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1. TIosicHUTeIbHAA 3aMHUCKA

1.1 Ileap m 3aga9u TUCHHUILINHDBI

Lenp AUCHUIUIMHBI — 00€CNeYnTh HEOOXOAMMBIM M TOCTATOYHBIN YPOBEHb TEOPETHUYECKUX
3HAaHUM M HABBIKOB HX INPUMEHCHUS B PCIICHHUH MPAKTUYCCKUX 3ala4Y YnpasieHus JAOKyMEHTaMU B

OopraHusanusix.

3amaun JUCLUILINHEL:

® u3yuyeHHE UCTOPUHU (HOPMHUPOBAHUS U PA3BUTHUS MPEICTABICHUNA 00 YIPAaBICHUH TOKyMEHTAMHU

Kak (yHKIIMH MEHEKMEHTA;

® M3YUCHUC COACpKaHUA IIOHATUA

JOKYMCHTaAMMN»,;

e I3ydYeHHE HOPMATHBHOW TMPaBOBOW 0a3bl M METOAMYECKOTO OOECIeUeHUsS YIPaBICHUS

AOKYMCHTAaMH B OpTaHU3alUAX;

e U3y4YeHHE MPOIECCOB IJIAHUPOBAHUS, PETYIUPOBAHUS, KOHTPOJS,, MOHUTOPUHIA U ayauTa B
CUCTEME yMpaBJICHUS JOKYMEHTaMH B OpraHU3allUsX;
® U3Yy4YCHHE KOMIUIEKCA JOKYMEHTOB,

OpraHu3alusIX;

® M3YUCHHUC MCCTa U POJIH JOKYMCHTHBIX CUCTEM, UCITIOJIB3YEMbBIX JIA YIIPABICHHUA JOKYMCHTaAMH

B OpraHu3anuigx.

«yTIpaBlieHUE JIOKYMEHTaMu,

PCrIIaMCHTUPYIOIIMUX YHOPABJICHUC NOKYMCHTAMH B

1.2 TIlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHH MO JUCHUIIMHE, COOTHECEHHBIX C
HHIUKATOPAMH I0CTHKEHHS KOMIIeTeHIN

KoMmnerenusa
(KO M1 HANMCHOBAHUE)

NHaukaTOpsl KOMIIETCHIUM
(KO ¥ HANMCHOBAHUE)

PesynpTaTs o0ydeHus

VK-6. Criocoben
OTIPEICTISITh U
pealln30BhIBATh
MIPUOPUTETHI COOCTBEHHOM
EATEIILHOCTH U CIIOCOOBI
€€ COBEpPILICHCTBOBAHUS HA
OCHOBE CaMOOILIEHKH

VYK-6.1. ocymecTBiser
caMopa3BUTHE,
caMopeaau3aluio, UCIOIb3yeT
TBOPUYECKUU IMOTCHIIUAI

JHAT b: KpYT HEJCH H 33749
pOgh eCCHOHAIEHOH

J€AT eJIbHOCT H

Yaer b: popmympoBat b nem
3a7a49d coOCT BEHHOH

J€AT €/IbHOCT H

Brager b: HaBEIKaMH
onpeneeHus nyT €4 JOCT WX CHHSA
110CT aB/IeHHBIX LEJICH ¢ y9eT oM
PECYPCOB, YCIIOBHH, CPEJCT B,
BPEMEHHOH MepCrieKT UBBI
DAa3BHUT HA AT €JIbHOCT H H

TUIA HUPYEMBIX PE3YJIbT aT OB

[1K-1. CnocoGen
OCYILIECTBIISTh
PYKOBOJCTBO
NeSITeNIbHOCTBIO TI0
JOKYMEHTAI[MOHHOMY
00€eCIIeueHUI0 YIIpaBICHUS
OpraHu3anyei 1 apxuBoM

ITK-1.1. ocymecTBisieT paboTy
C pa3IMYHBIMHU KaTETOPHIMHU
JOKYMEHTOB B YIIPABJICHUH U
apXHBE Ha OCHOBE TPEOOBaHMIT
HOPMATUBHBIX JOKYMEHTOB

3HAT b CT PYKT Ypy
rocyAapcT BEHHBIX OPIaHOB,

OpraHoOB MECT HOTO
caMoynpaBIeHHA, OPraHH3a [IHH
PAIHIHBIX (P OpM

coOCT BEHHOCT H, HOpMAT HBHO-
1paBoBbIe aKT bI B chepe
JOKYMEHT aI[HOHHOTO
obecriedeHns yrpaBIeHuI

Ymer b ana/m3HPOBAT B
IpaBoBbIe aKT bI B chepe
JTOKYMEHT aI[HOHHOTO

«cucTeMa  yrpaBJICHUS




obecrieqeHHs yrpaBiIcHUI H
BBIAB/AT b BH/JOBOH COCT aB
0053aT €JIbHBIX JIOKAIbHBIX
HOPMAaT HBHbBIX AKT OB

Brazer b HaBbIKAMH MPHMEHECHHS
oorerocy1apcT BeHHBIX HOPM B
c@hepe JOKYMEHT allHOHHOTO
obecriedeHns yrpaBIeHu IPH
paszpabot ke JOKaJIbHbIX

HOPMAaT HBHbIX AKT OB

I1K-1.2. o6ecnieunBaer
B3aUMOJICMCTBUE CTPYKTYPHBIX
MOJIpa3ieJICHNl OpraHu3aluu
10 BOTPOCcaM paboTHI C
JOKYMEHTaMHU

3HAT b IPaBHIA Pa3paooT KH
JIOKAJIbHBIX HOpMAT HBHBIX KT OB,
HX CT PYKT YpY H COQEPK aHHE
Yumer b: paspabart s1Bar b
JIOKaJIbHbIE HOpMAT HBHBIC AKT BT
B cgpepe JOKYMEHT allHOHHOTO
obecriedeHHA yrpaBIcHHA B

COOT BET CT BHH C

JEHCT BYIOIIHMH 1IPaBOBBIMH AKT
Brazer b HaBbIKAMH IOATOT OBKH
TIPOEKT OB JIOKA.TbHBIX

HOpMAT HBHBIX AKT OB, HX
COTIACOBAHNA H YT BEPK JCHHAL

[1K-3. Criocoben

[1K-3.1. pa3pabarsiBaeT

3HAT b; 0COOEHHOCT H paboT BI C

VIIPaBIISATH MOJIUTHKY OpPTaHU3AINH B PATHYHBIMH CHCT €Ma
JNOKyMEHTaluen 00JIacCTH yrpaBJIeHUs JOKYMEHT aI[HH
OpTaHu3aIH JTOKYMEHTaMH U OCYILECTBIATh | YMeT b. pabor aT b ¢
KOHTPOJIb 3a ACATCIIbHOCTBIO Pas3/iIHdYHbIMH CHCT CMaMH
COTPYIHUKOB OPTaHU3AIMH B | JOKYMEHT aLHH
obmactu paboThI € Brazer b: HaBbIKaMH
JOKYMEHTaMH B YIIPABJICHUU U | COBEPLICHCT BOBAHHIO PA0OT BI C
apxuBe JOKYMEHT aMH,
obecriednBa FOIIHMH Pa3/THIHBIC
TIPOIIECCHI
ITK-5. Crnoco6en | [1K-5.2ciocoben obecnieunts | 3HAT b OpaBHIa OpraHU3aHH
OpPraHM30BaTh  XpaHEHUE | GOPMHUPOBAHHUE U COXPAHHOCTh | OMepaT HBHOTO H aPXHBHOIO
JTOKYMEHTOB B | JOKYMEHTAJIBHOTO U XpaHeHHA JOKYMEHT OB
opraHu3anuu ¢ | apxuBHOTO (poHMA Ymer b: oprannzoBsiBar b
WCTIOJIh30BaHUEM OpTaHU3aIlH B COOTBETCTBUE C | OIIEPAT HBHOE H APXHBHOE

COBPEMEHHBIX TEXHOJOTHI
1 3apyOEKHOTO OTBITA

TpeOOBaHUSMU HOPMATHUBHBIX
MpaBoOBBIX aKTOB Poccuiickoit
denepaunu 1 JIOKaIbHBIX
HOPMAaTUBHBIX aKTOB

XpaHeHHe JOKYMEHT OB B
OpraHH3a[HAX Pa3JIHIHBIX () OpM
CcOOCT BEeHHOCT H,

rocyapcT BeHHBIX OPraHAX H
OpraHax MecT HOIO
caMoynpaBIcHAS

Braner b HaBpIKaMu 06paOOT K
H IIOATOT OBKH JOKYMEHT OB JUIA

T eKYIEr0 H apXHBHOTO XPaHEHHS

1.3 MecTo AUCHMIIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHO NMPOrpaMMblI




Juctummaa (Moaynb) «YTpaBlieHUE TOKYMEHTaMH B OpraHU3allUsX» OTHOCHTCS K YacTH,
dhopMupyeMoil ydacTHUKaMH 00Opa30BaTeIbHBIX OTHOIICHWHA MPOTpaMMbI Maructpatypbl «Teopus u
MpakTUKa paboThl C AJIEKTPOHHBIMH JIOKYMEHTaMU B YIPABJICHWHW WU apXHWBax» IO HAIMPABICHUIO
noarotoBku 46.04.02. JIokyMeHTOBEIEHUE U apXUBOBEICHUE.

Jis  ocBOEHUsS JUCUUIUIMHBI (MOAY/II) HEOOXOAWMBI 3HAHUS, YMEHHS U BIaJICHUS,
c(hOpMHUPOBAHHBIC B X0JI€ U3yUEHUS CIACAYIOMNX JUCITUTIINH U TIPOXOXKIECHUS MPAKTHK:

- «[udpoBoe rocyaapcTBEHHOE YIIPABICHUEY;

- «3apyOe)KHBIN ONBIT YIIPABJICHUS JOKYMEHTAMH M apXUBaMHK,;

- «OcHOBBI ITUPPOBON IKOHOMUKH.

B pesynbrare ocBOeHUS AUCHUILUIMHBI (MOAYJs) (DOPMUPYIOTCS 3HAHHS, YMEHUS U BIIAJICHHUS,
HEOOXOIUMBIC JUIS U3YYCHHUS CIEAYIONINX TUCITUILTNH (MOIYJeH ) U IPOXOKIACHUS TPAKTUK:

- «IH(opMannoOHHBIN MEHEKMEHTY,

- «OcHOBHI K1accuuKauy HHPOPMAITUH U JOKYMEHTAITUN,;

- «PermamenTarus ynpaBJieHHs dJIEKTPOHHBIMU JOKYMEHTAMH B OPTaHU3AIHIX >,

- « IHpOpMAITMOHHBIE CHCTEMBI B YIIPABICHUU JOKYMEHTAMIE.

2. CTpykTypa AMCUHIJINHBI
OO01mast Tpy10€MKOCTh TUCHHUTUIHHBI COCTaBisIeT 3 3. €., 108 akameMudeckux 4acos.
CTpykTypa AUCHHUILIMHBI 1)1 04HOH (opMBbI 00yUeHUs
O0beM aucHUIIMHBL B (OpME KOHTAaKTHOW pPabOThl 0OydYaromuxcsi ¢ TeAaroruaecKuMu

paOoTHHKaMu W (WIM) JHMIIAMH, TPUBJICKAEMbIMH K peanu3alud o0pa30BaTeNbHONW MPOrpaMMbl Ha
UHBIX YCIIOBUSX, IPH NIPOBEACHUH YU€OHBIX 3aHATHUI:

Cemectp | Tun yueOHBIX 3aHATHI KonnuectBo
9acoB
1 Jlexun 24
1 CemMuHapbl/m1abopaTopHbIe paboThI 36
Bcero: 60

O0beM AuCHHUILTUHBL (MOYJIs1) B JOpME CAMOCTOSITENIbHON pabOoThl 00YJAIOIIHUXCSI COCTABIISIET
48 akageMr4ecKux yaca(oB).

3. ConepxaHue TUCHUILIUHBI (MOTYJIs1)

Pa3nen 1. Beenenue. Ilpeamer u 3a1a4u Kypca

Uctounuku u nurteparypa. Ilpeamer um 3amaum kypca. Mecto Kypca B CHUCTEME APYTUX
Y4eOHBIX AUCHUIUIMH. VICTOYHHKH U JUTEparypa 1o Kypcey. 3aKOHOJATeIbHbIE U MHbIE HOPMAaTUBHBIC
MIPAaBOBbIE  AKThl, HALMOHAJIBHBIE CTaHAAPTHI, METOAWYECKHE JIOKYMEHThl 10 YIPABJICHUIO
nokymeHntamu. MHrepHer-pecypcel. Mecto Kypca cpeau JApYIMX HAy4YHBIX JUCLHIUIMH: -
«MHbOPMAIIMOHHBIA MEHEIKMEHTY», «3apyOeKHBIM OIBIT YINPABICHUS NTOKYMEHTAMU U apXUBaAMU»,
«H(popMallMOHHBIE CUCTEMbl B YIpaBIEHUM JIOKyMEHTaMHu», «PermameHTramusi yrnpaBleHUsS
3JEKTPOHHBIMH JJOKYMEHTAMU B OpPraHU3aLUsAX».

Paznea 2. Uctopusi popMupoBaHus npeacraBjieHid 00 ynpaBjeHUH JTOKYMEHTAMHU KakK
(GyHKUIHMU MEHeT:KMEHTAa

Ucropust popMupoBanus KoHuenmuu yrpasieHus qokymeHTamu B 1970-90-e¢ roxer B CILIA
(Xopton @. A., Jlennon K., Credenc JI. O. CammepBun Jx. P. u np.). Poccuiickuii ombIT
MIPUMEHEHUSI KOHLEMIUHU YIIPaBJIEHUs JOKYMEHTaMHU.



VYrpaBieHue AOKYMEHTaMH KaK BUJ JEATEIHHOCTH, MO3BOJSIONINI CO3/aBaTh JOKYMEHTHI U
OpraHU30BBIBaTh PabOTy ¢ HUMHU Hanbosee 3hHEKTUBHBIM CIIOCOOOM, UCKITIOYasi BO3MOKHBIE PUCKH U
MUHUMU3HPYS 3aTPaThl OpraHU3auu (TPYAOBbIe, PUHAHCOBEIC U Ip.).

VYmpaBieHne AOKYMEHTaMH Kak OJHAa W3 (YHKIHMM MEHEIKMEHTa, CToAlas B pIay C
yIpaBIeHUEM TIEPCOHATIOM, YIIpaBIeHHUEM (PMHAHCOBBIME pecypcamu, HH(POPMAIIMOHHBIMH U JP.

Ponp uHOpMaLMOHHBIX  TEXHOJOTUH B  (HOPMHUPOBAHMM  KOHLEMIUHU  YIPaBICHUS
nokymeHtamu. MH(pOpMalMOHHBIE TEXHOJIOTUH KAaK HMHCTPYMEHT, MO3BOJIIONIUN HHTETPUPOBATH
JOKYMEHTBI U HH(POPMAIIUIO B TIPOLIECCHI YITPABIEHUS (IEIOBOM AEATEIHHOCTH).

Pounb crannapros MCO B pa3BuTHU KOHLENIMH yrpaBieHus gokymentamu (ISO 15489-1:2001
«Information and documentation. Records management» (MICO 15489-1:2001 «Wudopmanus u
JOKYMEHTaIus — YPaBICHUE TOKYMEHTAMU») U JIp.).

VYrpaBieHre JOKyMEHTaMH Kak JesITeIbHOCTb, B paMKaX KOTOPOH (GOpMUPYIOTCS TTOJIOKEHUS O
MOJINTUKE YIPABICHUS JTOKYMEHTaMH, OTBETCTBEHHOCTH 32 JIOKYMEHTHI, TIOTHOMOYHSI JOKHOCTHBIX
Ul 1 paOOTHUKOB B OTHOUIEHUH JOKYMEHTOB, LM U 3aJja4d 10 BHEIPEHUIO CIEIUAIU3UPOBAHHBIX
CUCTEM YMPaBIECHUS JOKYMEHTaMH (JJOKYMEHTHBIX CUCTEM) U X aJIMHHHCTPUPOBAHHUIO.

Pa3nen 3. [lonssTuiinbiil annapat B cepe ynpasJeHUs] JOKYyMEHTaMHU

[TonsTuiinplii anmapat B cdepe ympaBieHus AokymeHTamMu. OCHOBHBIE HOpPMAaTHBHBIC H
METOAMYECKUE TOKYMEHTHI (3aKOHOAATEIbHbBIC U WHbIE HOPMATUBHBIC MTPABOBBIEC aKThI, HAI[HOHAIbHBIC
CTaHJapThl, CIIOBAapH), YCTAaHABIMBAIOIIME TEPMHHOJOTHIO B cdepe yNpaBieHHUs TOKYMEHTAMHU.
3HayeHHne HAIlMOHAIBHBIX CTAaHAAPTOB, pa3paboTaHHbIX Ha Oase cranzaproB MCO, B ycTaHOBICHUU
MOHATUHHOTO anmapara B chepe ynpasieHus nokymentamu: [[OCT P UCO 15489-1-2019 «CUBU/I.
Wudopmanus u nokymeHTanus. Ynpasienue qokymentamu. Yacte 1. [onstus u npunmuns», [OCT
P CO 30300-2015 «CUBU]JI. Madopmanus u nokymeHnTanus. CUCTEMBbI yIPaBICHHUS TOKYMEHTaAMHU.
OcnoBuble nonoxenus u ciosapb», [OCT P 7.0.8-2013 «CUBU/. [lenonpou3BOACTBO U apXHUBHOE
neno. TepMHUHBI U OIIpeIeICHUSI».

Posnp TumoBbIx TpeOOBaHUI K yIpaBieHUIO O(QUIHATBLHBIMU 3JIEKTPOHHBIMU JTIOKyMEHTAMU
(Model Requirements for the management of electronic records, MoReq2) B pa3BuTHH TOHATHIHOTO
ammapara B cepe ynpaBiIeHHUs JOKYMEHTaMH.

CognepxaHue M COOTHOUIEHHE Oa30BBIX TOHATUN ynpaesnieHue OOKYMEHmMamMu W cucmemd
ynpasnenus 0okymenmamu. COBOKYITHOCTh MOHATUH, 0003HAYAIOMINX TPEOOBaHUS, IPEAbABISEMBIE K
JTOKYMEHTaM (aymeHmuyHoCms, 00CMOBEPHOCb, YELOCHMHOCHb, NPUOOHOCHb OJisl UCNONb3068AHUSL),
3HaYCHHWE TMOHATUH, OOO3HAYAIOIIMX TWPOIECCHl YIpPaBICHUS JOKyMEHTaMM (Kiaccugurayus,
uHoexkcayus. 00CMyn, KOH8epmMayus, Muepayus, YHUumoxcenue, omoop u xpanenue u ap.) v Jip.

