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1. losicHuTeIbHAS 3aNIMCKA

1.1. Ienv u 3a0auu oucyunaunvt (Mooyns)

Llens AMCHUIIIMHEL - TOATOTOBUTH BBIMYCKHHKA, 00JAJAIOIIEr0 3HAHUAMH B 00JAaCTH HPaBOBOTO
peryiaupoBaHus pabOThl C JTOKyMEHTalMel, COBPEMEHHBIX MH(OPMAIMOHHBIX TEXHOJOTHH, IpO-
(eccHOHATPHBIMA KOMITETCHIIUSIMH, HEOOXOAMMBIMH JUIsl YIPABJICHUS JOKYMEHTaMU U OpraHH3a-
IIUH JIOKYMEHTAIIMOHHOTO OOECTeueH s YIpaBIeHHUs B OpraHU3aLUsAX JIIOOBIX (OpM COOCTBEHHO-
CTH.

3aoauu oucyunIUHBL COCMOAM 8 CEOYVIOULEM:

® nproOpecTy 3HaHMs O IPAaBOBOM pErJIaMeHTalluH B cpepe yIpaBIeHHs TOKYMEHTAMHU IS
o0ecrieyeHns yrnpaBlIeHYeCKOH JesTeIbHOCTH B OpraHU3aIusIX JI0ObIX (OpM COOCTBEHHOCTH;

® 03HAKOMUTBCSI C IMPAKTUKOW pPa3paOOTKHM M MCIIOJIb30BAaHMS HOPMATHUBHBIX AKTOB IIO
YIIPaBJICHUIO JTOKYMEHTAIEH B COBPEMEHHBIX YCIOBHSIX;

® U3y4UTh BONPOCHI, CBSI3aHHBIE C HOPMATUBHBIM PEryJIMPOBaHUEM AOKYMEHTHPOBAaHUS U
o0ecrneyeHreM COXPaHHOCTH JOKYMEHTHOM HH(pOpMalluK B OpraHU3aIHsX;

® IpOaHAJIM3UPOBATh 00s3aTeNbHbIC TPEOOBaHUS K COCTaBy M O(GOPMIICHHIO JTOKYMEHTOB
OpraHOB YIPABJICHUS JIOOBIX OpraHU3aIHii;

1.2. @opmupyemvie KomnemeHnyuu, COONHECEHHbIE C NAAHUPYEMBIMU pe3yibmamamu odyye-
Hus no oucuuniune (Mooynio):

Koabt komme- | Conep:kanue komie- | [lepeyeHb MJIaHMpPyeMbIX Pe3yJbTATOB 00Yy-

TEeHIUH TeHIUA YeHHUS 0 JUCHUILTITHHE
IK-1 CIOCOOHOCTBIO UCTIONb- 3Hamwb: OCHOBHBIE METOJIBI U CPEACTBA NPOBEACHUS
30BaThb TCOPCTUUCCKUC TCOPCTUUCCKUX I/ICCJ'IGZ[OBaHI/Iﬁ
3HAHUA U METOABI UCCJIC-
JOBaHUs HA MPAKTUKEC Y Memb. IPUMCHATD IMOJTYUYCHHBIC TCOPCTUIYCCKUC
SHaHUA JJId pCIICHUS 3a1a4d HpO(l)eCCI/IOHaJIBHOﬁ -
TCIIbHOCTHU

Braoemyv: HaBbIKaMU TIPOBEICHUS TEOPETUICCKIX
WCCIIEIOBAHUN B paMKax 00pa30BaTEIbHOTO MPOIIec-
ca M JambHEeHTeH mpodeCCHOHAEHON NeITeTEHOCTH

I1K-2 BJIaJICHE OCHOBaMHU 3namw: Otpacnu HHGOPMAIIMOHHOTO MPaBUJIa B
MH(pOPMAIIMOHHO- cdepe ynpasieHHus JOKYMEHTHPOBAHUEM U Op-
aHAJIUTUYECKOU Jes- raHu3au padoThl ¢ HUMU
TEJIBHOCTHU U CIIOCO0- Ymems: oopMIIATE M UCIIOTB30BATh YIIPABIICH-

HOCTBIO IPUMEHSATh UX | YECKUE JOKYMEHTBI B COOTBETCTBHUU C AEHCT-
B mipoeccroHanbHON BYIOLLIMMU IPABOBBIMUA HOPMaMU
JEATENBHOCTU Brnaoemv: naBpikaMu MovcKa U UCTIOIb30BAHUS
MpaBOBOI MH(pOPMALINY TS pEIIeHNS 33124 Po-
(heccOHaIbHOM IEITENbHOCTH

1.3. Mecmo oucyuniunst ¢ cCmpyKkmype 0CHOGHOIU 00pa306ameabHOl NPOZPAMMDBL:

Jucrunnuaa (Moayinb) «l ocymapcTBeHHas perjiaMeHTanus B cdepe yrnpaBlIeHUs JOKyMEH-
TaMH» OTHOCUTCS K BAPMATUBHOM YacTu OJ0Ka JUCHUIUIMH Y4eOHOTO TUIaHa.

B xozxe ocBoeHMs AUCHUILTMHBI (MOAYIISI) HEOOXOAUMBI 3HAHUS, YMEHUS U BIaAeHUs, cQop-
MHUPOBaHHbIE B XOJ€ MU3YYECHHS CIEAYIOIUX JAUCHMUIUIMH W MPOXOXKACHHUS MNPAKTUK: «OCHOBBI
po)eCCHOHAIBHON JIEATETLHOCTH», «Y IpaBJIeHUE JOKyMEHTaMHU KaK 00J1acTh MpodecCuoHaTIbHON
JEATCIbHOCTH».

B pesynbTate ocBOEHUS NUCUUIUIMHBI (MOAYJNA) (GOPMUPYIOTCS 3HAHUS, YMEHHS U BIaje-
HUA, HCOGXOI[I/IMBIG AJId U3YUCHUS CICAYIOIUX JUCHUIINIMH U MPOXOXIACHUSA IMPAKTHK! <<I[OKYM€H-
TOBeIeHHE»; «Opranuzalys U TEXHOJIOTUS TOKYMEHTAlMOHHOTO 00ecreueHusl yrpaBieHus »; «Pe-
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I'YJIMPOBAaHUE TOKYMEHTAIIMOHHOTO 00ECIIeYeHNUs YIPABICHHS B IMUHUCTPATHUBHBIX PETIIaMEHTaX»
«Ympapnenue nHGpopMaIuen u JOKyMEHTAIMEH AIEKTPOHHOTO MPABUTEILCTBA»U APYTHE.

2. CTpyKTypa IMCHHUILIHHBI (MOAYJIs1)

CTpyKkTypa AUCHHMILVINHBI (MOAYJIs1) 1JIs1 04HOM GopMbl 00yUeHust

(2019 200 nabopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 2 3. e., 76 4., 6 mom uucie KOHMAKmuas pado-

ma ooyuarowuxcs ¢ npenooagamenem 28 u., camocmoamenvuas paboma obyyarowuxcs 48 u.

Ne Pa3znen nucuunnm- Bugs! yaeOHOM paboTh ®opMbI TEKyIIIe-
/1 HBI/TEMEI (B vacax) T'0 KOHTPOILL yC-
KouTakTHas IeBacMOCTH
g ®dopma npome-
= % YTOUYHOM aTTe-
3 5 4| cramuu (no ceme-
§ % v . § 3 E % cmpam)
et 54 - Q T o< 2 §
21 5Elg: |g|/2E| 256
SR 188 58 381 ZE| 2
] Qo QO = <
= | E = | ©
1 | Pasoen 1. 1 1 - 2 | Huckyccusa na
Beoonas nexyuu, nu- cemuHnape
mepamypa.
llepgvle  akmovl  no
HOPMAMUBHOMY  pezcy-
JUPOBAHUIO  OOKYMEH-
mayuu
2 | Pazoen 2. 1 - 2 2 | Pegpepam
T'ocyoapcmeennoe
ynpaegnenuss —OOKyMeH- Jluckyceus na
mamu 6 XVIII 6. ['ene- cemunape
panvuoil  Pecnamenm
KakK KOMNJIEKCHbII
HOPMAMUBHbIL AKM NO
YNpaenenuio OOKyMeH-
mavuei
3 | Paszoen 3. 1 1 2 2 | Peghepam
Eounonavanvuas  cuc-
mema ynpaenenus XIX Jluckyccus na
6.Dopmuposanue eou- cemuHnape
HbIX — mpebosanuil K
VApAasieH4ecKuUM OOKY-
MeHmam
4 | Pazoen 4. 1 1 2 4 | Pegpepam
Coyuanvhnas u ynpas-
Jienyeckas peghopmol Luckyccua na
nepeotu wemsepmu XXa. cemunape
u ynpaenenue 0oK)y-
menmamu. Dopmupo-




6AHUE cucmemvl Hop-
MamueHblX AKmMoe

5 | Paszoen 5. 2 2 | Peghepam
Dopmuposanue  eou-
HOU HOPMAmMueHo- Juckyccus na
npaeoeou 6aszvl ynpas- cemunape
JIeHUs1 OOKYMeHmamu u
mexnonocuamu 6 1970-
x eooax. EI'C]],
6 | Pazoen 6. 2 6 | Peghepam
Cmanoapmuszayus 0o-
KYMEeHmo8 Kax Hanpas- Hucryccus na
JleHue ynpaenenus 0o- cemunape
Kymenmayueu:  YHu-
@uyuposannvie  cuc-
memvl OOKyMenmayuu,
ECKKTOCH, OKY]]
7 | Paszoen 7. 4 4 | Pegpepam
Ynpasnenue ooky-
MEHMamu 8 YClo8UsIX Luckyccus na
enedpenuss COJ] cemunape
I'COY u 3axon 06
ApxusHom Oene
8 | Paszoen 8. 2 8 | Peghepam
Meowcoynapoonuvle
HOpMAmuebl no ynpaeg- Juckyccus na
JIeHUI0 OOKYMeHmamu, cemunape
Meswcoynapoonwie op-
2anuzayuu no ynpaene-
HUI0 OOKyMenmayueti
I'OCTwt UCO
9 | Pazoen 9. 3 8 | Peghepam
Ynpaenenue ookymen-
mamu 8 yClo8UsX 6He- Luckyccus na
openus M3/]O u cemunape
«Inexkmponnoti Poc-
cuu»
10 | 3auem 10 | Hmoezosas Kkou-
mpoavHas pabo-
ma
WUTOTO 20 48

CTpyKTypa THCHUIIMHBI (MOAYJIs1) IJISl OYHO-3204HOH (opMbI 00yUeHH s
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(2019 200 nabopa)

Obwas mpyooemkocms OUCYUNIUHBL cOcmagnaem 2 3. e., 72 4., 8 MOM Yucie KOHMAKmuas paboo-
ma obyyalowuxcs ¢ npenooasamenem 16 u., camocmoamenvHas paboma obyyaouuxcs 56 u.

Ne Pa3nen nucuunnm- Bupas! yueOHOM paboThI ®opMbI TEKYIIE-
n/n HBI/TEMBI (B vacax) ro KOHTPOJISL yC-
IEBAEMOCTH
KonrakTtHas
<
g dopma mpome-
[t N
& 8-4 KYTOUHOM aTTEC-
3 5 4| cramuu (no ceme-
T E
5 E s |25 o
2 —
o 2 2| 7 2| ¢X&
R Q, = Q (oW o] = = >
= o=l O = < E = 3 5
=1 g 5| FE as > B a2 °©
& < E = E = ) O
S | 2% E & S| 50| 8
S 1 88| £°8 o| 2 E| 2
O O 51| &
= o O =
=B e
1 | Pazoen 1. 1 1 4 | Juckyccusa na
Beoonas nexyuu, au- cemunape
mepamypa.
Ilepsvie  axmvi  no
HOPMAMUBHOMY  pe2y-
JUPOBAHUIO ~ OOKYMEH-
mayuu
2 | Pazoen 2. 1 2 1 4 Peghepam
T'ocyoapcmeennoe
VApasneHus  OOKYMeH- Jluckyceus na
mamu 3VXVIII 8. l'ene- cemunape
panvuwii  Pecnamenm
KaxK KOMMNIEKCHbIU
HOPMAMUBHbIUL aKm no
YNpagnenulo OOKyMeH-
mayueti
3 | Pazoen 3. 1 1 4 | Pegpepam
Eounonauanvuas  cuc-
mema ynpaenenus XIX Juckyccusa na
6.@opmuposanue eou- cemMuHape
HbIX  mpebosanull K
Ynpagnenyeckum OOoKy-
MeHmam
4 | Pazoen 4. 1 1 1 4 | Peghepam
Coyuanvhas u ynpas-
JleHuecKas peghopmol Juckyccus na
nepeotu yvemeepmu XX8. cemunape
u ynpaenenue 00Ky-
menmamu. Popmupo-
samue cucmemyl Hop-
MAMUBHLIX AKMOB
5 | Pazoen 5. 1 2 4 Peghepam
Dopmuposanue  eou-
HoU HOPMAMUBHO- Juckyccusa na




npaeoeou 6aszvl ynpas- cemMuHape
JIeHUs1 OOKYMeHmamu u
mexnonocuamu 6 1970-
x eodax. EI'C/],

6 | Pazoen 6. 1 1 6 | Peghepam
Cmanoapmuszayus 0o-
KYMeHmos8 Kax Hanpas- HAucryccus na
JleHue ynpaenenus 0o- cemunape
Kymenmayueu:  YHu-
@uyuposannvie  cuc-
memvl OOKYMeHmayuu,
ECKKTOCH, OKY]]

7 | Paszoen 7. 1 1 6 | Peghepam
Ynpaenenue ookymen-
mamu 8 yClo8UsxX He- Luckyccus na
openus COI I'CHOY u cemunape
3axon 06 Apxusrom
dese

8 | Paszoen 8. 1 1 6 Pegepam
Meowcoynapoonuvle
HOpMAamuesl no ynpasg- Luckyccus na
JIeHUI0 0OKYMeHmamu, cemunape
Meswcoynapoonvie op-
eanuzayuu no ynpaene-
HUIO 0OKyMenmayueu
I'OCTw UCO

9 | Pazoen 9. 1 1 8 | Peghepam

Ynpasnenue ooxy-
MEHMamu 8 YClo8UsIX Luckyccus na
snedpenus MIJ[O u cemunape
«dnexmponnoii Poc-
cuu»
3auem 2 10 | Hmocosas Kkou-
mpovHas pabo-
ma

WUTOTO 8 56

CTpyKTypa THCHHUIIMHBI (MOAYJIs1) Il 3204HOM M 3204HOI (YCKOpeHHOe 00yueHue)

¢opmbl 00yueHust

Obwas mpyooemkocms oucyuniunvl cocmasiiem 2 3. e., 76 4., 8 mom uucie KOHMAKmMuas pabo-

ma obyuarowuxcs ¢ npenooasamenem 8 y., camocmosmenvras paboma oobyuarouuxcs 68 u.

