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1. [TosicHUuTEIbHAA 3aAIMCKA

1.1. lenp u 3aaa4n IUCIIATLIMHBI

Lenb AMCUUIUIMHBL - U3y4YEHHE TEOPETUUECKUX MPOOJIEM U MPUKIIAJHBIX ACTIEKTOB
CTaHJAPTU3AIMH JOKYMEHTAIIMOHHOTO 00ECTICUYeHHs YIIPaBJICHUS U apXUBHOTO jena B PO.
3ajaun JUCHUILIINHBIL:

- M3y4€HUE OCHOBHBIX MOHATUN, UCHOJB3YEeMbIX MPU MPOBEIECHUH padOT MO CTaHIapTU3ALUU
chepst JIOY u apxuBHOrO Jena;

- u3yueHue ucropuu cragaaprusanuu JJOY u apxusHoro nena B P®;

- U3y4€HHE HOPMATUBHO-NIPABOBBIX OCHOB cTaHAapTusanuu JJOY u apxuBHOTO 1€7a;

- u3ydeHHe HMHGPOPMAIMOHHBIX CHCTEM U OCHOBHBIX HH(GOPMAIMOHHBIX PECYpPCOB,
UCTIOJIb3YEMBIX TIPU OPraHM3alUHU U IpoBeIeHUH paboT no cranaapruzauuu J1OY u apxuBHOTO
Jena;

- U3y4€HHUE CTaHAapToB, perynupytomux chepy 1OV u apxusHoro aena B PO.

1.2. ®opmupyemble KOMIIETCHIIUH, COOTHECEHHBIE C TUIAHUPYEMBIMU pe3yJibTaTaMU O0y4YeHHUs
110 TUCLUILINHE:

Koawbi Coaepixanue Ilepeyenb MIaHUPYEMBbIX Pe3yJIbTATOB

KOMIIeTEeHIIUN | KOMIeTeHUHii 00y4eHHUsI MO AUCHUILINHE

OK-4 CIOCOOHOCTBIO 3HaTh: OTPACIIU MMPaBa, UCTOPHIO UX
HCIIO/IE30BAaTh OCHOBBI ¢dbopmupoBanus u pazsutus B Poccun
MPaBOBBIX 3HAHUM B
pa3nuyHbIX chepax YMeTb: UCTO0IB30BATH 3HAHUS B 00J1aCTH
NesITeIbHOCTH IpaBa U MPaBOBbIE PECYPCHI B

npodeccCHoHaABHOMN IeATEeTbHOCTH

BJ'Ia,Z[eTb: HaBbIKaMHU IMTOUCKA U UCIIOJIb30BAHUA
PaBOBOM MHPOPMAIMH /ISl PELICHUS 3a1a4
poecCHOHABHON IeATENbHOCTH

OK-10 CIIOCOOHOCTBIO K 3HATh: OCHOBHBIE METOMBI, CIIOCOOBI U
MCIOJIb30BAHUIO OCHOBHBIX | CpPEJICTBA MOJYUEHUS, XPAaHCHHS U
METOJIOB, CIIOCOOOB U nepepaboTku HHPOPMAITUH
CPEICTB MOJTYYCHHUS,
XpaHeHHs, IepepadOTKU YMeTh: UCTIOIH30BATh MOTYYCHHBIC 3HAHHS B
uHpOopMaIu obact paboThl ¢ HHPOPMALIMOHHBIMH

pecypcamu Ha TIPaKTUKe

Brnaners: HaBbIKaMu MOJTy4eHUS, XPAaHEHUS U
nepepadoTKu HHPOPMALIUH B LIETSIX
npodecCHOHATBHON AeITeTbHOCTH

OIIK-1 CIIOCOOHOCTBIO 3HaTh: OCHOBHBIE METO/IBI U CPEICTBA
UCTIOJIB30BATh MPOBECHUS TEOPETUIECKUX UCCIECJOBAHUN
TEOPETUYECKHE 3HAHUS U
METO/IbI MICCIIEJIOBAaHMS Ha VYMeTh: IPUMEHSTH TOITy4YCHHBIE
MPAKTHKE TEOPETUYECKHE 3HAHUS IS peILICHHs 3a/1a4

npodeccroHaIbHO 1eATEeNbHOCTH




Bnaners: HaBbIKaMK POBEACHUS
TEOPETUYECKUX UCCIECIOBAHUM B paMKax
00pa3oBaTeNBHOrO MpoIiecca U JalbHemei
1poeCCHOHATILHOM 1€ TEIbHOCTH

OIIK-4 BJIaJICHUEM HABBIKAMU 3HaTh: UCTOPHUIO CO3JaHMsI U Pa3BUTHUS
UCIOJIb30BAHUS MH(GOPMALMOHHBIX TEXHOJIOTHH U
KOMIIBIOTEPHOM TEXHUKHU U KOMIIBIOTEPHOU TEXHUKH, UCIIOIb3YEMOM B
MH(GOPMaLIMOHHBIX JOKYMEHTAI[MOHHOM 00eCleyeHnn
TEXHOJIOTUH B MIOUCKE YIPaBIEHUS U ApXUBHOM JIE€JIe
HCTOYHUKOB U JIUTEPATYPHI,
HCIOJIb30BAaHNUHU IIPABOBBIX YMeTh: UCOIB30BaTh KOMIIBIOTEP U UHYIO
0a3 TaHHBIX, COCTABICHUU OpPraHU3aLMOHHYIO TEXHUKY, UCIIOIb3YEMYIO B
oubnuorpaduyeckux u MPAKTUYECKON JEATEILHOCTH CITYXKO
apXHUBHBIX 0030pOB JOKYMEHTAIMOHHOTO 00eCTieYeHUs

YIIPABJICHUS U aPXUBHBIX YUPEIKICHUN

Bnaners: HaBbIKAMM UCITOIb30BAHUS
WH(POPMaIIMOHHO-TIPABOBBIX 0a3 JaHHBIX,
cocTaBlieHHUs] OMOIUOrpauIecKux 1
aApPXUBHBIX 0030POB IS PEIICHUS
IMOCTABJICHHBIX 3a1a4

1.3. MecTo TUCIMILIMHBI B CTPYKTYpe 00pa3oBaTeIbHON MPOrpaMMbl

Hucuumuua CTaHgapTH3anys JOKYMEHTAIMOHHOTO OOECIIeYeHHs YIpPaBICHHUS W apXHBHOTO
Jiera OTHOCUTCS K 0a30BOM/BapHAaTHBHOM YacTH 0JI0Ka TUCIMIUIMH Y9eOHOTO IJIaHa.

Jns  ocBOeHMS ~ AMCUMIUIMHBI ~ HEOOXOAMMBI  3HAaHUS, YMEHUS U  BIAJCHUA,
C(OPMHMPOBAHHBIE B XOJA€ HM3YyYCHMs CIEAYIOIIMX IUCHMIUIMH M MPOXOXKIEHHUsS IPaKTHUK:
JlokymenToBenenue, ApxuBoBeneHue, Opranusanus u TexHosorusa JOVY, Texnuueckue
cpeactea  ympasieHus, MHbopmanuonHble TexHosorud, McTtopus rocyaapcTBEHHBIX
YUPEKICHUN ITOCTCOBETCKON Poccum.

B pesynprare OCBOEHUS IUCHMIIIMHBI (POPMUPYIOTCA 3HAHMS, YMEHMsS M BIAJICHMS,
HEOOXOUMBIE JIUIsl U3YUEHUs CICAYIOIIUX JUCHUIUIMH M MPOXOXKIEHHs MpakTuk: HanmpaBiuenus
COBEPILEHCTBOBAHUS J€NONPON3BOACTBA, VH(pOpMalMOHHO-T0OKyMEHTALlMOHHOE O0ecIeyeHne
crangaptu3anuu B PO, Opranuszanus yrnpaBieHUs 3JEKTPOHHBIM JOKYMEHTOOOOPOTOM.




2. CTpyKTYypa IMCHUILIHHBI

CTpyKTypa AMCHHMILUIMHBI (MOOY/) NI 04HOH (OPMBI 00yYeHHA

OO6mmas TpyA0€MKOCTh TUCHUTUIHHBI cocTaBisieT _3_ 3.e., _108__ 4., B TOM 4uClie KOHTaKTHasI

caMmocTosiTeNbHas paboTa oOyuarommxcs 48 d.

pabota oOyuaromuxcs ¢ mpemnoaaBareneM 42 4., mMpoMexXyTouHas aTTecTanus 18 Jacos,

Bunbr yue6HOM paboTh

Dopmbl
(B yacax) TeKyIIero
KOHTAKTHas | KOHTPOJIA
Ne o |2 LEZ|&H yCIIEBAEMOCTH,
Pasznmen nuciuninHbl/TEMBI > = = L
/1 3 ) S 5 5 dbopma
. g |E = E =8 § & 9 MPOMEXYTOUHOMH
S| = = |EE 28 = g 9 arrecrauun (no
5| 5 5 |EE%EE 5 | S g cemecmpam)
ols o = 8% 8F =
1 Beenenne 5 2
2 Yacte 1. WcTopus 4 4 cobecenoBanue
cranaaptuzamuu JOY u
apXuBHOrO zena B PO
3 Yacts 2. Opranusanus 5 |2 2 4 Tect
CHCTEMBI CTaH/IapTU3AINH B Juckyccus Ha
Poccuiickoit denepanuu [IPaKTUYECKOM
3aHATHH
4 Yacte 3 CranmapTuzamnuu 5 4 2 6 Tect
TEPMHHOJIOTHH B chepe Juckyccus Ha
JIETIOTPOU3BOJICTBA U MPaKTUYECKOM
apXMBHOTO JieJia 3aHATHN
5 Yacts 4 5 2 2 4 Tect
HanmonaneHbie cTangapTsl Ha Juckyccust Ha
CHUCTEMBI yIIpaBIICHUS MPaKTUYECKOM
JIOKyMEHTaMu 3aHATHN
6 Yacte 5 HanmmonanbHbie 5 2 4 6 Tect
CTaH/apTHI, IPUHATHIC HA Juckyccus Ha
OCHOBE MEXTYHAPOIHBIX MPaKTUYECKOM
CTaHJapTOB 3aHATHN
7 YacTts 6 5 2 4 8 Tect
HammonaneHble cTaHIapThHl B Juckyccust Ha
chepe nHDOpMaAITMOHHBIX MPaKTUYECKOM
TEXHOJIOTUH 3aHATUU
8 Yacts 7 5 2 2 8 Tect
HanmonansHble cTaHAapThI B
obOmactax, cMexHbIX ¢ JIOY
9 5 2 4 8 Tect
Yacte 8 CrangapTuzamus B Juckyccust Ha
o0jacTu apXUBHOTO Jiea MPaKTUYECKOM
3aHATUH
10 | IlpomexxyTouHas arrectauus: | 5 18 Onpoc no
JK3aMeH ounemam
HUTOTO: 5 18 24 18 |48




3. Coaep:xkanue TUCHUNIMHBI

Ne

HaumenoBanue pasjaeia
AUCHMIINHBI

Conepxanue

Bsenenue

[Ipenmer, conepkanue u 3aa4a Kypca
«Cranmaptuzanus JJOY u apxuBHoro aena B PD».
Ponb xypca «Crangaptusanus JJOY u apxuBHoro
nena B PO». MecTo Kypca cpeau Apyrux
M3Yy4aeMbIX JUCLHUILIUH.

OrnpenenieHne MOHATUN «CTaHAAPTU3AIUS» U
«yHUDUKALUS».

00630p UCTOYHUKOB U JIUTEPATYPHI MO0 TEME.

Yacte 1. HcTopus cranmapTusanuu
HAOY u apxusHoro gena B PO

Bopb6a HayyHOI 00IIECTBEHHOCTH 33 YHU(DUKALIUIO
JIOKYMEHTOB M €IMHBIC TTpaBUJIa XpPaHECHUS U
YHUUTOKEHUA apXuBHbIX Aenl B XIX Beke-1910-¢
rr. Hayunsie nuckyccun 1920-X IT. 0 €IUHBIX
npaBuiiax paboOThl apXUBOB. BegoMcTBeHHAs
yHuuKaus 1okymeHToB B 1920-x . BBenenue
€MHBIX YUYETHBIX (hOpM, IEpEeUHEH TOKYMEHTOB,
yaudukanuu onucanus B 1930-e roxpr. Posb
I'maBapxuBa u MockoBckoro McToprko-apXuBHOTO
uactutyta. Crangapruzauus 1OV u apxuBHOro
nena B 1960-80-e rr. 3nanne OCHOBHBIX ITpaBUIl
pabotsl apxuBoB B 1962, 1984, 1986 r. CranaapThl
cuctemsl YCJI. Ponrs BHUWJIA L. Bnusiaue
BHeApeHus: EqnHON rocy1apcTBEHHONW CUCTEMBI
JEIIONPOU3BOJICTBA i YHU(DUITUPOBAHHBIX CUCTEM
JoKyMeHTauuu Ha apxuBHoe Aeno. [[CJIOY u
JIpyrue HOPpMAaTUBHO-METOJUYECKUE TOKYMEHTHI
cthepnt JIOY. Knaccudukaropst TOCH.
Cranpapruzauus 1OV u apxusHoro aena B 1990 rr.
Crangaptuzanusa JJOY u apXxuBHOTO J1e71a Ha
COBPEMEHHOM JTarle.

