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1 TlosicHuTeJBbHAA 3aIIMCKA
1.1 Ieab u3agaum AMCHUILINHbI

Hean

JAUCHUIIIMHBI:

aThb CTYAEHTY

IIOJIHOC

npeaACTaBJICHUC 0

JAOKYMCHTOBCIACHHUH KaK Haqu0171 JAUCHUITIIINHEC, nemameﬁ B OCHOBC BbI6pElHHOFO WM HallpaBJICHUA

«JloxymMeHTOBe/IeHHEe U apXUBOBeACHUE» U 00pa3oBaTelbHOl nporpammbl «HbopMannoHHo-

JOKYMCHTAITUOHHOC obecneueHne YHOpaBJICHUA).

33}13‘11/1 JAUCHUIIIMHbI:

—IPOCICINUTDb UCTOPUTIO MTOABJICHUA U PASBUTHUA JOKYMCHTA

— OPOCIICAUTb UCTOPHIO IMOABJIICHUA npoq)eccpm CIOKYMEHTOBEI»

—IPOCICOANTh HCTOPUIO IIOABJICHHUA W Pa3BUTUA JOKYMCHTOBCIACHHUSA Kak HaquOﬁ

JUCHUITIINHBI

—OIpCACIINTL MCCTO JOKYMCHTOBCICHUA B CUCTCMC HAYYHBIX OUCHHUIIIINH

IIO3HAaKOMUTL C 06H_II/IMI/I TpC6OBaHI/IHMI/I K YPOBHIO INOATOTOBKH 6aKaJ1aBpa 10 HaITpaBJICHUIO

((I[OKYMCHTOBGI[GHI/IC " apXHUBOBCACHUCH, €TO 3HAHUAM U YMCHUSM.

1.2 TlepeuyeHb MIIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI 110 JUCHUIIHHE,
COOTHECEHHBbIX C MHAMKATOPAMM IOCTH/KEHHUsI KOMIIEeTeH M

[IK-2. CriocoOeH opraHu30BaTh U OCYIIECTBIAT
JOKyMEHTAI[MOHHOE 00ECIIeUCHUE YIIPABICHUS B
OpTaHM3aMAX PA3TMYHBIX OPraHU3aINOHHO-
paBoBBIX (popM U popM COOCTBEHHOCTH,
TOCYZAapCTBEHHBIX OPTaHaX U OpraHax MECTHOTO
CaMOYIpaBIICHUS

[IK-2.1. [Tpumensier
TeopeTHIeCKre 3HaHUA B cepe
JOKyMEHTAI[HOHHOTO 00ECTIEeICHUS
YIpaBICHUS B MPAKTHYECCKOH
JeATETbHOCTH

3Hnams: meopemuueckue 0cHOGbl
OOKYMEHMAYUOHHO20 0becneyenus
YHpaeneHust

Ymems: npumensimo meopemuueckue
npu op2aHu3ayuu OOKYMEeHmMayuoHHO:
obecneuenus ynpasieHus.

Bnaoemu: memoodonozueii
OOKYMEHMAYUOHHO20 0becneyenus
YNpasIeHus.

IIK-2.2. Opranuzyet
JOKyMEHTAI[HOHHOE oOecreueHne
YIPAaBJICHUs B OPraHU3aHIX
Pa3IMYHBIX OPraHU3ALHOHHO-
paBoOBBIX popM U popm
COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpraHax M opraHax MeCTHOT'O
CaMOYTIPaBIICHUS

3uamu: ocobennocmu NOCMAHO8KU
OOKYMEHMAYuoHHO20 06ecneyerus
VIPABIeHUs 8 OP2AHUZAYUAX PASTUUHE
OP2AHU3AYUOHHO-NPABOBLIX POPM U
COOCMBEHHOCIU, 20CYOAPCMBEHHBIX ¢
U OP2AHAX MECIMHO20 CAMOYNPABIEHU.
Ymemv.: opeanuzosams ooxymenmay
obecneyenue 8 OP2AHUZAYUAX PAZTUYY
OP2AHU3AYUOHHO-NPABOBLIX POPM U
cobcmeenHocmu, e0cyOapCcmeeHHuIX ¢
U Op2aHax MecmHO20 CamMOynpasieHu.
ynpaeienusl

Brademy: nasvikamu cosepuieHcmeo
cucmemuvl OOKYMEHMAYUOHHO20 06eCt
VHpagieHusl

I1K-2.3. Bemon#seT padboTy mo
JIOKyMEHTAIL[HOHHOMY
00€eCIeueHNIO YIIpaBICHYECKNX
MIPOLIECCOB B OpraHU3alusIX
Pa3JIMYHBIX OpPraHu3alMOHHO-
IpaBoBBIX GopM 1 Gopm
COOCTBEHHOCTH, IOCY1apCTBEHHBIX
OpraHax M opraHax MECTHOTO
CaMOYIpaBIIeHUS

3namv: cocmag ynxyuil cayxnco
OOKYMEHMAYUOHHO20 06ecneyerus.
VAPaGLeHUs.
Ymems: ocywecmensamo pabomy no
OOKYMEHMAYUOHHOMY 00eCneueHUr
VAPAGIEHUECKUX NPOYECCO8
Braodemuv: nagvixamu 0oxymenmupos
VAPABIEHYeCKUX NPOYeccos u paboms
O00KyMeHmayuetl 8 OpeaHU3AYUAX pas3)
OP2aAHUBAYUOHHO-NPABOBHIX (hOPM U ¢




co6cmeeHHocmu, zocydapcmeeHHbzx C
U opeanax MecniHozo camoynpaesier.

ITK-5. CnocobeH opraHu3oBaTh ONEPaTUBHOE U
apXMBHOE XpaHEHHEe JOKYMEHTOB B OpraHU3alusIX
pa3IyHbIX POpM COOCTBEHHOCTH,
rOCYJapCTBEHHBIX OPTaHax U OpraHax MECTHOTO
caMOYIpaBJICHUS

IIK-5.1. Ucnonb3yeT
TEOpETUYECKHE, TPABOBLIE U
METOJAUYECKHE OCHOBBI
OTIEPATUBHOTO U APXUBHOTO
XpaHEHUs! JOKYMEHTOB B
OpTaHU3AIIIX Pa3IHIHBIX HOopM
COOCTBEHHOCTH, TOCYTapCTBEHHBIX
OpraHax ¥ OpraHax MECTHOTO
CaMOYTIPaBICHHUS B IPAKTHIECKOM
JeSITeTbHOCTH

3HaTh: TEOPETUYECKHUE, TIPABOBBIE U
METOIUYECKHE OCHOBBI OTIEPATHBHOTC
apXHMBHOTO XpaHEHUs JOKyMEHTOB B
OpraHM3aIMsIX Pa3INyHbIX (GOpPM
COOCTBEHHOCTH, T'OCYJapCTBEHHBIX Of
OpraHax MECTHOT'O CaMOYIPaBJICHHU |
HPaKTUYECKON IeITEIBHOCTH

YMeTbh: IPUMEHSTh 3HAaHHUE TCOPHH ap
JeTla B IPaKTHYeCKOU e TeIbHOCTH
BrazeTs: HaBBIKAMY NPUMEHEHHUS IID:
HOPM B cpepe apXHBHOTO Jieia IpH
OCYILECTBIICHUH OIEPATUBHOTO U apX
XpaHEHHs IOKYMEHTOB B OpTaHH3a1lH:
pa3IUyYHBIX GOPM COOCTBEHHOCTH,
rOCyIapCTBEHHBIX OpraHax M OpraHax
MECTHOTO CaMOYIPABJICHHS B ITPAKTH!
JIeSITeIIbHOCTH

[IK-5.2. Opranuzyet onepaTuBHOE
1 apXUBHOE XPaHEHHE JOKYMEHTOB
B OpTaHM3alMAX PA3TUIHBIX Gopm
COOCTBEHHOCTH, TOCYJapCTBEHHBIX
OpraHax M OpraHax MECTHOTO
CaMOYIpaBICHUS

3HaTh: IpaBujIa OPraHU3aMU OIepaT!
U apXUBHOT'O XPaHCHHUS JOKYMECHTOB
YMeTh: OpraHH30BEIBATh ONEPATHBHO
APXUBHOE XPAaHCHUE TOKYMEHTOB B
OpraHU3aLMAX PA3IUIHbIX GopM
COOCTBEHHOCTH, TOCYIAPCTBEHHBIX Of
OpraHax MECTHOI'O CaMOYIPaBICHUSA
Branets: HaBbIkaMu 00pabOTKU U
MOATOTOBKU JIOKYMEHTOB JUISl TEKYILE
ApPXHMBHOTO XpaHEHHUsI

[IK-5.3. Beimomnasier paboTsl 1o
OTIEPATUBHOMY U apXHUBHOMY
XPaHEHUIO JOKYMEHTOB B
OpTaHU3AIMX Pa3THIHBIX HOopM
COOCTBEHHOCTH, TOCYIaPCTBEHHBIX
OpraHax M OpraHax MEeCTHOTO
CaMOYTIpaBIICHAS

3HaTh: cOCTaB (PYHKIMH apXUBOB U
MOJIpa3/IeNIeHUH 10 JOKYyMEHTAI[MOHH
00ecIeyeHnIo YIpaBJIeHUs M0 OpraHHy
OTEPATHBHOTO M ADXUBHOT'O XPaHEHHS
JIOKYMEHTOB

YMeTh: BBINOTHITH KOMILIEKC Pa0oT I
OIEPATHBHOMY U apXMBHOMY XPaHEH}
JIOKYMEHTOB B OPTaHU3aIUSX Pa3IIHUF
(bopM COOCTBEHHOCTH, TOCYIaPCTBEHE
OpraHax u opraHax MECTHOTO
caMOyIpaBIICHUS

BJ'Ia}IeTI): HaBbIKaMU COBEPIICHCTBOB
OIICPATUBHOI'O0 U APpXUBHOT'O XPAHCHU
JIOKYMEHTOB

1.3 MecTo TUCHUIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTebHOI

Hucuunimba  «YrpasiieHUE

ACATCIIBHOCTH

NPOrpaMMsl

AOKYMCHTaMU Kak

o0J1acTh

npodeccuoHanbHOM

OTHOCUTCS K 4acTd, (GOpMHPYEeMOHl ydYacTHMKaMH O0pa30BaTeIbHBIX OTHOIIEHUN OJloKa

JTUCIUIUIAH y4eOHOro IIaHa.

Jlis OCBOGHMSI AMCHMILTUHBI (M0O0Y/s) HEOOXONUMBI 3HAHUS, YMEHHS U BIAJCHUSA,
chopMUpOBaHHBIC B XOJI€ U3YUEHUST cheayrommx auciuriul: «cropust Poccun no Hagama XX
BeKay, «Mcropus Poccun Hoselilero BpeMeHmn».

B pesynbrare ocBOEHMS NUCHUIUIMHBI (MOAyJisl) (GOPMHUPYIOTCS 3HAHHS, YMEHUS U

BJIQ/ICHUS, HEOOXOJUMBIE Ul U3YUYEHHS CIEAYIOIUX IUCHUIUIMH (MOIyJiel) U MPOXOXKIACHUS



6

npakTuk:  «/lokymenroBenenue», «KagpoBoe — memompousBoicTBO», — «PerymupoBanue

JAOKYMCHTAIIlUOHHOT' O obecrieueHust YHOpaBJICHUA B AAMUHUCTPATUBHBIX PCTIIAMCHTAaX» U AP.

2 CTpyKTypa ITUCHUNIHHBI

OO0m1as TpyA0€MKOCTh JUCIUIUIMHBI COCTABISIET 3 3.€., 108 u.

CTpyKTypa JTUCHUIIMHBI JJI51 04HOI (popMBI 00yUeHUs1

O06beM mUCHMIUIMHBI B ()OpME KOHTAKTHOW pabOThl 0OYyYarOUIUXCs C IMEIarorn4eCKUMH
paboTHUKaMU u (WJIK) TUIIAMH, TTPUBJICKAEMBIMU K pealin3aiuy 00pa3oBaTelbHOM MTPOrpaMMbl Ha
WHBIX YCIIOBHSX, IIPU IPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tum yueOHBIX 3aHATHI KomnnuectBo
4acoB
2 Jlexuuu 24
2 CemuHapbl/J1a00paTOpHBIE PAOOTHI 36
Bcero: 60

O0BeM TUCIUIUTHHBI B (POpME CaMOCTOATEIbHON paboThl 00ydarImuxcs coctapiser 48
aKaJIEMHUYECKUX YaCOB.

