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1. ITosicHUuTE/IbHAA 3aTIMCKA

1.1. eab u 3axa4u AU CHUNINHBI

Lenbp AuCUUIIHHBL — cOPMHUPOBATH Y MAarucTPOB IEJIOCTHOE MpeAcTaBiIeHUEe 00 YIpaBlIeHUU
JIOKyMEHTaMH KaK OIHOW M3 OCHOBHBIX ()YHKIIMH MEHEIKMEHTa, a TaKKe O TECOPETHYCCKHX
MOJIX0JIaX ¥ TEXHOJIOTHSIX, TO3BOJISIIOIIMX CO37aBaTh U HUCIIOJIb30BATh IOKYMEHTHI, OTBEUAIOIIIE
MOTPEOHOCTSIM Pa3TUYHBIX CUCTEM YIPABICHUS U YIPABICHUECKUX CTPYKTYP.

3aa4uy JTUCHUIUIMHBI COCTOAT B CIEIYIOIIEM

o U3YYUTh TEOPETUUYECKHE OCHOBBI, IPOLIECCHI U TEXHOJIOTHH YIPABICHUS TOKYMEHTAMU;

. chopMUpOBaThH HaBBIKM TPOBEJEHUS CPABHUTEIBHOTO aHalM3a COBPEMEHHBIX
OOIIETIPUHATHIX TEOPETUIUCCKUX MOAXO00B U MeTOA0B yrpasieHus nokymentamu (I'OCT P UCO
15489-1-2007 u ap.) v TPAAULIUOHHBIX POCCUUCKHUX TEXHOJIOTHNA PabOTHI C TOKYMEHTAMU;

° HU3YUUTH Tpe6OBaHI/ISI K yIIpaBJICHYCCKUM JOKYMCHTAM, BKIIFOYCHHBIM B CUCTEMY,
° HU3YUUTh TCXHOJIOTMH BKIIFOUCHUSA JOKYMCHTOB B CUCTCMY YIIPABJICHUSA
° HN3YUUThb BO3MOKHOCTHU IPUMCHCHHA B CUCTCMC YIIPABJIICHHUA JOKYMCHTAMM!

- KJ'IaCCI/I(bI/IKaI_[I/II/I " CUCTEMaTU3alluu JOKYMCHTOB,
- perucrpanuu JOKYMCHTOB,

o 03HAKOMUTbHCS C LEISIMU KOHTPOJISL ABMXKEHUS U UCTIOJIb30BAaHUS IOKYMEHTOB B CUCTEME.
1.2. ®opmupyeMble KOMIIETEHIIUH, COOTHECEHHbIE ¢ IJIAHMPYEMbIMH Pe3y/ibTATAMH
00y4eHus1 10 IMCHMILINHE (MOIYJII0):
KoMmnerenuus Nuaukaropsl Pe3yabTaThl 00yyeHus
(xom m KOMIIeTeHIHii
HauMEHOBaHME) | (KOJ M HAMMEHOBAHUE)
K-1 IIK-1.2 obecrieunBaet 3HaTh: OCHOBHBIE MPOOJIEMBI B 00J1aCTH
Crniocoben B3aUMO/IEIICTBUE yhpasiieHus 1oKyMeHTamu B Poccuiickoit
OCYIIECTBISITh | CTPYKTYPHBIX ®denepannu, 3apyOeKHbBIN OIBIT YIPaBICHUS
PYKOBOJICTBO o/ipa3ieeHui JIOKyMEHTaMU;
JESATENIBHOCTBIO | OpraHU3aluu 110 TEHJAEHIMH  pa3BUTHS  HWH(POPMAIMOHHO-
1o BOIIpOcaM paboTHI ¢ JIOKYMEHTAllMOHHOTO o0ecrnieueHus
JOKYMEHTAIMOH | TOKyMEHTaMU yIpaBJIeHUS
HOMY
o0ecredYeHn o VYMeTh:  aHanmu3MpoBaTb U IIPAKTHUYECKH
YIIpaBJICHUSA NPUMEHSTh IE€PEeOBOM 3apyOEKHBIM ONBIT
OpraHusanuen n YIPpaBIEHUS TOKYMEHTAMHU
apXUBOM HaXOJUTh OPTraHMU3allMOHHO-YIPABICHUECKHE

pemeHus no ajgantauuu texHosorui OV k
W3MEHEHUSIM B OpraHU3alliH YIPABIECHYECKHUX
IIPOLIECCOB

Brnaners: HaBbIkaMu pabOTBl ¢ MCTOYHUKAMHU
uH(popManun pu pereHnmn
npodeCCHOHANBHBIX ~ 33/1a4, METOJaMH HX
pelIeHUsT Ha OCHOBE aHajM3a IPOLIECCOB
YIOpaBIEHUS JOKYMEHTAMH B KOHKPETHBIX
OpraHu3aIusIX

METOJIaMH YIIOPSJOUEHHS COCTaBa JOKYMEHTOB
1 MTHGOPMAIIMOHHBIX MTOKa3aTesen

K-4 IIK-4.1 ucnonb3yeT B 3HAaTh: CYITHOCTh MPOIECCOB, TPOUCXOISIINX B

CrocobeHn paboTe PHHIMIIBI obmacti  ympaBJeHUS ~ JIOKYMEHTaMH B

OPraHW30BBIBAT | onrapysarm COBpPEMEHHBIH MepHo/I

b pa3 a6OTK nu IPUHIUIIBI OpPSAOOUYCHUA COCTaBa
pasp y ANEKTPOHHOTO pHHI YHOpAA

BHCAPCHUC JAOKYMCHTOB U OINITHUMHU3AITNN pa6OTLI C HUMH




KOPIIOPAaTHUBHOHM | JOKYMEHTO000pOTa, B

CHUCTEMBI TOM YHCIIe Ha YMeTh: BBISIBIISTD, aHAJIM3UPOBAThH u
3JE€KTPOHHOTO MEKBETOMCTBEHHOM UCIIOJIb30BaTh TNEPCIEKTUBHBIC MPOLECCH U
JIOKYMEHTO000p YDOBH® METO/Ibl YIIPABJICHHS TOKYMEHTAMH

oTa HaxOJIUTh OPraHU3alMOHHO-YIIPABIECHYECKUE

pelleHuss MO0 ONTUMHM3alUUu JEHCTBYIOIIUX
TEXHOJIOTHI pabOThI ¢ JOKYMEHTAMU

Brnagers: mnpodeccrnoHaNbHBIME — 3HAHHSIMH,
MeToJaMHu 0000IIeHUs, aHaIu3a WHPOPMALUH
JUTSL BBIOOpA ONTUMAIBHOTO TIYTH PEIICHHS
3aJ1a4 B 00JIaCTH YIIPABJICHUS JOKYMEHTaMHU
METOJIaMU COBEPIIICHCTBOBAHUS YIIPABIICHUS
JIOKyMEHTaMHU:

1.3.MecTo AUCHMILUINHBI B CTPYKTYpe MarucTepcKoi mporpaMmabi:

JlucuuIuimHa OTHOCUTCS YacTH OJIOKa AUCIUILINH y4eOHOTO I1aHa, GOopMHPYEeMOid
Y4aCTHUKaMU 00pa30BaTeNbHbIX OTHOIIECHUI.

Jucnunnuza «Teopuss M TEXHOJOTMU YIPABICHHUS JOKYMEHTAaMHU B OpraHHU3aLuu»
JIOTIOJIHSIET 3HAHUS, II0JIy4aeMBbIe 10 OJHOBPEMEHHO U3y4aeMBbIM U MTOCIEAYIOIUM TUCLHUIUINHAM:
«Teopus u wucropuorpa@usi JAOKyMEHTOBeIeHUs», «HPOPMAMOHHBII MEHEIKMEHTY,
«YnupapiaeHue HHGpopmanueil 1 JOKyMEeHTalen 3a pyoexom».

B pesynbraTte OCBOGHUS NUCHMIUIMHBI (HOPMUPYIOTCS 3HAHUS, YMEHHUS U BIIAJCHUS,
HeoOXoauMble Ui u3ydeHus aucuuiuinH  «MH(popMmalMOHHbIE CHCTEMBl B YIPaBICHUU
JoKyMeHTamu»,  «MeTtoauka  pa3paOOTKM  JIOKaJIbHBIX  HOPMAaTUBHBIX  aKTOB IO
JOKYMEHTAallMOHHOMY  OOECIIEYEHHUI0  YIPABICHYECKOW  JESATEIbHOCTH»,  MPOXOXKICHUS
OpraHU3alMOHHO-YIIPABICHYECKON MTPAKTUKHU.

2. CTpyKTypa M CHHNJIHHBI

CTpyKTYypa IMCUUILUIMHBI 115 04HOH (popMBbI 00yUeHHs
OO011ast TPyA0EMKOCTh AUCHUILIMHBI COCTABISET 2 3. €., 76 4., B TOM 4HcJe KOHTaKTHas paboTa
oOyuaromuxcs ¢ npenogasareneM 40 4., camocrosiTesnibHas pabota oOyuaromuxcst 18 d,
KOHTpOJIb — 18 4.

Ne Pa3nen Buasl yueoHoii padboTsl Dopmbl
0/ | AUCHMUITAHBI/TEMBbI (B yacax) TeKyuero
KOHTPOJIsSA
KonrakTtHas = P
& 2| ycmeBaeMocTH
= T =
3 v - o= | 2 E
csa § é = EE| 3 2 dopma
=9 e = .
3 = = = g-E i & 2’| npomexyrounoii
(=)
g = E E gg £33 5 s | arrecrauuu (no
) < = =)
) = o
=13 23 89 z 5| =38 cemecmpam)
= < Y o = [
=] = E el O =
1 | Pasoen 1. Vnpasnenue 2 6 8 9 Onpoc
OOKYMEHMamu Kax 4acmo
cucmemaul MeHE()DfCMEHma
Kauecmea
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2 | Pazoen 2. Ilpoyeccel 2 6 8 9 Huckyccust no
ynpasnenus memam OOK1a008
O0OKyMeHmamu

3 | Paszoen 3. Konmpono 2 4 8 9 Konmponoheie
0oKyMeHmoobopoma 60NpOCHI

Oyenka pegpepamos

4 | Okzamen 2 Hmoeosas

KOHMPOIbHAS
paboma
Utoro 16 24 18 18 76
1. CopepxxaHue AUCHUILINHBI
Ne HaumeHnoBaHnue pa3aeiia Coz[epxcalme
JAMCIUILIMHbI
1. Pa3znen 1. Ynpasiienue [IpaBoBast u Meronuyeckass 0as3a ympaBlieHUs

AOKYMEHTAMH KaK 9aCThb CHCTEMbI
MCHECIKMEHTA KayeCTBa.

nokymenTamu B Poccuiickoit denepanumn.

