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1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ileap v 33024 JTUCHUTNIMHBI
enb AMCUMIUIMHBI — 03HAKOMHUTH 00YYaIOIIETroCs ¢ Ay TCOPCHHIOM B YIIPABICHUN
JIOKyMEHTaMH OpTraHU3alHi.
3ajaun JUCIUTUTHb!
- chopMHPOBaTh Yy 00YYAOIIErOCs MPECTABICHHS O MOHATHU ayTCOPCHHTA;
- 03HAKOMHTH OOYYAOIErocs ¢ MCTOpPHEH Pa3BUTHS ayTCOPCHHTOBBIX YCIyr B 001acTH
yIpaBieHUs ToOKyMeHTamu B Poccuu;
- chopmHupoBaTh Yy OO0YydYaroIIErocss MPEACTaBlICHUS 00 OCOOCHHOCTSX ayTCOPCHHTa
yIPaBICHUU JOKYMEHTAMH HErOCYIapCTBEHHBIX OpraHU3aIlNii;
- chopmupoBaTh y o0OydarImIerocs MNPEICTaBICHUS 00 OCOOSHHOCTSAX ayTCOPCHHTa B
yIPaBJICHUH JTOKYMEHTAMH OPT'aHOB FOCY/IapCTBEHHO BIIACTH U MECTHOTO CaMOIIIPaBIICHHS;

- chopmupoBaTh

y oOydaromerocs 3HaHUS

OCHOBHBIX

OTalloB  MPEAOCTABJICHUA

ayTCOPCUHIOBBIX YCIIYT B YIIPABJICHUU JOKYMEHTaAMHU OpraHU3alNi;
- copMHpOBaTH y 00YYAIOIIEroCsl YMEHUS aHATU3UPOBATh PHIHOK ayTCOPCUHIOBBIX YCIYT B
YIPaBJICHUHU TOKYMEHTAMH.

1.2 IlepevyeHb NIaHMPYEMBIX Pe3yJIbTATOB 00y4YeHUs M0 AUCHUILIHHE,
COOTHECEHHBbIX C MHAMKATOPAMM /I0CTHKEHUSI KOMIIETeH M i

Komnerennus
(ko1 M1 HAUMEHOBAHME)

NHaukaTopbl KOMIETeHUMH
(Ko ¥ HAMMEHOBAHUE)

Pe3yabTaTnl 00yyeHus

ITK-2. Cnoco6en
OpraHU30BaTh U OCYIIECTBIISATH
JOKYMEHTAI[HOHHOE
obecrieueHre ynpaBJeHus B
OpraHU3aLHAX PA3IUYHBIX
OpraHU3alHOHHO-TIPABOBBIX
thopM u hopM COOCTBEHHOCTH,
rOCyIapCTBEHHBIX OpraHax
OpraHax MeCTHOTO
CaMOyIIpaBICHUS

IIK -2.1

IIpumensier TeopeTHdeckue 3HAHUS B
cepe TOKyMEHTAIIMOHHOTO 00ecIIeYeH s
YIPaBJICHUS B IPaKTUUECKON
JIeSITENTbHOCTH

3nams: meopemuueckue 0CHOGbL
OOKYMEHMAYUOHHO20 0becneyenus
ynpaenenus

Ymems: npumensmo meopemuveckue 3Hanus
npu opeanusayuy OOKyMeHmMAayuoHHO20
obecneueHust ynpasieHus

Braoemw: memoodonozuet
OOKYMEHMAYUOHHO20 0Decneyerus
ynpasieHus

[TK-2.2. Opranusyer
JOKYMEHTALIMOHHOE 00ecIIeueHue
YIPaBJICHUS B OPraHU3ALMAX Pa3IHYHBIX
OpraHU3aIMOHHO-TIPABOBHIX (hopM 1
(hopM COOCTBEHHOCTH, TOCYIAPCTBEHHBIX
OpraHax u opraHax MECTHOTO
CaMOYIIPaBICHUS

3uams: ocobennocmu nocmanoexu
O00KYMEHMAYUuoHHo20 obecneuenus
VYNPAGIEHUs 8 OP2AHUZAYUAX PAZTIUYHBIX
OpPeAHU3AYUOHHO-NPABOBLIX POPM U opMm
cobcmeeHHOCmU, 20CYO0aPCMBEHHBIX OP2AHAX
U OP2aHAX MECMHO20 CAMOYNPABIEHUS.
Ymemow: opeanuzoeams dokymenmayuonnoe
obecneueHue 8 OP2AHU3AYUAX PAZTUYHBIX
OP2aHU3AYUOHHO-NPABOBLIX (POpM U opm
cobcmeeHHOCMU, 20CY0APCMBEHHBIX OP2aAHAX
U Op2aHax MeCMHO20 CaMOynNpaenIeHUs.
ynpaenenus

Bradems: nagvikamu cosepuiencmeosanus
cucmembl QOKYMEHMAYUOHHO20 0OeCneyeHUs.
VIpAasieHUs

IIK -2.3. Bemonusier paboty mo
JIOKYMEHTAITHOHHOMY 00ECIICUCHHIO
YIPaBICHYECKHUX MPOIECCOB B
OpraHU3aLMUIX PA3IUIHBIX
OpraHU3alOHHO-TIPABOBBIX (GOPM U
(hopM COOCTBEHHOCTH, TOCYTapCTBEHHBIX
OpraHax M opraHax MeCTHOTO
CaMOYIIPaBIICHHS

3uamoe: cocmas gynxyuii cyoco
OOKYMEHMAYUOHHO20 06eCheyeHus.
YIpaeneHus.

Ymems.: ocywecmenamo pabomy no
OOKYMEHMAYUOHHOMY 06ecneyenuio
VAPABNEHYeCKUX NPOYeccos

Bradems: nHasvikamu 0OKyMeHMuposanus
VIPABIEHYeCKUX npoyeccos u pabomol
OOKyMenmayuetl 8 OpeaHU3aAYUAX PaA3NUIHBIX
0p2aHU3AYUOHHO-NPABOSBIX POPM U POpM
cobcmeenHocmu, 20cyOapCmeeHHbIX Op2anax
U OP2AHAX MECMHO20 CAMOYNPAGIEHUS]




TIK-7.
OCYIIECTBIISATh
JIOKYMEHTAI[HOHHO®
obecrieueHne AEATEIbHOCTH 110
moa0opy, OIEHKE, Pa3BUTHIO U
OpraHM3aliy TpyJa NepcoHasa

Cnocoben

ITK-7.1. Tipumensier npaBoBbie n
TEOPETHUYECKUE 3HAHUS IPU
JIOKYMEHTHUPOBAHUH TPYIOBBIX
OTHOIICHHH, TOKYMEHTHPOBAHUH
MPOXOXK/IEHUS TOCYJAPCTBEHHOM U
MYHUIMITATBEHON CITYKObI, paboTe ¢
MePCOHATLHBIME JTAHHBIMH H
KOH(pHICHIIMATIbHOM nHpopManueit

3uams: npasosuvie Hopmbl 6 chepe
YIPaseHust NePCOHANOM U KAOPOBO2O
0enonpou3800cmaa

Ymems: npumenamo meopemuueckue u
npasosvle 3HaAHUsL NPU OOKYMEHMUPOSAHUU
mMpyo0o8bIX OMHOWEHUIL U CILYHCEOHOU
desmenbHOCU

Braoems: nagvikamu pabomei ¢
NepCOHANbHbIMU OAHHBIMU U
KOHpuOenyuanvrHou ungdopmayuei

IIK-7.2. Cocrasnsier kanpoBy:o
JIOKYMEHTAIIUIO, PabOTaET C
JIOKyMEHTAIUel 10 TMYHOMY COCTaBY B
rOCyapCTBEHHBIX OPTaHaxX, OpraHax
MECTHOTO CaMOYTpPABIEHHS U
OpraHU3aANUAX PA3THIHBIX GOpM
COOCTBEHHOCTH U OPTaHU3aAIHOHHO-
MIPaBOBBIX (hopM

3uamu: npasuna cocmasnenusa Kaposou
OoKyMeHmayuu u pabomol ¢ OOKYMeHmamu
RO IUYHOMY COCABY
Ymemyw.: ooxymenmuposams mpyodosuie
OMHOWIEHUS U CYHCEOHYIO 0eameNbHOCHb 6
20CY0apCcmeeHHblX Op2aHax, OpeanHax
MECMHO20 CAMOYNPAGLEHUSL U OPSAHUZAYUSX
PA3IUYHBIX POPM cODCMBEHHOCMU U
OP2aHU3AYUOHHO-NPABOBBIX (hOPM
Braoems: nagvikamu pabomoi ¢
OOKYMEHMAaMU NO TUYHOMY COCIABY 8
20CY0apCmeeHHbIX OP2aHaxX, OP2aHax
MECHHO20 CAMOYNPABLEHUS U OP2AHUSAYUAX
DasIUUHBIX POpM cobcmeenHocmu u
0P2aHU3AYUOHHO-NPABOEBIX (hOPM

[1K-7.3. Ucnonssyer
WHPOPMALNOHHBIE CHCTEMBI JIJIS
JIOKYMEHTHPOBAHUS TPYIOBBIX
OTHOIIEHHUH U CIyXeOHO! IeATeNFHOCTH,
paboTHI ¢ KaAPOBOH TOKYMEHTAITUCH

3uamu: nopsaook gyukyuonuposanusa
UHPOPMAYUOHHBIX CUCTEM 8 MPYOOBOL
cghepe

Ymems: npumensmo unghopmayuonnvie
cucmemsl npu pabome ¢ Kaopoeoi
OJoKymMeHmayuetu

Braoemyv: nasvikamu cosepuiencmeosanus
pabomul KaOposvix NOOpa3oeneHull Ha OCHO8e
NPUMEHEHUs COBPEMEHHBIX UHPOPMAYUOHHBIX
MEXHON02UL

1.3 MecTO IMCHHUILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM
NporpaMmbl

JuctuninHa (MOZysb) «AYTCOPCHHI B YIPaBJIEHUUM JOKYMEHTaMU OpraHu3aLuii»

OTHOCUTCSI K 4acTd, (GOpMUPYEMOHl ydJacTHMKaMH OO0pa30BaTeIbHBIX OTHOLIEHUH OJoKa

JUCHUITIINH yqe6Horo I1J1aHa.

I[J'Iﬂ OCBOCHUA OUCHHUIIIINHBI (MO,[[y.TIH) HCO6XOI[I/IMLI 3HaHUsA, YMCHUA U BJIAJACHUA,

c(OpMHPOBAHHBIE B XOJI€ U3YUEHUS CIECIYIOIUX AUCHUIUNH: «HPOpMallMOHHBIE TEXHOIOTUN
B JIOKyMEHTALIMOHHOM OOecreueHun ynpasiaeHus», « MTHbopMalinoHHbIe TEXHOJIOTMH B apXUBHOM
nene», «MeToauka COBEpIIEHCTBOBAHUS CUCTEMBI YIIPABICHUS JOKYMEHTAMH B OpPraHU3aLUAXY.

B pesynbTare OcBOCHMsS IUCHMIUIMHBI (MOXyJsl) (OPMHUPYIOTCS 3HAHUS, YMEHUS U
BJIAJICHHUSI, HEOOXOMUMBIE JUIS M3YyUEHHs CIEIYIOIUX JUCHUIUIMH U TPOXOXKACHUS MPAKTHK:
«ABTOMAaTU3UPOBAHHBIE  CHCTEMBbI oOecrnieyeHus

JOKYMCHTAlIUOHHOT' O YHOpaBJICHUA,

«IIpegnunnomuas mnpaktuka», «HayuHo-uccnenoBatensckas pabota», «locygapcTBeHHas

HUTOroBasda aTTcCTanlus.