CTpyKTypa JUCHUILIMHBI AJI51 0YHO-3204YHOI (POpMBI 00yUeHUs

O0beM TUCIUIUIMHBI B (pOpME KOHTAKTHOW PAOOTHI OOYYArOMIMXCS C TEIaroru4eCKUMHU
paboTHUKaMU U (WJIK) TUI[AMH, TPUBJIEKAEMBIMU K pealin3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCIIOBHSX, IIPU TIPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tum yueOHBIX 3aHATUH KomnuectBo
9acoB
2 Jlexuun 14
2 Cemunapsbl/nabopaTopHblie paboThI 22
Bcero: 36

O0BbeM TUCIUIUIMHBL B (POpME caMOCTOSATENbHON PaOOThI 00YUYAIONINXCS COCTABIISCT 72
aKaJIeMMYECKHUX YaCOB.

CTpyKTypa TUCHUIIMHBI JJs1 3204HOI (hOpMBbI 00yUeHUsI

O6beM IUCHUIIUHBI B (JOPME KOHTAKTHOM pabOThl OOyYarOMIMXCS C MEeIarormyecKuMH
paboTHUKaMU U (WJIK) TUI[aMH, TPUBJIEKAEMBIMH K pealin3aliuy o0pa3oBaTelbHOM MPorpaMMbl Ha
UHBIX YCIOBHSX, IPH MIPOBEACHUHU YUEOHBIX 3aHATHI:

Cemectp | Tum yueOHBIX 3aHITUN KomnnuectBo
4acoB
2 Jlexiuu 8
2 CeMuHapbI/1a00paTOPHBIC PAOOTHI 12




Bcero:

| 20 |

O0beM TUCIUILIMHEI B (popMe caMOCTOSTeNIbHON paboThl 00yYaromuXxcst cocTaBisieT 88

aKaICMHUYCCKUX YaCOB.

3 Coaepxkanue TUCHUILTHHBI

HaumenoBanue pas3jaesia IMCUNIJIHHbI

Coaep:xanue

Pa3zngea 1. AKTyaJIbHOCTH
AOKYMEHTAIMOHHOI0 00ecne4yeHus
ylpasJieHUsl U IOTPeOHOCTH B

rPaMOTHBIX KaJapax

- “H(pOPMAIIHS — OCHOBA IIPUHATHS JTFOOOTO
pelieHus

- TOKYMEHT KaK HOCUTEIIb HH(OpMaIIun

- poJib HH(POPMAIIMH B COLIMAIIEHO-DKOHOMHUYECKUX
mpolieccax

- nH(opmanus B pa3aMuHbIX Cpeax: MEKTPOHHOU
Y TPAJULHUOHHOU

- pocT 00beMOB HHpOPMALIUN

- ynpaBiieHue HHPOPMAIIIOHHO-
JIOKYMEHTallMOHHBIMU pecypcaMu

- “H(OPMAITMOHHO-TOKYMEHTAITMOHHOE
00cy>)KMBaHUE KaK TJIaBHAsi 00ecreynBaromas
GyHKIUS YIIpaBIeHUs, BBIIOIHIEMAs
CHEIHAIMCTaMU, UMEIOIUMU TPO(ECCHOHATIBHYIO

MOATrOTOBKY

Pasnen 2. [lonsitne «uapopmanus» u
«1OKYMEHT», HX B3AaUMOCBS3b

- MOHATUA «UHPOpPMALUI» U «IOKyMEHT». CBs3b
uHpopMauu U JOKyMeHTa. Ponb mHpopmanuu B
COLIMANIBHBIX U SKOHOMHMYECKHMX  Ipolleccax.
Wndpopmanus KaK OCHOBa IPUHSITHS
YIPaBIEHYECKOIO PEILIEHUS.

- BO3HUKHOBEHHE JOKyMEHTAa, €ro Ha3HA4YCHHUE.
[TonsiTe  «IOKYMEHT», €ro TpaHcpopmarus.
JIOKYMEHT - 00BEKT UCCIIEJOBaHHS TEOPETUUECKUX U
IIPUKJIATHBIX JUCIUIUINH. ITpaBoBoi,
YIPaBIEHYECKUI, UCTOPUYECKUM  acleKkTbl B
ONpe/ieNIeHuu JIOKyMeHTa. PaciiupeHue MNOHATUS
«JIOKyMEHT» C pPa3BUTHEM HAyKH M TEXHUKU.
ITonsiTHE «ANIEKTPOHHBIN AOKYMEHT». OmpenencHue

JOKYMCHTa B TOoCy1apCTBCHHBIX CTaHJapTrax.




[ToHsATHE «TOKYMEHT» B JOKYMEHTOBEICHHH.

- 3aKOHOJATEJbHBIE aKThl 00 00513aTeNbHOCTH
JOKyMeHTHpoBaHusi HH(popMmanuu. Ha3nHauenue
JOKYMEHTHOM uHpopMaru. PakTopsl, BIUSAIOLINE
Ha WHPOPMALMOHHYIO IEHHOCTh JIOKYMEHTOB.
3aBUCUMOCTh LEHHOCTH MH(MOPMALUHU OT IMOJHOTHI,
00BEKTUBHOCTH, JOCTOBEPHOCTH, CBOEBPEMEHHOCTHU
nepefayd U TOJy4eHUs, MEepUOAUYHOCTH WU
qacToThl nepenaun. OnepatuBHAs M MCTOPHUYECKAsS
(peTpocrieKTUBHAs) TOKYMEHTHasi HHpOpManus Kak

CArHasA I/IH(i)OpMaI_II/IOHHaH CHUCTEMA.

Pa3nen 3. UcTopust nosiBjieHust
CIeNMAJTLHOCTH U €e Pa3BUTHE B

JAOPEBOJIOLUMOHHBIHA MEepuog

- HICTOPUYECKUH XapakTep JOKYMEHTOB H
JIOKYMEHTHUPOBAHHUS

- MHCTUTYT TUIONIQTHBIX TIOJIBSTYUX KaK 3apPOXKICHUC
PYCCKOT0 HOTapuaTa

- COCTaB JIOJKHOCTHBIX JIMIL (CIIYKHIIBIX JIFO/ICH) B
yupexaenusax XV-XVII Bs.

- IITaTHBIA COCTAB U JIOJDKHOCTHBIE OOSI3aHHOCTH
pabotHukoB KaHuesipuu XVIII B.

- TaGens o paHrax

- IITaTHBIA COCTAB U JIOJDKHOCTHBIE OOSI3aHHOCTH
KaHIemsIpckux ciyxamux XIX-nagana XX BB.

- IOSIBJICHHE KEHCKOTO TPy/ia B chepe yrnpaBIeHUS

B koHIle XIX-gauane XX BB.

Paznen 4. Ciy:xoa
JTOKYMEHTAIHOHHOTO 00ecTeYeHHs

YIPaBJICHUS B COBETCKUH MEPHOJ

- BHeapenue npuHuunoB HOT B cdepy ynpasnenus
B 1920-e rr.

- HKK-HK PKH — Oprctpoii — UTY 1 ux pabotsl
[0 pallMOHAIM3AIMHU Tocalnapara

- pa3pabOTKN MHCTUTYTa TEXHUKHU YIIPaBJICHUS B
00J1aCcTH JEIOMPON3BOICTBA

- IOSIBJIEHUE U PA3BUTUE OPITIPOECKTUPOBAHUS

- opranmzanus JJOY B 1930-50 rr.

- IOCTAaHOBKA 3a/1a4l COBEPILIEHCTBOBAHUS
yIpaBiieH4ecKoro Tpyaa B 1950-e roasl

- HeobxonuMocTh pazpabotku EI'CJ]




- OTPeOHOCTh B KBAUTM(UITUPOBAHHBIX KaJpax s
pa3pabotku u BHeapenus EI'Cl B 1950-x rr. u
HAYaJIo MOATOTOBKH CIIEIUAINCTOB-
noxkymeHnToBesoB B MITMMAU B centsiope 1960 1.

- [locranoBnenune Cosera Munuctpo PCOCP ot
08.05.1964 «O06 yBenmn4ueHUH BBITYCKa CPEICTB
MEXaHM3AINH JEIONPOU3BOJCTBA U YIIyUILICHUN
MOJATOTOBKU KaJIPOB I10 JIEJIONPOU3BOJICTBY» U
otkpeitue B MITMAU dakynprera
roCy/1IapCTBEHHOI'O J€JIONPOU3BO/ICTBA.

- pa3BUTHE CIIEMATBHOCTH B KOHIE 1980-x TT.

- OTKpBITHE (aKyJIBTETOB B JIOHEIIKOM,
CBEP/JIOBCKOM IOCYAapCTBEHHBIX YHUBEPCUTETAX,

MOCKOBCKOM MHCTUTYTC YIIPaBJICHUA.

Pa3zpnen 5. U3menenne 3a1a4 ci1yxObI - HOoBBI€ 3aaun cayx061 JIOY B TOCT P UCO
JAOY B XXI B. [losiBjIeHUE MOHATHI:
«JIEKTPOHHBIN JOKYMEHT0000pOT» H
«YrnpasjeHue JOKyMEeHTAMMI» - BHEIPEHHUE MEKIyHAPOIHBIX CTAaHIAPTOB

15489-1-2007 «YnupaBineHue 10KyMEHTaMM»

MCHCPDKMCHTA Ka4YCCTBa B YIIPABJIICHHUC

- pealln3alyy IporpaMMbl « DJIEKTPOHHOE
IIPABUTEIIbCTBO»

- AIMUHHUCTPATUBHBIC CTAHAAPTHI — IIar K
MPO3pa4YHOCTH YIPABICHHUS

- YBEJIMYEHHUE MOTPEOHOCTHU B CIIEUAINCTAX 110
JIOVY B ycnoBusAX NepecTpONKH SKOHOMHUKH CTPaHbI;
noscemectHoe BHenpenue ACJIOY, nporpamm
AJIEKTPOHHOTO JJOKYMEHT0000poTa. OTKphITHE

CIICIHUAJIBHOCTH BO MHOTHX BYy3aX CTPAaHBI.

Pa3nen 6. TpeboBanus - o01Iue TpeboBaHUs, IPEIbIBISIEMbIC K
o0pa3oBaTe/bHBIX U

BBIITYCKHHKY, TIOTY4alOLIEMY BBICILIEE
npoecCHOHATBLHBIX CTAHIAPTOB y y, MOJIy4aroimemMy

ryMaHUTapHOe 00pa3oBaHue

- TUCITUTUIMHBI, TAIOUINE STH 3HAHUS U YMEHUS
- TpeOOBaHUS K 3HAHUSMHU B IPAKTHUECKON U
PO eCCHOHAIBHON JeATETHHOCTH

- TUCIHIIINHEI 0a30BOT0 I[UKJIA

- AUCHUIUIMHBI BApUATUBHOTO [IUKJIA
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- 3HaHUS, MOJIyyaeMble OaKanaBpamMy MPU U3yUYEeHUH
JUCLUIUIMH 0a30BOr0 U BApUATUBHOI'O IIUKJIOB

- KOMIIJIEKC 3HaHUH O JOKYMEHTaXx,
3aKOHOMEPHOCTSX JIOKyMEHTO0Opa30BaHus,
CUCTEMAaX JOKYMEHTALIUH B YUPEXKICHUSX,
OpraHu3alUsaX, IPEIIPUATHIX PA3INYHbIX
OpraHU3alMOHHO- IIPABOBBIX (HOpM,
MH(POPMALMOHHO-TOKYMEHTALHOHHOM
oOecrieyeHnn yrpaBiieHUs (OT CO3JIaHHsI JOKYMEHTa
JI0 CZJau €ro B apXUB ¥ YHUUTOXKECHUS)

- 3HaHUS U yMEHUs, NoJlydyaeMble 0aKanaBpoM Ipu
OCBOCHMHU AMCLUIUIMH 0a30BOI0 U BAPUATHBHOTO
LIUKJIOB

-TpeOOBaHUs K UTOTOBOM BBIITYCKHOU
KBATH(UKAIIMOHHON paboTe U TOCYAapCTBEHHOMY
JK3aMEHY

- BUJIbl M1 00BEKTHI IPOecCHOHATbHON

JACATCIIbHOCTH

4 (Oopa3oBaTesibHbIE TEXHOJIOTHH

Jlnst mpoBeieHns y4eOHBIX 3aHATHI MO TUCITUILIMHE UCTIONB3YIOTCS pa3iIndHble 00pa3oBaTeIbHbIe
TexHoJoruu. Jlyis opraHuzanuy y4eOHOTo Ipolecca MOXKET ObITh HCIIOJIb30BAHO 3JIEKTPOHHOE
oOydeHue U (UJI1) TUCTAaHIIMOHHBIE 00pa30BaTeNbHbIE TEXHOJIOTHH.