Pa3nen nucuurm-

Ce

MEC

Bunbr yue6HOM paboThI
(B gacax)

®dopMmBI TEKyIIE-
T0 KOHTpOJIA yc-
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/o HBI/TEMBI KonTakTHas HICBaCMOCTH
©
=
S dopma npome-
< o
o, JKYTOYHOU aTTe-
[aa]
55 o cranuu (no ceme-
=N
Q O < A =
3 : <] & w 5 cmpam)
< &g 5 = 5l 25| g
= = E = ; = > =
1 s = = ) = %00 Q
o | 25| E & S| 50| 8
S 185 35 ol = E| =
O | o <
< [=8 2, < O
= = =
1 | Pazoen 1. 6 | Juckyccus na
Beoonas nexyuu, au- cemunape
mepamypa.
Ilepsvie  axmvi  no
HOPMAMUBHOMY  pe2y-
JUPOBAHUIO ~ OOKYMEH-
mayuu
2 | Pazoen 2. 1 6 | Peghepam
Tl'ocyoapcmeennoe
VApasneHus  OOKYMeH- Jluckyceus na
mamu 3VXVIII 6. I'ene- cemunape
panvuwiii  Pecnamenm
KaxK KOMMNIEKCHbIU
HOPMAMUBHbIUL aKm no
YNpagnenuto OOKyMeH-
mayueti
3 | Pazoen 3. 1 6 | Peghepam
Eounonauanvuas  cuc-
mema ynpasnenus XIX Juckyccusa na
6. Dopmuposanue eou- cemMuHape
HbIX — mpebosanull K
Ynpagnenyeckum OOoKy-
MeHmam
4 | Pazoen 4. 1 6 | Peghepam
Coyuanvhas u ynpas-
JleHuecKas peghopmol Juckyccus na
nepeotu yvemeepmu XX8. cemunape
u ynpaeinenue 00Ky-
menmamu. Popmupo-
8amue cucmemyvl Hop-
MAMUBHLIX AKMOB
5 | Pazoen 5. 1 6 | Peghepam

Dopmuposanue  eou-

HOU HOPMAMUBHO-
npagosoli 6asvl ynpas-
JIeHUs1 OOKYMeHmamu u
mexuono2uamu 6 1970-

x eooax. EI'C]],

Juckyccusa na
cemuHape
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6 | Pazoen 6. 6 | Peghepam
Cmanoapmuszayust  0o-
KYMEHMOo6 Kax Hanpae- HAuckyccus na
Jlenue ynpaenenus 0o- ceMurape
KyMeHmayueu: Yhu-
@uyuposannvie  cuc-
membl  OOKYMeHmMAayuu,
ECKKTOCH, OKY]]

7 | Pazoen 7. 8 | Peghepam
Ynpasnenue ooxymen-
MAamu 8 YClo8usx GHe- Huckyccus na
openus COI I'C/[OY u cemuHape
3axon 06 Apxuenom
dene

8 | Pazoen 8. 6 | Peghepam
Mesicoynapoonvie
HOpMamuevl no ynpasg- Huckyccus na
JIEHUIO OOKYMEHMamu, cemunape
Meodwcoynapoonvle op-
2aHu3ayuu no ynpaeie-
HUI 0OKyMeHmayuei
T'OCTw UCO

9 | Pa3zden 9. 8 | Peghepam
Ynpasnenue ooxymen-
Mamu 8 yclo8usx eHe- Huckyccus na
openus M3/[O u cemuHape
«Inekmponnou Poc-
cuu»
3auem 2 10 | Hmoeosas kon-

mpoavhas pabo-
ma

UTOTO 68

3. Conep:xkanue TUCHUNIHHBI (MOTYJIs)

/o

JUCHHUILINHEI

HaunmenoBanue pasnena

Conepxanue
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Beoounas nexyuu, numepamypa.

Ilepsvie akmul N0 HOPMAMUBHOMY
pe2yIuposanuro 0OKyMeHmayuu

[Ipenmer, conepxanue u 3amaun Kypca. CTpyk-
Typa Kypca. MecTto Kypca Cpeau MpaBOBBIX, UH(DOP-
MAI[MOHHBIX, JOKYMEHTOBEIYECKUX W apXUBOBEIUC-
CKUX IUCHHIUTUH. TepMUHONOTHS AUCUUTUINHBL Hc-
TOYHUKH U JUTEpaTypa.

Pemenus, 3aduxcupoBannbie B CyneOHMKax
1497r. u 1550 r., Cob6opnom Ynoxenuun 1649 r. mo
BOIIPOCaM BBEJEHUS MEPCOHATBHONW OTBETCTBEHHOCTH
3a MOp4Yy WIH YTEPIO JOKYMEHTOB KaK MepBhIe HOpMa-
THUBBHI TI0 YIIPABICHHUIO TOKYMEHTAMHU

[TonbITKM BBeIEHHUS €IMHOOOPA3HOM CHUCTEMBI
ydera W OMHCAHUS XPAHSIIUXCS B MPHKA3axX YIpaB-
JICHYECKHUX JOKYMEHTOB

T'ocyoapcmeennoe
ooxymenmamu 6 XVIII 6. [ene-
panvuovil  Pecnamenm kak Kom-

VNpaseHusl

NJIEKCHBIU HOPMAMUBHBIU aKm NO
ynpasieHuio 0OKymenmayuetl

dopManuzanus TEXHOJOTHH 00pabOTKH JTOKYMEHTOB
B FOCY/IapCTBEHHBIX YUPEKIACHUSIX.

BBenenne moBCEMECTHOM perucTpanu JTI0KYMEHTOB
KaK Iar K MOCTPOCHHUIO AENOMPOU3BOACTBEHHBIX 0a3
JAHHBIX.

BHC,Z[peHI/Ie CUCTCMbI KOHTPOJIA HUCIIOJIHCHUA JOKY-
MCHTOB U THUIIOBBIX CPOKOB HCIIOJTHCHUSA

Pa3Butne HOpmaTMBHON 0a3bl BO BTOpPOH IOJIOBUHE
XVIII Bexa

Eounonauanvuas cucmema ynpas-
nenus XIX 6. @opmuposarue eou-
HbIX mpebo8aHull K YynpaeieHde-
CKUM OOKYMEHMAaMm

dopmupoBanue eauHoro (Gopmyispa-odpasia ymnpas-
JICHYECKUX (aAMUHHUCTPATUBHBIX) JOKYMEHTOB.
@opMHUpOBaHUE €IMHOU CUCTEMBI PEKBU3UTOB JOKY-
MEHTOB (MeTa JaHHBIX ).

Ponb rocynmapcTBeHHON peEriiaMeHTaluu B CKJIAJIbIBA-
HUU EIUHBIX TEXHOJOTHH M0 00pabOTKEe M XPaHCHHIO
JIOKYMEHTOB

Coyuanvnas u ynpaenenyeckas
pechopmbl nepsoii uemsepmu XXe.
U  ynpaeiexue  OOKYMEHMAMU.
Dopmuposarnue cucmemvl HOpMA-
MUBHBIX AKMOB

JlekpeT o O1aHKax COBETCKUX YUPEXJIEHHUH U ero 3Ha-
YeHHe

I'ocynapcTBeHHbIE YCTAaHOBIIEHHUS IO MOAECPHU3ALIUN
TEXHOJIOTHI pabOThI ¢ JOKyMeHTamu (00phOa ¢ HOBOH
OropoKpaTHeii)

['ocynapcrBennbie ycTaHoBieHUS (JleKpeThl) O BCTYM-
JIEHUU B CUJTy HOBBIX HOPMATUBHBIX aKTOB; O TOCY-
JApCTBEHHOM U HAIlMOHAJIBHBIX SI3bIKaX B paboTe C
JIOKYMEHTaMH; 0 rep0e U mevatsx u ap.
dopMHUpOBaHUE €IMHOTO rOCYAapCTBEHHOT0 MOPsAKa
BBIJICJICHHS IOKYMEHTOB K XPaHEHUIO U YHUUTOXKE-
HUIO.

Pone Begomcts (HKB/[ u np.) B ynpaBieHUU NOKY-

MEHTaMH

Dopmuposanue eOUHOU HOpMA-
MUBHO-NPABo6ol bazvl ynpasie-
HUs OOKYMEHmamu U mMexHOJO-

VYcTaHoBIEHUE €IUHBIX TEXHOJIOTUIA U CPOKOB XpaHe-
HUS yNpaBieHYECKUX N0KyMeHTOB ([lepeunu, Tumo-
BbI€ U IPUMEPHBIE HOMEHKJIATYPHI J1EJT)

EI'C/l u e€ 3nHaueHue i (GopMUpOBAaHUS €IUHOU
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eusamu 6 1970-x cooax. EI'C/I,

00IIeTOCYJapCTBEHHON CHUCTEMBI YIIPABJICHUS JOKY-
MEHTaMHU.

Pa3zButne ocHoBHbIX monoxenuit EI'CI B ¢yHKIHO-
HAJIbHBIX BapuUaHTax JJIsl YIIPABJIEHUA JOKYMEHTaMU B
pa3InuHbIX cepax rocy1apCTBEHHON AESITeTbHOCTH

Cmanoapmuszayus ~ OOKYMeHMO8
KaK Hanpaenexue ynpasienus 00-
Kymenmayueti:  YHuguyuposau-
Hble cucmemvl  OOKYMEHMAYUl,

ECKKTOCH, OKY]]

ECKK TOCHU u YCJI xak mar K BHEAPEHUIO B chepy
yrnpapieHus: paboTol € JOKyMEHTaMH B YCJIOBHSIX
KOMITBIOTEPHBIX TEXHOJIOTHH.

Tabenb Gpopm Kak HHCTPYMEHT YIPABJICHUS COCTaBOM
dopm u yHHPHKAIMEH OJAHKOB MPUMEHSEMBIX JOKY-
MEHTOB

I'OCTrl xonna XX Bexka Ha IOpuamueckyro cuiy,
BHYTpeHHee noctpoeHue (Gpopmyispel), ohopmIiIeHHE,
HOCUTENIM WHGOPMAIMM  Ap. BOMPOCHI YIPABICHHUS
JIOKYMEHTaMu

Vnpaenenue ooxymenmamu 8 yc-
nosusix eneopenus COI I'CHOY u
3axon 06 Apxusrom Oene

3akonbl PO 0 rocymapcTBEHHOM SI3bIKE, O Tepoe, 00
00s13aTeIbHOM PK3eMIUTIPE JOKYMEHTA U JIp. KaK WH-
CTPYMEHTHI YIIPABICHHS JOKYMEHTAMHU.

3aKoHBI 0 paboTe ¢ MPEUIOKEHUSIMU TPAXKIaH, O KOM-
MEpYECKOH TailHe, O IEPCOHAIBHBIX JaHHBIX U JIp. KaK
rOCy/IapCTBCHHBIE 00sI3aTeIbHbIE HOPMAaTHBHBIC aKThI
1o paboTte ¢ TOKyMEHTaMu

Tumnosble HHCTPYKIMHK A1 heaepaTbHBIX U Ap. Opra-
HaX UCIOJHUTEIBHON BIACTH.

3aK0H 0 TEXHHYECKOM PETYJIMPOBAHHUHU U €ro 3Ha4e-
HUE JUIs YIIPaBJICHUS TJOKYMEHTAMHU.

Meswcoynapoonvie Hopmamugsl no
ynpasnenuto O0oKymenmamu, Me-
HCOYHAPOOHBIE OpeaHu3ayuu no
VAPAGIeHUIO O0OKyMeHmayuetl

I'OCTwt UCO

JlesATenbHOCT  MEXKIYHAPOAHOW OpraHu3aluyd 110
CTaHJapTH3ALMH B cepe YIpaBICHHUS JOKYMEHTaMHU.

B3auMoCBsA3b MEXIYHAPOIHBIX U POCCUHCKUX HOPM U
paBui B paboTe C yIpaBiIeHYECKUMHU JOKYMEHTaMHU

Vnpasnenue ookymenmamu 8 yc-
sneopenus MO0 u
«Inekmponnou Poccuu»

JIOBUAX

JloOpoBosibHas cepTu(dUKAIAS aBTOMATU3UPOBAHHBIX
CHUCTEM OJJICKTPOHHOTO JOKyMeHToobopota MoReg,
MoReg-2. JlestenpHOoCTh ['MiIbauu ynpaBiasiommx J10-
KyMEHTaIlel B KadecTBE KOOpAMHATOpa paboT Mo
YIPaBJICHUIO JOKYMEHTALIUEH.

Pa3paboTku BapuaHTOB 3aKOHA O JOKYMEHTAIIUH

Ponp PocapxuBa kak rocygapCTBEHHOIO OpraHa B
yIpaBiIeHUH TOKYMEHTAMH Ha COBPEMEHHOM 3Tare

4. O6pa3oBaTesibHbIe H HHGOPMALMOHHbIE TEXHOJIOTHH

[Ipn peanmu3anuy mporpamMMbl JTUCIUIUTHHBI «[ OCyJapcTBeHHAs periiaMeHTaIus B cdepe
YIOpaBJICHUS JOKYMEHTaMU» UCIIOJIB3YIOTCS ClIeyIonue 00pa3oBaTelbHbIe TEXHOJOTHH: ayIUTOP-
HBIC 3aHATHUS MMPOBOAATCS B BUJE JEKIUi (JIeKuii—oO0ece 1, mpoOJeMHBIX JICKIIUH, JIEKIHi ¢ pa30o-
POM KOHKPETHBIX CHUTYAaIlMi) U MPaKTHYECKUX 3aHATUH B Ja00paTOpUM JOKYMEHTOBEACHUS C UC-
II0JIB30BaAHUECM pa31[aT0qur0 MaTepHana C OIIMCaHHUEM paanqulx pr&BJIGH‘-I@CKPIX CI/ITyaHI/Iﬁ NN
B KOMITBIOTEPHOM KJlacce.
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CamocrosiTennpHass padoTa CTYACHTOB IMOApa3yMeBaeT paboOTy MO HamucaHUIo pedepaTtoB
0] pyKOBOJICTBOM TIpENoaBaTessi, TCOPETUUECKYIO MOATOTOBKY MO TEMATUKE AUCIUILIUHBI C UC-
MOJIb30BAaHUEM MTPABOBBIX MH(POPMALMOHHBIX 0a3, CAMOCTOSATENIFHOE U3YyUCHUE JEHCTBYIOIUX HOP-
MaTHBHO-METOMYECKUX JOKYMEHTOB MO YIPABICHHUIO JOKYMEHTAMH, CIIEHUAIBHON JIUTEpaTyphl U
KYpHaJIbHBIX NyOnukanuii, umeromuxcs B oudnnorexkax PITY u UAU, a takxke B ¢ponae nabopa-

TOpUHU JOKYMEHTOBeleHUs VICTOpUKO-apXUBHOTO HHCTUTYTA.

Ne | Haumenosanue pas- N
w/n dend Buowt yueonoit pabomut Oopazosamenvhbvle mexnonozuu
1 2 3 5
1. |Pazoen 1. Jlexmus 1. BBoaHas nekuysi ¢ n(pUMEHEHUEM Can-

Beoonas nexuuu, nu- MIPOEKTOpa

mepamypa.

Ilepsvie akmol no CamocrostensHas padbora |PaboTta ¢ MeToIMUeCKUMHU MaTepHalaMU

HOPMAMUBHOMY pezy- nabopaToOpun TOKYMEHTOBEICHUS

JIUPOBAHUIO OOKY-

Menmayuu IMoaroToBka K JEKIUU C UCIIOIL30BAaHUEM
npaBoBbIX 0a3 «KoHcynbTaHT», «['apaHT»,
caiitoB biblio-online.ru, znanium.com u zip
u 1p.; 3akoHoAarenbHas 6a3a Poccuiickoit
®enepaunu; YpaBlIeHUE TOKYMEHTAMMU:
YueOHuk

2. |Pasoen 2. Jlexums 2. [TpoOnemMHas nexmus

T'ocyoapcmeennoe

ynpaeienus OOKy- HOI[FOTOBKa K JICKIIUHU C UCITIOJIb30BAHHUEM

menmamu ¢ XVIII e. npaBoBbIX 0a3 «KoHcynpranT», «['apanT»

Feyepaﬂbybuj Peecna- u ap., CalTOB bibliO—OIﬂil’lC.I‘u,

Menm kax komniekc- |CamocTosTenbHas paboTa |Zhanium.com u Jp.; YIpaBieHUe TOKYyMEH-

HblU HOPMAMUBHBIU Tamu: Y4eOHUK.

aKm no ynpasieHuio

OOKyMeHmauuezj Pabora c MCTOAUYCCKUMHU MATCpUaIaMn
1abopaTOpUN TOKYMEHTOBEICHUS
ITonroroBka pedepara

3. |Pa3zoen 3. Jlexmus 3. Jlexnusa-0Oecena

Eounonauanvuas

cucmema ynpaejietus HOI[FOTOBKa K JICKIIMK C UCIIOJIb30BAHUECM

XIX 6. Dopmuposa- npaBoBbIX 0a3 «KoHcynbpranT», «['apanT»

Hue eOuHblx mpe50_ U JIp., CAUTOB biblio-online.ru,

sanuil k ynpaeienye- |CaMoctosiTenbHast paboTa znanium.com M JIp.; YIpaBjeHUE JOKYMEH-

CKUM OOKYMEHMAM TamMu: YueOuuk; Pabora ¢ METOIMYECKUMU
MaTepHaaMH JJabopaToOpUH JOKYMEHTOBE-
JICHMS

4. |Pazoen 4. Jlexuus 4. Jlexums ¢ pa360poM KOHKPETHBIX CHUTYaIlUi

Coyuanvhas u ynpas-

nenueckas pepopmol IMoaroToBka K JEKIUU C UCIIOIL30BAaHUEM

nepeoii vemeepmu  |[IpaxTueckoe 3anstue 1. |POHI0B GubmoTekn PITY 1 aboparopun

XXs. u ynpasnenue JIOKYMEHTOBE/ICHUS, Y TIPABIICHUE JIOKY-

doxymenmanu. Dop- MEHTaMHU: Y 4eOHUK; MOJIrOTOBKA K MIPaKTH-

Muposanue cucmemvy YECKOMY 3aHSATHIO B COOTBETCTBUU C METO-

HOPMAMUBHBIX AKMOE JTHYECKUMH yKazaHHm\fH 10 BEIITOJIHEHHUIO
MPAKTUIECKHUX 3aHATUN




14

CamocrosiTenpHas padbora

Paszoen 5.
Dopmuposanue eou-
HOU HOPMAMUBHO-
npasosoll bazvl
VHpasneHus 0oKy-
MEHMAaMu U MexHo0-
eusamu 6 1970-x 2o-

Jlekmusg 5.