Poccuiickue HalMOHaIbHBIE U MEXIYHApPOJHbIE
CTaH/IapThl CUCTEMbI MEHEJKMEHTA KauecTBa.

Cranmapt P CO 15489-1-2007 o mporeccax u
TEXHOJIOTUSIX YIPABICHHS JOKYMEHTAMHU.

TpeboBaHust K JOKYMEHTaM, CO3/1aBaE€MbIM,
UCIOJIb3YEMBIM M COXpaHsIeMbIM B  IIpoOLEcCe
OCYILECTBIICHUSI IJIOBOM J1€ATEIILHOCTH.

Poccuiickue TeXHOI0TUM AIONIPOU3BOACTBA, UX
cooTBeTcTBHUE NoJoxkeHusM ctangapra P UCO 15489-
1-2007. CUBU . Ynupasnenue nokymentamu. O0mue
TpeOOBaHMS

2. Paznen 2. Teopusi u npoueccobl
YIPaBJICHUA JOKYMEHTAMU.

Teopus 1 TEXHOIOTUU BKIIFOUYEHHUs JOKYMEHTOB B
CUCTEMY yIIpaBiieHUs. [[elCTBUS ¢ JOKYMEHTOM I10CIIE
€ro CO3JaHus WJIH IOJIy4EeHHMs, IOCJIEI0BATEIBHOCTD
JENUCTBUMN.

[IpucBoenune JIOKYMEHTY METaJJaHHBIX.
PexBU3UTSHI, OTpaxaromue HHPOPMALIHIO O TOKYMEHTE;
€ro Cco3JaTese; MCIOJIb30BAHUM; CBSA3aHHBIX C HUM
JOKYMEHTaX; JIMLIAX, YYacTBYIOIIUX B IIpoLecce
yopasieHuss U Ap. JJokymeHTHpoBaHME oOmepanuii ¢
JOKYMEHTaMHU.

Peructpanusi, ee CBA3p C  BKJIIOYEHUEM
JOKYMEHTOB B CHUCTEMY YIpaBiICHUA. TEXHOJIOTHU
peructpauuu. HMHaexkcupoBaHue JOKYMEHTOB Kak
CPEICTBO CBA3U OTIEIBHBIX JJIEMEHTOB CHCTEMBI
yIpaBieHUS JOKYMEHTaMHU.

Knaccudukanus  nokymenroB.  IlpumeHnenue
KjJaccupuKalud B TpoOIeccax IO  YIpaBiICHHUIO
JOKYMEHTaMHU.

[Iponiecc ycTaHOBIEHUS CPOKA XPAHEHUS
JIOKYMEHTOB U BbIOOpa JIEHCTBHIA 1O UX OTOOPY.

[Topsiox oT6opa TOKYMEHTOB Ha XpaHEHUE WU
yHHYTOXXeHHEe. ObecrieueHrne XpaHeHus JOKYMEHTOB.
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Pa3zaen 3. Kourposn
JOKYMEHT0000poTa

Kontpoib JIBYKCHUS Hu HCITOJIb30BaHUS
JIOKYMEHTOB, IIEJIU U TEXHOJIOTHH KOHTPOJISL.

Kontposb BpeMeHu coBepliieHus yrpaBIeHYECKUX
JEUCTBUA M JECUCTBUUA C JOKYMEHTaMHU: HTaIloB
COBEPILICHUS onepanuit c JIOKYMEHTaMH,
pacrpeeneHus MEXIY HCIIOTHUTEISIMU
OTBETCTBEHHOCTH 3a HUCIIOJIHEHHE PEILICHUM, CPOKOB
WCIIOTHEHUS JOKYMEHTOB M PEIICHUH.

KonTposib MecTOHaXOXJIeHUsI JTOKYMEHTOB M HX
MepEeMEIICHU .
KonTtposb ncnonp30BaHus JOKYMEHTOB.

3. Oo0pa3oBaTe/ibHbIE TEXHOJIOTUH

IIpn peanuzauuy nporpaMmbl JUCHUIUIMHBL «T€OpUss M TEXHOJIOTMH YIpPaBIICHUS
JOKYMEHTAaMU B OpraHM3all» HUCHOJB3YIOTCS Cleayrolue o0pa3oBaTelIbHbIE TEXHOJIOTHU:
ayIUTOPHBIC 3aHATUSI TIPOBOJATCA B BUJIE JIEKIHM (JIeKIuid—Oece1, MpoOJEeMHBIX JICKIIUN) U
MPAKTUYECKHUX 3aHATHI B 71a00paTOpuu JOKYMEHTOBEIEHHUS C MCIOJIB30BAaHUEM Pa3aTOYHOTO
MaTepuaia ¢ ONMCAHUEM PA3IIMYHBIX YIIPABIEHYECKUX CUTYalUi.

CaMocTosTenbHas padoTa ciylaTenei moapasyMmeBaeT padoTy 1o HamucaHuio pedepaTtoB
[0/l PYKOBOJCTBOM IPEIO/ABATENs], BBINOJIHEHUE INPAKTUYECKUX 3aJaHUM, TEOPETUYECKYIO
MOJATOTOBKY M0 TEMAaTHKE JUCUUIUIMHBI C MCIOJIb30BAaHUEM IPABOBBIX MH(OPMALMOHHBIX 0a3,
CaMOCTOSITEJIbHOE HM3YyY€HUE JCHCTBYIOIIUX HOPMATHUBHO-METOJWYECKUX JIOKYMEHTOB 10
JOKYMEHTAIlMOHHOMY OOECIIEYCHHIO YIPABJICHHUS, CHEIHATbHON JTUTEpaTyphl U KYPHAIBHBIX
nyonukanuii, umeromuxcs B oubimmorekax PITY um MAM, a takxke B Qonme maboparopuu
JOKyMEHTOBeieHNs VIcTOpUKO-apXUBHOTO HHCTUTYTA.

Buasl
HaumenoBanue N
yueOHOI Oo0pa3oBaresibHbIE TEXHOJIOTHHI
n/m |pasaena
padoThI
2 3 4
[Ipobnemuas nexuus
Jlexuus 1. OOcyxaeHne  BOIPOCOB  TEMbI
Paznen I. ceMHrHapa (JI0KJIaJI0B)
VYipasieHue Cemunap 1
JOKYMEHTaMHU Kak 4YacTb [ToaroroBka K JIEKIIMHU U CEMUHApPY
CUCTEMBl MEHEIKMEHTA C  WCIONb30BaHUEM  MpPaBOBBIX  0a3
KauecTBa CamocrositenbHast  |«KoHcynbrant», «['apant» u ap., caiita
paborta «Zakonbase»: 3akoHomarenpHas ~ 0aza
Poccuiickoit deneparnumn.
IlonroroBka pedepara
Paznen 2. Teopus u Jleknsg 2. Jlekuus-nuckyccus
IPOLECCHl  YIPAaBJIEHUS
JIOKYMEHTaMHU Cemunap 2 OO6cyxeHne  BOMPOCOB  TEMBI
ceMHrHapa (JI0KJIaJ10B)
Camocrosre [ToaroroBka K JIEKIIMM U CEMUHApPY
JbHas paboTa C HCTOJB30BaHUEM (POHIIOB OMOTUOTEKH
PITY u naGopaTopuu 10KyMEHTOBEACHUS,
AIEKTPOHHOTO y4e0HOTO nocoous
«Jlenonpon3BoACTBO:  JOKYMEHTBl U
TEXHOJIOTHUI.




ITonroroBka pedepara

Paznen 3. Jlekmnsg 3. Jleknus-nuckyccus
KoHntpoub
JTIOKYMEHTOO0O0pOTa Cemunap 3 OOcyxaeHrue  BOINPOCOB  TEMBI

ceMHrHapa (JI0KJIaJ10B)

Camocrosite ITonroToBka K JEKIIUU U CEMHHAPY
JIbHAs paboTa C HCTOJb30BaHUEM (POHIIOB OHMOIMOTEKH
PI'TY u naGoparopun 10KyMEHTOBECHMUS,
AIEKTPOHHOTO y4e0HOTO nocoous
«Jlenmonpon3BOJACTBO:  JIOKYMEHTBI U
TEXHOJIOTUI.

IToaroroBka pedepara

B nepwon BpeMEHHOrOo MPUOCTAHOBJICHHUS TMOCEIICHHUS OOYYArONIUMUCS TOMEUICHUN H
tepputopun PITY. ansa opranuszanuu ydeOHOro mpolecca ¢ MPUMEHEHHEM 3JIEKTPOHHOTO
oOydeHUsT W JUCTAHIMOHHBIX O0pPa30BaTEIBHBIX TEXHOJOTHH MOTYT OBITH HCITOJIb30BAHBI
crnenyomue o0pa3oBaTelibHbIE TEXHOJIOTHH:

— BUJICO-JICKITUH;

— OHJIAMH-JIEKIINH B PEKUME PEAIIbHOTO BPEMEHH;

— DJIGKTPOHHBIC YUYCOHHUKH, YICOHBIC TOCOOMS, HAYIHBIC U3/IaHUS B AJICKTPOHHOM BHJIC U JIOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;

— CHUCTEMBI JIJIsl SJICKTPOHHOTO TECTUPOBAHUS,

— KOHCYJIBTALIMH C UCIOJIb30BAHUEM TEJIEKOMMYHHKAIMOHHBIX CPE/ICTB.