5 OueHka IJIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHUs
5.1 Cucrema onleHUBaHUs

dopma KOHTPOJIS Makc. K0JH4eCTBO
0aJJI0B
3a oany Bcero
padory
Texywuti Konmponw.
- onpoc 5 6annos 10 6annos
- ceMuHapul 3 6annos 426ann08
- KOHMPOIbHAs paboma 8 bannos 8 bannos
Ilpomescymounas ammecmayusi 8 6uoe Umo2o8ou 40 40 bannos
KOHMPOIbHOU pabomul
Hmoeo 3a cemecmp (Oucyuniumny) 100 6annos
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[TosrydeHHBIN COBOKYIHBIN Pe3ylbTaT KOHBEPTUPYETCA B TPAAULMOHHYIO LIKAIy OLICHOK U B
IIKaly OlIeHOK EBporeiickoii cucteMsl epeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHUM ¢ TabJIUIIEH:

100-6amnpHas TpaionHas mkaa [IIxana
1IKaja ECTS
95 -100 A
8394 OTJIMYHO B

68 — 82 XOPOIIO 3a4TEHO C

56 — 67 D
5055 yJIOBJICTBOPUTEIILHO E

20— 49 FX
0-19 HEYIOBJICTBOPUTEIHHO HE 3a4TCHO =
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5.2 Kputepum BbICTABJIEHUS OLEHKH MO JUCIUIINHE

Bayuisr/
Hlxkama ECTS

OrneHka 1o
IUCLUAIIINHE

Kputepuu onieHku pe3yiabTaToB 00ydeHus Mo JUCIUIUINHE

100-83/
AB

«OTJIHUYHO»

BeictaBisercs 00y4aromemMycsi, €Clid OH INIy0oKo U
MPOYHO YCBOWJI TEOPETHYECKUI U PAKTHYECKUI
MaTepHuall, MOKET MPOJIEMOHCTPUPOBATH 3TO HA 3aHATUAX U
B X0JI€ TPOMEKYTOYHOH aTTECTAIHH.

OOyuaronuiicst UCUEPIBIBAIOIIE U JTOTMYECKH CTPOITHO
u3JaraeT yaeOHbI MaTepuall, yMeeT yBI3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISETCA C pEIIeHUeM 3aad
npodecCHOHaIbHON HANPABICHHOCTH BEICOKOTO YPOBHS
CJIOKHOCTH, IPaBUJIBHO 00OCHOBBIBAET IIPUHATBIC
perIeHusl.

CB000IHO OpUEHTHPYETCS B yUeOHOH 1
npodecCHOHaIbHOM JIUTeparType.

OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydaromeMycs ¢
y4E€TOM PE3yNIbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTaluu.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILITMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKUIIY.

82-68/

«Xopouio»

BricTaBisiercs 00y4aromemMycsi, €CiIi OH 3HaeT
TEOPETUYECKUN U IPAKTUYECKUN MaTEpUas, FpaMOTHO U II0
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B X0/
IIPOMEXYTOYHOH aTTeCTaluy, HE AOITyCKasi CyLIECTBEHHbIX
HETOYHOCTEH.

OOyuarouiics IpaBUIbHO IPUMEHSAET TEOPETHUECKHE
MTOJIOYKEHUS [TPU PEIICHUH TPAKTUYECKHUX 3a/1a4
npogeccCHOHaATbHON HANpaBIEHHOCTH Pa3HOTO YPOBHS
CJI0)KHOCTH, BJIaJIeeT HEOOXOIMMBIMHU ISl 3TOTO HaBbIKAMU
U IpUEMaMU.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npo¢eccCHOHATILHOM JITepaType.

OneHka no JUCHUILIMHE BBICTABIISAIOTCS 00y4daromeMycst ¢
y4E€TOM PE3YJbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTaluu.

Komnerenuu, 3akpenia€HHuble 3a AUCIUTIIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «XOPOIITHIN.

67-50/
D,E

«YyOOBJICTBOpH-
TCIIBHO))

BricTaBisiercs o0yyaromemMycs, €cii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUN U ITPAKTUUECKHUI MaTepuall,
JIOMyCKAeT OTAEIbHbIE OIINOKH MPH €ro U3JI0KEHUHU Ha
3aHATUAX U B XOJ€ MPOMEXYTOYHOU aTTECTALIUH.
OOyuaromuiics UCTIBITHIBACT ONpeIEIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHNH TEOPETUYECKUX IMOJIOKEHUN ITPU PEILICHUH
MPAKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHapTHOI'O YPOBHS CIIOKHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOT0 Oa30BBIMH HABBIKAMU U
NpUEMaMHU.

JleMOHCTpHpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JIUTEPaTyphl 0 JUCHUILIMHE.
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Bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTHHE

Ixana ECTS | gucuuniuge
OneHka no JUCHUILTMHE BBICTABISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTecTaluu.
Komniereniuu, 3aKkpeniénnple 3a JUCUUILTMHOM,
c(hOpMUPOBAHBI HA YPOBHE — «JIOCTATOYHBII.

49-0/ «HEYIIOBJETBOpHUTE | BrIcTaBmsieTcs oOy4varoniemMycsi, €ciid OH He 3HaeT Ha

F.FX JIHO» 0a30BOM ypOBHE TEOPETUUECKUI U MPAKTHUECKUI

MaTepHall, J1oMyckaeT rpyoblie oMOKH IIpU ero
W3JI0KEHUU Ha 3aHATHUIX U B XOJI€ IPOMEKYTOYHON
aTTECTaLlUN.

OOyu4aronuiicsi UCTIBITHIBACT CEPhE3HBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKUX T10JI0KEHUH IPU PELICHUH
MPAKTUYECKHX 33124 MPO(HEeCCHOHAILHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJIO)KHOCTH, HE BIIaJIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPHI 110 AUCLUILIMHE.

OneHka 1o JUCLHUIUIMHE BBICTABISAIOTCS 00YYarOLEMyCs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTeCTaLlUU.

Komnerennumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCUUILUIMHON, HE COPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTepPHAJIbI) JAJI TEKYLIEr0 KOHTPOJIS
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIUM 00Y4AIOLIUXCS 110

ITUCIHHUILINHE
IIpumepHbIii NepeyeHb BONPOCOB, 3a1aBaeMbIX IPH YCTHOM OIIpOce CTY/1eHTOB:

Omnpoc 1

1. Kak Bbl nonumaere TepMuH «uHGOpMAITHS)?

Yro Takoe o BameMy «10KyMeHT»?

C xakuMu JAOKYMCHTaMU BrI crankuBanuce B Bameit xxu3Hn?

2
3
4. Ha3oBuTe NepBHIX CHEIUATUCTOB, PA0OTAOIINX C JOKYMEHTaMH.
5

Pacckaxkute, kakoB ObLT HOBBIHM B3IJISA]] HA IEIONPOU3BOJICTBO B IIepHo/ IpasiieHus [lerpa

6. Kak wuMeHOBalmMCh YHWHOBHUKH B 18B., 3aHUMAarmuecsa «IMUCbMOBOACTBOM» H

«YCTPOEHHUEM KaHIEJISIPCKOTO MOPSAKaN?

7. Kak HazpiBaMch COOpPHUKH OOPA3IOBBIX JTOKYMEHTOB, COCTABJICHHBIX ISl Pa3iIMYHBIX
yIpaBIEHYECKUX CUTYalui U c1ydaeB?

8. Kak pa3BuBanoch genonpousBoAcTBo ¢ 18-ro nmo 19 Bexa?

9. Kakue u3mMeHeHus mpereprien MTaTHBIN coCcTaB KaHIEIIpUU BO BTOPO mosioBuHe 19-10

Beka?
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10. Kakuie HOBBIE CpeJICTBA CBS3U TOSBIISIIOTCS BO BTOpPO# mojoBuHe 19-To Beka? U kak 3To

BJIUACT HA ,Z[OKyMeHTI/IpOBaHI/Ie?

Omnpoc 2

1. UTOo HOBOTrO MPOUCXOIUT B JOKYMEHTAIMOHHOM OOECICUYEHUHU YTpaBJICHUs B Hayale
21Beka?

2. Kakne HOBbIE TEHIEHIIMM B OOJIACTH JIOKYMEHTHPOBAHHUS U pabOTHI C TOKyMEHTaMHU
Hanun otpaxenue B 'OCT P MCO 15489-1-2007 «YmupaBieHue IOKyMEHTAMHU.
OO6mume TpedoBaHUs»?

3. Kakue nBe cpenpl BeieHHS JTOKYMEHTALMOHHOTO OOECIEYeHHs] YIpaBlICHUs
CYIIECTBYIOT B HacTosimee Bpemsi? Kak oHn Mexxy co0oii B3auMOJICHCTBYIOT?

4. Kakne TeHIeHIMH AEIONpPOM3BOJCTBA OBLIM YCTAHOBJICHBI B CBS3H C IPOBEICHHEM
aJIMMHHUCTPATUBHON peopmbI?

5. Jljig 9ero u3AarTCs aIMUHUCTPATUBHBIE peraamMeHThl? Kakue Bonpockl OHM peliatoT?

6. Pacckaxxute 0 pazpaboTkax rocy1apcTBEHHbIX 00pa30BaTEIbHbIX CTAHAAPTOB B HAIIEH
cTpane?

7. Kakue nuctunivHel A1 U3y4eHus npeayCcMOTpeHsl cTanapTom dakanaspa @I'OC 3+
?

8. Kakumu koMIeTeHIMSIMH JTOJDKEH 001a/1aTh OaKaiaBp, MOJyYHUBIINN 00pa3oBaHUE 110

HAINpPAaBJICHUIO «JlokymeHTOBEICHHE u apXUBOBEJICHUEY, poduITro

«HH(I)OpMaI_[I/IOHHO'I[OKYMGHTEIL[I/IOHHOG obecrieyeHune ynpaBneHI/m»?

IIpumepHBbIii IepeyeHb BONPOCOB K KOHTPOJIbHOI padoTe:

1.

Kakue HOBBIE Opranbl rocyaapcTBeHHOW Biactu co3fatorcsi B nepuon CCCP? Kakue
JIOKYMEHTBI OHU U3/1a10T?

Pacckaxxute o HK PKI? J]ns wero oHo ObLI0 cO3/1aHO?

Uro Takoe HOT?

Pacckaxxute 00 MHcTUTyTE TEXHMKM W YNPABICHUS U €ro JIEIONPOU3BOJACTBEHHBIX
pa3paboTKax.

Kakoii HopMaTUBHBIN JOKYMEHT O JEIONPOU3BOACTBY ObLT U3aH B 1973r.?
Pacckaxxute o0 cTpykType U coaepkaHun EIWHOW TrOoCyAapCTBEHHOW CHCTEMBI
JIEJIONPOU3BOICTBA.

HazoBure HOpMaTHBHBIE JOKYMEHTHI MO JOKYMEHTAllHOHHOMY OOECIEYEHMIO
ynpasineHnus, u3nanssle nocie EI'C/I.

Kakue Bompochl periiaMeHTanuu jaenonpousBojacTBa Obutn oTpaxkeHsl B EI'CIOY u

TCA0Y?
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IIpumepHBIii IepeYeHb BONPOCOB K HTOT0BOIl KOHTPOJILHOI padoTe:

['me ceroaHs 3aKkperuieHo MOHATUE «UHPOpMALIUD)?

['ie ceronHs 3aKperyieHO MOHATHE «IOKYMEHT»?