Paznen 4. Cucrema ynpapjieHHsi JAOKyMeHTamMu opranuzanuu. HopmaTtuBHoe
peryJinpoBaHue U MeTOAUYeCKOe o0ecredeHne yIpaBieHus JOKYMEHTAMH B OPraHU3aluu

3akoHOMATeNbHBIE W WHBIE HOpMaTWBHBIE akThl Poccuiickoii ®enepanuu B cdepe
JIENIONPOU3BOJICTBA M apXHMBHOTO JieJla KaK HOPMAaTHUBHAsS OCHOBA YIPABICHHUS JOKYMEHTAMHU B
opranuzanusax (denepanbHpie 3akoHbl «O0 wHoOpManuu, WHGOPMAIMOHHBIX TEXHOJOTHUSIX H O
3ammmre uHpopMmammm», «OO0 snekTpoHHOM mnoamuchy, «OO0 apxuBHOM jgene B Poccuiickoit
®denepaunn», HOpMaTUBHBIE MpaBOBbIe akThl PocapxuBa B cdepe Aenonpou3BOACTBA U apXUBHOTO
niena u ap.).

Hauunonansubie cranmaptel  Poccuiickoit @enepanuu MO  YHNPaBICHUIO JOKYMEHTAMH,
yCTaHABIMBAIONIE TPeOOBaHUS K CHCTEME YIPABICHUS JOKYMEHTAMH, OIMPEACISIONUE COCTaB H
YCIIOBUSL YIpPaBJIEHYECKUX JACMCTBUIA, HANpaBICHHBIX Ha (OPMUPOBAHHME TOJUTUKH YIIPABICHUS
JOKYMEHTaMH, pacrpejesieHne (yHKIHA U OTBETCTBEHHOCTH B cdepe YIpaBICHUS TOKYMEHTaMH,
BHEJPEHUE TMPOIECCHOTO IMOJAX0/a, BEJCHHE MOHMTOPMHIAa W ayauTa B CHCTEME YIPaBJICHUS
JOKYMEHTaMHU, MPUHSTHS MEp MO COBEPIICHCTBOBAHUIO MPOLIECCOB yIpaBlieHUs! JoKkymMmeHTaMu. CBs3b
HAI[MOHAJBHBIX CTAHJAPTOB [0 YIPABJICHHUIO JOKYMEHTaMH CO CTaHJapTaMH Ha CHUCTEMBI
MEHEKMEHTa KaueCTBa, OXPaHbl OKPYXAIOLEel Cpebl U Jp.



Pacnipenenenre 1MOJHOMOYMI M OTBETCTBEHHOCTH 3a yINpaBICHHE JOKYMEHTaMU B
NesITeIbHOCTH opranu3anuii. Poiabs u pyHKINK pyKOBOACTBA B CUCTEME YIPABICHUS JOKYMEHTaMHU.

VYcnoBusd M NOPAJOK BHEAPEHUS M NPUMEHEHHUS JOKYMEHTHBIX CHCTEM MJIs YIPABICHUS
JNOKYMEHTaMHU.

Pa3znen 5. IloiuTHka ynpaBjieHHs JOKYMEHTaAMU: MPUHIUNBI Pa3padoTKH, colepKaHue,
NpUMeHeHHe

[TonmuTuka ympaBieHHs JOKYMEHTaMH Kak oduuuaibHO CchOPMYIUPOBAHHBIE BBICIIUM
PYKOBOICTBOM HAIIPABICHUA OEATECIBbHOCTH OPraHU3alUd [0 YIY4YIICHUIO CHUCTEMBI YIIPaBICHUS
nokyMeHTaMu. CBs3b MOJIUTHKU C MUCCHEH OpTaHU3aluU, LEIIMU JeSTeIbHOCTH OpraHUu3aliy.

Lenb pa3pabOTKK MOJIMTUKU YIpPaBICHHUS TOKYMEHTAMHU - CO3JAAHUE M TOAJCPKKA CHUCTEMBI
yIOpaBiIeHUS ayTEHTHUYHBIMH, IOCTOBEPHBIMH M MTPUTOJHBIMH JUISI WCIOJB30BAaHUSA JOKYMEHTaMH,
CIIOCOOHON TOJAECPKUBATH [EIOBYIO JEATEIHLHOCTh B TEUEHHE YCTAHOBIEHHOTO (HEO0OXOIMMOTO)
BpPEMEHH.

ITonuTtuka ynpaBiaeHus NOKYMEHTAMM KaK PYKOBOISILUMNM JOKYMEHT, IPUHUMAEMBbI BBICILIMM
pykoBoacTBoM. [lopsimok pa3pabOTKM TMOJMTUKU YIpaBICHHs JTOKyMEHTaMu (CorjiacoBaHUe,
YTBEP)KACHUE, JAOBEACHUE [0 COTPYJHUKOB opraHuzanuu). CTpykTypa [JOKyMEHTa. Y CIOBHS
MepecMOTpa MOJUTUKHU YIIPABICHUS TIOKYMEHTaMU U €€ OOHOBIICHUSI.

AHau3 JeATENIbHOCTH OpraHM3alliid KaKk OCHOBa il pa3pabOTKU TMOJUTUKU YIPABICHUS
JOKYMEHTaMHU.

Pa3nes 6. MOHUTOPHMHT U AyIUT B cCTeMe YIIPABJIEHUS TOKYMEeHTAMH

Ilen MOHUTOPHUHTA U ayAUTA B CHCTEME YIpaBiIeHUs JOKyMeHTaMu. OOBEKThl MOHUTOPHHTA U
ay/uTa: TOJMTHKA YIIPABJICHHs TOKYMEHTaMH (Ha MPEeIMeT ee COOTBETCTBHUS JCJIOBBIM MOTPEOHOCTSIM
U ydeTa JIIOOBIX 3HAUYMMBIX M3MEHEHHMH B OpraHW3allMH); MPOLECCHl YIPaBICHUs JTOKYMEHTaMu (Ha
mpeIMeT HUX JOCTaTOYHOCTH M Pe3ylIbTaTUBHOCTH); JOCTATOYHOCTH MU  OOOCHOBAaHHOCTH
AOKYMCHTHUPOBAHUSA U TOJHOTa AJOKYMCHTAIUH, AOCTATOYHOCTH  PECYPCOB (‘-IGJIOBG‘IGCKI/IX,
(UHAHCOBBIX, MHPPACTPYKTYPHBIX, TEXHOJIOTHUECKUX U Ap.) AJS JOCTUKEHUS IieNieH, 3asBICHHBIX B
IIOJINTUKE YIIPaBICHUS JOKYMEHTAMU H JIP.

HopMaTuBHBIE aKThl OpTraHU3AlUM, OMPEIEISIONINE TMOPSAOK MPOBEACHUS MOHUTOPUHTA U
ayauTa U yCTaHaBJIMBAIOIIUE: YTO ITOJIEKUT U3MEPEHUIO U IIPOBEPKE; METOABI IIPOBEPKU, U3MEPEHU,
aHaJlu3a M OICHKU; YCJIOBUS M TEPUOJUYHOCTH MPOBEACHUS TMPOBEPOK, YCIOBUS U (QopMmy
MNPpEACTABJICHUA PC3YJIbTATOB aHAJIN3a MOJTYYCHHBIX TaHHBIX.

AyauT BHENTHUHN U BHYTPEHHHM, 0OCOOCHHOCTH TTPOBEICHHMS.

[InaHupoBaHMe MOHHUTOPUHTAa W ayauTa, OCHOBHBIC JTallbl IMPOBEACHHS paboT B Xoje
MOHHUTOPHHTA U ayAuTa, opopmIiIeHHE Pe3yIbTaTOB.

Pa3paboTka Mep 1Mo yIyulIEHUSIM B CUCTEME YIPaBICHUS TOKyMEHTaMHU.

Paznen 7. TpeGoBaHusI K TOKYMEHTaM, JOKYMEHTHPOBAHUIO, XPAHEHHI) JOKYMEHTOB H
AOCTYNYy K HUM

JlokyMeHThl Kak HH(OpMAIMOHHBIH pecypc opranuzanuu. HopMmaTHBHOE peryianpoBaHue
MPOLIECCOB IOKYMEHTUPOBAHUSI B OPraHU3ALINH.

YcTaHoBeHHE B CHUCTEME YIPABICHHUS JOKYMEHTaMH TpeOOBaHMU K CO3JaHHMIO JJOKYMEHTOB
(MpaBUI TOKYMEHTHPOBAHUS ), ONPEEIIAIONINX, KaKue JOKYMEHTHI JOKHBI ObITh CO3/1aHbl B Ipoliecce
NEeSTeIbHOCTH OPTaHMU3AIMKM U BBEICHB B MH()OPMAIMOHHYIO CUCTEMY, Kakas MHQpOpMAIUs TOJHKHA
OBITh 3a)UKCHpPOBAHA B ATUX JIOKYMEHTaX, U Kakue AaHHbIC (MeTagaHHBIE) 00 ITHUX JTOKYMEHTax
HEOOXOIUMBI JUTsI YIIPABIICHUS ITUMH JOKYMEHTAMHU.

Pa3zpaboTka u npuMeHeHrne yHUUIIMPOBAHHBIX (POPM JOKYMEHTOB (I1a0JIOHOB JOKYMEHTOR).

YcraHoBieHHe TpeOOBAaHMI K XPAaHEHHIO JIOKYMEHTOB, OINPEACISIOIINX CPOKH XpaHEHHUs
JOKYMEHTOB, OPTaHU3ALIMIO0 UX TEKYIEro XpaHeHus!, MOPSAO0K BbIIENIEHUS JOKYMEHTOB OpraHu3aluu K
YHUYTOXKEHHUIO.



HOp}II[OK A0CTYyIIa K OOKYMCHTaAM U HCIIOJIb30BAHHA OOKYMCHTOB, OHpGI[GJIHIOH.IHfI, KOMY
paspelieH JOCTyn K JOKYMEHTaM, KaK pEryJupyliTcs IpaBa JIOCTYINa, YCIOBUS JOCTyNa W
HCIIOJIb30BAHHUA JOKYMCHTOB. KOHTpOJ'H: AO0CTYIIA.

TpeboBanusi Mo 00ECIEUEHUIO COXPAHHOCTH JOKYMEHTOB: TPEOOBAHUS IO TEPEMEIICHUIO
(MHTpanu) JOKYMEHTOB, KOHBEpTAllUM JOKYMEHTOB, BbIOOpa (opmara JOKyMEHTa. YHHUYTOXKECHHE
JTOKYMEHTOB.

Pa3nen 8. [Ipouecchl u cpeacTBa ynpaBjieHUs IOKYMeHTAMH

[Iporecc kak AeATENbHOCTH (NEHCTBHS WM COBOKYIIHOCTH JACWCTBHUIl), HampaBlieHHas Ha
M3MEHEHHE CBOWMCTB AJIEMEHTOB cucTeMbl. [Iporeccsl B cucteMe ynpaBieHHs] JOKYMEHTOB —1€UCTBUS
(COBOKYITHOCTBH JEWCTBHUIl), KOTOpBIE IOJKHBI OBITH peaqu30BaHbl B OPraHM3allid B OTHOLICHUHU
JOKYMEHTOB U KOTOpble O00ECleYnBaIOT CO3/laHUE [OKYMEHTOB, YIpPaBIE€HUE TOKYMEHTaMU H
KOHTPOJIb IOKyMEHTOB U IOKyMEHTOO0O0pOTA.

CpexactBa ynpaBieHHUs TOKYMEHTaMU — HHCTPYMEHTBI, UCIOJIb3yEMbIE B CUCTEME YIIPaBJICHUS
JOKYMEHTaMU JJI CO3/IaHUs JOKYMEHTOB, YIPaBJIEHUS JOKYMEHTaMH M KOHTPOJS JOKYMEHTOB U
JIOKYMEHTOO000pOTA.

[Ipoueccel ynpasieHus: JOKyMEHTaMHU:

- CcO3JlaHuE JOKYMEHTOB (OIpeleleHHe TOro, Kakue JAOKYMEHTBI JOJIKHBI OBITH CO3/IaHBI, B
Kakoil (hopme, Kakue TEXHOJOTHH IOJDKHBI OBITh HCIIOJIB30BAHBI IS CO3JAHUSI, KEM IOAMKICAHBI,
KOT/1a TOKYMEHTBI JI0JDKHBI ObITh BKIIIOUEHBI B JOKYMEHTHYIO CHCTEMY, C KaKUMH JeT0BbIMU (OH3HEC-
WIM aJMUHUCTPATUBHBIMHU) TIPOIECCAMU OHHU JOJDKHBI OBITh CBSI3aHBI, KAKOB CpPOK XPaHCHUS
JIOKYMEHTOB H JIp.);

- YOpaBJeHHUE U KOHTPOJIb JOKYMEHTOB (OIpe/esieHHe TOTr0, KaKue METaJaHHbIe JTOJIKHBI OBITH
CO3/aHbl Il YIpaBJIEHHWA JOKYMEHTAaMH M Ha KaKOM JTafe, pEerucTpauus JOKYMEHTOB,
KIacCUpUKAUS JTOKYMEHTOB, HWHICKCAIUS JOKYMEHTOB, OpraHU3alus JOCTylna K JOKyMEHTaM
(ucnonb30BaHUE JOKYMEHTOB), XpaHCHHE JOKYMEHTOB B CHCTEME, OTOOp W Tepejaada Ha apXHBHOE
XpaHEHUE WIN YHUUYTOKEHHUE U IP.).

Pa3nen 9. YnpasiieHne puckaMu B CHCTeMe YNIPaBJIeHUs TOKYMEeHTAMH

[lousatus pucka, ynpaénenus puckamu. HeoOXxonuMocTb HMISHTU(UKAIUU U yIpaBICHUS
PUCKaMH, OTHOCSIIIUMHUCS K JJOKYMEHTHBIM IIPOLIECCaM U CUCTEMaM.

I'OCT P 57551-2017/ISO/TR 18128:2014 «Mudopmarus u goxkymentamus. OneHKa pUCKOB
IUI TOKYMEHTHBIX IPOLIECCOB M CUCTEM», €TI0 COJEp)KaHUE, HA3HAYEHUE, NOPAJOK IPUMEHEHUs IIpU
YIPAaBIECHUU PUCKAMH B OpraHU3aLUsX.

Opranuzanys 1 OPOBEJEHHE OLIEHKH PHUCKOB, CBSI3aHHBIX C JOKYMEHTHBIMHU IpOLECCaMU U
CHUCTEMAaMH.

[TpuHUIMTIBI U KPUTEPHH OLIEHKU PUCKOB. BHEIIHNE 1 BHYTpEHHUE 0OCTOATENbCTBA U YCIOBHUS
(axTopsl), MOPOKIAIOIME PUCKH B JESATEIHOCTH OPraHU3alMM, CBS3aHHbIE C JOKYMEHTaMH U
npoueccamu (CpeicTBaMHU) YIIpaBJI€HUs JOKYMEHTaMU.

CranpapTHass  METOJOJIOTHSl  OLEHKM PHUCKOB M ympaBieHus puckamu. OOGmnactu
HEOIIPEIEICHHOCTH IIPU OLEHKE pHUCKOB. I[lmaHupoBaHue NEUCTBUH B OTHOLIEHUU DPUCKOB M HX
CHIDKCHUS.

4. OoOpa3oBaTe/ibHbIE€ TEXHOJIOTHH

Ne .
u/n HaumenoBanme pa3jaena Buabl yueOHbIX 3aHATHI Oopa3oBaTe/ibHbIE TEXHOJIOTUH
1 2 3 4
1 |BBenenue. [Ipenmert u|Jlexyus 1 Beoonas nexyus c npumenenuem
3ajaun Kypca. McTouHuku u MYTbMUMEOUUHO20 NPOEKMOopa




JuTeparypa. Ilpakmuueckas paboma Ne 1 |3anamus 6 KomnviomepHom
Kaiacce
Camocmosmenvras paboma  |Koncynemupoeanue
Ucrtopus dbopmupoBanusi|Jlekyus 2 Jlexyus ¢ npumenenuem
MpeACTaBICHUI 00 MYTbMUMEOUUHO20 NPOEKmMopa

yIPaBICHUN JOKYMEHTaMHU
KaK (QyHKIIMM MEHEJKMEHTA

Ipakmuueckas paboma Ne 2

Sausamus 6 KOMNbiomepHom
Kjacce

CamocmosmenvHas paboma

Koncynemuposanue u nposepxa
0OMAWHUX 3a0aHULL NOCPEOCMBOM
9IEKMPOHHOU NOYMbl

[TonaTHiiHBIN anmapar B
chepe ynpaBiieHHs
JIOKyMEHTaMU

Jlexyus 3

Jlexyus ¢ npumenenuem
MYTbMUMEOULUIHO20 NPOEKmMopa

IIpakmuyeckasa paboma Ne 3

Sansmus 6 KOMNnbiomepHom
Knacce

Camocmosmenvhas pa60ma

Koncynemuposanue u npogepra
OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl

Cucrema yrpaBlIeHUS
JAOKYMCHTAMH OpraHu3anuu.
HopmatuBHoe
peryinupoBaHue U
METOINYECKOE 00€ecIeueHue
yIIpaBIECHUSA JOKYMEHTAaMU B
OpraHu3aluu

Jlexyus 4

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO020 NPOEKMopa

Ipaxmuueckas paboma No 4

Sansmus 6 KOMNnbiomepHom
Knacce

Camocmosmenvhas pa60ma

Koncynemuposanue u npogepra
OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl

[TonuTHka ynpaBiaeHuUs
JAOKYMCHTAaMU: IPUHIIUIIBI
pa3paboTKH, CoiepKaHue,
HPUMEHEHHUE

Jlexyus 5

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO020 NPOEKMopa

Ipakmuueckas paboma Ne 5

Koumponvnas paboma Ne 1
3anusamus 6 KOMNBLIOMEPHOM
Kaacce

Camocmosmenvhas pa60ma

Koncynemuposanue u npogepra
OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl

MOHUTOPHHT U ayIUT B
CUCTEME YIIPABJICHUS
JOKyMEHTaMU

Jlexyus 6

Jlexyus ¢ npumenenuem
MYTbMUMEOULUIHO20 NPOEKmopa

IIpakmuyeckasn paboma Ne 6

3ansmus 6 KOMNnbiomepHoMm
Knacce

Camocmosmenvhas pa60ma

Koncynemuposanue u npogepra
OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl

TpeGoBanus K JOKyMEHTaM,
JOKYMEHTUPOBAHHUIO,
XPaHEHHIO TOKYMEHTOB H
JOCTyIly K HUM

Jlexyus Ne 7

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO020 NPOEKMOopa

Ilpakmuueckas paboma Ne 7

3ausamus 6 KOMNbiomepHom
Kjacce

Camocmosmenvhas pa60ma

Koncynemuposanue u npogsepra
OOMAWHUX 3a0AHUL NOCPEOCMBOM
91eKMPOHHOU NOYUMbl

[Tponeccol U CpeAcTBa
YIIpaBIECHUSA JOKYMEHTAMU

Jlexyus Ne 8

Jlexyus ¢ npumenenuem
MYTbMUMEOUUHO020 NPOEKMOopa

Ilpaxmuueckas paboma Ne 8

Koumponvnas paboma Ne 2




3ansamus 6 KOMNLIOMEPHOM
Kaacce

Camocmosmenvuas paboma  |Koncyrsmuposanue u nposepka
0OMAWHUX 3a0aHULL NOCPEOCMBOM
9IEKMPOHHOU NOYUMbl

9 |YmpaBieHue puckamu B Jlexyus Ne 9 Jlexyus ¢ npumenenuem
CHCTEME YIpPaBJICHUS MYTLMUMEOUIIHO20 NPOEKMOPA
JOKyMEHTaMH1 Ipaxmuueckas paboma Ne 3 |3anamus 8 KomMnvlomepHoMm

Kaacce

Camocmosmenvuas paboma  |Koncynrsmuposanue u nposepka
OOMAWHUX 3a0AHUL NOCPEOCMBOM
9/1eKMPOHHOU NOYUMbl

B nepuon BpEeMEHHOro NPUOCTAHOBICHHS IMOCEIIEHUS OOYYaIOIUMUCS TOMELEHUH |
tepputopun PITY nns opranuzanuu yaeGHOTO mporecca ¢ IpUMEHEHUEM 3JIEKTPOHHOTO 00yUeHHS U
IUCTAHIIMOHHBIX ~ 00pa30BaTENIbHBIX TEXHOJOIMH MOIyT OBITh  HCIIOJIB30BaHbl  CIIEAYIOIINE
o0pa3zoBaTeNnbHbIC TEXHOIOTHUU:

— BUJCO-JICKIINH;

— OHJIAH-JIEKIIUY B PEKUME PEAIIBHOTO BPEMEHH;

— 3JIEKTPOHHbIE YUeOHHUKH, yueOHbIe TOCOOUS, HayYHbIE U3/1aHUS B JIEKTPOHHOM BHJIE U 1OCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM pecypcam;

— CHCTEMBI JUIsl DJIEKTPOHHOTO TECTUPOBAHMS,

— KOHCYJIBTALIMM C UCIIOJIb30BAHUEM TEIIEKOMMYHUKALIMOHHBIX CPECTB.

