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1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBbI

Mean

AUCHUIIJIMHBI:

JaTb  CTYHEHTY

ITOJIHOC

IPEJICTaBICHUE O

AOKYMCHTOBCACHNU KaK HaquOﬁ JAUCHUITIIINHC, nemamef& B OCHOBC BI:I6paHHOFO WM HaIlpaBJICHUSA

«/lokyMeHTOBeiIeHHEe U apXHMBOBEACHUE» M 00pa3oBaTesnbHOM mporpammsl «MHpopmarmonHo-

AOKYMCHTAITUOHHOC obecrnieucHue YHOPaBJICHUS).

33}13'{1/1 AUCHUIIJIMHBI:

—IPOCICAUTDb UCTOPHUIO MOABJICHUA U PASBUTHUA JOKYMCHTA

— MPOCJETUTH UCTOPHIO MOSIBIICHUS MPO(ECCHH «TOKYMEHTOBE

—IIpPOCJICAUTL HCTOPUIO TIOABJIICHHA W PA3BUTUA JOKYMCHTOBCIACHHUS KaK HaquOﬁ

UCHUTIINHBI

—OIpCaACIINTbL MECTO JOKYMCHTOBCACHUS B CUCTCMC HAYYHBIX TUCHUIIINH

MO3HAKOMUTH C OOIIMMHU TPeOOBaHUSAMH K YPOBHIO TMOATOTOBKM OakajiaBpa MO HAaIpPaBJICHUIO

«I[OKYMGHTOBGI[CHI/IC " apXUBOBCIACHUC), €TO 3HAHUAM U YMCHUSIM.

1.2 HepequL IJIAHUPYEMBIX pPE3yJbTaTOB oﬁyqumI o IMCOMIIJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NOCTU/KCHHUSA KOMHETCHIIPIFI

[1K-2. CriocoOeH oprann3oBaTh U OCYIIECTBISTH
JIOKyMEHTALMOHHOE 0OeCIICUCHNE YIIPaBICHUS B
OpTraHM3aLMIX Pa3IMYHBIX OPTraHN3aMOHHO-
IpaBoBbIX (popM 1 popM coOCTBEHHOCTH,
TOCYAapCTBEHHBIX OpPraHax M opraHax MECTHOTO
caMOyIpaBJICHHS

[IK-2.1. [Tpumensier
TEopeTHYeCcKHe 3HaHUs B cepe
JIOKYMEHTALMOHHOTO 00eCTICUeHHS
YIpaBJICHUS B IPAKTHUECKON
JIeSITENbHOCTH

3uame: meopemuueckue 0cHoO8bl
OOKYMEHMAYUOHHO20 0Decneverus
VAPAsIeHUs.

Ymemn: npumensime meopemuieckue
npu Op2aHU3aYUU OOKYMEHMAYUOHHO:
obecneuenus ynpasienus

Bnaoemw: memooonozueii
OOKYMEHMAYUOHHO20 0Decneverus
VIPABIeHUs.

IIK-2.2. Opranusyer
JIOKyMEHTAILHOHHOE 00ecIIeueHNe
YIpaBJICHUS B OPTaHU3ALIIX
Pa3JIMYHBIX OpPraHU3aIOHHO-
IpaBoBbIX (GopM 1 popm
COOCTBEHHOCTH, TOCYIapPCTBEHHBIX
OpraHax U opraHax MECTHOT'O
caMOyIpaBJICHHS

3name: ocobennocmu nOCMaHo8Ku
OOKYMEHMAYUOHHO20 0Decneverus
VAPABIEHUsL 8 OPLAHUZAYUSX PAZTUUHE
OP2AHU3AYUOHHO-NPABOBLIX POPM U
cobcmeenHocmu, 20Cy0apCmMEeHHbIX ¢
U OP2AHAX MECHHO20 CAMOYNPAGIEHIL
Ymemw: opeanuzosams doxymenmayt
obecneyenue 8 Opeanu3ayUsx paziuti
OP2AHU3AYUOHHO-NPABOBLIX POPM U
cobcmeenHocmu, 20Cy0apCmeeHHbIX ¢
U OP2AHAX MECHHO20 CAMOYNPAGIEHUL
VAPAsIeHUs.

Braoems: nagvikamu cosepuieHcmseo
cucmemvbl OOKYMEeHMAYUOHHO20 00eCt
VIPAGIeHUs.

[1K-2.3. BemonuseT paboTy 1o
JIOKYMEHTALHOHHOMY
00€ecTIeueHHIO YIIPaBICHUECKUX
MIPOLIECCOB B OpraHU3alMsAX
Pa3JIMYHBIX OpPraHU3aIOHHO-
IpaBoBbIX (GopM 1 popm
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax ¥ opraHax MECTHOT'O
caMOyHpaBJICHUS

3namv: cocmas gynxyuil cysico
O0OKYMEHMAYUOHHO20 0becneyeHus
VIpaeneHus.

Ymems: ocywecmensamos pabomy no
OOKYMEHMAYUOHHOMY 0DeCneyeHuro
VAPABLEHUECKUX NPOYeCcos
Brademw: nasvikamu doxymenmupog
VAPABIEHUeCKUX NPOYeccos u paboms
OOKyMeHmayueti 8 OP2aHU3AYUIX Pas)
Op2aHU3AYUOHHO-NPABOBLIX (hopM U {




cobcmeennocmu, eocydapcmeeHHbzx C
U opeanadx MecmHoco camoynpdasieHu.

[IK-5. Criocoben oprann3oBath OIepaTHBHOE 1
apXMBHOE XpaHEHUE JOKyMEHTOB B OPTraHMU3aIIAX
pa3muHBIX (OPM COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OPraHax U opraHax MECTHOTO
caMOyIpaBJICHHS

IIK-5.1. Ucnone3yet
TEOPETUUYECKHE, IIPABOBBIE U
METOJUUYECKUE OCHOBBI
ONEPaTUBHOIO U ApXUBHOI'O
XpaHEHHUs JOKYMEHTOB B
OpraHM3aLMSIX Pa3INIHBIX (HOpPM
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOYTIPaBJICHUS B IPAKTHYECKON
JIeSITENbHOCTH

3HaTh: TEOPETUIECKHUE, TIPABOBBIC 1
METOIMYECKIE OCHOBBI OIIEPATUBHOT(C
apXMBHOTO XPaHEHUS JOKyMEHTOB B
OpraHM3aLMSIX Pa3INIHBIX (HOpPM
COOCTBEHHOCTH, TOCYIapPCTBEHHBIX Of
OpraHax MECTHOTO CaMOYIIPaBJICHHS 1}
MIPAaKTHYECKOH AeATeTbHOCTH

YMeTh: IPUMEHATh 3HAaHHE TEOPHH ap
Jienia B IPaKTHYECKON IS TETbHOCTH
Brnaners: HaBBIKaMH IPUMEHEHHS TIPS
HOPM B cepe apXuBHOTO Jieia Ipu
OCYILECTBICHUN OIIEPATUBHOTO U apX
XpaHEHHs JOKYMEHTOB B OpTaHU3aIIN:
pa3muHBIX (OPM COOCTBEHHOCTH,
TOCYAapCTBEHHBIX OpraHax M OpraHax
MECTHOTO CaMOYIIPABJICHHS B IIPAKTH!
JIeSITENbHOCTH

IIK-5.2. OpranusyeT onepaTuBHOE
U apXMBHOE XpaHEHUE TOKYMEHTOB
B OpraHM3aMAX Pa3INIHBIX GOpM
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOyTpaBJIECHUS

3HAaTh: paBUIIa OPraHU3AIUA OIIEPAT
Y apXHUBHOTO XPaHCHUS JOKYMECHTOB
YMeTh: OpraHu30BBIBATH ONICPATHBHO
apXUBHOE XpaHEHHUE JOKYMCHTOB B
OpTraHM3AIUAX PASTUIHBIX POPM
COOCTBEHHOCTH, TOCYIaPCTBEHHBIX Of
OpraHax MECTHOTO CaMOYIPaBJICHHUS
Brnamers: HaBbIKaMu 00pabOTKH U
ITOJITOTOBKH JOKYMCHTOB TS TEKYIIIC
ApPXUBHOTO XPaHCHUS

[1K-5.3. Bemmonusier paboTh! 110
ONEpPaTUBHOMY U apXUBHOMY
XPaHEHHIO JOKYMEHTOB B
OpraHM3aLMSIX Pa3INIHBIX (HOPM
COOCTBEHHOCTH, TOCYIapCTBEHHBIX
OpraHax ¥ opraHax MECTHOTIO
CaMOyTIpaBJIECHUS

3HaTh: cOCTaB (YHKIMH apXUBOB 1
IOJIpa3/ICICHUH 110 JOKYMEHTAI[OHH!
00ecTIeueHHIO YIIPABICHHS TI0 OpTaHH
OTIEPaTHBHOTO M APXUBHOTO XPAaHEHHU:
JIOKyMEHTOB

YMeTh: BHINOIHATH KOMITIEKC PadoT 1
OTIEpPaTUBHOMY U apXMBHOMY XpaHECHI
JIOKYMEHTOB B OPTaHHM3ALMSIX Pa3JInyl
(hopM COOCTBEHHOCTH, TOCYJapCTBEHI
OpraHax U OpraHax MECTHOTO
caMOyHpaBIICHHS

Brnaners: HaBBIKAMHU COBEPILICHCTBOB
OTIEPAaTHBHOTO M APXUBHOTO XPaHEHH!
JIOKYMEHTOB

1.3 MecTO AMCHUILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM

Jucnuninuza  «YrpaBlieHHE

ACATCIIBHOCTH

NMporpaMMmel

AOKYMCHTaMU Kak

o0Jacth

npodeccrnoHabHOM

OTHOCUTCSI K 4YacTH, (GOPMHPYEMOH ydacTHMKaMH OOpa30BaTENbHBIX OTHOIICHUH OioKa

JUCHUITIIINH y‘ICGHOFO IJ1aHa.

Jis OCBOEHMSI JWUCHUIUIUHBI (M0OY/id) HEOOXOAWMBI 3HAHUS, YMEHUS U BIAJCHHA,
chOpMHUPOBAHHEIE B XOJI€ U3yUeHUs cienyromux aucuuriul: «Mcropus Poccuu 1o Hagama XX
Bekay, «Mcropus Poccun Hoseitmero BpemeHn».