Kak onpenensiercst « JOKYMEHT», «3JICKTPOHHBIH JJOKYMEHT»?

B yem Bri BuguTe CBSI3b NOHATHS «MHGOPMALTUS» U «TOKYMEHT»?

Kakue 3nanust TpeOyIOTCS OT COCTaBUTENS U OYOPMUTENS JTOKYMEHTOB?

Kak Ha3zpiBanach 10JKHOCTD JIOJICH, 3aHUMaIOIIUXCs paboToii ¢ JokyMeHTamu B XV -

XVII BB.?

7. Kakue 10/mKHOCTH 3aHUMAH Jiuiia, paboTatomue ¢ gokymeHTamu B XV I-magane XIX
BB.?

8. Kakoe mecto 3aHrMal cekperapp B cTpykType kojuierun XVIII B.?

9. Korpaa cran ucrnonb30BaThCs JKEHCKUH TPy B yIIpaBIeHUYECKOM anmnapate?

10. Ko 3anumaics BaenpenueM npuniunoB HOT B chepy ynpasnenus B 1920-¢ rr.?

11. B uem 3acinyra UTY B pa3BUTHHM 10KyMEHTOBEICHUS?

12. B uem 3akitoyanack Heo0XoqumMocTh B pazpadbotke EI'C1?

13. Cocrasubie yactu EI'C/] 1 kT0 ux pa3pabarsiBai?

14. Korna nosiBuiics nepBblid (hakyabTeT MO TOKyMEHTOBEACHUIO U re?

15. Kakue 3agaun nocrasiensl nepen ciayxo6oit JJOY B TOCT P UCO 15489-1-2007
«Ymnpasienue qokymeHntamu. OOme TpeboBaHus»?

16. Kak Bbl moHnMaeTe mpo3padyHoCTh YIPABICHHUS U UTO JJISl 3TOTO HEOOXOAMMO CenaTh?

17. [1ns yero pazpabaTbIBaloTCA aJMUHUCTPATUBHBIE PETIIAMEHTHI?

18. Kakue npobnemsr IOY oTpakeHbI B aIMHHUCTPATUBHBIX periiaMeHTax?

19. B xakux 3aKOHOJATeNbHBIX aKTaX paccMaTpuBaroTcs mpooduemsl JJOY?

20. kakoi o0yracTu BO3MOKHA POoeCCHOHABbHAS IeATEIbHOCTh OaKaiaBpa?

21. Kakue npodeccuoHambHbIe 33Ja4l MOXKET pelaTh 0akaiaBp, MOTYYUBIIHIA 00pa3oBaHUE
10 HANpaBJICHUIO «/|OKyMeHTOBeIeHNE U apXUBOBEACHUEY, TIPOQIITIO
«HpOopMaIIIOHHO-TOKYyMEHTAIMOHHOE 00eCTIeUeHNE YIIPaBICHUD)?

22. Kaknmu nipodeccnoHaIbHBIMA KOMIIETEHIIUSIMHE JJOJDKEH 00J1a1aTh Oakasasp,
MOJyYMBIIUN 00pa30BaHKe MO HAMPABICHUIO «J[OKyMEHTOBEIEHUE U apXUBOBEICHHEY,
npodmto «MHPOpMAITMOHHO-I0KYMEHTAITMOHHOE 00€CTICUeHUE YITPABICHUS?

23. Kakue o0s3aTenbHbIe AUCIUILTUHBI 00eCreunBarOT MPOQpEeCCHOHATbHBIE 3HAHUS 110
JOKYMEHTAIMOHHOMY 00€CTICUEeHUIO YIIPaBICHUS?

24. UTo BXOIUT B UTOTOBYIO aTTECTAIMIO OaKataBpa Mo HampaBieHUI0 «JloKyMeHTOBeIeHHE
U apXuBOBeIeHUEY, poduiio « MTHPOpMaMOHHO-TOKYMEHTAIMOHHOE 00ecTIeueHHe
yIpaBIeHUSN»?

25. TIpoBenuTe cpaBHEHHE ABYX MPO(ECCUOHATBHBIX CTAHIAPTOB: TPO(HECCHOHABHBIH
cragaapT Ne07.004. «Crienuanuct 1o ynpasiIeHUIO JOKyMEHTAlMEH OpraHu3alumy U
npodeccuonanbHbid cTangapT Ne(7.002. «CrienuaaucT mo OpraHu3aluoOHHOMY U
JIOKYMEHTAIlMOHHOMY OO€CIIC€YEHHIO YIIPaBICHUS OpraHu3aInein.

26. [lepeuncinte OCHOBHBIE TPYAOBbIC (DYHKIMH CIEIIMATHNCTA 110 YIIPABICHUIO
JIOKYMEHTaIlMel OpraHu3alni.

27. IlpuBeauTe mpUMephl TPYAOBBIX IEHCTBHIA CIICIIHAIHNCTA 110 OPTaHU3AIMOHHOMY U

JIOKYMEHTALMOHHOMY 00€CIIEUEHUIO YIIPABICHUS OpraHu3alluei.

SoukhwnE

6 VYueOHO-MeToaAMUYECKOe H HH(OPMAIMOHHOE O0ecTiedeHre TUCIMTITHHbI
6.1 Cnmcok HCTOYHUKOB M JIUTEPATYPbI

HUcTounuku
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OcHOBHBIE

®enepanbhblil 3akon O6 O6pazoanuu B Poccuiickoit @eneparuu [DnekTpoHHBIH pecypc]
http://www.consultant.ru/document/cons_doc_LAW 140174/

®enepanbubiii 3ak0H oT 27 wuroas 2006 Nel49 «O6 wundopmanuu, HWHPOPMAIMOHHBIX
TEXHOJIOTHAX u 0 3a1IUTe nHbOpMAITHI [D51eKTpOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW 61798/

®enepanbublii 3akoH «O crangapTuszanuu B Poccuiickoit @enepanumn» [DIEKTpOHHBIA pecypc|
http://www.consultant.ru/document/cons_doc_LAW 181810/

ITocranoBnenne Cosera MunuctpoB PCOCP ot 08.05.1964. «O0 yBennyeHUH BbIITyCKa
CPEIICTB MEXaHU3AIMH JEJIONPOU3BOICTBA U YIIYUIICHUH MOATOTOBKH KaJpPOB 110
JIeTIONPOU3BOJICTBY» [ DIEKTPOHHBIN pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&N=21436#096650668093869
11

[Tpuka3z Muno6prayku Poccun ot 06.03.2015 Nel176 «O06 yTBepkaeHuu (enepabHOTO
roCyIapCTBEHHOT0 00pa30BaTENIBHOIO CTaHIapTa BBICIIET0 00pa30BaHus MO HAMIPABICHUIO
noarotoBku 46.03.02 «/lokyMeHTOBEICHHE U apXUBOBEICHNUE» (YpPOBEHb OaKalaBpraTa)
(3apeructpupoBano B Muntocte Poccuu 27.03.2015 Ne36613) [ DnexTpoHHBIH pecypc]
http://base.garant.ru/70932788/

ITpuxa3 Pocapxusa (PenepanbHoe apxuBHOe areHTCTBO) OT 11 anpenst 2018 r. Ne44 "O06
YTBEP>KJICHUH IPUMEPHOM HHCTPYKIMU IO AETIONPOU3BOICTBY B FOCYJapCTBEHHBIX
opranuzanusax’ [DnekTpoHHbIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P 7.0.8 - 2013 Jlenompous3BOJACTBO M apXMBHOE J€10. TepMHHBI M ONpeAcIeHUs
[Onextponnsii pecypc] http://docs.cntd.ru/document/1200108447

[Tpodeccuonanpupiii crangapt Ne 07.004. Cnenumanuct 1o yHpaBJIEHUIO JOKYyMEHTaluei
opranu3zaiuu. Hauano ¢opmel 3apeructpupoBano B Muntocte Poccun 31 mas 2017 r. N 4689.
Vr1BepxkaeH npukazoM MHUHUCTEPCTBA TPpyJa U COUUAIbHOM 3amuThl Poccuiickoin denepanuu ot
10 Mast 2017 T. N 416H [DNEeKTpOHHBII pecypc]
https://www.garant.ru/products/ipo/prime/doc/71587776/

[Tpodeccrnonanpusbiii cranaapt Ne 07.002. CienuaiucT Mo opraHu3aiuoHHOMY U
JIOKYMEHTALlMOHHOMY 00€CIIEUeHHI0 YIIPABICHHs OpraHnu3alueil. 3aperucTpupoBaHo B
Musntocte PO 2 utons 2015 r. YTB. npukazom MuHuCTEpCTBa TpyAa U COLMATIBHON 3a1uThl PO
ot 6 mast 2015 r. N 276H [DnextponHslii pecypc] http://base.garant.ru/71064518/

OKCO — Ob6mepoccuiickuii kiaaccuuKaTop CrenuaaTbHOCTEN 0 00pa30BaHUIO [ DIEKTPOHHBIN
pecypc] https://classifikators.ru/okso

[TocranoBnenue IlpaButensctBa PO ot 22.09.2009 No 754 “OO0 yTBEep>KACHHM TOJOKEHUS O
cucremMe MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO JTOKyMEHTO000poTa” MB0)

http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

JlomoJiTHMTEIbHBIE


http://www.consultant.ru/document/cons_doc_LAW_140174/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_181810/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://base.garant.ru/70932788/
https://www.garant.ru/products/ipo/prime/doc/71920678/
http://docs.cntd.ru/document/1200108447
https://www.garant.ru/products/ipo/prime/doc/71587776/
http://base.garant.ru/71064518/
http://base.garant.ru/71064518/
https://classifikators.ru/okso
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[TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 ytBepxkaenuun IlpaBun
JIeJIONPOU3BOICTBA B (pefiepalIbHBIX OpraHax MCIOJHUTEIBHONW BIACTH» [DJIEKTPOHHBIN pecypc]
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295

[TocranoBnenune IlpaBurensctBa P® or 08.09.2010 Ne 697 «O eauHOl cucTteMe

MEKBEJOMCTBEHHOTO 3JIEKTPOHHOTO B3aUMOJICUCTBUSI» [D51eKTpOHHBII pecypc]
http://base.garant.ru/199319/

['OCT P HUCO 15489-1-2007 Cucrema cTaHgapToB Mo HHPOpMaLuu, OUOIMOTEYHOMY U
W3/1aTeNIbCKOMY JeNTy. YTpaBiieHue nokyMeHTamu. OO0mue TpeGoBaHus [DIEKTPOHHBINA pecypc|
http://docs.cntd.ru/document/1200049980

['ocynapcTBeHHas cucTeMa TOKyMEHTAIIMOHHOTO oOecrieueHus yrpasieHus. OCHOBHbBIE
nojoxenus. OOme TpeOoBaHMS K IOKYMEHTaM U CITy»)0aM JIOKyMEHTAIIHOHHOTO 00eCIICYeHUSI.
Ono6peno xomnerueit ['maBapxusa CCCP 27.04.1988. Ilpuka3 ['nmaBapxusa CCCP ot
25.05.1988 Ne33 [Dnexrponnsiii pecype] http://docs.cntd.ru/document/901730479

6.2 IlepeueHb pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOM CeTH

«AHTepHeT»
- Tunpaust Yrpasnstomux JJokymenrtanueit — http://www.GDM.ru
- Cekperapn-pedepent. Kypnan — http://www.sekretar.com.ru
- I[TonmHoe cobpanwue 3akoHOB Poccuiickoit umnepuu - http://www.nlr.ru/e-res/law_r/content.html
- CBox 3axoHoB Poccwuiickoit ummnepuu - http://civil.consultant.ru/code/

6.3 IlpogeccuonanbHbie 6a3bl JAHHBIX U HH(YOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Joctyn k npodeccroHnanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases
WHpopMannoHHbIE CIIPAaBOYHBIC CHCTEMBI:

1. Koncynbrant [lmroc
2. Tapant

7 MaTepuajibHO-TeXHHUYECKOe o0ecnevyeHne TUCIUMINHBI

Ayautopuu JiIsi IpOBEASHMS JIEKIIMIA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEICTBAMU
o0yueHHst (MyJIbTUMEIUA-TIPOEKTOP (BUAECONPOEKTOP), IKpaH (IIEPEHOCHOM MIIM CTAl[HOHAPHBIN)),
KOMIIBIOTEPHBIN KJIacc JUIsl TPOBEIeHNUs 1a00paTOPHBIX 3aHATUH.