5.  OueHka IVIaHNPYeEMBbIX Pe3yJIbTATOB 00yUeHH s

5.1 Cucrema orileHUBaHUA

Texymuii KOHTPOJb OCYIIECTBISIETCS B BHJIE OIICHOK KOHTPOJILHBIX pabOT W 3aJaHuil Ha
MpakTHUecKuX 3aHsATUAX. KoHTponbHas padorta onenuBaetcs A0 10 GamioB, moaroroBka pedepara —
1o 20 6amnoB. IIpoMexyTOUHBIH KOHTPOJb 3HAHUM NMPOBOAUTCS B (hOpPME MTOTOBOW KOHTPOJIbHOU
paboThI, BKIIIOYAIOIICH TEOPETUYECKHE BOIPOCHI M MPAKTHYECKOE 3a7aHue, W oreHuBaercs mo0 40
0aoB.

B pe3synprare TeKymero M NPOMEKYTOYHOTO KOHTPOJISI 3HAHUM CTYIAEHTHl IOJy4YaroT
COOTBETCTBYIOILYIO OLIEHKY 32 9K3aMEH.

®dopma KOHTPOJIS Makc. KOJTHIecTBO 0alioB
3a ogHy padboty Bcero

Texkymuii KOHTPOJIb:

- yJacTHe B TUCKYCCHH Ha CEMUHAPE 10 6amoB 30 6aymtoB

- KOHTpOJIbHAs paboTa (pa3neins 1-3) 10 Gamos 10 6amos

- moaroToBKa pedepara (paszaeins: 1-4) 20 6amioB 20 6amtoB
IIpomexyTOUHAsT aTTeCTaIUs 40 6amoB 40 6amoB
(3Kx3aMeH)
Wtoro 3a nucuuniuny 100 6amwtoB

OneHka «3auTeHO» BBICTABISIETCS OOydaromemycsi, HaOpaBmeMy He MeHee 50 6amioB B
pe3yabTaTe CyMMHpOBAaHMs OajUlOB, IMOJIyYEHHBIX IPU TEKYLIEM KOHTPOJE M IMPOMEKYTOUHOM
arrectauuu. llomydeHHBIH COBOKYNHBIM pe3ynbTar (MakcumyMm 100 0GayioB) KOHBEPTHpYETCS B
TPaJUIMOHHYIO IIKaJly OLEHOK M B IIKaJy OLIEHOK EBpomeickoil cucTeMsl NEepeHoca U HaKOIUICHUS
kpenutoB (European Credit Transfer System; nanee — ECTS) B cooTBeTCTBUHU C TaOIUIICH:

100-0aipHas 1IKaia TpaauioHHas 1mKaja Ilkama ECTS

95-100 OtangHO | A




83-94 3a4TEHO B
68 — 82 Xopomio C
56 - 67 Y 1OBIIETBOPUTEIHLHO D
50 -55 E
20-49 FX
0-19 HeynosnerBopurenbHO He 3auteno =

5.2 Kpurepuu BbICTaBICHHS OIEHKU MO TUCITUILINHE

Banapl/
Ixana
ECTS

Onenka o
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHusi 10
AUCHUILINHE

100-83/
A B

«OTIHYHOY/
«3a4TEHO
(oTI4aHO)»/
«3a4TEHO»

BricraBisiercss o0yyaromemMycs, €Ciii OH IITyO0KO U
MPOYHO YCBOMJI TEOPETUUECKUN U MPAKTUYECKUI
Marepuai, MOXET MPOJEMOHCTPUPOBATH ATO HA 3aHATHUAX U
B X0JI€ MPOMEXKYTOYHON aTTECTALUU.

OOyuaronuiicss HCUEPIbIBAIOIIE U JJOTHYECKH CTPOHHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aa4
npodeccnoHanbHOM HAMIPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0)KHOCTH, TIPABUIIBHO 0OOCHOBBIBACT MPUHSTHIC
peuieHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccuoHanbHOI TuTEpaType.

OrneHka o JUCIUILIMHE BBICTABIISIOTCS 00y4JaomEeMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTaluu.

Komnereniuu, 3akpeni€éHnbie 3a JUCUUTUIAHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOPOII0Y/
«324TEHO
(xoport0)y/
«3aUTEHO»

BeicraBisercs oOyuaromemycs, €CiIi OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNM MaTepua, rpaMOTHO U 10
CYHIECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHOU aTTECTALUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO IPUMEHSET TEOPETHUECKHUE
IIOJIO’KEHHUS IIPY PEIICHUN IPAKTUYECKUX 3a1a4
npo¢ecCHOHATBLHON HANIPAaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOUMBIMH I 3TOTO HaBbIKaMH
U IIpUEMaMU.

JlocTaTogyHO XOPOIIO OPUEHTUPYETCS B YICOHOU 1
npo¢eCCUOHATLHON JIUTEPATYpE.

OrneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYaIOMEMyCs C
Y4ETOM PE3YIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.

Komnerenmuu, 3akpeniaéHuble 3a JUCHUILINHOM,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOILUI».

67-50/
D, E

«yIOBIIETBOPUTEIb
HO»/

«324TEHO
(YOBIETBOPUTEIH
HO)»/

«3aYTCHOY

BricraBisiercst o0yyaromemycs, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUN MaTepuall,
JIOMyCKAET OTAEIbHBIE OMMUOKHU MPHU €T0 U3J0KESHUU Ha
3aHATUSIX U B XOJI€ TPOMEKYTOUHOM aTTeCTalUH.
OOyuaromnuiicsi UCTIBITHIBACT ONpeIeIEHHBIC 3aTPYAHEHUS
B IPUMEHEHUH TEOPETHUYECKUX MOJIOKEHUI NPHU pEelIeHUH




banasl/ Ouenka no Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110

IIxana AUCHHUILINHE AUCHHUILINHE
ECTS

MPAKTUYECKUX 33729 MPo(heCcCHOHATLHOM HAIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOAKHOCTH, BJIAJIEET
HEOOXOUMBIMH JIJIsI 3TOr0 0a30BBIMH HaBBIKAMH U
MPUEMAMHU.

JIeMOHCTpHpPYET T0CTaTOYHBIN YPOBEHb 3HAHUS YUEOHOI
JIUTEPaTypHI 10 JUCIUILIMHE.

OrneHka Mo JUCIHUILIMHE BBICTABIISIOTCS 00y4YaomEeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTaluu.

Komnereniuu, 3akpeni€éHubie 3a JUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «IOCTATOYHBII.

49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
F, FX JTBHOY/ 0a30BOM ypOBHE TEOPETUUECKUNA U MPAKTHUECKUI
HE 3a4TEHO Marepua, J0MmycKaeT rpyObie OMMOKY MPH €ro
M3JI0KEHUHU Ha 3aHATHUSAX U B X0JI€ POMEKYTOUHOM
aTTeCTAIIHH.

OOyuaromnuiicst UCTIBITHIBACT CEPhEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUYECKUX IOJIOKEHUH MPU PEIICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHATLHON HAIPaBIEHHOCTH
CTaHapTHOT'O YPOBHS CJIO)KHOCTH, HE BIaIEET
HEOOXOAUMBIMU JIJISl 3TOTO HABBIKAMU U IPUEMAMHU.
JleMoHCTpHUpYET (parMeHTapHbBIE 3HAHUS YICOHOM
JUTEPATypPhI 110 TUCLUIIINHE.

OrneHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YJarOMEMyCs C
y4E€TOM PE3YIbTATOB TEKYILEU U IIPOMEKYTOYHOU
aTTECTaLUN.

KomMmneTeH1un Ha ypoBHE «OCTaTOUHBIN», 3aKPETUIEHHBIE
3a AMCUUIUIMHON, HE COPMHUPOBAHBI.

5.3 OueHoyHbIe cpecTBa (MAaTepHaJbl) IJIA TEKYIIEro KOHTPOJIsI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM aTTeCTAllUM 00YUAIOIIUXCS 10 JUCIHUIINHE

IIpumepHbIe TeMbl pedepaToB 10 pa3aesaM AUCHUILIMHBI:

AHaNUTUYECKU 0030p HCTOYHUKOB U JIUTEPATYPHI 110 YIPABICHUIO TOKYMEHTaMHU
AHanu3 NOHATUIHOTO anmnapara B cepe yrnpaBlIeHUs JOKyMEHTaMU
HopmaruBHoe perynupoBaHue B cepe ynpaBieHHUs JOKYMEHTaMHU
Cucrema ynpasieHHs JOKYMEHTaMU: COJAEPKaHUE U Ha3HAYCHUE
VYnpaBieHue J0KyMeHTaMH Kak (yHKIUS HH()OPMAIIMOHHOTO MEHEPKMEHTa
TpeboBaHusI K CO3AaHUIO JOKYMEHTOB U YIPABICHUIO UMU
CopepxaHue ¥ Ha3HaYEHHE MTOJIMTUKH YIIPABIEHUS JOKYMEHTaAMH
Hctopus popMupoBaHUsl U pa3BUTUS KOHLENIMH YIIPABIECHUS JOKYMEHTaMU
HanmonaneHble CTaHIapTHI IO YIPABICHUIO JOKYMEHTaMU: 00IIasi XapaKTepUCTUKA

lO Ananus cragmapta 'OCT P MCO 15489-1-2019 «CUBU /L. Uudopmarnus u
JOKyMeHTaus. YnpasieHue qokyMeHTamu. Yacts 1. [IoHATHS ¥ NPUHIUIBI» U €r0 POJIb B
OpPraHM3aLMK CUCTEMBI YIIPABIEHUS JOKYMEHTAMHU

11. Amnamu3 crannapra [OCT P UCO 30300-2015 «CUBU/I. Madopmarus u TOKyMEHTAIIUS.
Cucremsl ynpasinenus fokyMmeHTaMu. OCHOBHBIE ITOJIOKEHHUS U CIIOBAPb» U €0 POJIb B OpraHU3aluu
CUCTEMBI YIIPaBJIECHUS JOKYMEHTaMU

©COoNOA~WNE



12. TpeboBanus k cucteme ynpasieHus nokymentamu B crangapte [OCT P UCO 7.0.101-
2018/MCO 30301 «CUBU/I. Uadopmanust u nokymeHTarys. CUCTEMBI yIIpaBiIeHUS JOKyMEHTaMHU.
TpeboBanus»

13. TOCT P 57551-2017/1SO/TR 18128:2014 «Hudopmanus u grokymeHranus. OueHka
PHUCKOB JIJIsi JOKYMEHTHBIX TMPOIIECCOB M CHCTEM», Ha3HAUCHUE CTaHIapTa U MOPSAO0K €ro MPUMEHEHUS

14. 3apyOexHbIii OTIBIT CO3aHUs U (QYHKIIMOHUPOBAHUS CUCTEM YIIPaBJICHUS JOKYMEHTaMHU

15. MOHHTOPHHT U ayAHUT B CUCTEME YIIPABICHUS JOKYMEHTaMHU

16. TpeGoBanus k HHGOPMAIIMOHHBIM CUCTEMAaM YIPABJICHHS TOKYMEHTAMH

17. PacrnpeneneHuie OTBETCTBEHHOCTH B CUCTEME YIIPABICHUS TOKYMEHTaAMH

18. Ilporecchl ynpaBiaeHUs TOKYMEHTaMU

19. CpenctBa ynpaBieHus: 10KyMEHTaMU

20. TpeGoBaHus, KOTOPBIC JOKHBI COOTIOATHCS B MPOIIECCE CO3/IaHMsI IOKYMEHTOB, BBOJIA
WX B CHCTEMY U OpTaHHU3AIUH JIOCTYIa K HUM

21. TpeOGoBaHuUs K OpraHU3AIMK XPAaHEHUS JOKYMEHTOB B MH()OPMAITMOHHOW CUCTEME

22. TpeboBaHUs K OpraHU3alMy IPOIECCOB KOHBEPTALIMH U MUTPALIUHU IOKyMEHTOB

23. TpebGoBaHUs K OpraHU3ANNHA YHUUYTOKECHUS TOKYMEHTOB U3 HHPOPMAIIMOHHON CUCTEMBI 110
HCTEUYCHUU CPOKOB UX XpaHEHUS

24. Aynut cucTeMbl yIpaBlIeHHs TOKYMEHTaMU

25. OreHKa U yrpaBjeHUe PUCKAMU B CUCTEME YIPABICHUS JOKYMEHTAMHU

6. YueOHO-MeTOaAMYecKOe U HHPOPMANMOHHOE 00ecnedeHne TUCITUIITHHBI
6.1 CnHcOK HCTOYHHMKOB H JUTEPATYPhbI

HceTouHuku
3akoHOAATEJLHBIE AKTHI

I'paxxnanckuii kogexc Poccuiickoit @enepanuu. Yactu 1-4.

®denepanbHbiit 3ak0oH 0T 22 okTs0ps 2004 1. Ne 125-D3 «O06 apxuBHOoM nene B Poccuiickoit
Denepauuny.

®enepanbubiii 3aK0H 0T 27 wroist 2006 1. Ne 149-d3 «O6 uabopmanu, nHHOPMAITHOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe HHPOPMAITUI.

®enepanbHblii 3ak0H OT 27 utodig 2006 r. Ne 152-D3 «O nepcoHAIbHBIX TaHHBIX).

OenepanbHblii 3akoH oT 9 deBpans 2009 1. Ne 8-@3 «O06 obecrneueHUM A0OCTyna K
nH(pOpMaIUU O JAESITEIBHOCTH TOCYAAPCTBEHHBIX OPTaHOB M OPraHOB MECTHOTO CaMOYITPaBICHUS.

®Denepanbhblii 3akoH oT 6 anpens 2011 r. Ne 63-D3 «O0 371eKTpOHHOH MOATUCH.

®enepanbHblii 3ak0H 0T 29.06.2015 Ne 162-®3 «O cranmaptuzauuu B Poccuiickoin
denepauuny.

Ykassl [Ipe3ugenta Poccniickoit @enepanun

Vka3 IIpesunenta Poccuiickoit @enepanuu ot 9 mast 2017 r. Ne 203 «O Crpaterun pa3BuTHus

nHpopmannonHoro obmectsa B Poccuiickoit ®eneparuu va 2017 - 2030 roap»

IMocranoBJsenusi, pacnopsi:kenusi [Ipasurenncra Poccuiickoit @enepaunu

[Hocranosnenue IIpaBurensctBa Poccuiickoit @enepanuu ot 22 centsaops 2009 r. Ne 754 «O6
yrBepxkaeHuH [lonoxeHus o cucreMe MeXBEIOMCTBEHHOTO 3JIEKTPOHHOTO TOKYMEHTO000pOTa)

[Tocranosnenne IlIpaButensctBa Poccuiickoit ®enepauuu ot 24 HosOps 2009 r. Ne 953
"O6 oOecrneueHnu aoctyna K uHGopManuu o nesareabHocTu [IpaButenbcrBa Poccuiickoit denepamm
U ¢enepaabHbIX OPraHOB HCIIOTHUTEIHHOM BIacTH".

[ToctanoBnenne IlpaButenscTtBa Poccmiickoit ®Depepammu or 8 ceHtsiOps 2010 Ne 697
«O enuHOI cUCTEME MEXBEIOMCTBEHHOTO HH(OPMAIIMOHHOTO B3aUMOICHCTBUS».

[ToctanoBnenue I[IpaBurenscrtBa Poccuiickoit ®denepanuu ot 24 oktsiops 2011 r. Ne 861 «O
denepanbHBIX TOCYAAPCTBEHHBIX MHPOPMAIMOHHBIX CUCTEMAaX, O0ECIICUNBAIOIINX MMPEAOCTABICHHIE B
AJIEKTPOHHOU (POpME TOCYTapCTBEHHBIX U MYHHUITUTIATBHBIX YCIYT (OCYIIECTBICHUE (DYHKITHIA ).



[Tocranosnenue [IpaBurenscrBa P® ot 10 okTsa6ps 2013 r. Ne 903 «O ¢enepanbHoii 1ieneBoi
nporpamMme «Pa3BuTue €AMHOM roCyIapCTBEHHOM CHCTEMBI PETUCTPAllUi IPaB M KaJacTpOBOro ydyera
HeaBmkuUMOcTH (2014-2019 roasi)»

[Toctanosnenue [IpaBurenscTBa Poccuiickoit deneparnu ot 25 nexadps 2014 r. Ne 1494 «O6
yrBepkaeHun  IlpaBun oOMeHa JOKyYMEHTaMH B 3JCKTPOHHOM BHAE TMPH  OpraHU3AIUH
MH(GOPMALIMOHHOTO B3aUMOAEHCTBHSI.

[Nocranosnenue [IpaBurensctBa Poccuiickoit @eneparuu ot 25 nexadbps 2014 r. Ne 1494 «O6
yrBepkaeHun IlpaBun oOMeHa JOKyMEHTaMH B 3JEKTPOHHOM BHAE IPUH  OpraHU3alUM
MH(POPMALIMOHHOTO B3aMMO/ICHCTBHSI.

HopMaTuBHbIe IpaBoBble aKThI (ielepaTbHbIX OPraHOB UCIOJTHHUTEIbHOI BJIACTH,
OpraHu3anuii, OCylecTBISIONINX OTAe/]bHbIe NYOJINYHO 3HAYUMble (PyHKIMHU

[Tpuxa3z MunkomcBsizu Poccun ot 2 centsiopst 2011 1. Ne 221 «O6 yrBepxkaenun TpeGoBanuii
K WHOOPMAIIMOHHBIM CHUCTEMaM D3JIEKTPOHHOTO JOKYMEHTOOO0OpoTa (eaepaibHbIX OpraHOB
WCIIOJTHUTEIPHON BJIACTH, YYUTHIBAIOIIMX B TOM YHCIE HEOOXOIMMOCTH 00pabOTKH IMOCPEICTBOM
JAHHBIX CUCTEM CIIy:KeOHOM MH(pOpMaLMKU OTpaHUUYEHHOTO PACIPOCTPAHEHUSY.

