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PABOYASA TPOI'PAMMA JUCHUIIJIMHBI

1. IHHosicHUTEJIbHAS 3aNIMCKA

1.1. Heab u 32124 JUCHMILTAHBI

Henap AMCOMIVIMHBI - W3Yy4CHHE TCOPETHYCCKHUX TMPOOJIEM W TMPHKIATHBIX ACTICKTOB
MEXIYHAPOJHOM CTaHAapTU3AIMH YIIPABICHUS JOKYMEHTAIUCH.

OcBoeHME NUCHUIUIMHBI HANpPaBICHO Ha MPHOOPETeHHWE CTYIACHTAMH 3HAHUH O
MPUHIMIIAX Pa3padOTKU MEXIYHApOJIHBIX CTaHAAPTOB, MCIOJIB3YEMBIX B  yIpaBICHUU
JOKyMEHTAIMEeH, OpraHu3aIusax, BOBJICUCHHBIX B ATy pa0doTy, a TAK)KE O CAaMHUX CTaHJAapTax 3TOU
cdepsl.

[IpeameTomM w3y4deHUs SBISETCS CTaHAAPTH3allMs yIpaBlIeHUS JOKYMEHTAI[MeH Ha
MEXTyHapOJHOM YPOBHE.

3agauyu AMCIUILINHDI:

- U3YYCHHE OCHOBHBIX TMOHATHN, WCIIOJB3YeMBIX MPH MPOBEICHUU PabOT MO MEXIyHApPAOHOU
CTaHJApTU3AIUHN YIIPABICHUS TOKYMEHTAIUEH;

- U3y4CHUE UCTOPUHN MEXKIYHAPOIHON CTaHIAPTU3AIUHN YIIPABICHNUS,

- W3yYEeHHE HOPMATHUBHO-IIPABOBBIX OCHOB CTaHJAPTU3AIMHU YIpaBICHUS TOKyMEHTAIlMeH Ha
MEXIyHapOJHOM YPOBHE;

- wW3ydyeHHe WHPOPMAIMOHHBIX CHCTEM U OCHOBHBIX HMH(POPMAIMOHHBIX PECYPCOB,
WCIIOJIb3YeMBIX TIPH OpPraHU3allid M TPOBEACHHH padOT MO CTaHAApTHU3AIlMW YIpaBICHUS
JOKyMEHTAIMEH Ha MEXIyHapOJIHOM YPOBHE;

- U3y4CHHE MEXKIYHAPOIHBIX CTAaHIAPTOB, PETYIUPYIOMUX chepy YIpaBIeHUS TJOKyMEHTAIUEH
M CMEXHBIX ¢ HEeH o0J1acTel.

1.2. ®opMupyeMble KOMIIETCHIIUN, COOTHECEHHBIC C TUTAHUPYEMBIMH PE3yJIbTaTaMu 00ydeHUs
10 TUCHUIUIHHE (MOOYII0):

Konwi Conep:xanue IlepedyeHb MIIAaHUPYEMBbIX Pe3y1bTATOB
KoMIeTeHIMH' | KOMIeTeHNuii 00y4yeHHs MO TUCHUILINHE
OK-10 CrocoOGHOCTh K 3HaTh:
UCIOJIb30BAHUIO OCHOBHBIX | - HCTOPUIO U OPTaHU3AIMIO MEXKTyHAPOTHOM
METOJIOB, CIIOCOOOB H CTaHJapTU3alMU YIIPABIICHUS TIOKYMEHTaluen
CPENCTB MOJIyYEHUS, - OpraHbl U CTPYKTYPbI, PYKOBOSIINE
XpaHeHUs, TepepaboTKu CTaHJapTU3alUeN yIpaBIeHUs
uHbOpMaIUU JOKYMEHTAMEeN Ha MEXIyHapOJIHOM YPOBHE
- OpraHu3zaluy, pa3padbaTbIBaIONINE
MEXyHApOJAHbIE CTAHJIAPTHI, UX CTPYKTYPY U
cnenuduKy IesTeNbHOCTH
- B3aUMOCBSI3b POCCUICKUX M MEXIYHAPOIHBIX

1 Kompt KoMITETEHIMIA B TAGHIIE TOMKHBI COOTBETCTBOBATE KOJIAM, YKA3aHHBIM JUTS TAHHOM JIUCIUIUIMHE] B Y4eOHOM IUIAHE;
(hopMyITUpOBKH KOMITETEHINH JOIKHBI cooTBeTcTBOBaTH PI'OC BO.




CTaH/IapTOB 110 YIPABJIEHUIO JOKYMEHTAIUEH
- HOPMATUBHBIE IOKYMEHTHI,
periIaMeHTUpYIoLIe pa3padoTKy U BHEAPCHHE
MEXTyHapOAHBIX CTAaHAAPTOB.

Ymers:

- CIOJIB30BaTh HHPOPMALMOHHBIE PECYPCHI
MEXAYHapOJHbIX OPraHOB CTaHJAPTU3ALUU

- IPUMEHSATH HOPMbI MEKTYHAPOIHBIX
CTaH/IapTOB [0 YIPABJIEHUIO JOKYMEHTAIeH
Bnagners:

- HaBbIKaMu pa0oThl B MIHTEpHET

- HaBbIKaMU paboThI C 0(hULIHATbHBIMU
cailTaMi MeXIyHapOJHBIX OPTaHOB
CTaHJapTU3aLUU

- HaBbIKaMU NOJTy4eHUs] THOpMaAIUHU U3
CHeUalIn3UpOBAaHHBIX UHPOPMAIIMOHHBIX
CUCTEM

1.3. MecTO THCHUILIAHBI B CTPYKTYpe OCHOBHOIT 00pa30BaTeIbHOI MPOrpaMMbI

Jucuunnuna MexayHapoaHas CTaHJapTU3alMsl YIIPaBICHUS JOKYMEHTaluen» SBISETCS
YacThI0 00S3aTENbHBIX JUCHUIUIMH 0a30BOM 4YacTh y4eOHOro IuiaHa Bcex mpoduiei 1o
HaIpaBJIeHUIO MOAroTOBKU OakanaBpoB 46.03.02 «/lokymeHTOBeneHNE W apXWBOBEACHHE» W
n3ydaercss Ha 7 cemectpe. JucrumniamHa peanusyercss Ha (akynbTeTe J[OKymMeHTOBeIeHUS W
TEXHOTPOHHBIX apXUBOB (®IuTA) kadeapoi ABTOMAaTH3UPOBAHHBIX CHUCTEM
JOKyMeHTaImoHHoro obecreuenus ynpasienus (AC JIOVY).

Jlis ocBOEHHS AMCUMILTMHBI HEOOXOAMMBI KOMIIETEHLUH, C(HOPMHUPOBAHHBIE B XOJE
W3YYEHHUS CIeAYIOMIMNX AUCUUILIINH:

- JlokymeHTOBeIeHHE

- Yrpasienue nndopmanueid U T0KyMeHTalue 3a pyoe:xom

- Opranuzaiys 1 TeXHOJIOT U

-HdpopManmoHHbIe TEXHOJIOTUU

- Uadopmarmonnsie Texnonoruu B JJOY

- Yrpasienue nH(GOPMALMOHHBIMU peCypcamu 3a pyoexom

- ApxuBOBeIEHUE

- adopmaImoHHbie TEXHOJIOTHH B ApXUBHOM JETie

- ndopmarrionHoe obecrieueHue yrnpaBieHUs

B pesynomame oceoenus oucyuniunsvl Gopmupyromcs KomnemeHyuu, Heooxooumsie OJis
U3yueHUst CledVIoUUx OUCYUNTIUH.

- ®dopmMmatrbl 3IEKTPOHHBIX JOKYMEHTOB, HCIOJb3YEMbIE€ B YIPABICHUU U XPaHEHUU

QJICKTPOHHBIX TOKYMCHTOB



- NndopmaiioHHO-T0KyMEHTAllMOHHBII MEHEIKMEHT

- [IpounbpHO-OpUEeHTHPOBAHHBIA UHOCTPAHHBIH SI3BIK

- ndopmariioHHO - I0KyMEHTAIIMOHHOE YIIPABJICHUE MIPOCKTAMHU

- @opmaThl 3JIEKTPOHHBIX JTOKYMEHTOB B CHCTEMaX JJIEKTPOHHOTO JOKyMEHTO000pOTa -
CucTeMsl 3anMcH ayAnOBU3yalbHON HH(pOpMaIH

- CereBble TEXHOJOTMM B HH(POPMAIMOHHO-JOKYMEHTAIIHOHHOM  OOecreueHun

YIIPaBJICHUS

2. CTpyKTYpa IMCUMILTHHBI

OO011ast TpPYA0€MKOCTh OCBOEHUS IMCHUIUIMHBI COCTaBIISIET 2 3a4E€THBIX €AMHUII, 72 Yaca.
PaGoueii mporpaMmol AHUCHUIUIMHBI MPETYCMOTPEHBI CIIEAYIOUIUE BHbI KOHTPOJIS:
TeKYIIMHA KOHTPOJb YCIeBaeMOCTH B (opMme 3cce, pedepara, KOHTPOILHOW pabOThI, ompoca.

Urorosas atrectanus B opMe 3a4eTa ¢ OLIEHKOH.

Cmpykmypa oucyuniaunsl 07151 0UHOU hopmbl 00yueHUs

Obwas mpyooemkocmv OUCYUNIUHbL cocmasigem 2 3. e, 72 4., 8 mMoOM yucie
Koumaxkmuas — paboma  obyuaowuxcs c¢ npenooasamenem 28 u. (12 u. nexyuu, 12 wu.
nabopamopHvle pabomwl, 4 u. cemunapul), camocmosmenvuas paboma oobyuarowuxcs 44 u.,

Buasi yueOHoii padoThI, BKJIIOYasi | POpMBbI TEKYLIEI0
Paznen CaMOCTOSITEJILHYI0  pafoTy  CTYAEHTOB M | KOHTPOJsI
Ne  (ImcuumInHbI é TPYA0EMKOCTH ycneBaeMocTH (no
n/n g | (Buyacax) Helenam
- § aAekuun | JlaGopaToHnble | ceMu- | camo- flfmecmpa)
5| B 3aHATHS HApbl | CTOSITE/Ib- opma .
2 S Hast MPOME Ky TOYH O
8 E paGota arrecranum  (no
cemecmpam)
1 Beenenue 7 2
Paznen 1. Pedepar
MexnyHapoaHas
OpraHu3anys 1o
craggaptm3amu 1CO
U ee CTaHIapThl IO
YIIPaBICHUIO
JIOKYM €EHTal[ue
7 3 4 2 10
3 Paspgen 2. KonTponbHas
MexayHaponHas pabora
ANEKTPOTEXHUIECKAsI
KOMHCCHS u ee
CTaH/IapThI 1o
YIpaBJICHUIO
JIOKyMEHTalue.
7 3 2 10
4 Paznen 3. Omnpoc
Hnnie
MEXIyHapOIHbIE 7 3 4 2 12




OpraHu3aIyu 1o
CTaHJAPTH3AIUN U HX
CTaH/IapThI o
YIIPaBJICHHUIO
JIOKyM E€HTalue.
5 Paznen 4.7 Occe
[Ipodeccronanpubie
00BETUHCHUS
CIIEIMAJTUCTOB B
obyacté  ympaBiieHUS
nHdopmanmen u
JIOKyM eHTalue,
BIIMSIOIIAE Ha
TPOIIECCHI
CTAH/IAPTH3AINH. 3 2 12
6 Hroroas aTrecraius 7 12 12 4 44 3ay4eT ¢ OlEHKOU

Cmpykmypa Oucyuniunsl 014 04HO-3A04HOU POpMbL 00yUeHUs

Obwas mpyooemkocms OUCYUnIUHbL cocmaegisem 2 3. e., 72 4., 8 mMoM yucie KOHMAKMHAA
paboma obyuarowuxcs ¢ npenooasamenem 24 u. (uz nux: 16 nexyuu, 4 nabopamopmvie, 4
cemuHnapul), camocmosimenvras paboma odyuarowuxcs 48 u.

