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1. TlosicHuTeabLHAA 3aNMHUCKA
eab u 321244 TUCUUIJIMHBI

HGHB JUCLHUIIIIMHBI — 00ecneyuTh HeD6XOI[PIMBIfI U JOCTaTOYHBIN YPOBCHb TCOPECTUUCCKHUX

3HAHWUH 1 HAaBBIKOB UX MMPUMCEHCHUA B PCHICHUH ITPAKTUYCCKUX 3a/1a4 YnpaBieHus JOKYMEHTAMH B OPraHU3aIMsX .

3a1a4u JUCLUIUIMHBIL:

H3y4eHHe UCTOpuM (GOPMUPOBAHUS U PA3BUTHS MPEICTAaBICHUN 00 yInpaBlieHUU TOKYMEHTaMu
KaK (pyHKIIMM MEHEKMEHTA;
W3y4YEHUE COJAEP/KAHUS TOHATHS
JOKYMEHTaMU»;

M3y4eHHEe HOPMATHBHOM NIPaBOBOM 0a3bl M METOAMYECKOTO OOECHedeHUs YIpaBIICHUS
JOKyMEHTaMU B OpraHU3anusix;

M3y4YEHHE TPOLECCOB IIAHUPOBAHMS, PETYIMPOBAHUS, KOHTPOJS, MOHUTOPHUHIA U ayJuTa B

«YMHOpaBJICHUEC OOKYMCHTaMH», «CHUCTEMA YIIPABJICHUA

CUCTCMC YIIPABJICHUA JOKYMCHTAMU B OPpraHU3alUAX;

® H3YYCHHC KOMIIIICKCA JOOKYMCHTOB,

OpraHu3alusiIx;

®  H3YYCHHC MECTA U POJIM JOKYMCHTHBIX CUCTEM, UCIOJIB3YCMBbIX IJI YIPaBJICHUA JOKYMCHTAMH

B OpraHu3anusx.

PErIIAaMCHTUPYIOINUX  YIOPABJICHUC OOKYMCHTAMH B

1.2 IlepedyeHb IUIaHMPYEMBbIX Pe3yJIbTATOB 00y4YeHHS MO JTUCHHUIINHE, COOTHECEHHBIX C
MHIMKATOPAMU J0CTHKEHUS KOMIIeTeHIH i

KomnereHnuust
(Ko ¥ HAMMEHOBAHUE)

NHankaTopbl KOMIEeTeHUM I
(KOJ 1 HANMCHOBAHME)

Pe3yabTaThl 00y4eHus

VK-6. Criocoben
OTIPEICIISATh U
pealln30BhIBaTh
HPUOPUTETHI COOCTBEHHOM
NEATEILHOCTH U CIIOCOOBI
€€ COBEPIICHCTBOBAHUS Ha
OCHOBE CaMOOIIEHKH

VK-6.1. ocymiecTiser
CaMOpa3BUTHE,
caMopeann3aluio, UCIOJIb3yeT
TBOPYECKHUI MMOTECHIIA

3namu: kpye yeneti u 3a0ay
npogheccuonanbHol
OdesimenvbHOCMU

Ymems: chopmyruposame yenu u
3a0a4u coOCMEeHHoU
dessmenbHOCMU

Braoemu: nagvikamu
onpeoenerus nymet 00CMUNCeHUS
NOCMABIIEHHBIX Yelell C YYenmom
pecypcos, yCciosuil, cpeocms,
BDEMEHHOI NePCHeKmuBbl
paszsumus 0essmerbHoCmu U
NIAHUPYEMbBIX Pe3YIbmMamos

[1K-1. Cnocoben
OCYUIECTBIIATh
PYKOBOJCTBO
JESITEIbHOCTBIO 110
JOKYMEHTAITUOHHOMY
00€eCTIeUeHNIO YIIpaBICHUS
OpraHu3anuel 1 apxuBoM

[TK-1.1. ocymecTBusieT paboTy
C pa3IMYHBIMHU KaTETOPHSIMHU
JOKYMEHTOB B YIIPaBICHUH U
apXMBE Ha OCHOBE TPeOOBaHMI
HOPMATUBHBIX JJOKYMEHTOB

3uams.: cmpykmypy
20Cy0apcmeeHHbIX Op2aHos,
0p2aHO8 MECMHO20
CaMOynpasienusl, Opeanu3ayuti
PA3IUUHBIX POpM
c0OCmMBeHHOCU, HOPMAMUBHO-
npasogvle akmol 8 cghepe
O0OKYMEeHMAayuoHHO20
obecneueHus ynpagieHus
Ymems: ananuzuposamo
npasogvle akmol 8 cghepe
O0OKYMEeHMAayuoHHO20
obecneueHus ynpagieHus u
8bLA8/1AMb BUO0BOU COCMA8




0053ameNbHbIX IOKANbHBIX
HOPMAMUBHBIX AKMO8

Brademu: Hagvlkamu npumeHeHus
00We20cy0apcmeenHvlX HOpM 8
cghepe 0OKYMEeHmMAayuoHHO20
obecneuenus ynpasierus npu
paspabomie 10KAIbHbIX
HOPMAMUBHbIX AKMO8

[IK-1.2. obecreunBaer
B3aUMOJICCTBUE CTPYKTYPHBIX
MOApa3ICICHUI OpraHu3aluu
0 BOTpocaM paboThI ¢
JIOKYMEHTaMu

3namu: npasuna pazpabomru
JIOKATIbHBIX HOPMAMUBHBIX AKMOB,
UX CMPYKMYpY U COOepHCcaHUe
Ymemow: paspabamuvieams
JIOKATIbHbIE HOPMAMUBHbIE AKNbL
6 cqhepe OOKYMeHMAayuoHHO20
obecneueHus ynpasieHus 8
coomeemcmauul ¢
0eticmeyIoWuUMU NPABoSbIMU aKM
Braoemyw: nasvikamu noocomoexu
NPOEKmMOo8 10KANbHbIX
HOPMAMUBHBIX AKMO8, UX
CO2NACOBAHUS U YMBEPIHCOCHUS

[1K-3. Crrocoben

I1K-3.1. pa3pabaTsiBaeT

3namo: ocobennocmu pabomwl ¢

YIPaBISTH HOJIUTUKY OpPTraHu3aliy B PA3IUUHBIMU CUCTeEMA
JIOKYMEHTAIUCH 00J1acTH ynpasJieHUs OOKYyMeHmayuu
OpraHu3aIuu JIOKyMEHTaMH U OCYLIECTBIISATh | Ymems.: pabomams ¢
KOHTPOJIb 32 IEATCIBHOCTBIO | PA3IUYHBIMU CUCTEMAMU
COTPYIHHKOB OPTraHU3alllK B | QOKYMeHmayuu
obyactu paboThI ¢ Braoemsw: nasvixamu
JIOKyMEHTAMHU B YIIPABICHUU U | COBEPULCHCINBOBAHUIO pabOmbl ¢
apxuBe OOKYMEHMAMU,
obecneuusarOWUMy paziuyHvle
npoyeccul
[TK-5. Crnoco6en | ITK-5.2cniocoben obecnieunts | 3ramb: npasuia opeanuzayuu
OpPraHu30BaTh  XpaHeHHE | (OPMHUPOBAHUE M COXPAHHOCTD | ONEPAMUBHOZO U APXUBHOO
JIOKYMEHTOB B | JIOKYMEHTAJIBHOTO XpaueHust 00OKYMeHMOo8
OpraHu3aIu ¢ | apxuBHOTO (hoHIA Ymemo: opeanuzosvieams
UCTIOJIb30BaHUEM OpraHu3aIlH B COOTBETCTBUE C | ONEpAmMusHoe U apXueHoe

COBPEMEHHBIX TEXHOJOTHUI
1 3apy0eKHOTO OIbITa

TpeOOBaHUSAMHU HOPMATUBHBIX
IIPaBOBBIX akTOB Poccuiickoi
®denepanyy U JTOKAIBHBIX
HOPMATHUBHBIX aKTOB

XpaueHue OOKYMeHMOo8 8
OP2AHU3AYUAX PASTULHBIX POPM
cobcmeennocmu,
20CY0apCMBEeHHbIX OP2AHAX U
OP2aHAX MECMHO20
camoynpasnenus

Braoemv: nasvixamu obpabomu
U N0020MOBKU OOKYMEHMO8 OJis
MeKyWe20 U apXugHo20 XpaHeHus.

1.3 MecTo IMCHUIUIMHBI B CTPYKTYPE OCHOBHOI 00pa30BaTe/IbHOM MPOTrPaMMbl

JucuumuinHa (MOAYNb) «YTpaBieHUE AOKYMEHTaMH B OpraHM3alMAx» OTHOCUTCS K YacTH,
(bopmMHupyeMOil yuacTHUKaMH 00pa3oBaTEIbHBIX OTHOLICHWH MPOTrpaMMbl Maructpatypsl «Teopus u




MPaKTUKa pabOThl C 3JEKTPOHHBIMU JOKYMEHTAaMHU B YIPaBICHHUM WU apXUBax» IO HalpaBJICHUIO
noarotoBku 46.04.02. JlIokyMEeHTOBEICHUE U apXUBOBEICHUE.

Jisi  OCBOEHUS JMCLUUIUIMHBL (MOOYis) HEOOXOMUMBI 3HAHUS, YMEHUS U BIAJCHUS,
c(hOpMHUPOBAHHBIE B X0/1€ U3YUECHHUS CIEYIONINX AUCIUILINH U MIPOXOKIACHUS TPAKTUK:

- «IudpoBoe rocynapcTBeHHOE yIIpaBlICHHEN;

- «3apyOexHbIN OMBIT YIPABICHUS JOKYMEHTAMHU U apXUBaMID»;

- «OCcHOBBI IIU(PPOBOI IKOHOMUKIY.

B pesynbrare ocBOeHMsI NUCUUIUIMHBI (MOIYJsl) (POPMUPYIOTCS 3HAHUS, YMEHHUS U BIIaJICHUS,
HEO0XOAUMBIE JJIS1 U3YUEeHHUS CICAYIOUINX TUCIUILINH (MOIYJIeH) 1 MPOX0XKIACHHS MTPAKTUK:

- «MTHbOpMalIMOHHBIN MEHEKMEHT);

- «OcHOBBI K1accupuKauy HHOPMAIMU U TOKYMEHTALIUN;

- «PernmamenTanus ynpaBlieHUs QJIEKTPOHHBIMU IOKYMEHTAMH B OpraHU3aLUsAX»;

- «MIH(popMaOHHBIE CUCTEMBI B YIIPABICHUN JOKYMEHTAMI.

2. CrpykKTypa IMCUMIIMHBI
OO61ast TpyA0€MKOCTh UCHHUTUTHHBI COCTaBIsET 3 3. €., 108 akaeMuyecKkux 4acos.
CTpyKTypa JTUCHUILIMHBI /151 04HOI (popMBI 00yUeHUs1
O6bemM nucHUIIMHBI B (OpME KOHTAKTHOW DPAOOTHI O0OydYaromuxcsi ¢ TeAarorundeCKuMu

paboTHHKaMU U (WIM) JTULIAMH, IPUBJICKAEMBIMU K pean3aluu 00pa3oBaTeIbHOM NIPOrpaMMbl Ha UHBIX
YCIIOBUSIX, TP NPOBEIECHNUN YUEOHBIX 3aHITHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KomnuectBo
4acoB
1 Jlexn 24
1 CemuHapsbl/1a00paTOpHBIC pabOThI 36
Bcero: 60

O6beM quCHUIUTUHBL (MOyJIsA) B hOpME CaMOCTOATENbHON PabOThl 00YYAIOIIKUXCS COCTABISIET
48 akageMu4ecKux yaca(oB).

3. Copepxxkanue TUCHUIIMHBI (MOXYJIA)

Pa3zpnen 1. Beeaenne. Ilpeamer n 3aga4un Kypca

Wcrtounuku u nureparypa. [lpeamer u 3anaun kypca. MecTo Kypca B CUCTEME JPYTHX YUEOHBIX
JUCIMIUIMH. ICTOYHMKY M uTepaTypa Mo Kypcy. 3aKoHOAATEIbHbIE U MHbIE HOPMATUBHBIC MPABOBbIC
AdKTbhl, HaIlMOHAJIBbHBIC CTaHI[apTBI, METOAUYCCKUC IIOKYMCHTI)I 10 ynpaBJIeHI/IIO IIOKYMGHTaMI/I.
HHuTtepHeT-pecypcel. MecTo Kypca cpead IpPYruX Hay4dHBIX AWCHUIUIMH: - «MHGOpMaIMoHHBIN
MEHEIDKMEHT», «3apyOeXHbIil ONBIT YIpaBieHHUs TOKYMEHTaMU U apxuBaMm», «MHpopmarmonHbe
CHCTEMBI B YIIPABICHUH JIOKYMEHTaMMn», «PerinaMeHnTaius ynpaBiaeHus JIEKTPOHHBIMHU IOKYMEHTaMH
B OpFaHI/I3aIII/I$IX)>.

Pasnen 2. UcTtopusi popmMupoBaHusi npeacTaBjieHHil 00 ynpaBJjleHUH JOKYMEHTAMH KaK
GyHKIMM MeHeKMEeHTAa

Hctopust hopMupoBaHus KOHIENIMH yrpaBieHus nokymentamu B 1970-90-e roasr B CIIA
(Xopron @. A., JIeanoH K., Credenc JI. O. Cammeprun [[x. P. u ap.). Pocculickuii onbIT mpuMeHEeHHS
KOHLENIUH YIIPABJICHUS JOKYMEHTaMHU.