2 Crpykrypa IUCHUILINHBI

OO61mas TpyA0eMKOCTh AUCHUIUIHHBI COCTaBiseT 3 3.e., 108 .

CTpyKTypa IHCUMILIMHBI JI 04HOI opMbI 00yUeHMsI

O0beM AMCUUIUIMHBI B (JOpME KOHTAKTHON pPabOThl 0OYYAIOIMIMXCS C MEAarorHYeCKUMHU
paboTHUKaMU ¥ (WIH) JIUIIAMU, TPUBJICKACMBIMHU K peai3aliii 00pa30BaTeIbHON MPOrpaMMbl Ha

HWHBIX YCJIIOBHUAX, IIPHU NPOBCACHUU y‘le6HbIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA

KomnaectBo
4acoB
2 Jlexun 24
2 CemuHapbl/1a00paTOPHBIC PA0OTHI 36
Bcero: 60

O0beM TUCHUILTUHBL B (hopMe caMOCTOATENbHON pabOThI 00YYAIOUINXCSA COCTABIsET 48

aKaICMHUYCCKUX YaCoOB.

CTpyKTypa JUCHUNJIMHBI 1JIsl 04HO-3204HOI (POpMBbI 00yUeHUsI

O0beM AUCIUIUIMHBI B (hOpME KOHTAKTHOW PAOOTHI OOYyYaromuxcs ¢ MeJaroru4ecKuMu
paboTHUKaMU ¥ (WIH) TUIIAMU, IPUBJICKACMBIMHU K pear3aliii 00pa30BaTEIbHOMN MPOrpaMMbl Ha

UHBIX YCJIOBUSIX, IPU IPOBEICHUH YUEOHBIX 3aHATUH:

Cemectp | Tun yueGHBIX 3aHATUI

KommaectBo
4acoB
2 Jlexn 16
2 CeMuHapb1/1a00paTOPHBIE PAOOTHI 20
Bcero: 36

O0beM AUCIUIUTHHBI B (POpME CaMOCTOSTEIbHON PaboThl 00YYAIOIIMXCS COCTABIsCT 72

aKaICMHUYCCKUX 4aCoOB.

CTpyKTypa IMCUMILVIMHBI I 3204HO ()OpPMBbI 00yYeHUs

O0beM mucCHUIUIMHBL B (hOpMe KOHTAKTHOW pabOThl 0OYyYarOIIMXCS C MeIaroru4eCKUMHU
paboTHUKaMU ¥ (WIH) JTUIIAMU, TPUBJICKACMBIMHU K pear3aliii 00pa30BaTEIbHOMN MPOrpaMMbl Ha

HWHBIX YCJIIOBHUAX, IIPHU NPOBCACHUU y‘Ie6HBIX 3aHATHI:

Cemectp | Tun yueOHBIX 3aHATHIA

KomnaectBo
4acoB
2 Jlexun 8
2 CeMuHapb1/1a00paTOPHBIE PAOOTHI 16
Bcero: 24

O0beM TUCHUILTUHBI B (POpME CaMOCTOSATENbHON pabOThl 00YYAIOIIMXCS COCTaBIsAeT 84

aKaICMUYCCKUX 4aCoOB.




3 Coaep:xkaHue TUCUUIJINHBI

Ne | HaumeHoBaHMe pa3aesia Conep:xanue
AUCHHUILINHBI

1 [TonsTHE ayTCOpCUHTra U pa3HbIE MOAXO/bI K €70

onpeaeneHuto. Bunel ayrcopcunra. IT-ycinyru kak

Pa3nen 1. Ilonstue ayrcopcunra. OJIMH U3 BUJIOB ayTCOPCHUHIA. Y IpaBICHUHE
JOKYMEHTaMU M apXUBaMH KaK ayTCOPCHUHTOBbIE
YCIIYTH.

2 [TpennochuIKu BOSHUKHOBEHUS M PA3BUTHS
Paznen 2. Pa3BuTue ayrcopcuHra B
yIPABIICHHH JOKYMCHTaMH 3 aytcopcunra. D(pQeKTUBHOCTD U BBITOBI
pyBeNROM, aytcocuHra. Pa3BuTue ayTcopcuHra B yNpaBiICHHUU

JOKYMEHTaMHU M apXHUBAMHU 3a PyOekKOM.

3 | Paznmen 3. Pa3Butue ayrcopcunra B | Ilpennocbuiky BOSHUKHOBEHMS U Pa3BUTHUSA
YIpPaBJIE€HUU TOKYMEHTAMH B aytcopcunra B Poccun. OcoGeHHOCTH pa3BUTHE
Poccun ayTCOPCHUHIOBBIX YCIIyT B YIIPaBJIE€HUU

JIOKYMEHTaMu U apxuBamu B Poccuu.

4 | Paznen 4. AyTcopcuHT B Oco0eHHOCTH ayTCOPCHHTOBBIX YCIYT B
YIpaBJIEHUU TOKyMEHTaMH yIOpaBlIeHUH TOKyMEHTaMU HEroCy1apCTBEHHBIX
HETOCYAApCTBEHHBIX OpraHu3aluii | opranuzanuii. Opranusanuu cpeHero OuzHeca Kaxk

OCHOBHBIE NTOTPEOUTENN ayTCOPCUHTOBBIX YCIIYT B
yIpaBJICHUH JOKYMEHTAMHU M apXUBaMH.

5 Paznen 5. Ayrcopcunr B Oco0eHHOCTH ayTCOPCUHTOBBIX YCIIYT B
YIPaBJIEHUU TIOKYMEHTAMH OPTraHOB | YIPaBIEHUH TOKyMEHTAMH OpraHOB
roCy/IapCTBEHHOW BIACTH U rOCyAapCTBEHHOW BIACTH U MECTHOTO
MECTHOTO CaMOYIIpaBJICHUS camoympaBiieHus. ['ocyjapcTBEHHBIE 3aKyTIKU

ayTCOPCHUHTOBBIX YCIYT B YIPaBICHUN
JIOKYMEHTaMH.

6 | Paznmen 6. AyTcopcuHr B AYTCOpPCHUHT B YIIPaBJICHUH OyMaKHbIMU apXUBaMHU
YIPaBJIEHUU apXUBaMU opraHusanuil. AyTCOPCHHT B yIIpaBI€HUU
OpraHM3aIui JJIEKTPOHHBIMU apXUBAaMU OpPraHMU3aLHiA.

7 Paznen 7. Ananu3s peiHka PBIHOK ayTCOPCHHTOBBIX YCIYT B YIIPABICHUHU
ayTCOPCUHIOBBIX yCIIYT B JIOKyMEHTaMu U apxuBamu B Poccuu. Benymiue
YIpPaBJIEHUU TOKyMEHTaAMH KOMIIaHUH, OKa3bIBAIOILIUE Ay TCOPCUHTOBbIE YCIYTH

B YIIPaBJICHUH JJOKYMEHTaMHU M apXUBaMH.
CopepxaHnue, CTOUMOCTb U 3G(HEKTUBHOCTh
ayTCOPCHUHIOBBIX YCIIyT B YIIPaBJIECHUU
JJOKYMEHTaMU M apXUBaMH.

8 | Paznen 8. [loroBop ayTcopcuHra OTallbl 0JIy4eHHs ayTCOPCUHIOBBIX YCIYT B
yIOpaBlIeHUH TOKyMEHTaMU U apXuBaMu. Pucku npu
BBIOOpE MpoBaiiziepa U BO3MOXKHOCTH UX
MUHUMHU3UPOBATh. Jloroop ayTcOpCUHIOBBIX
YCIIVT.

4 Oo0pa3oBaTebHbIE TEXHOJIOTUN

Jlis npoBeieHrs y4eOHBIX 3aHATHH 110 JUCIUILIMHE UCIIOB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIE
TeXHOJOTUH. {151 opranuzanuu y4eOHOro mporecca MOXeT ObITh MCIIOJIBb30BaHO 3JEKTPOHHOE
oOydeHue U (W) JUCTAaHIIMOHHBIE 00pa30BaTENbHbIE TEXHOIOTHH.



5 OueHka IVIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHsI

5.1 Cucrema oneHUBaHUs
Texymmii KOHTPOJIb OCYIIECTBISIETCS B BUJIE OIICHOK KOHTPOJBHBIX PadOT M 33JaHUH Ha

MpakTU4eckux 3aHaATuAX. KoHTponbHas paGora Nel BbIsBIsS€T 3HAHUME COCTaBa M MOpPSAJKA
o(opMIIeHHSs JOKYMEHTOB B X0/I€ OCHOBHBIX KaJIPOBBIX MPOLIETYp, U oleHuBaeTcs 10 10 0amios,
KOHTpoJIbHast paboTa Ne 2 moka3bIBaeT 3HaHHs CTYAECHTOB IO BOIIPOCAM OpPraHU3allu paboThI ¢
KaJapOBOW JOKYMEHTALMEH M BBIABISET TOTOBHOCTh CTYACHTOB K IPAaKTHYECKOW paboTe,
onieHuBaercs 10 20 6annoB. MakcumanbHast OlIeHKa BBIIOJTHEHUS KaXK10M 1a00opaTopHOM padoThI
— 5 6amoB. [TpoMexyTOUHBIN KOHTPOJIb 3HAHUM MTPOBOAUTCS B (pOpME UTOTOBON KOHTPOIBHOM
paboThl, BKIIOYAIOLIEH TEOPEeTHYECKHE BOMPOCH! U MPAKTUUECKOE 3aaHKe, U olleHuBaeTcs 10 40
0aJIoB.

B pesynpraTe TeKyllero M NpoMeEXKyTOUYHOTO KOHTPOJS 3HAHUM CTYIEHThl MOJy4YaroT

COOTBETCTBYIOIIYIO OIICHKY 32 3a4eT.

DopMa KOHTPOJIS Makc. KoJM4ecTBO 0aJJI0B
3a oxny Bcero
paborty

Texynui KOHTPOIIb:

- yuacmue 8 OUCKYCCUU, bICMYNIEHUS HA ceMUuHapax |5 6annos 40 b6annos
- UMOo208asi KOHMPOJIbHAS paboma 20 6annos 20 b6annos

[IpomexyTouHas aTTecTanus 40 6annos 40 6annos

(nucomennwvlll omeem Ha 2 eonpoca 6 hopme 3auema)

HToro 3a cemecTtp (Qucyuniumy) 100 6annos

Or1eHKa «yJ0BJIETBOPUTEIHHOY BBICTABIIsIETCA 00yUatomemycs, Habpasiiemy ot 50 10 67
O0ayuToB OaJIJIOB, OIEHKA «XOPOIIIO» BBICTABIIACTCS OOydwaromeMycs, HabpaBmeMmy ot 68 g0 82
0aJuI0B, OLIEHKA «OTIMYHO» BBICTaBIsIeTCsl oOydatomiemycs, HaOpasmemy ot 83 no 100 Gamos,
c(OPMHUPOBAHHBIX B PE3yJbTaTe CYMMHUPOBAHHs 0AJIOB, TOTYYEHHBIX MIPU TEKYIIEM KOHTpOJIE
Y TIPOMEKYTOUHOM aTTecTannu. [lomydeHHBIN COBOKYIHBIN pe3ynbTar (MakcumyMm 100 GayioB)
KOHBEPTUPYETCA B TPAAMLMOHHYIO IIKAJy OLEHOK M B IIKaly OLIEHOK EBpomeickoil cucTeMsl
nepeHoca M HakomiueHus kpenutoB (EuropeanCreditTransferSystem; nanee — ECTS) B

COOTBETCTBUHU C TAOIULIEH:

100-6amibHas TpaionHas mkaia [Ikama
[IKaJIa ECTS
95— 100 OTian4yHO A

83 -94 B

68 — 82 Xopo1io 3a4TEHO C

56 — 67 v D
5055 JIOBJICTBOPUTEILHO E
20-49 FX
0-19 HeynosnerBopurensHO HE 3a4TEHO B




5.2 Kpwutepum BbICTaBJIeHUSI OLEHKH MO JUCUMUILINHE

Bamnel/
Hlkama ECTS

OrneHKa 110
IUCIIAIIINHE

Kputepuu o1ieHKH pe3ynbTaToB 00yUeHUs M0 JUCIUILTUHE

100-83/
AB

«OTJIHUYIHO»

BricTaBisieTcst 00yJaronemycsi, €Clii OH TITyO0KO u
MPOYHO YCBOWJI TEOPETUICCKHIA U MIPAKTHUECKUH
Marepuall, MOKET MPOJIEMOHCTPUPOBATH ATO HA 3aHATHSIX U
B X0JI€ IPOMEKYTOYHOW aTTECTAIIHH.