Yactp 2. Opranusanus CUCTEMBI
cTaHjapruszauuu B Poccuiickoin
denepanun

Hcropust ctaHOBIICHUS U pa3BUTHS CUCTEMBbI
cranpapruzauuu B Poccun.

XapakTeprucTHUKa 3aKOHOATENbHBIX, HOPMAaTUBHO-
MPaBOBBIX aKTOB, HOPMATUBHO-METOIUYECKHUX
JIOKYMEHTOB M CTaHAApTOB, PErIaMEHTUPYIOIIHNX
IpoLeccsl cTanaapTusanuu B Pocculickon
®denepanuu.

Opransl cTaHAAPTU3ANNN U CEPTUDUKALTIN
Poccuiickoit ®enepanunu: PocrexperynupoBanue
(T"'occranpapt Poccun), Cranpaptundopm
(BHUUCeptudukanuu), BUHUTHU, BHUNMAIII
U JApyTHe.

HopmatuBHBIE TOKYMEHTHI M CTaHAAPTHI,
perfaMeHTHPYIOIINE MPOLIECCH Pa3pabOTKH 1
BHeApeHus cranaaptoB B PD. Opransl u
CTPYKTYPBI, YHaCTBYIOIIUE B 3TOM IPOIIECCE.
Crangaptuzanuda JJOY u apxuBHoro nena B PO Ha
COBpeMeHHOM 7T1arne. Cucrtema CTaHAapTOB 110
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nHpopmaruu, OMOINOTEIHOMY U U3ATEITHCKOMY
neny (CUBU ).

Yacte 3 CrangapTuzamus
TEPMHUHOJIOTHH B cepe
JIEIOTIPON3BOJICTBA U APXUBHOTO
Jerna

TepmuHONOrMYeCKHEe AUCKYCCUM Ha KOH(EPEHIUAX
apxuBHUCTOB 1920-€ Ir. 3aKpenaeHre OCHOBHbIX
MOHATUH (ApXUB, apXUBHBIN (POH]I, APXUBHOE JIETI0,
rOCyJapCTBEHHbIN apXUBHBIN (DOHT) B
HOPMATHBHBIX IOKyMEHTaX apXUBHOM OTpaciiu B
1930-70-e rr. MexxnyHapoAHbIE CIOBapy apXUBHOMN
TEPMUHOJIOTHH. APXHBOBEIUECKOE
tepmuHoBenerne u 'OCTs1 B 1980-¢ rr. Pabots! 3.
Xan-Ilupa, b.C.Mnmu3apoa. YHudpukamms
TEPMHUHOJIOTMH XPAHEHUS] TEXHOTPOHHBIX
JOKYMEHTOB. BuJibl 1 pa3HOBUAHOCTH
ayJIMOBU3yaJIbHBIX, HAYYHO-TEXHUUECKUX
JIOKYMEHTOB.

CoBpeMeHHbIE TEPMUHOJIOTUYECKUE CTAHAPTHI B
cdepe 1e100pOor3BOICTBA U APXUBHOIO €A,

Yacts 4

HanmonansHbIe cTaHAApTHI HA
CUCTEMBI YIIpaBJIECHUS
JTOKYMEHTaMHU

Cranpaptsl cepun 30300 «Mupopmanus u
nokyMeHTanus. CUCTEMBI yIIpaBICHUS
JOKYMEHTaMU»: HCTOPUS CO3JaHHUs, IPOOIEMBI
BHEJPEHUS, IEPCIEKTUBbI Pa3BUTHSL.

CrtpyKTypa cTaHIapTOB, CBSI3b C CHCTEMaMU
YIIPaBJIEHUS OPTaHU3ALMH U C CUCTEMaMU
MeHepkMeHTa. 1IponeccHslii TOAX0 B yIIPaBICHUN
JOKYMEHTaMH.

OCHOBHBIE IPOLECCHI YIIPABJICHMSI TOKYMEHTaMU

Yacte 5 HanmmonanbHbie
CTaHJAPTHI, MPUHSTHIC HA OCHOBE
MEXIyHAPOAHBIX CTAaHJIAPTOB

Poccuiickue ananoru MexayHapOIHbIX CTaHAAPTOB
no ynpasieHuto gokymenranuen. 'OCT P UCO
15489-1-2007 «CUBU/. YupasieHnue
nokymeHTaMu. O01Ire TpeOoBaHUS».

I'OCT P 1CO 23081-1-2008 «CUBU . TIpoueccor
yIpaBJIEHUs TOKyMEHTaMU. MeTafaHHble 115
nokymeHToB: Yacts 1. [Ipunnunsr». TOCT P UCO
22310 - 2009 «CUBU /. PykoBoacTBO AJist
pa3paboTYMKOB CTAHAAPTOB MO (HOPMYTUPOBAHUIO
TpeOOBaHUH K YIPABICHUIO TOKYMEHTAMU» U JIp.

Yacte 6
HarmonaneHbie cTanaapThl B cepe
WH()OPMALIMOHHBIX TEXHOJIOTHI

[ToHsiTHE «IOKYMEHTBI HA MAILIMHHBIX HOCUTESAX.
CrangapTu3anus MpoleccoB CO3JaHus JOKYMEHTOB
Ha MammHHBIX Hocutenax. ' OCT P 6.10.4-84
«YHUPUIIIPOBAHHBIE CUCTEMBI JOKYMEHTAITUH.
[Ipunanue ropuIMUECKON CUIIBI JOKYMEHTAM Ha
MAaIIMHHOM HOCHUTEJIE U MAIIMHOTPaMME,
CO3/1aBa€MbIM CPEJICTBAMH BBIYHCIUTEIBLHON
TexHuku. OCHOBHBIC ITOJIOKEHHI». [loHsITHE
«TOKYMEHT Ha MarHUTHOM Hocutene». CTaHaapTh
Ha JOKYMEHThI Ha MarHUTHBIX HOcuTeaX. [loHsTre
«3JIEKTPOHHBIN T0KyMeHT». CTaHIapThl Ha
(dbopmMaThl AIMEKTPOHHBIX TOKYMEHTOB.
HopMmartuBHBIE TOKYMEHTBI 110 TEME.

CranmapTsel Ha HTHPOPMAIIMOHHBIE TEXHOJIOTUU U
CTaHApPTHU3AIMs JIEKTPOHHOTO JTOKYMEHTO000pOTA.

Yactb 7

TepMI/IHOJ'IOFI/ILIeCKI/IC CTaHAApPThl CMCKHBIX
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HanmonansHble cTaHIAPTHI B obmacreit. CTaHIapThl HA ABTOMATU3UPOBAHHBIN
obmactsax, cMexHbIX ¢ JIOY cucremsl ynpasnenus ('OCT 25.702-85; 'OCT
34.03-90; I'OCT 34.601-90; I'OCT 35.003-90).
CrangapThl Ha OyMary JJist JOKyMEHTOB M HHBIE
HocuTen nHpopManuu. CTaHIAPTHI CHCTEMBI
MeHnekMmenTa kadecta (I'OCT P MCO 9000-2008;
I'OCT P UCO 9001-2008 u np.). HbIe cTaHaapTHI
obuacteii, cmexubIx ¢ JJOY.

9 Yacte 8 CrangapTuzanus B Hetictytomue 'OCTbI B o6mactu obecnieueHust
00JIacTH apXUBHOTO JeJa COXPaHHOCTH TOKYMEHTOB Ha TPaIUIIMOHHBIX
Hocutensax. TpeboBaHUs K 3MaHUSIM U TOMEILIEHUSM
xpanuiuima. TpeOoBaHus K peKUMaM XpaHEHUS
JIOKYMEHTOB: CAHUTAPHO-TUTUEHUYECKOMY,
TEMIIepaTypHO-BIa)KHOCTHOMY; CBETOBOMY U
oxpa"nHomy. [IpaBuia mpoTUBONOKAPHOU
6e30macHOCTH apXuBOB. TpeboBaHMs K 00JI0KKaM
nen. TpeboBaHUs K yTaKOBOUHOMY MaTepuaity.
TpeboBaHus K U3MEPUTETHHBIM MPUOOpaM.
TpebGoBaHus K KOHCEpBallUU JOKYMEHTOB.

4. OoOpa3oBaTe/ibHbIe TEXHOJOTHU

[Ipu  peanmuzauuu  OporpamMmbl  JUCHUIUIMHBL  HCIOJB3YIOTCS  pa3jiHyHbIe
uH(OPMAIMOHHBIE TEXHOJOTHH. BO BpeMsl NEKIMOHHBIX 3aHATUH MCHOIB3YIOTCS JJIEKTPOHHBIC
Npe3eHTAllMd C HUCIHOJIb30BAaHUEM npoekropa. Kiacc, OCHamIeHHBI COBpEMEHHBIMU
KOMITBIOTEPaMH, MOJKIIOUYEHHBIMU K VHTEepHET M 00beIUHEHHBIMU B €IMHYI0 BHYTPEHHIOIO
ceThb. JJeMOHCTpAIIMOHHBIN PKpaH, CBA3aHHBINA C KOMIIBIOTEPOM IPENOAaBaTENA.

[IpakTudeckue 3aHATUS MPOXOAST B KOMIBIOTEPHOM KJIacCe€ C HCIOJIB30BAHHEM
CIEIUAIM3UPOBAHHOTO MPOrPAaMMHOTO oOOecredeHus, ©0a3 MaHHbBIX U HWH(GOPMAIMOHHBIX
pecypcoB, a Takke HeOOXOIUMOTO TEXHUYECKOTO 00eCIICUeHUS.

CamocrosiTenbHasi paboTa CTYJACHTOB BKJIIOYAaeT B ce0sl KOHCYNbTALUU MpernojaBaTens
Opu TOJATOTOBKE pedepaToB, a TaKkKe CaAMOCTOSATEIbHYIO pabdoTy CTylIeHTa C pecypcaMu
WNureprera, nHGOPMAIMOHHBIMU TIPABOBBIMH CHCTEMaMH, TOCEHICHHE CIEeIHaTU3UPOBAHHBIX

BBICTABOK U KOH(EpEeHIIHiA, yyacTHe B paboTe KPYIJIbIX CTOJIOB U T.II.




S. OneHka MJIaHNpPYyeMbIX pPe3yJIbTATOB 00y4eHH s

5.1. CucreMa onieHUBaHUA

10

®opmMa KOHTPOJIA

Makc. KOJIH4ecTBO 0aJ1J1I0B

3a oany Bcero
padory
Tekyiuii KOHTPOJIb:
- mecm 5 6annos 35 b6annos
- yuacmue 8 OUCKYCCUU HA 5 6annos 30 b6annos
NPAKMu4ecKom 3aHamuu
- pecpepam (memot 2-8) 15 6annos 15 6annos
IIpomexyTouHas aTTecTalus 20 6annos
(umoeosas koumponvHas paboma)
HToro 3a cemectp (ducyuniuny) 100 6annos

IK3AMEH

ITony4yeHHBIN COBOKYIIHBINA PE3yIbTaT KOHBEPTUPYETCS B TPALULMOHHYIO IIKAIy OLICHOK U B
nKany oreHok EBpomneiickoii cucteMbl mepeHoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCcTBUM ¢ TaOIHIIEH:

100-6ampHas TpaziHonHas mKaa xana
nIKajia ECTS
95 - 100 A

83— 94 OTJINYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 - 67 D

50 - 55 YAOBJIETBOPUTEIHHO E

20 — 49 FX
0-19 HCYAOBJICTBOPUTCIILHO HE 3a4TCHO F
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5.2.Kputepuu BbICTaBICHUS OLIEHKHU O AUCLUILIAHE

Baanwl/
HIxana
ECTS

Onenka o
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
AB

«OTIUYHO»/
«3a4TEHO
(oTIIMYHO)»/
«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH IITyOO0KO U
MPOYHO YCBOMJI TEOPETUUECKUNA U MPAKTUYECKUIA
MaTepuai, MOXXET IIPOJEMOHCTPUPOBATH 3TO Ha 3aHITUSIX
U B XOJI€ IPOMEKYTOYHON aTTECTALUN.

