMEHSIET TEOPETUICCKUE
MOJIOKEHUS MTPU PELLICHUU TPAKTUYECKHUX 3a/1a4
pohecCHOHaNBbHON HAMIPaBIEHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIeE€T HEOOXOAUMBIMHU JIJIsl 3TOTO HaBBIKAMHU
Y IpUEMaAMH.

JlocTaTouHO XOPOIIIO OPUEHTUPYETCS B yUeOHOU U
npoeccuoHaNbHOM JTUTEpaType.

OreHka o JUCIUILIMHE BBICTABISIOTCA 00yYarOIIEeMycs C
Y4ETOM PE3yIbTAaTOB TEKYIIEH U IPOMEKYTOUHOU
aTTeCTalUu.

KomnereHumu, 3akpeniéHnble 3a JTUCUUIIIIMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D.E

«yIOBIIETBOPU-
TEJIHLHOY

BricTaBnsercst o0ydaromemycs, €Ciiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepHall,
JIOTTYCKaeT OT/JENIbHbIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHAX U B X0JI€ IPOMEKYTOUHOM aTTECTalUH.
OO0yuarouuiicst UCTIBITHIBAET ONPEAEIEHHBIE 3aTPY IHEHUS
B IPUMEHEHHUU TEOPETHUUECKUX MOJO0KEHUN MPU PEILICHUH
MPAKTUYECKUX 3aj71a4 MPOo(heCcCHOHATBHON HallPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOXKHOCTH, BJIaJICET
HEO0OXOUMBIMHU I 3TOT0 0a30BBIMHM HAaBbIKAMU U
MpUEMaMHU.

JleMOoHCTpUpYy€eT 1OCTaTOUHBIM ypOBEHb 3HAHUS yUueOHOU
JUTEPATYpPhl 10 JUCHUILIMNHE.
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bamier/ Oruenka o Kpurepuu otieHKH pe3ynbTaToOB 00yUEHHUS 110 JUCITUTITMHE

IIxana ECTS | qucuuruinae
OreHKa 1o JUCIUILIMHE BBICTABIISIOTCS 00YJarOIIEMYCs C
YYETOM PE3yJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTal|u.
KomnereHnumu, 3akpeni€éHHble 3a TUCIUIIITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBI.

49-0/ «HEYJIOBJIETBOpPHUTE | BrIicTaBisercs o0ydaromemMycs, €CIi OH HEe 3HAeT Ha

F,FX JBHO» 0a30BOM YpOBHE TEOPETUUECKHUI M MPAKTUICCKUIN

MaTepHal, JoIycKaeT rpyOblie OUIHMOKH IpU ero
U3JI0’KEHUN Ha 3aHATHAX U B X0/I€ TIPOMEKYTOUHOMH
aTTecTalluu.

OOyuaromuiics NCIIBITBIBACT CEPHE3HBIEC 3aTPy THEHNUS B
NPUMEHEHUN TEOPETUUECKUX MOJIOKEHUH MPU PEeLIeHUN
NPaKTHYECKHUX 3aa4 MPO(ECCHOHANBHON HAPABIEHHOCTH
CTaHJAPTHOTO YPOBHS CII0KHOCTH, HE BIIaJeeT
HEOOXOAMMBIMH ISl 3TOTO HABBIKAMHU M IPUEMAMHU.
JlemoHCTpHpYeT (pparMeHTapHbIe 3HAHUS y4eOHOMH
JUTEPATYPHI MO AUCIUIIIHHE.

OreHKa 1Mo JUCHUIUIMHE BBICTABIISAIOTCS 00YYarOmEMyCs C
YYETOM PE3YJbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTalluu.

KomrmeTeHny Ha ypoBHE «I0CTaTOUHBII, 3aKPETIIEHHBIC
3a JUCLUILIMHON, He COPMHUPOBAHBIL.

5.3 OueHo4HbIe cpeacTBa (MATEPHUAJIBI) AJIS TEKYLIEr0 KOHTPOJIS
yCIeBaeMOCTH, IPOMEKYTOYHOH ATTeCTAMH 00y4aroIUXCs M0

AUCHMUIIJIMHE
IIpumepHas TemaTuka pedeparToB (TeMbl sl I¢Ce)

1. 3HaveHue U PO CTAHIAPTU3AIUH [T JOKYMEHTAIMOHHOTO 00ECTICUeHHS yTIPaBICHUS

. OCHOBHBIE ATambl pa3BUTHS cTaHAapTU3auu B chepe 10V

. HopmatuBHo-11paBoBoe oOecnieueHue ctanaprusanuu B PO.

. Opranuszanus cucTeMbl cTanaapTu3auuu B PO

. OcHOBHBIE OpraHbl U CTPYKTYPbI CUCTEMBI CTaHAapTU3aLK B PD

. @opMHpOBaHUE U PA3BUTHE CUCTEMBI CTAHJAPTOB, UcMoyb3yeMbIX B JIOY.

. Yaudukanuus u cragaapruzanus repmuaonoruu JOVY.

2
3
4
5
6. Ctpyktypsl PocTexperynupoBanus, BOBJICYEHHBIC B Ipoliecc cTanaapTuzanuu cheps [JOY.
7
8
9

. Crangaptsl, peryaupymoomre padoTy ¢ JOKyMEHTaMU Ha MAIIMHHBIX HocuTensx. Mcropus

CO3JaHUs U aHAJIN3.

10. CoBpeMeHHbIE CTaHAAPTHI, IpUMeHsieMble B chepe JOY.

11. HamuoHanbHble CTaHAApPTHl AHAJIOTM MEKIYHAPOJIHBIX CTaHAAPTOB [0 YHIPABICHUIO

JIOKYMEHTAUEH.

12. Poms BHUNJIA /L B Bo3pokaennn cranaaptusanuu cepst JJOY.
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KOHTpOJ’ILHble BOIIPOCHI AJISl aTTECTAIlMH IO UTOTraM OCBOCHUSA TUCIHUINJINHBI:

1. 3nauenue u ponb cranaaptuzauuu 11 J10Y

2. OcHOBHBIE 3Talbl Pa3BUTHs CTaHAapTH3auu chepsl JOY

3. HopmaTuBHO-IIpaBoBOe o0OecrieueHne cTanaapTu3anuu B PO.

4. OOmas CTpyKTypa U HaIlpaBJICHUs JI€ATEIbHOCTH OCHOBHBIX OPraHOB MO CTaHAApTU3aLMU B
PO.

5. OO0mas xapakTepucTHKa CTaHIApTOB, IpUMeHsieMbIX B chepe OV,

6. CrangapTuzanys OCHOBHBIX JOKYMEHTOBEIUECKUX TEPMUHOB.

7. CraHmapThl, peryjaupyomme padoTy ¢ JOKYMEHTaMU Ha MAaIIMHHBIX HocuTensax. Mcropus
CO3/IaHUA U aHAIIU3.

8. CoBpeMeHHBIE CTaHJapTHI, IpUMEHsseMbIe B cdepe JJOY.

9. IToHATHS «TOKYMEHT», «3aIIUChY, «I0KyMEHTHUpOBaHHasi UH(OpMalMsh B CTaHAapTaXx.

10. HarmonanpHbIE CTaHIAPTHI — aHAJIOTH MEXAYHapoaHbIX cTaHaapToB NCO.

11.TOCT P UCO 15489-1-2007 u ero 3Hauenne mist Poccuu.

12. TK 191 CUBU/ u ero pons B crangaptuzauuu J[OY B PO.

13. OtpacneBble TEpPMUHOJIOTUYECKUE CTaHAApThl PD: nctopus co3qaHus U pa3BUTHSL.

14. CrannapThl Ha YHU(DUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH.

15.TOCT P 6.30-2003 u cBsizaHHBIE C HUM HOpMaTUBHbBIE TOKYMEHTHI JJOY B PD.

IIpumepHas TemaTnka pedepaton

1. 3HaueHune cTaHAAPTU3ALMM AJIs1 YIPABICHHS TOKYMEHTALUEH

2. MexnyHapoaHble OpTaHU3aluy CTaHAapTHU3ALUH.

3. OCHOBHBIE ATallbl Pa3BUTUA MEXIYHAPOIHOW CTAHIAPTU3ALUK YIIPABJICHUS TOKYMEHTAIIUEH
4. MexnyHapoaHas opranuzanus no crangaprusanuu (MCO): uctopust co3nanusi, CTpykTypa u
HaIpPaBJICHUS AESITEIbHOCTH.

5. HopmaTuBHBIE JOKYMEHTHI, periamMeHTupyomue aesreasHocts CO.

6. HopmaTuBHBIE TOKYMEHTHI, perIaMeHTUpPYIOIHe pa3padoTky cranmapTos B MCO.

7. Cranpaptel UCO 1o ympaBieHHMIO TOKYMEHTalMel u cMexXHbIX obnactedt 70-90-x rr. M ux
BiausHUE Ha ctanaaptuzanuio JI0Y B CCCP.

8. Ananu3z coBpeMeHHbIX ctanaapToB MCO, npumeHsiemMble B yIpaBiIeHUH JOKYMEHTalUEH.

9. MexnayHnapoaHas snekTpoTexHudeckas komuccusa (MOK): ucropusi co3ganusi, CTpykTypa u
HATPaBIICHUS ACSITEILHOCTH.

10. OcHOBHBIE HOPMATUBHBIE TOKYMEHTBI, PETIIAMEHTHUPYIOIINE OPraHU3aLUI0 U JIEATENbHOCTh
MDOK.

11. CoBpemennsie crangapTsl MOK, nprumeHsieMble B yIIPaBICHUH JOKYMEHTAIUEH.
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12. EBpomneiickas opraHu3anuss [0 CTaHIApTU3alMM: MCTOPHUSl CO3JaHus, CTPYKTypa,
HalpaBJICHUs JEATEIbHOCTH M JOKYMEHTHI, pErjJaMEeHTHpYIoIue ee AesTeabHOCTh. (JIrobas
Jpyras eBpolelckas opraHM3alus, BOBJIEYEHHas B MPOLECC CTaHIApTH3alMU - 1O BbIOOpY
CTYJICHTA).

13. CoBpeMeHHbIE CTaHAAPTHl €BPONEUCKUX OpraHU3alMil MO YNPaBICHUIO JTOKyMEHTALUEH.
(Onucanue, CpaBHUTENBHBIA aHATIN3 U T.I1.)

14. CoBpeMeHHblE CTaHIAPThl U CHEIM(UKALMU €BPONEHCKUX OpraHu3aluidi 1Mo o0jacTsiM,
CMEXXHBIM C YIIPaBJIEHHEM AOKyMeHTanuel. (Onucanue, CpaBHUTEIbHBINA aHAJINU3 U T.I1.)

15. AHanu3 mnyOJMKanWidi OTEYSCTBEHHBIX W 3apyOSKHBIX aBTOPOB IO MpodiIeMam
MEXYHapOAHOM cTaHAapTU3aLuHU YIPaBICHUs JOKyMEHTAIEH.

16. ®enepanbHOE areHTCTBO IO TEXHUUECKOMY PETYJIMPOBAHUIO U METPOJIOruy, kak wiedn MCO u
MDOK.

17. Crpykrypsl PocrexperynupoBaHusi, y4yacTBYIOIIME B MEXAYHapOIHOW CTaHAApTH3ALUU
yIpaBJIEHUs TOKyMEHTalUEH.

18. Texunueckuii komuret 46 NCO: nuctopus coznanus, CTpyKTypa, HallpaBJIeHUs ACSITEIbHOCTH.
19. Opranuzanuss ¥ mpoBeneHUs padoT Mo pa3pabOTKe HALMOHAIBHBIX CTAaHAApPTOB Ha 0aze
MEXIyHapOAHBIX CTAaHAJAPTOB.

20. IIpodeccuonanbHble 00OBEAMHEHUS CHEIHUAINCTOB B O0JACTU YIPABICHUS JTOKYMEHTALUU:
Hctopus co3nanus, CTpyKTypa, OCHOBHBIE HAalpaBJIECHUs JESITEeIbHOCTH, TpoekTsl. (Ha nmpumepe

KOHKPETHOT'O 00BEAMHEHHUS 10 BBIOOPY CTY/ICHTA).

KoHTpo/IbHBIe BONPOCHI M 3a/IaHHUSl VIS NPOMEKYTOYHOW aTTecTallMd MO HMTOram

OCBOCHHSA JTUCIHUILINHBI

—

. Ponp MexayHapoiHOM CTaHJapTU3AIMK B YIIPaBJIEHUHN JOKYMEHTaLUEH.

. MexnyHapoaHble OpraHUu3aluy CTaHAapTU3ALUH.

. OCHOBHBIE ATaIbI Pa3BUTHSI MEXAYHAPOIHON CTaHIAPTU3ALMK YIPABIEHUS TOKyMEHTALUEH.
. UCO: ucropus coznanusi, CTpyKTypa 1 HallpaBJICHUS JEATEIbHOCTH.

. Oransl pazpabotku ctannaptoB B MCO; BO3MOKHOCTH y4acTHsl B X pa3paboTKe.

. Cranpaptel MCO 1o ynpaBieHuIo JOKyMEHTalMel 1 cMexXHbIX obsactei 70-90-x rr.

. CoBpemennsle crannaptsl MCO, npuMeHsieMble B yIPaBIEHUU TOKyMEHTALUEH.

. MOK: ucropus co3nanus, CTpyKTypa U HalpaBJI€HUA ESITEIbHOCTH.