VYnopaBieHue HOKyMEHTaMH KakK BUJ JESATEIbHOCTH, MO3BOJISIIOIINNA CO3AaBaTh JOKYMEHTHI U
OpraHU30BBIBATH PabOTy ¢ HUMHU Hanbomee 3(pPEeKTUBHBIM CITOCOOOM, HCKITIOUYast BO3SMOYKHbBIE PUCKU U
MUHUMU3UPYS 3aTPaThl OpraHu3aluu (Tpya0Bble, GPUHAHCOBLIE U IP.).



VYnpaBieHue IOKyMEHTaMHM Kak OJHAa M3 (YHKUMH MEHEIKMEHTa, CTOsIas B pAAy C
yTpaBJICHUEM MIEPCOHAIIOM, YIIPpaBIeHHEM (PMHAHCOBBIMHU peCypcaMu, HHG)OPMAITMOHHBIMH U JIP.

Posnb nHOPMAIIMOHHBIX TEXHOJIOTHHA B POPMUPOBAHUH KOHIICTILIUH YIIPABICHUS TOKYMEHTAMHU.
NudopmanoHHbIe TEXHOJIOTHMH KaK WHCTPYMEHT, ITO3BOJISIONINA HHTETPUPOBATH JTOKYMEHTHl W
MH(OPMAIIHIO B IPOIIECCHI YIIPaBIEHUS (JeI0BOM EATEIBHOCTH).

Pounb crangaproB MCO B pa3BuTtun KoHuenuuu ynpasieHus gokymeHtamu (ISO 15489-1:2001
«Information and documentation. Records management» (MCO 15489-1:2001 «Wudopmauus u
JOKYMEHTaIUs — YIpaBlieHUue J0KyMEHTaMu») U 1p.).

VYnpaBieHue T0KyMEHTaMH KaK JesITeIbHOCTb, B PAMKaX KOTOPOH (POPMUPYIOTCS MOJIOKEHHS O
MOJIUTHKE YIPaBICHHUS TOKYMEHTAMH, OTBETCTBEHHOCTH 33 JIOKYMEHTHI, TIOJTHOMOYHS JTOJIKHOCTHBIX
MLl ¥ paOOTHUKOB B OTHOILEHUH JOKYMEHTOB, LIEJIM U 337a4dl 110 BHEAPEHHIO CIEIMATU3UPOBAHHBIX
CHCTEM YIPaBICHHS JOKYMEHTaMH (JJOKYMEHTHBIX CHCTEM) U X aIMUHHCTPUPOBAHUIO.

Paspnen 3. IlonsiTuiiHbIi annapar B cepe ynpaB/jieHUs: JOKYMEHTaMHU

[TonatuitHplil anmapat B cdepe ympaBieHHs A0KyMeHTamMH. OCHOBHbIE HOPMAaTHBHBIE U
METOJINYECKUE JOKYMEHTHI (3aKOHO/AAaTEIbHbIE U HHBIE HOPMATHUBHBIE IIPABOBbHIE aKThl, HALIMOHAJILHBIE
CTaHJApThl, CJOBapH), YCTAHABIMBAIOIIME TEPMUHOJOTHIO B cdepe yNpaBiIeHUs TOKYMEHTaMHU.
3HadeHWE HAlMOHAIBHBIX CTAaHAAPTOB, pa3paboTaHHBIX Ha 0asze cranmaptoB MCO, B ycTaHOBICHUH
noHATuitHOrO anmnapata B cepe ynpasnenus gokymenramu: [[OCT P UCO 15489-1-2019 «CUBU/.
Nndopmanusa u nokymentanus. YnpasieHue gokymentamu. Yacts 1. [lonstus u npunnuns, FOCT
P UCO 303002015 «CUBU. Undopmanus u nokymeHTanus. CUCTEMbI YIIPaBIEHHs TOKYMEHTaMH.
OcHoBHble nostoxenus u cioBapb», [OCT P 7.0.8-2013 «CUBU/I. [enonpou3BoACTBO U apXUBHOE
nenno. TepMuHBI ¥ OIIpeeICHUS.

Ponp TunoBbix TpeOOBaHUII K YyHpPaBJICHUIO OPUIMAIBHBIMU AJIEKTPOHHBIMU JIOKYMEHTAMHU
(Model Requirements for the management of electronic records, MoReq2) B pa3BUTHH MOHSATHITHOTO
anmnapara B cepe ynpaBieHHUs TOKyMEHTaMH.

ConepxaHue M COOTHOIIEHHE OAa30BBIX NOHATHH YnpaeieHue OOKymMenmamu W cucmemd
ynpaenenust 0okymenmamu. COBOKYITHOCTb OHATHN, 0003HAYAIOUINX TPEOOBAHNUS, PEAbSBIIEMbIE K
JOKyMEHTaM (aymeHmuyHoCms, 00CMOB8EPHOCb, YEL0CIMHOCMb, NPUSOOHOCMYb OISl UCNONb3068AHUSL),
3HAUEHUE TMOHATHM, OO0O03HAYAIOIIMX IMPOLECCHl YMpaBICHUS JOKYMEHTaMu (Kraccugurayus,
unoekcayus. 00Cmyn, KOH8epmayusl, Muepayus, YHU4modxcenue, omoop u xparerue u 1p.) u ap.

Pasznen 4. Cucrema ynpasiieHusi JOKyMeHTamMu opranu3anuu. HopmartusHoe
peryJiupoBaHue U MeTOAM4YecKoe o0ecreyeHne ynpaBJeHUus: JOKYMeHTAMHU B OPraHU3aluH

3akoHOJATeNbHBIE M WHBIE HOpPMaTUBHBIE akThl Poccuiickoit ®epepaumu B cdepe
JIEJIONPOU3BOJACTBA M AapXMBHOIO Jiela KaK HOpMaTHBHAs OCHOBA YINpaBJIEHMsI JOKYMEHTaMH B
opranuzanusx (penepanbHblie 3akoHbI «O0 HHOpMAIK, HHPOPMALIMOHHBIX TEXHOJIOTUSAX U O 3aIIUTE
unopmanumn», «O0 snexkTpoHHOU mommucu», «O0 apxuBHOoM pene B Poccuiickoit Deneparumy,
HOpMaTHBHBIE IIPaBOBBIE akThl PocapxuBa B chepe 1enonpon3BoACTBa M apXUBHOTO Jefia U Ap.).

Hanmonaneneie cranmaptel  Poccmiickon @enepanuy IO YNPABICHHUIO JOKYMEHTAMM,
yCTaHaBJIMBaIOLIMe TPeOOBaHUS K CHUCTEME YIPABJICHUS JOKYMEHTAaMH, ONpEIEISIoLIMe COCTaB U
yCIIOBUSL YIPABJIEHYECKUX JEHUCTBUM, HANpPaBIECHHBIX Ha (OPMUPOBAHUE IOJUTUKHU YIIPaBICHUS
JOKyMEHTaMH, pacrhpenesneHie (QyHKIMA M OTBETCTBEHHOCTU B cdepe YNpaBiIeHHs JOKYMEHTaMH,
BHEJPEHUE IMPOLIECCHOIO0 IMOJX0Ja, BEACHME MOHUTOPUHIA M ayJauTa B CHCTEME YIPaBIICHUS
JOKYMEHTaMHU, IPUHATHUS MEP IO COBEPLICHCTBOBAHUIO IIPOLIECCOB YNpPaBICHUs JOKyMeHTaMu. CBs3b
HaIlMOHAJILHBIX CTAaHAAPTOB IO YIPABICHHUIO JOKYMEHTAMU CO CTaHAApTaMH Ha CUCTEMbI MEHEKMEHTA
KauecTBa, OXPaHbl OKPYIKAIOLIEN Cpebl U JIp.

Pacnipenenenyie NoJIHOMOYNI U OTBETCTBEHHOCTH 3a YIIPABJICHHUE TOKYMEHTAMH B JIESTEIbHOCTH
opranuzanuii. Ponbs 1 QyHKIMM pyKOBOJCTBA B CUCTEME YIIPABICHUS JOKYMEHTAMHU.

VYcnoBus W NOPSAAOK BHEAPEHHS M NPUMEHEHMsI JIOKYMEHTHBIX CHUCTEM JJIsl YIIpaBJICHUS
JOKYMEHTaMH.



Pasnea S. IlosmmTnka ynpaBieHHs JOKYMEHTAMM: NPHUHLIMIBI Pa3pado0TKHu, COJep:KaHue,
NpUMeHeHue

[TonuTuka ympaBiaeHHs JOKyMEHTaMH Kak oO(UIHaAIbHO COOPMYIHPOBAHHBIC BBICIIUM
PYKOBOJCTBOM HAIIpaBJICHUs JEATEIBHOCTH OPraHu3alliid MO YIYYIIEHUIO CHUCTEMbl YIpPaBICHUS
NoKyMeHTaMu. CBsA3b MOJIUTUKHN C MUCCUEN OPTaHU3aLNH, LEIIMHU JEATEIbHOCTH OpraHU3aliy.

[lenbp pa3pabOTKU MOJUTUKU YIPaBIEHUS JOKYMEHTaMH - CO3JaHHME U MOJAJEP’KKA CHCTEMBI
yIpaBIEHUS] AyTEHTUYHBIMM, JOCTOBEPHBIMM WM NPUTOJHBIMM JUI HCIOJB30BaHUS JOKYMEHTaMH,
CIOCOOHON TOIIEPKUBATh JCIOBYIO NEATEIHLHOCTh B TEUYEHHE YCTAHOBJIECHHOTO (HEOOXOIMMOTO)
BpPEMEHH.

[TonuTuka ynpaBiieHUs TOKYMEHTaMU KakK PYKOBOJSIIMNA TOKYMEHT, IPUHUMAEMbIi BBICIINM
pykoBojacTBOM. [lopsmok pa3paOOTKK TONUTUKU YOpPaBICHUS JOKYMEHTaMH (COrjlacoBaHHeE,
YTBEPXKACHHUE, JOBEIACHHE JO COTPYOHUKOB opranuzauuu). CTpyKTypa JOKYMEHTa. ¥YCJIOBUA
NepecMOTpa MOJUTUKH yIPABICHUS TOKYMEHTAaMH U €€ OOHOBIICHMS.

AHanu3 JesTeNbHOCTH OpraHu3allii Kak OCHOBa Uil Pa3pabOTKH MOJIUTUKU YIIPaBICHUS
JOKYMEHTaMH.

Pa3nen 6. MOHUTOPHHI M AyIUT B CHCTEMe YIIPaBJCHUS JOKYMEHTAMH

Ilenr MOHUTOpPHUHTA U ay/IUTa B CUCTEME YIIpaBJIeHUs JOKyMeHTaMu. OOBbEKTbl MOHUTOPUHTA U
ayJuTa: MOJIMTHKA YIpaBJIeHUs JOKyYMEHTaMH (Ha MpeIMEeT €€ COOTBETCTBUS J€IOBBIM MOTPEOHOCTIM
U yuyeTa JII0ObIX 3HAYMMBIX M3MEHEHHI B OpraHu3alliu); MpPOIECChl YNpaBiICHUs TOKyMEHTaMHu (Ha
OpeaMeT HX JIOCTaTOYHOCTH M pe3yJbTaTUBHOCTH); JOCTaTOYHOCTh M OOOCHOBAHHOCTH
JOKYMEHTUPOBAaHHS M IIOJHOTAa JIOKYMEHTAllUM, JIOCTATOYHOCTh PECYPCOB  (UEIOBEUYECKUX,
(UHAHCOBBIX, HH(PPACTPYKTYPHBIX, TEXHOJOTHUYECKUX U Jp.) AJS JOCTHKEHUS LieNeH, 3asiBICHHBIX B
MOJINTUKE yIPaBICHUS TOKyMEHTaMU U Jp.

HopMaTuBHBIE aKThl OpPraHU3aLMK, ONPEIENSIOIINAE IOPSIOK NPOBENECHUS MOHUTOPUHIA H
ayJiuTa ¥ yCTaHABJIMBAIOLIUE: YTO MOJICKUT U3MEPEHHUIO U IIPOBEPKE; METO bl IPOBEPKU, U3MEPEHHUS,
aHamu3a M OLIEHKH; YCJOBUS M IEPUOAWYHOCTb IPOBEACHUS TPOBEPOK, YCIOBUA U (Popmy
MIpE/ICTaBICHUS pe3yIbTaTOB aHAJIN3a MOJIyYEHHBIX JaHHbIX.

AynuT BHEUTHUN U BHYTPEHHHH, 0COOEHHOCTH MTPOBEACHUS.

[InanupoBaHMEe MOHUTOPUHIA M ayJauTa, OCHOBHBIE JTalbl MPOBEACHHUA pabdOT B XOA€
MOHUTOPHHIA U ayJIuTa, 0(popMIIeHHE Pe3yJIbTaTOB.

Pazpabotka Mep 1o yJIydIIeHUsIM B CUCTEME yIPABJICHUS TOKYMEHTaMH.

Pa3zgen 7. TpeGoBanusi K AOKYMEHTaM, IOKYMEHTHPOBAHUIO, XPAHEHHUIO TOKYMEHTOB H
AOCTYNy K HUM

JIOKyMeHTBhl Kak HH(POpPMAIMOHHBIN pecypc opranuzauuu. HopmatuBHOEe perynupoBaHHe
MPOLIECCOB TIOKYMEHTUPOBAHHUSI B OpraHU3alINH.

YcraHOBIIEHHE B CHCTEME YIPABJICHHS JOKYMEHTAMH TPEOOBAaHWH K CO3IAHUIO JOKYMEHTOB
(TpaBUI TOKYMEHTHPOBAHUS ), OMPECIAIONINX, KaKue JOKYMEHTHI JJOJKHBI OBITh CO3/IaHbI B POIIecce
JEeSITeIbHOCTH OpPTraHW3allid U BBEACHBI B MHPOPMALMOHHYIO CHUCTEMY, Kakas WHpOpMAamus T0JHKHA
ObITh 3aMKCHpPOBaHA B ITHX JOKYMEHTaX, U Kakhe JaHHble (MeTaJaHHbIE) 00 ITHX JOKyMEHTax
HEOOXOUMBI JJIs1 YIIPABICHHSI STUMH JOKYMEHTAMH.