OOyuaronuiicst HCUEPIIBIBAIOIIE U JOTMYECKH CTPOHHO
U3JIaraeT yueOHbI MaTepuall, yMeeT yBsI3bIBATb TEOPHUIO C
IIPaKTUKOM, CIIpaBIISIETCA C PELIEHUEM 3a/1ad
po¢eCCHOHAILHON HANpPaBJIEHHOCTH BBICOKOTO YPOBHS
CJIO’KHOCTH, NIPABHJILHO 00OCHOBBIBACT MTPUHATHIC
peIIeHNus.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
po¢eCCHOHATILHOM JINTEpaType.

Or1eHKa Mo JUCIUTIIIMHE BBICTABIISAIOTCS 00yJYaromeMycs ¢
Y4E€TOM PE3yIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTeCTaIlMH.

Komnerenium, 3akpeniéHuble 3a AUCIHUIUIMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHII».

82-68/

«XO0pouIo »/
«3a4YTCHO
(xopor10)»/
«3a4YTCHO»

BricTaBmsiercs 00y4aromeMycsi, €Clii OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHuall, [paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSX U B XOJ1€
MIPOMEKYTOUHOM aTTECTAllMU, HE JOIMYCKasl CYyIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIHBHO MPUMEHSET TEOPETHICCKUE
MOJIOXKEHUS MIPU PEIICHUU MPAKTUUECKHUX 3a/1a4
npodeccroHalbHOM HANPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIe€T HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
WA IpUEMaMH.

JlocTaTOYHO XOPOIIIO OPUEHTUPYETCS B yUeOHOH U
npodeccnoHanbHOM TUTEpaType.

OrneHka Mo JUCIUILIMHE BBICTABIISIOTCS 00y4YaomEeMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.

Komnereniuu, 3akpeniéHnbie 3a JUCUUTUIAHOM,
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIH».

67-50/
D.E

«YIOBJICTBOPH-
TCIBHO»/
«3a4TEHO
(ynosneTrBopu-
TEIBHO)»/
«3aYTEHO»

BricTaBnsercst oOydaromemMycs, eciu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MMPAKTUYECKUN MaTepuall,
JIOTYCKaeT OTAeNbHbIe OMMUOKH MPH €T0 U3JI0KEHUHU Ha
3aHATHUSAX U B XOJ€ MPOMEKYTOYHOU aTTECTALUH.
OOyuaromuiicst UCIIBITHIBAET OIpeIeEHHbBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUUECKUX MOJOKEHUM MPU PEIICeHUN
MPaKTUYECKHX 3aJa4 MpodeccnoHaNbHOM HAIPaBICHHOCTH
CTaHAAPTHOT'O YPOBHSI CIIOXKHOCTH, BJIJICET
HEO0OXOIMMBIMHU ISl 5TOT0 0a30BBIMH HABBIKAMU U
IpUEMAMH.

JIeMOHCTpUpYET TOCTATOYHBIN YPOBEHb 3HAHUS yIeOHOM
JIUTEPaTypPhI 10 AUCIUTIIMHE.
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banasl/ Ouenka no Kpurepun ouenku pe3yjbTaToB 00yUeHUs M0
Hlxkana AUCHUILINHE AUCHUILINHE
ECTS

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOmEMycCs C
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
arTeCTaluu.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIAHOM,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBIW».

49-0/ «HEYyJOBIETBOpHUTE | BricTaBnsercs oOydaroniemMycsi, €ciy OH He 3HAaeT Ha
F,FX JIbHO»/ 0a30BOM ypOBHE TEOPETUUYECKHUMN M MPAKTHICCKUIN
HE 3a4TEHO MaTepHal, JoIycKaeT rpyobie OIMOKU IIpU ero
M3JI0KEHUH Ha 3aHATHAX U B XO/€ POMEXYTOYHOH
aTTeCTallUH.

OO0yuaromuiicst UICTIBITHIBACT CEPhE3HBIC 3aTPYTHCHUS B
MIPUMEHEHUU TEOPETHUUECKHUX MOJIO0KEHUN MTPU PELICHUN
MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOT'O YPOBHSI CIIOKHOCTH, HE BJIaJICET
HEO0OXOIMMBIMHU ISl 5TOTO HaBBIKAMU U IPUEMAMHU.
JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS Y4eOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.

OrneHka Mo JUCIUILIMHE BBICTABIISIOTCS 00y4JaomeMycst ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTaIUu.

KomniereHiium Ha ypoBHE «I0CTaTOUYHBIN», 3aKPEINIEHHBIC
3a TUCITUILIMHON, HE CHOPMUPOBAHBI.

5.3. OueHouHbIe cpeAcTBa (MaTepuabl) s TEKYIIEro KOHTPOJISl yCIIEBAEMOCTH,
IPOMEXKYTOYHOH aTTecTallMy 00YyJaroInXCs 10 TUCIUTUINHE

IIpuMepHBIil IepedeHb BOIIPOCOB K IK3aMEHY

1. Kak Bbl nonumaere, 4To Takoe cTaHaapTusanus’! B uem 3HaueHHe W poJib CTaHIapTU3ALUN
s IOY u apxuBHOro aena

2. HopmaruBHO-ipaBoBOe oOecrmedeHue cranmaptusanuu B P®. Ecte nu crangaptel PO,
00s13aTeNbHBIC K MPUMEHEHHIO?

3. Kakne 00wbekThl cranmaptusanuu Ber 3Haere? UYto sBIsieTcs 00bEKTaMU CTaHAAPTH3AIUU
JEHCTBYIONINX HAITMOHAIBHBIX CTaHAApTOB B oOsactu IOV u apxuHoro nena’?

4. HaunoHabHas CUCTEMa CTaHIapTU3ALIMM ]

5. Kakue TexHruueckue KOMUTEThI 3aHUMAIOTCs cTaHnapTusanueil B oonactu JJOY u apxuBo?
Kakue TexHu4yeckre KOMUTETHI 3aHUMAIOTCS cTaHAapTu3anuei B oonactu JIOY u apxuBoB?

6. O0mas XxapakTepUCTHKA CTaHAAPTOB, TpUMeHsIeMbIX B cdepe JJOY.

7. CtanaapTu3alysi OCHOBHBIX JOKYMEHTOBEIUYECKUX TEPMHUHOB.

8. HazoBute ocHOBHBIE 0TaM4Ms cTanaapTu3auuu JJOY B coBeTckoe BpeMs OT COBPEMEHHOM.

9. IloHATHS «IOKYMEHT», «3alUCh», «IOKYMEHTHUPOBaHHAs MH(OpMAIUsI» B CTaHAAPTAX.
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10. IToHSTHS «apXUBHBIN TOKYMEHT», «aPXHUB», «apXUBHBIA (DOHI», «TOKYMEHTAIbHBINA (DOHI» B
tepmuHonorudeckux I'OCTax 1980-90-x rr.

11. Yro takoe repmun? Kakue TpeOOBaHUS NMPEABABISIOTCA K TEpPMUHAM?

12. Conepxxanue u 00beM MOHATHS. POMOBUIOBBIC M TAPTUTUBHBIE MOHATHSA. ACCOIIMATHBHBIC
HOHATHS.

13. Yro Takoe MeTanaHHble 1OKyMeHTOB? Kakue craHaapThl IO YIPaBIEHUIO METaJaHHBIMU Bbl
3Haere? Ha kakue Tpynmbl AenATCS MeETaJlaHHble M KakWe CBEICHMS O JOKYMEHTax OHHU
OTpakaroT?

14. Kakue criocoObI o0ecrieueHns COXPaHHOCTH AJIEKTPOHHBIX IOKYMEHTOB BbI 3HaeTe?

15. IlprunHbl IpOBEAEHUS KOHBEPCUN U MUT ALK

16. Kakue ycioBus Halo y4UTHIBAaTh IIPU NIPOBEIEHUN KOHBEPTUPOBAHUS U MUTpALIIu !

17. Kak cooTtHOCsATCS MeX Ty coOoit crannapThl 15489 u 303007

18. OxapakTepu3yiTe OCHOBHBIE CBOMCTBA JOKYMEHTOB

19. Kak pacnpezeneHa OTBETCTBEHHOCTb 3a YIIPABJIEHUE JOKYMEHTaMH B OpraHu3auun?

20. [laiiTe XapaKTEpUCTUKY OCHOBHBIM MPOIECCAM YIPABICHUS TOKYMEHTAMU.
6. YueOHO-MeTOAMYECKOE M HH(POPMALIMOHHOE 00ecnieyeHHe TN CIMITUHbI
6.1. CrnucOK UCTOYHHMKOB U JINTEPATYPHI

Hcrounnkn
OcHoBHbIE
1. ®enepanbublii 3akoH oT 27 nexabps 2002 roma Ne 184-d3 «O TexHHYECKOM

perynupoBanumn» // Cobpanue 3akonoaarenbctBa Poccuiickoit deneparuu. 2002. Ne 52. Y.1 (30
nexkaops)

2. ®epepanpubiii 3akoH oT 27 wuionst 2006 roma Ne 149-03 «O6 wunHbpopmanuwy,
UH(POPMALIMOHHBIX TEXHOJIOTUAX U 3amuTe nHpopmauun» // Poccuiickas razera (heaepaibHbli
BBITTYCK). 2006. Ne4131 (29 uross)

3. ®enepanbHbiil 3ak0H OT 29 utons 2015 roma Ne 162-®d3 (pen. ot 03.07.2016) «O
crangaptu3anuu B Poccuiickoit @enepanumn» // Cobpanue 3akoHomatenbctBa PD, 06.07.2015,
Ne 27, ct. 3953.

JlomomHuTeIbHBIC

I'OCT P 1.12-99 «I'ocynapcTBeHHast cucteMa ctanaaptuzanuu Poccuiickon denepanmu.
CTaHz[ameaumI U CMCXKHBIC BHUIBI JOCATCIBHOCTHU. TepMI/IHBI U OIIpCACIICHUA». M.:
l'occranpapt, 1999. 33 c.

rocr P 1.5-2004 «Cranmaptuzauusi Poccuiickoit @enepanuu. CraHIapThl
HanroHanbHBIE. [IpaBuiia mocTpoeHwusi, u3noxkeHus, ohopmieHus U obozHaueHusi». M.: UITIK

N3n-Bo crangapros. 2005. 24 c.
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Iroct P 1.2-2004. Cragpaptuzauusi B Poccuiickoii ®@enepanun. CTaHaapThl
HanMoHanbpHble Poccuiickoit @enepanuu. [IpaBuia pa3paOoTKH, YTBEpKACHUS, OOHOBICHUS U
ormensl. M.: UTIK U3n-Bo cranaapros, 2005. 15¢.

Iroct P 1.7-2008 «Crannaptuzanusi B Poccuiickonn ®enepanuu. CraHIapThl
HanoHanbHBIe Poccuiickoir ®Depepanun. I[lpaBuna odopmiiennss u  0003HAYECHHS TIPU
pa3paboTKe Ha OCHOBE MPUMEHEHUS MEXTYHAPOIHBIX CTAaHAAPTOB.

ITP 50.1.008-2009 «Cranmaptuzauus B Poccuiickoit ®enepauuu. OpraHuzanus H
MIPOBEICHHUE padOT MO MEXAYHAPOAHOU cTaHaapTu3anuu B PO». M.13n-Bo ctanaaptos, 2009.

I'OCT 7.55—99. Cucrema craHmapToB 10 HHPOpMANUH, OUOJIUOTEYHOMY |
u3aTeabckoMy aeny. OCHOBHBIE TPeOOBaHUS.

I'OCT P UCO 15489-1-2007 «Cuctema ctannaptoB 1no uHpopmanuu. budbnuoreunomy u
W3/1aTeNbCKOMY Jienny. YTpaBieHus nokymentamu. Oomue tpedoBanus». M.: CtanmapTuadopm,
2007. 32c.;

I'oCT P HCO 23081-1-2008 «CHUBWI. IIpoueccsl ymnpaBieHHS JIOKYMEHTAMH.
Mertanannsie s nokymeHToB: Yacts 1. [Ipuanuner». M.: Crarnaptaadopm, 2008

I'OCT P MCO 22310 — 2009 «CUBU/I. PykoBoacTBo m1st pa3pabOTYMKOB CTaHAAPTOB 10
dbopMyIupOBaHUIO TPEOOBAHMH K yIIPaBICHUIO JOKyMeHTamMu». M.: Ctanmaptundopm, 2009

I'OCT P 51141-98. [1enonpon3BoACTBO U apXUBHOE Ae0. TepMuHbI U onpeaeneHus. M.:
l'occranpapt Poccun, 1998. 7c.;

I'OCT 621.1-78 YauduuupoBaHHbIE CUCTEMBI TOKyMeHTanuu. CucTtemMa JOKyMEHTAIM!
0 U300peTeHUsIM B OTKphITHsIM. OcHOBHBIE mojiockeHuss. M.: 'occranmapr, 1978. 12 c.

