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1. O01Iue noJI0KeHus

1.1. Lenpt0o rocynapCTBEHHOM HWTOrOBOM aTTECTAUU  BBIMYCKHUKOB  SBIISIETCS
YCTaHOBJIEHHE COOTBETCTBUS YpPOBHS NpO(ECCHOHANBHOM  TMOATOTOBKM  TpeOOBaHUAM
denepanbHBIX TOCYAAPCTBEHHBIX 00pa3oBaTenbHbIX cTanaapToB (OI'OC) BeIciero oopa3zoBaHus
M0 HAMpaBICHUIO TMOATOTOBKH  (cmenuanbHOCTH) 46.03.02  «JlokymMeHTOBeneHHe U
apXHUBOBE/ICHHUE.

1.2. ®opmamu rocy1apCTBEHHONW UTOTOBOM aTTECTAI[UU SIBJISIOTCS:
e [ocynmapCTBEHHbBIN dK3aMEH
e BrimyckHas kBanudukanmonHas padora (nanee — BKP).

1.3. Bwuasl npoeccoHanbHON AEATENbHOCTH BBIITYCKHUKOB U COOTBETCTBYIOIIHE
UM 3a/1a44 Ipo(peCCHOHATBHON AEATEIbHOCTH:

Hayuno-uccreoosamenvckas (ocho6noii 6u0);
Op2eanuzayuorHHO-ynpasieHyecKasi;
llpoexmmuas.

BbImycKkHUK, OCBOMBIIMI TporpaMMy OakajaBpuara, B COOTBETCTBHM C BUJOM (BHUIaMHM)
npoeCCHOHATBHON JEeSTETbHOCTH, Ha KOTOPBIM (KOTOpBIE) OpPHUEHTHPOBAaHA MpOrpamMma
OakanaBpuarta, JI0JDKeH ObITh TOTOB PEIIaTh CASAYIONIHE MPOoheCCHOHATBHBIC 3a/1a4UH:

HayY4YHO-UCCICAOBATCIIbCKAA NJCATCIIbHOCTD:

- ydJacTde B TEOPETHMYECKMX pa3paboTkax B 00JacTH JOKYMEHTOBEIEHUS U
apXUBOBEACHUS;

- aHanu3 MHQOPMALMOHHBIX IOTOKOB M HMH(OPMAIMOHHOIO B3aUMOJCHUCTBUS B
OpraHu3aluy;

- aHaJIM3 TOTPEOHOCTEN B ONEPATHUBHOMN M PETPOCIIEKTUBHON HH(OpMAINH, OTIpE/IeIeHNE
METO/IOB M CITIOCOOOB MX YJOBJIECTBOPEHUS;

- ydyacTHe B TNPHUKIAIHBIX pa3pabOTKax MO CO3AAHUI0 CHUCTEM JIOKYMEHTAllMOHHOTO
o0ecrieueHus yIpaBleHUs, YHU(UKALNYU, CTaHIApTU3alUU JOKYMEHTOB, a TaKXe B 00JacTu
apXUBHOTO JIETIa;

- y4acTHE€ B IIPOCKTUPOBAHUM U BHEIPCHUU aBTOMATU3UPOBAHHBIX CHCTEM
JOKYMEHTAITMOHHOTO O0ECIIeYeHUs YIpaBJIeHUs (CHCTEM 3JIEKTPOHHOI'O JOKYMEHTOO0OpOTa) U
apXMBHOTO JieJa Ha CTagusAX IIOCTAHOBKM 3aJa4d W OLEHKM HX IPUMEHEHHS B YCIOBMSX
KOHKPETHOW OpraHu3aluu;

- ydyactue B pa3paboTKe HOPMAaTUBHO-METOAMYECKHX TOKYMEHTOB, aKTOB (ITIpaBHII,
nepevyHel JTOKyMEHTOB, MOJOXEHUH, MHCTPYKIUH, KiaccudukaTtopoB, Tabeneld mpUMEHsSeMbIX
(GopM TOKYMEHTOB M) 110 JOKYMEHTAL[HOHHOMY 00€CIIEUeHHIO YIPABICHUS U apXUBHOMY JIENY;

- MOJArOTOBKA JOKYMEHTAJbHBIX MYOJMKALUMH M CHPAaBOYHO-NIOMCKOBBIX CPEICTB K

APXUBHBIM NOKYMCHTAM;
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- yJacTHe B BBICTABOYHO-PEKIAMHOH JICSITEIbHOCTH;

- MOJITOTOBKA CIIPABOYHO-TTOMCKOBBIX CPE/ICTB;

- cocTaBieHHe pedepaToB U co3jaHue Oubnmmorpaduu Mo TEMAaTUKE IMPOBOAUMBIX
HUCCIIENOBAaHUN;

- yJacTHE€ B COCTAaBJICHHH OTYETOB IO HAYYHO-HCCIEHOBATEIbCKOM W METOIUYECKON
pabore;

OpraHu3alilMOHHO-YIIPABJICHYCCKAA ACATCIbHOCTD:

oOecrnieueHre (YHKIIMOHUPOBAHUS CUCTEMBI YIPAaBJIEHUS TOKYMEHTAMU B OpraHU3allud
Ha 0a3e HOBENMIINX TEXHOJIOTHA;

[JIAHUPOBAHUE, opraHu3anus, COBEPILIEHCTBOBAHUE NEeSATEIbHOCTH CIryx0
JOKYMEHTAIMOHHOTO O00eCHeYeHUs YIpaBIEHUs, apXUBOB M CIY)KO apXMUBHOTO XpaHCHUs
JIOKYMEHTOB OpTraHU3aI1i;

CO3/JaHUE JIOKAJIbHBIX HOPMATHBHBIX aKTOB, PETIAMEHTUPYIOIINUX NPOLEAYPhl U IPABUIA
JIOKYMEHTHUPOBAHUS, PabOTHl C JOKYMEHTaMH, OPTaHU3AIMH UX XPAaHEHUS, KOMIUICKTOBAHMSI,
y4eTa U UCTIOIb30BAHMS;

OpraHu3alysl KOHTPOJI COCTOSIHUS JOKYMEHTAIlMOHHOTO OOecTeueHUs! YIpaBlIeHUS U
COCTOSIHMSI apXMBHOI'O XPAHEHUS JOKYMEHTOB B OPTaHU3alINH;

PYKOBOJICTBO CTPYKTYPHBIMU MOJAPA3IEICHUAMH, OCYIIECTBISIOMMUMH JIEATEIbHOCTh B
chepe ITOKYMEHTAllMOHHOTO OOecCredYeHuss YIpaBlIeHUS U apXUBHOTO Jejla B OpraHax
rOCyJapCcTBEHHOM BiIacTH cyOwekToB Poccuiickoit ~ ®enepamuu, OpraHax MECTHOTO
CaMOYTIPaBJICHNUS;

PYKOBOJCTBO CTPYKTYPHBIMH TMOApa3JelNeHusMu (efepalbHbIX apXHUBOB, AapXHBOB
cyobekToB Poccuiickoit deneparyiv 1 MyHUIMIIATBHBIX apXUBOB;

yYIpaBJICHUE apXUBHBIM JI€JIOM B OPTaHaX MECTHOT'O CaMOYTIPABIICHHUS;

PYKOBOJICTBO MYHULIUIATbHBIMU U BEJJOMCTBEHHBIMH apXHWBaMU, apXUBaMU U CIyx Oamu
apXMBHOTO XpaHEHUS JOKYMEHTOB OpraHU3allMi, pPYKOMUCHBIMH OTJEIaMH MY3€eB U
OMOIHNOTEK;

PYKOBOJCTBO ayTCOPCHHTOBBIMM OpPraHU3alMsAMU OKa3aHUs YCIYr MO XPaHEHHUIO
apXUBHBIX JOKYMEHTOB U 10 apXUBHOU 00pabOTKEe JOKYMEHTOB;

ydacTue B paboTe Mo dKCIEepPTU3e IEHHOCTH TOKYMEHTOB;

BEJICHUE apXUBHOTO JIEJIa B OPTaHU3ALUSIX;

o0ecrieueHrne B COOTBETCTBUM C YCTAHOBJICHHBIM MOPSAIKOM IpHEMa, PETUCTPALIUU,
CHUCTEMaTH3allMi, OpraHu3aluil XpPAaHEHWs, KOMILUICKTOBAHMS, Yyde€Ta M MCHOJIb30BaHUS
JIOKYMEHTOB;

COCTABJICHME W BEJEHHUE CIPABOYHO-TIOMCKOBBIX CHUCTEM (HAYYHO-CIIPABOYHOTO

anmnapara), y4eTHbIX JOKYMEHTOB;



WCIIOJIHEHUE JIOKAJIBHBIX HOPMATUBHBIX aKTOB, PETIAMEHTHPYIOIIMX IPOLEAYPBl U
npaBuUia JOKYMEHTHPOBaHHUS, pabOTbl C JOKYMEHTAaMH, OpraHu3alld HX XpaHCHHS,
KOMIUIEKTOBAHMSI, yU€Ta U UCII0JIb30BAHMS;

obecreyeHne B COOTBETCTBUM C YCTAHOBJIEHHBIM IOPSJIKOM IpPUEMA, PErHCTpaLuy,
CUCTEMATH3allMM, OPraHW3allMd XPAaHEHUS, KOMIUIEKTOBAHHsA, YydYe€Ta U HCIOJb30BaHUSA
JIOKYMEHTOB;

BEJICHUE CIIPABOYHO-IIOMCKOBBIX CUCTEM (HAy4HO-CIPABOYHOIO ammapara), Y4ETHBIX
JIOKYMEHTOB;

OPOCKTHAA ACATCIBbHOCTD.

y4acTHe B IPOCKTHUPOBAHUN YHU(DHUIIMPOBAHHBIX (OPM JOKYMEHTOB,;

y4acTHe B IPOCKTHUPOBAHUN YHU(DUIIMPOBAHHBIX CUCTEM JOKYMEHTALIUY;

y4acTHe B MPOEKTHPOBAHUU CHUCTEM AJICKTPOHHOTO JOKYMEHTOOOOpOTa KaK COCTAaBHOM
YaCTH CUCTEMBI YIIPaBJICHUS TOKYMEHTAMHU U UX XPaHEHUS,

BBISIBIICHHE 3aKOHOMEPHOCTH HU3MEHEHHs O0beMa JIOKyMEHTO00OpOTa OpraHu3alH,
ynopﬂ;[OquHe COCTaBa I[OKYMGHTOB 148 I[OKyMeHTHBIX IIOTOKOB, coxpameHHe HUX KOJINYECCTBA,

aHAJIM3 COCTOSTHUS CHCTEMBl JOKYMEHTAIIMOHHOTO OOCCTEeUCeHHs] YMpaBICHUS |
ApPXUBHOTO XPaHEHHUS TOKYMEHTOB KOHKPETHON OpraHU3aIlNH;

BBIITOJIHCHUEC TCXHOJOTMYCCKHUX BHUI0B pa60T 110 ,Z[OKYMQHTaLII/IOHHOMy O6€CH€‘I€HHIO
yIpaBJIeHUS W apXUBHOMY Jiely Ha 0a3e HCIONb30BaHMs HOBEHIIMX HH()OPMAITMOHHBIX
TEXHOJIOTHUH;

COBEPIIICHCTBOBAHUE TEXHOJOTHUU JOKYMEHTAIIMOHHOTO OOECIICUCHUsI YIPABJICHUS |
apXUBHOTO Jiea Ha 0a3e MCI0JIb30BaHMsI HOBEHITNX MH(POPMALIMOHHBIX TEXHOJIOTUH;

yqaCTHe B pa3pa60TKe KOHIICIIIINUN apanHoro XpaHeHI/I}I ,Z[OKyMeHTOB;

ydacTHe B TNPOCKTUPOBAHUM W  BHEAPCHMH HMHGOPMAIIMOHHBIX  TEXHOJOTHUH,
HCITOJIB3YEMBIX B JOKYMEHTAIIMOHHOM OOECIICUCHUH YIPABICHUS U apXUBHOM JICIIC;

MOJrOTOBKA MPOEKTHOM M  CMETHOM JIOKYMEHTAallMd 10 CO3JaHHUI0  CIYXO

AOKYMCHTAITUOHHOT'O obecrieueHust YIpaBJICHUA U apXUBHOT'O XpaHCHHUA JOKYMCHTOB.

14. IlepeyeHb KOMINETEHIIMIi, KOTOPBIMHM J0JI’KHbBI OBJIA/IeTh 00y4arouuecs B
pe3yJbTaTe 0CBOCHHSI 00Pa30BaTeJbHOI NMPOrpaMMbl BhICIIEro 00pa3oBaHus

By rocynapcTBEHHOTO UCIIBITAHUSA,
B X0J1€ KOTOPOTO MPOBEPSETCS

chOpMHUPOBAHHOCTH KOMIIETEHIIUU
Kon HaunMeHoBaHNEe KOMIIETEHIIUNA (opmmp

roCy1apCTBEHHBIN

3ammra BKP
SK3aMEH

o0mexkyJbTypHble Komnerenuuu (OK)

OK-1 |CHOCO6HOCTB MCI0JIb30BAaTh OCHOBBI \ +
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bunocodckux 3HaHUM 17151 HOPMHUPOBAHUS
MHUPOBO33PEHYECKON TO3ULIUU

OK-2

CIIOCOOHOCTBIO aHAIU3UPOBATH OCHOBHbBIE
ATarbl ¥ 3aKOHOMEPHOCTH UCTOPHUIECKOTO
pa3BuTHs o01mecTBa sl POPMHUPOBAHUS
rpak1aHCKOW MO3ULIUH

OK -3

CIOCOOHOCTBIO UCIIOJIB30BaTh OCHOBBI
HKOHOMHUYECKUX 3HAHUH B Pa3IMYHBIX chepax
JEeATEIbHOCTH

OK-4

CIOCOOHOCTBHIO UCHOJIBb30BATH OCHOBBI
NPaBOBBIX 3HAHUI B pa3IM4YHBIX chepax
NCATCIIBHOCTHU

OK-5

CIIOCOOHOCTBIO K KOMMYHHKAIIMH B YCTHOM 1
NUCbMEHHOW (hopMax Ha PyCCKOM U
MHOCTPAHHOM SI3BIKaX ISl PELICHUS 3a1a4
MEKITMYHOCTHOTO M MEXKKYJIBTYPHOTO
B3aUMOJICUCTBUA

OK-6

CIIOCOOHOCTBIO PabOTaTh B KOJUICKTHBE,
TOJIEPAHTHO BOCIIPUHUMAS COLUAIbHbIE,
STHUYECKHE, KOH(PECCHOHAThHBIC U
KYJIbTYPHBIE pa3Indus

OK-7

CIIOCOOHOCTBIO K CAaMOOPTaHU3AINH U
caM000pa30BaHHIO

OK-8

CIIOCOOHOCTBIO UCIIOJIB30BAaTh METO/IBI U
cpeacTBa GU3NYECKON KYIbTYpPbI IS
o0ecrieueHus MOJIHOLIEHHON COIHAIbHON 1
po(heCcCHOHATLHON IESATEIILHOCTH

OK-9

TOTOBHOCTBIO ITOJIb30BAThCSI OCHOBHBIMU
METOAAMHM 3aLIUThI IPOU3BOJICTBEHHOIO
IIEPCOHAJIa U HACEJICHUS OT BO3MOKHBIX
MOCJIECTBHI aBapuid, KaTacTpod, CTUXUHHBIX
OencTBU

OK-10

CIOCOOHOCTBIO K MCIIOJIB30BAaHUIO OCHOBHBIX
METOJIOB, CITIOCOOOB M CPEJICTB MOTYICHHS,
XpaHEeHUs, IepepaboTKN HHPOPMALTUT

OK-11

CITOCOOHOCTBIO YBKUTEIBHO B OEPEKHO
OTHOCUTBHCA K UHCTOPUUCCKOMY HACJICUIO U
KYJBTYPHBIM TPAIUIUSIM

o0menpodeccuonanbubie komnerenuuu (OIIK)

OIIK-1

CIIOCOOHOCTBIO HCITOIL30BATh TCOPETUYCCKUC
SHAHUA 1 MCTOJbI UCCIICIOBAHUSA HA MMPAKTUKC

OIIK-2

BJIaZicHHEM 0a30BBIMH 3HAHUAMH B 00J1aCTU
UH(POPMALIMOHHBIX TEXHOJIOTUI
(mporpaMMHBIE TIPOAYKTHI, HCITOJIb3yeMbIC B
ynpaBneHHH ,Z[OKYMGHTaMI/I, CUCTCMBI
3IEKTPOHHOTO JOKYMEHTO000pOTAa,
TCXHOJIOI'MN CKaHI/IpOBaHI/I}I ,Z[OKYMGHTOB)

OIIK-3

BJIaACHUEM 62130BBIMI/I 3HAHUSAMU CUCTEM
OpPraHoOB rOCYAapCTBEHHON U MyHULIMTIATbHON
BJIaCTHU

OIIK-4

BJIaJICHUEM HABBIKAMH MCIIOJIb30BaHUs
KOMITBIOTEPHON TEXHUKH U MHPOPMALTMOHHBIX
TEXHOJIOTHI B IOUCKE UCTOYHUKOB U
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JUTEPATYPBl, HCIIOIH30BAHUH IPABOBBIX 0a3
JAHHBIX, COCTABICHUN OUOIHMOrpaduIecKux u
apXHBHBIX 0030pOB

OIIK-5 |BrageHreM 3HaHUSIMU B 00JIACTH MTPABUIT
yOJIMKaluU UCTOPUYECKUX UCTOYHUKOB U
OIIEpaTUBHOI'O M31aHUsI JOKYMEHTOB

OIIK-6 |crmocoOHOCTRIO pemiaTh CTaHAAPTHBIE 3a1a4l
po(hecCHOHANLHOM NI TEILHOCTH Ha OCHOBE
nH(popManMoHHON 1 OubIHorpaduIecKon
KYJIBTYPBI C IPUMEHEHHUEM HH(POPMAITHOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHH U C YIETOM
OCHOBHBIX TpeOOoBaHUI MH(OPMAITMOHHON
6e30MacHOCTH

npogeccnoHaJIbHbIe KOMIIETEHIMHU N0 BUAaM aesitenbHocTH (ITK):

Haylmo-ucwledoeameﬂbmaﬂ 0esAmenbHOCHLb

[IK-1 |Hay4yHO-MCCIEq0BATENbCKAS NESITEILHOCTD:
CHOCOOHOCTBIO IPUMEHSTH HAyYHbIE METO/IbI
MIPU UCCJICIOBAaHUH OOHEKTOB
po(heCcCHOHAILHON NIEATEIILHOCTH

[IK-2 |oBnageHmeM ocHOBaMH HHGOPMAIIMOHHO-
aHaHHTHHGCKOﬁ NCATCIIBHOCTU U
CITOCOOHOCTBIO PUMEHSTH UX B
npodeccruoHaIbHOH chepe

[IK-3 |BmageHneM 3HAHUSIMU OCHOBHBIX TPOOIIEM B
00J1aCTH JOKYMEHTOBEICHUS 1
ApXMBOBE/ICHUS

[IK-4 |crmocoOHOCTBIO CAaMOCTOSATEIHLHO PadOTaTh C
PAa3JIMYHBIMHA UCTOYHUKAMU I/IHq)OpMaI_II/II/I

[IK-5 |BrmajmeHueM TEHIEHIIUSAMH Pa3BUTHUS
UH(OPMAIIMOHHO-TOKYMEHTAIIHOHHOTO U
obecrieueHust yrpaBIeHUsI apXUBHOTO JIeJia

[1K-6 |crmocoOGHOCTBIO aHATM3UPOBATH CUTYALIMIO HA
PBIHKE HH(OPMAITOHHBIX POAYKTOB
YCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY
COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO
JOKYMEHTO000pOTa U BEACHHUS HIIEKTPOHHOTO
apxuBa

[IK-7 |cmocoOHOCTHIO OLIEHUBATH HCTOPHIO H
COBPEMEHHOE COCTOSIHHE 3apyOeKHOTO OIBITa
yIpaBIeHUS TOKYMEHTAMH U OPTaHU3AI[UH HX
XpaHeHHSI

[1K-8 |cmocoOGHOCTHIO aHATM3UPOBATH IIEHHOCTD
JIOKYMEHTOB C IIeTIbI0 X XpaHEHUsI

IIK-9 |BmameHneM HaBLIKAMU COCTaBJIEHUSI
O6uOMorpaguIecKux U apXUBHBIX 0030POB

[IK-10 |BmameHweM MpUHIMIAMHA U METOJAAMHU
CO3JIaHU CIIPABOYHO-UH(OPMAIIHOHHBIX
CPENICTB K JOKYMEHTaM

[1IK-11 |BmageHueM HaBbIKaMU pedepupOBaHUS U
AHHOTHPOBAHUS HAYYHOH JIUTEpaTyphl,
HaBBIKAMU PEIAKTOPCKON pabOThI

ITK-12 |crmocoOHOCTHIO BBISIBIIATH U OTOUPATh




JIOKYMEHTBI JUISl pA3HBIX TUIIOB M BHJIOB
nyOnuKanui

ITK-13

CIIOCOOHOCTBIO BECTU HAYYHO-METOUYECKYIO
paboTy B TOCYIapCTBEHHBIX, MYHHUIIUIATBLHBIX
apXMBax M apXMBax OpraHu3alun

Opeanuzauuonno-ynpaeﬂenttecmm 0esAmenbHOCHLb

I1K-29

CIIOCOOHOCTBIO CO3/1aBaTh U BECTH CHCTEMBI
JOKYMEHTAI[MOHHOTO 00ecTieueH st
yIpaBJICHHUS B OpraHu3aIuy Ha O6a3e
HOBEUIITNX TEXHOJIOTHH

I1K-30

CITOCOOHOCTBIO OPTAaHU30BBIBATH PAOOTY
CITYKOBI TOKYMEHTAIIMOHHOTO 00eCTIeYeHUS
yIIpaBJICHUS] © apPXUBHOTO XPaHCHUS
JIOKYMEHTOB

I1K-31

CIOCOOHOCTBIO pa3padaThIBaTh JIOKAIBHBIC
HOPMAaTUBHBIC aKTbl U HOPMATUBHO-
METOAMYECKHE JJOKYMEHTEHI 110 BEJICHHIO
UH(POPMALMOHHO-TOKYMEHTALMOHHOTO
o0ecrieyeHns yIpaBJICHUs] M apXUBHOTO JieJia

[1K-32

BJIAICHUECM 3aKOHO,Z[aT€JIBHOI>'I n HOpMaTI/IBHO—
MeTOArYeCcKor 0a30if MHPOPMAITHOHHO-
I[OKyMeHTaI_II/IOHHOI‘O O6€CH€‘-I€HI/IH
YIIPaBJICHUS ¥ ApXUBHOTO JICIIa,
CIIOCOOHOCTBIO OPUEHTUPOBATHLCS B TIPABOBOI
0asze CMEeXHBIX o0nacTei

I1K-33

3HaHHEM OCHOB TPYAOBOT'O 3aKOHOAATCIIECTBA

+

I1K-34

cO0JIIO/ICHHEM IPAaBUJI U HOPM OXPaHbl TPy

I1K-35

3HaHWEM TPeOOBaHUIl K OpraHU3aIuu
CEKPETAPCKOTO OOCITYKHBAHUS

I1K-36

3HaHHEM TpeOOBaHMI K OpraHu3aluu
KaJIpOBOTO JICJIONPOU3BOICTBA U
JIOKYMEHTHUPOBAHUIO TPYJOBBIX OTHOILIEHUH,
XPaHEHUIO JOKYMEHTOB M0 JUYHOMY COCTaBY

ITK-37

BJIaJICHUEM MTPUHIIMIIAMH, METOIAMH U
HOpPMaM# OpraHU3aluK, XpaHEHUS,
KOMIUIEKTOBaHUS, y4€Ta U UCIOJIb30BaHUS
ApPXMUBHBIX JOKYMEHTOB, TOKYMEHTOB
JIMYHOTO MPOUCXOKICHUS

I1K-38

BJIQJICHUEM HaBBIKAMH PaOOTHI C
JTIOKYMEHTaMH, COJIepKaITIMHU HH(OPMAITHIO
OTPAaHUYEHHOTO J0CTyNa

I1K-39

SHAaHUEM IIPUHIUIIOB OpraHu3alinuun
PA3JIMYHBIX TUIIOB U BUIOB ApXHUBOB

I1K-40

3HaHHEM TPEeOOBaHUI K OpraHU3AINH
o0ecrnevyeHnst COXpaHHOCTU JOKYMEHTOB B
apXuBax

I1K-41

3HAHWEM IIPUHLUIIOB OPraHU3aLUH U
(GYHKIIMOHUPOBAHUS ApXUBHOT'O ayTCOPCHHTA

I1K-42

BJIaACHUEM JIOTUCTHYCCKNMHU OCHOBaMU
OpraHru3al XpaHCHUA TOKYMCHTOB




npoekmmnan oeameibHOCHb

1IK- 43

BJIa/ICHHEM IIPUHLIUIIAMU U METOAaMHU
YHOPSAJIOYEHHS COCTaBa TOKYMEHTOB U
nH(OPMaIMOHHBIX MTOKa3aTesel

[1K-44

BJIa/ICHUEM IIPUHLIUIIAMU OpPTaHU3alHH
ApPXUBHBIX CIIYX0O JOKYMEHTAI[MOHHOTO
o0ecrieyeHns yrpaBJICHUsI U apXUBHOTO
XpaHEeHUs! JOKYMEHTOB B OPraHU3alHsIX

I1K-45

BJIaACHHUCM MCTOJaMU OIITUMU3alluN
JOKYMCHTOIIOTOKOB

I1K-46

BJIQJICHUEM METO/IAMH MPOBEJCHUS aHATU3a
OpraHu3alyyu JOKYMEHTAallMOHHOIO
obecrnievueHus ypaBIeHUS U apXUBHOTO
XpaHEHUs! JOKYMEHTOB B KOHKPETHOMN
OpraHu3aIu

I1IK-47

BJIQJICHUEM TIPUHIIUIIAMU U METOJAMH
OpraHu3aIy XpaHEeH!s JOKYMEHTOB

I1K-48

BJIJICHUEM HABBIKAMU OITHMHU3ALIUNA COCTABA
JIOKYMEHTOB ¥ MH()OPMAITMOHHBIX TTOTOKOB,
COKpAIICHHS UX KOJINYECTBA

I1K-49

BJIaACHUEM HaBbIKaMK COBCPUICHCTBOBAHUSA
OpraHru3al XpaHCHUA TOKYMCHTOB

I1K-50

CIOCOOHOCTBIO COBEPIICHCTBOBATH
JIOKYMEHTAIMOHHOE O0eCcTIeueHne
yIpaBJICHUS

I1IK-51

CIOCOOHOCTBIO COBEPILICHCTBOBATH padoTy ¢
apXUBHBIMH JIOKYMEHTaMU apXuBa
OpraHu3alii Ha OCHOBE MCIIOIb30BAHUS
COBpPEMEHHBIX HH(OPMAITMOHHBIX TEXHOJIOTHIl
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2. IlporpaMma rocyaapcTBeHHOI0 IK3aMeHa

2.1. ConeprxaHue 3K3aMeHa

Ilenp rocymapCTBEHHOTO »JK3aMeHa OakajmaBpwara IO HAMpPABICHUIO MOATOTOBKH
46.03.02  «/lokymeHTOBEJCHUE W aAPXMBOBEJCHHE» COCTOWT B BBISBICHWU TEOPETHUYECKOM
MOATOTOBKA  BBIMMYCKHUKA M COOTBETCTBHE ero 3HaHuii  TpeboanmsiMm PI'OC BO mo
JUCUUIIIMHAM, BKJIIIOYEHHBIM B TOCY/IapPCTBEHHBIN YK3aMEH.

TocymapcTBeHHBII Sk3aMeH B cooTBeTcTBHH ¢ TpeboBanusiMu GI'OC BO BkItodaeT TeMbl
CICAYIOUMX JHUCIHUIUIMH: «J[OKyMeHTOBeAEHUE», «APXHUBOBEICHUEY, «Opranuzanus u
TEXHOJIOTHSI TOKyMEHTAIlMOHHOT0 o0ecrieueHus yrnpasieHus», «Mupopmanmonnoe odecreuenme
yrnpaBieHus», «HDOpMalMOHHBIE TEXHOJOTHMM B  JOKYMEHTAIIMOHHOM  OOecredYeHuun
ynpaBieHusi», «lcTtopuss ¥ opraHuzanus TOCYIAPCTBEHHBIX YUPEXKACHUH IOCTCOBETCKOM
Poccun», «Ctangapruzanusi JOKyMEHTAIMOHHOTO 00ECTICUeHUS YITPABICHUS».

B mporpaMMy 53K3ameHa BKJIIOYEHBI OCHOBHBIE TEMAaTHYECKHE MOIYJIH W3
MEPEYUCIICHHBIX JUCHUIUINH, (OPMUPYIONIUE Y BBIMTYCKHUKA TEOPETUYECKUE 3HAHUS U
MPAKTUYECKHE  HABBIKH, HEOOXOAMMBIE B  MPOPECCHOHANBHON  JEATENBHOCTH  TIO
«MHpOpMAITMOHHO-JOKYMEHTAITMOHHOE 00ECTICUCHHE YITPABICHUS».

Houstust «<uHGopManusi» U «10KYMEHT», HCIOJIb3yeMble B YIIPaBJICHUHU

[Monstus «uHpopManus» U «IOKyMeHT». CBs3p HMHpOpMANMM M JOKyMeHTa. Poib
uH(GOPMAIIMU B COLMATBHBIX TMOJMMTUYECKUX M IKOHOMHUYECKHUX Mpoieccax. MHdpopmamms kak
OCHOBA MPHUHATHUS YIIPABIECHYECKOTO pemeHus. JIOKyMEeHT U €ro MeCTO B CUCTEME YIPABIICHHUS.

Bo3HukHOBeHME  JOKyMeHTa, €ro HazHaueHue. [loHsiTHE  «IOKyMEHT»,  €ro
Tparcdopmarus. JJoKkyMeHT - 0OBEKT UCCIICOBAHUS TEOPETUICCKUX U MPHUKIATHBIX JUCIIUTIINH.
IIpaBoBOH, yIpaBI€HUYECKHM, UCTOPUYECKUM ACIIEKTHI B OIPEIEICHUU NOKyMeHTa. Pacmmpenue
MOHATUSL «JIOKYMEHT» C Pa3BUTHEM HAyKH U TEXHUKHU. [IOHATHE «3IEKTPOHHBIN TOKYMEHT».
OnpeneneHne JAOKYMEHTa B TOCYAApCTBEHHBIX cTaHaaprax. [loHATHE «IOKyMEHT» B
nokymeHToBeaeHnu. O0mmuye 1 yacTHbIe (PYHKIUHU TOKYMEHTA.

3akoHoAaTe/IbHbIe, HOPMATHBHBbIE TPaBOBble M  MeTOAUYECKHE  AKThI,
peryiaMeHTHpYIoLIHe co31aHne U opopmiieHHe TOKYMEHTOB

Bompocsl 10KyMEHTHpPOBaHHS B COBPEMEHHBIX 3aKOHOJATEIbHBIX M HOPMATHBHBIX
MpaBoOBBIX akTax: ['paxnanckuii koxexkc Pd; Tpynosoii komekc P®d; DenepanbHblil
KOHCTUTYIIMOHHBIN 3akoH oT 25 nekabps 2000 r. Ne 2-®K3 «O T'ocymapctBeHHOM repbe
Poccuiickoit ®eneparun»;  Denepanpubiii 3akoH PO ot 27.07.2006 1. Nel49-d3 «O06
nHpopmaru, HOOPMAITMOHHBIX TEXHOJOTHAX U 0 3ammuTe nHpopmanun”'; DenepanbHbIi 3aKOH

ot 06.04.2011 Ne 63-®3 “O06 snexrponHou noamucu’; DenepanbHbiii 3ak0oH oT 01.06.2005
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No53-®3 «O rocymapctBeHHOM si3bike  Poccuiickoit  ®eneparnuun»; IlocranoBieHue
[IpaBurensctBa Poccuiickoit @enepauun ot 27 aexadps 1995 r. Ne 1268 «OO6 ynopsioueHuH
U3TOTOBJICHHSI, HCIIOJIb30BAaHUs, XpPAaHEHUS M YHUYTOXKEHUS Te4yared U OJIaHKOB ¢
BOCIIPOM3BEJICHUEM TocyaapcTBeHHoro repba Poccuiickoii @enepanun»; I[locraHoBieHue
[TpaButensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepknenun [IpaBun meinonpou3BojCcTBa B
denepanbHBIX OpraHax UCIOIHUTEIBHON BIACTU» U JPyTHE.

Metoanyeckre pPeKOMEHAALUUU 10 pa3paboTKe MHCTPYKIMH IO JEIONpPOU3BOJACTBY B
dbeneparbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEpPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76; OpraHu3allMOHHO-PACIIOPAIUTENbHAS JTOKyMEHTauusa. TpeOoBaHUS K
o opMIICHHIO TOKYMEHTOB: MeTo. pekomenaanuu no Baeapennto ['OCT P 6.30-2003.

Hanuonaneneie crangaptsl, ucnonsdyemble B cdepe JOY: TOCT P 6.30-2003
YHuduuupoBaHHas clUCTeMa OpraHU3allMOHHO-PACTIOPSAUTEIbHON ToKyMeHTauuu. TpeboBanus
Kk opopmuenuto nokymentoB; ['OCT P HMCO 15489-1-2007 Cucrema cTaHaapToB MO
uHpopManuu, OUOTMOTEUHOMY W HM3JAaTElNbCKOMY Jeny. YmpaBieHue nokymeHTamu. OOmme
tpeboBanusi; ['OCT P 51141-98 Jlenonmpou3BoACTBO W apXWBHOE J€710. TepMUHBI H
onpenenenus; ['OCT P 51511-2001 «Ilewatu ¢ Bocmpou3BeneHHUEM TOCYJIapCTBEHHOTO repOa
Poccuiickoit @eneparuu. @opma, pasmepsl U TexHudeckue TpedoBaHusi»; ['OCT 6.10.1-88.
Yuudunuposanusie cuctembl  JgokyMeHTauuun (YC/). OcHoBHblE moyokeHHs. M.:
WzparenbctBoO crannapToB, 1988.

[IpaBuna okazaHusi yCIOyr IIOYTOBOM CBSI3U, YTBEPKIAEHHBIE IMOCTAHOBJICHHEM
[IpaBuTtenscTBa Poccuiickoit deneparuu ot 15 anpenst 2005 r. Ne221.

Cnoco0bl JOKYMEHTHPOBAHUS H UX PAa3BUTHE

Otanbl pa3BUTUS CIIOCOOOB JOKYMEHTHpOBaHMs. HauepTrarenbHblil crocod 3aKperuieHus
u nepenaun uHGopmanuu. TekcToBoe NoKyMeHTHpoBaHue. [Iukrorpaduyeckoe MUCbMO U €ro
ocobennoctu. Jlororpaduueckoe (upeorpaduueckoe) MUCHMO, €T0 JOCTOMHCTBA U HEIOCTATKH.
[Ipumenenne nUKTOrpaguUUECcKoOro u Jororpapuueckoro nuchbmMa B Hacrosiee Bpems. Ciorosoe
nuchMo. Bo3HukHOBeHHE QoHeTndeckoro (OyKBEeHHOro) muchMa. PasBuTHe rpaduku pycckoro
nucbMa. Crenorpadus. [IlpuMenenne TeKCTOBOro JOKyMEHTHPOBAHUS.