Buabi yueOHoit padoThI, BKJIIOYasi | POpMBbI TEKYLIEro
Paznen CaMOCTOSITEJILHYI0  pafoTy  CTYAEHTOB M | KOHTPOJIsI
Ne | Imcuun/auHbI é TPYA0EMKOCTh ycneBaeMocTH (no
n/n g | (Buyacax) Helenam
- § aexunn | JlaGoparonbie | cemu- | camo- flfmecmpa)
5| B 3aHATHS HApbl | CTOSITE/Ib- opma .
2 S Hast MPOMEsKYTOYH O
3 E paGota atrectanuu  (no
cemecmpam)
1 Beenenne 8 2
Paznen 1. Pedepar
MexnyHapoaHas
OpraHu3anys o
crangaprm3amu 1ICO
U ee CTaHAapThl 0
YIIPaBIIEHUIO
JIOKYM €EHTal[uei
8 4 1 2 12
3 Paspen 2. KonTponbHas
MexayHaponHas pabora
JJIEKTPOTEXHUIECKAS
KOMHUCCHS u ee
CTaH/apTHI o
YIIpaBICHUIO
JIOKyMEHTalue.
8 4 1 10
4 Pasmen 3. Omnpoc
WNubie
MEXIyHAPOIHBIE
OpraHu3aIn 1o
CTaHIApTH3aIUN U HX
CTaH/apTHI o
YIIpaBICHUIO
JIOKYME€HTalue.
8 4 1 2 14
5 Paznen 4. 18 2 1 12 Occe




[podeccnonansubie
00BeIMHEHUS
CIICIMATTCTOB B
00JaCTH  yIIpaBJICHUS
nHpopManymen u
JIOKyM eHTalueH,
BIIHSIOLIHE Ha
MPOIIECCHI
CTaHIaPTU3AIIUH.

Hrorosas arrecranus

16

48

3a4eT ¢ OLEHKOM

Cmpykmypa oucuyuniunsl 0: 3a04HOU hopmbl 00yUeHUA

Obwas mpyooemkocms OUCYUNIUHBL cocmasnsem 2 3. e., 72 4., 8 MOM Yucie KOHMAKMHAs
paboma obyuarowuxcs ¢ npenooasamenem 14 y.(uz nux: 8 nekyuu, 4 rabopamopuuvie, 2
ceMuHapwvl), camocmosamenvbHas paboma obyuarowuxcsa 58 u.

Buabl y4eOHoit padoTHI, BKJII0OYas | PopMBI TeKyIero
Paznen CaMOCTOSITEJILHYI0  pafoTy  CTYAEHTOB M | KOHTPOJIsI
Ne | IuCUMIUTHHBI g TPYA0eMKOCTh ycneBaeMoOCTH (no
n/n § (B yacax) Heoenam
o § aeknun | JlaGopaToHsle | ceMu- | camo- fgmecmpa)
3] = 3aHATHA HApbl | CTOSITEJb- opma .
2 S Hast MPOME Ky TOYH O
8 E paGora arrecranuum  (no
cemecmpam)
1 Beenenne 6 2
2 Paznen 1. Pedepar
MexnyHapoaHas
OpraHu3anus 1o
crangaptizaiu 1ICO
U ee CTaHAapThl MO
YIIPaBJICHUIO
JIOKyMEHTaluei
8 2 1 1 12
3 Paznen 2. KonTponbHas
MexayHapoaHas pabora
ANEKTPOTEXHUIECKast
KOMHCCHS u ee
CTaH/IaPThI 1o
YIIPaBIICHUIO
JIOKyMEHTalue.
8 1 1 12
4 Pasmen 3. Omnpoc
Hnnie
MEXYHAPOIHbIE
OpraHu3aIyu 1o
CTaH/APTH3AIUN U HX
CTaH/IapThI 1o
YIIPaBICHUIO
JIOKyMEHTalue.
8 2 1 1 12
5 Paspgen 4. 18 Dcce
[IpodeccnonansHBIE
00beTMHEHUS
CIICIUAITICTOB B
obllacTi  ympaBJICHUS
nHpopmanmen u
JIOKyMEHTalue,
BJIHASIIONINE Ha 1 1 12




HPOLIECCHI
CTaHIAPTU3ALMHL
6 Hrorosas arrecramus | 8 8 4 2 58 3a4eT ¢ OLEHKOM
3. Coaep:xanue JUCHUNIMHBI
Beenenue

[Ipenmer, conepxanue u 3agadya Kypca. Ponp kypca «MexayHapoaHasi CTaHIapTU3ALMS
YIpaBJICHUS JOKYMEHTAILME» U €ro MECTO Kypca Cpeiu APYTHX U3ydaeMbIX TUCIMILIAH.

TepmuHOJIOTHST OCHOBHBIX TMOHATUM B JaHHOM cdepe u ee HBomonusa. OIleHKa Hu
COIOCTaBJIEHHE TEPMHUHOB B OTEUECTBEHHOM U 3apy0exHO TuTeparype.

O0630p UCTOYHUKOB U JIUTEPATYPHI 110 TEME.

Pa3znen 1. Mexxaynapoanas opranu3anusi no cranaaprusauun MCO u ee cranaaprthl
110 YIIPABJICHHIO JIOKYMEHTALUeH

Uctopusa cranosnenus u pasutuss MCO. OpraHuzanuvoHHas CTPYKTypa, Npo¢HIbHbIE
KOMHUTETHl W OCHOBHBIC HAMPABICHUS WX JACATEIHHOCTH. HamuoHambHbIE KOMHUTETHI TIO
craggaptuzanuu — wieHsl UCO: AFNOR (®panmus), ANSI (CILHA), BSI (BeaukoOpuranus),
DIN (I'epmanust), NEN (Hunepnanaer), SAI (ABcTpanus) u ap.

OCHOBHBIE TIPaBOBbIE M HOPMAaTHUBHO-METOJUYECKHE JIOKYMEHTBI, PErJaMEHTHPYIOIINE
nearenbHocth MCO.

PocrexperynupoBanue u crenens ero ydactus B padore MCO. CorpymauuectBo MCO ¢
Poccuiickoit ®enepanueii.

Texanueckuit komuter MCO Ne 46 «MHpOpManys 1 JOKYMEHTAIMSA» B €T0 ITOJKOMHUTETHI.
[Tonxomuter Ne 11 «Ynpapnenue apxuBamu/moKymeHTaMm». [IepCrieKTUBBI pa3BUTHS KOMHUTETA
Y HOBBIE TIPOEKTBHI.

Baxneiimue paspabotku Komurera B chepe ynpasnenus noxkymenrtanueit. Crangaptst 70-
90-x ronioB. CoBpeMeHHBIE CTAaHAAPTHI MO YIIPABICHUIO JOKYMEHTAMH U CMEXHBIX cep.

O0630p COBPEMEHHBIX POCCHUHCKHUX HAIMOHAJIBHBIX CTAaHIAPTOB, CO3JAHHBIX Ha 0a3ze

MexayHapoassix cranaapros MCO.

Pazgen 2. MexayHapoaHasi JJIeKTPOTEXHHYECKasi KOMHMCCHS M ee CTaHAapThl IO
YIPaBJCHUIO JOKYMEHTAILMCH.

Wctopusa craHoBneHus u paszButuss MOK, cTpykTypa M OCHOBHBIE HalpaBlICHUS
NeSITeNbHOCTH.  HanuoHanbHBIE  KOMMTETHI 1O cTaHaapTusauuum — wieHsl  MOK.

POCTCXpCFyJ'II/IpOBaHI/IC U CTCICHb C€ro Yy4d4aCTus B pa60Te MDBK. OcHoBHBIE IMpaBOBLIC H
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HOPMAaTUBHO-METOJUUYECKUE JIOKYMEHTBI, pErlaMeHTupyromue jestenbHocte MOK u  ee
coTpyaHuuecTBo ¢ Poccuiickoii @enepanueil.
Baxueiimme paspaborkn MOK B cdepe ympasienuss nokymenranuein. CoBpeMeHHbIE
CTaHJApThI 1O yIpaBjieHHIo JoKyMeHTaMHU. [lepcnexTuBsl pazButus MOK 1 HOBbIE IPOEKTHI.
O0630p poccUiCKUX HallMOHAIbHBIX CTAaHAAPTOB, CO3/IaHHBIX Ha 0a3e MEXyHapOJHBIX

crangapToB MOK.

Paznen 3. UHble MexkIyHAPOIHbIE OPTAHU3ALMM 110 CTAHAAPTU3ALUH U UX CTAHAAPTHI
10 YNPABJICHUIO JOKYMEHTAaIHe.

MO3M, Esponeiickuii KOMUTET MO CTaHAapTH3aluu, EBponeiickas opraHusanus 1o
KauyecTBY U JApYyTHeE.

OcHOBHBIE ITPaBOBbIE M HOPMATUBHO-METOUYECKHE JTOKYMEHTHI, pEriiaMEeHTHPYIOIINE UX
JEATEIIbHOCTh U COTPYAHNYECTBO ¢ Poccuiickoit denepanuei.

Baxueiimue pa3paboTKH 3THUX OpraHu3alMii B 00JIacTU YHpaBlE€HUS JAOKyMEHTalUeH.
Poccuiickue ctanaapThl, CO3/1aHHBIE Ha UX 0ase.

Crenudukanus MOJENbHBIX TPeOOBaHMM K YHPABICHUIO SJIEKTPOHHBIMU JOKYMEHTAMH
(Model Requirements for the Management of Electronic Record. Specification.)- MOReq.
MOReq 2.

Pasznea 4. Illpodeccuonasibubie 00beIUHEHUS CIIENMAIMCTOB B 00J1aCTH yIIPaBJIeHUSA
uHdopmanueii U JOKyMeHTalMel, BIUSIOIIMEe HA MPOLecChl CTAHAAPTU3AIUM.

Accornyanuys yrnpasJsomuX JOKyMEHTaIuel 1 aiMHHUCTPaTopoB (Association of Records
Managers and Administrators).

MekayHapoaHBIH TpecT 1O ympaBiieHHio gokymenrtarmueit (International Records
Management Trust).

['unbaus ynpaBisOmuX T0KyMEHTALUEH.

4. UudopMmanmoHHble U 00pa3oBaTe/ibHbIe TEXHOJOTHHI
B paznene paboueit mporpaMmbl 1at0TCs MOSCHEHUS IO OPTaHU3alUK BCEX BUIOB yueOHO
paboThl, METOJaM MX NMPOBEICHHS, C YI€TOM 3HAYMMOCTH B U3YYCHUU TUCIUTUIMHBI (MOIYIS) U

MMPOTHO3UPYIOTCA OKUAACMbBIC PE3YJIbTATHI.

Hanpumep:
4. OBPA30OBATE/IBHBIE H H®OPMAIIHOHHBIE TEXHOJIOI'HH

Ne | Haumenoeanue pazoena Buowt yueonoi Oopazoeamenvhule u
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n/n padomul UHGOpMaAYUOHHBIE MEXHOI02UU
1 2 3 )
Beoounas nexyus c
1. |Bgeoenue Jexyus nosiCHeHuem mem pegpepama u
Hnmepnem-ucmounukos, HeoO6X00UMblX
OJI51 UX NOO20MOBKU
2. |Pazmen 1. MexnayHaponanas |Jlexyuu Ilpobnemnvie nekyuu ¢ UCnOIbL308aHUEM
Hnmepnem-pecypcos
OpraHu3aIus 1Mo P pecyp
crangaptuzanuu UCO u ee |J/labopamopnas Paboma ¢ Unmepnem-pecypcamu no
3A0aHHOU memamukxe
CTaHJApPTHI TIO YIPABJICHUIO |paboma
JTOKyMEHTaIuen CamocmosmenvHas | Paboma nao pegepamom u c
ucnonvzosanuem Mume penm-pecypcos
paboma P pecyp
Cemunap Pazeepnymas 6eceda c obcysrcoenuem
pecdhepamos
Jluckyccus
3. |Pazgen 2. Jlexyus IIpobremnas nekyuu ¢ UCnoOIbL308aHUEM
Hnmepnema
MexnyHapoaHas
ANEKTPOTEXHUYECKAS Jlabopamophas Paboma ¢ Unmepnem-pecypcamu no
3A0aHHOU memamuxe
KOMHCCHSI U €€ CTaHAapThl|paboma
o ynpasiennto | CamocmosmenvHas .
JGoma Iloocomoska k KOHMpOILHOU pabome
JTIOKYMEHTAIUEH. P
4. |Paznen 3. Jlexyus Ilpobnemnas nexyus ¢ ucnonb3o8anuem
HUnmepnem-pecypcos
Wupie MEXTyHApOIHbIC P pecip
OpraHu3aIu no|/labopamopras Paboma ¢ Unmepnuem-pecypcamu no
paboma 3A0aHHOU memamuxe
CTaHIApTHU3AIMd MU HX
CTaHIAPTHI IO aBJICHUIO
Aap ynip Camocmosmenvuas |[loocomoska k onpocy u cemunapy
JOKyMEHTaIueH. paboma
Cemunap Huckyccus
5. |Paznen 4. Jlexyus Ilpobnemnas nexyus ¢ ucnoav3osanuem
Humepuem-pecypcos
IIpodeccuonansHbie P pecyp
00BeAMHEeHUS
g Jlabopamopnas Paboma ¢ Unmepnem-pecypcamu no
CHEIHNAMCTOB B 00NIacTH  |paboma 300aHHOU memamuxe
TipaBJieHus uHpopmanuen
yrp (popman CamocmosmenvHas
. Iloozomoeka k 3auemy c
Y JOKYMEHTAIIUEeH, paboma