I'OCT 6.10.4-84. [Ipunanue 10pUIUYECKON CHIIbI JOKYMEHTAM Ha MAIlMHHOM HOCHUTEJE
U MaIllMHOTPaMMe, CO3/1aBa€MbIM CPEACTBAMH BBIYHCIUTENHbHON TexHWku. M.: ['occranmapr,
1984.

I'OCT P 6.30 — 2003 YHuduimpoBaHHbIE CUCTEMBI JOKYMEHTAIMH. Y HU(PUITIPOBaHHAS
cUCTeMa OpraHU3allMOHHO-PACTIOPSIIUTENILHON JOKyMEHTAlMu. TpeboBaHus K 0O(OpMIICHHUIO
nokymeHToB. M. M3a-Bo crannapros, 2003

I'OCT 6.10.1-88  «YHubUIUpPOBAHHBIE CUCTEMBI  JAOKyMeHTaruu. (OCHOBHBIE
nmonoxkeHus». M., 1988. 10c.

I'OCT 6.10.5-87. VYuuduuupoBaHHBIE CHCTEMBbl JOKyMEHTauuu. TpeOoBaHui K
HOCTpOoeHHIO (popMysipa-o0pasia.

I'OCT 55.6-85. JlokymMeHTHI Ha OyMaXHBIX HocuTensX. IIpaBuia rocygapcTBEHHOTO
xpaHeHus. Texnuueckue TpeOOBaHUS.

I'OCT 7.50-90. CUBM . KoncepBaius nokymeHToB. O01mune TpeboBaHMs.
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I'OCT 7.65-92. CHUBUMA. KwunomoxkymeHTHI, (OTOJOKYMEHTHI, JOKYMEHTHI Ha

MuKpogumax. Obume TpeObOBaHUSA K apXMBHOMY XPaHEHUIO.

OCT 55.2-84. ®oronokymeHTsl. IIpaBuna rocyjapcTBEHHOTO XpaHEHUs OPUTMHAJIOB U
CcTpaxoBbIX Komuil. TexHnueckue TpedOBaHUSI.

I'OCT 13.1.101-93. MukpoduibM [IOKyMEHTa Ha mpaBax MNOIMHHUKA. [lopsaok
U3TOTOBIICHHS, yYeTa, XPAaHEHUS U TPUMEHEHHS.

I'OCT 7.68-95 MexrocynapcTBeHHbIH cranaapT. CucremMa cTaHAapTOB MO UH(OpMAIIHH,
OubmmoTeyHOMY M M3JaTelabckoMy neny. PoHO- M BHACOMOKYMEHTHL. OOmmue TeXHHYecKue

TpeboBaHus K apxuBHoMy xpaHenuto. C 01.07.96

Jluteparypa

OcHoBHas

Bapnamosa JI. H. Crannaprusamnus ynpasieHus JokyMeHTamu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., non. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrn. - bubnmorp.: c¢. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.LH. Cranpgaptusauus ynpasieHUs JOKyMEHTallMe Kak HWHCTPYMEHT
dbopmupoBanuss ©  pasBuTus  uHbopmammonHoro obmectea / JI. H. Bapmamona
/I Bectauk PITY. Cepus "JlokymeHTOBeneHne u apxuBoBeacHue. MHopmarnka. 3amura

uHpopManuu 1 nHpopManroHHas 6e3onacHocTs . - 2016. - Ne 1 (3). - C. 95-102.

JOTIOJTHUTEIbHAS
1. Bapmamona JI.H., UCO 15489-1:2001 «Madpopmanms u foKyMeHTaus — Y IpaBIcHUE
JOKyMEHTaMU»: €Ille OJWH IIaHC BO3POJUThH TOCYAapCTBEHHOE perynupoBanue B chepe OV //
JlokyMeHTarusi B MHPOPMAIITMOHHOM OOIIECTBE: 3aKOHOAATEIBCTBO U CTaHIAPTHI. JoKmamsl u
coobmenus Ha XII MexayHapoaHOW HaydYHO-TIPAKTHIECKON KoHpepeHun. 22-23 Hosops 2005
r. M., 2006.C.271-274
2. Bapnamosa JI.H. CoBpemeHHOE cocTosiHUE Ael B chepe CTaHIapTHU3AIMH MPOIECCOB
JOKYMEHTAIlMOHHOTO0 ~ o0ecrieyeHus  ympaBieHus: onbslT  Poccum  // Tpymsl  TpeTheit
MeXayHapoaHo KoH(pepeHumn «CraHmapTuzanusi HWHPOPMAIMOHHBIX  TEXHOJIOTHH U
unreponepadensHocTh —SITOP 20090ckBa, - C. 137-140.
3. BapnamoBa JL.LH. T'OCT P MHCO 15489-1-2007: 3nauenue pnsa Poccum //

Jlenonpoun3BoACTBO U JOKYMeHTO000poT Ha npeanpustuu. 2007. Ne 3.C.18-19;
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4. Jlapun M.B., Bapnamosa JI.H. HaunoHanbHbIM CTaHIAPT «YTIpaBiICHHE JOKYMEHTAMMU.
Oo6ume tpeboBanusi» IlepcriektuBel mpoekta. (Kpyraslii crom B pemakuuu >kypHana) //
CrpaBouHuK cexperaps u opuc-menemkepa. 2007. Ne 2. C.8-20.

5. CokoBa A.H. O6 ucnons3zoBannu ko008 OKIIO, OKY I u OKOI'Y npu odopmiiennn
OpPraHU3alMOHHO-PACTIOPAIUTENBHBIX JOKYyMEHTOB // Cekperapckoe aeno. — 2000. - Ne 4. — C.
18-22

6. CoxoBa A.H. Pekomenaanum mno Mcroib30BaHUi0 HauuoHaidbHOro crangapra 'OCT P
NCO 15489-1-2007 «CHBWUJ. VYmnpasnenue pokymeHtamu. OOmme TpeOOBaHUSI» B
poccuiickoM nenonpousBoactse // JenonponsBoactso. — 2008. - Ne 3. — C. 85-90

7. CoxoBa A.H. PasBuTue rocynapcTBEHHOM CTaHAApPTH3alUMM OpPraHU3allMOHHO-
pacniopsauTenbHbIx 10KyMeHTOoB// Cekperapckoe neno. — 2003. - Ne 5. — C. 15-18

8. ApxuBoBenenue: Yueb. / E.B. Anekceesa, JL.II. AdanaceeBa, E.M. bypoBa; nox pex.
B.II. Ko3nosa. M., 2007. 272 c.

6.2. [lepeuenp pecypcoB HH(POPMAIIMOHHO-TEJICKOMMYHUKALMOHHOM ceTH «MHTepHeT».
1. ApxuBbl Poccuu. [Ilopran @enepaiabHON apXUBHOU CHyXKObI|; [DIEKTPOHHBIHI

pecypc] - DnektpoH, nas.- M., [2001].— Pexxum moctyna: www.rusarchives.ru, CBOOOIHBINA. —
3arii. ¢ ’KpaHa.

2. Bcepoccuiickuii Hay4HO-HCCIIEIOBATEIbKUII HMHCTUTYT JOKYMEHTOBEIACHUS U
apxuBHoro naena (BHUUJA) [Dnexrponnsiit pecypc] /BHUUJA - DnektpoH, man.- M.,
[2001].— Pexxum moctyma: www.vniidad.ru, cBOOOTHBINH. — 3aril. ¢ 9KpaHa.

3. ApxuBsl Mupa. UNESCO archives portal. An International gateway to information
for archivists and archives users.[ApxuBHbiii moptan HOHecko.] [DnekTpoHHBINH pecypc] -
OnexkTpoH, JgaH.- Pexxum nocryna: www.inesco.org/general/end/inforserv/archives/arcives.html
CBOOOAHBINA. — AHIIL, Qp. U Ap. sI3.

4. KoncantunroBas rpynna «Tepmuka». [HopmaTtuBHO-TIpaBOBass 0a3a MaHHBIX TI0

JIETIOTIPOU3BOJICTBY, JTOKYMEHTOOOOPOTY M apXuBHOMY jeny| [DnextponHsld pecypc] /

«Tepmuka» - DIEKTPOH, JlaH.- M., [200-].— Pexxum JOCTYyIIA:
http://www.termika.ru/Catalog/catalog.html, cBo60ogHBIN. — 3ari. ¢ skpaHa.

5. Odwummaneaeiii  caiit HMCO [DnextponHslii pecypc] — Pexum gocryna:
www.ISO.com, cBoOOaHBIH. — 3arJ. ¢ 3KpaHa.

6. Odummanbubiii caiit PocrexperynupoBanust [DnekTpoHHBIH pecypc] — Pexum
noctyna: Wwww. GOST.ru, cBoOoaHBII. — 3ari. ¢ 3KpaHa.

7. adopmanmoHHO-TIpaBoBas cucteMa «KoHCYIbTaHT +»;

8. Nndopmarnmonno-npaBoBas cuctema «I apaHT»;
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7. MaTtepuajibHO-TeXHHYECKOe o0ecnevyeHre JUCHUIIMHBI

B nponecce nzydeHus IUCHUIUIMHBI MCIONb3YIOTCSI KOMIBIOTEPHBIE KJIACCHI C BBIXOJ0M
B UnTepHer, IIK ¢ mpoekTopoM A AEMOHCTpAlUU NPEe3eHTalul, 3JEKTPOHHBIE PECYPCHI pAla
TrOCYJapCTBEHHBIX apXwBOB, OuOmumoreka PITY. [lns moaroroBku crymeHTamu pedepaToB U
NpPE3eHTallMi K HUM PEKOMEHIYETCs MCIOJIb30BAaHME CIEHHUAIBHOIO  MPOrPaMMHOIO
o0ecreyeHusl.
[IporpammHoe obecnieueHue:
- OducHsril maket npuioxeHuit Microsoft
- ABBYY Fine Rider

- Internet Explorer, Mozilla Firefox, Google Chrome

8. ObGecneuenue 00pa3oBaTEJILHOIO MpoLECCa AJIs1 JIUI C OTPAHNYEHHBIMHU
BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIHN/IOB

B xoxe peanuzanuy AMCHUILUIMHBI UCTIONB3YIOTCS CAEAYIOIMINE TONOJHUTEbHBIE METO/IbI
00y4eHUsI, TEKYIIEr0 KOHTPOJIS YCIIEBAEMOCTH M TIPOMEKYTOUHOM aTTeCTAllMKM O00y4aloInuXCs B
3aBUCHUMOCTH OT UX WHIUBUAYAIBHBIX OCOOCHHOCTEH:

® IS CJEIBIX U CIA0OBUISIINX:

- Jexkuuu OQOPMIIAIOTCS B BHJIE DJEKTPOHHOTO JIOKYMEHTA, IOCTYITHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CIIECUATN3UPOBAHHBIM MPOTPAMMHBIM 00ECTICUeHUEM;

- THUChMEHHBIC 3a/laHMs BBITIONHSAIOTCS Ha KOMIIBIOTEPE CO  CIENHUATU3HUPOBAHHBIM
MPOrPaMMHBIM 00€CTIEYEHUEM, UITH MOT'YT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecreunBaeTCs UHIUBHUIYaIbHOE paBHOMEpHOE ocBetienne He Menee 300 rokc;

- NI BBINIOJNIHEHUsS 3a/IaHds TPU HEOOXOIUMOCTH TPEJOCTABISETCS yBEIUYHBAIOIICE
YCTPONCTBO; BO3MOYKHO TaK)K€ UCIOJIb30BAaHUE COOCTBEHHBIX YBEIIMUUBAIOIINX YCTPOUCTB;

- MUCbMEHHBIE 3a1aHUsT OPOPMIISIFOTCS] YBETUYCHHBIM MIPUPTOM;

- DK3aMEH U 3a4€T MPOBOJIATCS B YCTHOU (DOpME MITH BBITIONHSIOTCS B MUCBbMEHHOM (hopMe Ha
KOMIIbIOTEPE.