[IpakTnueckoe 3ansarue 2.

Jleknus-0Oecena

PaGoTa ¢ MeToguYecKuMH MaTepragaMu
nabopaToOpun TOKYMEHTOBEICHUS

HOI[FOTOBKa K JICKIIUU C UCIIOJIb30BAHUEM
donaos oudmmorexu PI'TY u nabopatopun

oax. EI'CJ], JIOKYMEHTOBE/ICHHUS, Y IPaBJIeHHE JIOKY-
CamocrosiTenbHast padoTa |y opmay o VueGHHK:
ITonroroBka pedepara
Pasoen 6. Jlexuus 6. Jlexuust ¢ pa300pOM KOHKPETHBIX CUTYaIHi
Cmanoapmusayus
OOKyMeHWIOB KAaK Ha- Pabora c MCTOAUYCCKUMHU MaTCpuajlaMn
npaenenue ynpaeine- naboparopuu JOKYMEHTOBEICHUS
Hust ookymenmayuet: |[IpakTuueckoe 3ansaTue 3
yHud)uuupogaHHble HOI[FOTOBKa K JICKIIMHK C UCIIOJIb30BAHUECM

cucmemvl QOKYMeH-
mayuu, ECKKTOCH,
OKYV]]

CamocrosrenbHas paborta

donaos oudmmorexu PI'TY u naboparopuu
JIOKYMEHTOBE/ICHUS, TPaBOBBIX 0a3 «KoH-
CyJIbTaHT», «['apanT» u ap.; 3aKoHOa-
TenbHast 6aza Poccuiickoii @enepanu,
JlokyMeHTUpOBaHHE YIIPABICHYECKOU JIEsI-
TETHHOCTHU: YIYCOHUK U MMPAKTUKYM IS
aKaJeMHYecKoro OaxkanaBpuara

Paszoen 7.
Ynpaenenue ooky-
MEHMAamu 8 YCl08UAX
eneopernus CO/
I'CHOY u 3axon 06
ApxusHom Oene

Jlexuus 7.

[IpakTuueckoe 3austue 4.

CamocrosrenbHas paboTta

Jlexums ¢ pa360poM KOHKPETHBIX CUTYaIlUi

HOI[FOTOBKa K JICKIIUHU C UCITIOJIb30BAHHUEM
3akoHonmarenbHas 0aza Poccuiickoit ene-
paumu, npaBoBbIX 0a3 «KoHCYIbTaHT»,
«["apanT», caiiToB biblio-online.ru,
Znanium.com 4 Jp.;

JlokyMeHTUpOBaHHE YIPABICHYECKOU JIEsI-
TEJILHOCTU: Y4EOHUK U MPAKTHKYM JIJIs
aKaJieMHuecKoro OaxkajgaBpuara

Paszoen 8.
Meowcoynapoonvie
HOpMamuesi no
VynpasieHuo 0oKy-
menmamu, Medicoy-
HapoOHble opeanu3a-
Yuu no ynpagieHuro

Jlexmusg 8.

CamocrosiTenpHas padbora

Jlekuus-0Oecena

3akonomarenbHas 0a3za Poccuiickoit Dene-
panuu,, YpaBieHue TOKyMEHTaMu: Y4eo-
HUK, IPaBOBbIX 0a3 «KoHcynbTaHT», «I a-
paHT» U Jap.

PaGoTa ¢ MeToguYecKuMH MaTepragaMu

Joxymenmayueu
TOCTw1 HCO naboparopuu JOKYMEHTOBEICHUS
Pazoen 9. Jlexkmus 9. [IpoGnemuas nexius

VYnpaesnenue ooky-
MEHMamu 8 YClo8usix
snedpenus MI/[O u
«Inekmponnou Poc-
cuu»

CamocrositenpHas padbora

IToaroroBka K JIEKIIMH € UCIHOJIL30BAHUEM
npaBoBbIX 0a3 «KoHcynbTaHT», «["apaHT»
u ap.

3akonomarenbHas 0a3za Poccuiickoit Dene-
panuu, YrpaBieHue T0OKyMEHTaMH: Y4el-
HUK, JIOKYMEHTbI U TEXHOJIOTHUU», JIOKY-
MEHTHUPOBAHUE YIPABICHUYECKON JEATEIb-




15

HOCTHU: YU€OHUK U MPAKTUKYM JJIsl aKaje-
MHUYECKOro OakajgaBpuara,

S. OueHka NJIAaHUPYEMbIX Pe3yJIbTATOB 00y4eHM st
5.1. Cucmema ouyenusanus

®opMa KOHTPOJIS Makc. K0J1M4ecTBO 0aJJI0B

3a oany padory [Bcero

Texymui KOHTPOJIb:

- cobecenoBanme (YCTHBIN OMpoc) 5 6annoB 25 Ganos
- OLIEHKA MPAKTUYECKUX 3aJaHu 5 GaioB 20 6amnoB
- cobecenoBaHme MO TeMaM pedepaTos, 15 6amnos 15 6amnos

OLIEHKa MOATrOTOBKHU pedepaTon

IIpomexyTrouHas aTTecTanus (3a4eT) 40 6annos

Hroro 3a cemecTp (IMCUUILIAHY) 100 6am1oB

[TosydeHHBII COBOKYNHBIN pe3ybTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLIEHOK U B LIKAILY
onieHoK EBpornelickoii cucteMsl nepeHoca u HakorieHus kpenutoB (European Credit Transfer
System; nanee — ECTS) B COOTBETCTBUU ¢ TaOJIUIICH:

Mxana
100-0ayupHa mIKaIa TpaguunoHHas mkana

ECTS

95 -100 A
OTIIMYHO
83 -94
68 — 82 XOPOIIIO 3aumeHo C
56 — 67 D
y,Z[OB.HeTBOpI/ITeJIBHO
50 -55 E
20 -49 FX
HEY/I0BJIETBOPUTEIHHO He 3aYmeHo
0-19 F

5.2. Kpumepuu evicmaenenusn oyenku no oucuyuniune (mMooyJio)
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Bbaxasl/
HIxana
ECTS

OuneHka mo guc-
HUILIMHE

Kputepun onenkn pe3yabTaToB 00y4eHHUsI 110 AUCHHUILINHE

100-83/

AB

«OTIUYHO»/

«3a4TeHO (OTIHNY-
HO)»/

«3a4YTCHO»

BricraBisiercs o0yyaromemMycs, eciid OH IITyOOKO U TPOYHO
YCBOUJI TEOPETUYECKUN U ITPAKTUUECKUIM MAaTEPUAII, MOKET
IIPOJEMOHCTPUPOBATH 3TO HA 3aHATHUSX U B XOJ1€ IPOMEKYTOU-
HOU aTTECTallUH.

OOy4Jaromuiicst UCYEPITBIBAIOIIE U JTOTHYECKH CTPOWHO H3J1ara-
€T y4eOHBI MaTepuall, yMeeT YBI3bIBATh TEOPHUIO C TIPAKTH-
KOM, CITPaBJISIETCS C PEIICHUEM 3aj1a4 MpoQeCcCHOHAIBHON Ha-
MIPABJIEHHOCTH BBICOKOTO YPOBHSI CII0KHOCTH, PABUIBHO
00OCHOBBIBAET MPUHSATHIEC PEILICHUSI.

CBoOoaHO OpHEHTUPYETCS B y4eOHOH U TpodecCHOHATbHON
JTUTeparype.

OreHKa Mo JUCIUTIIIMHE BBICTABIISAIOTCS 00yJYaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOYHOM aTTECTAIlUH.

Komnerenuu, 3akpernyiéHHbIe 3a JUCHUTUTMHOMN, ChOpMHpPOBa-
HbI Ha YPOBHE — «BBICOKHI».

82-68/

«XO0pouIo »/

«3a4TeHO (XOopo-
110 ) »/

«3a4TCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT TEOPETHUECKUI
Y IPAKTUYECKUHA MaTepHas, FPaMOTHO U IO CYIECTBY M3JIara-
€T €ro Ha 3aHATUAX U B XOJI€ IIPOMEKYTOUYHOU aTTECTALUH, HE
JOIIYCKasl CyIECTBEHHBIX HETOYHOCTEM.

OO0yuaromuiicst MpaBUJIBHO MPUMEHSET TEOPETHUECKHE TIOJIO0-
KEHUS IPU PELICHUH MPAKTUYECKUX 3a/1a4 MPoecCUOHANbHON
HAIpPaBJIEHHOCTHU Pa3HOTO YPOBHS CIOHOCTH, BJIaJIeeT HE00-
XOJUMBIMH ISl 5TOTO HaBBIKaMU U TpUEMaMHu.

JlocTaTogHO XOPOITIO0 OPUEHTUPYETCS B yueOHOM U ipodec-
CHUOHAJILHOW JIUTEpaTypeE.

Or1eHKa Mo JUCIUTIIINHE BBICTABIISAIOTCS 00yUYaomeMycs ¢
Y4ETOM PE3YIHTATOB TEKYIIEH U MPOMEKYTOYHOM aTTECTAIIUH.

Komnerenuu, 3akperniéHHbIe 3a JUCHUTUTMHOMN, COPMHUpPOBa-
HBI Ha YPOBHE — «XOPOILIHIL».

67-50/

D.E

((y,Z[OB.HeTB OpI/ITeJIL—
HO»/

«3a4TeHo (ynoBe-
TBOPUTEIBHO)»/

«3a4TCHO»

BricraBisiercst o0y4aromemMycs, €ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUN U MPAKTUYECKUN MaTepHal, IOMyCKaeT
OTJIeNIbHbIE OUTMOKH MPU €T0 U3JI0KEHUU Ha 3aHATUSX U B XOJI€
MPOMEKYTOYHOM aTTECTaINH.

OOyuaromuiics UCIIBITHIBAET OIpeieIEHHbIE 3aTPYAHEHHUS B
MPUMEHEHUH TEOPETUUECKHUX MOJIOKEHUH MPU PELICHUH MPaK-
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Bbaxasl/
HIxana
ECTS

OuneHka mo guc-
HUILIMHE

Kputepun onenkn pe3yabTaToB 00y4eHHUsI 110 AUCHHUILINHE

TUYECKHUX 3a/1a4 MPOPECCHOHATBHON HAPaBICHHOCTH CTaH-
JAPTHOTO YPOBHS CIOXHOCTH, BIIaJIEET HEOOXOUMBIMH TS
3TOro 0a30BBIMU HABBIKAMU U MPUEMAMHU.

JIeMOHCTpHpPYET TOCTaTOYHBIN YPOBEHb 3HAHUS YUEeOHOH M-
TepaTypsl 10 JUCLHUIIINHE.

OrneHka o JUCIHUILTMHE BBICTABIISIOTCS 00y4YaomeMycst ¢
YYETOM PE3YIABTATOB TEKYLIEN U MPOMEKYTOYHON aTTECTALINY.

Komnerenuu, 3akpernyiéHHbIe 3a JUCHUTUTMHOMN, ChOpMHUpPOBa-
HbI Ha YPOBHE — «J10CTATOYHBIN».

49-0/

F.FX

«HEY/IOBJIETBOPH-
TEIBHO»/

HEC 3a4YTCHO

BricraBisiercst o0yyaromemMycs, eciii OH He 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUN U IPAKTUYECKUM MAaTepUall, T0IyCKaeT
rpyObie OIMOKH MTPU €ro U3JI0KEHUH Ha 3aHATHUAX U B XO/1€
IIPOMEKYTOYHON aTTECTALUH.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B IIPH-
MEHEHUU TEOPETUUYECKUX MTOJIOKEHUN ITPU PELIEHUH [TPAKTH-
YEeCKHX 33/1a4 NMPpo(hecCHOHAIbHON HAPaBICHHOCTH CTaHAAPT-
HOTO YPOBHS CJI0KHOCTH, HE BJaJIe€T HEOOXOAUMBIMHU IJIs 3TO-
IO HaBbIKaMU U NPUEMaAMHU.

JleMOoHCTpUpYeT (pparMeHTapHbIe 3HAHUS YUeOHOH JHUTEepary-
PBI 110 JUCIUIIIHHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOmEMycs C
y4E€TOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU aTTECTALUH.

KomMmnereH1un Ha ypoBHE «A0CTATOUHBIN», 3aKPETNIEHHBIE 3a
JTUCLUUIUIMHON, He C()OPMHUPOBAHBI.

5.3. Ouenounvie cpeocmea (mamepuanpl) 011 MmeKyuie2o KOHMpOAA YCneeaemocmu, npome-
HCYMOUHOU ammecmayuu 00y4arnnumuxca no oOucyuniune (Mooy)

IIpumepusie onpocwt 01151 nposedenus: mexywell ammecmayuu (YCmuwlii onpoc)

1. Kakue opraHumzanuyd MMEIOT MpPaBO MMETh OJAHK C BOCIPOU3BEACHHEM TOCYIapCTBEHHOTO
repb6a P® u re aTo onpeneneHo?
2. Kak xnmaccuunupyroTcs CHCTEMbI JOKyMEHTAIun ?

»

Urto o603Hauaet adbopeBuarypa OKVYJ1?

4. UYrto OTHOCUTCS K OOLIEPOCCUIICKUM CHCTEMaM JIOKyMEHTaIu?
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5. Ha ocHOBe Kakux rocylapCTBEHHBIX CTaHIAPTOB MPOEKTUPOBAIUCH YHU(DUIIMPOBAHHBIE CHC-
TE€MbI JOKyMEHTAIUu ?

6. Kakue crarbu Koncrutynuu PO ompenensior OCHOBHbIE MTpaBa U 0OSI3aHHOCTH CYOBEKTOB B
cdepe nHHOPMAMOHHBIX (M JOKYMEHTAIIMOHHBIX) OTHOIIIEHUH M KAKOBO UX COJepKaHue?

7. Kakue TpeOOBaHUS MPEIBSIBISIOTCS K PEKBU3UTY ‘HAMMEHOBAHUE OPTaHHU3AI[UU», €CITH aBTOP
rocy/lapcTBeHHasi opranuzanus’?

8. Kakue 3aKOHBI OTHOCATCSA K CHCTEMOOOPa3yrIMM (paMOYHbIM) B chepe nHpopManuu u a0-
KyMEeHTaluu?

9. B kakoM (enepaabHOM 3aKOHE OMPEENICHbI TPAaBOBbIE OCHOBBI CTaHApTHU3ALNN?

10. Kakue nanmonansHuble cranaaptsl ('OCT P) umeror oTHOIIEHNE K YIIPaBIEHUIO JOKYMEHTa-
Mu?

11. B ueM oTiIM4Me TEXHUYECKOTO PETJIAMEHTA OT HALMOHAJIBHOIO cTaHaapTa’?

12. B uem cocTOAT OTIAMYMUS B IpaBuiIax oGopmieHus JOKYMEHTOB Mexay cTangaptamu 1SO u
POCCHUICKUMH HAllMOHAIbHBIMU CTaHIApTaMM !

13. Korma chopmupoBasiich OCHOBHBIE TpeOOBAaHUS K OpPTaHMU3AIlMU JOKYMEHTOOOOpOTa B Opra-
HU3ALUSIX.

14. B yem Ha3zHaueHue yHHGUIUPOBAHHBIX cucTteM fAokymeHTaruu u (YCJI) u KakoB cocTaB 00-
mepoccuiickux YCJI?

15. Kakoe Ha3HaueHUE UMEET perjaMeHT 3aceJaHuii?

16. Kak ohopMIiIsitoTcs TOKaIbHBIE aKThl, OMPEACIISIONINE MTOPAJOK OpraHU3aluy U AEATEIbHOCTH
OpraHoB yINPaBJIEHUs HETOCYAAPCTBEHHBIX OpraHU3aLMi?

17. KakoBo HazHaueHue ['ocyaapCTBEHHON CHCTEMBI TOKYMEHTAIIMOHHOTO OOECIeUEHUs YIpaB-
nexus?

18. Korna u kak cranu GopMupoBaThCs TPeOOBaHUS K MPOXOXKACHUIO U UCTIOTHEHHUIO BXOISAIIHX,
UCXOJSIIUX U BHYTPEHHUX JTOKYMEHTOB?