JIOKyMEHTHpOBaHHE HAyYHO-TEXHUYECKON NeATenbHOCTU. OCHOBHBIE TPYMIbI HAYyYHO-
TEXHUYECKOW JIOKyMEHTauuu. Buasl TexHuueckoi mokymeHTanuu. OO7acTé NpUMEHEHHS
TEXHUYECKOTO JOKYMEHTHPOBAHUSI.

doronokymeHTupoBaHue. 3HaueHue Gororpadun kak crnocoda ukcanuu uHGOpMAIIH.
Opranu3zanys uCnoib30BaHus POTOJOKYMEHTOB, TyTH UX MPUMEHEHHSI B YIIPABICHUH.

Kuno-Buzneo-nokymentupoanue. [IoHATHE «KMHOZOKYMEHT». BHUIBI KHHOTOKYMEHTOB.
Buneodonorpamma (Bu1€03amnucs).

dononmokymeHTupoBanue. Ero ocobeHHoctr, obmactu nmpumeHeHus. CHCTEMBI 3alucu
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3BYKOBOW MH(OPMAITHH.

CoBpeMeHHBIE ~ CIOCOOBI  JOKYMEHTHUPOBAaHHWS, NPHUMEHSEMbIE B  yIIPABICHHM.
JIoKyMEeHTUpOBaHUE C MPUMEHEHHEM WH()OPMAITMOHHBIX TEXHOJIOTHIA.

oA IMHHMKH ¥ KOIIUM JOKYMEHTOB.

[ToHsiTHE «OpUTHHAT» U «KOMHS» JOKYMEHTA. YMHOKEHHbIE OpUTHHANbl. BUIbI KOMHiA,
ompezensseMbie CocoOoM WX BocmpousBeneHus. Komuu, pasnuumMbeie 1m0 crnocoly HX
ynocroBepenus. llopsgok odopmienuss xonwid. FOpuamueckas cuna xonuil. Ilonsrtue
«IyOIMKaT».

«YHu(puKanusa» 10KyMeHTOB.

[Tonsatue «pexBuU3uT». IlocTOsIHHBIE U TIepeMeHHbIe peKBU3UTHL. [loHsATHEe «popmyrsipa
JOKyMEHTa». MHIUBUAYanbHBIA U TUIIOBOM (hopmynsip nokymenTta. Qopmyssip — obpaserl, ero
HaxHa4YeHUE B YHU(PUKAIMKU TPEOOBAaHUHN K PEKBU3UTAM JOKYMEHTA U UX PACIIOJIOKEHHUIO.

Vuudukanua noxkymeHToB. BHyTpuBuaoBas yHudukauusg. Pa3Butue yHuduxanuu u
CTaHJapTH3aIUU JOKYMEHTOB. lOCynapcTBeHHBIE CTaHAAPThl Ha AOKYMEHTHl. OCOOEHHOCTH
OpraHu3alMOHHO-pacnopsauTenbHbIX  JokyMeHTOB. ['OCT P 6.30-2003 «TpeGoBanust K
0(QOpPMIIEHUIO TOKYMEHTOB» U U3MEHEHHUS K HeMy. PeKBU3UTHI JOKYMEHTOB, NEpEeUHCIIsieMble B
«[IpaBunax pemnompousBoncTBa B  (QeepalbHBIX OpraHax HCHOJHUTEIBHOM BIACTU» H
«MeToaruecKnX peKOMEHJAmusl MO pa3paboTKe WHCTPYKIUN MO AENOMPOU3BOJICTBY B
denepanbHBIX OpraHax UCTIOTHUTEILHOW BIACTH».

TpeOoBaHMsI K KOHCTPYUPOBAHUIO OJIAHKOB.

bnank noxymenrta. Buabl 6;mankoB. CocTaB peKBU3UTOB OJIaHKA, TIOPSIOK PACIIONIOKCHUS
pEKBH3UTOB B OnaHke. biiaHku C yINIOBBIM U TMPOJOJIBHBIM PACHOJOKEHHEM PEKBU3HUTOB.
[IpaBuna xoHcTpynpoBaHus O61aHka. braHku ¢ u3o0pakeHHeM rocynapcTBeHHOro repda u repba
cyObekTa (heneparuu.

CoBpeMeHHBI yIIpaBJIeHYeCKU JOKYMEHT

[TonATne «BUI NOKyMeHTa», ero pazsutue. OpopmiieHHEe PErucTPallMOHHOTO MHEKCA,
IaThl TOKyMEHTa. ABTOp AokyMeHTa. llopsgok 0003HaYeHHS HAaWMEHOBAHMSI OpTraHHU3AIlNH-
aBTOpa JokyMeHTa. CripaBOYHbIE 1aHHbIE 00 aBTOPE, UX COCTaB, pa3MelIeHNe Ha OJIaHKe.

CornacoBanmne aokymentra. OdopmieHue Bu3bl U rpuda coracoBaHusi, UX MECTO U
3Ha4YeHue st popMymsipa TOKyMEHTa.

CocraB ymocroBepeHus: JokymMeHTa. OCOOEHHOCTH TMOMMUCAHUS NOKYMEHTOB. [lopsimok
MIPOCTABJIEHUS] OTTUCKA I€YaTH Ha JOKyMEHTe. Buabl JOKyMEHTOB, Ha KOTOPBIX IPOCTABISETCS
repOoBasi medatb. Buasl JOKyMeHTOB, TpeOyromue mnpocTtaBieHus mnedatu. CoctaB Tpuda
YTBEPXKACHHUS W CIHOCOOBI YTBEPXKIEHHUS JOKYMEHTOB. Buabl TOKyMEHTOB, TpeOyromue
YTBEPKJICHHUSI.

[Topsimok oopmitenus anpecara.
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Jlenonpou3BOACTBEHHbIE OTMETKM Ha JOKyMEHTax (0 TOJy4eHHH JOKyMEHTa, O
MOCTAaHOBKE JIOKyMEHTa Ha KOHTPOIb, UCIIOTHEHUN TOKYMEHTa U JIp.), UX CBSI3b C MPOLEAYpOr
MPOXOXKIACHUS U UCTIOTTHEHHMSI IOKYyMEHTA, MECTO B OpMYIIsipe TOKYMEHTA.

TpeboBanus K coep>KaHUI0 U 0POPMIICHUIO PE3OJIOLUH, €€ Ha3HAYCHHUE.

TpedoBaHMs K TEKCTY JOKYMEHTA

ANTOpPUTM TOATOTOBKHM TEKCTA YIPABIEHYECKOTO JOKyMeHTa. [lOpsSmoK W3IOXKCHHS
TekcTa JokyMeHTa. Jlormueckas cTpykTypa Tekcta. @Dopmanmuzanus TEeKCTa JIOKYMEHTA.
DOneMeHThl TeKCTa (3aroJIoBOK JIOKyMEHTa, OTMETKAa O HAJIWYUHU TMPUIOKEHUS U TOPSI0K HX
o opMIIeHNUS).

Metonpl yHHUKAIIMM TEeKCTa (TUIOBOW, TpadapeTHBI TEKCThl, TaOIuIla, aHKeTa,
rpaduKy, TuarpaMMal).

OpraHuzanoHHble,  pacnopsifuTe]bHble W  HH(POPMALMOHHO-CIIPABOYHbIE
AOKYMEHTBI

YHuumpoBaHHas CHCTeMa OPTaHU3AIMOHHO-PACTIOPSIAUTEIBHON JOKYMECHTAIIUH.
Oco0eHHOCTH CHUCTEMBI, €€ COCTAaB.

3HayeHHe U poJib OPraHU3AIMOHHBIX JOKYMEHTOB B yupexaeHuu. [lomoxeHus, ycTaBsl,
peraMeHThl, MHCTPYKLUH, paBuUiia U JIp. TpeOoBaHUs K X COCTaBICHHUIO U 0(OPMIICHHIO.

PacniopsimuTenbHble TOKYMEHTHI, WX Ha3HAuYeHUE M POJb B yupexacHuu. [Ipukassbl,
pacnopsbkenust, pemeHust. [lopsgok cocTaBineHus U 0QpOpMIICHUS.

WNudopmainoHHO-CIpaBOYHbIE JIOKYMEHTBI: aKTBlI, CIIPaBKH, JOKJIaJTHBIE,
0OBSCHUTENbHBIE U CITY)KCOHBIE 3aITUCKH, CITy)KeOHbIe michMa. VX cocTaBiienne u opopmiieHue.
Knaccudukarus cmyxeOHbIX TUCEM.

Oco0eHHOCTH TOKYMEHTUPOBAHHSI JCSITEIbHOCTH KOJUIETHAIBHBIX OPTraHOB. AJITOPUTM
MOJATOTOBKUA M TPOBENEHHUS coBellaHus. J[OKyMeHTBI, co3gaBaeMble B IMPOIECCE€ MOATOTOBKU
COBECIIaHUsl (MOBECTKA [HS, CHUCOK YYAaCTHUKOB, IIPOEKT pEIIeHUuss W JApyrue). Bumabl
MIPOTOKOJIOB, UX Ha3HAUYCHHUE, TPEOOBAHUS K COCTABICHUIO U OOPMIICHHIO TPOTOKOJIA.

CucreMbl JOKYMEHTALUH

[lonaTne «cucTeMa JOKyMEHTAallMW», ee¢ mpu3Hakd. OCHOBaHUS KJIACCH(PHUKAINA
COBPEMEHHBIX CUCTEM JOKYMEHTAIIH.

[Tonsitre «yHHPUITIPOBAHHAS cUCTeMa  JOKYMEHTAIIHH». XapakTepuctuka
YHAPUITUPOBAHHBIX CHUCTEeM  JIOKyMEHTaIlWH. TocymapcTBeHHBIC CTaHIapTHI Ha
YHU(PUIIMPOBAHHBIE CUCTEMBI.

OO6mepoccuiickue W OTpacieBble  yHHU(PUIIUPOBaHHBIE  (OPMBI  JOKYMEHTOB;
yHU(DULIIPOBaHHbBIE (POPMBI JOKYMEHTOB OpraHU3aIUH.

KoMmmniiekcbl 10KyMeHTOB

IlonsTHE «KOMIIJIEKC AOKYMCHTOB». HepBI/I‘-IHBIe KOMIIJICKCBI TCKCTOBBIX HOKYMCHTOB H
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UX BUIBL.

CrnoxHble KOMIUIEKCHL. TIOHSATHS «IOKyMEHTaNbHBIM (OHI» U «apXUBHBIA (OHI».
Kommekcel TOKyMEHTOB yUpeXI€HUM, OpraHu3alnid U CTPYKTYPHBIX I10Ipa3AeacHU.

Teopus 1 MeTOAUKA apXUBOBEICHUS

ApXUBOBEJEHNE KaK KOMIUIEKCHAs Hay4YHasl IUCLUIUIMHA U CBS3b C APYTMMHU HAYYHBIMHU
JTUCUHUTIITMHAMU

[TonsTHs 00 «apXWBOBEIECHUU» KAaK KOMILJICKCHOW HAyYHOW AWCIMILIMHE, JOKAIbHBIC
JTUCIUIUIMHBI, BXOJSAIIKME B ee cocTaB. lIpenqmer M OOBEKT M3ydeHHUs TEOPUH U METOIUKU
«apxuBoBeleHUsA». HazHaueHne u cCTpyKTypa Kypca «ApxuBoBeneHue». ConaepxaHue u
XapaKTepUCTHKA eTo pasnenoB. O030p UCTOYHUKOB M TUTEPATYPHI IO KypCy.

ApXxuBBl U HMCTOpPUYECKAass HayKa. ODBOJIOLMS B3TJISAJ0B HAa ApXUBHBIM JOKYMEHT Kak
HUCTOPUYECKUN HMCTOYHUK. KoHIEnTyanbHbIH MOAXOA M CPaBHUTEIBbHO-UCTOPUUYECKUN METOJ
WCCJIEI0BAHMS B UCTOPUYECKON HAyKE U apXUBHBIE TOKYMEHTHI.

ApxuBOBe/ieHUE U UCTOYHHKOBeAeHHEe. OOIIHOCTh U Pa3IMuUe B UCTOPUU CKIIAJBIBAHUS
JUCLUTLIINH.

CBsA3bp apXMBOBEICHUS, ApPXUBHOIO JieJla C TOCYJapCTBEHHO-TIPABOBOM IMPAKTUKOM.
ApPXMBOBEJIEHUE U HCTOPUSI TOCYIAPCTBEHHBIX YUPEKIECHUN U OOIIECTBEHHBIX OpraHMU3aIlMi.
ApXUBOBEJICHUE U JIOKYMEHTOBEJEHHE: UX B3aUMOIPOHUKHOBEHHUS. I[IpaBOBbIE acCHEKThI
rOCYJAapCTBEHHOTO YIpaBJICHUS U apXUMBHOE J1€J0. APXHUBBI KaK 4YacTh TOCYIapCTBEHHOIO
anmapaTta. CTaHOBJIEHHME TMOHATHS O BEJOMCTBEHHBIX apxuBax. JIudyHble, dYacTHblE U
o0LIeCTBEHHbIE apXUBBL. APXUBBI TOCYJapPCTBEHHBIX U HETOCYJapCTBEHHBIX OpraHU3aIuil.

ApxuBoBeneHue W uH(popmaruka. BrnusHHE COBpEeMEHHBIX HWH(MOPMAIMOHHBIX
TEXHOJIOTM Ha TMpoIecchl padOThl C AapXUBHBIMH JOKYMEHTaMH U PETPOCIEKTHBHOU
JTIOKYMEHTHOHM MHpOpMAIIEi.

B3anMocBs3p apxuBoBeneHHs ¢ KHOCPHETHUKOW, MaTeMaTHUKOW, (PU3HKOH, XUMHUEH,
Ouosorueit u ap. HayYHBIMU JUCIUILTHHAMH.

ITonsiTue u coctaB ApxuBHoro ¢onna Poccuniickoii ®@egepanun

[Tonsstue 06 ApxuBHOM ¢oHae Poccmiickoit denepanuu. DBOMIONUSA CKIAIbIBAHUS,
COBPEMEHHBIN COCTaB MW PENpe3eHTaTUBHOCTh ApxuBHOro (onma Poccuiickorr denepanmm.
OcHoBHbIE IOHATHS, IPUMEHSAEMbIE B apXUBHOM Jieiie B Poccuiickoii Penepanuu.

Knaccupukanuss noxkymenToB ApxuBHOro ¢gonaa Poccuiickoit ®Penepannu (AD
P®)

HenpoOumocTs apxuBHBIX (DOHIOB M HMX KOMILIEKCOB KaK HEOOXOAMMOE YCIOBHE
HAY4YHOI opraHu3aiuu JoKyMeHTOB B cocTaBe AP P®. Knaccuukanus 10KyMEHTOB Ha ypOBHE

A® PD, apxuBa, apxuBHOTrO (HOH/IA.
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Knaccudpukammss nokymentoB ['AD® CCCP: npuHamaIeKHOCTh JOKYMEHTOB K
ONpeIeTICHHBIM UCTOPUUECKUM MEpUOaM, YPOBHIO B CUCTEME rocamnmnapara, aAMUHUCTPATUBHO-
TEPPUTOPUATHHBIM EIMHUIIAM, OTPACIISIM TOCYAAPCTBEHHOW M OOIIECTBEHHOW ESTEIBHOCTH.
KommiekToBanue moKymMeHTOB oaHoro (oumooOpa3oBatens. Pasgenenne ux mo cmocolOy u
TEeXHHUKE 3aKperuieHus: nHpopmaruu. PazpaboTka B 0T€UeCTBEHHOM apXHBOBEIEHUU OCHOBHBIX
NPU3HAKOB KJaccu(uKanuu 10KyMeHToB. CooTHOIIeHNnEe NOHATHH ['ocyapcTBEHHBII apXUBHBIN
doun CCCP, Apxusnabii ¢oung KIICC u ApxusnHbii ¢onHng Poccwmiickoit ®Denepanuu.
CoBpeMeHHBIE TIpU3HAKK Kiaccupukamuu ITOKyMEeHTOB ApxuBHOro ¢(ouma Poccuiickoi
®denepannn (1Mo hopmMam COOCTBEHHOCTH, IO CPOKaM XpaHEHUs U Jp.).

[Tonsarue o CtpaxoBom onne Poccuiickoit deneparum.

JKCnepTU3a LEHHOCTH IOKYMEHTOB

[lonsiTne 00 »SKcmepTH3e IIEHHOCTH JOKYMEHTOB. 3ajaud M 3Talbl MPOBEACHUS
SKCHEPTU3bI LICHHOCTU JOKYMEHTOB.

Opranu3zaiys 1 MeTOAMKa paboThl IO OTOOPY MOKYMEHTOB Ha XpPaHEHUE U YHHUUTOXKECHUE
B LIEHTPaAJIbHBIX U MeCTHBIX yupexacHusax Poccun B XIX - Hauane XX Bs. H.B

CocrositHue S3KCHEpTU3bl LEHHOCTU JIOKYMEHTOB B YCIOBHMSX PEOPraHU3alud U
LHEeHTpAJIU3alUKd apXuBHOTO jena B coorBeTcTBUM ¢ iekpetamu CHK PCOCP ot 1 urons 1918 r.
«O peopranu3aluuy ¥ UEHTPAIU3ALUN APXUBHOTO JIeJa» U JPYTUMHU 3aKOHOJATEIbHBIMUA aKTaMu
npaBUTEIbCTBAMU. Pa3BUTHE TEOPETHMUECKUX U OPraHU3alMOHHO-METOAMYECKUX OCHOB
AKCTEPTHU3BI IEHHOCTH JOKYMEHTOB B KOHIIE 50-X — 60-x rT. XX B.

CoBepHIEHCTBOBAHUE TEOPUU U MPAKTUKU SKCHEPTU3bI LIEHHOCTH JOKYMEHTOB B 70-x —
Had. 90-x rr. XX B. JuddepeHuupoBaHHbI MOAX0A K OLEHKE JTOKYMEHTOB YUPEKICHUN
«HOBOT'O THUIIa».

Hay4Ho-MeToan4eckne OCHOBBI JKCIEPTU3bl LEHHOCTU JOKYMEHTOB. IIpuHUuIbI
skcneptusbl 10 Hadanma 90-x rr. XX B. MU B COBPEMEHHBIA MEPHUOJ apXWBOBEICHMUS.
OdopmieHne pe3yIbTaToB IKCIEPTU3BI ICHHOCTH TOKYMEHTOB.

CrocoObl YHUYTOXEHUS JOKYMEHTOB IIOCIIE€ TIPOBEACHHUS JKCIEPTU3bl IIEHHOTO U
BO3MOKHOCTH BOCCTaHOBJICHHSI IOKYMEHTOB.

OT00p 1 XpaHeHHe 0000 LIEHHBIX U YHUKAJIBHBIX IOKYMEHTOB

Omnpenenenue MOHATUH «0CO00 IEHHBIC TOKYMEHTHI», «yHHUKAIIbHBIE JOKYMEHTBI». D3.
«O06 apxuBHoM gene B Poccuiickoit @enepanun» ot 22 oktaops 2004 r.

Uctopus pazButuss nonstuii OIL[J] B oredecTBeHHOM apxuBoBeneHuUH. KcTopus
ckinanbiBanusa kputepueB OL[/] B oTedyecTBEeHHOM apXUBOBEACHUU.

Kputepuu onpesnenenus ocod60 IEHHBIX TOKYMEHTOB:

- 00s13arTesbHbIE:
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BpEMs CO3/IaHUs JOKYMEHTa; LEHHOCTb COJAep)Kalleiicss B JOKyMEHTaxX HH(OpMAalNU;
IOpUJINYECcKasl CHUjla, MOUIMHHOCTh TOKYMEHTOB; 3HaueHHe (HOHI000pa3zoBarens; aBTOPCTBO (U
ajzipecar) JIOKyMEHTa; HaJMuue naneorpauiyeckux, XyJ0KECTBEHHBIX U JIPYTUX O0COOCHHOCTEH
JIOKYMEHTA.

- BCIOMOTaTeJIbHBIE:

BEJIMYMHA CTPAXOBOM OLIEHKH JIOKYMEHTA (€T0 JIeHEXHasi CTpaxoBasi CTOUMOCTB).

Metonuka BeisiBienus OLIJl. Yuer u ommcanune OLIJ[. Meroanka BwIsBIEHUS (OHIOB,
yacTed (OHIOB, COAEpXKAIIUX O0CO00 IIEHHbIE JOKYMEHTBI, a TakKe Jel M OTIENIbHBIX
TOKyMeHTOB. Opranuzanus pa®oTsl M0 0()OPMIIEHUIO PE3yNIbTaTOB BBIABIECHUS 0CO00 LIEHHBIX
NOoKyMeHTOB. Opranusanus XxpaHeHus U ucnosaszoBanus OLI/L.

PernameHnT I'ocygapCTBEHHOTO pEerucTpa YHUKAIbHBIX HOKYMEHTOB ApPXHUBHOTO (hoHma
Poccuiickoit ®exneparuu.

HopMaTuBHO-MeTOAMYECKHE OCHOBBI Y4eTa apXMBHBIX IOKYMEHTOB

[Tonsatue 06 yuetre nokymeHToB AD PO, noHaTuiiHelii anmapar.

[TpuniunuanbHele  OCOOGHHOCTH ~ CHUCTEMBI  y4yeTa  apXUBHBIX  JIOKYMEHTOB.
[{eHTpann30BaHHOCTh, MPEEMCTBEHHOCTh W JAWHAMUYHOCTh y4deTra. EJMHCTBO ydera U
OpraHu3aly XpaHEHUs JOKYMEHTOB. B3auMoOCBA3p M B3aMMOJONOJIHAEMOCTh YYETHBIX
JOKYMEHTOB U CIIPAaBOYHUKOB.

OObeKkThl y4yeTa ¥ EOUHMIBI YyueTa apXUBHBIX JOKYMEHTOB. EnuHuna ydvera
OpraHU3aIMOHHO-PACTIOPSAAUTENLHON JOKYMEHTAIMN, HAaYHO-TEXHUYECKUX, KMHO(OTO)OHO- U
MalIMHOYUTAEMBIX JOKYMEHTOB.

PazpaboTka BOIPOCOB y4yeTa JOKYMEHTOB B OTEUECTBEHHOM apXuBoBeZeHUU. COoCTOsIHHE
ydeTa B pa3jInyHble IEPUOABI ADXUBHOI'O CTPOUTENIBCTBA.

3ajaun M NEPCHEKTHUBBI COBEPUICHCTBOBAHUS ydeTa JOKYMEHTOB B IOCYAapCTBEHHBIX,
MYHULMIIAJIBHBIX, BEJOMCTBEHHBIX apXMBaX M apXUBaX OPraHM3alUid, B OpraHax AapXUBHOIO
yIpaBJICHUS,, B PYKOIHUCHBIX OTAENaX My3eeB U OMOTMOTEK, HEroCYAAapCTBEHHBIX apXWUBaxX H
apXxuBax OOIIECTBEHHbBIX OPTaHU3AIMIX.

CnpaBo4HO-NIOMCKOBBIE CPEACTBA K J0KyMeHTam AD PO

Hasznauenue cripaBouHo-11ouckoBbIX cpeacTB (CIIC). [TonaTus «nepBUYHAs 1 BTOpUYHAS
JOKYMEHTHasi MH(opMaIus», «apXuBHbBII CHpaBouHUK», «cucrema CIIC apxuBa», «cuctema
CIIC k poxkymentam A® P®d». Cocra u ¢ynkuun cucremsl CIIC k gokymeHTam
FOCYJAapCTBEHHbIX W MYHHMIMNAIbHBIX AapXUBOB, IIPOLECC €€ CO3JaHMUs, BEACHUS W
HCITOJIb30BaHMUS.

TpeboBanus, mnpeabssiasiemble Kk cucremMe CIIC. EauHCTBO Hay4HBIX METO/IOB
noctpoeHus cucremsl CIIC. PacnpocTpaHeHuEe OCHOBHBIX NPHUHLMUIIOB OPraHU3ALNUUA CHUCTEMBI

CIIC Ha Bce BUIbI IOKYMEHTALINH.
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OmnpeneneHue TUIOB U BUJIOB CIIPaBOYHO-UH(OpMAIIMOHHBIX M31aHui. Knaccudukanus
CIPAaBOYHUKOB B 3aBUCHMOCTH OT YpOBHsS oObekTa mHpopmauuu (AP PO, rpymnma apxuBos,
apxuB, (GoHJ, /1eN10, rpyIa JOKYMEHTOB, JOKYMEHT).

Ilonatnss 00 MICHTU(UKALMOHHBIX UM HHTEIUIEKTYaJbHBIX JJIEMEHTaX OIUCAHUSA
CIpaBOYHUKOB. OOs3aTenbHbIE U JIONOJHUTEIbHBIE 3JEMEHThl OINUCAHHUA. MUHUMAaIbHO
HEOOXOJUMBIN COCTaB 3JIEMEHTOB OMKMCAHUS B 3aBUCUMOCTH OT YPOBHS OPTaHU3ALUN XpaHCHUS
JOKYMEHTOB: apXMBHBIH (DOHJ, 1€710, TOKYMEHT.

3aBUCUMOCTh YpPOBHSI MH(OPMAIMOHHOW HACBIIIEHHOCTH CIPABOYHUKOB OT COCTaBa U
COJIepKAHUS HMCTOYHMKOBOM 0a3bl, HANPABIEHHOCTH HAy4YHO-WH(OPMAILMOHHON AEATEIbHOCTU
rOCYy/IapCTBEHHBIX, MYHHMIMIAJIBHBIX, BEIOMCTBEHHBIX apXMBOB M apXHMBOB OpraHM3aluil,
PYKOIHMCHBIX OTJEIIOB My3€eB U OMONMOTEK, HEroCyZapCTBEHHBIX apXHMBOB U apPXUBOB
0O0IIECTBEHHBIX OPraHU3aIHi.

MeTtoau4ecKkue OCHOBBI HCII0JIB30BAHUS APXUBHBIX JOKYMEHTOB

Vcnonp3oBaHne apXMBHBIX JOKYMEHTOB - COCTaBHAas 4acTh HAyYHO-WUH(OPMAIMOHHOU
NeSITeIbHOCTH  TOCYIapCTBEHHBIX apXuBOB. (OCOOEHHOCTH HCHOJB30BAHUS JIOKYMEHTOB
BEJIOMCTBEHHBIX apXMBOB, apXMBOB OpraHM3allii PYKOIHMCHBIX OTAEJIOB My3€eB U OMOIMOTEK,
HETrOCyJapCTBEHHBIX apXWBOB. CTaHOBJIEHUE TEOPUHM HUCIOJIb30BAaHUS APXMUBHBIX TOKYMEHTOB.
JIBE KOHLIENIIUY B TEOPUU UCIOIb30BAHUS.

MeToapl  onpeneneHuss WHTEHCUBHOCTM  HCIOJB30BAHUSA ApXMBHBIX JOKYMEHTOB.
@DaxTopsbl, BO3IEHCTBYIOIINE HA HHTCHCUBHOCTh MCIOJIb30BaHUA, U METOIUKA €€ ONPEICIICHUS.
EnvHnna n3MepeHnss MHTEHCUBHOCTH HCITOJIB30BAHNS aPXUBHBIX JOKYMEHTOB.

[Tonsatue 06 3¢(HheKTUBHOCTH UCIIOIB30BaHUS APXUBHBIX JJOKYMEHTOB.

Bunst u Ttunmel 3QQEKTUBHOCTH HCIOJIB30BAaHHUS PETPOCHEKTUBHON JIOKYMEHTHOU
unpopmanuu (PAN). CymHOCTP HAyYHO-HCTOPHUYECKOTO, TEXHHUYECKOTO, SKOHOMHYECKOTO,
YIPaBIEHYECKOrO, COLUAIBHO-IIPABOBOTO, CTPATETHYECKOr0, dCTETUYECKOrO0 M IPYTHX BHIOB
3P PEKTOB OT UCTIONB30BAHUS APXUBHBIX JTOKYMEHTOB.

Mertoab! onpeneneHust 3pHEeKTUBHOCTH UCIIOIb30BAHUS APXUBHBIX JOKYMEHTOB.

3aBUCUMOCTb YPPEKTUBHOCTH UCIOIB30BAHUA JOKYMEHTOB OT ONTHUMAJIBHOIO PELICHUS
BONPOCOB KOMIUIEKTOBAHUS AapXMBOB, AKCIEPTH3bl ILIEHHOCTH, OOECIEYEHUs COXPaHHOCTU
JIOKYMEHTOB U coBepieHcTBoBaHue cuctemsl CIIC.

Knaccudukanus norpedureneit perpocnekTuBHON uHGopmanuu. [ToHsTre 0 nosie3HocTu
U IIEHHOCTU AapXMBHBIX JOKYMEHTOB B 3aBUCHUMOCTH OT Lened ucrnonb3oBaHus. CrocoOsbl
ompeeseHus MOTPeOHOCTH OOIIECTBA B PETPOCIIEKTUBHON JOKYMEHTHOW HH(OpPMAIIUH.

CoBpeMeHHOe apXHBHOE 3aKOHOAAaTeIbCTBO PD

[lonatue 00 apXWBHOM TIIpaBe M APXUBHOM 3aKOHOJATEIbCTBE. MeXOoTpaciaeBoi

XapakTep apxuBHOro mnpasa. llpuHuunel apxuBHOro mnpaBa. PopMbl (MCTOYHUKM) IIpaBa.
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[IpaBoBbIE aKThl: cucTteMa W BHUAbl. HopmaTuBHBIE M MHAUBHIyalbHbIE aKTbl. COBpEMEHHBIE
3aKOHOJATENbHbIE aKThl 10 apxuBHOMY neny Poccuiickoii ®enepaunn. CoBepLUIEHCTBOBAHUE
apxuBHoro npasa B 1990-e 2004-e roapl. OCHOBBI 3akOHOaTeNbCTBA PO 00 ApxuBHOM (oHzae
P® u apxuBax u DenepanbHblii 3aKk0H «O0 apxuBHOM nene B Poccuiickoit dDeneparum»,
COTIOCTAaBUTENIbHBIM aHaIu3. ApPXHMBHOE 3aKOHOJATEILCTBO CyOBeKTOB Defepanui U €ro
pa3BuUTHE. AKTBI CMEKHBIX OTpaciel mpasa. PerynupoBaHue B COBPEMEHHOM apXMBHOM IIpaBe
BOMPOCOB KOMILJICKTOBAaHUSI apXHMBOB, JOCTyNa K JOKyMEHTaM, OOecreueHHs] COXpPaHHOCTU
JIOKYMEHTOB, TIpaB COOCTBEHHOCTH Ha JoKyMeHTHL. OOecrneueHne WHGOPMAITMOHHOM
0e30MacHOCTH apXH1Ba.

I'ocynapcTBeHHbIe, MyHMIIMIIAJIbHbIE M BEeJOMCTBEHHbIC APXHUBBI

ApXUBBI KaK COLMOKYJIbTYpHBI (eHomeH. TeopeTuueckue, MpaBOBbIe, HAayYHBIE,
METOJMYECKUE BOIPOCHl OPraHM3alMi APXUBHBIX JOKYMEHTOB B CHCTEME BEIOMCTBEHHBIX WU
TOCYJapCTBEHHBIX apXWBOB. ApxuBHBIM (oHn Poccuiickoit denmepanuu Kak COBOKYITHAS
MHOTOypoBHeBass HMH(popmanuoHnHass cucrema. Mcropusi opranmsammu A®D PO (ocHOBHBIE
3Tanbl) U (OPMHUPOBAHUE CETH TOCYAAPCTBEHHBIX apxuBoB B P®. denepanbHas apXuBHOE
areHTCTBO: €r0 CTPYKTypa, QYHKUUH, 3a7a4d, KOMIeTeHIus. [[puHIUIBl MOCTPOCHUS U 3aaun
COBPEMEHHON CeTH rocapxuBoB B P® Kak HCTOYHHKOB PETPOCHEKTHBHOW HH(POpMAIMH W
HAYYHO-METOJIMYECKUX IIEHTPOB MO paboTe C KOMILJIEKCAMU JOKYMEHTOB COOTBETCTBYIOILEIO
npopmwis. Mecto u posb (eaepalbHBIX apXWBOB B cucreMe DenepaqbHOr0 apXUBHOTO
areHTcTBa. [loHATHA: denepalbHOrO TOCYIapCTBEHHOTO apXHBa, apXvUBa CyOBbeKTa (eaepaini,
MYHUIMIIAJIBHOTO apXUBA.

MyHununagbHble apXUBbl HA COBPEMEHHOM JTalle: 3aJ1a4ul, HalpaBiICHUs JEATEIbHOCTH,
IPaBOBOE TOJIOXKEHUE. 3aKOHOJATENbHAS M HOPMATHBHO-TIpaBoBas 0aza ()yHKIIMOHUPOBAHUS
MYHULIMTIAJIBHBIX ApXUBOB. MYHHUIMIIAILHBIE apXUBHI UX PoJib U 3HaUeHHue B AD P®D. Bomnpockl
XpaHEHUs JIOKyMEHTOB B MYHHULMIAJIbHBIX apXxuBax B 3akoHe «OO0 ApXHBHOM Jeje B
Poccuiickoit ®enepaunn» (2004 r.). IlpuHIMOBI OpraHu3alUM XpaHEHUH [TOKYMEHTOB B
MYHUIUIIATBHBIX apXWBaX M BOIMPOCHl M B3aUMOOTHOUICHUN MYHULMMAIBHBIX apXUBOM C
MYHULUIIAJIBHBIMU ¥ TOCYJApCTBEHHBIMH  OpPraHaMM. MYyYHULHNAIBHBIE apXWBBl  HAa
COBPEMEHHOM 3Tarle: 3aJja4l, HallpaBJIEHUs JEATEIbHOCTH, IPABOBOE MOJIOKEHUE.

BenomctBennoe xpanenue nokymeHtoB B CCCP B mepuon mo 1945 r.: mpobGiiembl
CTAaHOBJICHUS M TEHICHUUU pa3BUTUsA. OCHOBHBIE HTOTM U OCOOEHHOCTH BEIOMCTBEHHOIO
xpaHenusi 1okyMeHTOB ['A® CCCP B mocneBoeHHbI nepuona. CoBpeMeHHas OpraHu3anus U
MEePCIEKTUBBI Pa3BUTHSI BEIOMCTBEHHBIX apXWBOB B Poccuiickoit denepanuu. [lenozutapHoe
XpaHeHHe  JIOKyMeHTOB  ApxuBHoro ¢onma Poccuiickoit ~ ®@enepannu.CoBpeMeHHas
OTEUYeCTBEHHass HcTopuorpadus apxuBHOTO Jena O NpobjeMe JENO3UTAPHOTO XpaHEHHUs

NOKyMeHTOB A® P®: «crneuumanu3upoBaHHBIX OTPACIEBBIX BEIOMCTBEHHBIX (POHIOB»
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(oTpacneBbIX apXUBHBIX (POHIOB) U O KPUTEPUSX UX MOJAPA3/CNICHUS HA THUIBl «OIPaHUYEHHO-
MyOMHYHBIE», «IOBEPUTEIBHBIC», «3aKPBITHIC WM ONEPATUBHO-TEKYIIUE». llepCreKTHBBI
pa3BUTHUS JETIO3UTAPHOTO XPAHEHHUS W HCIOJIb30BaHUSA JNOKyMEHTOB A® P®, Haxomsmmxcs B
dbenepanbHON COOCTBEHHOCTH, B OTCYTCTBHHM 3aKOHOJATEIBCTBA O CBOOOJE HWH(MOpMAaIuu.
OYHKIIMOHUPOBAHUE  CHUCTEMbl  JITIO3UTAPHBIX  BEJIOMCTBEHHBIX apXMBOB —  Ba)KHas
OTIIMYHUTENbHAS YepTa POCCHUUCKOTO apXWBHOTO JieJla W B IEJIOM COBPEMEHHOH pOCCHIiCKON
MoJ1e]T1 HHPOPMAITMOHHOTO 00IIIeCTBa.