[Mpukaz Munmudpser Poccun u ®CO Poccun ot 04.12.2020 Ne 667/233 "O6 yTBepkaACHUH
TpeboBanuii K OpraHu3allMOHHO-TEXHUYECKOMY B3aUMOJACHCTBHIO TOCYIApCTBEHHBIX OpPraHOB U
roCy/1apCTBEHHBIX OpraHu3anun’.

[Ipuka3z PocapxuBa ot 20.12.2019 Ne 236 "O6 yrBepkaeHuu IlepedHss THUITOBBIX
VIPaBICHYECKUX  ApXMBHBIX  JIOKYMEHTOB, OOpasylomuxcs B  Ipolecce  JesTeIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAaMOYTIPaBIEHUS M OPraHU3alUi, C YKa3aHHEM CPOKOB
UX XpaHEeHus".

[Tpuka3 Pocapxua ot 20.12.2019 Ne 237 "OG6 yrBepxkaenun WHCTpYKIIMK 1O MMPUMEHEHUIO
[lepeuHs TUIOBBIX YIPABICHUECKUX AapXMBHBIX JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
NEeSITeIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYIPAaBJIEHUS M OpraHU3alluid, C
YKa3aHHMEM CPOKOB UX XpaHEHHUA'".

[Ipuka3z denepanpHoro apxuHOro areHrtcrsa oT 11.04.2018 Ne 44 "OO yrTBepkacHUU
[TpuMepHO# MHCTPYKIIMH MO JIETONPOU3BOACTBY B FOCYIapCTBEHHBIX OpraHu3anusix".

[Tpuka3 denepanpHOro apxuBHOTO areHTcTBa OT 22.05.2019 Ne 71 "OO6 yrBepxknenun I[TpaBun
JIeTIOTIPON3BOCTBA B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOT'O CaMOYIpaBIeHHs "

[Ipuka3z denepanbHOro apxuBHOro areHTcTBa OT 15.06.2020 Ne 69 "OO yTBepkacHUH
TunoBeIx (GyHKIMOHATBHBIX TPEOOBAHHUI K CHCTEMaM 3JEKTPOHHOTO JOKYMEHT0000pOTa M CHCTEMaM
XpaHEHUs JIEKTPOHHBIX JJOKYMEHTOB B apXHBaX roCy/1apCTBEHHBIX OPraHoB".

IMpukaz Muntpyna Poccun ot 29.09.2014 Ne 6671 "O peectpe mnpodeccuoHaTbHBIX
CTaHAapTOB (TIEpeUHe BUI0B NMPOPECCHOHATBHOM IeATeTLHOCTH)" .

[Tpuka3z Muntpyaa Poccun ot 06.05.2015 Ne 276n "OO6 yrBepxkaeHUn MpohecCHOHATHLHOTO
cranapra "CrneuranucT Mo OpraHU3allMOHHOMY M JOKYMEHTAIlHOHHOMY OOECIIeUeHUIO YIpaBlICHUs
opraHuzanuen".

[Tpuka3z Muntpyna Poccun ot 10.05.2017 Ne 4161 "OO ytBepkaeHUu NpoQhecCHOHATBHOTO
cranzapTa "Crenuanuct 1o ynpasjieHUIO JOKYMEHTaluel opranuzanun”.

[Tpuka3z Muntpyna Poccun ot 19.04.2018 Ne 266H "OO yTBepkaeHUH NMPOPECCHOHATHHOTO
crangapta «Cnenuanuct no (GOpMUPOBAHMIO HIEKTPOHHOTO apxuBa'.

HauunonanbHbie cranaaprTel Poceniickoit dexepanun
I'OCT 34.601-90. HWadopmanmonnas  TexHoyorus. Komruiekc  craHmapToB  Ha
ABTOMATU3HPOBAHHBIE CUCTEMBI. ABTOMATH3UPOBAHHBIE CUCTEMbI CTAUU CO3JaHUsI.
I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHdOpmaiuu, OHOIHOTEYHOMY H
usnarenbekomy aeny. Mudopmanus u fokymeHTanus. YnpapieHue qokyMmeHTamu. Yacts 1. [lonsTus
Y IPUHLUIIBL.



I'OCT P UCO 23081-1-2008. Cucrema cranfapToB mo uHGopMauuu, OUOINOTEYHOMY U
U3laTeNbCcKOMY Jieny. YIpaBieHue JokymMeHTamu. llporeccsl  ympaBieHHs —JIOKYMEHTaMH.
MeTtanaHHbIe TSI TOKYMEHTOB;

I'OCT P UCO 22310-2009. Cucrema cranmapTtoB mo uHGOpPMAIUH, OUOJIMOTEUYHOMY H
usnarenbckomy neny. MHdopmanms u nokymeHTanus. PykoBoACcTBO aiisi pa3paOOTYMKOB CTaHAAPTOB,
YCTaHABIIMBAIOIIUX TPEOOBaHUS K YIPABICHUIO JOKYMEHTAMH.

I'OCT P 54471-2011 Cucrtembl 53JIEKTPOHHOTO JIOKyMEHTOOOOpOTa.  YmpaBieHHE
nokyMmeHnTanueil. Mudopmanus, coxpansemas B 3JIeKTpOHHOM BHjie. PexoMeHgaimm mo o0ecrneyeHnto
JTOCTOBEPHOCTH U HAJIC)KHOCTH.

I'OCT P 54989-2012/ISO/TR 18492:2005 OGecrneyeHue MOITOBPEMEHHOW COXPAHHOCTH
ANEKTPOHHBIX JTOKYMEHTOB.

Iocr pP 7.0.8-2013. CHBUJ. J[lenonpous3BOACTBO M apXHWBHOE Je10. TepMUHBI U
OIIpeIeNIeHusI.

I'OCT P 55681-2013 / ISO / TR 26122:2008. Nudopmarus u AOKyMEHTaunus. AHAIN3
MIPOLIECCOB PAOOTHI C TOYKH 3PEHUS YIIPABICHUS JOKYMEHTAMHU.

I'OCT P 57551-2017 / ISO / TR 18128:2014. Uudopmarus u qokymeHTarus. OneHKa puckoB
JUTSE TOKYMEHTHBIX TIPOIECCOB U CHCTEM.

I'OCT P MCO 30300-2015. Cucrema cranmapToB mo uHGOpMAIUH, OUOIMOTEYHOMY H
uznarenbckomy geny. HWudopmanus u  gokymeHTarus. CHCTEMBI YIPaBICHUS JTOKYMEHTaMH.
OcHoBHBIE TIOJIOKEHHS U clioBaph. — M.: Cranmaptundopm, 2015.

I'OCT P HCO 7.0.101-2018/MMCO 30301. Cucrema craHgapToB 1O HH(MOpPMAIHH,
OoubaroTeyHoMy W wu3Aarenbckomy neny. MHdopmauus um noxkymentauus. CUCTeMbl yHpaBlieHUs
nokymentamu. TpeboBanus. — M.: Crannaptungopm, 2018.

I'OCT P HMCO 30302-2022. Cucrema cTaHmapToB Mo HHGOpPMAIUH, OUOIMOTEIYHOMY H
uznarenbckomy geny. HWudbopmanus u  gokymeHTarnus. CHCTEMBI YIPaBICHUS JTOKYMEHTaMH.
PykoBoacTBo no BHeapenuto. — M.: Cranmaptundopm, 2022.

I'OCT P UCO 9000-2015. Cuctembl MeHemKMEHTa KadecTBa. OCHOBHBIE TMOJOXKEHHUS U
CJIOBapb.

I'OCT P UCO 9001-2015. Cucrembl MeHeKMEHTa KauecTBa. TpeboBaHus.

I'OCT P UCO 14001-2016. Cuctemsl ympaBieHUsI OKpyKaromieil cpemoi. TpeGoBaHus u
PYKOBOJICTBO IO TPUMEHEHHIO.

MeTtoauveckue JOKyMEHTBI

Meronnyeckue pekoOMEeHJIAlMM 10 pa3paloTKe HMHCTPYKUMH 10 JeJIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMmoympaBiieHus (yTB. mpuka3oM PocapxuBa ot
25.12.2020 Ne 199).

Metoauueckuii  JTOKyMeHT. Mepbl  3ammThl  MH(GOpPMAmUMM B TOCYAAPCTBEHHBIX
uHpopmanroHHbx cucremax (yrB. ®CTOK Poccun 11.02.2014).

Pexkomennanuu mo oOecneueHUIo COXPAaHHOCTH WH(pOpMAalMH, 3alMMCaHHOW Ha ONTHYECKHX
TUCKaxX (TeCTHpOBaHHWE BHIOOPOYHOTO MacCHBa JOKYMEHTOB (enepanbHbIX apxuBoB). M., PTAHT/I,
2011.

PexomeHnganuu no noAroToBke QenepanbHbIMM OpraHaMHU UCIOJHUTENbHOHN BIACTU IepedHei
JTOKYMEHTOB, CO3JlaHHE, XpPaHEHHUE U HCIOJb30BAHUE KOTOPBIX JOJDKHO OCYIIECTBIATHCA B (hopme
JIEKTPOHHBIX JOKYMEHTOB IIPU OpraHM3allii BHYTPEHHEH HesaTenbHOCTH. Y TB. pukazoM Pocapxupa
0T 29.04.2011 Ne 32.

Mertoanyeckne peKOMEHJAIMKU IO 3JIEKTPOHHOMY KONMPOBAHUIO apXHMBHBIX JOKYMEHTOB H
YIpaBJICHUIO TOJIYYEHHBIM HH(pOpMannoHHbIM MaccuBoM. M., BHUNJIA/L, 2012.

Jlureparypa:

OcHoBHast
1. Jlappyn Muxaun BacunbeBuu. MHpoOpManmoHHOE oOecreueHue YIpaBiICHUS . YydeOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3oBanus u Hayku Poc. @enepannu, denep. roc. OrKeTHOES



oOpa3oBaT. yupexxaeHue Beicul. oOpasoBanusi "Poc. roc. rymanutapueiii yH-T"]. — MockBa: PITY,
2018. -278 c.

2. Jlapun Muxaun BacunpeBud. MHpopManmonHoe odbecriedeHre ynpaBieHUs [ DIEeKTPOHHBIHA
pecypc]: yuebnoe nocobue / Jlapun Muxaun Bacunseuda; M. B. Jlapun; [M-Bo 00pa3oBaHus U HayKH
Poc. ®eneparnuu, denep. roc. O KETHOE 00pa3oBaT. yupekAcHUE BhICII. oOpa3oBanus "Poc. roc.
TyMaHUTapHBIA YH-T"]. - DnekTpoH. maH. - Mocksa: PITY, 2018. - 278, [1] c. - ISBN 978-5-7281-
2036-0. - Pesxum mocryma: http://elib.lib.rsuh.ru/elib/000012473.

3. beikoBa T.A. JlokyMeHTaIllMOHHOE OOCCTICYCHHE YIpaBiIeHUs (IEIOMPOU3BOJICTBO)
[DnexTponnslit pecype]: yueobnoe nocobue / T.A. beikoBa, T.B. Ky3nenosa. — 2-¢ u3j., nepepad. u
nom. — M.: Uadpa-M, 2018. — 304 ¢. URL.: http://znanium.com/go.php?id=942800.

JlonmoaHuTeabHAas

1. F'oponnoBa A.A. Pa3ButHe HH(POpPMAIMOHHOTO OOIIECTBAa: yYEOHHUK M TPAKTUKYM IS
akameMmuueckoro OakamaBpuara / A.A. ['opogroBa. — Mocksa: U3a-o IOpaiit, 2019. — 243 c.

2. adopmaruss U KOMMYHHKAIUS B FOCYJAapCTBEHHOM yrpaBieHun: MoHorpadwus/ A.T.
Kucenés, IILLH. Kupuuék. - M.: HNHOPA-M, 2019.- 268 c¢. - (Hayunas w™bICHB). -
www.dx.doi.org/10.12737/monography_5¢3597c1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821.

3. Kuszesa T.B. CucreMbl 37€KTPOHHOTO JOKYMEHTOOOOpOTa: aHanu3 U BbIOOp. CrpaBovHO-
MeTo. mocodbwue / mox. pea. B.d. Ankosoii. M., 2010.

4. Jlapun M.B. Ynpasnenue nokymeHTanuei B opranuzanusax. — M.: Hayunas xuura, 2002.

5. Jlapur M.B., Jlapua M.M. JlokymMeHTaIlmoHHOE OOECIeUeHNEe YIpaBICHUS MPOCKTaAMHU:
Y4eOHo-meron. nocobue / M.B. Jlapun, M.M. Jlapun; BHUMJA. — M., 2011. 192 c.

6. Jlapun M.B., PeickoB O.M. DnexkTpoHHBIE TOKYMEHTHI B ympaBieHuu: HaydHo-merommd.
nocobue / M.B. Jlapun, O.U. Pricko; BHUNJIA /L. 2-e u3a., norm. u nepepad.— M., 2008.

7. JlJapua M.B., PrickoB O.M. YmpaBineHue HOKyMEHTaMH Ha OCHOBE MEXIYHApOJIHOTO
cragnapra UCO 15489-2001: Metox. mocobue / M.B. Jlapun, O.W. PeickoB; BHUN AL — M., 2005.

8. Paiizbepr b.A. TocymapcTBeHHOE yNpaBJIICHHE DJKOHOMHYECKUMU W  COLMAIBHBIMU
mporeccamMu [INeKTpoHHBIA pecypc]: YuebHoe mocobue. - Mocka: OOO "Hay4yHO-M3naTenbCKuii
nentp MHOPA-M", 2016. - 384 c. - Jlns cTyneHTOB BeICIIUX Y4eOHBIX 3aBefeHui. - ISBN 978-5-16-
006792-6. http://znanium.com/go.php?id=536436

9. CokoBa A.H. [loxymeHTOBeneHre: Teopus U npakTthka / npeauci. npod. M.B. Jlapuna. -
M., 2009. 333 c.

10. Carron Maiikn Jx. KopmopaTuBHBIM JOKYMEHTOOOOPOT: TPHHIIUIBI, TEXHOJIOTHH,
metononorus Bueapenus. CII6., 2002.

11. Crorr 3. Hudposoe npaButenbcTBO 2020. IlepcnektuBsl mist Poccuu, ampens 2016. -
Mocksa: Becemupnslii 6ank: MHCTHTYT pa3BUTHS HH(pOpMAIMOHHOTO 001mecTsa, 2016. - 79 c.

12. TumnoBbie TpeOOBAHUS K YIIPABICHUIO JIEKTPOHHBIMH O(PHUITHATHHBIMH TIOKYMEHTaMHU. — M.,
POO «I'unpaug ynpasisronmx qokymenramueit, 2010. 287 c.

13. Ympasnenue nokymentamu. Tepmunsl u onpeaenenus. Cinosaps. — M., BHUNJIA/L, 2013.
-120c.

6.2 Ilepeuenn pecypcoB HHPOPMALNHOHHO-TETeKOMMYHUKANIMOHHOH ceTn « AHTEpHET»

AllForJoomla.ru [QnexkTponHsIit pecypc]| pexum nocryna: https://allforjoomla.ru/info/308

BIO/IKET.RU - unTepHeT-u3znanve o (pMHAHCOBOW >KU3HU CTPaHBI [DIEKTPOHHBIN pecypc]
pexxum nocryma: http://bujet.ru/article/142372.php

Enuublii  mopTranm  3NEKTPOHHOW TOANUCH [DJEKTpOHHBIM pecypc]. Pexum goctyna:
http://iecp.ru/

MunucrepcTBa 1 dpoBoro pa3BUTHS, CBSI3U Y MacCOBBIX KOMMYHHKAIUI
Poccwuiickoit @enepannu [DnekTpoHHbIH pecype]. Pexxum nocryna: http://digital.gov.ru/
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MuHHCTEpCTBO 3KOHOMHMYECKOTO pPa3BUTHS [DNEKTpOHHBIM pecypc]. Pexum npocryna:
http://economy.gov.ru/.

[IpaButenbctBo Poccuiickoit Deneparuu  [DnekTpoHHbil pecypc]: OduiuanbHbIl  CaidT.
Pexxum moctyma: http://government.ru/.

DneKTpoHHOE MpaBuTenbCTBO Poccun [DnexTponssiil pecypc]: Oduunanbhbiii cait. Pexum
noctyma: http://www.tadviser.ru.

®denepanbHOe apXUBHOE areHTCTBO [DneKTpoHHBIH pecypc]: OdunmaneHblii cailT. Pexxum
noctyna: http://archives.ru/.

IMopran «ApxuBbl Poccun» [DnextponHblil pecypce]. Odunmanbheiii caiit. Pexum nocrymna:
http://rusarchives.ru/.

OdunuanbHBIi  MHTEpHET-TIOPTal  MpaBoBOM  uMHGoOpManmu  [DNEKTPOHHBIA  pecypc].
OdunmansHbril caiiT. Pexxum goctyna: http://www.pravo.gov.ru

WNudpopmanmnonno-npasoBoii noptan 'APAHT [Onekrponnsiii pecypc]. OpunmanbHbIi caiT.
Pexxum mpoctyna: http://www.garant.ru

Nndpopmanmonno-npaBoBoii  mnoptan  Koncynerantllmoc — [DnexkTponHBIi  pecypc].
OdunmansHbIil caiT. Pexxum goctyma: http://www.consultant.ru

DOnekTpoHHble  O(uCHBIE  cHCTeMbl  [DNekTpoHHBIH  pecypc]. Pexum  gocryma:
https://www.eos.ru/eos_delopr/eos_delopr_intesting/111/16158/

ObY  «Bcepoccuiickuli  Hay4YHO-MCCIIEJOBATEIbCKUM HMHCTUTYT JOKYMEHTOBEIACHUS U
apxuBHoro nena» (BHUWIAH) [Onektponnsiii pecypc] /BHUMJAJl - Pexum nocryma:
www.vniidad.ru

KoncantunroBass rtpymmna «Tepmuka». [HopmartuBHO-mpaBoBasi ©6a3a  JaHHBIX 10
JIENIOTPOU3BOJICTBY, JOKYMEHTOOOOPOTY U apXUBHOMY Jieny| [ DnekTpoHHBIN pecypc] Pexxum noctyma:
http://www.termika.ru/Catalog/catalog.html, cB0GOZHBII.

6.3 IlpodeccuonanbHbie 6a3bl JAHHBIX H HH(POPMALMOHHO-CIIPABOYHbIE CHCTEMbI
Joctyn k npodeccronanbHbiM 0azam nannbix: https://liber.rsuh.ru/ru/bases

HNudopmannoHHbIe CTIPABOYHBIE CHCTEMBI:
1. Koncynbrant [lmtoc
2. Tapanr

7. MarepuajabHO-TeXHHYECKOe o0ecredeHne JUCHUNINHBI (MOYJIs1)
Jist obecniedyeHWsT  NUCHMIUIMHBI ~ HMCHOJB3yeTCS ~ MaTepualbHO-TEXHUYECKass  0asa
00pa30BaTENBLHOTO YUPEKICHUS: yU4eOHBIE ayAUTOPHUH, OCHAIIEHHBIE KOMITBIOTEPOM U MPOEKTOPOM
JUTSI IEMOHCTPAIIMK y4eOHBIX MaTepHasIoOB.