IIpumepnvie memol peghepamos no pazoenam OUCYUNTUHBL:

e [lepBble HOpPMATUBHBIE AKTHI IO PETJIAMEHTALMU YIIPABIECHUYECKUX JOKYMEHTOB

®  PerymaMeHTanMs TEXHOJIOTUHM JAEIONPOU3BOACTBEHHBIX ONEpaluil B yUPEXKICHUIX
Poccun (XVYI-XVII BB.)

e [‘eHepanbHbIi PermaMeHT O perjiaMeHTalMy TEXHOJIOTHUNA 1eTONPOU3BOJICTBA B
yupexaeHusix Poccun (XVIII Beka)

®  Pa3BuTHE NOJIOKECHUM ' eHepaIbHOrO perylaMeHTa B IOCIEAYIOIX HOPMAaTUBHBIX
JIOKYMEHTaX

e ['yOepnckas pepopma XVIII Beka u perimaMeHTanus AeIONPOU3BOICTBA.

e  dopmMupoBaHue TpeOOBaHUI K COCTaBY U OPOPMIICHHUIO YIIPABIEHYECKUX TOKYMEHTOB
(XVI- XVIII BB.)

e HopmMmaruBHOE 3aKpeIUIeHUE TEXHOJIIOTUI JEI0IPOU3BOICTBEHHBIX ONEPALU B
yupexaenusax Poccun (XIX Beka).

¢ EnuncTBO npaBui opopMIIeHHs JOKYMEHTOB B TOCYIapCTBEHHBIX YUpekaeHusx Poccun

B XIX — Hauy. XX BB.
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e HopMmaruBHBIE aKThl OPTaHOB BJIACTHU U YIPABIEHUS 110 BOIIPOCAM JIEJIOMPOU3BOJICTBA B
LHEHTPAJIbHBIX U MECTHBIX YupexaeHusax B 1918-1920-e roasl.

e (O030p OTEUeCTBEHHON HOPMAaTUBHO-TIPaBOBO 0a3bl 1920-1940-x rT. Mo Bompocam
JEJIONPOU3BOJICTBA

e (O030p 0TEUYeCTBEHHON HOPMATHBHO-PaBOBOi 0a3bl 1950-1960-x rT., MO BOIpocam
JEJIONPOU3BOJICTBA

e Enunas rocynapctBeHHas cuctema aenonpousBojictsa (EI'CI) u e€ BnusiHue Ha
MPaKTUYECKOE JEIONPOU3BOJCTBO

¢ Passutue nonoxenuit EI'CJ] B mocieayromux HOpMaTUBHO-METOUIECKUX paboTax
(moxymenTax) 1970-x ronos

e J[lpuuunsl pazpabotku YCJ m ECKK TOCU kak mnpakTHYECKOro HWHCTPYMEHTa
ynpasieHus nokymentanuei B 1970-80 rr.

e (CocraB, coJep>KaHue 1 OMBIT MPUMEHEHUs Y HU(DULIMPOBAHHBIX CUCTEM JIOKYMEHTALUN

e [ocymapcTBeHHbIE CTaHAAPTHI KaK MHCTPYMEHT yIpaBiieHHs nokymeHTauuei B 1970-80
IT.

e ['CHOY wm pa3BuTHE TOCYNAapCTBEHHOW pErjaMEHTalluh padOThl C JTOKYMEHTaMHU B
Poccuiickoit denepanuu

® Amnanu3 JeHCTBYIONIEH 3aKOHOMATENIbHON 0a3bl B cdepe ynpaBieHUS TOKYMEHTAMU B
HEroCy/IapCTBEHHOM cdepe

¢ HudopmanrioHHOE MPaBoO U €ro pojib B YIPABIECHUU JOKYMEHTAIHEH

®  DJEKTPOHHBIC TOKYMEHTHI M PA3BUTHE TOCYIApCTBEHHOM pEryIaMeHTaINH B 3TOU chepe

e TocymapcTBeHHass perjaMeHTalMs XpaHEHUS W YHUUYTOXKEHHUS YIPaBICHUYECKUX
JIOKYMEHTOB, €€ (hopMHUpOBaHHE U Pa3BUTHE

¢  OmnbIT perjiaMeHTali padoThl ¢ JOKYMEHTaMH 3a pyoe:koM

® ApxuBHas Ciryx0a Kak roCyJapCTBEHHBIN OpraH YIpaBJIeHUs JOKYMEHTaIlUeH

HpuMeprze KOHMPOJIbHblE 60NPOCHI onsa npoxweo;tcymounoﬁ ammecmayuu no umoezam oc-
BO€HUA ()uCL;uI’lJZqul.‘

1. KakoBbl mpu3HaKku TOTO WM HHOTO O0BEKTA, pacCMaTPUBAEMOTO KaK cucTema’?
2. Yo sABIsAETCS OCHOBHBIM B COJIEP)KAHUHU MTOHATHSI «YIIPaBICHUE»?

3. Kakumu xapakTepHBIMHU CBOIICTBaMU 00JIaaeT CHCTEMa YIPaBICHUs?

4. KakoBa CTpyKTypa ynpasJsioleld YaCTU CUCTEMBI yIIpaBIeHUs ?

5. B ueM cxoxu U pa3nTudHbl XapaKTEPUCTUKU YIPABIISIONIEH 1 OPUCHOM IeATeTbHOCTH ?
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6. B ueM cocTosIT OCHOBHBIE ITPOOJIEMBI B OPraHU3allMKi CUCTEMBI YIIPaBICHUS TOKyMEHTaMu?
7. Uto Takoe 0oKkymeHm U KaKOBBI €r0 OCHOBHBIC XapaKTEPUCTUKU?
8. B dem cocTouT conepkaHue ynpaBieHUs] JOKYMEHTaMM !

9. B ueMm cocTosT 0043aHHOCTH U MOJHOMOYHSA B cepe YIpaBIeHU JOKYMEHTaMHU Pa3IUUHbIX
rOCyJapCTBEHHBIX OPIaHOB BJIACTH U YIPABICHUS?

10. Uto Takoe cucreMa ympaBlieHUS TOKYMEHTaMH U KaKMMH CBOMCTBAMHU OHa JOJKHA 00Jia-
nate?

11. KakoBbl pyHKIIMU CUCTEMBI YIIPABICHUS JOKYMEHTaMU?
12. Kakue TpeboBaHMS IPEIBABISIOTCS K CHCTEME YIIpaBJICHUS JOKyMEHTaMu ?

13. Ha ocHOBe KakuWx TPHUHIIMIIOB W TOJIOKEHUN pa3paboTaHbl YHUDHUIIMPOBAHHBIE CHCTEMBI
YIOPaBJICHUYECKON TOKYMEHTAIIUN ?

14. Kakue cymecTByloT YHU(GUIIMPOBAHHBIE CUCTEMBI YIIPABICHYECKON TOKYMEHTAIMHU U YTO B
HUX BKJIIOYEHO?

15. KakoBa cnenudurka yHUGUIMPOBAHHBIX (OPM OTPACIEBON YIpaBICHUYECKON TOKyMEHTa-
maun?

6. YueOHO-MeTOAMUYECKOE M HH(POPMALIMOHHOE 00ecnieyeHHe TN CIMITUHbI

6.1. Cnucok ucmouHuKo8 u J1umepanypol
UHemounuxu

®denepanbHbIi 3aK0H OT 26.12.1995 No 208-03 «O06 akmuoHnepHsIx odmecTBax» // C3 PD.
1996. Ne 1. Cr. 1. Pexxum goctyma: www.consultant.ru

@denepanbHblil 3ak0H oT 22.10.2004 No 125-d3 «O6 apxuBHOM faene B Poccuiickoit Dene-
patun» // C3 P®. 2004. Ne 43. Ct. 4169. Pexxum noctyma: www.consultant.ru

®enepanbhblif 3akoH 0T 27.06.2006 Ne 149-@3 «O06 undopmaruu, HHPOPMAITMIOHHBIX TEX-
HOJIOTHUSX U 0 3a1uTe HHpopMarmn». Pexxum noctyma: www.consultant.ru

®enepanbhblii 3akoH oT 10.01.2001 Ne 1-d3 «O06 amekTpoHHON UPPOBON moamucH». Pe-
JKUM JOCTyIIa: www.consultant.ru
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®enepanbHblil 3ak0oH 0T 27.12.2002 Ne 184-D3 «O TEXHMUECKOM PETYJINPOBAHUU». Pexum
Joctyna: www.consultant.ru

@enepanbubiii 3akoH 0T 02.05.2006 N 59-03. «O mnopsaake paccMOTpeHHs OOpareHHi
rpaxkaan Poccutickoit denepanun» Pexxum noctymna: www.consultant.ru

®epnepanbublit 3aK0H 0T 06.04.2015 Ne 82-D3 «O BHEeCEHUU U3MEHEHUM B OT/EJIbHBIC 3aKO-
HoO/JaTeNbHbIe aKkThl Poccuiickoit denepaniuu B 4aCTH OTMEHBI 00S3aTEIBLHOCTH T€YATH XO3SUCT-
BEHHBIX 00mIecTB». Pexkxum moctyma: www.consultant.ru

OK 011-93. O0uiepoccuiickuii kinaccuukaTop yrnpaBieHYecKoil qokyMmeHnTanuu. (yrB. Ilo-
cranoBieHueM ['occrannapra Poccuu ot 30.12.1993 N 299) (pex. ot 17.07.2019). Pexum noctymna:
www.consultant.ru

TumoBass MHCTPYKLHMS IO JEIONPOU3BOACTBY B (peepalbHbIX OpraHax HCIHOJIHUTEIbHOM
Biactu Poccuiickoit @eneparuu (ytB. [Ipukazom MuHHCTpa KylabTypbl U MAacCCOBBIX KOMMYHHKA-
i PO ot 08.11.2005 Ne 536). Pesxkxum noctyma: www.consultant.ru

I'OCT P 7.0.97-2016 Cucrema cranaapToB 1o uHdopmaiuu, OMOINOTEYHOMY W H31aTeNb-
ckomy geny. OpraHuzalmoHHO-pAcCIOpsAAUTENbHAs JTOKyMeHTauus. TpeboBaHus K 0(QOpMIICHUIO
nokymeHToB. (yTB. [Ipukasom Poccranmapta ot 08.12.2016 Ne 2004-ct) (pen. ot 14.05.2018). Pe-
UM JI0CTyna: www.consultant.ru

I'OCT P UCO 15489-1 — 2007 Ynpasnenue gokymentamu. Ooume tpedosanus. (yrB. [Ipu-
ka3oM Pocrexperynuposanus ot 12.03.2007 Ne 28-ct). Pesxum gocryna: www.consultant.ru

Jlumepamypa

JIokyMeHTaImoOHHOE o0ecIieueHue yupasiaeHus (AeIOmpon3BOACTBO) : yueo. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UHOPA-M, 2017.
— 304 c. + Jon. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Beicuee oOpa3oBaHme: bakanaspuar). - Pexum JocCTyIa:
http://znanium.com/catalog/product/762591

VYnupasnenue nokymentamu: Yueobnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricmiee oopazoBanue). (nmeperer) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

JIOKyMEHTUpOBaHUE YIIPABICHYECKON NEATEIbHOCTH: YUE€OHUK U MPAKTUKYM JJIsi aKaJeMHU-
yeckoro Oakanaspuara/ [Tmenko A.B., Kopuees U.K., Mamypues B.A. — 2-e u3a. nepepad u gom.
(cepus: bakamaBp. Akagemudeckuii kypc). —M.: M3a. FOpaiit, 2017. Pexxum noctyma: https://biblio-
online.ru/bcode/433066

JIokyMeHTOBeIcHUE: YYeOHUK W MPAKTHUKYyM JUIsl akajeMuueckoro OakanmaBpuata / JI. A.
Hoponuna, A.B. [Tmenko, E.B.Kapneiuea, JI.A.MBanosa, JI.d.Pocuxuna. — 2-¢ u3., nepepad. u
mon. —M.: MWzmarensctBo IOpaiit, 2019. — 309 c.Pexum goctyma: https://biblio-
online.ru/bcode/433067

6.2. Ilepeuensv pecypcoé ungopmayuonno-meneKOMMyHuKayuonnoi cemu «Mnmepnuem»

HpaBOBLIe 0a3sl JaHHBIX: Www.consultant.ru, www.garant.ru, www.referent.ru,
www.kodeks.ru

NudopmanimoHHbie pecypchl 10 AeT0NPOU3BOACTBY: Www.biblio-online.ru,
www.znanium.com, www.docflow.ru, www.vniidad.ru, www.e-rus.org, www.gks.ru
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Caiit «Zakonbase»: 3akoHonarensHas 6a3a Poccuiickoit ®enepanuu // http://zakonbase.ru

IMuneaua Yopasastommx Jokymentanueit: www.GDM.ru

Koncantunrosas rpynna «Tepmuka»: www.termika.ru

Poccuiickas razera: www.rg.ru

7. MartepuajibHO-TeXHUYECKOE oDecriedeHne TUCIUNIUHBI (MOIYJIs1)

JInst MaTepraabHO-TEXHUUECKOT0 00eceueHNs JUCIUILINHEL «[ ocyjapcTBeHHas peryiaMeH-
Taus B cepe ynpaBiaeHUs JOKYMEHTaMU» UCHOb3ytoTes: honapl Oubmuoreku MAU u PITY, na-
OopaTopuu TOKYMEHTOBEICHHSL.

Jlnst uTeHust JeKIuid HeoOXOauMBI: crienuanuzupoBanHas ayauropus ¢ [IK u xommbrorep-

HBIM IIPOEKTOPOM, ayAuTOpuUs ¢ AOCKOW. IIpakTnyeckue 3aHATUS MPOBOJATCS B JIAOOPATOPUH J10-
KYMEHTOBEJICHHsI M/WIK B KoMIIbIoTepHOM Kitacce MAU. Mcnons3yroTcs npaBoBble HHPOPMALIMOH-
Hble cucTeMbl «KOHCYNIBTaHT» U Jp., a TAK)Ke MaTepualbl U3 GOHIA J1JaOOPATOPUH JOKYMEHTOBEIE-
Hus McTOpUKO-apXUBHOIO HHCTUTYTA.

Cocras nporpammuoro ooecnederusi (II0), coBpemeHHbIx npodeccuonaabHbIX 023 1aHHbIX (BJ]) n
uHpopManuoHHO-cnpaBouHkie cuctem (MCC) (2019 1.)

1. Ilepeuens 110

Tabauya 1
Neri/ Haumenosanue 110 [IpousBoauTenb Crioco6 pacrpocTpaHeHUs (J1u-
I YEH3UOHHOe Ul C80000HO pac-
npocmpausiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3 Windows 7 Pro Microsoft JIALIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
12 Windows 10 Pro Microsoft JIALIEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIULEH3UOHHOE

2. Ilepeuens B/l u HCC

Tabauya 2

Nen/nn

Haumenosanue

Ho¥t noxnucku B 2019 1.
Web of Science
Scopus

MC)KI[YHEIPOI[HBIC pe(l)epaTI/IBHBIe HAaYKOMCTPHUYCCKUC BI[, AOCTYIHBIC B paMKaxX HAallMOHAJIb-

2019 r.