BJIMAIOIHEC HA TPOLECCHI

CTaHdapTU3aluu.

ucnonvzoeanuem Hnumepnem-pecypcos




5. OneHka JIaHMpPYyeMbIX Pe3yJIbTATOB 00y4YeHHs
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5.1. Cucrtema olieHUBAHUSI
Cucmema ouenusanus modxcem Oblmb NPeOCmasieHd KaKk 8 MmeKCcmosol, mak u 6 mabauyHou

dopume.
Hanpumep:

®dopMa KOHTPOJIA

Makc. KoJM4ecTBO 0aJ/1JI0B

3a oany Bcero
paboty
Texymuil KOHTPOJIb:
- onpoc 5 bannos 30 6annos
- yyacmue 8 OUCKycCuu Ha cemunape |5 6annog 10 6annos
- KoHmpoavHas paboma (memot 1-3) 10 6annos 10 6annos

- KoHmpoavbHas paboma (memol 4-5)

10 6annos |10 6annoe

[IpomexyrouHas aTTecTanus 40 6annos
(ykazamo popmy®)
HToro 3a cemectp (ducyuniumy) 100 6annos

3a4ém/3auém c OYeHKOU/IK3AMeH

[Tony4deHHBIN COBOKYITHBIN PE3YJIHTAT KOHBEPTUPYETCS B TPAJUIIMOHHYIO IIKAJy OLIEHOK U B
mIKkay oneHok EBporneiickoii cucteMbl iepeHoca u HakorieHus kpeauTos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHM ¢ TaOIHIICH:

100-6annpHas Tpa ML HOH AS LKA [Mkana
mKana pam ECTS
95 - 100 A
8304 OTIIMYHO B
68 — 82 XOPOIIIO 3a4TEHO C
56 — 67 D
50 55 YIIOBJIETBOPUTEIHLHO E
20-49 FX
0_19 HEY/IOBJICTBOPUTEIIEHO HE 3a4TCHO =
5.2.Kputepuu BbICTaBJICHUS OLICHKH 10 JIUCIUILINHE
Banasl/ Onenka nmo KpuTtepun onieHKH pe3y/ibTaToB 00y4eHHs 110
lkana AUCHHIITHHE AUCHHIITHHE
ECTS
100-83/ «OTJIIMYHOY/ BricTaBisiercs 00y4daromemMycsi, €CIi OH TITyO0KO U
AB «3aUTEHO MPOYHO YCBOWJI TEOPETUYECKUI U MPAKTUUECCKHIMA
(oTir4aHO)»/ MaTepuai, MOXKeT MPOJEMOHCTPUPOBATH 3TO HA 3aHATUAX
«3a4TEHOY U B XOJI€ MPOMEKYTOYHOHN aTTeCTaIlu.

2 Cucrema OlEHMBAHHS BBICTPAMBAETCS B COOTBETCTBHHM C yYeOHBIM IJIAHOM, T ONpeseieHbl (OpMbI MPOMEKYTOIHOM
aTrecraiuy (3a4€T/3a4€T C OIEHKOW/IK3aMeH), U CTPYKTYpOW MUCIMIUIHHBI, T¢ OMpeaesieHbl (OPMBI TEKYIIErO KOHTPOIS.

VKkaspIBaeTcs pacupe/esieHue 6auioB 1o GopMaM TeKyIIero KOHTPOJIS U MPOMEXYTOYHOM aTTeCTalUH, CPOKH OTYETHOCTH.

3 MoseT MpOBOAUTECS KaK B TPaAHIHOHHON, TAK M B MHHOBAIIMOHHON (popMe (3alllUTa NPOEKTOB, AENOBAsS UIpa, KEiChl I

T.71.)

4 Moryr yro4HsATHCS W JIOMONHSTHECA B COOTBETCTBHH CO CHENU(UKOW JMCIMILIMHBI, YCTAHOBIEHHBIX (HOPM KOHTPOIIS,

TIPUMCHACMBIX TEXHOJIOT Ut 06y‘IeHI/Iﬂ 1 OLICHUBAHUA.
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Bananl/

Mlkana
ECTS

OueHka nmo
MUCHUILINHE

Kpurtepuu onenkn pe3yibTaroB 00y4eHHUs 110
AUCUMIIIHHE

OO0yuaronuiicsi UICUEPIBIBAOIIE U JIOTUYECKUA CTPOMHO
u3Jaraet ydeOHbIi MaTepuall, yMEET yBA3BIBATh TEOPHUIO C
NPaKTUKOH, CIIPABIISIETCS C pEIICHUEeM 3a7ady
npo¢eCCHOHATBLHON HANIPABIEHHOCTH BEICOKOTO YPOBHSI
CJI0’KHOCTH, TIPAaBUIILHO 0OOCHOBBIBACT IIPHHSTHIC
peteHwus.

CB0OOIHO OpHEHTUpPYETCS B y4eOHOM U
npoecCHOHATBLHOMN JInTepaType.

OneHka no JUCIUILUIMHE BBICTABIISAIOTCSA 00yJarouemMycs ¢
Y4ETOM pE3yJIBTATOB TEKYIIEH U MTPOMEKYTOUHOM
aTTeCTalUN.

Komniereniuu, 3akpeninénnbie 3a JUCUUILITAHOM,
c(opMHUPOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«XOpomIoy/
«3a4TEHO
(xoporto)»/
«3aYTECHOY

BricTaBisiercst o6ydaromemMycsi, €Cii OH 3HaeT
TEOPETUYECKUI M IPAKTUYECKUI MaTepHall, FPAMOTHO U 1O
CYILECTBY M3JIaraeT €ro Ha 3aHATUSAX U B XOJ€
MIPOMEKYTOYHOM aTTECTAllNH, HE AOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEM.

OO6yyaromuiics MpaBUIbLHO IPUMEHSET TEOPETHUECKUE
IIOJIO’KECHHUS IIPY PEILICHUN IPAKTUYECKUX 3a1a4
npo¢eCCHOHATILHON HANIPABJIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaZieeT HEOOXOJUMBIMHU Ul 3TOTO HaBbIKAMU
Y IPUEMAaMU.

JlocTaTouHO XOPOIIO OPUEHTUPYETCS B YIeOHOH 1
npo¢ecCHOHATILHOM JInTepaType.

OneHka 1o TUCUMITIMHE BBICTABIIAIOTCSA 00y4aromeMycs C
Y4ETOM pe3yJIbTaTOB TEKYLIEH U MPOMEKYTOUHON
aTTECTALUN.

Komnerenuuu, 3akpeniaéHHble 3a JUCUUIIIMHOM,
c(OpMHUPOBaHbI HA YPOBHE — «XOPOLIMI».

67-50/
D,E

«YIIOBJICTBOPH-
TETbHOY/
«3a4YTEHO
(ynonerBopu-
TEJILHO)»/
«3aYTCHO

BeicraBnsercsa oOyuaromemMycs, €Ciid OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUN U IIPAKTUYECKUI MaTepuall,
JIOITYCKAeT OTAEIbHbIE OIIMOKU IPH €ro U3JI0KEHUU Ha
3aHATHUSX U B XOJI€ IPOMEXYTOYHOM aTTECTALUH.
OOyuaromuiicss UCTIBITHIBACT ONPEAEIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX MOJI0KEHUH IIPU PELICHUH
IPaKTUYECKUX 3a]a4 Ppo(hecCHOHATbHON HAlPaBIEHHOCTH
CTaHIAPTHOT'O YPOBHS CJIIOKHOCTH, BJIAJIEET
HEO0XOIMMBIMU JJIS 3TOT0 0a30BBIMM HAaBBIKAMU U
IpUEMAMH.

JleMOHCTpHpYeT I0CTaTOUHBIA YPOBEHb 3HAHUS ydeOHOM
JUTEPATYPBI 110 JUCLUIIIIMHE.

OreHka 1o JUCHUITIMHE BBICTABIAIOTCSA 00yJaromemMycs ¢
Y4ETOM PE3yJILTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTeCTaluu.

Komnerennuy, 3akpennénnble 3a AUCUUIIINHOM,
c(OpMHUPOBaHbI HA YPOBHE — «JIOCTATOYHBII.

49-0/

«HCYHOBJICTBOPHUTC

BricTapnsercs O6yanOH_[eMYC$I, €CJIM OH HC 3HACT Ha
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Banasl/ Ouenka no Kpurtepuu oneHku pe3y.ibTaToB 00y4eHHs 110
MIkana AUCUMITIHHE AUCUMIIIHHE
ECTS
F.FX JTBHOY/ 0a30BOM YpOBHE TEOPETHUYECKHH U PAKTUICCKUI
HE 3a4TE€HO MaTepHal, I0IycKaeT Ipyoble OMIMOKY IpHU €ro
U3JI0KCHNUHU Ha 3aHATHAX U B X0OJ€ MPOMEKYTOUHON
aTTECTAIlHH.

OOyyaromuiics UCIIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
IPUMEHEHUU TEOPETUUECKUX MOJIOKEHUN NPU PELIEHUH
NPaKTUYECKUX 3a]1a9 MPO(HECCHOHAIBHOW HAPABICHHOCTH
CTaHJAPTHOIO YPOBHS CJIOKHOCTH, HE BJIAJIEET
HEOOXOJMMBIMHU JUI 3TOTO HaBbIKaMU U IPUEMAMH.
JlemoHcTpHpyeT (hparMeHTapHble 3HaHUS Y4eOHOI
JUTEPATYypPhl MO TUCHUIUIMHE.

OneHka o JUCLUIUIMHE BBICTABIIAIOTCS 00y4aromeMycs ¢
Y4ETOM PE3YJIBTATOB TEKYIEH U POMEKYTOUHOU
aTTeCTallUU.

Komnerenium Ha ypoBHE «0CTaTOYHBIN», 3aKPETIEHHBIE
3a TUCIUIUIMHOM, HEe COPMUPOBAHBI.

5.3. OneHOUHBIE Cpe/ICTBA (MAaTEpUAIbI) ISl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH,
MPOMEKYTOYHOM aTTECTAIIMN OOYIAFOIINXCS TI0 TUCITUTIIIUHE (Modymlo)5

IIpumepHasi TeMaTuKa pedpepaTon

1. 3HaueHue cTaHIapTU3ALWU ISl YIIPABJICHUS TOKYMEHTAIIUEH

2. MexayHapoaHble OpraHu3alyy CTaHAApTH3ALMH.

3. OCHOBHBI€ 3TaMnbl Pa3BUTHS MEXKIYHAPOIHOW CTAaHIAPTU3ALMM YIIPABICHUS JOKYMEHTAIUEH
4. Mexnaynaponanas opranuzanus no crangaptuzauuu (MCO): ucropus co3panus, CTpyKTypa u
HaIpaBJICHUS JESITEIbHOCTH.

5. HopmaTuBHbBIE TOKYMEHTBI, periameHTupytomue aearenabHocts MCO.

6. HopmaTuBHBIE JOKYMEHTHI, perjaMeHTUpYIole pa3padoTky ctangaptoB B MCO.

7. Crangaptel MCO mo ympaBieHHIO JOKYMEHTalHed u cMexHbx obmacteit 70-90-x rr. u ux
BiMsiHUE Ha ctangaptusamnuio JJOY B CCCP.