B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOXIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHUS U

BIIQJICHUS, HEOOXOMUMBIC JUISI M3YUYCHUS CIEAYIOIMUX NUCHUIUITMH (MOIYyJel) M TPOXOXKICHUS
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npaktuk:  «/loxymeHnroBenenue», «KampoBoe — nmenompousBonactBo», — «PerynmpoBaHue

AOKYMCHTAIIUOHHOT'O obecnieueHus YHOpaBJICHUA B AAMUHUCTPATUBHBIX PCTIIAMCHTAX» U AP.

2 CrpyKrypa JUCUMILJIMHBI

OO0mast TpyA0eMKOCTh IUCIUIUTHHBI COCTaBisieT 3 3.e., 108 .

CTpyKkTypa AUCHHUILIMHBI 1)1 04HO (opMBI 00ydeHH

O0beM AUCHUILTUHBI B ()OpME KOHTAKTHOW PabOTHI OOYYAIOMIMXCS C MeJaroru4ecKuMu
paboTHUKaMU ¥ (WIIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlekuuun 24
2 Cemunapsl/1abopaTopHbie pabOThI 36
Bcero: 60

O0beM TUCHHILTUHBL B (HOPME CaMOCTOSTENbHON pabOTHI 00YYAIOIINXCS COCTABISET 48
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHHUILUIMHBI JJI51 0YHO-3204HOI (opMbI 00yUeHUs

OO0beM IUCHMIUIMHBI B (pOpME KOHTAKTHON paboThl 0O0yYaromuxcs ¢ MelarormyecKuMH
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHON MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IIPH MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuecTBo
4acoB
2 Jlexnu 14
2 Cemunapsl/mabopaTopHbie pabOThI 22
Bcero: 36

O0beM OUCIHILTUHBI B (POPME CAMOCTOSTENBHON pabOThI 00YYAIOIIMXCS COCTABISET 72
aKaJeMUYECKHIX YacOoB.

CTpyKTypa JTUCHUIIMHBI JJI51 3204HO (popMBbI 00yUeHUs1

O0beM TUCIUIUIMHBI B (hOpME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C TEAarorH4ecKuMHU
paboTHUKaMU ¥ (WJIH) TUIIAMU, TPUBJICKAEMBIMHU K pean3aliii 00pa30BaTEIbHOMN MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU IPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum y4eOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexumn 8
2 Cemunapsl/mabopaTopHbie pabOThI 12




Bcero:

| 20 |

O0beM JUCHHILTUHBL B (HOpPME CaMOCTOSTENbHON pabOTHI 00YYAIOIINXCS COCTABIISET 88
aKaJIEMUYECKUX YaCOB.

3 Coaepxanue IUCHHUIINHBI

HaumeHoBaHue pa3iesia TUCHUITHHBI

Conepxanue

Pa3znen 1. AkTyajabHOCTH
AOKYMEHTAIHOHHOI0 00ecrevYeHust
yIpaBJjieHHs U NOTPeOHOCTH B

rPaMOTHBIX Kajpax

- nH(pOpMaIK — OCHOBA MPUHATHS JTI000TO
pelieHus

- TOKYMEHT KaK HOCUTEIb WH(OpMaLun

- posb UHGOPMAITUHU B COIUATHHO-DKOHOMUYECKUX
mporeccax

- nH(opManKs B pa3IUYHbIX Cpelax: dJIEKTPOHHOM
Y TPAOAULHOHHOU

- pocT 00beMOB HH(pOPMALIUU

- ynpaBlieHue HHPOPMAITMOHHO-
JOKYMEHTAIMOHHBIMH pecypcamMu

- UH(pOPMAIIMOHHO-JOKYMEHTAITUOHHOE
o0CTyKMBaHUE KaK TJIaBHas1 00eCIeUnBarOIIast
(GYHKIUS YIIPaBICHUS, BBITIOTHSIEMAs
CHEIHATMCTaMH, UMEIOIIUMU TPOGECCUOHATHHYIO

MIOATOTOBKY

Paznen 2. [lonsitne «uHopmanus» u
«IOKYMEHT», HX B3AaUMOCBS3b

- TMOHATHA «UHPOPMALUS» U «IOKyMEHT». CBs3b
uHpopManuu M JoKyMeHTa. Ponb uHpopmanyu B
COLMAIBHBIX M  JKOHOMUYECKHX  IIPOLECCax.
WNudopmanus KaK OCHOBa IPUHSTHS
YIIPABJICHYECKOI'O PELLICHUS.

- BO3HHMKHOBEHHE JIOKYMEHTa, €r0 Ha3Ha4ycHHE.
[lonaTHe  «IOKyMEHT», €ro TpaHchopMarus.
JIOKyMEHT - 00BEKT UCCIIECOBAHMS TECOPETUUECKUX U
MPUKIIATHBIX JUCIUILINH. [IpaBoBoi,
YIPABJICHUYECKUN, HUCTOPUYECKHM  ACIIEKThl B
ONpElEeICHUN JOKyMeHTa. PacimupeHue mOHATUA
«JIOKYMEHT» C pa3BUTUEM HAyKH U TEXHHUKHU.
IToHsTHE «INEKTPOHHBINA AOKYMEHT». OlpenencHue

AOKYMCHTa B TOCYyd1apCTBCHHBIX cTaHaaprax.




IToHsTHE «IOKYMEHT» B JOKYMEHTOBEACHUU.

- 3aKOHOJATENbHBIE aKThl 00 005A3aTeNbHOCTH
JOKyMeHTUpoBaHus  uHpopmarmu. HasHaueHue
JOKyMEHTHOW uH(popMaru. DPakTopbl, BIUSIOLINE
Ha UWHPOPMALMOHHYIO LEHHOCTh JOKYMEHTOB.
3aBHCUMOCTh LIEHHOCTH MH(OPMAIUKN OT MOJHOTHI,
O00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTH
nepefayd M IOJIy4YEHHUs, NEPUOAUYHOCTH WIH
gacToThl nepenaun. OnepaTUBHAs U UCTOPUYECKAS
(peTpocriekTUBHAs) TOKYMEHTHas HUH(pOpMAIHs KakK

enrHas MHQOPMAIIMOHHAs CUCTEMA.

Pasnen 3. UcTopus nosiBjieHust
CHEeNMAJIBHOCTH U ee pa3BUTHE B

AOPEBOJTIOLIMOHHBIH MEePUO

- ICTOPUYECKUI XapaKTep JOKYMEHTOB U
JOKYMEHTUPOBaHUs

- UHCTUTYT IUIOUIA/IHBIX NOABAYUX KaK 3apOXKACHUE
pyccKoro HoTapuaTa

- COCTaB JIOJKHOCTHBIX JIUI] (CITY>KHJIBIX JIFOJIEH) B
yupexaeHusax XV-XVII Bs.

- IITaTHBIA COCTAB U JOJDKHOCTHBIE OOSI3aHHOCTH
pabotHukoB kaHuensipun XVIII B.

- Tabennb o panrax

- IITaTHBINA COCTAB U JOJDKHOCTHBIE O0SI3aHHOCTH
KaHLEJIApCKuX ciyxamux XIX-nagama XX BB.

- TIOSIBJIEHHE KEHCKOT0 TpyJia B chepe yrnpaBieHus

B koHne XIX-naugaiae XX BB.

Pasnea 4. Ciryx0a
AOKYMEHTAIlHOHHOI0 o0ecrneYeHunst

yIpaBJIeHUS B COBETCKUH MePHO/

- Beapenue npuniunos HOT B cdepy ynpasienus
B 1920-e rT.

- HKK-HK PKH — Oprctpoiit — UTY u ux paboTsl
10 palMoOHaIN3alUy rocamnmapara

- pa3pabOTKN MHCTUTYTa TEXHUKU YIIPABICHUS B
00JIaCTH JeNONPOU3BOACTBA

- IOSIBJIEHUE U Pa3BUTUE OPITIPOCKTUPOBAHUS

- opranmu3zauus OV B 1930-50 rr.

- IOCTAaHOBKA 3a/1a4¥ COBEPIIEHCTBOBAHUS
ynpasieHueckoro Tpyaa B 1950-e roast

- HeoOxoauMocTh pazpabotku EI'CJ]




- MOTPeOHOCTh B KBAUTM(UIIMPOBAHHBIX KaJpax JJs
paspabotku u BHeapenus EI'C/I B 1950-x rr. u
Hay4aso MOATOTOBKHU CIIELUAINCTOB-
nokymenToBeoB B M MMAU B centsiope 1960 .

- [loctanosnenue Cosera Munuctpo PCOCP or
08.05.1964 «O6 yBenuueHNH BBIIIYCKA CPENICTB
MeXaHHU3aI1H JIeJIONPOU3BOACTBA U YIyULICHUN
MOJTOTOBKH KaJJpOB I10 JICIONPOU3BOJACTBY» U
otkpsitue B MIMAU daxynbrera
rOCYJapCTBEHHOTO JICIONPOU3BO/ICTBA.

- pa3BUTHUE CrIENUaIbHOCTH B KoHIE 1980-x rT.

- OTKpBITHE (aKyJIbTETOB B IOHELIKOM,
CBEP/JIOBCKOM T'OCYJJapCTBEHHBIX YHUBEPCUTETAX,

MOCKOBCKOM MHCTHUTYTE yIIPABJICHHUS.

Pa3pnen 5. U3MeHeHne 3a1a4 CIyKObI - HOBBIE 3aaun ciyx061 IOY B 'OCT P UCO
JOY B XXI B. [losiBJIeHHE TOHATHIA:
«JIEKTPOHHBII JOKYMEHT0000pOT» 1
«YnpaBJjieHHe JOKYMEHTAMID) - BHEJIPCHHE MEXTYHAPOIHBIX CTAHIAPTOB

15489-1-2007 «YpaBieHrne JOKyMEHTaM1»

MEHEP)KMEHTA Ka4eCcTBa B yIIPABICHUE
- peasin3alMy IPOrpaMMbl « DIIEKTPOHHOE
IIPaBUTEIBCTBOY

- aIMUHUCTPAaTUBHBIE CTAaHAAPTHI — IIAT K
IIPO3PAaYHOCTH YIIPaBJICHUS

- YBEJIMYEHHUE MOTPEOHOCTH B CIIEHUAINCTAX 110
JIOY B ycnoBHUSX NEPECTPONKH YKOHOMUKH CTPaHBbI;
noscemecTtHoe BHeApenue ACJIOY, nporpamm
3JIEKTPOHHOTO IOKyMEeHT0000poTa. OTKphITHE

CIICIIMAJIbHOCTU BO MHOTHX BY3aX CTPAaHBI.