Kypnanst Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnainsr Taylor and Francis

DJNEKTPOHHBIE W3/1aHUs U3ATENIbCTBA Springer

[IpodeccruonanbHbie MOTHOTEKCTOBBIC BJI, TOCTyIIHBIC B paMKax HAllMOHAJIbHOU MOITUCKH B

[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

JSTOR
W3 nanust mo oO1IeCTBEHHBIM ¥ TYMAaHUTAPHBIM HayKam
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KOMHBIOTCPHBIC CIIPaBOYHBIC ITPABOBLIC CUCTCMbI
Kouncynbrant Ilntoc,
I"apanT

8. Ooecneyenne 00pa3oBaTeJBLHOIO NMpouecca AJs JHUI ¢ OTPAHMYCHHBIMH BO3MOKHO-
CTSIMH 3/10POBbSI M HHBAJIN/I0B

B xoze peanuzanuu auciuiuinHbl «I'ocyiapcTBEHHOE peryaupoBaHue B cepe ynpaBIeHHs
JOKYMEHTaMHU»UCIIOIb3YIOTCS CIEAYIOLINE JONOJHUTEIbHBIE METObl 00YUEeHHUs, TEKYILEro KOH-
TPOJIA YCIIEBAEMOCTH U IPOMEKYTOUHON aTTeCTallMi 00y4YaroIUXCsl B 3aBUCUMOCTH OT UX MHIMBH-
JyaJIbHBIX OCOOCHHOCTEH:

JUISL CJICTIBIX U CITa0OBUIAIINX:

- JeKIUH OQOPMIISIOTCS B BUJE JIEKTPOHHOIO JOKYMEHTA, JOCTYIHOIO ¢ IOMOIIbI0 KOMIIBIO-
Tepa CO CIEeUUAIN3UPOBAHHBIM IPOTPAMMHBIM 00ECTIEYCHUEM;

- IIMCHbMEHHBIC 3aJaHMs BBINOIHAIOTCS Ha KOMIIBIOTEPE CO CIIEHUATM3UPOBAHHBIM IIPOrpaMM-
HBIM 00€CTIeYeHNEM, WM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecreunBaeTCs UHIUBHUAYaIbHOE paBHOMEpHOE ocBetieHne He Menee 300 rokc;

- JUTSI BBITIOJTHEHHUS 3aJJaHUS TTPU HEOOXOAMMOCTHU MPEAOCTABIACTCS YBEINYUBAIOIIEE YCTPOUCT-
BO; BO3MOKHO TaKXe HCIOJIb30BaHNE COOCTBEHHBIX YBEIIMYMBAIOIIUX YCTPOHCTB;

- IUCbMEHHBIE 33JaHHs OPOPMIISIOTCS YBEJIIMYEHHBIM HIPU(DTOM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOW (hOpMe WM BBIMOIHAIOTCSA B MMCbMEHHON (Gopme Ha
KOMIIBIOTEDE.
JUISL TITYXHUX U cIa00CTBIIIATHX:

- JeKuuu o(OpMIIIOTCS B BUJE JIEKTPOHHOIO JOKYMEHTA, JIMOO NPEeAOCTaBIsAETCs 3BYKOYCHU-
JUBAIOLIas annapaTrypa UHIUBUYaIbHOTO M10JIb30BAHMS;

- INCbMEHHBIE 33JJaHMsI BBINOIHAIOTCSA Ha KOMIIBIOTEPE B MUCBMEHHOH (popMme;

- DK3aMeH U 3a4€T MPOBOJATCA B MUCHMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOXHO MPOBEICHNE
B (hopme TecTupoBaHwUsI.
JUISL JIUL] C HApYLIEHUSIMU ONIOPHO-BUTaTEIbHOTO anmapara:

- JeKIMH O(POPMIISIOTCS B BUJIE DJICKTPOHHOTO JIOKYMEHTA, TOCTYITHOTO C TIOMOIIBIO0 KOMITBIO-
Tepa CO CNEeHUAIN3UPOBAHHBIM IPOrPAMMHBIM 00ECIIEUEHHEM;

- IMCbMEHHBIE 33JaHMsI BBINOJIHIIOTCS Ha KOMIBIOTEPE CO CIELUATM3UPOBAHHBIM IIPOrpaMM-
HBIM 00€ECIIEYEHUEM;

- 9K3aMEH U 3a4€T MPOBOAATCS B YCTHOW (hOpMe WM BBHIMOIHAIOTCSA B MMCbMEHHON (Gopme Ha
KOMIIBIOTEDE.

[Tpu HEOOXOMUMOCTH MpeyCMaTPUBACTCS YBEITUUYEHUE BPEMEHHU JJISl TIOATOTOBKU OTBETA.

ITponienypa npoBeeHus] MPOMEKYTOUHOM aTTecTaluu i 00y4JarolluXcs yCTaHaBIMBAETCS
¢ yu€TOoM MX HMHIUBUAYaJbHBIX MCUXO(PU3NUYECKHX OocoOeHHOcTed. [Ipomexxyroynas arrecranus
MOJKET NPOBOAMUTHCS B HECKOJIBKO TaIOB.

[Ipu mpoBeneHUH MPOLENYpPhl OLIEHWBAHHS PE3YyJIbTaTOB OOy4YeHHS MpeayCcMaTpHBAETCs
UCTIOJIb30BAaHUE TEXHUYECKHUX CPEICTB, HEOOXOAMMBIX B CBA3M C HMHAUMBUAYaJIbHBIMU
0COOEHHOCTSAMHU OOYYaIOIIUXCS. DTH CPEACTBAa MOTYT OBITh IMPEAOCTABIECHBl YHUBEPCUTETOM, WU
MOTYT MCII0JIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBenenne  mpouenypsl  OLCHHBAHUS  pE3YNbTaTOB  OOY4YEHHUsS  JIONyCKaeTcs ¢
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbIX TEXHOIOIHH.

ObecneunBaeTcs AOCTYN K HHPOPMALMOHHBIM M OuOIHorpadguueckum pecypcam B cetu VH-
TEpHET AJIS KaX10ro o0yuaromerocs B popmax, alanTUPOBAHHBIX K OTPAaHUUYCHUSIM UX 3/I0POBbsI U
BOCIIPHUATHS MHPOPMALIUH:

JUIS CJICNIBIX U CIIa0OBUIAIINX:
- B IeYaTHOU (popMe yBETMYCHHBIM MIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.
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AJIg TIIYXUX U CJ'Ia6OCJII>IH_IaH_II/IXI
- B Ie4aTHou popme;
- B popMe 3IEKTPOHHOTO IOKYMEHTA.
JUTsl 00YYaroIIUXCsl C HAPYLIEHUSIMU ONOPHO-/IBUTaTeNIbHOTO afrmapara:
- B Ie4aTHou opme;
- B opMe IIEKTPOHHOTO TIOKYMEHTA;
- B popme ayauodaiina.

YyeOHble ayJUTOPUU Ul BCEX BHUJIOB KOHTAKTHOM M CaMOCTOSITEIHLHOM PabOThI, Hay4yHas
OMOIMOTEKa ¥ MHBIC TIOMEIIICHUS 1J11 OOYyUEHHUs OCHAIIIEHBI CIIeIUaIbHBIM 000pYyI0BaHUEM M yueO-
HBIMH MCCTaMU C TCXHUYCCKUMU CPCACTBAMU O6y‘-I€HI/I}II
JUTSL CTIETIBIX U CTTa00BUISIINX

- YCTPOMCTBOM 1Sl CKaHUpoBaHus U uTeHus ¢ kamepoit SARA CE;

- nuctieeM bpaitns PAC Mate 20;

- npuaTepoM bpaiinsg EmBraille ViewPlus;

I TIIYXHUX U CJ'Ia6OCJII>IH_IaH_II/IXI

- QBTOMATH3UPOBAHHBIM Pa0OYMM MECTOM IS JIIOJCH ¢ HapyIIEHUEM CIIyXa U ClaboCIbIIIa-
mux;

- AKYCTUYECKUN YCWIUTEIb U KOJIOHKU;

JUTsl 00YYaroIIUXCsl C HAPYLIEHUSIMU ONOPHO-/IBUTaTeNIbHOTO anrmapara:
- IEPEABUKHBIMU, PETYIIUPYEMBIMU dproHoMudeckumu napramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHELUaTbHBIM IIPOrPAaMMHBIM 00€CIICUeHUEM.

9. MeToauveckne MaTePUHAJIbI

9.1. IThanwt npaxmuuecKux 3aHAmMuil
TEMA 1. Ilepsvie akmvl no HOPpMAMUBHOMY pe2yauposanuto 0oKkymenmayuu (2 yaca)
3aoanus
N3yuuts

- pemenus, 3apukcupoBannbie B CyneOnuke 1497r.

— pemieHus 00 OTBETCTBEHHOCTH 3a COXPAaHHOCTh JOKYMEHTOB, 3a()UKCHpPOBaHHBIE TEKCTE
Cyne6nuka 1550 r.,

— pemernst CoboprHoro Yinoxenus 1649 r. mo BompocaM BBEJEHHUS MEPCOHATBHON OTBETCT-
BEHHOCTH 32 MOPYY WM yTEPIO TOKYMEHTOB KaK MEepBbIe HOPMATUBHI 10O YIPABICHUIO JTOKYMEHTA-
MU

[TompITaTBCS OIEHUTH YCIEUTHOCThH MOMBITOK BBEACHHS €AMHOOOPA3HON CHCTEMBI ydeTa W
OTIMCAHUS XPAHAIIUXCS B IPUKA3aX YIPABICHYECKUX IOKYMEHTOB

Vxasanus no évinonnenuro 3a0anuii

N3yunThk mpencraBiieHHBIE B JabopaTopuu Kadeapsl MaTEPHAIIBI M CAENIAaTh BBIBOJBI 00 00-
IIEM YPOBHE COCTOSHUSI CUCTEMbI YIPABJICHUS JOKYMEHTAMHU Ha MEPUOJ CO3/aHUS U3YUYEHHBIX J10-
KYMEHTOB

Koumponwvnvie 6onpocwi

Kak oopmiisinch TOKaIbHBIE aKThI, OMPEACISIONINE MOPSIA0K OpraHU3aIluu U e TEIbHO-
CTH OPTaHOB YIPABJICHUS U PAOOTHI C TOKyMEHTaMu?

Kakue mpuamHbl MOKHO OINPENeTUTh B KadecTBEe 0a30BBIX IS CO3[IaHUS y3ydaeMbIX HOpMa-
TUBOB?

Hcemounuxu u aumepamypa

JIokyMeHTaImoOHHOE o0ecIieueHue ypaBieHus (AeIOMpOn3BOACTBO) : yueo. mocodue / T.A.

brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UTHOPA-M, 2017.
— 304 c. + [on. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
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— (Beicuee oOpa3oBaHue: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

VYmupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricmiee oopazoBanue). (neperer) ISBN 978-5-16-
003590-1 - Pexxum nocryna: http://znanium.com/catalog/product/160418

TEMA 2. I'ocyoapcmeennoe ynpasnenus ookymeumamu 6 XVIII 6. ['enepanvroiii Pecnamenm kax
KOMNJIEKCHbIU HOPMAMUBHBILL aKm No ynpaesienuio 0okymenmayueti (2 4aca)

3aoanus

W3yunth mpezacraBiieHHble B jJaboparopuu kadeapbl MaTepuasbl U CAENaTh BBIBOABI 00
o01IeM ypOBHE COCTOSIHUSI CUCTEMbl YIPAaBJIEHUS TOKYMEHTaMU Ha MEPUOJI CO3JaHUSl M3YUEHHBIX
JIOKYMEHTOB

Vxasanus no évinonnenuro 3a0anuii
Ha ocHoBe mpoaHann3upoBaHHBIX MaTepUaIoOB CHOPMYIUPOBATH BHIBOJBI MO CIEAYIOIIMM BOIPO-
cam:
- (hopmanuzanus TexHoJIOTHIH 00pabOTKH JOKYMEHTOB B FOCYJapPCTBEHHBIX YUPEKICHUSX;
- BBEJICHHUE MMOBCEMECTHOW PErucTpalluM JIOKYMEHTOB KaK IIar K MOCTPOEHUIO JEIONpPOU3BOJICT-
BEHHBIX 0a3 TaHHBIX;
- BHEJIPEHHE CUCTEMbI KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB M TUIIOBBIX CPOKOB UCTIOJTHEHHUS;
- pa3BUTHE HOpPMATHBHOM 0a3bl BO Bropoi nonouHe X VIII Beka

Koumponwvnvie 6onpocwi

[lepeuncnure OCHOBHBIC TPEOOBAHUS K OpPraHU3AIMU TOKYMEHTOOOOpPOTa B OpraHU3AIUIX
18 Beka.

[Tepeuncnure mpaBmiia yuaera T0KyMeHTO000pOTA.

HazoBure TpeGoBaHUsI K MPOXOKACHUIO M UCTIOTHEHHUIO BXOJSAIINX, MCXOJSAIINX U BHYT-
PEHHUX JTOKYMEHTOB.

Kakue TunoBble CpOKU UCIIOJIHEHHUS TOKYMEHTOB ObUIM yCTaHOBIIEHBI [ €HepallbHbIM perja-
MEHTOM?

Hcmounuxu u aumepamypa

JlokyMeHTalmoHHOe o0ecrieueHre ynpaBieHus (1eI0npou3BoOACTBO) : yueb. nmocodue / T.A.
brikosa, T.B. Ky3nernosa, JI.B. Cankuna. — 2-e u3z., nepepad. u gorn. — M. : THOPA-M, 2017.
— 304 c. + [on. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].

— (Bricmee oOpa3oBaHmue: bakanaBpuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

Ynupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricuiee oopa3oBanue). (neperer) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

TEMA 3. Eounonauanvuas cucmema ynpaeienus XIX 6. @opmuposanue eOunvix mpebo8aHutl K
ynpasieHyeckum 0okymenmam (2 daca)

3aoanus

N3yunTh HOpMATUBHO-NIPABOBBIE AKThI MO BOMPOCAM OPraHU3ALMKU CUCTEMBbI YIPABJICHHUS,
JIETTONPON3BO/ICTBA U ypaBiieHus JokyMeHTanuen XIX-Hau. XX BeKOB.

Yrkaszanus no evinonnenuio 3adanuti
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Ha ocHoBe m3yueHus MpelcTaBICHHBIX B JlabopaTopur Kadeapbl MaTepraioB CHOPMYITH-
poBathb

OcCHOBHBIE OTINYHUS, BHECEHHBIC CUCTEMON MUHUCTEPCKOTO SAMHOHAYAUS B CIIOKHUBIIYIOCS
paHee CUCTEMY YIpPaBIeHUS JOKYMEHTAMH.

[IpocnenuTs OCHOBHBIC MU3MEHEHHsSI CHCTEMBI JOKYMEHTAI[MOHHOTO OOECIICUCHHS yIpaBJe-
HUS B IEPUOJ IO CMEHBI CTPYKTYpPbI OPTaHOB BJIACTH U yIpaBjieHUs B epBoil uetBeptu 20 Beka.

W3yunth BeJOMCTBEHHBIE DPa3pabOTKH, MOJAECPHU3UPYIOUINE EAUHYI0 TOCYIapCTBEHHYIO
CUCTEMY MHUHHUCTEPCKOTO JAEIONPOU3BOACTBA

Koumponwvnuvie 6onpocwi

Kakum HOpMaTHBHBIM aKTOB ObLTa BBEJIEHA €IMHASL CUCTEMA PabOThI C JOKYMEHTaMu?

HazoBute 3Tansl u TUMOBBIE IPOIEAYPHI MOATOTOBKH JOKYMEHTOB B MUHUCTEPCKOW CHCTe-
Me yrpaBieHus 19 Beka.

[Touemy mporieccbl 00pabOTKH JOKYMEHTOB MPOXOJUIN Yepe3 TaKOe MHOXKECTBO TEXHOJIO-
TUYECKUX oneparui?

Hcmounuxu u numepamypa

JlokyMeHTaIlMoOHHOEe o0ecrieueHre yIpaBleHus (JIeIompon3BOACTBO) : yueb. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3n., nepepad. u non. — M. : UHOPA-M, 2017.
— 304 c. + Hdon. marepuansl [DnekTpoHHbIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Beiciee oOpa3oBaHue: bakanaBpuar). - Pexum JIOCTyma:
http://znanium.com/catalog/product/762591

VYnpasnenue nokymentamu: Yueonunk / M.K. Koprees, A.B. ITmenko, B.A. Mamypres. -
M.: THOPA-M, 2009. - 300 c.: 60x90 1/16. - (Beiciee o6pazoBanue). (neperuier) ISBN 978-5-16-
003590-1 - Pexxum nocrtyma: http://znanium.com/catalog/product/160418

TEMA 4. Coyuanvnas u ynpasnenueckas pegpopmul nepsotii uemsepmu XX 6exa u ynpasierue 00-
Kymenmamu. Popmuposarnue cucmemvl HOPMAMUBHBIX aKkmog(2 Jaca)

3aoanusa

N3yunTh HOpMATUBHO-NIPABOBBIE AKThI MO BOMPOCAM OPraHU3ALMKU CUCTEMBbI YIPABJICHHUS,
JIeTIONPOU3BOJICTBA U YIPABJICHUS JOKYMEHTAIIMEH nepBoii moiaoBuHbI 20) Beka.

Yxaszanusa no evinonnenuro saoanui

Ha ocHoBe m3ydeHus mpeicTaBieHHBIX B jJabopaTopuu Kadeapbl MaTepUaioB U3YUUTh U
IIPOAHAIM3UPOBATh 3HAYCHUE I YIIPABICHUS TOKYMCHTAMH:

- JlexpeT o O61aHKaxX COBETCKUX YUPEXKJIEHHUH U ero 3HaYCHHE

- TOCYJapCTBEHHBIE YCTAHOBJIEHUS 110 MOJEPHU3ALMH TEXHOJIOTHH pabOThI ¢ JOKyMEHTaMH
(6opnba c HOBOI OIOPOKpaTHE)

- TOCYAAPCTBEHHBIEC YCTaHOBJICHUS ([IEKpeThI) O BCTYIJICHUH B CHITy HOBBIX HOPMAaTHBHBIX
aKTOB, TAKUX KaK: O FTOCYapCTBEHHOM M HAIlMOHAIBHBIX SI3bIKax B paboTe ¢ TIOKyMEHTaMH; O repoe
Y TIeYaTsAX U Jp.

- 3Tansl GOPMUPOBAHUE €MHOTO IOCYIaPCTBEHHOTO MOPS/IKA BbIIEICHUS IOKYMEHTOB K
XPAaHEHUIO U YHUUYTOKEHHUIO.