8. AHanu3 coBpeMeHHbIX ctannapToB MCO, npuMeHsieMble B yIIPaBI€HUH TOKYMEHTALUEH.

9. MexnyHaponHasi snekTporexuuueckas komuccus (MOK): uctopus cozmaHus, CTpyKTypa H
HaIpaBJICHUS JI€ATEIbHOCTH.

10. OcHOBHBIE HOpPMATHBHBIE TOKYMEHTBI, PETJAMEHTUPYIOIINE OPraHU3ALMIO U JIEATEIbHOCTh
MDBK.

11. CoBpemennsbie crangaptel MOK, npumeHnsiemble B ylipaBiIeHUH JOKyMEHTAUEH.

5 TIpuBOAATCS TPUMEPHI OIEHOYHBIX CPEACTB B COOTBETCTBMH CO CTPYKTYPOH IMCIMIUIMHBI U CHCTEMOH KOHTPOJS:
BapHUaHTHl TECTOB, TEMATHKAa MHCHMEHHBIX PabOT, MPHUMEpHl 3K3aMEHAIMOHHBIX OWJIETOB, THIIOBBIC 3aJadd, KEHCHI M T.IL
OLCHOYHBIMH CPEZICTBAa JIOJKHBI ObITh OOecredeHsl Bce GOpMBI TEKYLIEr0 KOHTPOJS W HPOMEKYTOUHOH aTrectaiuu. OHH
JIOJDKHBI OBITH OPMEHTHPOBAHBI HE TOJILKO Ha MPOBEPKY CHOPMUPOBAHHOCTH 3HAHUH, HO TAK)KE YMEHHII U BIIaJICHUM.
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12. EBpomelickasg opraHuzauus 1[0 CTaHJApTU3allMM: MCTOPUSI CO3JaHuUsl, CTPYKTypa,
HaNpaBJICHUS JIEATEIBHOCTH U JOKYMEHTBI, PErJIaMEHTHPYIOIIUE €€ NesaTeabHOCTh. (JIrobas
Jpyras €BpoIeiiCKas OopraHu3alys, BOBJICYEHHAs B IPOLIECC CTaHAAPTH3ALMHU - IO BBIOOPY
CTYJICHTA).

13. CoBpeMeHHbIE CTaHIAPThl E€BPONEHCKUX OpraHU3alUil MO YIPaBJICHUIO JTOKyMEHTaluei.
(Onucanue, CpaBHUTEIBHBIN aHATIU3 U T.I1.)

14. CoBpeMeHHBbIC CTaHAAPTHI M CHENU(UKANUNA EBPONEHCKUX OpraHU3alui Mo 00JIACTSM,
CMEXHBIM C YIpaBlieHUEM JoKyMeHTauuel. (Onucanue, CpaBHUTENbHBIN aHaIu3 U T.11.)

15. AHanu3 mnyOnuKalmMii OTEUECTBEHHBIX M 3apyOCKHBIX aBTOPOB IO TMpodiemam
MEXAYHApOAHOW CTaHAapTU3ALUH YIIPABICHUS JOKYMEHTALIUEH.

16. denepanbHOE areHTCTBO MO TEXHUYECKOMY PETYIMPOBAHUIO U METpojoruu, kak wieH MCO
u MOK.

17. Crpykrypsl PocrexperynmpoBaHus, Y4YaCTBYIOIIME B MEXKIYHApOJAHOM CTaHAAPTU3ALMHU
yIpaBieHUs JOKyMEHTaleH.

18. Texuuueckuii komurer 46 WMCO: wucropus co3mgaHuss, CTPYKTypa, HaIpaBICHUS
NeSITeIbHOCTH.

19. Opranmsaius ¥ mpoBeleHUs paboT Mo pa3paboTKe HAIMOHAIBHBIX CTAaHAAPTOB Ha 0aze
MEXAYHApOAHBIX CTAHAJAPTOB.

20. IIpodeccuonanpHbie 0OBETUHEHUS CIICIMAIMCTOB B OOJACTH YIpaBICHUS JOKYMCHTAIUU:
Hcropus co3ganusi, CTpyKTypa, OCHOBHBIE HalpaBIeHUS AeSITeIbHOCTH, TpoekThl. (Ha mpumepe

KOHKPETHOTO 0OBEAMHEHHS TI0 BBIOOPY CTY/ICHTA).

KoHTposibHbIe BONpoOChl M 3aJaHUsl ISl NPOMEXKYTOYHOH AaTTeCTAUMU IO HTOram

OCBOCHHUSA NTHUCHMUIIIMHBI

1. Ponp Mex1yHapoJHON CTaHAAPTU3ALMY B YIIPABICHUN TOKyMEHTalKeH.

. MexxyHapoiHble OpraHU3aluM CTaH1apTU3ALUH.

. OCHOBHBIE ATalbl Pa3BUTHS MEXAYHAPOAHON CTaHJAPTU3ALMU YIIPABJICHUS JOKYMEHTALUEN.
. UCO: ucropus co3ganusi, CTpPyKTypa 1 HAIPaBJICHUS 1EATENbHOCTH.

. Oransl pazpabotku ctannaptoB B MCO; BO3MOXKHOCTH yyacTusl B UX pa3paboTKe.

. Cranpaptel MCO no yrpaBieHHIO TOKyMEHTaluel 1 cMexHbIX oonacteid 70-90-x rr.

. CoBpemennsle ctanaaptsl MCO, npuMeHsieMble B yIIPaBIE€HUU JOKYMEHTALUEH.

. MOK: ucropust co3ganusi, CTpyKTypa ¥ HalpaBJIEHUs! 1EATENbHOCTH.

. Oransl pazpaboTku ctannapToB B MOK; BO3MOKHOCTh Yy4acTHsI B UX pa3paboTKe.

— O 0 3 O W»n B~ W

0. CoBpemennsle ctannaptsl MOK, npuMeHsieMble B YIPaBIE€HUH JOKYMEHTALUEH.
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11. EBpomelickas opraHu3auus 10 CTaHJapTU3alMM: MCTOPUSI CO3JaHUs, CTPYKTypa,
HaIPaBJICHUS JESITEIBHOCTU U JOKYMEHTHI, PEIVIAMEHTUPYIOIINE €€ JAESITEIbHOCTD.

12. CoBpeMeHHbIE CTaHAPThI EBPONENCKUX OpraHU3alUil 110 YIPABIECHUIO JOKYMEHTAIUEH.

13. Uctopus yuactuss Poccuu B paboTe 1o MEXTlyHapOAHOM CTaHJapTU3ALMH.

14. CoBpemeHHasi OpraHu3alUsl CUCTEMBbl CTaHIAPTU3AIMH YIIPABJICHUS JOKyMeHTalue B PO,
YUYacCTBYIOIIAst B MEXKIyHAPOIHOHN CTaHAapTH3aIuK chepbl yIpaBiIeHUs JOKYMEHTAIUEH.

15. Dransl opranu3anuyu U MpoBeAeHus: padoT 1Mo pa3paboTKe HAMOHAIBHBIX CTAaHIApTOB B PD
Ha 06a3e MeXIyHapOIHbIX CTaHAAPTOB.

16. PocrexperynupoBaHue: UCTOPUS CO3/IaHUsl, CTPYKTypa, HANpaBICHUS JIEATEIBHOCTH U €ro
POJIb B MEXIYHAPOIHOM CTaHAPTU3ALIMH.

17. UCO/ TK 46: uctopusi co3nanusi, CTpyKTypa, HalpaBJIeHUs 1€ATeITbHOCTH.

18. UCO/TK46/11K 11: uctopus cozanusi, HarpaBJIeHUs I€ATEIbHOCTH, pa3pabOTKH.

19. 3HaueHHne MeEXIYHApOOHOW CTAaHIAPTU3ALMUM YIPABICHHS JOKYMEHTAIMEH Uil pPa3BUTHUA
HOPMaTUBHOM 0a3bl 3T0i1 ceprl B PD.

20. HamumonanbpHble CTaHAAPThl — AHAJIOTHM MEXKIYHAPOJHBIX CTAHAAPTOB IO YIPABICHUIO
JTOKYMEHTAIUEH.

21. Acconmariusi ynpaBIsSiOMINX JTOKYMEHTalue u agMuHucTpaTtopoB (Association of Records
Managers and Administrators): HICTOpus CO3aHUs, HAITPABJICHHS JACSITCIIBHOCTH, TIPOCKTHI.

22. MexayHapoaHbIi TpecT Mo ympaBieHHio jgokymentammeidn (International Records

Management Trust): ucropus co3ganus, HapaBIEHUS AATEILHOCTH, IPOEKTHI

6. YueOHO-MeTOAUYeCKOe U MH(OPMAIIHOHHOE 00ecTiedeHue U CIUTIINHbI

6.1. Cnucok MCTOYHUKOB M JIMTEPATYPhI

a) OCHOBHbBIE UCTOYHHUKHU

1. ®denepanbhbiii 3akoH oT 27 nekabps 2002 roma Ne 184-03 «O TeXHUYECKOM
perynupoBanun» // Cobpanue 3akoHoatenbctBa Poccuiickoit deneparuu. 2002. Ne 52. Y.1 (30
JeKaops)

2. ®enepanbblii 3akoH oT 27 wutons 2006 roma Ne 149-®3 «O6 wunbopmaimw,
MH(GOPMAIMOHHBIX TEXHOJIOTUAX U 3amuTe nHpopmauun» // Poccuiickas razera (¢penepaibHbIi
BbITTYCK). 2006. Ne4131 (29 utomns)

3. TOCT P 1.12-99 «l'ocynapcTBeHHas cucrema cra”zaprusanuu Pocculickoi
®enepaunn. CTaHgapTU3aLUA U CMEXKHBIE BUJIBI ACATEIHOCTU. T€PMUHBI U onpeeneHus». M.:

I'occranmapt, 1999. 33 c.
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4. TOCT P 1.7-2008 «Crannaptuzanuss B Poccuiickoit ®Penepauuu. CraHmapTsl
HaroHaneHble  Poccuiickoit ®epepaumu. [IpaBuna odopmiienuss u  o003HaueHHS TpU
pa3paboTke Ha OCHOBE MPUMEHEHUS MEXAYHAPOJHBIX CTAHIAPTOBY.

5. IIP 50.1.008-2009 «Crannaptuzanuss B Poccuiickoit ®enepanuu. OpraHuzauus 1
IIpOBeJIeHUE padoT O MEXAYHAPOAHOH cTaHaapTuzauuu B PO». M.M3xa-Bo crannapros, 2009.

6. UCO 15489 — 1: 2001 (R) «Mudopmarus u JOKyMEHTAIUs. YIIPaBJICHHUE 3alUCSIMHU.
Yacte 1. O6mue TpeboBaHMSDY

7. UCO 15489 — 2: 2001 (R) «MHdpopmanus u JOKyMeHTaus. YIpaBJIeHHUE 3alUCSMU.
YacTts 2. PykoBoacTBo»

8. UCO 5127 (R) «Mudopmarus u gokymenramus. Croaps» (I1SO 5127 Information and
documentation — Vocabulary). Part 1:1983 «OcHoBHbie moHsTHS», Part 2: 1983 «JlokymMeHTHI
TpaaunuoHHOTO TUmay, Part 3: 1988 «koHorpaduueckue nokymeHTs», Part 3A: 1981 «Coop,
UIeHTU(UKAIUS U aHAJIM3 JIOKYMEHTOB M JaHHBIX», Part 6: 1983 «/lakymeHnTHbie s3b1ku», Part
11: 1987 «AyanoBusyanbHble TOKYMEHTBI» U Jp.

9. MBK 82045-1:2001 (R) «Ympasnenue nokymentamu. Yacte 1. [IpuHIIUATIBI 1 METOIBI»

10. MoReg 2. Tunossie TpeboBanus k ACO/I. Cneruduxarusi.

0) TOTIOJIHUTEITLHBIEC UICTOYHUKH

1. TOCT P CO 9000-2008 Cucremnl MeHeKMeHTa KadecTBa. OCHOBHEIE MOJIOKEHUS U

CJIOBapb;
2. TOCT P MCO 9001-2008 Cuctembl MEHEKMEHTa KauecTBa. TpeOoBaHuMS;

3. TOCT P HCO 9004-2001 CucremMbl MEHEIXKMEHTa KadecTBa. PeKkoMeHOaliuy II0

YIYHYIICHUIO JCATCIIbHOCTH,

4. ICO 15489-2 (R) «Mudopmarius 1 10KyMeHTaIUs. Y1paBieHus 3anucsimMu. Yactb 2».
I'occrannapt Poccun. ®I'YII BHUNKHW.M.: 2003.