Pasnen 6. TpeboBanus - o0uIre TpedoBaHus, MPEIbSBIIIEMBbIC K
o0pa3oBaTe/IbHBIX U

BBIITYCKHUKY, ITOJIVUHAKOIIIEMY BBICIIICC
npo¢deccHoOHAIbHBIX CTAHAAPTOB Yy Y, y nemy

ryMaHUTapHOE 00pa3oBaHue

- IUCUUILUIMHBI, JAIOLINE 3TH 3HAHUSA U YMEHUS
- TpeOOBaHUs K 3HAHUSAMHU B IPAKTHICCKON U
npoecCHOHABLHOM IeATETPHOCTH

- TUCIUIUIMHBI 0230BOTO IMKJIA

- AUCHUIUIMHBI BApUATUBHOTO IIUKJIA
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- 3HaHUS, MoJyyaeMble OakataBpamMH MPHU U3yUYECHUH
JTUCUUIUIMH 06a30BOr0 U BApUATHBHOT'O IIUKJIOB

- KOMIUIEKC 3HaHHUH O JOKYMEHTaXx,
3aKOHOMEPHOCTSIX JIOKyMEHTO0Opa30BaHus,
cucTeMax JOKyMEHTAIH B yUPEXKACHUSX,
OpTaHU3aIMIX, PEANPUATUIX PA3ITUIHBIX
OpTraHU3aIMOHHO- MPaBOBBIX (HOPM,
MH(POPMALMOHHO-TOKYMEHTALIHOHHOM
o0ecrieyeHnH yrpasieHus (0T CO31aHUsI JOKYMEHTa
710 C/Ia4M €ro B apXUB U YHHUUTOKCHHS)

- 3HaHUS M YMEHUS, TOJIlydaeMble OaKkaJaBpoM MpH
OCBOCHMU JUCIUIUINH 0a30BOr0 U BAPUATUBHOTO
IIUKJIOB

-TpeOOBaHUS K UTOTOBOM BBITYCKHOM
KBUTH(DUKAIIMOHHOUW paboTe 1 rocyAapCTBEHHOMY
HK3aMEHY

- BUJIBI M OOBEKTHI IPOQecCHOHATBHOM

ACATCIIbHOCTH

4 OoOpa3oBaTejibHbIEC TEXHOJIOTHH

Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIC
TEXHOJIOTUH. {51 opraHu3anuy yuyeOHOro mporecca MOXKET ObITh MCIIOJIIB30BAHO 3JIEKTPOHHOE
o0y4yeHue U (WIK) TUCTAaHIMOHHBIE 00Pa30BaTeNIbHbIE TEXHOJIOTHH.

5 Ouenka mIaHNpPyeMbIX Pe3yJIbTaTOB 00y4YeHU s
5.1 Cucrema onieHUBaHHUSA

Dopma KOHTPOJIA Makc. KOJIM4€eCTBO
0aJU10B
3a ogny Bcero
padory
Texywuii KOHMPOL:
- onpoc 5 6annos 10 6annos
- ceMuHapul 3 bannos 426ann08
- KOHMpPObLHAS paboma 8 bannos 8 bannos
IIpomesicymounas ammecmayus 8 uoe umo2os8oi 40 40 6annos
KOHMPOAbHOU pabomul
Hmoeo 3a cemecmp (Oucyuniumny) 100 6annos
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ITosrydeHHBII COBOKYNHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKally OIleHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIHUIIEH:

100-6annpHas TpaionHas mkata [lIxama
HIKaja ECTS
95—-100 A
304 OTJIMYHO B

68 — 82 XOpOIIO 3a4TE€HO C

56 — 67 D
5055 yIOBJICTBOPUTEIHHO E

20 — 49 FX
0-19 HEYIOBJIETBOPUTEIHHO HE 3a4TCHO F
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5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

Bamnel/
lxkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 110 TUCIHUILIIHE

100-83/
A.B

«OTJIUYHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI
MaTrepua, MOXET IIPOAEMOHCTPUPOBATE ITO HA 3aHATUAX U
B X0JI¢ IPOMEKYTOYHON aTTECTALUU.

OOyuaronuiics HICUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAaKTUKOM, CIIPABIISICTCA C PEIICHUEM 3aad
npodeCCUOHATBLHON HAMPaBICHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHJILHO OOOCHOBBIBACT IIPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOMEMYyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpenia€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.

82-68/

«XOopouio»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepuai, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOKEHUS IIPU PELLIECHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akpeniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUI.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHAX U B X0JI€ IPOMEXYTOUHOM aTTECTalUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HABBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET A0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCHUILIIMHE.
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bannsl/ Onenka no Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE
Ilxana ECTS | nucuuruinze
OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalUu.
Komnereniuu, 3akperiéHnble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIIN».
49-0/ «HEYIOBIIETBOpPHUTE | BricTaBisercs: oOyydaronemMycs, eciii OH He 3HaeT Ha
F,FX JIILHO» 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI

MaTepHal, J0IycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHSIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyu4aronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHECHUS B
IIPUMEHEHNUN TEOPETUUECKUX TOJI0KEHUH NPU pPELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO()eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaJI€ET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.
JleMOoHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYIIEH U IPOMEKYTOUHON
aTTeCcTallUu.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHouHble cpeAcTBA (MATEPUAJIBI) NJIA TEKYIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANM 00YYAOIIUXCSH 10
AUCHUIINHE

IIpumepHbIii nepeyeHb BONMPOCOB, 32]aBaeMbIX IPH YCTHOM OIPOCe CTY/IEHTOB:

Omnpoc 1

1. Kak Bsl nonumaere TepmMuH «uHGOpMAIis» ?

UYro Takoe 1o BameMy «10KyMeHT»?

HazoBure MNEPBLIX CICHUATIUCTOB, pa60Ta10me C JOKYMCHTaMH.

2
3. C xakuMu JOoKyMeHTaMu Bbl crankuBanucs B Bamiei xu3Hu?
4
5

PacckaxuTe, KakoB ObLT HOBBIH B3IJISA HA IEIONPOM3BOJICTBO B Iepuo1 rpasieHus [letpa

L

6. Kak wuMecHOBaJIMChb YMHOBHMKHM B 18B., 3aHMMalomuecs: «IIHCBMOBOACTBOM» H

«YCTPOEHHEM KaHIEIIPCKOTo Mopsiaka»?

7. Kak Ha3pIBanuch COOpPHUKU OOPA3LOBBIX JOKYMEHTOB, COCTABJICHHBIX JJIS Pa3IHYHBIX
YIpaBJIEHYECKUX CUTYalui U cirydaeB?

8. Kak pa3BuBanock aenonpon3BoacTBo ¢ 18-ro no 19 Bexa?

9. Kakue uzmeHeHUs MpeTepIien WTAaTHBIM cOCTaB KaHLEISPUU BO BTOPOH MosioBUHE 19-r0

Beka?
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10. Kakue HOBbBIE CpeACTBA CBSA3M MOSIBIISIFOTCS BO BTOpoW nojoBuHe 19-ro Beka? M kak 310

BJIUACT HA ILOKYMCHTI/IPOBEIHI/IG?

Omnpoc 2

1. YTo HOBOTO MPOMCXOIMUT B JOKYMEHTAIIMOHHOM OOECIIEYCHNHU YIPABICHHUS B Haydaie
21Beka?

2. Kakue HOBBIE TEHICHIMU B 0OJACTH JOKYMEHTHPOBAHUS U Pa0OOTHI ¢ TOKYMEHTaMU
Hanut otpaxenue B [OCT P UCO 15489-1-2007 «YmpapieHue IOKYMEHTaMH.
O6mmue TpedoBanms»?

3. Kakue nBe cpeasl BeleHUS JIOKYMEHTAIMOHHOTO OOecneueHHs] yIpaBJiICHUs
CYLIECTBYIOT B HacTosIiee BpeMsa? Kak oHn Mexay co00i B3auMOIeCTBYIOT?

4. Kakue TeHIeHIMM eI0npOoU3BOACTBA ObUIM YCTAHOBIIEHBI B CBSI3U C IPOBEIECHUEM
aJIMUHUCTPATUBHOMN pepopmbI?

S. Jl1s yero u3garoTCs aIMUHUCTPATUBHBIE periiaMeHThl? Kakue BoIpochl OHU pelatoT?

6. Pacckaxure 0 pa3paboTKax rocyAapCTBEHHBIX 00pa30BaTEIbHBIX CTAaH/IAPTOB B HALIEH
cTpane?

7. Kakue nuctuIingsl Ui u3y4eHus pe1yCMOTpeHbI cTanaapToM 6akanaspa @I'OC 3+
?

8. KakuMu koMmeTeHIMsIMUA JOJDKEH 001agaTh OakanaBp, MONTYyYUBLINA 00pa3oBaHue MO

HATPABIICHUIO «JlokyMeHTOBeIeHNE u ApXUBOBEJICHHUEY, npoduIro

«MH(pOopMaIIIOHHO-T0KyMEHTAIIMOHHOE 00eCIIeUeHUE YIPABICHU)?

IIpumepHBIii IepeYeHb BONPOCOB K KOHTPOJIbHOM padoTe:

1.

Kakue HOBBIE Opranbl rocygapcTBeHHOH Biactu cosnatorcs B nepuon CCCP? Kakue
JIOKYMEHTBI OHU U3J1aI0T?

Pacckaxure o HK PKI? Jlns yero oHo ObLI10 cO31aHO?

Yro Takoe HOT?

Pacckaxxute 006 MHCTUTYTE TEXHHKM M YNPaBIEHUS U €ro AEJONPOU3BOACTBEHHBIX
pa3paboTKax.

Kakoit HopMaTHUBHBIN TOKYMEHT 110 JIEJIONPOU3BOCTBY ObLT 31aH B 1973r.?
Pacckaxure O CTpyKType U coaep:kaHMM EQUHOM ToCyJapCTBEHHOH CHCTEMBI
JEJIONPOU3BOACTBA.

HazoButre HOpMaTHUBHBIE JOKYMEHTHI 10 JOKYMEHTAIlMOHHOMY O0OECIeUCHHIO
ynpasieHus, usnannsle nocie EI'C/I.

Kakue Bompochkl periaMeHTanuu Aeiaonpou3BojacTBa Obumu otpaxensl B EI'CJIOY u

rcaoy?
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IIpumepHBIii IepeYeHb BONPOCOB K HTOT0OBOI KOHTPOJILHOI padoTe:

AN S e

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.