- ponb BegoMcTB (HKB/I 1 ap.) B ynpaBineHun 10KyMEHTaMH

Konmponvhvie 6onpocwi

YeM ObLTO MPOAMKTOBAHO U3aaHue Jlekpera o hopme O1aHKOB?

KakuM HOpMaTHUBHBIM aKTOB BBOJAMJIMCH IIPABUJIA JEJIONPOU3BOJCTBA B MHOTOSI3bIKOBOM T'O-
cynapcree?

ITouemy B 3TOT nepuo He OblIa BBECHA €AMHAs cucTeMa paboThl ¢ JOKYMEHTaMu?

KakoBa ponb ApXUBHO# CITy>KOBI B CKJIQJIBIBAIOIICHCS CHCTEME YITPABICHUS JOKyMEHTaMu ?

Hcmounuxu u numepamypa
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JlokyMeHTaIlMOHHOE 00ecrieueHre yIpaBleHus (JIeI0ompon3BOACTBO) : yueb. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3n., nepepad. u non. — M. : UHOPA-M, 2017.
— 304 c. + Hdon. marepuansl [DnekTpoHHbIN pecypc; Pexxum nocrtyma http://www.znanium.com].
— (Beiciee oOpa3oBaHue: bakanaBpuar). - Pexxum JoCTyma:
http://znanium.com/catalog/product/762591

VYnpasnenue nokymentamu: Ydeonuk / M.K. Koprees, A.B. ITmenko, B.A. Mamypres. -
M.: THOPA-M, 2009. - 300 c.: 60x90 1/16. - (Beiciee o6pazoBanue). (neperuier) ISBN 978-5-16-
003590-1 - Pexxum nocrtyma: http://znanium.com/catalog/product/160418

9.2. Memoouueckue peKoMeHOauuu no NOO20MOBKe K NPOGEOCHUI0 MEeMAMUUECKUX J1eKUU-
OHHbBIX 3AHAMULL

Paszoen 1. Beoouas nexyuu, rumepamypa. Ilepgvie axmvl no  HOPMAMUBHOMY Pe2yIUPOBAHUIO
ooxymenmayuu Tpyooemxocms — 1 uac.
Cooeporcanue nexyuu:

IIpenmer, conepxanue W 3agauu Kypca. CTpykTypa Kypca. MecTto Kypca cpeld MpaBOBBIX,
WH(OPMAIIMOHHBIX, TOKYMEHTOBEIUECKUX U APXUBOBEAUECKUX AWCIHUILINH. TepMUHOIOTHUS IHC-
UIUTMHEL. VICTOYHUKH U TUTEpaTypa.

Pemenus, 3aguxcupoBannsie B CyneOnukax 1497r. u 1550 r., Co6oprom Yinoxenuun 1649 r.
0 BOMpPOCaM BBEACHHsI MMEPCOHATBHONW OTBETCTBEHHOCTH 3a MOpPUYY WIH YTEpPI0 JOKYMEHTOB Kak
NepBbIe HOPMATHUBBI MO YIPABIECHUIO JOKYMEHTaMU

[TonibITKM BBENEHUS €IMHOOOpPA3HON CHCTEMbI ydyeTa M ONUCAHMS XPaHAIIUXCS B IMpHKa3ax
yIpaBICHYECKUX JOKYMEHTOB

Pexomendyemulii cnucox ucmoyHuKkos u aumepamypbl

JlokyMeHTalmoHHoe o0ecrieueHre ynpaBieHus (1eI0npou3BoOACTBO) : yueb. nmocodue / T.A.
brikosa, T.B. Ky3nernosa, JI.B. Cankuna. — 2-e u3z., nepepad. u gon. — M. : UTHOPA-M, 2017.
— 304 c. + [on. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].

— (Beicuee oOpa3oBaHUe: bakanaspuar). - Pexum JocCTyIa:
http://znanium.com/catalog/product/762591

VYupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricuiee oopazoBanue). (neperer) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

Pazoen 2. I'ocyoapcmeennoe ynpasnenus ooxymenmamu ¢ XVIII 6. 'enepanvuviii Pecnamenm
KaK KOMNIEKCHbIU HOPMAMUBHBILL aKm no ynpaesienuto 0okymenmayuet. Tpyooemxkocmo — 1 uac.

Cooeporcanue nekyuu.:
1. ®opmanu3anus TeXHOJIOTUNH 00pabOTKU JOKYMEHTOB B TOCYAapCTBEHHBIX YUPEKICHUIX.

2. BBejeHHE MOBCEMECTHOW PETHCTPAIMM JIOKYMEHTOB Kak Iar K MOCTPOSHHUIO JICIOMPOU3BOICT-
BEHHBIX 0a3 JaHHBIX.
3. BHeapeHne CUCTEMBI KOHTPOJIS UCITOJTHEHUS JIOKYMEHTOB U TUIIOBBIX CPOKOB HCITOJTHCHUS

4. PazpuTtne HopMaTuBHOU 0a3bl BO BTOpoi mosoBuHe X VIII Beka

Pexomenodyemulii cnucox ucmoyHukos u aumepamypbl

JIokyMeHTaImoOHHOE o0ecIieueHue ypasiaeHus (AeI0Mpon3BOACTBO) : yueo. mocodue / T.A.
brikosa, T.B. Ky3nernosa, JI.B. Cankuna. — 2-e u3z., nepepad. u gon. — M. : THOPA-M, 2017.
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— 304 c. + Hdon. marepuansl [DnekTpoHHbIN pecypc; Pexxum nocrtyma http://www.znanium.com].
— (Beiciee oOpa3oBaHue: bakanaBpuar). - Pexxum JoCTyma:
http://znanium.com/catalog/product/762591

VYnpasnenue nokymentamu: Ydeonuk / M.K. Kopnees, A.B. ITmenko, B.A. Mamypres. -
M.: THOPA-M, 2009. - 300 c.: 60x90 1/16. - (Beiciee o6pazoBanue). (neperuier) ISBN 978-5-16-
003590-1 - Pexxum nocrtyma: http://znanium.com/catalog/product/160418

Pazoen 3. Eounonauanvnas cucmema ynpasnenus XIX 6. @opmuposarnue eOunvlx mpebosanuii
K ynpaenenyeckum ooxymenmam. Tpyooemxocmo — I yac.

Cooeporcanue nekyuu:

1. ®opmupoBanue enuHoro hopmyispa-o0pasia yrnpaBieHIeCKHX (aIMUHUCTPATUBHBIX) JOKYMEH-
TOB.

2. ®opMHUpOBaHUE €TUHOW CUCTEMBI PEKBU3UTOB JOKYMEHTOB (METa JaHHBIX ).

3. Ponb rocynapcTBEHHOW peryIaMeHTAIlMU B CKJIAJBIBAHUH €IUHBIX TEXHOJIOTHH MO0 00padoTKe U
XPaHEHUIO TJOKYMEHTOB

Pexomenoyembiii cnucox ucmouHuKo8 u iumepamypul

JIokyMeHTaImoOHHOE o0ecIieueHue yupasiaeHus (AeIOMpon3BOACTBO) : yueo. mocodue / T.A.
brikora, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UTHOPA-M, 2017.
— 304 c. + Jon. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Beicuee oOpa3oBaHme: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

VYupasnenue nokymentamu: Yuebuuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Briciee oopazoBanue). (nmeperet) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

Paszoen 4. Coyuanvuas u ynpasnenueckas pegpopmul nepsoii uemeepmu XXeexa u ynpaenenue
ookymenmamu. Popmuposanue cucmemsbl HOpMamueHvlx akmos. Tpyooemxocms — I uac.

Cooeporcanue nekyuu:

1. Jlekpet o 6aHKaX COBETCKUX YUYPEKIACHUN U €ro 3HAUCHUE
2. l'ocynapcTBeHHBIE YCTAHOBIICHHUS IO MOACPHU3AIIMN TEXHOJIOTHIA PabOThI C TOKYMEHTAMHU
(6oprbOa ¢ HOBOI OIOPOKpATHE)
3. 'ocynapctBenHbie ycTaHoBiIeHUs (LlexpeTs)

- 0 BCTYIUICHUH B CUJTy HOBBIX HOPMATHUBHBIX aKTOB;

- 0 TOCYJJapCTBEHHOM M HAIlMOHAIIBHBIX SI3BIKAaX B pa0bOTE C TOKYMEHTAMU;

- 0 rep0e U mevaTsx u ap.
4. ®opMUPOBaHKE EAMHOTO TOCYIAPCTBEHHOTO MOPSIIKA BBIICTICHHS TOKYMEHTOB K XPaHEHUIO U
YHUUYTOXKEHUIO.

5. Ponb Benomcte (HKB/I 1 1p.) B ynpaBiieHUH JOKYMEHTaMHU

Pexomendyemulii cnucox ucmoyHukos u aumepamypbl

JlokyMeHTarmoHHoe oOecrieueHre yipaBieHus (IeI0mpou3BOACTBO) : yueb. mocooue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3n., nepepad. u non. — M. : UHO®PA-M, 2017.
— 304 c. + Hdomn. matepuansl [DnekTpoHHBIN pecypc; Pexxum noctyna http://www.znanium.com].
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— (Beicuee oOpa3oBaHue: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

VYmpasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [lmenko, B.A. Mamypres. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricmiee oopazoBanue). (neperer) ISBN 978-5-16-
003590-1 - Pexxum nocryna: http://znanium.com/catalog/product/160418

Pazoen 5. @opmuposanue eounoti HopmamusHo-npasosol 6aszvl YNpasieHus OOKYMeHMamu u
mexnonoeuamu 6 1970-x ecooax. EI'CJ]. Tpyooemxocms — I uac.

Cooeporcanue nekyuu:

1. YcTaHOoBIIEHUE €IMHBIX TEXHOJIOIMM U CPOKOB XpAaHEHUS YIpaBieHYecKuX JoKyMeHTOB (Ilepeu-
HU, TUIIOBBIE U IPUMEPHBIE HOMEHKJIATYpBhI J1E€J1)

2. EI'CJl u e€ 3navuenue st GOPMUPOBAHKS €IUHON 00IIErocy1apCTBEHHON CHCTEMBI YITPaBIICHHS
JIOKYMEHTaMH.

3. Pa3Butue ocHoBHbIX nosioskeHuil EI'C/] B (GyHKIIMOHANBHBIX BapHaHTaX JJIsl YIIPaBICHUS TOKY-
MEHTaMH B pa3IMYHbIX c(hepax rocy1apcTBEHHON JEATEIbHOCTH

Pexomenoyembiii cnucox ucmouHuKo8 u iumepamypul
JIokyMeHTaImoOHHOE Oo0ecIieueHue ypaBiaeHus (AeIOMpon3BOACTBO) : yueo. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UTHOPA-M, 2017.
— 304 c. + [on. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Beicuee oOpa3oBaHmUe: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

Yupasnenue nokymentamu: Yuebuuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Briciee oopazoBanue). (neperet) ISBN 978-5-16-
003590-1 - Pexum ngocryna: http://znanium.com/catalog/product/160418

Iloozomoska pegpepamos

Pazoen 6. Cmanoapmuszayus 0OKyMeHmMO8 KAK Hanpaeiexue YnpasieHus OOKYMeHmayueu.
Yuupuyuposanmnvie cucmemor ookymenmayuu, ECKKTOCHU, OKY]] . Tpyooemrocms — 1uac.

Cooeporcanue nekyuu:

1. ECKK TOCH u YCJ/I kak miar K BHEIpEHUIO B cepy ynpasieHus paboToil ¢ JOKyMEHTaMH B
YCIIOBHUSX KOMITBIOTEPHBIX TEXHOJIOTHHA.

2. TaGenb popM Kak MHCTPYMEHT YIpaBJICHUS COCTaBOM (opM M YHUPHUKAIMEH OIaHKOB MpUMe-
HSIEMBIX TOKYMEHTOB

3. I'OCTe1 konna XX Beka Ha FOpuanueckyio cuily, BHYTpEHHEE MOCTpoeHUe ((popMyIIspsl),
oopmienue, HocUTean HHPOPMAIMK JIp. BOIIPOCHI YIIPABJICHUS TOKYMEHTaMH.

Pexomenoyemulii cnucox ucmouHukos u iumepamypol
Hcemounuxu
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OK 011-93. Obmepoccuiickuii Ki1accupuKaTop yrnpaBieH4ecKoi fokymeHnTanuu. (yrB. Ilo-
cranoBiieHueM ['occrtangapra Poccun ot 30.12.1993 N 299) (pen. ot 17.07.2019). Pexxum noctymna:
www.consultant.ru

I'OCT P 7.0.97-2016 Cucrema ctannapToB no uHGopManuu, 6MOJIMOTEYHOMY U U3/1aTeIb-
ckoMy niery. Opranu3aiioOHHO-PAacHOPsAUTENIbHAS ToKyMeHTauus. TpeOoBaHus K 0pOPMIICHHIO
nokymeHTOB. (yTB. [Ipukazom Poccranmapra ot 08.12.2016 Ne 2004-cT) (pen. ot 14.05.2018). Pe-
UM JI0CTyna: www.consultant.ru

I'OCT P UCO 15489-1 — 2007 Ympasnenue gokymentamu. Ooume tpedoBanus. (yrB. [Ipu-
ka3oM Pocrexperynuposanus ot 12.03.2007 Ne 28-ct). Pesxum goctyna: www.consultant.ru

Jlumepamypa

JlokyMeHTaIlMOHHOE 00ecrieueHre yIpaBleHus (JIeI0ompon3BOACTBO) : yueb. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3n., nepepad. u non. — M. : UHOPA-M, 2017.
— 304 c. + [don. marepuansl [DnekTpoHHbIN pecypc; Pexxum mocrtyma http://www.znanium.com].
— (Beiciee oOpa3oBaHue: bakanaBpuar). - Pexxum JIOCTyma:
http://znanium.com/catalog/product/762591

VYnpasnenue nokymentamu: Ydeonuk / M.K. Koprees, A.B. ITmenko, B.A. Mamypres. -
M.: THOPA-M, 2009. - 300 c.: 60x90 1/16. - (Beiciee o6pazoBanue). (neperuier) ISBN 978-5-16-
003590-1 - Pexxum nocrtyma: http://znanium.com/catalog/product/160418

JIOKyMEHTUPOBAHHE YIPABICHUYECKOH NesITeIbHOCTH: YUCOHUK U MPAKTHKYM JUIsl aKaJeMH-
yeckoro OakanaBpuata/ [Tmenko A.B., Kopuees U.K., Mamypues B.A. — 2-e u3a. nepepad u nor.
(cepus: bakanasp. Axkagemuueckuii kypc). —M.: W3a. FOpaiit, 2017. Pexxum nocryna: https://biblio-
online.ru/bcode/433066

JlokyMeHTOBeIcHUE: YYeOHUK W MPAaKTHUKYyM JUIsl akajeMuueckoro OakanmaBpuata / JI. A.
Hoponuna, A.B. I[Tmenko, E.B.Kapneruesa, JI.A.MBanoBa, JI.d.Pocuxuna. — 2-¢ u3., nepepad.

Ilooecomoska peghepamos

Pazoen 7. Ynpasnenue ooxymenmamu 6 ycnosusx eneopenus I C/JOY, CI/] u 3axona 06 Ap-
xuenom oene. Tpyooemxocms — I uac.

Cooeporcanue nexyuu:

1. 3akonbl P® 0 rocymapcTBEHHOM $3bIKE, O TepOe, 00 00s3aTEIHFHOM 3K3EMIUIAPE JOKYMEHTA | JIp.
KaK HHCTPYMEHTHI YIIPABICHUA JOKYMEHTAMU.

2. 3aKkoHBI 0 paboTe ¢ MPEITOKECHUSIMHU TPAXKJIaH, 0 KOMMEPUYECKOU TallHe, O MePCOHAIBHBIX JaH-
HBIX U Jp. KaK TOCylapCTBEHHBIE 00s13aTeIbHbIE HOPMAaTUBHBIE aKTHI 110 pabOTe C JOKYMEHTaMH

3. TunoBble HHCTPYKIMH [Tl peiepalibHbIX U Ip. OpraHaxX UCIOJHUTEIBHOMN BIACTH.

4. 3aKOH O TEXHUYECKOM PETYJIMPOBAHUM U €r0 3HAYEHME JUIsl YIPABICHUS JOKYMEHTaMHU.