5. UCO 15489-1 (R) «Mudopmanus 1 A0OKyMEHTAIMs. YTpaBieHus 3amucsaMu. Yacts 1:
O6uue TpedoBanusi». 'occrangapt Poccun. ®I'YIT BHUNUKM.M.: 2003.

B) OCHOBHasl JIUTEpaTypa

11. Kpsinosa I'.JI. OcHOBBI cTaHIapTU3alUMM CepTUPHUKALMU, METPOJIOTUU: YUYEOHUK IS

BVY3o0B, 3-¢ uza. — M.: U3a-Bo «FOHUTUW», 2006. — 671 c.

12. Tocteika B.M. Hayuno-meronmdeckue ocHOBHI craHjmapruzanuu. — CII6, u3a-Bo

Actepuon, 2007. — 264 c.
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13. Jlapun M.B., PrickoB O.1. YnpaBieHue NOKyMEHTaMH Ha OCHOBE MEXKyHAapOJHOTO
craggapra UCO 15489:2001: Metoa. mocodue. M.: BHUMUJIA/L, 2005. 110 c.

14. Koxopes B.1. OcHOBBI cTaHgapTH3aMK B UHOOPMALMOHHBIX CHCTEMAX: YUEOHUK JUIS
CTYAEHTOB  BY30B, oOOyyarouuxcs IO  CHEUHATBHOCTH  «JlOKyMEHTOBeneHHE U
JOKYMEHTAIlMOHHOE o0ecrieueHue ynpasieHus». — M.: I31-Bo ctannapros, 1988. — 239 c.

15. Jlapun M.B., Bapnamosa JI.H. HaunonanbHblil cTanaapt «YnpaBiieHue JOKyMEHTaMU.
Oo6mme TpeboBanus» IlepcnexTuBsl mpoekTa. (Kpyrmerii cronm B pemakumu KypHana) //

CripaBo4uHUK cekpeTaps u oduc-menemkepa. 2007. Ne 2. C.8-20.

16. Bapnamosa JL.H., UCO 15489-1:2001 «1udopmarnus 1 JOKyMEHTAIHS — Y TIpaBiIcHUE
JOKYMEHTaMW»: €Ille OJHMH IaHC BO3POJUTH TOCyAapCTBEHHOE peryaupoBanue B chepe OV //
JloxymeHTarusi B MHPOPMAIIMOHHOM OOIIECTBE: 3aKOHOJATEIBCTBO M CTaHAApTHI. Jlokmaabl u
coobmenus Ha Xl MexayHapoaHoi HaydyHO-TIpakTH4YecKo kKoHpepeHuuu. 22-23 Hosa6ps 2005

r. M., 2006.C.271-274

17. BapnamoBa JI.H. CoBpemeHHOE COCTOsSIHHE A€l B cdepe CTaHAapTHU3AIlUU MPOIIECCOB
JOKYMEHTAI[MOHHOTO oOecnedyeHus ympamieHus: onblT Poccunm // Tpynel  Tperheit
MexayHapoaHoW koH(epeHiuu «Cranpaptuzanus HMHOOPMALMOHHBIX  TEXHOJOTHMH U

unteponepadenbHocTh —SITOP 20090ckBa, - C. 137-140.
18. BapmamoBa JLH. T'OCT P HCO 15489-1-2007: 3nauenue mis Poccum //

Jlenonpou3BoACTBO U J0KyMeHT0000poT Ha nipeanpusatun. 2007. Ne 3.C.18-19;

T') JIOTIOJIHUTEIIbHAS TUTEpaTypa
6. Ilomonsckas WM.A., Cankuna JIL.B. Metoauka ¥ mpakTUKa CTaHAAPTU3ALMM U
yHU(DUKAIUU JOKYMEHTOB: YueOHoe nocooue. — MITMMAU, 1987.

7. Txkauenko B.B. OcHoBbl cTanaaptuzamuu. — M., U31-Bo cranmapros, 1980.

6.2. Ilepeuyennb pecypcoB MH(pOPMALMOHHO-TEIeKOMMYHUKANIMOHHOH ceTn «UHTepHET»,

HEe00XO0AUMBIii 1JIl OCBOCHHS U CIUIIJINHBI

1. OdunmaneHelit caiit MexayHapoaHoit opranmzauuu 1o crangaptuzauuu(MCO)
[DnexkTponHbI pecypc] — Pexxum mpoctyna: www.1SO. org, ceoboanbiit. — 3ari. ¢ skpaHa. —
AHr., dOp. U 1p. 3.

2. OdunmanbHpiil caliT MexayHapoIHOW snekTpoTexHuyeckoi komuccun (MDOK)
[DnexkTponHbIi pecypc] — Pexum noctyna: www. IEC. org, cBo6oaubIif. — 3ari. ¢ skpaHa. —
AHr., dp. U 1p. 3.

3. Odummansueiii caiit ARMA International [3nexrponHslil pecypc] — Pexum mocrymna:

www. ARMA. org, cBoOoIHBIi. — 3ari. ¢ 3kpaHa. — AHIIL, ¢p. U Ap. 3.
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4. Odunmansueiii caitt IRMA [Onekrponnsiii pecype] — Pexum nocryna: www. IRMA.
org , cBoOOIHBINA. — 3ari. ¢ skpaHa. — AHTIL., Qp. U Jp. 53.

5. OdunmaneHelil caiit PenepaabHOrO areHTCTBA M0 TEXHUYECKOMY DPETYIMPOBAHUIO U
MmeTposioruu. — Pexxum pocryma: www. GOST. ru, cBoG0oHbIi. — 3ari. ¢ 3KpaHa.

6. Od¢unmaneHplii  caiiT BcepoccHiickoro  Hay4YHO-HCCIIEOBATENBKOTO  HHCTUTYTA
nokymeHnToBeaeHus u apxuBHoro aena (BHUMIAAJ) [Dnexrponnsni pecypc] /BHUMIAL -
DnekrpoH, naH.- M., [2001].— Pexum moctyma: www.vniidad.ru, cBobGoaubiii. — 3ari ¢
JKpaHa.

7. Koucantunrosas rpynna «Tepmuka». [HopmaTuBHO-mpaBoBas 06a3a JaHHBIX 110
JIEJIOTIPOU3BOJICTBY, JTOKYMEHTOOOOPOTY W apXWBHOMY Jeny| [DiekTpoHHbI pecype] /
«Tepmuka» - DNEeKTpPOH, JlaH.- M, [200-].— Pexum JIOCTyTIA:

http://www.termika.ru/Catalog/catalog.html, ceoGomusIii. — 3ari. ¢ sKpaHa

7. MarepuaibHO-TeXHHYECKOe o0ecreyeHne JMCUMILINHBI (M00y/1:)

Cocras nporpammHoro odecneuenus (I10), coBpeMeHHBIX Mpo(eccHoOHAIBHBIX 0a3
nanHbIX (b/1) 1 undopmaunonno-cnpaBounbie cucrem (MCC) (2016 1.)

1. Ilepeuens I1O

Tabnuya 1
Nenn Haumenosanue 110 [TpounsBoauTenH Croco6
/n pacpocTpaHeHUs
(ruyenszuonnoe unu
6000010
Pacnpocmpamsiemoe)
1 Adobe Master Collection CS4 Adobe JIUIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIUIEH3UOHHOE
3 Windows 7 Pro Microsoft JIUIEH3UOHHOE
4 AutoCAD 2010 Student Autodesk ¢cBOOOIHO
pacrpoCTpaHsIeMOoe
5 Archicad 18 Rus Student Graphisoft cBOOOIHO
pacIrpoCTpaHsIEMOE
6 SPSS Statisctics 22 IBM JIUIIEH3UOHHOE
7 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
2. Hepeyens B/{ u UCC
Tabruya 2
NQH/H HanmenoBanue
1 Mexnynapoansie pedepatuBHbie HaykoMeTpuueckue bJI, nocTynHbie B pamkax
HaIMoOHaJILHOM moanucku B 2016 T.
Scopus
2 IIpodeccuonansubie monHOTEKCTOBBIE b/, JOCTYNHBIE B paMKaxX HallMOHAJIBHON
noanucku B 2016 1.
Kypuansr Oxford University Press
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SAGE Journals

XKypnuauer Taylor and Francis

3 [IpodeccronanbHbIe MOTHOTEKCTOBBIE B/

JSTOR

W3 nanus mo oOniecTBEHHBIM M TYMaHUTAPHBIM HayKaM

4 KomMmnbroTepHbie cripaBOYHbIE IIPABOBBIE CHCTEMBI

Koncynsrant Intoc,

I'apant

KomnproTepHsIil KJIacC, OCHAIIEHHBIA NMPOEKTOPOM Ul JJIEKTPOHHBIX IPE3CHTALMN U

9KpaHOM, TOAKIIOYCHHBIN B IHTEepHET. BCe KOMITBIOTEPHI TOJKHBI OBITH CBSI3aHBI MEKY COOOM
B CIMHYI0 BHYTPEHHIOIO CE€Tb M OCHAUIEHbl CHEIUAIN3UPOBAHHBIM IPOTPAMMHBIM
o0ecreueHueM.

[IporpammHoe obecrieueHue:

- OducHsrii naker npunoxenuit Microsoft Office
- ABBYY Fine Rider
- Internet Explorer, Mozilla Firefox, Google Chrome

8. Obecneuyenune 0Opa3oBaTEJIbLHOIO NMPOLECCA IS JIUL C OTPAHUYEHHBIMH
BO3MOKHOCTSIMU 310POBbSI M HHBAJTH/I0B

B xone peanuzanuu AUCUUIUIMHBI UCTIOJIb3YIOTCS CIAEAYIONINE TOTIOJHUTENbHbIE
METO/Ibl 00Y4eHHsI, TEKYILEr0o KOHTPOJIS YCIIEBAEMOCTH U MPOMEKYTOUHOM aTTecTalluu
oOyuaronuxcs B 3aBUCMMOCTHU OT UX UHIUBUAYAIbHBIX 0COOEHHOCTEH:

e JUISl CTIENBIX U CIa00BUSAIINX:

- JeKIUH OQOPMIISIIOTCS B BHJIE SJIEKTPOHHOIO JOKYMEHTAa, OOCTYMHOTO C MOMOIIbIO
KOMIIBIOTEpA CO CHEIHATU3UPOBAHHBIM MPOTPAMMHBIM 00ECIIeUeHUEM

- TMChbMEHHBbIC 33/IaHUs BBINOJHSIOTCS Ha KOMIIBIOTEPE CO CHEHHATU3UPOBAHHBIM
MIPOrPaMMHBIM 00eCTIeYeHUEM, UITU MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM,;

- obecrieunBaeTCs MHAWBUyaIbHOE paBHOMEpHOE ocBellenrne He menee 300 mrokc;

- s BBINIOJIHEHUS 3a/laHusl TMPU HEOOXOJUMOCTU MPEJOCTaBISETCS YBEIMYMBAIOIIEe
YCTPOMCTBO; BO3MOXKHO TAaK)K€ UCIIOJIb30BAHUE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOICTB;

- MIUCbMEHHBIE 3a/1aHusl 0(OPMIISIFOTCS YBEIMUEHHBIM HIPU(PTOM;

- 9K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (pOpME WU BBITIOJIHIIOTCS B MUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.

e JUISI TIIYXUX M Ca00CIBIIIAIINX:

- JeKuud OQOPMISIFOTCS B BHJE DIEKTPOHHOTO JIOKyMEHTa, IMOO TMpeloCcTaBlseTcCs
3BYKOYCHJIMBAIOIIIAs allapaTrypa HHAUBUAYAIEHOTO TOJIb30BAHUS;

- MICbMEHHBIE 33/1aHUs BBITIOIHIIOTCS Ha KOMITBIOTEPE B MUCbMEHHOH opme;

- JK3aMeH U 3a4€T MPOBOJATCA B TMHCHMEHHON ¢GopMe Ha KOMIBIOTEPE; BO3MOXKHO
MpoBeJieHUE B OpME TECTUPOBAHUS.

e ISl TUI] C HAPYIICHUSIMHU OMOPHO-ABUTAaTENIBHOTO anmapara:

- JeKIUU OQOPMIISIFOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTa, TOCTYMHOTO C TOMOIIBIO
KOMITBIOTEpA CO CHEIHATU3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUCHHUEM;

- TUChMEHHBbIC 3a/IaHUS BBIMONHSIOTCS Ha KOMIIBIOTEPE CO CHEIHATU3UPOBAHHBIM
MIPOrPAMMHBIM 00ECTICUeHUEM;

- DK3aMeH U 3a4€T MPOBOJATCS B YCTHOUM (pOpMeE WK BHITIOTHIIOTCS B MUCbMEHHOU (hopme Ha
KOMIIBIOTEPE.
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[Tpu HEOOXOIMMOCTH TPEAyCMaTPUBACTCS YBEITMUEHIE BPEMEHHU ISl TTOJTOTOBKH OTBETA.