Pa3zpaboTka u npumMeHeHrne yHU(GUIMPOBAHHBIX (POPM JOKYMEHTOB (I1A0JIOHOB JJOKYMEHTOB).

YcranoBnenue TpeOOBaHMI K XPAaHEHUIO JTOKYMEHTOB, OIPENEISIOIINX CPOKH XPaHEHUS
JOKYMEHTOB, OPTaHU3AIIUIO0 UX TEKYIIEro XpaHeHus, MOPSA0K BbIIENEeHUS JOKYMEHTOB OPTaHU3alluU K
YHHUYTOKEHHUIO.

[Topsmox nmocTyma K JOKYMEHTaM W HCIOJb30BaHUS JIOKYMEHTOB, OIpPEICISIONINA, KOMY
paspenieH J0CTyn K JOKyMEHTaM, KaK pEryJupyroTcs NpaBa JOCTyNa, YCIOBUS [OCTyNa H
WCIOJIb30BaHus JOKyMeHTOB. KOHTpoJb 1ocTyma.

TpebOoBaHus MO OOECIICUYCHUIO COXPAHHOCTH JOKYMEHTOB: TPEOOBaHUS IO TIEPEMEHICHHUIO
(MuUrpanuu) ITOKyMEHTOB, KOHBEPTAIlMM JOKYMEHTOB, BbIOOpa (hopMara JOKYMEHTA. YHUYTOXXEHHE
JOKYMEHTOB.



Pa3znea 8. Ilpoueccol u cpeacrsa ynpapJjieHUs JOKYMEHTAMU

[Ipomiecc kak aeATENBHOCTH (OEHCTBUS WM COBOKYITHOCTH JCHCTBHII), HampaBlieHHas Ha
W3MEHEHUE CBOMCTB JJIEMEHTOB CHUCTEMBI. [Iponeccrl B cucteme ynpaBiieHUs! TOKYMEHTOB —1€UCTBUS
(COBOKYITHOCTH JIEHCTBHUI), KOTOpBIE OJDKHBI OBITh PEaTU30BaHbl B OpraHU3alldd B OTHOIICHUU
JOKYMCEHTOB 1 KOTOPBIC o0ecreunBaroT CO31aHNEC NJOKYMCHTOB, YIIPABJICHUC JOKYMCHTAMHN U KOHTPOJIb
JOKYMEHTOB M IOKyMEHTOO0O0pOTa.

CpeI{CTBa yYpaBJC€HUA JOKYMCHTAMU — MHCTPYMCHTEI, UCITIOJIb3YEMBIC B CUCTEME YIIPABJICHUSA
JOKYMEHTaMHU JIJIsl CO3JIaHUSl JIOKyMEHTOB, YIIPAaBJICHUS IOKYMEHTAMH M KOHTPOJS JOKYMEHTOB U
JIOKYMEHTO000pOoTa.

[Ipoueccel ynpaBneHus: JOKyMEHTaMH:

- CO37IaHUE TOKYMEHTOB (OTpeIeJICHUE TOTO, KaKHe IOKYMEHTHI JOJIKHBI OBITh CO3/1aHbI, B KAKOU
¢dbopMe, Kakue TEXHOJOTHH JOJKHBI OBITh HCIOIB30BaHBI JI CO3IAHMS, KEM IOJAMUCAHBI, KOrJa
AOKYMCHTBI JOJI’KHBI OBITH BKJIIOYEHEI B JOKYMCHTHYIO CUCTEMY, C KaKUMHU ACJTOBBIMU (6H3H€C- NN
aJIMMHHUCTPATUBHBIMH ) TPOIIECCAMU OHH JIOJDKHBI OBITH CBSI3aHBI, KAKOB CPOK XpaHEHHsI IOKyMEHTOB U
p.);

- yIIpaBJIeHHE W KOHTPOIb TOKYMEHTOB (OMpeeNieHue TOro, Kakue MeTaJaHHbIe JOJKHBI ObITh
CO3aaHbI IJId YIIPABJICHUA JOKYMCHTAMHU U HAa KaKOM 3TalleC, peructpaiquda 10KyMCHTOB, KJ'IaCCI/I(l)I/IKaHI/ISI
JOKYMEHTOB, HHJIEKCAllis JOKYMEHTOB, OpraHu3alus J0CTyna K JOKyMEHTaMm (MCIIOJIb30BaHHE
I[OKYMGHTOB), XpaHCHHUEC JTOKYMCHTOB B CHUCTCMC, OT60p " Iepeaadya Ha apXHWMBHOC XPaHCHHUC WA
YHUYTOXKEHHUE U Jp.).

Pa3znen 9. Ynpasiienne puckamMm B cucTeMe YIPaBJIeHUs JOKYMEHTAMHU

[lonsitusa pucka, ynpasnenus puckamu. HeoOXoIuMOCTh WACHTHU(GUKAIMN W yHPABICHHS
pUCKaMH, OTHOCSALIUMUCS K JIOKYMEHTHBIM IIPOLIECCAM U CUCTEMAM.

I'OCT P 57551-2017/ISO/TR 18128:2014 «ndopmanus u gokymentanusi. OLEHKa PUCKOB
JUIs. TOKyMEHTHBIX IIPOLIECCOB U CUCTEM», €TI0 COJAEP)KaHUE, HA3HAUYEHUE, NOPSAJOK IPUMEHEHUs IIpU
yIpaBJIe€HUN PUCKAMU B OpraHU3aUsIX.

Opranuzanus ¥ NPOBEAEHUE OLEHKH PUCKOB, CBA3aHHBIX C JOKYMEHTHBIMH IpollecCaMu U
CUCTEMaMH.

[TpyHIMIIBI U KPUTEPUN OLIEHKH PUCKOB. BHEITHUE U BHYTPEHHUE OOCTOSTENHCTBA U YCIOBUS
(paxTophl), MOPOXKIAIOIINE PHCKH B JESATEIHLHOCTH OPTaHW3alMH, CBS3aHHBIE C JOKYMEHTAaMH M
nporeccamMu (CpecTBaMU) YIPaBICHUS JOKYMEHTaMHU.

CranpmapTHass METOOJIOTHUSI  OLIGHKM PHUCKOB M yIpaBlieHus puckamu. OoOnactu
HEOMpeAeNIeHHOCTH TpU OllIeHKe pHUCKOB. [lmaHupoBaHue NOeHCTBUII B OTHOLIEHHH PHCKOB U UX
CHIDKEHUS.

4. OOpa3oBaTe/ibHbI€ TEXHOJOTHH

lij‘i[ HanmenoBanue pa3zaena Buabl yueOnbIx 3anaTnii | O0pa3oBaTe/bHbIe TEXHOJIOTHH
1 2 3 4
1 |BBemenme. Ilpenmer  wul|/lexyus I Beoonas nexyus ¢ npumenenuem
3amaun Kypca. cTouHuku u MYTbMUMEOULIHO20 NPOeKmopa
JUTEpaTypa.
Ilpakmuueckas paboma Ne 1 |3anamus ¢ komnviomepHom
Kaacce
Camocmosmenvras paboma  |Koncynemuposanue
2 |Hcropus dbopmupoBanus|Jlexyus 2 Jlexyus ¢ npumenenuem
IIPEICTAaBICHUM 00 MYTLMUMEOUTIHO20 NPOEKMOpa




yIOpaBiICHUU JIOKYMEHTaMU
Kak (PYHKIIMM MEHEPKMEHTA

Ilpaxmuyeckas paboma Ne 2

3ansmus 6 KOMNbiomepHoMm
Knacce

CamocmosmenvHas paboma

Koncynomupoeanue nocpedcmeom
91EeKMPOHHOU NOYMbL

ITonsATHIHBIN anmapar B
cthepe ynpaBiieHHs
JOKYMEHTaMu

Jlexyus 3

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO20 NPOEKMOopa

Ilpakxmuueckas paboma Ne 3

3ansmus 6 KOMNbiomepHoMm
Knacce

Camocmosmenvuas paboma

Koncynomuposanue nocpedcmeom
2JIEKIMPOHHOU NOUMbL

Cucrema yripaBieHus
JOKYMEHTaMU OpTaHU3allHH.
HopmaTtusHoe
pEryiIupoBaHue U
METOJIMYECKOe oOecTieueHre
yIpaBleHUs JOKYMEHTaMH B
OpraHu3alHH

Jlexyus 4

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO20 NPOEKMOpPA

Ipakxmuueckas paboma Ne 4

3ansmus 6 KOMNbIOmepHoM
Kjdacce

CamocmosmenvHas paboma

Koncynomupoeanue nocpeocmeom
91EeKMPOHHOU NOYMbL

[TonuTuka ynpaBieHus
JOKYMEHTaMU: IPUHLHUIIBI
pa3paboTKH, coaepIKaHue,
IIPUMEHEHNE

Jlexyusa 5

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO20 NPOEKMOopa

Ilpaxmuyeckas paboma Ne 5

3ansmus 6 KOMNbIOmepHOoM
Kiacce

Camocmosmenvhas pa60ma

Koncynemuposanue nocpeocmseom
91eKMPOHHOU NOYMbL

MOHUTOPHHT U ayIUT B
CHUCTEME yIPaBICHUS
JNOKyMEHTaMU

Jlexyus 6

Jlexyus ¢ npumeneHuem
MYTbMUMEOUUHO20 NPOEKMOopa

Ipakxmuueckas paboma Ne 6

3ansmus 6 KOMNbIOmepHoM
Kjacce

Camocmosmenvhas paboma

Kouncynomuposanue nocpeocmeom
91eKMPOHHOU NOYMbL

TpeboBanms K JOKyMEHTaM,
JOKYMEHTUPOBAHUIO,
XpaHEHUIO JOKYMEHTOB U
JOCTYIly K HUM

Jlexyus Ne 7

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO20 NPOEKMOPA

Ilpakmuuecxas paboma Ne 7

Sausmus 6 KOMNbIoOmepHoMm
Kjaacce

Camocmosmenvras pa60ma

Koncynomupoeanue nocpedcmeom
91EeKMPOHHOU NOYMbL

[Iponeccet u  cpencrtsa
yIpaBJieHUs] JOKYMEHTaMHU

Jlexyus Ne 8

Jlexyus ¢ npumeHnenuem
MYTbMUMEOUUHO20 NPOEKMOopa

Ilpaxmuyeckas paboma Ne 8

3ansmus 6 KOMNbIOmMepHOM
Kjacce

Camocmosmenvhas pa60ma

Koncynemuposanue nocpeocmsom
91eKMPOHHOU NOYMbL

VYipasieHue puckaMu B
cUCcTeMEe yIpaBJIeHUs
JOKYMEHTaMu

Jlexyusa Ne 9

Jlexyus ¢ npumeneHuem
MYTbMUMEOUUHO20 NPOEKMOopa

Ipaxmuueckasn paboma Ne 3

3ansmus 6 KOMNbiomepHom
Kjacce

Camocmosmenvhas paboma

Koncynomupoeanue nocpedcmeom
91eKMPOHHOU NOYMbL

B nepuoa BpPCMCHHOIO

MMPUOCTAHOBJICHUA TMOCCUICHUA O6y‘-IaIOH_II/IMI/ICH MOMEIICHUN U




teppuropuu PITY st opranuzanum yueGHOro mporecca ¢ NpuMEHEHHEM 3JIEKTPOHHOTO O0Y4YeHHUs U
JTUCTAHIIMOHHBIX ~ OOpa30BaTENbHBIX TEXHOJOTUH MOTYT OBITh HCIOJNb30BaHbl  CIEIYIOIIHNE
o0pa3oBaTeNbHbIEC TEXHOJIOTHUU:

— BHJICO-JIEKIUY;

— OHJIAMH-JIEKIIUY B PEKUME PEAIIBHOTO BPEMEHH;

— DJIEKTPOHHbIE YUEOHUKH, YUeOHbIe TOCOOUs, HAyYHbIE U3/IaHUS B AJIEKTPOHHOM BHJIE U JOCTYTI
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CHUCTEMBI IS AJIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTALIMH C UCIIOJIb30BAHUEM TEIIEKOMMYHUKALMOHHBIX CPEACTB.

5. OuneHka JIaHMPYeMBbIX Pe3yJIbTaTOB 00y4eHHA

5.1 CucreMa oLeHUBaHUS

Texymuii KOHTPOJb OCYIIECTBISICTCS B BHJIE OIICHOK KOHTPOJBHBIX pabOT M 3aJaHUil Ha
MpakTUYecKuX 3ausaTusX. KoHTponbHas paborta onennBaercs A0 10 6amnoB, moArotToBka pedepara — 10
20 6amnoB. [IpomMexxyTOUHBINM KOHTPOJIb 3HAHUN MPOBOIUTCS B OPME UTOTOBOM KOHTPOJIBHOM pabOTHI,
BKJTIOYAIOIIEH TEOPETUUYECKHE BOMPOCH U MPAKTUUECKOE 3a/IaHKe, U OlleHuBaeTcs 10 40 6aos.