I'ocynapcrBenHoe peryiupoBaHue aejonpoun3BoacTsa B 1990-e — 2000-e roapl

Hampasnenus rocyjapcTBEHHOTO perylupoBaHusl. XapaKTepUCTHKA 3aKOHOAATENbHBIX U
HOPMAaTUBHBIX MPABOBBIX akTOB Poccuiickoit Denepanuu, peramaMeHTHPYIOIIHUX pPadoTy C
JOKyMEHTaMH. 3aKOHOJIaTEIbHOE 3aKpeIUIeHne O0MMX TPeOOBAHMA K TOKYMEHTaM U CHCTeMaM
yhnpapiaeHus. XapaKTepUCTHKa HOPMAaTUBHO-METOJAMYECKUX JOKYMEHTOB MEXKOTPACIEBOIO
NeCTBUS: HAUMEHOBAaHUE TOKYMEHTOB, TOJbl X pa3paboTKH, KpaTKas XapaKkTepUCTUKA.

Opranunsanus cay:xos1 JJOY

Opranuzannorabie GOpMBI TOKYMEHTAIIMOHHOTO o0ecrieueHus yrnpaBieHus. DakTopsl,
oTpeeNsonre BEI0Op OpraHU3alMOHHON (OPMBI B KOHKPETHOW OpraHu3aIiy.

OcHoBHas 1enb, 3amaun ¥ QyHkuu ciayxosr JJOY. Mecto ciayxObl B ammapare
ynpasieHus. Tumossie CTpyKTYpbI cayxO0b1 IOY.

JIOJDKHOCTHON M YUCIIEHHBIH cocTaB paboTHUKOB ciayxObl JIOY. OyHKIuN pabOTHUKOB
cyx0b1 JIOY (cexkperaph CTPYKTYPHOTO TIOJIpa3/IeJICHUsI, CEKPETapb PYKOBOIUTENS, HHCIICKTOP

110 KOHTPOJIIO U T.1.).

JlokajJbHble  HOPMATHBHBIE  aKThl,  perjJaMeHTHPYIOIIHe OpraHu3anuio
JeJIONPOU3BOACTBA
[Tonoxenne o cuyx6e JIOY, 0COOEHHOCTHM €ro COCTaBJICHHS. JIOJDKHOCTHBIC

MHCTPYKIIMM COTPYAHHMKOB, KaK HOpPMAaTHBHAas OCHOBA pPACHpPEACICHUS Tpyda MEeXIy
MOAPA3ACICHUAMU U UCIIOMHUTEIAMU. POPMYIISPBI ITOJIOKEHUS O CTPYKTYPHOM IOAPAa3AeICHUN
U JOJDKHOCTHOM MHCTPYKIIMHU, COCTaB MH(OPMALIUH, TOPSIOK pa3padOTKU M YTBEPIKICHHS.

WNHCTpyKIMS 1O  JEeNONpOM3BOACTBY. TWIIOBBIE WM WHAWBUAYAJIbHBIE WHCTPYKIHH.
[Topsook pa3paboTku, cocrtaB wuHGOpMANUHM, TMpaBUIa YTBEPXKACHWS U  BHEAPCHUS.
OTBETCTBEHHOCTh COTPYIHUKOB OpraHU3alvu 3a COOI0eHNE TPEOOBaHH HHCTPYKIIUU.

Opranun3anus 10KyMeHT0000poTa

OmnpeneneHne TOHATUS «IOKYMEHTOO0OpOT». OOIIfe NPUHIMIBI W METOAMYECKUE
OCHOBBI OpPraHM3aluy JOKyMEHTO00OpOTa, X pealu3alus B JICHCTBYIOMINX TOCYIapCTBEHHBIX
HOPMATUBHBIX JOKYMCHTAaX.

CrpykTypa u oO0mIas xapakTepUCTHKa JOKYMEHTONOTOKOB. O0beM JOKyMEHTO00OpOTa.

VYuer koau4ecTBa JOKYMEHTOB.
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[IpueM, npoxokI€eHHE U NOPSIIOK UCIIOTHEHUS TOCTYIAOIIMNX JOKYMEHTOB.

JlocTaBka JIOKYMEHTOB HCIIOJIHUTENSAM, MOPAIOK HMX MpuemMa M nepenadd. Pabora
UCTIOJIHUTENSL C JOKyMEHTaMu. OTtambl ucronHeHus. [lopspok o0paboTKH OTIpaBIsieMbIX
JIOKYMEHTOB.

[IpaBuna opraHu3anuy IBM>KEHHSI BHYTPEHHUX JOKYMEHTOB. Onepanuy 1o MOATOTOBKE
BHYTPEHHUX JTOKyMEHTOB. BiusiHuE BU3MpOBAaHMSA U COIIACOBAHUS HA JBM)KEHUE BHYTPEHHMX
JIOKYMEHTOIIOTOKOB.

Hanpapnenusi coBeplIeHCTBOBAaHUS JOKYMEHTOOOOpPOTa W IYTH €ro COKpAIICHHUS.
Bnusnue aBTomaruzanmmu o0paboTku HHGOpPMAlMKM Ha KOJMYECTBEHHbIE M KayeCTBEHHbBIE
XapaKTepUCTUKH JJOKYMEHTO000poTA.

Permcrpanusi IOKYMEHTOB M  OpraHu3anusi CIpPaBOYHO-HH(OPMALMOHHOIO
00CayKUBAHMS

Peructpamusa kak cocraBHas 4yacth TexHoiorun JIOY. OmnpeneneHue mNOHATHS
«pEerucTpanus 10KyMeHTOB». [IpaBuia v MpUHLIUIBI PETUCTPALIUU JOKYMEHTOB.

XapaKkTepuCTUKa COBPEMEHHBIX PETHCTPAllMOHHBIX (OpM, coOcTaB HHPOPMAIUU U
MOPSIIOK UX 3aIIOJIHEHMS.

WunexkcupoBanne JOKYMEHTOB. 3HA4eHHE U TMpaBuia (OPMHUPOBAHUS HHICKCOB.
WupexcupoBaHue JOKYMEHTOB B YCIOBUSAX TPAIUIIMOHHONW 00PaOOTKU TOKYMEHTOB.

B3auMocBs3p peructpanuy JOKyMEHTOB C OpraHu3aleld CrpaBouyHO-MH(POPMAITIOHHON
paboThI, OpraHu3anuei KOHTPOJISI UCIIOJIHEHUSI M TTOCTIEAYIONIEeH 00pabOTKOU TOKYMEHTOB.

HNudopmanmonHo-cipaBoyHoe OOCITY)KMBaHHE armapara YIOpaBlI€HUS B YCIOBHUSIX
NPUMEHEHHS aBTOMaTH3UpOBaHHbIX TexHonoruit JJOY. ITouck u ucnonap3zoBanue nHGHOpMaLUU.

KoHTpo/b ncnosiHeHust AOKYMEHTOB

3Ha4ueHHE KOHTPOJISI CPOKOB WCIIOJHEHUS JIOKYMEHTOB B alllapare YyHIpaBJiICHUS.
OcHOBHbBIE PUHIUIIBI €r0 OpraHu3aluy. PernmameHTsl BHYTpeHHEH opraHu3anuu (enepanbHbIX
OpraHOB HCIIOJHUTEJIBHOM BJIACTM KaK OCHOBAa KOHTPOJS MCIOJIHEHMSI JIOKYMEHTOB B
rocygapcrseHHoM anmnapare Poccuiickon @enepannu.

TpeOGoBaHus K OpraHU3alMKi KOHTPOJIS UCIIOIHEHUS JOKYMEHTOB B JI€JIONPOU3BOJICTBE.

3amaun ciryx0b1 JJOY 110 KOHTPOJTIO UCTIOTHEHUS TOKYMEHTOB. KaTeropuu 10KyMeHTOB,
noJJexane KOHTpoto. CpoKH HMCIOJHEHUS JOKYMEHTOB. Te€XHOJIOrusl KOHTPOJIS 3a CpOKaMu
UCTIOJIHEHUS! JAOKyMeHTOB. OO00O0IIeHHe, aHaliu3 M HCIOJIb30BAaHHE NAHHBIX 00 HCIIOJHEHUU
JIOKYMEHTOB.

ABTOMAaTH3UPOBAHHBIE CUCTEMBI KOHTPOJISI 32 CPOKAMHU HCIIOJIHEHUS! JOKYMEHTOB, OIBIT
UX IPUMEHEHHUS.

Oprasu3anus TeKylero XpaHeHus JOKyMEHTOB 1 o0ecriedeHre HX COXPAHHOCTH

OCHOBHBIC ITOJOXKCHUS 3aKOHO,Z[aTeJII>HOI>'I perilaMCHTAllMU XPAHCHUA [JOKYMCHTOB B
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Poccuiickoit @enepanyu. Metoanyeckue JOKYMEHTHI IO OpraHU3allui XPaHEHUS.

XpaHeHue TpaAUIHOHHBIX (OyMa)KHBIX) JOKYMEHTOB B CTPYKTYPHBIX MOJpa3iciiCHUSX
opranuzainuu. OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKyMEHTOB. OpraHuzaiusi CIpaBO4YHOU
paboThl U TMOPSAJOK BbIIAYM JTOKYMEHTOB BO BPEMEHHOE IOJb30BaHME NPU HUX XPAHEHUU B
CTPYKTYPHBIX TOJpa3fefieHUusIX. XpaHeHue JOKYMEHTOB Ha HETPAJAMLIMOHHBIX (He OyMa’KHBIX)
HOCHUTEJISIX.

CoxpaHHOCTb JOKYMEHTOB P pEOpraHU3alMi U JIMKBUJALUN OpTraHU3alHil.

HomeHnkJiaTypa 1es1 ¥ ee HCI0JIb30BaHUE B 1€JI0NPOU3BOACTBE

[lonsiTe «HOMEHKIIaTypa nen». HasHaueHne HOMEHKIATypsl nen. Buumbl HOMeHKIaTyp
JelT, UX 0COOEHHOCTH U Ha3HAUCHUE.

TpeboBaHusT K  COCTaBIEHUIO HOMEHKIATypbl Jnen. MX  permaMeHTanus B
3aKOHOJIATENBHBIX aKTaX U HOPMAaTUBHO-METOANYECKHUX JOKYMEHTAX MEXKOTPACIEBOTO ICUCTBUS.

MeTonuka cocTaBiieHUss HOMEHKJIATyphl nell. Pa3paboTka kiacCU(UKAIIMOHHONW CXEMBI.
CocraBieHre 3arojoBKOB JIe] U CHCTeMAaTH3alus JIeJ ¢ y4eTOM YCTAaHOBIIEHHBIX TPEeOOBaHUI.
Cpoxku xpaHeHUs! JOKYMEHTOB U UX HOPMAaTUBHOE PETyTUPOBAHUE.

[Topsnox odopmiieHus:, COrnmacoBaHus M yTBEP>KICHUS HOMEHKIIATYphI JIe.

Hcnonb3oBaHre HOMEHKIIATYPBI JEJ B ONIEPAaTUBHOM XPAaHEHUU U apXMBE OPraHU3alUu.

Opranu3anusi 4 NOpsA0K (pOPMUPOBAHMS /1€

[Tonsatue «popmupoBaHue Aed», OCHOBHBIC TPEOOBAaHMS K MPOBEICHHUIO 3TOH PaOOTHI.
CoBpeMeHHasi HOpMaTUBHO-METOIMUecKas 0a3a, onpezaenstonias TpeOoBaHus K GOPpMUPOBAHHUIO
JieN B 1eJIONPOU3BOJICTBE.

3amaun cuyxOel JIOY u apxuBa OpraHm3ali IO OOECIEUEHUI0 KauyeCTBEHHOTO
dopmupoBanuss nen. IlpaBuna QopmupoBanus B Jela JOKYMEHTOB pa3lIMYHBIX BHUJIOB.
[IpuHIMITBI cUCTEMAaTU3aUN JOKYMEHTOB BHYTPH JI€EIL.

JKCIEePTHU3A HEHHOCTH JOKYMEHTOB

IlonsTHe «dKcmepTH3a LEHHOCTH JOKYMEHTOB». HopmaruBHO-mMeTOAMYECKHE U
TEOPETHUUYECKUE OCHOBBI MPOBEACHUS OKCNEepTU3bl. [IpUHUMIBI W KPUTEPUH SKCHEPTU3BI
LEHHOCTU JOKYMEHTOB.

Opranmsanus paboThl LEHTpanbHOW dKcrepTHo komuccuu (I[OK) m skcmeprHOi
komuccun (OK) yupexaeHus (opraHu3ali) IO MPOBEICHUIO OSKCHEPTU3bl LIEHHOCTU
TOKyMeHTOB. [TonoxeHne 00 SKCIIepTHOW KOMUCCUH, TOPSIOK pa3paOdO0TKH MOJIOKECHHUS.

[IpaBa n (yHKIMM SKCIEPTHOW KOMHCCHH, TOPSAIOK €e padoThl. JlokymMeHTHpOBaHHE
JIEATEIbHOCTH IKCIIEPTHOM KOMHUCCHH. DTalbl IPOBEICHUS SKCIEPTU3bl LICHHOCTH JTIOKYMEHTOB.
Odopmienne pe3ynpTaToB SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB.

[TonsTHE «mEpeyeHb NOKYMEHTOB». THIIOBBIE M BEIOMCTBEHHbIE NepeuHu. HasHaueHue

UCIIOJIB30BaHUSL  IIEpEYHEH B  IIPOLECCE  ONEPAaTUBHOIO  XPAaHEHHs  JIOKYMEHTOB B
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JIEIIONPOU3BO/ICTBE.

IToaroroBka u mepegava aej B apXUB OPraHU3aLNHU

Vaudukauus tpeOoBaHUil K Jenam, caBaeMbiM B apxuB. HopmaTuBHO-mMeTOqMueckue
JIOKYMEHTBI MEKOTPACIEBOTO ICUCTBUS 00 0hopMIICHUH JIe.

OcHoBHbIe TpeboBanusi kK odopmieHuto nen. [lomHoe u dactuuHoe odopMieHUE Je.
Omneparnuu 1o MoAroToBKe JOKYMEHTOB K Iepeaade B apXuB. BHYTpeHHSSI OMHCh.

[Tonstue «omuce nen». Buael onucei. [IpaBuna cocTaBiieHUsI ONUCH JI€TT CTPYKTYPHOTO
noapaznaenenus. OhopmieHre onucH J1eJ CTPYKTYPHOTO MO/Ipa3esieHusl.

[Topsnox nepenauu fen B apXuB OpraHU3aIiy.

JlokyMeHTHPOBaHHAsi HH(OPMaLHsl KaK pecypc ynpaBJeHHs

OOmiast ~ xapakTepucThka HWH(GOPMALMOHHOTO  oOmiecTBa.  3akoHOJAaTelbHas U
HOpMaTuBHas 0aza uWHGPOpPMAIMOHHOTO oOecriedeHus1 ympasieHus B P®. 3akon PO «O6
nHpopmaruu, THHOPMAIIMOHHBIX TEXHOJIOTHIX U O 3alTUTe HHHOPMAITUI».

Pons wnpopmanuu B ynpasneHun. Mudopmanmonusiii nponecc. Wupopmannonnas
cucrema. Knaccudukamus unpopmaruu. CoiictBa nHpopmanuu. Llenu, 3amaun u QyHKIMN
uHpopmarmoHHoro  obOecrieueHuss  ympaBlieHWs B opraHuzanuu.  HMHpopManmoHHas
nH(ppacTpyKTypa OpraHu3aIii.

BHemnsas u BHyTpeHHss cpena opraHu3auuu. IloTokn mHpoOpManuum M UX CTPYKTYpa.
JluHaMu4eckue M CTAaTHUCTUYECKHE  XapaKTepUCTHKH  TMPOLECCOB  MH(POPMAIIMOHHBIX
B3aUMOJICUCTBMM W HMHPOPMAIIMOHHOTO  obOecrmeueHus  pabounx  mecT.  [loHsiThe
MH(OPMAIIMOHHOTO pecypca. AOCOIOTHBIE, TEHCTBUTENbHBIE U (PAaKTUUECKU YIOBJIETBOPSIEMbIE
uHpopmMalmonHslie morpedHocTU. CTPyKTYpa HHPOPMAITMOHHBIX PECYpCOB opraHu3anuii. Mecrto
JOKYMEHTUPOBaHHOH HH(pOpManuu B cucTeMe WH(POPMALMOHHBIX pecypcoB. COOTHOIEHHE
MOHITUN «TOKYMEHT» U «I0KYMEHTUPOBAHHAs HH(OPMAIUs».

ABTOMATH3HPOBAHHbIE CHCTEMbI HH(POPMAIMOHHOTO O0ecTeYeHUusl YIIPaBJIeHUs

[ToHsiTHE <«3NMEKTPOHHBIM JOKYMEHT» U €ro OTJIMYUTEIbHBIE XapaKTEPUCTUKH.
VYnpaBiaeHue JOKyMEHTAIlMed B OpPraHM3alMsAX Ha BCEX CTAaIUsAX €ro >KU3HEHHOTO ILHUKJIA.
CoBpmeHHbIe MH(OPMALIMOHHBIE TEXHOJOTUU B YIPABIECHUU U NMPOOJEMBbI UX COMPSIKEHUS C
KJIaCCMYeCKUMH (hOopMaMU U METOAaMU palboThl nepcoHana. OCHOBHbIC HANPABICHUS U METO/IbI
aproMatm3anmu MOY. AHanu3 pblHKAa M CHUCTEMaTH3allMsl aBTOMAaTHU3UPOBAHHBIX CHUCTEM IO
pa3IMYHBIM KaTeropusM U (DYHKIIMOHAIBHBIM XapaKTepUCTHKaM. XapaKTepUCTHKa Hauboiee
pacipoCTpaHEHHBIX aBTOMAaTU3UPOBAHHBIX CHCTEM.

Metonuka OIEHKM M BbIOOpa  aBTOMAaTM3UPOBAHHBIX  CHCTEM  YIIPaBJICHUSA
JOKYMEHTHUPOBAHHOM nH(popManueil, ux pa3padOTKU U BHEAPEHHUS.

Poap K1accupuKaTOPOB TEXHHKO-IKOHOMHYECKON M CONMANBLHOM WH(oOpMauuu B

HH(}OPMaALMOHHOM O0ecleYeHNH YIPABJICHHUS
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Henb u 3agaun yHUPUKAIMK JOKYMEHTOB yrpaBieHus. HopmaruBHas 6aza yHuduxanuu
JTOKyMEHTOB. HampapneHusi, MpUHIMIBI U METOAbl yHU(HKAIMK TOKyMeHTOB. CUCTeMHas U
MexxcucteMHass yHubukanusa. llemm w  3amaum  co3maHust  YHUGUIIUPOBAHHBIX  CHCTEM
JoKyMeHTanuu u Gopm aokymeHTOB. Kiaccudukanus kKak yYHUBEpCAJIbHBIN METOJ H3y4eHUs
ABJICHUN OOBEKTUBHOM JEHCTBUTEIBLHOCTH M KaK OCHOBAa MOCTPOCHMSI CHUCTEM XpaHEHUs u
o0pabotkn wuH(popmauuu. HWepapxudeckuii u ¢aceTHbIi MeTOAbl KiIaccHu(UKaLUU, UX
PEUMYIIECTBa U HEJJOCTATKH.

KomupoBanue kak mpoiecc mpeoOpa3oBaHUs JAaHHBIX, HAalpaBlIeHHbIH Ha UX
npucnocoOiIeHre K KaHaly Nepeayd JaHHbIX WM TEXHUYECKOMY YCTPOHCTBY MX mepepaboTKu
u xpaneHus. Metozas! kogupoBanus TOCH, ux npeumyiiecta u HepocTaTrku. Kpurepuu Beidbopa
MeTonoB kogupoBaHus TOCH.

3agauu u coctaB ECKK TOCH. BaxHeiimme HOpMaTUBHO-METOANYECKUE IOKYMEHTHI 110
ECKK TOCH. Kareropuu knaccudukaropoB TOCU, ux craryc, ocoberHoctr u mecto B MOVY.
Bunsl crpykryp mocrpoenus knaccudukaropoB TOCHU. Bunel mHpopmanuu, 1Mo KOTOPHIM
OCYIIECTBIIIETCS pa3paboTka obmiepoccuiickux kinaccugukaropo. ['apmonusanus OK TOCHU ¢
MEXTYHApOIHBIMH KJIacCU(UKALUAMU UH(OPMAIUH.

3HaueHWe MEXAYHApPOIHBIX  Kiaccupukanuii wHOOpMAMM 1T OOCCIICYCHHS
UH(OPMAITMOHHON COBMECTUMOCTH MH(POPMAIIMOHHBIX CUCTEM pa3HbIX cTpaH. Knaccudukanuu
uH(popMaIuu, pazpaboTaHHBIC APYTUMHU MEKTYHAPOTHBIMUA OPTaHU3AIUSIMHU.

HopmaruBHO-MeTOMUecKue JOKYMEHTHI TO BHenpeHuto kiaccudukaropo TIOCH.
Opranbl, OCYIIECTBISIONIME PYKOBOACTBO U  KOOPAMHALMIO pabOT 1O  BHEAPEHUIO
knaccupukaropoB  TOCHU. Hanpasienuss npumenenus kinaccuduxaropos TOCU B HOV.
Texnonorus Bueapennss OK TOCH B neiicTByrole aBTOMaTU3UPOBAHHBIE CUCTEMbI 00paboTKU
JAHHBIX.

NuadopManmoHHbIH MEHEIKMEHT

3apyOeXHbIi OMBIT CTAHOBJICHHSI HH()OPMAIIMOHHOTO MEHEPKMEHTA KaK HAIlPaBJICHUS B
obnacTu mpodecCHOHATBHO-TIPAKTHUECKON AesTenbHoCcTU. MH(DOpMaMOHHBI MEHEI)KMEHT KaK
CTpaTerMuyeckKuii MHCTPYMEHT U METOAOJOTHSl MOCTPOCHHUS COBPEMEHHON OpraHuM3alliOHHON
WH(paCTPyKTyphl OpraHm3anuu. 3agadyv, QYHKOHHA ©W  CTPYKTypa HH(POPMAIIMOHHOTO
MEHEKMEHTa B opraHu3anuu. OCHOBHBIE TUIIBI OPraHU3alMOHHO-(YHKIIMOHATBHBIX CTPYKTYP
WH(OPMAIIMOHHOTO MEHEPKMEHTA M TEXHOJIOTUH UX (yHKITMOHUPOBAHHUS.

VYrpo3sl HHPOPMAIMOHHON O€30MacHOCTH U MPUHIUMBI, METOJbl, TEXHOJOTHMH HX

MPEOTBPALICHHS B 3JIEKTPOHHOM JIOKYMEHTOO0OpOTE.

TexHosioruu ynpapjeHHsi HHQOPMAIMOHHBIMH NOTOKAMH M  YNpaBJeHUs

ACATECJIbHOCTHIO OPraHu3anuu
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[lonsTe W mpuMmepHas cxemMa JOKyMEHTOOOOpOTa OpraHu3auuu. TUIOBbIE 3alaydl U
L€ aBTOMAaTU3ALMH JIEJIOPOU3BOJICTBA.

[Monstne «uH(bOpManuoHHBIe TexHOMoruu» JIOVY. KitoueBsie wHPOpPMAIIOHHEIC
TEXHOJIOTHH B IOKYMEHTOOOOpOTE: Ha3HAUE€HUE, MECTO, POJIb.

OcHoBHbIE BUABI (OPMATOB SJIEKTPOHHBIX JOKYMEHTOB, HUCIIOJIb3yeMbI€ B YIIPaBJICHUU
nokymeHTarueit. OTKpbIThie (OopMaThl U CTAHIAPTHI: TIEPCIIEKTUBHI BHEAPEHUs B PO.

OtedecTBeHHAs 3aKOHOJATENbHAS W HOpMaTHBHas 0a3za, peryaupyromas MpoIecChl
BHEJIPEHHUS U UCTOIb30BaHUS NH(POPMAITMOHHBIX TEXHOIOTHH B yIpaBICHUH.

IpuHOMNBI NOCTPOEHHUSA U PYHKUMOHUPOBAHUA O(PUCHBIX CUCTEM B cpeie 0(pMCHBIX
NMaKeToB

Coznmanue, o00paboOTKa, pETUCTpalvs, HWCIOIb30BaHUE U XpaHEHHE JOKYMEHTOB
cpenctBamMu  OGUCHBIX makeToB. DyHKIMOHAIBHBIE BO3MOkHOCTH Microsoft Office u ee
MPUIOKEHUN. ATTbTepHATUBHBIE OPUCHBIC TTaKeThl. [Ipo6eMbl 1 MEPCIEKTUBHI B3aUMOICHCTBUS
Pa3TUYHBIX OUCHBIX CHCTEM MEXIYy COOOH.

OducHbIe CUCTEMBI HAa OCHOBE JIOKYMEHTAIBHBIX KOPIMOPATUBHBIX BJ]

Koprnoparuasie 06a3pl nanubix. [lonsarue xoproparuBHoit B/ m UC. Tpeboanus
koprnopatuHoit b/l u UC. Oco6ennoctu Texnonoruu «Kmuent-Cepaep».

Apxurekrypa «Lotus-Notes». Mogenn koMMyHHUKaui, noaaepxusaeMbix Lotus-Notes.

Paspabotkn poccuiickux kommanwmit: J0C, «UuTep-tpact», 1C, DocsVision,
DIRECTUM wu npyrux B cdepe AIEKTPOHHOTO JOKYMEHT00OOpoTa (0a30BbIe MPOrpaMMbl U
BCTPAMBAEMbIE MOJIYJIH).

Hcnosab30BaHue JOKYMEHTAJbHBIX CHCTEM M 023 JaHHBIX B YIIPABJICHUU

Coznmanue W BeACHHE CIPABOYHO-TIPABOBBIX 0a3 JaHHbIX. OCHOBHBIE MPaBOBBIE 0a3bl
JIAaHHBIX, ucnonb3dyemsle B PO. CnpaBouHas npasoBas cucrema «KoHcynbpTanT [lntoc»: cocras,
CTPYKTYypa, IPUHLHUIIBI IOCTPOCHHUS, TOUCK.

HNucturyr lpesnnentcrea P® B 1993 — 2000-¢ rr.

KOHCTUTYIIMOHHBIN CTaTyC W pa3BUTHE HOPMATHUBHO-TIPABOBOW 0a3bl OpPraHU3AINH H
nestensHOoCTH [lpesunenta PD. OcunoBHbie momHomouns [Ipesuaenta PO u ocoOeHHOCTH HX
peanuzanun. Angmuauctpanud [Ipesuaenta PO B 1994-2000-¢ rr., ee MeCTO B CUCTEME OPTaHOB
rOCYJapCTBEHHOM BIACTH, CTPYKTYpPa U JOKYMEHTHI, PErJIaMEHTUPYIOLIUE €€ ACSITeIIbHOCTD.

locynapctBennsiit CoBeT: HOpMaTHMBHas perjiaMeHTalusi CO3JaHusi M JIeATEeIbHOCTH.
Kommerenmusi, coctaB u obecrnieuenue nesarenbHocTy ['ocymapcrBerHoro Cosera.

CoBer besomacnoctu P®: HOpMaTHBHO-TIpaBOBas 0a3a OpraHM3aIldU W JIEATEILHOCTH.

Kommnerenius, coctas u ooecnedenne nesreapbuocta Ch.
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OobmectBennas [lamara: HoOpMmaTHBHas perjiaMeHTallUs CO3JAaHUS W JESATENbHOCTH.
Komnerennus, mnopsaok ¢opmupoBaHusi U oOecledeHue AesaTelnbHOCTH. B3aumopelcTBue
OO11ecTBeHHOM NaNIaThl C TOCYIaPCTBEHHBIMU HHCTUTYTAMHU.

[Tonnomounsle mnpenctaButenu [Ipesuaenta B deaepanbHbIX OKpyrax: HOPMAaTHUBHO-
npaBoBasg ©0a3a opraHuzamuu U JesTenbHOcTH. Kowmmnerenuuss U (GOpMbl  peanuzanuu
IOJTHOMOYHI B 00JacTW KaApOBOM TOJMUTUKH, KOOPAMHALMHU JIEATEIBHOCTH OPraHoOB
VCIIOJIHUTENIBHOM BJIACTH.

Cosematensubie opranbl npu IIpesuaente PD. Axrtol [Ipesunenra PO u nopsanok ux
OMyOITMKOBaHMS.

Opransbl 3akoHoAaTeNbHOM (MpeAcTaBUTENbHOI) BiaacTH PO B 1993-2000-¢ rr.

@enepanbHoe CobOpanne P®: KOHCTUTYLMOHHBIH cTaTyc, CTpyKTypa. OCHOBHBIE
HOPMAaTHBHO-IIPABOBbIE AKTHl OPTraHU3AllMU U IEATEIBHOCTU. MecTO B CHCTEME MOJUTHUYECKHUX
WHCTUTYTOB PO.

Coer @enepauuu: HBOJIONUSA MexaHM3Ma  (OPMUPOBAaHUS, KOMIETCHLUS U
OopraHu3anuoHHoe ycTpoicTBo. KomuteTs! n komuccun Cosera Denepanui.

locynapcrBennass Jlyma: oBojtonusi HW30MpaTeNbHOW  CHCTEMBI, KOMIIETEHITUSA,
OpraHU3aIMOHHOE YCTPOHCTBO. KOMUTETHI 1 KOMUCCUU U UX KOMIIETEHIUS.

Ob6ecneuenne pearenbHoctu denepansuoro CobOpanus: anmaparsl nanat. [lomomHUKH
nenyratoB  ['ocymapctBenHoit [ymsl u unenoB Cosera @Denepauuu. PernameHTh
INocynapcteennon [lymsl u CoBeta @eaepanuu.

AxTtel 'ocynapcrBennoit {ymer u CoBera ®@eneparuu denepanbHoro coopanust PO u
HOPSI0K X OMyOJIMKOBaHUSI.

Cuernas [lamara: mopsaok (GOPMHPOBAHUS, KOMIIETEHIMS U CHOCOOBI pean3aluu
noHoMouni. HoBbll 3akoH 0 CUeTHOM manaTe U ero OTJIuYue OT MPEKHEro 3aKOHOIATEIbCTBA.

CucreMa M CTPYKTYpa OPraHoB UCHOJHUTENbHOMH BaacTu P®D B 1993 — 2000-e rr.

[IpaButensctBo P®: HOpMaTuBHO-TpaBoBas 0a3a OpraHU3alMM M ACATEIbHOCTH.
[opsimox GpopmupoBanusi, coctaB 1 KomrnereHus [IpaBurenscTa. Vi3aMeHeHus B cocTaBe mocie
2004 r. Anmnapart [IpaButennsctBa P®. Axtol [IpaButensctBa PD u mopsigok ux omyO0IMKoOBaHMS.

@®enepanpHble OpraHbl UCIOJHUTEIBHOM BJIACTH U HUX TEPPUTOPHAIBHBIE CTPYKTYpHI.
DBOJIIOLIMS OPTaHU3ALMOHHO-TIPABOBBIX (HOPM OpraHOB UCTIIOIHUTENBbHON BiacTu B 1993 - 2000-
e roasl. [IpaBoBOi cTaryc MHHHCTEPCTB, (helepalibHBIX areHTCTB U (elepalbHBIX CIYkKO.
[TonBeqOMCTBEHHOCTH (PeepaibHBIX OPraHOB HUCIIOJHUTEIHHOM BIACTH. « TMMOBOW perjiaMeHT
B3aMMOJICHCTBUS (eiepalibHbIX OPraHOB UCIOJIHUTEILHOMN BIACTH».

OpraHu3anMoOHHOE YCTPOWCTBO (elepalbHbIX OpPraHOB HCIOJHUTEIBHOM BIIACTH.
«THUMOBOM periiaMeHT BHYTpeHHEH OpraHu3anuu (eaepaibHbIX OpraHOB HCIIOJHUTEIBHON

BIIaCTU». B3auMoaencTBre ¢ HHBIMU FOCYJapCTBEHHBIMU UHCTUTYTaMu PO.
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Tepputopuanbuble CTPYKTYpbl (eAepalbHbIX OPraHoOB HCIOJIHUTEIbHOW BIACTH.
Oco0eHHOCTH UX OpraHu3aluuu U (pyHKIMOHUpOBaHUA. B3anuMoneiicTBue ¢ rocyaapcTBEeHHBIMU
opranamu cyobexToB PO.

OcHoBHblE TpOOJEMBbl OpraHU3allM W JIEATENbHOCTH  (peiepalibHbIX OpPraHoOB
VCITOJTHUTENIBHON BIIACTH.

AKTBI (pesiepanbHbIX OPraHOB MCIIOJHUTEIBHON BIacTH. ['ocyaapcTBeHHas: perucrpanus
aKTOB (pelepalbHbIX OpPraHOB HCIOJHUTENbHOW Biactu. OduIManbHble H3JaHUS UX
myOJuKaIuy.

Opransl cyneonoii Biaactu B 1993-2000-e rr.

Cynebnas cucrema Poccuiickoit @enepaunn: o0mas xapakTepuCTUKa U JACHCTBYIOLIAsS
HOpPMAaTHUBHO-TIpaBoBas 0asza.

Koncturymmonnsiii Cyn P®: mopsmox dhopmMupoBaHus, KOMIETEHIUSA, CTPYKTypa H
COCTaB.

Cuctema QenepaiabHbIX CyAOB oOmieil ropucaukuuu. Ilopspoxk Ha3HadeHUs cypaew.
Mexanusm ¢yaknuonupoanus. Ctpykrypa cynoB. CyneOHBINM JenapTaMeHT U oOecreueHue
NEeSTENIbHOCTH Cy10B. IHCTUTYT NPUCSKHBIX 3aceiaTeneil: mopsiiok (GopMHUPOBAHHUSL.

ApOuTpaKHBIE Cy/IbI M HaYajao ux pedopmupoBanus B PO.

Bupl akTOB BBICIIMX OpPraHoB cyneOHOH BiacTH. MH(OpMaIlMoHHbIE U3AaHUS BBICIINX
OpTraHoB Cy/1IeOHOW BIACTH.

WucTuTyT CyneOHBIX MPHUCTaBOB M €ro MECTO B TOCYJapCTBEHHOM  arlmapare.
HopmaTtuBHo-1ipaBoBas 0a3a opraHu3aluu 1 1€ATeIbHOCTH.

OcHoBHBIE HampaBieHusi cynebHoit pedopmsl B PO u mpobiembl opraHuzanuu U
JeSITeIbHOCTH CyJeOHOM CUCTEMBI.