[Ipouenypa  mpoBeAEeHUS  NPOMEXYTOUHOM  arrecTau Ui OOydYarolIuxcs
YCTAQHABIMBAeTCI C YYE€TOM UX HHIUBHIYAJIbHBIX MCUXO(DU3MYECKHX OCOOCHHOCTEH.
[TpomesxyTouHast aTTeCTaIMs MOKET TPOBOUTHCS B HECKOJIBKO ATAIOB.

[Ipu mpoBeneHUH MPOLEAYPbl OLEHUBAHUS PE3YIBTATOB OOYYEHHS MpPEdycMaTpHBAaeTCs
UCTIOJb30BaHUE TEXHUYECKUX CPENCTB, HEOOXOAMMBIX B CBS3M C WHIUBUAYAJIHHBIMHU
0COOEHHOCTSIMU O0YyJaromuXxcsi. ITH CPEACTBA MOTYT OBITH MPENOCTABICHBl YHHBEPCHTETOM,
WJIA MOTYT MCITOJIB30BAaThCSl COOCTBEHHBIE TEXHUIECKHE CPE/ICTBA.

[IpoBenenne mTpoIEAYpbl OICHWBAHHS ~ PE3yIBTATOB  OOy4eHHUS  JOMyCKaeTcsl ¢
WCTIOJIB30BaHUEM JHCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTHA.

ObecnieunBaercs 10CTyNn K MHOOPMAITMOHHBIM U OMOIHOTrpaduvIeckuM pecypcam B CETH
WNuTtepHer nns kaxaoro oOywaromierocss B (GopMax, aJalTUPOBAHHBIX K OTPaHUYEHUSIM HUX
3I0OPOBBS U BOCTIPHSITHS HH(POPMAITUH:

®  JUIS CIIEIBIX U CIIA00BUISIIINX:

- B IeyaTHOH (popMe yBETMUEHHBIM HIPUPTOM;
- B hopMme 2IeKTPOHHOTO IOKYMEHTA;

- B popme ayanoaiina.

® Ui TIYXUX U CIA0OCIBIMAIINX:

- B Ie4aTHou popme;

- B hopMe 2IeKTPOHHOTO IOKYMEHTA.

e st OOYJarOIIUXCs C HApYIIEHUSIMH ONIOPHO-JABUTATEIHHOTO arapara:
- B Ie4aTHou popme;

- B hopMe 2IeKTPOHHOTO IOKYMEHTA;

- B hopme ayauodaiina.

Y4eOHble ayIUTOPUU Ui BCEX BHJIOB KOHTAKTHOW M CAMOCTOSITENLHOM pabOThl, Hay4Hast
OMOMMOTEKa W WHBIC TIOMEIICHHS JJIi OOYYEeHHS OCHAIICHBI CIICIMAIbHBIM 000pYJIOBaHUEM W
y4eOHBIMH MECTaMU C TEXHUUYECKUMU CPeJICTBaMU OOyUeHUSI:

e JUISl CIIENBIX U CIa00BUSIINX:

- YCTPOMCTBOM JIsl CKaHUpoBaHus 1 ureHus: ¢ kamepoit SARA CE;

- mucrieeM bpaitna PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

e Uil TJIYXUX M cab0CIbIIIAIINX:

- ABTOMATH3MpPOBAaHHBIM pabOYUM MECTOM /IS JIIOACH C HapylleHHeM ciyxa u
CJ1a0O0CTBIIIAIINX;

- aKyCTUYECKHUM YCHIIUTENb U KOJIOHKH;

e Uit OOYYarOIIMXCS C HAPYIICHUSIMHU OIOPHO-ABUTaTENIbHOTO ammapaTta:
- IepeABMKHBIMU, PETYIUPYEMbIMH 3proHoMuueckumu naptamu CU-1;
- KOMITBIOTEPHOI TEXHUKOU CO CrelMaibHbIM MPOrPAMMHBIM 00€CIICYCHUEM.

9. MeToan4ecKne MaTepHabl®

9.1. Ilnausl cemunapckux/ npaxmuyeckux/ 1a6opamopHvlx 3aHATHiA’

6 Meronuueckue Marepuaiibl MO JUCUMILIMHE MOTYT BXOJAMTH B cOCTaB paGoueil mporpammel, ju60 pazpabaThiBaThes
OTZENBHBIM JOKYMEHTOM.

7 IInan 3aHATHIL CTPOUTCS B COOTBETCTBUM CO CTPYKTYPOH Aucuuniuusbl (1.2). Pasnensl mwiaHa BKIIOYAOT: HA3BAHUE TEMBI,
KOJIMYECTBO 4acoB, (hopMy MPOBEACHHUS 3aHATHS, €ro CoAep KaHue (BOIPOCH! T OOCYKACHHUS, 3aJaHus, KOHTPOJIbHBIE BOIIPOCHI,
KEHCHI U T.IL.), CIIHCOK JINTepaTypsl. IIpn HEoOXOAMMOCTH, IIaHBI MPAKTUYECKUX M JTA00PATOPHBIX 3aHATHH MOTYT COAEpPKaTh
YKa3aHUS 10 BEINOTHEHUIO 3aJaHIH U TPeOOBaHUSI K MaTepUAIbHO-TEXHUYECKOMY O0ECIICUCHHUIO 3aHATHSI.
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MeTtooM akTHBH3AIMU OOpa30BATENIbHOM JIEATEIBHOCTH, C LENbI0 (OPMHUPOBAHUS H
pa3BUTHS TPO(ECCHOHATBHBIX HAaBBIKOB OOYYalOIIMXCs, BBIOpaHO «IpobiaeMHOEe 00ydeHHue»,
KOTOpOE€ CTHUMYJHUPYET CTYIEHTOB K CAaMOCTOSITEIILHONW «I00bIYe» 3HAHHMNA, HEOOXOIUMBIX IS
pelieHuss KOHKpETHOW rmpoOsieMbl. B ocHoBe «Merona TIPOEKTOBY» JICKUT Pa3BUTHE
[I03HABATEIbHBIX HABBIKOB CTYJIEHTOB, YMEHUI CaMOCTOSITEIbHO KOHCTPYHPOBAaTh CBOM 3HAHUS,
OpPUEHTUPOBATHCS B MH(POPMALMOHHOM MPOCTPAHCTBE, pa3BUBAaThb KPUTUYECKOE U TBOPUYECKOE
MBIIILJIEHHE.

OOuieHue mpenojaBaTeniss CO CTYACHTOM IO3BOJISIET (PUKCUPOBATH JIOTUKY pPabOThI
ceMHHapa W KOHTPOJMPOBATh JIEATENbHOCTh KaXJOro CTyJA€HTa, YYWUThIBas €ro
WHIUBUAYAIbHOCTD; Ja€T BO3MOKHOCTh OPIaHW30BaTh HE TOJIBKO KOJIJIEKTUBHOE OOCYXAECHUE
TEMbI, HO M TIOCTPOUTh HECKOJBKO YaCTHBIX JMAJIOTOB, MOMOTAIOUIUX PEHIMTh WIH Jake
MPEeIOTBPATUTh TICUXOJOTHYECKHE MPOOJEeMBbl, BO3HHMKAIOIIME Yy CTYIEHTOB, HE HMEIOLIUX

OIIbITa Y4aCTHs B HAYYHBIX UJIA yqe6H0 -IIO3HABATCIIbHBIX TUCKYCCUAX.

Tema 4. Opranuzanusi CHCTEMbI CTaHJAPTHU3AIIMN HA MEXIYHAPOIHOM ypoBHE (4 daca)

[Inan:

1. OGcyxneHne co CTYACHTaMH COBPEMEHHOW CHUTYyalluu, CIOXKHUBIIEHCS B cdepe
yIpaBieHUs JOKYMEHTaluel Ha MEX/IyHapOIHOM YpOBHE.

2.3acnylrBaHue JOKJIAI0B U 3CCe, MOATOTOBICHHBIX CTYIEHTaMH 10 JaHHON TeMe.

3.IIpoBeneHne CpaBHUTEILHOTO aHAIN3a C CUTYaIlMEH, CIIOKHUBIICHCS B PO.

Jluteparypa:

1. OdwunuaneHeiii caiit MexayHapoaHoit opranuzaruu 1o cranpaptuszanuu(MCO)
[DnexTponnblii pecypc] — Pexxum pocryma: www.l1SO. org, cBo6oanubIii. — 3aril. ¢ 3kpaHa. —
Awnrn., Gp. u ap. 3.

2. Odunmaneuplii caliT MexayHapoaHOH 3neKkTpoTexHuueckoil komuccun (MDOK)
[DnexkTponHslil pecypc] — Pexum noctyna: www. IEC. org, ceo6oaubiil. — 3ari. ¢ skpaHa. —

Awnrm., Gp. u ap. 513.

Tema 5. MexayHapoJHbI€ CTaHAAPTHI 110 YIPABJICHUIO JOKYMEHTaIMen (6 4acoB)

[Inan:

4. O6cyxeHHe CO CTyJIeHTaMH COBPEMEHHOM CHUTYyallud, CIOXHBIIEHCS B cdepe
ylpaBJIeHUM JoKyMeHTanuei B ctpanax CHI'.

5.3acnymmMBaHue T0KIa0B U 3CCe, MOATOTOBIEHHBIX CTYACHTaMHU 110 JAHHOM TeMe.

6.IIpoBenieHre CpaBHUTEIHHOTO aHAIM3a C CUTYyaluei, cioxusiieiics B PO.

JIureparypa:
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1. Odunmaneupiii caiit Mexaynapoanoit opranmzamuu 1o crapaaptuzanuu(MCO)
[DnexTponHEIi pecypc] — Pexxum moctyna: www.1SO. org, ceoboanbiii. — 3ari. ¢ skpana. —
AwnrIL, Op. U gp. 3.

2. OdunmanpHpIil  caliT MeXIyHapoIHOW dIeKTpoTexHudeckord Kommccun (MDK)
[DnexkTponHbIit pecypc] — Pexum moctyna: www. IEC. org, cBoGoaHbIif. — 3ari. ¢ skpaHa. —
AwnTIL, Op. U Op. 3.

5. OpunmanbHblii caiit @enepanbHOTO areHTCTBA 10 TEXHUYECKOMY PETYIHPOBAHHIO U

Tema 6. CrangapTuzaiius yrpaBieHus JOKyMeHTaIuen 3a pyoexom (4 4acoB)

[Inan:

1. OO6cyxneHue co CTyI€HTaMH COBPEMEHHOW CHUTYyallMH, CJIOXHUBIIEHCS B cdepe
yIpaBleHUH JOKyMeHTaluel 3a pyoexxom u crpanax CHI'.

7.3acnymrBanue JOKJIAI0B U 3CCe, MOATOTOBICHHBIX CTYIEHTaMU 10 JaHHON TeMe.

8.IIpoBeicHHE CPABHUTEIHLHOTO aHAM3a C CUTYyallueH, ciiokuBieiics B PO.

Jluteparypa:

1. Odummansupie caiiTel opraHoB 1o crtaHmaptusanuu (CILA, Ascrpamun, dpanmmw,
I'epmanuu np. - Mo BEIOOPY MarucTpaHTa);

2. OdunuansHbIe CAalThl OpraHoB 1o cTanaapTusanuu crpadn CHI;

3. Odurmaneueiii caiit ARMA International [Dmnexkrponnsiit pecypc] — Pexxum mocryma:
www. ARMA. org, cBoGoHbIH. — 3ari. ¢ 3kpaHa. — AHIIIL., Qp. u ap. 513.