O 00 I N Nk~ W DN

. Oransl pa3paboTku ctannapToB B MOK; BO3MOKHOCTB yyacTus B MX pa3paboTKe.
10. CoBpemeHnHble ctanaapTel MOK, npumeHsiemMble B yIpaBiIeHUH JOKYMEHTALUEH.
11. EBpomneiickas opraHu3anuss [0 CTaHIApPTU3alMM: MCTOPHUS CO3JaHus, CTPYKTYypa,

HaImpaBJICHUA JCATCIbHOCTU U JOKYMCHTBI, PEITIAMCHTUPYIOIHUE €€ ACATCIIbHOCTD.
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12. CoBpeMeHHbIE CTaHAAPTHI EBPONEUCKUX OPraHU3alMH 110 YIIPABJICHUIO JOKYMEHTAUEH.

13. Uctopus yuactusi Poccuu B paboTe 1o MEXTyHApOIHOM CTaHIapTHU3AIIIH.

14. CoBpemMeHHass OpraHu3alys CUCTEMbl CTaHIAPTU3AIMK YIIPaBICHUs JOKyMeHTanueil B PD,
y4YacTBYIOIIasi B MEXKIyHaPOJHON CTaHAApTU3aLUU CPephl yIpaBIeHUs TOKYMEHTALUEH.

15. Drambl opraHu3anu ¥ NpoBeACHUS padoT 1Mo pa3paboTKe HAIIMOHAIBHBIX CTaHAApTOB B PD
Ha 0a3e MeXIyHapOJHBIX CTaHJAPTOB.

16. PoctexperynupoBaHue: UCTOPUSI CO3/IaHUs, CTPYKTypa, HaNpaBlIEeHUS NEATEIHLHOCTH U €ro
POJIb B MEXKTyHAPOJHON CTaHAAPTH3ALINY.

17. UCO/ TK 46: uctopust co3manusi, CTPYKTypa, HallPaBJICHUS JACSITSILHOCTH.

18. UCO/TK46/T1K 11: uctopus co3manus, HallpaBiIeHUs ACATEIHHOCTH, pa3padO0TKH.

19. 3HaueHne MEXIYyHAPOIHOW CTaHAAPTH3AIUMU YIPABICHUS JOKyMEHTAIMEeH I pa3BUTHSL
HOpPMAaTUBHOM 0a3bl 31T0i1 ceprl B PD.

20. HanuoHanbHBIE CTaHAAPTHI — AHAIOTH MEXKIYHAPOIHBIX CTAaHAAPTOB IO YIPABICHUIO
JTIOKYMEHTAIEH.

21. Accouuanus ynpaBIsIOIIUX JOKyMEHTAIMe U afiMUHUCTpaTopoB (Association of Records
Managers and Administrators): HICTOpHsI CO31aHuUs, HAIPABICHUS JESITEIbHOCTH, IIPOCKTHI.

22. MexayHapoaHBId TpecT 1O ymnpaBieHuto jgokymeHrtammedd (International Records

Management Trust): uCTOpHsI CO3IaHsI, HATIPABJICHUS ICATEIHHOCTH, IPOSKTHI

6 YueOHO-MeTOAMUYECKOE M HH(OPMALMOHHOE O0eceYeHue U CIUTTHHbI

6.1 Crnucoxk MCTOYHHMKOB M JIMTEPATYpPbI
Hcemounuxu
OcHosHbie

1. denepanbubiii 3akoH oT 27 ngexadbpss 2002 roma Ne 184-®3 «O TeXHUYECKOM
perymupoBaHum» (B pen. 0105.04.2016) // http:www. gost.ru (pexxum gocTyna CBOOOIHBIH).

2. ®enepanbubiii 3akoH OT 29.06.2015 Ne 162-®3 «O cranmaptuzauuu B Poccuiickoit
Oeneparm» (B pea. ot 03.07.2016) // http:www. gost.ru (peskuM A0CTyma CBOOOTHBIN).

3. TOCT P 1.12-2004 «I'ocynmapcTBeHHas cucTemMa cTraHaaptuzauuu Poccuiickoit
Oenepannn. CTaHIapTU3ALUKA U CMEXKHBIE BUJBI ICSITEIBHOCTA. T€PMUHBI U onpeneseHus». M.:
Crannmaptundopm, 2004.

4. TOCT P 1.2-2014. Crangaptuzauua B Poccuiickoit ®epepanuu. CrannapTsl

HanmoHanpHBIe Poccuiickoit @enepannu. [IpaBuna pa3paOoTKH, YTBEp)KACHUS, OOHOBIICHUS U
otMmenbl. M.: Craranaptundopm, 2014.

5.TOCT P UCO 15489-1-2007 «Cucrema ctangapToB 1o uHpopmanuu. bubnuoreunomy u
U37aTeIbCKOMY Jleny. YrpaBieHus qokyMeHTamu. OOmme tpedoBanus». M.: CtangapTuadopm,
2007.

6. TOCT P HNCO 23081-1-2008 «CHUBU/I. IIpoueccsl ympaBieHHs TOKYMEHTaMH.
Mertanannbie s nokymMeHToB: Yacte 1. [Tpuamuney. M.: Ctannaptaadopm, 2008
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7. TOCT P UCO 22310 — 2009 «CUBW/I. PykoBOACTBO JuIsi pa3paOOTIYMKOB CTAHAAPTOB,
CTaHABJIMBAIOIINUX TPEOOBAaHUA K YIPABIEHUIO JokyMeHTamMuy. M.:Crangaptundopm, 2009

8. T'OCT P 7.0.8.-2013 CUBU/. «/lenonpous3BoACTBO U apXWUBHOE Jen0. TepMUHBI U
omnpenenenus». M.: Cranaaptunadopm, 2013.

9. TOCT P HUCO 30300-2015 «CUBUA. Cuctemsl ynpapieHus qokymeHtamu. Oomue
HOJIOXKEHHUs U cioBapb». — M.: Crannaptundopm, 2015

10. 'OCT P HUCO 30301-2014 «Uudopmanust n gokymentanus. Cucrema MEHEIKMEHTA
3anuceit». — M.: Crannaptungopm, 2014.

11. TOCT P HCO 30301-2017 «CHUBUJ. Cuctemsl ynpaBleHUSI0KYMEHTAMHU.
TpeboBanus». — M.: Crannaptundopm, 2017.

12. TOCT P 7.0.97-2018 «CUBN/I. Opranu3aiioHHO-paciopsiAUTEIbHAS TOKYMEHTALINS.
TpeboBanus k opopmiieHuto 10kyMeHToB». M.: Ctangapturdopm, 2018.

Hononnumenvhule

1. TOCT P 1.5-2012 «Cranmaptuzauusi Poccuiickoit ®enepaunu. CrannapTsl
HalMoHasnbHble. [IpaBuia mocTpoeHus, H3NOXKEHUS, OGOpMICHHS H 00O03HaueHus». M.:
Crangaptungopm, 2012. 24 c.

2. TOCT P 1.7-2008 «Cranpaptuzauuss B Poccuiickoit ®enepanuun. CraHaapTbl
HarmoHanpHbIe Poccuiickoit denepanmu. [IpaBuina ohopmiieHuss u 0003HaYCHUS MTPHU pa3padboTKe
Ha OCHOBE MPUMEHEHUS MEKAYHApOIHBIX cTaHAapToB» -M.:Cranaaptuadopm, 2008.

3.TOCT P 51141-98. Jlenonpou3BOACTBO U apXUBHOE Je10. TepMHUHBI U onpeaeneHus. M.:

I'occranpapt Poccun, 1998. 7c.;

4. TOCT 6.10.4-84. Tlpunanve 1OpUAMYECKON CUIIBI TIOKYMEHTAM Ha MAIIMHHOM HOCHUTENE
¥ MalImHOTpaMMe, CO3/aBa€MbIM CpPEICTBAMH BBIYMCIUTENbHOW TexHukH. M.: T'occranmapr,
1984.

5.TOCT P 6.30 — 2003 YHudpuuupoBaHHbIe CUCTEMbI TOKYMEHTAIUU. YHU(PUIUPOBAHHAS
CHUCTEMa OPTraHM3AIMOHHO-PACTIOPSAUTEILHON JOKyMeHTaruu. TpeboBanus K 0o(OpPMIICHHIO

nokymeHToB. M. U3a-Bo crannaptos, 2003
6.TOCT P CO 9000-2015 Cuctembl MeHeKMeHTa KadecTBa. OCHOBHBIC TTOJIOXKEHHMs U ciioBapb. M.: Ctanaaptuapopm,

2015;
7.TOCT P CO 9001-2015 Cucremsl MeHeDKMeHTa KadecTBa. Tpedosanus. M.: Crangaprundopm, 2015;
8. T'OCT P MCO 9004-2004 CuctemMbl MEHEIKMEHTA KadyecTBa. PeKOMEHOAIMU MO YIYYLICHUIO AESTEIBHOCTH. M.:

Cranmaprundopm, 2004;

9. UCO 15489-2 2001(R) «Mudopmanus u foOKyMeHTaMs. YIpaBIeHHUs 3anucIMu. YacTb
2». 'occranpapt Poccun. ®I'YII BHUMKN.M.: 2003.

10. UCO 15489-1 -2001 (R) «Mudpopmanus u JOKyMeHTAIus. YTpaBICHUS 3alUCIMHU.
Yacte 1: O6mme tpeboBanus». ['occtanaapt Poccun. ®I'VII BHUHMKU.M.: 2003.

NCO 5127 (R) «Mudopmanus u gokymenrtarusi. CinoBapey» (ISO 5127 Information and
documentation — Vocabulary). Part 1:1983 «OcHoBuble moHsTHS», Part 2: 1983 «JlokymMeHTHI
TpaAUIIMOHHOTO TUMay, Part 3: 1988 «MkoHorpaduueckue nokymeHts», Part 3A: 1981 «Co6op,
uAeHTU(DUKAIMS U aHATTU3 IOKyMEHTOB U JaHHBIX», Part 6: 1983 «JlakyMeHTHBIE s13bIKN», Part 11:
1987 «AyanoBu3syanabHble JOKYMEHTBI» U JIP.

MDK 82045-1:2001 (R) «Ympasienue nokymenramu. Yacts 1. [IpuHIUIIBI 1 METOIBD)

MoReg 2. TunoBsie TpeboBanus k ACD/I. Cnerudukarus.

1.TOCT P MCO 9000-2008 CucteMsl MeHeIKMeHTa KadecTBa. OCHOBHBIE TIOJIOKEHHS U CIOBaph;
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2.TOCT P MCO 9001-2008 Cuctembl MeHeKMEHTa KauecTBa. TpedoBaHus;

3.TOCT P UCO 9004-2001 Cucrembl MeHeKMEHTa KauecTBa. PekoMeHIauy 1o yJIydlIeHUIo JesITeIbHOCTH;

HNCO 15489-2 (R) «Mudopmarusa u nokyMeHTamus. YTOpaBieHUs 3anmucsaiMu. Yacts 2».
I'occranpapt Poccun. ®I'YIT BHUMKU.M.: 2003.
HNCO 15489-1 (R) «Mudpopmanms u AOKyMeHTanus. YnpasieHus 3anucsiMu. Yacte 1:

O6mue TpedoBanmsi». 'occranmapt Poccuu. ®I'YIT BHUMKN.M.: 2003.

Jlumepamypa
OcHosnast
1. Bapnamona JI.H. Crangaptu3zanus ynpaBieHus J0KyMeHTaMH. YueOHuk. M.: U31-Bo
TEPMUKA, 2018. 504 c.
2. Bapnamosna JI.H. Crannapru3zanus nenonpousBoiactsa B PCOCP-CCCP-P®: YuebHoe
nocobue. M.: U3n-Bo «CnyTHUK+», 2016. 200c.
3. Bapnamosna JI.H., baton JI.C., bactpukoBa K.A. Ynpasnenue nokymMeHTanuen: AHrio-
PYCCKUI aHHOTUPOBAHHBIN CIOBaph CTaHIAPTU3UPOBAHHON TepMuHOIOruu. M.: M31-BO
«CnytHuk+», 2017. 399¢

O0ONONHUMENbHAS
1.Kpeimoa I'.JI. OcHOBBI cTaHIapTH3alMA CEPTUPHUKANHA, METPOJOTHU: YUCOHHMK IS

BY3os, 3-¢ uzn. — M.: U3a-Bo «FOHUTH», 2006. — 671 c.

2. Tocteika B.M. Hayuno-metonuueckue ocHOBBI craHnmaptuzamuu. — CII6, u3a-Bo
Actepuon, 2007. — 264 c.

3. CokoBa A.H. PasBurue rocygapCTBEHHOW CTaHJApTU3allMM  OPIraHU3AllMOHHO-
pacriopsiauTeNnbHBIX ToKyMeHTOB// Cekperapckoe aemno. — 2003. - Ne 5. — C. 15-18

4. W3 ucropuu crangapruzanuu 1okymeHToB B CCCP. BenomcrBennast ynudukarms 1920-
x ronos. // Tpyast BHUNIAN. — T.2. - M., 1973.

5. KpsuioBa I''JI. OCHOBBI CTaHAApPTU3ALMU CEPTU(PHUKAIMUA, METPOJOTHH: YUYEOHMK JUIS
BY3os, 3-¢ u3a. — M.: U3n-Bo «<FOHUTH», 2006. — 671 c.