OOyuaroIuiicss KICYSPIBIBAOIIE U JIOTHYECKH CTPOHHO
u3Jaraet yueOHbI MaTepuall, YMEeT yBI3bIBATh TCOPHUIO C
NPAKTHKOM, CIIPABIISICTCS C PELICHUEM 3a/1a4
poeCCHOHATLHON HAIIPAaBICHHOCTH BHICOKOTO YPOBHS
CJIOXXHOCTH, IMPAaBUIIBHO OGOCHOBBIBaeT IIPUHATBIC
peIeHHUs.

CB0OOHO OpPUEHTHPYETCS B YUEOHOH U
npodeCCUOHATBLHOM JTUTEepaType.

OrneHka no JUCIUIUIMHE BBICTABISAIOTCA 00y4arOIIEeMycs C
Y4ETOM PE3yIbTAaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komnerenuuu, 3akpeni€éHnble 3a TUCHUIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «BBICOKHID.

82-68/

«Xopouio»

BricTaBisieTcst 00yJaronemycsi, €Clid OH 3HaeT
TEOPETHUYECKUH U MPAKTUUECKUN MaTepuai, FPaMOTHO U TI0
CYLIECTBY H3J1araeT €ro Ha 3aHATHSAX U B XOJ€
MIPOMEKYTOUYHOM aTTECTAllMH, HE I0ITyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaronuiicst MpaBUJIbHO MPUMEHSET TEOPETUUECKUE
MOJIOKEHUS MIPU PELIEHUH MPAKTUYECKUX 3a]1a4
npodeccHoHaNbHOM HAMIPaBIEHHOCTH PA3HOTO YPOBHS
CJIOHOCTH, BJIAJICET HEOOXOUMBIMHU JIJISl 3TOTO HABBIKAMH
1 IPUEMAMHU.

JlocTaTouHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U
npodeccuoHanbHOM JTUTEepaType.

OreHKa 1o JUCIUILIMHE BBICTABIISIOTCS 00YJarOIIEeMYyCs C
Y4ETOM PE3yIbTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTaluu.

Komnerenuuu, 3akperiéHHple 3a JUCHUIUIMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D.E

«YOOBJICTBOPH-
TCIIBHO)»

BricTaBnsiercs oOy4aromemMycsi, €Clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUI MaTepuall,
JIOTTYCKaeT OTJENbHbIE OUIMOKH NP €r0 U3JI0KEHUH Ha
3aHATHUAX U B X0JI€ IPOMEKYTOYHOM aTTECTALINU.
OO0yyaronuiicst UCTIBITHIBAET ONPeAETIEHHBIE 3aTPYTHEHHS
B IPUMEHEHUH TEOPETHUYECKUX IMOJ0KEHUM TIPU PELIEHNUN
MPAKTHUYECKHX 3a71a4 Mpo(dhecCHOHaNbHOM HaMPaBIEHHOCTH
CTaHJIAPTHOT'O YPOBHS CJIOKHOCTH, BIAJACET
HEOOXOUMBIMHU JJI TOT0 6a30BBIMU HABBIKAMU U
npuéMamu.
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Bamnel/
Ixama ECTS

Orwenka 110
IUCLIUTUINHE

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

JleMOHCTpHpYET T0CTaTOYHBIN YPOBEHb 3HAHUS yIeOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.

OreHka no JUCIUIUIMHE BBICTABISIOTCA 00Yy4arOIIEeMYycs C
Y4ETOM PE3yIbTaTOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komnerenuuu, 3akpeni€éHuble 3a TUCUUIIMHOM,
c(hopMUPOBaHbI HA YPOBHE — «JIOCTATOYHBIN.

49-0/
F,FX

«HCYAOBJICTBOPHUTC
JIBHO»

BeictaBnsercs o0ydaromemMycsi, €ClIi OH He 3HAeT Ha
0a30BOM ypOBHE TEOPETUYECKUI U MPAKTHIECCKUI
MaTepHall, 0MycKaeT rpyObie OmHOKH PU €To
W3JI0’KEHUN Ha 3aHATUSAX U B X0/1€ TIPOMEKYTOUHOM
aTTeCTallHH.

OOyuaromuiicst HCIIBITBIBACT CEPHE3HBIEC 3aTPyTHEHUS B
NPUMEHEHUN TEOPETUYECKUX MOJIOKEHUH MPU PELICHUN
NPaKTHYECKHX 3a1a4 MPO(ECCHOHANBHON HAPABICHHOCTH
CTaHAAPTHOTO YPOBHSI CIIOKHOCTH, HE BIIAICET
HEOOXOAMMBIMH ISl 3TOTO HABBIKAMU M PUEMaMHU.
JlemoHCTpHpYeT (hparMeHTapHbIe 3HAHUS y4eOHOMH
JUTEPATYPHI MO AUCLUIUIMHE.

OrneHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00YYaIOMEMYCs C
y4E€TOM PEe3yJbTaToOB TEKYIIeH 1 MPOMEKYTOUHON
aTTeCTallHH.

KomrmeTeHny Ha ypoBHE «10CTAaTOUHBINY, 3aKPEIIEHHBIC
3a IUCIUILIMHON, He CPOPMHUPOBAHBI.

5.3 OueHo4HbIe cpeAcTBA (MaTEePHAJIbI) NI TEKYILIEro KOHTPOJIA
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTecTAllUN 00y4aroUIUXCcs M0
AUCUMILIMHE

Hepeqeﬂb BOIIPOCOB K HTOrOBOM KOHTpOJ’ILHOﬁ paGOTe

1. Amnanu3 pplHKa ayTCOPCUHIOBX YCIIYT B YIPaBJIE€HUU TOKYMEHTAMH.

2. Anamms PBIHKA ayTCOPCHUHI'OBBIX YCIIYT B YIIPABJICHUU apXUBAMHU.

3. HOpuanyeckoe ohopMIIeHHE AyTCOPCUHTOBBIX YCIIYT B YIIPABICHUN JOKYMEHTAMH U

apXUBaMH.

6 YueOHO-MeTOaAMYecKOe H HH(POPMALITHOHHOE o0ecTiedeHue JUCHUIIINHbBI

6.1 CnucOK HCTOYHHMKOB M JIMTEPATYPbI

HcTrounuKku OCHOBHEIE

. ®enepanpupiii 3akoH PO ot 27.07.2006 1. Ne149-03 «O6 undopmaruu, HHPOPMAITHOHHBIX

TEXHOJIOTHSIX U O 3aIuTe HHPopMarumy» // [ Dmekrponuslii pecype]. — M., 2019. — Pesxxum noctyma:

http://www.consultant.ru/document/cons_doc LAW_61798/



http://www.consultant.ru/document/cons_doc_LAW_61798/
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[IpaBuna fAeIONpPOM3BOJICTBA B TOCYNApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyTIpaBIIeHUs’, YTBEPKIeHHBIC Tpruka3zoM PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons doc LAW_ 342093/d913¢cc94a8d7{6707f37178672dd7
5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkueHun IlepeyHsi THUITOBBIX
yIOpPaBIEHYECKUX apPXUBHBIX JOKYMEHTOB, 0Opa3ylouuxcs B Ipolecce JAedTeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIMPABJIECHUS M OpraHU3alui, ¢ yKa3aHUEeM
CpoKOB uX XxpaHeHus"// [OnexkTpoHHslii pecypc]. — M., 2020. — Pexum pocrymna:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Ipuka3 Mununcrepcta KyapTypel PO ot 31 mapta 2015 r. Ne 526 “O0 yTBepkaeHUN
IPAaBWJI OpraHW3alUd XpaHCHMs, KOMIUICKTOBaHMs, y4eTa M HCIOJb30BaHUA [JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoil ®enepauuu M APYruxX apXUBHBIX JOKYMEHTOB B OpraHax

TOCYJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOyINpaBJIeHUs U opraHuzamusax’ //

[DnexTponnsIit pecypc]. — M., 2020. — Pexxum moctyma: https://base.garant.ru/71183090/
I'OCT P 7.0.8-2013. Jlenonpous3BOACTBO U apxuBHOE neyio. Tepmunbl U onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HanmonansHslii crannapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB 10 HHpOPMAIH, OUOTMOTEeUHOMY M M3AaTeNbeckoMmy neny. Mudopmarus u
JOKyMeHTalus. YnpasieHue JokyMeHTtamu. Yacts 1. [lonsaTus u npuHiuns"

(ytB. IIpukazom Poccrangapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

Bbabunnes B.A. pa3Butre mokymeHToo0opTa kak yiyru // Madomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/

Beperexuna C.B. TexHomorusi ayrcopcuHra B apxXuBHOM jnene. IIpoGmemer u pemeHus //
HenonponszBonctBo 2016. Nel.

Kotnspos U.JI. AyTcopcuHr: onbIT TeopeTHueckoroonucanus. // Hayunsiii sxypuan HUY

HUTMO. Cepust «IKOHOMHUKA U IKOTOTUIECKUA MeHEeKMeHTY, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description

PrikoB A.JlokymMeHTanmOHHOE o0ecnieueHne ynpasieHus kak ycimyra. Madomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/

6.2 IlepeuyeHnb pecypcoB HHGPOPMANMOHHO-TEJICEKOMMYHHUKAIIMOHHOM CEeTH

«HTEpHET»
Kypnan «Jlenonpoussoacteo». URL: https://www.top-personal.ru/

Ecm-Journal. XXypHan o0 »/eKTpOHHOM KOHTEHTE, AOKyMeHTax W OwmsHec-mporeccax UR:

https://ecm-journal.ru/

Munpaus ynpasnstiomux nokymentauueid. Caiit. URL/ https:// www.gdm.ru/


http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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6.3 IlpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE
CHCTEMbI

Hoctyn k npodeccuoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WHpopMannoOHHbBIE CIIPABOYHBIC CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanrt

7 MaTepHaJ]LHO-TeXHI/I‘IeCKOC o0ecrneueHye TUCHUIIUHBI

AyauTopuu Ji1s IPOBEACHUS JEKIUM M CEMUHAPCKUX 3aHATUN C TEXHUYECKUMHU CPEJICTBAMU
o0ydeHust (MyIbTUMEANA-TIPOEKTOP (BUACOTPOEKTOP), IKpaH (IEPEHOCHON WIIA CTAIIHOHAPHBIN)),
KOMIIBIOTEPHBIHN KJIACC JUIsl TPOBEACHUS JIAOOPATOPHBIX 3aHATUH.

1. Ilepeuens I1O

Nent Haumenosanue 10 [IpownsBoguTens Crioco6
/m pacripocTpaHeHUS
(ruyensuonnoe unu
c80000HO
PACNPOCMPAHAEMOE)
1. Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINIICH3UOHHOE
3. Windows 7 Pro Microsoft JIAIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
5. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JInLeH3noHHOE
8. Zoom Zoom JINLIEH3NOHHOE

2. Ilepeyenb B/l u UCC

Nenn HaumenoBanue
/i

1 | MexnyHapoaHbie peeparuBabie HaykoMeTpudeckue b/, qoctymHbie B pamkax
HamuoHaJIbHOM noamucku B 2020 T.