5. OueHka UIAaHUPYEMBbIX Pe3yJabTAaTOB 00y4eHust
5.1. Cuctema oueHnBaHmA

Dopma KoHmpoa Makc. Koaruuecmeo 6annos

3a 00HY Bcezo

adomy
Texkynui KOHTPOJIb:
- cobecedosanue (pazoen 1) 5 6annos 15 6annos
- KOHMpOIbHAA paboma HA CeMUHAPCKOM 10 6annos 20 6annos
sauamuu (pazoen 2,3)

Peghepam (camocmoamenvuas paboma) 25 bannos 25 bannos
[TpomexxyTouHas aTTecTanus 40 6annos

(nucvmenHvle mecmoguvle 3a0aHUs ¢ 8b100POM
00H020 U3 Npednazaemvlx 0Omeenos)

Uroro 3a cemectp (Qucyuniuny) 100 6annos

3auem

[Tony4yeHHBIN COBOKYIHBIN PE3yNbTaT KOHBEPTUPYETCS B TPAJAMIIMOHHYIO IIKATy OLIEHOK
U B IIKaly OIEHOK EBpomeilickoil cucTteMbl TmepeHoca M HAKOIUIEHUS  KPEIUTOB
(EuropeanCreditTransferSystem; ganee — ECTS) B cOOTBETCTBUM € TaOJIMLIEH:

I
100-
oannvHasn wKana Tpaouyuonnas wikana Kaid
ECTS
95-100 A
OTJINYHO

83-94 3a4TCHO B
68 — 82 XOpOIIIO c




56 67 D
0 55 yIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEY/I0BJICTBOPUTEIHLHO HE 3a4TEHO E

5.2.KpnTeplm BBICTABJICHUA OCHKHU IO JUCHHUIIJIMHE

vt/ Ilkana

ECTS

bann

Ouenka
oucuuniune

no

Kpumepuu oyenku pezyromamos o6yueHus no
oucuuniune

83/

100-

AB

«OTJIIHYHOY/

«3a4TEHO
(OTIMYHO)»
/«3auTEHOY

BeicraBnsiercs  oOydaromemycsi, €clii  OH
riiyOOKO M TMPOYHO YCBOWJI TEOPETHUYECKUH U
IIPAKTUYECKUN MaTepual, MOKET
IIPOJEMOHCTPUPOBATh 3TO HA 3aHATHSIX U B XOHE
IIPOMEXKYTOYHOM aTTecTaluu.

OO0yuaromuiicsi UCYEPIIHIBAIOIIEC U JOTUYECKU
CTpPOMHO uW3Jaraer y4yeOHbIM Marepuang, yMmeeT
YBSI3bIBaTh TEOPHUIO C IPAKTUKOM, CHpaBlSETCS C
peleHueM 3a1a4y npogeccuoHaIbHON
HAIPaBJIEHHOCTH BBICOKOTO YPOBHSI  CJIOKHOCTH,
[PaBUIBHO OOOCHOBBIBAET IPUHATHIC PEIICHUS.

CB0OOOHO OpueHTHpYyeTCd B Yy4eOHOW H
npodecCHOHATILHOM JINTepaType.

OuneHka MO JAMCHUUILIMHE  BBICTAaBIISIFOTCS
oOyyaromemMycs ¢ y4éToM pe3yJbTaToOB TEKyLIeH
IIPOMEKYTOUYHOM aTTECTALUH.

Komnerennuu, 3aKpenIEHHbIE 3a
JUCILUIUINHOM, Cc(GOpPMUPOBAHBI Ha YpPOBHE —
«BBICOKHIN.

68/

«XOpOII0Y/

«3a4TEHO
(xopor110)»

/«3a4TEHOY

BericTaBnsiercsa oOyuatroiemycs, €clid OH 3HaeT
TEOPETUYECKHM U TPAKTUYECKUN MaTepuall, TpaMOTHO
U IO CYUIECTBY M3JIaraeT €ro Ha 3aHSTHUSX U B XOJ€
IIPOMEXYTOUYHOM  aTTecTallM¥, HE  JIOMycCKas
CYILLECTBEHHBIX HETOYHOCTEM.

OOyuaromuiics  NMpPaBWJIBHO  NPHUMEHSET
TEOPETUYECKHE MOJIOXKEHUS npu pelieHnn
MIPAKTUYECKUX 3a1a4 npogeccuoHaIbHON
HANpaBJIEHHOCTH  PAa3HOIO  YpPOBHS  CIIOKHOCTH,
BJaJiceT HEOOXOTUMBIMHU Ui 3TOTO HaBBIKAMH U
pUEMaMHU.

JlocTaTOYHO ~ XOpOLIO  OPUEHTUPYETCS B
yueOHOI 1 TpodecCHOHATBLHON JIUTEpaType.

Onenka 0O JAMCHUIUIMHE — BBICTABISAIOTCA
oOydaromeMycst ¢ y4ETOM pe3yibTaTOB TEKyIeH U
IIPOMEXYTOUYHOM aTTecTaluy.

Komnereniuu, 3aKpEIIEHHBIE 3a
JUCLHUIUIMHOW, c)OpMUpOBaHBI Ha ypOBHE —
«XOPOILIUI».
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Bbann Ouenka no Kpumepuu ouenku pezynrvmamoe o0yuenus no
ot/ Illkana | oucuyunnune oucuyuniune
ECTS
67- «YIIOBJIETBOPHUT BricTaBmsiercs oOydaroiemMycsi, €Clid OH 3HAET
50/ €IILHO» Ha 0a30BOM YPOBHE TEOPETHYCCKUN M MPAKTHUCCKHUI
D,E /«3auTeHO MaTepHal, JOMYCKaeT OTICNIbHBIC OMMOKU MpPU €ro
(YZIOBJIETBOPUTEIHHO)» | M3JIOKCHUHM Ha 3aHATHAIX U B XOJC MPOMEKYTOUHOU
/«3auTEeHOY aTTeCTalu.

OOyuarouuiics HCIBITBIBAET ONpPEeIEHHbIE
3aTPpYAHCHUA B NPpUMCHCHUU TCOPCTUYCCKUX
IIOJIOKCHUN IIpU PEIICHUU IPAKTHUYECKUX 3ajad
npodecCHOHAIbHON HANPaBICHHOCTH CTAaHAAPTHOIO
YPOBHSI CIJIO)KHOCTH, BJIaZIEET HEOOXOAMMBIMU IS
3TOro 0a30BBIMU HaBBIKAMU M MTPUEMAMH.

JleMOHCTpUpYeT ~ AOCTAaTOYHBIM  ypOBEHb
3HaHUS Y9eOHOH JHUTEpaTypshl MO JUCHUTUIAHE.

Onenka mnO JAUCHUIUIMHE — BBICTABIAIOTCA
oOydaromeMycst ¢ y4ETOM pe3yjbTaTOB TEKyLIeH U
IIPOMEXKYTOUYHOM aTTecTaluu.

Komnereniuu, 3aKpEIUIEHHBIE 3a
JUCLUIUIMHOW, c(OopMUpOBaHBI Ha ypOBHE —
«IIOCTATOYHBIN».
49-0/ «HEYIOBIETBOP BricTaBnsiercs oOywaroniemycsi, €Clid OH HeE
F,FX | utensHO» 3HaeT Ha 0a30BOM YypPOBHE TEOPETUYCCKUU W

/«He 3a4TEeHO» IPaKTUYECKUH MaTepual, J0IMyCKaeT rpyobie OMNOKU
IIPU  €ro M3J0KEHHM Ha 3aHATUAX U B  XOJE
IIPOMEXKYTOUYHOM aTTecTaluu.

OOyuvaromuiics  HCHBITHIBAET  CEPbE3HBIE
3aTpyJHEHHS B  NPUMEHEHUU  TEOPETHYECKUX
MIOJIOKEHUM TIPU PEIICHWM MPAaKTHYECKUX 3aJa4
npodecCHOHAIBLHON HAIPaBICHHOCTH CTaHIApTHOIO
YPOBHS CII0)KHOCTH, HE BJIaJIe€T HEOOXOAUMBIMH IS
JTOr0 HaBBIKAMHU U IIPUEMAMU.

JleMoHcTpUpyeT  (parMeHTapHble  3HAHUS
yueOHOIl nuTepaTypsl MO AUCLHUILINHE.

OneHka 1O JAMCHUUIUIMHE  BBICTABISAIOTCS
oOyuyaromemMycss ¢ y4€ToM pe3yJabTaToOB TEKyLIeH U
IIPOMEKYTOUYHOM aTTECTALUH.

KoMmmereHiun Ha ypOBHE «IOCTAaTOYHBIN»,
3aKperIEHHbIE 32 AUCHUIUIMHON, HE ChOPMHUPOBAHBI.

5.3. OueHounslie cpeacTBa (Marepuasbl) A TEKYLIEro KOHTPOJIS YCIIEBAEMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4ar0IUXCS M0 JUCIUIITIHHE
IIpumepnvie memwl peghepamos no OucCyuniIuHe:

. Pons ympaBneHMss JOKyMEHTaMM B JEATEIBHOCTH allapara yIpaBiIeHUs
OpraHu3aIu

. PerynaruBHas cpena ynpaBieHUs JOKYMEHTAMH B OpraHU3aALMIX.

. BHyTpeHHee perynupoBaHME OpraHM3alud W TEXHOJOTWMU  YIPaBICHUS
JIOKYMEHTaMU OpraHU3aluu.

. I[TporneccHbIi TOAXO K OPraHU3alMK JOKYMEHTO000pOTa.

. Perucrpanus u nHAEKCUPOBAaHUE KaK CIIOCOOBI BKIIOUYEHUS JOKYMEHTOB B CUCTEMY

YIIPABJICHUS JOKYMEHTAMM.
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. Buytpennue kinaccupuKaTOpbl OpraHU3alMd M WX POJb B TEXHOJIOTMYECKHX
IIpoLecCcax yIPAaBICHUs TOKYMEHTAMH.

. JIOKyMEHTHPOBaHUE MPOLECCa IKCIIEPTU3A LICHHOCTU JOKYMEHTOB.

. TexHosmornu XxpaHeHus: JOKYMEHTOB.