1. Mepeuens 1O

Nenn Haumenosanue 110 [TpousBoauTenn Croco0
/m pacnpocTpaHeHuUs
(ruyenszuonnoe unu
Cc60000HO
pacnpocmparsiemoe)

1. Adobe Master Collection CS4 Adobe JIALIEH3MOHHOE

2. Microsoft Office 2010 Microsoft JIAIEH3UOHHOE



http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295
http://base.garant.ru/199319/
http://docs.cntd.ru/document/1200049980
http://docs.cntd.ru/document/901730479
http://www.sekretar.com.ru/
http://www.nlr.ru/e-res/law_r/content.html
http://civil.consultant.ru/code/
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3. Windows 7 Pro Microsoft JULIEH3UOHHOE
4, Microsoft Office 2013 Microsoft JUIEH3UOHHOE
5. Windows 10 Pro Microsoft JULIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIuieH3noHHOE
8. Zoom Zoom JIMLIEH3UOHHOE

2. Ilepeuenb bl u UCC

Nenr Haumenosanue
/m

1 | Mexnynapoansie pedepaTuBHbIe HayKoMeTprdeckue b/I, mocTymHbie B paMkax
HaMoOHAJIbHOM noamucku B 2020 T.

Web of Science

Scopus

2 | [Ipodeccuonanpubie monHOTEKCTOBBIE b/, TOCTYyMHBIE B paMKaX HAI[MOHATHHOU
moamucku B 2020 T.

XKypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuanst Taylor and Francis

3 | IlpodeccronanbHbie MOJHOTEKCTOBBIE b]]

JSTOR

W3nanus no oO1eCTBEHHBIM U TYMaHUTAPHBIM HAyKaM
DnekrponHas oubaunorexa Grebennikon.ru

4 | KoMiploTepHbI€ CLIPABOYHBIE IIPABOBBIE CUCTEMBI
Koncynsrant [lntoc,
l"apanTt

8 ObecneyeHue 00pa3oBaTeJbLHOI0 MPoOLECCa JJIs JIUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMH 3/10POBbS U HHBAJIHIA0B
B xozae peanuzanuy IMCHUTIIMHBI KCTIOIB3YIOTCS CIEYIOLIUE JOIOIHUTEIbHBIC
METOAbl OOYyYeHHUs, TEKYyIIero KOHTpPOJII YCHEBAaeMOCTH M IPOMEXYTOUYHOM aTTecTaluu
00y4aromuxcs B 3aBUCMMOCTH OT UX UHJIUBUIYaJIbHBIX OCOOEHHOCTEM:

e IS CHEMNBIX U CIa0OBUIAIINX:

- JIeKIUA O(QOPMIISIOTCS B BHUJIE JJIEKTPOHHOTO JOKYMEHTa, JOCTYIMHOTO C TIOMOIIBIO
KOMIIBIOTEpA CO CTEeNUATN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- TNIHUCBMCHHBIC 3aJaHHs BBIIIOJIHAKOTCI Ha KOMHBIOTepe CcO CHeHI/IaJ'H/ISI/IpOBaHHBIM
MPOrPpaMMHBIM 00€CTIedeHUEM, UM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrnieunBaeTCsl MHIUBUIyIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jrokc;

- Q7S BBITIONHEHUS 3aJaHusl TMPH HEOOXOAMMOCTH TMPEIOCTABISETCS YBEIMYUBAIOIIEE
YCTPOMCTBO; BOZMOKHO TaKKe UCII0JIb30BAHUE COOCTBEHHBIX YBETUYMBAIOIINX YCTPONUCTB;

- IUCbMEHHBIE 3a/1aHusl OPOPMIIAIOTCS YBEITHUEHHBIM IPpU(TOM;

- 9K3aMEH U 3a4€T MPOBOASATCS B YCTHOM (pOpMe MU BBIMOJHSIOTCS B MUCbMEHHOU popme Ha
KOMIIBIOTEPE.

® IS TIIYXUX U CIa0OCTBIIIAIINX:



19

- JeKuud O(QOpPMIISIIOTCA B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JHOO NpeaoCTaBIIsAeTCs
3BYKOYCHJIMBAIOIIAs arnapaTypa WHAUBUIYaIbHOTO M0JIb30BAHMS;

- IUCbMEHHBIE 3aJIaHUs BBIIIOJIHAIOTCS HA KOMIIBIOTEPE B IMCbMEHHOM (hopMe;

- 9K3aMEeH M 3a4€T MMPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO ITPOBE/ICHUE
B (hopMe TECTUPOBAHUS.

e JUIs JIUL C HAPYIIEHUSIMU OIIOPHO-/IBUT'ATEJIBHOTO alapaTra:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITBIOTEPA CO CHEIHMATHN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

- IHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYECHUEM;

- 9K3aMEH M 3au4€T MPOBOAATCS B YCTHON (hOpMeE UM BBIIOIHSIOTCA B TUCbMEHHON (hopMme Ha
KOMIIBIOTEPE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAECTCs YBEIUUYEHUE BPEMEHH IS IOATOTOBKU OTBETA.

[Iponienypa  mpoBeleHHsT  NPOMEXKYTOYHOM  aTTectamuu Uit OOyJaromuxcs
YCTaHABIMBACTCSI C Y4ETOM UX MHIUBUAYAIbHBIX ICUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTEeCTAIsI MOKET TPOBOJAUTHCS B HECKOJIBKO 3TAIOB.

IIpu npoBeneHUH NpPOLEAYPHl OLEHUBAHUS PE3yIbTAaTOB OOYyUYEHMs HpPEAyCMaTpHUBaeTCs
UCTIOJIb30BAaHNE TEXHUYECKHX CPEACTB, HEOOXOAMMBIX B CBSI3M C HWHIWBUAYAJIbHBIMU
0COOEHHOCTSAMU O0yYaromMXcsi. DTU CPEACTBA MOTYT OBbITh IIPEIOCTABIEHBl YHUBEPCUTETOM, HIIU
MOTYT MCII0JIb30BaThCsl COOCTBEHHBIE TEXHUUECKHE CPECTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS — pe3yJabTaToB  OOyuyeHHUs  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOIOIHH.

ObecneunBaeTcs A0CTyN K MH(POPMAITMOHHBIM U OMOIMOrpa)uIeckuM pecypcam B CETH
WutepHer Uil Kaxaoro oOydaromierocs B (opMmax, aJalTUPOBAHHBIX K OIPAaHUYEHUSIM MX
3JI0POBBSI U BOCTIPHSTHS MHPOPMALIH:

® IS CIICNIBIX U CIIA0OBUISIINX:

- B ICUATHON (pOpME yBEITMICHHBIM HIPUPTOM;
- B (hOpMe 3JIEKTPOHHOIO JOKYMEHTA;

- B (hopme ayauodpaiina.

® I TUIYXUX U CIa0O0CTBIIIANTNX:

- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

e IS O0YYarOUIMXCs C HAPYIIEHUSIMU OTIOPHO-/IBUTaTENILHOTO annapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHble ayAUTOPUH IS BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEIBHON pabOTHI, HaydHas
6u0nMoTEeKa M MHbIE MOMEIIEHUs /Il 0Oy4eHUs OCHAIIEHbI CIIEIHabHBIM 000pYyAOBaHHEM U
y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUICHUSI:

e JUIsS CIENbIX U cIa00BUIAIINX:

- YCTPOMCTBOM Il CKaHUPOBaHUs U uTeHus ¢ kamepoil SARA CE;

- mucrieeM bpaiinst PAC Mate 20;

- npunTepoM bpaitns EmBraille ViewPlus;

e Ui TJIYXHX M CIa0O0CHbIIAIINX:

- aBTOMAaTU3MPOBAaHHBIM pabOYMM MECTOM JJsi JIOJeH C HapylleHHeM cllyXa H
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHI yCUITUTENh U KOJIOHKH;

e s 0O0YYarONIMXCs C HAPYIIEHUSIMU OTIOPHO-/IBUTaTEILHOTO anmapara:
- IEPEABMKHBIMU, PETYIUPYEMBIMH 3proHomMuueckumu napramu CHU-1,
- KOMITBIOTEPHON TEXHUKOHN CO CIIEIUAIbHBIM TPOTPAMMHBIM 00ECTICUCHHEM.
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9 MeTtoanueckne MaTepuabl

9.1 IlnaHbl CEMUHAPCKUX 3AHATHIA.
Tema 1. (44.) AKTyaJbHOCTH JOKYMEHTAIIMOHHOIO o0ecle4YeHUs] YNPABJIEHUS M

NOTPe0HOCTH B TPAMOTHBIX KaJpax.
L]env 3anamus: onpenenuTh TPUIUHY BOCTPEOOBAHHOCTH MPOPECCHH JOKYMEHTOBEA.

Dopma npogedenus’ pa3BepHyTas Oecea Mo 3aJaHHBIM BOIIPOCAM.
Bonpocwt ons oocyscoenus:

1. Kro 3aHuMaeTcs opranuzanuei u BeICHUEM JeJIONPOU3BOICTBA B KOMITAHUSAX ?
2. Tlouemy BaXHO MOAJEPKHUBATH PAOOTY C JIOKYMEHTaMH Ha BHICOKOM YPOBHE?
3. ITlodyemy apXHBBI TPAAUIIMOHHO OCYIIECTBIIIOT KypaTopcTBO ciryxk0b1 JIOY?

KOHmpOﬂbele 80Nnpocsvl.

1. Hazosure IIPpUYKUHBI B&2)KHOCTH HpO(beCCI/II/I AOKYMCHTOBCAA IJIsA OpFaHI/ISaHI/II/I?
2. VYKaxuTe 3HAUYEHHE FpaMOTHOfI opranmizalii OICPATUBHOI'O0 XpaHCHHUA JOKYMCHTOB JJIA

MOCICAYIOIICTO apXUBHOI'O XpAHCHU.
Cnucox ucmoyHuxkos u Jumepamypbol.

[Tpuka3 MwunaoOpHayku Poccum ot 06.03.2015 Nel76 «OO6 yrBepkmeHuu QeneparbHOTO
rOCy/IapCTBEHHOTO0 00pa30BaTEIbHOIO CTAaHIApTa BBHICIIErO0 0Opa30BaHUS MO HAMPABICHHUIO
noaroroBku 46.03.02 «/lokyMeHTOBeZIcHHE W apXUBOBEACHHE» (YPOBEHb OakaiaBpHara)
(3apeructpupoBano B Muntocte Poccum 27.03.2015 Ne36613) [DnexTpoHHBI pecypc]
http://base.garant.ru/70932788/
Mamepuanbro-mexnuueckoe obecneyeHue CeMUHapcKo20 3aHAMUA.
® ayAUTOpUS;
® METOAMYECKHE YKa3aHUs MO OpraHU3aliy U IPOBEICHUIO0 CEMUHAPCKUX 3aHATUH.
Tema 2. (4 4.) IlonsiTue «<MHPOPMALHA» H «IOKYMEHT», HX B3aHMOCBA3b.

Ueﬂb 3aHAmMuUA. aHAIIMTHYCCKOC COMMOCTAaBJICHUC TCPMUHOB «TJOKYMCHT» U «I/IH(l)OpMaHI/Iﬂ».

Dopma nposedenus: pa3BepHyTas Oecea Mo 3alaHHBIM BOIIPOCAM.
Bonpocul onsa 0b6cyscoenus:

4. T'nme cerosHs 3aKperIeHO MOHATHE «UHMOPMAITH)?

5. T'me ceromHs 3aKperyieHO MOHITHE «JIOKYMEHT»?

6. Kaxk ompenenstorcst MOHATHS «IOKYMEHT», «3JIEKTPOHHBIN TOKYMEHT?
7. B uem Bbl BuanTe CBA3b MOHATUS «HHPOPMAIIHS» U «TOKYMEHT»?

KoumponwHuie 6onpocuwi:
3. Kak coBpemMeHHBIE 3aKOHOJATENBHBIE AaKThl ONPEICNSIOT TIOHATHE <JIOKYMEHT» U
«uHpOpMaITI»?
4. Tloyemy mosiBHJIaCh HEOOXOIUMOCTh 3aKPEIUIATh MHPOPMAIIUIO B JOKYMEHTE?