CocraB porpaMMHOTO 00ECTICUCHHS:

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

[TpodeccnonanbHBIC TOTHOTEKCTOBBIE 0a3bl JaHHBIX:

HarnuonaneHas snektponHas oudnuorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubamotexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

N~ wWNE
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WHpopManoHHbIE CIIPABOYHbIE CUCTEMBI:
1. Koncynbrant Ilmtoc
2. TapanTt

8. ObecneyeHue 00pa3oBaTEJIbHOIO MpoLecca sl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTIMHU
3110POBbSI H HHBAJINI0B

B xone peanmuzanuy JUCHMIUIMHBI HCIONB3YIOTCA CIEAYIOUINE JOMOJHUTENbHBIE METO/bI
00yd4eHUsI, TEKYIIETO KOHTPOJS YCIEBAEMOCTH M IPOMEXYTOUYHOW aTTecTaluy OO0ydJaromuxcs B
3aBUCUMOCTH OT UX MHMBHUyaTbHBIX 0COOEHHOCTEH:

® [UI CIIENBIX W CIA0OBHIAIINX: JIEKIUH OQOPMISIOTCS B BHJE 3JIEKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOUIbIO KOMITBIOTEPA CO CHELHUATM3HPOBAHHBIM MPOTPAMMHBIM OOECIICUCHHEM;
NUCbMEHHBIE 3aJaHMs BBIMOJIHAIOTCS HA KOMITBIOTEpE CO CHENHATN3UPOBAHHBIM MPOTPAMMHBIM
o0ecriedeHneM WM MOTYT OBbITh 3aMEHEHbl YCTHBIM OTBETOM; OOECIIEYMBACTCS WHIMBHIYaIbHOE
paBHOMepHOe ocBenieHue He MeHee 300 JIOKC; JUIA BBINOJIHEHHS 3aaHUsl MPU HEOOXOAMMOCTH
NPEOCTABIIACTCS yBEJIMYMBAIOIIEEe YCTPOWCTBO; BO3MOXKHO TaKXK€ MCIOJIb30BaHUE COOCTBEHHBIX
YBEIMUYMBAIONINX YCTPOWCTB; MUChMEHHBIC 331aHHsI 0(OPMIISIOTCS YBEIMYCHHBIM MIPH(TOM; SK3aMEH
1 3a4€T MPOBOAATCS B YCTHON (pOpMe MIIM BBITOJIHAIOTCS B MUCBMEHHOM (popMe Ha KOMIIBIOTEpE.

® ISl TIYyXMX W CIa0OCHBIIANINX: JEKIMA O(QOPMIIIOTCS B BHJIE AJIEKTPOHHOIO JOKYMEHTa,
a0  TPEeJoCTaBISIETCS  3BYKOYCWIIMBAIOINAS — amIaparypa HMHIAWBHIYAJbHOTO  MOJIb30BAHMS;
MUCHbMEHHBIC 3aJ[aHUs BBIMOJHSAIOTCS Ha KOMIIBIOTEpPE B MHCbMEHHOU ¢opMme; dK3aMeH M 3a4ér
IPOBOASATCS B MUCBMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO ITPOBEICHHE B (hOpME TECTUPOBAHUSL.

® JUIsl JIUI] C HapyIICHUSMH OIMOPHO-JBUraTeIbHOIO ammapara: JIGKIUU O(QOpMIISIIOTCS B BHJE
AJIEKTPOHHOTO JIOKYMEHTa, JOCTYIIHOTO C TIOMOMIbIO KOMIIbIOTEpa CO CIEHUATU3UPOBAHHBIM
OPOTPaMMHBIM ~ OOECIIeYeHHEM; THChMEHHBIC 3a/JaHUs  BBIOJHSIOTCS Ha KOMIIBIOTEPE  CO
CIELUATM3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUeHUEM; IK3aMeH U 3au€T MPOBOJATCS B YCTHOH (hopme
WITH BBITIOJTHAIOTCS B IMCBMEHHOU (hOpMe Ha KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH MpeyCMaTPUBACTCS YBEITUUYEHUE BPEMEHHU JJIS TIOATOTOBKU OTBETA.

[Tpouenypa mpoBeneHHs MPOMEXKYTOYHOM aTTeCTaluy sl 0OyYaloIIMXCsl YCTaHABIMBACTCS C
yu€TOM UX MHIMBHIYaJbHBIX NMCuXoduzndecknx ocodeHHocreil. [IpomexyTodnas arrecTanust MOXKeT
IPOBOIUTHCS B HECKOJIBKO 3TATOB.

[Ipu mnpoBeseHWMH TPOLEAYPHl OLEHUBAHMUA pPE3YyJIbTaTOB OOyUYeHHs IpEeIyCMaTpUBACTCS
UCTIONIb30BaHNE TEXHUYECKUX CPEICTB, HEOOXOMMMBIX B CBSI3M C MHIUBHIYaJHBIMH OCOOCHHOCTSIMU
oOydJaroumuxcsi. OTH CpeACTBA MOTYT OBITh MPEJOCTABICHBl YHUBEPCUTETOM, WM MOTYT
UCTIONIb30BaThCsl COOCTBEHHBIC TEXHMUECKHUE CPE/ICTBRA.

[TpoBenenune mpoueaypsl OLEHUBAHUS PE3YAbTaTOB OOYyUYEHHs JOMYCKACTCSl C MCIOIb30BaHHEM
JIMCTAaHIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJIOTHI.

ObecneunBaercs AOCTYN K HHGOPMAIMOHHBIM U OubinorpaduyeckuM pecypcam B CETH
WNutepHeT 1 Kaxaoro odyyaromerocs B popmax, alalTUPOBAHHBIX K OTPAaHWYEHUSIM HX 310POBbS U
BOCTIPUATHS UHPOPMALIUU:

® /Uil CIETBIX W CIA0OBUIANIMX: B TMedaTHOM (opme yBenwdeHHBIM mmpudToMm, B (opme
3JICKTPOHHOTO IOKYMEHTa, B (hopme ayauodaiina.

® JIUIsl TIIYXUX U CJIA0OCIBIIIAIINX: B Te4aTHOU (opme, B (opMe FNEKTPOHHOTO JJOKYMEHTA.

® U151 00YJaIOLINXCSl C HApYIICHUSIMU OMOPHO-ABUraTeIbHOIO anmapara: B IeyaTHOH ¢opme, B
(dbopme MEKTPOHHOTO JJOKYMEHTa, B (hopMe ayaunodaiina.

VY4eOHble ayTUTOPHM A BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHON palOoThl, HaydHas
OMOMMOTEKa W WHBIE TIOMEIIEHUS i1 OOYyYEeHHS OCHAICHBI CHEIUaIbHBIM OO0OpYJAOBaHHEM |
yLI€6HBIMI/I MeECTaMU C TCXHUUYCCKNUMHAU CpeI[CTBaMI/I 06y‘IeHI/I$IZ

® JUISl CJICTIBIX M CTA0OBUISAIINX: YCTPOMCTBOM JJIsi CKAaHUPOBAHUS M YTCHUS ¢ Kamepoir SARA
CE; nucrimeem bpaiins PAC Mate 20; npuntepom bpaiinsg EmBraille ViewPlus;



o Il TIYXUX W CHAOOCHBIIIANIUX: aBTOMATU3UPOBAHHBEIM pPa0OYUM MECTOM Ui JIOJCH C
HapyILICHUEM CiTyXa U c1a0O0CIbIIalINX; aKyCTHUECKUIM YCHIINTENb U KOJIOHKH;

e 11 OOY4YaIOUIMXCS C HapYIICHUSMH OIOPHO-IBUTATEILHOTO ammapaTa: MepeBHKHBIMU,
perynupyeMbiMu  sproiomMudeckumu napramu CH-1; KOMIBIOTEPHON TEXHHUKOW €O CHELUAIBbHBIM
MIPOrPaMMHBIM 00ecTIeYeHUEM.

9. Metoauyeckue MaTepUAJIbI
9.1 IlnaHbl NPAKTHYECKHX 3aAHATHI

MartepuaibHO-TEXHH4YECKOE O0ecredeHne NPAKTHYeCKUX 3aHATHI
KomnberoTepHblii  Kjlacc, MNOJAKIIOYEHHbIH B VIHTEpHET, OCHAIIEHHBIA MPOEKTOPOM ISt
AJIEKTPOHHBIX MPE3CHTAIMH M SKpaHOM. Bce KOMIBIOTEpHI JHOJDKHBI OBITH CBSI3aHBI MEXIY CO0OH B
€IMHYI0 BHYTPEHHIOIO CETh U OCHAIICHBI CIEIMATU3UPOBAHHBIM MPOTPaMMHBIM 00€CIIEUEHHUEM.

Pasznea 1. Beenenue. Ilpeamer u 3agaun kypca. UcTouHukn u aureparypa

Bonpocs! 11 n3y4eHnus:

1. Tlonsatue «ymnpaBiieHUE TOKYMEHTaAMU.

2. Vcropusi popMHPOBAHUS METOIOJIOTUH YIIPABJICHHUS JOKYMEHTAMH.

3. Metononorus ynpapieHusi JOKyMEHTaMH, €€ OTJIMYUS OT TPAAULIMOHHBIX TPeICTaBICHUN
0 JICTIONIPOM3BOICTBE M JOKYMEHTAIIMOHHOM O0ECTIICUCHUH YIIPaBICHUS

4. YmpaBieHue JOKyMEHTaMH Kak (pyHKIMs MEHEI)KMEHTa

5. CoaeprkaHue IeATENbHOCTH M0 YIPaBIEHUIO T0KyMEHTAMHU.

6. Peanuzanus (yHKUMHA [JIaHUPOBAHUS, pETyJIMPOBAHUS, OpraHU3alUU JOCTyla U
KOHTPOJISI B OTHOIIEHUH TOKYMEHTOB B IPOLIECCE YIIPABICHUS HMH.

7. JIOKyMEHT KaK OOBEKT yIpaBICHUSI.

8. OcobeHHOCTH yNpaBiCHUS TOKyMEHTaMH Ha OyMa)KHOM HOCHTENE M 3IIEKTPOHHBIMH
JOKYMEHTaMHU.

HUcroynuku:

Oenepanbublii 3akoH 0T 27 uronst 2006 r. Ne 149-03 «O06 nnpopmanmu, THPOPMALUOHHBIX
TEXHOJIOTUSX U O 3aIlUTe UH)OPMAIII.

Crparerus paszButusi uHpopmannoHHoro odmiectsa B Poccuiickoit denepanmu. YTBepxkaeHa
Pacniopsixenuem I[pesunenta Poccutickoit deneparuu ot 7 deBpans 2008 r. Ne [1p-212

I'OCT P UCO 15489-1-2019. Cucrema cranmapToB mo uH(opMauuu, OUOINOTEYHOMY U
u3narenbckomy neny. Mudopmarus u nokymenTamus. Ynpasienue gokymeHTamu. Yacte 1. [TorsTus
Y IPUHLIUIIBL.

JIuTepaTtypa ocHOBHasI

Jlapua M.B. MHpopManimoHHOe oOecriedeHUe yIpaBieHUs [DICKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparuu,
®enep. Toc. OIOKETHOE 00pa30BaT. YUpexkJACHHUE BhICII. 00pazoBanus "Poc. roc. ryMaHUTApHBIA yH-
™]. - OnekrtpoH. nmaHn. - MockBa: PITY, 2018. - 278, [1] ¢ - Pexum
nocryma: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473

Nudopmanust ¥ KOMMyHUKaIlMs B rOCYAapCTBEHHOM ympaBiieHuu: MoHorpadus/ A.T.
Kucenés, IL.H. Kupwuéx. — M.. HUHOPA-M, 2019.— 268 c. — (Hayunas wmbICIb). —
www.dx.doi.org/10.12737/monography_5c¢3597c1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

beikoBa T.A. JIOKyMCHTAIlMOHHOE OOCCIICUCHHE  YIpPABJICHHUS  (JICIOMPOU3BOJCTBO)
[DnexTponnslit pecype]: yuebnoe mocobue / T.A. beikoBa, T.B. Ky3uenosa. — 2-¢ u3j., nepepad. u
nom. — M.: Uadpa-M, 2018. — 304 ¢. URL: http://znanium.com/go.php?id=942800.
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JdononHureabHas

Jlapun M.B. YnpaBinenue nokymeHTanuen B opranuzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHI B YyrnpaBieHuH: HayuHo-meronnu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUUJIA/L. 2-e u3a., non. u nepepad.— M., 2008.

Jlapun M.B., PeickoB O.U. YnpaBneHne JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metoa. nocobue / M.B. Jlapun, O.1. PeickoB; BHUNAJL. — M., 2005.

Paiiz6epr b.A. 'ocynapcTBeHHOE yrpaBiIeHHE SKOHOMHUUYECKUMH U COLMAIBHBIMU MPOLIECCAMU
[DnexTponHbIi pecypc]: Yuebnoe nmocobue. - Mocka: OOO "Hayuno-uznarensckuit nentp MH®OPA-
M", 2016. - 384 c. - [na cryneHTOB BbICIIMX yueOHbIX 3aBeneHuil. - ISBN 978-5-16-006792-6.
http://znanium.com/go.php?id=536436

Carron Maiikn Jx. KoprnopaTuBHbIi JTOKyMEHTOOOOPOT: MPUHILUIBI, TEXHOJIOTHUH,
Metoxaosorus BHeaApenus. CI16., 2002.

Crott 3. lludposoe npasutenberBo 2020. [epcnextusst ans Poccun, ampens 2016. - Mocksa:
Bcemupnsiii 6ank: MHCTUTYT pa3BuTHs nHOpMaImoHHoro odmiectsa, 2016. - 79 c.

VYnpasnenne nqokymeHtamu. Tepmunsl u onpenenenus. Cnosaps. — M., BHUMIA/L, 2013. —
120 c.

Pasnen 2. Uctopusi popMupoBaHusi npeacTaBieHuii 00 ynpaBjieHHH JOKYMEHTaAMH KakK
GyHKUIMM MeHeTKMEeHTa

Bonpocs! 11 n3y4eHus:

1. ®opmupoBanue koHmenmuu ymnpasieHus qokymeatamu B CIIA B 1970-1980-e rossl.

2. OrteyecTBEeHHBIC KOHLIENINH yrpaBieHus nokymentamu (Coxosa A.H., Jlapun M.B.).

3. [loHsATHE )KN3HEHHOTO MKJIA JOKYMEHTA.

4. CBs3b ynpaBiieHUsl JOKYMEHTaMH C MUCCUEN OpPraHU3alliy, €€ LEeIsIMHU U 3aJa4aMu.

5. Cucrema ympaBieHHs TOKYMEHTaMU KaK YHHUBEpCaJIbHAsg MOJIETb CO3/IaHuUs, XpPaHEHMUS,
MCTIOJIb30BAHUS JTOKYMEHTOB Ha JIIOOBIX HOCUTEIISX.

6. 3HaueHue NPOIECCHOI0 NOaX0/a B JOPMUPOBAHUYU CUCTEMBI YIIPABJICHUS JOKYMEHTAaMU B
OpraHM3alMH.

7. 3nadenue cragaaptroB MCO no ynpaBiaeHUIO JOKyMEHTaMU sl (pOPMHUPOBAHUS
METOJI0JIOTUH YIIPABJICHUS TOKYMEHTAMHU.

8. Cranmapt MCO 15489 kak 6a30BbIii CTaHAAPT IO YIPABICHUIO TOKYMEHTAMH.

9. 3nauenue crangapra MCO 30300 u B3auMOCBSI3aHHBIX C HUIM CTaHAAPTOB IS
(GbopMHPOBaHUS METOIOJIOTUU YIIPABJICHHS TOKYMEHTAMHU.

10. Mecro nH(pOPMAIIMOHHBIX CUCTEM B KOHLIEIIIMU YIIPABICHUS TOKYMEHTAMHU.

Hcrounuknm:

®enepanbubiii 3aK0H 0T 27 wrois 2006 1. Ne 149-d3 «O6 urbopmanyu, nHHOPMAITHOHHBIX
TEXHOJIOTHUSIX U O 3aIlUTe HHPOPMAITUI.

Crparerust pa3Butus uHpopMaImoHHoro oomectBa B Poccuiickoit deaepannn. Y TBEpKIeHA
Pacnopsixenunem Ipesunenta Poccuiickoit @enepanuu ot 7 dpespanst 2008 1. Ne [1p-212

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHdOpmaiuu, OHOIHOTEYHOMY H
usnarenbckomy aeny. Mudopmanus u fokymeHTanus. YnpapieHue qokymeHTamu. Yacts 1. [lonsTus
Y IPUHLIUIIBI.

I'OCT P HMCO 30300-2015. Cucrema crangapToB Mo HH(POpMaLUH, OUOIMOTEHHOMY U
uznarenbckomy geny. Hudopmanus u  gokymeHTanus. CHCTEMBl YIpaBI€HUS JAOKYMEHTaMH.
OCHOBHBIE NOJIOKEHUS U CIOBAPb.

I'OCT P HCO 7.0.101-2018/MCO 30301. Cwucrema craHgapToB 10 HHGOpMAIIUH,
OoubnuoreyHoMy M u3Aarenbckomy neny. Mudopmanus n noxkymeHtauus. CHCTEMBI yIpaBlICHUS
nokymeHTamu. TpeGoBaHus.

I'OCT P 55681-2013 / ISO / TR 26122:2008. Wndopmauus ¥ JOKyMEHTarus. AHamu3
MPOLIECCOB PAaOOTHI C TOYKU 3PEHUS YIIPABICHUS JOKYMEHTaMHU.

Jlureparypa ocHOBHasi
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Jlapua M.B. MHpopManimoHHoe oOecriedeHUe ynpaBieHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparuu,
®enep. Toc. OIOKETHOE 00pa30BaT. YUpexkJACHHUE BhICII. 00pazoBanus "Poc. roc. ryMaHUTApHBIA yH-
™]. - OnekrtpoH. nman. - MockBa: PITY, 2018. - 278, [1] ¢ - Pexum
nocryma: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473

Nudopmanust ¥ KOMMyHUKallMs B FOCYAapCTBEHHOM ympaBiieHuu: MoHorpadus/ A.T.
Kucenés, ILH. Kupwuéx. — M.. HUHOPA-M, 2019.— 268 c. — (Hayunas wmbICIb). —
www.dx.doi.org/10.12737/monography_5c¢3597c1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

JlonoTHUTENbHASI

Jlapun M.B. Ynpasnenue qokyMeHTanueil B oprannzauusx. — M.: Hayunas xaura, 2002.

Jlapun M.B., PeickoB O.W. DnexkTpoHHBIE JOKYMEHTHI B YyrpaBieHuu: HaydHo-meronuu.
nocobue / M.B. Jlapun, O.U. Pricko; BHUWJIA /L. 2-e u3a., norm. u nepepad.— M., 2008.

Jlapun M.B., PrickoB O.U. YnpaBneHue 1oKkyMEHTaM1 Ha OCHOBE MEXIYHAPOJIHOIO CTaHIapTa
NCO 15489-2001: Meton. nocobue / M.B. Jlapun, O.1. PeickoB; BHUNAJL. — M., 2005.

Paiiz6epr B.A. ['ocynapcTBeHHOE yrpaBiieHHEe YKOHOMHUYECKUMHU M COITMATBHBIMH TTPOIIECCAMH
[DnexkTpoHHEIH pecypc]: YuebHoe mocobue. - MockBa: OOO "HayuHo-usnarenbckuit iearp MHOPA -
M", 2016. - 384 c. - [Insa cryneHTOB BBICIIMX Yy4eOHBIX 3aBeneHmit. - ISBN 978-5-16-006792-6.
http://znanium.com/go.php?id=536436

CokoBa A.H. JlokymeHTOBeieHrE: TeOpHs M MpakTuka / npeaucnt. npod. M.B. Jlapuna. - M.,
2009. 333 c.