. HamnpaneHnus AesaTeNbHOCTH IO KOHTPOJIO 33 JBMKCHHUEM M HUCIOJIB30BAaHUEM

JIOKYMEHTOB B OpraHU3alH.
TexHonOrMM, WCHIONB3yeMble B KOHTPOJBHOH JEATENBHOCTH B cdepe YIpaBIeHHS
JOKYMEHTaMU OpraHu3aluu.

Ipumepnvie KoHmMpPOIBLHBIE BONPOCHL U 3A0AHUSL OISl RPOMENCYMOUHOU AMMeCmayuu no
umoz2am 0C80eHUsI OUCYUNTIUHDL.

2. Llenu ynpaBiacHHs JOKYMEHTaMHU B CHCTEME MCHEKMEHTA KaueCTBa.

3. Kakue mpaBoBbie aKkThl U IMpaBHJa PEKOMEHIATEILHOTO XapaKTepa OMpPEACIsSIOT
TEXHOJIOTUH YIIPABJIEHUS JOKyMEHTaMH B opranusaiusax Poccun?

4, Haznauenne 'OCT P UCO 15489-2001—2007.

S. TpeboBaHMs K TOKYMEHTaM, BKIFOUEHHBIM B CUCTEMY YIPABIEHUS JOKYMEHTAMHU.

6. Kakune xapakTepucTUKy MPUOOPETAIOT JOKYMEHTHI MPH COOIOICHIH POCCHICKUX
IPaBUJI COCTABJIECHUS U O(OPMIIEHUS TOKYMEHTOB?

7. MeTtonpl, oOecneurBalOIIME BKIIOYEHUE JOKYMEHTAa B CHUCTEMY YIIPaBJICHUS
JIOKYMEHTaMHU.

8. Kakue TtexHomorum paboThl C JOKYMEHTaMU HCHOJB3YIOTCS MJI BKIIIOUEHUS
JIOKYMEHTOB B CUCTEMY?

9. Kakne pekBH3HUTHI, UCTIONB3yeMbIe 751 O(OPMIICHUSI  PETUCTPAIMU JOKYMEHTA,

ABIISIOTCS METAJaHHBIMU, OTPAXKAIOUIUMHE CIEAYIONTYI0 HHPOPMAIIHIO:
- 0 JIOKYMEHTE;
- co3Jarene J0KyMeHTa;
- MCII0JIb30BAHUU JOKYMEHTA;
- CBSI3aHHBIX C HUM JOKYMEHTAaX;
- TUIaX, y4acTBYIOLIUX B MPOIIECCE YIPABICHHUS.

10.  HasnaueHue perucTpanuu JOKyMEHTOB.

11.  TexHOJOTUM pErucTpany JOKYMEHTOB.

12. Yto sBisieTCs CPENCTBOM CBSI3U OTAEIBHBIX 3JIEMEHTOB CHCTEMBI YIPABICHUS
JIOKyMEHTaMu?

13.  Ponb knaccupukanuu JOKyMEHTOB OpraHU3aIUH.

14. B xakux mpolieccax ynpaBlIeHUs JOKYMEHTaMH MpUMeHseTcs Kiaccupuxamnus?

15. Kakume Buapl KiIaccu(UKATOPOB MPUMEHSAIOTCS B JIOKyMEHTALMOHHOM
o0ecreyeHn! yrpaBaeHUs?

16.  Kakue TeXHOJOrMH UCIOJIb3YIOTCS B IIpoIieccax 0TOOpa JOKYMEHTOB Ha XpaHEHHUE
WIM YHUUYTOKEHUE, XPAaHEHUSI IOKYMEHTOB?

17.  Ha3HaueHHe KOHTPOJIS IBUKEHUS U UCIIOJIb30BaHUs JOKYMEHTOB.

18. OOBEKTBI KOHTPOJISI BPEMEHU COBEPILIEHHUS YIIPABICHUECKUX JEHCTBUIA.

19.  OOBeKThI KOHTPOJIS ACHCTBUN C TOKYMEHTaMHU.

20. TexHOJIOTMH KOHTPOJISI BPEMEHHM COBEpPUICHUS YIPABICHYECKUX JEHCTBUA U

TCXHOJIOTHYCCKHUX onepauﬂﬁ C JOKYMCHTAaMHU.

6. YueOHO-MeTOAMYECKOEe U HH(POPMALIMOHHOE o0ecnedeHue JUCIUIIMHBI
6.1. CnHCOK HCTOYHHKOB U JUTEPATYpPhI
Hcemounuxu
Obsazamenvuvie:
®enepanbHblif 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmariu, HHPOPMAITUOHHBIX
TexHoJorusax u 3amute uHpopmanun»// C3 PO. 2006. Ne 31 (u. 1). Ct. 3448//UndopmanonHo-
npasoBoii noptan TAPAHT.PY URL: http://base.garant.ru/10103955/


http://base.garant.ru/10103955/
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®enepanpubiii 3akoH 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM jaene B Poccuiickoit
Oeneparuny// C3 PD. 2004. Ne 43. Ct. 4169//Undopmannonno-npaosoii nopran TAPAHT.PY
URL.: http://base.garant.ru/10103955/

[IpaBwia nemonpousBoACTBa B (elepadbHBIX OpraHax HWCHOJHUTEILHON BIACTH
[Toctanornenue [IpaBurensctBa Poccutiickoit @eaepammu ot 15.06.2009 Ne 477y»// C3 PD. 2009.
Ne 25 Cr. 3060//adopmannonno-npasooit ~ mopran ~ I'APAHT.PY  URL:
http://base.garant.ru/10103955/

MeToaudeckiue peKOMEHJANH IO pa3padOTKe HHCTPYKIHMHA IO JCIOMPOU3BOJCTBY B
(dbenepalbHBIX OpraHax UCTIIOJHUTEILHOM BlIacTh. YTB. puka3zom Pocapxusa ot 23.12.2009 Ne 76

//Muadpopmarmonno-mipasoBoit nopran TAPAHT.PY URL: http://base.garant.ru/10103955/

Jlononnumenvhoie:

@enepanbubiii 3akoH 0T 06.04.2011 N 63-03 "OO6 snekrponnoi noxanucu"//C3 PO",
11.04.2011, N 15, Cr. 2036//Uudopmarmonno-npaBoBoii mnopran ['APAHT.PY URL:
http://base.garant.ru/10103955/

[TocranoBnenue IlpaButensctBa Poccuiickoit denepanuu ot 28.07. 2005 Ne 452 «O
TUIIOBOM pErjlaMeHTe BHYTpPEHHEW opraHu3anuu (QenepasbHbIX OPraHOB MCIOJHUTEIHHOM
Brnactu» // C3 P®. 2005. Ne 31. Cr. 3233//MudopmannonHo-mpaBooii noptan 'APAHT.PY
URL: http://base.garant.ru/10103955/

[TocranoBnenue IIpaButensctBa Poccuiickoin ®denepannu ot 19.01.2005 Ne 30 «O
TUTIOBOM PETJIAMEHTE B3aMMOJCHCTBHS (eiepalIbHBIX OPTaHOB MCIOJHUTEIBHOU Biiactuy // C3
P®. 2005. Ne 4. Cr. 305//Mudopmannonno-npasoBoit mopran ['APAHT.PY URL:
http://base.garant.ru/10103955/

[TocranoBnenue npaBurenbcTBa PO ot 22.09.2009 Ne 754 «O6 yrBepxkaenuu [lonoxenus
0 CHUCTEME MEXBEIOMCTBEHHOTO JJICKTPOHHOTO JOKyMeHTooOoporay// C3 P®d. 2009. Ne 39.
Cr.4614//MapopmaiioHHO-TIPaBOBOM noprain I'APAHT.PY URL:
http://base.garant.ru/10103955/

[TocranoBnenue IlpaButenbctBa P® ot 08.09.2010 Ne 697 «O enuHoM cucreme
MEXBEJJOMCTBEHHOTO  3JIEKTPOHHOrO B3aumojeiicteus»// C3 Pd. 2010. Ne 38. Cr.
4823//Mudpopmanmonno-npasosoit moptan TAPAHT.PY URL: http://base.garant.ru/10103955/

IlocranoBnenue IIpaBurenscrBa PO ot 07.09.2011 Ne 751 «O BHeceHMM MU3MEHEHUI B
[TpaBuiia genonpon3BoOACTBa B (peiepalibHbIX OpraHax MCHOJHUTENbHOH Biactuy»// C3 P®. 2011.
Ne 37. Cr. 5263//adopmainoHHO-TTpaBOBOM nopTran 'APAHT.PY  URL:
http://base.garant.ru/10103955/

[TonoxkeHune o MOpsiIKE M CpOKaxX XpaHEHMs JTOKYMEHTOB aKIIMOHEPHBIX OOLIECTB. YTB.
noctaHoByiieHrneM denepabHON KOMUCCUH IO PHIHKY IIeHHBIX Oymar oT 16.07.2003 Ne 03-33/mc//
PI.  2003. 26  aBr./MudopmanuonHo-npaBoBoii  mopran  ['APAHT.PY  URL:
http://base.garant.ru/10103955/

ITpuka3 Pocapxusa ot 11.04.2018 N 43 «O06 yTBep:kJIeHHUH NPUMEPHOTO MOJOXKEHUS 00
SKCIEpPTHOM Komuccuu opranuzauun» Apxusbl Poccuu. [[lopran denepanbHoil apXuBHOM

cIykObl]; [DnexkTpoHHBI pecypc] - DOnektpoH, agaH.- M., 2001-2016.— Pexum
noctyma:http://www.rusarchives.ru/index,
[Tpumepnas UHCTPYKLUS o JIeNIOTIPOU3BOICTBY B roCyJapCTBEHHBIX

opranmzarusx//[Ipuka3 Pocapxusa ot 11.04.2018 Ned4 Apxussl Poccun. [[Topran @eaepanbHoit
apXUBHOM CIIyXObl]; [DnekTpoHHBIH pecypc] - DnektpoH, naH.- M., 2001-2016.— Pexum
noctyma:http://www.rusarchives.ru/index,

Yuebnuxu u yuebnvie nocoous:

brikoBa T.A. Jlenonpon3BoACTBO: TOKYMEHTHI M TEXHOJIOTHU [ DJIEKTPOHHBIN pecypc] :
yaeOHoe nmocooue-puaep / beikoBa TatbsiHa AnekcanapoBHa, EMbiieBa Enena MuxaiinoBHa;
beikoBa T. A., EmbimeBa E. M. ; MunoOpaayku Poccuu, denep. roc. 610pkeTHOE 00pa3oBar.
yupexaeHue Boicil. mpod. oOpasoBanus "Poc. roc. rymanurapusiii yu-t" (PITY). - Dnexrpos.



http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://base.garant.ru/10103955/
http://www.rusarchives.ru/index
http://www.rusarchives.ru/index
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naH. - M. : PITY, 2013. - 300 c. - Pexxum noctyma: http://elib.lib.rsuh.ru/elib/000008093. - 3aru.
C 3KpaHa.