Pexomenoyemulii cnucox ucmo4Huko8 u aumepamypol
Hcemounuxu

®denepanpHblil 3ak0H OT 26.12.1995 Ne 208-D3 «O6 akumoHepHbIX obmecTtBax» // C3 PO.
1996. Ne 1. Cr. 1. Pexxum gocryna: www.consultant.ru

®denepanpublil 3akoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM jaene B Poccuiickoit dene-
patuun» // C3 P®. 2004. Ne 43. Ct. 4169. Pexxum noctyna: www.consultant.ru

®denepanpHblil 3akoH 0T 27.06.2006 Ne 149-D3 «O6 nHbOopManmu, HHPOPMAITMOHHBIX TEX-
HOJIOTHUSX | O 3amuTe nHpopMalun». Pexum nocryna: www.consultant.ru
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®enepanbhblil 3akoH oT 10.01.2001 Ne 1-d3 «O06 amekTpoHHON UPPOBON moamucH». Pe-
JKUM JOCTyIIa: www.consultant.ru

®enepanbHblil 3ak0H OT 27.12.2002 Ne 184-D3 «O TeXHUYECKOM PETYINPOBaHUM». Pesxum
JocTyna: www.consultant.ru

®enepanbblii 3akoH oT 02.05.2006 N 59-®@3. «O nopsiike paccMOTpeHUs 00paleHni
rpaxaan Poccutickoit denepanun» Pexxum noctymna: www.consultant.ru

®enepanbublil 3akoH 0T 06.04.2015 No 82-D3 «O BHECEHUU U3MEHEHUH B OT/IETbHBIE 3aKO-
Ho/aTeNbHbBIE akThl Poccuiickoi denepanuu B 4aCTU OTMEHBI 0053aTEIbHOCTH TTeYaTH XO3SIHCT-
BEHHBIX 001ecTB»//C3 PD 2015 Ne 19.

OK 011-93. O6mepoccuiickuii kiiaccuuKaTop ynpaBieHuUeckoi qrokymeHnTanuu. (yrB. [1o-
cranoBienueM ['occrangapra Poccun ot 30.12.1993 N 299) (pen. ot 17.07.2019). Pexum gocryna:
www.consultant.ru

TunoBas HHCTPYKLUS 110 IIONPOU3BOJCTBY B (peiepaIbHbIX OpraHax UCIOIHUTEIBHOM
Biactu Pocculickon @enepauun (yrB. [Ipnkazom MuHUCTpa KyabTypbl © MACCOBBIX KOMMYHHKA-
uuii PO ot 08.11.2005 Ne 536). Pexxum noctyna: www.consultant.ru

I'OCT P 7.0.97-2016 Cuctema cranaapToB 1o MHPOpPMALUU, OUOTHOTEUHOMY U M3IaTENb-
ckoMmy geny. OpraHu3allMOHHO-pAacHOpsAAUTENbHAsA JOKyMeHTauusa. TpeboBaHus K O(QOPMIICHUIO
nokyMeHTOB. (yTB. IIpukazom Poccrangapra ot 08.12.2016 Ne 2004-ct) (pexn. ot 14.05.2018). Pe-
JKUM JOCTyIIa: www.consultant.ru

I'OCT P UCO 15489-1 — 2007 Yupasnenue nokymenramu. Oouue tpedosanus. (yrB. [Ipu-
ka3oMm PoctexperymupoBanus ot 12.03.2007 Ne 28-cT). Pesxum moctyma: www.consultant.ru

Jlumepamypa

JlokyMeHTaImoOHHOE o0ecIieueHre yupaBiaeHus (AeIOMpon3BOACTBO) : yueo. mocodue / T.A.
brikora, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UTHOPA-M, 2017.
— 304 c. + Jon. marepuainsl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Beicmee oOpa3oBaHmUe: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

VYrupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricuiee oopazoBanue). (nmeperet) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

Iloozomoska pegpepamoé

Pa3zoen 8. Meocoynapoonvle Hopmamugsl no ynpasieHuro 0okymenmamu, Medcoynapoousvie op-
eanuzayuu no ynpasneruio doxymernmayueu I OCTer UCO. Tpyooemxocmo — 1 uac.

Cooeporcanue nexyuu:

1. JlesaTenbHOCTh MEXAYHAPOAHOM OpraHu3alMy M0 CTaHAApTH3alMU B cepe ympaBIeHHs JTOKY-
MEHTaMH.

2. B3auMoCBsI3b MEXIyHAPOAHBIX U POCCUMCKUX HOPM U MIPABUJ B pabOTe C YIPaBICHYECKUMH J10-
KYMEHTaMH

Pexomendyemulii cnucox ucmoyHukos u iumepamypbl

Hemounuku

®enepanbHblif 3akoH 0T 26.12.1995 Ne 208-03 “O6 akumonepusix obmectBax” // C3 PO.
1996. Ne 1. Cr. 1
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[Tocranosnenue IlpaButensctBa Poccuiickoit @eneparuu ot 15.06.2009 Ne 477 «O6 yt-
BepkaeHUH [IpaBui menmonpou3BoACTBa B (heepalIbHBIX OpPTraHax HCIOJHUTEIbHOUN Biactu»// C3
P®. 2009. Ne 25. Ct. 3060

Meroanueckre peKOMEHIAIMU 110 Pa3padOTKe WHCTPYKIHMH 110 JeONMPOM3BOACTBY B (heme-
paJIbHBIX OpraHax UCIOJHUTENbHOM BiIacTH. YTB. npuka3zoM Pocapxusa ot 23.12.2009 Ne 76

I'OCT P 7.0.97-2016 Cucrema cranaapToB 1o uHdopmaiuu, OMOINOTEYHOMY B H3JaTeNb-
ckomy geny. OpraHuzalmoOHHO-pACIOpSAAUTENbHAS TOKyMeHTauus. TpeboBaHus K 0(QOpMIICHUIO
TOKyMeHTOB. M., 2018

Jlumepamypa

JlokyMeHTaIlmoOHHOE Oo0ecIieueHre yrpasiaeHus (AeIOMpOn3BOACTBO) : yueo. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-¢ u3j., nepepad. u gomn. — M. : UTHOPA-M, 2017.
— 304 c. + [don. marepuansl [DneKTpoHHBIN pecypc; Pexxum moctyma http://www.znanium.com].
— (Bricuee oOpa3oBaHUe: bakanaspuar). - Pexum JocTyma:
http://znanium.com/catalog/product/762591

VYupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricuiee oopazoBanue). (nmeperet) ISBN 978-5-16-
003590-1 - Pexum gocryna: http://znanium.com/catalog/product/160418

JIOKyMEHTUpOBaHUE YIIPABICHYECKON NEATEIbHOCTH: YUEOHUK U MPAKTUKYM JJIsi aKaJeMHU-
yeckoro Oakanaspuara/ [Tmenko A.B., Kopuees U.K., Mamypues B.A. — 2-e u3a. nepepad u gom.
(cepus: bakamaBp. Akagemudeckuii kypc). —M.: M3a. FOpaiit, 2017. Pexxum nocrtyma: https://biblio-
online.ru/bcode/433066

JlokyMeHTOBeIeHHe: YYeOHUK M MPAKTUKYM JUIsl akajgemMuueckoro OakamaBpuara / JI. A.
Hoponuna, A.B. ITmmenko, E.B.Kapnsraesa, JI.A.NBanoBa, JI.®.Pocuxuna. — 2-e usl., nepepad. u

non. —M.: WzpmarensctBo IOpaitt, 2019. — 309 c.Pexum poctyma: https://biblio-
online.ru/bcode/433067

Iloozomoexa pepepamos

Pazoen 9. Ynpasnenue ooxymenmamu 6 ycnosusx eneopenuss M3/]O u « dnexmponnoii Poccuu».
Tpyooemxocmo — 1 uac.

Cooeporcanue nekyuu:

1. JlobpoBonbpHasi cepTuuUKanus aBTOMATU3HPOBAHHBIX CHCTEM 3JIEKTPOHHOTO JTIOKYMEHTOO000-
pora MoReg, MoReg-2.

2. JlestenpHOCTh ['MIbMM yHPaBISIONIMX JTOKYMEHTAIlMEH B KauyecTBE KOOpPJAWHATOpa padoT Mo
YIPABJICHUIO JOKYMEHTAIUEH.

3. Pa3zpaboTku BapuaHTOB 3aKOHA O IOKyMEHTALlUU

Pexomenodyemvlii cnucox ucmoyHuko8 u iumepamypol

JlokyMeHTaIlMOHHOEe 00ecrieueHre yIpaBieHus (JIeI0mpon3BOACTBO) : yueb. mocodue / T.A.
brikoBa, T.B. Ky3nenosa, JI.B. Cankuna. — 2-e u3n., nepepad. u non. — M. : UHOPA-M, 2017.
— 304 c. + Hdon. marepuansl [DnekTpoHHbIN pecypc; Pexxum nocrtyma http://www.znanium.com].
— (Beiciee oOpasoBaHue: bakanaBpuar). - Pexxum JIOCTyma:
http://znanium.com/catalog/product/762591
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VYupasnenue nokymentamu: Yuebnuk / UK. Kopuees, A.B. [Tmenko, B.A. Mamrypues. -
M.: UTH®PA-M, 2009. - 300 c.: 60x90 1/16. - (Bricuiee oopazoBanue). (nmeperer) ISBN 978-5-16-
003590-1 - Pexxum nocryna: http://znanium.com/catalog/product/160418

JIOKyMEHTUpOBaHUE YIIPABICHYECKON NEATEIbHOCTH: YUE€OHUK U MPAKTUKYM JJIsi aKaJeMHU-
yeckoro Oakanaspuara/ [Tmenko A.B., Kopuees U.K., Mamypues B.A. — 2-e u3a. nepepad u gom.
(cepus: bakamaBp. Akagemudeckuii kypc). —M.: M3a. FOpaiit, 2017. Pexxum noctyma: https://biblio-
online.ru/bcode/433066

9.3. Memoouueckue pexomenoayuu no NOO20MOBKe NUCbMEHHBIX padom (peghepamos)

Pedepar nomxeH ObITH 0GOPMIIEH B COOTBETCTBHM C TPEOOBAHUSAMM, MPEIbIBIIEMBIMU K
HOATrOTOBKE U oopmiienuto HayuHsix padbot no I'OCT P 7.32.-2001

Pedepar Brimrouaer:

- TUTYJIBHBIN JIUCT;

- OIJIABJICHHUE;

- BBEJICHUE;

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

- 3aKJIIOYCHHUC;

- CIIMCOK MCMOJIb30BaHHBIX UCTOYHUKOB U JINTEPATYPHI.

O6vem pedepata - 15-20 cTpanmi Tekcra (mpu Habope yepe3 1,5 uHTEpBajia W pa3Mepe
mpudTa 13-14). Pedepar numiercs Ha 0JHONW CTOpPOHE CTaHIAPTHOTO JUCTa Oymaru ¢opmara A4
(210x197Mm).

Crpanunbl pedepata HyMepyrOTCs apaOCKuMu IUdpaMu Ha BEPXHEM IIoJIe JIMCTa, 0e3 Ka-
BBIUCK, AC(PHUCOB U JPYrux 3HAKOB NpENUHAHUsA. TUTYIBHBIA JTUCT U OTJIABJICHUE HE HyMEPYIOT, HO
BKIIIOUAIOT B 00111 00beM pedepara.

Haydno-cripaBouHbIii anmmapar pedepara BKIIOYAET CIUCOK MCTOYHHKOB W JIUTEPATYPhl U
NOJCTPOYHBIE CHOCKU. [ToICTpOUYHBIE CHOCKM HCIIONB3YIOTCS BO BCEX CIy4asX LHUTUPOBAHUS B TEK-
cTe pedepaTa MpaBOBLIX aKTOB, TOKYMEHTOB, MPOM3BEACHUI aBTOPOB MOHOTrpaduii, craTeil, yueo-
HUKOB, y4eOHBIX MOCOOMH, a TakKe MPH LUTHPOBAHUU CTAHAAPTHBIX OIpPEICIICHUH TEPMUHOB U
nouatuil. Bce mpuBomumbie B pedepare (akTbl, mudphl, AaThl, KOHKPETHBIE NAHHBIC TaKXe
JIOJKHBI OBITH TOATBEPIKICHBI HOACTPOYHBIMI CHOCKAMH.

CHOCKHM HYMEpYIOT B IpefiesiaX OJJHON CTpaHHUIBI apaOCKUMHU IHU(PpaMH, TEKCT CHOCKHU pa3-
MELIAIOT MO/ MOCIEAHEN CTPOKOM TEKCTa
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Ilpunoscenue 1

AHHOTALMS JUCHUTIIAHBI

JucrunnuHa (Moaynb) «l'ocymapcTBeHHas perjiaMeHTanus B chepe ynpaBiaeHUs JOKYMEH-
TaMU» SIBJIETCA YacThbl0 BapHaTHBHOIO LMKIA (0JI0KA) TUCUUIUIMH Y4eOHOTO IUIaHa Mo HampasJe-
HUIO MOATOTOBKU «JlOKyMeHTOBEAEHUE U apXMBOBEIEHUE». JlUcUMIUIMHA (MOJYJb) pealnu3yercs
Ha ¢akynbrere JJOKyMEHTOBEIEHUS ¥ TEXHOTPOHHBIX apXUBOB Kadeapoit TOKyMEHTOBEICHMSI.
Llens AUCIUTUTHHBI (MOOY/IAL):
- IOJArOTOBUTH BBITYCKHUKA, 00JIa[al0IIero 3HaHUSIMU B 00JIaCTH IIPABOBOT'O PETYINPOBAHUS pado-
ThI C JOKyMEHTAIlMel U COBPEMEHHBIX MH(GOPMAIMOHHBIX TEXHOJOTHH, MPOodeCcCHOHATBHBIM KOM-
NETCHIINSAM, HEOOXOAMMBIM Ui OPTaHU3AlMUA JTOKYMEHTAIMOHHOTO OOECIICUeHUs! YIpPaBICHUS B
OpraHu3aIusIX JIObIX GOpM COOCTBEHHOCTH.
3ajaun JUCUUILIINHBIL:
- IpUOOpEeTEeHNE 3HAHUN O MPABOBOM PETYIUPOBAHUU OPTraHU3AlMU YIPABICHUS TOKYMEHTAMHU W
JOKYMEHTAIMOHHOTO O0ECIICUCHHS YIPABICHUYECKOW NeATeIhbHOCTH TOCYAAPCTBEHHBIX U HETOCY-
JAPCTBEHHBIX OpPraHU3alui;
- MpUOOPETEHHS 3HAHUM O BompocaM (popMUpOBaHUS JACHCTBYIOIIEH 3aKOHOATEILHON W HOpMa-
TUBHO-TIPABOBOM 0a3bl B cpepe yrpaBieHUus JOKyMEHTAIlMEH B COBPEMEHHBIX YCIOBHUSX;
Jucuumirza (MOyJb) HalpaBJieHa Ha (POPMUPOBAaHUE CIETYIONUX KOMIIETEHIIUMA:

® BIIaJICHUE 3aKOHOJATEIbHOW W HOPMATHBHO-METOAMYECKON 0a30il HH(POPMAIMOHHO-
JIOKYMEHTAIMOHHOTO 00eCTIeUeHHUsl yIpaBIeHHs, CIIOCOOHOCTh OPUEHTUPOBATHCS B TIPaBOBOM 0ase
cMexHbIX oonactert (ITK-1);
® BiIaJlcHUE OCHOBaMHU WH(OPMAIMOHHO-aHAIUTUYECKON JIEATETHbHOCTH M CIHOCOOHOCTBIO

MPUMEHATH UX B ipodeccronanbuoi chepe (I1K-2);
B pe3ynbrare ocBOeHUS AUCIUILTHHBI (MOTYIIs1) OOYYAIOIIHIACS TOJKEH:

3nams:

3aKOHO/IATENIbHbIE U HOPMATUBHBIE aKThl, PETYJIUPYIOIINE OPraHU3AUI0 U JOKYMEHTAIU-
OHHOE OOecIeueHre yIPaBICHUECKON AeATeIbHOCTH HErocy1apCTBEHHBIX KOMMEPUYECKHX OpraHu-
zamui (ITK-1);

HOPMaTHUBHO-METOJIMYECKUE JOKYMEHTBI, ONPEACISIONUE NOPAI0K JOKYMEHTUPOBAHUS U
JOKyMeHTalmoHHoro obecrneuenus ynpasnenus (I1K-1);

COCTaB KOMILJIEKCOB JOKYMEHTOB, HEOOXOJUMBIX I YIPABIEHYECKOW NEATEeIbHOCTH Op-
raam3aui (ITK-2);

Ymemy:

OpPUEHTUPOBATHCS B YIPABICHYSCKUX CHUTYAIUSAX M  ONPEIENSITh HEOOXOAMMOCTh U BO3-

MOYXHOCTb HCIOJIb30BAHUSI COOTBETCTBYIOLIMX HOPMATUBHO-IIPABOBbIX JOKyMeHTOB (I1K-2);
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Braoemy:

HaBbIKAMM DPEILICHHUs 3a1a4, CBA3AHHBIX C YIPABJICHYECKOW ITOKYMEHTALMEW OpraHU3alun
pa3nuYHbBIX (OPM X035HCTBOBAHMS, B COBPEMEHHBIX 3KOHOMUYECKHX ycnoBusax (I1K-2).