6. Ilocteika B.M. Hayuno-meromamueckue ocHOBBI cTaHfaptuzamuu. — CII6, u3a-Bo
Actepuon, 2007. — 264 c.

7. Jlapun M.B., PeickoB O.1. YnpaBneHue 10KyMEHTaMU Ha OCHOBE MEKyHapOIHOTO

cragmapta MCO 15489:2001: Meroa. mocooue. M.: BHUN A/, 2005. 110 c.

8. Kokopes B.W. OcHOBBI cTaHIapTH3alMKA B MHPOPMAIIMOHHBIX CUCTeMax: Y YeOHUK JTst
CTYJIEHTOB BY30B, 00y4aloIuXcs M0 CIeNUaIbHOCTH «/[oKyMeHTOBeAeHHE 1
JOKyMEHTAIMOHHOE o0ecrieueHue yrpasieHus». — M.: U31-Bo cranaapTos, 1988. — 239

C.

6.2 IlepeueHb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH

«AHTEepHeT»
- «OduuuanbHbli MHTEpHET-TIOPTAl MpaBoBOM HHGpopMauum». - Pexum pocrymna:

WWW.pravo.gov.ru, CBOOOTHbIH
- «OdunmanpHplii callT PeepanbHOrO areHTCTBA MO TEXHUYECKOMY PEeryIHpOBaHHUIO U

METpOoJIOTHI». — PexuM moctyna: wwwgost.ru, CBOOOTHBIH.
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- «Odunmaneupiii caliT Bcepoccuiickoro Hay4YHO-UCCIIEOBATENBCKOIO HMHCTUTYTA
nokymeHToBezieHus: u apxuHoro aena (BHUMIAJ)» - Pexum moctyma: www.vniidad.ru,
CBOOOHBII.

DnexTpoHHbIH pecypc] — Pexum goctyma: www.ISO. org, cBoOOIHBIH. — 3ari. ¢ 3KpaHa.
— AHTIL, Qp. U ap. 3.

Odunmanbapiii  cailt  MexayHapoaHol — snekTpoTexHuuecko  komuccnn (MOK)
[OnexTponHslii pecypc] — Pexum nocryna: www. IEC. org, cBoGoaHBIN. — 3ari. ¢ 3kpaHa. —
AHTIL., Op. U 1p. 3.

Odwunmaneaeii cadt ARMA International [DnekTponHBIH pecypc] — Pexum moctyna:
www. ARMA. org, cBoO0HBIN. — 3arI. ¢ 3kpaHa. — AHTI., Gp. U ap. 3.

Odunmansueiii cailt IRMA [Onexkrponnslii pecypc] — Pexxum noctyna: www. IRMA. org
, CBOOO/IHBINA. — 3ari. ¢ sKkpaHa. — AHTIIL., Gp. U JIp. 53.

Odwunmaneapiii caiit denepalbHOTO areHTCTBA IO TEXHUYCCKOMY PETYJIHPOBAHHIO U
metposiorun. — Pexxum noctyma: www. GOST. ru, cBoOoIHBIN. — 3ari. ¢ sKpaHa.

Odunmanbueiii  calit  Bceepoccuiickoro  Hay4HO-HCCIEAOBATEIbKOTO  WHCTHUTYTA
JOKyMeHTOoBeneHus: u apxuBHoro aena (BHUMJIAJL) [Dnekrponnsiii pecypc] /BHUNIAL -

OnexTpoH, naH.- M., [2001].— Pexum noctyna: www.vniidad.ru, cBoO0JHBIN. — 3arii. ¢ 3KpaHa.

6.3 IlpodeccuonanbHbie 6a3bl JAHHBIX U MHGPOPMAIIHOHHO-CIIPABOYHbIE
CHCTEMBI

Joctyn k podeccoHambHBIM 0a3aM JaHHBIX: https://liber.rsuh.ru/ru/bases

WHupopmaninoHHbIE CLIPAaBOYHBIE CUCTEMBI:
1. KonucynbranT Ilmroc
2. Tapanr

7 MarepuajabHO-TEXHHYECKOE O0ecnedeHue U CIIMIIIMHBI

Ayautopuu JUisi IPOBEACHMS JIEKIIMM U CEMMHAPCKUX 3aHATUI C TEXHUYECKUMU CPECTBAMU
o0y4deHus (MyJIbTUMENA-TIPOEKTOP (BUACOMPOEKTOP), IKpaH (IEPEHOCHOM MU CTAllMOHAPHBIN)),
KOMITbIOTEPHBIH KJ1acc I MPOBEACHUS 1aOOPaTOPHBIX 3aHATHUIH.

JlaGopaTopHbIe 3aHATHS MPOBOAATCS B KOMIBbIOTEpHBIX Kiaccax MAW PITY. Hamuuue

IUIA3MEHHOW TaHeNM TIOMOoraer B OOy4YeHHMH CTYJIEHTOB, T.K. CHayaja IpenojaBaTellb
JEMOHCTPUPYET Ha OOJIBLIIOM SKpaHE alropuT™M paboThl, 3aTEM CTYICHTHl NPUCTYMHAlOT K
CaMOCTOSITENIbHOI paboTe.

[Ipu mnpoBeneHHH 51AOOPATOPHBIX PAOOT HCHONB3YIOTCS HTEpHET - MCTOYHHKH U

mMetoandeckne Marepuanbl. CTyAeHThl paboTaoT ¢ OQHUIMANBHBIMA CaHTaMHd OPTraHOB IIO
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crangapruzanuu PO: Poccrangapra, Ctannaptuadopm U APYTUMH, a TaKkKe ¢ OPHUINATbHBIMA

caiitamMu opraHoB chepsl yrpasiaeHus qokymeHTamu: Pocapxus, BHUN /Al u npyrumu.

1. Ilepeuens 1O

Nenn Haumenosanue 110 [IpousBoauTens Croco0
/m pacrpocTpaHeHHs
(muyensuonrnoe unu
c80000HO
pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JINICH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JULECH3UOHHOE
7. Microsoft Office 2016 Microsoft JInnen3snonHoE
8. Zoom Zoom JINIEH3UOHHOC

2. Ilepeuens Bl u UCC

Nent HaumenoBanue
/m

1 | Mexaynaponnsie pedepatuBHble HaykomeTpuueckue bJl, noctymnbie B paMkax
HalnuoHaJILHOU moanucku B 2020 r.

Web of Science

Scopus

2 | [IpodeccuonanbHble MoNHOTEKCTOBBIE B/, JOCTYNHBIE B paMKaX HaIlMOHATIHLHON
noanucku B 2020 r.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnansr Taylor and Francis

3 | [Ipodeccuonanbubie MOMTHOTEKCTOBBIE B/

JSTOR

N3nanus mo oO1eCTBEHHBIM U TYMaHUTAPHBIM HAayKaM
OnekrponHas 6ubimoreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIPaBOYHBIE ITPABOBBIE CUCTEMBbI
Koncynsrant Ilmoc,
l'apanT

8 Oobecneyenne 00pa3oBaTeJILHOIO NMPOUECCA AJISA JIUI ¢ OTPAHUYEHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI M1 HHBAJIU/I0B
B X0A¢ peain3alnu JUCHUIIIINHBI UCTIOJIB3YIOTCA CIACAYIOMUC JOIMOJTHUTCIIBHBIC
MeTOABbl OOY4YeHHs, TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH M MPOMEXKYTOYHOM aTTECTAIUH
00y4JaromUXCcsl B 3aBUCUMOCTH OT WX MHIUBUIYATbHBIX OCOOCHHOCTEIH:
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e JUIS CJENBIX U CIa00BUIAIINX:

- JeKuuu OQOpPMISIOTCS B BHIE S3JCKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C TOMOIIBIO
KOMITHIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUeHUEM;

- TUChbMEHHBbIC 3aJaHHS BBHIMOJHIIOTCS Ha KOMIBIOTEpE CO CIEHUATH3UPOBAHHBIM
POTPaMMHBIM 00ECTICUCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl MHAUBHIyalIbHOE paBHOMEpHOE ocBenieHne He meHee 300 Jrokc;

- s BBIOJHEHHS 3aaHusl TPU HEOOXOIMMOCTH TIPEAOCTABISIETCS YBEIHMYHBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaKXKe UCIIOJIb30BaHHE COOCTBEHHBIX YBEINYUBAIOIINX yYCTPOUCTB;

- MMCHMEHHBIC 33JJaHus OPOPMIISIOTCS YBEIMICHHBIM MIPUPTOM;

- 9K3aMeH U 3a4€T MPOBOJATCS B YCTHOUM (pOpMeE WK BBIMOIHIIOTCS B MUCbMEHHOU (hopme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CJIa0OCIBIIIAIINX:

- nexkuud OoQOpPMIAIOTCS B BHIE DIEKTPOHHOTO JOKyMEHTa, JHOO MpeaocTaBisieTcs
3BYKOYCHJIMBAIOIIAsl alllapaTypa WHAWBUIYaTbHOTO ITOJIb30BAHMS,

- MUCbMEHHBIE 33/1aHHUs BHITIOTHSIIOTCS HAa KOMITbIOTEpE B MUCbMEHHOU opMme;

- DK3aMEH ¥ 3a4€T MPOBOATCS B MUCbMEHHOH (hopMe Ha KOMITBIOTEPE; BO3MOXKHO MTPOBEACHUE
B (hopMe TECTHUPOBAHUSI.

e JUIS JTUI] C HAPYIICHUSMHU OTIOPHO-/IBUTATEIILHOTO ammapara:

- JeKIuH O(QOpPMIISIOTCS B BHJE 3JEKTPOHHOTO JOKYMEHTa, JOCTYIHOTO C TOMOIIBIO
KOMITBIOTEpA CO CIEIMATU3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUeHUEM;

- TUChbMEHHBbIC 3aJaHMs BBIMOJHIIOTCS Ha KOMIIBIOTEpPE CO CIEeHUaTHU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTICUeHUEM;

- 3K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpMeE WK BBIMOIHIIOTCS B TUCbMEHHOU hopme Ha
KOMITBIOTEPE.

[Ipu HEOOXOMIMMOCTH MPEAYCMATPUBACTCS YBETUUEHUE BPEMEHH ISl IOATOTOBKHU OTBETA.

[Iponienypa  mpoBeAeHHsS  NPOMEXKYTOUHOM  aTTecTauuu Uil OOy4aromuxcs
yCTaHABIMBAETCS C YYETOM UX HMHAUBUIYAIbHBIX TCUXO(U3MYECKHX OCOOEHHOCTEH.
[IpomesxyTouHast aTTecTalus MOKET IPOBOJUTHCS B HECKOJIBKO ITAIOB.

[Tpu mpoBeneHNH TPONEAYPHl OLECHUBAHUS PE3yIBTATOB OOYUEHHsS IMPEIyCMaTpUBacTCs
UCIIOJIb30BaHUE TEXHUYECKUX CPEACTB, HEOOXONMMBIX B CBSI3U C WHIUBUAYaJbHBIMU
0COOCHHOCTSIMHU 00YYaIOIINXCsA. DTH CPEACTBA MOTYT OBITh ITPEOCTABICHBI YHUBEPCUTETOM, WA
MOTYT HCIIONIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPE/ICTRA.

[IpoBenenne mTpoUEAYpHl OIECHWUBAHHUA  pE3yJIbTAaTOB  OOy4YeHHs  JIOIyCKaeTcs C
UCIIOJIb30BaHUEM JTMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

ObecrnieunBaeTcst JOCTYN K MH(POPMAMOHHBIM M OHONMOTpaduyecKuM pecypcam B CETH
WuTepHer s kaxaoro oOywaromierocss B ¢opMmax, aJanTUPOBAHHBIX K OTPAaHHUEHUSM HX
3II0POBBSI ¥ BOCTIPHUSITHS MHPOPMALINH:

® JUIS CIENBIX U CIa00BUIAIIMX:

- B Ile4aTHOU (hopMe yBEIIMUECHHBIM HIPUPTOM;
- B JopMe IEKTPOHHOTO IOKyMEHTA;

- B hopme ayamnodaiina.

® I TUIYXHX U CJIa00CTBIIIANTNX:

- B IeyaTHou popme;

- B (hopMe IEKTPOHHOTO TOKYMEHTA.

e Ui O0yYaroIUXCcs ¢ HAPYUICHUSIMHU OMOPHO-IBUTATEIBHOTO arapara:
- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme ayauodaiina.

YyeOHble ayAUTOPUH Ul BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThl, HayyHas
OMOIMOTEKa U WHBIE TIOMEIICHHs JJIsi 0Oy4YeHHUs OCHAIICHBI CIIEUATLHBIM 000pYIOBaHUEM W
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:
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® IS CIICIBIX U CIA0OBUASIIUX:
- YCTpOICTBOM I CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;
- nucruieeM bpaitns PAC Mate 20;
- npunTepom bpaitnsg EmBraille ViewPlus;

® U DIIYXHX M CIa0OCHbILIAIINX:

- aBTOMATH3MPOBAHHBIM pabOUYMM MECTOM JJIs JIOJEH C HapylmIeHHEeM ciyXa H
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKUH YCWINTEIb U KOJIOHKH;
e IS O0YYaIOIIMXCS C HAPYIIEHUSIMU OTIOPHO-/IBUTaTEILHOTO anapara:
- IEPEABMKHBIMH, PETYJIHPYEMBIMHU 3proHoMuueckumu napramu CHU-1;
- KOMIIBIOTEPHON TEXHUKON CO CIIEUAIbHBIM IPOTPAMMHBIM 00€CIICUCHHEM.