Hctopus u opranuzanus 1eJ10npou3BoACcTBa B Poccun [DnekTpoHHbIN pecypc] :
nporpamma Kypcea : ais cnenuansaocta 030402 - Hcrt.-apxuBoBenenue / deaep. areHTCTBO 110
obpazoBanmuto, ['oc. oOpa3zoBar. yupexaeHue Boicil. mpod. oopasoBanus "Poc. roc.
rymaHuTapubsiid yH-T", UcT.-apXx. uH-1, @ak. nokymeHTroBeaeHus, Kad. 1oKkyMeHTOBEACHHS ;
[coct. FO. M. Kykapuna]. - 9nekrpon. gas. - M. : PITY, 2009. - 19 c. - Pexxum goctyna :
http://elib.lib.rsuh.ru/elib/000000181. . - 3ar:. ¢ 3kpaHa. - bubauorp.: ¢. 11-14.

Nmomenko M.II. Ucropus nemonpounsBoacta B Poccuu (1o 1917 1.) [ DneKTpoHHBIM
pecypc] : yueb. mocooue / Mnrormenko Mapus IlerpoBua; M. I1. Mmromenko ; depep. areHTCTBO
o obpazoBanuto, ['oc. 06pazoBart. yupexaeHnue Boicil. npod. odpasosanus "Poc. roc.
ryMaHuTapHbId YH-T". - DekTpoH. gaH. - M. : PITY, 2007. - 132 c. - 3arn. ¢ skpaHna. -
bubauorp.: c. 128-131. - ISBN 978-5-7281-0943-3.http://elib.lib.rsuh.ru/elib/B07038

Kysnenoa T.B. JlokyMeHTOBEICHHE U JOKYMEHTAIIMOHHOE 00CCIICUCHHE YIIPaBICHUS
[DnekTpoHHBIH pecypc] : BBEA. B CIIEIHAIBHOCTD : y4e0. mocoOue Isl CeHaIbHOCTH
032001.65 (350800) - JlokyMeHTOBEICHUE M JOKYMEHTALMOHHOE 00ECIICUeHNE YIIPaBICHHS /
Kysuenosa Tatesina BsiuecnaBoBHa; T. B. Kysuenosa ; Poc. roc. rymanuTapHslii yH-T. - [2-€
U3]I., UCIIP. | JOIL]. - DnekTpoH. naH. - M. : PITY, 2006. - 68, [1] c. - Pexxum gocryma :
http://elib.lib.rsuh.ru/elib/B03006.pdf. - 3aru. ¢ skpana. - bubauorp.: c. 53-54.

brikoBa T.A., EmbiieBa E.M. [lenonpon3BoacTBO: JOKYMEHTHI U TEXHOJIOTUH: Y4eOHOE
nocobue — punaep. - Mocksa: PITY, 2013. — 300 c. /OnekTpoHHBIN pecypc
http://elib.lib.rsuh.ru/elib/000008093

JlononnumenvHas
beikoa T.A., Cankuna JL.B. JlokymMeHTanuoHHbIe oOOECIEYeHHE YIpaBIICHUS
HEroCcyJapcTBeHHbIX  opranmzauumid. M.:  HH®PA-M, 2015. - 302 .

http://new.znanium.com/go.php?id=468884

beikoBa T.A., Ky3nemoa T.B., Cankuna JI.B. JlokyMeHTannoHHOE oOOecrieueHne
yrpaBieHus (IeI0MpPOU3BOACTBO): Yuebd. mocodbue.- 2-e uza. - M.: UHOPA-M, 2014 — 304 c. +
CD-R2013 http://new.znanium.com/go.php?id=390575

JlokymeHTarusi B MH(GOpMAIIMOHHOM OOILIECTBE: YIpaBlieHHe JOKyMEHTaInel Kak cdepa
npodeccuoHaIbHON  JesiTeabHOCTH. Jloknmanbl M cooOmieHuss Ha MeXayHapoaHOM HaydHO-
npakTrueckoil konpepenuun/ Pocapxus. BHUMIA/L. M., 2008

6.2. IlepeueHb pecypcoB HH(POPMALUHOHHO-TETEKOMMYHUKAIIMOHHOH  CeTH
«HHTepHeT»

Apxussl Poccuu. [Ilopran ®@enepanbHoit apXuBHOUM CyKObI|; [ DNEeKTpOHHBIN pecypc] -
DnektpoH, aaH.- M., 2001-2016.— Pexxum goctyma: http://www.rusarchives.ru/index,

«Koncynprant  [lmroc»—3akoHomarenbcTBO ~ P®D:  KOIEKCHI, 3aKOHBI,  YKas3bl,
nocraHoBieHus IlpaBurensctBa Poccuiickoit denepannn, HOPMATUBHBIE aKThl [ DJIEKTPOHHBIN
pecypc] / «Koncynprautllmoc» — Daektpon. man. — M., [1997-2013].— Pexum moctyma:
http://www.consultant.ru/. — cBoGoHBIN. — 3ari1. ¢ FKpaHa.

I'APAHT — 3akoHo#arenbCTBO (KOIEKCHI, 3aKOHBI, YyKa3bl, MOCTaHOBJIeHMs) P,
aHaAJTUTHKa, KOMMEHTAapHUH, pakTHka [DnekTpoHHbIi pecypc] / TAPAHT — DnektpoH. gaH. —
M., [2013]. — Pexxum moctyma: http://www.garant.ru/. — cBoGo1HBIi. — 3ari. ¢ 9KpaHa.

WNudopmanmonHsie pecypcehl 1o aenonpousBoactBy: Www.docflow.ru, www.vniidad.ru,
WWW.e-rus.orq, www.gks.ru

Caiit «Zakonbase»: 3akoHonatenpHas 6a3a Poccuiickoit @enepanuu // http://zakonbase.ru

IMumeust Yrpasnsromux Jlokymentarueit: www.GDM.ru

Koncanrunrosas rpynmna «Tepmukay: www.termika.ru

Poccuiickas razera: Www.rg.ru



http://elib.lib.rsuh.ru/elib/000000181
http://new.znanium.com/go.php?id=468884
http://new.znanium.com/go.php?id=390575
http://www.rusarchives.ru/index
http://www.consultant.ru/
http://www.garant.ru/
http://www.docflow.ru/
http://www.vniidad.ru/
http://www.e-rus.org/
http://www.gks.ru/
http://zakonbase.ru/
http://www.gdm.ru/
http://www.termika.ru/
http://www.rg.ru/
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Nent HanmenoBanue
/m
1 | MexnayHapoansle pedepaTuBHble HayKoMeTpuueckue bJl, 1ocTynHbIe B paMKax

HanuoHaJIbHOU moanucku B 2020 r.
Web of Science
Scopus

[TpodeccuonanpHbie MOMHOTEKCTOBBIE b/, TOCTYyMHBIE B paMKaxX HAI[MOHATHHOU
noamucku B 2020 r.

Kypuansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuansr Taylor and Francis

[Ipodeccuonanbubie MOJIHOTEKCTOBBIE B/

JSTOR

W3anus 1o o0IIeCTBEHHBIM U T'yMAaHUTAPHBIM HAyKaM
Onekrponnas oubanorexka Grebennikon.ru

KOMHI)IOTepHLIe CIIPaBOYHBIC IPABOBBIC CUCTCMBI
Koncynprant ITmtoc,
I"apanT

7.MaTepuaJIbHO-TeXHHYecKOe o0ecnieyeHre TUCIUIITHHbI
Jlis MaTepuaabHO-TEXHUUYECKOro oOecreueHHsl TUCHMILIMHBL «Teopus M TeXHOJIOruu
yIpaBJICHUS] JOKYMEHTAMH B OPTaHU3alUN» UCHOIB3YIoTCs: (ponabl oubmmoreku MAU u PITY,
nabopatopun jaokymentoBenenus, IIK u mpoektop. s yreHus Jekuuil HEOOXOIUMBIL:

crenuanuzupoBanHas ayautopus ¢ [1IK 1 koMnproTepHBIM IPOEKTOPOM, ayAUTOPHUS C JOCKOM.

Jlnst 3aHATUN MCIIONB3YIOTCS MPaBOBBIE MH(OPMAMOHHBIE cUCTeMbl «KOHCYNbTaHT» U
Ip., a TaKKe pa3faToOuHbl Marepuan u3 (oHJa gabopaTopun IOKyMeHToBeAeHus Mcropuko-
apXMBHOTO MHCTUTYTA. Pa3gaTouHblii Marepuan COACPKHUT BBIACPKKH U3 3aKOHOJATEIBHBIX U
HOPMAaTUBHBIX IPABOBBIX AKTOB, HOPMAaTHBHO-METOAMUYECKUX JOKYMEHTOB, COOTBETCTBYIOIIMX
TEME Ka)J10T0 3aHATHUS.