Paboueit mporpaMMoii MpeayCMOTPEHBI CISAYIOIIME BUABI KOHTPOJISA: TEKYIIUH KOHTPOJIb
ycrneBaeMocTd B (hopme cobecenoBanms 1Mo TeMe pedepara u ero oneHkH, codeceoBanus (YCTHBIN
OIIPOC) IIPH NIPUEME PE3YJIHTATOB BBIOIHEHUS TPAKTUUYECKUX 3aJaHUI C OLIEHKOM, TPOMEXKYTOUHAas
arrecTanus B poOpMe 3a4eTa C OLCHKOM.

OO6m1ast TpyI0EMKOCTh OCBOCHHUSI TUCIUIUIMHBI (MOJTYJISI) COCTABJISET 2 3a4ETHBIX €AMHHIIBI



36

JIUCT UBSMEHEHU

IIpunoxenne 2

Ne TekcT akTyanusanyu uinu npunaraeMslid k PITJI tokymeHT, co- Hara Ne poTo-
JiepKaluid U3MEHEHUS KoJia
1.06H0861IeHbl UCMOYHUKY U TUMEPAMYPA 22.06.2020 No 10

Ilpunoxncenue 2.1.

206n061ena cmpykmypa OUCYUNJIUHbL 051 OHHOU, 3A0YHOU POPM
0Oyuenus

IHpunoscenue 2.2.

2. Obnoeren cocmas npoecpammuozo obecneuenus (110), coepe-
MeHHbIX npogheccuonanvhvix 6as oannwvlx (B/]) u ungopmayuon-
Ho-cnpasoyHvle cucmem (UCC)

Ilpunoxncenue 2.3

Hcrounuku (00s13aTebLHbIE)

Ilpunoswcenue 2.1.
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[Tpuka3 Pocapxusa ot 23.12.2009 N 76 "O0 yrBepxaeHun MeTOIUYECKUX PEKOMEHIAUil
10 pa3paboTKe MHCTPYKLHUI MO JIEIOMPOU3BOJCTBY B (heiepalbHbIX OpraHax MCIOJIHUTEIBHON Blia-

ctu" // [DnexTponHsli pecypc]. — M., 2019. — Pexxum noctyna:http://www.consultant.ru.

ITpuka3 PocapxuBa ot 15.06.2020 N 69 "O6 yrBepkaeHnu TunoBbIX (YHKIHOHATIBHBIX
TpeOOBaHMIi K CCTeMaM 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa U CUCTEMaM XpPaHEHHS 3JEKTPOHHBIX
JIOKYMEHTOB B apXHBaxX TIOCYIapCTBEHHBbIX opraHoB" (3apeructpupoBaHo B Munrocte Poccun

20.10.2020 N 60484) — Pexxum noctymna:http://www.consultant.ru.

Ilpunoscenue 2.2.
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CTpyKTypa THCHUILIMHBI (MOAYJIs) It 04HOH GopMBbI 00yUeHH st

(2020 200 Habopa)

Obwas mpyooemkocms OUCYUNIUHBL cocmagnsaem 2 3. e., 76 4., 68 mMOM yucie KOHMAKmuas paboo-
ma obyyalowuxcs ¢ npenooasamenem 28 u., camocmoamenvHas paboma obyyaouuxcs 48 u.

No Pa3nen mucumiuim- Bunbt yue6HO paboOThI dopMBI TEKyIIIE-
/1 HBI/TEMEI (B gacax) 'O KOHTpOILA ye-
IEBAEMOCTH
KonrakTtHas
<
g dopma mpome-
[t N
& 8—4 KYTOUHOM aTTC-
3 5 2| cranuu (no ceme-
T E
é o 2 § o cmpam)
2 —
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O == N = o O =
Rl 28 58 o| 2| =
O O 5| &
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S = = o
1 | Pazoen 1. 1 1 - 2 | Huckyccusa na
Beoonas nexyuu, au- cemunape
mepamypa.
llepgvle  akmovl  no
HOPMAMUBHOMY  pe2y-
JUPOBAHUIO ~ OOKYMEH-
mayuu
2 | Pazoen 2. 1 - 2 2 | Peghepam
TI'ocyoapcmeennoe
VApaseneHus  OOKYMeH- Jluckyceus na
mamu 6VXVIII 6. I'ene- cemunape
panvuwii  Pecnamenm
KaxK KOMMNIEKCHbIU
HOPMAMUBHbIUL aKm no
YNpagneHulo OOKyMeH-
mayueti
3 | Pazoen 3. 1 1 2 2 | Peghepam
Eounonauanvuas  cuc-
mema ynpasnenus XIX Juckyccusa na
6.@opmuposanue eou- cemuHape
HbIX — mpebosanull K
Ynpagnenyeckum OOKy-
MeHmam
4 | Pazoen 4. 1 1 2 4 | Peghepam
Coyuanvhas u ynpas-
JleHYecKas peghopmol Juckyccus na
nepeou yemeepmu XX8. cemunape
u ynpaeinenue 00Ky-
menmamu. Popmupo-
sauue cucmembvl Hop-
MAMUBHLIX AKMOB
5 | Paszoen 5. 1 1 2 2 | Peghepam
Dopmuposanue  eou-
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HOU HOPMAmMueHo- Huckyccus na
npaeoeou 6aszvl ynpas- cemunape
JIeHUs1 OOKYMeHmamu u
mexnonocuamu 6 1970-
x eooax. EI'C]],
6 | Pazoen 6. 1 2 6 | Peghepam
Cmanoapmuszayus 0o-
KYMEHmMOo6 KaxK Hanpae- HAuckyccus na
JleHue ynpaenenus 0o- cemunape
Kymenmayueu:  YHu-
@uyuposannvie  cuc-
memvl  OOKyMeHmayuu,
ECKKTOCH, OKY]]
7 | Paszoen 7. 1 4 4 | Pegpepam
Ynpasnenue ooky-
MEHMamu 8 YClo8UsIX Luckyccus na
enedpenuss COJ] cemunape
I'COY u 3axon 06
Apxusrom Oene
8 | Paszoen 8. 1 2 8 | Peghepam
Meowcoynapoonuvle
HOpMAamuebsl no ynpag- Juckyccus na
JIeHUI0 OOKYMeHmamu, cemunape
Meswcoynapoonvie op-
2anuzayuu no ynpaene-
HUI0 OOKyMenmayueti
I'OCTw UCO
9 | Pa3zoen 9. 1 3 8 | Peghepam
Ynpaenenue ooxkymen-
mamu 8 yClo8Usx 6He- Luckyccus na
openus M3/]O u cemunape
«nexmponnoii Poc-
cuu»
10 | 3auem 1 10 | Hmoezosas Kkou-
mpoavHas pabo-
ma
HUTOTO 20 48

CTpyKTypa THCHUIIMHBI (MOAYJIs1) 1JIsl OUHO-3204HOH (GopMBbI 00yUeHH st
(2020 200a nabopa)

Obwas mpyooemkocms OUCYUNIUHBL cocmagnaem 2 3. e., 72 4., 8 MOM Yucie KOHMAKmHas pado-
ma obyyarowuxcs ¢ npenooasamenem 16 u., camocmoamenvras paboma ob6yyaouuxcs 56 u.

| Ne |

Pa3nen mucumiuim-

| © ¢

Buasl yueOHOI paboThI

| DopMBbI TEKYIIIE- |
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n/n HBI/TEMBI (B yacax) r'0 KOHTPOJIS yc-
KonraktHas TeBacMOCTH
&
8 ®dopma npome-
S J)KyTOUYHOMU aTTe-
& 2| craumn (no ceme-
o o 3 B2 cmpam)
: .| E 2| £5| 8%
= | &5 88 gl gg|l5¢g
= = B ) Jas) S 8 [
8| 22 EZ | 3|88
S 188 58 8| zE| =
< o @) o = <
S = = o
1 | Pazoen 1. 1 4 | Juckyccusa na
Beoonas nexyuu, au- cemunape
mepamypa.
Ilepsvie  axmvi  no
HOPMAMUBHOMY  pe2y-
JUPOBAHUIO ~ OOKYMEH-
mayuu
2 | Pazoen 2. 2 1 4 Peghepam
TI'ocyoapcmeennoe
VApasneHus  OOKYMeH- Jluckyceus na
mamu ¢ XVIII 6. ['ene- cemunape
panvuwiii  Pecnamenm
KaxK KOMMNIEKCHbIU
HOPMAMUBHbIU aKm no
YNpagnenulo OOKyMeH-
mayueti
3 | Pazoen 3. 1 4 | Pegpepam
Eounonauanvuas  cuc-
mema ynpaenenus XIX Juckyccusa na
6. Dopmuposanue eou- cemMuHape
HbIX — mpebosanull K
Ynpagnenyeckum OOKy-
MeHmam
4 | Pazoen 4. 1 1 4 | Pegpepam
Coyuanvhas u ynpas-
JleHuecKas peghopmol Huckyccus na
nepeou yemeepmu XX8. cemunape
u ynpaeinenue 00Ky-
menmamu. Popmupo-
samue cucmemyl Hop-
MAMUBHLIX AKMOB
5 | Paszoen 5. 2 1 4 Pegepam
Dopmuposanue  eou-
HOU HOPMAMUBHO- Juckyccusa na
npagosoli 6asvl ynpas- cemunape
JIeHUs1 OOKYMeHmamu u
mexnonocusmu 6 1970-
x eooax. EI'C]],
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6 | Pazoen 6. 1 2 1 6 | Peghepam
Cmanoapmuszayust  0o-
KYMEHMOo6 Kax Hanpae- HAuckyccus na
Jlenue ynpaenenus 0o- ceMurape
KyMeHmayueu: Yhu-
@uyuposannvie  cuc-
membl  OOKYMeHmMAayuu,
ECKKTOCH, OKY]]

7 | Pazoen 7. 1 2 2 6 | Peghepam
Ynpasnenue ooxymen-
MAamu 8 YClo8usx GHe- Huckyccus na
openus COI I'C/[OY u cemuHape
3axon 06 Apxuenom
dene

8 | Pazoen 8. 1 2 1 6 Peghepam
Mesicoynapoonvie
HOpMamuevl no ynpasg- Huckyccus na
JIEHUIO OOKYMEHMamu, cemunape
Meodwcoynapoonvle op-
2aHu3ayuu no ynpaeie-
HUI 0OKyMeHmayuei
T'OCTw UCO

9 | Pa3zden 9. 1 1 1 8 | Peghepam

Ynpasnenue ooxy-
MEHMAMU 8 YCI0BUAX Huckyccus na
snedpenus MIJ[O u cemuHape
«Inekmponnou Poc-
cuu»
3auem 2 10 | Hmoeosas kon-
mpoavhas pabo-
ma

UTOTO 10 8 56

CrpykTypa AUCHHMILVINHBI (MOAYJIs) 1JIs1 3209HOM GopMbl 00yUeHust

(2020 200 nabopa)

Obwas mpyooemkocms OUCYUNIUHLL cocmagnsiem 2 3. e., 76 4., 8 mMOM yucie KOHMAKmuas paoo-
ma obyuarowuxcs c npenodaeamenem 8 4., camocmosmenvhas paboma odyuarowuxcs 68 u.

No
/o

Pa3nen mucrmiuim-
HEI/TEMEI

Cemectp

Bunast yueOHol paboThI
(B yacax)

KounraktHas

Camo-

CTOA-

DopMBbI TEKYIIIE-
0 KOHTPOJIA yC-
MEBaEMOCTHU

®dopma npome-
JKyTOYHOM aTTe-
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Jlexnus

JlaGopaTopHbie

3aHATHUSA

[IpakTrueckue

3aHATUA

CemuHapsbl

[TIpomexxyTouHas

arTecranus

cramuu (no ceme-
cmpam)

Paszoen 1.

Beoonas nexyuu, nu-
mepamypa.

Ilepsvie  akmvi  no
HOPMAMUBHOMY  pe2y-
JUPOBAHUIO  OOKYMEH-
mayuu

Juckyccusa na
cemMuHape

Pazoen 2.
T'ocyoapcmeennoe
ynpasnieHus  OOKYMeH-
mamu 6 XVIII 6. I'ene-
panouoil  Pecnamenm
Kax KOMNAEKCHDBL
HOPMAMUBHBIL AKM NO
YNpAasneHul0o OOKYMeH-
mavuei

Peghepam

Juckyccusa na
cemMuHape

Pasoen 3.

Eounonavanvuas  cuc-
mema ynpaenenus XIX
6. Dopmuposanue eou-
HbIX  mpebosanuil K
VApAasieH4ecKuUM OOKY-
MeHmam

Pegepam

Juckyccus na
cemunape

Pa3zoen 4.

Coyuanvhnas u ynpas-
Jienyeckas peghopmol
nepeotu wemsepmu XXa.
u ynpaenenue 00K)y-
menmamu. Popmupo-
8aHue cucmembvl HOp-
MAMUBHBIX AKMO8

Peghepam

Juckyccusa na
cemuHape

Paszoen 5.

Dopmuposanue  eou-
HOU HOPMAaMmMueHo-
npasosoll 6asvli ynpas-
JleHUsi OOKYMeHmamu u
mexnonoauimu 6 1970-

x eooax. EI'C]],

Peghepam

Jluckyccus na
cemunape
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Paszoen 6. 1 6 | Peghepam

Cmanoapmuszayust  0o-

KYMEHMOo6 Kax Hanpae- HAuckyccus na

Jlenue ynpaenenus 0o- ceMurape

KyMeHmayueu: Yhu-

@uyuposannvie  cuc-

membl  OOKYMeHmMAayuu,

ECKKTOCH, OKY]]

Pazoen 7. 8 | Peghepam

Ynpasnenue ooxymen-

MAamu 8 YClo8usx GHe- Huckyccus na

openus COI I'C/[OY u cemuHape

3axon 06 Apxuenom

dene

Paszoen 8. 6 | Peghepam

Mesicoynapoonvie

HOpMamuevl no ynpasg- Huckyccus na

JIEHUIO OOKYMEHMamu, cemunape

Meodwcoynapoonvle op-

2aHu3ayuu no ynpaeie-

HUI 0OKyMeHmayuei

T'OCTw UCO

Pazoen 9. 1 8 | Peghepam

Ynpasnenue ooxymen-

Mamu 8 yclo8usx eHe- Huckyccus na

openus M3/[O u cemuHape

«Inekmponnou Poc-

cuu»

3auem 10 | Hmoeosas kon-

mpoavhas pabo-

ma

UTOTO 4 68

Ilpunoscenue 2.3.

Cocras nporpammuoro ooecnederusi (IIO), coBpemeHnbIx npodeccuonaabHbIX 6a3 1anHbIxX (BJ1) n
uHpopManuoHHO-cnipaBouHkie cuctem (MCC) (2020 r.)

1. Tepeuyens [1O

Nen/ Haumenosanue 110 IIponsBoautens Cnioco0 pacnpocTpaHeHUs
I (TuyenzuonHoe U c80-
600HO pacnpocmpansemoe)
1. Adobe Master Collection CS4 Adobe JIUTIEH3UOHHOE
2, Microsoft Office 2010 Microsoft JTUTIEH3UOHHOE
3. Windows 7 Pro Microsoft JTUTICH3UOHHOE
4. Microsoft Office 2013 Microsoft JIUTIEH3UOHHOE
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S. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
7. Microsoft Office 2016 Microsoft JInneH3suonHoe
8. Zoom Zoom JINIIEH3UOHHOE
Iepevyens Bl u UCC
Nerr/ HaumenoBanue

I

1 MesxnyHapoabie pedeparuBHble HaykoMeTpudeckue bJl, mocTynHbie B paMKax HallMOHAIIb-
"o moxnucku B 2020 1.

Web of Science

Scopus

2 | IIpodeccronanbHble MOMHOTEKCTOBBIC B/], MOCTyHBIE B paMKax HAIMOHATHHON MOHUCKH B
2020 T.

Kypnanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IlpodeccronabHbIC MTOTHOTEKCTOBBIE B]]

JSTOR

Wznanus 1o o0IecTBEeHHBIM U TYMaHUTAPHBIM HayKaM
OnektponHas oubmuoreka Grebennikon.ru

4 KommnbroTepHsle cCripaBOYHBIE TPABOBLIE CHCTEMBI
Koncynbrant Intoc,
T'apant