Cucrema npoxypopckoro Haazopa B Poccuiickoit @enepanun

Mecto mpoKypaTypbl B CHUCTEME OpPraHOB TrOCYAAapCTBEHHOW BiacTh. DYHKIUU H
IIOJIHOMOYMS ITPOKyparypsl. CucreMa opraHoB npokyparypsl. I'enepanbhas [Ipokyparypa PO,
TEPPUTOPUANIBHBIE U CHELUAIN3UPOBAHHBIE NPOKYpaTypbl. CTpyKTypa OpPraHoB MPOKYpaTyphl.
0060co6enne CienctBeHHOro komurera PO.

OcHoBHbIE TPOOJIEMBbl OpraHU3aIMU U ACSITEIBHOCTH MPOKYPOPCKUX OPraHoOB. AKTHI
OpraHoB IIPOKYpPaTypBhl.

CucremMa OpraHoB rocy1apcTBeHHOM BjaacTu cy0bekTOB Poccuiickoit ®@enepanun

[Topsanox hopMUpoBaHUS U KOMIIETEHIUS IPEICTAaBUTENIbHBIX OPraHOB rOCYAapCTBEHHOM
BJIACTH.

Opranbl ucrONHUTENbHON BiacTH. CTpPyKTypa, MOPSIOK (GOpPMHUPOBAaHUS U 00bEM

komrereHuu. ['naBa cyowsekra P®: ero craryc u monnomouns. Hampasnenust B3aumoieiicTBus
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OpPraHOB HCIIOJHUTEJIBHOW BJIACTH CyObekTOB Penepaluu U TEPPUTOPHUAIBHBIX OPraHOB
(denepaabHBIX OPraHOB UCIOTHUTEIHHOMN BIACTH.

Cynel cyonexToB Poccuiickoii @enepanuu. [lopsaaok hpopMupoBaHHUsS U KOMITETSHIIUS.

@enepanbHas HOPMATUBHO-IIpaBOBas 0a3a OpraHu3alMd OPraHOB IOCYJapCTBEHHOMN
BJIACTH CYOBEKTOB.

Opranunsanus cucrembl cTanaapruzanuu B Poceniickoilt @enepanun

HanuonaneHbele opransl 1O CTaHAApTHU3ALMU: UCTOPHUS, CTPYKTypa M HaIlpaBJICHUS
nearenbHocTd. TK 191 CHUBUJ u IIK 4 «Ynpasnenue pokymeHtanuei» Poccranampra.
HopmartuBHO-ipaBoBOE 0OecTieueHne MpoIeccoB cTanaapTu3anuu B PD.

CrangapTusanusi J0OKyMeHTAallHOHHOI0 o0ecne4eHus ynpasJjenus B PO

Hcropus cranmapTU3aliy JOKYMEHTAIIMOHHOTO obecrieueHus ynpasienus B PO. Lenn
U 3a1aud yHu(uKanuu JokymeHToB. HopmaruBHas Oa3za yHudukauum nokymeHToB. llenu u
3a7ja4d CO3JaHMsl YHU(UIUPOBAHHBIX CUCTEM JOKyMEHTalMH M (OpM JOKYyMEHTOB. OCHOBBI
KJaccu(UKAMK JOKYMEHTOB M OCHOBHBIE METOIbl KJIAacCU(pHUKAIMU. MeToapl KOTUPOBAHUS
TOCH, ux npeumyiectsa u HepocTatku. Kputepun Beidbopa meronos koxupoBanus TOCU npu
PEILICHNN COBPEMEHHBIX YIIPABICHYECKUX 3aay.

Cocra u 3agaun ECKK TOCH. Baxkneiime HOpMaTUBHO-METOJUYECKHE TOKYMEHTHI O
ECKK TOCH. Knaccugukaropst TOCH, ux craryc, 0cobeHHOCTH, B3aUMOCBA3b U MecTo B JIOY.
HopmaruBHO-MeToquueckre JOKYMEHTHI 10 BHenpeHuio kiaccuduxaropoB TOCHU. Opransl,
OCYILECTBIISIONNE PYKOBOACTBO M KOOPAMHALMIO PabOT MO BHEAPEHUIO KIIACCH(DHUKATOPOB
TOCH.

VHU(UKALKA ¥ CTaHJapTH3aIMs JOKYMEHTOB Ha OyMa)kKHOM HOCHUTeNe. YHH(]UKanus u
CTaHAApPTU3aLUsl JOKYMEHTOB Ha MAIIMHHBIX HOCHUTEISAX M NMPHUIAHUE UM FOPUINYECKON CHJIBL
CranpapTuzanus B CMEXHbIX 00JIaCTSIX.

CrangapTuzanus JOKyMEHTOBEIUYECKOW TEPMHUHOJIOTUH.

Cranpmaptuzaius JOKYMEHTAI[MOHHOTO OOeCHeueHHsl YIpaBlIeHHS Ha COBPEMEHHOM
srane. OcobeHHOCTH W crneuu¢uka mpolecca CTaHIapTu3anuu. HaruoHanbHbIe CTaHAAPTHI,
ucnosb3yembie B chepe J1OY.

Crangaprusanusi apXuBHOro jaejna B PO

VHUUKALKA U CTaHIAPTU3ALM apXUBOBETUECKIX TEPMUHOB. PernamenTanus XxpaHeHus
JOKYMEHTOB Ha TPAAULMOHHBIX HOCUTENsAX. HopMmaTuBHBIE NOKYMEHTHI pPEIIaMEHTHPYIOIINE
o0ecriedeHHe COXPAaHHOCTH  TPAAMLMOHHBIX JOKyMeHTOB. CraHpapTu3auus XpaHEHHUs
ayquOBM3yalbHBIX  JOKyMeHTOB.  CraHmaprusanuss  XpaHEHUS  HAyYHO-TEXHHYECKOU
JOKYMEHTAINH. «JIEKTPOHHBINA apXUB» KaK TEXHOJOTHS XPaHEHUS JTOKYMEHTOB.

MeskayHapoaHasi CTAHAAPTH3ALMSA YIIPaBJeHUs JOKYMeHTaluei

MexnayHaponHas — cTaHAapTH3alus  YIOPaBICHUS  JOKyMEHTAlUEW: UCTOpUS U
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COBPEMEHHOCTB.

Mexnynaponnas opranuzanus o cranaaprusanuu (MCO), ee mecto u pons. Mcropus
craHoBineHuss u pas3Butuss HMCO, cTpykTypa W OCHOBHBIE HAIlpaBlICHUS JEATEIbHOCTH.
HaunmonaneHbie koMuteTsl mo crtaHgaptuzanmu — uieHbl MCO. OcHOBHBIE TIpaBOBbIE U
HOPMarTMBHO-METOAMYECKUE  JOKYMEHTBI,  permiaMeHTtupyomme  aestenbHocts  MCO.
Texunueckuit komurer HNCO Ne 46 «MHpopmanmst U TOKyMEHTALUs» U €r0 IOJKOMHUTETHI.
[onxomurer Ne 11 «Ympasnenue apxuBaMu/I0KyMeHTaMu». BaxkHelme pa3paboTKu KOMUTETa
B cepe ymnpapieHUs TOKYMEHTAIUEH M CUCTeMaM ymhpaBieHus gokymeHtamu. Ctanmaptsl 70-
90-x romoB. CoBpeMeHHBIE CTaHAAPTHI MO YMOPABICHUIO JOKyMeHTaruen. IllepcrekTuBbl
pa3BUTHS KOMUTETA U HOBBIE ITPOEKTHI.

MexnayHnapoanas siekTporexHudeckas komuccuss (MOK), ee mecto u poinb B
CTaHJIApTHU3aLMM YIpaBJIeHUA JOKyMmMeHTauueil. Mcropusi craHoBieHus u pa3Butusi MOK,
CTPYKTypa M OCHOBHBIC HAmIpaBICHHUS JeATeNbHOCTU. HanuoHalbHbBIE KOMHUTETHI IO
crangaptuzauuu — uieHbl MOK. OcHOBHblE TMpaBOBbIE U HOPMATUBHO-METOJUYECKHUE
JOKYMEHTBI, perfiaMmenTupytomme aesrensnocts MOK. Baxuelimme pazpadorku MOK B chepe
YIPaBJICHUS JOKYMEHTAIIMEN U CUCTEMAaM YIIPABIICHUS TOKyYMeHTanueu. [lepcriekTuBbl pa3Butus
MD3K ¢ HOBBIE TPOEKTHI.

EBpornelickue opraHu3anuu IO CTaHAAPTU3aLMU, HUX MECTO U pOJIb B MHPOBOM
IpocTpaHcTBe. EBpOmEMCKHi KOMMTET IO CTaHAAapTU3auuu. EBporelickas opraHu3aunus I10
KauecTBy M aApyrue. OCHOBHBIE IIPaBOBbIE W HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI,
perIaMEHTHPYIOIINE UX ACATEIBHOCTh. BakHelmme pa3paOoTKu dTUX OpraHU3aluidi B 00JacCTH
yIpaBJICHUS TOKyMEHTAIMe! U cUcTeMaM yrpaBieHus fokymenTtanuei. Cnenuduxanun MoReg
Y HOBBIE IPOEKTHI.

MexayHapoaHble  CTaHAApPThl,  PENIAMEHTHUPYIOIIME  MPOLECCHl  YIPABICHUS
JOKyMEeHTalmei u ux poccuiickue ananoru. OdunuanpHble MEPeBOIbl MEXIYHAPOIHBIX
CTaHJApPTOB 110 YNPABICHUIO JOKYMEHTAMH, TEPMUHOJIOIMUYECKHUE acleKThl. Ponb cTaHmapTroB B
rapMOHU3AIUHN POCCUHCKUX U MEXKAYHAPOAHBIX HH(POPMAITUOHHBIX CUCTEM.

dusuyeckass KYJbTYypa M CHOPT B OOIIEKYJbTYPHOH M mNpodeccHOHAIBLHOM
MOATOTOBKE CTYACHTOB.

Lenp u 3agaun ¢usndeckoro BocrnuTaHus. OCHOBHBIE MOHSTHS, TEPMUHBI (PU3NUECKON
KYIbTYpbl. @U3nUecKast KylnbTypa — 4acTb OOIIel KyabTyphl o0miecTBa U tuyHocTH. Criopt —
ABJICHUE KYJAbTYpHON Ku3HU. Dusnueckas KylibTypa B CTPYKType MNpoQecCHOHaILHOTO
oOpa3zoBanus. ['ymanutapHas 3Ha4MMOCTb (pu3nUecKkoil KylabTypbl. OpraHu3aIOHHO - IPABOBBIE
OCHOBBI (hr3nuecKoil KynbTypbl U crnopra. denepanbhblii 3akoH «O (U3NYECKOH KyIbType U
cnopte B Poccuiickoit @eneparun». OCHOBBI OpraHu3anuy (U3NIECKOro BOCIIUTAHUS B BY3€.

MeToanveckue NPUHIOMIIBI 1 METOAbI (])nmqecm)ro BOCIIMTAHMUA.
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Metonuyeckre TPUHIUIB (DU3NYECKOTO BOCIUTAaHHA. [IpUHIIUIT CO3HATENBHOCTH M
AKTHUBHOCTMH. HpI/IHI_[I/IH HariAJHOCTH. HpI/IHI_[I/IH I[OCTYHHOCTI/I nu I/IH,Z[I/IBI/II[yaJII/IBaI_[I/II/I. HpI/IHI_[I/IH
CUCTCMATUYHOCTH. HpI/IHI_II/IH JUHAMHUYHOCTHU (HOCTGH@HHOC yCI/IJIeHI/Ie paSBHBaIOH_[I/IXC}I
daktopoB). Metoasl (pu3myeckoro BocnmuTaHUsl. MeTOAbl PETIAMEHTHPOBAHHOTO YITPAKHEHUSI.
Urposoit meton. CopeBHOBATEIbHbBIA METO/I.

Hcnonp3oBaHue CIIOBECHBIX U CCHCOPHBIX MCTOZOB.

‘Ipe% bluaiiHble cumyauuu mexnHo2ceHHo2o0 xapakmepa

bezonacHocts kusHenestensHocTH (BXK]I) kak HayuHas OUCLMIUIMHA, €€ CTPYKTypa U
cojiepXaHKe, TEPMHHBI U onpesieeHus. be3omacHocTs MMYHOCTH, o01ecTBa U rocyaapcTa. Oomas
knaccupukanus YC.

TpancnoptHbeie aBapuu (KatacTpodbl), MOKapkl, B3PbIBBI, yrpo3bl B3psIBOB. ABapuu (UC),
COMNPOBOYK/IAIOIIME BRIOPOCAMHU aBAPUITHO XMMHUYECKU OMACHBIX, PAJMOAKTUBHBIX U OUOJIOTHYECKU
OIACHBIX BEIIECTB. ABapHU Ha TUAPOANHAMHUYECKU OMACHBIX O0BEKTaX, HA AIEKTPOIHEPIreTHUECKUX
CHCTEMaX, KOMMYHAJbHBIX CHCTEMax >KHU3HEOOECIEUEeHUs, aBapuu Ha OYHCTHBIX COOPYKEHHSX.

HeiictBust Hacenenust npu YC TEXHOTEHHOTO XapakTepa.

Ype3BblyaiiHble CHTYallMM TPHPOTHOT0, OHOJIOTO-CONHAILHOTO H IKOJIOTHYECKOT0

XapakTepa

Xapaxkrepuctuka u knaccudukanys YC npupogHOTro U OHOJIOro-COIMAIBHOTO XapakTepa 1
UX TIOCNENCTBUs. 3emieTpsiceHMs. Yparansl, OypH, cMmepud. JlecHple M TOpQSHbIE MOXKAPHIL.
HaBomuenns. Onom3uu. Ilpocanku. AKTyaabHOCTH MPOOJIEMBI Ui CTpaHbl M MOCKOBCKOTO
pernona. Ilopaxkaromue ¢axtopsl. UpesBblyaiiHbIe CHUTYAIlMH SKOJIOTHYECKOTO XapakTepa M HX
BIMSHAE HA OKPYXKAloIlylo cpeny. Mepbl Oe3omacHocT W jaeiictBus HaceneHuss npu UC

MIprupoaAHOro, 6I/IOJIOI‘O—COI_[I/IEUIBHOFO 1 5KOJIOTMYCCKOI'0 XapaKTepa.

Inudemuu u npomusoinudemuyieckue meponpusmus. Illonamue 06 ummynumeme.

[NonsiTue 0 Bo30yanTENSIX OOJIE3HEH U ITyTH UX PACIIPOCTPAHEHHS. DIUIEMUYECKHI TIPOIIECC
u ero ¢opmel. IIpodpunakruyeckue U NPOTUBOIMUIAEMUUYECKUE MEPONPUATHS, IPOBOAUMBIE CPEH
HACeJICHUs] B MUPHOE BPEMS U MPH Yrpo3e MPUMEHEHHs MPOTUBHUKOM OHOJIOTMYECKOTO OPYKHSL.
MeponpusaTys 10 JIOKJIN3alUU U JIUMKBUAALUYU SIUIEMAYECKOro odara. bruonornueckas passexa.

[IpoBenenne sxcTpeHHon U crerrduueckoit npopunaktiukyu. Kapantun u o0cepparyss. CaHuTapHast
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o0paboTtka HaceneHus. O0e33apaxvBaHHe TEppUTOpUN M 3maHui. CaHUTapHO-TIPOCBETUTEIbHAS

paboTa cpeay HaceIeHHs.

2.2. OneHOYHBIEC MATEPHAJIBI VIS IPOBEIeHUs FTOCYIaPCTBEHHOI0 IK3aMeHa

2.2.1. Onucanue noka3arejei, KpuTepres 1 MKAJbl OLlCHUBAHUS
Kax b1l 5x3aMeHallMOHHBIN OMJIET CONEPKUT B cebe 7 BOMPOCOB, U3 KOTOPBIX IK3aMEHYEMBII

uMeeT mpaBo BbIOpaTh 5. Kaxawii Bompoc oreHuBaercs oT 0 mo 100 GanoB B COOTBETCTBUU CO
mKajaou orneHok, npuHsaToi B PI'TY. Utorosas oreHka BBIBOJUTCS ITyTEM CYMMHUPOBAHUS OAJUIOB TIO
BCEM BOIIPOCaM U JEJIEHUU €€ Ha KOJIM4YecTBO BOIpocoB (5.) IlpocTaBieHne UTOroBOil OLIEHKH 3a
9K3aMEH MPOUCXOAUT Mo IKaie ¢ npucBoeHueM ypoBHs ECTS u mocnegyromiero nepeBojia ee Ha

TPAAUITMOHHYIO IIKATY OI[CHOK.

basner TpaguuuoHHas MIKajia OLICHKU ECTS
95-100 OTJINYHO A
83-94

68-82 XOpOoLIo 3auTeHO C
56-67 YAOBJIETBOPUTEIIHLHO D
50-55 E
20-49 HEYJI0BJIETBOPUTEIBHO HE FX
0-19 3a4TEHO F

Pe3ynapTarhl KaXXOOTO TOCYJAPCTBEHHOTO AaTTECTAIIMOHHOTO WCHBITAHUS OMPEIEISIFOTCS
OLICHKaMH «OTJIMYHO», «XOPOLIO», «YIOBJIETBOPUTEIbHO», «HEYAOBIETBOPUTENbHO». OLeHKN
«OTIIMYHO», «XOpOIIO», «yIOBJICTBOPUTEIIBHO»  O3HAYalOT  YCHEIIHOE  MPOXOXKJICHHE
rOCY/IapCTBEHHOTO ATTECTAIMOHHOTO MCIBITAHMS . B CIIydae eciii CTYIEHT YCIIeT OTBETHTh TONBKO Ha
4 1 MeHee BOMPOCOB, O0IIas cyMMa HaOpaHHBIX UM OajsIOB BCE PaBHO ACIUTHCS Ha S5, T.K. OTBETY
nojjexanu 5 BornpocoB. MtoroBas orenka Hike 50 0alljIOB CBUACTENLCTBYET O HE Ca4€ CTYIACHTOM

BBIIIYCKHOI'O TOCYIapCTBEHHOI'O IK3aMEHa.

' TMonoxenne «O TPOBEICHHH TOCYIAPCTBEHHOI HTOTOBOI ATTECTALMH IO O6GPA30BATENBHBIM MPOrPAMMAaM
OakanaBpuaTa, mporpaMmaM CIELUUaIUTeTa W MPOrpaMMaM MaruCTpaTypbl», YTBEPXKAECHHOE NpHKa3oM PekTopa
PITY oT 28.09.2017 No 01-314/ocH [DnexTpoHHbBIH pecypc]. M, 2018. URL:
http://ucheb.rsuh.ru/section.html?id=9810/ (maTa obpamenns: 30.10.2018)
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Pe3ynbrarhl  BBIOJIHEHHS ~ KOHTPOJBHBIX  BOINPOCOB  TO3BOJAT  ['ocygapcTBEHHOI
9K3aMEHAIIMOHHOW KOMHCCHHM CYIUTh O CTEIEHU OCBOCHUS CTYACHTOM Y4eOHOTO Marepuaia Io

KQXIOW JIUCLUILINHE.

2.2.2. TunoBble KOHTPOJIbHBbIE 3aJaHUs] WU HHbI€ MATEPHAJIBI

BOIIPOCHI DK3AMEHAIIMOHHBIX BUJIETOB

1. JIOKyMEHT M €ro MecTo B cuUcTeMe ynpasiieHus. IIoHsITHE «IOKYMEHT» B COBPEMEHHOM
JIOKYMEHTOBEICHUH.

2. CoBpeMeHHbIE TIPABOBbIE AKTHI, PETJIAMEHTUPYIOILIUE MOPSAOK CO3MaHUs U 0OPMIICHHUS
JIOKYMEHTOB.

3. CoBpeMEHHbIE HOPMAaTUBHO-METOJAMYECKNE JOKYMEHTBI, ONpPEICISIIONINE MOPSA0K
co3aHus U 0POPMIICHUS TOKYMEHTOB.

4. Tlonstus «uHpOpMAIUS» M  «IOKYMEHT», HX pas3BuTHe. CBA3b HHOpPMALUU H
nokymenTta. O0mmue 1 yacTHble (YHKIIMU JOKYMEHTA.

5. CnocoObl JOKYMEHTUPOBAHUS U UX Pa3BUTHE.

6. TekcTroBoe NOKYMEHTHPOBAHME W ATAlbl €ro pa3BUTHUSA. MarepualbHbIE HOCUTENH IS
JIOKYMEHTHUPOBAHMUS.

7. TloHATHS «MOJIMHHUK JOKYMEHTa», «KONHS IOKYMEHTa» M <«IyOJIUKaT JOKyMEHTa».
Buas! konuii. [Topsnok yqocToBepeHus KOMU.

8. Tlonstus «popMynsp JOKyMEHTa» U «PEKBU3UT TOKYMEHTa». Y HU(PUKAIUSI JOKYMEHTOB.
I'OCT P 7.0.97-2016: ero coxaepxaHue, 3HAUYCHHE, BO3MOXXHOCTH TPUMCHCHHS B
COBPEMEHHBIX OpraHU3aLMIX.

9. Ha3naueHue OJIaHKOB B COBPEMEHHBIX oOpraHuzanusx. Bunel OmankoB. CocraB
PEKBU3UTOB OJaHKOB. braHkw opraHm3anuii pa3iaudHbix  (GOpM  COOCTBEHHOCTH.
['epOoBbIc OIaHKH.

10. PekBU3UT  «HaWMMEHOBAaHWE OpraHM3ALMU-aBTOpa JOKyMEHTa», TpeOoBaHMA K
oopmiennto. PekBU3UT «CHpaBoOUHBIE NaHHBIE 00 OpPraHU3ALUU-ABTOPE JOKYMEHTa»,
€ro COCTaB.

11. PexBu3ut «aapecar», €ro 3HadyeHUE W COBpPEeMEHHbIe TpeboBanms kK odopmieHuto. Ha
KaKHUX YIPaBICHYECKHX JOKYMEHTaX 0053aTeIbHO MPOCTABISAETCA PEKBU3UT “‘anpecatr’?

12. latel Ha JOKyMeHTaX, TpeOoBaHus K ux odopmieHuto. Jlata kKak cocTaBHas 4acTh
IPYTUX PEKBU3UTOB. PEKBU3UT «pErucTpallMOHHBIN HOMEp JTOKYMEHTa», €ro 3HaueHHUE.
PekBU3UT «CChUJIKa Ha PErHCTPALlMOHHBIN HOMEp M JaTy NOKyMEHTa», KOrJa W TIe OH

MMPpOCTABJIACTCA.
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3HaueHue mpoueAypbl corjacoBaHus. [lopsok  cornmacoBaHMsl  JIOKYMEHTOB H
opopMIICHHST BHYTPEHHETO0 U BHEIIHETO COIJIACOBAaHUS. 3HAUEHHE MPOIETYPHI
yrBepxacHUs. [lopsSaok yTBEpKACHHUS JOKYMEHTOB, KaKue BHUIbI IOKYMEHTOB TPEOYIOT
YTBEPKICHHUS !

CoctaB  ynocroBepeHHs — JOKyMeHTOB. IlpaBunma  odopmiieHHuss  PEKBU3HUTOB,
YIOCTOBEPSIOMUX MOKyMEHT. [lopsaok moamucanus JOKyMeHTOB. OTTHUCK MeYaTH Kak
PEKBM3UT JOKyMeHTa. Ha Kakux JOKyMEHTaxX NpOCTaBiIsSeTCs repOoBas medaTh WU
reyaTh OpraHu3anun?

OTMeTKH Ha JOKYMEHTE, MX 3HaueHHe U mnopsaok odopmieHus. OdopmieHue u
HA3HAYCHHE PE3OITIOIIHH.

[TonsaTtus “ropuauueckas 3HaAYMMOCTb JTOKYMEHTA M “IOpUAMYECKasl CHJIa JOKYMEHTA .
PekBU3UTHI, MpUIaIOLINE TOKYMEHTY IOPUINYECKYIO 3HAUUMOCTb.

OO6mwme TpeGoBaHUs K TEKCTY YIPABIEHYECKOTO TOKYMEHTa U K O(POPMIICHHUIO SJIEMEHTOB
TEKCTa (3ar0JIOBOK K TEKCTY, OTMETKA O TIPHUIIOKEHUN ).

[TonsTHe «cucTeMa JOKYMEHTAIlMU», pa3BUTHE CHCTEM JOKyMeHTanuu. [loHsTHE
«yHU(UITUPOBAHHAS CHCTEMa JIOKYMEHTaluu». Ha3HaueHWe, OIpeneicHHe W COCTaB
YCOP/I. CrocoObl mpenctaBieHUus] YHU(DHUIIMPOBAHHBIX TEKCTOB (aHKETHI, TaOJUIIBI,
Tpadapernsie TekcThl). TpadapeTHsie TekcThl. MeToanka pa3paboTKu.

TpeboBanusi K COCTaBIEHUI0O U OQGOPMIICHHIO OPTaHU3AIMOHHBIX JOKYMEHTOB (Ha
npUMepe MOJIOKEHUS, UHCTPYKLHUHU, perjamenta). OyHKIHMOHAIbHOE Ha3HAYEHUE 3THUX
JTIOKYMEHTOB.

[Mopsimok coctaBieHust 1 0GOPMIICHHS PACTIOPSIUTEIBHBIX JOKYMEHTOB.

TpeboBanust K COCTaBICHHIO M O(OPMIICHHIO OOBSCHUTEIBHBIX 3alMCOK, JTOKIAIHBIX
3alUCOK U CIYXeOHbIX 3amucok. Mx ¢QyHKIMOHalbHOE Ha3HAYEHHE B JIEATEIbHOCTH
OpraHu3aIuy.

TpeboBaHHsT K COCTaBICHHUIO U OPOPMIICHHIO CIIPABOK, PA3HOBUIAHOCTH CIpaBOK. Mx
(G YHKIIMOHATBFHOE HA3HAYCHHE B JIEATEIILHOCTH OpPraHU3allnu.

OyHKIMOHATBHOE Ha3HAYEHUE aKTOB U TMOPSAOK HMX COCTaBICHHS U OQOpPMIICHHS.
Pa3HOBUIIHOCTH aKTOB.

[Topsimox cocraBineHus u oOmue TpeOoBaHUS K O(OPMIICHHIO CIYKEOHBIX MHCEM.
PazHOBHIHOCTH CITYKEOHBIX TTHUCEM.

JIOKyMeHTUpOBaHUE TMOATOTOBKM M MPOBEICHUS CoOBellaHus. Buupl I0KYMEHTOB,
KOTOpBIE COCTABIISIOTCA Ha ATAIe MOATOTOBKH COBEIIAHMUS.

[Iporokon, QyHKIHOHATHHOE HA3HAYCHUE, TOPSJAOK COCTAaBICHUS H OQOPMIICHHUS.

[MonubIit, KpaTKU# U CTEHOTpaPUUECKUI TPOTOKOI.
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OyHKIMOHAIBHOE HA3HAYCHHME IPUKA3a W PACIOPSDKEHHS, IOPSANOK COCTABICHUS U
oopmieHHs.
CoBpeMEHHOE MPAaBOBOE PETYIUPOBAHWE OPraHMU3AlMM HCIIOJIb30BAHUS APXUBHBIX
JIOKYMEHTOB.
CoBpeMEHHBIE TIPAaBOBBIE OCHOBBI XPAHEHHs, KOMIUIEKTOBAHHSA W Y4eTa apXUBHBIX
JIOKYMEHTOB.
OcHOBHBIE 3aKOHOJATEIbHBIE AKTHl IO ApXMBHOMY neny B Poccuiickoii ®@enepanuu B

1990 — 2000-¢ rr.

. CucreMa apxuBHBIX yupexaeHui B Pocculickoit @enepanuu.

Cucrema opraHoB yIpaBJeHHs apXUBHBIM aesoM Poccun.

Poccuiickoe 001EeCTBO HCTOPUKOB-apPXUBHUCTOB, €T0 POJb B PETYIHUPOBAHUUA apXUBHOTO
JieJ1a B CTPaHe.

[Tonstue u cocraB ApxuBHoro ¢onaa Poccuiickoit denepanuu.

Knaccudukanus noxkymentoB ApxuBHoro ¢onga Poccuiickoit ®enepanuu. YpoBHU
KJaccu(uKanuy.

CoBpemeHHbIe TPo0IeMbl (GOHIUPOBAHMSI APXUBHBIX JOKYMEHTOB.

Cucrtemaru3zanus JTOKyMEHTOB apXMBHOTO (JOHIA

Tumnonorust apXuBHBIX (OHIOB.

ITopsinok npoBeeHUs DKCIEPTU3bI LICHHOCTH B OPraHU3alUu.

Odopmienue nen Ha OyMa)KHOM HOCHUTEIIE.

. Haznauenue onucanus aen B apxuBax: HHGOPMAIMOHHbBIE XapaKTEPUCTUKH, 3ar0JOBKHU

JIeJI, COCTaBJICHUE aHHOTAIIUM.

ApxuBHas OTIHCH: omnpeJieeHue, Ha3Ha4YCHHUE, byHKIIIH, O0COOCHHOCTH
MH()OPMAITMOHHOTO S3bIKA.

[TonsTre, Ha3HaYEHHE U 3aJJa4M SKCTIEPTU3bI LIEHHOCTH JOKYMEHTOB.

Kpurepun skcnepTusbl HEHHOCTH TOKYMEHTOB.

[ToHsATHE O KOMIUIEKTOBAHUU apXHBOB; BUJIBI pa0OT MO0 KOMITJICKTOBAHHIO

Kputepun ompeneneHuss UCTOYHMKOB  KOMIUIGKTOBAHHS  TOCYJApCTBEHHBIX H
MYHUILIUTIAJIbHBIX apXUBOB.

[lepeunn nokymentoB. HazHauenue, TUIIbI, BUJbI U METOJUKA COCTABIICHUS.

VYyeT apXuBHBIX IOKYMEHTOB B OpraHH3alUsiX.

[TonsiTre u coctaB paboT MO 00ECHIEYEHUIO COXPAHHOCTH apXUBHBIX JOKYMEHTOB.
[Topsok MCTIOTHEHMSI 3aPOCOB COLIMAILHO-TIPABOBOTO XapaKTepa.

Cucrema CHpaBOYHO-TIOMCKOBBIX CpPEICTB K apXMBHBIM JOKYMEHTAM: IIOHSITHE,
MPUHIUIIBI TOCTPOCHUS U CTPYKTYpA.

Ienu 1 popMBbI HCIIOTB30BAHUSL  APXUBHBIX JOKYMEHTOB.
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[TousiTHE «IOKYMEHTOOOOPOT», TPHHIMUIBI €ro OpraHu3anud. XapaKTePUCTHKU
JIOKyMEHTO000pOTA.
Metoauka coCTaBIeHHS HOMEHKIATyphl Aei. Ilopsiok oopmieHHs, COTIacoBaHUS U

YTBEPKACHHUSI HOMEHKJIATYPbI /eI

. HomenknaTypa fen, ee Ha3Ha4YeHHE B JICIONPOU3BOJACTBE. Buabl HOMEHKIATYp nel, X

ocobeHHOCTH. TpeOoBaHUS K HOMEHKJIAType [el, MX 3aKpeIlyIeHHe B HOPMATHBHO-
METOJUYECKUX JJOKYMEHTaX MEKOTPACIIEBOTO JICHCTBHS.

OpraHu3anys orepaTuBHOTO XPaHEHHUs JOKYMEHTOB B JICTIONPOU3BOACTBE OPTaHU3AIIHH.
TexHOoIOTHsI KOHTPOJIS 32 COOIOCHUEM CPOKOB UCIIOTHEHUS IOKYMEHTOB.

3HaueHue W 3a/J]a4d KOHTPOJISA 3a COOJIOJCHHEM CPOKOB HCIIOJIHEHUS JOKYMEHTOB B
anmapare yrpaBJICHHUS.

[Tonstne  «perucrpamus  JOKYMEHTOB», €€  3HAUYeHHWE JUI  OpraHu3aluu
JIeITOTIPOU3BOICTBA. 3HAUYCHUE U TTPpaBUiIa (YOPMUPOBAHHS PETUCTPAIIMOHHBIX HWHICKCOB.
[TpaBwiia perucrpamnuu JOKYMEHTOB. XapaKTePUCTHKA COBPEMEHHBIX PETHUCTPALMOHHBIX
dbopM, cocTaB HHGOPMAITUU U TTOPSIIOK UX 3AMOTHEHHUS.

THUIOBBIE TEXHOJIOTUYECKHE ATAIbl IBUKCHUS BHYTPEHHHUX JOKYMEHTOB: JIaTh KPATKYIO
XapaKTEPUCTHKY.

TumoBble TEXHOJOTUYECKHUE ATAMbl JBIKEHUS MCXOIANINX JOKYMEHTOB: JaTh KPaTKYIO
XapaKTePUCTHKY.

THUIOBBIE TEXHOJIOTUYECKHE STarbl JBMKCHUS BXOISIIUX JTOKYMEHTOB: NaTh KPAaTKYIO
XapaKTEPUCTHKY.

WHcTpyKIMsa 1O JAETONPOU3BOACTBY: (DYHKIIMOHAIBHOE HAa3HAUEHUE, CTPYKTypa TEKCTa,
MOPSIOK TIOJATOTOBKHU ¥ O()OPMIICHHSI.

@OyHKIIMOHAIBHOE  HA3HA4Ye€HWE, COCTaB WHQPOpPMALWHU, TOPAIOK  pa3paboTKH,
VTBEP)KICHUsI W  BBEACHWE B  JICHCTBHE JIOKAJIBHBIX HOPMATHUBHBIX  aKTOB,
peraMeHTHPYIONINX OPTaHU3AINI0 U TEXHOJOTHIO JeIONPOU3BOICTBA.

[TonoxxeHue o ciayx)0Oe MeTONmpOU3BOJACTBA: (YHKIIMOHATHLHOE HA3HAYCHHE, CTPYKTypa
TEKCTA, OPSIOK TOJATOTOBKU M O(OPMIICHHS.

JIOIDKHOCTHBIE WHCTPYKIIHH COTPYIHUKOB CITY’)KOBI JIeTTOTIPOU3BO/ICTBA:
(GyHKIIMOHATBFHOE HA3HAYCHHE, CTPYKTYpa TEKCTA, MOPSIOK MOATOTOBKU U 0hOpPMIICHUSI.
TumoBble BHIBI W CTPYKTYPBI CIY’)KO JI€IOMPOU3BOJICTBA, KaKWe CTPYKTYPHBIE

MOApa3IeNICHUsI MOTYT BXOJHUTh B CIIYKOY JI€TONPON3BO/ICTBA.

.emn, 3amaun U QyHKIIUU CIy>KOBI ACIONMPOU3BOCTBA, €€ JTOJDKHOCTHON W YMCIICHHBIN

COCTaB.
HOpMaTI/IBHO-MeTO,Z[I/I‘-IGCKI/IG JAOKYMCHTBI MCIKOTPACJICBOI0 ,Z[GI>'ICTBI/I$I, ONpCACIAOIINC

COBPEMEHHYIO OPTraHU3aIHI0 Pa0OThI ¢ JOKYMEHTaMHU.
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. IIpaBoBO€ perynupoBaHie COBPEMEHHOTO AeIONPON3BOICTBA.

. OcHoBHbIE TpeOOBaHUS K O(OPMIICHHUIO /1€ MPH UX MOATOTOBKE JJIS MEpelauld B apXHB
opranuzanuy. YacTHuHOE U MOJIHOE OPOPMIICHHE.