9 Meroauyeckue MaTepuaJbl

9.1 IlnaHbl NPAKTUYECKUX U CEMHUHAPCKHUX 3aAHSATHIA.
Tema 2. Opranuszanus cucTeMbl cTaHaapTu3anuu B Poccniickoit @enepanun

Lenv 3anamus — uzyuenue opearu3ayuoHHoU cucmemsl cmanoapmusayuu 8 P@

Bonpocul ona obcyscoenus:

- Ucropus ctaHOBIEHUS M PA3BUTHUS CUCTEMBI CTaHAApTH3auu B PO.

- XapaxkTepuCTHKa 3aKOHOJATENbHbIX, HOPMATUBHO-IIPABOBBIX aKTOB, HOPMAaTHUBHO-
METOJAMYECKUX JOKYMEHTOB U CTaHAAPTOB, PETIAMEHTUPYIOIIMUX MPOIECCHl CTaHIAPTU3ALUNA B
Poccuiickoit deneparum.

- Oprasbl  craHgaptuzanmmu U ceprudukanmu  Poccuiickoit  ®egepanuun U ux
WH(POPMAIIMOHHBIE PECYPCHI.

Konmponvnuvie sonpocuwi:

- HopmaTtuBHO-TIpaBOBOE 0OecIieueHne MpoIecCoB CTaHIapTH3AIINM;

- Oprassbl, BOBIICYCHHBIE B MPOIleCC CTaHAApTU3aluu (BKI0Yas cranaaptusanuio J0VY);

- [Ipo6nemsl B3aumopeiictus TK u T.1.

Cnucox ucmo4HuKo8 u iumepamypbl:

- UCTMOYHUKU (OCHOBHbLE, OONOIHUMEbHBLE):!

1. ®epepanbublii 3akoH oT 27 npekabps 2002 roma No 184-d3 «O TexHHMYECKOM
perynupoBanuny // Cobpanue 3akoHogatenbcrBa Poccuiickoit deneparm. 2002. Ne 52. 4.1 (30
nexaopsi)

2. TOCT P 1.12-2004 «I'ocynmapcTBeHHas cucTeMa cTraHaaptuzauun Poccuiickoit
Oeneparun. CTaHaapTH3AUSI U CMEXKHBIC BUJIBI I€ATEILHOCTU. TepMUHBI U onpeaeneHus». M.:
Cranngaptundopm, 2004. 33 c.

3. TOCT P 1.5-2012 «Crannaptuzauus Poccuiickoit ®enepanuu. CrangapTbl
HanoHanbHBIC. [IpaBwiia mocTpoeHHS, HU3IOXKEHHUs, OdopMIIeHHs | OO0O3HaueHus». M.:

Cranpaptungopm, 2014. 24 c.
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4. TOCT P 1.2-2014. Crangaptuzauus B Poccuiickoit ®epepanuu. CrannapTsl
HanmoHanbHBIe Poccuiickoit deneparuu. [IpaBuma pa3paboTKu, YTBEp)KICHUSI, OOHOBICHUS U
otMeHbl. M.: Ctannapungopm, 2014. 15¢.

- umepamypa (0CHO8HAs, OONOJHUMENbHAS):

1. Tkauenko B.B. OcnoBbl cTangaptuszanuu. — M.: U3a-Bo crangaptos, 1980.

2. KpoeutoBa I'.JI. OcHOBBI cTaHmapTU3alHMK CEPTU(PHUKAIMN, METPOJOTHH: yYYEOHUK ISt
BVY3o0B, 3-e u3a. — M.: U3n-so «FOHUTH», 2006. — 671 c.

3. Hocteika B.M. Hayuno-metogmueckue ocHOBBI cTaHgaptuzanuu. — CII6, u3a-Bo
AcrepuoH, 2007. — 264 c.

- cnpasouHvle U UHDOPMAYUOHHBLE UBOAHUSL.

HNudopmanmonno-npaBosas cuctema «Koncynprant [Lmrocy»
WNndpopmanmonno-npasosas cucrema « MCCAO»

Ilepeuensv pecypcos un@opmayuonHO-menreKOMMYHUKAYUOHHOU cemu « MnmepHem».

Odunmanbupiii caiit denepaqbHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHHUIO H

metposoruu. — Pexxum nocryna: www. GOST. ru , cBoOoaHBINA. — 3ari. ¢ 3KpaHa.

Tema 3. YHuUKAUMSA U CTAHAAPTH3ALMSA JOKYMEHTOBEIYECKUX TEPMHHOB

Lenv 3auamus — H3yyeHue 60npocos, ceA3aHHbIX C YHUuKrayueu u cmanoapmusayuetll
O0OKYMeHmM08eduecKUx mepmuHoa.

Bonpocul ona 06cyarcoenus:

- TepMHHOIOTHS OCHOBHBIX TIOHSATUH B JAaHHOH cepe U ee IBOFOIIHSL.

- YHuukanus TOKyMEHTOBEYCCKONH TCPMUHOJIOTUN

- Tepmunonorusi, ucnosnb3dyemass B chepe JIOY, BKIOUEGHHAass B CTaHAAPTHI JPYTHX
OoTpacien.

- OO630p TPaBOBBIX M HOPMATHBHBIX JOKYMEHTOB, COJAEPXKAIIUX OCHOBOIIOJIATAOIINE
JIOKYMEHTOBEAUECKHE TEPMHHBI.

- O030p U cOMOCTaBICHUE OCHOBHBIX JIOKYMEHTOBETYECKUX TEPMUHOB B OT€UECTBEHHBIX U
MEXIYHAPOJAHBIX CTAaHAAPTOB.

Koumponvhnvie onpochwi:

-I'OCT P 51141 -98 «/lokymeHTOBeIeHHE U apXUBHOE /1€710. TepMUHBI U ONPEIETCHUSD.
I'OCT P 7.0.8-2013 «/loKyMEHTOBEIEHME W apXHMBHOE Jei0. TepMUHBI U ONPEICTCHUS:
CXOJICTBA U pa3anuyMsl.

- CranmapTuzanusi TEPMHHOB <«JICJIOMPOU3BOJICTBO», «IOKYMEHTAIMOHHOE OOecTeueHue
YIPaBIEHUSY, «YNPaBICHUE JOKYMEHTaMUY.

- CTaHI[apTI/ISaHI/ISI TEPMHUHOB «IIOJJIMHHHUK)), KKOITUS), KOPUTHHAID
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- Cragmaptuzaiisi TEPMHHOB (JIOKYMEHT», <JIOKYMEHTHpPOBAaHHAs WH(pOpMAIIUD»,
«0(QUIMATBHBIN JOKYMEHT», «CITyKEOHBIM JOKYMEHT», «3aIHChy»

Chucox ucmoyHukoe u 1umepamypbo:

- UCTOYHUKU (OCHOBHbIE, OONOIHUMENbHBLE):

1. TOCT P 51141-98 «/lenonpon3BoACTBO U apXUBHOE AeN0. TEpMUHBI U ONpPEAETICHUSNY. —
M.: U3n-Bo ctannaptos, 1998

2. TOCT P 7.0.8.-2013 CHUBUU. «/lenonpon3BoACTBO M apXWBHOE Je10. TepMHUHBI H
omnpenenenus» - M.: Crannaptundopm, 2013.

3.TOCT P UCO 15489-1-2007 «CUBU /L. YnpaBnenue nokymentamu. OO0mirie TpeOOBaHUS.
- M.: Crangaptuadopm, 2007

- Iumepamypa (0CHO6HAs, OONOJHUMENbHAS):

1. Bapnamosa JI.H. Crannaptusanus ynpaBieHus JOKyMEHTaMU: COBPEMEHHOE I10JI0KEHNE
nen // Marepuansl MexIyHapoaHoi koHpepenmmu namsata T.B.KysHernoBoii «YmpasieHue
JTOKyMEHTaIlMe: MpoIioe, HacTosee, oyaymee», M:PITY, 2013.

2. Bapnamosa JI.H. Crangaptuzanus ynpasiaeHUs JOKyMEHTALUENH: MEXIyHapOIHbII OIBIT
NCO u ero npumenenue B Poccuu. // Bectauk PITY. - 2014. - Ne 2 (124). - C. 46-58.

3. Bapnamoga JI.H. JIBoe u3 napiia, 0IMHAKOBHI C JIMIIA: FOPUIAYECKAS CUIIA U IOPUTUIECKAS
3HAYUMOCTh JoKyMmeHTa.// JlemonpousBoactso. 2014. Ne 4. C. 14-17.

- CNpagoyHbvle U UHDOPMAYUOHHBLE U3OAHUS.

HNudopmannonno-npasosas cucrema «Koncynprant [Tmroc»
WNndpopmannonno-npasosas cucrema « MCCAO»

Ilepeuensv pecypcos un@opmayuonHO-menreKOMMYHUKAYUOHHOU cemu « MnmepHem.

Odunmanbupiii  caiit denepaqbHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHHUIO H
metposoruu. — Pexxum nocryna: www. GOST. ru , cBoOoaHBINH. — 3ari. ¢ 3KpaHa.

Odurmansubiii caiftt Koncantunrosas rpynmna «Tepmukay. [HopmaTuBHO-paBoBast 6a3a
JAHHBIX T10 JCIONPOU3BOICTBY, TOKYMEHTOOOOPOTY U apXUBHOMY JIeTy | [ DIEKTpOHHBIN pecypc]
/ «Tepmukay - DJIEKTPOH, JIaH.- M., [200-].— Pexum JOCTyTa:

http://www.termika.ru/Catalog/catalog.html, ceo6oanbIil. — 3ari. ¢ s3kpaHa

Tema 4. YHnukanus U CTAaHAAPTU3ALUA JOKYMEHTOB HA Pa3/JMYHBIX HOCUTEISAX H
TeXHOJIOTU padoThl ¢ HUMU

Lenv 3anamus — U3yueHue 80npocos, CA3aHHLIX CO cmaHnoapmusayueli OOKYMeHmo8 Ha
PA3UUHBIX HOCUMETIAX U MEXHOI02Ull pabomvl ¢ HUMU.

Bonpocut ons ob6cyscoenus:

- Crannaptuzanus 1 yHupUKalus ynpaBIeHIeCKUX JOKYMEHTOB.
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- CranmapTel Ha «YHubuImpoBanueie cucreMsl gokymentamum» (I'OCT P 6. - 2003).
ITpaBoBBIE 1 HOPMATUBHO-METOIUUECKUE TOKYMEHTBI 10 TEME.

- CranaapTH3anys nOpoleccoB CO3AaHus JOKYMEHTOB HAa MAIIMHHBIX HOCUTEIISX.

- IloHATHe «OIEKTPOHHBIM TOKyMeHT». IIpaBoBbIE U HOPMAaTUBHO-METOAUYECKHUE
JIOKYMEHTBI 110 TEME.

Konmponvhwvie eonpochwi:

- HenictByromue 'OCTol B o6mactu JIOY mist JOKYMEHTOB Ha TPaJAUIIMOHHBIX HOCUTENSX.

- TOCT P 6.30-2003 «YHupUIUPOBAHHBIE CUCTEMbI JOKYMEHTAIMU. YHHU(PHUIUPOBAHHAS
cUCTeMa OpraHU3aIllMOHHO-PACTIOPSIUTENIFHON JOKyMEHTAlMH. TpeboBaHus K O(OPMIICHHUIO
JOKYMEHTOB» U €T0 BOJIIOLIMSL.

- TloHsTHE «HOKYMEHTHl Ha MAIIMHHBIX HOCUTENAX». (OCHOBHBIE CTaHAAPTHI,
periaMeHTHPYIOLINE BOIIPOCHI CO3JaHUS U UCIIOJIb30BAHUS «MAIIMHOYUTAEMBIX JOKYMEHTOBY.

- CrangapTsl, perjlaMeHTHpYIOLIe padoTy ¢ 3JEKTPOHHBIMHM AOKYMEHTaMH (IpaBHJa UX
CO3JIaHUsI, UCIIOJIb30BAHUS, BOITPOCH! OIIM(PPOBKH U T.I1.).

- CranaapTsl Ha (hopMaThl JIEKTPOHHBIX TOKYMEHTOB.

Chucox ucmoyHukoe u 1umepamypbo:

- UCTOYHUKU (OCHOBHbIE, OONOJHUMENbHBLE):!

1. TOCT 6.10.4-84. Ilpuganue ©OpUINYECKON CUIIBI JOKYMEHTaM Ha MAIIMHHOM HOCHUTEIIE
U MallMHOTPAMME, CO3/1aBa€MbIM CPEICTBAMH BBIUMCIUTENbHOW TeXxHMKH. M.: I'occrannmapr,
1984.

2.TOCT P 6.30 — 2003 Yuu¢umupoBaHHbIe CUCTEMbI JOKyMEHTAIMH. Y HU(PUIUPOBAHHAS
cHUCTeMa OpraHU3aIllMOHHO-PACTIOPSIIUTENIFHON JOKyMEHTAalMH. TpeboBaHus K O(OPMIICHHUIO
nokymeHToB. M. 3a-Bo ctangaptos, 2003

3. JTOCT 34.003—90. Kommiekc CTaHIapTOB HAa aBTOMATHU3MPOBAHHBIE CHCTEMBI.
Tepmuns! u onpenenenus. — (MapopManimonHas TEXHOIOTHSA).