Cnucok ucmoyHuxkos u Jumepamypbol.’


http://base.garant.ru/70932788/
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Oenepanbupii 3ak0oH oT 27 wutons 2006 Nel49 «O6 wundopmanuu, uHPOPMAITMOHHBIX
TEXHOJIOTHAX u 0 3alIuTe uH(pOpPMALTIN [DnexTpoHHbIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW 61798/

®enepanbubiii 3akoH 0T 06.04.2011 Ne63 «O06 37eKTpOHHOM MOAIUCH» [ DIEKTPOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW_ 112701/

I'OCT P 7.0.8 - 2013 Jlenompou3BOJACTBO M apXUBHOE J€710. TepMHMHBI U ONpeAe/ICHUs
[DnexTponnsiii pecypc] http://docs.cntd.ru/document/1200108447

I'OCT P UCO 15489-1-2007 Cucrtema craHmapToB Mo HH(poOpManuu, OHOIUOTECYHOMY U
U3JIaTeIbCKOMY JIeTy. YTpaBjieHue qokymeHTamu. OOmme TpeboBanus [DIeKTpOHHBIN pecypc|
http://docs.cntd.ru/document/1200049980

MamepuanbHo-mexuuyeckoe obecneyeHue cemMunapcKo20 3aHAMusL:
® ayAUTODHS;
® METOAMYECKHE YKa3aHUs M0 OpraHu3aI[iH U MIPOBEICHUIO0 CEMUHAPCKUX 3aHSATHI.
Tema 3. (6 4.) UcTopusi nosiBJIeHUs CNENMATBHOCTH U €€ Pa3BUTHE B J0PEBOJTIOUMOHHbIH
nepuos
Lenv 3anamus: TPOCICAUTH UCTOPUIO PA3BUTHUS PO(PECCUH TOKYMEHTOBEAA.

Dopma npogedenus: pa3BepHyTas Oecena Mo 3aJaHHBIM BOIPOCaM
Bonpocwt ons oocyscoenus:

1. Kakue 3HaHus TpeOYIOTCS OT COCTaBUTENS U OPOPMUTENS JOKYMEHTOB?

2. Kax Ha3pIBanach JOHKHOCTS JIIO/IeH, 3aHUMAIOIINXCS paboToi ¢ tokymeHnTamu B XVI-
XVII BB.?

3. Kakue 1omkHOCTH 3aHUMAIH Ju1ia, padoTtaromue ¢ fokymentamMu B XVIII-nagane XX
BB.?

4. Kakoe mecTo 3aHuMal cekperapb B cTpykType kosteruu XVIII B.?

5. Korma cran ucrosib30BaThes )KEHCKUH TPY/I B YIIPABICHUSCKOM armapare?

Konumponvuvie gonpocwi:
1. HazoBure «cayKuibIX JIOJ€i», 3aHUMaBLINXCA JEIONPOU3BOJACTBOM B 16-17BB.
2. OnumuTe MTATHBINA COCcTaB KaHIesipun 18 Beka.
3. Kakue n3aMeHeHns MpOUCXOIST B KAHIIEISIPCKOM paboTe BO BTOPOii mojioBuHE 19 — Havyane
20 BB.?
Cnucok uCmouHuKo8 u 1umepamypbl.

I'enepanbhbiii pernament 1720 roaa // I1IC3 Poccuiickoit Umnepuun. Cobp. 1. T. 6. Ne 3534
[OnexTponHsIii pecypce] http://www.hist.msu.ru/ER/Etext/general.htm
[TonHoe cobpanwue 3akoHOB Poccuiickoit ummepun - http://www.nlr.ru/e-res/law_r/content.html

CBon 3akonoB Poccuiickoit ummnepuu - http://civil.consultant.ru/code/

Mamepuanvno-mexuuueckoe obecneuenue 1aO0pamopHo pabomol:

® ayJIUTOpPUS;


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://docs.cntd.ru/document/1200108447
http://docs.cntd.ru/document/1200049980
http://www.hist.msu.ru/ER/Etext/general.htm
http://www.nlr.ru/e-res/law_r/content.html
http://civil.consultant.ru/code/
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® MCTOAWYCCKUC YKa3zaHUs 10 OpraHu3anun U MpOBEACHHIO CEMUHAPCKUX 3aHATHH.

Tema 4. (4 4.) C1y:x0a 1T0OKYMEHTALlHOHHOTO o0ecnieYeHHsl YIPABJIEHUS] B COBETCKHUI
TepHoJ
Llenv 3anamuA: yCTaHOBUTD, KaK pa3BUBAJIOCh Jenonpon3BoacTBo B nepuog CCCP.

Dopma nposedenus: pa3BepHyTas Oecena Mo 3aJaHHBIM BOIPOCaM
Bonpocwt ons obcyscoenus:

1. Kro 3anumancs saenpenrem npuHiumnoB HOT B cdepy ynpasienus B 1920-e rr.?
2. Buem 3acnyra UTY B pa3BUTHH JOKYMEHTOBEICHHS ?

3. B uem 3axmoyanacs HeoOXxoauMocTh B pa3padbotke EI'CJ1?

4. Cocrapnbie yactu EI'CJ] u k1O nx pa3pabarbsiBan?

5. Korna nosiBuiicst mepBbiid (hakyIbTeT MO0 JOKYMEHTOBEICHHUIO U r1e?

Konmponvnvie gonpocuwi:
1. Kakue nenonpousBOACTBEHHBbIE pa3pabOTKU ObUIH CAeNaHbl coTpyaHuKamu MHcTHTyTa
TEXHUKH U yIIpaBICHUS?
2. KaxkoBsl npuuuHbI nosiBIeHUs] EMUHONM rocy1apcTBEHHOM CUCTEMBI AETOMPON3BOACTBA?
3. Kak permameHTHpyeTCs TOKyMEHTalMOHHOE oOecriedeHue ympasienus B EI'CIOY u
Ircaoy?
Cnucok ucmoyHuxko u 1umepamypbol.

[TocranoBnenue Cosera Munuctpos PCOCP ot 08.05.1964. «O6 yBenuyeHuu BollTycka
CPEICTB MEXaHU3ALUU JEJIONPOU3BOICTBA U YJIYUIIEHUH [TOATOTOBKH KaJpOB 110

JIeJIONPOU3BOJICTBY» [ DNEKTPOHHBIN pecypc]
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&N=21436#096650668093869

11

['ocynapcTBeHHas cucTeMa JOKYMEHTAlMOHHOT0 o0ecrieueHus yrnpanieHusi. OCHOBHbIE
noJsiockeHus. Oo1me TpedoBaHus K TOKyMEHTaM U CITy:kK0aM TOKyMEHTAllMOHHOTO 00ecTIeyeHHsl.
Opno6peno xomterueit 'maBapxusa CCCP 27.04.1988. IIpuka3 I'naBapxua CCCP ot
25.05.1988 Ne33 [Dnextponnsiii pecype] http://docs.cntd.ru/document/901730479

Mamepuanbro-mexnuyeckoe obecneuenue 1a60pamopHou pabomul.
® ayAUTODHS;

¢ MCTOAWYCCKHUC yKa3zaHHs 10 OpraHu3alvi U NPOBCACHUIO CCMUHAPCKUX 3aHSITHH.

Tema 5. (4u.) U3menenne 3aga4 cay:k0b1 JJOY B XXI B. [losiBieHue noHATHIA
«3JIEKTPOHHBI TOKYMEHTO000POT» U «yNpaBJieHHe JOKYMeHTaMu»

Llenv 3aHamusA: WM3y49UTh 3aKOHOJATENIbHBIE W HOPMATHUBHBIE WCTOYHUKH, OTpPaXKAIOIIUE
COBpPEMECHHBIC TCHACHIINU I/IH(bOpMaI_[I/IOHHO-)IOKYMGHTZU_[I/IOHHOFO O6€CH€‘—I€HI/I$I YIIpaBJICHUA.
@Dopma npogedeHus: TUCKYCCUS

Bonpocwt ons oocyscoenus:

1. Kakwue 3agaun nocrasieHsl iepen ciryx6oit JIOY 8 TOCT P UCO 15489-1-2007
«YmupasneHue fokyMeHTamu. O01Me TpeOoBaHUsm»?

2. Kak Bbl moHmMaeTe «po3pavyHOCTh» YIIPABICHHUS U UTO JUIS TOr0 HEOOXOIMMO
caeaaTh?


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=ESU&n=21436#09665066809386911
http://docs.cntd.ru/document/901730479
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3. Jlns gero pa3pabaThIBalOTCs aIMUHUCTPATUBHBIE PETJIAMEHTHI?
4. Kakwue nmpobaemsl JJOY oTpakeHbl B IMUHUCTPATUBHBIX perilaMeHTax?
5. B Kakmx 3aK0HOJIaTEIBHBIX aKTaX paccMaTpuBaroTcs nmpodiaemsr JJOY?

KoumponvHuie gonpocuwi:
1. Kak oTpakeHO B 3aKOHOJIATEIbCTBE CYIIECTBOBAHUE JIBYX Cpell MH(OPMAIMOHHO-

JOKYMCHTAIIMOHHOI'O obecrieueHus ynpaBneHI/m?

2. Kaxue BOmpoCHI AeTOMPOU3BOACTBA OTPAKECHBI B Q/IMUHUCTPATUBHBIX PETIIaMEHTAX
MCIIOJTHEHUS TOCYJApPCTBEHHBIX (DYHKIUI U MPEIOCTABICHUS TOCYIapCTBEHHBIX YCIyT?

Chucox ucmouHuko8 u 1umepamypbul.
®enepanbublii 3akoH «O crangapTusanuu B Poccuiickoit @enepanumny» [DIEKTPOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW 181810/

Oenepanbubii 3ak0H oT 27 wuroas 2006 Nel49 «O6 wundopmaruu, wuHOOPMAIMOHHBIX
TEXHOJIOTHSX u 0 3a1IUTe nHbOpMAITHI [DneKTpOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW 61798/

®enepanbubiit 3akoH 0T 06.04.2011 Ne63 «O0 37eKTpOHHOM MOATUCKHY [ DIEKTPOHHBIN pecypc]
http://www.consultant.ru/document/cons_doc_LAW 112701/

[TocranoBnenue IlpaButenbctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxnaenuu IlpaBun
JIeTTOTIPOU3BOICTBA B (heZepalIbHBIX OpraHaxX MCIIOJHUTEIBHONW BIACTH» [ DJIEKTPOHHBINH pecypc]
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295

[TocranoBnenue IlpaButensctBa PO ot 22.09.2009 Ne 754 “O0 yTBepX ACHUU IOJIOKEHUS O
CHCTEME MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO AOKyMeHToobopoTta” (MDJI0) [DnekTpoHHBIH
pecypc] http://pravo.gov.ru/proxy/ips/?docbody=&nd=102132605

ITocranoBnenue IIpaButenscrta PO ot 08.09.2010 Ne 697 «O ennnol cucreme
MEXBEJJOMCTBEHHOT'O JICKTPOHHOTO B3aUMOJICHCTBUS [ DIEKTPOHHBIN pecypc|

http://base.garant.ru/199319/

[Tpuka3 Pocapxusa (deaepanbHoe apxuBHOe areHTcTBO) oT 11 anpens 2018 r. Ned4 "O6
YTBEPKACHUH IPUMEPHON MHCTPYKIMHU MO JIEIONPOU3BOJCTBY B FOCYAaPCTBEHHBIX
opranuzaiusax" [ DIeKTpoHHBIN pecypc]
https://www.garant.ru/products/ipo/prime/doc/71920678/

I'OCT P UCO 15489-1-2007 Cucrema craHgapTtoB Mo uHGpoOpMaluu, OHMOIMOTEYHOMY U
U3JaTeIbCKOMY JieNy. YTpaBiieHHe JokyMeHTaMu. O0mue TpeboBaHus [DIeKTpoHHbIH pecypc]
http://docs.cntd.ru/document/1200049980

Mamepuanvno-mexuuueckoe obecneuenue 1abopamopHol padbomel:
® ayAWTOpHS;

® MCTOAWYCCKUC YKa3zaHUW 10 OpraHu3alun U MpOBEACHHUIO CEMUHAPCKUX 3aHATHIH.