B pesynbrare TeKkylmiero M MOPOMEKYTOYHOTO KOHTPOJIA 3HAHUW CTYAEHThl MOJIY4YaroT
COOTBETCTBYIOIIYIO OIIEHKY 3a IK3aMEH.

dopma KOHTPOJIA Makc. KOJTUIeCTBO OaJIITOB
3a oaHy paboTy Bcero

Texymuii KOHTPOJIb:

- yJacTHe B TUCKYCCHH Ha CEMUHApE 10 6ammoB 30 6aymoB

- KOHTpOJIbHAs paboTa (pa3zaensl 1-3) 10 6amnos 10 6amnoB

- MoATOTOBKA pedepara (pa3aensl 1-4) 20 6amioB 20 6amtoB
[IpomexxyTouHas arTecTanus 40 6amtoB 40 6ammoB
(3K3ameH)
HToro 3a JUCHMILIMHY 100 6amioB

OneHka «3auTeHO» BBICTABISIETCS OOydwaromemycs, HaOpaBmieMy He MeHee 50 OamioB B
pe3yiabTaTe CyMMHUpPOBaHMsA OajulOB, IOJIyYEHHBIX IPHU TEKYLIEM KOHTPOJE M IPOMEKYTOUYHOM
arrectanuu. llodmydeHHBI COBOKYHHBIN pesynbraT (MakcumyM 100 OaiioB) KOHBEPTHpYETCS B
TPaJULMOHHYIO HIKaJly OLEHOK U B IIKalTy OLIEHOK EBpomelickoil cuctemsl nepeHoca U HaKOIICHUs
kpenutoB (European Credit Transfer System; nanee — ECTS) B cooTBETCTBUU C TaOIUIICH:

100-6ayuibHAS IIKAJIA TpanuuroHHas mKaza [Ixama ECTS

95 — 100 OTanaHO A
83-94 B

68 — 82 Xopo1io 3a4YTEHO C

56 - 67 Y 10BIETBOPHUTEIHHO D
50-55 E
20-49 FX
0-19 HeynoByieTBopuTeIIbHO He 3aureno F

5.2 Kpurepuu BbICTaBICHHS OILIEHKH MO AUCIUILIINHE

Bbanasl/ Ouenka no Kpurepun oueHku pe3yjibTaToB 00y4eHHs 10O

Hlkana AUCHUTIHHE JAMCIUTIIHHE

ECTS

100-83/ COTIIUIHOY/ BricraBnsieTcs o0ydaromemMycsi, €Clii OH TITyOOKO H

A,B «3a4TEHO IPOYHO YCBOWJI TEOPETUYECKUI U TPAKTHIECKUI
(oTu4HO)y/ MaTepuall, MOKET ITPOJICMOHCTPUPOBATH 3TO HA 3AHATUIX U




Banany/
HMIxanaa
ECTS

OueHka no
JUCIHUILTMHE

Kpurepun onieHkH pe3yibTaToB 00y4eHUs 10
AUCHHUILINHE

«3a4TCHO»

B XOJI€ POMEKYTOYHON aTTeCTallUu.

OO0yuaromuiicss HICUEPIBIBAIOIE U JOTUYECKUA CTPOMHO
u3naraer yueOHbIN MaTepual, yMeeT yBSA3bIBaTh TEOPHIO C
MPaKTUKOM, CIIPABJISETCS C PEIICHUEM 3aa4
npodeccuoHanbHOM HAMPaBIEHHOCTH BHICOKOTO YPOBHS
CJIOHOCTH, MPABUIHLHO 000CHOBBIBAET MPUHSITHIC
pelIeHusl.

CB00OIHO OpUEHTHPYETCS B YUeOHOH U
npodeccuoHanbHOM JUTEepaType.

OreHKa o JUCIUIUIMHE BBICTABIISIOTCS 00YJarOIIEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTallUU.

KomnereHnnmu, 3akpeni€éHHble 3a TUCIUTIIINHOM,
c(hopMHUPOBAHBI HA YPOBHE — «BBICOKHITY.

82-68/

«XOpoIIo»/
«3a4TECHO
(xoporo)y»/
«3a4TEHO»

BeicraBisercs o0yuaromemycs, €ciii OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuall, FPaMOTHO U 110
CYILLIECTBY M3JIaracT €ro Ha 3aHATHUSAX U B X0
IIPOMEKYTOYHOM aTTECTAlMH, HE IOIIyCKasl CyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics MpaBUIILHO IPUMEHSET TEOPETUUECKUE
IIOJIO’KEHUS IIPY PEILICHNUN IPAKTUYECKUX 3a1a4
npodecCHOHATBLHON HAIPABICHHOCTH Pa3HOTO YPOBHS
CJIO’)KHOCTH, BJIaJIeeT HEOOXOUMBIMHU U1 3TOTO HaBbIKAMU
U IpUEMaMHu.

JlocTaTouHO XOPOIIO0 OPUSHTUPYETCS B YICOHOU U
npodeccruoHaIBHOM TUTEpaType.

OrneHka 1o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOMEMYCs C
Y4ETOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALINN.

Komnereniuu, 3akpeniéHuble 3a AUCIHUIUIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «XOPOLIHIA).

67-50/
D,E

«YIOBIIETBOPUTEITH
HO»/

«3a4TE€HO
(YI1OBJIETBOPHTEIIH
HO)»/

«3a4TEHO»

BrictaBnsercs oOyuaromemMycs, €Clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUI U TPAKTUYECKHUI MaTepua,
JIOITyCKAeT OTAEIbHBIE OMIMOKHU MPH €T0 U3JI0KECHUU Ha
3aHATUAX U B XOJ€ MPOMEKYTOYHOM aTTECTALMH.
OOyuaronuiicst UCIIBITHIBAET OIIPENEIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUU TEOPETHUUECKUX MOJIO0KEHUN MTPU PEILICHUU
NPaKTUYECKHX 3a/1a4 MPO(ECCHOHATLHON HAPaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIMMBIMH JIJIs1 3TOTO Oa30BBIMH HABBIKAMU U
NpUEMaMU.

JleMoHCTpHUpy€eT 10CTaTOUHBIN YPOBEHb 3HaHUS y4eOHOU
JUTEPATYPHI 110 AUCIUILIMHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTECTALINN.

KomnereHnnmu, 3akpeni€éHHble 3a TUCIUTIIINHOM,
c(hOpMHPOBAHBI HA YPOBHE — «JIOCTATOUYHBIIY.

49-0/

«HCEYOOBJICTBOPUTC

BricTaBnsercs O6y‘IaIOH_[€MYC$I, CCJIM OH HC 3HACT HA




Banasl/ Ounenka no Kpurepun onieHkH pe3yibTaToB 00y4eHUs 10

kana AUCHUILINHE AUCHUILINHE
ECTS
F, FX JTLHO»/ 0a30BOM ypOBHE TEOPETHUECKHUI M MPAKTUICCKUIN
HE 3a4TEHO MaTepHal, JoMycKaeT rpyOoblie OmHOKH IpHU €ro
U3JI0’KEHUU Ha 3aHATHUSIX U B XOJ1€ TPOMEKYTOUHOM
aTTECTALIUU.

OOyyaronuiicst UCIIBITHIBAET CEPbE3HBIE 3aTPYAHECHUS B
IPUMEHEHNN TEOPETUUECKUX MOJIO0KEHUH NPU peLIEHUH
MPAKTUUECKUX 3a1a4 Npo(dhecCHOHAIbHOM HAMPAaBIEHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, HE BIIa/I€ET
HEOOXOUMBIMHU JJI TOTO HAaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT (parMeHTapHbIe 3HAHUS y4eOHOMH
JUTEPaATypPHI MO TUCIUTUIUHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOIEMYCS C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTECTALIUU.

KomneTeHnuu Ha ypoBHE «IOCTaTOYHBINY, 3aKPETIIEHHBIE
3a JUCLUUIUIMHON, HE C(HOPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepHAaJIbI) AJI51 TEKYIIEr0 KOHTPOJIS yCIIeBAeMOCTH,
NPOME:KYTOUYHOM aTTeCTAUH 00y4aIOIIUXCS M0 TUCHUILINHE

IIpumepHbIe TeMbI pedepaToB U BONPOCHI 1JIsI IPOBEAEeHNsI KOHTPOJIbHON PadoThI 1O
pasaesam IUCHUNIMHBI:

AHanutnueckuii 0030p UCTOUHUKOB U JINTEPATYPHI 10 YIPABICHUIO TOKYMEHTAMU
AHanu3 NoHATHIHOTO anmnapara B cepe ynpaBieHUs! JOKyMEHTaMU

HopmatuBHoe perynupoBaHue B cepe yrnpaBiaeHHUs JOKYMEHTaMU

Cucrema yrnpaBieHus JOKYMEHTaMU: COJEP/KaHUE U Ha3HAUCHUE

VYnpasieHue 10KyMeHTaMH Kak (QyHKIHs HH(GOPMAIIMOHHOTO MEHEIPKMEHTA
TpeboBaHMs K CO3AaHUIO JOKYMEHTOB U YIIPABICHUIO MU

CopepxaHue ¥ Ha3HaYEHHE MTOJINTUKH YIIPABIEHUS TOKYMEHTaMU

HcTopus popmMupoBaHus U pa3BUTUS KOHLEIIMU YIIPABIECHUS JOKYMEHTaMU
HarnponaneHble cCTaHIapTHI IO YIIPABICHHUIO JOKYMEHTaMU: 00IIast XapaKTepUCTUKA

VXN R WD —

Bonpocs! kK IpOMeKYTOYHOM ATTECTANMH MO JUCIUILIHHE:

1. Anamu3 craagapra [OCT P ICO 15489-1-2019 « CUBU /1. MadopMarivs U TOKyMEHTAIIHS.
VYnpasnenue nokymeHTaMu. Yacte 1. [ToHATHS 1 IPUHIUIIBDY U €r0 POJIb B OpraHU3aIuu
CHUCTEMBI YIIPaBIIECHUS JOKYMEHTaMU

2. Anamus cragmapra [OCT P UCO 30300-2015 «CUBU /1. Uadopmarius U JOKYMEHTAIIHS.
Cucrtemsl ynpasieHus: JoKyMeHTaMu. OCHOBHBIE MOJIOKEHHUS U CJIOBapb» U €ro poJib B
OpraHMU3alK CUCTEMBI YIIPABIEHUS JOKYMEHTaAMH

3. TpeOoBanus k cucreme ympasiaeHus gokymentamu B cragaapre 'OCT P MCO 7.0.101-
2018/MCO 30301 «CUBU/. Uudopmanus u nokymenTaius. CHCTEeMBbl yIIPaBICHUS
JOKyMeHTaMu. TpeGoBaHus»

4. TOCT P 57551-2017/ISO/TR 18128:2014 «Mudopmarus u qokymeHTarus. OneHka pucKoB st

JIOKYMEHTHBIX ITPOLIECCOB U CUCTEM», HA3HAUCHUE CTaHJapTa U MOPSAOK €ro IPUMEHEHUS

3apyOexHbIN ONbIT CO3/IaHUS M PYHKIIMOHUPOBAHUS CUCTEM YIIPABIICHUS JOKYMEHTaMHU

MOHUTOPUHT U ayJIUT B CUCTEME YIIpaBJICHUS! JOKYMEHTaMHU

7. TpeGoBaHMs K HHPOPMAILIMOHHBIM CUCTEMaM YIIPaBJICHUS JOKYMEHTaMuU

AN



8. PacnpeneneHne OTBETCTBEHHOCTH B CUCTEME YIIPABJICHUS JOKYMEHTaMU

9. Ilpoueccel ynpaBieHus T0KyMEHTaMU

10. Cpenctsa ynpaBieHHs JOKyMEHTaMU

11. TpebGoBaHusi, KOTOPBIEC JOJKHBI COOTIOAATHCS B MPOIIECCE CO3/IaHMS TOKYMEHTOB, BBOJIA UX B
CUCTEMY U OpPTraHU3aLUU JOCTYINA K HUM

12. TpeboBaHus kK OpraHU3alMy XpaHEHUs JOKYMEHTOB B HH(POPMAIIMOHHOH cucTeMe

13. TpeboBaHus K OpraHU3alKy NPOLECCOB KOHBEPTAIIMM U MUTPALIUN JOKYMEHTOB

14. TpeboBaHus K OpraHU3alUU YHUUTOKEHHS JOKYMEHTOB U3 HH(OPMALMOHHON CUCTEMBI 110
MCTEUYEHUHU CPOKOB UX XpaHEHUs

15. Aynut cuctemsl ynpaBieHHs JOKYMEHTAMHU

16. OueHka 1 ynpaBj€eHUE PUCKAMHU B CUCTEME YIIPABIICHUS JOKYMEHTaMHU

6. YdeOHO-MeTOoaAMYECKOEe M HH(POPMALMOHHOE O0ecneYeHrue TUCIHIINHBI
6.1 CnuCcoOKk HCTOYHHUKOB H JINTEPaTypbl

HUcTounuku
3akoHoaaTe/IbHbIE AKThI

I'paxnanckuii kogexc Poccuniickoit @enepauuu. Yactu 1-4.

®enepanbHblil 3akoH OT 22 okTs0ps 2004 1. Ne 125-D3 «O6 apxuBHOM aene B Poccuiickoii
denepauun».

®enepanbhblil 3akoH 0T 27 utons 2006 r. Ne 149-03 «O06 nndopmannu, nHGOPMaUOHHBIX
TEXHOJIOTHSX U O 3aIlUTe UH(POPMALIUN.

®enepanbhblil 3akoH 0T 27 utodist 2006 1. Ne 152-D3 «O nepcoHanbHBIX JaHHBIX).

®enepanbHblif 3akoH 0T 9 peBpaiist 2009 r. Ne 8-D3 «O6 obecnieueHun JocTymna K MHGopMauu
0 JeSITEJIbHOCTH FOCYAapCTBEHHBIX OPIaHOB U OPraHOB MECTHOT'O CAMOYIIPABICHUS.

®enepanbHblif 3akoH oT 6 anpesns 2011 r. Ne 63-D3 «O06 371eKTPOHHOM MOITUCHY.