Web of Science

Scopus

2 | IlpodeccronanbHbie MOMHOTEKCTOBBIE B/], MOoCTymHBIE B paMKaX HaIlMOHAIBLHOMN
noxamucku B 2020 T.

Kypnuanst Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnaiusl Taylor and Francis

3 | IlpodeccronanbHbie TOJTHOTEKCTOBBIE B/
JSTOR
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W3nanus no oOiecTBEHHBIM H T'yMaHUTAPHBIM HayKam
DnekTponHas oubanoreka Grebennikon.ru

4 | KoMmnbroTepHbI€ CIIPaBOYHBIC TPABOBBIE CUCTEMBI
Koncynsbrant Ilmoc,
I'apant

8 Oobecneuenue 00pa3oBaTeJIbHOIO MpoIEccA sl JIUI ¢ OTPAHMYEHHBIMHA

BO3MOKHOCTHAMH 310POBbS U HHBAJIUIO0OB
B xozae peanuzanuy JUCHUIIIIMHBL UCTIOIB3YIOTCS CIIEYIOLIUE JOTIOIHUTEIIbHBIC
METOJIbl O00yYeHHMsI, TEKYIIero KOHTPOJS YCIHEBAEMOCTH U MPOMEXKYTOUYHOM aTTecTaluu
00yYaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYaJIbHBIX 0COOEHHOCTEH:

® I CIETbIX ¥ CIa00BHIAIINX:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOTO C IIOMOIIbIO
KOMITBIOTEpA CO CHEIHATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCIICUeHUEM;

- TMCbMEHHbIE 3aJjaHHs BBINOJHSIOTCA Ha KOMIBIOTEpE CO  CIEUUATU3UPOBAHHBIM
IPOTrpaMMHBIM 00ECTIEUCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneynBaeTcs UHIMBHIYyalIbHOE paBHOMEpHOE ocBeleHne He Menee 300 Jrokc;

- s BBIOJNHEHMSA 3aJaHusl NP HEOOXOJUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOIICE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MIUCBbMEHHBIE 33JJaHUs OPOPMIISIOTCS YBEIMYSHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe MM BBIIOJIHAIOTCS B MUCbMEHHOHN opme Ha
KOMIIBIOTEPE.

® I TIIyXUX U CJIA0OCIIbIIIAIINX:

- JekimMu O(OPMISIIOTCS B BHIE SJEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCWJIMBAIOIIasl annapaTypa HHAUBHUYaIbHOTO M10JIb30BaHMS;

- MIUCHbMEHHBIE 33JJaHNS BBITOJIHAIOTCS Ha KOMIIBIOTEPE B MUCHMEHHOM (hopMe;

- 9K3aMEH U 3a4€T IPOBOJAATCS B MUCbMEHHOH (hopMe Ha KOMITBIOTEPE; BO3MOKHO IIPOBE/ICHUE
B (hopMe TECTHPOBAHUSI.

® I JIUII ¢ HApYLIEHUSMHU ONTOPHO-ABUIaTeIbHOIO annapara:

- JIeKUMU O(OPMIISIOTCS B BHUAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CHEUATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUEHUEM;

- IIMCbMEHHBIE 33aJaHMs BBINOJHSIOTCS HA KOMIIBIOTEPE CO CIEHUAIU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIEUCHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (pOpMe MM BBIMIOTHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

[Tpu HeoOX0AMMOCTH IPEyCMATPUBACTCS YBEIMUECHUE BPEMEHH /1715l HOATOTOBKU OTBETA.

ITponenypa  mpoBeAeHHs  NPOMEXKYTOYHOM — arTecTalud Ui OOydYaromuxcs
YCTAHABIMBACTCS C Y4YETOM HMX HMHIMBUAYAIBHBIX TCHUXO(U3MYECKHX OCOOEHHOCTEH.
[IpomexxyTouHas aTTecTanys MOXKET IPOBOJUTHCS B HECKOJIBKO ITAIOB.

[Tpu mpoBeneHHUN MPOLEAYpPhl OLEHUBAHUS PE3YJIbTaTOB O0yUeHHs MpeaycMaTpUBacTCs
UCIOJIb30BAHUE TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAJIbHBIMU
0COOEHHOCTAMH 00yUaIOIMIUXCsL. DTH CPEACTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT HCIIOJIb30BAaThCs COOCTBEHHbIE TEXHUUECKHUE CPENICTBA.

[IpoBeneHne mpoueaypsl OLIGHUBaHHMS  pe3yJbTaTOB  OOY4YEHHs JOMYCKAETCs C
WCIIOJIb30BaHNEM JMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHHA.

ObecneunBaeTcst AOCTYN K MH(POPMALMOHHBIM M OuMOIMorpaduyeckuM pecypcaMm B CETH
WuTtepner nmns kaxgoro oOywaromierocss B ¢GopMax, aJalnTUPOBAHHBIX K OTPaHUYEHUSM HX
3JI0pOBbSI U BOCIIPUATHUS MHPOPMALIUH:

® IS CIIETIBIX M CJIa0O0BHOSIINX:
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- B Ie4aTHOU (hopMe yBEIMUECHHBIM HIPUPTOM;

- B popMe 3IEKTPOHHOTO IOKyMEHTA;

- B (hopme ayanodaiina.

® IS TAYyXUX U CIA0OCHBIIIAIINX:

- B Ile4aTHo opme;

- B popMe 3JIEKTPOHHOTO IOKYMEHTA.

® i 0OYYAIOIIUXCS C HAPYIICHUSIMHU OMTOPHO-IBUTATEILHOTO arapara:
- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayAUTOpUH IS BCEX BUAOB KOHTAaKTHOM M CAaMOCTOSITENILHON pabOThI, HAydHas
OMOIMOTEKAa W WHBIE TIOMEIICHHs Jisi OOyYEHHUs OCHAIICHBI CIEIUaIbHBIM O000pYyJOBaHUEM U
y4eOHBIMU MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

® IS CJIETIBIX M CJIa0O0OBHOSIINX:

- YCTPOMCTBOM 1Jis1 CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiina PAC Mate 20;

- npunHTepoM bpaitng EmBraille ViewPlus;

® IS TAYXUX U CIA0OCHBIIIAIINX:

- ABTOMATH3MPOBAaHHBIM pabOYUM MECTOM /s JIOJAeH C HapylleHHeM ciyXa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKUH YCUIIUTENh U KOJOHKH;

® Ui 00y4aroIIKXCs C HapYLIEHUSIMHU OIIOPHO-/IBUTaTEJIBLHOTO arapara:
- IEPEABIKHBIMU, PETYIUPYEMBIMU dproHoMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEIUAIbHBIM TPOTrPAMMHBIM 00eCIIeYECHUEM.

9 MeToauvecKkue MaTepHAaJIbI

9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.

Tema 1. (2 4.) [lonsiTHE ayTCOPCHHTA
Lens 3ansaTust — chopMUPOBATH Y 00yUAIOIIUXCS MPEICTABICHHE O 00 ayTCOPCHHTE KaK
OJTHOM M3 HaIpaBJICHUH JESITETbHOCTH COBPEMEHHBIX OpPTaHU3aLIHIA.

dopma poBeIeHHs — OTBETHI Ha BOTIPOCHI U 00CYXKIEHHUE MTPEIOKEHHON TEMBI.

Bompocs! 11t 06cyxaeHus (KOHTPOJIbHBIE BOIIPOCHI):

1. IloHsATHE ayTCOPCUHTA U pa3HbIe MOAXO0/bI K €r0 ONPEeICHHIO.

2. Bupael ayTcopcuHra.

3. IT-ycnmyru Kak OAMH U3 BUJOB ayTCOPCUHTA.

4. YmpaBieHuue JOKyMEHTaMH U apXUBaMHU KaK ayTCOPCUHTOBBIE YCIIYTH.
3amaHue A1 CaMOCTOSTENbHON paboThI:
[Ipoananu3upoBaTh HCIOJB3yeMble B  HAy4YHOW JIMTEpaType  OIpEaeIICHUs
ayTcopcuHra. BeiOpats u3 HUX Hanbosee COOTBETCTBYIOIIEE COACPIKAHUIO TIOHATHS 1
1 000CHOBATh CBOW BBIOOD.

CnHCOK HCTOYHHMKOB M JIUTEPaTyphbl
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M CTOYHNKH OCHOBHBIE

. ®enepanbubiif 3akoH PO ot 27.07.2006 r. Ne149-03 «O06 undpopmaimu, nHGOPMaIIMOHHBIX
TEXHOJIOTHSIX | 0 3auTe nHdopmarun» // [ dnekTpoHHsbIi pecypc]. — M., 2019. — Pexum nocrymna:

http://www.consultant.ru/document/cons_doc LAW_61798/

[IpaBwia menmoONMpOM3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyTIpaBJIeHUs’, yTBEPKICHHbBIE Tpuka3oM Pocapxua ot 22.05.2019 N 71 // [DnexTpoHHBIH
pecypc]. - M., 2020. - Pexxum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxknaeHun IlepeuHss THUNOBBIX
YIPaBJICHYECKUX AapXWUBHBIX JOKYMEHTOB, OOpa3ymIIUXCs B TPOILECCe JCSITeIbHOCTH
rOCYJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTPABJICHUS M OpraHu3alui, ¢ yKa3aHUEeM
cpokoB wux xpaHenws'// [DOnekrpoHHeli pecypc]. — M., 2020. — Pexum pocryma:

http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Ipuka3z MunucrepctBa KyJabTypsl PO ot 31 maprta 2015 r. No 526 “O0 yTBepKaeHun
IPaBWJ OpraHW3alUy XpaHEHMs, KOMIUJIEKTOBaHMs, y4e€Ta M HCIOJb30BaHUSA [JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepaunu M APYrUX apXHBHBIX JOKYMEHTOB B OpraHax
rOCy/JapCTBEHHOW BIJIACTH, OpraHax MECTHOTO CaMOyINpaBieHHss W opraHuzauusax’ //
[DnexTponnsIit pecypc]. — M., 2020. — Pexxum moctyma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [enonpon3BoACTBO U apxuBHOE Aeno. TepmuHbl u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HanmonanwHsiii crannapt Poccuiickoit @enepanun. Cuctema
CTaHAapTOB Mo UH(pOpMalK, OHOINOTEYHOMY U U3JaTeNnbckoMy aeny. Mudopmanus u
JTOKyMeHTalus. YnpasieHnue fokymernramu. Yacts 1. [lonstus u npuHune"

(yTB. IIpuxazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHas

babunies B.A. pa3zButue nokymentooo6opra kak ynyru / MUadomnokym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. TexHomorusi ayrcopcuHra B apxuBHOM gene. [IpoGmembl u pemenus //

HenonpouszBosctBo 2016. Nel.