[lonroroBka JOOKYMEHTOB K Iiepelade B apXHB OpraHu3zanuu. JlOKyMEHTallOHHOE
COTIPOBOXKACHHE ITOTO IMpoLiecca.

Hasnauenue omucu aen. Bunel ommceid. [lpaBmna coctaBieHus u oGopmiieHHUE OMHUCH
JIel CTPYKTYPHOTO MOJIpa3/IeeHuUsI.

Opranuzanus paboThl MO TMPOBEAECHUIO SKCIEPTHU3BI LEHHOCTHU JOKYMEHTOB.
JlokyMeHTUpOBaHUE JESTebHOCTH O3KCIIEPTHOW KOMHUCCMU U oQopMmIIeHHE ee
pE3yJIbTATOB.

[lonsate «3KcmepTU3a LEHHOCTHM JOKYMEHTOB».HopMaTuBHO-MeTOAMUECKHE U
TEOPETUYECKHE OCHOBBI MPOBEACHUS IKCHEPTU3bl. [IpHHIMIIBI U KPUTEPUH SKCHIEPTU3BI
LEHHOCTH JOKYMEHTOB B JICJIONPOU3BO/ICTBE.

[IpaBuia ¢opmMupoBaHus 1€ U BKIIOYEHUS B HUX JOKYMEHTOB Pa3JIMYHBIX BUIOB.
[TpuHLIMTIIBI cCCTEMATH3alUN TOKYMEHTOB BHYTPH JIEII.

[IpaBoBoe u MeTogUYecKoe oOOecreueHne OpraHu3alldyd OIMEpPaTUBHOIO XpaHEHHS
ToKyMeHTOB B Poccuiickoit @enepanuu.

Wudopmanus u ee posib B yIpaBIeHUH.

Lenu, 3anaun U GyHKUUU MHOOPMAITMOHHOTO 00ECTICYCHHUS YIIPABICHHS B OpraHU3aLINH.
Knaccudukanms nadopmanyu B ”HGOPMAITMOHHOM 00ECTICUCHUH YITPABICHUSI.

OOmrast ~ XapakTepHUCTHKAa  3aKOHOJATEIbHOMN 0a3bl nH(pOpPMAITMOHHOTO u
JOKYMEHTAIMOHHOT0 o0OecrieueHus ynpasieHus B Poccuiickoit dexepanun.
WNudopmanronHas HHPPaCTPyKTypa OpraHU3aIUH.

[ToHsiTHE «3JIEKTPOHHOTO TOKYMEHTa». [I[pu3Haku 1 CBOMCTBA 3JIEKTPOHHOTO JOKYMEHTA
[IpaBuiia oOMeHa JOKyMEHTaMH B 3JIEKTPOHHOM BH/IE.

HOpunndeckn 3HAUMMBIA BJIEKTPOHHBIM JOKYMEHTOO0O0pOT. DenepanbHblii 3akoH «O0
AIEKTPOHHOU MOIIKUCH».

COOTHOIIICHWE  TMOHATHH  «IOKYMEHT»,  «JOKYMEHTHPOBAaHHAs  HH(pOPMAIUI»,
«3JIEKTPOHHBIN JOKYMEHT».

NudopmannoHHbIE MEHEKMEHT KaK METOJOJOTHs HH()OPMAIIMOHHOTO 00eCcredYeHUs
yIIpaBICHHUS.

OcHOBHbIE  HampaBi€HUs] M  METOAbl  TOCTPOCHHUS  COBPEMEHHOW  CHCTEMBbI
nH(}pOpMaAIMOHHOTO 00eCIIeYeHUs YIPaBIICHHUSI.

Mertoauka  pa3pabOTKM W BHEAPEHHS WH(POPMALMOHHBIX CHUCTEM 3JIEKTPOHHOTO

JIOKyMEHTO000pOTA.
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91. UadopmanrionHoe obecriedeHrue pabdoyux MECT Pa3IMYHBIX KAaTeTOPHH COTPYIHHKOB
OpTraHHU3aIIH.

92.Pa3Butne uHpopManuoHHOTO obOmectBa B Poccuiickoir @eneparun.  Ctparterus
pa3BuTusa nHpopmarmonHoro odiiecTBa B Poccuiickoit deneparuu Ha 2017-2030 romasr.

93. Enunas cuctema kiiaccupuKaii TEXHUKO-DKOHOMHYECKOM M COIMaibHON nHpOopMaIuu
B Poccuiickoit @enepanuu.

94. Metonuka BbIOOpa aBTOMATU3UPOBAHHBIX CHUCTEM YIpaBieHUS HHPOpMaIed wu
JTIOKYMEHTaIUEH.

95. CucremMaru3aiusi aBTOMAaTH3WPOBAHHBIX CHCTEM yIpaBlieHHs uWHMopMmaruen u
JOKYMEHTALAEH.

96. OcHOBHBIE METO/IbI TOCTPOEHUS KiIacCU(PHUKATOPOB U Koauposanus TOCH.

97. KnaccudukaTopbl TEXHUKO-3KOHOMHYECKOW U coruanbHoi uHpopmaruu (TOCH) un ux
MeCTO B HH()OPMAITMOHHOM OOCCTICUCHUH YITPABICHUS.

98. Ananu3 denepanbHoro 3akoHa «O0 uHpoOpManuu, UHOOPMAITMOHHBIX TEXHOJOTHSIX U O
3amuTe HHPOpMAIUU» (C MOCICTHUMU H3MEHEHUSIMU U IOTIOJTHEHHSIMH).

99. Ilporpamma "lludpoBas skoHomuka Poccuiickoii ®denepanuu” 00 wHOOPMAIMOHHOM
obecreueHnn yrpaBicHHsI.

100. O030p HaIMOHANBHBIX CTAHAAPTOB, MPHUMEHSAEMBIX B pa3pabOTKe  CHCTEM

UH(POPMALIMOHHOTO 00eCIeUeHHs YIPaBICHUSI.

101. BryTpenHsis v BHEeIHsIsI HHGOPMAIIMOHHAS Cpela OpraHUu3aIlHH.

102. MeToarka OIEHKH aBTOMAaTH3WPOBAHHBIX CHUCTEM YIpaBlieHUs WHPOpMAIHEH H
JIOKYMEHTALAEH.

103. [onstus «uHpOpMALHST», «IOKYMEHT» W «UH(GOPMAIIMOHHBIE TEXHOJIOTHUN.

Knaccudukanms nHGOpMaIMOHHBIX TEXHOJIOTHIA.
104. HopwmatuBHas 6a3a, periaMeHTHPYIOIIasi TPOIeCChl BHEAPEHUS M UCIIOIH30BAHUS

I/IH(bOpMaI_II/IOHHI:IX TEXHOJIOTHH B AOKYMCHTAIIlMOHHOM obecrnieueHnun YIIpaBJICHUA.

105. CoBpeMeHHBIE OTKPHITHIE (POpMaThI NIeKTPOHHBIX JoKkyMeHTOB (ODF, OOXML).
106. [IpoGnemMbl 1 MEpCIIEKTUBBI BHEAPESHUSI SJIEKTPOHHOTO JOKYMEHTO000pOTAa.
107. TexcroBele  ¢GopMaThl  JIEKTPOHHBIX  JIOKYMEHTOB,  HCIOJb3yeMble B

JAOKYMCHTAITUOHHOM obecrieyeHnu YIIpaBJICHUA.

108. Hanpasnenus pa3Butus HHPOPMALUOHHBIX TexHONOTUH B JJOY.

109. Cuctema «Lotus-Notes»: Ha3HauUeHHE, pealu3yeMbIe 3a/1auyu JOKYMEHTO00O0pOTa,
apXUTEKTypa.

110. Lenu u 3a1a41 BHEAPEHUS HIEKTPOHHOTO JOKYMEHTO00O0POTa B OpraHu3aIUsX.

111. OnexTpoHHbI oduc. bazoBble MHYOPMAIMOHHBIE TEXHOJOTMH, HCIIOJIB3YyeMbIe

Ipu €ro CO3aaHNU.
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112. CucreMsbl 31EKTPOHHOTO JOKyMeHTooOopoTa komnanuu «HMuTep-Tpact»: cocTas,
Ha3zHaueHHe, pealn3yeMble 3a/1a4H.

113. YTrpo3bl HHPOPMAITMOHHOHN 6e30MacHOCTH. [IpUHITUIIBI, METOIBI M TEXHOJIOTUH UX
MPEIOTBPALICHHS B 3JIEKTPOHHOM JIOKYMEHTOO0OpOTE.

114. Pazpabotkn kommanum «OnektpoHHele Oducueie Cucremsr» B chepe
AIIEKTPOHHOT'O IOKyMEHTO000pOTA.

115. KnroueBble MH(pOpPMALMOHHBIE TEXHOJIOTMH B JOKYMEHTOOOOpPOTE: Ha3HAYCHHE,
MECTO, POJIb.

116. NudopManinoHHO-CTIpaBOYHBIE  CHCTEMBl M TPaBOBbIe  0a3bl  JTaHHBIX,
ucnonb3yemsle B Poccuiickon denepanuu.

117. TexHonorust 6a3 JaHHBIX B 3JEKTPOHHOM JOKYMEHTOOOOPOTE: Ha3HA4YCHHE,
coJiep;kaHue, MecTo.

118. Knaccudukamms aBTOMAaTU3UPOBAHHBIX CUCTEM JIOKYMEHTAIlHOHHOTO
o0ecrieyeHus yrpaBiieHUsI.

119. Kputepun onenku u Boidopa GpupM-pazpabOTYHKOB MPOTrPaMMHBIX MPOIYKTOB B
chepe TOKYMEHTAIMOHHOTO 00ECTICUCHHS YIIPABICHHUS.

120. 3akoHOmaTenbHas  0asza, perjJaMeHTHUPYIOIIash TPOLECCHl  BHEAPCHHS W
UCTIONIb30BaHUs MH(GOPMAIMOHHBIX TEXHOJOTHA B JOKYMEHTAI[MOHHOM OO0ECIeueHUN
yIIpaBICHHUS.

121. TexHONOTUsI  «KJIMEHT-CEpBEP» B  MOCTPOCHUU  CHCTEMBI  AJIEKTPOHHOTO

JOKYMEHTO000pOTa OpraHu3aIlHy.

122. CereBble TEXHOJIOTHU B OPraHU3AIMH PaOOTHI C TOKYMEHTAMHU.

123. CocraB u (QyHKIHOHATBHBIE BO3MOXHOCTH Microsoft Office, ucmonbp3yembie B
JOV.

124. OcHOBHBIE BHJIBI U PAa3HOBUIHOCTH (HOPMATOB, MCIOJB3yeMbIe B IJICKTPOHHOM
JIOKYMEHTO000pOTE.

125. Cucrema <«E1 EB¢par»: cocraB, Ha3zHaueHHe, pealu3yeMble 3a7auu
JTIOKYMEHTO000POTA.

126. AHanM3 peIHKa KOMITBIOTEPHBIX WH(DOpMaAIMOHHBIX TexHoJorui JJOY.

127. Pazpabotkn kommanuum «lC»: cocTaB, Ha3Hau€HHE, pealu3yeMble 3aJlauu
JTIOKYMEHTO000pOTA.

128. Cuctema ¢enepalbHBIX OPraHOB MCIIOJHUTEIBLHON BIaCTH CcOBpeMeHHOW Poccum:

OpraHU3alMOHHO-NIPaBOBbIE  (POPMBI, (YHKIIMM, YHUCIECHHOCTb. AKTHI (enepaabHbIX

OpTraHoOB HWCIOJHUTEIbHOM BIACTH U HX O(bI/II_II/IaJIBHBIe U3gaHus.
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129. OdenepansHoe  cobpanme  Poccumiickoit ~ ®exepanmu:  MPaBOBOM  CTaTyc,
KOMIIETEHIIMS], IPUHUMAEMbIE aKThI.

130. ApOuTpaxkable CyIbl U X MECTO B cyneOHO# cucreme PD: HOpMaTHBHO-TIIpaBOBas
0a3a, KOMIIETCHIIHS, CHCTEMA, TOPSA0K (OPMHUPOBaHUsI. AKTBI apOUTPAKHBIX CYIOB.
131. BepxoBubiii Cyn P® B nHauane 2010-x T0om0B: HOpMaTHUBHO-TIpaBoBas 0Oa3a,
KOMIIETEHIIHS, MOpsAIOK  (hOPMHUPOBAHMS, OPTaHU3AMMOHHOE YCTPOHCTBO. AKTHBI

Bepxosnoro Cyna P®.

132. Konctutynmmonnsii  Cyn  Poccuiickoit  @epepainuu:  MpPaBOBOM  CTaTyc,
KOMIETEHIIUSI, TMOPAI0K (GOPMUPOBAHUA U OpraHM3aI[MOHHOE YCTPONCTBO Ha
coBpeMeHHOM 3tane. Aktel Koncturynuonsnoro Cyna PO.

133. CrnenctBennbiii komuter Poccuiickoit dexepanuu: HOpMATHBHO-TIpaBoBas 0asa,
KOMIIETEHIIMs, CHCTEMa OpraHoB, CTPyKTypa. OCOOEHHOCTH TMOJIOXKEHHS B CHUCTEME
OpraHOB rOCY/IapCTBEHHON BIIACTH.

134. Opranuzanus 3aKOHOJATENbHON BiacTu B cyObekTe Poccuiickoit denepanuu (Ha
KOHKPETHOM IIPUMEPE).

135. Cuernas Ilamara ®enepanpbHoro CoOpanumsi P®: mpaBoBoii cTaTyc, MOPSIOK
dbopMupOBaHUs, OPraHU3AIMOHHOE YCTPOHUCTBO, POPMBI U METO/IbI I€ATEIHHOCTU. AKTHI
CuerHnoit nanatsl PO.

136. OobmectBennas Ilanata P®: npuHumnel GopMUpoBaHUs, KOMIIETEHIHS, MOPSAIOK
peanu3anu MoJHOMOYM. MecTo B CHCTEME TOCyAapCTBEHHBIX OopraHoB Poccuiickoii
denepanuu.

137. Opranuzanus UCHOTHUTENBHON BiIacTH cyObekTa Poccuiickoit @enepanuu (Ha
KOHKPETHOM IIPUMEPE).

138. CoBer besomacnoctu Poccuiickoit ®Denepanuu: HOpPMAaTHBHO-TIpaBoBas 0a3a,
KOMIIETEHIIMSI, OCHOBHBIE TEHJEHIMU OpPraHU3allMOHHON SBOJIOIMH, COBpPEMEHHAas
CTPYKTypa ammapara. MecTo B CHCTEME TrOCyIapCTBEHHBbIX opraHoB. AkTel CoBera
bezonacuoctu.

139. I'ocynapctBennsiii CoBer P®: mpennochulku U 1eNIb CO3[aHUsA, COCTaB, (OPMBI
paboThl U METOJbl peanu3aliy MOJTHOMOYM. MecTo B rocylapCTBEHHOM MEXaHU3Me
Poccuiickoit ®enepanuu.

140. HNucturyr npesugentcrsa PO.

141. CoBer ®eneparmuun  DepepansHoro CoOpaHusi: KOHCTUTYIIMOHHBIM — CTaTyc,
3BOJIIONMS MEXaHHW3Ma (POPMUPOBAHHUSA, OPraHU3alMOHHOE YCTPOMCTBO HA COBPEMEHHOM
srane. Aktel CoBera Denepanui.

142. Anvunuctpauust [lpesunenta P®D: komneTeHus, COBpPEMEHHasi CTPYKTYypa.

MecTo B cucteme rocyjapCTBEHHbBIX OpPraHOB.



39
143. [IpaBuTETHCTBO Poccutickoit denepanuu: KOHCTUTYIIUOHHBIN CTaTyc,
HOPMAaTUBHO-TIPaBOBas 0a3a, MOPAIOK (HOPMHUPOBAHMS, OPTaHU3AIMOHHOE yCTPOKCTBO.

Axrtsl [IpaBurensctBa PO.

144. Opranm3anusi TOCYJapCTBEHHOW BIacTM B pecnyOiaumkax B cocrtaBe PD, ee
O0COOEHHOCTH.
145. I'ocynapctBennas Jlyma ®enepanbaoro codpanusi PO: KOHCTUTYIMOHHBIHN cTaTyc,

nopsoK (OPMHUPOBAHHSI BO BTOPOM JAeCITHICTHM XX B., CTPYKTypa, OpraHH3aIs
pabotsl. Akt ['ocynapctBerHoi Jymbr PO.

146. Opranm3anusi TOCYIapCTBEHHOM BJIacTH B Kpasx, o0OJacTsAx, Tropojaax
dbenepanpHOrO 3HaUeHUS PD.

147. Opransl [Ipoxypatypsl Poccuiickoit ®denepaunu Bo BTopoM necsatunernn XXI B.:
IIPaBOBOM CTAaTyC, KOMIIETEHIUS, CUCTEMa IPOKYPOPCKUX OpPraHoOB, 0011asi CTPYKTypa.
148. [Ipesunent Poccuiickoii @eaepanuu: KOHCTUTYLIMOHHBIA CTaTyc, MOPSIOK
u30paHusi, OCHOBHBIC IIOJTHOMOYMS M OCOOCHHOCTH WX pealu3allii  BO BTOPOM

necstunetun XXI B. Axtol [Ipe3unenra.

149. TepputopuanbHbie OpraHbl (QeAepaabHBIX OPraHOB HWCIOTHUTEIBHOW BIIACTH:
oOmasi xapakTepUCTUKAa M MOPSJIOK B3aWMOJACWUCTBUS C OpraHaMu TrOCyJapCTBEHHOM
BJ1acTH cyObekToB PO.

150. OO0mass  xapakrepucTuka cyneOHOU cuctembl Poccuiickoit ~ ®Denepanuu.
CyIoycTpoiCTBO U CYyAOTPOU3BOJICTBO.

151. Cuctema (denepaipbHBIX CYIOB 00IIEH OPUCAMKIIMA: HOPMAaTHBHO-TIpaBOBas 0as3a,
OCHOBHBIE 3B€HbBSI, CTPYKTYpa, MPOOIEMBbI OPTaHU3AINH U JeATSIbHOCTH.

152. Cynel cyobexToB Poccuiickoit @eneparuu. O01ast XxapakTeprucTHKA.

153. CrangapTu3zands  OCHOBHBIX  JOKYMEHTOBEAYECKMX  TEpMHUHOB.  [loHsTHA
«O(UIUANTBHBIA TOKYyMEHT», «IOKYMEHT», «IOKYMEHTHpPOBaHHas WH(MOpMaLUsi» B
CTaHJapTax U HOPMATUBHBIX IIPaBOBBIX akTax Pd.

154. OOmiass CTpyKTypa M HaIpaBJICHHUS JEATEILHOCTH OCHOBHBIX OPraHoB II0
cranmaptu3ainuu B PO.

155. CranpapTu3anys OCHOBHBIX apXMBOBEIUYECKUX TEPMHUHOB. [lOHATHS «apXMBHBIN
JOKYMEHT»,  «apXuB»,  «apXUBHBIH  (OHI»,  «IOKYMEHTaIbHbIH  (QOHI» B

tepmuHosiornyeckux 'OCTax u HOpMaTUBHO-TIPAaBOBBIX akTax Pd.

156. Cranpgaptel ctpad CHI' mo ynpaBiieHHIO TOKyMEHTalMe (Ha IpuMepe KOHKPETHOM
CTpaHBbI).
157. CoBpemeHHas cucTeMa CTaHIapTU3alUK YIIpaBiIeHus JoKyMeHTauuen B PO.

158. HopmaruBHO-ipaBoBO€ 0OecrieueHre cranaapTusanuu B PO.
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159. OO6m1as xapakTepucTUKa CTaHIapTOB, MpuMeHsieMbIX B cepe [JOVY.
160. NCO: ucropust coznanus, CTpyKTypa U HalpaBJIeHUs AEATEIbHOCTH.
161. Cranpaptsl, peryaupyromue padoTy ¢ JOKYMEHTaMU Ha MAalIMHHBIX HOCHUTEIISX.

Uctopus co3ganus v aHaIu3.

162. CoBpeMeHHbIe CTaHAapThl, TpuMeHsieMble B cepe JJOVY.

163. EBponeiickasg opraHusanus 10 CTaHAAPTHU3ALUU: UCTOpPUS CO3LAaHUS, CTPYKTYpa,
HANPaBIICHUsI  JIEATEIBHOCTH,  pa3pa0OTaHHBIE  JOKYMEHTBHl IO  yNPaBICHHIO
JTIOKYMEHTaIUEH.

164. HanunonanpHble CTaHAAPTBl — AHAJIOTH MEXIYHAPOJIHBIX CTaHIAPTOB MO
YIPaBICHUIO JOKYMEHTaMHU.

165. OteuecTBeHHBIE OOIIECTBEHHbIE OpPTraHM3alMHM, Y4YacTBYIOIIME B pa3paboTkKe

HAI[MOHAJIBHBIX CTAHJAPTOB HA YIpaBJIeHUE TOKYMEHTAMU U UX pa3paboTKu.

166. CranpapTu3anus TEPMUHOJIOTUN TEXHOTPOHHBIX apXUBOB U JIOKYMEHTOB.

167. OO1m1ast XxapaKTepUCTHKA CTaHAapPTOB B 00JIACTH apXUBHOTO JIejIa.

168. OcHOBHBIE MEXTYHAPOIHbIE OPraHU3ALUU 110 CTAHAAPTU3ALUU U UX POJIb.

169. OCHOBHBIE 3Tanbl Pa3BUTHUS MEXKIYHAPOAHOM CTaHAAPTU3AIMU  YIPABJICHUSA
JTIOKYMEHTaIUEH.

170. 3HaueHue u poib cranaapruzanuu JOY B PO.

171. OcHOBHBIE Talbl Pa3BUTHA cTaHaapTu3auu chepsl JOY.

172. MDOK: ucropusi co3nanusi, CTpyKTypa 1 HalpaBJICHUS JEATEIbHOCTH.

173. CoBpemeHnnbie cranaaptsl MOK, mpuMeHsieMble B yIpaBI€HUH JOKYMEHTAIIUEH.

174. Crerudukanms Moreq: UCTOpHUS U LIEb CO3AaHUS, YT UCTIOIb30BAHUSI.

175. OO01m1ast XxapaKTepUCTHKA CTAaHAAPTOB Ha HAYYHO-TEXHUUYECKYIO JJOKYMEHTALHUIO.

176. Cucrema cTaHgapTU3alyy yIpaBiieHUs: JokyMeHTanue B crpanax CHI': ucropus

CO3/aHMSI, OpTaHU3aI[MOHHAs CTPYKTypa, HAMpaBICHUS AEATEIbHOCTH, HOPMATHUBHbBIE
JOKYMEHTBI, TpoeKThl. (CTpaH 1o BIOOPY CTYJIEHTA).

177. MexnyHapoaHble  OOIIECTBEHHBIE  OpraHW3anuu, pabotamomue B cdepe
CTaHIapTHU3ALNHI yIpaBJICHUS JTIOKYMEHTaIuen (Accommanus YOPaBIIAIOIIUX
JOKYMEHTalluel u aIMUHHUCTPATOpOB, MEXIyHApOAHBIM TPECT MO YIPABICHUIO
JOKYMEHTAIeH) 1 UX pa3padOoTKH.

178. Be3omnacHOCTb )KU3HENEATETBHOCTH B )KM3HU COBPEMEHHOTO OOIIIECTBA.

179. OCHOBHBIE TEPMHHBI IO BOINpOcaM O€30MacCHOCTH KHU3HENCATEIILHOCTH |
Ype3BbIYANHBIM CUTYAIHSIM.

180. OcHoBHBIE KJIacCH(PMKAIMOHHBIE TIPH3HAKN YPE3BBIUAMHBIX CUTYaIIUH.

181. UpesBbIyaliHble CUTYaLlUU TEXHOTCHHOT'O IIPOUCX 0K ICHHS: TPYIIIIBI U BUBIL.
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182. OtpaBiisioniye BEUIECTBA, MYyTH NPOHUKHOBEHUS M BO3JCHCTBUS HAa YETOBEKA,

NPU3HAKU [TOPAKECHHSL.

183. 3amura OT COBPEMEHHBIX OTPABIISIOIINX BEIIECTB.

184. CoBpemMeHHbIC IPUOOPHI 17151 BEISIBICHUST XUMUYECKOTO 3apayKECHUSI.

185. AcenTuka 1 aHTHCEIITHKA.

186. [lepBast moMo1b IPU paHEHUSX.

187. [lepBas momoms npu ymubax, pacTsHKEHUSX, BBIBUXAX.

188. [lepBas moMonIb MpU OKOTAX.

189. Buapl momoiu npu 4pe3BbIYAHBIX CUTYAIUAX.

190. ®usnueckass KylabTypa M CIHOPT KakK CpPEACTBO COXpPAaHEHUs U YKPEIUICHUS

300pPpOBbsI  CTYACHTOB, HUX (I)I/IBI/I‘ICCKOI‘O U CIIOPTUBHOI'O COBCPIICHCTBOBAHM.

191. [Ipodunaktruka mpodeccnoHaIbHBIX 3a00J€BaHUN W TpaBMaTH3Ma CPEJCTBAMHU
(GU3uUECKOil KyIbTYpHI.
192. [IpupoaHbie M TUrHEHUYECKHH (PaKTOPBI KaK CPelCcTBA (PU3NUECKOr0 BOCIHMTAHUS U

MCETOAUKA NX IPUMCHCHU.

193. OCHOBBI peryJIMpoOBaHMs Beca Tea.
194. CaMOKOHTPOJIb (PU3NYECKOr0 Pa3BUTHUS U (PYHKIIMOHATIBHOTO COCTOSTHUS OpraHU3Ma.
195. Pabotocriocobnocts.  YToMienue.  BoccraHoBieHwe — paboTOCIOCOOHOCTH.

2.2.3. MeTtoguyeckue MaTepuaJbl, ONpeAe/somye Npoueaypbl OeHUBaHUS

['ocymapcTBeHHBINM 3K3aMEH MPOBOJIUTCA B NMHUCBMEHHOW (opMe B KOHKPETHYIO JaTy U3
nepuo/ia, yKa3aHHOTO B yUeOHOM IIJIaHEe COOTBETCTBYIOIIETO HAIpPaBJICHUs OATOTOBKH OakaiaBpHara.
l'ocynapcTBeHHBI 5K3aMeH OOBIYHO HAuMHAETCSs C YTpa M €ro OTKpPbIBaeT MpejcenaTeb
['ocynapcTBeHHOM SK3aMEHAIMOHHOW KoMuccuu B mpucyrcTtBuM wieHoB ['DK u cexperaps ['OK.
[Tocne sToro mpencenarenb WM CEKpeTapb MOAPOOHO OOBACHSAIOT y4YallUMCS MOPSAIOK MPOBEICHUS
roCyJapCTBEHHOTO 3K3aMEHa, BKJIIOYAs M MOPSIO0K 3aMOJHEHHS CHICIIMAIbHOTO OJIaHKa.

Cekperaps ' DK paznaer ydammmcs crieliuaibHble OJIaHKH, BKIIOYAIOIIUE TIepeueHb BOIPOCOB
KOHKPETHOIo OWjIeTa Mo rocyAapcTBEHHOMY SK3aMeHY U OTAeNbHbIe OJaHKU ISl HAallMCaHUsI OTBETOB,
B KOTOpbIX yKasbiBatoTca PUMO cryneHTa, Jata MpoBENEHUS TOCYAApCTBEHHOTO SK3aMeHa, HOMEp
ounera, HoMep ¥ GOPMYIHPOBKA BOMPOCca. 3ayCKaeTCsi BpeMsi FOCyIapCTBEHHOTO IK3aMeHa.

[Tocne 3aBepiieHNs OTBETa Ha BOIPOC 3K3aMEHYEMBIH JOJKEH OCTaBUTh COOCTBEHHOPYUHYIO

IIOANHMCHh B KOHIC KAaXXA0TI'0 JIMCTa OTBETA.
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2.2. YueOHO-MeTOAMYeCcKOe U HH(pOpMannOHHOE o0ecnieYeHre roCy1apCTBEHHOI0
IK3aMeHa
PexomenayemMble HCTOUHMKH U JIUTepaTypa

HUcTounuku

®denepanbHblii KOHCTUTYIIMOHHBIM 3akoH oOT 25 nekabps 2000 r. Ne 2-®K3 «O
Tl'ocynapctBennom repbe Poccuiickoit @enepanuu» // [DnexTponssiid pecypc]. — M., 2019. —
Pexxum noctyna: http://www.consultant.ru/document/cons_doc_LAW_29674/.

O®enepanpubiii 3akoH PO ot  27.07.2006 1. Nel49-®3 «O6 wuHbOpMarmwy,
WH()OPMAITMOHHBIX TEXHOJOTUAX M O 3ammuTe uHpopManuu» // [IaeKTpoHHBIA pecypc]. — M.,
2019. — Pexum gocryna: http://www.consultant.ru/document/cons_doc_LAW_61798/.

@enepanbubiii 3akoH or  06.04.2011 Ne 63-®3 “O6 osnekrponHoit mnommucu” //
[DnexTpoHHBII pecypcl. - M., 2019. - Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_112701/.

®enepanpbublii 3ak0H 0T 01.06.2005 No53-D3 «O rocynapcTBeHHOM si3bike Poccuiickoit
O®enepauun» // [OnexTpoHHbli  pecype]. - M., 2019. - Pexum pocryna:
http://www.consultant.ru/document/cons_doc_LLAW_53749/.

®enepanpubiii 3akoH 0T 22.10.2004 No 125-®3 «O6 apxuBHOM jaene B Poccuiickoit
O®enepauun»  // [OnextpoHHbli  pecype]. - M., 2019. - Pexum pocryna:
https://base.garant.ru/12137300/.

@enepanbubiii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiike paccMOTpeHHs 0OpaIeHuit
rpaxkaan Poccuiickoit ®enepanuu»// [Dnexkrponnsiii pecypc]. — M., 2019. — Pexxum noctymna:
https://base.garant.ru/12146661/

[TocranoBnenue IlpaBurensctBa PO ot 15.06.2009 Ne 477 «O0 yrBepxknenuun [IpaBun
JIeNIOTIPOU3BO/ICTBa B (peiepalbHBIX OpraHax HCHOJHUTENIbHON BiacTu»// [DIEKTpOHHBIN
pecypcl. - M., 2019. - Pexum JOCTyTa:
http://www.consultant.ru/document/cons_doc_LLAW_88695/.

MeTtoauyeckue pekOMEHAAlMU MO Pa3paboTKe MHCTPYKIHMM MO JeIONPOM3BOACTBY B
(denepanbHBIX OpraHax HCIOJHUTEIBHOW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnexkrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLHUSA 110 JAeTONPOU3BOACTBY B TOCYAAPCTBEHHBIX OpraHU3ausiX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onextponssiii pecypc]. — M., 2019. Pexum
nocryna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

I'OCT P 7.0.97-2016. HamumonanwHbiii ctangapt Poccuiickoit ®enepamuu. Cucrtema

CTaHJapTOB MO HuHpOpMaluu, OHUOIMOTEYHOMY U U3JATENbCKOMY neny. OpraHu3allOHHO-
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pacropsianTeNbHas ToKyMeHTanus. TpeboBanus K opopMICHUIO JOKYMEHTOB // [ DIEeKTPOHHBII
pecypc]. — M., 2019. Pexxum noctyma: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTannapToB 1o uHbopMauuu, OHOIMOTEUHOMY U
W3/1aTeNIbCKOMY JieNy. YTpaBiieHue aokymeHtamu. OOmiue TtpeOoBaHusA. // [DIEKTpOHHBIN
pecypcl]. - M., 2019. Pexum JocTyna:
http://www.consultant.ru/document/cons_doc_LLAW_135548/.

I'OCT P 7.0.8-2013 [lenonpon3BOACTBO U apXUBHOE €710. TepMHUHBI U ONPEAEICHUS .-
[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.

Jlureparypa

AranmsnioB B.I1. ba3sel manueix : YueOHuk: B 2 xumrax. - 1. - Mocksa ; Mocksa :
N3patensckuii JJom "@OPYM" : OOO "Hayuno-uznarensckuii nentp MHOPA-M", 2018. - 271
c. - ISBN 9785819907139. http://znanium.com/go.php?id=929256.

ApxunoBa T.I'., Maneiuesa E.II.  CoBpemeHHas opraHmsainus I'OCyJapCTBEHHBIX
yupexaeHui Poccun. Yuebuuk. M3a. 2-e, ucnp. u gom. - M.: PITY, 2007.

beikoBa T.A. JlokymeHTanmoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e u3a. nepepad. u
JIO1I. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JOCTyma:
http://znanium.com/go.php?id=942800/

bo6suieBa M.I1. HekoTopsie 0COOEHHOCTH COBPEMEHHOTO JOKyMEHTO0000poTa // BecTHUK
PITY. 2015. Ne2. [Onekrtponssii pecypc]. — M., 2019. - Pexum pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

brikoBa T.A. O HekoTOpBIX TpobIeMax cdepsl yIpaBieHHs JOKyMeHTaMu B Poccuiickoit
®enepauun // Bectauk PITY. 2014. No2. [DOnektponnsiii pecypce]. — M., 2019. — Pexum
nocryna: https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=40.

I'moroBa C.A. BO3HUKHOBEHHWE M TEHJIEHUUH pa3BUTH  paCHOPSAUTEIBLHOU
nokymeHTauuu B Poccum B nopeBomtonnoHHwlii niepuon // Bectnuk PITY. 2014. No2.
[D51eKTpOHHBIN pecypcl]. - M., 2019. - Pexum JOCTyTIA:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=70.

EBnoxumoBa JI.M. DnekTpoHHBIM IOKyMEHTOOOOpOT M obecreueHue Oe30macHOCTH
CTaHJapTHBIMU cpefcTBaMu windows : YdeOHoe mocodbwme. - 1. - MockBa ; MockBa : OOO
"KYPC" : OOO "Hayuno-uzparenbckuii nentp HMHOPA-M", 2018. - 296 c. - ISBN
9785906923240.http://znanium.com/go.php?1d=939786
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NudopmanimonHbie TEXHONIOTUU yrpaBieHus : yueOuuk / b.B. YUepHukoB. — 2-e u3n.,
nepepad. u gon. — M. : UJ[ «POPYM» : UH®PA-M, 2017. — 368 c. — (Bnicmiee
oOpa3zoBanmue). - Pexxum goctyma: http://znanium.com/catalog/product/545268

Kucenes, I'. M. MHdopmaiimoHHble TEXHOJIOTHH B DJKOHOMHKE U YIPAaBICHUH
(@dpdextuBnas padora B MS Office 2007) [DnekTponHsIii pecypc] : Yuebnoe mocodbue / I'. M.
Kucenes, P. B. boukosa, B. UI. Cadonos. - M.: Uznatenscko-Toprosasi kopnopanus "J{amkos u
Ke",  2013. - 272 c. - ISBN 978-5-394-01755-1. - Pexum pocryma:
http://znanium.com/catalog/product/415083

Kykapuna FO.M. CoBpeMeHHbIE OpraHM3allMOHHBIE U PErJIaMEHTHBIE JOKYMEHTHI:
¢dbyskun u pazaoBugHocty // Bectauk PITY. 2016. No2. [Dnekrponsnsiit pecype]. — M., 2019. —
Pexxum JOCTyTa: https://www.rsuh.ru/upload/iintb/files_iintb/Vestnik-
RGGU/Vestnik_daizi%202(4)-16.pdf.