20.
21.

22.

23.

24.

25.

26.

27.

28.

I'e ceroaHst 3aKpeIuIeHo MOHATHE «UHPOPMALIU»?

I'ie ceroasst 3aKpemyIeHO MOHATHE «IOKYMEHT»?

Kak omnpenensiercst « JOKyMEHT», «3JIEKTPOHHBIN JTOKYMEHT»?

B 4yem Brbl BUuTE CBSA3b MOHATHUS «UHGOPMALUA» U «TOKYMEHT»?

Kakue 3nanus TpeOyIOTCS OT COCTAaBUTENS U OPOPMHUTEINS JOKYMEHTOB?

Kak Ha3bpIBasach JOHKHOCTB JIIOJIEH, 3aHUMAIOIIKXCst paboToil ¢ JokymeHTamu B X VI-
XVII BB.?

Kakue nomxHOCTH 3aHUMAaNM Jauna, padoratonue ¢ qokyMeHTamu B X VIII-mauane XIX
BB.?

Kakoe MecTo 3aHMMan cekperaps B cTpykType kosuieruu X VIII B.?

Korna cran ncnonp30BaThCs )KEHCKHUM TPyl B YIIPaBICHUECKOM amnmapare?

Kro 3anumancs Baeapenuem npuniunoB HOT B cdepy ynpasnenus B 1920-e rr.?

B uem 3aciyra UTVY B pa3BuTHM 1OKyMEHTOBEACHUS?

B uewm 3akmouanack HeoOXxoauMocTh B pa3padorke ET'C1?

CocraBusie yacti EI'CJ] 1 kTo ux pa3zpabaTsiBan?

Korna nosiBuiicst mepBelii (hakyJIbTeT MO JOKYMEHTOBEICHUIO U r1e?

Kakwue 3agaun nocrasiens! nepen ciyx6oit JIOY 8 'OCT P UCO 15489-1-2007
«Ynpasnenue gfokymeHTamu. Ooue TpedoBanus»?

Kak Bbl moHrMaeTe npo3payHoCThb YIpaBJIEHUs U YTO JUIS STOr0 HEOOXOIUMO ClienaTh?
Jlnst uero pa3pabaThIBAIOTCS aIMUHUCTPATUBHBIC PEriIaMeHThI?

Kakue npo6aemsr JIOY oTpakeHbl B aIMUHUCTPATUBHBIX perjiaMeHTax?

B kakux 3aKOHO/ATENBHBIX aKTaX paccMaTpuBaroTcs mpodiemst JJOY?

Kako# 00J1acTi BO3MOXHa MpodeccuoHabHast eI TeIbHOCTh OaKkanaBpa?

Kakune npodeccronaabHble 3a1a4l MOXKET peraTh OakaiaBp, MOTYyYUBIINN 00pa3oBaHHe
10 HANPaBJICHUIO «/|OKyMEHTOBEIEHUE U APXUBOBECHHUEY, TPOPHITIO
«H(popMaIIMOHHO-T0OKYMEHTAIIMOHHOE 00ecrieueHIe yIpaBICHUs»?

Kakumu npodeccnoHanbHbIME KOMIETEHIIMSIMU JOJKEH 00J1a1aTh Oakanasp,
MOJIyYHMBIIUH 00pa3oBaHKE IO HANpaBJIEeHUIO «JlOKyMEHTOBEIEHHE U apXUBOBEICHUEY,
npodmito «MHDopMaMOHHO-T0KyMEHTAIIHOHHOE 00eCTIeYeHNE YIIPABICHHS» ?

Kakune o0s3aTenbHble AUCIUILTUHBL 00eCTIEYHBAIOT POPECCUOHATLHBIE 3HAHUS IO
JTOKYMEHTAIIMOHHOMY 00€CIeUeHHI0 YIIpaBIeHUs?

Yro BXOJUT B UTOTOBYIO aTTECTALMIO OaKajaBpa M0 HamnpaBieHUI0 «Jl0OKyMeHTOBeIeHIE
U apXuBOBeieHue», mpoduito « MTHPOopMaMOHHO-TOKYMEHTAIIMOHHOE 0OecreueHne
yHIpaBIEHUSI»?

[TpoBeauTe cpaBHEHME ABYX MPOGECCUOHATBHBIX CTAHIAPTOB: MPO(HECCHOHATBHBIN
cranaapt Ne07.004. «Cnenuanuct no ynpaBiaeHUIO JOKyMEHTAlMEW OpraHu3aum» u
npodeccronanbhblii crangapt Ne07.002. «CrienuaaucTt mo opraHu3aiuoHHOMY |
JOKYMEHTAITMOHHOMY 00€CIICUEHUIO YIIPABICHHS OpraHNu3alueiD».

[lepeuncanre OCHOBHBIE TPYAOBbIE (DYHKIIMH CHEIMAINCTA 110 YIPABICHUIO
JOKYMEHTalMel OpraHu3aluu.

[IpuBenuTe npuMeEpsI TPYIOBBIX JEHCTBUM CIIELIMAIACTA [T0 OPraHU3aLlMOHHOMY U
JOKYMEHTAIIMOHHOMY 00€CIeUeHHIO YIIPaBICHUS OpTaHu3aIHeH.

Kakue nporieccel B ynpaBieHUH JOKYMEHTaMU OTPa3HIU MPo(ecCHOHANBHBIE CTaHIaPThI

2020 n 2023 rr.?

6 YdyeOHO-MeTOAUUYECKOEe M HH(POPMAILIMOHHOE O0ecTieuyeHe TN CIUTIIUHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI
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HUcTounukn
OcHOBHBIE

®denepanbHblil 3akoH «O06 00pa3oBanuu B Poccuiickoii @eneparnumy [DIeKTpOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc LAW 140174/

@enepanbhblii 3akoH oT 27 wmionsg 2006 Nel49 «OO6 wunpopmanuyn, WHPOPMALMOHHBIX
TEXHOJIOTUAX u 0 3a11UTe uHGpOpMALTIN [D1eKTpOHHBIHI pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®enepanbubiii 3akoH «O crangapTuzauuu B Poccuiickoit @enepanuny» [DAeKTpOHHBINA pecypc|
http://www.consultant.ru/document/cons_doc LAW 181810/

ITocranosnenne Cosera MunuctpoB PCOCP ot 08.05.1964. «O0 yBennueHHH BhIITyCKa
CpeACTB MEXaHU3AIMH JIeJIONPON3BOACTBA U YIyUIIEHUN TOATOTOBKU KaJpPOB I10
JEJIONPOU3BOACTBY» [ DJIEKTPOHHBIH pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#096650668093869
11

[Tpuka3z Muno6prayku Poccun ot 06.03.2015 Nel176 «O6 yTBepkaeHUH (enepaibHOTO
rOCYJapCTBEHHOTO 00pa30BaTeIbHOI0 CTaHAAPTa BHICIIETO 00pa30BaHuUs MO HANPABJICHUIO
noarotoBku 46.03.02 «/lokyMeHTOBeieHNE U apXUBOBEICHHE» (YPOBEHb OakanaBpuaTa)
(3apeructpupoBano B Muntocte Poccun 27.03.2015 Ne36613) [DnexTpoHHbIN pecypc]
http://base.garant.ru/70932788/

ITpuka3 Pocapxusa (denepanbHoe apxuBHoe areHTCTBO) 0T 11 ampenst 2018 r. Ned4 "O06
YTBEPKJICHUH TPUMEPHOIN HHCTPYKIMH MO JAETIONPOU3BOICTBY B FOCY1apCTBEHHBIX
opranuzanusax" [DneKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P 7.0.8 - 2013 ][lenonpou3BOACTBO M apXUBHOE J€J0. TEepMHMHBI U ONpeAciICHUs
[DnexTponnslii pecypc] http://docs.cntd.ru/document/1200108447

[Tpodpeccuonanpubiit crangaptr Ne 07.004. Crnenumanuct Mo yHpPaBICHUIO IOKyMEHTAIUeH
opranuzanuu. Hauano ¢opmer 3apeructpupoBano B Muntocte Poccun 31 mas 2017 r. N 4689.
YTBepxkacH npukazoM MUHHCTEPCTBA TPY1a U COLUMaAIbHOM 3ammThl Poccuiickon denepanuu ot
10 Mast 2017 T. N 416H [D51eKTpOHHBIH pecypc]
https://www.garant.ru/products/ipo/prime/doc/71587776/

[Mpukaz Muntpyna Poccum ot 27.04.2023 N 421n «OO0 yTBepkIeHUU TPOPECCHOHATHHOTO
cragzapra  "CneuManucT 1O yOpPaBIEHUIO  JOKyMeHTamMu  opraHusauum»  URL:
https://legalacts.ru/doc/prikaz-mintruda-rossii-ot-27042023-n-42 1n-ob-
utverzhdenii/?ysclid=1ul50123e0324956539

[Mpodeccuonaneubiii  cranmaptr Ne 07.002. CoeuuanwicT 10  OpPraHU3AIMOHHOMY U
JOKYMEHTAIMOHHOMY 00€CIIeueHHIO yIPaBJICHUS OpraHu3anreil. 3aperucTpupoBaHo B MUHIocTe
P® 2 urons 2015 r. YT1B. npukazom MuHucTepcTBa TpyJa U counanbHou 3amuTsl PO ot 6 mas
2015 r. N 276H [DnexTpoHHBIH pecypc] http://base.garant.ru/71064518/

[Tpuka3 MunucrepctBa Tpyna u couuanbHoi 3ammtel PO ot 15 umions 2020 r. N 3331 "O06
yTIBEp)KIeHUH TmpodeccuoHanbHoro crangapta "CrneuualucT 1O OpraHu3alMOHHOMY H
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JOKYMEHTAllUOHHOMY 00ecTeyeHHIo yIpaBJICHUS opranusanuen” URL:
https://base.garant.ru/74385595/?ysclid=lul4tksgzb763612798

OKCO — Ob6mepoccuiickuii KitacCUPUKaTOp CHEIUATBHOCTEH M0 00pa30BaHUIO [ DIEKTPOHHBIN
pecypc] https://classifikators.ru/okso

[TocranoBnenne [IpaButenpctBa PD ot 22.09.2009 No 754 “O06 yTBEp>KICHUH TMOJOXKEHHUS O
cucTeme ME>KBEJIOMCTBEHHOT'O AJIEKTPOHHOTO JTIOKyMEeHTOoOOOopoTa” MBI0)
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