4. Odunmaneueiii caiit IRMA [DnekrponHnsiii pecype] — Pexxum moctyna: www. IRMA.
org , cBo00OHBIN. — 3ari. ¢ 3kpaHa. — AHTIL., Gp. U ap. 53.

5. Odunmaneueiii cadt denepaibHOTO areHTCTBA MO TEXHUYECKOMY PETYIMPOBAHHMIO U

MeTtposioruu. — Pexum nocryma: www. GOST. ru, cBoOoaHBINH. — 3aril. ¢ 3KpaHa.

.Ha60paTOpHI>IC 3aHATHA 11O KYpPCY <<CTaH,Z[apTI/ISaI_[I/ISI YHpaBJICHUA HOKYMGHTaHHGﬁ))
IOpOBOJATCA IIO TEMaM, Tpe6y'IOI_HI/IM an06peTeHI/m INPAKTHUYCCKUX HABBIKOB M 3aKPCIIJICHUA

TCOPCTUKO-MCTO NOJIOTHICCKUX 3HAHUIA.

Pazgen 1. MexayHaponHas opraHu3anys 10 CTaHIApTU3alMM MU €€ CTaHJapThl IO
yIIpaBJIEHUIO TOKyMeHTauueH (2 yaca)

Pa6ora ¢ opunmansaeiM caiitom MCO. IToadop 10KyMEHTOB 10 3aJjaHHOI TeMme, paboTa ¢
HUMU.

Pazpen 2. MexnyHapoaHas »>3JIEKTPOTEXHHUYECKAas KOMMCCHA M €€ CTaHJapThl 110

yIIpaBJIEHUIO JOKyMeHTanuei ( 2 gaca)
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Pa6ora ¢ opunmansubeiM caiittom MOK. Tlogbop JOKYMEHTOB 10 3aJaHHOU TeMe, paboTa ¢
HUMH.
Pa3nen 3. MHple MexayHapoAHbIE OpraHU3alMy [0 CTaHAAPTU3ALUU U UX CTaHJApPThI 1O
yIpaBIEHUIO JOKYMeHTaluen (2 yaca)
Pabora ¢ odunumaneHeiM caiitoMm EBpokomuccun u  EBpomeiickoro KomuTera Mo
CTaHapTU3ALUH.
MarepuajibHO- TeXHHYeCKOe o0ecrieuyeHne Ja00paTOPHbIX 3aHATHIH
JlabopaTtopHubie 3aHsaTUs TIpoBOsATCA B LleHTpe nndpopmamnmonssix Texuomoruiit MAU
PITY. Hanuume mia3sMeHHOW TMMaHeNW TOMOTaeT B OOyYe€HHWH CTYIEHTOB, T.K. CHadaja
MpenoaBaTesib JIEMOHCTPUPYET Ha OOJIBIIOM 3SKpaHe alropuT™M padoThl, 3aT€M CTYAEHTHI
MPUCTYNAIOT K CAMOCTOSITENILHOM padoTe.
[Ipu mpoBeneHnu 1a0OPATOPHBIX PaOOT HCIOJIB3YIOTCS HMHTEPHET - HWCTOYHHKU U
METOIUYECKUE MaTepUabl.
[IporpammMHbIe cpeacTBa, 3a/IeiCTBOBaHHBIE B TIPOIlECCEe OOYUEHHUS:

- ABBYY FineReader
- Internet Explorer, Mozilla Firefox

7.1.MeToauyeckue yKa3aHus JJIs 00y4AIOMIMXCS M0 OCBOCHUIO U CHUIIMHBI (MOTYJIA)

Metonuueckie yKkazaHHs TpeAHAa3HAu€Hbl [UIsl PaIlMOHAJIBHOTO pAaclpeseieHus] BpPEeMEHU
CTYIEHTA 10 BUJAM CaMOCTOSITEIbHOM paboThl U pa3aenaM AUCUUIITHHBL. OHU COCTaBJISIOTCS Ha
OCHOBE CBEJICHUI O TPYJOEMKOCTH IWCUUIUIMHBI, €€ COJEepX)aHUM M BUIaX pabOThl MO ee
U3YYEHHIO, a TaKkKe Y4eOHO-METOJMYecKoro u uHpopmanuoHHOro obecrneueHus. B pasnen
BKJIIOUAIOTCS: PEKOMEHJALMU [0 M3YYCHHIO JUCHMIUIMHBL (MOAyNed) WM OTAEIbHBIX
TEMaTUYEeCKHX pa3J/ielioB, BOMPOCHl M 3aJaHHs IJIi CaMOCTOSITeNIbHOM padOThl, MaTepHabl,
HE0OXO0IUMBIE, IS MOATOTOBKH K 3aHATUSAM (pa3/eNbl KHUT, CTaThH U T.J.). Paznen MoxeT ObITh

MIPEACTABJICH B TAOJUYHOM opMme.

Buo pabomwr | Codeporcanue Tpyooemxocmo Pexomenoayuu
(nepeuens 6onpocos) | camocmosmens
-HOU pabomul
(6 uacax)

Paznen 1. Mexnaynapoanast opranmsanus no crangaptusanuu (MCO) u ee craHgapThl 1O
YIPABICHUIO JOKYMEHTAIUEH

Iloocomoexa | 1. IToBTOPUTH 6 yacoB CM. onmcanue n1abopaTopHON pabOThI
K 1abopa- MaTepuaiabpl  JIEKLIHU Ne 1 n nexuuu o teme.

MOpHOU 110 UCTOPHH CO3JIaHUs Hcnonb3oBate HMHTEpHET-pECypchl ¢
pabome u u JESITEILHOCTH odunuansHoro caiita UCO —
ceMuHapy NCO. www.1SO. Org
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2. Ha odumnuansaoM
caiite CO nomyuuts

UH(pOPMAIIHIO 0
pa3pabaThIBacMBbIX
crangaprax  cepsl
yIIpaBIICHUS
JOKYMEHTAIUEH. .
[IpoananusupoBaTh
HOJTy9EeHH YO
UH(POPMALIHUIO.
Hanucanue 1. HMCO: wucropus 6 gaca Pedepar nomxeHn ObITh HamucaH Ha
pepepama CO3/IaHMs, CTPYKTypa OCHOBE UHTEPHET-PECYPCOB,
u HaTpaBJICHUS 3aCTY’)KMBAIOIITIX JOBEpUS "
EATETHLHOCTH. o¢unuansHoro caiita CO.
2. Dramnbl pa3paboTKu O6bemM  pedepata  3aBUCUT  OT
craugaproB B HCO; BBIOpaHHOM TeMBI OT 15 110 25 cTp.
BO3MOKHOCTH Pedepar nomxen ObITh 0OpMIIEH IO
y4acTHs B 170 YCTaHOBIICHHBIM MpaBHIaM "
paspaboTke. colepkatb B cebe  OOJIOKKY,
3. Crangapter M1CO OTJIaBJIEHHE, TEKCT pedepata U
o YIPABICHHUIO CIFICOK MCTIOJIb30BaHHBIX HCTOYHHKOB
JOKYMEHTaITUeH " U JINTEPATYPHI.
CMEXHBIX  oOnacteit
70-90-x rr.
4. CoBpeMeHHbIE
CTaHJIapThI HCO,
MIpUMEHSIEMbIE B
yIpaBICHUU
JIOKYMEHTAIUEH.
Hmoezo 12 vacos

Paznen 2. MexayHapoaHash »SIIEKTPOTEXHMYECKas KOMHUCCHUS M €€ CTaHJapThl 110
YIPaBIEHUIO JOKYMEHTAIUEH.

Iloozomoska
K 1abopa-
MOpHOU
pabome

1. [ToBTOpUTH
MaTepuaibl  JICKIIUU
110 UCTOPUH CO3JTaHUS
u IEeITEILHOCTH
MDK.

2. Ha odunmanbpaOM
caiite MDBK
MOJIYYUTh
UHpOpMaLIUIO 0
pa3pabaThIBaeMbIX
cTaHmaprax  cdepsl
yIpaBICHUS
JOKYMEHTALUEH. .
[IpoananuzupoBath
MOJTy4EHH YO
nH(pOpMaIIHIO.

6 uacos

CMm. omucanue abopaTopHOi pabOTHI
Ne 2 u nexuuu 1o TeMe.
Hcnonb3oBate HHTEpHET-pecypchl ¢
odpunmansHoTo caiita MOK —

www. IEC. Org

Hmoeco

6 wacoe
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Paznen 3. UHble MexyHapoaHbIE OpraHU3alMU [0 CTaHAAPTU3AIMU U UX CTAHIAPTHI 1O

YIPABJICHUIO JOKYMEHTALUEH.

lloozomoska | 1. [loBTOPUTH 6 uacos CM. ommcanue m1abopaTopHON pPabOTHI
K 1abopa- MaTepuaibl  JIEKIUHU Ne 3 u nexuuu o teme.
mopHou u II0 IAaHHOU TEME. Hcnonbs3oBath MHTEPHET-PECYPCHI
koumpoavuo | 2. Yepes HWurepHer- 3apyO0exKHBIX OpraHoB 1o
u pabomam pecypcsl  MOJIy4UTh CTaHJapTU3aLUU (Dpannumy,
UHPOPMALIUIO 0 repManuy, BenukoOputanuu u ap.) u
HAI[MOHAJIbHBIX UX  HalWOHaJIbHbIE CTaHJapThl,
cTaHzaprax  cdepsl UCIIOJIb3yeMble B cdepe ymnpaBlieHUs
yIpaBICHUS JOKyMEHTalueH.
JTOKyMEHTaIuen BriGop cTpanbl (wim 3apyOeKHOTO
BBIOPAaHHOM  CTpaHBI. CTaH/apTa) OCTAeTCA 33 CTYJICHTOM.
[IpoananusupoBaTh
MOJIy4YEHHYIO
nHGhOpMaLHIO.
Hanucanue 1.  MexnyHapoHbie 6 gacos Pedepar nomxeH ObITh HamucaH Ha
acce OpraHu3aluu OCHOBE HMHTEPHET-PECYPCOB,
CTaHIapTU3AIUH. 3aCITyKUBAOLIUX JOBEpUs -
2. OCHOBHBIE 3Tallbl oUINABHBIX CalTOB
pa3BUTHUS MEXTyHapO HbBIX OpraHoB 1o
MEXJIyHapOAHOHI CTaHJAPTHU3ALMH.
CTaHJapTHU3AIUN Pedepar ™moxer OBITH TOCBSIICH
yIIpaBJICHUS OJIHOMY MEXJYHapOJHOMY OpraHy I10
JOKYMEHTaIUEH. CTaHJApTH3allMM C aKLEHTOM Ha
3. EBpomnelickas KOMMTETHI, 3aHUMAarONIUNICS
OpraHu3anus 1o npobiaemMaMu YIPABICHUS
CTaHJApTH3ALNHU: JOKYMEHTAllUM; WM HECKOJbKUM C
UCTOPUS  CO3JaHuf, IPOBEJEHUEM M3  CPAaBHUTEIBHOI'O
CTPYKTYpa, aHau3a.
HalrpaBJIeHUs Ob6vem  pedepara  3aBUCHUT  OT
NEeITENbHOCTH u BBIOpaHHOM TeMBI OT 15 110 25 cTp.
JIOKYMEHTHI, Pedepar nomxen ObITh 0opMIIEH 11O
periaMeHTHPYIOLIHe YCTaHOBJIEHHBIM IpaBUIaM u
ee JeATeNbHOCTb. colepxarb B cebe  OOJOXKKY,
(JIroGas apyras OTJIaBJICHHE, TeKCT pedepata ©
eBponenckas CIHMCOK HCIOJIb30BaHHBIX HCTOYHUKOB
opraHu3zanus, U JINTEPaTyphbI.
BOBJICUECHHAs B
nporecc
CTaHJAapTH3aALMH - TI0
BBIOOPY CTYZECHTA).
4. CoBpemeHHbIE
CTaHJApPThHI
€BPOIIEUCKUX
OopraHu3anui 1o
yIIpaBJICHUIO
JIOKYMEHTalUEH.
(Onucanue,
CpaBHUTENbHBIN
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aHaJIU3 U T.11.)