CocraB nporpammuoro odecnevenus (IIO)
Nert Haumenoanue 10 [TpousBoauTenn Cnoco6
/i pacnpocTpaHeHUs
(ruyenszuonnoe unu
c60000HO
pacnpocmpansiemoe)
1 Adobe Master Collection CS4 Adobe JTUIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIEH3UOHHOE
3 Windows 7 Pro Microsoft JIULIEH3UOHHOE
4 SPSS Statisctics 25 IBM JINIEH3UOHHOE
5 Microsoft Office 2013 Microsoft JIUIIEH3UOHHOE
6 Microsoft Office 2013 Microsoft JINIEH3UOHHOE
7 Windows 10 Pro Microsoft JIALIEH3MOHHOE
8 Kaspersky Endpoint Security Kaspersky JIMIIEH3HOHHOE
9 Microsoft Office 2016 Microsoft JINIEH3UOHHOE
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8. OOecneyenne o00pa3oBaTeJbHOIO Mmponecca sl JUI € OrPAHMYEHHBIMU
BO3MOKHOCTSIMH 3/10POBbSI
B xoje peanu3zanuu IMCHUIUIMHBI HCTIONB3YIOTCS CIAEAYIOUINE TOTOTHUTEIbHbIE
MECTOAbL 06yqu1/1;1, TCKYLICTO KOHTPOJIA YCIICBACMOCTHU 1 HpOMe)ICYTOqHOﬁ aTTecranmuu
00y4aromuxcsi B 3aBUCUMOCTH OT UX UHJIUBUIYaJIbHBIX OCOOEHHOCTEH:

o JUISL CJICTIBIX U CITA0O0BUISIIUX

- JIEKIIMU 0(OPMIISIOTCS B BUJIE SJICKTPOHHOTO JJOKYMEHTA, JOCTYITHOTO C IOMOIIBIO0 KOMITBIOTEpA
CO CHEeLHMATU3UPOBAHHBIM IPOrPAMMHBIM 00€CIIEUCHUEM;

- MUCHbMEHHBIE 33J[aHUs BHITOJIHSAIOTCS HA KOMIIBIOTEPE CO CHEIMATN3UPOBAHHBIM IIPOTPAMMHBIM
o0ecreyeHneM, Uil MOTyT ObITh 3aMEHEHbl YCTHBIM OTBETOM;

- o0ecrnieurBaeTCsl MHIUBUIyalIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jirokc;

- JUIs1 BBIIIOJIHEHMSI 33/1aHUS IIPU HEOOXOMMOCTH NPEIOCTABIISIETCS YBEIMYHUBAIOLIEE YCTPOUCTBO;
BO3MOYKHO TaK)K€ UCIIOJIb30BaHNE COOCTBEHHBIX YBEIHMUUBAIOIIUX YCTPOUCTB;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS YBEIMUEHHBIM HIPUPTOM;

- 9K3aMEH M 3a4€T MPOBOAATCSA B YCTHOHM (pOpME WMIIM BBIOJHSIOTCS B MHCbMEHHOW (hopme Ha
KOMITIBIOTEPE.

o JUIS TITyXHUX ¥ cIa00CTbIIIAIHX

- Jekuud O(OpPMISIFOTCS B BHJE OJEKTPOHHOTO JOKYMEHTa, JHOO MpeaoCTaBiIsIeTCs
3BYKOYCHJIMBAIOIIAs annapaTypa WHAUBUYAIbHOTO [10JIb30BaHMS;

- MUCHbMEHHBIC 3aJIaHUS BBITIOJIHAIOTCS HA KOMITBIOTEPE B MUCHbMEHHOM (hopme;

- 9K3aMEH U 3a4€T NPOBOJATCS B MMCbMEHHOM (hopMe Ha KOMIIbIOTEPE; BO3MOXKHO IPOBEJICHHE B
dbopme TecTUpOBaHUS.

o JUTSL JIAL C HAPYIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO arlapara:

- JIEKIIUU 0(OPMIISIIOTCS B BUJIE SJIEKTPOHHOTO JJOKYMEHTA, JOCTYITHOI'O C IOMOIIBIO0 KOMIIBIOTEpA
CO CHENHATM3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHHEM;

- IUCbMEHHBIE 3aJJaHUs BBIIOJIHAIOTCS Ha KOMIIBIOTEPE CO CHELMATN3UPOBAHHBIM IIPOIPAMMHBIM
o0ecIeYeHHuEM;

- 9K3aMEH U 3a4€T MPOBOAATCA B YCTHOH (hopMe MM BBINOJIHAIOTCS B MUCbMEHHOW (popme Ha
KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH MpeycMaTpUBAETCs yBEIMUEHUE BPEMEHH IS OATOTOBKU OTBETA.
[Iponienypa mpoBeAeHUsT MPOMEKYTOYHOH arTecTanuy sl 0OyJarolIMXCsl YCTaHABIMBAETCS C
y4€TOM MX MHIUBUAYaJbHBIX NCUXO(pU3MUECKUX ocoOeHHocTed. [IpoMexyTouHas arrecTanus
MOXET MPOBOAUTHCS B HECKOJIBKO 3TaTOB.

[Ipu mpoBeneHUM TpPOLEAYPHl OLEHUBAHUS pPE3YAbTaTOB OOYYEHHUs MpeaycMaTpUBaeTCs
UCTIOJNIb30BAaHNE TEXHUYECKUX CPEJICTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAJIHLHBIMHU
0COOEHHOCTAMH 00yUaroImuxcs. ITH CPEACTBA MOTYT ObITh ITPEJOCTABIECHBl YHUBEPCUTETOM, WU
MOTYT HCIIOJIb30BATHCS COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[TpoBeneHue mpoueaypbl OLIEHUBAHUS PE3yIbTAaTOB OOYUYEHHUs JIOMYCKAeTCs C MCIIOJIb30BAHUEM
JVICTaHITMOHHBIX 00Pa30BaTEIBHBIX TEXHOJIOTHIA.

ObecneunBaeTcss AOCTYN K HH(MOPMAIMOHHBIM U OubnmorpadguyeckuM pecypcam B CETH
WuTepHer s Kaxaoro oOywaromierocst B gopmax, aJalTUPOBAHHBIX K OTPaHUYEHUSIM HX
3JI0pOBbsI U BOCTIPUSATHS HHPOPMALIUU:

o JUISL CJICTIBIX U CITa0O0BUIAIIUX:

- B [Ie4aTHOM (hopMe YBETMUEHHBIM HIPUPTOM;

- B (hopMe IIEKTPOHHOTO JJOKYMEHTA;

- B popme ayauodpaiina.

o JUTS TIYXHUX U CITa00CIBIIIAIINX

- B IeYaTHOH popme;

- B (hOpMe IIEKTPOHHOTO TOKYMEHTA.

o JUTsT 00yYarOIIUXCS ¢ HAPYIICHUSIMU OMOPHO-IBUTATEIHHOTO arapara:

- B IeYaTHOH opme;
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- B (hopme 31eKTPOHHOTO TOKYMEHTA;
- B hopme aynuodaiina.

Y4eOHble ayIUTOPUU JJI1 BCEX BHUJIOB KOHTAKTHOW M CAMOCTOSITEILHOM pabOThl, Hay4dHAs
OnbnMoTeKka W WHBIC TIOMEIICHUS NJIsi O0y4YeHHS OCHAIICHBI CIeNHUAIbHBIM 000pyJIOBaHUEM U
yu4eOHBIMU MECTaMH C TEXHHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

o JUTSL CTICTIBIX M CTIA00BUISIINX

- YCTPOMCTBOM JJIs CKaHUpoBaHus 1 uteHus ¢ kamepoit SARA CE;

- nuciieeM bpaiins PAC Mate 20;

- npunTepom bpaitnst EmBraille ViewPlus;

o JUISL TIIYXUX U cITa00CIbIIIAUX

- aBTOMATHU3MPOBAaHHBIM pabOYMM MECTOM JJIsi JIIOJCH C HapylIeHHEeM CllyXa W
CJ1a0O0CTBIIIAIINX;

- aKYCTHYECKHUI YCUIIUTENh U KOJIOHKH;

o JUIsl 00YYaroIIMXCS C HAPYLIEHUSIMU OIIOPHO-/IBUTaTENILHOTO anapara:
- IepeIBIKHBIMH, PETYIUPYEMbIMH dproHoMuueckumu napramu CU-1,;
- KOMITBIOTEPHOM TEXHUKOU CO CIIEIUATBHBIM IIPOTPAMMHBIM 00€CIICUCHHEM.

9.MeToauyeckne MaTepHuaJbl

Ilenpt0 NPAaKTUYECKUX 3aHATUH SBISETCS 3aKpEIUIEHWE TEOPETUYECKUX 3HAHUHU
JEKLIMOHHOTO Kypca W NIpUOOpEeTEeHHE CTYAEHTaMU NPAKTUUYECKUX HaBBIKOB OpraHU3alluu
yIpaBJIEHUS JOKyMEHTaMU B KOHKPETHBIX OpraHU3alUsX.

Bb160p TeM npakTU4ecKUX 3aHATUNA 00YCIIOBJIEH OOIMM COJIEpKaHUEM Kypca U HallelleH
Ha yriyOJieHHOE U3y4eHHE ero OT/IeNIbHBIX Pa3/eloB.

9.1. MeToauyeckne peKOMEHIAUMHU VISl 00YYAIOUIUXCSI 10 OCBOCHUIO THCIMIINHBI
(Mmonmy.Jist)

Pa3zoen 1. Ynpasnenue 00Kymenmamu KaKk 4acms CUCHEMbl MEHEOHCMEHMA Kayecmed
1.1.IIpouecchl U TEXHOJIOTUU YIPABICHUS TOKYMEHTAMHU.
1.2. TpeGoBaHus K TOKYMEHTaM, BKIFOUYEHHBIM B CUCTEMY YIIPaBJICHUS JOKYMEHTAMH.

Pexomenodyemviti cnucox ucmouHukoe u aumepamypul

Hemounuku:

®enepanbHblii 3akoH 0T 27.07.2006 Ne 149-03 «O6 unbopmaryu, HHPOPMAITHOHHBIX
TEXHOJIOTUSX U 3amuTe nHpopmauuny»// C3 PO. 2006. Ne 31 (u. 1). Cr. 3448

[IpaBuna nemompou3BoACTBa B (efepalibHBIX OpraHax WCIIOJHUTENFHOW BJIACTH
[Tocranosnenue [IpaBurenscta Poccuiickoit denepaunu ot 15.06.2009 Ne 477»// C3 PD. 2009.
Ne 25. Cr. 3060

[Tpumepnas UHCTPYKLUS o JIeNIOTIPOU3BOICTBY B roCyJapCTBEHHbIX
opranmzarusx//[Ipuka3 PocapxuBa ot 11.04.2018 Ned4

I'OCT P 7.0.97-2016 YHu¢umupoBaHHbIe CUCTEMBI JOKyMeHTalMu. CucTema cTaH1apToB
1o uHpopmanuu, OUOIMOTEUHOMY U U3JaTeNbCcKoMy Aery. OpraHu3aliOHHO-PaCIOpAAUTENbHAS
nokyMeHTarus. TpeboBaHus K 0OPMIICHUIO JOKYMEHTOB.