JlomostHUTEIbHBIE

ITpuka3 PocapxuBa ot 22.05.2019 N 71 «O6 yrtBepxkaenun [IpaBun Aenonpou3BOjACTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBieHHUsS» (3aperucTpupoBaHO B
Muntocte Poccum 27.12.2019 N 57023) URL:_ https://sudact.ru/law/prikaz-rosarkhiva-ot-
22052019-n-71-0b/?ysclid=lul4kijd4w57483364

IlocranoBnenue IIpaBurensctBa P® or 08.09.2010 Ne 697 «O enuHOW cucreme

MEKBEJOMCTBEHHOT O 3JIEKTPOHHOTO B3aUMOJICUCTBUS [D51eKTpOHHBIN pecypc]
http://base.garant.ru/199319/

I'OCT P UCO 15489-1-2019. Hanuonansuslii cranpapt Poccuiickoit @enepanuu. Cucrema
CTaHJapTOB MO0 HH(popMaruu, OUOIMOTEUHOMY U WH3AaTelbckoMy zeny. WHdopmauus u
JOKyMeHTauus. YmpasineHue nokymeHtamu. Yacte 1. Ilonsatus u npunumns! (yTtB. [Ipukazom
Poccranmapra or 26.03.2019 N 101-ct) URL: https://sudact.ru/law/gost-r-iso-15489-1-2019-
natsionalnyi-standart-rossiiskoi/?ysclid=lul4e37mte776693951

I'ocynapcTBeHHas crucTeMa JOKYMEHTAllMOHHOTO obecnieueHus ynpasieHus. OCHOBHBIE
nosioxenus. OOuye TpedoBaHus K TOKYMEHTaM U CITy>K0aM JOKYMEHTAI[HOHHOTO 00EeCTIeYeHHUSI.
Ono6peno xouterueit I'maBapxusa CCCP 27.04.1988. ITpuka3 I'naBapxusa CCCP ot
25.05.1988 Ne33 [DnexrpoHnHsIii pecypc] http://docs.cntd.ru/document/901730479

6.2 Tlepeuenn pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALIMOHHOM CETH

«AHuTepHeT»
- l'unpaus Yupasmsromux Jlokymenranuei — http://www.GDM.ru
- Cekperapp-pedepent. Kypnan — http://www.sekretar.com.ru
- [lonmHoe cobpanue 3akoHoB Poccuiickoit umnepuu - http://www.nlr.ru/e-res/law_r/content.html
- CBog 3axoHO0B Poccwuiickoit ummnepunu - http://civil.consultant.ru/code/

6.3 IlpodeccnonanbHble 0a3bl JAHHBIX U1 HHPOPMALMOHHO-CIIPABOYHbIE
CUCTEMbI

JHoctyn k mpodeccruoHanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WudopmanroHHbIe CIIPaBOYHbBIE CUCTEMBI:
1. Koncynsrant Ilntoc
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2. Tapanr

7 MaTepI/IaJILHO-TeXHI/I‘IeCKOG o0ecmeueHue ANCIHHUIIINHBI

Aynuropun Juisi pOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM MM CTAI[HOHAPHBIN)),
KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 IIpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyernsuonnoe unu
6000010
pacnpocmpausemoe)
1. Adobe Master Collection CS4 Adobe JINLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3UOHHOE
5. Windows 10 Pro Microsoft JILIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens Bl m UCC

Nenn HaunmenoBaunue
/1

1 | MexayHaponubie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonansHble monHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIBHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccrnonanbubie momHOTEKCTOBBIE B]]

JSTOR

W3nanus mo oOmeCTBEHHBIM U TYMAaHUTAPHBIM HayKaM
OnekrponHas 6ubnroreka Grebennikon.ru

4 | KoMnbroTepHbIE CIIPaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l'apanT
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8 Oobecneuenne 00pa3oBaTeJILHOIO MpoUeECCa AJIA JUI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O0O0Y4YEHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEpA CO CIEIHMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTieUeHUEM;

- TMCbMEHHBIE 33/J1aHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEUUAIU3UPOBAHHBIM
POTPaMMHBIM 00eCTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCs MHANBUIYaIbHOE paBHOMEPHOE ocBeleHne He MeHee 300 Jokc;

- JUIs BBINIOJMHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONUCTB;

- MUCBbMEHHBIE 33aJ]aHNs OPOPMIISIOTCS YBEIIMYESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa0O0CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOTO JOKYMEHTa, JHOO MpPEeJOCTaBIIAETCS
3BYKOYCWJIMBAIOIIAsl allapaTrypa MHAUBUAYAIbHOIO IIOJIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSMU OIIOPHO-/IBUraTENILHOTO aniapara:

- JeKuuu O(OpMISIOTCS B BHUJAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTICUeHUEM;

- TMCbMEHHBIE 3a/JlaHHS BBIINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHSAIOTCS B MUCBMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MpeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTauuu Uil OOydaroImuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
IIpomexyTouHast arTecTanusi MOXKET IIPOBOIUTHCS B HECKOJIBKO ATAIlOB.

[Ipu npoBeneHNH MpoLEaypHl OLEHUBAHUS PE3yJIbTATOB OOyUEHHs IMpeaycMaTpuUBaeTCs
UCTIOJNIb30BAaHUE TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSIMH 00yYarOMUXCsA. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenue mpoueqypbl OICHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHs JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTYN K MH(POPMAITMOHHBIM U OnOIMOrpaduyeckuM pecypcaM B CETH
WuTepHeT Ui Kaxkaoro oOydamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbSI U BOCIIPUATHUS HH(POPMALTUH:

® IS CIENBIX U CITAa00BUASAIIMX:

- B Ie4aTHOU (opMe yBEIIMUECHHBIM HIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanodaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B IeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEIBHOTO arlnapara:
- B IeYaTHOH opme;
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- B hopmMe 3IEKTPOHHOTO IOKYMEHTA;
- B (hopme ayanodaiina.

Y4eOHble ayAUTOPUU I BCEX BUIOB KOHTAKTHOM U CAMOCTOSITENILHON pabOThI, HAydHAs
OuOIMOTEeKa W MHBIC TIOMEIICHUS N7 O0y4YeHUs] OCHAIICHBI CHEeIHAIBLHBIM 000PYJOBaHHEM W
y4eOHBIMUA MECTaMH ¢ TEXHHYECKUMU CPEJICTBAMHU O0yUCHUS:

® JUIS CJICIBIX U CIA00BHISIINX:

- YCTpOMCTBOM Uil cCKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoM bpaitis EmBraille ViewPlus;

e Uil TUIyXHX M CIAOOCIBIIIANINX:
- ABTOMATH3MPOBAaHHBIM pa0OYUM MECTOM /I JIOJAEH C HapylieHHeM ciiyXxa |

¢71a00CIIBIIIAIINX;
- aKyCTUYECKHUI YCUIIUTEIh U KOJIOHKH,
e ISt OOYYAIOIIMXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO ariapara:
- IEPEIBIKHBIMU, PETYIUPYEMBIMU 3proHomMuueckumu napramu CHU-1;
- KOMITBIOTEPHOU TEXHHUKOW CO CIIeUATBHBIM IPOTPAMMHBIM 00€CTICYCHUEM.

9 MeTtoanueckne MaTepuaJibl

9.1 IlinaHbl CECMMHAPCKUX 3AHATHIA.
Tema 1. (44.) AKTyaqbHOCTb JOKYMEHTAIIMOHHOIO oO0OecledYeHUs] YNPABJCHHUS U

NOTPeOHOCTH B TPAMOTHBIX KajJpax.
Llenv 3anamus: opeieNUTh IPUUYUHY BOCTPEOOBAaHHOCTH POQecCcruu TOKyMEHTOBEA.

Dopma npogedenusi: pa3BepHyTas Oecesa Mo 3aJaHHbIM BOIIPOCAM.
Bonpocul ona 06cyscoenus:

1. Kro 3aHuMaeTcsi opraHu3aluei 1 BeICHUEM JIeTIONPOU3BOICTBA B KOMIIAHUAX ?
2. Tlouemy Ba)KHO MOAEPKUBATH PAbOTY C JOKYMEHTaMH Ha BEICOKOM ypOBHE?
3. Tlouemy apxuBBI TPAAULMOHHO OCYIIECTBIISIIOT KypaTOpCTBO Ciryk0b1 JJOY?

KOHmpOJZbele eonpocsl.

1. HazoBuTe nmpUYMHBI BAXXHOCTH NMPO(dheccHu JOKYMEHTOBEAA ISl OpraHu3auu?
2. VYKaxuTe 3HaYCHHE TPaMOTHOM OpraHM3ally ONEPATUBHOTO XPaHEHUs JOKYMEHTOB IS

MOCJICAYIOICTO ApXUBHOI'O XpAaHCHUS.
Cnucox ucmouyHuKos u Jumepamypbol.

[Mpukaz MwunoOpuayku Poccum ot 06.03.2015 Nel76 «O06 yrtBepxkaeHuu QenepaibHOTO
rOCYJapCTBEHHOTO O0pa30BaTENbHOIO CTaHAApTa BBICIIETO0 OOpa30BaHUS MO HAIPABJICHUIO
noarotoBkn 46.03.02 «/lokymMeHTOBeieHHE M apXUBOBEACHHE» (YpOBEHb OakalaBpuaTa)
(3apeructpupoBano B Muntocte Poccum 27.03.2015 Ne36613) [DnextpoHHBIN pecypc]
http://base.garant.ru/70932788/
Mamepuanvno-mexnuueckoe obecneyenue ceMunapcKo20 3aHAMUL:
® AyJTUTOpUS;

¢ MCTOAMYCCKUC YKa3aHH 10 OpraHu3alv U NpOBCACHUIO CCMUHAPCKUX 3aHATHIA.

Tema 2. (4 4.) IlonsiTne «<MHGOPMALHD U «TOKYMEHT», HX B3AHMOCBS3b.
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Llenv 3anamus: aHATUTHYECKOE COMTOCTABICHNUE TEPMUHOB «IOKYMEHT» U «MH(OPMALTHSD.

Dopma npogedenusi: pa3BepHyTas Oecesa 1o 3aJaHHBIM BOIIPOCAM.
Bonpocul ona 06cyscoenus:

4. T'nme ceronHs 3aKperyieHO MOHATHE «UH(OPMAITHS» ?

5. T'me ceroaHs 3aKperuieHO MOHATUE «TOKYMEHT»?

6. Kaxk onpenenstorcs NOHATHS «JOKYMEHT, «3JIEKTPOHHBIN JTOKYMEHT»?
7. B uem Bbl BuanTE CBSI3b MOHATHSA «MHOOPMAISD U «TOKYMEHT»?