Kotmsipos U.JI. AyTcopcuHT: OonbIT TeopeTHdeckoroonucanus. // Hayunsrii sxypuan HUY

HUTMO. Cepust « IKOHOMHUKA M YKOJIOTUYECKUN MeHemkMenT», 2010. URL:

https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTanmoHHOe o0ecrieuenue ynpasiieHus kak ycinyra. Madongoxym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «HTEepHeT»
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Kypnan «lemonpoussoactBo». URL: https://www.top-personal.ru/
Ecm-Journal. XKypnan 00 53J€KTpOHHOM KOHTEHTE, JIOKyMeHTax H OusHec-mporeccax UR:

https://ecm-journal.ru/

['unbnus ynpasnstomux fokymentanueit. Cait. URL/ https:/ www.gdm.ru/

Tema 2. (2 4.) Pa3BuTHe ayTCOPCUHTIa B YNIPABJICHUH JOKYMEHTAMH a py0e:xoM.
enp 3ansaTHs — chopMupoBaTh y 00ydaromUXcsl NPEACTaBICHUE O BO3HUKHOBEHUM U

Pa3BUTHH ayTCOPCUHIOBBIX YCIYT B YIPABICHUHU TOKYMEHTaMH 32 PyOEKOM.
dopma NpoBEAECHNS — OTBETHI HAa BONPOCH! U 00CYXACHHUE MPEITI0KEHHON TEMBI.
Bompocs! 11t 06cyxaeHns (KOHTPOJIbHBIE BOIIPOCHI):
1. Ilpeanocsliky BOSHUKHOBEHUS U PA3BUTHUS AyTCOPCUHTA.
2. D¢ (peKTUBHOCTD U BBHITO/IBI AyTCOCHHTA.
3. Pa3BuTHe ayTCOPCUHTA B YIPABJICHUU JTOKYMEHTAMH M apXHUBaMU 32 PyOEKOM.
CnMcoK MCTOYHMKOB M JIUTEPaTyPhl

N cTOYHNKH OCHOBHBIE

. ®enepanpubiii 3akoH PO ot 27.07.2006 1. Nel149-03 «O6 unpopmarumn, HHPOPMAITUOHHBIX
TEXHOJIOTHSIX | 0 3a1uTe nHdopmaum» // [ dnektponHslii pecypc]. — M., 2019. — Pexum nocrymna:
http://www.consultant.ru/document/cons_doc LAW_ 61798/

[IpaBuna fgenompou3BOACTBA B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyIpaBlieHUs’, YTBEPKIeHHBIE Tpruka3zoM PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxueHun IlepeyHsi TUIIOBBIX
yOpPaBIECHYECKUX apPXUBHBIX JOKYMEHTOB, 0Opa3ylouuxcs B Ipolecce JAeATeIbHOCTU
roCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CaMOYIIPABJICHUS W OpraHMU3AllHi, ¢ yKa3aHHUEeM
CpokoB ux xpaHeHus'"// [OnektpoHHbli pecypc]. — M., 2020. — Pexum poctyma:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Ipuka3 Mununcrepcra KyapTypel PO ot 31 mapra 2015 r. Ne 526 “O0 yTBepkaeHUU
IpaBWI OpPraHU3ALUU XPAHEHUs, KOMIUIEKTOBAHMSA, Yy4yeTa U MCIIOJIb30BaHHUs JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoil @enepauuu M APYyrux apxUBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOM BJACTH, OpraHax MECTHOTO CaMOyINpaBJIeHUs U opranuzamusax’ //

[DnmexTponHsIii pecypc]. — M., 2020. — Pexum moctyna: https://base.garant.ru/71183090/



https://ecm-journal.ru/
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http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
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I'OCT P 7.0.8-2013. [denonpou3BoAcTBO U apxuBHOEe Aeno. TepmuHbl U onpenenenus. URL:
http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. Hanmonanenslii crangapt Poccuiickont @enepanun. Cucrema
CTaHJApPTOB MO HpOpMaLUU, ONOTUOTEUHOMY U U3JaTeIbcKoMy neny. UHdopmanus u
JOKyMeHTanus. YnpasieHue fokyMeHTamu. Yacts 1. [lonsatusa u npuHummne!"

(yTB. IIpuxazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jluteparypa
OcHoBHas
babunnes B.A. pa3zButne nokyMmeHToo6oprta kak ynyru // Uadomgoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
Beperexuna C.B. TexHomorusi ayrcopcuHra B apxXxuBHOM gene. [IpoGmembl u pemeHus //
Henonpouzoactso 2016. Nel.

Kotmsipos 1.JI. AyTcopcuHT: onbIT TeopeTrudeckoroonucanus. // Hayunsrii sxypraanr HUY

HUTMO. Cepust « IKOHOMHKA W YKOIOTUYECKUN MeHemkMeHT», 2010. URL:

https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokyMeHTanmoHHOE oOecrieuenue ynpasieHus kak ycinyra. Madongokym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
Ilepeuenb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «HTEepHEeT»

Kypuan «lenmonpoussoactBo». URL: https://www.top-personal.ru/
Ecm-Journal. XKypnan 00 53JIeKTpOHHOM KOHTEHTE, JIOKyMeHTax Hu OusHec-mporeccax UR:

https://ecm-journal.ru/

['unbnus ynpasnsomux nokymentamnueit. Cait. URL/ https:/ www.gdm.ru/

Tema 3. (4 4.) Pa3BuTHe ayTcOPCUHra B yIpaBJIeHUM J0KyMeHTamu B Poccun
Henb 3ansTHst — chopMupoBaTh y 0O0YYarOMUXCsl TPEACTABICHNE O BOSHHUKHOBEHUH U
Pa3BUTHH ayTCOPCHUHIOBBIX YCIIYT B YIPaBIECHUH TOKyMeHTaMHu B Poccun.
dopma npoBeieHUs] —0OTBEThI Ha BOIPOCHI U 00CYKACHUE MPEATIOKEHHBIX TEM.
Bompocsr 1ist 06cyxaeHus (KOHTPOIIBHBIE BOIIPOCHI):
1. TIpenmocsliky BOSHUKHOBEHMS M pa3BUTHA ayTcopcuHra B Poccun.
2. OcoOeHHOCTH pa3BUTHE ayTCOPCUHIOBBIX YCIyr B YIPaBICHUU JOKYMEHTaMH U
apxuBamu B Poccun.
CnHcoK MCTOYHHMKOB M JIUTEPaTyPhl

M cTOYHUKHN OCHOBHbIE

. ®enepanpubiii 3akoH PO ot 27.07.2006 r. Nel149-03 «O06 undopmaiuu, nHGOPMAITUOHHBIX
TEXHOJIOTHSIX U O 3a1uTe HHpopMaum» // [ Dnekrponnsiii pecype]. — M., 2019. — Pexxum noctyma:

http://www.consultant.ru/document/cons_doc LAW_61798/
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[IpaBuna fAeIONpPOM3BOJICTBA B TOCYNApPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyTIpaBIIeHUs’, YTBEPKIeHHBIC Tpruka3zoM PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexxum JIOCTYyTIA:
http://www.consultant.ru/document/cons doc LAW_ 342093/d913¢cc94a8d7{6707f37178672dd7
5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkueHun IlepeyHsi THUITOBBIX
yIOpPaBIEHYECKUX apPXUBHBIX JOKYMEHTOB, 0Opa3ylouuxcs B Ipolecce JAedTeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIMPABJIECHUS M OpraHU3alui, ¢ yKa3aHUEeM
CpoKOB uX XxpaHeHus"// [OnexkTpoHHslii pecypc]. — M., 2020. — Pexum pocrymna:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Ipuka3 Mununcrepcta KyapTypel PO ot 31 mapta 2015 r. Ne 526 “O0 yTBepkaeHUN
IPAaBWJI OpraHW3alUd XpaHCHMs, KOMIUICKTOBaHMs, y4eTa M HCIOJb30BaHUA [JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoil ®enepauuu M APYruxX apXUBHBIX JOKYMEHTOB B OpraHax

TOCYJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOyINpaBJIeHUs U opraHuzamusax’ //

[DnexTponnsIit pecypc]. — M., 2020. — Pexxum moctyma: https://base.garant.ru/71183090/
I'OCT P 7.0.8-2013. Jlenonpous3BOACTBO U apxuBHOE neyio. Tepmunbl U onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HanmonansHslii crannapt Poccuiickoit @enepanun. Cucrema
CTaHJapTOB 10 HHpOPMAIH, OUOTMOTEeUHOMY M M3AaTeNbeckoMmy neny. Mudopmarus u
JOKyMeHTalus. YnpasieHue JokyMeHTtamu. Yacts 1. [lonsaTus u npuHiuns"

(ytB. IIpukazom Poccrangapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru
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OcHoBHast

Bbabunnes B.A. pa3Butre mokymeHToo0opTa kak yiyru // Madomoxym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/

Beperexuna C.B. TexHomorusi ayrcopcuHra B apxXuBHOM jnene. IIpoGmemer u pemeHus //
HenonponszBonctBo 2016. Nel.

Kotnspos U.JI. AyTcopcuHr: onbIT TeopeTHueckoroonucanus. // Hayunsiii sxypuan HUY
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Tema 4. (44.) AyTCOPCHHI B yNIPpaBJIeHHH JOKYMEHTAMH HErocyAapCcTBeHHBIX
OpraHu3auui
Lenp 3aHsATHA — chOPMHUPOBATH Yy OOYHYAIOUIMXCS MpPEJCTaBICHHE 00 OCOOEHHOCTSIX

AyTCOpCHUHIa B YIIPABJICHUU JOKYMCHTAMH HETOCYJAPCTBCHHBIX 0pI‘21HH33.IIPII>i.

(DopMa MMPOBEACHWA —OTBCTHI Ha BOIIPOCHI U o6cy>1<)1eHHe MPECAJTOKCHHBIX TEM.
Bompocs! 11t 06cyxaeHus (KOHTPOJIbHBIE BOIIPOCHI):

1. OcoOeHHOCTH ayTCOPCHUHTOBBIX YCIYT B YIPaBICHUH JOKYMEHTAMH HETOCYIapCTBEHHBIX
OpraHu3aIui.

2. Opraam3anuu CpeaHero Ou3Heca KaKk OCHOBHBIC MOTPEOUTETN ayTCOPCUHTOBBIX YCIYT B
YIPaBJICHUHU TOKYMEHTAMH U apXUBaMHU.

Cnmcoxk HCTOYHUKOB M JTUTEPATYPhI

W cTOYHUKHN OCHOBHbIE

. ®enepanbhbiii 3akoH PO ot 27.07.2006 . Nel149-03 «O6 mnpopmaiuu, nHGOPMAIIMOHHBIX
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[IpaBuna meIONpPOM3BOJICTBA B TOCYNApCTBEHHBIX OpraHaxX, OpraHax MECTHOTO
caMoOympaBJieHUus’, yTBEPKIeHHbIE Tpuka3oM Pocapxua ot 22.05.2019 N 71 // [DnexTpoHHBIH
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Sabb442d712/

[Ipuka3z PocapxmBa ot 20.12.2019 N 236 "OO6 ytBepxkaeHun IlepedHss THUIOBBIX
yOpaBIEHYECKHX apPXUBHBIX JOKYMEHTOB, O0Opasyloummxcs B Ipolecce AeITeIbHOCTH
rOCy/apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUSI U OpraHM3alUi, ¢ yKa3aHUEM
cpokoB wux xpaHenws'// [OnekrpoHHbId pecypc]. — M., 2020. — Pexum poctyma:
http://www.consultant.ru/document/cons_doc LAW_ 345020/

[Tpuka3 MunuctepctBa KynsTypsl PO ot 31 mapta 2015 1. Ne 526 “O06 yTBepkaeHUN
NpaBUJl OpPraHU3AlMK XPAHEHUS, KOMIUIEKTOBAHHUSA, y4eTa M HCIOJIb30BAaHUSA JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii @enepanuu U APYTUX AapXUBHBIX JIOKYMEHTOB B OpraHax

rOCyJapCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOYMpaBJIICHWs W opraHuzanusax’ //