Kyxapuna KO.M. CocTtaB ya0oCTOBEpEHHSI TIOKYMEHTAa: OT MPOILIOr0 K HACTOSIIEMY H
Oynymemy// Bectauk PITY. 2014. Ne2. [Onekrponnsiit pecypc]. — M., 2019. — Pexum nocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik-2_14.pdf#page=128

Kynses H.H. UadopmarmoHHbie TEXHOJOTMM B JOKYMEHTAIMOHHOM OOCCIICYCHHH
yIOpaBJICHUS W apXuBHOM jnene : yueOHnuk s By3oB / H.H. Kynses, T.B. Konnpamona, E.B.
TepentseBa, A.I'. @abpudHOB ; o o6l pen.a.ro.H., npod. H.H. Kynsesa. - M.: Jloroc, 2017. -
408 c. - (HoBas crymenueckas Oubnuoreka) - ISBN 978-5-98704-786-6. - Pexxum moctyma:
http://znanium.com/catalog/product/1015021

Jlapua M.B. Undopmanmonnoe obecniedeHue ympasiaeHus : yueOHoe nmocodue / M. B.
Jlapun ; [M-Bo oOpa3zoBanust u Hayku Poc. @eneparnuun, @enep. roc. OwKeTHOE 00pa3oBart.
yupexaeHue Beicil. oOpa3oBanusi "Poc. roc. rymanuTtapuelii yH-T"]. - Mocksa: PITY, 2018. —
278 c.

Opranu3zallioOHHOE MPOEKTUPOBAHUE: pEOpraHU3alisl, PEHHKUHUPUHT, TapMOHU3ALHNS :
yue6. mocobue / C.A. Jlouan, J.LM. Ansoutep, ®@.3. Cemenona, J[.C. IletpocsH ; nox pexn. J.C.
[Terpocsna. — M. : UHOPA-M, 2018. — 196 c. — (Bricmiee obpazoBanue: Marucrparypa). —
www.dx.doi.org/10.12737/19670. - Pexum JIOCTYyTIA:
http://znanium.com/catalog/product/969592

OCHOBBI IOCTPOEHUSI AaBTOMATU3UPOBAHHBIX MH(POPMAIIMOHHBIX cucTeM: YueOHuK / B.A.
I'Bo3peBa, U.10O. JlaBpentbea. - M.: Ul ®OPYM: HUIL Uudpa-M, 2013. - 320 c.: un.; 60x90
1/16. - (IlpodeccuonanbHoe obpazoBanue). (mepemner) ISBN 978-5-8199-0315-5 - Pexum
nocryna: http://znanium.com/catalog/product/392285
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3. Pexomenanuu no noaroroske u opopmiaenno BKP

3.1. O6mue TpedGoBaHus K coaep:kanuio u opopmienno BKP

3.1.1. OGmue TpedoBanus k BKP.

Broimycknas — kBanudukanmoHHas — paboTa  MpencTaBiseT  co00il  BBIOJIHEHHYIO
oOyuaromumcsi padoTy, JAEMOHCTPUPYIOLIYI0 YpOBEHb MOATOTOBICHHOCTH BBIMTYCKHUKA K
CaMOCTOSATEIIbHON PO ECCHOHAITBHON JIEATETLHOCTH.

Brimycknas kBanugukanuoHHas paboTa siBisgercss (OpMON rocy1apcTBEHHONW UTOTOBOM
aTTecTalliy JIHI], 3aBEPINAONIUX OCBOSHHE MpOrpaMMbl OakalaBpuaTa IO HAMPaBICHUIO
noarotoBku 46.03.02 «/lokymeHTOBEICHUE U apXHUBOBEICHHE.

BrimmyckHas kBanudukanronHas padoTa HarpaBjieHa Ha:

- CHUCTeMaTHu3aIio, 0000IIeHNe, 3aKPEIJICHHE U PACIIMPEHUE TEOPETHUECKUX 3HAHUHN U
MIPAKTUIECKUX HABBIKOB;

- BBIAIBJIEHUE CIOCOOHOCTH NMPUMEHSAThH MOJYyYEHHbIC 3HAHUS MPHU PEIICHUH KOHKPETHBIX
HAy4YHBIX U MPAKTUYECKUX 3a/1a4;

- pa3BUTHE HABBHIKOB BEJCHUS CaMOCTOSATEIbHOW paboThl M OBJAaJEHHE METOJIUKOM
HAYYHOT'O MCCIICJOBAHUS;

- BBISBJICHME YMEHHs JenaTb O00O0OIIeHus, BBIBOJABI, pa3padaThiBaTh MPAKTHUYECKHE
PEKOMEHIalliY B UCCIIeyeMOol o0nacTu;

- NPHOOpETeHHE OMbITa NPEJCTABICHUA W MYOJMYHON 3allUThl PE3yJbTaTOB CBOCH
NesTeIbHOCTH;

- OIEHKY Cc(GOPMHUPOBAHHOCTH KOMIIETEHIMI BBIMYCKHHMKAa B COOTBETCTBUU C
TpeOOBaHUSIMU OOpPa30BATEIILHOTO CTaHIApTa IO HaIpaBlIeHUIO MOATOTOBKH 46.03.02
«JlOKyMEHTOBEICHHE H APXUBOBEICHHE» .

Ha (akynbreTre MOKyMEHTOBEOCHHMS M TEXHOTPOHHBIX apXHMBOB IPEIyCMOTpEHA
MOJATOTOBKA BBIMYCKHON KBaM(UKAIMOHHOW pabOTHI ABYX THUIIOB:

- IPAaKTUKO-OPUEHTUPOBAHHAS;

- TEOpeTUYeCcKasl.

[Ipaktuxo-opuentupoBanHas BKP mpezncrasisier co0oif OpraHM3allMOHHBIN IPOEKT,
OCHOBAHHBIN Ha MPAKTUYECKOU JEATEILHOCTH BBITYCKHUKA B KOHKPETHOW OpraHu3anuu (BHE
3aBUCHMOCTH OT €€ OpraHU3aIMOHHO-TIPaBOBON (GopMbl U (HOpPMBI COOCTBEHHOCTH), IICIIBIO

KOTOpPOTO  SIBIIIeTCST ~ M3ydyeHHe  (AKTUYEeCKOM  IMOCTAaHOBKM  MH(OPMALMOHHO-

? Monosxerue «O BBITYCKHOM KBATH(HKALHOHHOI paboTe» yTBepsKIeHHOE prKazoMm Pexropa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru



46

JOKYMEHTAIMOHHOTO 00ECIIEUeHHs yIPaBICHHS B 3TOH OPraHU3alluU U NPEITIOKEHHE ITyTer
€r0 COBEPIICHCTBOBAHUSI.

Teopernueckas paboTa MOXET OBITh MOCBSIICHA 000 TeMe IO HAMpaBICHUSIM
MOJITOTOBKH (paKkynbTeTa M WMEET MEeNbI0 IPOBEICHHE HWCTOPHOTPAPHUECKOTO WIIH
WMCTOYHUKOBEAUECKOTO aHAIM3a TEOPETHYECKOW WM MPAKTUYECKOH MpOOJIeMBbl H

COBPEMEHHOI'0 COCTOSIHUS €€ U3yUYEHUs, IPEIIOKECHUE IIyTEH €€ PEILICHUS.

3.1.2 Bei0op Tembl BKP u npukpensienue k kageape.

TemaTrka BBITYCKHBIX KBAM(PUKAIIMOHHBIX pabOT pa3pabdaTbiBaeTcs KoM u3 Kadeap
dakynpTeTa TOKYMEHTOBEICHUS M TEXHOTPOHHBIX ApXHBOB C y4ETOM HAYYHBIX HHTEPECOB
COOTBETCTBYIOLIEH Kadeapbl M OOy4yaromMXCs, a TaKKe B COOTBETCTBUH C MPOQWIIMU
MOATOTOBKU HampaBiieHuss moarotoBku 46.03.02 «/lokymeHTOBeCHUE W apXUBOBEIACHUE.
[lepeyeHr TeM BBIMYCKHBIX KBaJU(DUKAIMOHHBIX pabOT OOYYAIOMIMXCS — €XKETOTHO
oOHoBIsieTcs U yTBepxknaeTcss CoBeToM (akyiabTeTa JOKYMEHTOBEICHHUS UM TEXHOTPOHHBIX
apxuBoB. [IpuMepHas TeMaTHKa BBIMTYCKHBIX KBAIU(DHUKAIIMOHHBIX pabOT BHIBEIIMBACTCS HA
carite ®/I[uTA PITY (www.fdta.ru).

BrinmyckHHK JOKEH BBIOpAaTh TEMY BBITYCKHOM KBaTu(UKALUOHHONW paboThl U3 MEepeUHs
TUIIOBBIX T€M, pa3paboTaHHbBIX Ha cooTBeTcTBYIOIEH Kadenpe ®/IuTA, He mozaHee, yem 3a
6 MecsIIeB 710 AaThl Hayaja rocy1apCTBEHHON UTOTOBOM aTTeCTAlUU.

[lo mnucbMeHHOMY 3asBIeHHIO oOOydwaromierocss kadeapa MOXKET MPeIOCTaBUTh
oOy4aromemMycsi BO3MOKHOCTh TOATOTOBKM U 3alllUThl BBIMYCKHOM KBalIH(PHUKAIIMOHHOMN
paboThI MO TeMe, MPEATOKEHHON caMUM 00ydJaroUMMCcsS U He COOTBETCTBYIOIEH THIIOBOMY
nepevHio TeM. Takoe penieHre MOKeT ObITh MPUHSTO B CIIydae MPU3HAHUS 1€JIecO00pa3HbIM
pazpaboTaTh JaHHYIO TeMy [JIsl TPAKTHUYECKOrOo MPUMEHEHHS B COOTBETCTBYIOLIECH
MpoECCHOHAIBHON  JIEATETLHOCTH WM Ha KOHKPETHOM OOBEKTE MPOQeCCHOHATBHON
nesTenbHOCTH . [IpH 9TOM BBIOpAaHHAS TeMa JOJDKHA COOTBETCTBOBATH MPOQHITIO MOATOTOBKH
00y4aromerocss ¥ HampaBJICHHOCTH HAYYHOH M y4eOHOH NesTeTbHOCTH COOTBETCTBYIOILEH
Kadeapsl.

[locne BbIOOpPa TeMbl BBIMYCKHMK OOs3aH COIJIacoBaThb €€ CO CBOMM Hay4YHBIM
PYKOBOJIUTENIEM M  TPUKPENUThCA K  BbIOpaHHOW Kadeape TyTeM  HamucaHUs
COOTBETCTBYIOILIETO 3asBICHUS.  3asdBJICHUE IIOJIEKUT PACCMOTPEHUIO Ha 3acelaHuM
Kadenpsl, a TeMa yTBEPKAECHUIO MPOTOKOJIOM. Brinncka U3 nmporokosa 3aceqanus kadeapsl
COJIEP’KUT CBEACHHUS:

- ®UO crynenra;

3 Monosxenne «O BBITYCKHON KBaIM(MUKALHOHHOI paGoTe» yTBEp IeHHOE mprkasoM Pexropa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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- ¢popma ero oOyueHus;

- tema BKP;

-®UO, yueHas CTeNeHb U 3BaHME HAyYHOT'O PYKOBOJIUTEIS;

- ®UO, yuyeHas cTenieHb U 3BaHUE PEIIEH3EHTA (-OB).

Brimucka 3 mpoTokoia mpejacTaBiseTcsl B JeKaHaT (akylbTeTa JTOKYMEHTOBEICHUS U
TEXHOTPOHHBIX apXUBOB JIJIsl TIOJTOTOBKU MPOEKTa COOTBETCTBYIOMIEro mpukasa. [Ipuka3 oo
YTBEPXKACHHH TEMbl M HA3HAYCHUHM HAYYHOTO PYKOBOJIUTENS JODKEH OBITh MOANMUCAH
pexktopom PITY (umm mpopekropom mo ydeOHou pabore PITY) He mo3gnee, uem 3a 6

Mecs1eB 10 a4 3amuTtel BKP.

3.1.3. Haznayenue Hay4yHoro pykosoaurtesss BKP u pa6ora ¢ Hum

B cnydae, korma BBIMYCKHUK HE MOXET ompeaenuTbes ¢ TemMoit BKP wmnm BeiOOpoM
HAyYHOTO PYKOBOJUTENS, OH B COOTBETCTBUU C BBIOpaHHBIM MpoduieM MOATOTOBKU
npukperuisiercss K Kadeape ¢akynpTera, Ha KOTOpPOH eMy Ha3HadaeTcs Hay4dHBIN
pykoBoauTens U npeiaraercs tema BKP. JlanpHelimast npoueaypa yTBEpKAEHUS TEMbI U
CPOKHU M3JaHUs MPUKa3a aHAJIOTMYHBI m.2.1.

HayuHblif pykoBoIUTENb JOTKEH COBMECTHO C OaKalaBpOM COCTaBUTH IJIaH pabOThl HaJ
BKP, B KOTOpOM 4ETKO ONPEEIIAIOTCS:

- 1ienb U 3agaun BKP,

- ctpyktypa BKP,

- KpYI ICTOYHHUKOB U JINTEPATYPHI 110 TEME;

- cpoku npezactasnenuss BKP u aransr paboTsl HaI TEMOI.

B teuenue Bcero nepuoga noarorosku BKP HayuHbII pyKOBOANTENb TOIKEH OKa3bIBaTh
METOJIMYECKYI0 MMOMOIIb OakalaBpy IO HANUCaHWIO JaHHOW  paldoThl  MMyTeM
KOHCYNIbTHUPOBaHMS U TIpoBepku npoekta BKP. B Tom ciydae, korna 6akanaBp yKJIOHSETCS
OoT BbIMONHEHHs pabor mo Hanucanuio BKP, wHayusslii pykoBoautens 00s3aH
npouHGopMHpPOBaTH 00 3TOM 3aBenyromiero kKadeapoil U PYKOBOJACTBO (haKyIbTeTa.
Hayunplii pykoBOauTENh JODKEH MNPOMH(GOPMUPOBATH 3aBeaylomero kKadeapod u
PYKOBOJCTBO (aKyJnbTeTa O MOTEPE CBSA3H C BBHITYCKHUKOM UM 00 OTCYTCTBHHM KOHTaKTOB C
HUM, YTO HE IO3BOJISIET €My OKa3blBaTb COOTBETCTBYIOILYI0 METOAMYECKYIO IOMOILb B
nporuecce noAroToBku npoekra BKP.

[TpomexxyTounsiM UTOTOM padoThl crynaeHTa Haa BKP sBnsercs mpencraBieHune ee Ha
npen3aluTy Ha 3acenaHuu kadeapbl (axkyiabTeTa JOKYMEHTOBEIEHHUS M TEXHOTPOHHBIX

ApXUBOB, 34 KOTOpOﬁ 3aKPCIUICH CTY/ICHT.

3.1.4. Ipouenypa Hanucanus BKP
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Otanbl Hanmcanusi BKP BappupytoTcsi B 3aBUCHMOCTH OT BBIOPAaHHOM TEMBI, a TaKKe
3HaHUH, HABBIKOB M KBaju@uKanuii OakanaBpa. IIpu 3ToM cymecTByeT psili 00s3aTelnbHbBIX
stanoB 1o Hanucanuio BKP:

- ydacthe B paspaborke TutaHa padotel Haxm BKP (coBmecTHO ¢ HaydHBIM
PYKOBOJIUTEIIEM);

- pa3paboTKa CTPYKTYpbl pabOThI (COBMECTHO C HAYYHBIM PYKOBOJIUTEIIEM);

- cOop M aHaU3 MaTepuana 1mo TeMe UCCICIOBAHUS;

- U3y4YeHHE UCTOUYHUKOB U JIUTEPATYpPHI IO TEME HCCIEAOBAHNUS;

- HaIllMCaHUE TEKCTa U PaCKPHITHE TEMbI HCCIIEI0BAHNUS;

- IPEJICTAaBIECHUE MOJIYYEHHBIX PE3YJIbTATOB HAYYHOMY PYKOBOJMTEIIO;

- IOATOTOBKA OKOHYaTeabHOro Bapuanta BKP;

- npenctasnenue BKP Ha kadeapy mams npoxoxaeHus mpea3aliuThl;

- opopmierre BKP 1o ycTaHOBICHHBIM MpaBHIIaM;

- TMOJy4YyeHUWE OT3bIBa HAy4YHOro pykoBoauTens u mnpexacrasienue BKP  Ha
peLEeH3UPOBAHHUE;

- TIOJly4YeHHUE OT3bIBa PELICH3EHTa, €r0 U3yUYeHUE U MOJArOTOBKA OTBETa HA IMOJIyUYEHHBIE
sameuanus no BKP;

- MOJITOTOBKA BBICTYIUICHHS U TIpe3eHTamu (paxkyiapratuBHO) Ha 3ammte BKP.

3.1.5. Ilpouenypa mnpea3amiuThl BbIMYCKHOW KBAJIH(PUKANUOHHON padoThl Ha
Kadeape.

Lenp mpoBeaeHus: mpea3aliuTbl — onpeaeneHue creneHu roroBHoctd BKP u momoms B
€€ 3aBepIIEHUH, a TAK)Ke MOATOTOBKA BBIMTYCKHMKA K 3ammute BKP.

[Ipencrasnenne BKP Ha npenzamuty Ha kadeape JOMKHO OCYIIECTBISATHCS HE MO3IHEE
yeM 3a 1 Mmecsity 10 ycraHoBieHHOU aathl 3ammThl BKP. Ha aToMm stame Ha kadeape gomxHa
POBOIUTHCA TepBasi npoBepka Ha aHTumaruat BKP (o6vem 3amMcrBOBanwmii). B ciydae
BBISIBJICHHUSI BBICOKOM CTENEHUM HEKOppekTHOro 3amMcrBoBaHus (cBeimie 30%) BKP
BO3BpalllaeTcs Ha 10padOTKy U K MPEI3alUTe HE JOMYyCKaeTCsl.

Ha npepzamure AO0MKHO MPUCYTCTBOBaTH HE MeHee 2/3 OT IITaTHOTO YHCIIa
npernoaaBareneil kadeapsl, BKIIOYAs 3aBeAYIOMIET0 Kadenpoil, HaAyYHOTO PYKOBOIUTEIS
BKP u penenzenra BKP.

B ciiyuae oTcyTcTBHS HaydHOTO pykoBoauTensa cooTBercTByromei BKP Ha npenzaniure
M0 YBAXUTENbHBIM IMPUUYMHAM OH JOJDKEH 3apaHee B YCTHON WM NHUCbMEHHOW (opme
MpeIoCTaBUTh MHGOPMAIUIO 3aBeAyionieMy kadenapoit o cremenu roToBHOCTH BKP k
3alIUTe, aTKyalbHOCTH M MPOpadOTaHHOCTH OTHENbHBIX uacTeit BKP, a Takke nath

XapaKTEpUCTHKY paboThI OakanaBpa B mpolecce MoAroToBku npoexkra BKP.
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ITo nToram npen3amuThl BBITYCKHBIX KBATM(PHUKALMOHHBIX padOT Ha 3acelaHuM Kadeapbl
COCTaBIISICTCSI TPOTOKOJ 3acefaHus KadeIpbl, BBITUCKA W3 KOTOPOTO IPEICTAaBISETCS B
nexaHar ¢axkyiabTeTa. Brimucka 1omkHa coaepxkarh B ce0e claeyromue CBeIeHHs:

- ®UO cryneHra,

- popMmy ero oOydeHwus,

- TouHyt0 (hopmynupoBKy Tembl BKP (Bo3MOXkHO ee yrouHeHue),

- creneHb rotroBHoctd BKP (monHBIM WM YCIOBHBIM AONYCK — A0 HCIPaBICHUS
3aMCUYaHHui ),

-®OUO, y4eHyIo CTeNeHb U 3BAHUE HAYYHOTO PYKOBOIUTEIA,

- ®UO, yueHyro cTeneHb ¥ 3BaHUE PELIEH3EHTA (-0B).

B cnyuae ycnemmnoit npenzamutel BKP Ha 3aceqanuu kadenpsl CTyqeHT AOMyCKaeTcs K
3aluTe U MpuUcTynaeT Kk opopmieHuto ceoeit BKP u mpencraBiennio ee Ha 0T36IB HAYYHOMY
PYKOBOJIUTENI0O W Ha pPELEH3UpPOBAHUWE HA3HAYEHHOMY BHYTpPEHHeMY (KadeapalbHOMY)

pCLICH3CHTY.

3.1.6.TpedoBanus K cTpykType u 00bemy BKP

CtpyKTypa BBIITYCKHON KBaJIU(PUKAIMOHHON pabOTHl JODKHA BKJIOYaTh B ceOsl ceMb
OCHOBHBIX 31eMeHTOB. K ux YUCITY OTHOCHUTCAH: THTy.HBHBIﬁ JIMCT, OI'JIaBJICHHUEC, BBCIACHUC,
OCHOBHA 4aCThb, 3aKJIFOYCHUC, CTIMCOK UCTOYHUKOB U JINTCPATYPhI, IPHUIIOKCHUA.

KonnuecTtBo riaB MOKET BapbUpOBaThCA B 3aBUCUMOCTH OT TEMbl M METOJOB
uccienoBanus, npuMeHseMbix B BKP, HO ux 1o/mkHO OBITH HE MEHBIIIE 2-X.

Obvem BKP nomxen ObiTh He MeHee 60 u He 6omee 90 cTpanul] Tekcta 0e3 yuera o0bema
CIIMCKa UCITOJb30BAHHBIX UCTOYHUKOB U JINTCPATYPHI, @ TAKIKC HpHHOX(CHHﬁ.

- BBEJICHUE HE MEHEE 5 CTP.

- tiaBsl 15-30 ctp.

- 3aKJIIOYEHHE HE MEHEee 3 CTp.

CymiecTBeHHOE TIpeBBIICHHE oObeMa BiIMAeT Ha wuToroByto omenky BKP, T.k.
JEMOHCTPUpPYET HEYMEHHE aBTOopa OTHENSATh TJaBHOE OT BTOPOCTENEHHOTo, JHO0O
CBUJIETENBCTBYET O CJIUIIKOM IIUPOKOW MOCTAHOBKE 3a/1a4 MCCIIEI0BAHUS, HE COOTBETCTBYIOIIEH

BKP ypoBHs OakanaBpuara.

3.1.7. TpeooBanus k opopmiennto BKP
BKP nomxHa ObITH OpopmIleHA CTPOro B COOTBETCTBHM C YCTAaHOBJICHHBIMU MpaBUIIAMHU.
HaumenoBanusa Bcex opraHmauHﬁ, YKa3aHHbIX Ha THUTYJBHOM JIMCTC, OOJIKHBI 6BITB

aktyansHbIMH. BKP, opopmieHHble He Mo mpaBuiiam, K 3aluTe He TOITYCKaOTCs.
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Tekct BBINYCKHOM KBanM(UKALMOHHOM paboOThl JOJKEH ObITh TMPEACTaBIEH JUIs
pELIEH3UPOBAaHUS U 3aIIUTHl B MeyaTHOM Buzae ¢ mpudprtom odopmiieHuss Times New Roman
(oObrunbif). Ileyats ocymiecTBisieTcs Ha OfHOM cropoHe nucta popmata A4. PexoMmeHTyemblit
pasmep mpudT MPEACTABICHUS OCHOBHOTO TeKCTa — 14 TT, MOJACTPOYHBIX CCBIIOK KO BCEH
pabote — 10 nT. Pexomenayemoe pa3aesieHne Mexay CTPOKaMH TEKCTa COCTABJISET MOTYyTOPHBINA
uHTepBail. [lons: BepxHee u HuxHee — 25 mm; aeBoe — 30 mm; mpasoe -10 mm. OtcTyn ab3ana
JOJIKEeH OBITH paBeH 1, 25 cM.

Hymepauuss nmucroB B BKP ckBo3Has, pacmnonaraercs BBEpXY MOCEpPEAUHE JIACTA.
[Ipunoxenust ABASAOTCS OTIENbHBIM pasnesnoM BKP, ux nymepamus otaenseTcs oT OCHOBHOTO
conepxanuss BKP u HaunHaeTcs ¢ nepBoil CTpaHULIbIL.

Kaxnas ctpykTypHas 4acTb paOOThI: OrJIaBI€HUE, BBEJCHHE, TJIaBbl U T.II. HAUWHAIOTCS C
HOBOW CTpaHULBI. Pa3nesnsl BHyTpH I1aB HAa HOBYIO CTPAaHHUILY HE IEPEHOCSTCS.

Odopmiienne paOOThl HaYMHAETCSl C THUTYJIBHOIO JMCTA, Ha KOTOPOM YKa3bIBalOTCA
Ha3Banue yupenutens PITY (MunucrepctBa Hayku M BbIcIIero oOpasoBanusi Poccuiickoii
Oeneparun), nonHoe HazBanue PITY ¢ ykazaHuem ero opraHM3allMOHHO-TIPABOBOH (HOPMBI
(penepanpHOE TOCYZApPCTBEHHOE OIOKETHOE OOpa30BaTEIbHOE YYPEKICHUE BBICIIETO
oOpa3zoBanus) u ero abopesuanuu (PI'BOY BO «PI'TY»), Ha3BaHWe MHCTUTYTA, (haKyabTeTa U
Kadeapsl ¢axyabTeTa, SBISAIOMICHCS BBIMyCKAIOMeH Ui AaHHOW paboThl. Jlajee MONHOCTBIO
yKa3bIBAIOTCS (haMHIIUS, UMSI M OTYECTBO aBTOpa padOoThI; MOJIHOE Ha3BaHUE PabOThI, TUM PabOThHI
(BeITyckHast KBanupUKAIMOHHAs paboTta), Kypc, ¢popMa OOydeHHS CTYACHTA, HAIpaBJICHUE U
HaIlpaBJIEHHOCTb MOJArOTOBKH, a TAaKXKe MECTO (FrOpoJ) U IoJl 3aBEpILIEHUs IOArOTOBKHA paboThI K
3aluTe.

Ha otnensHoM nucte oopmisieTcs oriaBieHue K padore. B HEM ykas3bIBaloTCsl Ha3BaHUS
yactell paOoThl (BBEJAEHME, HOMEpa M Ha3BaHMs IJIaB pabOThl, 3aKJIIOYEHHE, CIHUCOK
WCIIOJB30BaHHBIX HMCTOYHUKOB M JINTEPATYphl, NpuiaokeHus). CrpaBa HaANpOTHUB Ha3BaHWU
yacTeil paboThl yKa3bIBaIOTCS HOMEpa CTPaHMIL, ¢ KOTOPBIX JaHHbIe YacTu HaunHatoTcs. Homepa
KOHEYHBIX CTPAHUI] yacTeil paboThl HE YKa3bIBAIOTCS.

['maBbl ¥ maparpagsl HyMepyroTca apaOCKUMM LIU(PpPaMU U JOJKHBl UMETh KOHKPETHBIE
3aroJIOBKH, OTpakaroliue ux coaepkanue. Hazpanue kaxaoro CTpykTypHOTO 3JIeMEHTa paboThl,
BKJIIOYAs Ha3BaHUS TIJIaB OCHOBHOW dacTH paboThl, HabupaeTcs 3arjiaBHbIMH OyKBamH,

BBIJICJIICTCS JKUPHBIM MIPU(PTOM U BHIPABHUBACTCA MO EHTPY CTPOKH WJIIH IO LIHMPHUHE.

3.1.8. TpedoBanus k conepxkanuto BKP
SA3pik u ctune BKP 1omKHBI COOTBETCTBOBATH TPAMMATHUECKUM M CTHIMCTUYECKUM
HOpMaM pYyCCKOTro s3blka. B paboTe pomkHa OBITH UCHONBb30BaHA MpodeccroHaIbHAS

TCPMHHOJIOTUSA U HaquBIﬁ CTWIb U3JIOKCHUS MaTCpUaa.
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Oco0oe BHMMaHHE CIEIyeT YAETUTh MHPOPMAIMOHHO-CTPYKTYPHBIM KadecTBaM TEKCTa.
Texct BKP npomxkeH OBITh IIETOCTHBIM M JIOTMYHO BBICTPOCHHBIM, HW3JI0KEHUE Marepuaia
JOJDKHO OBITh JIOCTYIIHBIM UM SICHBIM. MHOTOYHCIIEHHBIE TIOBTOPBI COJEpIKAHUS TEKCTa,
UCIIONIB30BaHUE IMUPOKUX TepeuncieHnid B Tekcte BKP 0e3 mocnemyromero anamusa u
BbIICTICHHUS CIeUU(UKH H3Yy4aeMOro OO0bEeKTa HCCIEeIOBaHUS 3aMETHO CHIKAeT YpPOBEHb
CaMOCTOSITENILHOCTH M3J10keHMs TekcTa BKP u nmoguepkuBaoT HU3KU ypOBEHb aHAJIMTUYECKUX
HaBBIKOB y 0aKaIaBpOB.

[TepBoit 00s3aTeNbHONM YacCThIO PaOOTHI, CBHJETEILCTBYIOMICH O KBATM(PUKAIIMOHHBIX
KayecTBaxX paboThl, SBJISETCS BBEIECHHUE, KOTOPOE HMMEET YETKO pErIaMeHTHPOBAHHYIO U
JIOTMYECKH OOOCHOBAaHHYIO CTPYKTypy. B Hauane BBeIeHHs pacKpbIBaeTCs aKTyaJbHOCTb
u30paHHON aBTOpPOM paboThl TeMbl. OHA OMKHA OBITH C PacKpbITa C HAYYHO-TEOPETHUECKOM
(uHOpMaIOHHAS ¥ COLMOKYIbTYpHAsl 3HAUUMOCTh TEMbI pabOThl; METOAMYECKAs 3HAYUMOCTD
HCCJIEI0BATEIbCKOW TTPOOJIEMBbI, BELIOPAHHON aBTOPOM PabOThI) U MPAKTHUYECKOW TOUKH 3PCHHS
(HOBM3HA JTOKYMEHTAJBHOW M WHOW AMIMPHUECKONW 0a3bl pabOThl, BO3MOXXHOCTb BHEAPECHHS
pe3yJIbTaTOB HCCIENOBAaHUS B IPAKTUYECKYIO JESITEIBHOCTh OpraHM3allMi, HCIOJIb30BAaHUE
Pe3yNbTaToOB HCCIEAOBAHUS B COOTBETCTBYIONIEH MpodeccrnoHalbHOM 00J1acTH AeATeIbHOCTH U
T.I1.).

Jlanee BO BBEIEHUHM PACKPHIBACTCA CTENEHb M3YYEHHOCTH TeMbl paloThl, KOTOpas
OTIpeNeNsieTCsl Ha OCHOBAHHUU MPOBEACHHOTO AaBTOPOM pabOTHl HMCCIEAOBAHUS HMEIOIIEHCs
JUTEPATyphI 10 TeMe (MoHOorpaduii U ONMyOJIMKOBAaHHBIX HAyUHBIX cTarei). O030p IuTepaTyphl
JOJKEH OBITh CTPYKTYpUPOBaH IO MPOOJIEMHO-TEMAaTHYECKOMY WM XPOHOJIOTMYECKO-
TEMaTUYECKOMY IPHUHLMIY — HAlpHUMEp, IO HAMpaBICHUSAM H3Y4YEHHS JOKYMEHTALIMOHHOTO
oOecrieueHHsT yMOpaBlIeHUS W €ro WH()OPMANMOHHO-TEXHOJIOTHYECKOTO OOeCnedeHus, II0
TeMaTUKe ¥ BHAOBOM crnenuduke KUHOGDOTOPOHOJOKYMEHTOB, HAYYHO-TEXHUYECKOH |
SKOHOMMYECKON JOKyMEHTAallMM, [0 XPOHOJIOTMYECKUM JTalmaM HCTOpUorpadudeckoro
U3y4eHHs BHIOPAHHOI aBTOPOM HAyYHOH TEMBI UCCIICAOBAHUS U T.IL.).

Hcxons u3 creneHW HM3YYEHHOCTH TEMbl BBITYCKHON KBaJU(HUKAIIMOHHONH pabOThI BO
BBEJICHUU BBIIEISAIOTCS U OTIENbHO 0003HAYalOTCSl HOBHM3HA M MpPAKTUYECKash 3HAYUMOCTH
HNPEANPUHATOrO0 HcciaeAoBaHus. [X omnpeneneHue MNOMHKHO HANpsMyH CIIEOBaTh U3
IPOBEIEHHOr0 0030pa UMEIOLIEHCS TUTEPATYPHI IO TEME.

[Tocne ompeneneHus: HOBU3HBI M MPAKTUYECKOH 3HAYMMOCTH pabOTHI MOCIIEIOBATEIBHO
OTpeAeNsoTCa 1IeNb, 33Ja4d, OOBEKT, MPEAMET M XpOHOJOrMdyeckue pamku padotsl. llens
JOJI’KHA COOTBETCTBOBAThH 3asIBIIEHHOM Teme paboThl, a 3aJaud JOJIKHBI OTpakaThb COAEpKaHUE
OCHOBHBIX pa3ziesioB paboTbl. POPMYIMPOBKH LEIH W 337ad JOJDKHBI MMETh aHATUTHUYECKYIO

HAIPaBIEHHOCTD — T.€. «UCCIIEIOBATH», «[IPOAHATH3UPOBATE», «BBISIBUTH», «OOOOIIUTE».
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@DopMyIUpPOBKH O0BEKTa M IPEAMETa HCCIEIOBAaHUS OMNPEAEISAIOTCS B COOTBETCTBUU C
NPaKTUYECKON HAIIPABICHHOCTHIO pabOTHI.

JUist BBIITYCKHBIX pabOT MO MpobieMaTuKe JOKYMEHTAMOHHOTO 00eCTIeUeHUs YIIPaBICHUS
B KauecTBe 00BEKTA M3Y4YEHUs BBICTYIAET caMa OpraHU3alus, a B KauecTBe MpeMeTa U3yUeHHUsI
— TIOKyMEHTALlMOHHOE o0OecrieueHue yrpaBiieHus 3Toi opranuzanuu. Ilpu stom, o0s3aTeNnbHBIM
BJIEMEHTOM paboThl  SBISETCA IMpeUIoKeHue TmyTed coBepuieHcTBoBanus JIOY  rtak
TPaJUIIMOHHBIM ITYTEM, TaK M C IPUBJICUCHHUEM HOBBIX MH()OPMAIIMOHHBIX TEXHOJOTHH, BKIIIOYAs
CO/I.

B BBINyCKHBIX KBaIM(UKALMOHHBIX paboTax, rae OOBEKTOM MCCIIEOBAHUS BBICTYHAET
rOCYJapCTBEHHBII OpraH, OOIIECTBEHHOE OOBEIMHEHHE, KOMMEpUEeCcKas OpraHu3anus U T.II.
IPEIMETOM HUCCIIEIOBAHUS SBISETCS KOMIUIEKC HOPMATUBHBIX MPABOBBIX aKTOB IO KAKOMY-JIH00
acekry  ux  (yHKOUMOHUpoBaHMs.  Hampumep, — aAMUHHCTpaTUBHBIE  PEIrVIAMEHTBI
rOCYIapCTBEHHBIX OPraHOB, KaIpoBas NTOKYMEHTALMs IOCYAAPCTBEHHBIX CIYXKAIIHUX, KOMIUIEKC
JOKYMEHTOB I10 CO3JJaHHIO U PETHCTPALIUU OOIECTBEHHOT0 00BEANHEHHS U JIP.