Koumponvhule éonpocbi:
3. Kak coBpeMeHHBbIE 3aKOHOJATEIbHBIC AaKThl OIPENENAIOT IMOHATHE «IOKYMEHT» |
«uH(popMaIus»?
4. Tlouemy mosiBHIaCh HEOOXOAMMOCTD 3aKPEIUIATH MH(OPMAIIHIO B TOKYMEHTE?
Cnucox ucmouHuKko8 u 1umepamypoi.

@enepanbublii 3akoH oT 27 wmiong 2006 Nel49 «OO6 wunpopmanuyn, WHPOPMALMOHHBIX
TEXHOJIOTHUAX u 0 3a1UTe uHGpOpMAITIN [DNeKTpOHHBII pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®denepanbhblil 3akoH 0T 06.04.2011 No63 «OO0 31MeKTpOHHOUN MOATIUCKY [ DIEKTPOHHBINH pecypc|
http://www.consultant.ru/document/cons_doc LAW 112701/

I'OCT P 7.0.8 - 2013 ][lenonpou3BOACTBO M apXUBHOE J€70. TE€pMHMHBI U ONpEAcIICHUs
[DnexTponnslii pecypc] http://docs.cntd.ru/document/1200108447

I'OCT P MCO 15489-1-2007 Cucrema cTaHmapToB 1o HHpoOpManuu, OHOIMOTEYHOMY H
U3JIaTENbCKOMY JIeTy. YTpaBieHue nqokymeHTtamu. Oomue TpeboBanus [DNeKTpOHHBINA pecypc|
http://docs.cntd.ru/document/1200049980

Mamepuanvno-mexnuyeckoe obecneyenue ceMuHapcKo20 3aHAMuUA.
®  ayauTOpHI;
¢ MCTOAHWYCCKUC YKa3aHH 10 OpraHu3alu U NpPOBCACHUIO CCMUHAPCKUX 3aHATHIA.
Tema 3. (6 4.) UcTopusi nosiBjieHNsl CNENMAJIBHOCTH H ee Pa3BUTHE B JA0PEBOJTIOIHOHHBII
MepHOJ
Llenv 3anamus: IPOCIEUTh UCTOPUIO PA3BUTHS MPO(eccHH JOKYMEHTOBEIA.

Dopma npogedenusi: pa3BepHyTas Oecea 1o 3alaHHbIM BOIIPOCaM
Bonpocul ona 06cyscoenus:

1. Kakue 3HaHus TpeOYIOTCS OT COCTABUTENS U OpOpPMUTENS TOKYMEHTOB?

2. Kak Ha3pIBanack J0JHKHOCTD JIOACH, 3aHUMAIOLTNXCS paboToi ¢ mokymMeHTamu B X VI-
XVII BB.?

3. Kakwue nomKHOCTH 3aHMMaNH JIMLa, paboTaromue ¢ fokymentamu B X VIII-nagane XIX
BB.?

4. Kakoe mecTo 3aHUMaI cekperapb B cTpykrype kosuteruu XVIII B.?

5. Korga cran ucnonb30BaThCsl JKEHCKUN TPy B YIPaBJIEHYECKOM ammapare?

KOHmpOJZbele eonpocsl.
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1. Ha3zoBuTe «CiIy>KWJIBIX JIFOA€H», 3aHUMAaBILHXCS AEJIONPOU3BOACTBOM B 16-17BB.
2. Onumure MWTAaTHBIA COCTAaB KaHLEIApUH 18 Beka.
3. Kakue n3amMeHeHus MpoUucXoaaT B KaHLEIAPCKON paboTe BO BTOpoii mostoBuHe 19 — Havane
20 BB.?
Cnucok ucmoyHuKos u 1umepamypb:

I'enepanbublii perinament 1720 roaa // I1IC3 Poccuiickoit Umnepuu. Cobp. 1. T. 6. Ne 3534
[DnexTponnsIii pecypce] http://www.hist.msu.ru/ER/Etext/general.htm
[TonmHOe cobpanue 3akoHOB Poccuiickoit umnepuu - http://www.nlr.ru/e-res/law_r/content.html

CBop 3akoHOB Poccuiickoit umnepuu - http://civil.consultant.ru/code/

MamepuanbHo-mexnuueckoe obecneyeHnue 1a60pamopHol pabomsi:
® ayauTOpHS,

¢ MCTOAMYCCKUC YKa3aHH 10 OpraHu3aliu U NPpOBCACHUIO CCMUHAPCKUX 3aHATHIA.

Tema 4. (4 4.) Cny:x0a TOKYMEHTALIHOHHOT'0 O00ecneYeHNsl YIIPABJICHUS] B COBETCKHIA
MepHOJ
L]env 3anamuA: yCTaHOBUTD, KaK pa3BUBAJIOCH J1e10Ipon3BoacTBO B nepuoy CCCP.

Dopma npogedenusi: pa3BepHyTas Oecea 1o 3alaHHbIM BOIIPOCaM
Bonpocul ona 06cyscoenus:

1. Kro 3anumancs Baeapennem npuniunoB HOT B cepy ynpasnenus B 1920-e rr.?
2. Buewm 3acnyra UTY B pa3BUTHH JOKYMEHTOBEIECHUSA?

3. B uewm 3akmouanack He0OX0IUMOCTh B pa3zpaborke ET'C/1?

4. Cocrasnsle yactu EI'C/] 1 kT0 ux pa3pabarbiBai?

5. Korzaa nosiBuiicst mepBbiid (pakyIbTeT MO JOKYMEHTOBEICHUIO U r1e?

Konmponvnwvie 6onpochwi:
1. Kakue nenonpou3BoACTBEHHbIE pa3paOOTKU OBLIM CAeNaHbl cOTpyaHHKamu MHcTuUTyTa
TEXHUKH U yIPaBJIeHUs?
2. KakoBbl npu4nHbI NosABJIeHU ENMHOM rocyjapcTBEHHOM CHCTEMBI JEI0NIPOU3BOICTBA?
3. Kak pernamentupyercst AOKyMeHTalloHHoe obecneuenue ympasineHus B ELCIOY u
rcaoy?
Cnucok ucmoyHuKos u 1umepamypb:

ITocranosnenne Cosera MunuctpoB PCOCP ot 08.05.1964. «O0 yBennueHHH BhIITyCKa
CpeACTB MEXaHU3AIMH JIeIONPON3BOACTBA U YIyUILIEHUH TOATOTOBKU KaJpPOB IO
JEJIONPOU3BOACTBY» [ DJIEKTPOHHBIH pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#096650668093869
11

I'ocynapcTBeHHas crucTeMa JOKYMEHTAllMOHHOTO obecnieueHus ynpasieHus. OCHOBHBIE
nojyioxenus. O0uye TpedoBaHus K TOKYMEHTaM U CITy>K0aM JOKYMEHTAI[HOHHOTO 00eCTIeYeHHUSI.
Ono6peno xouterueit I'maBapxusa CCCP 27.04.1988. ITpuka3 I'naBapxusa CCCP ot
25.05.1988 Ne33 [DnexrpoHnHsIii pecypc] http://docs.cntd.ru/document/901730479
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MamepuanbHo-mexnuueckoe obecneyenue 1a60pamopHol pabomsi:
® ayauTOpHS;

¢ MCTOAHWYCCKUC YKa3aHH 10 OpraHu3alv U NpPpOBCACHUIO CCMUHAPCKUX 3aHATHIA.

Tema 5. (44.) U3menenne 3axa4 cay:x0b1 IOY B XXI B. [losiBjIeHUE TOHATHIH
«3JIEKTPOHHBbIA JOKYMEHTO000POT» U «yNPaBJeHNE JOKYMEHTAMI»

Llenv 3anamusa: W3y4YUTh 3aKOHOJATEIbHBIE W HOPMATUBHBIE HWCTOYHHMKH, OTpakarollue
COBPCMCHHBIC TCHACHIIUU I/IH(pOpMaI_II/IOHHO-,Z[OKyMeHTaI_II/IOHHOFO O6€CHG‘-I€HI/I$I YHOpaBJICHUA.
Dopma npogedenus: NUCKYCCUs

Bonpocul ona 06cyscoenus:

1. Kakue 3anauu nocrasiensl nepex ciayxooi IOY B TOCT P MCO 15489-1-2007
«Ynpasnenue gfokymeHTamu. Ooue TpedoBanus»?

2. Kax Bpl noHuMaeTre «mpo3padyHoCThy yIPaBICHUS U YTO JUIsl 3TOT0 HEOOXO0IUMO

caenaTh?

Jlnist uero pazpabaThIBAIOTCS aIMUHUCTPATUBHBIC PEriIlaMeHThI?

Kakue npo6aemsr JIOY oTpakeHbl B aIMUHUCTPATUBHBIX perjiaMeHrax?

5. B Kakux 3aKOHOAATENBHBIX aKTaX paccMaTpuBaroTcs npodiemst JJOY?

W

Koumponvhnwvie éonpochwi:
1. Kak oTpaxeHO B 3aKOHO/IATEILCTBE CYIIECTBOBAHUE ABYX Cpell HHPOPMAIIMOHHO-

JOKYMEHTAIMOHHOTO 00ECTIeYeHHS yIIPaBICHUS?

2. Kakue Bonpocsl JeI0IPOU3BOCTBA OTPAKEHBI B aIMUHUCTPATUBHBIX PETIAMEHTAX
WCTIOJIHEHUS TOCYIaPCTBEHHBIX (DYHKIUI U PEAOCTaBICHHS FOCYIapCTBEHHBIX yCIYyT?