® I TIYXUX M CIIA0O0CIBIIIANINX

- JeKknuu OoQOpPMIISIOTCS B BHUIE OJJIGKTPOHHOTO JOKYMEHTa, JHUOO TPEeIOoCTaBIsSETCS
3BYKOYCWJIMBAIONIAs anmnaparypa MHIUBUYAJIbHOTO MOJIb30BAHMUS;

- MIChMEHHBIE 3aJITaHUS BBITIOHIIOTCS Ha KOMITBIOTEPE B MUCBMEHHOU (hopme;

- JK3aMeH W 3au4€T TPOBOMATCS B MHCBMEHHON (GopMe Ha KOMIBIOTEPE; BO3MOMKHO
MpoBeICHHE B (POpPME TECTUPOBAHUSA.

® Ui JUI C HApYIIEHUSIMUA OMIOPHO-ABUTATENILHOTO aIllapara:

- Jexuuu OQOPMIIAIOTCS B BHJIE DJEKTPOHHOTO JIOKYMEHTA, OCTYITHOTO C ITOMOIIBIO
KOMIIBIOTEPA CO CIIEeUATN3UPOBAHHBIM MPOTPAMMHBIM 00eCTICUeHUEM;

- THUChMEHHBIC 3a/JaHMs BBIMIOJHSIIOTCS Ha KOMIIBIOTEPE CO CIENHUATU3HUPOBAHHBIM
MPOrPaMMHBIM 00€CTICYeHUEM;

- DK3aMEH U 3a4€T MPOBOJIATCS B YCTHOU (DOpME MITH BBITIONHSAIOTCS B MUCBbMEHHOM (hopMe Ha
KOMIIbIOTEPE.

[Tpu HEOOXOMUMOCTH MPEAYCMAaTPUBACTCS YBEITUUCHUE BPEMEHH ISl IOATOTOBKHU OTBETA.

[Ipouenypa  mpoBeneHHS  MPOMEKYTOUYHOW  arTecTalmdud Uit  OOyYaroIIuXcs
YCTAHABIUBACTCA C Y4YETOM WX HHIMBHAYAIbHBIX TICUXO(PU3MYECKUX OCOOCHHOCTEH.
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[TpomexxyTouHas arTecTanus MOKET MPOBOAUTHCS B HECKOJIBLKO ITAIOB.

[Ipu nmpoBeneHuU Mporeayphl OLCHUBAHUS PE3yJAbTaTOB OOyUeHUs IpexycMaTpUBaeTCs
UCIIONB30BAaHUE TEXHUYECKUX CPEACTB, HEOOXONMMBIX B CBSI3U C HHIUBUIYaTbHBIMU
O0COOCHHOCTAMHU OO0y4YaroIMXcsi. DTU CpPeACTBa MOTYT OBITh MPEIOCTaBICHbl YHUBEPCUTETOM,
WJIA MOTYT HCIIOJIB30BaThCSI COOCTBEHHBIC TEXHUYECKUE CPEIICTBA.

[IpoBenenune mpoueAypbl OLEHUBAHUS  pe3ylbTaToB  OOy4YeHHsS  JIOMYCKaeTcs C
MCIIOJB30BaHUEM JIMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcs AOCTYN K MHGOPMAIIMOHHBIM M OMOIHOrpaduYecKuM pecypcaM B CETH
WNuTreprer nnst kaxmaoro oOydaromierocss B ¢GopMax, aJalTUPOBAHHBIX K OTPAHUYCHHUSIM HX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIIH:

® IS CIENBIX ¥ Ca00BUISIINX:

- B ICYaTHOU (popMe yBETMYCHHBIM MIPUPTOM;
- B popMe 3IEKTPOHHOTO TOKYMEHTA;

- B popme ayaunodaiina.

® IS TUIYXHX U CIa0OCHTBIIIANINX:

- B me4aTHOU opme;

- B popMe 3JEKTPOHHOTO TIOKYMEHTA.

® IS O0YYArOIIMXCS C HAPYIISHUSIMU OTIOPHO-IBUTATEILHOTO armapara:
- B meyaTHo# opme;

- B popMe 3JIEKTPOHHOTO TIOKYMEHTA;

- B hopme ayanodaiina.

VY4eOHble ayAUTOpUH IS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENILHOM paboOThl, HayuyHas
OnbnuoTeKka W WHBIC MOMEIICHUS IJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OO0OPYJOBAaHHEM U
yu4eOHBIMU MECTaMH C TEXHHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CIENBIX ¥ Ca00BUISIINX:

- YCTPOMCTBOM JiJ1si CKaHUpOoBaHUs U uTeHus ¢ kamepoit SARA CE;

- nucrieeM bpaitnsgs PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

® IS TUIYXHX U caboCbIIIaIuX:

- ABTOMATHU3MPOBAaHHBIM pabOYUM MECTOM MJis JIIOJIed ¢ HapylleHHeM ciyxa u
CJIa0OCIBIIIAIINX;

- aKyCTUYECKUH YCUIIMTEb U KOJIOHKHU;

® IS O0YYArOIIMXCS C HAPYIIEHUSIMU OTIOPHO-IBUTATEILHOTO armapara:

- IEPEIBIKHBIMU, PETYIIUPYEMBIMU 3proHomudeckumu napramu CU-1;

- KOMITBIOTEPHOM TEXHUKOM CO CTielnaIbHbIM IPOrPaMMHBIM 00€CTIE€YEHUEM.

9. MeToauyeckne MaTePHAJIbI

9.1. IInanpl MpaKTUYECKUX 3aHATUN

[TpakTyeckue 3aHATHS IpeIHA3HAUYEHBI U1 U3yYEHUs U aHaJIu3a HOPMaTUBHBIX JOKYMEHTOB,
U3y4eHHs] HAyYHOU TEPMHUHOJIOTUH, CTPYKTYPBI CTAHAPTOB, UX PAa3HOBUAHOCTEH, IPOXOIST B

dbopMe 0O0CyKIeHHS 3aJaHHBIX TIJIAHOM BOTIPOCOB.

Temaruka npakTUYECKUX 3aHATHI COOTBETCTBYET OCHOBHBIM pa3jeiaM Kypca.

Tema 1. Ucropus crangaptuzauuu IOV u apxusHoro nena B PO
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Bonpocsr 1uist 06cyxnenus:

1. boppba Hay4HOI OOLIECTBEHHOCTH 32 YHU(UKAIIUIO JOKYMEHTOB M €IUHBIC TMpaBUIIa
XPaHEHUs U YHUUTOXKEHMsI apxuBHbIX 111 B XIX Beke-1910-e rr.

2. Hayunsie quckyccun 1920-X IT. 0 €IMHBIX IPaBUIaX paOOTHI apXUBOB.

3. BenoMmcTBeHHas yHudUKaIus J0KyMeHTOB B 1920-x T.

4. BBefieHHEe €IUHBIX YYETHBIX (OpM, EpeUHEl TOKYMEHTOB, YHHU(DHUKAIIMKA ONMUCAHUS B
1930-¢ roas!.

5. Cranmapruzanus JIOY B 1960-80-¢ rT.

6. Crangaptuzamnus IOY u apxuBnoro nena B 1990 rr.

JIureparypa

OcHoBHas

Bapnamona JI. H. Cranmaptuzanus ynpapiieHus: JokymMmeHTamMu = Records management
standardization : yueOHuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3a., gom. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cMm. - Pe3. anrun. - bubauorp.: c. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamona JI.H. Crangaptuzanus ynpaBieHHUs] JOKYMEHTAIMEH KaK HHCTPYMEHT
dbopMupoBaHus U pa3BuTHs HHPopMarmonHoro obmecrsa / JI. H. Bapnamosa
// Bectauk PITY. Cepus "JlokymeHTOBeieHHE U apxuBoBeaeHue. MudopmaTuka. 3amnura

uH(popmMaluu U uHGopmarronHas 6e3omnacHocts . - 2016. - Ne 1 (3). - C. 95-102.

JononaurenbHas

I'OCT 6.10.1-88  «YHuuUIHpoBaHHBIE  CUCTEMBI  JOKyMeHTanuu. (OCHOBHBIC
noJyoxeuus». M., 1988. 10c.

I'OCT 6.10.5—87. YHudunupoBaHHbIE CHCTEMBbl JIOKYMEHTalMH. TpeOoBaHHS K
NOCTPOCHHIO (popMysipa-o0pasua.

Enunas rocynmapcTBeHHasi cucTema JenonpousBojcTBa. OCHOBHBIE MOJIOKEHHS. M.,
1973. 167 c.

YHUQHUIUPOBAaHHBIE CUCTEMBI OPTaHU3AIMOHHO-PACTIOPSAUTEIIEHON JTOKYMEHTAIIHH.
YuuduuupoBanHbeie (OpMbI, HHCTPYKTHBHBIC U METOJMYECKHE MAaTEPHAIIBI TI0 UX TPUMEHEHUIO.
M., 1981. 144c.

l'ocynapcTBeHHas cucTemMa JTOKyMEHTAIIMOHHOTO oOecrieueHus yrpasieHus. OCHOBHBIC
nosioxeHus. O0ume TpeboBaHMs K TOKYMEHTAaM M CIIY»)K0aM JOKYMEHTAI[MOHHOTO 00eCTIeueHus.
M., 1991. 76 c.

OcHOBHBIE TpaBUIIa pabOTHI TOCYJAPCTBEHHBIX apXUBOB. M., 1984.
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OcHoBHBIE TpaBMIIa paOOTHl BEJOMCTBEHHBIX apXHUBOB. M.,1986.

OcHoBHBIE ITpaBUiIa pabOTHI FOCYIAPCTBEHHBIX apXUBOB ¢ KUHOPOTO()OHOTOKYMEHTaMu/
Coct. B.M.Marunos, A.A. Kobenrskosa, E.I1.Tapakanosa. M,,1980.

OcHoBHBIE TpaBWia paboOThl ¢ KUHOGOTOPOHIOKYMEHTAMU W BHUACO(POHOrpaMMaMH B
BE€JOMCTBECHHEIX apxuBax/CocT. B.M.Marunos JI.A .KoOenbkoBa, ®.A.I'egpouy,
B.A.Ycrtunos. M.,1989.

[Mogonbckass WM.A., Cankuna JI.B. Meronuka u mpakThKa CTaHJapTH3alUd U

yHU(UKAIIUY JOKYMEHTOB: YueOHoe nocooue. — MITMMAU, 1987.

Tema 2. Opranuzanus cuctemsl ctanaaptuzauuu B Poccuiickoit @enepanuu
Bomnpocs! 11t 06cyxaeHus:
1.McTopust cTaHOBJICHUS U PA3BUTHUS CUCTEMBI CTaHAapTU3au B Poccum.
2.0pransl cTaHnapTu3anum u ceptuduxanuu Poccuiickoit deaepamnmm.
3.HopmaTuBHbBIE JOKYMEHTBI M CTaHJAPTHI, PETJIAMEHTUPYIOIINE TPOIECCHl pa3paboTKu

U BHEJPEHUS CTaHIapToB B PD.

Jluteparypa

OcHoBHas

Bapnamosa JI. H. Crannaprusanus ynpasieHus JokyMeHTamu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., gomn. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrn. - bubnmorp.: c¢. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.H. Crangaptusanus ynpasiaeHus JOKyMEHTallMEW KaK MHCTPYMEHT
dbopmupoBanus u pa3BuTHs nHGopmarmonHoro obmiectsa / JI. H. Bapnamosa
// Bectauk PI'TY. Cepus "JlokymMeHTOBeIeHrEe U apxuBoBeAcHUE. MHbopmaTnka. 3amuTa

uHpopManuu 1 nHpopManroHHas 6e3omacHocTs. - 2016. - Ne 1 (3). - C. 95-102.

JomonaurenpHas

Bapnamosa JI.H. CoBpemeHHOe cocTosiHME neld B cdepe CTaHIapTHU3AIMHU IMPOIECCOB
JOKYMEHTAIlMOHHOTO0 ~ o0ecrieyeHus  ympaBieHus: onbslT  Poccum  // Tpymsl  TpeTbeit
MEXIyHapoaHOH KoH(pepeHuun «CranmapTuzanus HHOOPMAIMOHHBIX  TEXHOJOTHHA U
unteponepadensHocTh —SITOP 2009 Mocksa, - C. 137-140.

Bapmamosa JILH. T'OCT P HCO 15489-1-2007: 3nauenune miasa Poccum //

Jlenonpoun3BoACTBO U JOKYMeHTO000poT Ha npeanpustuu. 2007. Ne 3.C.18-19;



21

Tewma 3. CtangapTu3anuu TEPMUHOJIOTUH B cepe ETONMPOU3BOICTBA U APXUBHOTO Jeiia
Bomnpocs! 11t 06cyxaeHus:
1. 3aKpernIeHue OCHOBHBIX MOHATHII B HOPMAaTUBHBIX AOKyMEHTax oTpaciau B 1930-
70-e 1T. 2. YHUUKaus 10KyMEHTOBEIICCKON TEPMUHOIOTUH.
3. DBOIIOIHS TOHATUH «TOKYMEHT», «apXHBHBIN JIOKYMEHT» B CTaHAapTaXx.
4. DBOMNIONMS TIOHATUN «apXUB», «apXUBHBIM (POHI» B CTaHIApPTaX M METOIUYECKUX

JAOKYMCHTAax. TepMI/IHBI, PCrIIaMCHTHUPYIOIIUC apXHUBHBIC TCXHOJIOTUH.