4. TOCT 34.602—89. Kommiekc CTaHAApTOB HAa aBTOMATHU3UPOBAHHBIE CHCTEMBI.
TexHudeckoe 3alaHWe HAa CO3JaHUE aBTOMATH3UpPOBaHHOW cuctembl. — (MHopmanmonHas
TEXHOJIOTHS ).

5. TOCT 28388—89. Cucrembl 00paboTku uH(popManyu. JJOKyMeHTHl Ha MarHUTHBIX
HOCUTENSAX JaHHbIX. [1ops/10K BBIMOTHEHHS U 00palleHus.

8. TOCT P UCO/MDBK 15910—2002. ITpouecc co3manusi JOKYMEHTAIMH TOJH30BaTEIIs
nporpamMMmHoro cpeacta. — (MHpopmanoHHast TEXHOJIOTHS).

9. 'OCT P UCO/M3K 2382-23—2004. Uudopmannonnas rexuonorus. Cnoapb. HYactb

23. ObpaboTKa TeKcrTa.
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10. TOCT 6.10.3—283. YHuduuupoBaHHble CUCTEMBI JOKYMEHTALMU. 3alliCh HHPOPMALIUU
YHUPUIIMPOBAHHBIX TOKYMEHTOB B KOMMYHHUKAaTUBHOM (hopmare.

11.TOCT P 52292—2004. DnexTpoHHbI 00MeH nHpopMarueil. TepMUHBI U OIIpeeIeHHS.
— (MuadopmarimonHasi TEXHOJIOTHU).

12. TOCT 7.65-92. CUBMUJ. KuHOmokyMeHTHI, (OTOIOKYMEHTHI, IOKYMEHTHI Ha
Mukpodumax. Oobmue TpeOOBaHMUI K apXUBHOMY XPaHECHHIO.

13. OCT 55.2-84. ®oronokymeHTsl. [IpaBuiia rocyJapcTBEHHOTO XpaHEHUS! OPUTHMHAIIOB U
CTpaxoBbIX Komnuil. Texuuueckue TpeOoBaHMA.

14. TOCT 13.1.101-93. MukpodunpMm AOKyMEHTa Ha IpaBax IOMIMHHUAKA. [lopsamok
U3TOTOBJICHUSI, yU€Ta, XPaHEHUS U IPUMEHEHUS.

15. OCT. 55.1-84. JloxymMeHTBl Ha IUIEHOYHBIX HocuTensx. IIpaBuiia rocynapcTBEHHOIrO
XpaHEHUsI OPUTUHAIIOB M CTPAXOBBIX KOMUN KHHOJOKYMEHTOB M JJOKYMEHTOB CTPaxoBOro (oHa.
Texanueckue TpeOOBaHMUS.

16. TOCT 7.68-95 MexrocynapctBeHHbld cTangapT. Cucrema CTaHIAPTOB IO
uHpopmanuy, OGMOIMOTEUHOMY U M3jAaTesbckoMy aeiny. PoHo- M BHUAEOAOKyMeHThl. OOmue
TEXHUYECKHe TpeboBaHus K apxuBHOMY xpaneHuto. C 01.07.96

17. TOCT 7.69-95. (MCO 5127-11-83) MexrocynapctBeHHblii crangapt. CUBUJIL.
AynuoBusyanbHble JOKyMeHTbl. OcHOBHBIE TepMUHEI U onipenenenus. C 01.07.1997 , nepeusn ¢
n3MmeHeH. 23.06.2009

18. TOCT 2.001-70. Enunas cucrema xoHcTpykTopckoit nokymentauuu (ECKJI). O6mue
noJioxkenus. M.,1985.

19.TOCT 2.501.-68. ECK . IlpaBuia yuera u xpaneHusi. M., 1985.

20. TOCT 21.001-77. Cuctema mpoekTHOM aokyMmeHTaruu st ctpoutenbcTBa (CITAC).
Oouue nmojgoxeHus. M.,1980.

21. TOCT 3.1001-81. Enunas cuctemMa TEXHOJOTHYECKOW mokyMeHTaruu. OOmue
noJioxkenus M., 1984.

22. TOCT 28388-89. Cuctembl o0paboTku uHbopmaruu. JIOKYMEHTHl Ha MarHUTHBIX
HocuTensax JaHHbIX. [Topsanok BeimonHeHus u obpamenus. M., 1989.

23.TOCT 621.1-78 YHu}puuupoBaHHBIE CUCTEMBI JOKyMeHTaui. CucreMa JOKyMEHTaluu
10 U300peTeHusIM U OTKpeITUAM. OcHOBHBIE NoJIokeHus. M.: ['occtanmapt, 1978. 12 c.

24. TOCT P HMCO 23081-1-2008 «CHUBU/. Ilpoueccsl ymnpaBieHHS TOKYMEHTaMH.
Mertanannbie 11 nokymeHToB: Yacte 1. [Tpunmuney. M.: Ctannaptuadopm, 2008

- umepamypa (0CHO8HAs, OONOJHUMENbHAS):



27

1. Kokxoper B.M. OcHOBBI cTaHgapTH3alMKd B HH(POPMAITMOHHBIX CUCTEMaX: YUYEOHHK IS
CTYZEHTOB By30B, 00yUaroIuXxcs MO CIEeHUaIbHOCTH «J[0KyMEHTOBEIEHUE U JOKYMEHTAHOHHOE
obecrnieueHue ynpasineHus». — M.: M31-Bo ctanmapTos, 1988. — 239 c.

2. Anexcanaposuu I'.S. Cranmaptuszanus oQHUCHBIX 3JEKTPOHHBIX JOKYMEHTOB. McTropus
Bonpoca//3amuta uapopmammu. Uucaiin. — 2007. - Ne 4. — C. 26-27

4. Mutuenko O.1O., PeickoB O.H. @opmaThl 3JI€KTPOHHBIX JOKYMEHTOB, IPUMEHSIEMBIX B
ynpaBieHdeckoil nestenpHocTH // Cekperapckoe aeno. — 2004. - Ne 10. — C. 28-32

5. PrickoB O.W. HanpoHasbHeIi CTaHAApT HA OMHCAHUE 3JIEKTPOHHBIX MH()OPMAITMOHHBIX
pecypcos // lenonpousoactro. — 2005. - Ne2. — C. 54-59

6 Ky3un A.A, Pomans JI.M. Kunodotoapxussl: Yuebnoe mocobue. M.,1982.

7. Marunos B.M. KuHO10KyMeHThI B KOHTEKCTE ucTopuieckoro 3Hanus. M.:PTTVY, 2005.

- CnpasouHvle U UHGOPMAYUOHHbIE UZOAHUSL.

Nudpopmanmonno-npasosas cucrema «Koncymnbrant [1aroc»

Nudopmarnmonno-npaBosas cucrema « MCCAO»

Ilepeuensv pecypcoé ungopmayuonHo-menreKoMMyHUKAyuoHHou cemu « Mnmeprnemy.

Odunmanbubiii  caiit PepepaqbHOrO areHTCTBA IO TEXHUYECKOMY PpETYJIHPOBAHUIO U
metposiorun. — Pexxum noctyma: www. GOST. ru, cBoOOIHBIN. — 3ari. ¢ sKpaHa.

Odunmanbaplii  callT  Bcepoccwiickoro  Hay4HO-MCCIIEIOBATEIBLCKOTO  WHCTUTYTA
nokymeHToBezieHus: 1 apxuBHoro aena (BHUMJAJ) [Dnexktponnsiii pecypc] /BHUUIA]L -

DnekTpoH, naH.- M., [2001].— Pexum noctyna: www.vniidad.ru, cBo60HBIN. — 3ari. ¢ 3KpaHa.

Tema 5. Cranpaprusanus B o0JacTax, cMexHbIX ¢ JJOY

Llenv 3auamus — usyyenue acnekmos cmanoapmuzayuu cep, cmedxcnvix ¢ JJOV

Bonpocul ona 0b6cyacoenus:

- TepMuHONOrHYECKUE CTAaHAAPTHI CMEXHBIX 00JIACTEH.

- llenecoobpaznocts ucnoas3oBanus B JJOY.

- [Ipo6emMbl COBMECTUMOCTH U IyTH UX YCTPAHEHUS.

Konmponvnuvie 6onpochwi:

- Cranpgaptsl Ha aBToMaTU3MpoBaHHbIA cuctemsl ynpasieHusa (I'OCT 25.702-85; TOCT
34.03-90; T'OCT 34.601-90; 'OCT 35.003-90).

- CoBpeMeHHbIe crieln(pUKAKY HA CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

- Crangaptel cuctembl MeHepkMenTa kadectsa (TOCT P UCO 9000-2008; TOCT P MCO
9001-2008 u np.).

- CtanzmapTsl Ha CUCTEMBI YIIpaBJIEHUs TOKyMEHTaMu (MexIyHapoanble cranaaptel MCO

cepuu 30300) u cnenuduka ux BHeaApeHus B Poccun
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Cnucok ucmouHuKos8 u 1umepamypb:
- UCMOYHUKU (OCHOBHbIE, OONOTHUMENbHYIE):
1. UCO 30300:2011 (R) «Mudpopmauus u poxkymeHTanus. CHCTEMBI YIpPaBICHUS

nokyMeHTaMu. O0IIue MOJI0KEHUS U CIIOBaphy.

2. UCO 30301:2011 (R) «Wudopmamms u mnoxkymeHnrtamus. CHCTEMBI yIpaBICHUS

JTOKyMeHTaMHu. TpeOoBaHMs.
3. TOCT P HUCO 30301-2015 «Mudopmanus u gokymenrtanusi. Cucrema MeHEIKMEHTa
3ammmcein». — M.: Crangaptundopm, 2015.

4.TOCT P FICO 9000-2008 CrcTeMbl MEHEKMEHTa KadecTBa. OCHOBHBIE TIOTIOKEHHS U CIIOBAP;

5.TOCT P UCO 9001-2008 Cuctemsl MeHeI)KMEHTa KauecTBa. TpeGoBanus;

6. TOCT P CO 9004-2001 Cucrembl MeHeKMEHTa KauecTBa. PexoMeHaauy o yJIyuiieHuIo JesiTeIbHOCTH.
- aumepamypa (0CHO6HAsA, OONOTHUMENbHAS):
14. Mateer W., Mouceenko E. JIBa Bexka u 77 NeT: UCIOJIHUTENIbHAs BIAaCTh H
cranmaptu3aus // Ctangaptel u kadectBo. — 2002, - No 12,
15. BemmoB B.A., AprembeB b.I'. Texnuueckoe perymupoBaHue: 0€30MacHOCTb M
kagectBO. — M.: ®I'VII «Crangaptundopm», 2007. — 696 c.
- CNpagoyHbvle U UHPOPMAYUOHHBLE U3OAHUS.
HNudopmanmonno-npasosas cucrema «Koncymnprant [1nrocy»
Nudopmarnmonno-npasosas cucrema « MCCAO»
Ilepeuens pecypcos ungopmayuoHHo-menreKOMMyHUKAYUOHHOU cemu « MHmepHemy.
Odunmanbubiii cadT @enepanbHOTO areHTCTBa MO TEXHUYECKOMY PETYIMPOBAHHIO H

MmeTposoruu. — Pexum nocryna: www. GOST. ru , cBoOoiHbIN. — 3ari. ¢ 3kpaHa.

Tema 6. Cranpaprusauus I0Y Ha coBpeMeHHOM 3Tane

Lenv 3anamus — uzyyenue onpocos cmanoapmusayuu /[OY na coepemennom smane

Bonpocut ons ob6cyscoenus:

- HopmaTuBHBIE TOKYMEHTBI U CTAHAAPTHI, PErIAMEHTHPYIOIIUE MPOLECCH Pa3pabOTKU U
BHenpeHus ctanaaptos OV B PO.

- Cucrema cTaHIapTOB 110 HHPOpMaLUH, OnbInoTeuHOMY U u3aarenbckomy ey (CUBU).

- Oprasbl U CTPYKTYypbl, ydacTBylolue B mpouecce crangaptuzauuu JOY B PO. Ux
pa3paboTKH.

- O01IecTBeHHbIE OpraHu3alliy, y4acTBYIOLIHE B pouecce cranaapruzauuu JJOY B PO.

Konmponvhnvie éonpochwi:

- Poccranampar/TK 191 «HayuHo-texaudeckass uHpoOpManus, OHOIHOTEUHOE W

uznarenbckoe aeno» (BUHUTH).
- Poccrananapt/TK 191/11K 4 «YnpaBnenue nokymentarueiny (BHUNIAN).
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- Poccranamapt/TK 459/TIK 6 <« Ku3HEHHBIH UK 3JEKTPOHHOTO TOKYMEHTOOOOPOTa»
(B0C). Poccrananapt/TK 076 «Cucremsr menemxmentay (BHUNC).

- [lepeuncnuTh cOBpeMEHHbIE HAI[MOHAJIbHBIE CTAHJAPTHI, HcToib3yemble B JIOY.

- IlepeuncnuTh pOCCHIICKHE aHAJOTM MEXAYHApOIHBIX CTaHIAPTOB IO YIPABICHHIO
JOKyMeHTalue, ucronb3yemble B JIOY Ha coBpeMEHHOM 3Tare.

Cnucox ucmoyHuKko8 u 1umepamypboi:

- UCMOYHUKU (OCHOBHbIE, OONONIHUMENbHbIE)!