Ecnu paGoTa HOCUT UCTOPUYECKUN XapaKTep, XPOHOJIOTHYECKNE PAMKH TEMBI BBHIITYCKHOM
KBAJTM(PHUKALIMOHHON pabOThl PEKOMEHIYeTCsl YKa3blBaTh KaK BO BBEACHUHU K paboTe, Tak U B
Ha3BaHWU JTaHHOH TeMbl. [Ipr 3TOM X 000CHOBaHHME UMEET 00s3aTEBHBIN XapaKkTep, 0003Havast
IPaHULbI U3Y4aEMOT0 C MIOMOIIBIO UCIOIb3YEMbIX JOKYMEHTOB IIEPUOAA, IEPUOJL IEATEIBHOCTH
M3y4aeMOil OpraHu3alud WM HUCCIEIYyEMOIO YUYpEXKIEHHUS, BPEMEHHBIE pPaMKH BHEAPEHUs
TEXHOJIOTUYECKUX IPOLIECCOB B cepe TOKYMEHTAIIMOHHOTO U HH(OPMALIMOHHOTO 00eCIeUeHMsI
YIIPaBJICHHUS.

3a ompeneneHueM LeNH, 3a7ad, OOBEKTa, MpeaIMeTa U XPOHOJOTMYECKUX TI'PaHHIL
BBIITYCKHON KBaTM(PUKAIMOHHOM pabOThI cIelyeT XapaKTepUCTUKA €€ HCTOYHUKOBOM 0a3bl.

B paboTax, MOCBSIIEHHBIX BOIPOCaM JOKYMEHTHUPOBAHMS IESITEIbHOCTH OpraHu3aluil U
YUPEKACHUN, JOKYMEHTAlMOHHONO M  HMH()OPMAIMOHHOrO  OO0ecledyeHus  ylnpaBlIeHus,
00s3aTeNIbHBIMA ~ TPYNIIAMU  UCTOYHHUKOB JUISI H3YYEHHUS M  XaAPAKTEPUCTUKH  SBISIOTCS
JNENCTBYIONME HOPMAaTUBHBIE NPABOBBIE AKThl, HOPMATUBHO-METOJUYECKHE JTOKYMEHTHI U — B
OONBIIMHCTBE pabOT — JIOKAJIbHBIE JOKYMEHTHI H3Yy4aeMbIX OpPraHM3alUN M Yy4YpexJIeHHUH
(3HaUUTEIbHAS X YACTh MOXKET ObITh HEOIMYOJIMKOBAHA).

3aKII0YNTEIbHAS YacTh BBEJICHHS ITOCBSIIEHA XapaKTePUCTUKE CTPYKTYpHI paboThl. B Heit
JIOJKHO OBITH 0OOCHOBAHO pas3fiefieHHe TEeKCTa IO IJIaBaM OCHOBHOW YacTH, KPaTKO OTPa)KEHO
coJiepKaHue TaB pabOThI, a TaK)Xe JOJDKHA OBITh OTpaxkeHa cBsI3b CTPYKTyphl BKP ¢ e€ nemnsio
Y 3aJJa4aMHU.

I'maBbl, mpeacTaBiICHHBIE B OCHOBHOM YacTH BBIMYCKHOW KBaJU(HUKAIIMOHHON paboTHl,

JOJDKHBI COOTBETCTBOBATH e€ 3asBIICHHBIM 3ajgadaM, OG’bGKTy U OpCAMETY U3YUCHUS.
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B gactHOCTH, B paboTax, MOCBSIIEHHBIX BOIIPOCAM U3y4eHHUsT KHHOPOTOPOHOJOKYMEHTOB,
TEJICBU3UOHHBIX MPOTPaMM H paauolepenad, SKOHOMHYECKOH U HayYHO-TEXHHUYECKOM
JOKYMEHTAIMH, B TJIaBaX pabOThI JOJKHBI OBITH MOCIEAOBATEIHHO PACKPHITHI MPOUCXOXKICHUE,
COCTaB, COJEpP)KaHHME M CTENEHb 3HAYMMOCTH JAHHBIX BUIOB JOKYMEHTOB KaK HMCTOPUYECKHUX
MCTOYHUKOB U (MJIM) 0OBEKTOB XpaHEHUS U MPAKTHYECKOTO UCIIOJIb30BAHUS.

B rnaBax BBITYCKHBIX KBATH(PUKAIMOHHBIX PA0OT, MOCBSAIIEHHBIX TOKYMEHTAIUOHHOMY U
UH(OPMAIIMOHHOMY OOECTICUEHHUIO YIPABICHUS, 00S3aTeNbHBIMA YaCTSMHU JOJKHBI SIBISTHCS:
ONKMCAHWE U XapaKTEepPUCTUKA OpraHU3aluu, SBIAIOMIENHCS OOBEKTOM H3Y4YEHHS; pPaCKpBITHE
peau3yeMbIX OPraHMW3alMOHHBIX M TEXHOJOTMYECKHUX MPOILECCOB paboThl € JOKYMEHTaMHU
OpTraHM3aIy, BKIIOYas aHAIIN3 JIOKAThbHOW HOPMAaTUBHOM 0a3bl, BUIOBOTO COCTaBa JOKYMEHTOB,
00BEMOB U 0COOEHHOCTEH TOKYMEHTOO0OpOTa, ONpe/ieJieHre 1 000CHOBAHUE PEKOMEHIAIIHIA TI0
coBepuieHcTBOoBaHM0 [JOY B n3yuaemoil opraHu3anuu.

Kaxxnmas rimaBa 00s3aTeNIbHO 3aBEpIIACTCS BBHIBOJAAMH, 0000MAOIMMMH €€ COoAep)KaHuEe B
CKaToOM ¥ MPHU 3TOM KOHKPETHOH (opme.

3aKiIoYeHre K  BBITYCKHOW  KBATM(UKAIMOHHOW pPabOTe pPACKphIBACT pEIICHUE
MOCTaBJICHHBIX B paboTe HCCIeA0BATENbCKUX 3aau. B HEM MOABOAATCS UTOTU U ONpPEAEIAIOTCS

MEePCIEKTUBHI JATbHEHIIICH pa3pab0oTKu N30paHHON TEMBI UCCIIECOBAHUSI.

3.1.9. IlpaBuia UUTHPOBAHHMA W OMOJHOrpaUYEcKOro ONHCAHUS HCTOYHHKOB,

HCNoJL30BaHHBIX B BKP

OO0s3aTeNbHBIM DJIEMEHTOM BCEX PAa3/IeTIOB BBITYCKHOW paOOTHI SBISETCS CIPABOYHBIN
anmapar, CoJep)Kalliil CChUIKM Ha U3YYCHHbIE HUCTOYHUKUM U JuTepatypy. Popmamu
CIPaBOYHOIO O(OPMIIEHUS TEKCTa SABJSIOTCSA CCHUIKM HA NMPUBOAUMBIE B TEKCTE PaOOTHI LIUTATHI
U3 TPUBICYEHHBIX JUIsI MCCIEIOBAaHUSA HCTOYHUKOB U JIMTEPATYPbl, a TaKKE€ OTCBHUIKA K
MCIIOJIb30BAHHBIM UCTOUYHUKAM U JIUTEPATYPE.

[utaTa npencraBisieT co0OW TOYHYIO, JOCIOBHO BOCIPOM3BEIACHHYIO BBIIEPKKY U3
KaKoro-ianbo Tekcta (HOpMAaTUBHOIO akTa, MyOnukanuu | T1.1.). [lurara ynotpebisiercs B Lemnsx
MOJITBEPK/ICHUSI MHEHHUSI aBTOPA U €0 apryMEHTOB, JIN0O B KaYeCTBE IMpUMepa MHOTO MHEHHUSI C
[ENbI0 €r0 OIMIMOHUPOBAHUS AaBTOPOM B CBOEM HcclenoBaHuu. llutata He MomxkHaA OBITH
Oomb110M 0 00beMy. bakanaBp 0KeH MOMHUTH, YTO 3JI0yNOTPEOIeHHE [TUTaTaMU BIIMSET Ha
OILICHKY paboThl W Ha MoOKa3aTenu Iuiaruata. J[OCIOBHOE UTUPOBAHUE PA3/ElOB MPABOBBIX U
HOPMAaTHBHBIX aKTOB, a TAK)KE METOANYECKUX JOKYMEHTOB HE JJOMYCKAETCSI.

[uTupoBaHUe HCIONB3yEeMOTO TEKCTa, He OOPMIICHHOE B TEKCTE C MOMOIIBI0 KaBBIUCK,
CHI)KAeT MOKa3aTellb CaMOCTOSTEIbHOCTH paboThl U €€ KBaTU(UKAIMOHHON OLIEHKH BILIOTH IO

BO3MOXHOCTH OTKa3a B €€ JOITYCKC K 3allUTC. I_II/ITI/IpyeMHﬁ MaTcpural 3aKII04YacTCsa B KaBbIYKH
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W TPUBOJUTCA B TOW K€ TpaMMaTHYeCKoW (opme, 4yTO W MEpBOUCTOYHHK. B ciydae, korma
[UTUPYETCST TOJNBKO YaCTh MpeayiokeHus (uiam (pasa), TO Tepe] HadalloM HCIOJIb30BAHUS
[IUTATHI, 3aKITIOYCHHON B KaBBIYKH, CTABAT OTTOYHE, a [IUTATy HAYMHAIOT CO CTPOYHOM OYKBEI.

[Tocne xaxa0ro NCMOJIb30BaHUS LUTAThl HEOOXOIUMO J1aBaTh MOJICTPOYHYIO CCHUIKY Ha €€
uctoyHuk. CaM HMCTOYHHMK IUTHUPOBAHUS JOJKEH OBbITh yKa3aH B CIHCKE HCTOYHHKOB U
JUTEpaTyphl C TPEeNBAPUTEIbHBIM OOOCHOBAaHHMEM BO BBEJCHMHM HEOOXOIUMOCTH €ro
UCTIOJIb30BaHUSI.

bubnuorpaduueckoe omnucaHWe HCMIOIb30BAHHBIX HCTOYHUKOB M JIUTEPATyphl
OCYIIIECTBIISICTCS] HA OCHOBAHUMU:

- T'OCT 7.80-2000. bubmmorpaduu. 3ammch. 3aronoBok. OOmme TpeOoBaHUS U
MpaBUJIa COCTABICHUSI.

- TOCT 2.82-2001 «Cucrema craHmapToB mo uH(opMmanuu, OHOIUOTECUHOMY H
u3narenbckoMy geny. bubmmorpaduueckas ccwuika. OOmme TpeOoOBaHMS W TIpaBUiIa
cocraBiieHus».- M.: Crangaptundopm, 2001

- TOCT 7.82-2001. bubGmuorpaduyeckas 3ammch. bubmmorpapuyeckoe ornucanue
3IEKTPOHHBIX pecypcoB. O0mIre TpeOoBaHUS U MpaBUjla COCTaBICHUS

- T'OCT 7.1-2003 «Cwucrema crtaHgapToB 1Mo HHPOpMANHMH, OUOIMOTCUHOMY H
u3garenabckoMy neny. bubnuorpadudeckas 3anuce. bubnmuorpaduueckoe onucanue. OOmme
TpeOOBaHUS U MpaBuia coctaBieHus». — M.:Ctarnnapruadopm, 2003

- TOCT P 7.0.5-2008 «Cucrtema ctaHaaptoB 1o uHbopmaiuu, OMOIUOTCUHOMY H
u3aarenbckoMy neny. bubnmorpaduueckas 3anuck. bubnmorpadudeckoe onucanue. O0me
TpeOOBaHUS U MpaBuia cocTaBieHus». - M.: Cranmaptundopm, 2008.

Bonee moxpo6HO mpumepsl oopmieHus OHOIMOrpagHUUECKUX CCBUIOK MPUBOIATCS Ha
crpanuue Hayuroii 6ubinoreku caiita PITY (pasgen — «CTyxeHTam»)".
[IpoBepka OpUTrHHANBHOCTH PAOOTHI OCYLIECTBIISIETCS UYEpe3 CUCTEMY «AHTHUIUIArHaT».

OpUrnHaIBHOCTH PabOThI JOJDKHA COCTABIATH HE MeHee 75 %.

3.1.10. TpeGoBanus k opopmieHuro npuioxennii k BKP

[IpunoxeHus K BBIMTYCKHOM KBaTHM(PHUKAIIMOHHON padoTe MOJKHBI OBITh PACIIONOKEHBI B
JOTUYECKOW IMOCIIe0BATEIbHOCTH MOCIE 3aBEPLICHUS CIHCKA MCIOIb30BAaHHBIX HCTOYHUKOB U
mutepatypel. CTpyKTypa NpPWIOKEHHH, HX COCTaB U COJEp)KaHHEe OOOCHOBBIBAIOTCS B
3aBepILAIOIIeH YaCcTH BBEJACHUS paOOThl B YaCTH, MOCBSIIEHHON OMMCAHUIO CTPYKTYPHI pabOTHI.

K HyMmMepyembIM B CIIONIHOM MOPSAKE C MOMOIIBIO apaOCKuX LU(p MPUIOKESHUSM TAIOTCS

* Mudopmarmonnsrii kommiexe PITY «Hayunas Gubmnorexa». OGopMIeHHe THCHMEHHBIX PaboT [DIeKTPOHHBIIT
pecype]. M., 2018. URL: http://.liber.rsuh.ru/ (nara oopamenus: 30.10.2018)
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3aroJIOBKU. TEeKCT MPUIIOKEHHUH TOJDKEH OBITh YETKMM M aKTYaJU3MPOBAHHBIM, UYTO ONPEICISICT
OIICHKY KadyecTBa UX OQOpMIICHUS OPHUIHATLHO YTBEPKICHHBIM perieH3eHToM U wieHamu ['OK.
B pabotax, mOCBSIIEHHBIX BOIPOCaM JTOKYMEHTHPOBAHUS M IOKYMEHTAIIHOHHOTO 00ECIIeUeHHS
VIOpaBJICHUS, CIEAYeT YACIITh 0C000€ 3HA4YeHHE TOYHOCTH (MPABUIBLHOCTH) OMOPMIICHHS
PEKBHU3UTOB K IMPHUJIAraéMbIM M, KaK MPaBUJIO, CAMOCTOSITEILHO COCTaBlI€HHbIM aBTOopamu BKP
MPOEKTaM JOKYMEHTOB.

OOOCHOBaHHOCTh ~TPHWJIOKEHUH JODKHA OBITh OTpakeHa Bo BBeneHuun BKP.
OnHOBpPEMEHHO C 3TUM JIOJDKHA OBITh yKa3aHa CTEMEHb YJYacTHs aBTOpa B CO3JaHWUU KaXKIOTO
u3 npuioxxeHui kK BKP.

[Tpunoxenus nomxHb ObITH poHyMepoBanbl (IIpunoxenue 1, Ipunoxenue 2 u T.1.) U
pPacroJIOKEHbl B COOTBETCTBUM C IOCIIEIOBATEIBHOCTHIO WX ynomMuHaHus B Tekcte BKP.
Pasmemenne B BKP mpuiokeHwmii, He ymOMHHAeMBIX B OCHOBHOM TEKCTE pPaOOThI, HE

JIOTTYCKaeTCsl.

3.1.11. TpeGoBaHHsI K COCTABJECHHI0 CIIHCKA HCTOYHHUKOB H JINTEPaTypsbl,

HcnoJan3oBanueIix B BKP

Crucok UCTOYHHMKOB M JUTepaTypbl opopmisiercss B cootBerctBuu ¢ ['OCT P 7.0.5-2008
«Cucrema craHgapToB 1o UHpOpMaUuu, OUOIMOTEYHOMY U  M3/ATEIBCKOMY  JIely.
bubnuorpaduueckas 3anuch. bubnuorpadpuueckoe onucanue. O0mue TpeOOBaHUS W TpPaBHIIA
COCTaBJICHHUA »5 .

CHucoK HCTOYHMKOB U JIUTEPaTypbl K BBIMYCKHBIM KBaJU(HUKAIIMOHHBIM paboTam
BKIIIOUaeT B ce0s cuemyrome pasnensl  «Mcrounukm», «Jlureparypa», «CrnpaBodHO-
UH(POPMALMOHHBIC U3JaHUs», «THTEpHET-PECYPChI».

B pa3mene HCTOYHHMKOB B KauyecTBE BBIAEISAEMBIX IOJPA3JEIOB  YKa3bIBAKOTCS
ONyOJIMKOBAaHHBIE WCTOYHHUKHM (K WX YHCIY MOTYT OTHOCHTHCS 3aKOHOJATENbHbIE U HHBIC
HOpPMATHBHBIE IPABOBBIE aKThl, METOAMYECKUE W3MAHUSA, JOKyMEHTalbHbIe MyOIMKaLny,
UCTOYHUKH  JIMYHOTO  IPOUCXOXKIECHUS,  OMYOJUKOBaHHbIE  JEJIONPOU3BOJACTBEHHBIE,
CTAaTUCTHUYECKUE JIOKYMEHThl W T.II.) M HEOMYyOJMKOBAHHbIE JOKYMEHTHl. BHyTpum naHHOTO
pa3zena CIHMCKa HMCTOYHMKOB M JIUTEPATyphl KaKIbld mMmonpaszznen (Hampumep, ¢enepaibHbe

3aKoHbI, TocTaHoBiIeHMs [IpaBurenscTBa Poccuiickoit @enepanuu U T.I1.) MOKET OTAEIATHCS OT

JIPYrOro TPEMS 3BE3109KAMH TI0 LEHTPY cTpoku (%),

> TOCT P 7.0.5-2008 «CucremMa CTaHZapToB M0 WHGMOPMALMH, OHOIMOTEYHOMY W H3IATCIBCKOMY JCIY.

bubnmorpadnyeckas 3amuck. bubnuorpaduueckoe omucanue. O6mue TpeOOBaHMS U MPABHUIIA COCTABICHUS» - M.:
Crangaptundopm, 2008
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K duncny HeonmyOJIMKOBAaHHBIX JIOKYMEHTOB, KakK IIPaBMJIO, OTHOCSTCS JIOKaJlbHbIE
HOPMAaTHBHBIEC JTOKYMEHTBI OPTaHU3AIMi, a TaK)Ke HE BBEJCHHbIC B HAYUYHbIH 000pOT apXHBHbIC
NOKyMeHTHI. [Ipy ykazaHuu JaHHBIX JOKYMEHTOB B CIIMCKE MCTOYHUKOB YKa3bIBAKOTCS IOJIHOE U
o(HuLMaNbHO NPUHATOE COKPALIEHHOE Ha3BaHUE apXUBa, B KOTOPOM OHM IIPEJCTABICHBI; HOMEpa
¢doHa, onMcH, Aena U UCIOJIb30BaHHbIX JMCTOB JJIs MMCbMEHHBIX TOKYMEHTOB; HOMEpa €INHHUIL
ydera U €IMHMI XpaHEHUs I PAa3IM4HbIX BUAOB ayJIMOBHU3YaJIbHBIX JTOKYMEHTOB. IIpu sTOom
JIOTIOJTHUTEIbHAS ~TPYNIIUPOBKA HCIOJBb30BAaHHBIX HCTOYHMKOB 1O BUAaM OOBIYHO He
IIPUMEHSETCS.

B paznene nuteparypbl MCHOJIb30BaHHBIE MOHOTpauH, CTaTbU U3 COOPHUKOB TPYAOB U
NEpUOIMYECKUX W3aHUN, aBTOpedepaThl AUCCEPTALMM pacmoaralTcs mo andaBuTy Ha3BaHHUMA
(mpu HaTM4YUK — 10 al(aBUTy paMHUIUI aBTOPOB M3AaHUi). [ KaXK10i BKIIOUEHHON B CIIUCOK
paboThl yKa3bIBAIOTCS aBTOP (MPH HAJIMYUH), 3ar0oJOBOK, MECTO M TOJ H3JIaHMs, KOJIMYECTBO
CTpaHMLL; Ul MyOJIMKalUi B MEPUOJUUECKUX M3JaHMSIX IMOCJE 3arojioBKa CTaThU YKa3bIBACTCS
OTJEJICHHOE IBYMsl KOCBIMH YEPTAMM HA3BAHWE HU3JAHMSA, I'OJ U HOMEDP €ro BBIIIYCKA, HOMEpPA
CTPaHUL COOTBETCTBYIOILEH CTATbH.

B paznene cnpaBoyHO-MH()OPMALIMOHHBIX W3/JaHUH YKa3bIBAIOTCS B al(aBUTHOM HOpPSAKE
UX 3arOJIOBKH, MECTO U TOJ U3/1aHUS.

[ UaTepHeT-pecypcoB YKa3bIBalOTCs HA3BAHUE MCIOJIB30BAHHOTO pecypca Ha PYyCCKOM
WIN — JUISL 3apyOeXXHBIX PECYpCOB - MHOCTPAHHOM SI3bIKE, YKa3bIBA€TCS, YTO 3TO 3JEKTPOHHBIN
pecypc, a TakKe yKa3bplBacTCs HIEKTPOHHBIN aapec IIOUCKA.

YyTh HMKE NPHUBOIUTCS NMPUMEPHAs CTPYKTypa CIMCKAa MCTOYHHMKOB M JMTEPATYyphl IJISA

BKP GakanaBpoB 110 HanpaBJICHUIO MOJATOTOBKH «J{0OKyMEHTOBECHHUE M apXHUBOBEICHUE».

CHnucok UCTOUYHUKOB U JINTEPATYPHI:
Hemounuru

OnybauxosanHvie

Koncrurynus PO

Konexcer PO

®denepanbHble 3aKOHbI

Vka3zwl [Ipe3unenta PO

ITocranosnenus IlpaBurenscrea PO

Pacnopspxkenus [IpaButensctBa PO

Konuenuun u nporpammsl IlpaBurenscrea PO

HopMmaTuBHBI€ ITpaBoBbIE aKThI (Pe/iepabHBIX OPraHOB UCIOJHUTENBHOM BIaCTH

HopmaruBHO-MeToaMueckne u3JaHUs (HAlMOHAJIbHBIE CTAHAAPThHI, PEKOMEHJAINH,
MHCTPYKLUH, IpaBujIa U T.I1.)

Heonybnuxosanuvie
JlokanbHbIE HOPMATHUBHBIE AKTHI OPraHU3AIIH,
ApXUBHBIE TOKYMEHTHI (JIeJ1a, CAMHUIIBI XPAaHSHUS, CIMHUIIBI yUeTa)
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Jlumepamypa

Hayunslie MoHOTpadun

COopHHMKHM MaTepHaloB KOH(epeHUUH W COOPHMKH TPYAOB (€CIM HCIIOJIb30BAHO
IIEITAKOM)

[lepuonnyeckas nedath (OTIENbHBIE ABTOPCKHUE MyOIMKALMY B )KypHaJlaX U cOOpHUKAX
KoH(epeHmii, COOpHUKaX TPYIOB)

ABTOpedepaTsl IUccepTalfii U AuccepTanuu

YueOHUKH U yaeOHbIE TTOCOOUS

Cnpasouno-ungopmayuonnvie u30anus
CrnpaBoYHUKH

OHIUKIONE NN

CrnoBapu

VYkazarenu

0O0630pbI

PeecTpnl

Pecypcor Hnmepnema
[Ty6nukanuu Ha HTEepHET caifTax u mopranax
Ilepeuenb ucnonb30BaHHBIX IHTEpHET CATOB U MOPTAJIOB.
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3.2. Ounenounnie MaTepuaibl 1jass BKP

3.2.1. Onucanue noxka3arejei, KpuTepreB M MKAaJbl OLleHUBAHNUS

Brimycknast kBanu@ukauonHasi paboTa OLEeHUBAETCS 110 CIEAYIOIUM KPUTEPUIM:

Hoanoma esedenus

Kputepuii BkItouaer B ceOs HAIMYUE M TOJHOTY MPEACTABICHHUS BO BBEIACHHH BCEX
HEOOXOUMBIX aCTIEKTOB:
- ompezieTieHne 0OOBEKTA U TPEIMETa UCCIICI0BaHUS;
- MOCTaHOBKA IIEJIH U 3a/1a4 paboThI;
- 000CHOBaHME AKTYaTbHOCTH BRIOPAHHOW TEMBI U €€ HOBU3HEI;
- 0030p UCTIONBL30BAHHBIX UCTOYHUKOB M TUTEPATYPhl U 000CHOBAHUE UX HUCIIOJIb30BAHHUS,
- ONUCAHKE CTPYKTYPHI pabOTHI U 0OOCHOBAHHE €€ BHIOOPA;
- ONUCAHUS MPHIIOKEHHUH K paboTe, UX 1eIeco00pa3sHOCTh U CTENCHb YUacTHsI aBTOpa B UX

CO3JaHHH.

Hoanoma packpoimus membol UCCcie008anusl

Kpurepuii Bkiiroyaer B ceOs:

- pCHICHUC BCCX MMOCTABJICHHLIX 3ada4 UCCIICAOBAHUA U JOCTUIKCHUC CT'0 LCJIN;

- COOTBETCTBHE CTPYKTYpPbI NPEICTABICHHON pabOThI 3asABICHHONW TEeME W HAIOJHEHUIO
TJIaB;

- IIOJIHOTaA PaCKpPLITHA B I'llaBaX BCEX BOIIPOCOB, 0003HAaYEHHBIX B HAMMEHOBAHUAX TJ1aB,

Honnoma u _axmyanbHoOCmb _ UCIMOYHUKOS U AUMEPAMYPbl, UCNOAb308AHHbIX O/l

PACKDLIMUSL 3A56/ICHHOL MEeMbl 8bIINYCKHOU Keafzud)ukauuonnoﬁ Da60ﬂ’Ibl

Kpurepuii Bkiiroyaer B ceOs:

- AHanu3 TOJHOTHl W KadecTBAa NPOPaOOTKM MPaBOBOW M HOPMATHBHO-METOJUYECKOM
0a3bl, perimaMeHTHpyIoei npeamer uccnenoBanus BKP, a takxke ux aktyanbHOCTb. Ilpu 3TOM
MOJ] AKTYaJIbHOCThIO MOHUMAETCSl JACHCTBYIOIIMM MPABOBOM CTaTyC JOKYMEHTa B TIE€PUOJ
HaMucaHus U npeacTaBieHus Ha 3amuty BKP.

B cnyuae, ecnu pabora MOCBSIIEHA MCTOPUYECKOMY AaHAIM3Yy Pa3BUTUS HOPMATHUBHO-
npaBoBOW 0a3bl, TO B HE HEOOXOAMMO yKa3blBaTh U OOOCHOBBIBATH XPOHOJOTHUECKUE PAMKH
UCCIIE0BAHUS.

- O0BeM U aKTyalIbHOCTh MPOPUIHHO-OPHEHTUPOBAHHON JINTEPATYPhI (BKIIFOYAs] HAYIHYIO
U y4eOHYIO IUTepaTypy, MOHOTpapuu U MyONIMKalMd B IMEPUOAWYECKON IEYaTH IO TeMe

MCCIJIEIOBAHMSI U T.II.), UCNOJb30BaHHON npu Hanucanuu BKP. Ilpu 3TOoM moxa akTyanbHOCTBIO
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IIOHUMAETCs CPOK HAIIMCAHUS UCIOIb30BAHHON JIMTEPATyphl, KOTOPBIN HE JOJIKEH MPEBBIIATE 5
JIET 10 r0Jla HallMCAaHUs U IpeJcTaBleHus Ha 3aumTy BKP.

- B cayuae BbIOOpa TeMBbl, NOCBAIICHHOW aHAIN3y MEXIYHAPOJHON HIIM 3apyOexHOMN
IIPAKTUKU YIPABICHUS [IOKYMEHTAMHU, HCCICIOBAHUIO COCTOSHMS W IIEPCIEKTUB Pa3BUTHSA
3apyOeXKHBIX apXHMBOB, 0043aTElIbHBIM KPUTEPHUEM €€ YCIELIHOIO pPAaCcKpPbITUS SIBISETCS

UCIIOJIb30BaHUE 3apyO0eKHOM TUTEPATypHI 10 TEME UCCIIEI0BAHUS HA MHOCTPAHHOM SI3bIKE.

Ipasunvruocmo O(bODMﬂeHuﬂ BbINYCKHOU Keafzud)ukauuonnoﬁ Da60ﬂ’Ibl

Kpurepuii Brimtouaer B ceOs odopmiieHHe BCeX CTPYKTYpHbIX diemeHToB BKP B
COOTBETCTBUH C YCTAaHOBJICHHBIMU TPEOOBAHUSIMHU:

-TUTYJBHOTO JIKCTA,

-OTJIaBJICHMS,

-TEKCTa,

-CHOCOK (TTOACTPOUYHBIX IPUMEYaHUI),

- CIIMCKA UCTOYHUKOB U JINTEPATYPHI,

-IIPUJIOKEHUH;

- IIeperIeTa.

B cnyusae odopmuenus BKP ¢ rpyObIMH HapyIIEHHSMH YCTaHOBJICHHBIX IPaBUII

odopmiieHHs paboTa K 3alIUTe HE TOMyCKACTCS.

Sawuma 8bINYCKHOU KEAAUDUKAUUOHHOU pabombl

Kpurepuii Bkiiroyaer B ceOs:

- Hannume npesenrtanun o BKP (dakynbraTusHO);

- monHoTa mpencrasnenuss BKP (packpeiTue meneil m 3amad paboThl; aKTyalbHOCTH M
HOBU3HBI BBIOPAHHOW TEMbI; OOOCHOBAaHWE HOPMATHBHOW IPAaBOBOM W MPAKTUYECKOW Oa3bl
UCCIICIOBaHMS; PACKPBITHE ClIEU(PHUKU pabOThI U €€ Pe3ysbTaToB; 00OCHOBAHHUE MPAKTUUECKOM
3HAYUMOCTH UCCIIEIOBaHMS);

- IOJIHOTA ¥ TOYHOCTh OTBETA HAa BOIIPOCHI, 3aJaHHBIE WIEHAMU KOMHCCHH;

- IIOJIHOTA U Y66I[I/ITGJ'IBHOCTB OTBC€TA HAa 3aMCUYaHUA PCUCH3CHTA.

Kputepun nToroBoii O1eHKH BHITYCKHOM KBAIN()UKATMOHHONW pabOThI MPUBEICHBI TAKXKE
B [lonoxxennn «O BBIMYCKHOW KBaJTU(UKATMOHHON paboTe», YTBEPKIESHHOM IIPHUKA30M PEKTOpa

PITYV or 28.09.2017.°

® TTomoxenne «O BBITYCKHOIT KBaTH(HKALMOHHON paboTe» yTBepKIeHHOE mprKa3oM Pexropa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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OneHka BBIMYCKHOW  KBAIM(PUKAIMOHHONW  pabOTHl  SIBISETCS  KOMIUIEKCHOH |
OCYyIIeCTBIIsIeTCs 10 yTBepxkaeHHo PI'TY mikaie orieHOK myTeM BBIBEJCHHS CpEeIHEro Oaa u3
OLIEHOK Kaxkaoro u3 wieHoB I'OK, npucyrcrByromux Ha 3amute BKP.

95-100 - oTnuHO - A

83-94 — otinnuno — B

68-82 — xopomio — C

56-67 — ynoBIeTBOPUTENBHO — D

50-55 — ynoBnerBoputenbHo — E

Huwxke 50 — HeynosnerBoputenbHo (BKP He 3amumiena).

3.2.2. [Ipumepnas tematuka BKP

TeMaTHKa BbINYCKHBIX KBAJIH(PUKANMOHHBIX PadoT Kadeapbl J0KYMeHTOBeIeHHS,
ayIMOBHU3YAJIbHBIX H HAYYHO-TEXHUYECKHX JOKYMEHTOB

1. AHanu3 opraHuzanuM JOKYMEHTAI[MOHHOTO O0eCHedeHHUs! IesITEeIbHOCTH KOMMEPUYECKOU
CTPYKTYPHBI M €70 COBEPILICHCTBOBAHUE (HA TPUMEPE KOHKPETHOM KOMMEPUYECKOUN CTPYKTYPbI);

2. AHaimM3 W COBEPIIECHCTBOBAHME JIOKYMEHTAIMOHHOTO O0ecredyeHus: AesITeIbHOCTU
YUPEXKIEHUS, OpraHu3anuy (Ha IpUMEpe KOHKPETHOTO TOCYNAapCTBEHHOIO YUYPEKICHHUS,
OpraHu3aIm);

3. AHamm3  JOKYMEHTHUPOBaHHA JACATEIbHOCTH  OpPraHMW3alliM W HAalpaBJICHHA €€
COBEPLICHCTBOBAHHUS (Ha PUMEPE KOHKPETHOW OpraHU3alin);

4. AHanu3 M COBEPIIEHCTBOBAaHME JOKYMEHTALMOHHOTO OOECIEeYEHUs YIpPaBICHHUS B OpraHax
rOCYJapCTBEHHOM BJIACTH W MECTHOIO CaMOYIIpaBlIeHHs (HAa IpUMepe KOHKPETHOU
OpraHu3aInm);

5. AHanu3 T10KyMEHTAlMOHHOTO 00eCTieueHHs NeTeNbHOCTH KaApOBOM CITy>KOBI M HAIpaBJICHUS
€ro COBEPIICHCTBOBaHUA (Ha MpUMEPE KOHKPETHON OpPTraHU3aIIH);

6. JlokymMeHTHpOBaHHE  JAEATENbHOCTH  KaJpOBOM  CIyKObI W  HampaBJCHUS  €rO
COBEpUICHCTBOBAHMS (Ha IPUMEPE KOHKPETHOW OpraHu3alumn);

7. DxcrnepTu3a IEHHOCTH DJEKTPOHHBIX JOKYMEHTOB B JIOKYMEHTAIIMOHHOM OOeCreYeHHH
yIpaBJieHHs (Ha IpUMepe KOHKPETHOM OpraHu3aliin);

8. [IpaBoBOE perynupoBaHue JAEIONPON3BOACTBEHHBIX IPOLECCOB B KOHKPETHBIN UCTOPUUYECKUI
NIEPUOL;

9. BHyTpeHHSS perijaMeHTalus JOKYMEHTHUPOBaHHsS OH3Hec-poleccoB (Ha mpuMepe
KOHKPETHOU (DYHKITMH YIIPaBJICHUSA);

10. BHyTpeHHssi perjiaMeHTalus JOKYMEHTHPOBaHMA OW3HEC-TpoleccOoB (Ha mpuMepe
KOHKPETHOW OpraHu3aIum);

11. CoBepiieHCTBOBaHHE METOJIMYECKOTO OOeCreueHHs] aBTOMAaTH3UPOBAaHHBIX pabOYMX MECT
pabotHUKOB cayx)0b1 IOV (Ha mprMepe KOHKPETHOM OpTraHU3aIim);

12. TIpaBoBoe peryaupoBaHHE YIpaBieHHUS TOKYMEHTaluuell B 3apyOeXHBIX cTpaHax (Ha
IpUMepe KOHKPETHOTO TOCYapCTBa);

13. OpraHuzauusi yrpaBleHHs JOKyMEHTalMend 3a pyOekoM (Ha mpuMepe KOHKPETHOTO
rocy1apcTBa);

14. Biiusinue MeX1yHapOIHOW CTaHJAPTU3AIMH HA Pa3BUTHE TOKYMEHTAIIMOHHOTO 00ECTIeYeHHUs
ynpasienus B Poccuu;
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15. TlpaBoBoe peryniMpoBaHHE JOKYMEHTAIIMOHHOTO OOECICUCHHS VYIpPaBICHUS U €ro
NPUMEHEHWE B MPAKTUYECKOM JEATENbHOCTH OpraHu3aluu (Ha M[OpUMEPE KOHKPETHOM
OpraHu3aIumn);

16. BHeapeHue cucteM 3JeKTPOHHOTO JTOKYMEHTOO00POTa COBEPIICHCTBOBAHUE MHCTPYKIIHM TIO
JIEJIONPOU3BOJCTBY (Ha MpUMEPE KOHKPETHOW OpraHU3alim);

17. PazBuTue TpeOOBaHUIl K JOKYMEHTAIIMOHHOMY OOECIEYEHUIO yIpaBiieHUs B (eaepaabHbIX
opraHax MUCHoOJHUTEIbHOM Biactu B Poccun (¢ 1993 r. mo Hacrosiee Bpems);

18. Ilepuogumueckue H3OaHHS 1O BONpOcaM JIETONPOM3BOJACTBA M WX 3HAYEHHE JUIS
COBEPILIECHCTBOBAHUS JIEATENHHOCTH cy)k0b1 JIOY.