Jluteparypa

OcHoBHas

Bapnamosa JI. H. Crannaprusanus ynpasieHus JokyMmMeHTamu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., non. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrn. - bubnmorp.: c¢. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.H. Crangaptusanus ynpasiaeHus JOKyMEHTallMEW KaK MHCTPYMEHT
dbopmupoBanus u pa3BuTHs nHGopmarmonHoro odmiectra / JI. H. Bapnamosa
// Bectauk PI'TY. Cepus "JlokymMeHTOBeIeHrEe 1 apxuBoBeAcHUE. MHbopMaTnka. 3amura

uHpopManuu 1 nHpopManroHHas 6e3onacHocTs. - 2016. - Ne 1 (3). - C. 95-102.

JIOTIOJTHUTEbHAS
1. I'OCT P 51141-98. Jlenonpou3BOACTBO M apXWBHOE JAeJ0. TepMUHBI |

onpenenenus. M.: 'occtangapt Poccun, 1998. 7¢

2. Envnasg rocynapcTBeHHas cucTema JAelonpou3BOoAcTBa. OCHOBHBIE IOJOXKEHUS.
M., 1973. 167 c.
3. YHudumpoBaHHbie CHUCTEMBI OpPraHU3aIMOHHO-PACTIOPAIUTEIHHON

JOKYMEHTAIuH. YHU(UIMPOBAHHBIE (POPMBI, HHCTPYKTHUBHBIE M METOAMYECKHE MaTEpUalbl MO
ux npumeHenuto. M., 1981. 144c.

4. I'ocynapcTBeHHass cucTteMa JOKYMEHTALMOHHOIO OOECIEeYeHHs YIIPABICHMUS.
OcHoBHBbIe noN0keHUA. OOmuMe TpeOOBaHUS K JTOKYMEHTaM U CIyKO0aM JOKYMEHTAl[HOHHOTO
oOecrreuennsa. M., 1991. 76 c.

5. OcHoBHbBIE TTpaBUiIa paboThl apxuBOB opranu3zauuii./ Pocapxus. BHUMIAJL. M.,
2002.

6. [IpaBuna opraHu3anuy XpaHEHUs KOMIUIEKTOBAHMs, y4eTa U MCIIOJIb30BAHUSA
nokyMeHTOB AD P® u 1pyrux apXuBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U MYHULIUTIATbHBIX

apxmBax, My3esx, oubnuorekax, opranuzanusax PAH. M., 2007. 100 c.
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Tema 4. HannoHanbHbIE CTAHIAPTHI HA CUCTEMBI YIIPABICHUS TOKYMEHTaMU

Bomnpocs! 11t o6cyxaeHus:

1. CTpykTypa CTaHAapTOB HAa CUCTEMBI YIIPABJICHUSI IOKYMEHTAMH W WX MECTO B CHCTEME
CTaHJapTOB B 001acTH HHGOPMAIIMH B TOKYMEHTAIIUH.

2.CBs3p CTaHJAPTOB HA CHCTEMBI YIIPABJICHHUS JTOKYMEHTAMU C CHCTEMOW YIpPaBIICHUS
OpTraHHU3aIMH U JPYTUMHU CTaHAAPTAMH HAa CUCTEMbI MEHEPKMEHTA.

3. Peanuzanus npoueccHoro noaxo/ia K ynpaBJIeHUIO JOKYMEHTaMH.

4. PactipenienieHrne OTBETCTBEHHOCTH 10 YIIPABJICHUIO IOKYMEHTAMHU.

5. KoHTponb 1 u3MepeHue, Kak CpefcTBa yIpaBileHUs JOKYMEHTaMHU.

Jluteparypa:

OcHoBHas

Bapnamosa JI. H. Crannaprusamnus ynpasieHus JokyMeHTamu = Records management
standardization : yueOnuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3a., gom. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrn. - bubnmorp.: c¢. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.H. Crangaptusanus ynpasiaeHus JOKyMEHTallMEW KaK MHCTPYMEHT
dbopMupoBaHus U pa3BuUTHs HHPopMmarmonHoro obmecrsa / JI. H. Bapnamona
// Bectauk PI'TY. Cepus "JlokymMeHTOBeIeH e U apxuBoBeAcHUE. MHbopmaTnka. 3amuTa

uH(popManuu U uHGopmarronHas 6e3omnacHocts . - 2016. - Ne 1 (3). - C. 95-102.

JononaurenbHas

1. TOCT P HUCO 30300-2015 «CUBUJl. Uadopmanus u moxkymeHTtanus. CrucreMbl
ynpaBiaeHus JokyMeHTaMu. OCHOBHBIE MOJIOKEHUS U CIIOBAPh»

2. TOCT P 7.0.101-2018 / ISO 30301:2011 «CUBUA. Unpopmarust 1 TOKyMEHTALIUS.
Cucrems! ynpaBieHus JOKyMeHTaMH. TpeOoBaHus»

3. Cyposuesa H.I'. [lepcniekTHBBI pa3BUTHSI MEKIYHAPOJIHON CTaHIAPTU3AIMH B 00JIaCTH
nHpopmanuu u qokymentanuu // Jlokyment. Apxus. Mctopus. CoBpemeHHOCTh. Martepuaist [V
MexayHapoaHOM HaydHO-TIpakTHuecKol koHpepenuun. ExarepunOypr, 1-4 Hoa6psa 2012 r. —
ExatepunOypr: Uzn-so Ypain. yu-ta, 2012. — C. 84-89.

4. CyposueBa H.I'. IlpoGnembr popmupoBaHusi €AMHOW TEPMHUHOCHUCTEMBI B 0O0JIaCTH
yIpaBiIeHUs JOKyMEHTalle B CTaHAapTaX pa3iMuYHbIX CHUCTEM MEHE)KMEHTa (Ha Mpumepe

cpaBHeHHus cranaapTos cepun 9000 u cepun 30300) // lenonpoussoactso, 2014, Ne 1. C. 70-77.
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5. Cyposuesa H.I'. TOCT P MCO 30300-2016: mepBbIii mar K WHTETPUPOBAHHOMN

CUCTCMC YHPpaBJICHUA OOKYMCHTaAMU /! COBpeMeHHBIe TCXHOJIOTUU JCJIONPOU3BOACTBA U

ToKyMeHTooOopoTa, 2016, Ne 4. C. 6-16.

Tewma. 5. HanimoHanpHbIE CTaHIAPTHI, IPUHATHIE HA OCHOBE MEKTYHAPOIHBIX CTAHIAPTOB
Bomnpocs! 11t 06cyxaeHus:
1. Opranuzanus U perjamMeHTalus YIpaBlIeHUS JOKYMEHTaMU B HAIlMOHAJIbHBIX
CTaHJapTax, MPUHATHIX HA OCHOBE MEXKTYHAPOIHBIX CTaHIapTOB.
2. MertananHble JOKYMEHTOB: TOHSATHUE U CYIITHOCTh
3. VYrnpaneHue JOKyMeHTaMU Ha OCHOBE METaIaHHbIX.
4, OcHOBHBIE ATambl MPOBEJCHUS KOHBEPTUPOBAHHMS U MUTPALMU AJIEKTPOHHBIX

JOKYMCHTOB.

JIureparypa:

OcHoBHas

Bapnamona JI. H. Cranmaptuzanus ynpapiieHus: JokymMmeHTamMu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., mon. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cMm. - Pe3. anrun. - bubauorp.: c. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.LH. Cranpmaptuzauusi ynpaBieHUs HAOKYMEHTAIlM€d KaK HWHCTPYMEHT
dbopmupoBanuss ©  pasBuTus  uH(popmammonHoro obmectea / JI. H. Bapmamona
/Il Bectauk PITY. Cepus "JloxymeHntoBeneHue u apxuBoBereHue. Wupopmaruka. 3amura

uHpopManuu 1 nHpopManroHHas 6e3omacHocTs. - 2016. - Ne 1 (3). - C. 95-102.

JomnonauTenpHas

1. TOCT P UCO 15489-1-2007 «CHUBUM. VYmupasrnenue nokymMeHTamu. OOmue
TpeOOBaHUS ».

2. TOCT P HNCO 23081-1-2008 «CHUBU/I. IIpomeccsl ympaBieHHS TOKYMEHTaMH.
Meranannsie a1 1okymeHToB: Yacte 1. [IpuHIMnb».

3.TOCT P UCO 22310 — 2009 «CUBU . PyxoBoacTBo aiist pa3pabOTINKOB CTAaHIAPTOB

1o (opMyIHPOBAHUIO TPEOOBAHUH K YIPABICHUIO JOKYMEHTAMH» H Jp.

Tema 6. HanmonanbeHbie cTaHaapThl B chepe HHPOPMAITMOHHBIX TEXHOJIOTHI

Bomnpocs! 11t o6cyxaeHus:
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1. [TonsiTHE «AOKYMEHTBHI Ha MAIIWHHBIX HOCUTENAX». CTaHIapTHU3alus IPOLECCOB
CO3aHMsI JOKYMEHTOB Ha MAIIMHHBIX HOCUTEIISIX.

2. I'OCT P 6.10.4-84 «YuudumupoBaHHble CUCTEMBbI JOKyMeHTanuu. [Ipunanue
IOPUJINYECKON CHJIBI JJOKYMEHTAM Ha MAIlMHHOM HOCHUTENE M MalIMHOTpaMMe, CO3/1aBaeMbIM
CPEACTBaMHU BBIYMCIUTEIbHON TEXHUKH. OCHOBHBIE MOJIOKEHUs». [loOHATHE «JOKYMEHT Ha

MAarHuTHOM HOCHUTCIIC».

3. CTaH,Z[apTBI Ha JOKYMCHTBI HAa MAarHUTHBIX HOCUTCJIAX.

4. [ToHsITHE «3TTEKTPOHHBIN JOKYMEHT».

5. Cranmaptsl Ha popMaThl JIEKTPOHHBIX TJOKYMEHTOB.

6. CranmapTsl Ha UHPOPMALIMOHHBIE TEXHOJOTHH U CTAaHAAPTHU3ALHUS HIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

Jluteparypa:

OcHoBHas

Bapnamosa JI. H. Crannaprusamnus ynpasieHus JokyMeHTamu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., gon. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrn. - bubnmorp.: c¢. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamosa JI.H. Crangaptusanus ynpasiaeHus JOKyMEHTallMEW KaK MHCTPYMEHT
dbopmupoBanus u pa3BuTHs nHGopmarmonHoro odmiecta / JI. H. Bapnamosa
// Bectauk PI'TY. Cepus "JlokymMeHTOBeIeHrEe U apxuBoBeAcHUE. MHbopmaTnka. 3amura

uHpopManuu 1 nHpopMannoHHas 6e3omnacHocTs . - 2016. - Ne 1 (3). - C. 95-102.

JomnonaurenpHas

I'OCT 34.201—89. Komruiekc craHgapTOB Ha aBTOMAaTU3WPOBAHHBIE CUCTEMbI. Bupbl,
KOMIUIEKTHOCTh U 00O3HAauU€HUE JOKYMEHTOB MPH CO3/aHUU aBTOMATH3WPOBAHHBIX CHCTEM. —
(MndopmarrionHast TEXHOJIOTHUS).

I'OCT 28388—89. Cucrembl 00paboTku uHpopManuu. JJOKyMEHTHI Ha MarHUTHBIX
HOCUTENSAX NaHHBIX. [1opsI0K BEIMOTHEHUS U 0OpallieHusl.

I'OCT P NCO/M3BK 15910—2002. IIpouecc co3paHusl TOKYMEHTALUU I0JIb30BATENS
nporpamMMHoro cpeactsa. — (MupopmamoHHast TEXHOJIOTHS).

I'OCT P UCO/MDBK 2382-23—2004. UadopmarmonHas Texnosiorus. CioBaps. YacTs

I'OCT 28388-89. Cucrembr 0o0pabotkn wHpoOpManuu. J[OKyMEHTHI Ha MarHUTHBIX
HOcHUTeNsX NaHHBIX. [Topsmok BeimonHEeHHUs U obpamenus. M., 1989.