@enepanbhblii 3akoH oT 29.06.2015 Ne 162-®3 «O cranmaptuzanuu B Poccuiickoii
Denepanum».

Ykassl [Ipe3ugenta Poccuniickoit denepauun

Vka3 [Ipesnnenta Poccuiickoit @enepanun ot 9 mast 2017 r. Ne 203 «O Crparerun pa3BuTus

nHpopmanroHHoro odmecTBa B Poccuiickoit ®enepammu Ha 2017 - 2030 roasny

IHocranoBiienusi, pacnopsizxenus IlpasurenscrBa Poccuiickoit ®@enepanun

ITocranosnenue [IpaBurenscrtBa Poccuiickoit ®@eneparun ot 22 centsiops 2009 r. Ne 754 «O6
yTrBepxkaeHun [1ooxxeHus o cucreMe MeXBEeI0MCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTOO00pOTa»

ITocranoBnenue IlIpaBurenbctBa Poccuiickoit @enepanun ot 24 HosOps 2009 . Ne 953
"O6 obecreueHny qocTyna kK nHpopMaiuu o nesatenbHocTH [IpaBuTenberBa Poccuniickoit denepanuu
U deaepanibHBIX OPraHOB UCTIOHUTEIHHON BiIacTh'.

[ToctanoBnenue IlpaBurensctBa Poccuiickoit ®enepammu or 8 ceHtsiops 2010 Ne 697
«O enuHOM cUCTeMe MEKBEJOMCTBEHHOTO MH(POPMAIITMOHHOTO B3aUMOACHCTBUSY.

[TocranoBnenue llpaBurensctBa Poccuiickoit denepaunun ot 24 okrsiOps 2011 r. Ne 861 «O
(benepanabHBIX TOCYIapCTBEHHBIX MH(POPMAIIMOHHBIX CUCTEMaX, OOECIeUNBAIOIINX MPEAOCTaBICHHUE B
AJIEKTPOHHOHN (pOpME TrOCYIapPCTBEHHBIX U MYHHUIIMITATBHBIX YCIyT (OCYIIECTBICHHE (DYHKITHIA).

[TocranoBnenue IlpaBurensctBa PD ot 10 okTs6ps 2013 1. Ne 903 «O denepanbHOi 1eneBOM
nporpamMme «Pa3BuTHe equMHON rocyJapCTBEHHOM CUCTEMBI pErMCTpaly IIPaB U KaJAacTPOBOIO yUyeTa
HenBWKUMOCTH (2014—2019 romapl)»

ITocranoBnenue IlpaBurensctBa Poccuiickoit denepaunu ot 25 nexkadps 2014 r. Ne 1494 «O6
yrBepxkaeHun IIpaBunm oOMeHa JOKYMEHTAaMH B OJIGKTPOHHOM BHJAE NpU  OpPraHU3AIMU
MH(OPMALIMOHHOTO B3aUMOJEHCTBUS.



[Tocranosnenue [IpaBurensctBa Poccuiickoit deneparuu ot 25 nexadps 2014 r. Ne 1494 «O6
yrBepxkaeHun IlpaBunm oOMeHa JOKYMEHTaMH B JJIGKTPOHHOM BHUJAE NpU  OpraHU3alHU
MH(POPMAIIMOHHOTO B3aUMOACHCTBH.

HopmatusHble npaBoBbIe aKThI (peepaibHBIX OPraHOB HCIIOJTHUTEIBLHOM BJIACTH,
OpraHu3anmi, oCylecTBISIOMINX OTAe/bHbIe NYOJINYHO 3HAYNMble PyHKIMHU

[Tpuka3 MunkomcBszu Poccun ot 2 centadps 2011 1. Ne 221 «O6 ytBepxkaenun TpeGoBaHuit
K HH(QOPMALIMOHHBIM CHUCTEMaM 3JEKTPOHHOTO JIOKyMEHTOoOOpoTa (elnepalibHbIX OpraHoOB
WCTIOJTHUTENIBHOW BIACTH, YUYHUTHIBAIOIIMX B TOM YHCJIE HEOOXOIUMOCTh OOpabOTKH MOCPEICTBOM
JAHHBIX CHCTEM CITyKeOHON MH(GOPMAIIUU OTPAaHUYCHHOTO PACIIPOCTPAHECHUSD.

[Tpuka3z Munmudpsel Poccun u @CO Poccun ot 04.12.2020 Ne 667/233 "O6 yTBep>KACHUU
TpeboBanuii K OpraHM3allMOHHO-TEXHUYECKOMY B3aUMOJAECHCTBHIO TOCYJapCTBEHHBIX OpPraHOB U
rOCy/IapCTBEHHBIX OpraHu3alun’.

IIpukaz PocapxuBa ot 20.12.2019 Ne 236 "OO yrBepxiaeHuu IlepedHs THIOBBIX
yIpaBJIEeHYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOLINXCS B IPOLIECCE NEATENbHOCTH T'OCYJapCTBEHHBIX
OpraHoOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U OPTaHU3ALUN, C YKa3aHHEM CPOKOB UX XpaHEeHHs "

ITpuka3 Pocapxua ot 20.12.2019 Ne 237 "OO0 ytBepxaeHun VHCTPYKIMU MO MPUMEHEHHIO
[lepeuHss THUMOBBIX YIPaBICHYECKUX APXUBHBIX JIOKYMEHTOB, OO0pa3yloluxcsi B IMpolecce
JEATEIIBHOCTH TOCYJIapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIPAaBIEHUS U OpPraHU3alui, C
yKa3aHHUEM CPOKOB UX XpaHeHus".

[Tpuka3 @PenepanbHoro apxuBHoro areHtctBa or 11.04.2018 Ne 44 "OO yTBepKaeHUU
[IpumepHOI UHCTPYKIMH IO JI€TONPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpraHU3alusx" .

[Tpuka3 @enepanbHOro apxuBHOro areHrcTBa ot 22.05.2019 Ne 71 "O6 yrBepxxaenuu [IpaBun
JIeJIONPOU3BOCTBA B TOCYAapCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYIIpaBJIeHUs".

ITpuka3 ®@enepanbHOro apXuBHOro areHTcTBa oT 15.06.2020 Ne 69 "O6 yTrBepxaeHNH THIOBBIX
(yHKIMOHATIBHBIX TpeOOBaHUI K cCTEMaM 3JIEKTPOHHOIO JOKYMEHTO000pOTa U CHUCTEMaM XpaHEHUs
AJEKTPOHHBIX JOKYMEHTOB B apXUBaX rOCYAapCTBEHHBIX OPraHOB".

[Tpuka3z Muntpyzaa Poccun ot 29.09.2014 Ne 6671 "O peectpe nmpodecCHOHATBHBIX CTaHIaPTOB
(mepeune BUIOB MPOGeCCHOHATBHON ASSITENFHOCTH)" .

[Tpuka3z Muntpyna Poccun ot 06.05.2015 Ne 276n "OO yTBepkaeHun npogeccuoHaIbHOTO
cranfapra "CrnenuanucT N0 OpraHu3allMOHHOMY U JIOKYMEHTAllMOHHOMY OOECHEeUeHHIO YNpaBJICHUS
opraHuzamuen".

ITpuka3 Muntpyna Poccun ot 10.05.2017 Ne 4161 "OO6 yTBepkaeHUH NPO(ecCHOHATBHOTO
cragaprta "CrnenraiucT 1o YnpaBiIeHUIO TOKyMEHTallUe opranu3anuu’.

ITpuka3 Muntpyna Poccun ot 19.04.2018 Ne 266H "OO0 yTBepkaeHMH NPO(ecCHOHATBHOTO
crangapra «Crenuanict no (GOpMHUPOBAHMIO HIEKTPOHHOTO apXuBa'.

HaumnonansHsblie cranaaprbl Poccniickoit @enepanun

I'OCT 34.601-90. HWudopmanmonHas  TexHoiorus. Kowmiuiekc  cTaHmapToB  Ha
aBTOMATHU3HPOBAaHHBIE CUCTEMbI. ABTOMAaTU3UPOBAHHbBIE CUCTEMBI CTaJJUU CO3/IaHUSI.

I'OCT P UCO 15489-1-2019. Cucrema craHaapToB mo HHQpOpMAIMH, OUOIUOTEUHOMY H
u3narenbekomy nenny. Madopmanus u fokyMeHTarws. YnpasieHue gokyMmeHTamu. Yacts 1. [lorsTus
Y IPUHLUIIBIL.

I'OCT P UCO 23081-1-2008. Cucrema craHaapToB no HHQOpMaluu, OUOIMOTEUHOMY H
W3/1aTeNbCKOMY JIeTy. YTpaBieHue JoKyMeHTamu. [Ipoiieccsl ynpaBiaeHus fokyMeHTaMu. MeTaiaHHbIe
JUIsL TOKYMEHTOB;

I'OCT P MCO 22310-2009. Cucrema crtaHaapToB mno wuHpOpmamnuu, OUOIUOTECUHOMY H
u3garensckoMy aeny. Muadopmamms n nokymeHranusi. PykoBoacTBo it pa3pabOTYMKOB CTaHIAPTOB,
YCTaHaBIMBAIOIIUX TPEOOBAHUS K YIPABICHUIO JOKYMEHTAMH.

I'OCT P 54471-2011 CucreMbl 3JCKTPOHHOTO JOKYMEHTOOOOpOTa. YIpaBJicCHHE
nokymMmeHnTanueil. MTadopmanus, coxpansemasi B 2JIeKTPOHHOM BuJie. PekoMeHgamnmu no o0ecreueHuto
JIOCTOBEPHOCTH U HAJIE)KHOCTH.



I'OCT P 54989-2012/ISO/TR 18492:2005 Ob6ecrnieueHne OATOBPEMEHHON COXPaHHOCTH
AJIEKTPOHHBIX TOKYMEHTOB.

I'OCT P 7.0.8-2013. CUBU/I. [lenonpon3BoACTBO U apXUBHOE A€10. TepMUHBI U ONIPEEIIEHNUS.

I'OCT P 55681-2013 / ISO / TR 26122:2008. Uudopmauust u AoKyMeHTanus. AHaIN3
MPOIIECCOB pabOTHI C TOUKU 3PEHHUS YIIPABICHUS JOKYMEHTAMHU.

I'OCT P 57551-2017 / ISO / TR 18128:2014. Uudopmanus u nokymeHtanus. OneHkKa pucKkos
JUISL JOKYMEHTHBIX ITPOLIECCOB M CUCTEM.

I'OCT P HUCO 30300-2015. Cucrema cranaapToB no HHpOpManuu, OUOIMOTEUHOMY H
uznarenabckoMy aeiy. Mupopmanus u nokymenranus. CucTeMsl ynpaBieHus JokyMeHTaMu. OCHOBHbBIE
MOJIOXKEHUs U cioBapb. — M.: Ctangaptuadopm, 2015.

I'OCT P HCO 7.0.101-2018/MCO 30301. Cucrema craHmapToB 10 HHPOpPMALHUH,
OuOiMoTeyHOMY W H3AaTeNbckoMmy neny. Mudopmanus m mokymeHtanusi. CHCTEMBI yNpaBIICHUS
nokymeHtamu. TpeboBanusi. — M.: Crannaptundopm, 2018.

I'OCT P MCO 30302-2022. Cucrema crtaHaapToB Ho HH(OpManuu, OUOIMOTEUHOMY H
uzgarenbckoMy aeny. WHdopmaums u  gokymeHtauusi. CuCTeMbl YIpaBiIeHHS JTOKYMEHTaMH.
PykoBoncTBo no BHeapenuto. — M.: Ctanaaptundopm, 2022.

I'OCT P UCO 9000-2015. Cuctembl MeHeIKMEHTA KauecTBa. OCHOBHBIE MTOJIOKEHUS U CIIOBAPb.

I'OCT P UCO 9001-2015. Cuctembl MeHeKMEHTa KauecTBa. TpeboBaHusl.

I'OCT P UCO 14001-2016. Cuctemsl ynpaBieHus OKpykatomieid cpenoid. TpeGoBanus u
PYKOBOJICTBO IO ITPUMEHEHHIO.

MeToanuyeckue J0KYMEHTHI

Mertoanyeckre pPEKOMEHJIAIMM 10 pa3paboTKe WHCTPYKUMH IO JIEJIONPOU3BOJCTBY B
roCy/apCTBEHHBIX OpraHax, opraHaXx MECTHOro camoyImpaBieHus (yTB. mpukazom PocapxuBa oT
25.12.2020 Ne 199).

Metoauueckuii  JOKyMeHT. Mepbl  3amiuTel  MHGOpMAUUMUd B TOCYJIapPCTBEHHBIX
nHpopmannonusix cucremax (yrB. ®CTIK Poccun 11.02.2014).

PekoMenganuu 1no o0OECHEUEeHHI0 COXPAaHHOCTU MHGOpPMallUM, 3alMCAaHHONW Ha ONTHYECKUX
JHMCKax (TeCTUpOBaHHE BHIOOPOYHOIO MaccHBa JIOKYMEHTOB ¢enepaibHbIX apxuBoB). M., PTAHT/,
2011.

PexomeHganmu no NOATrOTOBKE (esiepaabHBIMU OpraHaMU MCIIOJHUTENbHOM BIACTH MepedHei
JOKYMEHTOB, CO3JIaHHE, XpaHEHHE U HCIOJIh30BAHHWE KOTOPBIX JOJDKHO OCYHIECTBISATHCS B (popme
JJIEKTPOHHBIX TOKYMEHTOB IIPH OPraHU3allMi BHYTPEHHEH AESITEIBbHOCTH. YTB. IPpUKa3oM Pocapxusa
oT 29.04.2011 Ne 32.