1.TOCT P UCO 15489-1-2007 «Cucrema ctangapToB o uHpopmauuu. bubnuoreunomy u
U3JIaTENIbCKOMY JAely. YipaBieHus fokymeHntamu. O6mue tpedoBanus». M.: CtangaptunpopmM,
2007. 32c.;

2. TOCT P HUCO 23081-1-2008 «CHUBUJ/I. Ilpoueccel ympaBieHHs IOKyMEHTAMH.
Mertanannbie s nokymMeHToB: Yacts 1. [Tpuanuney. M.: Crannaptaadopm, 2008

3. TOCT P UCO 22310 — 2009 «CUBW/I. PykoBoaCTBO JuIsi pa3pabOTIYMKOB CTAaHAAPTOB,

CTaHABJIMBAIOIINX TPeOOBAHMS K VIIpABJIEHHIO foKyMeHTammy. M.:Cragnaptuadopm, 2009

4. TOCT P 7.0.8.-2013 CHUBU/I. «/lenonpon3BoACTBO U apXWBHOE A€N0. TepMUHBI U
OTIpENICTICHUS.

5. TOCT P HCO 30301-2014 «Mudopmarus u qokymeHranus. CucremMa MEHEIKMEHTA
3amuceity. — M.: Crangaptundopm, 2014.

6. TOCT P MCO 30300-2015 «CUBHJI. Cuctembl ynpaBieHus aokymeHTamu. OoOime
HOJIOXKEHHUs U cioBapb». — M.: Crannaptungopm, 2015

7. TOCT P HUCO 30301-2014 «1udopmarus u nqokymeHnranus. CucremMa MEHEIKMEHTA
3ammceit». — M.: Craanaptuadopm, 2014.

8. T'OCT P HCO 30301-2017 «CHUBUI. Cucremsl yHpaBIeHUSIOKYMEHTaMU.
Tpeb6oBanus». — M.: Crannaptundopm, 2017.

9. T'OCT P 7.0.97-2018 «CHUBN/I. OpranuzanioHHO-pacopsiAuTeIbHasl JOKYMEHTaLHU.
TpeboBanus k oopmiieHUIo 1oKyMeHTOB». M.: Crangaptuadopm, 2018.

- 1umepamypa (0CHO8HAsA, OONOJIHUMENbHAS):

1. Bapnamoga JI.H. Crannaptu3zanus ynpaBieHUs] JOKYMEHTaMHU: COBPEMEHHOE MOJIOKEHUE
nen // Marepuansl MexayHapoaHoil koH(epeHuuu mamsaté T.B.Kysnenosoit «Ympasrnenue
JTOKYMEHTAIIUEel: Tpolnioe, HacTosee, Oyaymee», M:PITY, 2013.

2. Bapnamosa JI.H. Ctannaptuzanus yrnpaBieHus JOKyMEHTAMEH: MEXTyHapOIHbINA OIBIT
HCO u ero npumenenue B Poccuu. // Bectauk PITYVY. - 2014. - Ne 2 (124). - C. 46-58.

3. Bapnamosa JI.H., UCO 15489-1:2001 «Mudopmarus 1 nokymeHTauus — YIpaBieHHE
JTOKYMEHTaMm»: eIle OJHH IIaHC BO3POIUThH rOCYJapCTBEHHOE peryympoBanue B chepe 10OV //

JoxymeHnTanys B MHPOPMAIIMOHHOM OOIIECTBE: 3aKOHOAATENIbCTBO W CTaHAApTHl. JlOKIamel u
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coobmenus Ha XII MexayHapoqHON Hay4HO-IIpaKTUYECKON KoHpepeHuuu. 22-23 Hosopsa 2005
r. M., 2006.C.271-274

4. Bapnamosa JI.LH. CoBpeMeHnHoe cocTosiHHE el B cepe CTaHIapTU3AIMH MPOIIECCOB
JOKYMEHTAllMOHHOTO ~ o0ecrieueHus ympaBieHus: onblT  Poccum // Tpynmsl  Tperheit
MeXIyHapoaHoH  KkoH(pepenumu «Cranmaptuzanms HHOOPMAIMOHHBIX  TEXHOJIOTHHA U
unTepornepadenbHocTh —SITOP 20090ckBa, - C. 137-140.

5. Bapmamoa JILLH. TOCT P HCO 15489-1-2007: 3nauenue pgms Poccum //
Jlenonpoun3BoACTBO U JOKyMeHTO000poT Ha npeanpustu. 2007. Ne 3.C.18-19;

6. Jlapun M.B., Bapnamosa JI.H. HaunonanbHblil crangapt «YnpaBieHHE TOKYMEHTAMHU.
O6mme TpeboBanus» IlepcriekTuBbl TpoekTa. (Kpyrmelii cronm B pemakiuu >KypHana) //
CrpaBouHuK cexpertaps u opuc-menemkepa. 2007. Ne 2. C.8-20.

- CNpagoyHbvle U UHDOPMAYUOHHBLE U3OAHUS.

HNudopmanmonno-npasosas cucrema «Koncymnbrant [1arocy»

Nudopmarnmonno-npaBosas cucrema « MCCAO»

Ilepeuens pecypcos ungopmayuoHHo-menreKOMMyHUKAYUOHHOU cemu « MnmepHemy.

Odunmanbueiii  caiit PepepaqbHOrO areHTCTBA IO TEXHUYECKOMY PpETyJIHPOBAHUIO U
metposiorun. — Pexxum noctyna: www. GOST. ru, cBoOOIHBIN. — 3ari. ¢ sKpaHa.

Odunmanbaplii  callT  Bcepoccwiickoro  Hay4HO-MCCIIEIOBATEIBLCKOTO  WHCTUTYTA
nokymeHToBezieHus: u apxuBHoro aema (BHUMJAJ) [Dnexktponnsiii pecype] /BHUUIA]L -
DnekTpoH, naH.- M., [2001].— Pexum noctyna: www.vniidad.ru, cBo60HBIN. — 3ari. ¢ 3KpaHa.

Tema 8. Opranuszaunmsi cMcTeMbl CTAHAAPTU3ALMHA HA MEKIYHAPOIHOM YPOBHE

Lenv 3anamusn — uzyuenue opeanuszayuonuou cucmemvt UCO u opyeux mexncoyHapoOoHvix
opeaHuzayutl no CMaHoapmu3ayuu

[Tnan:

1. ObcyxneHne co CTyJCHTaMH COBPEMEHHOHM CHUTyalluH, CJIOXHBIIEHCS B cdepe
yIpaBleHUs JOKyMEHTAalMEeH Ha MEXTyHAPOIHOM YPOBHE.

2.3acinylmMBaHue IOKJIAI0B U 3CCE, TOATOTOBICHHBIX CTYAECHTAMHU MO TAHHOU TEME.

3.IIpoBeneHne CpaBHUTEIBLHOTO aHAIM3a C CUTYalMel, cnoxusieiics B PO.

Chucox ucmouHuko8 u 1umepamypul:

1. OdunmaneHeiii caiit MexayHapomHod opramm3anuu 10 crangapruzanun(HMCO)
[DnexkTponHbIil pecypc] — Pexum moctyma: www.ISO. org, cBoOoHBIN. — 3ari. ¢ dKkpaHa. —
AHTIL, Qp. U Op. s3.

2. OdunmanbHplii caiit MexayHapoaHOW 3ieKTpoTexHuueckoi komuccuun (MOK)
[DnexTponHsIid pecypc] — Pexxum mocryna: www. IEC. org, cBoOOaHBIH. — 3arii. ¢ sKkpaHa. —

AHr1., Qp. u Ap. 3.



31

Tema 9. CtangapTusanus ynpabJjieHus JOKyMeHTanueil 3a pyoexom

Lenv sanamusa — M3yuenue 60npocos, CEA3aHHbLIX CO CmaHOapmuayuel ynpaeieHus
JoKymenmayueu 3a pyoexcom

[Inan:

1. OOGcyxaeHue cO CTyACHTAaMH COBPEMEHHOM CHTYyallud, CJIOXKUBIIEWCS B cdepe
yIpaBJIeHUH JOKyMeHTanuei 3a pyoesxom u crpanax CHI'.

4.3acnymuBaHue JOKJIAI0B U 3CCE, OATOTOBIEHHBIX CTYJAEHTAMHU 10 JAaHHOU TEME.

5.1IpoBeneHne CpaBHUTEIBHOTO aHAIM3a C CUTyallue, cloxuBIIeics B PO.

Cnucok uCmouHuKo8 u Iumepamypbt:

1. O¢unuansHble caiiTel opraHoB no cranpaptusamuu (CILHA, Asctpanuu, ®panuuu,
I'epmanuun 1p. - Mo BEIOOPY MarucTpaHTa);

2. OdunmanbpHBIE CaliTHl OPraHoOB Mo cTannaptu3amun crpan CHI;

3. Odummansheni caiit ARMA International [DnexTponHsiii pecypc] — Pexxum moctyma:
www. ARMA. org, cBo60aHbIN. — 3ari. ¢ skpaHa. — AHIIL., ¢p. U JIp. 3.

4. Odpunmansubiii caiit IRMA [Onektponnslii pecypc] — Pexum goctynma: www. IRMA.
org , CBOOOHBINA. — 3ari. ¢ skpaHa. — AHTIL., Qp. u 1ap. 3.

5. Odunmaneueiii caiit denepaabHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHHUIO H

metposiorun. — Pexxum noctyma: www. GOST. ru, cBoOoIHBIN. — 3ari. ¢ sKpaHa.

Tema 10. MexxayHapoaHble CTAHAAPTHI M0 YIIPABJICHUIO JOKYMeHTauen

Lenv 3anamus — H3yuenue mexncoyHapoOHbIX CMAaHOapmos no ynpagienuio 00KyMeHmayuetl

[Inan:

6. O0cyxaeHne co CTyJEHTaMH COBPEMEHHOHM CHUTyallud, CIOXKUBIIEHCS B cdepe
yIpaBieHuH JoKyMeHTanuel B ctpanax CHI'.

7.3aciymMBaHue JOKJIAJOB U 3CCE, MOATOTOBICHHBIX CTYAEHTaMU 10 JaHHOH TEME.

8.IlpoBeaeHnEe CPaBHUTEIHLHOTO AaHAIN3A C CUTYaIMEH, cioxuBLencs B PD.

Crucox ucmoyHuKo8 u 1umepamypuol:

1. Odummaneupiii caiit MexayHapoaHoit opranusaimuu 1o cra"gaprusanuu(MCO)
[DnexTponnsIid pecype] — Pexxum mocryna: www.ISO. org, cBoO0HEIN. — 3ari. ¢ 3kpaHa. —
AHr1., Qp. u Ap. 3.

2. OdunuanbHblii caiit MexayHaponHo »snekTpoTexHuueckoi komuccuun (MOK)
[DnexTpoHHbIii pecypc] — Pexxum mocryna: www. IEC. org, cBoOoaHBINH. — 3ari. ¢ sKkpaHa. —
AHTIL, Qp. U ap. 3.

5. OdurmanpHblil caiiT deaepalbHOro areHTCTBA M0 TEXHUYECKOMY PETYIMPOBAHUIO U
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JlabopaTopHble 3aHATHA 110 Kypcy «MexXIyHapoJHble OpraHU3aIiH 10 CTaHIapTHU3aLUN
yYOpaBICHUS JOKyMEHTallMel» TMPOBOAATCS MO TemaM, TpeOYyIIUM MOpUOOpeTeHUs
MPAKTUYECKUX HABBIKOB U 3aKPEIUICHUSI TEOPETUKO-METOI0IOTMUECKUX 3HAHUM.

Pazgen 1. MexnayHaponHas OpraHu3anusl MO CTaHIAPTU3AUUM M €€ CTaHAApPTHI 110
YIpaBJICHUIO JOKyMeHTaIuen (2 Jaca)

Pa6ora ¢ opunmansueiM caiitom MCO. [Togbop nokyMeHTOB MO 3aJaHHON TeMe, paboTa ¢
HUMU.

Pasnen 2. MexnayHapoaHasi SJEKTPOTEXHMUYECKass KOMHCCHS W €€ CTaHAapThl 0
yIpaBJICHUIO JOKyMeHTaIuen (2 Jaca)

Pa6ora ¢ opunuansabeiM caiitom MOK. Tlogbop 10KyMeHTOB 10 3aJaHHON Teme, paboTa ¢
HUMU.

Pasnen 3. lubie MexxayHapoIHbIE OpraHU3AIMK MO CTaHIAPTU3ALUA U UX CTAHIAPTHI MO
yIpaBJICHUIO JOKyMeHTaIuen (2 Jaca)

PaGora ¢ odumnuansueiM caiitom EBpokomuccun u EBpomeiickoro KomHuTeTa IO

CTaHdapTU3aluu.