P/1 50-524-84 «Ilopsok XpaHEHUS] JOKYMEHTOB HA MAIIMHHBIX HOCUTEIISIX».
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I'OCT 6.10.4-84. «YuudunupoBaHHbIE CHUCTEMBI JOKyMeHTanuu. [lpumganue
IOpH,Z[H‘-IGCKOfI CHUJIbI I[OKYMGHTaM Ha MalllMHHOM HOCHUTCIIC U MaH_II/IHOI‘paMMe, co31aBacMbIM

cpeacrBaMmu BBIUHMCIIMTEIbHOM TEXHUKI»

Tewma 7. HanimoHaneHbBIE CTaHAAPTHI B 001aCTIX, CMEXKHBIX ¢ [IOY

Bomnpocs! 11t 06cyxaeHus:

1. TepMHUHOIOTHYECKHE CTAHAPTHI CMEKHBIX 00JIaCTEH.

2. CranmapTel Ha aBTOMaTH3UpOBaHHBIN cucteMbl ympasieHus (TOCT 25.702-85;
['OCT 34.03-90; 'OCT 34.601-90; I'OCT 35.003-90).

3. CrangapThl Ha OyMary /Uit JOKyMEHTOB ¥ HHBIE HOCUTENN WH(OPMAIIUH.

4. Cranpaptel cucteMbl MeHexkMeHTa kadectBa ('OCT P MCO 9000-2008; TOCT
P CO 9001-2008.

JIureparypa:

OcHoBHas

Bapnamona JI. H. Cranmaptuzanus ynpapiieHus: JokymMmeHTamMu = Records management
standardization : yue6nuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3n., mon. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cMm. - Pe3. anrun. - bubauorp.: c. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamona JI.H. CrangapTuzanus ynpaBieHUs] JOKYMEHTAIMEH KaK HHCTPYMEHT
dbopmupoBanus u pa3BuTus nHGopmarmonHoro odmiectsa / JI. H. Bapnamosa
/I Bectauk PITY. Cepus "JlokymeHTOBeieHHE U apxuBoBeaeHue. MudopmaTuka. 3amura

uHpopManuu 1 nHpopManroHHas 6e3omacHocTs. - 2016. - Ne 1 (3). - C. 95-102.

JomnonauTenpHas

1. TOCT P UCO 9000-2008 Cuctembl MeHeKMEHTA KauecTBa. OCHOBHBIE MOJOKEHUS U
CJIOBaphb;

2.TTOCT P CO 9001-2008 Cuctembl MEHEKMEHTA KaduecTBa. TpeOoBaHUs;

3. TOCT P HUCO 9004-2001 CucreMnpl MeHEIKMEHTAa KadecTBa. PeKOMeHOaUy II0

YIYUIICHUIO ACATCIIBHOCTH;

Tema 8. Cranmaptuzanus B 00J1aCTH apXUBHOTO JeJia
Bormpocs! 1i1st 06y ieHust:
1. HopmaruBHble TpeOOBaHUS XpaHEHHUS AayAWOBH3YyalbHBIX JOKYMEHTOB Ha

MAarHuTHBIX HOCUTCIIAX.
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2. HopmatuBHbIe TpeOOBaHUSA K XPaHEHHUIO JTOKYMEHTOB Ha IUIEHOYHBIX HOCUTEIISX.
3. HopmartuBHble TpeOOBaHUSI K XPaHEHHUIO TOKYMEHTOB CTPaxoBoro (oHza.

4. ITopsinok KoHCepBaLUU JOKYMEHTOB.

5. HopMmaTuBHBIE yCIIOBUS XpaHEHHUS JOKYMEHTOB HA MATHUTHBIX HOCHUTEIISX.

6. Opranunzanys XpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB.

JIureparypa:

OcHoBHas

Bapnamona JI. H. Cranmaptuzanus ynpapiieHus: JokymMmeHTamMu = Records management
standardization : yueOnuk / Bapmamosa JI. H. / Varlamova L. N. - 2-e u3a., gom. - Mocksa :
Tepmuka.py, 2018. - 503 c. ; 22 cm. - Pe3. anrun. - bubauorp.: c. 389-438. - ISBN 978-5-
6040204-5-6 : 1300.00.

Bapnamona JI.H. Crangaptuzanus ynpaBieHUsl JOKYMEHTAIMEH KaK HHCTPYMEHT
dbopMupoBaHus U pa3BuUTHs HHPopMarmonHoro obmecrsa / JI. H. Bapnamosa
/I Bectauk PITY. Cepus "JlokymeHTOBeieHHE U apxuBoBeaeHue. MudopmaTuka. 3amura

uH(popManuu U uHGopmarronHas 6e3onacHocts . - 2016. - Ne 1 (3). - C. 95-102.

JononaurenbHas

1. TOCT 55.6-85. JlokymeHTHl Ha OyMaxXHBIX HOCUTENsX. [IpaBuiia rocyapcTBEHHOTO
xpaHeHus. Texnuueckue TpeOOBaHUSI.

2.T'OCT 7.50-90. CUBU . Koncepnarus qokymeHToB. O01mue TpeboBaHwMs.

3. TOCT 17914-72. OGnoXKH AeN UIMTENbHBIX CPOKOB XpaHeHUs. TexHuueckue
ycioBus. M., 1984.

4. TII1b-0145-1986. IlpaBuna rocymapCTBEHHOTO XPaHECHHsI OPUTHHAJIOB M CTPaXOBBIX
kormid. Texaudyeckue TpedboBanms. M.,1987.

5. OCT. 55.1-84. JloxyMeHTBl Ha MJIEHOYHBIX HOocUTeNsxX. [IpaBmiia rocynapcTBEHHOTO
XpaHEHHUs OPUTHHAIIOB M CTPAXOBBIX KOMUN KHHOJOKYMEHTOB M JJOKYMEHTOB CTPaxoBOro (oH/A.
TexHauveckue TpeOOBaHMS.

6. TOCT 7.68-95 MexrocynapcTBeHHbI craHmapT. Cucrema CTaHIapTOB IO
uHpopManuu, OMOIMOTEYHOMY M M3/AaTelbcKoMy nerny. PoHo- M BHUACOAOKyMeHTHL. OOrime
TEeXHUYeCKue TpeboBaHus K apxuBHoMy xpanenuio. C 01.07.96

7. TOCT 7.69-95. (MCO 5127-11-83) MexrocynapctBenubii cranmapt. CUBU/I.
AynuoBu3syanbHble TOKyMeHTbl. OcHOBHBIE TepMuHbI U onpeAeneHus. C 01.07.1997 , nepeusp

¢ u3MeHeH. 23.06.2009



27

8. T'OCT 13699-91. 3anuce u BocmpousBeneHue wuHbopManuu. TepMHHBI U
onpenenenus. C 01.01.1992 1997 , nepeusn ¢ usmenex. 23.06.2009.

9. PJ1 50-524-84 «Ilopsiiok XpaHeHUsI JOKYMEHTOB HA MAaIlIMHHBIX HOCUTEIISX».

9.2. Metoanyeckre peKOMEH/IallUH 110 MOATOTOBKE MUChbMEHHBIX PadoT
Pexomenaruu o nmoaroToBke u oopmieHuio pedepara

[TonroroBka pedepaTta MO3BONSAET 3aKPEMHUTh TEOPETUYECKHE 3HAHUSA IO JUCIHIUIMHE,
PUOOPECTH HABBIKU CAMOCTOSITENILHOTO YIyOJIEHHOrO M3y4eHHUsl OJHOrO M3 paslieloB Kypca.
[Tpu moaroToBke pedepara CTyIEHTHI MOIY4alOT HABBIKU U YMEHHE PaboTaTh C UCTOUHUKAMHU U
JUTEpaTypoi, aHAIM3UPOBaTh (HAaKThl M JIAaHHBIC CHENMAJIbHON JHUTEpaTyphl, U3jaraTh
IPOYNUTAHHOE COBPEMEHHBIM NMPO(ECCHOHANBHBIM S3BIKOM.

Pedepar nomken ObITh 0OpMIIEH B COOTBETCTBHH C TPEOOBAHUSIMH, TIPEIBIBIIEMBIMU K
MOATOTOBKE U 0()OPMIICHHUIO HAyYHBIX PaboT.

Pedepart Brimrouaert:

- TUTYJIbHBIH JIUCT;

- OTJIaBJICHHUE;

- BBEJICHUE;

- OCHOBHYIO YacTh (TeMaTHYECKUE pa3/iebl);

- 3aKJIIOYCHHE;

- CIIMUCOK MCHOJIb30BaHHBIX UCTOYHUKOB U JIUTEPATYPHI.

O6bem pedepata - 15-20 cTpanun Tekcta (rpu Habope dyepes 1,5 uHTEepBaia U pazMepe
mpudTa 13-14). Pedepar nmumercss Ha 0JHOM CTOPOHE CTaHIAPTHOTO JHcTa Oymaru ¢opmara
A4 (210x197mm).

Crpanunbl pedepara HymepyroTcs apaOckumu IMdpaMu Ha BepxXHEM IOJIe JUCTa, 0e3
KaBblYeK, Ne(UCOB M JAPYyrUX 3HAKOB MpenuHaHus. TUTYIbHBI JUCT M OIJIaBJICHHE HE
HYMEpYIOT, HO BKJIIOYAIOT B 001IMii 00beM pedepara.

Hayuno-cripaBouHbIil anmapar pedepara BKIIOYaeT CIUCOK UCTOYHUKOB U JTUTEPATYPHI U
MOJICTPOYHBIE CHOCKH. [lo/IcTpOUYHbIE CHOCKM MCHOJB3YIOTCS BO BCEX CIy4asX LUTHPOBAHUS B
TEeKCTe pedepara MpaBOBBIX aKTOB, IOKYMEHTOB, IPOM3BEICHUI aBTOPOB MOHOTpadwuii, cTaTei,
y4eOHUKOB, Y4YeOHBIX IOCOOMH, a TakkKe NpU IUTUPOBAHUHM CTAHAAPTHBIX OIpEeICHUM
TEPMUHOB M TMOHATUH. Bce mpuBogumsie B pedepare ¢akTel, HUGPHI, JaThl, KOHKPETHbHIC
JaHHBIE TaKXe JTOJKHBI OBITh MOATBEPK/IEHBI MOACTPOYHBIMUA CHOCKaMH.

CHOCKM HyMEpYIOT B IpejiesiaX OJHON CTpaHUIbl apaOCKUMHU LU (paMu, TEKCT CHOCKU

pa3MeIIaroT O MOCIEIHEN CTPOKOM TEKCTa
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9.3. Nuble maTepuabl

[IpumepHBIil mepeueHsb TeM pedepaToB
1. 3HaueHue u poisb ctanaapTuzanuu 1 JOY
2. OcHOBHBIE 3Talbl Pa3BUTHUA CTaHAapTH3aMU cheprl JOY
3. HopmaTtuBHO-ipaBOBOE 0OecTieueHNe cTaHaapTu3amnuu B PO.
4. OOmas CTpyKTypa W HaIlpaBJICHUS JI€ATEIbHOCTH OCHOBHBIX OPraHOB IO CTaHAAPTU3aLUU B
P®
5. O0m1ast xapakTepUCTHKa CTaHIapTOB, MpUMeHseMbIX B chepe 1OY.
6. CrangapTu3ainusi OCHOBHBIX IOKYMEHTOBEAUECKHX TEPMUHOB.
7. CtanpapTsl, peryaupyromue padoTy ¢ JOKyYMEHTaMH Ha MalIMHHBIX Hocutessx. Mcropus
CO3JaHMS U aHAJIU3.
8. CoBpeMeHHbIE CTaHIapThl, IpuMeHsieMble B chepe JOVY.
9. IloHATHS «AOKYMEHT», «3alUCh», «TOKyMEHTUPOBaHHAsI UH(QOpMAIHs» B CTaHAapTaXx.
10. IToHSTHS «apXUBHBIN JTOKYMEHT», «apXHUB», «apXUBHBIA (DOHI», «TOKYMEHTAIbHBIA (DOHI» B
tepmuHoiorudeckux I'OCTax 1980-90-x rr.
11.00mas xapakTepucTHKa CTaHIapPTOB B 00J1aCTH apXUBHOT'O JIEa.
12. CranmapTu3zanusi OCHOBHBIX apXHUBOBEIYECKUX TEPMHUHOB.
13. CranmapTuzanusi TEPMUHOJIOTHH TEXHOTPOHHBIX aPXUBOB U IOKYMEHTOB.
14. TpebGoBaHus K peXUMaM TOCYAapCTBEHHOTO XPAHEHUS JOKYMEHTOB Ha OyMa)KHBIX
HOCHUTEISX.
15. TpeGoBaHMs K XpaHEHHUIO JOKYMEHTOB Ha IJICHOYHBIX HOCHTEIISX.
16. TpeGoBaHMs K XpaHCHUIO OPUTHHAJIIOB M CTPAXOBBIX KOMUN (DOTOTOKYMEHTOB.
17. PernamenTanusi XpaHeHUs! JOKYMEHTOB Ha MAILIMHHBIX HOCUTEISX.
18. FOpunuueckas cuiia JOKYMEHTOB Ha MAIlIMHHBIX HOCUTEISIX.
19. TpeboBanus K 00JI0KKaM JIENT ITTUTETHHBIX CPOKOB XPAaHEHUS.
20. TpeOoBaHMsI K XpaHEHUIO OPUTHHAJIOB U CTPAXOBBIX KOMUH KMHOJOKYMEHTOB.
21. O6mue TpeOoBaHUA K MOKAPHOM O€30MIaCHOCTH apXUBOB.
22. TpeboBaHuUs K MICHOYHBIM U MATHUTHBIM HOCHTEIISIM U MX yITaKOBKE.
23. IlpaBuna ydera u XxpaneHus nokymeHToB ECKJ/I.
24. IlpaBuna y4yeta U XpaHEHUS MPOECKTHON JOKYMEHTAIUH.