I'OCT P UCO 15489-1 — 2007 Ynpasnenue nokymentamu. Oomue tpedoBanus. M., 2007

Jlumepamypa

beikoBa T.A., BsmoBa JI.M., Cankuna JI.B.. [lenonpousBoAacTBo: yuyeOHUK - 3-€ U3.,
nepepad. u gomn. - M.: UHOPA-M, 2014 — 364 c. + CD-R

brikoa T.A., EmbimieBa E.M. [lenonpou3BOACTBO: JOKYMEHTHI U TEXHOJIOTUH: yueOHOE
nocobue — punep. - Mocksa: PITY, 2013. — 300 c. /OneKkTpoHHBI pecypc

bobbuteBa M.II. YnpaBnenueckuil JOKyMEHTOOOOPOT: OT OYMajKHOTO K 3JIEKTPOHHOMY.
M.: U3patensckuii jom MOU, 2010 — 295 c.
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Ky3nemmor C.JI. CoBpeMeHHBIE TEXHOJIOTHH JOKYMEHTAI[MOHHOTO OOeCTICUeHHs
ympaBieHus: ydeOHoe mocoOue s BY30B. — 2-€ W3.., mepepad. u gomn. — M.: M3marenscTBo
«TEPMUKA», 2014 — 288 c.

[Tmenko A.B., Kopuees M.K., Mamypue B.A. JlokyMeHTHpOBaHUE YIIPaBICHUYECKOM
JESATENIbHOCTH: YYEOHUK U MPAKTUKYM JIJIsl aKaJeMU4ecKoro OakajgaBpuara — 2-e u3jl. nepepad u
nom. (cepusi: bakanasp. Axagemuueckuii kype). —M.: U3a. Opaiit, 2017. 317 c.

Jlapun M.B., PrickoB O.M. YnpaBiieHre DOKyMEHTaMHd Ha OCHOBE MEXIYHApOJIHOIO
cragmapta MCO 15489-2001: Meton. mocooue/ BHUMJA. M., 2005.— 110 c.

Pazoen 2. Teopus u npoyeccel ynpagieHus 00OKyMeHmamu

2.1. TexHonmoruu BKIIOYEHHS IOKYMEHTOB B CUCTEMY YIIPaBJICHHUS.

2.2. Perucrpanus u kiaccu(uKanus TOKyMEHTOB, HX CBS3b C BKJIIOUEHUEM JJOKYMEHTOB B
CUCTEMY YyIIpaBJICHHUS.

Pexomendyempiii cnucox ucmoyHuko8 u iumepamypol

Hemounuku

[TocranoBnenue IlpaButensctBa Poccuiickoit denepannu ot 28.07. 2005 Ne 452 «O
TUIIOBOM pETJaMEHTe BHYTPEHHEW oOpraHu3anmuu (enepanbHbIX OpPraHOB HCIIOJTHUTEIBHOU
Bractu» // C3 P®. 2005. Ne 31. Cr. 3233

[locranoBnenue IlpaButenbctBa Poccuiickoii @enepauuu ot 19.01.2005 Ne 30 «O
TUTIOBOM PErjaMeHTe B3aMMOJCHCTBUS (eiepalibHbIX OPraHOB MCIOIHUTENBbHOM BiacTtu» // C3
P®. 2005. Ne 4. Cr. 305

[IpaBuna nenompousBoACTBa B (eaepaldbHBIX OpraHax HWCHOJHUTEIBHON BIacTH
[Tocranosnenue [IpaBurensctBa Poccuiickoit denepannu ot 15.06.2009 Ne 477»// C3 PD. 20009.
Ne 25. Cr. 3060

[IpumepHas UHCTPYKLUS o JIEJIONPOU3BOJICTBY B roCyJ1apCTBEHHBIX
opranuzarnusax//IIpuka3 PocapxuBa ot 11.04.2018 Ne44

I'OCT P UCO 15489-1-2007 Ympasnenue nokymerntamu. Ooiue Tpedbosanus. M., 2007

OcHoBHbIE MpaBUIIa pabOTEl apXMBOB opranuzanuii. M., 2002

Jlumepamypa

beikoBa T.A., Bsuoa JI.M., Cankuna JI.B.. [lenonpousBoacTBo: y4eOHHK - 3-€ U3I.,
nepepab. u gon. - M.: UHOPA-M, 2014 — 364 c. + CD-R

brikoBa T.A., EmpimieBa E.M. Jlenonpou3BoACTBO: JOKYMEHTHI U TEXHOJOTHU: yueOHOE
nocobue — puzep. - Mocksa: PI'TY, 2013. — 300 c. /9nexkTpoHHBII pecypc

bo6ruieBa M.I1. Ynpasnenueckuit JOKyMEHTOOOOPOT: OT OYMa)KHOTO K AJIEKTPOHHOMY.
M.: U3pgarensckuii jom MOU, 2010 — 295 c.

Ky3nemmos C.JI. CoBpeMeHHbIE TEXHOJIOTMH JOKYMEHTAI[MOHHOTO OOeCTieueHUsI
ylpaBiieHUs: yueOHoe 1mocobue A By30B. — 2-€ u3[., nepepad. u jon. — M.: M3aarenscTBo
«TEPMUKA», 2014 — 288 c.

ITmenko A.B., Kopuees MN.K., Mamypnes B.A. JlokymMeHTHpOBaHME YIpPaBIIEHYECKOU
NeSITeTHHOCTH: YI€OHHUK U TIPAKTUKYM JUTS aKaJIeMHUYEcKoro OakanaBpuara — 2-¢ u3Jl. mepepad u
no1. (cepusi: bakanasp. Akagemnueckuii kype). —M.: U3 x. FOpaiit, 2017. 317 c.

Jlapun M.B., PrickoB O.M. YmpapieHne AOKyYMEHTaMU Ha OCHOBE MEXIYHAPOIHOIO
cranaapta MCO 15489-2001: Meton. mocodbue/ BHUMJA. M., 2005.— 110 c.

Pazoen 3. Konmponwv 0okymenmoooopoma
3.1. KoHTpoJb IBM>KEHUS U UCIOJIB30BAHUS JOKYMEHTOB.
3.2. TexHOnoruu KOHTPOJIbHON AESATEIHHOCTH.

Pexomenoyembiii cnucox uCmoyHUKo8 u 1umepamypol
HUemounuxu
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[TocranoBnenue IlpaButensctBa Poccuiickoit @enepanmu ot 28.07. 2005 Ne 452 «O
TUIIOBOM pPETJIaMEHTE BHYTPEHHEH OpraHu3aiuu (QeaepalbHBIX OpPraHOB HCIIOJTHUTEIHLHON
Bractu» // C3 P®. 2005. Ne 31. Cr. 3233

IlocranoBnenue IlpaButenbctBa Poccuiickoit @enepanuu ot 19.01.2005 Ne 30 «O
TUIIOBOM pErJIaMEHTE B3aMMOJICHCTBHSI (heJiepalIbHbIX OPraHOB UCIIOJHUTENBHOU BiacTi» // C3
P®. 2005. Ne 4. Cr. 305

[IpaBuna nemompou3BoACTBa B (efepalibHBIX OpraHax WCIIOJHUTEILHOW BJIACTH
[Tocranosnenue [IpaBurenscta Poccuiickoit deneparmu ot 15.06.2009 Ne 477»// C3 PD. 2009.
Ne 25. Cr. 3060

[TpumepHas UHCTPYKITUS 1o JIEJIONPON3BOICTBY B rOCyIapCTBEHHBIX
opranuzarusax//IIpuka3 PocapxuBa ot 11.04.2018 Ne44

I'OCT P UCO 15489-1 — 2007 Ymupasnenue nokymearamu. O0mue tpedoBanus. M., 2007

Jlumepamypa

beikoBa T.A., Bsnosa JI.M., Cankuna JI.B.. [lenonpousBojacTBo: yuyeOHUK - 3-€ W31,
nepepad. u gon. - M.: UHOPA-M, 2014 — 364 c. + CD-R

brikoBa T.A., EmbimieBa E.M. [lenonpou3BoACTBO: JOKYMEHTHI U TEXHOJIOTUU: yueOHOE
nocobue — punep. - Mocksa: PITY, 2013. — 300 c. /DnekTpoHHBIN pecypc

KysnenoB C.JI. CoBpeMeHHbIE TEXHOJOTHMHM JIOKYMEHTAIMOHHOTO OOecreueHus
yrpapieHus: ydeOHoe mocoOue Ui BY30B. — 2-¢ W31., mepepad. u gomn. — M.: M3marenscTBo
«TEPMUKA», 2014 — 288 c.

[Tmenko A.B., Kopuees M.K., Mamypue B.A. JlokyMeHTHpOBaHUE YIPaBICHUYECKOMN
JEeSTENIbHOCTH: Y4EOHUK U MPAKTUKYM JIJIsl aKaJeMU4ecKoro 0akanaBpuara — 2-e u3jl. nepepad u
no. (cepusi: bakanaBp. Axagemuueckuii kype). —M.: U3xa. FOpaiit, 2017. 317 c.

Jlapun M.B., PeickoB O.M. YmpaBineHue AOKyMEHTaMUd Ha OCHOBE MEXKIYHapOJIHOTO
cragmapta MCO 15489-2001: Meron. mocooue/ BHUMJA. M., 2005.— 110 c.

9.2. PekoMeH1a11 ¥ 110 MOATOTOBKe pedhepaToB

Pedepar nomxkeH ObITh 0POPMIIEH B COOTBETCTBUHU C TPEOOBAHUSAMM, IPEIbIABISAEMBIMHU K
MOJAroTOBKE U opopmiieHnto HayuHbIX pabot o 'OCT P 7.32.-2001. Pedepar Britouaet:

- TUTYJIbHBIN JIUCT;

- OTJIABJICHHE;

- BBEJICHHE;

- OCHOBHYIO YacCTh (TeMaTHYECKHE pa3/iebl);

- 3aKJIIOYCHHUE;

- CIIMCOK HCITOJIb30BAHHBIX HCTOYHHUKOB U JIUTCPATYPHI.