Metoauueckue peKOMEHJALUU 10 JIEKTPOHHOMY KOINUPOBAHUIO APXMBHBIX JOKYMEHTOB H
yIPaBICHUIO TIOTyYeHHBIM WH(OpMaMOHHBIM MaccuBoM. M., BHUMJIA L, 2012.

Jlureparypa:

OcHoBHas

1. VYmpaBnenue nOKyMeHTaMH B IU(POBOH SKOHOMHKE: OpTraHH3aIs, perjIaMeHTaIus,
peaymzanust / Jlapun M.B, SlukoBas B.®., CyposueBa H.I'., TepertbeBa E.B; mon pen. M. B. Jlapuna.
Mocksa: PITYVY, 2021. — 242 c. https://www.rsuh.ru/upload/main/fdta/monograph.pdf

2. Jlapur M.B. HudopmanmoHHOe oOecreueHne ynpaBieHus [DIeKTpOHHBIN pecypc]:
yaebHoe nmocobue; [M-Bo obpazoBanus u Hayku Poc. denepanuu, Oenep. roc. 6romKkeTHOE 00pa3oBar.
yupexJieHue BbIcIl. oOpa3oBaHus "Poc. roc. ryMaHuTapHbIil yH-T"]. - DneKTpoH. naH. - Mocksa: PITY,
2018.-278,[1] c. - ISBN 978-5-7281-2036-0. - Pexxum goctymna: http://elib.lib.rsuh.ru/elib/000012473.

3. beikoBa T.A. JlokyMeHTauuoOHHOE oOO€cleuUeHUE YIpaBiIeHUs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIil pecypc]: yuebHoe nocodue / T.A. boikoBa, T.B. Ky3nenosa. — 2-e u3a., nepepad. u Ao1.
— M.: Uudpa-M, 2018. — 304 c. URL: http://znanium.com/go.php?id=942800.


http://elib.lib.rsuh.ru/elib/000012473
http://znanium.com/go.php?id=942800

JomoHuTeIbHAS

1. I'oponnoBa A.A. Pa3zButue MHQPOPMAIMOHHOTO O0OIIeCTBa: YYEOHMK W MPAKTUKYM st
akajgemudeckoro OakamaBpuata / A.A. 'opogHoBa. — Mocksa: Uzn-Bo FOpaiit, 2019. — 243 c.

2. Undopmarusi 1 KOMMYHHKaIUsi B rOCYJapCTBEHHOM ympaBieHUU: MoHorpadus/ A.Tl.
Kucenés, IIL.H. Kupuuéx. - M.: HNHODPA-M, 2019.- 268 c. - (Hayunas wbICHb). -
www.dx.doi.org/10.12737/monography 5¢3597clafe618.59175672. - Pexum JIOCTYyTIA:
http://znanium.com/catalog/product/1002821.

3. Kuaszera T.B. Cuctembl 2JIEKTPOHHOTO JTOKYMEHTOOO0OpOTa: aHanu3 M BbIOOp. CripaBoYHO-
MeTo1. mocodue / mon. pen. B.d. Sukosoit. M., 2010.

4. Jlapun M.B. Ynpasnenue nokymeHTanuen B oprann3anusx. — M.: Hayunas kaura, 2002.

5. Jlapua M.B., Jlapug M.M. JlokyMeHTalluOHHOE oOOecreueHue YIpPaBICHHUS MPOEKTAMU:
VYuebHo-MeToa. mocodue / M.B. Jlapun, M.M. Jlapun; BHUUJIA. — M., 2011. 192 c.

6. Jlapun M.B., PeickoB O.M. DnexTpoHHBIE TOKYMEHTHI B ynpasieHuu: HaydHo-meTomud.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUUJIAL. 2-e u3a., nom. u nepepad.— M., 2008.

7. Jlapun M.B., PrickoB O.M. VYmpaBieHne IOKyMEHTaMH Ha OCHOBE MEXAYHapOIHOIO
crangapta UCO 15489-2001: Metoxa. mocobue / M.B. Jlapun, O.U. Peicko; BHUNIA L. — M., 2005.

8. Paitzbepr bB.A. TocynapcTBeHHOE YIpaBiIeHHE HKOHOMMYECKUMH U  COLMAIbHBIMHU
nporeccamMu [DIeKTpoHHBIN pecypc|: YuebHoe mocobme. - MockBa: OOO "Hayuno-uzgatenbckuit
uentp UHOPA-M", 2016. - 384 c. - JIng cTyAeHTOB BBICIIMX yuyeOHBIX 3aBeaeHui. - ISBN 978-5-16-
006792-6. http://znanium.com/go.php?id=536436

9. CokoBa A.H. JlokymeHTOBeieHUE: TeOpHs U IpakTuka / npeauci. npod. M.B. Jlapuna. - M.,
2009. 333 c.

10. Catron Maiikn JIx. KopnopaTuBHBIA JOKYMEHTOOOOPOT: HPUHIMIBI, TEXHOJOTHUH,
metononorus BHeaApenus. CI16., 2002.

11. Crorr O. Hudposoe npasutensctBo 2020. Ilepcnextussl st Poccun, anpens 2016. -
MockBa: Becemupnsiit 6ank: MHcTUTYT pazButus nHdopmannoHHoro oodmectna, 2016. - 79 c.

12. TunoBsle TpeOOBaHMS K YIPABJIECHUIO 3JIEKTPOHHBIMU O(QHUIIMATBHBIMU JOKyMEHTaMu. — M.,
POO «I'unpaus ynpasnsitomux gokymeHTamuei, 2010. 287 c.

13. Ynpasnenue nokymeHtamu. Tepmunsl u onpenenenus. Cinosaps. — M., BHUNJIAL, 2013.
-120c.

6.2 IlepeyeHnb pecypcoB HH(POPMAIMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « AHTEepHET»

AllForJoomla.ru [DmektponHsIit pecypc] pexum mocryna: https://allforjoomla.ru/info/308

BIO/IKET.RU — unTepHer-u3ganue o (pUHAHCOBOM XU3HHU CTpaHbl [DIEKTPOHHBIH pecypc]
pexxum moctyna: http://bujet.ru/article/142372.php

Enuublii mopTan 35nekTpoHHON noanucu [ DneKTpoHHbIH pecypce]. Pexxum nocryna: http:/iecp.ru/

MunncTepcTBa UPpPOBOTO pa3BuUTHS, CBSI3U Y MacCOBBIX KOMMYHUKAIHHA
Poccuiickoit @enepaunu [DnexTpoHHbI pecype]. Pexum nocryna: http://digital.gov.ru/

MUHHUCTEPCTBO SKOHOMHUYECKOTO pa3BUTHUS [DNEKTpoHHBIM pecypc|. Pexum nocrtymna:
http://economy.gov.ru/.

IIpaButenbcTBO Poccuiickoit denepanuu [DnekTpoHHBIH pecypc]: Odunnanbablii callT. Pexum
nocrtymna: http://government.ru/.

DNeKTpoHHOE MpaBUTEILCTBO Poccun [DnekTpoHHslid pecype]: Odunmansupii caifT. Pexum
noctymna: http://www.tadviser.ru.

@enepanbHOE apXMBHOE AreHTCTBO [DIEKTPOHHBIM pecypc]: OdunmanbHblil caiT. Pexum
nocrtymna: http://archives.ru/.

ITopran «Apxubl Poccun» [OnexktponHsiii pecypc]. Odunmanbubiii caiir. Pexxum gocrtyna:
http://rusarchives.ru/.

OdunmanbHBIi  WHTEPHET-OPTAaN  MpaBOBOM  uHpopMammu  [DIEKTpOHHBIH  pecypc].
Odunmanbublii caift. Pexum nocryna: http://www.pravo.gov.ru



http://znanium.com/go.php?id=536436
http://bujet.ru/article/142372.php
http://iecp.ru/
http://digital.gov.ru/
http://government.ru/
http://www.tadviser.ru
http://archives.ru/
http://rusarchives.ru/
http://www.pravo.gov.ru/

WNudopmannonno-npasoBoit nopran 'APAHT [Onekrponnsiii pecypce]. OpunmanbHbIi CaiT.
Pexxum moctyma: http://www.garant.ru

Wudopmannonno-npaBooit  mopran  Koncynprantllmoc — [DnexTpoHHbII  pecypc].
Odunmanbubiii caidT. Pexxum goctyna: http://www.consultant.ru

OneKkTpoHHble  ouCHBIE  cHCTeMBbl  [DneKTpoHHBIH  pecypc]. Pexxum  nmocryma:
https://www.eos.ru/eos_delopr/eos_delopr intesting/111/16158/

ObY  «Bcepoccuiickuil  HAy4YHO-MCCIIEOBATEIbCKUA WHCTUTYT JOKYMEHTOBEACHHUS W
apxuBHoro gnena» (BHUUIA) [Onextponnsnii pecypc] /BHUMNIAJl - Pexum npocryna:
www.vniidad.ru

KoncantunroBass rpymma «Tepmuka». [HopmaTtuBHO-mpaBoBasi ©6a3a  JaHHBIX IO
JIeNIOTIPOU3BOICTBY, TOKYMEHTOOOOPOTY U apXUBHOMY Jeny| [DnekTponHblil pecypc] Pexum nocrymna:
http://www.termika.ru/Catalog/catalog.html, cB0O601HBIIA.

6.3 IIpodeccuonanbHbie 6a3bl JAHHBIX U HH(POPMALIMOHHO-CIIPABOYHbIE CHCTEMBbI
Hoctyn k mpodeccroHanbHbIM 06a3am naHHbIX: https://liber.rsuh.ru/ru/bases

WndopmanroHHble ClIpaBOYHbIE CUCTEMBI:
1. Koncynbrant [1ntoc
2. T'apant

7. MarepuajabHO-TeXHH4YECKOe o0ecneyeHne JUCHUIIHHBI (MOXYJIA)
Hnst obecrieueHus JUCIUAILINHBL HUCIOJIb3YyETCS MaTepHaIbHO-TEXHUYECKAs Oaza
00pa30BaTEeNbHOTO YUPEXKICHUS: YUECOHbBIE ayAUTOPUU, OCHAIIIEHHBIE KOMITBIOTEPOM U MPOSKTOPOM ISt
JIEMOHCTpalMK y4eOHBIX MaTepUaOB.

CocraB mporpaMMHOT0 00ECTICUCHHUSI:

1. Windows
2. Microsoft Office
3. Kaspersky Endpoint Security

[TpodeccronanbHbIe MOTHOTEKCTOBBIE 0a3bl JaHHBIX:

HanmonanwsHas snektponHas 6ubnnoreka (HOb) www.rusneb.ru
ELibrary.ru Hayunas snexktponHast 6nbiamorexka www.elibrary.ru
OnexrponHas oubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

e A R N

WNudopmanroHHbIe CIIPaBOYHBIE CUCTEMBI:
1. Koncynbrant ILmroc
2. Tapanr

8. Oobecneyenune 00pa3oBaTEJbHOI0 MPOLECCA JIsl JIMI C OTPAHMYEHHBIMU BO3MOKHOCTAMU
310POBbSI H HHBAJIH/I0B

B xome peanuzanuu IHUCHUIUIMHBIL HCIOJB3YIOTCS CIEAYIOIINAE JOIOJHUTEIIBHBIE METO/bI
00ydYeHHs, TEKYIIEro KOHTPOJISI YCIEBAEMOCTH W TPOMEXKYTOYHOH aTTecTaluu OOYyYaroluxcs B
3aBUCHMOCTH OT UX UHIAUBUAYATbHBIX OCOOEHHOCTEH:


http://www.garant.ru
http://www.consultant.ru
https://www.eos.ru/eos_delopr/eos_delopr_intesting/111/16158/

® Ui CJENbIX W CIAa0OBUIAIMX: JIEKIUH O(OPMIISIOTCS B BHJE DJEKTPOHHOTO JOKYMEHTa,
JOCTYITHOTO C TIOMOIIBIO KOMITBIOTEPA CO CIECIHAIM3HPOBAHHBIM TPOTPAMMHBIM O0ECTICUCHHEM;
MUCbMEHHBIC 3a/IaHUS BBIMOJHAIOTCA Ha KOMIIBIOTEpE CO CHEIHMAIM3HPOBAHHBIM IPOTPAMMHBIM
oOecrieyeHreM WM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM; OOECTIeUYMBACTCS WHIMBHIYaTbHOE
paBHOMepHOe ocBemieHue He MmeHee 300 JIOKC; A BBIMOJIHEHHS 3aJaHUsl MPH HEOOXOJUMOCTH
MIPEIOCTABIIAECTCS YBEIMYMBAIOIIEE YCTPOHCTBO, BO3MOXKHO TaKXKE€ HCIOJIb30BaHHE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPONUCTB; MUCbMEHHBIE 3aJaHUs 0(OPMIIAIOTCS YBEIIMUEHHBIM MIPU(TOM; SK3aMEH
1 3a4€T MPOBOMSTCS B YCTHOW ()OPME WIIH BBITTOJIHSIOTCS B MIMCBMEHHOM (hopMe Ha KOMIIBIOTEpE.

® I TIYXHMX U CIa0OCIBIIIAIINX: JIGKIUU 0(OPMIISIOTCS B BUAE JIEKTPOHHOTO JOKYMEHTA, JTM00
MPEIOCTABISCTCS 3BYKOYCHJIMBAIOIIAS aIapaTypa WHAWBHIYAIBHOTO IOJE30BAaHMS;, MUCHMEHHBIC
3aJaHMs BBINOJHAIOTCS Ha KOMIIBIOTEpPE B NMHUCBMEHHOH (opMme; 5K3aMeH U 3a4€T MPOBOJATCS B
MUCHMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBeIeHUE B (DOpME TECTHPOBAHHSI.