5. CoBpemeHHbIE
CTaHaPTHI u
cnenupuKanuu
€BPOIEUCKUX
Opra"u3arui o
001aCcTIM, CMEKHBIM
c yIpaBlieHUEM
JOKYMEHTAIUEH.
(Onucanue,
CpPaBHUTEIbHBIN
aHaJIN3 U T.11.)
6. Ananus
MyOTUKaIit
OTCUECTBEHHBIX "
3apyOeKHBIX aBTOPOB
o npobaeMam
MEKTYHAPOJHOMN
CTaHIapTH3AIUH
yIIpaBIICHUS
JTIOKYMEHTAIUEH.

Hmoeo 12 yacos

Paznen 4. CranmapTu3anus ynpaBJIeHHs JOKYMEHTAIMEH 3a PyOeKOM.

Hanucanue 1. CoBpeMeHHbIE Pedepar momken ObITh HamucaH Ha

pegepama CTaHapThI 6 uacos OCHOBE MHTEPHET-PECYPCOB,
3apyOexHBIX  CTpaH 3aCITyKUBAOLIUX JOBEpUS -
o yIIpaBJICHUIO 0UIMAIBHBIX CAaliTOB HAIIMOHAIBHBIX
JOKyMEHTaIue. OpraHoB, PEryIUPYIOUIUX MPOLECCHI
(Ctpana mo BbIOOpY yIpaBiIeHUS JTOKYMEHTAllUeH CTpaHbl,
CTYICHTA, Kpome BBIOpAHHOMU CTYJEHTOM.
ctpan CHI'). Pedepar moxker ObITh TOCBSIICH
2. HanmonaneHeie OJIHOMY HalMOHAJIBHOMY OpraHy ¢
Oprasbl o aKLIEHTOM Ha ero pa3padoTKu WU
CTaHIapPTHU3AIUN U UX Henon CUCTEMBI yIIpaBJICHUS
CTaH/IapPThI 1o JOKyMEHTAaIlMell CTpaHbl, BHIOpAHHOM
yIPaBICHHUIO CTYICHTOM.
JOKyMEHTaIueH. O6bem  pedepata  3aBUCHUT  OT
3. AHanuz BBIOpaHHOM TeMBI OT 15 110 25 cTp.
myOIUKaIui Pedepar momxen ObITh 0hOpMIIEH 1O
OTEUECTBEHHBIX u YCTaHOBJIEHHBIM MpaBUiiaM u
3apy0eKHBIX aBTOPOB comepkatb B cebe  OOJIOXKKY,
o npoOiemMam OTJIaBJIEHHE, TEKCT pedepata ¢
CTaHIapTU3AIIU CIIUCOK HCTIOh30BAHHBIX HCTOUYHUKOB
yIpaBICHUS U JIUTEPATypHI.
JOKyMEHTaIe  3a
pyOexKOoM.

HUmoeo 6 uacos

Paznen 5. IlpodeccuonanbHble OOBEAMHEHHUS CIHEIHATUCTOB B O0JACTH YIpaBJICHUS
nHpopManyei 1 JOKyMEHTaIMel, BIUSIONIIe Ha MPOLECCHl CTaHAapTU3alNN.
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Hanucanue 1. Accounanus Pedepar momxken ObITh HamucaH Ha

pepepama YIPaBISIOLUIUX 4 yaca OCHOBE MHTEPHET-PECYPCOB,
JOKYMEHTaIeH " 3aCTY’KMBAOIIUX JOBEpUS -
aJIMUHUCTPATOPOB oHIIHATBHBIX CaiToOB
(Association of npoecCHOHATIBHBIX  O00BEIMHCHHUI
Records Managers CIICLUATICTOB B 00JIACTH YIIPABICHHUS
and Administrators): uHpopManuei W JOKYMEHTAIHeH,
UCTOpHS  CO3JaHWA, BBIOPAHHOM CTYIEHTOM.
HaIlpaBJICHUS Pedepar moxker ObITH MOCBALIECH
NeSITeTbHOCTH, OJTHOM OpraHu3aluu u 17031
MIPOEKTHL O00OBEIMHEHUIO C AaKIEHTOM Ha €ro
2. MexnyHapoaHbiit pa3paboOTKU  WJIM  HECKOJbKUM  C
TPECT IO YIPABIICHUIO NPOBEJICHUEM WX CpPaBHUTEIHLHOTO
JIOKYMEHTaluen aHaJIn3a.
(International Records O6vem  pedepara  3aBHCHT  OT
Management  Trust): BBIOpaHHOM TeMbI OT 15 10 25 c1p.
HUCTOpPHUSL  CO3JaHUS, Pedepar nomxen ObITh 0OpMIIEH IO
HaTpaBJICHUS YCTaHOBIICHHBIM MpaBHIaM "
JIEeSITEILHOCTH, CoJIepXKaTh B cebe 00JI0XKKY,
MIPOEKTHI OTJIaBJIeHHE, TEKCT pedepata WU

CIIFICOK MCTIOJIb30BaHHBIX HCTOYHUKOB
Hmoezo 4 yaca
HUTOI'O 40 uacos
AHHOTaLUA

Juctunnuna «MeKIyHapoaHasi CTAaHJAPTH3AIMs YNPaBJeHUsl JTOKYMeHTalueii»
SIBJIIETCS YaCThIO 00S3aTeNbHBIX TUCIUILUIMH 0a30BOI YacTH yueOHOTO IiaHa BcexX mpoduieit mo
HaMpaBJICHUIO MOArOTOBKH OakanaBpoB 46.03.02 «J/lokymMeHTOBeleHUE M apXWBOBEICHUE» U
uzydaercss Ha 7 cemectpe. JucuurmumnHa peanusyercs Ha (akynbTere JIOKyMEHTOBEACHUSA U
TEXHOTPOHHBIX apXUBOB (®IuTA) kadenpoit ABTOMAaTH3UPOBAHHBIX CHCTEM
JIOKyMEHTaIlMoHHOTro o0ecniedenus ynpasienus (AC JJIOY).

Heap AMCHUMNJMHBI - U3y4eHHE TEOPETHUECKUX MPOOIEeM W MPHUKIATHBIX ACHEKTOB
MEeXIYHApOAHOU CTaHAAPTU3AIUH YIIPABICHUS JOKYMEHTAIIUEH.

OcBoeHME MUCHUIUIMHBI HAaNpaBlIe€HO Ha TMPHOOpPETeHHWEe CTYAeHTaMH 3HAHUM O
MPUHIMIAX Pa3pabOTKH  MEXAYHApOIHBIX CTAHIAPTOB, HWCIOJB3YEMBIX B  YIIPAaBJICHUU
JOKYMEHTAIMEH, OpraHnu3ainsx, BOBICYEHHBIX B Ty pa0doTy, a TAKXKe O CaMUX CTaHJapTax dTOi
cepsl.

Hpe,[[MeTOM HU3Y4YCHUA SABJEICTCA CTAHAAPTHU3ALUA  YIIPABJIICHUA HOKYMCHTaHHCﬁ Ha




29

MEXAYHapOJAHOM YPOBHE.
3agaum IMCUMIJIMHBI:
- M3y4eHHE OCHOBHBIX MOHSITHUH, MCIOJB3YyEeMBIX NPHU MPOBEICHUU PA0OT MO MEXKIYHApAOHOU
CTaHJapTU3AIMH YIPaBIEHUS JOKYMEHTALUEH;
- U3y4EHHE UCTOPUU MEXITYHAPOJAHOMN CTaHIapPTU3ALMH YIIPABICHMUS;
- M3y4eHHE HOPMATHBHO-IIPABOBBIX OCHOB CTaHJIApTHU3allMM YIpaBICHUsS TOKyMEHTalUed Ha
MEXAYHapOJAHOM YPOBHE;
- u3ydeHHe MHQPOPMAIMOHHBIX CHCTEM M OCHOBHBIX HMH(OPMAIMOHHBIX PECYPCOB,
WCIOJIb3YEMBIX IpPU OpPraHU3alMyd U TPOBEAECHUU padOT MO CTAaHAAPTH3ALUU YIPABICHUS
JNOKYMEHTaIMel Ha MEeXKyHapOJHOM YPOBHE;
- U3y4eHHE MEXAYHApOJHBIX CTaHJAPTOB, PETYIMPYIOIIUX cPepy YIpaBleHUs NJOKyMEHTaluei
U CMEXHBIX ¢ Hell obnacTeil.
JucuunnuHa (MOIyJNb) HalpaBiieHa Ha GOPMHUPOBAHHUE CIAEAYIOIINX KOMIETEHIINMA:
CriocoOHOCTh K HCHOJIB30BAaHUIO OCHOBHBIX METOJIOB, CIIOCOOOB M CPEACTB IMOIYYEHUS,
xpanenus, nepepaborku uapopmanuu (OK-10)
B pesynprare OCBOGHMS JUCHMIIMHBI OOYYaroLIUICS JOJDKEH JIEMOHCTPUPOBATh
CIIEAYIOIINE PE3YNIbTaThl 00pa30BaHMSL:
3HaTh:
- UCTOPHIO U OPraHU3aLMI0 MEXKAYHAPOJHON CTAHAAPTU3ALMHU YIIPABICHUS JOKYMEHTAUEH
- Opraibl M CTPYKTYpbl, PYKOBOJSIIME CTaHAApPTU3aLMEH YIpaBieHHUs JNOKYMEHTaluel Ha
MEXJIyHapOJIHOM YPOBHE
- OpraHu3alyy, pazpaOaTbIBAIOLINE MEXAYHAPOJHbIC CTaHIAPThl, UX CTPYKTYpY U CHELHU(UKY
JeATebHOCTH
- B3aMOCBS3b POCCUHCKUX U MEKIYHAPOIHBIX CTAaHIAPTOB MO YIPABICHUIO JOKYMEHTAIUEH
- HOpMaTHUBHbIE JOKYMEHTBI, perilaMeHTUpPYIOIKe pa3pabOoTKy M BHEAPEHUE MEXKIYHAPOIHbBIX
CTaHJapTOB
Ymersn:
- HCII0JI30BaTh HH(POPMALIMOHHBIE PECYPCHI MEKYHAPOIHBIX OPIaHOB CTAHAAPTU3ALUU
- IPUMEHATH HOPMBI MEXIYHAPOIHBIX CTAHAAPTOB 10 YIPABJICHUIO JOKYMEHTAIUEH
Biaagern:
- HaBbIKaMH paboThl B IHTEpHET
- HaBbIKaMU palOThl C O(PULUANBHBIMU CaiTaMHM MEXIYHApPOJHBIX OPIaHOB CTAHJAPTH3ALMHU -
HaBBIKAMU TOJYYEHUSI HHPOPMALIUU U3 CIICIIMATU3UPOBAHHBIX HH(POPMAITMOHHBIX CUCTEM
Paboueii mporpaMMoii peyCMOTPEHBI CIEAYIONINE BUABI KOHTPOJIS: TEKYIIMA KOHTPOJIb

YCIIEBAacMOCTHU B (bopMe OIIpocCa, 3CCC, UTOTOBas arreCTalus B (I)OpMC 3a4cTa.
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OO0mmas TpyI0eMKOCTh JUCHIHUIIINHBI COCTABIsACT 2 3. €., 72 .
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JIMCT UBMEHEHU

Ipunoowcenue 2

Ne | Tekcr akryanuzanuu win npuiaraemsiii Kk PIIJ[ tokymeHT, [Hara Ne
COZIepKAITUI U3MEHEHHUS IIPOTOKOJIA
1 | [punoxenne Ne 1 29.08.2018 1
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Tpunooicenue k nucmy uzmenenuii Ne 1
YTBEPXIEHO

[TpoTokon 3acemanus Kadenpbt
Ne 1 0129.08.2018

JIMCT UBMEHEHU

B pabodeil mporpaMMe JUCIHUILTUHBI Mk TyHapoIHAs CTaHAaPTH3AIUS YIIPABICHUS
JIOKYMEHTaluen

0 HampaBJIeHUIO MoAr0ToBKU 46.03.02 JlokymMeHTOBEIEHHE U apXUBOBEICHUE
Ha 2018/2019 y4eOubIii ro

1. VwueOHas gucHUIUIMHA BBIBEJCHA M3 CIIMCKA IUCIUILIMH y4eOHOTO TIIaHa.
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