Cnucox ucmoyHuko8 u 1umepamypbo:
®enepanbubiil 3akoH «O crangapTu3auuu B Poccuiickoit denepanuuny» [DAEKTPOHHBINA pecypc|
http://www.consultant.ru/document/cons_doc LAW 181810/

@enepanbublii 3akoH oT 27 wmiong 2006 Nel49 «OO6 wunpopmanumn, WHGOPMALMOHHBIX
TEXHOJIOTHUAX u 0 3a11UTe uHGpOpMALTIN [D1eKTpOHHBII pecypc]
http://www.consultant.ru/document/cons_doc LAW_ 61798/

®enepanbhblil 3akoH 0T 06.04.2011 No63 «OO0 3MeKTPOHHON MOANUCHY [ DIEKTPOHHBINH pecypc|
http://www.consultant.ru/document/cons_doc LAW 112701/

[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «OO6 yrtBepxkaenun IlpaBun
JIeTIOTIPOU3BOICTBA B (hefiepalIbHBIX OpraHax UCIOJHUTENBHON BIACTH» [DIEKTPOHHBIN pecypc]
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295

[TocranoBnenne [IpaButenpctBa P® ot 22.09.2009 No 754 “O06 yTBEp>KISHHUH IMOJIOXKEHHUS O
CHUCTEME MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JOKyMeHTooOopora” (MDJ10) [DnekTpoHHBIH
pecypc] http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

ITocranoBnenue [IpaButensctBa PO ot 08.09.2010 Ne 697 «O enunoit cucreme

MEKBEJIOMCTBEHHOI'0 3JIEKTPOHHOTO B3aUMOJIECUCTBU [ DIEKTPOHHBIN pecypc]
http://base.garant.ru/199319/
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ITpuka3 Pocapxusa (denepanbHoe apxuBHoe areHTCTBO) OT 11 ampenst 2018 r. Ned4 "O06
YTBEP)KICHUH NPUMEPHON HHCTPYKIIMU IO AETONPOU3BOICTBY B TOCYIapCTBEHHBIX
opranuzanusax" [DneKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P MCO 15489-1-2007 Cucrema cTaHmapToB 1o uHpoOpManuu, OHOIMOTEYHOMY H
U3JIaTENIbCKOMY JIeTy. YTpaBieHue nqokymeHtamu. Oomue TpeboBanus [DNeKTpOHHBINA pecypc|
http://docs.cntd.ru/document/1200049980

MamepuanbHo-mexnuueckoe obecneyenue 1a60pamopHol pabomsi:
® ayauTOpHS;
® METOJMYECKHE YKa3aHUs [0 OpraHUu3alK U MPOBEACHUI0 CEMUHAPCKUX 3aHATUH.

Tema 6. (6 4.) TpeOoBanus 00pa3oBaTeJbHBIX U NPO¢ecCHOHATBHBIX CTAHIAPTOB.

Llenv 3aHAMUA: N3YYNUTH CTAHJAPT BHICIIET0 00pa30BaHUs M0 HANIPABIECHUIO TOATOTOBKH 46.03.02
«/lokyMeHTOBe/IeHHEe M apXUBOBEJEHHE» (YpOBEHb OakanaBpHara) M JBa MpPo(ecCHOHATBHBIX
cranaapta: Ne07.004 «Crenuanuct 1o ynpasiaeHUIO JOKyMeHTaluel oprauuzanum» 1 Ne07.002
«CrenuanucT 1O OpPraHM3allMOHHOMY U JOKYMEHTAI[MOHHOMY OOECIEYCHHUIO YIpPaBICHUS
OpraHu3aLueny.

Dopma npogedenusi: TpeOOBaHKS 00Pa30BATEILHOTO U IPO(ECCHOHATIBHBIX CTAHAPTOB.
Bonpocul ona 06cyscoenus:

1. B kaxoii o6iacti BO3MOKHa NpodeccCHoHaIbHAs 1eATeIbHOCTh OakanaBpa?

2. Kakwue npogeccroHanbHbIe 331a41 MOXKET peliaTh OakagaBp, MOJYyYUBLINNA 00pa3oBaHUE
10 HATPaBJICHUIO «/|OKyMEHTOBEIEHUE U APXUBOBECHHUEY, TPOPIITIO
«H(popMaIIMOHHO-TOKYMEHTAIIMOHHOE 00ecrieueHIe YIpaBIeHUs»?

3. Kakumu npodeccrnoHaaIbHBIMI KOMIETEHIUSAME JOJDKEH 00s1agaTh 6akanasp,
MOJIyYHMBIIUH 00pa3oBaHKE O HANpaBJIEeHUIO «JlOKyMEHTOBEIEHHE U apXUBOBEIACHUEY,
npoduto «MHPOpMAITMOHHO-TOKYMEHTAIMOHHOE 00ECTICUeHNE YIIPABICHUSD) ?

4. Kaxue o0s3arenbHble JUCIUTUIMHBI 00€CTIeYuBaIOT NMPO(eCCHOHAIbHBIE 3HAHUS 110
JTOKYMEHTAIMOHHOMY 00€CIeUeHHUIO YIIpaBIeHUs?

5. Yro BXOOUT B UTOTOBYIO aTTECTALIMIO OaKajaBpa IO HampaBieHUIO «lOKyMeHTOBeIeHHE
U apXuBOBeieHue», mpoduito « MTHPopMaMOHHO-TOKYMEHTAlMOHHOE oOecreueHne
yHIpaBIEHUS»?

Koumponvhule éonpocbi:
1. B kaxoii obnactu cMoxeT paboTaTh OakaiaBp, MONYUYHBLIMNA BeIcIIee 00pa3oBaHUE 10

JTOKYMEHTAIMOHHOMY 00€CIIeUeHHUIO YIIpaBIeHUs?

2. Kakue qUCIMIUINHBI IPEACTOUT U3YUUTh OaKajgaBpy B TEUEHUE 4-X JIET MOIYUYEHUS
obpazoBanus?

3. IlpuBenute mpuMepsl TPYIOBHIX GYHKIMN U TPYAOBBIX AEHCTBHH COTIaCHO
poeCCUOHATBHBIM CTaHAAPTAM.

Cnucox ucmoyHuko8 u 1umepamypbo:

[Tpuka3z Muno6prayku Poccun ot 06.03.2015 Ne176 «O6 yTBepkaeHUH (enepaTbHOTO
rOCyJapCTBEHHOTO 00pa30BaTeIbHOIO CTAaHAAPTA BBICIIETO 00pa30BaHuUs MO HAIIPABICHUIO
noarotoBku 46.03.02 «/lokyMeHTOBeieHNE U apXUBOBEICHHE» (YPOBEHb OakaiaBpuaTa)
(3apeructpupoBano B Muntocte Poccun 27.03.2015 Ne36613) [DnexTpoHHbli pecypc]
http://base.garant.ru/70932788/
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[Mpodeccnonanbusbiii crangapt Ne 07.002. CienuaaucT Mo OpraHu3aloHHOMY U
JOKYMEHTAITMOHHOMY 00€CIICUeHUIO YIIPABICHHUS OpraHu3alueil. 3aperucTpupoBaHo B
Muntocte PO 2 urons 2015 r. Y1B. npukazoM MuHHCTEpCTBa TpyAa U COLUANBHOMN 3alUThl PO
ot 6 mast 2015 r. N 276H [DnektponHsbIil pecypc] http://base.garant.ru/71064518/

[Tpodeccuonanpusit cranaapt Ne 07.004. Crenuaaict MO ypaBIeHHIO TOKyMEHTaluel
opranuzanuu. Hauano ¢popmsl 3apeructpupoano B Muntocte Poccuu 31 mast 2017 r. N 4689.
YTBepxkacH npukazoM MUHHCTEPCTBA TPY1a U COLMAIBHOM 3auThl Poccuiickon denepanuu ot
10 mast 2017 r. N 416H [DnexkTpoHHBII pecypc]
https://www.garant.ru/products/ipo/prime/doc/71587776/

Mamepuanvno-mexnuueckoe obecneyenue 1a60pamopHoli pabomuwl:

® ayJIUTOpUS;
® METOAMYECKHE YKA3aHUs [10 OPraHU3alyy U IIPOBEACHUIO CEMUHAPCKUX 3aHATUN.

9.2 MeToanyeckue PECKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B nporniecce o0yuenus ctyaentsl PITY BbINONHAIOT pa3Hble BUBI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTC:

* 3aKpeIUICHHUE MOJTyYEeHHBIX 3HAHUH M0 CIIEIHATLHOCTH, IPUMEHEHUE 3TUX 3HAHUH MPH
peneHnH MpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaIeHHE METOAUKAMU U
MPUHIUIIAMA CAMOCTOSITEIbHON MCCIIeI0BATEIbCKON IEATEIIbHOCTH;

* (hopMupoBaHKE yMEHUS TPAMOTHO U JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa SBiIsIeTCs 00513aTENBbHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYZCHTA U, TIPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
UHOPMALIHIO.

OTOT BUI MUCBMEHHOM PabOThI MPEYCMOTPEH YUCOHBIMH IUIAHAMU ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsi B paMKax U3ydeHUs OOIUX KypcoB U
KIIB.

Taxke B mporecce 0OydeHHUs! CTYACHTY MPEICTOUT BBIIOJHEHHE KYPCOBBIX padoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEIBCKUE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3aluH 1
OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpPaBJICHbl HAa CAMOCTOSTENILHOE pELICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpHPYET YMEHHE
paboTaTe ¢ MCTOYHUKAMH, HCIOJNb30BaTh [TOCTH)KEHUS COBPEMEHHON Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHSI apXHUBOBEICHUS, a TAKXKE CMEXKHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBJICHHbIE 3aJayd, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJILHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMEET psJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOcTeH. O3HAKOMIIEHHE C JaHHBIMH METOJWYECKMMHU PEKOMEHIAIMSIMHU
MIOMOJXKET CTYZECHTaM IPaBUIBHO OPraHU30BaTh CBOIO YUEOHYIO W HAYyYHO-HCCIEIOBATEIbCKYIO
pabory.

OO0mue Tpe0OBaHNUS K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOThI CTy/ACHTA SIBJISETCS KOHTPOJIbHAs padoTa.
Ona mpenycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOleHHOW NpopaOOTKU AUCIUITNHEIL.

KonrponbHast paboTa BBINONHAETCS CTYJCHTaMH B COOTBETCTBHM C TEMAaTHUKOM,
eXKerogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBIS€TCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBHIOOD TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMs KOHTPOJBHOH paOOThl CTYJNEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM POrpaMMOi.
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PaboTa 1o HanmMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUSI HCTOUHUKOB
U nuTeparypsl o teme. [lo okoHuaHuM cO6opa M U3yUeHHs! JIUTEPATYpPhl M UCTOYHUKOB CIEAYeT
IIPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue MIaHa — Ba)kKHAs 4YacTh paOOTHI HAJ TEMOIA.
[Tnan npezacraisier co0ol MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U IMOCTPOEH, BO MHOTOM 3aBHCUT Kau€CTBO KOHTPOJIbHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHBIE TEOPETUUYECKHE U MPAKTHYECKUE
BOMPOCHI TEMBI, KOTOpBIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabounii BapuaHT IUIaHa JIOJKEH OBITh Pa3BEPHYTHIM, YTO 0OJeryaeT paboTy HajJ TEMOH.