9.2 MCTOI[I/I‘leCKI/Ie PEKOMEHIAIUA IO MOATOTOBKE MUCbMECHHBIX paGOT

Bce mucbMenHsle paboThl (HOKIanbl, 3cep, pedeparbl) AOKHBI ObITH O(GOPMIIECHBI MO
YCTaHOBJICHHBIM TpeOOBaHUSAM (0OJIOKKA, OTJIABJICHUE, COJCpKAHWE, CHHCOK HMCTOYHHKOB M
JUTEPATYPhI) U COIEPkKaTh Ha CBOCH 00JI0KKe mojHbie cBeaeHus o0 aBrope (PUO, dakynbrer,
KypC, HampaBjIleHHE NOATOTOBKH, NpPOQHIb, HAUMEHOBAHUE AUCLUILUIMHBI MO KOTOPOW OHa
HamMcaHa M T.I.). Bce mucbMeHHBIE pabOThI JOKHBI OBITH HAIMCAaH HA OCHOBE MCTOYHHUKOB,
o(pHUIIMANBHBIX CAaWTOB M JMTEPATyphl C YKAa3aHHEM CCBHUIOK Ha HUX B TEKCTE W MOJHBIM
O6ubnuorpaUUecKuM OMMCAHUEM HCIOJIb30BAHHBIX PECYpCOB B CIHMCKE HCTOYHMKOB U
JUTEPATYPHI.

[Tucemennblie paboThI (3cce, N0KIa, pedepaT) pa3indyaoTcs MEXIy co0oi Mo 00beMy H
rIyOuHe nMpopaboTKU u3ydaeMoro Bompoca. O0beM 3cce He TOJDKEH mpeBbimath 1-3 crp. O0bem
JIOKJIa/Ia 3aBUCHT OT BBIOpAHHOW TEMBI, HO HE JoJDKeH npeBbimath 10-15 ctp. O6bem pedepara

3aBUCHUT OT BBIOpaHHOM TeMbI OT 15 110 25 cTp.

9.3 PexoMeHIanuM 10 BEACHUIO CAMOCTOSATEILHON PadoThI CTyIeHTAMH

Buo pabomwvr | Cooeporcanue Tpyooemxocms Pexomenoayuu
(nepeuenv sonpocos) | camocmosmens

-HOU pabomuwl
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(6 wacax)

Pazpnen 1. Uctopus crangapruzanuu J0Y

Iloozomosxa | 1. IToBTOpuTs | B Hcnons3oBathb HWCTOYHUKHU u
K ceMuHapy | MaTepuabl JIEKIHH. COOTBETCTBHUH C | JUTEpATypy MO Teme, O(puIHaIbHbIC
2. Ilpoananu3upoBaTh | yueOHBIM caitsl (cm. 1.7.1. PILJT)

MOJIyYEHHYIO IUTAHOM Ha roJt
nH(popMauo.
Hanucanue 1. Beibpatp Temy u3 | B Jloximan momkeH ObITh odopmiteH 1o
ooxnaoa CITHCKa, 7100 | COOTBETCTBHHM C | yCTAHOBJICHHBIM ~ TIpaBUWJaM W HE
00OTOBOPHTH C | yueOHBIM npesbimath 15 crp. (em. m. 7.3. PI1J])
IpenojaBaTesieM IUTAaHOM Ha roJt

(OpMYITHPOBKY "

HAIlOJIHEHUE  TEMB,
BBIOpaHHOM
CTYZCHTOM
CaMOCTOSATEINBHO.

Pa3zpnen 2. Opranuzanus cucteMsl cranaapTuzanuu B Poccuiickoit @eaepannn

Toozomoexa

K CeMUuHapy

1. [ToBTOPUTH
MaTepHAITbI JICKIIHH.
2. Pabota c
opUIHATEHBIMH
caltamu:
Pocrexperynu
posanuusa, BUHUTU
u OI'VIT
«CranmaptTaaopm»
3.IIpoananu3upoBarh
MOJTYYCHHY O

nH(pOPMALIHUIO.

B
COOTBETCTBHUH C
y4eOHBIM

IIJIAaHOM Ha 1oJ

Hcnons3zoBate  MHTEpHET-pECYpCHI-

ouIManbHble CalThl OpPraHOB IO
CTaHJapTU3AIUH.

WWW. gost.ru u zip.

Paznen 3. Yaudukanus u crangapTusanus JOKYMEHTOBEUYECKUX TEPMUHOB
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Toozomoeska

K CeMUuHapy

IToBTOPHUTH
MaTepHaabl  JEKLIUU

0 JaHHOU TEME.

B
COOTBETCTBHH C

y4eOHBIM

Ucnonp3oBath HUCTOYHUKH u
auteparypy mo teme (cm. 1m.7.1.) u

oQuIHaTbHbIE CANTHI.

[Tpoananu3upoBathb IUTAHOM Ha T0Jl
MOy YCHHY IO
nHpopMaIuio.
Hanucanue CpaBHUTENBHBIN B KontponbHast pabota odopmisercs B
Koumponvno | ananu3 ompeselieHui | COOTBETCTBUU C | Bue TaObmuibl (cM. 1. 7.4. PIIJT).
1L pabomuol OCHOBOMOJIAraiux | y4eOHbIM KonTponbHas pabora JOJKHA
JOKYMEHTOBEIUECKHUX | IUIAHOM Ha roJl | COAEpKaTh B cebe TOYHBIE
TEPMUHOB U TOHATHH (bopMyIHPOBKH oIpeieNeHu i

1. «JlokyMeHT»,
«o(UITHATBHBIT
TOKYMEHT,
«TOKYMEHTHPOBaH-
Has MHQOpMaLUsI» U
Ap.

2. «Oenompou3BOJI-
CTBO»,
«JIOKYMEHTaLMOHHOE
obecrieyeHne
YIPaBICHUS,
«ynpaBJICHUE

JOKYMEHTaLUID)

TEPMHUHOB WM TOHATHA M MHEHUE
aBTopa 10 BONPOCY HX TOJIHOTHI,

IMOHATHOCTHU U aKTYAaJIbHOCTH.

Pasz{en 4, yHI/I(i)I/IKaIII/ISI " CTaHOapTU3aluAa JOKYMCHTOB Ha Pa3JIMYHBIX HOCUTCIIAX U TEXHOJIOTHH

paboTHI C HUMU

Iloozomoska | 1loBTOpUTH B Hcnonp3oBath HWCTOYHUKHU u
K ceMUuHapy MaTepuagbl  JIEKLIUU | COOTBETCTBUU C | JIUTEparypy no teme (cm. m.7.1.)
U K onpocy 0 TaHHOM TeMe. y4eOHBIM

[IpoananusupoBaTh IUTAHOM Ha roJt

MOJTyYEHHYIO

UHpOPMAIIHIO.
HUmozco B

COOTBETCTBUH C
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y4eOHBIM
IUTAHOM Ha roJt

Paznen 5. Crannapruzanus JJOY B cMEXHBIX 0071aCTsIX
Iloocomoska | TloBTOpUTH B Ucnonp3oBath HWCTOYHUKHU u
K ceMuHapy MaTepuagbl  JIEKIUHU | COOTBETCTBUH C | JIUTEparypy no teme (cm. m.7.1.)

0 TAHHOM TeMe. y4eOHBIM

[Tpoananu3upoBathb IUTAHOM Ha T0Jl

MOy YCHHY IO

nH(pOopMaIuio.
Hanucanue Beibpars Temy wu3 | B Occe W JOKIAA JODKHBI  OBITh
acce CIIMCKA, 1100 | COOTBETCTBUU C | OQOPMIIEHBI ~ TIO  YCTaHOBJICHHBIM
(Ooknaoa) 00TOBOPHTH C | yueOHBIM npaBuiam. (cum. . 7.3. PI1[)

npenojaBaTesieM IUTAHOM Ha rojt

(bopMyIHPOBKY u

HATlOJIHEHUE  TEMBI,

BBIOpaHHOM

CTYJIEHTOM

CaMOCTOSITENILHO.
Pasznen 6. Crannaprusanus JJOY B PO Ha coBpeMEHHOM 3Tare
Iloocomoska | IloBTOpUTH B Ucnonp3oBath HWCTOYHUKHU u
K ceMuHapy u | MaTepuanbl JIEKIIMH | COOTBETCTBHHU C | TUTEpaTypy 1o Teme (cM. 1m.7.1.)
onpocy 10 JTAaHHOM Teme. y4eOHBIM

[Tpoananu3upoBathb IUTAHOM Ha T0Jl

MOy YCHHY IO

nHpopMaIuio.
Bcezo Om 32 0o 84

yacos

Paznen 1. MexayHnapoanas opranuzaius no crangaptuzanuu (MCO) u ee ctanmapTsl 1Mo

YIIPaBJICHUIO JOKyMEHTauen

Iloocomoska | 1. [ToBTOPUTH
K 1a6opa- MaTepuabl JEKLUH 10
MOopHOU UCTOPUM CO3JIaHUS U
pabome u nearensaoctu UCO.

ceMuHapy

B
COOTBETCTBHH C
y4eOHBIM

IJIaHOM Ha 1roj

CM. omnucanue 1abopaTopHOil pabOTHI
No 1 u nexkuuu o Teme.
Ucnonb3oBate MHTEpHET-pECYpCHI C
odurmansHoro caiita MCO —

www.ISO. Org
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2. Ha odummanrsaHom
caiite UCO nonyuutb
uH(bOpMAaIIHIO 0
paspabaTbIBaeMBbIX
cTaHmaprax  chepsl
yHpaBJIeHUs
JOKYMEHTALUEH. .
IIpoananusupoBarb
MOJTYYCHHYTO
nHdOpMaIuio.
Hanucanue 1. HCO: wucropus B Pedepar nomxeH ObIThb HamucaH Ha
pepepama CO3JIaHMsI, CTPYKTypa | COOTBETCTBHH C | OCHOBE WHTEPHET-PECYpPCOB,
u HarpaB/IeHUs | y4eOHbIM 3aCITyKMBAIOLINX JIOBEpHSI u
JeSITeIbHOCTH. IUTaHOM Ha roJl | opunuansHoro caiita MCO.
2. Dtamnbl pa3paboTKu Ob6vem  pedepara  3aBUCHUT  OT
craunaptoB B HCO; BbIOpaHHOU TeMBbI OT 15 10 25 cTp.
BO3MOYKHOCTH Pedepar nomxen ObITh 0oopmIIeH TIO
y4acTus B ux YCTaHOBJIEHHBIM npaBUIaM u
paspaboTke. comepkatb B cebe  OOJIOKKY,
3. Crangapter UCO OTJIaBJIEHUE, TEKCT pedepara U CIIUCOK
o YIPaBJIECHUIO UCMOJNb30BAaHHBIX ~ HMCTOYHHKOB U
JIOKyMEHTaIueH u JUTEPATyPHI.
CMEXHBIX  oOjacreit
70-90-x rr.
4. CoBpeMeHHbIE
CTaHIapThI NCo,
pUMEHsIeMbIe B
yIpaBICHUU
JTIOKYMEHTAIUEH.
Paznen 2. MexxayHapoiHas 3JIeKTpOTEXHUYECKasi KOMUCCHS U €€ CTaHAapThI IO YIPaBICHUIO
JOKYMEHTaIUEH.
Iloozomoska | 1. IToBTOpuTH | B CM. omucanue 1abopaToOpHOIl pabOTHI
K n1abopa- MaTepuaibl  JIEKIUH | COOTBETCTBHHU C | Ne 2 W JIeKIMH 1o TeMe.
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MOpHOU

pabome

110 UCTOPUU CO3JTAaHHS
u JesTeNbHOCTH
MDO3K.

2. Ha oduumansHom
caire MOK
HOJIY4YUTh
uH(bOpMAaIIHIO 0
paspabaTbIBaeMBbIX
CTaHgapTax  cdepsl
yIpaBJIeHUs
JOKYMEHTALUEH. .
[IpoananusupoBathb

HOJIY4YECHHYIO

nHdOopMaIuio.

y4eOHBIM

IIaHOM Ha roJ

Ucnonb3oBate MHTEpHET-pECYpCHI C
odurmaasHoro caiita MOK —

www. [EC. Org

Pazgen 3.

HHble MexXIyHapOIHbIE OPraHU3alMU N0 CTAaHAAPTU3aLUUA U UX CTAaHAAPTHI I10
YIIPaBJICHUIO JOKYMEHTAIUEH.

Iloozomoska | 1. [ToBTOpUTH | B CwM. ommucanne 1abopaTOpHOI pabOTHI
K n1abopa- MaTepHaIbl JICKITUH TT0 | COOTBETCTBHUH € | Ne 3 u jeKimu 1o Teme.
MOpPHOU U JTAaHHOU TeMme. y4eOHBIM Hcnonb3oBath MHTEPHET-PECYPCHI
koumponvho | 2. Uepes HHTepHeT- | miIaHOM Ha TOf | 3apyOeKHBIX OpraHoB o
1 pabomam pecypcsl  MOIYYUTh CTaHJapTU3aLUU (Opanuum,
UH(POPMAIIHIO 0 repManuu, BenukoOputanuu u np.) u
HAI[MOHAJIbHBIX WX  HalMOHAJIbHbIE CTaHAapTHhl,
cTaHaapTax  cdepbl UCTIONIb3yeMble B cdepe YIpaBiIeHUS
yIpaBIeHUS JOKyMEHTaIUEH.
JIOKyMEHTaIen Brei6op crpansl (Wi 3apyOexHOTrO
BBIODAHHOW  CTpaHBI. CTaHJapTa) OCTACTCS 3a CTYJICHTOM.
[Ipoananu3upoBath
HOJYYCHHYIO
UH(OPMAIIHIO.
Hanucanue 1. Mexnaynaponusie | B Pedepar momken ObITh HamucaH Ha
acce OpraHu3aIuu COOTBETCTBHUH C | OCHOBE HMHTEPHET-PECYPCOB,
CTaHJapTU3AIHH. y4eOHBIM 3aCITyKMBAIOLINX JIOBEPHS —
TUTAHOM Ha TOJl | OQUIHATIBHBIX caiiToB
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2. OcHOBHBIE 3TaIlbl
pa3BUTHS
MEKTyHapOIHON
CTaHJapTU3aLUU
yIpaBiICHUS
JTIOKYMEHTAIUEH.