[2nexTponHslii pecypc]. — M., 2020. — Pexum noctyna: https://base.garant.ru/71183090/
I'OCT P 7.0.8-2013. [denonpou3BoAcTBO U apxuBHOE Aeno. TepmuHbl u onpenenenus. URL:
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"TOCT P UCO 15489-1-2019. Haunonanensiii crangapt Poccuiickont @enepanun. Cucrema
CTaHJApTOB 0 HHpOpMaUU, ONOITUOTEUHOMY M U3JAaTeIbCKOMY neny. UHdopmanus u
JOKyMeHTauus. YnpasieHue jokyMeHTamu. Yacts 1. [lonsatusa u npuHuummnsr"

(yTB. IIpukazom Poccrannapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru
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Kotnsipos W.JI. AyTCOpCHHT: OIBIT TeopeTnyeckoroonucanus. / Hayunsnid sxypaan HUY

HUTMO. Cepust «IKOHOMHUKA U IKOJTOTUYECKUA MeHeKMeHTY, 2010. URL:
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description

PrikoB A.JlokymMeHTanmoOHHOE oOecnieueHne ymnpasieHus kak ycnyra. Madgomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
Ilepeuens pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOI ceTH « MHTepHET»

Kypnan «lenompoussoacteo». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan o0 37€KTpOHHOM KOHTEHTE, MOKyMeHTax W OwusHec-mporeccax UR:

https://ecm-journal.ru/

Iunpaus ynpasnstonmx nokymentanueit. Caiit. URL/ https:/www.gdm.ru/

Tema 5. (4 4.) AyTCOPCHHT B yIPaBJIeHUH JOKYMEHTAMM OPTraHOB roCy1apCTBEeHHOM
BJIACTH M MECTHOI'0 CaMOYIPaBJIeHU s
Lens 3anatus — copMupoBaTh y OOydYaAOIIMXCS MPEACTABICHHE 00 OCOOCHHOCTSIX

ayTCOpPCHUHIAa B YIPABJIECHUU JOKYMEHTaMHU OPraHOB TIOCYJapCBEHHOW BJIACTU U MECTHOTO
CaMOYIIPaBJICHUS.
Bompocs! 11t 06cyxaeHns (KOHTPOJIbHBIE BOIIPOCHI):
1. OcoOeHHOCTH ayTCOPCHHIOBBIX YyCIyr B YIpaBIEHUH JOKYMEHTaMH OpraHoB
roCyIapCTBEHHON BIACTH U MECTHOI'O CaMOYIIPABIICHUS.
2. T'ocynapcTBEHHBIE 3aKyIKH ayTCOPCUHIOBBIX YCIYT B YIPABIECHUH JOKyMEHTaMU
CnMcoK MCTOYHHMKOB M JIUTEPaTyPhl

M cTOYHNKH OCHOBHBEIE

. ®enepanpubiii 3akoH PO ot 27.07.2006 1. Nel149-03 «O6 undopmarum, HHPOPMAITUOHHBIX
TEXHOJIOTHSIX U O 3aIuTe HHpopMarum» // [ DnekTponHslii pecype]. — M., 2019. — Pesxxum noctyma:
http://www.consultant.ru/document/cons_doc LAW_61798/

[IpaBuna fgenompous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMoympaBlieHUs’, YTBEpKIeHHbIE Mpuka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/



https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxueHun IlepeuHsi THUIIOBBIX
YIPaBICHYECKUX AapXWUBHBIX JIOKYMEHTOB, O0OpasymoIuxcs B TpoLecce JesITeIbHOCTH
roCy/apCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHMU3alli, ¢ yKa3aHUEeM

CPOKOB WX XpaHeHus'// [DnektpoHHbBI pecypc]. — M., 2020. — Pexum pocryna:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Tpuka3 MunuctepcrBa KyiabTypbl P® ot 31 mapra 2015 1. Ne 526 “O0 yTBepkIeHUH
MpaBWJI OpraHU3ally XpaHEHUs, KOMIUIEKTOBAaHUS, Yy4yeTa M MHCIIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit Denepanvyi ¥ IPYyrux apXWMBHBIX JOKYMEHTOB B OpraHax
TrOCyIapCTBEHHOW BJIACTH, OpraHaXx MECTHOTO CaMOyMpaBjieHHss W opraHuzanusax’ //

[DnmexTponHsIil pecypc]. — M., 2020. — Pexum mocryna: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [denonpou3BOACTBO M apxuBHOE aeno. Tepmunbl u ompeneneHus. URL:

http://www.consultant.ru/document/cons_doc LAW_ 163800/ .

"TOCT P MCO 15489-1-2019. HanmonaneHelii cranaapt Poccuiickoit denepaunn. Crucrema
CTaH/apTOB 0 UH(pOpMaK, OUOINOTEYHOMY U HU3JaTeNnbckoMy aeny. Mudopmanus u
JOKyMeHTauus. YnpasieHue JokyMeHTtamu. Yacts 1. [lonsaTus u npuHiuns"

(ytB. Ilpukazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunnies B.A. pa3Butre qokymeHToo0opta kak yiyru // Madomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/

Beperexuna C.B. Texnomorusi ayrcopcuHra B apxXuBHOM jene. IIpoGmemsl u pemeHus //
HenonpounzBoactso 2016. Nel.

Kotaspos W.J]. AyTCOpCHHT: OIBIT TeopeTndeckoroonucanus. / Hayunsiit sxypaan HUY

HUTMO. Cepust «IKOHOMHUKA U IKOTOTUYECKUA MeHeKMeHT, 2010. URL:

https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokymMeHTanmoHHOE oOecnieueHne ynpasieHus kak ycnyra. Madgomokym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
IIepeyenb pecypcoB HHGPOPMALMOHHO-TEICEKOMMYHUKAUMOHHOU ceTH «AHTEepHET»

Kypuan «JlemonpounsBoactBo». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan o0 37€KTpOHHOM KOHTEHTE, MOKyMeHTax W OwusHec-mporeccax UR:

https://ecm-journal.ru/

lunbaus ynpasnsonmx gokymentanueit. Caiit. URL/ https://www.gdm.ru/

Tema 6. (44.) AyTCOPCUHT B yIPABJI€HUHM apXHMBAMM OPraHU3anuil
[ensb 3ansATHS — CHOPMUPOBATH y 00yUarOIIMXCS NPEACTaBIeHUE 00 ayTCOPCHUHTIE B

yIpaBJIeHUN apXUBaMH OpraHu3alui.
dopma npoBeICHUS — OTBETHI HA BOMPOCHI U O0CYKACHHUE MPEITI0KEHHBIX TEM.
Bompocs! 11t 06cyxaeHus (KOHTPOJIBHBIE BOIIPOCHI):

1. AyTCOpCHHTI B yNpaBieHUH OyMa)KHbIMHM apXHUBaMU OpraHU3aLuil.


http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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2. AyTCOPCHHT B yNpaBJICHUH IEKTPOHHBIMU apXUBaMU OpraHU3alUi
[loaroroBka Kk UTOroBON KOHTPOJIBHOU paboTe «AyTCOPCUHT B YIIPABICHUU apXUBaMHU
OpraHHu3aLMiy.
CnHcoK MCTOYHHMKOB H JIUTEPATyPhI

M CTOYHNKH OCHOBHBIE

. ®enepanbuplii 3akoH PO ot 27.07.2006 r. Ne149-03 «O06 undopmauu, nHGOPMaIIMOHHBIX
TEXHOJIOTHSIX | 0 3a1uTe nHdopmarun // [ DnekTpoHHsbIi pecypc]. — M., 2019. — Pexxum qocryma:

http://www.consultant.ru/document/cons_doc LAW_61798/

[IpaBwia menmoONpOM3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMOyTpaBJIeHUs’, yTBEPKIeHHbIE Tpuka3oM Pocapxua ot 22.05.2019 N 71 // [DnexTpoHHBIH
pecypc]. - M., 2020. - Pexum JIOCTyTa:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/

[Ipukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxknaeHuu IlepeuHss THUIOBBIX
YIPaBICHYECKUX AapXWBHBIX JIOKYMEHTOB, OOpasyIOIIMXCS B MpPOLECCEe JAeSTEIbHOCTH
rOCYJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPABJICHUS M OpraHU3alui, ¢ yKa3aHUEeM
CpoKOB uX xpaHeHus"// [DnexkTponHslii pecypc]. — M., 2020. — Pexum gocrymna:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Ipuka3z MunucrepctBa KyJabTypsl PO ot 31 mapta 2015 . No 526 “O0 yTBepkaeHun
IPAaBWJ OpraHW3alMy XpaHEHMs, KOMIUJIEKTOBaHMs, y4e€Ta W HCIOJb30BaHUSA [JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit @enepauuu M APYruX apXMBHBIX JOKYMEHTOB B OpraHax
TOCYJapCTBEHHOH BJIACTH, OpraHax MeECTHOTO CaMOyTNpaBJIeHUS W opraHuzamusax’ //
[DnexTponnsIit pecypc]. — M., 2020. — Pexxum moctyma: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [enonpou3BoACTBO U apxuBHOE Aeno. TepmuHbl u onpenenenus. URL:

http://www.consultant.ru/document/cons_doc LAW_163800/ .

"TOCT P UCO 15489-1-2019. HanmonanwHsiii crannapt Poccuiickoit @enepanun. Cuctema
CTaHAapTOB Mo UH(OpMalKK, OHOINOTEYHOMY U U3JaTeNnbckoMy aeny. Mudopmanus u
JNOKyMeHTalus. YnpasieHue qokymentamu. Yacts 1. [lonsaTus u npuHuuns:"

(ytB. IIpuka3zom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunnes B.A. pa3zButue nokymentoodopra kak yinyru // Uadomnoxkym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/


http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
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Beperexuna C.B. TexHomorust ayrcopcuHra B apxXuBHOM jene. IIpoGmemsl u pemeHus //
HenonpounzBoactso 2016. Nel.

Kotnsipor 1.JI. AyTcopcuHr: onbIT TeopeTndeckoroonucanws. / Hayunetit skypaan HUY

HUTMO. Cepust «IKOHOMHUKA U HIKOJTOTUYECKUA MEeHeKMeHT, 2010. URL:

https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokymeHTanmoHHOE obecnieueHre ymnpasieHus kak ycnyra. Madgomoxym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
IIepeyenb pecypcoB HHGPOPMALMOHHO-TEICEKOMMYHUKAUMOHHOU ceTH «HTEepHEeT»

Kypnuan «JlemonpounssoactBo». URL: https://www.top-personal.ru/
Ecm-Journal. XKypnan o0 371eKTpOHHOM KOHTEHTE, AOKyMeHTax W OwusHec-mpoueccax UR:

https://ecm-journal.ru/
l'unbaus ynpasnstomumx nokymentanueit. Caiit. URL/ https://www.gdm.ru/

Tema 7. (4 4.) AHA/IU3 PHIHKA AYTCOPCHHIOBBIX YCJIYT B YIPABJIEHUH JOKYMEHTAMH
Henp 3ansaTHs — cpopMupoBaTh y OOyYaromIMXCs MPEACTABICHHE O COBPEMEHHOM pBIHKE
ayTCOPCHUHIOBBIX YCIIYT B YIpaBJIe€HUH T0KyMeHTaMu B Poccun..

dopma npoBeIeHsI — OTBETHI Ha BOIPOCHI U 00CYXkIEHHUE MPETIOKEHHBIX TEM.