® Ui JIMIl C HapyIIEHUSIMHU OIOPHO-IBUTATEILHOTO ammapaTa: JEeKIUH O(OpMIISIOTCS B BUJC
AJIEKTPOHHOTO JIOKYMEHTa, JOCTYIHOTO C TIOMOIIBI0 KOMIIBIOTEpA CO CIEIHAIN3UPOBAHHBIM
IPOrpaMMHBIM ~ OO€clieueHHeM; IHChMEHHbIC 3a/laHUsl  BBIIOJHSIOTCS Ha KOMIBIOTEpE CO
CTEMAM3UPOBAHHBIM TPOTPaMMHBIM 00eCIieueHNeM; YK3aMeH U 3a4€T MPOBOATCS B YCTHOH (hopme
WM BBITIOJIHAIOTCS B MUCBbMEHHOM (popMe Ha KoMIbIOTEpeE.

[Tpu HEOOXOAMMOCTH TIPETyCMATPHUBACTCS YBEIIMYCHUE BPEMEHH IS TTOJITOTOBKH OTBETA.

[Iponienypa npoBeneHHs MPOMEXKYTOUHOM aTTecTally Uil OOy4yaroIIMUXCsl YCTaHABIMBAETCS C
y4€TOM MX WHAMBHIYaJbHBIX TICHXO(U3HIECKX 0coOeHHOCTEH. [IpoMeKyTOUHAS aTTecTaus MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

[Ipu npoBemeHUHM MpOIEIyphl OIECHUBAHHUS pPE3YJIbTaTOB OOyUYEHHs MpexyCMaTpUBACTCS
HCIOJIb30BAHUE TEXHUYECKUX CPEACTB, HEOOXOIUMBIX B CBSI3U C MHIUBHYyaJbHBIMH OCOOCHHOCTAMU
oOyyaromuxcs. OTH CpeICTBa MOTYT OBITh IPENOCTABICHBI YHUBEPCHUTETOM, WIH MOTYT
HCIOJIb30BATHCS COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenne mporueaypsl OLIEHUBAHHS PE3YJIBTATOB OOYUYSHHS JOITyCKAETCsl C MCIIOIb30BaHUEM
JMCTAHIIMOHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTHH.

Ob6ecnieunBaercss NOCTYNl K HWHGOPMALMOHHBIM M OuOIMOrpauueckuM pecypcam B CETH
WuTepHer juist Kaxxaoro odydaromierocs B popmax, alaiTUPOBAHHBIX K OTPAaHUYEHUSAM UX 370pPOBbS U
BOCTIPUSATHS HHPOPMALIUH:

® [UId CJENbIX W CIA0OBUISIIMX: B Me4YaTHOW (opMe yBeTUYeHHBIM HIpUPTOM, B (opme
AJIEKTPOHHOTO JJOKYMEHTa, B popme ayaunodaiina.

® U1 TIIyXUX U caa0ocablIalux: B neyaTHoi Gpopme, B popmMe 371eKTPOHHOTO TOKYMEHTA.

® 11 00yYaIOMIMXCSl ¢ HAPYIICHUSIMH OTIOPHO-IIBUTATEIBHOTO almapara: B rme4atHoi ¢opme, B
(bopMe 3IeKTPOHHOTO JOKYMEHTa, B (hopme ayauodaiina.

Y4eOHble ayaUTOpUM AJIsi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENbHON paboThl, HaydHas
O61OIMOTEKa U MHbIE TOMELIEHUS AJ1 00Y4EeHMsI OCHAIIEHBI CIIEI[MAIbHBIM 000pY1I0BAaHUEM U yUEOHBIMU
MeCTaMH C TEXHHYECKUMHU CPEJICTBAMHU O0yUCHUSI:

® IS CJETIBIX M CIA0OBUAALINX: YCTPOHCTBOM JIJIsi CKAHMPOBAaHUS M YTeHHs ¢ Kamepoil SARA
CE; nucnneem bpaiing PAC Mate 20; npuntepoMm bpaitng EmBraille ViewPlus;

® Il TIIYyXUX M CIa0OCHBIIIAIINX: aBTOMATH3UPOBAHHBIM PA0OYMM MECTOM IS JIIOACH C
HapyUICHHEM CIyXa U cIabO0CHIbIIIANNX; aKyCTUYECKUI YCUIIUTENb U KOJIOHKH;

® s OOydarOMMXCsl C HApyMICHUSMU OIOPHO-ABUTATENFHOTO armapara: IepeABHKHBIMHU,
perynupyeMbiMu dproHoMudeckumu napramu CH-1; KOMIOBIOTEpPHON TEXHUKOW €O CHEIUAIbHBIM
IIPOrpaMMHBIM O00€CIIEeUEHUEM.

9. MeTtoauueckue MaTepuabl
9.1 IlnaHbl NPAKTHYECKUX 3aHATHI

MarepuajibHO-TeXHHYECKOEe O0ecriedeHue MPAKTUYeCKUX 3aHATHI



KomMmmbloTepHslil  Ki1acc, MNOAKIIOYEHHbI B VHTEpHET, OCHAIEHHBIM NPOEKTOPOM JUIf
ANEKTPOHHBIX IMpe3eHTalil u 3kpaHoM. Bce KOMIBIOTEpHI JOKHBI OBITH CBS3aHBI MEXIY COOOH B
€/IMHYI0 BHYTPEHHIOIO CETh M OCHAIICHBI CIICIMATU3UPOBAHHBIM IIPOIPAMMHBIM 00€CIICUEHUEM.

Pasnea 1. Beenenue. Ilpeamer u 3apaun kypca. IcTOYHMKH M JIMTepaTypa

Bonpocsl a1 u3yuyeHus:

1. IlonsaTHE «ynpaBiIeHUE JOKYMEHTAMMU.

2. Ucropus hopMuUpoBaHHsI METOI0JIOTMH YIIPAaBIEHUS TOKYMEHTaMH.

3. Metononorus ynpasiaeHUs JOKYMEHTaMH, €€ OTJINYMS OT TPAJAULMOHHBIX NIPEACTABICHUI
0 JIEJIONPOU3BOJICTBE U JOKYMEHTAIMOHHOM O0ECIIeUeHUH YTIPaBICHUS

4. YnpaBieHue TOKyMEHTaMHU Kak (yHKIIUS MEHEKMEHTa

5. ConepxaHue AEATENBHOCTH 10 YIIPABICHUIO JOKYMEHTAMHU.

6. Peanu3zanus QyHKIMHA IUIAaHUPOBAHUS, PETYJINPOBAHUS, OPraHU3aUH JOCTYIIA U KOHTPOJIS
B OTHOILLIEHUH JOKYMEHTOB B ITPOLIECCE YIIPABICHUS UMU.

7. JIOKyMEHT Kak OOBEKT yIpaBlICHHUS.

8. Oco0eHHOCTH YIpaBJIEHUS JOKyYMEHTaMH Ha OyMa)KHOM HOCHUTENE MU 3JIEKTPOHHBIMU
JOKYMEHTaMHU.

Pasnen 2. UcTtopusi popMupoBaHusl NMpeACTABICHHI 00 yNpaBJICHUH JOKYMEHTAMH KaK
(pyHKUMU MeHeKMeHTa

Bonpocs! pJ1s1 u3y4yeHus:
dopmupoBanue KoHLenuuu ynpasiaeHus fokymentamu B CILIA B 1970-1980-e rozpi.
OteuecTBeHHBIE KOHLIENIMH yrpaBieHus nokymentamu (Cokosa A.H., Jlapun M.B.).
[ToHsITHE KU3HEHHOTO LIMKJIA JOKYMEHTA.
CBs13p ynpaBieHMs JOKyMEHTaMU C MUCCUEN OpraHU3aliy, €€ LEIIMU U 3aJa4aMu.

5. Cucrema yrnpaBieHHs JOKyMEHTaMU KaK YHUBEpCaJbHas MOJIENb CO3JJaHusl, XPAHEHHUS,
UCIOJIb30BAHUS JIOKYMEHTOB Ha JIIOOBIX HOCUTEIISAX.

6. 3HaueHue MPOIECCHOT0 NOAX0a B POPMUPOBAHUYU CUCTEMBI YIIPABJICHUS JOKYMEHTaMU B
OpraHH3alMH.

7. 3nauenue crangaptoB MCO no ynpaBieHuIo JOKyMEHTaMu 17151 pOPMUPOBAHUS
METOJI0JIOTUH YTIPABJICHUS TOKYMEHTAMHU.

8. Cranmapt MCO 15489 kak 6a30BBIi CTaHAAPT MO YIPABICHUIO JOKYMEHTAMH.

9. 3nauenue cranaapra MCO 30300 u B3aMMOCBSI3aHHBIX C HUM CTaHAAPTOB AJIs
(hopMHUPOBaHUS METOAOJIOTUN YIIPABICHHUS JOKYMEHTAMHU.

10. Mecto nH()OPMAITMOHHBIX CUCTEM B KOHIIETILIUY YIPABICHUS JOKYMEHTaMH.

P

Paznen 3. [lonsiTniinblil anmapat B cepe ynpasJjieHUs: JOKYyMeHTaMu

Bomnpocs! pis usyyeHus:

1. ®@enepanbHble 3aKOHBI, HHbIE HOPMATHUBHbIE aKThl M HalMOHAJIbHBIE CTAaHIAPTHI,
yCTaHaBIIMBAIOIIME TOHATUHHBIN anmnapar B cepe ynpaBlieHUs: JOKYMEHTaMH.

2. O0mee B conepKaHUM TIOHATHH ynpasieHue OOKYMeHmamu W Ccucmema YNnpaeieHus
ookymenmamu. THUIT CBA3U MEXKIY STUMH MOHATHSIMHU.

3. Paznuuust MexXIy TOHATUSAMU YnpaeieHue OOKYMeHmamu W Ccucmema Ynpaeienus
OOKYMEHMAaMU.

4. Copepxanue MOHATUN dokymenm (record).

5. Ionsitue snexkmpornnwiii dokymenm. TUTBI (BUIBI) JIEKTPOHHBIX JOKYMEHTOB.

6. IloHsATHE IEKTPOHHBIA JOKYMEHTOOO0OPOT. UTO 00I1IET0 ¥ YeM OTJIMYaeTCs OT OyMaXKHOTO
JIOKYMEHTO000pOoTA.

7. XapakTepucTuKa NOHITUH, 0003HAYAIOIIKX MPOLIECCH YIIPABICHUS JOKYMEHTAMHU.

8. Ilonartuiinelii anmapar B cepe yrnpaBieHus JOKYMEHTAMU U MOHATUITHBIN anmnapat
JIEJIONPOU3BOCTBA: CXOJICTBO U Pa3INyusl.



Pasnen 4. Cucrema ynpapJieHus1 J0KyMeHTamMu opranusauuu. HopmaTuBHoe peryJimpoBanue u
MeToAu4YecKoe odecreyeHue yIpaBIeHUs JOKYMEHTaAaMH B OPraHu3auuu

Bonpocs! pJ1s1 u3y4yeHus:

1. HopmaruBHBIE TpaBOBBIE aKThl, pPEryJUPYIOIIME YINPABICHHE JIOKYMEHTaMH B
OpraHu3alusX.

2. JlokaibHBIE HOPMATHUBHBIE AKTHI 10 YIIPABIECHUIO TOKYMEHTAMH.

3. HanumonaneHele cranpaptsl Poccuiickoil ®enepanuu O YNpaBICHUIO JOKYMEHTaMH,
yCTaHaBIIMBaIOIIME TPEOOBAHUS K CUCTEME YIIPaBJICHUS JOKYMEHTaMHU.

4. OpraHu3allMOHHBIE ACIIEKTHI YIIPABIEHUS JOKYMEHTAMH.

5. OpranuzalnoHHO-(QYHKIMOHAJIbHAS CTPYKTYpa CUCTEMbI YIIPABJIECHUS JOKYMEHTaMH.

6. Conepxanue GyHKIHHU YIIPAaBICHHUS JOKYMEHTaMHU.

7. PacnpeneneHue OTBETCTBEHHOCTH MEXIY PYKOBOJACTBOM, CIIELMAIINCTAMH I10 YIIPABICHHUIO
JTOKyMEHTaMH, pa0OTHUKAaMU 32 COCTOSTHHE PabOThI ¢ JOKYMEHTaMH.

8. Ponp criennanucToB-10KYMEHTOBEIOB B OPraHU3AIMK CUCTEMBI YIIPABIICHUS TOKYMEHTAMH.

9. Pounb pyKOBOACTBa B YIIPABJIEHUU JOKYMEHTaMH.

10. 3HaueHue GyHKIMU KOHTPOJIS B CUCTEME yIPABICHUS TOKyMEHTAMHU.

11. 3navyeHue 00y4eHuUs IepCOHANA YIPABICHUIO TOKYMEHTaMH.

Pa3nea 5. IlostuTnka ynpasjieHusi JOKyMeHTaMU: IPUHIMIIBI pa3padoTKH,
coJep KaHue, IPMMEHeHHe

Bonpocs! 1151 u3yyenus:

1. 3HaueHue NOIUTHUKY YIIPABJICHUS JOKYMEHTAMU /ISl Pa3BUTHS U YJIyUILEHUS CUCTEMBbI
yIpaBiIeHUS TOKYyMEHTAMH.

2. Llenb pa3pabOTKH MOJUTHKH YIPABJICHUS TOKYMEHTaMH.

3. Iopsanok pa3pabOTKH MOJIUTUKU YIPABICHUS TOKYMEHTaMH (COTJIaCOBaHUE, YTBEPKIEHUE,
JIOBEJICHUE JI0 COTPYTHUKOB OPTaHU3aLIUN).