Carron Maiikn JIx. KopnopaTuBHBIA TOKYMEHTOOOOPOT: TPHUHIIMIIBI, TEXHOJIOTHH,
metononorus Bueapenus. CII6., 2002.

Crort O. lludposoe npaButensctBo 2020. [lepcnextussl gt Poccun, anpens 2016. - Mocksa:
Bceemupnsiii 6ank: MHCTHTYT pa3BUTHS HHPOpMAIMOHHOTO ob1ecTBa, 2016. - 79 c.

VYnpasnenue nokymentamu. Tepmunsl u onpenenenus. Ciosaps. — M., BHUUA/, 2013. -

120 c.

Paznen 3. IlonATHiiHbIA annapat B cdepe ynpasjieHUs JOKYMeHTaAMHU

Bomnpoce! niis uzyueHus:

1. ®enepanpHble 3aKOHBI, WHBIE HOPMATHUBHBIE AaKThl W HAIMOHAIBHBIC CTAaHAAPTHI,
yCTaHaBJIMBAIOIIME MOHATUHHBIN anmapat B cepe yrnpaBieHus: TOKyMEHTaMH.

2. O0mee B coiepKaHUU TIOHSATHH ynpaeneHue OOKYMEHMAMU W CUcmemd YNpasieHus.
Ookymermamu. TUT CBSI3U MEXKITy STUMH MOHATUSIMH.

3. Paznuuus Mexay TOHATHAMH YnpaeieHue OOKYMeHmamu W CUcmema YApAasieHusl
0OKyMeHmamu.

4. Copepskanue noHstun doxymenm (record).

5. Tlonsrtue anexmpornnwviti 0okymernm. TUTbl (BUIBI) JIEKTPOHHBIX TOKYMEHTOB.

6. TloHsTHE ANEKTPOHHBINA JOKYMEHTO000pOT. UTO 00IIEro ¥ YeM OTINYAETCS OT OyMaKHOTO
JIOKYMEHTOO0O0pOTA.

7. XapakTepucTHKa MOHIATUH, 0003HAYAIOIINX ITPOLIECCHl YIPABICHUS JOKYMEHTaMHU.

8. TlonsTHitHbIA ammapat B cdepe yrnpaBlIeHUs] TOKYMEHTaMH U MIOHATUWHBIN anmapar
JIeTIOTIPOU3BOCTBA: CXOJCTBO U Pa3IHUuSL.

Hcrounuknm:

®enepanbubiit 3aKk0H 0T 27 wrois 2006 1. Ne 149-d3 «O06 nabopmanyu, nHHOPMAITHOHHBIX
TEXHOJIOTUSIX U O 3aIIUTe MH)OPMAITII.

®denepanbHblit 3ak0H OT 6 anpenst 2011 r. Ne 63-D3 «O0 »IeKTPOHHON MOATTHCH.
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I'OCT P UCO 15489-1-2019. Cucrema crangapToB mo uHGopMmauuu, OUOINOTEYHOMY U
n3narenbckomy neny. Mudopmarus u nokymenTamus. Ynpasienue gokymeHTamu. Yacte 1. [TorsTus
Y TIPUHIIUTIBL.

I'OCT P HUCO 30300-2015. Cucrema cranmapTtoB mo uHGOpMAIUH, OUOIMOTEIYHOMY H
uznarenbckomy geny. Hubopmanus u  gokymeHTarnus. CHCTEMBI YIPaBICHUS JTOKYMEHTaMH.
OcHOBHbIE MOJIOKEHUS U CI0BAPb.

JIuTepaTtypa ocHOBHasI

Jlapua M.B. MHpopManimoHHOe oOecriedeHUe yIpaBieHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparuu,
®enep. Toc. OIOKETHOE 00pa30BaT. YUpekACHHUE BhICII. 00pazoBanus "Poc. roc. ryMaHUTApHBIA yH-
™]. - OnekrpoH. nmaHn. - MockBa: PITY, 2018. - 278, [1] ¢ - Pexum
nocryma: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473

Nudopmanust ¥ KOMMyHUKaIlMs B rOCYAapCTBEHHOM ympaBiieHuu: MoHorpadus/ A.T.
Kucenés, ILH. Kupwmuéx. — M.. HUHOPA-M, 2019.— 268 c. — (Hayunas wmbICIb). —
www.dx.doi.org/10.12737/monography_5¢3597c1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821.

JlonoTHUTENbHAS

Jlapun M.B. Ynpasnenue qokyMeHTanueil B oprannzauusx. — M.: Hayunas kaura, 2002.

Jlapun M.B., PeickoB O.W. DnekTpoHHBIE JOKYMEHTHI B YyrpaBieHuu: HaydHo-mMetonuy.
nocobue / M.B. Jlapun, O.U. Pricko; BHUNUJIA /L. 2-¢ u3a., gom. u nepepad. — M., 2008.

Jlapun M.B., PrickoB O.U. YnipaBneHue 1oKkyMeHTaMU Ha OCHOBE MEXIYHAPOJIHOTO CTaHIapTa
NCO 15489-2001: Metoa. nocobue / M.B. Jlapun, O.1. PeickoB; BHUNAJL. — M., 2005.

CokoBa A.H. JlokymeHTOBeieHrE: TeopHs M MpakTuka / npeaucnt. npod. M.B. Jlapuna. - M.,
2009. 333 c.

VYnpasnenue nokymentamu. Tepmunbsl u onpenenenus. Ciosaps. — M., BHUUA/, 2013. -
120 c.

Paznen 4. Cucrema ynpasjeHus1 JOKyMeHTaMu opranusanuu. HopmaruBHoe peryjJimpoBaHue u
MeTO/An4ecKoe o0ecrneyeHne ynpaBJeHusl JOKYMEeHTAMH B OPraHU3aluu

Bonpocs! 11 n3y4enus:

1. HopmaTuBHBIE IpaBOBbIE aKThl, PEryJIUPYIOIIUE YyINpaBIEHUE JOKYMEHTaMU B
OpraHM3alMsIX.

2. JloxanpHble HOPMATUBHBIE aKThI IO YIPABICHUIO TOKYMEHTAMHU.

3. Hauumonansuble cTtanmapTsl Poccuiickoit @enepanuu Mo YHOPaBICHUIO JIOKYMEHTaMH,
yCTaHaBJIMBAOLIME TPEOOBAHUS K CHCTEME YIPaBIECHUS TOKYMEHTaMH.

4. OpraHu3alMOHHBIE aCIIEKTHI YIIPABICHUS JOKYMEHTAMH.

5. OpraHu3anmoHHO-()yHKIIMOHAJIbHAS CTPYKTYpa CUCTEMBI YIPABICHUS JOKYMEHTAMHU.

6. Conepxanue GyHKINU YIPABICHUS JOKYMEHTAMHU.

7. PacrnpeneneHue OTBETCTBEHHOCTH MEXy PYKOBOJICTBOM, CIIEHUAIINCTAMHU IO YIIPABJICHUIO
TOKyMEHTaMH, pa0OTHUKAaMH 32 COCTOSTHHE PabOThI C JOKYMEHTaMH.

8. Ponp  cnenuanucroB-JOKYMEHTOBEIOB B OpPraHM3ALUMU  CHUCTEMbl  yNpaBJICHUS
JOKYMEHTaMH.

9. Ponab pykoBOJCTBa B yNpPaBIEHUHU TOKYMEHTAMH.

10. 3nauenue GyHKIMU KOHTPOJISI B CUCTEME YIIPABICHUS TOKYMEHTaMHU.

11. 3navenue oOydeHHs TIEpcoHaa yIPaBIECHUIO TOKYMEHTAMH.

HUcroynuku:
Oenepanbublii 3akoH 0T 27 uronst 2006 r. Ne 149-03 «O6 nnpopmanmu, THPOPMALUOHHBIX
TEXHOJIOTHAX U O 3alUTe HHHOPMALIUI.
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[Tpuka3z ®epepanpHoro apxuBHoro arentctBa or 11.04.2018 Ne 44 "OO6 yrBepkIeHUU
[IpumepHOI MHCTPYKLIMH IO AEJIONPOU3BOACTBY B TOCYIAPCTBEHHBIX OPraHU3aALMAIX .

[Tpuka3 ®@enepanabHOro apxuBHoOro areHrcTBa ot 22.05.2019 Ne 71 "O6 yrBepknenuun [IpaBun
JIeJIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OPraHax, OpraHaXx MECTHOTO caMOYIIpaBJIeHus".

I'OCT P UCO 15489-1-2019. Cucrema cranmapToB mo uHdopMauuu, OUOINOTEYHOMY U
u3narenbckomy neny. Mudopmarus u qokymenTamus. Ynpasienue gokymeHTamu. Yactes 1. [TorsTus
Y TIPUHIIUTIBL.

I'OCT P HMCO 30300-2015. Cucrema cranmapTtoB mo uHGOpMAIUH, OUOIMOTEYHOMY H
uznarenbckomy geny. HWudopmanus u  gokymeHTarnus. CHCTEMBI YIPaBICHUS JOKYMEHTaMH.
OcHOBHBbIE MOJIOKEHUS U CI0BAPb.

Metoauueckie pPEKOMEHAAMM MO0 pPa3paboTKe WHCTPYKIHMHA 1O JEIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OopraHax MECTHOrO camoympaBieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

[Tpuka3z Muntpyna Poccun ot 06.05.2015 Ne 276n "OO yrBepkaeHUn NpoQhecCHOHATHHOTO
cragnapTa "CrHenuanucT Mo OpraHU3alMOHHOMY M JOKYMEHTAIIHOHHOMY OOCCIICUEHUIO YIPaBIICHUS
opranu3anuen".

[Tpuka3 Muntpyna Poccun ot 10.05.2017 Ne 4161 "OO6 yrBepxkaeHun mpohecCHOHATHLHOTO
cranapra "Crnenuanuct Mo ynpaBJIeHHUIO TOKYMEHTAUe opraHu3aiun’.

[Tpuka3z Muntpyna Poccun ot 19.04.2018 Ne 266n "OO0 yrBepxkaeHUHn MpohecCHOHATHLHOTO
craggapra «Crenranuct 1mo GOpMHPOBAHUIO YJIEKTPOHHOTO apXuBa'.

JIuTepaTrypa ocHOBHasI

Jlapua M.B. MHpopManimoHHOe oOecriedeHUe ynpaBieHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparuu,
denep. Toc. OIOKETHOE 00pa30BaT. YUpekACHHUE BhICII. 00pazoBanus "Poc. roc. ryMaHUTApHBIA yH-
™]. - OnekrpoH. nman. - MockBa: PITY, 2018. - 278, [1] <c¢ - Pexum
nocryma: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473

Nudopmanust ¥ KOMMyHUKaIlMs B FOCYAapCTBEHHOM ympaBiieHuu: MoHorpadus/ A.T.
Kucenés, IILLH. Kupuuék. - M.: HNHOPA-M, 2019.- 268 c¢. - (Hayunas w™pICHB). -
www.dx.doi.org/10.12737/monography_5¢3597c¢1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

beikoBa T.A. JIOKyMCHTAIlMOHHOE OOCCIICUCHHE  YOPABJICHHUS  (JICTOMPOU3BOJCTBO)
[DnexTponnslit pecype]: yuedbnoe mocobue / T.A. beikoBa, T.B. Ky3uenosa. — 2-¢ uzj., nepepad. u
nom. — M.: Uadpa-M, 2018. — 304 c¢. URL: http://znanium.com/go.php?id=942800.

JdononHureabHas

Jlapun M.B. YnpaBinenue nokymeHTanuen B opranuzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHI B YyrnpaBieHuHM: HayuHo-meroanu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUMJIA/L. 2-e u3a., gom. u nepepad. — M., 2008.

Jlapun M.B., PeickoB O.U. YnpaBnenne JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metox. nocodue / M.B. Jlapun, O.1. Peickos; BHUNIA/L. — M., 2005.

CoxoBa A.H. JlokyMeHTOBeieHHE: TEOpHs U MpakTuka / mpeauci. npod. M.B. Jlapuna. - M.,
2009. 333 c.

VYnpasnenne nqokymeHtamu. Tepmunsl u onpenenenus. Cnosaps. — M., BHUMIAJL, 2013. —
120 c.

Paznen 5. [lotuTHka ynpaBJjieHUs1 JOKYMEHTAMU: MPUHIUIIBI Pa3padoTKH,
coJep:KaHue, NPUMeHeHHe
Bomnpocs! 1u1s u3yueHus:
1. 3HaueHMe NONUTUKY YIPABIEHUS JOKYMEHTAMHU JUIsl pa3BUTHSI U yIyULIEHUS] CHCTEMBI
yIpaBiIeHUs TOKYMEHTaMH.
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2. llens pa3paOOTKH MOJUTUKH YIIPABJICHUS TOKYMEHTAMHU.

3. INopsanok pa3pabOTKH MOJUTHKY YIIPABIECHUS TOKyMEHTaMH (COIJIacOBaHUE, YTBEPKICHHUE,
JOBEZICHUE /10 COTPYJTHUKOB OPTaHU3ALIUN).

4. OcHoBaHus 1715 pa3pabOTKU NOJUTUKH YIIPABIEHUS TOKYMEHTAMHU.

5. CoaeprkaHue NOJIUTUKYU YIPABIECHUS JOKYMEHTaMHU.

Hcrounuknm:

®denepanbubiit 3aK0H 0T 27 wrois 2006 r. Ne 149-D3 «O6 nabopmanyu, HHHOPMAITHOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe HHPOPMAITUI.

[Ipuka3z dDenepanpHoro apxuHOro areHtctBa oT 11.04.2018 Ne 44 "OO yTBepkacHUH
[IpuMepHOI HHCTPYKLIMH 110 AEIOMPOU3BOACTBY B TOCYIaPCTBEHHBIX OpraHu3anusx".

[Tpuka3 denepanpHOro apxuBHOTO areHTCTBa OT 22.05.2019 Ne 71 "OO6 yrBepxknenun [TpaBun
JIEJIONPOU3BO/ICTBA B TOCYJAPCTBEHHBIX OPraHax, OpraHaXx MECTHOIO CaMOYIpaBJIeHUs".

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHbOpmaIuu, OHOIHMOTEYHOMY H
usnarenbckomy aeny. Mudopmanus u fokymeHTanus. YnpapieHue qokymeHTamu. Yacts 1. [onstus
Y IIPUHLIUIIBI.

I'OCT P HMCO 30300-2015. Cucrema crangapToB Mo HH(POpMaLUU, OUOIMOTEUHOMY U
uznarenbckomy geny. HWudopmanus u  gokymeHTanus. CHCTEMBbl YIpaBI€HUS JAOKYMEHTaMH.
OCHOBHbBIE MOJIOKEHUS U CIIOBAPb.

I'OCT P HCO 7.0.101-2018/MCO 30301. Cwucrema craHgapToB 10 HHGOPMAIIUH,
OubmoTeyHoMy W wu3aarenbckomy neny. Mudopmamus u moxkymenrtanus. CUCTEMbl YIpaBlICHUS
nokymeHTamu. TpeGoBaHus.

Metonudeckue peKOMEHAAUd M0 pa3paboTKe WHCTPYKIMM 1O JEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OopraHaXx MECTHOrO camoympaBiieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

JIutepatypa oOCHOBHAasl

Jlapua M.B. UHdopmanmonHoe obecniedeHne ympasieHHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo oOpa3oBanust u Hayku Poc. @eneparnmn,
®denep. roc. O PKETHOE 00pa30BaT. yUpEKICHHE BBICII. 00pa3oBanusa "Poc. roc. ryMaHUTapHBIN YH-
™]. - OnekrpoH. pgaH. - MockBa: PITY, 2018. - 278, [I] c - Pexum
noctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473

Nudopmanuss ¥u KOMMyHUKAIMs B rOCyJapCTBEHHOM ympaBieHuu: MoHorpadus/ A.l.
Kucenés, IILLH. Kwupuuék. - M.:. HHOPA-M, 2019.- 268 c¢. - (Hayynas MbICHB). -
www.dx.doi.org/10.12737/monography_5¢3597c¢1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

JdononHureabHas

Jlapun M.B. YnpaBinenue nokymeHTanuen B opranuzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHl B ympaBieHuHM: HayuHo-meronnu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUMJIA/L. 2-e u3a., gom. u nepepad. — M., 2008.

Jlapun M.B., PeickoB O.U. YnpaBnenne JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metox. nocodue / M.B. Jlapun, O.1. Peickos; BHUNIA/L. — M., 2005.

CoxoBa A.H. JlokyMeHTOBeieHHE: TEOpHs U MpakTuka / mpeauci. npod. M.B. Jlapuna. - M.,
2009. 333 c.

Carron Maiikn Jx. KoprnopaTuBHbii J1OKyMEHTOOOOPOT: MPUHILMUIBI, TEXHOJIOTHUH,
Meroxaosorus BHeapenus. CI16., 2002.

VYnpasnenne nqokymeHtamu. Tepmunsl u onpenenenus. Cnosaps. — M., BHUMIAL, 2013. —
120 c.

Paznes 6. MOHUTOPHMHT U AyAUT B cMCTeMe YIIPaBJIeHUs J0OKYMeHTAMH
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Bonpocs! 11 n3y4eHus:

[lenu mpoBeieHNsT MOHUTOPHHTA U ayIUTa B CUCTEME YIPABICHUS TOKYMEHTAMM.

OOBeKThl MOHUTOPUHTA U AyTUTA.

AyauT BHENTHUN U BHYTPEHHHI: 0COOCHHOCTH OPTaHHU3aIlMU U TTPOBEICHHMS.
[InanupoBanue aynura.

@ukcanus Xo4a U pe3yabTaToOB ayAHTa.

Pa3zpaboTka Ha OCHOBE pe3yJbTaTOB ayAHTa KOPPEKTUPYIOIIUX JEHCTBHIA, HAIPABICHHBIX
Ha COBEPILECHCTBOBAHUE CUCTEMBI YIIPABJICHUS JOKYMEHTaMHU.

ok wdE

Hcroynuku:

Oenepanbublii 3akoH 0T 27 mronst 2006 r. Ne 149-03 «O6 nnpopmanmu, THPOPMALMOHHBIX
TEXHOJIOTUSX U O 3aIlUTe HH)OPMALII.

[Mpuka3z ®enepanpHoro apxuBHoro arentctBa ot 11.04.2018 Ne 44 "OO6 yrBepkIeHUU
[IpumepHOI MHCTPYKLIHMU IO AEJIONPOU3BOACTBY B TOCYIAPCTBEHHBIX OPraHU3aALMAIX .

[Tpuka3 ®@enepanbHOro apxuBHoro areHrcTBa or 22.05.2019 Ne 71 "O6 yrBepxkaenuu [Ipasun
JeJI0NIPOU3BOICTBA B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIpaBiIeHUs "

I'OCT P UCO 15489-1-2019. Cucrema crangapToB mo uHGopMmauuu, OUOINOTEYHOMY WU
n3narenbckomy neny. Mudopmarus u qokymeHTaius. Ynupasienue qokymeHTamu. Yacte 1. [TorsTus
Y TIPUHIIMIIBIL.