B okoHuaTenbHOM BapuaHTE IIaH MOXET OBITh JaH B COKPALICHHOM BHUJAE, HO
00s3aTeNbHBIM YCIIOBHEM MPH 3TOM SBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBbHOH pabote. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOAIIYIO U3 HECKOJIBKHX Pa3/IeI0B WK naparpadoB, 3aKI0ueHHe,
CIHMCOK MCTOYHMKOB M JUTEpaTypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITH 3HAYCHUE U
aKTyaJbHOCTh HM3y4yaeMOIro BoOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKUE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUMl 0030p HCTOYHHUKOB H
auteparypsl o Teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHHIO
MCTOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX cTareil. B Hewm
ClleyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPATyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTO
Ha3zHa4eHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WIH pa3eioM B OCHOBHON 4acTH paboThI.

OcHOBHasi 4yacTb KOHTPOJBbHOM pabOThl NOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHHE M COJEp)KaTh aHAJM3 PAacCMaTPHUBAEMbIX BOIIPOCOB C YYETOM
COBPEMEHHOTO YpPOBHS Pa3BUTUS TEOPETHYECKUX 3HAHUNH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOJAPOOHO U TITyO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJIAIIMX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHUS KOHTPOJIBHOM paboThl cielyeT WUTIOCTPUPOBATh IPUMEPAMH U3 JIUTEPATYPHI U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PaOOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JUTEpaTypy U UCTOUYHUKU. B 3aKiIroueHNH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKONH U TMPAKTHMYECKOW pa3paboTku BONpPOcOB. CIHMCOK MCTOYHUKOB U JIUTEPATYPHI
IpeaCcTaBisieT co00i MepeyeHb HCHOJIB30BAHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMHUITUN ¥ MHUIMAJBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)
JuctmmuinHa — «YTpaBleHHEe  JOKyMEHTaMH Kak  o0jacTe  mpodeccHoHaNbHOM

JESTeIbHOCTH» peanu3yercss Kadeapoil JTOKyMEHTOBENCHMS, ayAWOBH3YaJbHBIX M HAy4HO-

TEXHUYECKHUX apXUBOB (PaKyJIbTETa APXUBOBEACHUS U JOKYMEHTOBeIeHUsI VICTOpUKO-apXUBHOTO

HHCTUTYyTA.

Henp AMCHUIUIMHBL: JaTh CTYAEHTY MOJIHOE NPEICTaBICHHE O JOKYMEHTOBEICHHM Kak
HAyYHOW JUCUUIUIMHE, JIeKalmleii B OCHOBE BBIOPAHHOTO WM  HAMpaBICHUS
«/lokyMeHTOBeZlcHE W apXMBOBEICHHE» W  00pa30BATENBHOM  MPOrPAMMBI

«H(pOopMaIIMOHHO-T0KyMEHTAIIMOHHOE 00ECTICUeHUE YIPABICHUSY.
3anauu TUCUUIUINHBIL:

IIPOCJIEAUTD UCTOPHUIO MOSBJICHUS U Pa3BUTUS JOKYMEHTA
IPOCIEAUTH UCTOPHUIO TIOSABICHUS IPOPECCUU «ITOKYMEHTOBEI»

NpocCICAUTb HCTOPUIO TIOABJIICHHA HW pPAa3BUTHA HOOKYMCHTOBCACHHUSA Kak HaquOﬁ

JUCIUTLINHEI
ONPEACIUTh MECTO JOKYMEHTOBEAEHHUS B CUCTEME HAYYHBIX TUCLIUIUINH

MO3HAKOMUTh C OOIMMMH TpeOOBAaHMSIMM K YPOBHIO TIIOATOTOBKM OakajaBpa IO

HaIpaBJICHUIO «I[OKYMGHTOBGIIGHI/IC " apXUBOBCIACHUC), €TO 3HAHUAM U YMCHUSIM.

JlucuumuinHa HanpaBjieHa Ha (pOpMUpOBaHHUE CIIETYIONUX KOMITETCHITUNA:
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[1K-2. CiocobeH opraHu30BaTh U OCYILECTBIISATh JOKYMEHTAIMOHHOE 0OecreueHre YIpaBIeHHs
B OpraHM3alUsAX Ppa3IMYHBIX OPraHU3alMOHHO-TPABOBBIX (GopM U (GopM CcOOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHaxX M OpraHax MECTHOTO CaMOYTIPaBJICHUS

[1K-5. Crioco6eH opraHu30BaTh ONEPATUBHOE U APXUBHOE XpaHEHHE JOKYMEHTOB B OpPraHU3aLUsAX
pa3nuyHbBIX  (QOpPM COOCTBEHHOCTH, TOCYJAapCTBEHHBIX OpraHax M OpraHax MECTHOTO
CaMOYIIpaBIICHHS

B pesynbrare u3ydeHus: AUCHUILTMHBI CTYACHT JIOJKEH 3HATh:

- TEOPETUYECKHE OCHOBBI JJOKYMEHTAIIHOHHOTO 00eCTIeYeHHUs yIIPaBIICHUS;

- OCOOCHHOCTH TOCTAaHOBKHM JOKYMEHTAI[HOHHOTO OOecreueHHs YIpaBlICHHUS B OpPTraHU3AIMIX
Pa3NUYHBIX OPTraHU3aIMOHHO-TIPABOBBIX (OpM U (GOpPM COOCTBEHHOCTH, T'OCYIAPCTBEHHBIX
OopraHax ¥ OpraHax MECTHOT'O CaMOYIIpaBJICHHS;

- cocTaB (YHKIUH CITY>KO TOKYMEHTAMOHHOTO 00eCTIeUeHHs yIpaBICHUS;

- TEOpETUYECKHE, MPABOBBIE M METOJUYECKUE OCHOBBI ONEPATHBHOTO M APXUBHOI'O XPaHEHUS
JOKYMEHTOB B OpraHHM3alMAX Pa3IU4HbIX (POpM COOCTBEHHOCTH, rOCYJapCTBEHHBIX OpraHax W
OpraHax MECTHOT'O CaMOYTPABJICHUS B MPAKTHUECKOM JeSITEIbHOCTH;

- IpaBUJIa OPTaHU3ALMU ONIEPATUBHOIO M ApXUBHOTO XPAaHEHHUS JOKYMEHTOB;

- cocraB (YHKUMH apXWBOB M TMOJPA3JICICHUN IO JOKYMEHTAMOHHOMY 00€CIeUeHUI0
yIpaBJICHUS 110 OPraHU3alUy ONEPATUBHOTO U APXUBHOTO XPAaHEHHS JOKYMEHTOB.

B pesynbrare u3ydeHus: AUCHUIUINHBI CTYACHT JIOJIKEH YMETh!

- NPUMEHATh TEOPETUYECKHE 3HAHHMS INpPU OpraHU3alMM JOKYMEHTAI[MOHHOTO OOecredyeHus
yTpaBJICHUS;

- OPTaHU30BaTh TIOKYMEHTAIIMOHHOE 00ECIIEYeHHE B OPraHU3aUAX PAa3IMUHbIX OPraHU3alHOHHO-
npaBoBBIX (GopM U (HOpM COOCTBEHHOCTH, TOCYJApPCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOYTIpaBJICHUs! YIPABJICHUS;

- OCYIIECTBIIATH PabOTy MO JOKYMEHTAMOHHOMY 00€CIICUEHHUIO YITPABICHUECKUX MTPOIIECCOB;

- IPUMEHSATH 3HAHUE TEOPUHU APXUBHOTO JIeNla B IPAKTHUECKON ACITEITbHOCTH;

- OpraHM30BbIBATH ONEPATUBHOE U APXMBHOE XpPAaHEHHUE TOKYMEHTOB B OPraHU3aLUAX PA3ITUIHBIX
¢dopM coOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOT'O CaMOYIIpaBIICHHUS;

- BBINOJHATH KOMIUJIEKC Pa0OT MO ONEpaTUBHOMY M apXMBHOMY XpPaHEHHIO JOKYMEHTOB B
OpraHu3alsIX pa3lnuYHbIX (OPM COOCTBEHHOCTH, TOCYAApPCTBEHHBIX OpraHax M oOpraHax
MECTHOTO CaMOYIIPaBJICHHUSI.

B pesynbrare u3ydeHus AUCHUIUIMHBI CTYACHT J0JKEeH 001a1aTh HaBbIKAMMU:

- METOJOJIOTHEH TOKYMEHTAIMOHHOTO 00eCreueHus YIPaBJICHHUS;

- HaBbIKaMU COBCPIICHCTBOBAHUA CUCTCMbI JOKYMCHTAIITMOHHOT'O obecrieyeHust YHpaBJICHUA,
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- HaBBIKAMHU JOKYMEHTHUPOBAHHs YIPABICHUECKUX IPOLECCOB M pabOTHl JOKyMEHTalUel B
OpraHu3alMsIX pa3IMYHBIX OPraHU3alMOHHO-TIPAaBOBBIX GopM U  (HOpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OpraHaxX U OpraHax MECTHOTO CaMOYTIpaBJICHUS;
- HaBBIKAMH TPUMEHEHHUS MPABOBBIX HOPM B cdepe apXUBHOIO Jesia MPHU OCYUIECTBICHUU
ONEPATUBHOTO M AapXMBHOTO XpPAaHEHHS JIOKYMEHTOB B OPTraHM3aLUAX Pa3IUYHBIX (HopMm
COOCTBEHHOCTH, TOCYIApCTBEHHBIX OpraHax U OpraHax MECTHOTO0 CaMOYIIPaBICHHUS B
MPAKTUYECKOU €SI TENBHOCTH;
- HaBBIKaMH 00Pa0OTKHU U MOATOTOBKH IOKYMEHTOB JJISl TEKYIIETO U apXUBHOTO XPAaHEHHUS;
- HaBBIKAMU COBEPIICHCTBOBAHMS OTNIEPATUBHOTO U APXMBHOT'O XPAHEHUS IOKYMEHTOB.

[To pucrumnmuHe (MOMAYINIO) MPEIyCMOTpPEHAa IMPOMEXYTOUYHast arrecTauus B (opme

OK3aMcCHa.

OO01mmast Tpy10€MKOCTh OCBOCHHSI TUCITUTUIMHBI (MOJYJIsT) COCTaBISET 3 (TpH) 3a4CTHHIE €TUHUIIBL.