Bompocsr 11t 06cyx1eHus (KOHTPOJIBHBIE BOITPOCHI):
1. PBIHOK ayTCOPCHHTOBBIX YCIIYT B YIIpaBJICHHH JOKYMEHTaMU U apxuBamu B Poccum.
2. Benymue poccuiickie KOMIAHHM, OKAa3bIBAIOIINE AayTCOPCHUHIOBBIE YCIYTH B
yIpaBICHUH TOKyMEHTAMU U apXUBaMHU.
3. Conepxanue, CTOMMOCTb U 3(P(PEKTUBHOCTh ayTCOPCHHIOBBIX YCIYT B yIpaBICHUHU
JTOKyMEHTaMH u apxuBamu B Poccum.
3agaHue I CaMOCTOSITEIIbHOU PaOOTHI:
[ToarotoBka K UTOTOBOM KOHTPOJBHON paboOTe MO TeMe « AHAIHU3 PhIHKA ayTCOPCHHTOBBIX yCIyT
B YIIPaBICHUU JOKYMEHTaAMI».
CHHCOK HCTOYHUKOB U JUTEPATYPhI

M cTOYHNKH OCHOBHEIE

. ®enepanpbubiii 3akoH PO ot 27.07.2006 1. Nel149-03 «O6 undopmarum, HHGOPMAITUOHHBIX
TEXHOJIOTHSIX U O 3aIuTe HHPopMarum» // [ DekTponHslii pecype]. — M., 2019. — Pesxxum noctyma:
http://www.consultant.ru/document/cons_doc LAW_61798/

[IpaBuna fgenompous3BOACTBA B TOCYAAPCTBEHHBIX OpraHax, OpraHax MECTHOTO
caMoympaBlieHUs’, YTBEpKIeHHbIE Mpuka3zoMm PocapxuBa ot 22.05.2019 N 71 // [DnekTpoHHBIH
pecypc]. — M., 2020. — Pexum JIOCTYTIA:
http://www.consultant.ru/document/cons_doc LAW_342093/d913cc94a8d7f6707f37178672dd7
5abb442d712/



https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
http://www.consultant.ru/document/cons_doc_LAW_342093/d913cc94a8d7f6707f37178672dd75abb442d712/
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ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxueHun IlepeuHsi THUIIOBBIX
YIPaBICHYECKUX AapXWUBHBIX JIOKYMEHTOB, O0OpasymoIuxcs B TpoLecce JesITeIbHOCTH
roCy/apCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHMU3alli, ¢ yKa3aHUEeM

CPOKOB WX XpaHeHus'// [DnektpoHHbBI pecypc]. — M., 2020. — Pexum pocryna:

http://www.consultant.ru/document/cons_doc LAW_345020/

[Tpuka3 MunuctepcrBa KyiabTypbl P® ot 31 mapra 2015 1. Ne 526 “O0 yTBepkIeHUH
MpaBWJI OpraHU3ally XpaHEHUs, KOMIUIEKTOBAaHUS, Yy4yeTa M MHCIIOJIb30BaHUS JIOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit Denepanvyi ¥ IPYyrux apXWMBHBIX JOKYMEHTOB B OpraHax
TrOCyIapCTBEHHOW BJIACTH, OpraHaXx MECTHOTO CaMOyMpaBjieHHss W opraHuzanusax’ //

[DnmexTponHsIil pecypc]. — M., 2020. — Pexum mocryna: https://base.garant.ru/71183090/

I'OCT P 7.0.8-2013. [denonpou3BOACTBO M apxuBHOE aeno. Tepmunbl u ompeneneHus. URL:

http://www.consultant.ru/document/cons_doc LAW_ 163800/ .

"TOCT P MCO 15489-1-2019. HanmonaneHelii cranaapt Poccuiickoit denepaunn. Crucrema
CTaH/apTOB 0 UH(pOpMaK, OUOINOTEYHOMY U HU3JaTeNnbckoMy aeny. Mudopmanus u
JOKyMeHTauus. YnpasieHue JokyMeHTtamu. Yacts 1. [lonsaTus u npuHiuns"

(ytB. Ilpukazom Poccranmapra ot 26.03.2019 N 101-ct) URL: www.consultant.ru

Jlureparypa
OcHoBHast

babunnies B.A. pa3Butre qokymeHToo0opta kak yiyru // Madomokym, 2008. URL:
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/

Beperexuna C.B. Texnomorusi ayrcopcuHra B apxXuBHOM jene. IIpoGmemsl u pemeHus //
HenonpounzBoactso 2016. Nel.

Kotaspos W.J]. AyTCOpCHHT: OIBIT TeopeTndeckoroonucanus. / Hayunsiit sxypaan HUY

HUTMO. Cepust «IKOHOMHUKA U IKOTOTUYECKUA MeHeKMeHT, 2010. URL:

https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
PrikoB A.JlokymMeHTanmoHHOE oOecnieueHne ynpasieHus kak ycnyra. Madgomokym, 2008. URL:

https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/551/4398/
IIepeyenb pecypcoB HHGPOPMALMOHHO-TEICEKOMMYHUKAUMOHHOU ceTH «AHTEepHET»

Kypuan «JlemonpounsBoactBo». URL: https://www.top-personal.ru/
Ecm-Journal. XypHan o0 37€KTpOHHOM KOHTEHTE, MOKyMeHTax W OwusHec-mporeccax UR:

https://ecm-journal.ru/

lunbaus ynpasnsonmx gokymentanueit. Caiit. URL/ https://www.gdm.ru/

Tema 8. (84.) [Jdorosop ayrcopcunra
Lenp 3ansaTuss — copMuUpoBaTh Yy OOy4arolIMXcs MpPEACTaBICHHE O MpoLeaype

IOPUIUYECKOTO O(OPMIICHHS MTOTyUEHHSI 8y TCOPCUHTOBBIX YCIYT B YIPABICHUU TOKYMEHTAMH.
dopma npoBeIeHHs — OTBETHI Ha BOIPOCHI U 00CYXKIEHUE MTPEI0KEHHBIX TEM.

Bompocsr 11t 06cyx1eHns(KOHTPOJIBHBIE BOIIPOCHI):


http://www.consultant.ru/document/cons_doc_LAW_345020/
https://base.garant.ru/71183090/
http://www.consultant.ru/document/cons_doc_LAW_163800/
http://www.consultant.ru
https://www.gdm.ru/educate/edu_obraz/28.04.2008/2072/materials/552/4399/
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/journal/n/nauchnyy-zhurnal-niu-itmo-seriya-ekonomika-i-ekologicheskiy-menedzhment
https://cyberleninka.ru/article/n/outsourcing-an-attempt-on-theoretical-description
https://ecm-journal.ru/
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1. Ilpouenypa mnony4eHHs ayTCOPCHHIOBBIX YCIyI B YIpaBI€HUU JAOKyYMEHTaMH U
apxuBaMu. OCHOBHBIE 3TaIlbl.

2. Pucku npu BeIOOpe npoBaiifiepa ¥ BO3MOKHOCTH UX MUHUMHU3HPOBATh.

3. IOpuanueckoe odopmieHHe ayTCOPCHHIOBBIX YCIYr B YIPaBICHUU JOKYMEHTaMHU.
JIoroBOp ayTCOPCUHIOBBIX YCIIYT.

[ToaroToBKa K HTOTOBOM KOHTPOJLHOM padoTe o Teme «FOpuanaeckoe ohopMieHIEe
ayTCOPCUHIOBBIX YCIIYT B YIIPaBJICHUHU JOKYMEHTAMH U ApXUBAMM.
Cnncoxk HCTOYHUKOB M JIMTEPATYPhI

N cTOYHHUKHN OCHOBHDbIE

. ®enepanpuplii 3akoH PO ot 27.07.2006 1. Nel149-03 «O6 undopmaruu, HHPOPMATUOHHBIX
TEXHOJIOTHSIX U O 3a1uTe HHpopMaum» // [ Dnekrponnslii pecype]. — M., 2019. — Pesxxum noctyma:

http://www.consultant.ru/document/cons_doc LAW_61798/

IIpaBuna feIONpPOM3BOJACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO
camoyTipaBJieHUs’, YTBepKAeHHbIe npukazoMm Pocapxusa ot 22.05.2019 N 71 // [OnexkrpoHHbIN
pecypc]. — M., 2020. — Pexum JIOCTYTIa:
http://www.consultant.ru/document/cons_doc LAW_342093/d913¢cc94a8d716707f37178672dd7
5abb442d712/

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxiaeHun IlepeuHst TUIIOBBIX
YIPaBICHYECKUX AapXUBHBIX JIOKYMEHTOB, O0Opasymoluxcs B Ipolecce JesTeIbHOCTH
rOCy/apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJIEHUSI U OpraHM3ali, ¢ yKa3aHUEeM
CpOKOB WX XpaHeHus'"// [DnektpoHHBI pecypc]. — M., 2020. — Pexum pgocryna:

http://www.consultant.ru/document/cons_doc_ LAW_345020/

[Tpuka3z Munuctepcra KyiabTypbl P® ot 31 mapra 2015 r. Ne 526 “O0 yTBepxkIeHHH
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9.2 MeTtoanuyeckne peKOMEHAAUMH 0 MOAT0TOBKE MUCbMEHHBIX padoT

B mponecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUIBI TUCBMEHHBIX paloT.

OCHOBHBIMU IIEJIIMU TUCBMEHHBIX pa0OT B By3€ SBJISIOTCS:

* 3aKpEIUICHHUE TTOJTyYeHHBIX 3HAaHUH 10 CIIEIMATLHOCTH, IPUMEHEHNE TUX 3HAHUH MPH
penieHny npodecCuoHaNbHBIX 3a7a4;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSTENLHON pabOTHI, OBJIaIEHIE METOANKAMH U
MPUHLIAIIAMH CaMOCTOSITENIbHOM UCCIIe10BATEIbCKON ACSITENbHOCTH;

* (popMupoBaHUEe yMEHHUS TPAMOTHO M JIOTHYHO M3JaraTh COOpaHHbIC HAyYHbIE JaHHbIC
U MaTepuaybl COOCTBEHHON UCCIIEIOBATEIbCKOM 1eATEIbHOCTH.

Hawubonee npocrasi, HO oueHb BaykHasi popMa MHUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJibHas paboTa. OHa ABIsSETCS 0053aTENbHBIM 2JIEMEHTOM CaMOCTOSITENIbHOM paOOThI
CTYZACHTA H, IPEXKJIE BCETO, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U NIEpeaBaTh
uH(dOpMaIHIO.

OTOT BUJ MUCBMEHHOM pabOThI MPEIyCMOTPEH YUCOHBIMH TUTAHAMH ITOATOTOBKH
OaxanaBpoB M Ha Kadepe apXUBOBEICHUS MPEUIaracTcsl B paMKax U3yueHus: OOIINX KypcoB U
KIIB.

Takxe B mpouecce 0Oy4eHHS CTYACHTY HPEICTOUT BHINOJHEHHE KYpPCOBBIX paboT,
KOTOpbIe (POPMHUPYIOT HCCIIEI0BATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3AINH U
OCMBICJICHHS YK€ CYIIECTBYIOIIEr0 3HAHUS M HAaNpaBi€Hbl HAa CAMOCTOSATEIBHOE pellleHue
HEKOTOPBIX TEOPETHUYECKUX HITU MPaKTHUECKUX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHUE
paboTaTh € HWCTOYHUKAMH, HCIOJIb30BaTh JOCTHIKEHUS COBPEMEHHOW Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHUS apXWBOBEIEHUS, a TAKKE CMEXKHBIX HAyK M HAYYHBIX AMCLUIUINH),
YCIENIHO peIIaTh MOCTAaBJICHHBIC 3a1adyu, oOpabaTeiBaTh M 0000mare Marepuan. Hamucanue
KOHTPOJIBHOM paboOThl, MOATOTOBKAa M 3alUTa KypCOBOW HMEET psiJ OpraHu3allMOHHBIX U
METOUYECKMX 0ocoOeHHOcTeH. O3HaKOMIIEHHE C JaHHBIMH METOJAMYECKUMHU PEKOMEHIAIUSIMU
IIOMOJKET CTYAEHTaM IPaBUIIBHO OPraHU30BaTh CBOIO yUEOHYIO M HAYYHO-HCCIIEOBATEIBCKYIO
pabory.