I'OCT P UCO 30300-2015. Cucrema cranmapTtoB mo uHGOpMAIUH, OUOIMOTEIYHOMY H
u3narenbckoMy neny. Hudopmanms wu  gokymenrtanusi. CHCTeMbl YHpPaBICHHS JTOKYMEHTaMH.
OCHOBHBIE TIOJI0XKEHHUS U CI0BAPb.

I'oCT P HCO 7.0.101-2018/MMCO 30301. Cucrema craHgapToB 1O HH(MOpPMAIHH,
OoubnuoreyHoMy M wu3Aaresnbckomy neny. MHdopmanums m poxymentauus. CHUCTEMBI yNpaBlIEHUS
IOKyMeHTamu. TpeboBaHusl.

Meroanyeckue peKOMEeHJAlMM 10 pa3padoTKe HMHCTPYKUMH 1O J€JIONPOU3BOJACTBY B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO camoympaBiieHus (yTB. mpuka3oM PocapxuBa ot
25.12.2020 Ne 199).

JIuTepaTtypa ocHOBHasI

Jlapua M.B. MHpopManimoHHoe oOecriedeHUe yIpaBieHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo o6pazoBanus u Hayku Poc. deneparuu,
Denep. Toc. OIOKETHOE 00pa30BaT. YUpexkACHHUE BhICII. 00pazoBanus "Poc. roc. ryMaHUTApHBIA yH-
™]. - OnekrtpoH. nman. - MockBa: PITY, 2018. - 278, [1] ¢ - Pexum
nocryma: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473.

Nudopmanust ¥ KOMMyHUKaIlMs B FOCYAapCTBEHHOM ympaBiieHuu: MoHorpadus/ A.T.
Kucenés, IILLH. Kupuuék. - M.: HNHOPA-M, 2019.- 268 c¢. - (Hayunas w™pICHB). -
www.dx.doi.org/10.12737/monography_5c¢3597c1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

JlonoTHUTENbHASI

Jlapun M.B. Ynpasnenue qokyMeHTanueil B oprannzauusx. — M.: Hayunas kaura, 2002.

Jlapun M.B., PeickoB O.W. DnexkTpoHHBIE JOKYMEHTHI B YyrpaBieHuu: HaydHo-meroauu.
nocobue / M.B. Jlapun, O.U. Pricko; BHUNUJIA /L. 2-¢ u3a., gom. u nepepad. — M., 2008.

Jlapun M.B., PrickoB O.U. YnpaBneHue 1oKkyMeHTaM1 Ha OCHOBE MEXIYHAPOJIHOIO CTaHIapTa
NCO 15489-2001: Metox. nocobue / M.B. Jlapun, O.1. PeickoB; BHUNAJL. — M., 2005.

CokoBa A.H. JlokymeHTOBeieHrE: TeopHs M MpakTuka / npeauct. npod. M.B. Jlapuna. - M.,
2009. 333 c.

Ynpasnenue nokymentamu. Tepmunsl u onpenenenus. Ciosaps. — M., BHUMUA/, 2013. -
120 c.
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Pasnes 7. TpeGoBaHusI K JOKYMEHTAM U JOKYMEHTHPOBAHHI0, XPAHEHUIO TOKYMEHTOB
U I0CTYIy K HUM
Bonpocs! 11 n3y4eHus:
JIoKyMeHTBI KaKk HH(POPMAaIMOHHBIN pecypc OpraHU3aluu
TpeboBanust, npeabaBIsSIEMbIC K TOKYMEHTAM.
HopmaTtuBHoe perynupoBaHue Mpo1eccoB JOKYMEHTUPOBAHUS B OpraHU3aIUH.
IIpaBuia co3ganust JOKyMEHTOB.
BBo 10KyMEHTOB B TJOKYMEHTHYIO CUCTEMY.
JIOKyMEHT, MeTa/IaHHbIE TOKYMEHTa, METalaHHbIE 00 YIpaBICHUHU TOKYMEHTaMHU.
Ha3nauenue MeTataHHBIX.
PazpaboTka u mnpumeHeHue YHUPUUUPOBAHHBIX (HOPM JTOKyMEHTOB (11a0JIOHOB
JIOKYMEHTOB).
9. VYcranosneHue TpeOOBaHUM K XpaHEHUIO TOKYMEHTOB B JIOKYMEHTHOH CHCTEME.
10. [Mopsanox gocTymna K JOKyMEHTaM U MCMOJIb30BaHUs JOKyMeHTOB. KoHTponb noctyma.
11. TpeGoBaHus MO 00ECMIEYCHUIO COXPAHHOCTH JOKYMEHTOB.
12. Tlepememenue (MUTparys) TOKYMEHTOB, KOHBEPTAIlUsI IOKYMEHTOB.
13. Tlopsiiox YHUUYTOKEHHS JOKYMEHTOB.

NGO~ wWNE

Hcrounuknm:

®enepanbubiii 3aK0H 0T 27 mroist 2006 r. Ne 149-d3 «O6 nrbopmanyu, nHHOPMAITHOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe HHPOPMAITUI.

®denepanbHbiit 3ak0oH 0T 22 okTs0ps 2004 1. Ne 125-D3 «O6 apxuBHOM nene B Poccuiickoit
denepauuny.

[Ipuka3z denepanpHoro apxuHOro areHtctsa oT 11.04.2018 Ne 44 "OO yTBepkacHUH
[IpuMepHOI HHCTPYKLIMH 11O AEIONPOU3BOACTBY B TOCYIaPCTBEHHBIX OpraHu3anusx".

[Tpuka3 denepanpHOro apxuBHOTO areHTcTBa OT 22.05.2019 Ne 71 "OO6 yrBepxknenun [TpaBun
JIEJIONPOU3BO/ICTBA B TOCYJAPCTBEHHBIX OpPraHax, OpraHax MECTHOIO CaMOYIpaBJIeHUs".

[Ipuka3z PocapxuBa ot 20.12.2019 Ne 236 "O6 yrBepkaeHuu IlepedHss THUITOBBIX
VIOpPaBIEHYECKUX  apXHBHBIX  JOKYMEHTOB, OOpa3yloIIUXCs B  Mpolecce  JeATEIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAaMOYTIPaBJIEHUS U OPraHU3alUi, C YKa3aHHEM CPOKOB
UX XpaHeHus".

[Tpuka3 Pocapxua ot 20.12.2019 Ne 237 "OG6 yrBepxaenun WHCTPYKIIMK 1O MPUMEHEHUIO
[lepeuHss THUIMOBBIX YIPABICHYECKUX apPXUBHBIX JIOKYMEHTOB, OO0pa3ylomUXCs B IIpolecce
NEeSITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPAaBJIEHUS U OpraHU3alMi, C
YKa3aHHMEM CPOKOB UX XpaHEHHUA'".

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHbOpMaIuu, OHOIHMOTEYHOMY H
usnarenbckomy aeny. Mudopmanus u fokymeHTanus. YnpapieHue qokyMmeHTamu. Yacts 1. [lonstus
Y IPUHLIUIIBI.

I'OCT P HMCO 30300-2015. Cucrema crangapToB Mo HH(POpMALUHU, OUOIMOTEHHOMY U
uznarenbckomy geny. Hudopmanus u  gokymeHTanus. CuCTeMBbl YIpaBI€HUS JAOKYMEHTaMH.
OCHOBHbBIE TIOJIO)KEHUS U CIIOBAPb.

I'OCT P HCO 7.0.101-2018/MCO 30301. Cwucrema craHgapToB 10 HHGOpMAIUH,
OubnroreyHoMy W wu3aarenbckomy neny. Mudopmamus u moxkymenrtanus. CUCTEMBbl yIpaBlICHUs
nokymeHTamu. TpeGoBaHus.

Metonudyeckue peKOMEHAANud M0 pa3paboTKe WHCTPYKIMI 1O JIEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, opraHax MECTHOrO camoympaBieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

JIuteparypa oCHOBHAasI

Jlapua M.B. UHdopmanmonHoe obecniedeHne ympasieHHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
nocobue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo oOpa3oBanus u Hayku Poc. @eneparmn,
®denep. roc. O PKETHOE 00pa30BaT. yUpEKICHHE BBICII. 00pa3oBanus "Poc. roc. ryMaHUTapHBIN YH-
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Nudopmanuss ¥ KOMMyHUKAIMs B rOCyJapCTBEHHOM ympaBieHuu: MoHorpadus/ A.l.
Kucenés, IILLH. Kwupuuék. - M.:. HHOPA-M, 2019.- 268 c¢. - (Hayunas MbICHB). -
www.dx.doi.org/10.12737/monography_5¢3597c¢1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

JdononHureabHas

Jlapun M.B. YnpaBienue nokymeHTanuen B opranuzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHI B YyrnpaBieHMH: HayuHo-meronnu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUMJIA/L. 2-e u3a., gom. u nepepad. — M., 2008.

Jlapun M.B., PrickoB O.U. YnpaBneHue JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metox. nocodue / M.B. Jlapun, O.U. Peickos; BHUNIA/L. — M., 2005.

VYnpasnenne nqokymeHtamu. Tepmunsl u onpenenenus. Cnosaps. — M., BHUNIAJL, 2013. —
120 c.

Pa3nen 8. [Ipouecchl u cpeacTBa ynpaBjieHUsI IOKYMeHTAMH

Bonpocs! 11 n3y4enus:

1. CopeprxaHue MOHATHS «IIPOLECCHI YIIPABICHUS TOKYMEHTAMU.

2. CopnepxaHue MOHSATHUS «CPEJICTBA YIIPABICHUS TOKYMEHTAMM).

3. [Ipoueccel  ympaBiaeHHs JOKYMEHTaMH, KOTOpbI€ JOJKHBI OBITh peanu30BaHbl B
OopraHu3alyu.

4. Tlpouecchl co3ianusi JOKYMEHTOB, CPEJICTBA, UCIOIb3yeMbIE AJIsl CO3/1aHUS JOKYMEHTOB.

5. [Ipoueccel ympaBiieHUsT JOKyMEHTaMHu (BKJIIOYas JOCTYNl K JIOKYMEHTam)), CpeICTBa,
WCIIOJBb3YEMBIE JIJIS1 YIIPABIICHHS TOKYMEHTAMH.

6. [Iporeccel KOHTPONS 3a JOKYMEHTaMH, CpEACTBA, HCIONb3yeMble Il KOHTPOJIS
JTOKYMEHTOB.

HUcrounuku:

®enepanbubliii 3akoH 0T 27 uronst 2006 r. Ne 149-03 «O6 nnpopmanyu, THPOPMALUOHHBIX
TEXHOJIOTHUSIX U O 3allluTe HHPOPMAIUI.

®OenepanbHblil 3akoH 0T 22 okTsa0ps 2004 r. Ne 125-®3 «O6 apxuBHOM nene B Poccuiickoit
denepanuny.

[Mpuka3z depepanbHOro apxuBHOro areHTcTBa OT 15.06.2020 Ne 69 "OO yTBepkaeHUU
TunoBbix QYHKIMOHATBHBIX TPEOOBAHUN K CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO0O0pOTa U CUCTEMaM
XpaHEHUs AJIEKTPOHHBIX JOKYMEHTOB B apXHBaX IOCy1apCTBEHHBIX OPraHoB".

[Ipuka3z denepanpHoro apxuHOro areHrtcrsa oT 11.04.2018 Ne 44 "OO yTBepkacHUH
IIpruMepHOI MHCTPYKLIMH I10 I€JI0NIPOU3BOJICTBY B TOCYAApCTBEHHBIX OpraHu3ausax".

[Tpuka3 denepanpHOro apxuBHOTO areHTcTBa OT 22.05.2019 Ne 71 "OO6 yrBepxknenun [TpaBun
JIEJIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OPraHax, OpraHax MECTHOTO caMOYIIpaBJIeHU" .

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHdOpmaiuu, OHOIHOTEYHOMY H
usnarenbckomy aeny. Mudopmanus u fokymeHTanus. YnpapieHue qokymeHTamu. Yacts 1. [onstus
Y IPUHLIUIIBI.

I'OCT P HMCO 30300-2015. Cucrema crangapToB Mo HH(POpMaLUHU, OUOIMOTEHHOMY U
uznarenbckomy geny. HWudopmanus u  gokymeHTanus. CHCTEMBl YIpaBI€HUS JAOKYMEHTaMH.
OCHOBHBIE MOJIOKEHUS U CIOBAPb.

I'OCT P HCO 7.0.101-2018/MCO 30301. Cwucrema craHgapToB 10 HHGOpMAIUH,
OoubnuoreyHoMy M u3Aarenbckomy neny. Mudopmanus u noxkymeHtauus. CHCTEMBI yIpaBlICHUS
nokymeHTamu. TpeGoBaHuUs.
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Metoauueckie pEKOMEHAAMM MO pPa3paboTKe WHCTPYKIHMHA 1O JEIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OopraHax MECTHOrO camoympaBieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

JIuteparypa OCHOBHAasl

Jlapua M.B. UHdopmanimonHoe obecniedeHne ympasieHHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
noco6ue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo oOpa3oBanust u Hayku Poc. @eneparnmn,
®denep. roc. OrPKETHOE 00pa30BaT. YUpEKICHHE BBICII. 00pa3oBanusa "Poc. roc. ryMaHUTapHBIN YH-
™]. - OnektpoH. gaH. - MockBa: PITY, 2018. - 278, [I] ¢ - Pexum
noctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473.

Nudopmanuss ¥u KOMMyHUKAIMs B rOCyJapCTBEHHOM ympaBieHuu: MoHorpadus/ A.l.
Kucenés, IILLH. Kwupuuék. - M.: HHOPA-M, 2019.- 268 c¢. - (Hayynas MbICHB). -
www.dx.doi.org/10.12737/monography_5¢3597c¢1afe618.59175672. - Pexum JOCTYyTIA:
http://znanium.com/catalog/product/1002821

JdonoaHureabHas

Jlapun M.B. YnpaBinenue nokymeHTanuen B opranmzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHI B YyrnpaBieHuHM: HayuHo-meroanu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUMJIA/L. 2-e u3a., nom. u nepepad. — M., 2008.

Jlapun M.B., PeickoB O.U. YnpaBnenne JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metoa. mocobue / M.B. Jlapun, O.U. Peickos; BHUN A — M., 2005.

VYnpasnenne nqokymeHtamu. Tepmunsl u onpenenenus. Cnosaps. — M., BHUMIAJL, 2013. —
120 c.

Pazgen 9. YnpasiieHne puckaMu B cMcTeMe YNIPAaBJIeHUs IOKYMEHTaMH

Bonpocs! 11 nu3y4eHus:

1. Tlonsatus pucka, ynpasnenus puckamu.

2. Copepxanue u HazHayeHue [OCT P 57551-2017/ISO/TR 18128:2014 «Mudopmanus u
nokymeHTaus. OLeHKa pUCKOB Ul JOKYMEHTHBIX IPOLIECCOB U CUCTEM>.

3. Ilpumenenune crangapta [OCT P 57551-2017 B opranuzanusx.

4. Unentudpukanuss pUCKOB U KPUTEPUU OLIEHKM PUCKOB, CBSI3aHHBIX C JOKYMEHTHBIMU
IIpOLIECCaMH U CUCTEMAaMH.

5. BHemHue u BHYTpEHHHE OOCTOATENbCTBA W YCIOBHUS ((PaKTOPHI), MOPOKIAIONINE PUCKH,
CBsI3aHHBIE C JJOKYMEHTAaMH M MpolieccaMy (CpeCTBaMH) YIPABICHUS JOKYMEHTaMH.

6. Opranuzanus ¥ NpOBEJEHNUE OLIEHKH PUCKOB, CBA3AHHBIX C JOKYMEHTHBIMH IIPOLECCAMU U
CHCTEMaMH.

7. IlpuHIMIBI yIpaBIeHUE PUCKAMHU.

8. IlnmanupoBaHue ACHCTBUI B OTHOIIEHUH PHUCKOB U MX CHUKCHHUS.

Hcrounnkm:

®enepanbubiii 3aK0H 0T 27 mrois 2006 r. Ne 149-d3 «O06 urbopmanyu, nHHOPMAITHOHHBIX
TEXHOJIOTUSX U O 3aIIUTe MH)OPMAITII.

®denepanbHbiit 3ak0H 0T 22 okTs0ps 2004 1. Ne 125-®3 «O6 apxuBHoM nene B Poccuiickoit
denepauuny.

[Ipuka3z dPenepanpbHOro apxuBHOro areHTcTBa OT 15.06.2020 Ne 69 "OO yTBepkaCHUH
TunoBeIx (HyHKIMOHATBHBIX TPEOOBAHHUM K CHCTEMaM 3JEKTPOHHOTO JOKYMEHT0000pOTa M CHCTEMaM
XpaHEHUs JIEKTPOHHBIX JJOKYMEHTOB B apXHBaX roCy/1apCTBEHHBIX OPraHoB".

[Tpuka3z ®epepanpHoro apxuBHoro arentctBa ot 11.04.2018 Ne 44 "OO6 yrBepkIeHUU
[IpumepHOI MHCTPYKLIMH IO AEJIONPOU3BOACTBY B TOCYIAPCTBEHHBIX OPraHU3aLMAIX .

[Tpuxa3z ®@enepanbHOro apxuBHoro areHrcTBa oT 22.05.2019 Ne 71 "O6 yrBepkaenun [IpasBun
JIEJIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OPraHax, OpraHax MECTHOTO caMOYIpaBJIeHus".
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I'OCT P 57551-2017 / ISO / TR 18128:2014. Undopmanust u gokymenTanus. OLeHKa prucKoB
JUIS1 IOKYMEHTHBIX TIPOLIECCOB U CHCTEM.

I'OCT P 55681-2013 / ISO / TR 26122:2008. Nudopmanus u IOKyMEHTauus. AHaiu3
IPOIIECCOB pabOTHI C TOYKU 3PEHHS YIIPABICHUS JOKYMEHTaMHU.

I'OCT P UCO 15489-1-2019. Cucrema crangapToB 1o uH(opMauuu, OUOINOTEYHOMY U
n3narenbckomy neny. Mudopmarus u qokymenTaius. Ynpasienue qokymeHTamu. Yacteb 1. [TorsTus
Y TIPUHIIMIIBI.

I'OCT P UCO 30300-2015. Cucrema cranmapToB mo uHGOpMAIUH, OUOIMOTEYHOMY H
u3narenbckoMmy neny. Hudopmanms wu  gokymentanusi. CHUCTeMbl YHpPaBICHHS JTOKYMEHTaMH.
OCHOBHBIE TIOJIOKEHHS U CIIOBAPb.

I'OCT P HCO 7.0.101-2018/MMCO 30301. Cucrema craHgapToB 10 HH(MOpMAIHH,
OnbmMoTeYHOMY W HM3JarenbckoMy nenmy. VHdopmamus u nokymeHTanus. CHCTEMBI yIpaBiIeHUS
JIOKyMeHTaMu. TpeboBaHusl.