O6nem pedepata - 15-20 ctpanuir Tekcta (mpu Habope uepe3 1,5 uHTEpBaiIa U pa3mepe
mpudTa 13-14). Pedepat numiercss Ha 0AHOI CTOpOHE CTaHIAPTHOTO JIUcTa Oymaru gpopmara A4
(210x197Mm).

Crpanuns! pedepara HymMepyroTcss apabckuMu IMdpamMu Ha BEepXHEM IOJe JIMcTa, 6e3
KaBbIUeK, Ie(PUCOB U APYTUX 3HAKOB MPEMUHAHNSA. TUTYIIBHBIN JIUCT U OTJIaBJICHUE HE HYMEPYIOT,
HO BKJIIOYAIOT B 001U 00beM pedepara.

Hayuno-cripaBounsbIii anmapar pedepara BKIIOYAET CIIIUCOK UCTOYHUKOB U JINTEPATYPHI U
HOJCTPOYHbIE CHOCKHU. [1oJCTpOUYHBIE CHOCKM MCHOJIB3YIOTCS BO BCEX CIy4asx LUTHUPOBAHUS B
TeKcTe pedepara MpaBOBbIX aKTOB, TOKYMEHTOB, IPOM3BEIEHUN aBTOPOB MOHOrpaduii, craTeil,
y4eOHUKOB, y4eOHBIX TOCOOUHL, a TaKKe MPU UTUPOBAHUH CTaHAAPTHHIX ONpEIeTICHUN TS PMUHOB
u oHsTHi. Bce npuBoauMele B pedepare GpakTel, UQPHI, 1aThl, KOHKPETHBIC JaHHBIC TAaKKe
JIOJKHBI OBITH MOATBEPIKCHBI MTOACTPOUYHBIMU CHOCKaMU. CHOCKY HYMEPYIOT B IIpeJiesiax OJaHOM
CTpaHHULbl apabCcKUMH LU(ppaMu, TEKCT CHOCKU pa3MeIlatoT MO/ MOCIeAHEeN CTPOKOM TeKCTa.

Pedepar orieHnBaeTcs 1Mo CaeayromuM KpUTEpUsIM:

o MOJTHOTA OCBEIIEHHs TeopeThuyeckux Bornpocos — 0-10 6amios;



CTEIIEHb CaMOCTOATENbHOCTH — 0-5 Oaios;
NIPUBJICUEHHE JOTTOTHUTEIBHBIX UCTOYHUKOB U JTUTEpaTypsl — 0-5 Oanos;
cobmoieHne TpedoBaHui K 0OpMIICHUIO HaydHOU paboThl — 0-5 6amioB.

Ilpunosxcenue 1.

AHHOTAUSA TUCIUIIIUHEI
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JucuuiuinHa peanusyeTcs Ha (akynbTeTe apXUBOBEACHHS M JIOKYMEHTOBEICHUS
kadenpoil JOKYMEHTOBEICHHUS, ayJTUO U HAyYHO-TEXHHUYECKHUX apXUBOB.

Conepxanve IUCHMIUIMHBI HANpPaBICHO Ha TNPUOOPETEHHE CTYACHTAMH 3HAHUU O
OPUHLIMIIAX M TOAXOJaX K PEUICHHI0 BOMNPOCOB YIPABIEHUS [TOKYMEHTAMH B paMKax
KOPIIOPaTUBHOI'O yINpaBJ€HUs (YNpPaBIECHYECKMX IPOLECCOB B OpraHu3alusx), 3aJaydax,
c(hOpMyJIMPOBAHHBIX B MEXIYHAPOJHBIX CTaHAApTaX MO YIPABICHUIO JOKYMEHTAMHU U METOJIaX
UX PELICHUS B POCCUHCKOM MPAaKTHKE JOKYMEHTAIMOHHOTO 00ECTICUYeHHS yIIPaBICHHSL.

Henp nucuumimubabl — (HOPMUPOBAHME Yy MAaruCTPOB IEJIOCTHOIO IMpEJICTaBiICHUs 00
yIpaBJIEHUN JOKYMEHTaMH KaK OJHOH W3 OCHOBHBIX (YHKUIMH MEHEIKMEHTa, a TaKXKe O
TEXHOJIOTHSIX, TMO3BOJIAIOIIMX CO3/aBaTh M  HCIOJNb30BaTh JIOKYMEHTHI, OTBEYAIOIINE
HOTPEOHOCTAM YIIPaBIEHUYECKUX CTPYKTYP.

3ana4yy TUCUUTUIMHBI:

- U3y4YEHHE MIPOLIECCOB U TEXHOJIOTUH YIIPABJICHUS JOKYMEHTaMU;
- (hopMHpOBaHHE HAaBBIKOB MPOBEICHUSI CPABHUTEIBHOIO aHAlM3a METOJOB U COBPEMEHHBIX
texnosioruil ynpasnenus nokymentamu (COCT P MCO 15489-1 - 2007) ¢ TpaAMIIMOHHBIMU
POCCUHUCKUMHU TEXHOJIOTHSIMHU PaOOTHI C JOKYMEHTaMHU;
- U3ydeHue TpeOOBaHUH K YIPaBICHUYECKUM JOKYMEHTaM, BKIIFOUCHHBIM B CUCTEMY,
- U3y4YCHHE TEXHOJOTUH BKIIOYEHUS JOKYMEHTOB B CHCTEMY YIIPaBIICHUS;
- U3y4YE€HHE BO3MOKHOCTEH MPUMEHEHUS B CUCTEME YIIPABJICHUSI IOKYMEHTAMU:
KJIacCU(UKALUU U CUCTEMaTH3alluu TOKYMEHTOB,
perucTpanyu JOKYMEHTOB;
- 03HAKOMJICHHE C IIEJIIMU KOHTPOJISI IBUYKEHUS M UCIIOJIb30BAHUS JOKYMEHTOB B CHCTEME.

JucuuminHa HarpasieHa Ha GOPMUPOBAHUE CIEIYIOIIUX KOMIIETEHIUH:

npodeccuonanbhpix (I11K):
ITK-1 CriocobeH ocymecTBIsITh pyKOBOACTBO AESTENBHOCTHIO 110 JOKYMEHTALIMOHHOMY

obecneyeHnIo YIIpaBJICHU opraHmauI/Ieﬁ H apXUBOM

ITK-4 CriocobeH opraHu3oBbIBaTh pa3paboTKy U BHEAPEHHUE KOPIIOPATUBHON CHCTEMBbI
AIIEKTPOHHOTO IOKYMEHTO000pOTa

B pe3ynbrare ocBOE€HUS AUCHUIIIIMHBI 00 YyYaIOLIUICS T0JIKEH:

3HATh:

o OCHOBHBIE ITPOOJIEMBI B 00JIACTH yIpaBieHus JoKyMeHTamMu B Poccuiickoit @eneparum,
3apyOexHBIN ONBIT YIPABIECHUS JOKYMEHTaMHU;

o CYLUIHOCTb MPOLECCOB, IPOUCXOJANIMX B OO0JACTU YIpaBiICHUs JOKYMEHTaMU B

COBPEMEHHBIN MepHOo/I, NPUHIHIBI YHOPSI0UYEHHUS COCTaBa JOKyMEHTOB U ONTUMHU3AIMH pabOThI
C HUMU;

. TEHJICHIIMH Pa3BUTHS MHPOPMALIMOHHO-IOKYMEHTAI[MOHHOTO 00ECTIeUeHUs yIIPaBICHHUS.
YMeTh.

. HaxOJUTh OPraHU3aLUOHHO-YIIPABICHUYECKUE PEIICHUS 10 ONTUMHU3ALHUUA JEHCTBYIOIINX
TEXHOJIOTHI pabOThI C JOKYMEHTaAMH

. HaxOJIUTh OPTaHU3ALMOHHO-YIIPABICEHYECKHUE PEMICHUS M0 ajantanuu texxosoruii JJOY
K U3MEHEHHUSM B OpraHU3allliM YIPABICHUYECKUX MPOLECCOB

BJIA/IETh.

. HaBbIKAMU PA0OTHl ¢ MCTOYHHKAMU HH(POPMALMUHU NPH PEIIeHUN Npo(hecCHOHATBHBIX
3aJa4, METOJAMM HX PEIICHUs Ha OCHOBE aHAM3a IPOLECCOB YINPAaBICHHsS JOKYMEHTaMH B
KOHKPETHBIX OpraHU3alusix;

. npodeCCHOHATBHBIMU 3HAHUSMH, MeToJaMu O000OIIeHus, aHainu3a HHGOPMAIMH IS
BbIOOPA ONTUMAJILHOTO IyTH PELICHUS 3a/1a4 B 00JIaCTH YIIPaBJICHUS JOKYMEHTaMHU.
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. METOJAMH COBEPIIECHCTBOBAHMS YIIPABICHUA JOKYMEHTaMU: YIOPSAJOYECHHS COCTaBa
JOKYMEHTOB M  HH(OpPMAIMOHHBIX I[OKa3aTeseil; ONTUMU3ALMU  JOKYMEHTOIIOTOKOB;
OpraHMu3aly XPAHEHUS JOKYMEHTOB

Paboueii nporpammoii Ipe1yCMOTPEHBI CIIEYIOIINE BUIbI KOHTPOJIS: TEKYLIUI KOHTPOJIb
yClieBaeMOCTH B (OpME OLEHKM Y4YacTHsi B CEMHUHApCKUX 3aHATUAX U HUCbMEHHOU
CaMOCTOSITENIbHOW paboThl MarucTpanta — pedepara, MpOMEKYTOUHBIH KOHTPOJIb B (opme
JK3aMCEHa.

OO01ast TpPyA0EMKOCTh OCBOEHUS IUCLUIIIIMHBI COCTABIISIET 2 3a4€THBIX €AMHUIIBI.
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