Tema 6. (6 4.) TpeGoBanus 00pa3oBaTebHbIX U MPO¢ecCHOHATBHBIX CTAHIAPTOB.

L]env 3anamus: N3y4nTh CTAHAAPT BHICIIET0 00pa30BaHUs IO HAMPaBICHHUIO MOAT0TOBKH 46.03.02
«JlokyMeHTOBeIeHHEe W apXWBOBeJeHHE» (YpOBeHb OakaiaBpuara) U JiBa MpodhecCrOHATbHBIX
cranaapta: Ne07.004 «Crennanuct no ynpasieHUIO JOKyMeHTauuen oprauuzanum» 1 Ne07.002


http://www.consultant.ru/document/cons_doc_LAW_181810/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://pravo.gov.ru/proxy/ips/?docbody=&nd=102130295
http://base.garant.ru/199319/
https://www.garant.ru/products/ipo/prime/doc/71920678/
http://docs.cntd.ru/document/1200049980
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«Crnenuanuct Mo OpraHU3allMOHHOMY M JIOKYMEHTAllMOHHOMY OOECIIEYeHHIO YMpPaBICHUS
OpraHu3aLUeEn».

@opma npogedenus: TpeOOBaAHUS 00PA30BATEIHLHOTO U TPO(HECCHOHATBLHBIX CTAHIAPTOB.
Bonpocwt ons oocyscoenus:

1. B kakoii obmacTu BO3MOXHA podeccuoHaIbHast JesITeIbHOCTh OaKanaBpa?

2. Kakwue npodeccrnoHanbHbIe 331241 MOXKET pemaTh OaKaiaBp, MOJYyYUBIINN 00pa30BaHHE
110 HAaNpaBJICHUIO «/|0OKyMEeHTOBeIeHHE U apXUBOBEACHUEY, TTPOPHITIO
«MHbOpMaIIIOHHO-TOKYMEHTAIIHOHHOE 00ECIICUCHUE YIIPABICHUS)?

3. Kakumu npodeccnoHaTbHBIME KOMITETEHITUSAME JIOJDKEH 00J1afaTh Oakanasp,
MOJTYYHMBIIUEH 00pa30BaHUE 110 HANPaBIICHUIO «/|OKyMEHTOBEICHHE U apXUBOBEICHUEY,
npoduto «MHGOpMaATOHHO-TOKYMEHTAIIMOHHOE 00ECTICUCHUE YIIPABICHUS ?

4. Kakue 00s3aTenbHbIC JUCIUIUIMHBI 00ECTICYNBAIOT MPO()ECCHOHALHBIC 3HAHHS 10
JOKYMEHTALMOHHOMY 00€CIICUEHUIO YIIPaBICHUS?

5. Uro BXOIUT B UTOTOBYIO aTTECTALIMIO OaKajaBpa 10 HarpaBieHuIo «JloKyMeHTOBEICHHE
U apXuBOBeIeHUEY, npoduiio « MTHPOpMaIMOHHO-TOKYMEHTAIMOHHOE O0ecTieueHHne
yIpaBICHUS»?

KOHmpOﬂbele 80Npocsvl.
1. B kaxkoii o0actu cMoXxeT paboTaTh OakaiaBp, MOJYYHBIINN BEICIIEE 00Opa30BaHHE T10

JIOKYMEHTAllMOHHOMY 00€CIIEUeHHIO YIIpaBJieHNs?

2. Kakue nMcuuIuIMHbI IPEACTOUT U3YyYUTh OaKaliaBpy B TE€UCHHE 4-X JIET OTYUCHHUS
obOpazoBanus?

3. IlpuBenute npuMepsl TPYAOBBIX QYHKIUH U TPYAOBBIX AEHCTBUI COTIIACHO
poeccuoHaNBbHBIM CTaHapTaM.

Cnucox ucmoyHuKko8 u 1umepamypul.

[Tpuka3z Munobpuayku Poccuu ot 06.03.2015 Nel176 «O06 yTBepxkaeHnu GeaeparbHOro
rOCyIapCTBEHHOTO0 00pa30BaTENLHOTO CTaHIaPTa BHICIIET0 00pa30BaHUs MO HATIPABICHUIO
noarotoBku 46.03.02 «/lokymeHTOBEICHUE U apXUBOBEICHNUE» (YPOBEHB OaKagaBpuaTa)
(3apeructpupoBano B Muntocte Poccuu 27.03.2015 Ne36613) [DnekTpoHHBIH pecypc]
http://base.garant.ru/70932788/

[Tpodeccrnonanpsbiii cranaapt Ne 07.002. CienuaiucT Mo opraHu3aiuoHHOMY U
JIOKYMEHTALlMOHHOMY 00€CIIEUeHHI0 YIIPaBICHHs OpraHu3anueil. 3aperucTpupoBaHo B
Muntocte PO 2 utons 2015 r. YTB. npukazom MuHuCTEpCTBa TpyAa U COLMATIBHON 3aiuThl PO
ot 6 mast 2015 r. N 276H [DnextponHslii pecypc] http://base.garant.ru/71064518/

[Tpodeccuonanphsiii crangapt Ne 07.004. CienuanucT 1o yrnpaBieHHUIO TOKyMEHTaluen
opranu3zaiuu. Hadano ¢popmsl 3apeructpuposano B Muntocte Poccun 31 mast 2017 r. N 4689.
Vr1BepxkaeH npukazoM MHUHUCTEpPCTBA TPyJa U CONUANIbHOM 3amuThl Poccuiickoit denepamnuum ot
10 mas 2017 r. N 4161 [DnexkTpoHHBIN pecypc|
https://www.garant.ru/products/ipo/prime/doc/71587776/

MamepuanbHo-mexnuueckoe obecneyeHnue 1a60pamopHoll pabomoi:

® ayJIUTOpUS;
® METOAMYECKHE YKa3aHUs M0 OpraHU3al[iH U IPOBEICHUIO0 CEMUHAPCKUX 3aHATHI.

9.2 MetoanuecKkue peKOMEHAANUM M0 MOATOTOBKEe NUCbMEHHBIX padoT


http://base.garant.ru/70932788/
http://base.garant.ru/71064518/
http://base.garant.ru/71064518/
https://www.garant.ru/products/ipo/prime/doc/71587776/
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B nporecce oOyuenus ctyneHTsl PITY BBITIONHSIOT pa3Hbie BUABI THCHBMEHHBIX pa0oT.

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX pa0OT B By3€ SBIISIOTCS:

* 3aKperieHUE MOJTYYSHHBIX 3HAHHM 10 CTIeUaIbHOCTH, IPUMEHEHHE STUX 3HAHUN MTPU
peneHny npoecCuOHATIBHBIX 3a/1ay;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITENIbHOM pabOThl, OBJIaJICHIE METOAUKAMH U
IPUHLIMIIAMU CaMOCTOSITENIbHOM HCCIIE10BATENIbCKON JESITENIbHOCTH;

* (opmupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO M3J1araTh COOpaHHbIe Hay4HbIE IaHHBIC
Y MaTepuabl COOCTBEHHON UCCIIEJOBATEIbCKOM 1€ATENbHOCTH.

Haubonee npocras, HO oueHb BaxHast opMa MUCbMEHHOM pabOThI B By3€ — 3TO
KOHTpoJIbHas pabota. OHa sBISETCS 00s3aTEeIBHBIM 3JIEMEHTOM CAMOCTOSATEIbHOM PaboThI
CTYJEHTa U, IPEKE BCET0, IEMOHCTPUPYET YMEHHE BOCIPUHUMATD U TIepeaBaTh
UH(OPMALIHIO.

DTOT BUJI TUCBMEHHON PabOTHI MPEAYyCMOTPEH YUeOHBIMU TUIaHAMHU TOJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHHS MTPEIaraeTcsl B paMKaxX U3ydeHHs OOIINX KypCOB U
KIIB.

Taxke B mporecce oOydeHHs! CTyAEHTY MpPEICTOUT BBIIOJHEHHWE KYpCOBBIX padoT,
KOTOpBIE€ (DOPMHUPYIOT HCCIEA0BATEIbCKHE HABBIKHU, PA3BUBAIOT CLIOCOOHOCTH CHCTEMAaTH3alluu 1
OCMBICJIEHHS YK€ CYILIECTBYIOUIET0 3HAHUS M HAINpaBIEHbl Ha CAMOCTOATEIBHOE pEIlEHUE
HEKOTOPBIX TEOPETUYECKUX UJIHM MpaKTU4Yecknx 3a1ad. KypcoBas pabota 1eMOHCTpUPYET YMEHUE
paboTaTh C HCTOYHUKAMH, MCIIOIb30BaTh JOCTHXKEHHUS COBPEMEHHOM Hayku (Hampumep,
HCIIOJIb30BaTh JOCTHMIKEHHS apXUBOBEICHHUSA, & TAK)KE CMEXKHBIX HAYK M HAYYHBIX IUCIUIUIMH),
YCIIENIHO peIIaTh MOCTAaBICHHBIE 3a7add, o0pabarbiBaTh W 0000maTs Marepuai. Hammcanue
KOHTPOJIbHON paboThl, MOATOTOBKA M 3allUTa KYypCOBOW HMMEET psJ OpraHU3allMOHHBIX U
METOUYECKUX OCcOOeHHOCTeH. O3HAKOMIIEHHE C JIaHHBIMM METOJAMYECKUMHU PEKOMEHIALUSIMU
MOMOXET CTYJCHTaM MPaBUIBHO OPTaHHU30BaTh CBOIO YUEOHYIO M HAYYHO-UCCIIEIOBATEIbCKYIO
pabory.

OO0mue TpedOBaHUs K CTPYKTYPE H COAEPKAHNI0 MUCbMEHHBIX PpadoT

Baxnoi#t ¢opmoii caMOoCTOSATENIbHONW PabOTHI CTyIEHTA ABISETCS KOHTPOJIbHAS padoTa.
Ona npengycMoTpeHa aiisi OOJBIIMHCTBA JAUCIMILIAH Y4eOHOro IUIaHa, YATAaeMbIX Ha Kadeape
apxuBoBeieHUs. Ee HanncaHue npecienyer ueiab yriryoJaeHHOW MpopaboTKU AUCIUIIINHBIL.

KontponbHast paboTa BBINONHAETCS CTYIEHTaMH B COOTBETCTBHMM C TEMAaTUKOIA,
eXEerogHo  yTBepxkaaemoil  kadenpoit. KoHTponpHass pabora  sBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, TIO3TOMY BBIOOD TE€MBI MIPEAOCTABIAETCS CTYCHTY.

Jlo HamucaHWsi KOHTPOJBHOW pPabOTHI CTYAEHT JOJKEH B 1IEJIOM O3HAKOMUTBCS C
paszenaMu Kypca, peyCMOTPEHHbIMH yueOHO porpamMmoii.

Pabota o HanMcaHuio KOHTPOJIBHOW HAUWHAETCS C BBISIBICHUS U U3yUEHUS! HICTOYHHUKOB
U auTeparypsl o Teme. [lo okoHuaHuM cOopa U U3y4YeHMs JUTEPaTypbl U UICTOUHUKOB CIETyeT
MPOIyMaTh IJIaH KOHTPOJIbHOU paboThl. COCTaBIICHHE TUIaHA — Ba)KHAS YaCTh PAOOTHI HAJl TEMO.
[Tnan npexacrasisier co00i NepedeHb BOIPOCOB, OTPAXKAIOIIMX co/AepKaHue uccieaoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBUCHUT Kau€CTBO KOHTPOJIbHOMN
paboThl. B mian nenecoobpa3zHo BKIIOYUTh HanOoJee BaKHbIE TEOPETUUECKHE U MPAKTUYECKHE
BOIPOCHI TE€MbI, KOTOpbIE IIPU HEOOXOAMMOCTH MOTYT OBbITh JeTanusupoBaHbl. Kak mpasuio,
palouuil BapuaHT IU1aHa JOJDKEH ObITh pa3BEepHYTHIM, UTO 00Jerdaer paboTy Hajl TEMON.