JIuteparypa oCHOBHAasl

Jlapua M.B. UHdopmanimonnoe obecniedeHne ympasieHHUs [DIEKTPOHHBIA pecypc]: yaeOHoe
noco6ue / Jlapun Muxaun Bacunbesuu; M. B. Jlapun; [M-Bo oOpa3oBanust u Hayku Poc. @eneparnmn,
®denep. roc. O PKETHOE 00pa30BaT. yUpEKICHHE BBICII. 00pa3oBanusa "Poc. roc. ryMaHUTapHBIN YH-
™]. - OnekrpoH. pgaH. - MockBa: PITY, 2018. - 278, [I] c - Pexum
noctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3arn. ¢ okpana. - ISBN 978-5-7281-2036-
0. http://elib.lib.rsuh.ru/elib/000012473.

JdononHureabHas

Jlapun M.B. YnpaBienue nokymeHTamuen B opranmzanusax. — M.: Hayunas kuaura, 2002.

Jlapun M.B., PrickoB O.M. DnexTpoHHBIE AOKYMEHTHI B YyrnpaBieHuHM: HayuHo-meroanu.
nocobue / M.B. Jlapun, O.U. PeickoB; BHUMJIA/L. 2-e u3a., nom. u nepepad. — M., 2008.

Jlapun M.B., PeickoB O.U. YnpaBnenue JoOKyMEHTaMu Ha OCHOBE MEXAYHAapOJHOTO CTaHAapTa
NCO 15489-2001: Metox. nocodue / M.B. Jlapun, O.1. Peickos; BHUNIA/L. — M., 2005.

9.2 Mertoanueckne peKOMEHIALMH N0 MOAT0TOBKE MUCbMEHHBIX padoT
Bua camocrosiTesibHOM padoThI: MOATOTOBKA pedpepara

[lonrotoBka pedepara MO3BONSET 3aKPENUTh TEOPETHUECKUE 3HAHUA [0 JUCHUIUIMHE,
npUOOpEecTH HABBIKM CAMOCTOSITEIBLHOTO YIIyOJIEHHOTO M3Yy4eHHsI OJHOTO W3 pas3nenoB Kypca. Ilpu
MOATOTOBKE pedepaTa CTYAEHTHl IOJY4alOT HABBIKM W yMeHUE paboTaTb C HCTOYHUKAMU H
TUTEPATypOH, aHAMU3UPOBATh (aKThl U JaHHBIE CICIHAIBLHOW JTUTEPATyphl, U3JaraTh MPOYHTAHHOE
COBpPEMEHHBIM MPO(PECCHOHATBHBIM SI3bIKOM.

Pedepar nmomkxeH ObITh OoopMIIeH B COOTBETCTBUU C TPEOOBAHUSMHU, MPEIBSIBISIEMBIMU K
MOATOTOBKE U 0()OPMIICHUIO HAyYHBIX PadoT.

Pedepart Brimrouaert:

- TUTYJIbHBIN JIUCT;

- OTJIABJICHHC;

- BBEJICHUE;

- OCHOBHYIO 4acCTh (T€MaTUYECKUE pa3/Ieibl);

- 3aKJII0YCHHE;

- CIIUCOK UCTOJB30BaHHBIX UCTOYHUKOB M TUTEPATYPHI.

O6bem pedepara - 15-20 crpanun Tekcra (mpu Habope uepe3 1,5 mHTEepBama u pasMepe
mpudta 13-14). Pedepar numercs Ha onHONW CTOPOHE CTaHIApTHOro jucrta Oymaru Qopmara A4
(210x197mm).
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Crpanunpsl pedepata HyMepyloTcsl apaOCKUMH IUppaMud Ha BEpXHEM IIOJie JHCTa, 0e3
KaBbIYEK, Ne(UCOB U APYTUX 3HAKOB MpENUHaHUs. TUTYIbHBIN JUCT U OIVIaBlIEHUE HE HyMEPYIOT, HO
BKIIIOYAIOT B 00111 00beM pedepara.

HayuHno-cripaBouHblif anmapaT pedepata BKIIOYAET CIHUCOK HCTOYHUKOB U JIUTEPATYyphl U
MOJICTPOYHBIE CHOCKH. [101CTpOYHbIE CHOCKM MCHOJB3YIOTCS BO BCEX CIy4asX HUTHPOBAHUS B TEKCTE
pedepaTta MpaBOBBIX aKTOB, JJOKYMEHTOB, MPOU3BEACHUN aBTOPOB MOHOTpaduii, cTaTeil, yueOHUKOB,
y4eOHBIX TOCOOUH, a TaKXKe MPHU [IUTUPOBAHUH CTAHIAPTHBIX OIPEICICHUI TEPMUHOB U MOHATUHN. Bee
npuBoAuMbIe B pedepare ¢akThl, MUQPHI, AaThl, KOHKPETHBIE IaHHBIC TaKXE JOJKHBI OBITh
MOJITBEPKICHBI TOJICTPOYHBIMU CHOCKAMH.

CHOCKM HYMEpYIOT B TMpeAenax OJHOM CTpaHuLbl apaOCKuMH IUpaMu, TEKCT CHOCKHU
pPa3MeINaoT MO IOCJIEHEN CTPOKOM TeKCTa

9.3 MeToauuyecKkue YKazaHud AJsd oﬁyqammnxca 110 OCBOCHHMI0 JUCHUIIJIMHBI

BueaynuTtopHass camocrosiTeldbHas paboTa CTyAeHTa (nanee caMocTosTelbHas paboTa) —
IUTaHUpyeMas y4eOHO-HCCIIeoBaTeNIbCKass paboTa, BBINOJIHAEMAas BO BHEAYAUTOPHOE BpEMs IO
3aJJaHUI0 M TIPH METOAWYECKOM DPYKOBOJCTBE IpernojaBareis, HO 0e3 ero HernocpeaCcTBEHHOIO
y4acTHsl.

Lenbto caMoOCTOSTENBHON pabOThl CTYACHTOB SBISETCS OBJAJACHUE (PYyHIAAMEHTAIbHBIMU
3HaHUSMH, TPOPECCUOHATBHBIMU YMEHUSMU U HABBIKAMH, OIBITOM TBOPYECKOM, HUCCIIEN0BaTEIbCKON
NESITEIbHOCTH MarucTpaHTa II0 HampasieHuto noAarotoBku 46.04.02 «J/lokymeHTOBeneHUE U
apX1BOBEICHUE.

CamocrosTtenbHas paboTa crocoOCTBYET Pa3BUTHIO OTBETCTBEHHOCTH M OPraHM30BaHHOCTH,
TBOPYECKOTO MOJIX0/1a K PEIICHUIO MPoOsieM yueOHOTO B PO eCCHOHATBHOTO ypoBHA. OHa sIBIsSETCS
00s13aTeNbHON JJIS1 KQXKJI0TO CTY/CHTA.

dopma caMOCTOATENbHON pabOThl HENOCPEACTBEHHO CBs3aHA C COAEPIKAHUEM JUCLUILIUHBI
«YnpaBieHHe JOKYMEHTAaMH B OpPraHM3aLHUsAX», TEMaMH JICKIMOHHBIX M CEeMHUHAPCKHUX 3aHATHHA U
UMeeT y4eOHO-UCCIIeA0BATENIbCKUI XapaKTep.

[Iporecc opranu3ay caMoOCTOSTENbHON paboThl JUCIMITIIMHBI BKIIIOYAET B ceOs Cleayromume
JTalbI:

" [IOATOTOBUTENBHBIA  (ONpeneneHue  IeJiel, COCTaBJIEHWE  IPOrpaMMBbl,  IOJIrOTOBKA
METOAMYECKOTO o0ecreueHus, 000py1I0BaHuUs );

" OCHOBHOH (peanm3alusi NIpPOTpaMMBbl, HCIIOJIB30BaHHE IPHEMOB IMOUCKAa HH(OPMAIIHH,
YCBOEHHS, NEepepadOTKH, NPUMEHEHUs, Iepefadd 3HaHUM, (UKCUPOBAHHUE pE3yJIbTATOB,
caMOOpraHu3aIysl rnpouecca padoThl);

"  3aKJIIOYUTENBHBIA (OLIEHKAa 3HAYMMOCTU M aHAJIM3 Pe3yibTaTOB, MX CUCTEMAaTH3alUs, OLIEHKa
3G GEKTUBHOCTH MPOrpaMMbl U NMPHUEMOB PalOOThHI, BHIBOJBI O HANPABJICHUSAX ONTUMHU3AIUH
Tpyna).

IIpenogaBaTenb 3HAKOMUT CTYJEHTOB:

= ¢ cucreMoil ¢GopM W METOMOB OOy4YCHHMs, HAyYHOW OpraHU3aIMedl Tpyna, METOIUKOU
CaMOCTOSITENIbHONW paboThl, KPUTEPHSIMHU OLEHKH KadecTBA BBITIOJIHIEMON CaMOCTOSTENbHON
paboTHI;

" C I[eNsIMH, CpEICTBAMM, TPYHOEMKOCThIO, CpPOKaMH BBIIOJHEHHUs, (opMaMu KOHTPOJIS
CaMOCTOSITENIbHON PaOOThI CTYAECHTOB.

[IpenonaBatens GopmMupyer:

" HaBBIKU HAY4YHOTI'O HUCCIICJIOBAHUS;

"  HaBBIKU PabOTHI ¢ UH()OPMAITMOHHBIMU pPECypcaMu CBOOOHOTO IOCTYIIA;

" OCYWIECTBISCT CUCTEMAaTHYECKUH KOHTPOJb BBINOJHEHHUSA CTYAEHTAMH CaMOCTOSITEIbHON
paboTsI;

" [POBOJMT AHAJIU3 U JIA€T OLIEHKY UX paOOTHI.



IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMBbl JUCIUTIIHHEL

AHHOTAIIYS PABOYEH TPOT'PAMMBI JJUCIHUTLJINHBI

JducuuminHa «YmpasiaeHue JOKyMEHTaMU B OpraHu3auusax» peanusyercs Ha dDakynprere
apXMBOBEICHUS U TOKYMEHTOBEIEHUS Ka(elpoil aBTOMATU3UPOBAHHBIX CUCTEM JOKYMEHTAI[IOHHOIO
o0ecrieyeHus yrpaBaeHUs..

Heab nUCHUIUIMHBI: O0ECIIEYUTh HEOOXOAMMBIH M JOCTAaTOYHBIH YpPOBEHb TEOPETHUECKUX
3HAaHUI W HABBIKOB UX MPHUMEHEHHs B PELICHWH MPAKTHUECKUX 33134 YIPABJICHUS JOKYMEHTaMH B
OpraHu3aLMIX.

OcBoeHMe TUCIUIUTMHBI HAPABJICHO Ha O3HAKOMJICHHE CTYJIEHTOB C UCTOPHEH CTAaHOBICHUS U
COBPEMEHHOM OpraHU3allii CUCTEMBI YIIPABJICHUS JOKYMEHTAMH B OpraHU3alUsX.

3agaun:

® u3yuyeHHe HCTOpUH (OPMHPOBAHUSA, CTAHOBIEHUS W pPa3BUTHS KOHLEMNIMH YIPABICHUS
JOKYMEHTaMH B OpraHU3aLUsX;

® U3yuyeHHE YNpaBIICHUS JOKyMEHTaMHU KaK (DYHKIIMH MEHEKMEHTA;

® U3ydyeHHE COJCpPXKAHUS MOHATUS «yIpaBICHHE JOKYMEHTaMU;

® u3yyeHHME HOPMAaTMBHOM MNpaBOBOM 0a3bl M METOJMUYECKOro O0OeCHeueHUsl YNpaBiIeHUs
JOKYMEHTaMH B OpraHU3aLUsX;

® U3yuyeHHE MPOLECCOB IUIAHUPOBAHUS, PETyIUPOBAHMS, KOHTPOJS, MOHHUTOPUHTA U ayJHUTa B
CHCTEME YIPaBJICHUs JOKYMEHTAaMH B OPTaHU3aUsX;

® U3ydyeHHE KOMIUIEKCA JOKYMEHTOB, PEIIAMEHTHPYIOIIUX YIpPaBICHHE JOKYMEHTaMH B
OpraHu3aLMIX;

® U3yuyeHHE MECTa U POJIM MH(POPMAITMOHHBIX CUCTEM B YIIPABICHUH JOKYMEHTAMHU.

JlucuuruivHa HarpasiieHa Ha (pOPMHUPOBAHUE CISAYIOIIUX KOMIIETSHIUH:

VK-6 - criocobeH ynpaBisiTh CBOUM BPEMEHEM, BBICTPAUBATh U PEATM30BBIBATH TPACKTOPHUIO
CaMOpa3BUTHS HAa OCHOBE MPUHIIMIIOB 00pa30BaHUs B TEUCHHE BCEH KU3HU,

VYK-6.1 - onpenensieT 1enu COOCTBEHHOW NEATEIBHOCTH, OICHUBAS IMYTH HUX JOCTHXKCHHS C
YU4ETOM pEeCypcoB, YCIIOBHH, CpEACTB, BPEMEHHOM NEPCHEKTHBBI pPa3BUTHS JCATEIbHOCTH H
IUTAHUPYEMBIX PE3YJIbTaTOB;

IIK-1 - Bmageer HaBbIKAMH Pa3pabOTKUM U BHEAPEHUS JIOKAJBHBIX HOPMATHUBHBIX aKTOB IO
JOKYMEHTAllMOHHOMY OOECIEYEHUIO YIPABICHUS B OPraHU3alMsX pPAa3JIUYHBIX OPraHU3alMOHHO-
npaBoBBIX (GopM U (GOpM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax MeCTHOTO
CaMOYIIPABJICHMS;

[IK-1.1 - npuMeHsieT 3HaHUS CTPYKTYpbl TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJICHHsI, OpraHu3aluil pa3nuyHbIX (GOpM COOCTBEHHOCTH; HOPMATUBHBIX M IIPABOBBIX aKTOB
B c(hepe TOKYMEHTALIMOHHOTO 00ECIIE€YeHN YIIPABJICHHUS; BUJOBOTO COCTaB JIOKATbHBIX HOPMATHBHBIX
aKTOB I10 JOKYMEHTALlMOHHOMY O0€CIIEYEeHHUIO yIIpaBJIeHHs NPHU pa3paboTKe JOKaIbHBIX HOPMATUBHBIX
aKTOB;

[1K-3 - cmtocoOeH oCyIIeCTBIATh JOKYMEHTAITMOHHOE 00ECTICUCHHE JIeATeTbHOCTH
OpraHu3alyi pa3nu4yHbIX (OPM COOCTBEHHOCTH, TOCYIAapCTBEHHBIX OPTaHOB U OPTaHOB MECTHOTO
CaMOYIIPABJICHMS;

[1K-3.1 - npumeHsieT 3HaHus O KJIACCH(PHUKAIIUU ¥ BUJOBOM COCTABE PA3TUYHBIX CHCTEM
JOKYMEHTAIMH B IIPOLECCe TOKYMEHTHUPOBAHUS AEATEIbHOCTH OPraHU3ali pa3InyHbIX GopM
COOCTBEHHOCTH, FOCYIAPCTBEHHBIX OPraHOB M OPraHOB MECTHOT'O CAMOYITPABIICHHS;

[IK-5 - cnocoGeH opraHn3oBaThb ONEPaTHUBHOE U apXUBHOE XPaHEHUE JOKYMEHTOB B
OpraHu3alMsIX pa3lIu4YHbIX (OpM COOCTBEHHOCTH, IOCYJApCTBEHHBIX OpPraHax M OpraHax MECTHOTO
CaMOYIIPABJICHMS,;

[IK-5.2 - opraHu3yeT ONepaTHBHOE M APXUBHOE XpaHEHHE IOKYMEHTOB B OpraHU3aIUsIX
pasnuYHbIX (POPM COOCTBEHHOCTH, FOCYJApPCTBEHHBIX OPraHaxX U OpraHax MECTHOI'O CaMOYIIpaBJICHUS,

B pe3ynbrate 0CBOGHUS TUCIHUILTMHBI 00Y4aIOUIHIiCs JOIKEH:



3Hamu:

KpyT LieJiel U 3a/1a4 mpo(eCcCHOHATBLHON ACITENHHOCTH,

CTPYKTYpPY F'OCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTIPABJICHUSI, OpPraHU3aUui
pa3nnuHbIX (hOpM cOOCTBEHHOCTH, HOPMAaTUBHO-TIPABOBBIE aKThI B chepe T0KyMEHTALIHOHHOTO
o0ecrieyeHus yrpaBieHUs;

paBuiia pa3pabOTKH JIOKAIbHBIX HOPMAaTUBHBIX aKTOB, UX CTPYKTYPY U COJIep:KaHUE;

0COOCHHOCTH PadOTHI ¢ Pa3IMYHBIMH CUCTEMA IOKYMEHTAIIUH;

IpaBHJia OpraHU3aIKi ONEPATUBHOTO U ApXUBHOTO XpaHEHUs JOKYMEHTOB;

Ymer b:

dbopMynupoOBaTh LENH U 33Ja4l COOCTBEHHOM 1€ TENbHOCTH;

pa3pabarbIBaTh JIOKATbHBIE HOPMATHBHBIC aKThI B c(hepe TOKYyMEHTAIIMOHHOTO 00eCTICUeHUS
yIpaBiIeHUs! B COOTBETCTBUU C JEHCTBYIOIIMMHU IPABOBBIMH aKT;

BHEJIPSTH JTOKAJIbHBIE HOPMATHUBHBIE AKTHI;

paboTaTh ¢ pa3IMYHBIMU CUCTEMaMH TOKYMEHTAIUH;

MPUMEHSTh 3HAaHUE TEOPUHU apXUBHOTO JIeNia B IPAKTUYECKON JEATEIbHOCTH;

OpPraHU30BBIBATH OTMIEPATUBHOE U APXUBHOE XPAHEHHE JOKYMEHTOB B OPraHU3aLUAX Pa3IUYHbIX
(hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX OpPraHaxX W OpraHax MECTHOTO CaMOYIPABIICHUS;

Braner b:

HaBBIKAMM ONpENENICHUs NyTed JOCTHXKEHHUS MOCTABJICHHBIX IIeJIed C y4EeTOM pPecypcoB,
YCIIOBUH, CPEACTB, BPEMEHHOM MEePCIeKTUBbI Pa3BUTHUS JACSITEIbHOCTH U TUIAHUPYEMBIX PE3YyIbTaTOB;

HABBIKAMHU TOJATOTOBKH TPOCKTOB JIOKABHBIX HOPMATHUBHBIX AaKTOB, WX COTJIACOBAaHUS H
YTBEPKACHMUS,

HABBIKAMU TMPUMEHEHHS MPABOBBIX HOPM B cdepe apXWBHOTO Jelia MPU OCYIIECTBICHHUH
ONEepaTUBHOTO W ApPXMBHOTO XpaHEHHs JIOKYMEHTOB B OpraHM3alMsaX pa3iuuHbX (GopM
COOCTBEHHOCTH, TOCY/IAPCTBEHHBIX OpraHaXx M OpraHax MECTHOTO CaMOYIPABJICHUS B MPAKTUYECKOU
NesITeNIbHOCTH;

HABBIKAMU 00pa0OTKU ¥ MOATOTOBKH TOKYMEHTOB JJIsI TEKYILIETO U QpXUBHOTO XPAHCHUS;

[To aucuuIUIMHE MpeayCMOTpeHa MPOMEXKYTOUHAs aTTecTalus B (hopMe dK3aMeHa.

OO01mast Tpy10€MKOCTh OCBOSHUS TUCIUTUIHHBI (M00Y/15) COCTABISAET 3 3a4ETHBIX €IUHUIIBL.
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