3. EBponeiickas
OpraHu3aIus o
CTaHJapTU3ALUH:
UCTOpPUSL  CO3JIaHus,
CTPYKTYyDpa,
HaIpaBJIeHUS
NeSATETLHOCTH u
JIOKYMEHTHI,
perJaMeHTHPYIOIINe
ee JeSATEIbHOCTD.
(JIro0as Ipyras
eBpoIeicKas
OpraHu3arus,
BOBJICUCHHAs B
nporecc
CTaHJapTH3aLUHU - 10
BBIOOPY CTYICHTA).

4. CoBpemeHHbIE
CTaHJAPTHI
€BPOIEUCKUX
Opra”u3aun o
yIpaBJICHUIO
JIOKYMEHTAIUEH.
(Onucanue,
CpPaBHUTEbHBIN
aHaJu3 U T.11.)

5. CoBpemeHHbIE
CTaHJAPTHI "

crienudukanun

MEXTyHaPOIHBIX OpraHoB o
CTaH/IapTU3aINH.

Pedepar wmoxer OBITH MOCBAILICH
OJTHOMY MEXIyHApOJHOMY OpraHy IO
CTaHIApTH3allMd C aKIEHTOM Ha
KOMHTETHI, 3aHMMAaIOIINHCS
npoOiemamu yTIpaBICHUS
JNOKYMEHTAIlMHM; WM HECKOJIBKHM C
MPOBEJCHUEM M3  CPAaBHUTEILHOTO
aHaJIN3a.

Ob6vem  pedepara  3aBUCHUT  OT
BbIOpaHHOM TeMbl OT 15 10 25 cTp.
Pedepar nomken ObITH 0poOpMIIEH TIO
YCTQHOBJICHHBIM HpaBUIaM "
comepkatb B cebe  OOJNOXKKY,
OTJIaBJICHUE, TEKCT pedepaTa U CIIHCOK

HCITIOJIBb30BaHHBIX HCTOYHHUKOB n

JUTEPATYPHL.
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€BPOIEUCKUX
OpraHu3aui o
001aCTIM, CMEKHBIM C
yIpaBlIeHUEM
JIOKYMEHTAIAEH.
(Onucanwue,

CpaBHI/ITeJ'IbHHﬁ

aHaJu3 ¥ T.11.)

6. Anamms
My OJTMKaIi
OTE€UYECTBEHHBIX 5

3apyOeKHBIX aBTOPOB
1o npooieMam
MEKTyHapOIHOMI
CTaHJIAPTU3AIIH

yIIpaBICHUSA

JIOKYMEHTAIUEH.

Paznen 4.

CrangapTuzanus ynpasi

€HUS TIOKyMEeHTaluen 3a pyoexom.

Hanucanue

pegepama

l. CoBpemeHHbIE
CTaHJAPTHI
3apyOeKHBIX CTpaH Mo
YIpaBIECHUIO
JIOKYMEHTAIUEH.

(Ctpana mo BBIOOPY

CTYJICHTA, KpoMme
ctpan CHI).

2. HamuonanbHeie
OpTaHbI o

CTaHJapTU3alul U UX

CTaHJAPThI 1o
yIIpaBJICHUIO
JTIOKYMEHTAIUEH.

3. Ananuz

my OnuKanuit

B
COOTBETCTBHUH C
y4eOHBIM

IIJTaHOM Ha 1oJ

Pedepar momkeH ObITh HammcaH Ha
OCHOBE HMHTEPHET-PECYPCOB,
3aCTy’KUBAIOIINX JOBepus —
o(uImaNBbHBIX CAWTOB HAIMOHAIBHBIX
OpPTaHOB, PETYJIUPYIOMINAX TPOLECCHI
YOpaBlIeHUS! JOKyMEHTAIel CTpaHbl,
BBIOPAHHOM CTYJIEHTOM.

Pedepar ™moxker OBITH MOCBSIICH
OJHOMY HAaIMOHAIBHOMY OpraHy C
aKLEHTOM Ha €ero pa3pabdoTKH WU
1enon CUCTEMBI yIpaBlIeHUS
JTOKyMEHTAIle CTpaHbl, BBIOpaHHOU
CTYJACHTOM.

Ob6beMm

3aBHUCHUT oT

pedepara

BBIOpaHHOM TeMBI OT 15 10 25 cTp.
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OTCUYCCTBECHHBIX u
3apyOCKHBIX aBTOPOB
o npoOiemMam
CTaHIapTH3AIUU
yIpaBICHUS
JIOKYMEHTalHUe 3a

pyOexoM.

Pedepar nomken ObITH 0pOpMIIEH TIO
YCTaHOBJICHHBIM IpaBUIIaM u

comepkatb B cebe  OOJNOXKKY,
OTJIaBJICHUE, TEKCT pedepaTa U CIIUCOK
WCTIONB30BAHHBIX ~ HMCTOYHHKOB U

JUTEPATYPHI.

Paznen 5. IlpodeccuonanbHble OOBEIMHEHUS CIELUAINCTOB B 00JAaCTH YIPaBICHHS
uH(pOopManueil 1 TOKyMEHTAIMEeH, BIUSIONINE Ha TIPOLIECCHl CTaHIaPTU3AIIH.

Hanucanue

pegepama

1. Acconmanusa
YIPaBISIOLINX
JIOKYMEHTalHuen 31
aJIMHUHHCTPATOPOB
(Association of
Records Managers and
Administrators):
UCTOPUS  CO3JIaHUs,
HaTIPaBIICHUS
NEeSITeNIbHOCTH,
MPOEKTHI.

2. MexayHapoaHbIit
TPECT IO yIPABICHUIO
JIOKYMEHTalue
(International Records
Management Trust):
UCTOPUSL  CO3JIaHUs,
HaIpaBJICHUS

ACATCIIbHOCTH,

IIPOEKTHI

B
COOTBETCTBHUH C
y4eOHBIM

IJIAaHOM Ha 1roj

Pedepar momken ObITh HamucaH Ha

OCHOBE UHTEPHET-PECYpPCOB,
3aCITyKHUBAIOIINUX JOBEepUs —
oUIHATEHBIX calToB
po¢eCCHOHATBHBIX 00beTMHEHUN

CIICHUAJINCTOB B obnactu YHpaBJICHUA

uHpopManued ©  JOKyMEHTAIueH,

BbIOPAHHOW CTYJIEHTOM.

Pedbepar ™moxker OBITH MOCBSIICH

OJTHOH OpraHu3alu Hu WA

O6’[>€,I[I/IH6HI/IIO C AaKICHTOM Ha C€Io

pa3pabOTKW WM  HECKOJBKUM  C
MPOBEJICHUEM WX CPaBHUTEILHOTO
aHaJIM3a.

Ob6vem  pedepara  3aBUCUT  OT

BbIOpaHHOM TeMbl OT 15 10 25 cTp.
Pedepar nomkeHn ObITH OpOpMIIEH TIO
YCTQHOBJICHHBIM HpaBHIaM "

comepkatb B cebe  OOJNOKKY,
OTJIaBJICHUE, TEKCT pedepaTa U CIIUCOK

HCIIOJb30BaHHBIX UCTOYHHUKOB
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Ipuioxenue 1

Annomayusa oucyuniaunvl (Mooyns)

JluctmiuinHa peanu3yercs Ha ¢akyibmeme APXUBOBEICHUS U JOKYMEHTOBEICHUS Kapeopotl
Hcmopuu 2ocyoapcmeenubix yupesdcoeHull u 00uWecmeeHHbIX OpeaHu3ayull

Lenb AMCIUTUINHBL (MOOY/I51)- - U3YUYCHUE TEOPETHUECKUX MPOOIEM U TPUKIIATHBIX
ACTIEKTOB MEKYHAPOIHOW CTaHAAPTU3AIIMHU YIIPABICHHS JOKYMEHTAIUEH.

OcBocHHE NUCIUTITNHBI HAPABJICHO HA MPUOOPETCHHUE CTYACHTAMH 3HAHUH O TTPHHIIAITAX
pa3pabOTKH MEXKIYHAPOIHBIX CTaHJAAPTOB, HCIOJIB3YEMBIX B YIIPABICHUU JIOKYMEHTAIUCH,
OpraHu3aIysIX, BOBJICUCHHBIX B ATy pa0OTy, a TAKXKE O CaMUX CTaHIapTax 3Toi chepsl.

[IpenMeroM wu3y4eHHS SBISETCS CTaHAAPTH3AIUS YOpaBIEHUS TOKyMEHTalMed Ha
MEXTyHApOJTHOM YPOBHE.

3agaun qUCIUTIINHBI (MOIYJIsA):

- W3YYCHHE OCHOBHBIX IMOHITHUH, MCIOJIb3yEMbIX TPU MPOBEICHHH PAa0OT MO MEXIyHapIOHOU
CTaHapTHU3AIUH YIIPABJICHUS JOKYMEHTAIUEH;

- U3y4YeHUE UCTOPUU MEXKITYHAPOTHON CTAHIAPTU3AINH YIIPABICHUS;

- M3y4YeHHEC HOPMATHBHO-TIPABOBHIX OCHOB CTAHIAPTH3AIMH YIPABICHUS JIOKyMEHTAIMCH Ha
MEXTyHapOJHOM YPOBHE;

- U3y4eHre NHPOPMAIIMOHHBIX CUCTEM M OCHOBHBIX HH()OPMAIIMOHHBIX PECYPCOB, HCITOIB3YEMbIX
IpU OpraHU3allMU M MPOBEACHUU PAOOT MO CTAaHAAPTU3AIMU YIPABICHHUS JOKyMEHTAIMEeW Ha
MEXTyHapOJHOM YPOBHE;

- I3YYCHHE MEXTYHAPOIHBIX CTAHIAPTOB, PETYIUPYIOMUX chepy YIpaBICHHUS JOKYMEHTAIIUCH 1

CMEXXHBIX C Hell o0nacTeii.

JucnunnuHa (Mo0y/b) HampaBieHa Ha GOPMHUPOBAHUE CIACAYIOMIMX KOMITCTCHITHN:

- YK-5. CnocobeH BOCIIpUHUMATh MEXKYJIbTYPHOE pa3HooOpa3ue 00I1ecTBa B COLMATIBHO-
UCTOPUYECKOM, 3TUIECKOM U (PHIOCOPCKOM KOHTEKCTAaX

- [IK-1. Bnaneer HaBbIKamMH pa3pabOTKU U BHEAPEHUS JIOKAJIbHBIX HOPMATUBHBIX aKTOB IO
JOKYMEHTALMOHHOMY 00€CIIEUYEHUIO YIIPABICHHS B OPraHU3alUAX PA3INYHbIX OPraHU3alMOHHO-
paBoBBIX (POpM U POpM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax MECTHOI'O

CaMOYIIPaBJICHUS

B pesynbrare ocBOCHUS TUCIUTUIHHBI (M00Y/is) O0YIAFOIIANCS JOKCH:
3HaTh:
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- UICTOPHIO U OPraHU3ALUIO MEXIYHAPOIHOW CTaHAAPTU3ALMY YIIPABICHUS JOKYMEHTAIIUEH;

- Opranbl M CTPYKTYpbI, PYKOBOJSIIME CTaHAAPTU3AIMEH YMpPABJICHUSA JIOKYMEHTAIMEHd Ha
MEXIYHAPOJAHOM YPOBHE;

- OpraHu3aIyy, pa3padaThIBAIOIINE MEKIYHAPOIHBIC CTAHIAPTHI, UX CTPYKTYpPYy U ClelupuKy
eI TEeIILHOCTH,

- B3aUMOCBSI3b POCCHUICKUX U MEXAYHAPOIHBIX CTAHJAPTOB IO YIIPABICHUIO JOKYMEHTAIUEH;

- HOpPMAaTHBHBIE JIOKYMEHTHI, PErIaMEHTHPYIOIINE Pa3paOOTKy W BHEAPEHUE MEKIYHAPOTHBIX
CTaHJapTOB.

YMeTh:

- UCTIOJIb30BaTh MH(GOPMAIIMOHHBIE PECYPCHI MEXKTyHAPOIHBIX OPTaHOB CTaHIAPTH3AIINN;

- IPUMEHSITh HOPMbI MEXIYHAPOIHBIX CTAH/IAPTOB MO YIPABICHUIO JOKYMEHTAUEH.

Bnaners:

- HaBbIKaMu paboThl B IHTEpHET;

- HaBBIKaMH pabOTHI C OPHUIIMATBPHBIMUA CAUTaMH MEKTyHAPOIHBIX OPTaHOB CTaHAAPTH3AINH;

- HaBbIKaMU IMOJIYUCHUA I/IH(i)OpMaI_[I/II/I H3 ClICUAJIIM3UPOBAHHBIX I/IH(i)OpMaI_II/IOHHLIX CHUCTCM.

[To nuctumumHe (Modya10) IPELyCMOTPEHA IPOMEKYTOYHAS aTTeCTalus B PopMe sx3amena.
OO0mmas TpyJI0€MKOCTh OCBOCHHSI TUCIIMIUIAHBI (MOOY/is) COCTABISET 3 3a4eTHBIC CIUHUIIBI.