19. OtpakeHue BONMPOCOB JOKYMEHTAI[MOHHOTO O0OECIEUYeHMs YMpPaBICHUS B MEPHOTUUYECKUX
U3JIaHUSX C JOKYMEHTOBEIYECKOU MPOOIeMATHKOI;

20. HopmaruBHoe perynupoBanue JJOY B aIMUHUCTPATHBHBIX PErIaMEHTAaX HCIOIHECHUS
rOCYy/IapCTBEHHBIX ()YHKIIUI M OKa3aHUS TOCYJAapPCTBEHHBIX YCIYT (HAa MpUMEpe KOHKPETHOTO
benepanbHOro opraHa UCMOJHUTENBHOMN BIACTH WM OpraHa MECTHOTO CAMOYTIPaBJICHHUS)

21. ®opmupoBaHME M pPa3BUTHE CHUCTEMBI YIIPABICHUYECKON TOKYMEHTALIMM B KOHKPETHBIN
HMCTOPUYECKUI TTEPUO/T;

22. @OpMHpPOBAaHUE CHCTEMBbI BEIOMCTBEHHOW JOKYMEHTallUu (HAa MpUMEpPEe KOHKPETHOIO
BEJIOMCTBA)

TemaTHka BbINYCKHBIX KBATH(PUKANNOHHBIX padoT kadeapbl HCTOPUH IOCYAAPCTBEHHBIX
yupekaeHuil U 001eCTBEeHHbIX OPraHu3auuin

1. JlokymeHTanmoHHOE OOecredeHrue MPOXOXKICHUS TOCYIapCTBEHHOM CirykO0bl B Poccuiickoii
uMIiepuu (10 HOPMaTUBHO-TIPABOBBIM AKTaM)

2. JIoOKyMEHTaIIMOHHOE 00ECTICUCHHE TTPOX0KICHUSI TOCYAAPCTBEHHOM CITy»)ObI B opranax MU /|
P® (10 HOpMaTUBHO-IIPaBOBBIM aKTaM)

3. Bompochl JOKyMEHTHPOBAaHMS U PabOThl C JOKYMEHTaMH B HOPMATHUBHO-IIPABOBBIX aKTax
Poccuiickoit @enepannu o ToCyaapCTBEHHOM IpaXkIaHCKON CITyKOe

4. Bonpocsl JOKYMEHTHPOBaHUS U Pa0bOTHI C TOKYMEHTaMH B HOPMAaTHBHO-NPABOBBIX aKTax
Poccuiickoit @enepannu o TocyAapcTBEHHOM BOCHHOM ci1yx0e

5. Bompockl JAOKYMEHTHPOBAaHHS TOCYIApCTBEHHOM CIY)KOBI POCCHMCKOTO Ka3adecTBa B
HOPMaTHUBHO-NIIPaBOBbIX akTax Poccuiickoit denepanuu

6. KagpoBas cayxba TOCYyIapCTBEHHOIO OpraHa U JOKYMEHTHPOBAHHME MPOXOXKICHUS
rOCyJapCTBEHHOM TpakIaHCKo# ciry:x0b1 Poccuiickoit @enepannn (10 HOPMATHBHO-TIPABOBBIM
aktaM P®D)

7. KagpoBas cinyx0a TrocyaapCTBEHHOTO OpraHa M JOKYMEHTHPOBAHUE MPOXOKICHHUS
rOoCyJIapCTBEHHON BOCHHOM cTy>k0bI Poccuiickoit Deaepannu (10 HOPMATUBHO-TIPABOBBIM aKTaM
P®D)

8. HopMaTuBHO-paBOBOE M JTOKYMEHTALIMOHHOE OOECleYeHHe OpPraHu3allud U MPOXOKICHUS
rOCyJapCTBEHHON TI'pakJaHCKON CiyxObl cyObekTa Poccuiickoit @enepannu (10 HOpMaTUBHO-
MIPaBOBBIM aKTaM CyObekTa PD)

9. AHanu3 HOPMAaTHBHBIX TPEOOBAHUH K JOKYMEHTAI[HOHHOMY OOECHEUEHHUIO MPOXOXKICHUS
JTUTITIOMATHIEeCKOM ciry:kOb1 Poccuiickoit Deaepanmu

10. Ananu3 HOpPMaTHBHBIX TPEOOBaHMH K OPraHU3alMM M JOKYMEHTAIIHOHHOMY O0ECIEeYECHHUIO
MPOXOXKICHHUSI TOCYJAPCTBEHHON TPa)XAaHCKOW CiykObl cyObekTa ¢enepanuu (CyOBEKT IO
BBIOOpY)

11. JlokyMeHTaIMOHHOE O0ecIeueHnue MPOXOoXKAeHUs (eaepalbHON TPaXTaHCKON CITy>KObI (Ha
IpUMepEe KOHKPETHOTO TOCYAapCTBEHHOTO OPraHa)

12. JlokyMeHTaIMOHHOE oOOecIeueHne MPOXOXKACHUS ¢eaepaTbHON BOCHHOW CITyKObI (Ha
IpUMepe KOHKPETHOTO TOCYAapCTBEHHOTO OPraHa)

13. JIokyMEeHTHPOBaHUE TPOXOXKICHUS TOCYIAPCTBEHHON CIYKOBI (Ha MpuUMepe KOHKPETHOTO
roCy1apCTBEHHOT'O OpraHa)
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14. Opranuzanus rocylapcTBEHHON TPa)KIaHCKOM CIIy>KObI M KaJpOBOTO JEJIONPOU3BOJICTBA B
(enepaabHOM rocy1apCTBEHHOM OpraHe (Ha MpuMepe KOHKPETHOIO TOCY1apCTBEHHOIO0 OpraHa)
15. Opranuzanus rocy1apcTBEHHOU Tpa)KIaHCKOM CIIy>KOBI M KaJpOBOTO JEJIONPOU3BOJICTBA B
roCyJapCTBEHHOM OpraHe cy0obekTa (enepanuu (Ha IpUMepe KOHKPETHOIO rocyAapCTBEHHOTO
oprasa)

16.  OpraHu3allMOHHO-NIPAaBOBOE U JIOKYMEHTALIMOHHOE  OOEClEeYeHHe  YIpaBJICHUS
roCy/IapCTBEHHOTO YUpeXIeHUs (Ha KOHKPETHOM IIpUMEpE)

17.  OpraHu3alMOHHO-TIPABOBOE M  JOKYMEHTAIMOHHOE  OOCCIEYCHHE  yIpaBJICHUS
roCy/IapCTBEHHOT0 OpraHa (Ha KOHKPETHOM IIPUMEpE)

18.  OpraHu3alMOHHO-TIPABOBOE M  JOKYMCHTAIMOHHOE  OOCCIEYCHHE  yIpaBIICHUS
MYHUIIMIIAJIBHOTO OpraHa (Ha KOHKPETHOM IIPUMEPE)

19. MHCTUTYT CEKpeTapCcTBa B rOCYAapCTBEHHOM arnapare Poccuiickoit umnepun

20. Opranusanus paboThl KaHLIEISIPUH rocynapcTseHHoro yupexaenus Poccun XVIII — XIX BB.
(Ha MpuMepe KOHKPETHOTO TOCYAapCTBEHHOTO OpraHa)

21. Opranmzanus paboThl KaHIEIspuu rocynapcrBeHHoro yupexaenus CCCP (ma mpumepe
KOHKPETHOI'O TOCYAAPCTBEHHOT'0 OpraHa)

22. Opranuzanus paboTbl KaHLEISIPUU roCcylapcTBEHHOro yupexaeHus Poccun navana XXI B.
(Ha mMpuMepe KOHKPETHOTO TOCYAapCTBEHHOTO OpraHa)

23. OpraHuzanusi TpeICTaBUTENLHONW (3aKOHOJATeNbHOHM) BiIacTu B cyOwBekTe Poccuiickoit
®denepanun 1 THPOPMALMOHHO-JOKYMEHTALUOHHOE o0ecredeHne e€ NesITeIbHOCTH

24. IlpaBuTensCTBO cyOBeKkTa (eaepanuu U UHGOPMAIIMOHHO-T0KYMEHTAIIMOHHOE 00ecrieyeHne
€ro e TeIbHOCTH

25. Bonpochl TOKyMEHTHPOBAHUS YIPABIEHYECKOW NEATEIBHOCTH MOCYIapCTBEHHOIO anmnapara
B HOPMATHBHO-IIPABOBBIX akTax Poccuiickoit denepanuu

26. Bompocbl JOKYMEHTHUPOBAaHHUS JAEATEIBHOCTH OPraHOB MECTHOIO CaMOYNpAaBIEHUS B
HOPMAaTHBHO-TIPABOBBIX akTax Poccuiickoit denepanuu u ee CyObEeKTOB

27. Bonpocsl opraHu3anuy padoThl ¢ JOKYMEHTaMU B OpraHax MECTHOT'O CaMOYIPABICHHS B
HOPMAaTHBHO-TIPABOBBIX akTax Poccuiickoit denepanuu u ee CyObEeKTOB

28. Bompockl JOKYMEHTHUPOBAHHS CO3JaHHMsI M JAEATENIbHOCTH AaKIMOHEPHBIX OOIIECTB B
HOPMaTUBHO-IIPaBOBbIX akTax Poccuiickoit @eneparuu

29. 3aKOHOAATEIBHOE U HOPMATUBHO-IIPABOBOE PETYJINPOBAHUE AEATEIbHOCTH HEKOMMEPUYECKHUX
opranuzanuii Poccuiickoit @enepanum.

30. HesrensHocTh TocynapcrseHHoro cekperaps (C.E. Kpbpkanosckoro niun A.A. IonoBresa)
(1o BBIOOPY CTY/IEHTA).

31. Cekperapuar H.K. Kpynckoii: uctopusi co3janusi u AesITEIbHOCTH.

32. Opranuzanus no crangaptusanuu MCO: uctopus co3ganus U HalPaBJICHUS JEATEIbHOCTH.
33. O0uecTBeHHBIE OPraHU3allUK, yyacTBYyIoIKe B pazpadotke crannaproB MCO u MOK.

34. PoccranaapT: opraHM3allMOHHAsl CTPYKTypa U HaIlpaBJICHUS JEATCIIbHOCTH.

TemaTHka BbINYCKHbIX KBAJTH(PUKANMOHHBIX PadoT Kadeapbl aBTOMATHU3UPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOI0 o0ecreyeHs yIpaBJaeHus

1. Pa3BuTHe MEXIyHApOAHOM cTaHaapTU3auus B cdepe yrnpaBieHHUs JOKyMEHTaMH (UCTOpHUs
BOIPOCA, COBPEMEHHOE MOJI0KEHHUE JIe]1, IBOJIIOLHS Ipoliecca).

2. AHanu3 MeXIyHapOAHBIX CTaHIAPTOB B cepe yHnpaBiIeHHUS JOKYMEHTaMHU (MOXKHO B IIEJIOM
o cucreMaMm MexayHapoaHoil cranmaptuzaunu MCO, MOK u ap., MOXKHO Ha mpumepe
KOHKPETHOI'0 MEXIyHapOAHOIO CTaHAapTa WU TPYIIIbI MEKAYHAPOJHBIX CTAHIAPTOB).

3. Ananmu3 3apyOeXHBIX CTaHJAPTOB, PETJIAMEHTUPYIOLIUX OPTraHU3alUi0 M MPOIECChHI
yIpaBiIeHUS JOKYMEHTaluell (MOXHO B IIEJIOM Ha IPHUMEpPE KOHKPETHOM CTPaHbI, MOXHO Ha
IpUMepe KOHKPETHOTO 3apyOeKHOTO CTaHIapTa UM TPYIIBI CTAaHAAPTOB KOHKPETHOM CTpaHbl).
4. 3apyOexXHBIN OMBIT YIPABJICHUS JOKYMEHTAIMEH Ha 0a3e NH()OPMAIIMOHHBIX TEXHOIOTHH (Ha
npuMepe KOHKPETHOM cTpaHbl, MO0 coodmecTBa ctpan — EBponeiickoro Coro3za, CHI™ u 1.11.).



63

5.  Opraamzanus  “HGOPMAIIMOHHO-IOKYMEHTAIIMOHHOTO  OOECIEYeHUs  JesTeIbHOCTU
PYKOBOJUTEN Ha OCHOBE MpPUMEHEHHs HWHMOPMALMOHHBIX TEXHOJOrHH (Ha mpuMmepe
KOHKPETHOMN JOJKHOCTH, YPOBHS YIIPaBJICHHUS).

6. AHamu3 COBPEMEHHBIX [MPOrPaMMHBIX  CpPEACTB, HCIOJB3YEMBIX B  Ipoliecce
JIOKYMEHTHUPOBAHUS U YIPABICHUS IOKYMEHTAaMHU (Ha MIpUMEpe KOHKPETHOM OpraHu3alun).

7. CoBeplIeHCTBOBaHNE JOKYMEHTAIIMOHHOTO U HH()OPMALIMOHHOTO 00ecTeueH s yrpaBiIeHus B
YCIOBHUAX TPUMEHEHHUS COBPEMEHHBIX HH(POPMAIMOHHBIX TEXHOJOTHH (Ha KOHKPETHOM
MIpUMeEpE).

8. AHanmu3 JOKYMEHTAI[MOHHOTO W MH(POPMALMOHHOTO 0OecreueHus YIpaBIeHUs OpraHu3aluu
1 pa3paboTKa MpeJI0KEHU 110 €r0 COBEPIICHCTBOBAHUIO (Ha KOHKPETHOM IIPUMEPE).

9. CoBeplIeHCTBOBAHKE JOKYMEHTAIMOHHOTO 00eCieueH sl YIPaBIeHUs ¢ IPUMEHEHHEM HOBBIX
WH()OPMAIIMOHHBIX TEXHOJOTUH (Ha IPUMEPE KOHKPETHOW OpPTaHU3aIliN).

10. Opranuzanus ynpaBieHHs JOKyMEHTalued 3a pyOekoM B YCIOBUSX HH(DOPMAIIMOHHOTO
obmecTBa (1o mepuojam, CTpaHam H T.I1.).

11. CpaBHUTENBHBIA aHAIU3 ABTOMATU3UPOBAHHBIX CHUCTEM JJIEKTPOHHOTO JOKYMEHTOOOOpOTa
(mo ¢pyHKIMAM, IPOrPaMMHBIM TUTaTHOpMaM, CTPYKTYpeE U T.I1.).

12. Ananu3 KpuTepueB BBIOOpa M OLEHKM COBPEMEHHBIX aBTOMAaTHU3UPOBAHHBIX CUCTEM
3JICKTPOHHOTO IOKYMEHTO000pOTa (Ha KOHKPETHOM MIPUMEPE).

13. Mecto u ponb KiacCU(PUKATOPOB TEXHUKO-IKOHOMHUYECKOW M COIMAIbHON MH(POpPMALUU B
JOKYMEHTAIlMOHHOM 00€eCIIeYeHUH yIpaBieHusl (Ha IpUMepe OpraHu3alun).

14. Ananu3 peiHka aBToMaTu3upoBaHHbIX cucteM IOV (B Poccun, mubo 3a pybexom).

15. Metoauka BeiOOpa aBToMatu3upoBaHHou cuctemsl JIOY mist opranu3anuu (Ha KOHKPETHOM
IpUMeEpE).

16. Pons mudoOpmanmoHHOTro oOecreueHus YIpaBJICHHUS B pealHM3allud 3a1ad AJICKTPOHHOTO
PaBUTENLCTBA (Ha (heepaaTbHOM, PETHOHATEHOM, MYHHUIIUTIAIEHOM YPOBHE).

17. Pa3paboTka CHCTEMBI 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa OopraHu3anu (Ha KOHKPETHOM
IpUMeEpE).

18. Iloctpoenue coBpeMEeHHON HHPPACTPYKTYpPhl OpraHU3aluu (Ha TpUMEpPe KOHKPETHOU
OpraHu3aIum).

19. HccnenoBanue OpraHu3allMOHHO-TIPABOBBIX ACHEKTOB HCMOJb30BaHUS B YIPaBICHUHU
AJIEKTPOHHBIX TOKYMEHTOB (Ha IPUMEPE KOHKPETHON OpraHU3aLH).

20. UccnenoBanue OpraHu3allMOHHO-TEXHOJIOTMUYECKUX aClIEKTOB MCIOJIb30BaHUs B YIIPABJICHUN
AJIEKTPOHHBIX JOKYMEHTOB (Ha IPUMEPE KOHKPETHON OpraHU3aLH).

21. Metomonoruss HWHPOPMAIIMOHHOTO  MEHEIKMEHTa KaK HMHCTPYMEHT TIOCTPOCHUS
UH(POPMALIMOHHO-TOKYMEHTALIMOHHOM CHCTEMBl OpraHu3aluu (Ha TpuMepe KOHKPETHOU
OpraHu3aIvn).

22. 3apyOexHbIil ONBIT aBTOMATH3aIlMHM YIPABICHUS JOKYMEHTHPOBAaHHOW MH(opMmanuei (Ha
npUMepe CTpaHbl, reorpaduyeckoro pernoHa, HalpaBJIEHUsl aBTOMATU3AllUY, 32 ONpeAeIeHHbIN
nepuon).

23. VYmpaBiaeHue TPOEKTOM pa3pabOTKM WHGOPMAITMOHHO-TOKYMEHTAIIMOHHON CHCTEMBI
OopraHu3zaiuy (Ha npuMepe KOHKPETHOW OpraHu3allui; OTeUYECTBEHHBIA WM 3apyOeKHBII OIBIT).
24. HNudbopmamoHHO-TOKYMEHTAIIMOHHOE OOCCTICUCHHE YIPABJICHHUS TMPOEKTOM Ha OCHOBE
UH(POPMALMOHHBIX TEXHOJIOTUH (Ha KOHKPETHOM IpUMEpE).

25. YnopasieHue >KU3HEHHBIM [IUKJIOM 3JIEKTPOHHOTO JOKYMEHTA.

3.2.3. MeTroguyeckue MaTepuaJbl, ONpeAe/somye Npoueaypbl OeHUBAHUS
3.2.3.1.11pouenypa noaroroku BKP k 3ammre

Jnsa nomycka x 3anute BKP crynenty Heobxoaumo:

- YCIIEUIHO CIATh MEXIUCIUILTMHAPHBIN TOCY1apCTBEHHBIN YK3aMEH;

- YCIEUTHO MPOUTH MPEA3aIlUTy JUTIOMHON paboTHI,
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- cmarb DJeKTpoHHYI0 Bepcuto BKP B gexkanat mid mnpoBepku Ha  Iuiaruar
(OpUTHMHANIBHOCTD TEKCTA JI0JKHA COCTaBIATh HEe MeHee 70%),

- TpenocTaBuUTh B AekaHar 3k3emiuisip BKP B TBepaom mepemiiere ¢ MOANMCAaHHBIM
TUTYJIBHBIM JIUCTOM (HAyYHBIM PYKOBOAMTEIIEM W 3aBEIYIONIUM Kadeapoii), OT36IBOM HAYyYHOTO
PYKOBOJMTEINS, PEUEH3UMEH pEIEeH3eHTa U 2 JMCKaMH C SJIEKTPOHHOM BEpCHUEW IuIljioMa He
mo3aHee ueM 3a 10 nHeH 1o 3alluThl;

- 3aKJIFOYUTH JIMLIEH3UOHHBIN 10roBOp ¢ PITY.

Jlnst  monydeHWsT OT3bIBa pEIEH3eHTa OakajgaBp 00s3aH TIPEIOCTaBUTh €My Ha
peuen3upoBanue noaHbii TekcT BKP, moanucanHblii HAydHBIM PYKOBOJMTEIEM, HE MEHEE YEM
3a 10 gHeit no nmaTel 3amMThl. B ciydyae 3HaUMTENBHOW 3alIepXKKU CO CTOPOHBI OakanaBpa C
npenocraBneHueM Tekcra BKP pereH3eHT MokeT ykaszarh 3TO B peleH3uu Kak (aktop,
BIUSAIOMMA Ha cHWKeHue oneHkd BKP OakanaBpa. PemenseHT 00s3aH TOATOTOBUTH CBOIO

penieH3uto B TeueHue 3-5 mHer ¢ MmoMeHTa npeactarineHuss BKP Ha penienzupoBanue.

3.2.3.2. IIpouenypa 3amurel BKP na I'DK

3ammTa BBIMYCKHOW KBAIM(PUKAIMOHHONW pabOThl TPOBOIUTCS COOTBETCTBYIOLIEH
rOCYIapCTBEHHOM dK3aMEHALIMOHHON KOMUCCUEN B LIEIISIX:

- OMpeJeNieHUsT COOTBETCTBHS PE3YNbTaTOB OCBOCHUS OOYYAIOIIUMUCS OCHOBHOM
o0OpasoBatenbHON MIPOTPaMMBI TpeOOBAHUIM dhenepabHOTO rOCYJIapCTBEHHOTO
00pa30BaTeNbHOTO CTAHIAPTA;

-IIPOBEPKH KayeCTBa TIOJTOTOBKU BBITYCKHUKOB, YPOBHSI HX IMOATOTOBICHHOCTH K
CaMOCTOSITENILHON TIPO(ECCHOHATBPHON IeATETHPHOCTH, YMEHHUS BECTU MYyOJWYHBIE JUCKYCCUU U
3aIMIIATh HAYYHBIE UCH.

3amuta BKP  mpoBoauThCcsi  Ha  OTKPBITOM  3aC€JaHUM  TOCYJAapCTBEHHOM
HK3aMEHAllMOHHOM KOMHCCHM B COCTaBe Npeiacenarenss U 4ieHoB komuccuu. 3ammrta BKP
MPOBOAMTCS C y4aCTHEM OOYUaloIIEerocs, a TAkyKe HAy9HOTO PYKOBOIMTENSI U PELEH3CHTA, JaxKe
ecIn OHH He sBIsoTes wieHamu TIK.

[Tponenypa 3amutel BKP Britodaer B ce0st ciemyromue dTarbl:

- IPUBETCTBEHHOE CJIOB JieKaHa (3aM.JieKaHa) (aKyIbTeTa;

- peub cekpetaps [ DK, oObsicHsIOMETr0 MpaBuiia mpoBeaeHus 3amuTsl BKP;

- IPE/ICTABIICHUS CTYACHTaMU CBOMX paboT;

- TUCKYCCHS;

- copemtanue wieHoB ['OK no ouenkam BKP cTynenros;

" TTonosxenue «O BBITYCKHOM KBATH(PUKALHOHHOM padoTe» yTBep i IeHHOe mprkasoM Pexropa PITY ot 28.09.2017
Ne 01-314/ocH. www.rggu.ru
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- ornamenue oneHok BKP;

- 3aKJTIOYMTENHFHOE CIIOBO JIeKaHa (3aM. iekaHa) (GaKyinbTeTa;

- opopmienue cekperapem [ DK Bcex HEOOXOAMMBIX TOKYMEHTOB.

Ha peyr 1o 3ammure BBIMYCKHOM  KBaIM(PUKAMOHHON  pabOThl  OakaiaBpy
MPEIOCTABIISAETCS OKOJIO 5-7 MUHYT, B TEUEHUE KOTOPBIX OH JOJKEH MPEICTaBUTh CBOIO paboTy,
AaKLIEHTUPOBAB BHUMAHHE HA €€ 3HAYMMOCTH, AKTYaJIbHOCTH U HOBU3HE. B CBOEH 3alIuTHON peuun
CTYJEHT YKa3bIBA€T OCHOBHYIO IIETU U 3a7aud pabOThI, KPATKO M3JaraeT OCHOBHOE COJIepPIKaHUe
paboThl U MOTYYEHHBIE PE3YNIbTAThI, ONPEAEIseT TEOPETUUECKYIO U MPAKTUYECKYI0 3HAUUMOCTh
pabotel. Hanuuue mnpe3eHTalMy K 3allUTHOW pedd sBiseTcs (PaKyabTaTUBHBIM 3JIEMEHTOM,
OJIHAKO Uil  TpakTUKo-opueHTHpoBaHHbIX BKP  mno  HampaBieHwio  MOArOTOBKH
«JIOKyMEHTOBE/ICHHE U apXUBOBEJCHUE» MPE3CHTAIUS SIBISICTCS JOMOIHUTEIBHBIM (PAKTOPOM B
noJib3y OoJiee BBICOKOW cymmapHoi orenku BKP.

Jlanee 4iieHbl KOMHUCCHH, a TaK)K€ BCE MPUCYTCTBYIOLIUE HA MyOJUYHOMN 3allUTE MOTYT
3a/1aBaTh CTYACHTY BOMPOCHI MO TeMe u coaepxkanuio BKP, Ha koTtopbie oH 0053aH OTBETHUTh.
Bcenen 3a 3TMUM 3a4UTBHIBAIOTCS - OT3bIB HAYYHOTO PYKOBOJUTENS W PELEH3HUS BHYTPEHHETO
peueH3enTa. B Tex cioyuasix, Korjia B HUX COJAEpKaTCs 3aMeuaHus 1Mo paboTe WM MpeIoKeHUs
0 €€ COBEPIIEHCTBOBAHHUIO, CTYIEHTY HEOOXOIUMO Ha HUX OTBETHUTb.

[Tocme TOro kak BCE BBICTYIJICHHS CTYJCHTOB M HMX OTBETHI Ha BOIPOCHI OyayT
3acilyIlaHbl, CTYACHTHI YAAISIOTCS U3 ayIUTOPHUH, a YIEHbI TOCYJapCTBEHHON SK3aMEHalMOHHOMN
KOMHUCCHUH B JUCKYCCUOHHOM TOPSAJIKE KOJJIEKTUBHO BBICTABIISIIOT OICHKH KaXIOMy U3
3aIUIIABIINXCS CTYACHTOB, YTO UCKJIIOYAET IMPEIB3SITOE OTHOIICHHE K TI00OMY U3 CTYIeHTOB. B
cilyyae COMHEHHMH oTHOcHTeNbHO oueHKH 3a BKP unenst 'OK Moryt oOpatutscsi K HaydHOMY
PYKOBOJUTENI0O M PE3CH3EHTY, KOTOphIe OONaZar0T MpPaBOM COBEIIATENbHOTO roijoca. [lpu
paBHOM KOJMYECTBE TOJOCOB TOJOC Mpeaceaarenss KOMHCCUU B mpouecce oneHuBanusi BKP
SBJISIETCS PELIAIOIINM.

[locne OKOHYATENHHOIO COIVIACOBAHMS OIICHOK, CEKpeTaph MPUIJIAIIAET CTYACHTOB B
ayIUTOPHUIO, TNI€ Tpejacenarelb KOMUCCUM 3aUUTHIBAET UM  OICHKHU, KOJUIETHAIBHO
MOCTaBJICHHBIC WIEHAMU KOMHUCCHH.

Pe3ynbTarhl 3aMTH BYYCKHON KBadU(UKALNOHHONW pabOTHl ONMPEAESIOTCS OLIEHKaMHU
«OTJIMYHO», «XOPOILIO», «yI0BIETBOPUTEIBHO», «HEYIOBIETBOPUTEIBHO.

Haubonee spkue u conepxarenbHble pabOThl CTYACHTOB MOTYT OBITh PEKOMEHIOBaHBI
I'OK k myOaukanuu (4acTHIHOW IMyOJIMKAIIMN) U/ K yaacTuro B KoHKypce PITY «BrimyckHas
KBaTMUKaIMOHHAas pabota ctyaeHToB PITY ».

[To pe3ymbraTam 3alIUTHl BBIMTYCKHBIX KBAIH(DHUKAIMOHHBIX paboT cekperapp [OK
oopMIISIET TIPOTOKOJ 3aceaHusl TOCYJAapPCTBEHHON 3K3aMEHAIIMOHHON KOMHCCHU M 3aYETHYIO

KHIKKY OakajaBpa.
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[Tocne ocymiecTBiIeHUsT yKa3aHHBIX Tmpoueayp BbeinyckHUKY PITY mnpucBaumBaercs
creneHp OakanaBpa. Jumiom PITY o Beicmiem oOpa3oBaHMM Bpy4aeTcsi BBIMTYCKHHKY JIMYHO
pekTopoM wid 1popekropom PITY B cneunasbHO OTBEOEHHBIA MU 3TOr0 J€Hb B

TOP>KECTBEHHOU 0OCTaHOBKE.

4. MaTepuajibHO-TeXHUYECKOe o0ecreyeHne rocy1apcTBeHHOH HTOroBoii
arrecTaunu

B kauecTBe MaTepHATbHO-TEXHUYECKOTO OOECHEYCHHUS TOCYJapCTBEHHON HWTOTOBOM
aTTecranuu Tpedyercs HeoOXommmoe aisi o0ydeHus oO0OpydOBaHHE, IEMOHCTPAIMOHHBIC
npuOOpEI, MyJIbTUMETUIHBIC CPEICTBA.

TpebGoBaHusi K ayauTOpUsSM — ayIUTOpPHUS AOJDKHA OBITh OCHAIllEHA KOMIIBIOTEPOM,
MIPOEKTOPOM U DKPAHOM JIJIsl ITPEACTABIICHUS JJIEKTPOHHBIX MTPE3CHTALIHI.

[IporpammHbIe CpeaCcTBa, 33€HCTBOBAHHBIE B MTPOIIECCE O0YyUCHHUS:

Oducuerii maker npunoxenuit Microsoft Office

S. OcoOeHHOCTH TPOBECHNS FOCYIAPCTBEHHON HTOr0BOM ATTECTALMH I 00y4AIOLINXCS
U3 YHCJIA JUI ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMH 310POBbSI

[Mpouenypst npoBeacanst [ MMA mist oOydaromuxcsi ¢ OrpaHUYEHHBIMA BO3MOKHOCTSIMH
37I0pOBbSl PETJIAMEHTUPYIOTCS NEUCTBYIOIIUM [loyI0)K€eHHEM O MPOBENEHUM TOCYHAPCTBEHHOMN
UTOTOBOW aTTECTALIMU 110 0OPa30BaTEIbHBIM MIPOTrPAMMaM BBICIIETO 00pa30BaHUS - TPOrpaMMaM
OakanaBpuata, IporpaMMam CIeUaIUTeTa U MporpaMMaM MarucTpaTyphl.

Jlnis o0yyaronmxcs U3 4Mcia JIUI ¢ OTPAaHUYCHHBIME BO3MOXKHOCTSIMU 3/I0POBbS 3aIIUTA
BKP mnpoBomuTcss ¢ y4eToM HX TMCHUXO(PH3UYECKOTO PAa3BUTHS, WX WHAMBHIYAIbHBIX
BO3MOJKHOCTEH M COCTOSIHUSI 370POBBS (fajiee — MHANBUIYATbHBIX OCOOCHHOCTEH).

[Tpu mpoBenennn 3amutel BKP ob6ecnieunBaeTcst cobmoienne cueayommux TpeOOBaHMiA:

- IPOBEICHHUE 3aLIUTHI JJIs JIMLl C OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbSI B OJIHOM
ayJUTOPUU COBMECTHO C JIPYTHUMH OO0YUYAIOITUMHUCS, €CIIA 3TO HE CO3/1aeT TPYAHOCTEH ISl JIUIT C
OTpaHUYEHHBIMHU BO3MOXKHOCTSIMU 3[J0OPOBBS M IPYTUX 00ydaroIUXCsl 11l MPOBEACHUS 3alllUTHI;

- TNPUCYTCTBUE B ayJIWTOPUM ACCUCTEHTA (ACCHCTEHTOB), OKAa3bIBAIOLIEIO JHUIAM C
OTPaHHYEHHBIMHA BO3MOXKHOCTSIMH 37J0POBbSI HEOOXOUMYIO TEXHUYECKYIO MTOMOIIIbH C YI€TOM HX
WHUBUIYaIbHBIX OCOOCHHOCTEH;

- TMOJIb30BaHHE HEOOXOAMMBIMHU JIUIAM C OTPAaHMYEHHBIMU BO3MOKHOCTSIMH 3/10pPOBbS
TEXHUYECKHUMH CpPEJICTBAMHM NPU NPOXOXKICHUH 3alIUThl C YYETOM HUX HWHIUBUIYAIBHBIX

0COOEHHOCTEI;
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- obecrieueHre BO3MOXKHOCTH OECIPENsATCTBEHHOTO JOCTyNa JIMIl C OTPaHUYEHHBIMHU
BO3MOXXHOCTSIMU 3JIOPOBbSI B AayAWTOPHH, TYyalleTHBIE M JIpyrHe TOMEHICHHS, a TaKxke
npeObIBaHMS B YKa3aHHBIX TTOMEIICHHSIX.

[To muceMeHHOMY 3asBIICHHIO JIUIIA C OTPAaHUYCHHBIMH BO3MOXKHOCTSMH 3I0POBBS
MIPOJIOJDKUTEIBHOCTD €r0 BRICTYIICHUs mpu 3armute BKP MoxeT ObITh yBenMueHa He 6osee yem
Ha 15 MUHYT.

Jluo ¢ orpaHMYEHHBIMH BO3MOXHOCTSIMU 3JIOPOBBSI HE TO3/HEE 4eM 3a 3 Mecsma N0
Hayajia TMPOBEACHUS TOCYAapCTBEHHOM WMTOTOBOM aTTECTAallUM IOJAaeT JekaHy (axynpreTra
JIOKYMEHTOBEACHUSI M TEXHOTPOHHBIX apXHWBOB ITMCHMEHHOE 3asBJIICHHE O HEOOXOIUMOCTH
CO3MaHMsl ISl HETO CIICIUANBHBIX YCIOBUH Tipu mposeneHuu 3ammtel BKP ¢ ykasanmem ero
WHANBUAYAIBHBIX OcoOeHHOCcTel. K 3asBIeHNIO MpuiaraTcs AOKYMEHTHI, TOATBEPKIAIOIIHE
HaJM4Ke Yy 00yJaroierocs WHINBUIYATbHBIX OCOOEHHOCTEH.

B 3asgBnenun nmmo ykasplBaeT Ha HEOOXOAMMOCTH (OTCYTCTBHE HEOOXOAMMOCTH)
NpUCYTCTBUS accucTeHTa Ha 3ammure BKP, HeoOxomuMocTh (OTCyTCTBHE HEOOXOAUMOCTH)

YBCIUUCHUA TPOAOJIKUTCIIBHOCTU BPECMCHU €I'0 BBICTYIIJICHUS.