B oxoHuaTenbHOM BapuaHTe IUTAaH MOKET OBITh JaH B COKpAllleHHOM BHJE, HO
00s3aTENIbHBIM  YCJIIOBHEM TP 3TOM SIBJISIETCS OTPaXEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJBbHON pa 60oTe. CocTaBleHHBIN TIJIaH JAOKEH HAWTH OTPa)KEHUE B
OTJIaBJICHUH K KOHTPOJBbHOM pabote. PaboTa 1omKHA BKIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJIEHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIIBKUX pa3/IeloB WU aparpadoBs, 3aKi0ueHue,
CIHMCOK MCTOYHHMKOB M JIUTEpaTypbl. Bo BBe1eHUN HEOOXOIMMO KPAaTKO PACKPBITH 3HAYCHHUE U
aKTyaJIbHOCTh H3y4aeMmMoro Bompoca (TeMbl), Ha3BaThb OCHOBHBIE 3aJayd paboOThl, ee
XpOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKuil 0030p HCTOYHUKOB U
auTepaTypsl 1o TeMe. O030p UCTOUHUKOB U JIUTEPATYPhl HE I0JKEH CBOJIUTHCS K TIEPEUUCIICHUIO
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HCIIOJIb30BAaHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuaja M OMyOIMKOBaHHBIX cTaTeil. B Hem
clieflyeT NaTh aHaJIM3 HCTOYHUKOB M JHMTEpaTyphl. B 3aBHUCMMOCTH OT o0beMa M LIEJIEBOTrO
Ha3Ha4YeHHs paboThl, 0030p MCTOYHUKOB U JHUTEPATYPhl MOXKET OBITH MPEACTABICH OTACIbHBIM
naparpagoM WM pa3aesioM B OCHOBHON Y4acTH pabOTHI.

OcHoBHasl 4acTb KOHTPOJbHOW PaOOTHI NOJKHA OBITh W3JI0KEHAa B COOTBETCTBHH C
IUIAHOM, OCBEIIATh COCTOSIHUE M COJEp)KaTh aHAJIU3 PacCMaTpPUBAEMbIX BOIIPOCOB C YYETOM
COBPEMEHHOT0 YpOBHSI DPa3BUTHUSl TEOPETHUECKUX 3HAHUW W OMbITA MPAKTUYECKOH pabOThI
ApXUBHBIX YUPEKJACHUH B 3TON 00IaCTH.

[Ipu packpbITUU TOH WM UHOM TEMBI CTYACHT JOJKEH CTPEMUTHCS MOAPOOHO U TITyO0KO
U3JIOKUTh KPYr BOIPOCOB, BXonadumux B Hee. [lo mepe paccMoTpeHus marepuana OTIENIbHbIE
MOJIO’KEHUS KOHTPOJIbHOM paboThI ClelyeT WLTIOCTPUPOBATh IPUMEpPaMH U3 JTUTEpaTyphl U, 1O
BO3MOXXHOCTH, M3 TMPAKTHKH PabOThl KOHKPETHBIX apXHMBOB C 00S3aTENbHBIMU CCHUIKaMHU Ha
JUTEpaTypy U UCTOYHUKHU. B 3aKiIFOU€HUN KOHTPOJIBHOU paboThl HEOOXOJUMO MOABECTH UTOTHU
TEOPETUYECKON W MPaKTHYECKOH pa3pabdoTku BOHpocoB. CIHUCOK MCTOYHHUKOB U JIUTEPATYpHI
IpesCTaBIsieT coOO0i MepeyeHb HCMOJIb30BAaHHBIX PabOT MO TeMe, B KOTOPOM YKa3bIBarOTCS
(bamMuIKM ¥ UHUIHATIBL aBTOPa (AaBTOPOB), HA3BaHHE PAOOTHI, MECTO, BPEMsI €€ OIyOJIMKOBAHUS U
CTpPaHULBI.
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Hpunoxenne 1

AnHomayus oucyunaunvl (Mo0oyns)
Juctumuinaa — «YTOpaBlieHHE  JOKyYMEHTaMH  Kak  o0jacte  mpodeccHoHaIbHON

NEeSITeIbHOCTH» peanu3yercss Kadeapoil JTOKyMEHTOBEICHHS, ayAWOBH3YaJbHBIX M HAy4HO-
TEXHUYECKHUX apXUBOB (paKyibTeTa apXUBOBEICHUS U JOKYMEHTOBEACHUs VcTOpUKO-apXUBHOTO
UHCTUTYTA.
e [Ilenp AMCHUIUIMHBL JaTh CTYJIEHTY IOJHOE IPEICTaBICHUE O JIOKYMEHTOBEACHHMM Kak
HAyYHOH JUCHMIUIMHE, JIeKallel B OCHOBE BBIOPAHHOTO WM  HalpaBJICHUS
«/lokymeHTOBeleHE W apXUBOBEAEHHUE» U 00pa3oBaTENbHOM  MPOrpPaMMBbI

«HpOpMAITMOHHO-TOKYMEHTAIMOHHOE 00SCIICUCHUE YITPABICHHSIY.
e 3amauM JUCHUIIAHBL:
® [POCIICAUTH UCTOPHUIO TIOSBJICHUS U PA3BUTHS IOKYMEHTA
®  MPOCJICAUTH UCTOPHIO TIOSBIICHUS TPO(HECCUU «TOKYMEHTOBE»

® MpPOCICAUTb HCTOPUIO IIOABJIICHHUA HW PA3BUTHA JOKYMCHTOBCACHHSA KakK HaquOﬁ

JUCIIUILINHBI
® ONpEIEeIUTh MECTO TOKYMEHTOBEACHHS B CUCTEME HAYYHBIX TUCIUTUINH

® TI03HAKOMUTH C OOMIMMH TpPeOOBaHUSMU K YPOBHIO TMOATOTOBKM OakamaBpa IO

HaITpaBJICHUIO ((I[OKYMCHTOBC,HGHI/IG " apXHUBOBCACHUC), €TO 3HAHUAM U YMCHUSIM.

JucuumnirHa HarpasieHa Ha pOPMUPOBAHUE CIIETYIOIUX KOMIIETEHIIHNA:
[TK-2. CniocoGeH opranu30BaTh U OCYIIECTBISITH JOKYMEHTAIIMOHHOE 00ecIieueHre yrpaBieHUs
B OpraHu3allygXx pa3jM4YHbIX OpPraHU3allMOHHO-TIPAaBOBBIX (GopM U (GopM COOCTBEHHOCTH,
roCyJJapCTBEHHBIX OpraHax U OpraHax MECTHOT'O CaMOYTIpaBJIEHUS
[TK-5. Crioco6eH opraHn3oBaTh ONEPaTUBHOE U APXHUBHOE XpaHEHUE JOKYMEHTOB B OpPraHU3aLUsAX
pa3nuuHbIX (OpM COOCTBEHHOCTH, TOCYJAapCTBEHHBIX OpraHax W OpraHax MECTHOIO
caMOyIpaBJIEHUs
B pesynbTare u3yyeHus AUCHUILUIMHBI CTYACHT JIOJKEH 3HATh:
- TEOPETUYECKHE OCHOBBI JIOKYMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHHUS;
- 0COOEHHOCTH TIOCTAHOBKM JOKYMEHTAllMOHHOIO OOecleyeHHs! yNpaBieHUs B OpPraHU3alluix
Pa3NUYHBIX OPTaHU3AIMOHHO-TIPaBOBHIX (OpM H (GOpPM COOCTBEHHOCTH, TOCYNAPCTBEHHBIX
OopraHax M opraHax MECTHOT'O CaMOYIIpaBJICHHUS;

- COCTaB (I)YHKI_II/Iﬁ CJ'Iy)KG JOKYMCHTAlUOHHOT'O obecrneueHUs YHIpaBJICHUA,
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- TEOpeTHYECKHE, MPABOBBIE U METOJMYCCKHE OCHOBBI ONEPATHBHOTO M apXMBHOTO XPaHEHUS
JOKYMEHTOB B OpraHHM3alMAX Pa3IUYHbIX (JOpM COOCTBEHHOCTH, FOCYNAPCTBEHHBIX OpraHax U
OpraHax MECTHOTO CaMOYIPAaBJICHHUS B IPAKTUYECKOH IEesTEILHOCTH;
- IpaBWJIa OPTaHU3AIMY OIIEPATUBHOTO M APXUBHOTO XPAHEHHS JTOKYMEHTOB;
- cocTaB (yHKIMH apXUBOB M TOAPA3ACICHHH MO JOKYMEHTAlMOHHOMY OO0ECHEeYEHHUIO
yIpaBJICHUS 110 OPTaHU3AIMU ONIEPATUBHOTO U APXUBHOTO XPAaHEHHS JOKYMEHTOB.
B pesynbTare u3ydeHus AMCUUIUIMHBI CTYACHT JOJIKEH YMETh!
- TNPUMEHSATH TEOPETHYECKUE 3HAHWS NPU OpPraHU3alUU JOKYMEHTAMOHHOTO OOeCIedeHHs
yIpaBJICHUS;
- OPraHN30BaTh JTOKYMEHTALIMOHHOE 00ECTIEYCHNE B OPTaHU3AIMAX PA3IMYHBIX OPraHU3aIIMOHHO-
npaBoBBIX (GopM U (OpM COOCTBEHHOCTH, TOCYNAPCTBEHHBIX OpraHax M OpraHax MECTHOTO
caMOyIpaBJICHHS YIIPABICHUS;
- OCYILIECTBIIATH pabOTy MO JOKYMEHTAIIHOHHOMY OOECIIEYCHUIO YIPABICHUECKHUX MTPOIECCOB;
- IPUMEHSTh 3HAHNE TEOPUHU APXUBHOTO JIeJIa B MPAKTHUECKON ACSITEITBHOCTH;
- OpraHHU30BBIBATH ONEPATUBHOE U APXMBHOE XPAaHEHHE IOKYMEHTOB B OPTaHU3ALUAX PA3ITUIHBIX
(dopM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax MECTHOTO CaMOYIIPaBJICHUS;
- BBINOJIHATh KOMIUIEKC paboT MO ONEepaTHBHOMY W apXMBHOMY XPaHEHHIO JOKYMEHTOB B
OpraHu3alsaX pa3iuyHbIX (OPM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax H OpraHax
MECTHOT'O CaMOYIIPaBJICHUS.
B pe3ynbTare n3yueHHs AMCHMIUIMHBI CTYICHT JOJDKEH 00J1a1aTh HaBBIKAMU:
- METOJI0JIOTHEH TOKYMEHTAllMOHHOT0 00ecreueH s yIpaBiIeHus;
- HAaBBIKAMHU COBEPIICHCTBOBAHMS CUCTEMBI JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI yIPaBICHUS;
- HaBBIKAMH JIOKYMEHTHUPOBAHHs YIPABICHUECKUX IPOLECCOB W pabOTHl JOKyMEHTAIlMed B
OpraHu3alUsaX pa3MyHbIX OPraHU3alMOHHO-TIPAaBOBBIX (GopM U (opM COOCTBEHHOCTH,
roCyJJapCTBEHHBIX OpraHax U OpraHax MECTHOTO CaMOYTpaBJIEHUS;
- HaBBIKAMH TIPUMEHEHHUS MPAaBOBBIX HOPM B cdepe apXUBHOTO Jella NPU OCYIIECTBICHUHU
OTEPaTUBHOTO ¥ APXMBHOTO XpaHEHHWS JOKYMEHTOB B OpPraHHM3alMsAX pPa3IUYHBIX (hopm
COOCTBEHHOCTH, TOCYJapCTBEHHbIX OpraHax W OpraHax MECTHOIO CaMOYIIPaBJICHHUS B
NPaKTUYECKOH J1eSTeNbHOCTH;
- HaBBIKAMU 00Pa0OTKHU ¥ IMOATOTOBKH IOKYMEHTOB JIJISl TEKYIIETO ¥ apXUBHOTO XPAaHCHHUS;
- HaBBIKAMU COBEPIICHCTBOBAHHS OIIEPATHBHOTO U apXMBHOTO XPAHEHUS IOKYMEHTOB.

[To nucnumiauHe (MOIYNIO) MPEIYCMOTpPEHa IPOMEXYTOUHAs arTecTaluss B Qopme

OK3aMcCHa.

OO61mast TpyA0€MKOCTh OCBOSHHUSI TUCIUIUIMHBI (MOJTyJIsl) COCTaBIIsIeT 3 (TpU) 3a4E€THbIE €TUHUIIBL.
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