4. OcHoBaHUA 1715 pa3padOTKU MMOJIUTUKU YIPABICHUS TOKYMEHTAMH.

5. CopepxaHue NMOJUTUKH YIPABIEHUS TOKYMEHTAMH.

Pa3nen 6. MOHUTOPHHT M ayIUT B CCTeMe YNIPaBJIeHUs IOKYyMeHTaMH
Bonpocs! pi1s u3yyeHus:
[{enn npoBeneHNs MOHUTOPUHTA U ayAUTA B CUCTEME YIIPABIECHUS JOKYMEHTAMU.
OOBEeKThl MOHUTOPHHIA U AyUTA.
AyauT BHEUTHUI U BHYTPEHHUN: 0COOEHHOCTH OpPraHU3allii U MPOBEACHHUS.
[InanupoBanue ayaura.
Pukcanus Xo4a U pe3yabTaToOB ayIATa.
Pa3zpaOoTka Ha OCHOBe Pe3yJbTAaTOB ayAUTa KOPPEKTHPYIOLIUX NEHCTBUM, HAaNpaBlIEHHBIX
Ha COBEPILECHCTBOBAHUE CUCTEMBI YIIPABICHUS JOKYMEHTAMHU.

SNk =

Pa3znen 7. TpeOoBaHusi K JOKYMEHTAM M JOKYMEHTHPOBAHUIO, XPAHECHHIO JOKYMEHTOB
U J0CTYILY K HUM
Bonpocs! p1s u3yyeHus:
JIoKyMeHTHI KaK HH(OPMAIIMOHHBIN pecypc OpraHu3aum
TpeGoBanusi, MpeAbABISIEMbIEC K TOKYyMEHTAM.
HopMmaruBHOE perysimpoBaHue nmporeccoB JOKYMEHTUPOBAHUS B OPraHU3ALUY.
[IpaBuna co3gaHusl JOKYMEHTOB.
BBOJ 1OKYMEHTOB B JOKYMEHTHYIO CUCTEMY.

SNk W=



6. JloKyMeHT, MeTaJlaHHbIe JOKYMEHTA, METalaHHbIe 00 YIPABICHUHU TOKYMEHTaMH.

7. HasnadyeHUe MeTaJaHHBIX.

8. Pazpaborka u mpuMeHeHHEe YHUDUIUPOBAHHBIX (OPM JOKYMEHTOB (11a0JIOHOB
JIOKYMEHTOB).

9. VYcraHnoBienue TpeOOBAHUM K XPAHEHUIO IOKYMEHTOB B JIOKYMEHTHON CHCTEME.

10. Ilopsimok mocTyna K JOKYMEHTAaM M HCIIOJIb30BaHMS TOKYMEHTOB. KOHTpOIIb focTyma.

11. TpeGoBaHus Mo 00eCIEUEHUIO0 COXPAHHOCTH JJOKYMEHTOB.

12. Tlepemenienue (Murpamusi) 10KyMeHTOB, KOHBEpTalUsl JOKYMEHTOB.

13. Ilopsaok yHUYTOXKEHUS JOKYMEHTOB.

Pa3znean 8. Ilpoueccol u cpeacrsa ynpapJjieHUs JOKYMEHTAMU

Bonpocs! pJ1s1 u3y4yeHus:

COJIGp)KaHI/Ie IMOHATHUSA «IIPOLUECCHI YITPABJICHUA TOKYMCHTaAMMN)).

CopepxaHue MOHATHS «CPEICTBA YIIPABICHUS JOKYMEHTAMMU.

Hpoueccm YHpaBJICHUA JOKYMECHTAMH, KOTOPBIC JOJIKHbBI OLITH PCaIM30BaHbI B OpraHU3anuu.
IIpoueccel co3nanus TOKyMEHTOB, CPEACTBA, UCIIOJIb3YEMBIE JUISl CO3/IaHUS JOKYMEHTOB.
[Ipoueccel ympaBiieHUsT JOKYMEHTaMu (BKJIOYash JOCTYN K JIOKyMEHTaMm)), CpeJICTBa,
UCIIOJIb3YEMBIE JUIs YIIPABIEHUS TOKyMEHTAMH.

6. IIpoueccel KOHTPOJIS 32 TOKYMEHTAMHU, CPEJICTBA, UCIIOJIb3YEMBIE JIJIsl KOHTPOJIS IOKyMEHTOB.

SNk W=

Pa3nen 9. Ynpapienue puckaMu B CHCTeMe YIIPaBJICHUS JOKYMEHTAMH

Bonpocs! 1151 u3yyenus:

1. IloHsATHS pucka, ynpasnenus puckamu.

2. Conepxanue u HazHaueHue 'OCT P 57551-2017/ISO/TR 18128:2014 «Mudopmanus u
nokyMeHTanus. OLeHKa pucKOB AJIsl JOKYMEHTHBIX MPOLIECCOB U CUCTEM.

3. Ilpumenenune crannapta OCT P 57551-2017 B opranusanusx.

4. neHTUUKAIMS PUCKOB W KPUTEPUH OLIEHKH PHUCKOB, CBS3aHHBIX C JIOKYMEHTHBIMHU
MpoLeccaMy U CUCTEMaMHU.

5. BHemHue M BHYTpEHHUE OOCTOSATENBCTBA M yCHOBHA ((haKTOphI), MOPOMKAAIOILINE PUCKH,
CBSI3aHHBIE C JOKYMEHTaMU U MpolieccaMu (CpeCTBaMH) YIPaBIEHUS JOKYMEHTaMH.

6. OpraHuzanus ¥ NMpOBEJECHNUE OLEHKU PUCKOB, CBA3AHHBIX C JOKYMEHTHBIMH IpOIlEcCaMU U
CUCTEMaMH.

7. 1lpUHLHAIIBI yIIPABIIEHUE PUCKAMM.

8. IlnanupoBaHue AEMCTBUI B OTHOLIEHUH PUCKOB M UX CHHIKEHUSI.

9.2 Metoauyeckue peKOMeHIAlMU MO MOAT0TOBKE MUCbMEHHBIX PadoT
Bua camocTosiTeibHOM padoThi: MOAToTOBKA pedepara

[MonroroBka pedepara NO3BOISIET 3aKPENHUTh TEOPETUYECKHWE 3HAHMUSA 1O JAUCHUILIMHE,
IpUOOPECTH HABBIKM CAMOCTOSITEIBLHOIO YINIyOJIEHHOTO M3yuYeHHsl OJHOro U3 pasnenoB Kypca. Ilpu
MOJrOTOBKE pedepaTa CTYACHTHI IOJNyYalOT HABBIKM M yMEHHE paboTaTh ¢ HCTOYHHKAMU U
JAUTEPATypOH, aHAIU3UPOBaTh (HAKThl U JIAaHHBIC CIIELUAIBLHON JINTEpaTypbl, U3JaraTh NPOYMTAHHOE
COBPEMEHHBIM MTPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomxen ObITh 0GOpPMIIEH B COOTBETCTBMM C TPeOOBAHMUSAMH, NMPEIbSABIIEMBIMU K
MIOJITOTOBKE U OPOPMIIEHUIO HAyUHBIX paloT.

Pedepar Brirouaer:

- TUTYJIbHBIH JIACT;

- OIJIABJICHMUE;

- BBEJ/ICHUE;



- OCHOBHYIO 4acCTh (TeMaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK MCIOJIb30BaHHBIX UICTOYHUKOB U JIUTEPATYPHI.

O6nem pedepara - 15-20 ctpanur Texcta (mpu Habope uepes 1,5 uaTepBaiia U pazmepe mpudTa
13-14). Pedepar nuiercst Ha 0OJHON CTOpPOHE CTaHapTHOrO JucTa Oymaru popmata A4 (210x197mm).

Crpanuibl pedpepara HyMepYIOTCS apaOCKUMU U paMu Ha BEPXHEM I10JI€ JTUCTA, 0€3 KaBBIYCK,
negHCcoB U IPYruX 3HAKOB MpenuHaHus. TUTYIBHBIN JIMCT U OTJIaBlIeHUE HE HyMEPYIOT, HO BKIIIOYAIOT
B 001wt 006eM pedepara.

HayuHo-cripaBouHbIi anmapar pedeparta BKIOYAET CHHCOK HWCTOYHMKOB U JIUTEPATyphl H
MOJICTPOUYHbIE CHOCKHU. [loACTpOUHbIE CHOCKHM MCIOJB3YIOTCS BO BCEX CIIy4asiX LIUTUPOBAHUS B TEKCTE
pedepaTa nMpaBOBHIX AKTOB, JOKYMEHTOB, NPOU3BEICHUN aBTOPOB MOHOrpadui, crareil, yueOHHKOB,
y4eOHBIX TOCOOUHA, a TaKkKe MPU HUTUPOBAHUU CTaHJIAPTHBIX ONpPEEICHUI TEPMUHOB U MOHATHI. Bee
npuBoauMbele B pedepare ¢dakThl, HUQPHI, AaThl, KOHKPETHHIC JAHHBIC TAKXKE JOJKHBI OBITh
MOATBEP>KIEHBI ITOACTPOYHBIMU CHOCKaMH.

CHOCKM HYMEpyIOT B Ipelenax OJHOW CTpaHUIbl apaObCKUMU LU(ppPaMU, TEKCT CHOCKU
pa3MeIAr0T MO MOCIEIHEN CTPOKOU TEKCTa

9.3 MeroauyecKkue yKa3aHus 1 00y4al0UIMXCH 110 OCBOCHUIO JUCHMILIHMHbI

Breaynuropnas camocrosiTenbHash paboTa CTyAeHTa (Jajee caMOCTOsITeNbHas pabora) —
IUTaHUpyeMast yueOHO-HCCIIe/IOBaTeNIbCKass paboTa, BBINOJHSAEMas BO BHEAYAUTOPHOE BpeMs IO
3aJIaHUIO U IIPU METOJMUYECKOM PYKOBOJICTBE IIPEI0AaBaTENsl, HO 0€3 €ro HEOCPEICTBEHHOTO YYacTHS.

Llenpto camMocCTOATENbHOM pabOTHl CTYACHTOB SIBJISETCS OBJajeHUE (PyHAaMEHTaIbHBIMU
3HAHUAMHU, IPO(ECCHOHATBHBIMU YMEHUSIMHU M HAaBBIKAMU, ONBITOM TBOPUYECKOH, MCCIIEI0BATEIbCKON
JeATEIbHOCTH MAarucTpaHta 10 HanpaBieHUr0 noArotoBku 46.04.02 «/lokymMeHToBeneHue u
apXUBOBEACHUEY.

CamocrodrenbHas paboTa crocoOCTBYeT Pa3BUTHIO OTBETCTBEHHOCTH M OPraHM30BAHHOCTH,
TBOPYECKOTO MOAX0/1a K PEIICHUIO MpodsieM yueOHOro u npodeccuoHanbHoro ypoBHs. OHa sBisieTcs
00s13aTeNIbHON JJIs1 KQXKJI0TO CTYCHTA.

dopma camMOCTOSTENbHON pabOThl HEMOCPEACTBEHHO CBfA3aHa C COJEP’KaHUEM JUCIUILIMHBI
«YmpaBieHue JOKyMEHTaMH B OpraHU3aIUsIX», TEMaMU JIEKIIMOHHBIX U CEMHUHAPCKUX 3aHITHI U UMEET
y4eOHO-UCCIIEeI0BATEIbCKUN XapaKTep.

[Tporecc opraHu3anuy caMOCTOATEIbHONW paOOThl TUCIUILIMHBI BKIIIOUAET B CeO0sl CIeIyIOIIHe
JTamnbl:

" [IOATOTOBUTENBHBIN  (OmpeaeneHHe  IeNeld, COCTaBJIEHHWE MPOrpaMMbl,  MOJITOTOBKA
METOJIMYECKOro obecrneueHus, 000py10BaHMsl);

" OCHOBHOM (peanu3alus MporpaMmbl, UCIOJIb30BaHKE PUEMOB MOMCKa HH(OPMAIINHU, YCBOCHHUS,
nepepaboTKH, TPUMEHEHUS, Iepelaun 3HaHH, PUKCUPOBAHNE PE3yIbTATOB, CAMOOPTaHU3AIHS
nporiecca padoThl);

"  3aKJIIOYUTENIbHBIN (OILIEHKA 3HAYMMOCTH W aHAJIU3 Pe3yJbTaTOB, UX CHCTEMaTH3allus, OLEHKa
3¢ (HEeKTUBHOCTH TPOTpaMMbl U TPHUEMOB PAOOTHI, BHIBOABI O HAIMPABICHUAX ONTUMHU3ALNU
Tpyna).

[IpenonaBaTenb 3HAKOMUT CTYJEHTOB:

= ¢ cucreMoil (¢opM M METOJNOB O0Oy4eHMs, Hay4dHOW OpraHusanued Tpynaa, METOIUKON
CaMOCTOSITENIbHON PabOThl, KPUTEPHUSIMH OLIEHKH KaueCTBA BBIMIOIHSAEMON CaMOCTOSTENbHOM
paboTHI;

" ¢ UeJsIMH, CpPEICTBaMH, TPYAOEMKOCTbIO, CPOKAMU BBINIOJHEHUS, (OpMaMHU KOHTPOIS
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB.

[IpenonaBatens hopmupyer:
®  HaBbIKM HAYYHOT'O UCCJIEI0BAHUS;
"  HaBbIKK PabOTHI C UH(POPMALIMOHHBIMU PECYPCaMU CBOOOHOTO JJOCTYTIA,



"  OCYNIECTBIISICT CHUCTEMATHUYECKUH KOHTPOJIb BBIIOJHEHUSI CTYAEHTAMH CaMOCTOSTEbHOU
paboTHI;
* TPOBOJMT aHAJIU3 U JIA€T OLIEHKY MX pabOTHI.