OO0uue TpeGOBaHMSA K CTPYKTYPe U COAeP:KAHHI0 MUCbMEHHBIX padoT

Baxxnoii popmMoit caMOCTOSITEIBHONW pabOTHI CTyACHTA SBISETCS KOHTPOJIbHAs padorTa.
Ona mpexycMoTpeHa Aisi OOJIBIIMHCTBA TUCIHMIUIMH y4eOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeieHus. Ee Hanncanue npecienyeT ueiab yriyoJleHHOU MpopaboTKU AUCIUILINHBIL.
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Kontponbaas paboTa BBINOTHSETCS CTYyJACHTAaMH B COOTBETCTBUUM C TEMAaTHUKOM,
eXEerogHo  yTBepxkaaemoit  kadenpoit. KoHTpompHass paboTa  SBIAETCS  DJIEMEHTOM
CaMOCTOSITENIbHOW PabOThI CTYZCHTOB, TO3TOMY BBIOOD TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHusi KOHTPOJBHOW pPaOOTHI CTYAEHT JODKEH B IEJIOM O3HAKOMHTHCA C
paszzenamu Kypca, peyCMOTPEHHBIMHU Y4eOHOM POrpaMMOi.

PaboTa o HanmMcaHui0 KOHTPOJILHONW HAUMHAETCS C BBISBICHUS U U3yUEHUS! HICTOYHHUKOB
U TUTEpaTypsl 1o teMe. [1o okoHYaHuu cOopa U U3ydeHUs JIUTEPaTypbl B UCTOUHUKOB CIIEIYeT
MPOyMAaTh IJIaH KOHTPOJIHHOM paboThl. COCTaBIICHHE TUTAaHA — Ba)KHAS YaCTh PAOOTHI HAJI TEMO.
[Inan npezncrasisier co0oii mepedeHb BOMPOCOB, OTPAXKAIOLINX CoJiepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOJYyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kauy€CTBO KOHTPOJIbHOMN
pabotbl. B muian nenecooOpa3Ho BKIIOYUTH HanOoJee BaKHbIE TEOPETUYECKHE U MPAKTUYECKHE
BOIPOCHI TEMbI, KOTOPbIE MPH HEOOXOAMMOCTH MOTYT OBbITh JeTanu3upoBaHbl. Kak mpasuio,
pabounii BapuaHT MJIaHa T0JDKEH OBITh pa3BepHYTHIM, UTO 0OJIeryaeT paboTy HaJl TEMOH.

B oxoHuaTenbHOM BapuaHTE IUIAH MOKET OBITh JaH B COKpAIlEHHOM BHJE, HO
00s3aTeNIbHBIM YCIIOBUEM IPH 3TOM SIBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOW pa 60oTe. COCTaBIICHHBIN TIJIaH JOJKEH HAWTH OTPa)KEHUE B
OTJIABJICHUU K KOHTPOJbHOU pabote. PaboTa qomkHa BKIIOYATh TUTYJIBHBIN JIHCT, OTJIaBJICHUE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIIYIO U3 HECKOJIBKUX pa3/IesIoB WU aparpados, 3aK/I0UeHuE,
CIIUCOK MCTOYHUKOB U JUTEpaTypbl. Bo BBeIeHNH HEOOXOIMMO KpPATKO PACKPHITh 3HAUEHUE U
aKTyaJIbHOCTh H3y4aeMmMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJaud paboThl, ee
XPOHOJIOTUYECKHE PpPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHHUKOB H
auTepaTypsl o Teme. O030p HCTOUYHUKOB U JIUTEPATYPhl HE JOIKEH CBOJIUTHCS K TIEPEUUCIICHUIO
UCIIOJb30BAHHOTO aBTOPOM HOPMATHBHOTO MaTepuaia W OMyOJMKOBAaHHBIX cTaTeil. B Hem
clelyeT JaTh aHallu3 MCTOYHHUKOB M JUTeparypbl. B 3aBucuMocTH OT oObemMa M II€JIEBOTO
Ha3Ha4YeHHs pabOThI, 0030p MCTOYHUKOB U JIUTEPATYPhl MOXKET ObITh MPEACTABICH OTIEIbHBIM
naparpadoM WM pa3aesioM B OCHOBHOM 4acTu paboTHI.

OcHOBHasi yacTb KOHTPOJBbHOH paOOThl JOJDKHA OBITH M3JI0)KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIaTh COCTOSIHUE M COJEp)KaTh aHAJIU3 pPacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOTO YPOBHS PAa3BUTHS TEOPETHUECKUX 3HAHWW W OMbITA MPAKTHUYECKOH pPabOTHI
apXUBHBIX YUPEKJIEHUI B 3TOI 00sacTu.

[Tpu pacKkpbITHUH TOM MIIM UHOM TEMBI CTYACHT JOKEH CTPEMUTHCS MOAPOOHO U TITyOOKO
U3JI0KUTh KPYT BONPOCOB, BXonadumux B Hee. [lo mepe paccMoTpeHus Marepuana OTIElbHbIE
MOJIO’KEHHUSI KOHTPOJIbHOM paboThI CleyeT WLTIOCTPUPOBATH MPUMEpPAMH U3 JTUTEPATyphl U, 1O
BO3MOXXHOCTH, M3 TMPAKTHKH PaOOThI KOHKPETHBIX apXHBOB C 00s3aTENbHBIMHA CCHUIKAMH Ha
JUTEpaTypy U UCTOYHUKU. B 3aKiIt0ueHUU KOHTPOIBHOW pabOThl HEOOXOIUMO MOABECTH UTOTH
TEOPETUYECKOW M MPaKTUYECKOH pa3paboTku BompocoB. CHHCOK HCTOYHUKOB M JIMTEPATYpPbl
NpeCTaBIsieT coO00N TMepeyeHb HCMOJIb30BAHHBIX PA0OT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(haMIITIY ¥ MHUITHAJIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBAHUS U
CTPaHMUIIBL.
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Ipuiaoxkenue 1

Annomayus oucyuniaunvl (Mooyns)

Jucuunnuna (MOAynb) «AyTCOPCHHT B YIpPaBICHHM JIOKYMEHTAMU OpTraHU3aLU»
peamusyercss  Ha  (akyJbTeTe  apXUBOBEACHHS W  JIOKyMEHTOBEINCHHMA  Kadeapoid
JIOKYMEHTOBE/ICHHUS, ayIMOBU3yaJIbHbIX U HAYYHO-TEXHUYECKUX apXHUBOB.

Llenb AMCIUIUIMHBI — 03HAKOMHTH 00YYaIOIIErocsi C Ay TCOPCHHTOM B YIIPABICHUH TOKYMEHTAMU
OpraHu3aLuil..
3anaun TUCIUILTHHBI
3ajaun JUCHUTUIUHBI
- chopMupOBaTh y 00yYAOIETOCS MTPEICTABICHHS O MMOHITUN ayTCOPCUHTA;
- 03HAKOMHTH OOYYArOIErocsi ¢ MCTOpPHEH Pa3BUTHS ayTCOPCHHTOBBIX YCIyr B 001acTH
ympaBiieHus TIoKyMeHTamu B Poccuu;
- chopmupoBaTh y oOywaromerocs MpeAcTaBIeHUS 00 OCOOEHHOCTAX AayTCOPCHHTA
yTpaBJICHUHN TOKYMEHTaMHU HETOCYIapCTBEHHBIX OpTaHU3aIlni;
- chopmupoBaTh y o0OydaromIerocs MNPEICTaBICHUS 00 OCOOECHHOCTSAX ayTCOPCHUHTa B
yIpaBJICHUH JJOKyMEHTaMH OPTaHOB TOCYJAPCTBEHHOM BIIACTH M MECTHOT'O CAMOIIIIPABIICHHUS;
- chopMUpOBaTh Yy O0OydYaromierocss 3HAaHUS OCHOBHBIX JTaloOB MPEIOCTABICHUS
ayTCOPCHHTOBBIX YCIIYT B yIIPABJICHUH TOKYMEHTAMHU OpPTaHU3aIHIA;
- copMHPOBATH y 00YYAIOIIETOCS YMEHUS aHATU3UPOBATh PHIHOK ayTCOPCUHIOBBIX YCIIYT B
yIpaBJICHUHN TOKYMEHTAMHU.
JucuumuinHa (MOTyJib) HanpaBjieHa Ha HOPMUPOBAHKE CIICIYIONUX KOMITETECHITHA:

[TK-2 CniocobeH opraHu30BaTh U OCYIIECTBIATh JOKYMEHTAIIMOHHOE 00CCIICUCHUE YIIPABICHUS
B OpraHu3alusAx pa3INYHBIX OpPraHU3alMOHHO-TPAaBOBbIX (GopM u (opM CcoOCTBEHHOCTH,
rOCYJJapCTBEHHBIX OpPraHax U OpraHax MECTHOT'O CaMOYIPABJICHUS

[TIK-7 CnocobeH ocymiecTBIATh JOKYMEHTAMOHHOE OOecleueHue AeSTENbHOCTH Mo MOoI00pYy,

OLICHKE, Pa3BUTHUIO U OPraHU3AlMM TpyJa IepcoHaa

B pesynbrare ocBOCHUS AUCIUIUIMHBI (MOIYIIs1) O0YUYarOIIMIACS TOKEH:

3HaTh:

TEOPETHUECKUE OCHOBBI JOKYMEHTAIIMOHHOTO 00CCIICYCHUS YIIPABIICHUS

OCOOCHHOCTH TOCTAaHOBKH JIOKYMEHTAlIMOHHOTO OOeCledYeHHs] YIpaBlIEHUS B OPTraHU3alMIX

pa3IMYHBIX OPTraHU3AIMOHHO-IPABOBBIX (OpM U (GOPM COOCTBEHHOCTH, TOCYNAPCTBEHHBIX
OpraHax ¥ OpraHax MECTHOTO CaMOYTIPaBJICHHS

cocTaB (YHKIHH CITy>KO TOKyMEHTAITMOHHOTO 00ECIIeUeHUs yIIPABICHHS

NPUMEHITh TEOPETHUYECKUE 3HAHUS TPU OpPraHU3alUd JOKYMEHTAIlMOHHOTO OO0CCIICYCHUS

yIpaBJIeHUS] OPraHU30BaTh JIOKYMEHTALIMOHHOE OOeCHeyeHHe B OpraHu3alMax pa3InyHbIX
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OpTraHU3aIMOHHO-TIPABOBBIX (HOpM U POPM COOCTBEHHOCTHU, TOCYAAPCTBEHHBIX OPraHaX U OpraHax
MECTHOTO CaMOYIIPABJICHUS YIPaBICHUS OCYHIECTBIATH pPabOTy MO JOKYMEHTAI[MOHHOMY
00€eCTIeueHUIO YIIPaBIEHYECKUX POIIECCOB
Bnanets:
METOJIONIOTHEH TOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHUS
HABBIKAMU COBEPIICHCTBOBAHUS CHCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHSI YIIPABIICHUS
HaBBIKAMHU JTOKYMEHTHPOBAHUS YIIPABICHYECKUX IPOIECCOB M PabOTHl C JOKYMEHTAIMEH B
OpraHu3alMsaX pa3IMYHBIX OpPraHU3AIMOHHO-TIPABOBBIX (opM © (GopM COOCTBEHHOCTH,
rOCyJJapCTBEHHBIX OpPraHax U opraHax MECTHOT'O CaMOYIIPABJICHHUS.
[To mucnurHe (MOAYITIO ) TIPEyCMOTPEHA TPOMEKYTOUHAS aTTecTaIus B hopme 3auera.
OO6masi TPyAOEMKOCTh OCBOCHHUS JUCIHUIUIMHBI (MOJIYJIS) COCTABJSIET 3 3a4eTHHIC

€IMHUIIEL.