25. TpeGoBaHMs K XpaHEHHUIO HAYYHO-MCCIIEIOBATEILCKUX TOKYMEHTOB.
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Ilpunoscenue 1
AHHOTALIUA AUCHUIIJIINHBI

Hucuunmna Cmanoapmu3zayus OOKYMeHmMayuoHH020 obecnederus YynpasieHus u apxXueHo2o
Oena peanu3yeTcs Ha gaxyibmenie ApXUBOBEACHUS U JOKYMEHTOBEICHUSI Kageopoii
Asmomamuzuposannvix cucmem [OY.

Llenp AUCHUIUINHBL: U3yYEHHE TEOPETUYECKUX MPOOJIEM U IMPUKIIAJHBIX aclIEKTOB
cranaaptuzauuu JJOY u apxusHoro nena B PO.

3agaun:

- M3Y4YE€HUE OCHOBHBIX MOHATHH, MUCHONB3YEMBbIX NPH MPOBEJEHUU PAa0OT MO CTaHAAPTH3ALMUU
cheper IOV u apxuBHOTO 1ema;

- u3yueHue ucropuu cranaaprusanuu JJOY u apxusHoro nena B P®;

- U3y4eHHE HOPMATUBHO-IIPABOBBIX OCHOB cTanAapTu3auuu J{OY u apxuBHOro nena;

-  U3ydyeHHEe MH(QOPMAIMOHHBIX CHCTEM W OCHOBHBIX HH()OPMALMOHHBIX PECYpPCOB,
UCIIOJIb3YEMBIX IPU OPraHU3ALUHU U IPOBeIeHUH padboT no cranaapruzauuu JIOY u apXxuBHOro
Jena;

- U3yYEHHE CTaHIapTOB, perynupyronmx chepy 1OV u apxuBHoro nena B PO.

JlucuumuivHa HarpasiieHa Ha (JOPMHUPOBAHUE CIEAYIOIINX KOMIIETEHIIU:

e OK:

¢ OK-4 cnocoOHOCTBIO UCTIONIB30BATh OCHOBHI IPABOBBIX 3HAHHH B PA3JIMUHBIX cepax
NesITeIbHOCTH,

¢ OK-10 crtocoOHOCTBIO K HCIIOIB30BAHUIO OCHOBHBIX METOJIOB, CIIOCOOOB U CPE/ICTB
MOJTyYeHHUs, XpaHEHUs, nepepaboTk HH(OpMAIHH;

e OIIK:
OIIK-1 crtocoOHOCTHIO HCTIOIB30BATh TEOPETUICCKUE 3HAHUS M METOJIBI UCCIICIOBAHUS
Ha MpaKTHKeE.
OIIK-4 BnageHneM HaBbIKAMH MCIOJb30BaHUSI KOMIIBIOTEPHON TEXHUKU U
MH(GOPMALIMOHHBIX TEXHOJIOIMH B IOUCKE UCTOUHUKOB U JIUTEPATYpPHI, HCIIOJIb30BAaHUU
MPaBOBBIX 0a3 JAHHBIX, COCTABICHUU ONOIMOrpahuIecKUX U apXUBHBIX 0030POB;

B pe3ynbrare ocBOeHUS AUCIUILITUHBI 00YyJaIONIUICS JTOTKEH:

3Hath

OTpacJiy IpaBa, UCTOPHUIO UX POopMUpPOBaHUs U pa3Butus B Poccun,

OCHOBHBIE€ METO/IbI, CTIOCOOBI M CPEJICTBA MOTYUEHHUS, XPAHCHHS U TIepepad0TKu HHGOpMAIIIH,
OCHOBHBIE METO/IbI U CPEACTBA MPOBEJICHUS TEOPETUUECKUX HCCIIEIOBAHUMI,

WCTOPHIO CO3J[aHUs U Pa3BUTUS HHPOPMAIIMOHHBIX TEXHOJIOTHI M KOMIIBIOTEPHON TEXHUKH,
UCIIONIb3YEMOM B JOKYMEHTAIIMOHHOM 00ECTICYCHUHN YIIPABJICHHS U apXUBHOM JIETIE,

YMmethb

WCITOJIH30BaTh 3HAHUS B 00JIACTH TIpaBa M MPABOBBIC PECYPCHI B IPO(eCcCHOHATbHON
ACATCIIBHOCTH,

WCITOJIH30BATh MOTYYCHHBIC 3HAHUSA B 00J1acTH paboThl ¢ HH(GOPMAIIMOHHBIMU PECypcaMy Ha
MpaKTHKE,
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IPUMEHSTH MOJyYCHHbIE TEOPETUYECKHIE 3HAHUS JUIsl peIlieHHs 3a/1a4 PO eCCHOHATLHON
JESTEIIBHOCTH,

UCIIOJIB30BaTh KOMIIBIOTEP U MHYIO OPTaHU3ALUOHHYIO TEXHUKY, UCIIOIb3YEMYIO B
IPAaKTUYECKOHN EATEIbHOCTH CIYkKO0 JOKYMEHTAl[HOHHOTO 00eCIIeYeHNs yIpaBIeHUs U
ApPXMBHBIX YUPEXKIACHUN,

Baagern

HaBBIKAMU TOMCKA U UCIOJIb30BAaHUS IPAaBOBOM MH(OPMAIMK [l PELICHUs 3a1a4
npo(hecCHOHANTEHOM IS TEIILHOCTH,

HaBBIKAMU MOJIYYEHUS, XpaHEHUsI U IIepepabOoTKU MH(POPMaLUK B LEIIX Npo(ecCHOHAIBHOM
NesITebHOCTH,

HaBBIKAMU MPOBEJICHHS TEOPETUUECKUX UCCIIEI0BaHUN B paMKax 00pa30BaTeIbHOTO MpolLecca U
JMabHEUIEeH mpoQecCHOHANTBHON NeATeIhHOCTH,

HaBBIKAMU HCII0JIb30BaHUS MH()OPMAIIMOHHO-IIPABOBBIX 0a3 IaHHBIX, COCTaBICHUS
O6ubmorpaguuecKix 1 apXUBHBIX 0030POB ISl PEIICHUS TOCTaBICHHBIX 3a1a4

[To qucuuIuMHE MpeaycMOTpeHa MPOMEXKYTOUHAsI aTTecTalusl B (opMe 9K3ameHa.

O6H_Ia}1 TPYAOCMKOCTb OCBOCHUS JUCIHUIIIIMHBI COCTABJIACT _3_33.‘-I€THBIX CAUHUIIBI.
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Ipunoscenue 2

JIMCT UBMEHEHU
Ne | Teker akryanusauuu win npunaraeMsii Kk PIIJ[ nokymeHT, [Hara Ne
COJieprKaIlMi N3MCHEHHUS IIPOTOKOJIA
1 | Ilpunoxenue Nel 22.06.2020 10

lpunoscenue xk rucmy uzmenenuti Ne |

1. O6pa3oBaresibHble TexXHOJ0TUM (K 1.4 Ha 2020 1.)

B nepuox BpeMEHHOTO NPUOCTAHOBIEHHS MOCEIIECHHUSI O0YYalOUUMHUCS TOMEIECHUH U
tepputopun PITY nans oprammsanum ydeOHOro mpoliecca ¢ MPUMEHEHHEM JJICKTPOHHOTO
o0y4eHHs] W JMCTAHIMOHHBIX OOpPa30BaTENbHBIX TEXHOJOTUH MOTYT OBITH HCIIOJIb30BaHBI
cienyomue o0pa3oBaTeNIbHbIE TEXHOJIOTUU:

— BHJICO-JICKIINH;

— OHJIAMH-JIEKLIMU B PEKUME PEalbHOTO BPEMEHH;

— DIIEKTPOHHBIE Y4eOHUKH, yueOHbIe TOCOOUs, HAyUHbIC U3AaHUS B 3JICKTPOHHOM BUJIE U
JOCTYT K MHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PeECypcaMm;

— CHCTEMBI JUISI 3JIEKTPOHHOTO TECTUPOBAHUS;

— KOHCYJbTALIUU C UCTIOJIb30BAaHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEICTB.

1. CnMcoK HCTOYHMKOB M JUTepPaTyphl (K m. 6.1 Ha 2020 r.)

CHHCOK HCTOYHHUKOB I0NMOJHUTD:

I'OCT P 7.0.8-2013 «Cwucrema crangaptoB 1o uH(opManuu, OUOIHMOTEYHOMY |
U3JaTeIbCKOMY Aeny. J(eTonpon3BoACTBO U apXUBHOE Je710. TepMUHBI U OTIpE/ICTICHUS»

I'OCT P UCO 30300-2015 «Cuctema cranaapToB no wHboOpMamu, OMOINOTEUHOMY U
u3narenabckoMmy aeny. Mudopmarus u noxkymentauus. CHCTeMbl YIpaBiICHUS JTOKYMEHTaMH,
OCHOBHBIE MOJIOKEHHS U CIIOBAPh»

I'OCT P 7.0.97-2016 «Cucrema crtangapToB 1o HH(popManuu, OUOIUOTEUHOMY U
u3JaTeNbckoMy neny. OpraHu3alMOHHO-paclopsIuTeNbHas TOKyMEHTauusa. TpebGoBaHus K
0(OPMIICHUIO TOKYMEHTOB»

I'OCT P 7.0.101-2017 / ISO 30301:2011 «Cucrema craHmapToB 1o WH(OpMaIuu,
O6ubMMoTeyHOMY U M3naTenbcKoMy aeny. Madopmanus u nokymenrtanus. CUCTEMBl yIpaBiICHUS
ToKyMeHTaMu. TpeOoBaHM».

I'OCT P UCO 15489-1-2019 «Cucrema craHaapToB 1o uHpopMauu, OMOINOTEYHOMY U
M3AaTeNbCKOMY Jeny. YnpasieHue fokymeHTamu. Y. 1. [loHsTHs 1 mpuHIUITBI»

I'OCT P UCO 13008-2015 «Uudopmanus u noxkymeHtanus. IIpoueccsl KOHBepCHH U
MUTPAIUU 3JIEKTPOHHBIX JOKYMEHTOB

Cnncok 00513aTeJIbHOM JINTEPATYPHbI 10MOJTHUTH

VYrpaBneHue AOKyMEHTaMU B IM(POBON IKOHOMHKE: OpraHU3aIsl, perjiamMeHTaIus,
peanuzauus. / [ABt. M.B. Jlapun, H.I'. CypoBuesa, E.B. TepentrseBa, B.®. fukosas]; [lox pex.
M.B. Jlapuna. M.: PITY, 2019. 272 c. I'naBa 4.

CnuCoK J0NO0JHUTENbHOM JUTEPATYPbI J0NOJHUTH



32

Cyposuesa H.I'. HoBblil HallmoHaNbHBIN CTaHAApT 1O ynpasiaeHuto fokymeHtamu ['OCT
P CO 15489-1-2019 // AenonpouszBoactao. 2019. Ne 3. C. 36-44.

CypoBuesa H.I'. TOCT P HCO 30300-2015: cdepa npumeHeHUS M BO3MOKHOCTH
ucnoip3oBanus // JlokymeHtauus B HHGOPMAlMOHHOM OOIIECTBE: MPOOJIEMbI CTaHAApTU3ALINN:
nokiaasl u coodmennst Ha XXII Mexnynap. Hayd.-nipakT. KoH., 18-19 Hos6. 2015 r., Mocksa /
Pocapxus, BHUNUJIA/. M., 2016. C. 105-109.
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